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Introduction

Activity-based learning

This book is full of activities for you to do, as well as information for
you to read.

These activities will help you learn to find out more information for
yourself.

Do all the activities. They are the most important part of this book.

Research

Since you have to find out information for yourself, many activities
in this book calls you to do research using books in the library, the
internet and other sources such as newspapers and magazines.

Icons

To guide you, each activity in the book is marked by a symbol or icon
to show you what kind of activity it is. The icons are as follows:

Fieldwork icon
@ @ Fieldwork means learning outside the classroom
9@ either in the school compound, the local area or in the
learner’s home area. It is suitable since it engages the
learner and makes him/her involved in the learning
process. Fieldwork can be used in all subjects.

Fieldwork Activity

Discussion icon

Some activities require you to discuss an issue with a

partner or as part of a group. It is similar to group work,
osaussonvecanuiay eacing. DUT USUAIlY does not require any writing, although some

short notes can be written for remembrance.

Computer/Internet Activity icon
Some activities require you to use a computer in your
computer laboratory or elsewhere.

Computer/Internet Activity
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Listening Activity

Observation Activity

Practical Activity

Writing/Research Activity

Listening Activity icon

The listening activity requires you to carefully listen to
the teacher or your fellow learner reading a passage,
poem or extraction on the subject and then answer the
questions.

Observation Activity icon

You are expected to observe and write down the results
from activities including experiments or social settings
overtime.

Practical Activity icon

The hand indicates a practical activity, such as a role
play on resolving a conflict, taking part in a debate or
following instructions on a map. These activities will
help you to learn practical skills which you can use
when you leave school.

Writing Activity icon
Some activities require you to write in your exercise
book or elsewhere.
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ICT Fundamental







Application and Utility Software
Installation

Key Unit Competence

Understand the functions of operating system; install and use
application and utility software.

Computer software is defined as a series of instructions that tell the
computer hardware how to process data.

Computer software is sometimes called computer program.

There are two main categories: system software and application
software. Application, utility software and their installation can not
work alone without operating system.

1.1 Operating system (0OS)

Operating system is a large and powerful program that controls and
manages computer hardware and application software. It is the most
important computer program.

Operating system software runs and manages all the operations
of the computer. All electronic devices use operating systems to
work, for example; laptop computers, tablet, desktop computers,
smartphone, router, etc.

The operating system that runs a laptop or desktop computer is
commonly called Desktop Operati ng System (DOS). This includes;
Microsoft Windows (with versions like Windows 10 and Windows
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8, MacOS (from Apple and is formerly OS X), Chrome OS (designed
by Google) and Linux (e.g. Ubuntu, Fedora).

Mobile operating system runs on smartphones, PDAs, Tablet PCs and
other mobile devices. Examples include Android (manufactured by
Google Inc.) and iOS (manufactured by Apple) etc.

Server operating system or server OS is installed and runs on servers
e.g. web servers examples of server OS are: Windows Server, Linux,
and FreeBSD (Free Berkeley Software Distribution).

1.2 Functions of operating system

Application . Computer
User Software ' * Operating ' Hardware

| System

Figure 1.1: How instructions flow between operating system, hardware and
applications.

When the user runs an application, the program sends requests
to the operating system and the operating system commands the
hardware to work as required by the user. Most of the work done
by the operating system is hidden from the user, meaning the user
does not need all the details going on but just sees the results.

1. Booting: The operating system is responsible for completing
booting process of the computer. Booting is starting or restarting
the computer. Cold boot starts the computer that has been
turned off completely whereas warm boot restarts the computer’s
operating system.

2. The operating system provides an appropriate User interface.
The interface enables the user to interact with the computer
software and hardware. The user interface can be Command-line
interface (CLI) or Graphical user interface (GUI). With CLI, the
user interacts with OS by typing in commands at the command
prompt to perform specific tasks. Examples include Disk operating
system (DOS) such as MS.DOS (Microsoft Disk Operating System).
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BE¥ Command Prompt = [m| X

Picture 1.1: Command Line Interface

Paint

Excel 2016
L 2 Get Started

Get Skype
| Maps

Pecple

File Explorer

With GUI, the user interacts with OS by using a mouse to access
windows, icons and menus e.g. Microsoft Windows (8 or 10).

Life at a glance Play and explore

We speak Yahoo 5
: @

Kbox

Trump 15 right
about this:

e H Amencans need
to move wher...
Microsoft Edge Money 7]

Clear

= IO

Washington,... Phone Compa..  OneNote

wg

Word 2016

m A va fa B o

Picture 1.2: Graphical User Interface (with images or icons representing computer
commands)

3.

Operating system manages resource allocation to various
programs. The operating system loads programs in computer’s
primary memory, runs them and allocates them run-time, memory
space, processor time, input/output devices and instructions to
use.

Memory management: The OS organises how the primary memory
is used by different programs through partitioning. Partitioning is
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the dividing of the primary memory to run different programs in
different partitions or sections of the hard disk. When the size of
the primary memory or RAM is not enough, the OS borrows a
space from the hard disk and adds it to the primary memory or
RAM. This memory is called Virtual memory or Virtual RAM. |t
enables the OS to run programs which require more memory than
available RAM in the system, but it is much slower.

5. Manages user’s files. The OS manipulates how files are created,
stored and retrieved using file system. When you store a file on a
disk, it is stored in pieces and when you open it, the OS organises
those pieces together and opens your file. OS also handles tasks
related to cutting, copying and deleting files and folders.

Note: File system is a method used by the operating system
to name, store and organise files on a disk. For example
Windows uses NTFS (New Technology File System).

Mac OS operating system uses a file system called HFS Plus
or HFS+. HFS is written as Hierarchical File System. Linux
has many file systems such as Ext 2, Ext 3, Ext 4, XFS, etc.

6. Operating system controls input/output peripherals. The
operating system manages reading from the input peripheral
devices and writing to all peripheral devices. It controls access
to all peripherals through small programs called device drivers.
A device driver is a program that controls how a specific device
works with specific operating system. Examples are: Printer driver,
network driver and graphics driver.

7. Operating system manages files: Operating System supervises
the creation, storage, updating and deletion of files to various
storage devices e.g. hard disk, flash disk, etc.

8. Operating system manages backup storage (secondary storage
or auxiliary storage). Operating system locates and retrieves files
needed by user from backup storage and monitors how they are
used.

9. Operating system manages security and access rights of
computer users. In this case, the operating system monitors
the creation of passwords, user names or account names on a
computer. It also keeps record of who accesses the computer,
the activities done and the resources used. In managing system
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10.

. Explain briefly the meaning of ‘operating system’ in the computer

. ldentify the operating system(s) that is installed in your school

security, the operating system guarantees that resources are used
only for programs and users with appropriate authorisation.
Operating system handles errors as they happen. When the
computer is used, without user intervention or knowledge. It can
suggest to the user what to do to correct errors through error
messages.

There are several different types of operating systems and choice
of which operating system to use depends mainly on; cost of
buying the OS, hardware requirements to run the OS and user
experience. The OS comes with two important components i.e.
the Shell (which provide interface between the user and the
operating system itself) and the Kernel (which provide interface
between hardware and applications). You can install OS using
different options among which are; fresh installation (done on a
new computer or if the existing OS is damaged and cannot work);
multi-boot installation (done when you install two or more different
copies of OS on different parts of hard disk) and upgrading (done
when you replace old version of OS with a new copy of OS e.g.
replacing windows 7 with windows 10).

system.

computers.

Discuss any five functions performed by the operating system
in a computer.

Give an example of operating system that can be installed on
each of the following devices:

a) PDA

b)  Laptop computer

With clear examples discuss the following terms in computer
system:

a)  File system

b)  User interface
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1.3 Types of license for software

A software license is a legally binding agreement that specifies the
terms of use for a software. It also defines the rights of the software
producer and that of the end-user.

There are two types of licenses for software:

© Open source software
© Proprietary software

1.3.1 Open Source License (General Public License or
GPL)

Open source software is a computer program in which the source
code is available to the general public for use or modification from its
original design and free of charge.

Open source license is a license that allows the software to be freely
used, modified and shared. This software license is widely used for
free and guarantees end-users the freedom to run, study, share and
modify software.

1.3.2 Proprietary license

Proprietary software is owned by an individual or company that
developed it. The source code is kept almost secret, so you cannot
modify it.

This means that the software is under restrictive copyright and the
source code is hidden from users. Anybody cannot copy or change
proprietary software unless permission is sought from owners. Most
software today is proprietary.

Proprietary license is a software license in which the software
publisher/owner grants a license to use one or more copies of software,
but the ownership of those copies remains with the software publisher.
The user must pay for the license before permission is given to use the
software.

Note: Copyright refers to the legal right of the owner of intellectual
property. It is the right to copy meaning that the original creators of the
products and anyone they give authorisation to are the only ones with
exclusive rights to reproduce t he work.
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1.4 Download software

Download software means the transfer/copy of a software through
the Internet from the remote computer (server) to a local machine or
computer.

Downloaded software installation files (executable files) are commonly
used for program installations.

Using a browser installed on your computer, download Google
Chrome installation file from Internet onto your computer.
Step 1: Open your Browser on the computer.

Step 2: Use the search engine and type “download Google
Chrome” installation file in the search book.

URL bar

G Google x S — O X

< > O » =@ & -

Gmail Im.

Google

Download Google chrome

Google Search I'm Feeling Lucky

Google search box

Advertising  Business  About Privacy  Terms  Sett

Picture 1.3: Browser window displaying Google Internet searching tool
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Step 3: Press Enter key (Return key) on your keyboard. Doing this
will start the search for the specified item. After a short
time, the search results display. Scroll to find the best
result.

M download google chron X | + = b

]
e > O ‘ [9] bing.com/search?q=download +google+chrome&FORN ﬁ' | = Z @

Download Chrome - Google
www.google.com/intlen/chrome/browser
Google Chrome is a fast, secure, and free web browser, built for the modern web. Give it

a try on your desktop today
Download For Mobile
Chrome for Desktop - Google. Google A browser that is fast, simple, and
Chrome is a fast, secure, and free ... secure. Save data, load pages faster, ..
For Personal Computers Set up Chrome
Google Chrome is a fast, secure, and Sign in to Chrome to enable powerful
free web browser, built for the modem features that help you browse the web
Browser

download Chrome - Google. Google
Chrome is a fast, secure, and free ...

See results only from google.com

Google - Windows App Store
hitps /hwww. microsoft com/store/apps/9wzdnerfj2gk

The world's information at your fingertips. A familiar, fast, and precise
way to find answers on your Windows 10 device.

JI 3.9/5 Yokdkkk (2.8K) - Free

Install §*

https:/fwww.google.com/intl/en/chrome/browser/

Picture 1.4: The browser displays search results

Step 4: Click the search result you think is best for you. This
will take you to the items page. Now click “for Personal
Computers” the result will be as shown in the picture
below.

< > O ‘ goaogle.com/chrome/browser/desktop/index.html L f{ | = Z Q

‘. Chrome DOWNLOAD ~ SETUP ~ CHROMEBOOKS + CHROMECAST ~

Get a fast, free web browser

One browser for your computer, phone and tablet

For Windows 10/8.1/8/7 64-bit

Download Chrome for another platform

Picture 1.5: The page for the search item is displayed
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Step 5: Click the “Download Chrome” button.

Note: If you download chrome, it automatically installs
itself and so you may not see the downloaded file, but an
already working program.

Download Chrome for Windows

For Windows 10/8.1/8/7 64-bit

Google Chrome Terms of Service

These Terms of Service apply to the executable code version of Google Chrome. Source code for,
Google Chrome is available free of charge under open source software license agreements at
hitp:/lcode.google.com/chromiumiterms._htmil.

1. Your relationship with Google

1.1 Your use of Google’s products, software, services and web sites (referred to collectively as the
“Services” in this document and excluding any services provided to you by Google under a separate

Printer-friendly veryion

Help make Google Chrome better by automatically sending usage statistics and crash reports to

Google. Learn more

Always read through

Accept and Install the terms of service or

manufacturer’s manual

for proper use

Picture 1.6: Download screen for Chrome

Step 6: Open your downloaded file(s). Do this by clicking on
the file’'s name bar at the bottom of the browser or by
navigating to the computer’s default download location,
which is a folder called “Downloads”.

Note: By default, all downloaded software and files are kept in the
folder called Downloads on your computer from where they are
transferred to another location of user’'s choice.

Some programs take long to download and to install and others
strictly require Internet connection to complete installation.
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\

Create a folder on your desktop using your first name and use it to
save all the downloads.

Using installed browser, download the following software
installation files.

a) Avast antivirus b) Mozilla Firefox
c) VLC media player d) Adobe reader
e) Chess game f)  Skype

1.5 Installation of software

The term Software Installation means, the process of copying
installation files of a given program onto hard disk in a format that
allows the computer to run the program. It means putting a computer
program on a computer and ready for use.

You should always read the manufacturer’s installation manual to
correctly install programs. This manual describes all the procedures
and the necessary system requirements for successful installation.

System requirements for installing software

© Processor speed (the higher the speed the better)

© RAM size

© Hard disk space

© Graphics card

E.g. to install Windows 10, the minimum requirements usually include:

Processor 1 Gigahertz (GHZ) or faster processor or SoC
(System on Chip or integrated circuit known as a
chip).

RAM 1 Gigabyte (GB) for 32-bit or 2GB for 64-bit

Hard disk space  16GB for 32-bit OS or 20GB for 64-bit OS

Graphics Card DirectX 9 or later with WDDM (Windows Display
Driver Model) 1.0 driver

WDDM is a graphic driver architecture for video card
drivers running Microsoft Windows.
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1.5.1 Installation of Operating system

Operating system is installed in a separate section of hard disk referred
to as disk partition. The hard disk is usually divided into multiple
sections and each section or partition can operate independently of
the other. Dividing hard disk into partitions is called disk partitioning.

Before you partition a disk, save or backup important files onto another
disk because disk partitioning erases all the data on the disk and
prepares it for new data using a particular file system such as FAT (File
Allocation Table) or NTFS.

The hard disk is usually partitioned when installing operating system.
To partition your hard disk, insert in the optical drive a bootable DVD
containing a desired operating system e.g. Windows 8 or Windows 10.

Note: While installing the OS, determine the type of file system
you should use. File system is a method used by Operating
system to keep track of files stored on computer. File systems
commonly used by operating systems include: FAT32 and NTFS.
Modern operating systems such as Windows 10 mainly use NTFS
(New Technology File System). Consider the type of file system
best supported by OS or application software you want to use.

Since an Operating system has to take control of all other programs
you will use, it must be installed first before other programs.

Provided with Windows 10 installation DVD or flash disk containing
Windows 10 installation files, perform a fresh installation of
Windows 10 on your computer.

Step 1: Backup all your data on an external storage device such
as a flash drive or external hard drive. This is because
clean installation deletes everything on your computer’s
hard drive.

Step 2: Start your computer and then connect the bootable USB
flash drive or insert the bootable Windows 10 DVD on
the PC where you want to install Windows 10.
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Step 3: Restart your PC, and then press any key to boot from the
USB flash drive or the DVD. Press the key after seeing the
message as shown below.

any key to boot from CD or DUD.._

If you restart your PC and your current version of Windows
starts, then open a boot menu or change the boot order
in your computer’s BIOS or UEFI (Unified Extensible
Firmware Interface) settings so that your computer boots
from the media.

Note: To open a boot menu or change the boot
order, press a combination of keys (such as F2,
F8, F9, F10, F12, Delete, or Esc) as soon as you
turn on your PC. However, the key (s) you press
depends on the manufacturer of your computer’s
motherboard and it is usually displayed immediately
the computer starts. Check it out.

Once you get the boot menu, select the best boot order
such as Optical disk drive then press enter key.

Step 4: On the first screen for Windows Setup, select your
language, time, keyboard preferences and then click on
Next button on lower right.
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='.{-|_ Windows

Language to instal - Select desired
i ] - options you want
MR Rt L Eniglich (United States - . .
or just click

Enter your langu

Picture 1.7: Windows setup (first screen) for Language selection

Step 5: In the next screen, click on “Install Now” to install
Windows.

The new OS Windows 10 will start its installation. Make
sure you don’t turn off your PC.

Windows Setup

am Windows

Picture 1.8: Windows setup (Screen two) to Start Installation
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Step 6: In the next screen, you will be asked to provide a
25-character product key in the space provided. After
entering it, click Next. However, if you don't have a
product key at the moment, click on Skip button so you
will enter the product key later.

Step 7: The next screen is the License Agreement Window. If
you have time, read through and then check the option
labelled “lI accept the License terms”. afterwards click
Next button.

@ é Windows Setup

License %rms

MICROSOFT PRE-RELEASE SOFTWARE LICENSE TERMS )

PRE-RELEASE WINDOWS OPERATING SYSTEM

IF YOU LIVE IN (OR IF A BUSINESS, YOUR PRINCIPAL PLACE OF
BUSINESS IS IN) THE UNITED STATES, SECTION 1 OF THE ADDITIONAL
TERMS CONTAINS A BINDING ARBITRATION CLAUSE AND CLASS
ACTION WAIVER. IT AFFECTS YOUR RIGHTS TO RESOLVE A DISPUTE
WITH MICROSOFT. PLEASE READ IT.

This is a license agreement between you and Microsoft Corporation (or,
based on where you live, or If a business, where your principal place of
business is located, one of its affiliates) that describes your rights to use the
pre-release software named above. If you are entering into this agreement

B S U SR SRS S

o

Picture 1.9: Windows setup (Screen three) for accepting license terms
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Step 8: In the next screen, you will see two options. To perform a
clean installation, select Custom.

| &
@ ﬂ Windows Setup
Which type of installation do you want?

Upgrade: Install Windows and keep files, settings, and applications
The files, settings, and applications are moved to Windows with this option. This option is only
available when a supported version of Windows is already running on the computer.

Custom: Install Windows only (advanced)

The files, settings, and applications aren't moved to Windows with this option. If you want to
make changes to partitions and drives, start the computer using the installation disc. We
recommend backing up your files before you continue.

Help me decide

Picture 1.10: Windows setup (screen four) for selecting Installation type

Note: Custom is selected to make fresh installation.

Step 9: Select the drive on which to install Windows 10. You may
need to format the drive for clean installation. Select the
drive and click on Format at the bottom of the window. In
case you have just installed a new hard disk, you need to
create a new partition to install Windows.

To create a partition

* Select the hard drive and click on “New” button

* Allocate the space you want depending on the capacity
of your hard disk.

* Click “Apply” to complete the process.
Note: The system additionally creates a partition

with name “System Reserved” to ensure that the
system works fine. Its size usually is 100MB.
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@ o Windows Setup —

Where do you want to install Windows?

Mame Total size Frae space| Type
= Drive 0 Unallocated Space 32068 32068
|| Click Formatto
prepare your disk for
storage just before
partitioning. (1)
+3 Refresh £ Delate i Formt Negw

Type here storage space

" £ 2 e | [
4 Load driver :?.;tend Size: [ =~ M8 | Agoly || Lancel | in Megabytes for
partition 1 click on Apply
button. (2)

Repeat this for other

Ned -,
partitions you need

Picture 1.11: Windows Setup screen for partitioning a hard disk

Step 10: Select partition where you want to install Windows 10
and click Next button.

At this point, the installation of Windows will start. It
will take about 25 minutes to complete the installation
process.

During the installation, your system may reboot two or
three times but don’t press any key, leave everything to
work automatically.

é] Windows Setup

Installing Windo%zs

Status

J Copying Windows files
Getting files ready for installation (03)
Installing features
Installing updates
Finishing up

Picture 1.12: Windows setup screen for installing windows
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Step 11:Once the installation is completed, a blue colour screen
displays.
Click on “Use Custom Settings” button if you want to go
with default settings. You can also click on “Customize”
button if you want to customise settings.

Settings

which indude o wding info to Mi

Use express settings

Picture 1.13: Windows setting screen

Follow on-screen instructions and a few minutes Windows
10 will be ready for use.

Note: If you did not enter the 25 character windows key
above, then go to Settings -> Update & Security ->
Activation. Enter the key to activate the windows.

Win
Edition Nindows 10 Pro Insid

EW
Enter a product key

Enter a product key

Your product be in an email from whoever sold or distributed Windows to you, or on
the bax the Wi DVD or USE came in

The product key looks similar to this:
PRODUCT

Product key

Dashes will be added automatically

wsider Program

Picture 1.14: Windows screen for entering product key
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1.5.2 Install Microsoft (MS) Office 2016 on selected
computer(s)

You are provided with Office 2016 Installation DVD. Install this

application on your computer. Follow the steps below.

Step 1: Obtain MS Office installation on a DVD, flash disk,
external hard disk (or download Installation file from the
Internet.)

Step 2: Insert the disc in the optical drive (e.g. DVD Drive)
The installation disc automatically launches setup
wizard. (If the setup wizard doesn’t start automatically,
open the disk drive or folder for Office 2016 and double-
click Setup file. See the picture below.
| = Application Tools ~ MICROSOFT Office PRO Plus 2016 — O x
Home Share View Manage o
<« v 4 <« Desktop * MICROSOFT Office PRO Plus 2016 » v Search MICROSOFT Office PR.. ©
# Quick access Name a Date modified Type Size
[ Desktop - KMSAuto Net 2015 v1.3.8 Portable 1/9/2017 418 PM File folder
; Downloads office & 15 6:41 AM File folder
Documents # E _Readme 9/27/20159:27 AM  Text Document
b ;B autorun 5/28/2015 7: Setup Information
= 'cf”'es ’ 0 sctup 8/16/20156:01PM _ Application 4
Office 2 www.Tech ET - www.ThumperDC....  7/21/201511:38 M Text Document
Office
RWANDA MAT
Scratch Projects Double click Setup file to start
installation
@ OneDrive
I This PC
[ Desktop
E)ocur.nen-ts = R
Gitems 1 item selected 402 KB =

folder

Picture 1.15: File Explorer (Windows Explorer) showing Microsoft Office 2016

When the setup file is double-clicked, it displays the
Office screen as shown in Picture 1.16.
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Remember:

To install application software successfully you must use
an Administrator account, without which installation
cannot take place. Other types of accounts such as
standard or limited accounts and Guest accounts do not
have the privilege to install or uninstall software.

If you normally use limited accounts for doing other
practical activities, this time you should use an
administrator account to install Microsoft Office 2016
and other applications.

] Office

We're getting things ready

Picture 1.16: Office screen

After a short time, the Office installation screen appears
to show the status of installation process as shown in
picture 1.17.
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] Office X

FEEIE
B alE

Installing Office

We'll be done in just a moment.

Picture 1.17: Office 2016 installation status

Step 3: Wait as Office installs to complete the installation process.
Click Close after the installation is complete (see picture
1.18).

] Office

You're all set! Office is installed now
Click Start > All Apps.

Picture 1.18: Office complete installation screen
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Step 4: Open an office application such as Word 2016. The
message as shown in picture 1.20 may display on top of
Office (Word) 2016 Open back stage screen. In case you
purchased a licensed product, close it and will not show
again, start using office normally.

If you purchased a non-licensed product, and you have
the product key, click on “Enter a product key instead”
(see picture 1.20).

x

We are unable to connect right now. Please check your
network and try again later.

nter a product key instead

Picture 1.19: Office connection Error screen

The Product key screen displays as shown below. Type in
your product key which must be 25 characters and then
click on continue.

x
Enter your product key
Your product key is 25 characters and is typically found in your
product packaging.
Type
See product key examples
Sign in with an active account instead product key
here - |
Click
47 Continue
-2

Picture 1.20: The product key screen
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MS Office 2016 may not require a product key once you purchase
a licensed copy.

Note: Product key is a specific software-based key
for a computer program and certifies that the copy of
the program is original. If you do not have product key,
you may fail to use the software installed normally or if
the product key is required before installation you may
fail to install the software. The location of your product
key depends on how you got a copy of the software.

Step 5: Afterwards Office installs; click close after installation is
complete.

Step 6: If the activation wizard displays, click “/ want to activate
the software over the Internet” and then follow prompts.

1.5.3 How to install application software (installing
skype)

Procedure

Step 1: Obtain a disc that contains the software to be installed.
If you earlier downloaded the software, then check for
the software from the folder where you save on the
desktop.

Step 2: Insert the disc in the disk drive.

Step 3: Open the disc. Open the folder containg installation
files.
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Step 4: Double click on the Setup file for Skype to install. The
wizard for installation starts as shown in picture 1.21.

&y Installing Skype - X

Skvpe)

Not far to go now... Select your language:
.- . English S
You're just a few steps away from using Skype.
More Options

For future updates, Skype may automatically install
the latest version to your computer without you having
to do anything.

Click | agree- next
to obtain screen 2
(picture 1.22)

B"f installing this application, you agree you have read and accepted Microsoft's Terms of Use and | | agree - nmjz
Privacy Statement.

Picture 1.21: Skype installation wizard (screen 1)

e Installing Skype = *

SK/S)

Make Bing your search engine and MSN
your homepage.

Get great search results from Bing and the latest
news, sports, weather and more from your favorite
sources with the new MSN.

[#]Make Bing my search engine

[ Make MSN my homepage Click continue to
*Applies to Internet Explorer, Firefox, Chrome and Safari. start insta"ation

/

Picture 1.22: Skype installation wizard (screen 2)
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Note: Many Application programs require internet connections.
So ensure Internet is available for proper and complete
installation.

& Installing Skype - X

€L

Installing Skype

Please wait while Skype is installed. This may take a few minutes.

Picture 1.23: Installation screen for skype

If you are using the latest version of Windows 10, Skype
is already installed on it. Just sign in with skype name,
email or phone.

Step 5: Repeat step 4 above and install the rest of the software
you downloaded that includes: Adobe Acrobat Reader,
Chess game, Avast antivirus and Nero burning software.

7

Locate the software you downloaded in activity 1.3. Perform
software installation of each of the installation files for;

a) Avast antivirus b) Mozila firefox
c) VLC media player d) Adobe (Acrobat) reader
e) Nero burning software
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1.5.4 Install Antivirus

This is a utility program used for scanning computer viruses and
removing them from the computer.

Viruses can corrupt computer data on hard disk, delete most important
operating system files and can make the system to crash. Always install
updated antivirus software and ensure you scan your system regularly
with the program. You can download and install the antivirus you want
depending on user experience or information from other users like
Norton, Kaspersky, AVG, McAfee, Avast, etc. Similar steps are used to
download and install different antiviruses.

Uninstall application software
Take the following steps to uninstall (Google Chrome) an application
software.

Step 1: Right click the start button and select Control Panel. (Or
type “Control panel” in the Search box at the start and press
enter).

Programs and Features
Mobility Center

Power Options

Event Viewer

System

Device Manager
Metwork Connections
Disk Management
Computer Management
Command Prompt

Command Prompt (Admin)

Task Manager . .
Right-click Start and

select Control Panel

Control Panel

File Explorer

Search

Run

Shut down or sign out >
Desktop

Picture 1.24: The Start button shortcut menu
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Step 2:

In the control panel window that displays (as shown in picture

1.25) select Uninstall a program under Programs option.

Control Panel

+ > Control Panel

Adjust your computer’s settings

System and Security
Review your computer's status
Save backup copies of your files with File

History
Backup and Restore (Windows 7)
Find and fix problems

A Network and Internet
&h Connect to the Internet
View network status and tasks
Choose homegroup and sharing options

, / Hardware and Sound
ﬂ‘ View devices and printers

Add a device

Adjust commonly used mobility settings

Programs
[‘] Uninstall a program s

5 Clock, Language, and Region

- O X

v O |Search Control Panel el

View by: Category ~

User Accounts
) Change account type

Appearance and Personalization
Change the theme
Adjust screen resolution

Add a language
Change input methods
Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

} Select Uninstall a program here

Picture 1.25: The Control Panel window

Step 3:

In the Programs and Features screen, select Google Chrome

(you can select another program you are sure you do not need
and uninstall it). Then click on Uninstall tab above programs

B Programs and Features - X
<« < @ » Control Panel > Programs » Programs and Features v|®| | SearchPrograms and Features
Control Pane! Home Uninstall or change a program Click Uni I
ic ninstall to
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
) Tum Windows features on or remove the program -2
off Organize ~ | Uninatall igumm = - @
~
Name ] Publisher Installed On  Size Version L)
A Acrobat.com Adobe Systems Incorporated 172072017 11377
£ Adobe AR Adobe Systems Incorporated 1/20/2017 18.00.213
[ Adobe Creative Cloud Adobe Systems Incorporated 8/21/2017 229MB 420217
B Adobe Flash Player 10 Plugin Adobe Systems Incorporated 2/372017 6.00MB 10.1.102.64
) Adobe InDesign CC Adobe Systems Incorporated 8/23/2017 152GB 9.0
@ Adobe Photoshop CC 2017 Adobe Systems Incorporated 82172017 176GB 1811
HAdoba Reader 9 Adobe Systems Incorporated 1/20/2017 202MB 900
J Avast Free Antivirus AVAST Software 27472017 12.3.2280
& Google Chrome Google Inc, 5/22/3017 6003112101
u) Learning Essentials for Microsoft Office Microsoft 5/7/2017 H4E6MB 20
£, LS| HDA Modem LSl Corporation 11072017 160KB 2298
I Microsoft Office Professional Plus 2016 - en-us Microsoft Corporation 11072007 16.0.4266.1003
& Microsoft OneDrive Microsoft Corporation 8/19/2017 106 MB  17.3.6943.0625

Select Google Chrome program

you want to uninstall- |

Picture 1.26: Programs and Features installed on computer
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Step 4: Wait for the Windows Installer (as shown in picture 1.27)
to gather all the features of (Google Chrome) program and
remove them. Lastly close Control Panel.

Windows Installer

| Preparing to remove...
15

Cancel

Picture 1.27: Windows Installer prepares to uninstall the program selected

Note: After uninstalling some applications such as MS Office,
it requires to restart the computer to completely remove all the
features. When you see a message prompting you to restart,
please accept it.

1.6 Software add-on

This is a piece of software that adds a specific feature or capability
to an existing software application. A software add-on cannot be run
independently, it is just a software extension.

Examples of common add-ons are Adobe Flash, QuickTime and
Silverlight.

Role of add-ons

© Interface change: The application can be dynamically extended
to include new features which have friendly interface suitable for
different users.

© Adding features: More features are added to the browser (program)
to increase its usability.
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Download and install add-ons

Using Mozilla firefox
Carryout a download to add various software extensions to your
browser.

Step 1: Go to the Mozilla home page. You can use
www.mozilla.org.

Step 2: Click Add-ons (First scroll down the page).

Internet for people, not prof X |

€ % @@  nttpsy/www.mozilla.org/en-US/

m =

a
e | Qsearch w8 4 & O

Add-ons
Compare prices, check the weather. listen
Click here for
Add-ons

Careers Need help?
Learn about the benefits of working at

Get answers to your questions about

send a tweet and more right Firefox and all Mozilla products from our

Mozilla and view open positions around
‘the world.

from Firefox.

support team.

Love the Web?

Get the Mozilla newsletter
and help us keep it open Sign Up Now
and free.

Picture 1.28: The Mozilla website
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Step 3: On the new page that displays, go to the add-on or
extension you want to add.

Top-Rated Bxtensions = Add-on: X + g b=g
€ Oa https://addons.mozilla.org/en-US/firefox/extensions/?sort=rating ¢ D search ﬁ' B 4 # =
B a
Mozilla

® Register or Login
e Other Applications

© Thunderbird
© Firefox for Android
© SeaMonkey
< Open menu

Firefox Add-ons

¢ Extensions
o Featured

o Most Popular

o Top Rated

o Alerts & Updates

© Appearance

o Bookmarks

© Download Management
o Feeds, News & Blogging

© Games & Entertainment >*—
o Language Support

o Photos, Music & Videos
© Privacy & Security

o Search Tools

© Shopping

© Social & Communication
o Tabs

© Web Development

o Other

® Themes 2

Select Add-on extension to
add to your browser

Picture 1.29: A list of some Firefox extensions

Step 4: Click the add-on you want to download. This automatically
installs on your computer.

Download Helper

This is a tool used to extract videos and image files from websites
and save them to your hard drive. As you are surfing the web
Download Helper can detect that it can do something for you, the
toolbar icon highlights and a menu allows you to download files by
simply clicking an item.

Download file (Video) using add-ons/download helper

Step 5: In the new tab for Add-ons Manager, click in the Search
box at the upper right hand corner of the window. Type in
the word YouTube and press enter key.
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G howtoinstall add-ensin Fir 3 4 Add-ons Manager X |+ = X

€

Fircfox | about:addons @ Q Search wB & @ =

- YouTube P

Name Last Updated Best Ratch ~

Search: My Add-ons (@) Available Add-ons
Type YouTube here
Download YouTube Videos as MP4 February 14, 2017 d E
An extension that adds direct links to download YouTube videos as MP4 ... More an press nter
1-Click YouTube Video Download July &, 2017 ot
nstal
The simplest YouTube Video Downloader for all YouTube Flash sites, per... More
a‘ YouTube mp3 February 4, 2015
Install
Adds a download button to YouTube. By clicking on it you can downloa... More
AdBlocker for YouTube™ Decembers, 2016 Select and click on
AdBlocker for YouTube™ removes all annoying Ads from YouTube More Insta" button
YouTube High Definition June 21, 2017 =
nstal
YouTube High Definition is a powerful tool that will let you automaticall... More
YouTube Flash Player July 8, 2017 P
nstal
A very lightweight add-on that allows you to watch YouTube™ videos us... More
Enhancer for YouTube™ July 28, 2017 =
nstal
Tons of features to improve your user experience on YouTube™. More
YouTube Flash Video Player June 20, 2017 R
nstal
YouTube Flash Video Plaver is a powerful tool that will let you choose FI...  More Y

Picture 1.30: Firefox window displaying the Add-ons Manager tab active

Step 6: Click the Install button next to the result “1-click YouTube
Video Download”.

Step 7: Once the installation is complete, wait for a few seconds
and then restart Firefox.

Step 8: Type in the Address bar “www.YouTube.com”. Locate
your favourite video and click on it.

Step 9: If “I click YouTube video download” is used, to download
a video on YouTube, there is a red button under Active
Video download.

If Download Helper is used and there is an active video
on any website, the icon is active to let you download it,
see pictures 1.31 and 1.32.
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D Secondary School childrenin - X

« ¢ @ O httpsy/wwwyoutube.com/results?search_query=Secondary+ wn gy @s
= 3 YouTube“ Secondary School children in Rwanda e } T)’Pe here, word
P (s) and press
& Mychannel enter key to
o e st onofemisocs| - Search for your
& Subscriptions favourite video (s)
LIBRARY
X History wanda
© watch later
SUBSCRIPTIONS

M Wiid Animals Planet

5B sacon videotsn List of videos.

Select a video you
want

™ g

I cambodia Daily L

© Browse channels

Wl YouTube Movies

Picture 1.31: YouTube displaying some videos you can download or play

Copy the URL for your favourite video.

Step 11: From Save as dialog box, select location to save your
video and click Save continue to download the page.
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= O X
@ Mozills Firefox Start Page ¢ @ Funny Cats Video | Top F 3 X =
€ @ @ hitps/fwww.youtube.com/watch?v=MgYW7r @ @search e ¥ @ Az oD =
=
= EYoulube™ Search Q + = a @

Active
Video

Funny Cats Video | Top Funny Cats vs Snakes

2,562,724 views pownLOAD €@ il 2k § 1K A4 SHARE

i FunnyVideos
UL  pPublished on Aug 13,2015 SUBSCRIBE Download
—

T

Download button to use ‘

Picture 1.32 (a): YouTube showing active video that can be downloaded

Click the Download button below the active video and
the options it brings, select a suitable format. The save as
dialog box displays.

@ Savehs X = [m] >

4 & > ThisPC > Downloads v @ | Search Downloads )

e+ a9 HBx opn

Organize = New folder Bz v
You can change © P
3 This pC A Name . ate modified Type
= save location here
[ Desktop 53 /24/2017 1:15 PM File fol
Documents efox_Setup_54.0.1_en_US 8/26/2017707PM  Applic
& Downloads Formats_content map_ lesson plan_Teac...  7/28/2017837PM  Micro:
5 JavasSetup 8/27/20176:03PM  Applic
D Music
otoshop_Set- /2172017 8 ic
Photoshop_Set-Up (1) 8/21/20178:12AM  Appli
) Pictures 53 Unit 8 Multimedia 8/20/2017 11:50AM  Micros
B videos & SkypeSetup 8/3/2017336AM  Applic
‘i Local Disk (C:) unit 4aregis 8/20/2017 1207 PM  Micros
= Local Disk (D) UNIT7 8/20/2017 11:53AM  Micro
2 CODive ) UNIT 10 Scratch lesson 53 8/20/20171201PM  Micros v
v < >
File name: | Funny Cats Video _ Top Funny Cats vs Snakes [360p] -]
Save as type: | All Files -]

v

Funny Cats Video | Top Funnf Cats vs Snakes Click Download (|) ‘
2,562,724 views DOWNLOAD ) i 2k & K A SHARE =
VP2 7208
U“ ! Eﬂgﬂmﬁﬁugw, 015 wmmm}\ :
= MP4 360P (34, B]
| N
Type in filename and click | | Select a format to be used for saving your video (2) ‘

Save (3)

Picture 1.32 (b): YouTube showing a video in process of being downloaded
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Step 12: Once the download is complete, watch the downloaded
video at any time you want, using location specified.

Note: YouTube has been designed for users who only watch
and view videos on their website. In case you want to download
and save the video to your computer, you may have to select
from a variety of online downloader programs or use YouTube
downloader page to download the video.

Note: Ad blocker

This is software extension that reduces the number of unwanted,
uncalled-for pop up ads which appear on the user’s display in a
browser. Ad is short for Advertisement. Pop up ads usually appear
unexpectedly.

Ad block Plus is the most popular ad blocker for Firefox, opera,
chrome, safari and internet explorer. It blocks banners, pop-ups,
tracking and some malware.

Why should you remove ads?

There are many reasons why people choose to remove ads. Some
of the most frequent arguments are:

© People do not want to be manipulated by online advertising.

© Advertising is annoying in most cases.

© Advertising often uses heavy graphics which slows the page
loading.

© Online advertising imposes a security risk for the Internet user,
as the third-party banner ads may introduce security breaches
to the site.

How to disable or remove browser plug-ins and add-ons

Internet Explorer, Firefox, and Google Chrome each allow for the
use of plug-ins and add-ons, which are scripts that supplement the
functionality of the browser.

For - Mozilla Firefox

In the menu bar, select Tools > add-ons or click the Open menu button
on the upper right page and select add-ons.
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1. In the Add-ons Manager Screen, find the add-on from the list of
currently loaded add-ons on the right.

2. Select it and click on the Disable button at the bottom right.
Windows users may also be able to uninstall add-on files through
the Control panel.

Activity 1.8

Download and install the following add-ons:
a) Media player for YouTube

b) Mail Notifier

c) Screen Capture

Theory Questions
1. a) Define the term Software Installation.
b)  Briefly describe the steps for installing an operating
system.
c) Explain the role of operating systems.
2 Apart from fresh installation, explain other choices that are
available for installing operating system on computer.
3. Explain the following terms:
a) File System
b)  Booting
c) Disk partitioning
d)  Microsoft Office
4. Use Internet facility to research and then discuss the role of
open source applications over proprietary software.
5. Open your browser and download the following applications:
a)  Microsoft Office
b)  Chess master
c) A shampoo burning software
d)  PDF reader
e)  Ludo game
f) Kerspersky Antivirus
g)  Adobe Photoshop
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6. Install the following programs you downloaded on to your
computer:
a)  Ashampoo burning software
b)  Adobe Photoshop
c) Chess game
d)  PDF reader
e) Mail Notifier (add-on)
7. Uninstall the following software from your computer:
a)  Acrobat Reader
b)  Media player for Youtube
c)  Screen capture




APPLICATION SOFTWARE

Word Processing
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Key Unit Competence

Generate a table of contents and use one document to have multiple
copies for different recipients.

2.1 Table of Contents (TOC)

A Table of Contents is a piece of information used by readers to quickly
find or locate what they are looking for in a book, magazine or any
piece of literature.

\

Creating Table of Contents
Follow the following steps carefully to create a Table of Contents:

Step 1: Start MS Word and then create a new document in which
you need to add Table of Contents. You will save the
document as My-TOC.

Now use Microsoft Word and type the following text as it
appears; then you will use it to create Table of Contents
and Lists of Tables and figures in activity 2.2 and 2.3.
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The text bellow will be used in learning how to create table of contents:

Information and Communication Technology Syllabus
ICT Syllabus in Secondary Schools contains a

number of items of study. One of the interesting
items in the syllabus is about software. When
a teacher plans to have an ICT lesson from the
Computer Laboratory, all learners smile (like a
smiley face shown on the right) because they are
going to use computers practically. There is some
information about software as shown below:

Computer Software

Definition of computer software

Computer software is defined as a series of instructions that tell
the computer hardware how to process data. Computer software
is sometimes called computer program. It is divided into two main
categories;

© System software

© Application software.

About three quarters of what learners study is
application software. As shown in the figure on the
right.

System software

These are computer programs that control the operation of a
computer and its hardware devices. System software act as an
interface between the user, application software and computer
hardware. Modern computers are complex machines having many
running parts all of which need system software to keep running.
Systems software also provide general functionality for other
programs to use, tools to speed up the computer, tools to develop
new software and programs to keep the user safe from attacks.

System software is divided into:

© Operating system: For example, Windows 8, Windows 10,
Linux and many others.

© Utility programs: For example, Antivirus, Disk defragmenter
and others.

© Translator software: For example, Assembler, Interpreters and
compilers.
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© Programming languages: For example, machine code, Assembly
and Java.
The table below summarises system software

Category of system software | Some examples

Operating system Windows 10, Ubuntu, Linux, Mac OS

Utility Software Antivirus, Backup, Disk defragmenter,
Screen saver, uninstaller

Translators (Language Assemblers, Interpreter, Compilers

translators)

Programming languages Low Level Machine code,
languages Assembly,
High level Java, SQL, Mercury,
languages Visual Basic

Application software

These are programs that help end-users to accomplish specific tasks
using a computer. These programs define what a computer can
be used for. Most application programs are available as packaged
software that can be bought and installed on your computer. The
common categories of application software include:

Word processing software

Word processing software is the key to learning
other application programs. On the right is a
7-point star for Microsoft word.

Spreadsheets software

Management of figures is best learnt from lower
level with spreadsheets software. This knowledge
is important in business calculations. We give
Microsoft excel a six-point star as shown on the
right.

Presentation software

It is important that learners can convey
information to particular audience in an
organised way using a computer program. We
can now give Microsoft PowerPoint a 5-point
star.
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Other applications are equally good and learning the first three
(above) gives a learner a good foundation for understanding other
professional applications as given faster.

© Graphics and Multimedia software.

© Computer Aided Design (CAD) software.
© Database Management Systems.

© Desktop Publishing.

) Project Management.

© Geographic Information Systems.

© Education software.

© Entertainment software and many others.

The table below summarises Application software

Application software commonly Examples

used in schools

Word processors Microsoft Word, Abi-Word, Open
Office Writer

Spreadsheets software Microsoft Excel, Open Office Calc

Presentation software Microsoft PowerPoint, Open

Office Impress

Geographic Information System (GIS) | ArcGIS

Graphics and Multimedia Microsoft Paint, Adobe Photoshop
Web Browsing software Microsoft Edge, Mozilla Firefox,
Google Chrome

Step 2: Apply Heading Styles to the text that you want to include
on the Table of Contents (MS Word will use these styles
to build the TOC automatically).

Note: The objects you see in text were wrapped. To wrap

them and appear like that, you have to do the following:

© Click on shape (the drawing tools automatically display
under Format tab).

© Click on Wrap Text in the Arrange group on the Format Tab.

© In the Wrap text menu, select Tight (you can also test other
options to see how they work).
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© Move the picture or shape to the right until all the text
appears on the left of the shape.

© Release the mouse button. Justify your paragraph or block
of text in case of need by clicking the Justify tool located
under the Paragraph group found under the Home tab.

Procedure to apply heading styles

© Select text you want to be included in Table of Contents
In our activity select the heading “/Information and
Communication Technology Syllabus” and apply Headingl
style. Do this by selecting Headingl style from the Styles group
on the Home tab. Repeat action above for heading “Computer
Software”.

Insert Design Layout References Mailings Review View Add-Ins @ Tell me what you want to do...

Calibrilight (|16 ~| A" A |Aa- | 8 = -i=-52- |&3= | 8l T || jpbcede AaBbCED AaBbC(| AaBbCcr
I U-aixx, X A-P-A-B===|!=-|O-5- TNommal  TMNo Spac... | Heading 1 | Heading2 |+
Font F] Paragraph F] Styles [F]
------- g-‘-.---1---.---1---.---3---.-‘-4---.---5---\---5---¢---7

Apply bold (3) | Click Heading | - (2) |

— Optional-
Information and Communication Technology Syllabus Select text- (1)
ICT Syllabus in Secondary Schools contains a number of items of study. One of the interesting items in

Picture 2.1: Applying a heading style onto a selected heading

Bold your title. Repeat the procedure on subsequent titles using
heading 2 in styles group and bold command in the font group
on the Home tab:

The titles to apply heading 2 in the text are:
e Definition of computer software

e System software

e Application software

Apply heading 3 style to text headings below:
e Operating system

e Utility programs

e Translator software

e Programming languages
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e Word processing software

e Spreadsheets software

e Presentation software

Repeat this step for every text heading you think should be in
your TOC.

At this stage insert page numbers. Align right page numbers in
the footer using 1, 2, 3 number format.

Step 3: Generate an automatic Table of Contents for the document
at the beginning of your document.

To create Table of contents, do the following below:
Creating table of Contents

® Click where you want to insert the Table of contents (usually at
the beginning of the document).

© Click References tab > Table of Contents, and then choose
Automatic Table 1 style from the list (See picture 2.2).

Note: If you use a Manual Table of Contents style, Word
won't use your headings to create a TOC and won't update
it automatically. If you opt for manual method, then everything
has to be done manually.

When created, you can format or customise your TOC by
changing font, number of heading levels, etc. A TOC can
also be created in any other location in your document but it
is most suitable at the beginning of your document.
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‘ Update table button ‘

Home Insert Design Layout References a
3 T—j Add Text - 1 ﬁ'] Insert Endnote =)
0- AB v
[ Update Table AB Mext Footnote -
Table of Insert Insert
Contents ~ Footnote Show Notes Citation
Built-In Select
Automatic Table 1 & Automatic
i Table | or
Contents R
Heading 1.... { Automatic
Heading 2...........
create a TOC
automatically.
Automatic Table 2
Table of Contents
Hesding 1.,
Haeading 2.0 . . . . . - . . -
Table and
Word will

Manual Table <umu— create it but

with titles you
may not need.

Table of Contents

Type chapter tithe flewel Do B
TV CPAREEE EIBIE [IEVED T .oec. oo oo ettt et e e D But Jusf_ edit
Type chapiter tite Jlewel B0 s
Twpe chapter tithe flevel 1)........ ] them‘
Type chapter title Bevel Z)...... 5
Type chaptar tithe (bewel 9. ... B
@ More Tables of Contents from Office.com 4
Custom Table of Contents... Click here to
B Remove Table of Contents t delete table
of contents.

Picture 2.2: Styles for creating table of contents e.g. automatic table 1
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The Table of contents that results from activity 2.1 is shown in
picture 2.3.

Design Layout References Mailings Review View Q Tell me what you want to do... 3
ABl ﬁ'}lnser‘t Endnote D E“‘T:ManageSourcs [ Insert Table of Figures ﬁ [ Insert Index
i Ag‘ Next Footnote = ST [ESter: APA - g Update Table v Update Index
nse nse e nse arl
Footnote Show Notes Citation = Egﬁlbhography' Caption E__I| Cross-reference Entry
Footnotes ] Citations & Bibliography Captions Index
‘|---§-‘-\---1‘-‘|---1-‘-\---J‘--|-‘-4---|‘-‘5---|-‘-6---é‘-‘?--
When the TOC is
“«
5 - v | selected,“Update
”»
Table” button
Contents displays here
Information and C ication Technol llab 1
C Software 1
Definition of software 2
System Software 2
Operating system 2
Utility program: 2
Translater software 2
Programming 2
Application Software 3
Word processing software 3
preadsheets software. 4
Presentation software 4
Information and Communication Technology Syllabus

Picture 2.3: Document showing Table of Contents at the beginning of the
document

Open My-TOC file and perform the following activities:

a) Insert a page break at the end of the document.

b) Type the heading ‘Computer Hardware'.

c) Generate a list of computer hardware available in your computer
laboratory on the following categories:
* |nput Hardware

Output hardware
e Processing hardware
e Storage hardware

d) Apply heading 1 style on the new heading and heading 2 style
on the sub headings.

e) Update your Table of Contents (follow the steps given).
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Update Table of Contents

If you add or remove some headings or information from the TOC in
your document, you can update quickly using the following procedure:

Step 1: On the References tab, in the Table of Contents group, click
Update Table (See picture 2.2). You can also click “Update
Table” button in the selected Table of Contents (See picture
2.3).

Step 2: In the Update Table of Contents dialog box that displays,
select “Update entire table”. The new table of contents
displays.

Update Table of Contents 7 X

Waord is updating the table of contents, Select one
of the following options:

O Update page numbers only
(®)iUpdate entire table!

Picture 2.4: The Update Table of Contents dialog box

When the TOC as shown in picture 2.3 is updated, the new
Table of contents reflecting changes/updates you have made
may appear as shown below.

I [ - [ Update Table...|

Contents L
Information and Communication Technology Syllabus..._.... e 1
COMPUEET SOTEWEIE e e e 1
Definition of computer software .. e 2
System Software
P Er AN Sy S T e e e e m e e s e 2
L T =y T LSS 2
Translator SO W arE e e 2
P T T B T Tl ettt et e oo me e e m s e om e e e e e et mme e mt 2 m e e mn s mnemeeennnn 3

Application Software

WORd Processing SOTEWEIE ..o e ee e 3
Spreadsheets SOt WarE o e 4
Presemtation SOFWENE oot 4
COMIPUEET HANGWENE .....coeceeeeceece s cseeseesces e e esaes es res see e smeeae s nern e setsmt e s et et st s s s s m s mesmes e s smen e [

Input Hardware ....

L Ty Tl T T O [
e et T = = T - TSSOSO 7
e | =l T L (L O 7

Picture 2.5: The Updated Table of Contents
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Delete Table of Contents

Step 1:

Step 2:

On the References tab, in the Table of Contents group, click
Table of Contents.

From the Table of Contents menu click Remove Table of
Contents (See picture 2.2). The table of contents automatically
disappears from its original location.

Customise Table of Contents

Step 1: On the Table of Contents menu, select Custom Table of
Contents. The Table of Contents dialog box displays as shown
below.

Step 2: Select the tab leader you need, number of levels and other
options.

Step 3: Click on OK to save changes you need in the TOC.

Table of Contents 7 x

Index  Table of Contents = Table of Figures = Table of Authorities

Print Preview Web Preview

Heading 1....cocoriiminieinieeecees 1| Heading 1 ~

Heading 2 cooueeevevevereereruceenens 3 Heading 2
Heading 3u.eveeeeceereceererennes 5 Heading 3
W W
Show page numbers Use hyperlinks instead of page numbers
Eight align page numbers SeIect a Iine

Tab leader | ...

General

Formats:

style for pointing
to page numbers

Change number

Show |evels: 3

= e — of levels from

here

Options... Maodify...

oK Cancel

Picture 2.6: Table of Contents dialog box

2.2 List of tables and list of figures

List of tables and figures is used to keep information organised and
provide easy access to a specific element needed in the document, for
example a table or particular figure such as a drawing or photo, etc.
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Creating a list of tables and list of figures

Open My-TOC document. Just below the Table of Contents:

a) Create a list of tables in the document.

b) Create a list of figures in the document.

c) Save the document as List of Figures.

Follow the procedure below to generate a list of Tables (Table of
Figures);

a) Creating a List of Tables

Step 1: Add Captions to every Table in the document using
procedure given below:

© First select a Table on to which you need a caption.

© Click “Insert Caption” command on References tab.
(See picture 2.7 below).

© Edit table caption and click OK. (See picture 2.8).

Repeat the procedure for all the tables in the document.

Design Layout References Mailings Rewview View Add-Ins Design Layout Y Tell me.
ABl rm']lnsert Endnote B E‘,,Manage Sources . [ Insert Table of Figures D [ Insert Index
ﬁ&; Mext Footnote - [ﬂ Styles APA M Update Table Update Index
Insert | et S Insert Mark
Foofnote Show Notes Felfsn = £ [ Bibliography - Caption E|J Cross-reference Entry
Footnotes [F} Citations & Bibliography Captions Index

Click on References

’C—‘ Tab. 2 ‘Click on Insert Caption — 3
aption ab-

Select Table -1

Theltable below summarizes system software.

Table 1: Summary for Computer Software

Category of system software Some examples
Operating system Windows 10, Ubuntu, Linux, Mac 0S
Utility Softwarel Antivirus, Backup, Disk Defragmenter, Screen saver, uninstaller
Translators (Language translators) | Assemblers, Interpreter, Compilers
Programming languages Low Level languages Machine code, Assembly,
High level languages Java, 5L, Mercury, Visual Basic

Picture 2.7: The steps used to insert Captions on Tables
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Caption 4 X Edit caption
Caption: from here-1
[Table 2] 1-/
Options Select what item the
Labet Table vkl | labelis for e.g. Table
or Figure
Position: | Above selected item 'i
|:| Exclude label from caption Select position -2
MNew Label... DEIELE [H0E Numbering...
| Click OK after selecting
AutoCaption... “ Cancel your options -3

Picture 2.8: Caption dialog box

Repeat step 1 for all other tables in the document.

Use the following text for Table 1 and 2 as table captions:
Table 1: Summary of system software

Table 2: Summary Table for application software

Step 2: Click where you want to insert the Table of Figures.

Step 3: On References Tab in the Captions group, click on Insert
Table of Figures to build the table.

Step 4: In the Table of figures dialog box (as displayed in picture
2.9), select the caption label as “Table” and click OK.
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Click references tab (1) ‘

| Click Table of Figures (2)

esig References Mailings Review View Add-Ins Y Tell me what you want to de
) Add Text ~ 1[5 Insert Endnote @ =]} Manage Sources [ Insert Table%of Figures D [ Insert Index
[ Update Table A%‘ MNext Footnote - [E.St}r\e: APA - Update Table Update Index
Insert Insert P Insert o Mark
i = — niLi: = " - > ’
of Contents Foo Table of Figures : Index
b Index = Table of Contents | Table of Figures | Table of Authorities A g g
Print Preview Web Preview bal
Table 1: Text..one, 1|~ Table 1: Text A ills
Table 2: TeXEevrsverrressseessnessss 3 Table 2: Text S
Table 3: Text.. . 5 Table 3: Text
In
Table 4: TEXt v 7 Table 4: Text illy
hd Tl T Tk hd
( Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: | ... ~
Adjust table y
formatting General
Formats: From template Click oPtions for
Caption label: SE|eCt Table (3 more options
.Includelabeland number /
DOptions... Modify...
. OK G |
Click OK (4) [ ok || cnee

Picture 2.9: MS Word window displaying Table of Figures dialog box

The resulting list of tables is shown in picture 2.10.

Design Layout References Mailings Review View at y ant to de
1 I Insert Endnote @ =0 Manage Sources . [ Insert Table of Figures ﬁ [ Insert Index
AE; Mext Footnote = [é&tyle: APA - Update Table Update Index
Insert Insest . Insert Mark
Footrote Show Motes Citation = £ [ Bibliography ~ Caption Elj Cross-reference Entry
Footnotes P Citations & Bibliography Captions Index
-g---|---1---|---1---|---3---|---4---|---5---|---6---é- 7
List of Tablesq——+ You may have to type and format this text
Table 1: SUMMAary of SYStem SOMIWArE  suiwcsecssssssunsunsss e sonnss nss amsssms s vassans e s sas s vaeers s eamssmmes sans ansss sres oo 2
Table 2 : Summary Table for Application SOfEWETE ... s e 4

Picture 2.10: A list of tables is displayed
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The resulting list of tables appears as shown below.
Optional steps you may take before clicking OK

Step 5: Adjust Table’s formatting such as setting whether to show
page numbers or changing the style of tab leader. You can
use a preset style from “Formats” drop down menu. In
case you want to customise the style, leave it set to “From
Template”.

Step 6: Click “Modify” and click again “Modify” in the style dialog
box to customise the style of the table. You can change
the table’s font, size and other settings in the two dialog
boxes. Then click OK.

Home Insert Design Layout References Mailings Review View Add-Ins @ Tell me what you want to do..|
% Tf] Add Text ~ ABJ_ ﬁ‘]lmser‘t Endnote @ @Manage&ources [ Insert Table of Figures @ [ Insert Inde]
[ Update Table _ AB Next Footnote - ER Style: [aPA -] 0 UndateTahle  — [ lindata nc
% 7 %
Properties Please select the appropriate style for your index or tabl Style
entry
H 3 Table of Fi } H
Hame: able of Figures a o h__dlalog
Style type: Faragraph | [28 Table of Figures & bOX
Style based or: 1 Normal

Style for following paragraph: T Normal
Formatting

Calibri (Body) w10 v| B I U ‘ Automatic ~

e r= 4= = a=
|== = |12 E|l= =

il Preview
+Bopy
Sanspi TocT Sanapi TecT SAnmpiE ToxT Snspis TExT Sanmts TEXT SAMPLE TEXT SMPLE TENT SAMPLE TEST SAMPLE TERT SAMPLE TECT Font: 10 pt. Small Indent:
Sanwee TexT Saswte Teer Sanwrs Teor Suneee TexT Sauwwes Texm Sasees Teor Suvee TeT Susets TexT Saswee TExT Sueee i ?t“ L (R ES
Texr Supi Text Left: O
Hanging: 0.317, Space
After: O pt, Style: Hide until used, Prigyfty: 100 v
Cancel
i
Font: 10 pt, Small caps, Indent: ~
Left: 0" Options...
Hanging: 0.371°, Space
After: 0 pt, Style: Hide until used, Priority: 100 &
OK Cancel
D Add to the Styles gallery D Automatically update
Only in this document New documents based on this template p — i
(Ot O P < Modify Style
Format ~ Cancel dialog box.
Picture 2.11: MS Word window displaying dialog boxes for modifying Table of

Figures

Step 7: Click “Options” in the Table of Figures dialog box.

Check ‘Style’ and select style used for your figure labels
to build table based on text style rather than data taken
on insert caption. If you used insert caption you can skip
this step.
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Table of Figures Options ? >

Build table of figures from:

Style: v

[] Table entry fields

Table identifier. |F s

Picture 2.12: Table of Figures Options dialog box

Using the modify style dialog box, if font size is 12, bold
and underline styles are used on our list of tables, and a
table leader is also changed, the list of tables will appear
as shown below.

List of Tables
Table 1: Summary of System Softwar 2
Table 2 : Summary Table for Application Software 4

Picture 2.13: The modified List of Tables

b) Creating a List of Figures

Step 1: Repeat steps 1 in (a) above (creating a List of Tables). In
this case add captions for all the figures. See procedure
in the picture below (picture 2.14).

Detige Layout Redetences Madingr

[ rent Endnote

5 Manage Seurces L |

At W =
AL Next Fesinote L Seyle | APA ;
Iresert Mark
Foctnole Citation « 1[4y Bibliography = Entry
Fastnates CAMions & Bsbdoguaphy ndex

Laboratory, every learner smiles (like a smiley face shown below) because he/she is going to use a
computer practically. There is some information about software here for us that begins with:

Select figure 1

Figure 1: Most learners show smiling faces at the words “Go to ICT lab”
Definition of computer software
Computer software is defined as a series of instructions that tell the computer hardware how to process
data. Computer software is sometimes called computer program. It is divided into two main categories.

System software
Application software

Picture 2.14: The steps for inserting captions for figures
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Step 2: Repeat step 2 of part (a) i.e. (step 2 in creating a List of
Tables).

Step 3: Repeat step 3, however in the Table of Figures dialog box,
select Figure.

Step 4: Click OK.

The resulting table of figures may appear as shown in picture
2.15.

Design Layout References Mailings Review i % Tell me what you want to do
ABl ﬁ'}lnsert Endnote @ S‘,,ManageSourca [ Insert Table of Figures D [ Insert Index
AE: Next Footnote - [é Style: | APA - Update Table Update Inde
Insert Insert = ° Insert Mark
Footnote Show Motes Citation » & [ Bibliography = Caption [13 Cross-reference Entry
Footnotes ] Citations & Bibliography Captions Index
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Contents
Information and Communication Technology SyIRBWE ..

Computer Software ...

pefinition of computer software ...

System Software ...
Operating system.
Utility programs..........

Translator software ...

Programming........

Application Software.._..
word processing software
spreadshests software. ...

Presentation software......

Computer Hardware....

Input Hardware ...

Output hardware.

T S T T P N VT H R VR

Processing hardware ...

Ll s =P
You may have to type
List of Tables «amm and format these
Table 1: Summary of System Softwars ... headings before
Table 2 - summary Table for Application software . . .
inserting Lists of

|
List of Figures Figures

Figure 1: Most learners show smiling faces at the words ' Goto ICT lab"...
Figure 2: Apps take 3-guarters of ICT leaming......
Figure 3 : M5 Word & 7-5tar Application ...
Figure 4: M5 Excel is 3 6 star app ...

Figure 5: M5 PowerPoint is 5-star 2pp......

[T S ¥

Picture 2.15: Table of Contents and List of Tables and Figures

2.3 Mail merge

A mail merge is the process that produces personalised letters by
combining a database of names and addresses with a formal letter
created in a word processor.
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&

a) Create the letter below in Microsoft Word, that will invite
parents to their meeting at GS Bumbogo School. Save the letter
as “Parents Meeting”. Follow other instructions after this letter.

GS BUMBOGO
RWANDA

22" May 2018

Dear Sir/Madam,

RE: PARENTS’ MEETING SCHEDULED FOR FRIDAY 27TH
JULY 2018

You are cordially invited to attend the Parents’ meeting without
fail. The meeting will start at exactly 9:00am in the Main Hall with
thanksgiving prayers to be led by Reverend Alexander Gahima. The
agenda for the meeting shall be given to you on arrival.

Issues to discuss are very crucial for the well-being of your child at
school. Endeavor to come with fees balance amounting to < <Fees
Balance>>. Or else your child shall be sent back home for the same.

Yours faithfully,

HEAD TEACHER

C.C. Parents’ & Teachers’ Chairman
c.C. BOG Chairman

b) Use mail merge feature to generate letters for the following
parents in the table below.

Gatete Alexander S3 Boarding 15,000
Mugisha Francis S2 Day 8,500
Kwizera Isabella S4 Boarding 14,500

Table 2.1: Address information about Parents (Recipients)
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Creating a mail merge document

Step 1: Create a letter which you will send to various persons;
similar to the one shown on screen in picture 2.16, save it as
‘parents meeting’.

H 3) @ g parents meeting - Word = = m| x
File Home Insert Design Layout References Mailings Review View Add-Ins @ Tell me... Sign in }-’1 Share
B Ers B o Address Block o
= Greeting Line Find Recipient
|:| Labels Start Mail ~ Select Edit Highlight i Previen it Finish &
Merge ~ deots ~ Recipient List | Merge Fields Insert Merge Field Results Check far Errors Merge
Create D Letters Write & Insert Fields Preview Results Finish A
o El Envelopes.. 1Click Start Mail Merge
=
: B Lebek.. and on the menu select
A Direct
: B Dbrectoy Letters (2)
s @ Normal Word Document
[5] Step-by-Step Mail Merge Wizard...
GS BUMBOGO
- RWANDA.
- e
- 227 May 2018
: |
- The Parent of e L i h f Id Create a
. Cla ocation whnere ftields
: Cess- i letter (1)
- e shall be inserted
] Dear Sir/Madam,
PARENTS MEETING SCHEDULED FOR FRIDAY 27™ JULY 2018
You are cordially invited to attend the Parents’ meeting without fail. The meeting will start at exactly
| 9:00am in the Main hall with thanksgiving prayers to be led by Reverend Alexander Gahima. The agenda
Sectior: 1 Pagelof1 112words [F 8§ B B - ] + 90%

Picture 2.16: Word document showing an invitation letter to parents

Step 2: On the Mailings Tab, click the Start Mail Merge button and
then select Letters in the menu.

Step 3: Click on the Select Recipients button which is next and in the
list that appears select Type a New List. The New Address
List box appears.
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File Home Insert Design Layout References Mailings View  Add-Ins Q Tell me what you want to do Signin . Share
= |—D Rules )
= (o8 &
=l - Match Fields Find Recipient
Envelopes Labels | Start Mail | Select Edit Highlight Address Greeting Insert Merge Preview - Finish &
Merge - [Racipients | Recipient List | Merge Fields Block  Line Field Update Labels | gesyits Check for Errors Merge
Create Type a New List... Write & Insert Fields Preview Results Finish ~
L . . M an Existing List... e A b
New Address List ? %
Choose from Outlook Contact
Type recipient information in the table. To add more entries, click New Entry.
[ Tite v | First Name w [lastName | Company Name w |Addressline 1 w
’ B
Click Select
. e
Recipients button and
then Click Type a New +«—NewAddress
. .
. .
List or click ‘use an List dialog box
. e list’ i
existing list’ In case you
have it < )
Hew Entry Find...
Delete Entry | | Customize Columns. .. ok Cancel

Picture 2.17: “Select Recipients” menu on Mailings tab and the “New Address List”
dialog box

Step 4: In the New Address List, click Customise Columns. The
Customise Address List appears to enable you customise the
fields. (See picture 2.18).

Select a field and click
Add to add it in the list.
7 "4
Customize Address List ? *
Type recipient information in the ta
Title w | First Name = Field Mames
1
| Add...
] M A si!ef;
Last Mame aftie
Company Mame Delete *"End click
Address Line 1 Select a field
E_ti;jress Line 2 and click Rename... gellete t.o
i
State > Rename to /’ elete It
ZIF Code change its ,
Country or Region
Home Phone name
Work Phone
E-mail Address ) Move Up
Mowve Down
<
Mew Entry Find... Cancel
Delete Entry Customize Columns... | OK | | Cancel |
A
T . B T
Click here to customise fieldnames (4) ‘ Click OK if you have reduced
the fields to a number you want

Picture 2.18: The Customise Address List dialog box displayed on top of, ‘New
Address List’ dialog box
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Note: You do not need all the fields that come with the program,

so you can customise them by clicking on the Customise Columns
as shown in picture 2.18.

Referring to the data in table 2.1, the customised fields could appear
as shown in picture 2.19:

Customize Address List ? X
Field Mames
Add..
Class
Status Customised Delets
Fees Balance . =
Fields
Bename...
rave Lig
Move Down
Click OK to replace the
default fields (5)

Picture 2.19: The Customise Address List dialog box showing the customised
columns to be used

Step 5: After customising your fields, click OK. Then start entering in
your data i.e. Recipients list.

Step 6: Click OK after entering Recipients list. You will be prompted
to save the file (the Data source).

Mew Address List ? had
Type recipient information in the table. To add more entries, click New Entry.
Name w | Class w | Status - I Fees Balance w I
I Gatete Alexan.. 53 Boarding 15,000 —
Sezibera Francis 52 Day 8,500 Recipients
] 24,500 | data |

Click OK to save the list (6)

MNew Entry Find...

Delete Entry Customize Columns... OK Cancel

A

Picture 2.20: The New Address List dialog box showing Recipients data you may
need
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Step 7: The Save Address List dialog box will display to enable you
save the data file. Type in the file name as “parents” and
select suitable location, then click Save button.

Step 8: Click on Edit Recipients list on the Mailings tab, in case you
want to edit some Recipients (or you can ignore this step).
See picture 2.21.

Step 9: a) Click a location in the main document (Letter) where
you want to insert the first merge field.

b)  Click on the Insert Merge Field button, a drop down list
of fields used will appear, click on the appropriate field
to be inserted in the cursor position.

c) Repeat the above step until all fields in the data file
are inserted in the document (Letter) in appropriate
positions.

d) Preview results using the Preview Results group
buttons.

File Home  Inset  Design  Layout  References e what you want te do...

si

SEIEEEIEEEEEE © T
- - S\ Match Fields [0 Find Recipient

Envelopes Labels | StartMail Select Edit Highlight Address GreetingfInsert Merge Preview Finish &

Merge~ Recipients - Recipifiot List Merge Fields Block  Line Field = pdate Labels | Ragylts o Check for Errors Merge 1
Create Start Mail Merge Write & |r Preview Results Finis|
L (R Lo 2.
. GS Bumbad
1 8 RWANC
( ) fince

The Parent of «Name» .
Class «Classo Newly inserted
N Status «Status» merge fields

Dear Sir/Madam,

PARENTS MEETING SCHEDULED FOR FRIDAY 22"¥ May 2018
You are cordially invited to attend tie Parents’ meeting without fail. The meeting will start at exactly
9:00am in the Main hall with thankgiving prayers to be led by Reverend Alexander Gahima. The agenda

for the meeting shall be given to yoffon arrival.

o Issues to discuss are very crucial @ the well-being of your child at school. Endeavor to come with fees
i balance amounting to «Fees_Balance». Or lese your child shall be sent back home for the same.

Yours faithfully,

HEAD TEACHER
] cc. Parents’ & Teachers’ Chairman
C.C. ROG chairman

Picture 2.21: The created parents letter showing the newly inserted fields

Step 10: See picture 2.21:

a)  Click on Finish & Merge button in the Finish group;
select Send Email Messages—to send merged
documents as Emails; or select Print Documents—to
send merged documents directly to the printer to be
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File

SER G P DRE BN, el NB
L L - g == Q% Match Fields [0 Find Recipient =

Envelopes Labels Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &

Merge - Recipients - Recipient List = Merge Fields Black  Line Field - Update Labels | pecylts @ Check for Errors Merge =

Create Start Mail Merge Write & Insert Fields Preview Results Finish

printed or select ‘Edit individual documents’ to edit
and print copies after merging them.

b)  Now select Edit individual documents, the Merge to
New Document dialog box will display. Select All and
click OK.

Merge to New Document 7 x

Merge records

O From: To:

Picture 2.22:

The Merge to New Document dialog box form where you select

records to merge

c)

d)

1. Open

2.23.

Home Insert Design

Activity 2.5

screen and then compare it with buttons you see in picture

The merged document will appear with a temporary
name (Lettersl); Save the document using a new
name or location.

Print your document when you need.

Microsoft Word and make mailings tab active. Study your

Layout References Mailings Review View Q Tell me what you want to do...

Picture 2.2

a)
b)
c)
d)
e)

2. Using picture 2.23 above; identify the buttons used to perform
the following activities:

3: The Ribbon showing Mailings tab buttons

To delete or add more names and addresses.

Display items you create using mail merge.

To see the letters before you merge.

To insert merge fields at the cursor position.

To send merged letters as mail or print them directly on
the printer.
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3. Mr. Gatete is a Secretary of Biscuit Trading Company Ltd.
His company intends to invite its shareholders for the Annual
General Meeting (AGM) this year.

The content of the letter is to be similar to all shareholders
except for each shareholder’s personal details and titles.

Mr. Gatete has prepared the letter below to be sent to various
shareholders.

BISCUIT TRADING COMPANY LIMITED
P.0. BOX 1777, KIGALI

06/05/2018

TO:  [title] [shareholder’s namel]
PO. Box [address]
Tel: [telephone contact]

Dear Sir/Madam,

RE: ANNUAL GENERAL MEETING SCHEDULED FOR
FRIDAY 24TH MAY 2018

You are cordially invited to attend the AGM without fail on the
date indicated above starting at 10:00am. In this meeting we
shall elect new office bearers. You are expected to pay a non-
refundable amount of [fee] RFs to cater for elections. Agenda
for the meeting is attached here on.

Yours faithfully,

GATETE JOHN
COMPANY SECRETARY

c.c.  Managing Director
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Mr. Dr.  [Ngabo P. 0998674006 590, Kigali 18,000
Mr. Rev. [Ingabire S 0417560437 |320, Karongi 16,000
Rev. Dr. |Bugingo B. 0768054354 |3101, Rubavu 15,000
Mrs. Gatete F. 0429086543 |7012, Rwamagana | 14,000
Mr. Br.  |Mugisha C. 0237980565 |769, Gicumbi 15,000

Table 2.2: List of shareholders to receive letters

Required

a)  Type the letter as it appears and save it as Biscuit letter.
Include a Header as your name.

b)  Use mail merge features in Microsoft word to create the
table above, save it in your folder as shareholders.

c) Link the table to the letter and generate letters for various
shareholders. Save the new generated file as Biscuit-
Data.

1. Ms. Mutesi Mary is the head of ICT in Maranyundo Academy.
She is organising an ICT learners’ seminar at her school. She
intends to send letters to ICT teachers of various schools
requesting for their learners to attend this seminar in September
2018. The content for the letter is the same for all schools
except School names, ICT teachers and other details.

A copy of the letter to be sent to schools.

a)  Type the letter and save it as ICT seminar.
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MARANYUNDO ACADEMY

P.O. BOX 234567, RWAMAGANA.

15-JULY-2018

TO: <ICT Teacher’'s Name>
ICT Department
<School’s Name>
<School Address>

Dear <Title>,

RE: INVITATION TO ATTEND ICT SEMINAR AT SCHOOL
ON 29" SEPT 2018

The school through its ICT department has organised the
ICT seminar at the school on the day indicated above. The
seminar will be learner centred and will be attended by many
influential ICT academicians and experts from RDB/ICT, REB
and University of Rwanda (UR).

The seminar is aimed at enabling our learners understand
current global concerns in relation to ICT and at the same
time equipping them with ICT skills and knowledge for
enabling them to sit for the coming National Examinations in
November this year.

The participation fee for each learner from your school is
<Participation Fee>Francs only. In addition, learners must
come with their own refreshments or can individually order
for food from our school canteen at <Ordering Fee>Rwanda
Francs.

We shall be very grateful for your positive response.

Yours faithfully,

MUTESI MARY
HEAD ICT DEPARTMENT

c.C. Headmaster
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Madam |Kigali PO. Box 3020, |Ms. Mutoni Peace 3,000 |2,000
Parents Kigali, Rwanda.
School

Sir Kagarama |[PO. Box 1010, |Mr. Ngabo Desire 3,500 (2,500

SS Kigali.

Sir

Nyamata PO. Box 123, |Mr. Mugisha Noah 4,000 (2,800
High School |Bugesera.

Madam

FAWE Girls |PO. Box 9090, |Mrs. Mutesi Desia 4,500 [2,000
SS Kigali.

Req
(i)
(ii)
(iii)
(iv)

(v)
(vi)

(vii)

(viii)

Table 2.3: Details required from different schools

uired
Indent the body of the letter left and right by “0.5".
Apply single line spacing on each paragraph of the body.
Put a spacing of 12pt before and after each paragraph.
Apply a bold Headingl style to the subject for the letter
with font size of “15.5” and dashed underline.
Insert a text watermark of 2018 and save the changes.
Using a mail merge feature create the table above and
save it as “ICT-Schools” in your folder.
Use a suitable word processing feature to merge the table
to the letter (ICT-seminar) in order to generate individual
letters to be sent to various schools.
Save the resulting file in your folder as “ICT-Letters”.
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Suggested answers for each of the letters required in Activity
2.6 is displayed in picture 2.24 below.

‘ Temporary name given to merged letters

Letters1 - Word

Insert  Design  layout  References  Mailings  Review

- | A A | bp|is = N |EEE | A .

0 Caliori (Body) ~ |11 ~| A" A" Aa = is =3 2l T | nsbbeee| AaBbcede AaBHC( ABHCCL -
PE‘Ste w B IU-ax,x A-F-A-B====2- O-Hi- T Normal | TNoSpac... Heading1 Heading2 [+
Clipboard Font i Paragraph n Styles n
L fo - oo g ‘‘‘‘‘‘‘ T T T 40 B .. RN SR S
N TO:  Mr. Mugisha Noah
: ICT Department
" Nyamata High School

P.0. Box 123, Bugesera.

Dear Sir,

RE: INVITATION TO ATTEND ICT SEMINAR AT SCHOOL ON 29 SEPT 2018

The school through its ICT department has organised the ICT seminar at the

school on the day indicated above. The seminar wilearner lent centred and
< will be attended by many influential ICT academicians and experts from
. RDB/ICT, REB and University of Rwanda (UR).

E The seminar is aimed at enabling our leamers understand current global
- concemns in relation to ICT and at the same time equipping them with ICT skills
and knowledge for enabling them to sit for the coming National Examinations

Status bar indicates in November this year
four letters have been The participation fee for each leamer from your sche4,000 000 Francs only_ In
addition, learners must come with their own refreshments or can individually
produced and the order for food from our school cant2,800 2,800 Rwanda Francs.
third letter is displayed We shall be very grateful for your usual positive response.
on screen
/|

_ “Yours faithfully,

~

) MUTESI MARY

HEAD ICTDEPARTMENT

Page3ofd 699words L2 B e & -

Picture 2.24: Appearance of Mr. Mugisha Noah's letter, one of the four letters
produced in the activity

2.4 Organise, print and view shortcuts

Before you print your document, you should preview your document
and specify which pages you want to print.

Open ICT-Letters file you created, organise and print one copy of
the letter for Mr. Ngabo Desire and 2 copies of the letter for Mrs.
Mutesi Desia.

Follow the procedure given below to print the required document.

Steps to preview your document

1. On the File menu/tab click Print.
2. To preview each page, click the forward and backward arrows
at the bottom of the page.
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3. If the text is too small to read, use the Zoom Slider at the
bottom of the page to enlarge it.

4. Enter the number of copies, to print. (see picture 2.25).

Under Printer, select a printer to use (in case you frequently

change printers).

6. Under Settings, select options you need i.e. select Print Current
Page.

7. Click on Print button to produce a hardcopy of the document.
(See the picture shown below).

o

Click Print, to send [ oo vos T - 8 x
file to printer (g) Signin

Print Type the number of

- :/ copies for print (d) =

Primt
Select the printer to T
Printer use (e) = —
HP Codor Laseriet (P55 PS.. a B g ey
PO Bee W, o
Prinkes Propertsss
3 e e
SEI'(IHgS B BATIATION TRATTENG AT SR AT SCH00M 04 7Y ST 2018
,  Pret Al Fages il .
The whsale thing (Qmmm—— Select Print
s Current Page (f)
Prict Cvee Siched i i R
Collabed Fa Vo sl oty AR b ot e R
] Portrait Orientation = b
Custom Page Sie 3 e
7t Change
gk - | orientation to
1 Fage Per Sheet - Iandscape
Fage Setup 4|2 |ofa b 0% = — + 4
Click Page Setup to chany
' m‘; regin:t:ri::‘ tca :‘izgne Preview each page Choose Zoom slider
page ) ) ith arr b
paper size, etc. (a) with arrows (b) to enlarge text (c)
, .

Picture 2.25: All in one place, you can see how your document will look like
when printed, set your print options and print the file with the print dialog box
for Word 2016

Note: Before you click on Print, ensure that the printer you
select is connected to your computer and switched on.
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View Shortcuts

In case you need to use view shortcuts to see your document in
different ways, click a desired view button on the lower right of the
document. See picture 2.26.

@ %44 Web Layout
Read Mode Print Layout

Picture 2.26: View shortcuts

2.5 Protect your document

Use passwords to prevent other people from opening or modifying
your documents. However, if you use a password and forget it, Word
processors like Microsoft Word cannot retrieve the forgotten passwords.
There are two methods to protect a document with password.

Steps to protect your document with a password

Method 1

1.

2.
3.

Create or open an existing document. Click the File tab. The
Backstage view opens.

In the Backstage view, click Info (see picture 2.27).

Click Protect Document. See picture below for Protect Document
options.
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e ICT — Letters - Word

Protect Document
, Control what types of changes people can make to this document.
Protect
Document ~ | <mum— e

[B, Mark as Final
ﬁ Let readers know the document is

final and make it read-only

Encrypt with Password rare that it contains:

} Password-protect this documen

uthor's name

D Restrict Editing
Control the types of changes others
can make

D Restrict Access r unsaved changes.
@ Grant people access while removing  * ges,
their ability to edit, copy, or print.

[b, Add a Digital Signature
w Ensure the integrity of the document
by adding an invisible digital signature

Account

Options

4.

Picture 2.27: Part of Backstage view for Office Word 2016 showing Info options for
protecting a document

Meaning of various options

e Mark as Final: make the document read-only.

e Encrypt with Password: set a password for the document.

* Restrict Editing: control what types of changes that can be
made to the document.

e Restrict Permission by People: use a Windows Live ID to
restrict permissions.

e Add a Digital Signature: add a visible or invisible digital
signature.

Click ‘Encrypt with Password’.

In the Encrypt Document dialog box that displays (as shown on

picture 2.28), type in the desired password for your document and

click OK.

o
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Encrypt Document ? x

Encrypt the contents of this file
Password:
ii.IIII.iiii.l

Caution: If you lose or forget the password, it
cannot be recovered, It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.}

Cancel

Picture 2.28: Encrypt Document dialog box

Retype the password again in the dialog box to confirm it and click
OK.

Now, you have protected your document with a password.

Method 2

1.

Create or open an existing document for which you want to apply
a password.

2. Click File Tab; on the backstage view that displays, click Save As.
3. The Save As backstage view displays Save locations, click Browse.

o

See picture 2.29.

Save As
6D OneDrive
‘T Thisec
o= Adda Place
Froe Click browse to get
‘Save As’ dialog box (3)

Picture 2.29: The Backstage view showing Save locations

The Save As dialog box displays, click Tools drop down arrow (See
picture 2.30)

Click General Options (See picture 2.30).

In the dialog box that appears, type in password to open the
document. Retype the password and click OK.
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BF save As s
4N » ThisPC » Documents » v |l Search Documents pel
Organize = Mew folder f=z - 0
A - = A
I This PC Mame Date medified Type
[ Desktop Customn Office Templates J9/2017 9:15 PM File fol
Framais My Data Sources 2772017 &:33 PM File fol
H f25/2017 1:57 PN i
* Downloads My Scratch Projects 1/25/2017 1:57 PM File fol
. Sound recordings 2/6/2017 3:16 PM File fol
J’i Music _ i
Access the Manage Accounts screen 1/18/20017 1213 PM Micro=
= Pictures [1=| Crosscutting issues J2772007 6:43 PM Micros
B videos yapi 1/14/2017 11:47 AM Micros
o Local Disk (C:) game 1/27/72017 7:03 PM Micros
= LocalDisk D) v < [© >
File name: |Tom—|eta o
Save as type: | Word Document ~
Authors:  KIWA Tags: Addatag
[] Sawe Thumbnail
“ Hide Folders Tools ~ Cancel
Map Metwork Drive... f
Save Options...
- General Options...
Click Tools (4) Web Options..
Compress Pictures...

\

Click General
Options (5)

Picture 2.30: Save As dialog box
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General Opticns ? X
General Options
. . . . Type in password
File encryption options for this document .
you will use

Passwordto open: | yupnnesnssnsl h: to open your

document (6)

File sharing options for this document

Password to modify:

Read-only recommended
Frotect Document.., . .
= This is optional.

e secunly You can use a

Adjust the security level for opening files that might contain macro viruses and specify Macro Security...

the names of trusted macro developers. Seuity password that
restricts others

from modifying
your document

This is optional.You can make your
document a read only without using
a password.

Cancel

Picture 2.31: General Options for creating a password in a document

1. Use Microsoft Word, typeset the following document and save
it as ‘Certificate of Appreciation’. This document is a certificate

and should have a page border as shown.
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Ecole Des Sciences De Byimana
Ruhango District,

Southern Province, Rwanda

ICT CLUB

Certificate of Appreciation

This is to certify and acknowledge that

for Academic year

Your efforts shall always be treasured.

“Science, conscience and Excellence”

Club Patron Headmaster

Other Instructions

a) Use 1.5 line spacing for your work and no space after
each paragraph.

b)  Make the following changes to the title:
(i)  Change the name of the school to Stencil bold font

face, font size 26 and dark blue colour.

(i) Change the second line to font size 16 and bold.
(iii)  Change the third line to font size 14 and bold.

c) Leave enough space between “Southern Province”,
Rwanda and ICT Club to accommodate a suitable graphic
(good image) that will work like your school badge.
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d) Underline the heading, “Certificate of Appreciation”
change it to size 20 and colour dark red. Apply a double
strikethrough.

e)  Use blue font colour for signatories in font size 15.

f) Apply dark red colour to page border.

g) Ensure that your work fits on one page of your document
Centre all text. Format the rest of the text as you wish
correctly.

h)  The certificates are to be awarded to the following
members. Create a data source and save it as ‘data file’

Gahima Micheal Treasurer 2016/2017
Kwizera Francis President 2015/2016
Mutesi Catherine Vice President 2016/2017
Ingabire Scovia Secretary 2017/2018
Gaju Paul Spiritual Minister 2016/2017
Bugingo Isabella Welfare Minister 2015/2016
Giramata Princess Schools Relations Minister 2016/2017

Table 2.4: Details for every member who will receive certificates

) Using a word processing facility, merge the fields above
to the certificate ( place fields in appropriate positions).
Change the colour of the merged fields in red bold colour
in your main document.

) Merge the document and the certificate such that each
member of the club in the data source has a complete
certificate for printing.

k)  Name the new file as ICT certificates with a password
as, ‘joint1001’. Print a copy of the new document and
close the file.

2. Explain the meaning of the word Formal letter and explain how
it differs from the database of nhames and addresses?
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3. Open a blank document and in it create the following items:

a) Type two brief paragraphs about the history of your
school. Add a suitable picture such as a clip after.

b)  Type five points about why you joined your school, the
good about your school and the bad about your school.
Insert one picture related to computers. Provide a suitable
heading.

c) Insert a new page in your document. Type a heading
“Science Teachers”. A brief information about science
subjects such as physics, chemistry. Create a table with
science teachers and the subjects they teach. Include a
suitable picture on the page.

d) Type a list of Arts Teachers in a table, with a suitable
heading on a new page. Type a brief information about
Arts subjects.

e)  Create a list of Sports activities in your school with brief
information related to your school. Provide a suitable
heading that should be on a new page. Insert two pictures
related to sports listed.

f) Insert a new page in your document and create a list of
favourite sports stars in your country and on International
level. Use two column table.

g)  Generate reason(s) why you should not change your
school. Do this on a fresh page.

h)  Save your file as ‘Love4-myschool’.

Instructions

e Generate a Table of Contents for your document.
e C(Create a List of Tables for the document.
e (reate a list of Figures you have added in your document.
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Word Processing
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Charts and Advanced Objects

Key unit competence

Present data graphically and use different objects in a document.

3.1 Charts

A chart is a diagram or object used to display numerical information in
details. A chart can also be called a graph.

Data in a chart is represented by symbols, such as bars in a bar chart,
lines in a line chart, or slices in a pie chart.

3.1.1 Role of charts

© Charts are used to summarise and display information in an easy
manner to understand.

Charts act as useful Tools for conveying financial information.
They are used to make patterns and trends in numerical order
much easier to see.

Charts facilitate data analysis.

© e

®

3.1.2 Types of charts
There are several types of charts used to display data. The most popular
types include among others the following:

A. Bar Chart (Bar graph)
A bar chart is a graphic representation of data with horizontal bars
or objects. Bar charts usually display horizontal bars or objects
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going across the chart vertically, with the values displayed at the
bottom of the chart.

Cow Peas

Beans

Pork

. B Number of learners
Fish

Chicken

Meat

0 50 100 150
Picture 3.1: Bar Chart

B. Column Chart
A column chart is a graphic representation of data with vertical
bars or objects. Column charts display vertical bars (categories)
going across the chart horizontally (along the horizontal axis), with
the values organised along the vertical axis (on the left side of the
chart).

Chart Overview

Value axis (y-axis) . .
Different Sauces Consumed by Learners< ~ ChartTitle
Datg Series Gridline

/N <

120
Plot ArV / / \
100
/ ‘Z & Legend

80

60 B Number of learners
40

20

0 - T

Meat Chlcken Fish Pork Beans Cow Peas <€————Category axis
Sauces (X-axis)
ka Mark X-Axis title

———> Number of learners

Y axis title

Picture 3.2: Appearance of a column chart with major parts of a chart named
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C. Line Chart (Line Graph)
A line chart is a graphic representation of data plotted using a series
of lines. Line charts display lines going across the chart horizontally,
with the values axis being displayed on the vertical axis (left side
of the chart).

120
100 - A

% lvq
60

40 =#=Number of
learners

20
0 T T T T T 1

Picture 3.3: Line Chart

D. Pie Chart
Pie chart is a circular chart sliced into sections; each section
represents a percentage of the whole. Pie charts do not display
horizontal and vertical axes as other charts.

Cow Peas Meat

Chicken
9%

Pork 16%
17%

Picture 3.4: A Pie Chart
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3.2 To create a chart or graph

Use the steps given below to create a graph. All the charts already
shown above were created using similar data as in the ones below. Use
this data to create these charts as they are in Microsoft Word. Save the
file as ‘Common charts’.

Favourite Food Number of learners
Posho 75
Sweet potatoes 45
Cassava 58
Irish potatoes 77
Rice 115
Bananas 65

Table 3.1: Different foods enjoyed by different learners

Step 1: Prepare the data that you need to make the chart (this data
can be on paper or in a book).

Step 2: Start Microsoft Word and then click where you want to place
the chart.

Note: First create table data in Microsoft Word, but this
is an option you may ignore.

Step 3: On the Insert tab, in the lllustrations group click Chart.
H ©-

File Home Design Layout

. ) ) SmartArt

Pages i i ||Cha!1t\
q Table | Pictures Online Shapes Elick Chart to

T ' Pictures ~ @4 Screenshot~

access a dialog box

Tables llustrations

Picture 3.5: The Insert tab showing Chart button

Step 4: In the Insert Chart dialog box (that displays as shown in
picture 3.6), select the type of chart that you want on the left
side, then select the chart sub type and finally click OK.
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Step 5: The Chart remains selected and Chart Tools display (on
Design, Layout and Format tabs). Use Chart Tools to modify
your chart the way you want.

Insert Chart ? x
All Charts
Select
™ Recent
e | (B0 AR M ol B3 0 0 fombere
emplates
T the chart
clumn
( & Line Clustered Column sub-types
g ® Pie ) chan T
- E Bar u
o .
8] A R
2 m rea .
S XY (Seatt
2| | oo (il
=] lisf  Stock r=— phra " ==
9\ < @ Surface —
$ B Radar
g: Bﬂ Treemap
i)
Fe) @ Sunburst
k |l Hist '
Istogram
£ . J Selected chart
(9] [} Box & Whisker
] Waterfall
iy Combo
Cancel

Picture 3.6: The Insert Chart dialog box. When you rest a mouse pointer over a
chart type, screen tip displays its name

Step 6: Replace the sample data (edit data) by clicking on a cell and
then typing the data that you want.

Note: To delete a column or row data, right click on column
letter e.g. column D or row number e.g. row 5. Then select
delete.
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Insert  Design  Layout  References

1 |Favorite Food |No. of Leaners Series2  Series3
2 [Posho 75 24 2 Close Chart
3 |Sweet potatoes 45 4.4 2] Data (4)
4 |Cassava 58 1.8 3
5 _|Irish Potatoes 77 2.8 5
6 |Rice | 115
?‘ Bananas 65! | g
a ] [ 1 )
i
<] Y L -
L

i Delete data you don’t need (2)
Changes made to

[]
=

led I *
sample data also Click the /W
[~
hd

120 | changes the chart

green cross to
o | below (1) add Chart
80 Elements like
o Axis Titles (3)
40
20 I
o —— -— - ——

Posho Sweet potatoes Cassava Irish Potatoes Rice Bananas

mNo. of Leaners mSeries2 W Series 3

Picture 3.7: A newly inserted chart with a Data sheet above it

The resulting chart for our data in table 3.1 will appear as shown

below
Column Chart showing learners’ favourite foods
140
120
2 100
()
=
§ 80
‘s 60
§ 40
20
0
Posho Sweet potatoes Cassava Irish Potatoes Rice Bananas
Favourite Food
M No. of Leaners

Picture 3.8: A column chart representing data in table 3.1
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1. S.3 class has a total of 120 learners. The class teacher carried
out a data survey to find out how many learners regularly eat
meat, pork, chicken or fish at home. The data below in table
3.2 was collected.

Meat 75
Chicken 45
Fish 58
Pork 77
Beans 115
Cow Peas 65

Table 3.2: Data collected about different sauces taken by S3 learners

Instructions
a)  Open Microsoft Word and create the table 3.2 above as it
appears.

b)  Use the data given in table and create:
(i) A clustered bar chart on page 1 just below table
(ii)  Pie Chart on page 2 (with data callouts).

c)  Apply Chart Titles and Axis Titles in b (i) and b(ii) above.

d)  Save changes to your file and save it as ‘Sauces’.

2. a) The picture below is displaying chart Tools. Use it to
answer the questions that follow.
(i) Name the tab that is active. Identify two buttons
displayed by this tab.

File Home

I @

Add Chart Quick  Change
Element = Layout~ Colors~

Chart Layouts

Insert Design Layout References Mailings Review View Farmat

2 ot i el it hi | EL B2 e o

<| | Switch Row/ Select Edit Refresh | Change
Column Data Data~ Data | Chart Type
Chart Styles Data Type

Picture 3.9: Ribbon displaying Chart Tools on Design tab

(ii)  ldentify how many tabs display Chart Tools. State
the use of any one button on each tab.
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b)  Study the Chart Tools on the Design tab in picture 3.9.
Identify the name of the button used to:
(i)  Change from one chart type to another
(ii)  Add titles to axes and add/remove legend.

c)  Which type of chart might have been selected according
to picture 3.9?

d)  Which button on design tab can be used to quickly apply
axis labels or titles?

3. a) Picture 3.10 below shows another set of Chart Tools.

Study the picture. Which tab is displaying chat tools?

Layout  References  Mailings

e m 1SE| n n
Chart Area - Y P D A.‘ A~ Bring Forward &~ RS
el
% Format Selection Oo 0| | Abe | ‘ Abe ‘ -|EL-| 4 A Send Backward
— [,

—| Change Quick Position Wrap =
] Reset to MatchStyle || L L= Shape " Styles~ B - + Text- ol Selection Pane w36

Current Selection Insert Shapes Shape Styles a WordArt Styles = Arrange Size
(w]

Picture 3.10: Ribbon displaying Chart Tools

b) Identify the button used to:
(i) Increase or reduce chart width.
(ii)  Apply shape effects e.g 3-D Rotation.
(iii)  Apply a fill colour.
(iv)  Change the appearance of a selected area of chart.

3.3 Formatting an object and chart

Formatting an object and chart means to change the appearance of
object and chart to look nice. A chart is an object in a document. A
chart can be formatted to look attractive to the user. To format a chart,
different features or buttons are used to make these changes. Most of
the buttons are located on format tab under Chart Tools as shown in
picture 3.9.

To format a chart
Step 1: Select a chart you want to format.

Step 2: Click Format tab under Chart Tools and select a formatting
button you want. The changes immediately take effect.
Example:
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To apply Word Art styles on your Chart

a)  Select a chart or chart element or a particular data series.

b)  Click Format tab under Chart Tools.

c) In the WordArt Styles group, click Quick Styles and select a
style you want (or use Text fill and or Text outline drop-down
arrows and select desired colours you want). Refer to picture
3.8 0r3.9.

Alternatively perform (a) to (b) above and then use Shape styles

group buttons/commands i.e. select from Shape Fill and Shape

Outline drop-down lists.

Adjust chart size

a)  Select a chart or object you want to resize.

b)  Click Format tab under Chart Tools.

c) In the Size group type or scroll in to adjust the Shape Height
and Shape Width of the chart (Refer to picture 3.9).

To format an object
Follow the same steps as those used to format a chart.

1. a) Open MS Word, create and display Table 3.3 on a
3-D clustered column chart. Save the file as ‘House
competitions’.

Gatete 88 65 56
Ngabo 78 90 70
Gaju 45 85 75

Table 3.3: Performance results from Learners’ House competitions in
Riviera SS last year

b)  Include a chart title and axis titles.

c)  Copy the chart and paste it on page 2 and page 3.

d)  Change the chart type on page 2 to a 3-D pie chart and
use a suitable chart style. Apply style 3 of pie charts.

e)  Change the chart on page 3 into a line graph.

f) Page your work and save changes.
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The following table was prepared by Director of Studies of GS
Nyarusange pertaining to extra lessons covered by 10 teachers for
the 4" week of the term. Values are in minutes.

Gatete Noah 40 20 80 45 | 65 90
Rukundo Micheal 100 120 20 45 | 20 80
Giramata Alex 30 20 15 50| 30 120
Mugisha Ethan 50 30 40 60| 20 50
Kwizera Olive 120 80 10 15| 30 80
Mutesi Grace 70 90 20 20| 30 90
Ngabo Pacifique 30 20 40 30| 45 100
Mahoro Stanslas 40 15 30 40 50 110
Mutoni Carol 20 20 50 40| 70 140
Keza Tania 15 90 100 50 80 180

Table 3.4: Teachers’ extra lessons in minutes

a)  Typeset the table above as it appears in the new document
and save it as ‘Overtime’.

b)  Bold all column headings.

c)  Centre all the figures in your table.

d)  Sort the data as A-Z to the names of teachers.

e) Insert the heading at the top of your table as “Teachers’
Daily Overtime in GS Nyarusange”.

f) Create a 3-D stacked column graph for all teachers for
Mon, Tue and Wed. Place the graph on page 2.

g)  Create a line graph for the first five teachers (in ascending
order) for Mon to Sat. Place this chart on page 3.

h)  Create a pie chart for Mon and Sat for all teachers. Place
the chart on page 3 below the line graph above in (g).

3.4 Add objects from file

An object is something that you can see. In Word, processing
objects can be inserted from other files already created, for example;
documents, workbooks, presentations, PDF and so on.
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3.4.1 To add object from file
Step 1: On the Insert tab, click Object command from the text group.

Mailings Review View Add-Ins

% + [ Header~ A E - Q’ ~ | T Equation -
Eﬂé 4-5 | QSymbol~

Home Design Layout References

N T T SmartArt
B D E ’_2‘>/ b Chart ﬁStore

Pages = Table Pictures Online Shapes -« » Online Links  Comment
= S R ot (M My el TS e [ Page Number= | poy- =~
Tables Ilustrations Add-ins Media Comments Header & Footer Text D Object..
'4"""‘5"""'5"ET&x‘tfmmF\\e...

D Footer =

1|§|1 S R

Picture 3.11: Office ribbon displaying the Object command from the Text group on
the Insert tab

Object ? >
Create New | Create from File

File name: ]

E Browse... Qu— Click
Browse
button to
look for

[ Link to file th.e file
[] pisp! ] with an
1Splay as 1con .
— object to
Result .
insert

Inserts the contents of the file into your

L,
Em document so that you can edit it later using
the application which created the source

file.

oK \ Cancel

Click this option to display
the file as an icon

Picture 3.12: Object dialog box for creating an object from file
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[E Browse *
€« v P » This PC » Documents » v | O Search Documents el
Organize + New folder == ~ [ o
o~
Scratch Projects ™ Name Date modified Type *
EI Microsoft Word ﬁ Beta Distributors 114720017 10:58 AM - Micros
ﬁ Budget 171372017 251 PM Micros
& OneDrive %] computer literacy 7/27/2017 10:30 PM Micros
E This PC Computer networking 9/19/2016 %:56 AM  Micros
Computer Viruses 8/2
I Desktop puter i - Select a file
- Crosscutting issues L 1/28/ ntaining an
D E— COI
Decument @ Deforestation 911 ob'ectg
¥ Downloads Electronic Publishing 2/15/20 l
J’ Music ﬁFruits 1M Micros
[&] Pictures game 1/2 Micros
B Videos @ HIv } 8/26/2017 9:38 AM  Micros
872172017 T:32 AN licros
. Local Disk (€4 85 ICT Marks 8/21/201 AM  Micros o
. Eme o eemon = ( )
Eifeiname: |game V| Al Files v

‘ Alternatively, type here a file name to search open folder

Picture 3.13: Browse dialog box (for searching files containing objects)

3.5 Add objects

In word processing, you can add different types of objects created
with other programs such as MS Excel, Presentation, and Equation
applications in a document.

3.5.1 To add Microsoft Excel Worksheet as an object in
a document (or another type of document)
Step 1: Create a new document or open an existing document where
you want to insert an object.

Step 2: Click where you want to insert the object.
Step 3: On the Insert tab in the Text group, click Object button. The
Object dialog box appears. See picture 3.12.

Step 4: In the Object Type list, scroll and select the type of object
you want i.e. Microsoft Excel Worksheet. (You can display the
object as an icon if desired by ticking the “Display as Icon”
check box. See the picture 3.14.
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Object ? >

Create New  Create from File

Object type:

Microsoft Excel 97-2003 Worksheet \ A
Microsoft Excel Binary Worksheet

Microsoft Excel Chart

Microsoft Excel Macro-Enabled Worksheet

Microsoft Excel Worksheet
Microsoft Graph Chart Select
Microsoft PowerPoint 97-2003 Presentation Object type
Microsoft PowerPoint 97-2003 Slide ¥ | [“]Display as iconi
from here
Result ==
. Inserts a new Microsoft Excel Worksheet }
'E object into your document as an icon. B
4 Microsoft Excel
T Worksheet
Change lcon...

‘ Description for selected object ‘

Picture 3.14: Object dialog box for creating a new object in a document

1. Data given in table 3.5 shows learners performance in 4
subjects. Use this data to generate on separate page(s):

a) A 3-D Clustered column chart showing all the learners’
performance in percentages. Change chart colours and
the style you want.

b) A stacked line chart for all learners.

c) A pie chart representing the performance of learners in
ICT. Use a desired chart style and colour.

d)  Apply page numbers in the Footer and your name and
class in the Header.

e)  Save your file as your ‘Name-Class’.
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Name English | Math ICT Physics
Gahima lsaac 78 87 76 98
Teta Princess 90 90 98 b5
Uwimana Isabella 85 65 54 76
Kwizera Steven 67 34 76 83
Gaju Sharon 33 12 84 42
Uwera Janet 56 45 91 61
Ngabo Vincent 21 87 43 b4
Gisa John 54 54 65 84
Rugero Amos 83 32 83 95
Kundwa Grace 74 54 93 74

Table 3.5: Learners performance in 4 basic subjects

2. Type the following data in Microsoft Word and Save as ‘Learning
ICT".

Learning ICT in Rwanda

ICT syllabus for Rwanda is very interesting. There are many
topics that were added for purposes of improving and enhancing
the skills of learners. Thanks for our Government, a caring
mother for all Rwandan children, taking charge of our future
livelihood.

There are many topics and units that we learn on different
levels gradually from lower secondary.

The following topics are learnt right from S1 to S3

© ICT Fundamentals

© Safety and security

© Word processing

© GIS

© Computer Network and Communication

© Scratch Programming for Juniors

At S.2 level Spreadsheet software is added to equip learners
with basics of managing numerical data with a computer
program.

88
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At S3 level more topics are added to build learners with more
skills in using graphics and multimedia presentation. They
include:

© Presentation

© Graphics and Multimedia

Required

a)  Justify your document and save it with a name, ‘ICT in
Rwanda’.

b)  Insert Sauces file you created in unit 3 as object- icon
(you can open from here) at the end of the text you typed
above.

c) Add a bitmap Image and Microsoft Excel Worksheet as
objects at the beginning of your text.

d) Insert an equation as “a = V(b2 + ¢?)” below the image.

e)  Save changes to your file.
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ArcGIS

Key unit competence

Query a map using selections (attribute and location). Create a
map layout and insert map elements. Use advanced symbology
and labeling. Print, export and send a map.

4.1 Introduction

The most effective selection method one can use to select features in
a layer is to select features using an attribute query.

4.2 Querying data/information (Query
methods Ill)

4.2.1 Selecting features by attribute

One of the selection methods you can use to select features in a layer
is to select features using an attribute query.

Which parcels of Cyiri Cell belong to Birambo Village? The attribute
query to use is from Picture 4.1;

© “Village”: Name of attribute field.

© “=": Relationship between attribute field and value (operator).
© “Birambo”: Name of value.
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Parcel_ID Province District Sector | cell Village Cell_Code | SHAPE_Length | SHAPE_Area
6397 | Northern Gicumbi Rukomo | Cyeya | Gateke 4051601 81.772442 414.259385
3162 | Northern Gicumbi Rukomo | Cyeya | Bisika 4051601 181.140706 1702.729774
5984 | Northern Gicumbi Rukomo | Cyeya | Bisika 4051601 66.219639 16.156501
3611 | Northern Gicumbi Rukomo | Cyeya | Birambo 4051601 119.150429 823.552745
4938 | Northern Gicumbi Rukomo | Cyeya | Kanombe | 4051601 293.841299 | 4012.759897
4281 | Northern Gicumbi Rukomo | Cyeya | Gateke 4051601 169.749169 1422.109569
3186 | Northern Gicumbi Rukomo | Cyeya | Bisika 4051601 112.122306 691.758649
1945 | Northern Gicumbi Rukomo | Cyeya | Rwambung | 4051601 102.798991 624697125
4821 | Northern Gicumbi Rukomo | Cyeya | Kanombe | 4051601 133.224285 1034.190503

66 | Northern Gicumbi Rukomo | Cyeya | Bisika 4051601 144.08607 742212571
4052 | Northern i Rukomo | Cyeya | Rwal 4051601 415824343 | 7325.100042
4413 | Northern Gicumbi Rukomo | Cyeya | Gateke 4051601 182.35929 1535737075
1839 | Northern Gicumbi Rukomo | Cyeya | Rwambung | 4051601 179.441461 1783.804091

882 | Northern Gi Rukomo | Cyeya | Bwuhira 4051601 131.485015 821.947844
899 | Northern Gicumbi Rukomo | Cyeya | Bwuhira 4051601 253.23590: 3319.540451
4282 | Northern Gicumbi Rukomo | Cyeya | Gateke 4051601 68.514491 270.657611
1771 | Northern Gicumbi Rukomo | Cyeya | Rwambung | 4051601 170.193072 1901.666816

Picture 4.1: Attributes data in ArchMap

Method 1:
Step 1: Click Selection > Select By Attributes to open the Select By
Attributes dialog box.

Select By Attributes (2] = ]

Layer: IQ Cyeya_Parcels LI
¥ Only show selectable layers in this list

Method: IC:eaie a new selection b

“Sector”
"Cell_Code”
"SHAPE_Length"
"SHAPE_Area"

L

>

[

SELECT * FROM Cyeya_Parcels WHERE:

"Vilage" = Bi v =

ok | Aoy | cose |
Picture 4.2: Select By Attributes dialog box
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Step 2: Choose the layer to perform the selection against.

Step 3: Specify the selection method.

Step 4: Enter a query expression.
See Building a query expression for information on the syntax
of a query.

Step 5: Validate your query expression by clicking Verify.

Step 6: Click OK or Apply to execute your selection expression and
work with the selection results.

Step 7: Optionally, you can save your query expression for later reuse
before closing this dialog box.

Attributes of Cyeya_Parcels

OBJECTID * SHAPE * UPI Parcel_ID I Province District Sector I Cell Village Cell_Code

242 | Polygon 40516014638 4638 | Northern Gicumbi Rukomo | Cyeya | Kanombe | 4051601
243 | Polygon 40516016236 | 6236 | Northern Gicumbi Rukomo | Cyeya | Gateke 4051601 ||
244 | Polygon | 40516014118 4118 | Northern Gicumbi Rukomo | Cyeya | Rwambung | 4051601
245 | Polygon | 40516012585 | 2585 | Northern Gicumbi Rukomo | Cyeya | Kanombe | 4051601
246 | Polygon | 40516013673 3673 | Northern Gicumbi Rukomo | Cyeya | Birambo | 4051601
247 | Polygon | 405160132 32 | Northern Gicumbi Rukomo | Cyeya | Bisika 4051601
248 | Polygon | 40516014634 4634 | Northern Gicumbi Rukomo | Cyeya | Kanombe 4051601
249 |Polygon | 40516014612 | 4612 | Northern Gicumbi Rukomo | Cyeya | Kanombe | 4051601
250 | Polygon l 40516016443 6443 | Northern Gicumbi Rukomo | Cyeya | Bwuhira 4051601
251 | Polygon 40516013610 3610 | Northern Gicumbi Rukomo | Cyeya | Birambo 4051601
252 | Polygon 40516011247 1247 | Northern Gi i Rukomo ] Cyeya | Birambo 4051601
253 | Polygon 40516016034 6034 | Northern Gicumbi Rukomo Cyeya | Gateke 4051601
254 | Polygon 40516011270 1270 | Northern Gicumbi Rukomo ] Cyeya | Birambo 4051601

| | 2SS | Polygon 405160119 19 | Northern Gicumbi Rukomo | Cyeya | Bisika 4051601
256 | Polygon 40516011946 | 1946 | Northern ‘Gicumbi | Rukomo | Cyeya | Rwambung | 4051601
257 | Polygon 40516015610 5610 | Northern Gicumbi Rukomo | Cyeya | Bisika 4051601
258 | Polvaon | 40516016139 6139 | Northern Gicumbi | Rukomo | Cveva | Rwambuna | 4051601

Record:ﬂﬂ 15 L]ﬂ Show:lT Selectedl I Records (86. t of 6514 Selected) I Options ~

862 parcels belong to Birambo Village

Picture 4.3: Attributes table
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Method 2
Step 1: Click Selection > Select By location.

Select By Location LD foSom

Lets you select features from one or more layers based on where they are
located in relation to the features in another layer.

I want to:
Iselect features from LI
the following layer(s):

[ wetiand

M Cyeya_Parcels

[~ Only show selectable layers in this list

that:
h
the features in this layer:
[{© Wetland =]
[T Use selected features (0 features selected)
[~ Apply a buffer to the features in Wetland

of: [0.000000 [Meters |

Help | [ ok | appy | Close
Picture 4.4: Select By Location dialog box
Step 2:
Constructing a location query
© Target layer: Parcels

© Spatial relationship: Intersect
© Source layer: Wetland

4.2.2 Select by location

Buffering features

© What neighbourhood is affected by 10m river buffer?

® Open Arc catalogue.

Analysis tool.

Proximity.

Buffer- a dialogue box is open.

In the Input Feature put River.

Output feature class—browse to your data storage and give the
name.

N
©©

©©©

[(
A\

-
\V/
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© Linear Unit: 10 — select Meters.
© Leave other tabs as default.
© OK.

Step 1

|%

= £ Layers | £§ ArcToolbox
= ™ Rivers - & 3D Analyst Tools
—1 [3 @ Analysis Tools
= Cyeya_Parcels % Extract
] % Overlay

Picture 4.5: Accessing Buffer feature

* Buffer & =] ]
Input Features

| River L] E"'J
=

[ Output Feature Class
I C:\GIS\GIS Module.gdb\GIS_Module'\River_Buffer
Distance [value or field]

% Linear unit

I 10 lMeters
" Field

Le

L

Side Type (optional)

Dissolve T optiona
NONE

Dissolve Field(s) (optional)
[JosxEcTD
O
Mnom hd

OK Cancel I Environments...l Show Help >> I

L Led Le
I

I
i
i

ER=] Layers
=l River
f— 1395

e
=l River_Buffer / '(

[
- o ComEE |
(|

1394

Picture 4.6: Buffer dialog box
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% Untitled - ArcMap - ArcView

l File Edit View Bookmarks Insert |Selection Tools Window Help

] D gﬂé‘ & @‘SdectByAnn'butes B
EXL o @@
I_@ Zoom To Selected Features VQEtil

= £ Layers 2 Statistics...
- ﬂ/er 1 Set Selectable Layers...
S| ger_Buﬂ‘er Clear Selected Features .’/,.»-"'
=] / Interactive Selection Method  p 4
= Options... 2sd
o
I 1k} ///, \\-

Picture 4.7: Accessing Select by Location in ArchMap

Lets you select features from one or more layers based on where they are
located in relation to the features in another layer.

I want to:

lselect features from ;'
the following layer(s):

O River

[ River_Buffer
Cyeya_Parcels

™ Only show selectable layers in this list
that:

Iintersect 5%
the features in this layer:

I@ River_Buffer 3
™ lse selected features (0 features selected)
™ Apply a buffer to the features in River_Buffer

of: I 0.000000 IM»aters LI

Help OK | Apply | Close

Led

Picture 4.8: Select By Location dialog box
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Picture 4.9: Cyeya - parcels - Target layer

Overlaying features

® Open ArcCatalogue.

Analysis tool.

Overlay.

Union- a dialogue box is open.

In the Input Feature put Polygons to unite.

Output Feature class -browse to your data storage and give the
name.

© Leave other tab as default.

© Ok.

3 - — B —

cooo0e

B | runon =1olx|
= £ Layers £ ArcToolbox -
= PolygonA Lg@ 3D Analyst Tools Input Features = =i
= - Analysis Tools | =l E.J
= PolygonB & % Extract
=1 B & Overlay Features ‘ Ranks ﬂ
A Intersect &PolygonA
A Spatial Join & Polygon8 ﬂ
}’ Union
2} % Proximity ﬂ
&y Statistics
% Cartography Tools ﬂ

- Conversion Tools
& Data Interoperabilit

=@ Data .+ | >

&P Geocoding Tools Output Feature Class

% Geostatistical Analy |C:\GIS\GIS Module.gdb\GIS_Module \PolygonAB_Union g

& Linear Referencing JoinAttributes (optional

2} @ Mobile Tools ALL j

& Multidimension Took | Xy Tolerance (optional

&P Network Analyst To l—(LD [eters S|
] & Samples

& Schematics Tools IV Gaos Allowed (ootional) |
E‘ a Scrves foots OK | Cancel | Environments... | Show Help >> |

Picture 4.10: (a) Union dialog box
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Polygon A Polygon B Intersection

Picture 4.10: (b) Input Features - polygons

2 | ntersect 1ol
= ££ Layers |£§ ArcToolbox =
= PolygonA &3] & 3D Analyst Tools Input Features —
= =& Analysis Tools | x| g
= PolygonB [+ & Extract
=& Overlay Features | Ranks iJ
/A Intersect & PolygonA
) Spatial Join £ PolygonB ﬂ
A Union
& Proximity ﬂ
& Statistics
a Cartography Tools ﬂ
[+ & Conversion Tools
&) a Data Interoperability
[# % Data Management Tt < |L]
] a Geocoding Tools Output Feature Class
[#-§ Geostatistical Analys | C:\GIS\GIS Module.gdb\GIS_Module\PolygonA_Intersect_PolygonB ﬂ
3} % Linear Referencing T omAthbutes (optional
3} & Mobile Tools ALL _'J
B8 Multidimension Tools |y roarr roriy
[+ &5 Network Analyst Toc r—‘——“‘a—l IMeters L‘ I
it  samples Qutput Type (optional) =
- Schematics Tools —— —
i a SRy OK | Cancel | Environments... | Show Help >> |

&) a Spatial Analyst Tools
£ Snatial Statistics Ton

Picture 4.11: Intersect dialog box
© Explore other functions in ArcToolbox

Using ArcGIS, create an administration map of Rwanda, the
map should present provinces, districts and lakes.

Use the steps below

Step 1: Start ArcGIS Pro.
Step 2: Open an empty map.
Step 3: Add new data or file.

‘Click to add data to your map

= Untitled - ArcWap
File Edit View Bookmarks Insert Sele n  Geoprocessing Customize Windows Help
De2Es x + o4l=]-]-1"L=[F3"
SHENEI TR i LG [ & -

Table Of Contents Box
g8 E

<7 layers |

Picture 4.12: New ArcMap file (where you can add new data or map)
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Step 4: On the Open page, under Open, click Computer and
click Browse

Note: That the folder that contains data to use must
be connected to ArcGIS.

 Add Data =)
Look in: [ﬁ&wanda V] @ La'| e v| E' EIG S

| Cells [~ Rivers

Ed| Cells_Boundaring_AMNP IEF‘.oads_AII

E| Cells_Boundaring_MMP Eﬂoads_District_National
E| Country H1 Rwanda_Topology

El| Cyamudongo (B Sectors

Ed| Districts

| Lakes

E| Mational_Parks

Click on Add, it

Scloce Prow | will be added on
r t
elect Province (h your map (2)

i Provinces | Add |

Show of type:

Datasets, Layers and Results v] [ Cancel ]

Picture 4.13: Add Data dialog box

The following result will be prompted to you

[Q Untitied - ArcMap

[E=8 o =

File Edit View Bookmarks Insert Selection Geoprocessing Customize Windows Help
NeEsa B %[0 | db- 1180152 M Al=[-1=lfalk-o
YV B LA FA=IFY, R el

Province
layer
created

@elen |
e J[oc[ala]m]
Picture 4.14: Province layer
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4.3 Display of a layer (Il)

4.3.1 Symbolise layer

Step 5: If you want to change colour of the layer, double click on the
colour, this window will open.

Symbol Selector
Type here to search RN EE +  Current Symbol
Search: (@) All Styles () Referenced Styles
ESRI - Choose any

colour

Green Blue Sun
Fill Color: m
QOutline Width,
Hollow Lake Rose M
Border|
width Edit Svmbol

Beige Yellow Olive m Ej

Choose colour of
layer colour e.g. Blue

Green Jade Blue
— — — ’ Style References... ]
R B By <ok | [ concel |
Picture 4.15: Symbol Selector dialog box
Step 6: Add Districts layer.
Repeat step 3 and 4.
Add Dats
Look in: [ﬁkwanda '] wfy @ E- a2 ede
B Cells [*JRivers
E| Cells_Boundaring_ANP BRoads_All
E| Cells_Boundaring_NNP IERoads_Distnct_Nationa\
E| Country HI Rwanda_Topology

| Cyamudonge [ Sectors

EJ] National_Parks
| Provinces

Show of type:  [patasets, Layers and Results -] [ concd |

Picture 4.16: Add Data dialog box for adding districts to the map behind
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Below screen will be displayed

RAMQ@ il ® R - LA A Rl o]
|ble Of Contents nx
Heow A
= Layers

o v
O

i=/ M Provinces

O

-]

Picture 4.17: Districts layer added
Step 7: To change all Districts layer colour, do the same as step 5.

(@ Untitled - ArcMap’ =0 |=E |
File Edit View Bookmarks Insert Selection Geoprocessing Customize Windows Help
OsE& B %[0 b - 4085 I EEERE e
BQOMNQ@FE I+ HE- AOTBEZRER =2)°
Table Of Contents 2 x - 2 x ﬁ
Ele¢8id -@als
B £ layers =
o & Districts =l
ol @
= @ Provinces s
= E
[n)
[ef Construction Tools
Select atemplate.
@ei=n |

Bl [0 [ Q]]

Picture 4.18: Colours on Districts changed or removed

Step 8: Add lakes layer.
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Repeat step 3 and 4

[@ Untitied - ArcMap. (E= el

File Edit View Bookmarks Insert Selection Geoprocessing Customize Windows Help

B %0 || 11401526 M=l 1=l )
il I~ L R, =R ="

&
H

o]
[ Construction Tools.

Select atemplate.

@eien

EFe O™ al7]
Picture 4.19: Lakes added to the map

4.3.2 Add and remove label of layer

1. Add province labels and districts labels to the map of Rwanda.
2. Remove the labels you have added in Number (1) above.
Use the following steps.

Step 1: Right click on the layer, (province).

opy
*» Remowve

EEH Open Attribute Table M

Joins and Relates »

Zy* Zoom To Layer

Visible Scale Range 3 *
Use Symbol Levels i

Selection 3

Label Features ? o
Edit Features 3 g

“sg Convert Features to Graphics...

Crata » P
»  Sawve As L

% Create La

Layer Properties

Display the properties of this layer
||’j:II Properti T
T

Picture 4.20: Province layer right-clicked and properties is selected
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Step 2: Click on Properties, the layer properties dialog box below
displays.
Layer Properties

| General I Source | Selection | Display | Symbaology | Fields | Definition Queiy| Labels | Joins & F{elatesl Time | HTML F‘opup|

Label features in this layer
ethod: [ Label all the features the same way. - ’\

All features will be labeled using the options specified. ‘ Click on labels (l) ‘

Must be selected (2) ‘

Text String
Label Field: PROVINCE
Text Symbal
@) Times New Roma ~ 14
ABc
W
Cther Options Pre-defined Labgl Stde Select
Placement Properties... ] [ Scale Range... ] [ Label Styles... ] province (3)

/

‘ It is used to format label (4) ‘

‘ Apply changes (5) ‘

[ok [ camcel | [ epy |

Picture 4.21: Layer properties dialog box. Province (Eastern) is selected

Step 3: Click on Labels Tab. Perform actions 1-5 in dialog box
above. After following steps in picture above, the results
are shown in picture 4.23.

[@ Untitied - ArcMap =<
Fie Edt View Bookmarks Insert Selection Geoprocessing Customize Windows Help
D2Es 8@ |2 | b o MEI=l=i=] el s
RANMQ ML« W-TIxNO 76 MD L )"
Table Of Contents B x = [Greste Bx
8e8 -@

[uoreas Gl [Gorerea &l

=0

[ Construction Tools

Select a template.

@ei = <

529583.681 4702363.641 Meters

e -G EI™] Q]

Picture 4.22: Provinces labels
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Step 4: Add labels on Districts layer. Right click Districts Layer.
8 I

(. El Copy
= Lakes | s Remove
[

EE Open Attribute Table

Joins and Relates 3

5 Zoom To Layer

Visible Scale Range 3

Use Symbol Levels

Selection 3
Label Features ;
Edit Features 3

% Conwvert Features to Graphics...
Data b

%2 5Sawve As Layer File...

W

s~ Create Layer Package...
||'j"' Properties... |

Picture 4.23: Properties selected from Shortcut menu for District layer

Step 5: Select Labels Tab, as shown below.

Layer Properties

| General I Source I Selection I Display I Symbaology I Fields I Definition Queryl Labels | Joins & Helatesl Time: I HTML F‘npupl

Label features in this layer

Method: [ Label al the features the same way. |
All features will be labeled using the options specified. ‘ Select District Name (I) ‘
Text String
Label Field: DISTR_NAME -
Text Symbol

|@) Times New Roma ~ -

ABc
[ EE
COther Options Pre-defined Label Style
[ Placement Propetties. ] [ Scale Range. ] [ Label Styles. ]

‘ Click Apply and Close dialog box (2) ‘

|

o< ][ Geneel ][ ety ]

e o o RN

Picture 4.24: Layer Properties dialog box. Labels Tab selected
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After performing actions 1 and 2 with the Layer properties box
above, the result will be as shown below:

[C Untitied - AreMiap. [E=mER =
File Edit View Bookmarks Insert Selection Geoprocessing Customize Windows Help

DEES R x| 2 b - [ 1:1401.926 Yl EEE B e g

R | HER H-EIN® B2 AR &l

@aien < I v

= IR [E-1E
Picture 4.25: Map of Rwanda with Districts Labels added

Remove labels
To remove labels on a layer, follow the steps given below;

Step 1: Right click on layer, e.g Districts then select properties.

Layer Properties

| General | Source I Selection | Display I Symbology | Fields I Definition Queryl Labels | Joins & Rela{esl Time I HTML F'opup|

Label features in this layer

iethod: [Label all the features the same way. V]

Al features will be labeled using the options specified.

Text String

Label Field: DISTR_NAME v

bal

Unselect this "
nselec s @'ﬁmes MNew Roma -

feature (1) ABc
[ R
Cther Options Pre-defined Label Style
[ Flacement Properties... ] [ Scale Range... ] [ Label Styles... ]

[ ik oK () ) (e ] [ n

Picture 4.26: Layer Properties dialog box showing how you remove labels

Step 2: Click OK at the bottom of layer properties dialog box.
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Activity 4.4

a) Using the Activity 4.3, remove labels on provinces and then
add labels on lakes.
b) Add rivers layer and apply labels on it.

4.4 Map layout

The basic 4 elements that a map should have: title, legend, scale,
date, author, orientation and text. We will show how to insert them in
a map as an activity. Follow the steps given on each element.

4.4.1 Insert Legend

Using the map of Rwanda we used in previous activities, follow steps
given below to insert a legend.

Step 1: Change from | Layer outView |

data view to

Layer out view.

Use view button

or view menu El | & 4

on the lower —
left side of
the Arch map

window. Picture 4.27: Main View buttons
Step 2: Click on Insert
menu. then 5 | Insert | Selection Geoprocessing Custom
Choose Legend. ¢|= DataFrame 68 \
Title  Title = B oot
{ A Tet |
T[] Meatline... hERED @
i=  Legend.. |
; Morth Areoos:
L2 Seale Insert Legend
n  Scale] Insertalegend in Layout view.
El Picture...
Object...
1

Picture 4.28: Inserting a legend
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Follow the instruction given by ArcGIS, Then after click OK.

Picture 4.29: A map with a legend

4.4.2 Insert Orientation
Step 1: Click Insert menu.
Step 2: Choose North Arrow

Morth Arrow Selector

[==3=]
Preview
™ N N \ = ™
ESRI MNorth 1 ESRI Morth 2 ESRI Morth 3 =
™ N
~ - . > - | Pick your selection
: : and click OK
4 \
ESRI Morth 4 ESRI North 5
Scale to fit page
7 * L [ Properties... ]
ESRI Maorth 7 ESRI l;.lorlh B8 ESRI Morth 5

y [ Mors Styles =)
bob e =

oK ] [ cancal |
Picture 4.30: North Arrow Selector
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Step 3: Select how to use, then Click OK

Legend

I:l Provinces
|:| Lakes
[ pistricts

Picture 4.31: A map with a compass

4.4.3 Insert Scale
Step 1: Repeat step 1 and 2, above (under Insert orientation).
Step 2: Select Scale bar.

Step 3: Scale Bar dialog box will be displayed, then choose the scale
you want to use, then click OK.

Scale Bar Selector
Preview

0 =0 100 200 Miles ol
T T |

Scale Line 1 A e G
] 0 100 200 Miles 1
————t———

Scale Line 2 m
T 1t 11 1rrr
0 50 100 200 Miles

Scale Line 3

Scale to fit page

Properties... ]

More Styles ']

100
LT PN i

[
[

Alternating Scale Bar 2 [ Save... ] [ Reset ]
[

ok | [ Cancel |

Picture 4.32: Scale Bar Selector dialog box
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Step 4: A map with scale is displayed as shown below.

N

W E

,4_-:”

£RN PROVINCE

Legend

|:| Provinces
I:l Lakes
[ ] istricts

0810 20 330 4
e Niles

Picture 4.33: A map with scale

4.4.4 Insert Text

There are several kinds of text you can insert in a map. Text can be
meaningful words, characters or numbers placed on a map. To add
text, follow steps given below:

Step 1: Click Insert menu, point to Dynamic text.

Insert | Selection Geoprocessing Customize Windows Help
k| =  Data Frame lag - h{m%mg‘
Ite  Tithe 2 Mo S =
A Ted [ 11
| Dynamic Text » Current Date i
[ mMeatline... Current Time
i= Legend.. User Mame
N MNorth Arrow... Author
‘=3 ScaleBar... Date Saved
1N Scale Text... Document MName
=] Picture... Document Path
@ Object... Service Layer Credits
Ceoordinate Systemn
— Data Frame Name
[ Reference Scale
Data Frame Time
1 Data Driven Page Name
Data Driven Page Mumber
= Data Driven Page with Count
Data Driven Page Display Expression
E Data Driven Page Attribute 1

Picture 4.34: Inserting Text in ArchMap
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Step 2: Select text category you want to insert e.g Author, Document
Name, etc.

4.4.5 Insert Title

Step 1: Click on Insert menu.

Step 2: Select Title.

Step 3: Type text as title in the dialog box that displays.

RWANDA MAP

"‘r%E UGANDA

Picture 4.35: A map with Text And Title
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4.5 Use Page and Print Setup Menu

The purpose of page and print setup is to organise your map ready for
printing.

\

Perform a page and print setup of the map you added in the
previous Activity (4.3). Follow the steps below:

Step 1: Navigate to File > Page and Print Setup.

File | Edit Wiew Bookmarks Insert 5¢
[ New.. Ctrl+M
B- Open... Ctrl+0O
& save Ctrl+5

Save As...

Save A Copy..
Share As 3
Add Data 3

Sign In...
ArcGI5 Online...
Page and Print Setup... h: Choose this
Print Preview... option

Print...

3 B D &5

Export Map...
Analyze Map...

R &

Map Document Properties...

1 ChUsers\zaidot\Desk...\done.mxd
2 ChlUsers\saidot\Des...\mytry. mad

Exit Alt+F4

Picture 4.36: Accessing Page and Print Setup from File menu

Step 2: Select the printer.

Step 3: Select the Printer Paper size and orientation for the
map. See the link in the Related Information section for
information on setting up a custom page size.
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[
Page and Print Setup .
Printer Setup

Mame: P {send To OneMote 2010 -
Status: Ready
Type: Send To Microsoft OneMote 2010 Driver

Select a printer (1) ‘

Where: nul: ‘

G ts: . .
emmen ‘ Select a printer paper size (2)
Paper
Size: Letter - I:i Printer Paper
SOouUrce: Printer Margins
Orientation: @) Portrait ) Landscape I:I Map Page {Page Layout)

=— > Sample Map Elements

Map Page Size Select Orientation

Use Printer Paper Settings

Page
Page Size that will be used is egual to Printer Paper Size

it

Orientation: (@) Portrait Landscape

Check OK (4)

Show Printer Margins on Layout [] Scale Map Elements promgrtionally to changes in Page Size

[ Data Driven Pages... ] ‘ Check here (3) ‘ oK ] [ Cancel ]

Picture 4.37: Page and Print setup dialog box

Step 4: Check, if the map has already been created, on ‘Scale
map elements proportionally to changes in map size’ at
the bottom of Print and Print Setup dialog box.

Step 5: Select ‘Use Printer Paper Settings’. This grays out the
bottom section, Map page size, because the map is now
using the Printer paper size and orientation settings.

Step 6: Click OK.
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4.6 Save and send a map

To save a map is to store it for future references using a specific name
and location on a storage device. To save or export a map is to prepare
the map in format that can allow it to be easily moved or exported from
one computer to another.

Save a map
Follow steps below:

Step 1: Click File menu and select “Save As..."”
File | Edit VWiew Bookmarks Insert Se
[ Mew.. Ctrl+M
E; Open... Ctrl+ O
& save Ctrl+5

Save As... Click on Save As
Save A Copy..

Share As 3
Add Data 3

Sign In...
ArcGIS Online...

Page and Print Setup...

L e Click Print to access

- print dialog box for
Export Map... printing a map

@ B B & 5

Analyze Map...

R &

Map Document Properties...

1 ChUsershsaidotDesk.. \done.mxd
2 ChUsers\saidod\Des...\mytry.mxd
Exit Alt+F4

Picture 4.38: Saving a map
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Step 2: Choose the location and the name of the map.

Save As X
“ ~ 4 » ThisPC » Documents » v O Search Documents el
Organize v Mew folder fzz - o
[ This PC o] MName Date modified Type
[ Desktop Adobe 21-Aug-1711:29 A...  File foldeg
e ArcMap Files 25-0ct-17 10:13 PM  File folde
Custom Office Templates 25-0ct-17 4:40 PM File folde
‘. Downloads
. CyberLink -174:01 AM  File folde
B Music
[&=] Pictures

| Location where
map is saved

m Videos

e Local Disk (C:)

w Local Disk (D:) w» < >
File name: | Provinces v|
Save as type: | ArcMap Document .
Authors:  Admin Tags: Addatag
[] Save Thumbnail

@ Hide Folders Tools = Cancel

Picture 4.39: Save As dialog box for saving a map

Export a map
Prepare to send your map by following the steps given below:

Step 1: Click on File menu then click on Export Map
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File | Edit View Bookmarks Insert Se
[ MNew.. Ctrl+M
EY Open. Ctrl+0O
& save Ctrl+S

Sawve As...

Save A Copy...

Share As 3
Add Data 3
Sign In...

ArcGIS Online...

Page and Print Setup...

Print Preview...

gz B [0 GBS

Print...

Export Map... < mmmm—

G Analyze Map...

&

Map Document Properties...

1 ChUsers\saidoDesk...\done.mxd
2 ChUsers\saidohDes.. \miytry.mxd
Exit Alt+F4

Picture 4.40: Accessing Export Map from File menu

Step 2: In the Export Map dialog box, type the file name and select
the file format.

@ emotmap X
« v 4 » This PC » Documents v O Search Documents yel
Organize « New folder Bz - 0

~

v g This PC Mame Date modified Type
> [ Desktop ArcMap files File folder
y Trammas ArcMap Projects File folder
N ‘ Downloads Custom Office Templates File folder

i CyberLink File folder
> D Music )
My Data Sources File folder
> [l Pictures Scratch Projects File folder
> B Videos
> ‘i Local Disk (C:) Type file name
> LocalDisk (D) v < 2
File name: | Province: L -
Save as type: | PDF Fe
Authors:  Admin Tags: Add atag
Optimize for: @Stgljdard (pul.j\is.hing Options...
online and printing) 1
O Minimum size [ Open file after publishing ‘ Select File Format
(publishing online)
# Hide Folders Tools Cancel

Picture 4.41: Export Map dialog box
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End of Unit 4 Assessment

1. Given Rwanda administrative boundaries data ,open a new
map document and add the following data on the map:
a) Provinces

b)  Districts
c) Sectors
d) Rivers

e) National parks
Then do the following:
(i)  Add label to each layer.
(ii)  Insert legend, scale and orientation.
(iii)  Insert map title, author and date.
(iv) Export the map in pdf file and send it to your
teacher’s email.
2. Given the map of Kigali city, open the new map and add the
following data.
e (City divisions.
e Roads.

Then perform the following:

(i)  Add a label to each layer.

(i)  Insert a map title, author and date.
(iii)  Export the map in .jpg. file format.
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Charts and Objects in Spreadsheets

Key Unit Competence

Use Charts and Objects in a spreadsheet, use different techniques
to organise a printable datasheet.

5.1 Charts (Graphs)

A chart is a graphical representation of numerical data. It is a sheet of

information in form of a table, graph, diagram or object.

Charts enable users to see results of data in detail, interpret and predict

current and future data in a much easier way.

5.1.1 Uses of charts

© Used to summarise numerical information.
View relationships between different variables e.g. Price against
Sales volume.

®
V)

[(

N

©

P

Detect trends overtime and make forecasts.
Search for patterns among a large amount of figures.

Note: In unit 3, we looked at how we create charts in MS
Word and this means you already know something about
charts. Like in MS Word, a chart is created almost the same
way in MS Excel but the difference is in steps you take to
create it.
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5.1.2 Types of charts

There are several types of charts used to present data pictorially. The
charts mainly include; column, bar pie, line and scatter graphs.

7

You are given the following data to enter in Microsoft Excel. Save
the data as ‘ICT marks'. Use the data to create a column, bar, pie,
line and scatter charts. (Follow steps for creating a chart in section
5.2).
Name ICT Marks English Marks
Gahima lIsaac 75 98
Teta Princess 93 55
Kundwa Isabella 85 76
Giramata Steven 67 83
Gaju Sharon 33 42
Mahoro Janet 56 61
Bugingo Vincent 31 54
Gatete John 54 84
Murekatete Annet 87 45
Ingabire Grace 78 74
Table 5.1: ICT Marks from Learners’ exercise

1. Column chart: A column chart displays data as vertical bars.
If the data in table 5.1 above is entered in spreadsheet and a
column chart created for ICT marks, it may appear as shown in

picture 5.1.
ICT Marks
100
80
60
40
20 I I
0
< S Q Q> N >~ O < >~ 2
> & N 2 o () S ) &
'b\c:b Q;\\\\c \(7,50‘2’ ‘—3@\\ ‘-}8} o\’bc A\de, 2> Q/VS\Q ecg(b
. A .
%‘*\\é\ & bQ\’b &’5’@ (o;z’\\\, 'z\>°o «\Q‘? (9%?/ ’b\?} o
RS v I S &
o [ > @q

Picture 5.1: Column chart
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2. Bar chart: A bar chart represents data mainly as horizontal bars or
objects.
When the data in table 5.1 is used in MS Excel to create a chart, a
bar chart for ICT marks may appear as shown in picture 5.2.

ICT Marks

Ingabire Grace
Murekatete Annet
Gatete John
Bugingo Vincent
Mahoro Janet
Gaju Sharon
Giramata Steven
Kundwa Isabella

Teta Princess

Gahima Isaac

20 40 60 80 100

o

Picture 5.2: Bar chart

Difference between column and bar charts
A bar chart represents data using horizontal objects but a column
chart uses vertical objects.

Similarity between column and bar charts

Both bar and column charts represent data using bars or columns
to compare items. The length of each bar or column is proportional
to the data that it represents. This means that a bar or column
corresponding to a value of 100 would be twice as long as one
corresponding to value of 50.

3. Line chart (line graph)
A line chart is a graphic representation of data plotted using a
series of lines.

If the data in table 5.1 is used to create a line chart, it would
appear as shown in picture 5.3.
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ICT Marks

100

90

80

70

60

50

40

30

20

10

0

\(_J’b'bc \Q&é’ 'Soé\rb \?7\‘*’9 s(d\o‘\ \oé} '&e“& e\é“’\\ Vé\é} (5@&
P R N T
e <& S S © @ & © Na &
< et o ®$ h

Picture 5.3: A line chart

4. Pie chart
Pie chart is a circular chart sliced into sections; each section
represents a percentage of the whole. Pie charts do not display
horizontal and vertical axes as other charts.

If the data in table 5.1 is used to create a pie chart, it would appear
as shown in picture 5.4.

ICT Marks

Picture 5.4: A pie chart
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5. Scatter chart /graph
A scatterplot is graph of plotted points showing the relationship
between two sets of data.

A scatter (XY) plot is a graph used to plot the data points for two
variables. Each scatterplot has a horizontal axis (x-axis) and a
vertical axis (y-axis). One variable is plotted on each axis.

If English marks are added to Table 5.1 to have two variables, then
the scatter plot would appear as shown in picture 5.5.

ICT and English Marks

120

100 =
* ®
. & &
=0 . M |
60 *
L ] : L ] L
a0 ] =
. *
20
0
0 3 4 & B 10 17

@ ICT Marks eEngleh

Picture 5.5: A scatter plot

5.2 To create a chart in Microsoft Excel

There are several charts you can create and the common ones are; bat,
pie, column and line charts. Common charts are illustrations that are
frequently used to represent data in figures.

To create a chart follow the steps given below;

Step 1: Create or open an existing workbook with well-prepared
numerical data. In this case open a file ICT marks.

Step 2: Select all the cell data you need to be represented in the
chart (including all the labels and titles).
If the data is not nearby to each other, press Ctrl as you select
other pieces of data.

Step 3: On the Insert tab, in the Charts group, click on the chart type
you want (example is Column) and then click on the sub type
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desired from the list that displays (example is 3-D Clustered
column).

= -l - -
% i - V6
Recommended PivotChart

Charts @~ L~ B~

Charts P . Dialog box Launcher

Picture 5.6: Charts group of buttons on the Insert tab

Step 4: The new chart displays automatically as a floating object
(embedded chart) in your data.

Using table 5.1, we create a 3-D column chart, and it appears
as shown in picture 5.7.
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Picture 5.7: Resulting column chart created from selected numerical data

a) If you want the chart to remain in the sheet as object,
drag it to appropriate position below or on the right of
the data. You can also resize it.

b)  If you want the chart to be on a separate sheet do the
following:

(i)  On the Design tab (under Chart Tools), in the
Location group at the right, click on the Move
Chart button.
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Apply different colours to your charg Click to change your

\\ chart location \

\

File Home Insert Page Layout Formulas Data Review View m
L] = s - - omnn =

LR | L g i Il
Add Chart Quick | Change| I [ | I i I B g . | . l H I — SwitchRow/ Select = Change  Move
Element ~ Layout~ Colors~ - . - - = — . —— % Column  Data  Chart Type Chart
Chart Layouts Chart Styles Data Type Location

Picture 5.8: Chart tools on the Design tab

(ii)  In the Move Chart dialog box that displays as
shown below, choose where you want the chart
to be placed and click OK.

Note: Once you select data for charting, press F11 to
place the chart on a separate sheet or press Alt + F1 to
place it as an object in the sheet.

Move Chart ? x
Select New
Choose where you want the chart to be placed: sheet and then
type a new
I"MTJ"‘J @ Mew sheet: Sales| @ name for the
sheet (1)

() Object in: Sheetl =
| Click Ok (2) —_0k | | cancel

Picture 5.9: Move Chart dialog box with options for the placement of created chart

Step 5: The new chart will display on its page as shown in picture
5.10(a). Label your chart by applying chart title, x-axis title
and y-axis title.
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= : ICT Marks - Excel
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\_ﬁ]_ﬂi ‘\ _[IHE ICT Marks
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| s
1 Layout 9 <
e | Lo “lﬂﬂl ¥ —
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i
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display axis 2
|~ ]
labels and title. H . ICThrks
0
0
2
0
Replace this .
text with Gahima Akimana Uwimana Ngombwa Butera Malisaba Dusabimana Ntwali Rugero  Niwobyose
) Isaac Princess  Isabella  Steven Sharon  Janet Vincent John Amos Grace
desired text P> is Title
| ety sheeti | @ [« -
Ready EiE )
Separate sheet for chart selected

Picture 5.10 (a): Quick Layout menu with Layout 9 selected to apply to the chart

5.2.1 How to apply a predefined chart layout to your
chart

Use the steps given below to apply chart layouts on the charts (column,

bar and line charts) you created in Activity 5.1.

Step 1: Select the chart/graph.

Step 2: On Design tab, in the Chart Layouts group, click Quick
Layouts button. On the list of layouts, select Layout 9 (or you
can select any other desired).

Step 3: Replace the default text in the x-axis, y-axis titles and Chart
title with learners’ names, marks in percentages and a chart
showing learners performance in ICT, respectively.

Note: For the chart to be easier to understand, titles
must be added i.e. chart title and axis titles.

If the column chart in Activity 5.1 is changed to a 3-D column chart and
labelled, it appears as shown in the screenshot. See picture 5.10(b).
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Picture 5.10 (b): A labelled 3-D column chart on a separate sheet

74

1. Organise the following data in Microsoft Excel.
January 5.6 3.5
February 7.2 7.5
March 7.5 7.2
April 9.5 8.9
May 13.8 12.5
June 16.5 25.9
July 17.5 28.6
August 17.9 29.7
September 18.7 32.8
October 18.9 35.2
November 19 9.5
December 19.2 5.3

Table 5.2: Rain — temperatures Data
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a) Create a 3-D line chart to display information in table
5.2.
b)  Apply labels and title on your chart. Save your work as
‘Rain-temperatures’ and print your work.
2. The data in table 5.3 shows Animal data between the years;
1991 and 2000. Enter the following data using Microsoft

Excel.

e [sheep [cate [Goats [P
YR 1991 29,505 48,575 85,950 121,056
YR 1992 35,850 55,679 98,750 132,980
YR 1993 48,599 67,692 105,670 157,091
YR 1994 1,345 5,431 9,257 4,690
YR 1995 2,984 9,429 15,790 6,900
YR 1996 3,695 10,764 21,052 10,950
YR 1997 4,675 13,075 32,109 15,070
YR 1998 5,250 15,872 39,027 25,900
YR 1999 5,664 18,546 45,830 35,092
YR 2000 6,679 23,005 56,049 38,950
Lowest number
Highest number
Average number

Table 5.3: Animal data

a)  Copy the information above onto sheet 2 and then include
one decimal place on all the figures.

b)  Apply a suitable border on all the data.

c) Determine the lowest, highest and average livestock for
each category given.

d)  Use appropriate range of data series to represent the data
for the year 1991 on a pie chart . Place your chart on a
separate sheet and name the sheet YR1991.

e) Represent the data for the years; 1991, 1992, 1993,
1994, 1995, 1996 and 2000 on a 3D- column chart.
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5.2.2 How to apply a predefined chart style

A style is a format clearly created which you can use to improve
appearance of your chart. Follow the steps below, using the chart you
created in Activity 5.1.

Step 1: Click in the Chart that you want to apply a style. The Chart
Tools will display.

On the Design tab, in the Chart Styles group, click the
chart style you want to use.

If a chart style is applied to picture 5.1 we created in Activity 5.1, the
results are shown in picture 5.11.
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A Chart Showing Learners’ Performance in ICT
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Picture 5.11: A chart on which a style has been applied

5.2.3 Creating a combination chart
A combination chart contains data series plotted using more than one
type of chart.

We are going to group to use the data below to create a combination
chart.
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Monday 15.2 12000
Tuesday 17.4 32500
Wednesday 14.9 18500
Thursday 16.2 32000
Friday 19.5 40000
Saturday 25.1 52500
Sunday 22.4 41500

Table 5.4: Data about Sale unit versus Temperature of the day

Steps to create a combination chart
Step 1: Create a chart containing all the data you want.
Start by entering the data in spreadsheet software and save it as Comb.

File Home Insert Page Layout Formulas Data Review  View Format e what yo
= L] 7 N - -

I [0 ege | ! : = = -
/Add Chart Quick | Change |~ S-———— | wmmeurwn ~ oo s Toeooes G | Switch Rol
Element ~ Layout~  Colors Colum

Chart Layouts Chart Styles D
Chart1 - f || =SERIES(Sheet1!$B$1,Sheet1!$A$2:$A$8,Sheet1!$B$2:5B38,1)

A B c D E F | G H 1 J K

Day Temp Sales o o

Monday 159 12000 Chart Title
tue 17.4] 32500
wed 14.9 18500

1

2

3

4

5 |thur 16.2 32000] | s0000

6 |fri 19.5 40000

7 sat 25.1 52500 | 40000

8 |sun 22.4 41500 30000

9 N

10| 20000 /\ﬁ <z Series "Temp" ~
Fill  Outline

60000

11| 10000
2
0 g2 P ~n 28 53
13 Monday 1 Delete sat sun
::— “ Reset to Match Style
16| O————— 1| ChangeSeriesChart Type.. g O
17| Select Data... \

18 O 3DE Select Change Series

o Add Data Labels ’ Chart Type
| Add Trendiine... ‘

22 8¢ Format Data Series...

Picture 5.12: Data is entered and selected (a) and a line chart showing desired
data series right clicked (b)

Step 2: Right click on the data series you want in the chart.

Step 3: Select the Change Series Chart Type from the shortcut menu.
Step 4: Select a different chart type and then observe the changes.
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required
| OK | Cancel

Combo is selected ‘

‘ Click OK to display the chart

Picture 5.13: A Custom combination chart

Note: When a combination chart is created, it is important you
apply two vertical scales.

5.2.4 Change chart type

We are going to use ICT marks file to change chart type. Begin by

opening the column chart as picture 5.10(b) and follow the steps

given below.

Step 1: Select the chart you want to change.

Step 2: On the Design tab in the Type group, click Change Chart
Type.
You can also right click the chart and select Change Chart
Type.

Step 3: In the Change Chart Type dialog box that displays, select the
chart type and sub type you want.
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Change Chart Type ? X
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Picture 5.14: Change Chart Type dialog box

Step 4: Click OK.

In case you select a Bar Chart, the resulting chart will appear as shown
in picture 5.15.

A chart showing Learner’s performance in ICT
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~ _"_Bﬁéihg(? Vincen i —
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T EiTAmais Stayen —
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Terafomeess S —
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Gahima Isaac
n n

0

Learners’ Names

an &0 BD 100
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ICT Mark
= CT Marks

Picture 5.15: Chart type changed from column to bar chart
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Create the following data in Microsoft Excel as it is and save it as
Exam Results. The figures are in percentage pass at credit level.

Subject Boys Girls

Biology 36.6 30.49
Physics 29.8 22.27
Chemistry 325 23.4
ICT 36 38.9
Geography 19 29.2
Mathematics 28.79 25.6
Kiswabhili 38 38.3
Kinyarwanda 27.7 28
Business Studies 26 26
English 33 38

‘3D results’.

Table 5.5: Ordinary Level examinations data

a) Set the number of decimal places to 1.
b) Create a 3D-clustered column chart on a separate sheet to
display the data given in the table above. Name the sheet as

c) Apply a chart layout that includes all titles to your chart.

d) Format the plot area to a pattern fill having a yellow (50%)
colour in the foreground and white in the background.

e) Change the fill colour for Data Series ‘Boys’ to purple and ‘Girls’
to a gradient fill with a red colour and black colour.

5.3 Formatting chart

To format a chart is to change the appearance of a chart so as it looks
attractive. You can format chart background colours and patterns,
legend, axis and labels. Now open ICT marks file to get a saved bar

chart, as shown in picture 5.15.
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Follow the steps below to format chart

Step 1: Create or open an existing chart in MS Excel.

Step 2: Click or select any part of the chart e.g. Chart Area, legend,
horizontal axis or horizontal axis title, vertical axis or vertical
axis title, data series, etc.

Format ¥
L Shape Fill A“ A -
| [Z Shape Outline~ =~ 4 i A -
= uic)

| Q@ ShapeFffects | spyles~ B -
Current Selection Insert Shapes Shape Styles T WordArt Styles & Arrange Size & ~

o 7| Format Chart Area %
ICT Marks Chart Options ¥ Text Options
Nwesvose ace H O = Select part of the chart
e.g.Chart Area (1)
........ plie
NTWAL 10NN Nofill
Solid fill .
P © Gradient fil ¢———————————| Select Fill
i remepag Picture or texture fill Eg Gradient
Pattern fill -
— fill (2)
NGOMBWA STEVEN. Preset gradients. o~
ks Type Linear
Direction ["Re
Jro—
Angle 90° -
GAHMAISAAC Gradient stops
T g (] (%] 9 Select colour
[ S -
= Color o -4 eg. Yellow
ICT | sheetl | & [«] ID -
Ready H @ [ - 1 + 2% (3)

Picture 5.16: A chart whose area has been formatted

Step 3: On Format tab, in the Current Selection group click Format
Selection. The task pane displays (on the right of Excel
window) showing Chart Options to format Chart Area. The
task pane displays Chart Options depending on the part you
have selected.

‘ Format Chart Area ege— This title denotes part of the

\ e Driliins > | it Optians chart that has been selected
F;!é(c:r:jef——b(z) Q I Click Fill and then select the type
| |of fill to apply on the chart area e.g.

Spo & |—1 Filll < gradient fill, pattern fill, etc
. I Borde e

Properties . — | Click border to select a line style,
gradient line, solid line or automatic

Picture 5.17: Format options for formatting Chart Area

Alternatively, you can format a chart quickly by right clicking
on any part of the chart you want to format. In the Shortcut
menu, select Fill Colour or Line colour you want.
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Picture 5.18: Plot Area of a column chart right-clicked to display shortcut menu

5.4 Format cell data as a table

Cell data is any piece of data you want to format as a table contained
within spreadsheet cells.

Steps to format cell data as table

Step 1: Select the spreadsheet data you want to format as table or
click in it (must be nearby each other). In this case, open
Comb file.

Step 2: On the Home tab, in the Styles group, click Format as Table
drop down list and select a desired table style from the list.

Insert  Pagelayout  Formulss  Data  Review  View  Adddns  Design @ Tellmewh 1tto do..

tt
ing - | P Insert -

signin £ Share

- X Sy F3 Conditional For - A

RIS <n - General - e Hooe « | - zY ,O ;

e E,a, {2 b K g i ¢ = — B Click
Cibous_ o A Format as
- + Low Table (2)

A B c D

10
11{pay sales
12 |moday 152 12000
13 |tue 174 32500
14|wed 149 18500
15 |thur 162 22000
16 |fri 195 40000 Select a
17sat 25.1 52500,
12 sun 24 30 desired
1]
g table
2| e design (3)
2] Select data (1) =
= e s s s
: EEEEE
w0l @ New Table Style. Se|ected
21| i3 New PivotTable Style.. d .
ol - esign

Picture 5.19: Selected data to be formatted as a table using inbuilt table designs
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Step 3: Format as Table dialog box appear, click OK.

Format As Table @

Where is the data for your table?

=5A51:5C511 F

My table has headers

Picture 5.20: Format as Table dialog box

Step 4: Table Tools display on the Design tab. Use Table tools to
modify your table as desired.

File Home Insert Page Layout Formulas Data Review View Add-Ins Design
[lable Mame: Summarize with PivotTable D ¥| Header Row First Column
Tablel H‘E Remove Duplicates Y . Total Row Last Column

= . o= Insert  Export Refresh
‘[ Resize Table = Convert to Range Slicar = = ¥| Banded Rows Banded Columns
Properties Tools External Table Data Table Style Options
B5 = K& || 67
A B T D | E | F | G | H |
1 |Name - [ICT Marks |~ |English -
2 |Gahima lsaac 75 98
3 |Akimana Princess 93 55
4 |Uwimana Isabella B85 76
5 |Ngombwa Steven 67! 23
6 |Butera Sharon 33 42
7 |Malisaba Janet 56 61
8 | Dusabimana Vincent 31 54
9 |Ntwali John 54 84
10 |Rugero Amos 87 45
11 |Niwebyose Grace 73 74

Picture 5.21: Data in comb file formatted as table

5.5 Printable datasheet

Before you print a worksheet, it is important that you set a print area.
Printing is the action of producing a hardcopy information using a
printing machine such as a printer or printing press. Page setup options
control the layout of a printed sheet and therefore must be used before
a worksheet is printed. Page setup options include; margins, headers
and footers.

5.5.1 To set page margins

Use the data given in Comb file and use it to set page margins. Follow
the following steps.
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Step 1: On the Page Layout tab, in the Page Setup group, click
Margins and in the menu select “Custom Margins”.

File Home Insert Page Layout Formulas Data Review |
Colors ~ W ’_‘ [ |
e 2 CRH & @
24 e Ml O D= & e
[Themes — Margins Orientation Size  Print  Breaks Background Print
- Effects - - - ~  Areav - Titles
Themes MNormal E]
Top 073" Bottom: 0.75"
B14 x: Left: 07" Right: 0.7"
Header: 0.3" Footer: 0.3"
A D
11 |Day Ten TWide ! . !
.y op: " ottormn: 1"
12 |moday Left 1" Rightt 1" 12000
13 |tue Header: 0.5" Footer: 0.5" 32500
14 |wed | 18500
15 [thur Narrow 32000
g Top: 075" Bottom: 0.75"
16/ |5 Left 025  Right 025" S110)
17 |sat — Header: 0.3" Footer: 0.3" 32500
18 |sun 41500,
19 | Custorn Margins...
20 |

Picture 5.22: Part of MS Excel window showing how to access Custom Margins on
Page Layout tab

Step 2: In the Page Setup dialog box for Margins, increase or reduce
the margins and click OK.

Page Setup 7 >
Click to insert header
Fage Headen’Footerﬁj
footer
Top: Header:
075 5

03_f
Type new values to set
page margins, (at Top,

Left: Right: ™| Bottom, Left or Right
07 |5 0.7 “efm— = of the page).You can
/ also change Header

and Footer values

EBottomg Footer
0.75 = 037=
Center on page
[ Horizontally Click Print to display
[ vertically — 1 Print dialog box

\

Erint... Frint Preview Options...

= Click Print Preview
to see how the

Cancel ™~ sheet will appear

when printed

/

Picture 5.23: Page Setup dialog box displaying features for changing page margins
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5.5.2 Set headers and footers

A header is information printed at the top of every page and footer is
information printed at the bottom of every page. Headers are suitable
for Company names, page titles; footers are good for page numbers
and printout dates or times.

Note: Headers and footers are not displayed on the worksheet in
normal view.

On ordinary worksheets you can Insert header/footer by clicking on
Insert tab, in the Text group, click Header/Footer. Automatically the
cursor goes in the centre of the header.

Insert header/footer (for chart sheet)

Follow the steps given below to insert header and footer.

Step 1: On the Page Layout tab, in the Page Setup group, click dialog
box Launcher.

Step 2: In the Page Setup dialog box that displays, click on Header/
Footer tab.

Step 3: Click on Custom Header to insert your header or Custom
Footer to insert footer.

Step 4: Click in the Left section, Centre section, or Right section
box, and then click the buttons to insert the header or footer
information that you want in that section.

-

PageLayDu!
O 3 Des =

Margins Orientation Size  Print  Breaks Background Print

- L Area~ - Titles

Page Setup s +@mmmm——| Dialog box Launcher

Picture 5.24: Page Layout tab displaying Page setup group of commands

The page setup dialog box is shown in picture 5.16, if you click either
Custom Header or Custom Footer, the Header or Footer dialog box
displays. To add or change the header or footer text, type additional
text or edit the existing text in the Left section, Centre section, or
Right section box.
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Picture 5.25: Page Setup dialog box displaying Header/Footer options

When you click on Custom Header or Custom Footer you get a Header

and Footer dialog box respectively. When yo

u use these dialog boxes,

you can position your text or object in the left, centre or right section of

the page in the header and footer.

Footer

Footer

To format text: select the text, then choose the Format Text button.

To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.

To insert picture: press the Insert Picture button. To format your picture, place the
cursor in the edit box and press the Format Picture button.

Get screen tips
here to know the
names of these
buttons. Just point
at each.

A @ & = |83 | |E

Center section:

k:reated by Al
Bizimungu B.

‘ Use this button to apply page numbers

7 *
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L_||;| Pt
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Use these buttons
| to apply date and
time
oK Cancel

Picture 5.26: Footer dialog box with footer text in centre section
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Header/Footers are displayed only in Page Layout view and on the
printed pages. You can insert headers or footers in Page Layout view
where you can see them, or you can use the Page Setup dialog box if
you want to insert headers or footers for more than one worksheet at

the same time.

For other sheet types, such as chart sheets, you can insert headers and
footers only by using the Page Setup dialog box.

Click to print
worksheet

Type in the number
of copies to print

\

Print

Printer
HP Color LaserJet CP3525 PS... .

=B ke

Printer Properties
Settings

L——l Print Active Sheets
Only print the active sheets
Pages: 3t =
Collated

Account EE -

123 123 123

Options D Portrait Orientation -

52A Results - Excel

Select a printer
to use if more
than one printer
is available or if

Print Preview

Shows actual
appearance
before print.

x

Sign in

1 Letter
Char.'nge printif [J /5% N you often change
setting from [ Moo B printers
here Left 0.7" Right 0.7"
O NeScaling .
[Yioo  Print sheets at their actual size
Page Setup I
41 Jof2 v isi

Footer information ‘

Zoom to page

Picture 5.27: The Back Stage View showing options for printing a worksheet

In Microsoft Excel 2016, when you want to print or get a print preview,
you always get the same screen similar to the one in the picture above.
On File tab, click Print or press Ctrl + P on keyboard.

The following important commands are available in the screen
Zoom: Magnifies the page to actual size. This button is located on the
lower right.

Print: Sends a copy of the worksheet to the default printer.
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Page Setup: Displays page setup dialog box.

5.5.3 Print area

This is one or more ranges of cells that you designate to print when
you don’t want to print the entire worksheet. This means only the print
area set is printed.

A worksheet can have multiple print areas. Each print area will print
as a separate page.

To define or specify the print area
Use the steps given below to specify print area. Use data give below.

Step 1: Create or open an existing worksheet.
Step 2: Select the cells you want, define as print area (data range).

Step 3: On the Page Layout tab, in the Page Setup group, click Print
Area, and then click Set Print Area.
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Themes Margins Orientation Size = Print  Breaks Background Print

+  [OlEffects~ - - + |Aear - Titles
Themes Pag |_T.?n=, Set Print Area £

All £ £ Day Clear Print Area

A B T D

10
il
12
13 |tue
14
15 |thur
16
17 |sat
18
149
20

Picture 5.28: Part of MS Excel window showing how to set Print Area from Page
Layout tab

Note: A line around the data marks the print area. When
you save a worksheet the print area is also saved.

Use the same steps given above to add and clear the
print area.
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5.5.4 Printing a Chart

If you want to quickly print the chart which is part of the data, select/
click it and press Ctrl + P on keyboard. Click print button to print
using default printer.

If the chart is on a separate sheet; select Print on the File tab, then
click print button to print from default printer.

1. A business consultancy firm advertises in the local newspaper
and it spends different amounts of money on advertising and
records the number of appointments booked from different
adverts as shown in table below.

Required

Produce a scatter graph (with smooth lines and markers) from
the data given in table below to see any correlation between the
amount spent on adverts and the appointments booked.

15,000 47
25,000 48
35,000 60
50,000 65
85,000 100
120,000 180
150,000 200
250,000 420

Table 5.6: Business data on consultancy firm

Label and save your graph as ‘business’.
Print your graph.



Charts and Objects in Spreadsheets

2. Use a suitable spreadsheet software on your computer and
enter the following data beginning from cell A1 on sheetl. Save
the file as Results.

2 |Gatete Isaac 78 98 87 76
3 |Teta Princess 90 55 90 98
4 |Keza Isabella 85 76 65 54
5 |Bugingo Stephen 67 83 34 76
6 |Ingabire Sharon 33 42 12 84
7 |Mutesi Janet 56 61 45 91
8 |Kwizera Vincent 21 54 87 43
9 |Gisa John 54 84 54 65
10 |Giramata Amos 83 95 32 83
11 |Mugisha Grace 74 74 b4 93
12

Table 5.7: Data on examination results

Required

a)  Create a 2D-clustered column chart to represent learners’
performance in Science and Social Studies. Label your
chart correctly on a separate sheet. Name the Sheet as
2ESS. Format your chart appropriately.

b) Create a 3D-clustered column chart to represent all
learners’ performance in the four subjects. Place your
chart on a separate sheet you name as ‘Comparison’.
Format your chart as desired.

c) Use a suitable formula to calculate the total marks and
average marks in the total column and average column
respectively. Represent the total and average marks on a
stacked line chart. Place the chart as an object on sheet?2.

d) Create a pie chart as an object on sheet3 to represent the
performance of learners in Math only.
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3. Mrs Gaju has a wholesale shop selling Mineral water. The shop
is located in one of the suburbs of Kigali City. Last week she
decided to record track of how many bottles of mineral water
she sells versus the noon temperature of that day. The figures
for 7 days are as shown below:

Temperature °C Mineral water (Rwanda Francs)
15.2 1200
17.4 3250
14.9 1850
16.2 3200
19.5 4000
25.1 5250
22.4 4150

Table 5.8: Data on Gaju’s sales

a) Organise the data in a spreadsheet and save it as Gaju sales.

b) Create a combination chart (temperature with a column chart
and sales on a line chart). Apply different vertical scale for
sales, a chart on a separate sheet. Name sheet as ‘mineral
water’.

c) Apply titles or otherwise use a suitable Quick layout on your
chart that can make it more organised.

d) Insert header as your Names and footer as Page numbers.

e) Print your charts on separate sheets that contain suitable
headers.
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Presentation

Key Unit Competence

Prepare and make a presentation.

6.1 Presentation

A presentation is an organised report or message prepared as a talk
before audience, with the help of a computer program. Examples of
programs/software which you can use to create presentations include
among others the following: Microsoft PowerPoint, Harvard Graphics,
Corel Presentations, Open Office .org Impress, Lotus Freelance
Graphics, Kingsoft Presentations, etc.

Presentation software is a program used to create slide shows for
presentation on screen to an audience. Presentation program/software
can supplement or at times can replace use of visual aids like handouts,
chalkboards, posters, etc.

6.1.1 Role of presentation applications

© Conveying information about an important issue such as disease
control measures.

© Introducing a new idea for business.

© Reporting progress using charts or graphs.

© Training by demonstrating how it is done by using screen recorder
or animation programs.
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6.1.2 Working with (Microsoft) PowerPoint presentation

Microsoft PowerPoint is a presentation graphics software commonly
used when you plan to give a talk as a presentation. The purpose of
the talk may be to inform, create awareness, present strategies or to
sell a product or service. PowerPoint presentations can be done on
computer screen if the audience is very small. If the audience is large
the computer can be connected to a projector that projects the image
onto a large screen/wall.

Using PowerPoint, you can create speakers’ notes or handouts for
conveying information to the audience.

When using Microsoft PowerPoint, the data file you create is known as
a Presentation. Each presentation is made up of one or more slides. In
the case of this unit PowerPoint 2016 is going to be used.

6.1.3 Launching Microsoft PowerPoint presentation
Step 1: Click Start button and select All apps
Life at a glance
"y OneDrive for Business
] DI'IIENDtE

| OneNote 2016 Calendar

Open Office Document

COutlook 2016 e w

Microsoft Edge Photos

People

(LY

Phone Companion _', ﬂ:

ey

Weather Phone Compa..
Photos

Shortcuts for
PowerPoint 2016.
PowerPoint 2016 Select a desired icon

E| Pd

PowerPoint
Scratch 2 Word 2016 2016

Powerl50

Cathinnc

€ Back

Picture 6.1: The Start menu for Windows 10 showing PowerPoint 2016 selected
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Step 2: Scroll down and select PowerPoint 2016 (or click Microsoft
Office and then select Microsoft PowerPoint).

Alternatively click in the Search box on Taskbar, type in
PowerPoint 2016 and press enter key on your keyboard.

PowerPoint 2016 g Program name is displayed
B as number | in the list

58 My stuff 2 Web
: Name of the program

typed in the search box
on Taskbar

S

PowerPoint 2016 <@

Picture 6.2: The Search box

Step 3: The Presentation Gallery displays as shown below. Select the
Blank Presentation with a new slide, to begin from scratch.

? - x
POWerPOI nt Sign in to get the most out of Office
Learn more
Recent i - B
Yesterday A :
L 3 Demostration \ a
Deskt
s \| "m=m--
Last Week R
Blank Presentation
4 Butera Carol
Desktop » 53 Learners » Butera Ca... - -
|NYZANY ZANT ZANTZANTZANTY ZANT 74N
ﬁ computer literacy :f ?‘?&?@{G: %}
Documents 7 * $ $ {‘,‘ Q}
% Computer networking !}n AN :;@;&;&;( :A: :
Documents || e —
s Deforestation .
£ Documents. i
E Open Other Presentations
Select Blank |
it Preser?tatlon
e to begin from
Select your recently scratch
created file from here

Picture 6.3: The presentation Gallery
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B = Presentation] - PawerPoint

Insert  Design  Transitions  Animations  SlideShow  Review  View  Add-Ins Q Tell mewhat you want todo...  Signin £} Share

- [l Layout ~ & e - - =, If r’\"}‘. L Shape Fill £ Find
PP NCI ] Reset ) ) sr“<> N o o [7 shape Outiine 5. Replace ~
2 i T Secn [0 O LR e B pta A e ples - Q@ ShapeEffects~ | [y Select~
Clipboard 1 Slides Font Paragraph Drawing Editing -
1
) Slide title
=
placeholder
Click to add title
Click to add subtitle Slide subtitle /
= body content
placeholder
Slide 1 of 1 = Notes Bl Comments S o5 E T - 1 + 61%

Picture 6.4: MS PowerPoint Window with blank presentation

Step 4: You can now add text, pictures or objects to the slide(s) to
enhance its appeal. Afterwards save your presentation.

Create and save a presentation with microsoft power point.

6.1.4 Saving a presentation

When you open MS Powerpoint by default you have created a
presentation. In this case add pieces of data e.g. level of sanitation in
your school.

Follow steps below to save a presentation
Step 1: On the File tab, click Save As to get the backstage view for
Save As. See picture 6.6.

Step 2: Select a location or browse a location to save your file. The
Save As dialog box displays, (as shown in picture 6.6).

Step 3: Type in the desired file name (see picture 6.7) and then click
Save.
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Note: By default, PowerPoint 2016 save files in the
PowerPoint Presentation (.pptx) file format. To save in
another file format, click on the Save As type list and
select the file format you want.

Presentation] - PowerPoint ? - a x
Signin
Py )
E—\E_/H OneDrive Older
- oty \ Locations
Etl This PC D: » ssaku » downloads K
Downloads Prewous'y
+ Add a Place C:  Users » KIWA » Downloads used to
computer lessons > save files on
e [k » computer lessons Computer
f Documents ()’OU can also
Click Browse to select a use them to
particular location on the Desktop } save files)
computer to save your file.

Picture 6.5: The Save As Backstage view

Note: Access quickly the Save As Backstage view by pressing
Ctrl + S on keyboard or clicking Save button on the Quick
Access Toolbar.

Start from beginning (F5)
(For Slide shows)

Save

button

Picture 6.6: The Quick Access Toolbar showing frequently used commands
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‘ Destination folder ‘

[ save as *
<« » Documents w Search Documents
T E « KwWA » D | | SearchD y]
Organize v Mew folder EEENR (7]
- [ This PC & Custom Office Templates
o .
.g = I Desktop CyberLink
“noC My Data Sources !
S 3 Documents ’ . Change your
e S My Scratch Projects ow fi h
5o < Downloads Sound recordings view from here
0 ® -
o 929 b Music [i%] Deforestation
v O .
o ® [&] Pictures [i%]GS Bumbogo .
c c Type file name in
< 9o m Videos 7P
=5 the file name box
g g i Local Disk (C) |
v - — Local Disk (D) w

File name: | Sanitation in our school|

Save as type:  PowerPoint Presentation

Authors:  KIWA Tags: Add atag

<) Hide Folders Tools = Cancel

Click Save to save your file
in a specified location

Picture 6.7: The Save As dialog box

Step 5: Close the application window or file created.

6.1.5 Opening an existing presentation

open any other presentation earlier created.

Open an existing presentation you saved previously Activity 6.1 or

Follow the steps given below to open an existing presentation.

Step 1: Start Microsoft PowerPoint program.

Step 2: On the File tab, click Open. The Open Backstage view opens.

See picture 6.8.
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Account

Options

Demastration - PowerPaint o = = x
Sign in
Toda B
@ Recent 4 ]
.ﬁ DR 7/27/2017 8:44 PM
Desktop
Pas )
H\f_ﬁ B ﬁ Akimana Alexander 050004 o
Desktop = 53 Learners »...
= ; 5 Teta Carol
EI:I This PC 'ﬁ Desktop » 53 Learners =... 22N E AW
5 Gatete Julius
+ Add a Place ﬂ Desktop » 53 Learners =... e s i
ﬁ Gatsinzi Micehal 22712017 8:43 PM
Desktop » 53 Learners ...
Browse : L
ﬁ Mihato Stanlas 7/27/2017 8:43 PM
Desktop » 53 Learners »... T;
ﬁ Mwiza Godfrey 7/27/2017 8:43 PM
Desktop » 53 Learners »...
.ﬁ Ngabo Pacifique 7/27/2017 8:42 PM
Desktop = 53 Learners »...
ﬁ Rugwiro Grace 7/27/2017 8:42 PM
Desktop » 53 Learners »...
ﬁ Rukundo Tania T/2T/2017 8:42 PM
Desktop » 53 Learners =...
5 Umutesi Olive
ﬂ Desktop » 53 Learners =... UM }
Older =
T
Click Browse to find your file on Recently opened files. If
the computer from a location e.g. your file is listed here, click on
Documents or external drive It to open

Picture 6.8: The Open Backstage view, showing recently opened files and locations
to find your file

Step 3: Select a location where your file is located or browse in folder
to find the file. In the Open dialog box , in the File name box,
type the name of the file you want to open (or scroll, locate
and double click on the file).
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Step 4: Click Open button and the file will open.

El Open *
— | & v » This PC » Documents w | @ Search Documents yel
o
o Organize « MNew folder dH v [N o
[¢]
)
2 & OneDrive & ArcMap files
o ArcMap Projects
l: E This PC Custom Office Templates
=]
o I Desktop CyberLink Click a
o Documents My Data Sources Ic tc::n a file you
want to open or
2 ; Downloads Scratch Projects P .
2 J & e it type file name in
. computer litera .
5 <‘ b Music &ic P . etwcyk_ the File name
= & Pictures @] Computer networking box
8 (%] Computer Viruses
- Vid s .
« H B videos Deforestatmn
ks] ‘i Local Disk () ﬁHIV
Q
Q o= Local Disk (D:) @My Shapes }
2 \ 2 CD Drive (F)
<
I
<
3 File name: |Deforestation v| All PowerPoint Presentations

Tools Cancel

‘ Click Open to open a selected file

Picture 6.9: The Open file dialog box

Note: After starting PowerPoint, you can quickly access the open
Backstage View by pressing Ctrl + O on the keyboard.

Other methods for opening an existing presentation
Step 1: Click Start button.

Step 2: In the Search box, type the file name and press ‘Enter’ key on
keyboard.
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computer literacy.pptx
Microsoft PowerPoint Present N
Last modified: 7/27/2017

The file name typed displays as
number (1) in the list. Click on
it or press enter key to open it

Type a filename here
in the Search box

58 My stuff
computer literacy = ﬂ
Picture 6.10: The Desktop showing a filename typed in Search box on the Start
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6.2 Components of presentation
environment

Microsoft PowerPoint 2016 has a number of tools, panes, buttons,
bars, etc which help the user achieve his/her task. The window below
shows different components of PowerPoint 201 6environment:

Drawing tools on Format tab automatically
appear when you click in or draw a

Choose Slide Layout textbox or shape; use these tools to

from here format textbox, shapes or arrange shapes

Presentation] - PowerPoint Drawing To... cal = =] x

0 Design ~ Transitions  Animations  SlideShow  Review  View Format Q@ Tell me... Sign in g_ Share

— |:| El' Calibri (Body) ~|28 =~ A" A A FE =i - &=3= I=- é‘?: @:' DD [:.} %: ﬂ
Pote g Mew o BIUSmM-om A-Bs=s = g Sheetmns S?y‘;f;fa. i
Slides Font [F} Paragraph F} Drawing ] -~
‘ Slide pane ‘
s i ‘ Apply Shadow to heading from here ‘

Ordinary Level — Son]/[@, Leaning Areas listed

Click here to create a new slide
Mo

o : o o
* Mathematics
* English
— * ICT
s French|

+ Ikinyarwanda h»' Body content ‘

/

. L o o]

Slide navigation | Vertical Scroll Bar =
pane L
+
¥

slide2of2  [% = MNotes Wicomments [ 55 EBE =T -4+ + 52 [

N,
‘ Click to display Notes Pane/ View buttons
Change to slide sorter or slide show from here

a Maximise button (makes window fill the whole screen).
g Close button (closes the presentation).
e Save button.

a Quick access toolbar.

Picture 6.11: MS PowerPoint window showing main features
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6.3 Slides

A slide is a single page of information in a presentation created with
programs such as PowerPoint or Corel Presentation. A presentation is
ade up of one or several slides.

Rwanda Government has made a significant progress in protecting
the environment. Create a presentation about Environmental
Protection in Rwanda and save the presentation as “Nature-
protect”.

Note: We shall use this presentation later to learn many features
of a Microsoft PowerPoint presentation.

Use the following steps to create the presentation
Step 1: Open a blank presentation.

The presentation opens with only one slide

<«———| Clicktoadd
slide title here

Click to add title

Click to add subtitle

s [ Click to add

slide subtitle

Side 1 0f 1 ZNots Wcomments |[E 53 @ ¥ -—+4 + o% E3

Picture 6.12: A blank presentation

Step 2: Type the title as Environmental protection in Rwanda.

Step 3: Type the sub title as Environmental Protection is the
practice of protecting natural environment to benefit
humans and environment itself.

Save your presentation as “Nature-protect”.
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BEXATY Insert | Design | Transitions | Animations | Slide Show | Review = View | Developer | Add-Ins |  Format Q Tellme.. Signin
£ - e im e — e |A- D) -
B IJ A e Body) ~|26 <A A |fe|E-E. === i Q‘y DD -f\ D - Prind
| b [#]- &7 [# . 3 Replace -
Paste New .- B 7 ufflex-na- A-|=El==|=- p_ | Shapes Arange Quick
- Slide~ 07 - B S Styles- @@ = [3 Select-
Clipboard = Slides Font F1 Paragraph IF Drawing [ Editing

1

Environmental Pr%ection in Rwanda

] Environmental protection is the practice of protecting natural
O environment to benefit humans and environment itself in Rwanda.

Picture 6.13: A presentation where data has been added on the first slide

6.3.1 Insert a new slide

After working on the first slide, you need more slides to complete your
presentation. Open the file Nature-protect that you have created.

To get new slides, do the following:

On Home tab, click New Slide button (or just press Ctrl + M on
keyboard). See picture 6.14. Add the following data on the new slide.

Nature-protect - PowerPoint = - =} x
Insert  Design  Transitions  Animations  ShideShow  Review  View Developer Add-Ins @ Tellme.. Signin £ Share
= - . 1A ) O £ Find
[ e s FO/ 0 b e alaers
2B Replace
Paste New ~ T U § ac®-Aa-| A Shapes Amange Quick
- Slide~ 37 2 - Styles [ Select -
Clipboard 1 Slides Paragraph Drawing Editing A~
1 i
Click to title
2
* Click to add text
Click white
button to add
. |
a new slide .

A new slide |
inserted and
is selected

w

Slide2of2 [% = Notes Wl Comments

B @ 9 -4+ ox @3

Picture 6.14: A presentation with a new slide
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Add the following data to the new slide (Slide 2): Add title as “Rwanda
Environmental Problems”. Add bulleted text as shown below.

Land degradation
Deforestation

Wetland and biodiversity loss
Natural causes

Man-made disaster
Reduction of water resources
Human settlements

cooo000

o)

Note: since we are using a Presentation program, we are not
supposed to write details on points. Details are explained when
giving the presentation to your audience.

Add the following slides in your presentation
Slide 3: Title as “Causes of Environmental Problems in Rwanda”.

Text in bullet style as;

e Population growth and pressure on land

e Declining resources

e Over exploitation of natural resources

e Land scarcity

Slide 4: Title as “Rwanda Environmental Management Authority

(REMA)”.

Text as;

e REMA is Government organ responsible for execution of
environment related policies and laws in Rwanda.

e REMA designs policies and procedures used to conserve
natural resources, preserving the state of current
environment and where possible reversing its degradation.

Slide 5: Title as “How to protect environment in Rwanda”.

Text as;

e Harvest rain water and conserve all waters for proper use

e Use biodegradable items and practice re-using packaging
products.

e Joinwith others in cleaning wells, roads, beaches or riversides

e Plant native trees plus flowers that bees like

e Raise awareness of threats to nature

e Use alternative source of energy other than wood
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Slide 6:

Title as “Rwanda Environmental Features”
Text as;
e Natural environment e.g. relief, climate, vegetation
e Natural resources and biodiversity
© Soil and subsoil e.g. mineral deposits like gold
exploited on small scale
® Wetlands such as lakes, rivers
© Forests and protected areas
© Biodiversity i.e. plant and animal species that need
protection
© Energy resources such as wood fuel, plant residues
and biomass.
e Human environment e.g. human settlements.

6.3.2 To cut or copy and then paste slides

Use the open file, Nature-protect to cut or copy slide(s). Follow the
steps given below.

Step 1:

Step 2:

In the Slide Navigation Pane, click on the slide you want to
cut or copy. In this case select slide 6 or right click on it as
shown in picture 6.15.

On the Home tab, in the Clipboard group, click Cut or Copy

button.

Nature-protect - PowerPoint 3] - = x
Design  Transitions  Animations  SlideShow  Review  View  Developer  Add-Ins Q Tell me.. Signin S} Share
i X [E Layout - s S ) O Shape Fill AP Find
DE CI"R = i r‘<> o Shape Outl B Replace -
o o o = B I U be . Az~ | A O B e D
. %) 5 Section ™ e et b B = Styles~ & ShapeEffects~ | ¥ Select~
[Clipboard & Font Paragraph Drawing Editing ~
1
— - Select cut command -2
e Rwanda Environmental Features
B3 Copy

‘& Paste Options: . . . .
N « Natural environment e.g. relief, climate, vegetation.

Click Paste button - 3

=5 o

3 New Slide
{3 Duplicgte Siide * Natural resources and biodiversity
ER DeleteSiide v'Soil and subsoil e.g. mineral deposits like gold exploited on
4|5 AddSection small scale
Eg Publish Slides v'Wetlands such as lakes, rivers
v Forests and protected areas
5@ Layout ’ v Biodiversity i.e. plant and animal species that need protection
3 Reset Slide v Energy resources such as wood fuel, plant residues and
&) Format Background. biomass.
6" 24 hiide siide « H :
Rl uman Environment e.g. human settlements
- Selected slide 6 is :
right-clicked - | i
lide6of6 [2 = Notes B Comments N 5: B T - 1] + B% B

Picture 6.15: A developed presentation showing how you access shortcut menu to
cut/copy a slide
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Step 3: Click in the destination place and then on the Home tab in
the Clipboard group, click Paste button.

In our activity right click below slide 6 and then select paste.

To copy and paste a slide

Repeat steps 1 above and in the shortcut menu select copy. Lastly click
in the destination point and choose paste from the shortcut menu.

Note: When you cut a slide it disappears from its original location
and goes to the clipboard, but when you copy a slide, a copy of it
remains and another copy is taken to the clipboard.

6.3.3 Apply design theme in a presentation

By using the file “Nature-protect”, we are going to apply a design
theme to our presentation using the steps given below.

Step 1: Click on the Design tab.

Step 2: From the Themes group select a theme you want. (See picture
6.16)

[=] o5 2 e = Nature-protect - PowerPoint

File Home Insert Design Transitions Animations Slide Show Review View Developer
Aa Aa 1 A - 5 JJ' ]
|| — e || - e s |, [ roms
Themes . VTnts D e AT
T
Selected Theme Select a Theme [ Widscreen 16)
-Facet -1 variant you want fOI" Custom Slide Size... |
2
selected theme - 2 —
EﬁVir’ nmenta Select slide size
, (Optional)
|

Protection in Rwanda

Environmental protection is the practice of protecting
natural environment to benefit humans and environment
itself.

Slide10f6 [ = Notes W Commen ts B & B T -— -

+ % B3

Picture 6.16: A presentation where a (Design) Theme has been applied

Step 3: Select a Theme Variant in case you need it and then save
changes to your presentation. A theme variant is a set of
colors that will appear in a theme.
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6.4 Objects

An object is something that you can see or touch.In Presentation
software such as Microsoft PowerPoint, the shape of an object can be
drawn or inserted from another source.

There are several objects that you can insert in presentation software.
These include: Textbox, Images, Table, Clip Art, Word Art, Smart Art,
Shapes, Charts and Media Clips.

6.4.1 Textbox

This is a box in the program from where the user can type or edit text,
dates or numbers. A textbox can be drawn and used to place text in a
particular location you want in your presentation.

There is a difference between text placeholder and textbox. A place
holder, is a predefined part of slide where information can be inserted.
You cannot insert a text placeholder in a slide since it is part of the
layout for your slide and exists when you insert a new slide but textbox
need to be inserted manually.

7

Activity 6.4

Open “Nature-protect” file. Add Textbox in the upper middle part
of slide 1 and type in your names. Repeat the same action for all
the slides in the presentation. Follow the steps given below for
Inserting textbox:

Step 1: On the Insert tab, click Textbox command from the Text
group. The pointer changes to upside down cross.
SlE=EEEFEARIECE = ERE e !

= T8 Smartart
New | Table Pictures Add-  Hyperlink Action Comment | Text  Header WovdAnD Symbols Video Audio  Screen
e B 5 <

rosi & Photo Album ~ 1] Chart i B
Slides Tables Images INustrations Links Comment ts

Footer -

Recording
Media

Text

* e =
/ o

‘ Draw Textbox Click Textbox
and add text (2) brutton )
Environmental

3

4

Protection in Rwanda

Bt Dt Dl Bl s

Environmental protection is the practice of protecting
natural environment to benefit humans and environment
itself.

Picture 6.17: A presentation where a textbox is added in the upper middle of
the slide
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Step 2: Move the pointer to the location where you need to draw
the textbox and then draw it. Automatically the insertion
point appears in the textbox to indicate where text will
appear when you type it.

Step 3: Type in your information (i.e. your names) in the textbox.
If you move the textbox in another place, the text will
move together with the textbox.

6.4.2 Images

An image is the actual picture or mental picture of something. Adding
pictures can make your presentation more interesting and attractive.

You can insert a picture from a file on your computer onto any slide.

Open the file Nature-protect. In it add a suitable picture on the
lower middle of each slide from your computer or another location.
The picture may be the same or different. Save the changes to your
presentation.

To insert a picture in a presentation

Select a slide where you need a picture. In this case select slide 1
in Nature-protect file to add a picture.

Step 1: Select the Insert tab, then click the Pictures command in
the Images group.

Home | Design | Transitions | Animations
D . [:@ Online Pictures [ Shapes - 3
= Screenshot - T SmartArt
New | Table |[EE -~ B Add-
Slide - 3 = Photo Album = /] Chart -
Slides Tables Images lllustrations

Picture 6.18: The ribbon showing pictures button selected on the Insert tab
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Step 2: Insert Picture dialog box will appear. Locate from your
PC and select a desired image file, then click Insert.
3 Insert Picture X
<« v 4 [&] > ThisPC > Pictures > v & | Search PPictures P
Organize v New folder =~ M ‘0
& OneDrive & a
[ This PC
[Z] Documents
‘ Bowdsals Car: Roll Saved Pictures Home
2 ::ic [:‘ 2 ﬂ < Select to locate a
; v:d::‘ <\ L suitable image (1)
i LocaDER(©) doctor doctor2 flower2
- Local ?isk(D:) ﬁ You can also
£ CD Drive (F) % .
K |_—1 type image
b Network file name here
Fie ame:[rouse T Jaupicuwes ;
Tools v Concel |

Picture 6.19: Insert Picture dialog box showing pictures on the PC that can be
added to a slide

Step 3: The picture will display on the currently selected slide.
Repeat step 1 and step 2 for the rest of the insertions.
Alternatively copy the picture and then right-click on each
and every slide as you select paste.

Il inset  Design  Transitions  Animations SlideShow Review View Developer Add-Ins ©

D : 5 r<>'_:‘ DD - pel
Paste [3 e = B I UGS sh-aa-|A Shapes Arrange Gt "~ Editing
- Slide~ O - Styles - & =
Clipboard & I:mes Font Paragraph DrawlngJE ~
; 5
Mugisha Moses [
2
. ]
3
il .
= Environmental
-
® L ]
= Protection in Rwanda
* =]
|
Environmental protection is the practice of protecting
natural environment to benefit humans and environment
itself.

inserted Picture — )

Slide 10f6  [[®

= Notes Wl Comments B 55 B ¥ -—4—+——+ 7% [

Picture 6.20: A slide presentation where a picture is added in the lower middle
of the slide
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Note: You can also click the Pictures command in the
slide placeholder to insert images (for new slides).

0 0

o
* Click to add text

)
N

o 0 0

Pictures
command

Picture 6.21: Slide placeholder showing some commands (e.g. pictures) to
insert objects on a slide

6.4.3 Inserting online pictures (Clip Art)

In case you don't have a desired picture on your computer, you can
find a suitable picture online and then add it to your presentation. In
PowerPoint 2016, Online pictures are used instead of ClipArt that exist
in earlier versions of the program.

Activity 6.6

Open “Nature-protect” file and add 2 suitable online pictures on a
new slide (slide 7).

Use the following steps to add online pictures to Nature-protect
presentation;

Step 1: Insert a new slide after the last slide.

Step 2: On the Insert tab, in the Images group, click Online
Pictures command.

Design | Transitions ‘ Animations | Slide Show |
D l.g Online Pictures | [ Shapes - >
: :I &4 dcreenshot - FD SrnarkArt . )
Mew Table | Pictures Add- | Hyperlink Action
et | 00 = photo Album - g/l Chart i
Slides Tables Images Illustrations Links

Picture 6.22: The ribbon showing selected Online Pictures command on the
Insert tab
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Step 3: The Insert Pictures dialog box will appear as shown
below.

Insert Pictures

b Bing Image Search “

Search the web

Select this option

Sign in with your Microsoft account to insert photos and videos from OneDrive and other sites.
Picture 6.23: The Insert Online Pictures dialog box

Step 4: Choose Bing Image Search.

Step 5: Press the enter key. Your search results will appear in the
dialog box.

‘ Either type your search item in

bbing‘ | e

11

Flowers

Sunflowers Spring flowers Black and whit&fio...
Education
\ ™
=

" 4

M From afile Or scroll down, locate and
" Browse files on your computer or local network select image you need

Picture 6.24: The Online search results
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Step 6: Select the desired image, then click Insert.
Step 7: The image will appear on the currently selected slide.

Nature-pratect - PowerPoint

Home [ER# Design Transitions Animations SlideShow Review View Developer Add-Ins gnin 9 Share

[ Online Pictures | [ Shapes - + A= £ 0
== e AdEIEEEEE
= &4 Screenshot - T SmartArt [
New  Table | Pictures Add-  Llinks  Comment Text Header WordArt Symbals Media
Siiaet | ) photo Album ~ | gl Chart s+ | = Box &footer ~ LJ| - z
Slides | Tables Images Illustrations Comments Text ~
B
-
Z .
= | Love your environment
B
-
B
-
=1
6
7 i
|
| :
¥
Slide7of7 [[2 = Notes Wl Comments B 35 B 7 -—4b——+ 7% B

Picture 6.25: A new slide with an online picture

You can also select Online Pictures command in a placeholder to
insert online images

o o
* Click to add text
C
ad)
Online Pictures
O O O

Picture 6.26: Slide placeholder showing commands (e.g. online pictures) to
insert objects on a slide

6.4.3.1 Moving and resizing pictures/images
Once a picture is inserted, it may require you to move it in a different
location on the slide or change its size.
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6.4.3.2 To move a picture
Click and drag to move a picture to a new location you want on a slide.
See picture 6.27.

6.4.3.3 To delete a picture
Select the picture and then press backspace or delete key on your
keyboard.

6.4.3.4 Resizing picture

Follow the steps below:

Step 1: Click on the picture. The picture will display selection circles
as shown in picture 6.27.

Step 2: On the Format tab, click on Shape height and or Shape
Width using existing arrows.

File Home | Insert | Design |Transitions |Animations | Slide Show | Review | View | Developer | Add-Ins | Format
KE| Corrections = :Et E‘; - 1 Bring Forward = [¢ - "'i g--l] 3 u .
7 ‘;J e | g | Resizing
. ! [&] Colar~ E’Q Quick Q- 0 Send Backward - F1 . b
emove uic i rop = " .”
Background 23] Artistic Effects~ 4] - Styles - L - | EJi Selection Pane A~ o L 22 = buttons
Adjust Picture Styles Arrange Size (1

Love your environment

+

A
+
[ [ -

4

w
+
[} [

~J
!

O O

Picture 6.27: A slide with a picture moved and resized to small size

Note: Alternatively, after clicking on the picture, point to one of
the selection circles until the pointer changes to double pointed
arrow. Then click and drag outwards to increase size; or inwards
to reduce the size.
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6.4.4 Table

A table is made of rows and columns. A row is a space between
two horizontal lines in a table while a column is a space between
vertical line. Data or information can be arranged using these rows
and columns.

Methods

a) Create and format a table within a presentation.
b) Import a table from Word or a group of cells from Excel spreadsheet.

6.4.4.1 Method 1: Create and format a table in MS PowerPoint
Use the steps given below to create the table: Open the “Nature-
protect” file.

Step 1: Select the slide that you want to add a table to. In this case
add a new slide after last slide.

Step 2: On the Insert tab, select Table.

0O =
Design Transitions
[:@ Online Pictures | [ Shapes ~
g E P% 14 Screenshot - %Smarthrt
Slide - = = Photo Album ~ | gl Chart
Slides Insert Table lustrations
. — O0O00000oo00)
e
Select the number of rows
EEEE%EE%E% > = and columns you want
» 0000000000 from here
= = JOOO0O 00000
N
- [ Inzert Table...
=) — m’ Draw Table
* | == ER Excel Spreadsheet

Picture 6.28: Table command on Insert tab displaying options for inserting a table
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Step 3: In the Insert Table dialog box displays.

Note: Either use a mouse to select the number of rows
and columns you want or Select Insert Table and enter
the number in Number of columns field and Number
of rows field. Lastly click OK.

Insert Table ? >

Mumber of columns: - =
= b ~| Type in numbers and
Mumber of rows: ? m—— then click OK

Cancel

Picture 6.29: Insert Table dialog box

7

Open “Nature-protect” presentation file and create the table given
below on slide 8.

In our activity we are going to add the following data on the
new slide 8.

Learners were given assessment tests about environmental
protection. The following is part of S3 learners’ marks obtained in

2 tests.
Name Testl Test2
Mahoro Annet 67 78
Gaju Sharon 45 b6
Ingabire Scovia 87 80
Gahima Steven 95 100
Bugingo Vincent 59 70
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Save changes to your file. The new slide in your presentation may
appear as shown below.
H - G T

Nature-protect - PowerPaint

File Home Insert Design Transitions Animations Slide Show Review View [EEESSLL

Table Style Options

Table Styles

WordArt Styles =

Draw Borders

WS
= o .
|| Header Row || First Column D A’ A= - m E
[ | TotalRow  [] Last Column ———==|=====| ===== -] & Q" . A - |1t -

o e o, || R | sk | s uIc raw raser
[+/] Banded Rows [ | Banded Columns Q Styles= A~ | [ PenColorr  ppe

[-]

1

4
=

Z

+
=

S3 learners’ marks in tests
about Environment

-~ w
+ +
[ R -

(=)
5
B hotesl |t

=]

Side8of8 [

I

MNotes W Commen its = =S

Picture 6.30: The presentation displaying a slide where a table has been
added.

Step 4: To add text to the table cells, click a cell and then enter your
text. Afterwards click outside the table.

6.4.4.2 Method 2. Copy table
Use the steps below to import a table from Ms Word to Ms PowerPoint:

Step 1: Open a Word document containing a table you want to copy.

Step 2: On the Layout tab (Table Tools) in the Table group, click
Select and then click on Select Table.

Step 3: On the Home tab in the Clipboard group, select Copy.

Step 4: Click on your PowerPoint Presentation, select a slide where

you want to copy the table to. On Home tab, in the Clipboard
group, click on Paste.

Note: Using the method above, you can copy and paste
a table from one office application or file to another.
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6.4.5 WordArt

Word art is a text with a special design or look. It is an object that you
can move, resize or rotate within the document. Word art is applied
to text to appear in a unique form such as a circle, curve or oval; use

word art.

6.4.5.1 Insert Word art

Follow steps given below for adding word art in Nature-protect slide.

Start by opening the file.

Step 1:
Step 2:

Select the slide where you want to insert a WordArt.
Click on the Insert tab and then click on the WordArt button

in the Text group. A gallery of WordArt styles is displayed as

shown in picture 6.31:

B | o
4 & = E ‘D =
WordArt Symbols| Video Audio Screen
b | i *  Recording

A)
A A A
A A A

A A

A
A A A
A A

-~

A A

A A A

'———{ WordArt Gallery

Picture 6.31: WordArt button on the Insert tab of the Ribbon displaying WordArt

Gallery

Step 3: Select a WordArt style you want to use. The WordArt textbox
will be inserted on the slide as shown in picture 6.32.
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The Format tab with
drawing tools for WordArt

File Home Insert Design Transitions Animations Slide Show Review View Add-Ins

A - " Bring Forward

B\ Oo O & L2 Shape Fill - I
AL L0 | L Shape Outline - A A A « B - '} Send Backward

FIRAS SR 1K1 = | C¥ Shape Effects~ = B~ | 5f; Selection Pane

Insert Shapes - Shape Styles ] ‘WordArt Styles V4 LM Arrange
N

B | —

Apply any of these WordArt formats
you want apply to text

Q (?) 0
WordArt

Your text here Toxtbox

Click to add subtitle

Picture 6.32: A slide with WordArt textbox added

Step 4: Move the WordArt in suitable location. And then delete the
original text and textbox.

Step 5: Repeat steps 1-4 and apply a desired WordArt to all slide
titles. Slide 1 in our presentation may appear as shown in
picture 6.33.

Design Transitions Animations Slide Show Review

: 49 |
E] s &7 [
Paste | New . | J U §acf-pa-|A-|=:3 " Shapes Avange Cuick _ Edfing
T £l = - v Styles+ S -
Clipboard 1= Slides Font Paragraph Drawing ~
i) ____i
- Mugisha Moses
2

]
, ; Environmental
3 Protection in Rwanda

3
7 } Environmental protection is the practice of protecting
natural environment to benefit humans and environment
itself.

Slide1of8 [12 = Notes Wl Comments E 55 B ¥ -—b——+ 1% B

Picture 6.33: A slide presentation where WordArt is applied on slide title
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Step 6: Click on the WordArt textbox and then type the desired text.

6.4.6 SmartArt

SmartArt is a picture used to communicate information in many
different ways. It is an option that allows the user to create diagrams
easily.

Create a SmartArt graphic and add text to it
Use the steps given below to insert a SmartArt graphic to your
presentation.

Step 1: Open “Nature-protect” file presentation and insert a new slide
(slide 9) where you need a SmartArt. You can also create
new presentation.

Step 2: On the Insert tab, in the lllustrations group, click SmartArt.

Design Transitions Animations Slide Show
[:@ Online Pictures | [5) Shapes~ 3
D L]
— - g4 dcreenshot - ﬁSmartArt . )
MNew | Table  Pictures Add- | Hyperlink Action
Slide - = = Photo Album = g/ Chart S
Slides Tables Images Ilustrations Links

Picture 6.34: The SmartArt command in the //lustrations group selected on the
Insert tab

Note: Alternatively insert a SmartArt using the SmartArt
Graphic button in the content holder, as shown in picture
6.35.

Click to add text

SmartArt Graphic
button

Picture 6.35: Content placeholder on a new slide
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Step 3: In the Choose a Smart Graphic dialog box that displays, click
the type and layout that you want. In our case, we are going

to create a hierachy of officers in our school.

Choose a SmartArt Graphic ? X
[ A = :
§§ List R SRR _\:’A e &
% Process
. = [ = i ==
Select a T Cycle DD Cag [0 ===
CEE CEEE ===
type of < i Hierarchy === =
SmartArt ionshi = I =
) B Relationship - =5 ] BE
graphlc ﬁ} Matrix == EH=E (==l
Pyramid ——
\é )‘ — Basic Block List
Igl Picture - Use to show non-sequential or grouped
AN J blocks of information. Maximizes both
— horizontal and vertical display space for
shapes.
Select a sub type of SmartArt
graphic you want

Picture 6.36: Choose a SmartArt Graphic dialog box

Step 4: Enter your text by either:
Clicking in the text pane (left) and then type your text or
clicking directly in the Smart Graphic and type the desired
text. Afterwards save your file.

Insert Design Transitions Animations Slide Show View Add-Ins Format

@ Tell me,

Design

e o gt e ! e i e A == =
B 3% [ElLayout- 1 Body) J13e <A A | M |2 === I FOJ DD 3 Shape Fill
= LR N 12 Reset 5 o ol L Shape Outline ~
aste ew AV = F  E=E==| == apes Arrange Cluick
- 4 Slide~ CJoection 5 g O belasdo 65 A e = = * Styles ¥ Shape Effects -
Clipboard = Slides Font [F] Paragraph ] Drawing [F]
| J—
B g
A My School Administration
A ————
O
e Type your text here o o
N\ Head Teacher
® Head Teacher ‘
-+ Deputy Head Teacher
3 (Administration) Deg:at\crnl';;:ad DE_IQI-"'Q;EE“
s eacher
* School Secretary (Administration) (Academics)
‘+ Deputy Head Teacher I
(Academics)
Text ]
4 « Director of Studies School Secretary Director of Studies »]
B pane
® Teachers
® Environment office
Teachers
5 ® Welfare Master
® Security Officer ‘ r 1
/ Enviror\ment Welfare Master Security Officer
Organization Chart... office
U

Picture 6.37: MS PowerPoint Window showing a Smart Graphic-Organisation Chart

on a slide




Information and Communication Technology (ICT) for Rwanda Schools Learner’s Book 3

6.4.7 Shapes

A shape is an outline form of an object. In office applications such as
Microsoft PowerPoint, you can add shapes such as boxes, circles and
arrows to your slide.

6.4.7.1 Insert a shape

Use the steps given below and insert any type of shape you want.
Open Nature-protect file or create a new presentation. In the opened
file, create a new slide for your shape(s) as slide 10.

Step 1: Click on Insert tab.

Step 2: Click Shapes from the lllustrations group.

Design Transitions Animations Slide Show Review

CI D E [:g Online Pictures | L&) Shapes = 3 @ | -||-j
T e T Recently Used Shapes B
e | o = Photo Album - | @ E S S OOO AT Lo
Slides | Tables Images T A VAN S \ s
Lines
! NN TLLR 20N 4
My Shapes Rectangles
: D[;]DDDDDDEJ ] Categories
éagsEEsDDOQC)@ - of shapes to
Y choose from
o Yecvcoornrocoo|3PE
F \n[CICIIWIOIVANC el |
© 20000y | e
Block Arrows ] r

Picture 6.38: Part of PowerPoint 2016 window showing Shapes from the Insert tab

Step 3: Select a shape such as a rectangle and then click and drag to
draw the shape in the desired place.

After drawing a shape, you can add text, bullets and
numbering to them. You can also change their fill, outline
and other effects on the Format tab.
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Y Tell me...

Format

Slide Show Review View

Transitions Animations

Insert Design
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» z ] Reset - Sh A 5 ‘k [Z Shape Outline ~
aste AV . Aa- = === aps rrange uicl
- ¥ Shdev Ssedtian: |0 4 L Sabsir A A SRS =S - Styles » & Shape Effects -

Clipboard & Slides Font [F] Paragraph F] Drawing F]

7‘?!
81:__]
=

Garbage Can Cross

-

Slide9ofo [2 = Motes B Comments 1=
Picture 6.39: A slide where shapes are added. Textboxes are used add
accompanying text.

6.4.8 A chart

This is a pictorial representation of numerical data. There many charts
that can be created on a slide, but common charts frequently used are:
column charts, line charts and pie charts. Using the knowledge from
previous units of creating a chart, let's add a column chart in Nature-
protect file.

Using the data in the table we inserted on slide 8 of Nature-protect
presentation, let's create a column chart.

Step 1: Insert a new slide (Title and content layout) as slide 11.

Step 2: Click the Chart button in the content holder to generate a
column chart. Alternatively use Insert tab and click Chart
button in the lllustrations group.
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Chart button

Picture 6.40: Content holder showing various icons for various objects you can
insert including chart

Step 3: The column chart appears together with its data sheet that
you should edit to suit your chart.

Insert Design Transitions Animations Slide Show Review View Add-Ins Sign in ;}r Share

P ED AT DO

Add- | Hyperlink Action | Comment | Text Header WordArt Symbals  Video Audio Screen
- Recording
Media

7] [g Online Pictures | L[5 Shapes - '.,

I;I &4 Screenshot = ﬁ SmartArt
ures %

Series1 Series 2 Series 3
Category 1 4.3 2.4
Category 2 =5 it Change this data and replace

Category 3 3.5 1.8 . . .
o — o = it with table data on slide 8

Default chart

Picture 6.41: A default column chart displayed together with data sheet that need
editing
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Step 4: Edit data sheet by replacing default data with your data. The
resulting chart is shown in picture below if table data on slide
8 is used for charting.
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Picture 6.42: A slide with 3D column chart on showing marks from tests

6.4.9 Media clips

Media clip is a small segment of an electronic media either an audio
clip or a video clip.

6.4.9.1 Audio clip

To insert audio clip, follow the steps given below.
Step 1: In Normal view, select the slide where you want to insert an
audio clip.

Step 2: On the Insert tab, in the Media group, click arrow under
Audio, and then click Audio on My PC.
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[

-

Video

Q) ..

Audio Screen
*  Recording

ol Audio on My PC...
Record Audio...

Picture 6.43: Media group buttons displaying Audio menu. Audio on My PC is
selected

Step 3:

audio you want and then select the audio file.
Step 4: Click on Insert button to insert the audio. (See picture 6.44).

In the Insert Audio dialog box, select a folder containing the

[ Insert Audic X
T « MUSIC » classic music orig... v | Search classic music original ~ ©
Organize Mew folder =~ T @
. 2 Mame " # Title ontributing *|
m Microsoft PowerP =
Body Is Calling 2 Your Body Is Calling (R-Ke... oPPy Selected
& OneDrive Crystal Gayle - ALo.. 14 A Long And Lasting Love audio file
[ This PC Endless Summer Ni... 4 endless summer nights TrTa
I Deskiop Everytime it rains - .. 1 Everytime it rains-Ace of ...
. ®| Glory of love. 2 Glory of love.
Documents i ° Select an
3 Downloads | [Select a drive or folder audio file (2)
. .y 14 love doesnt ask why e
J’ Musi contalnlng your audio
usic
_ file (1)
[&] Pictures T 10 say you say me ist
m Videos Sometimes love jus.. 3 Sometimes love just ain't ..  Whigfield
i Local Disk () sweet baby half
— Local Disk () Vanessa Williams - ... 2 The sweetest days anessa willi y
T PR R4 { )
File name: || v| Audio Files ~
Tools =~ Insert |v Cancel
|

Picture 6.44: Insert Audio dialog box

| Click Insert (3) |

Step 5: The slide where audio has been inserted will have a graphic
as shown in picture 6.45. Play using the media buttons

displayed.
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Only this part will display in a normal
view slide but when you click on it, the
part below displays

Increase or

4 I 000000 o qu
reduce volume

Click to play or to stop

Picture 6.45: Audio media clip

6.

4.9.2 Video clip

There are two ways to insert video i.e. by linking and by embedding a
video directly from your PC into your presentation.

a)

Embedded videos are appropriate but tend to increase the size of
your presentation.

Linked videos keep your presentation smaller in size, because
links can easily break, copy the video into the same folder as your
presentation and create the link from there.

Embed a video clip

To insert a Video clip by embedding it, follow the steps given below.

Step 1: In Normal view, select the slide where you want to insert
video clip.

Step 2: On the Insert tab, in the Media group, click arrow under
Video, and then click Video on My PC.

| € o

Video Audio Screen
o ~  Recording

L& Online Video...
] Video on My BC...

Picture 6.46: Media group buttons displaying video menu. Video on My PC is
selected
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Step 3: In the Insert Video box, click the video that you want
from a specific folder.

Step 4: Click Insert.

m Insert Video | E3 |
1 « MUSIC » wvideo 1 v O Search video 1 ys)
Organize * Mew folder = [ @
m Micrasoft PowerP 2 Mame Date modified Type
. o AVSEQTD DAT File
@ OneDrive
& AVSEQ1T DAT File| | Select
I This PC o AVSEQ12 DATFild | a folder
I Desktop \ o AVSEQT3 DAT Filep|  with
2 Documents o AVSEQ14 DAT Fil videos
o AVSEQ1S DAT Fil
‘ Downloads - LUl (I)
o AVSEQTT DAT File
Musi
d Music > Select the Selected vid
= Pi . elected video
&= Pictures video (2)
B videos
i Local Disk (C:)
= Local Disk (D:)
o } v < >
File name: |AVSEQ1S ~ | |Video Files w
Tools = Insert |v Cancel

Click Insert (3)

Picture 6.47: Insert Video dialog box

A slide with an embedded video will have the graphic as shown in
picture 6.48.

}‘ 4 I 00:0000 =

Picture 6.48: Video graphic for an embedded video may appear as shown above
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b) Link a video
To link to a video on your PC follow the steps given below
Step 1: Follow steps 1 to 2 above (for embedding video clip).
Step 2: In the Insert Video dialog box, click the file that you want
to link to.

Step 3: Click the down arrow next to the Insert button, and then
click Link to File.

Insert Iv| | Can

Insert
Link te File

6.5 Formatting a slide

To format a slide is to change the appearance of the slide and or its
contents. To make these changes, open “Nature-protect” file and use
the following steps:

Step 1: Select text to apply a font. Font changes font size, colour,
style, Shadow, etc.) from the Home tab. Apply bold, size 24,
red, shadow on all slide titles and size 18 plus shadow to the
other text.
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=] -]
1)
Mu(?)a Moses
B
Q
3 =) | Rwanda Environmental Management
0 Authority (REMA)
‘=
e}
5=y
» REMA is Government organ responsible for execution of
6[=1 environment related policies and laws in Rwanda.
i «]

» REMA designs policies and procedures used to conserve

41=] natural resources, preserving the state of current
environment and where possible reversing its

| degradation.
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Picture 6.49: A slide where formats have been applied to title and subtitle
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Step 2: Change background

To change the background click on the Design tab, then
in customize group click on Format Background button.
Follow the steps as shown in the picture 6.50 and save
change to your file.
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] D]
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Click Apply to All (5) HSeIect colour (4)‘

Picture 6.50: A presentation where a design background has been applied to all
slides

Step 3: Change slide layout

In case you need to insert a special type of information on a
slide, you need to change its layout. You do this by selecting
a suitable layout from the list of layouts in the Slides group
found on the home tab of the menu bar.

In the Nature-protect file, insert a new slide after the last
slide and then apply a 2-column slide layout. Type in the
names of 4 teachers on the left and suitable picture on the
right; who are involved in environmental education at your
school. The slide may appear as shown in picture 6.51.
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Education

»  Mr. Ngabo James
» Ms Mahom Grace
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ompa Tie Only
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Selected
layout

Picture 6.51: A slide where a two Content layout has been used

6.6 Animation of a presentation

Animations are presentation features that give motion or life to text
or objects in the slide show. Animation effects can be added to text
or graphic objects and if well applied, can bring excitement and
increase the audience ability to understand your message. If they are
not used well, can bring frustration and confuse the message you are
communicating.

6.6.1 Applying animations to text or objects in a
presentation

Activity 6.8

Open Nature-protect presentation and apply animations to all text
and pictures. Apply a suitable transition effect and run the slide show.

Use the following steps to apply animations you want.

Step 1: Select text or object you want to animate.

Step 2: On the Animations tab, in the Animations group, select one
animation you want e.g. Fade, Fly, etc.
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Step 3: Apply Timing to animation, that is, in the Timing group,
increase or reduce the duration or delay of the animation.
See picture 6.52.

Note: To apply Custom Animation, use the Advanced
Animation group as shown in the picture below.

Click preview to see how
the animation works

‘ Change direction of animation

Home Insert Design Transitions Animations Review View Format '\:4 Tell me...

* g ‘!‘*_ % Animation Pane P Start: |On Click - | Reorder Animation
Previ(::l * * ' ﬁ : s o Trigger = () Duration:  00.50 = Move Earlier
- Ware Appeat Fade il = Options ~  Animation = % Animation Painter Delay: 00.25 2 ¥ Move Later
Preview Animation ‘ ] Advanced Animation Timing

\
\
Selected animation‘

Picture 6.52: The ribbon with Animations tab active. Fly-In Animation is selected
from Animation group

6.6.2 Apply a slide transition effect in a presentation

Open the file Nature-protect. Use the following steps to apply a slide
transition.

Step 1: Click on the Transitions tab.

Step 2: Select a transition effect of your choice from the Transition
to This slide group.

‘ Select audio sound ‘

Home Insert Design Transitions Animations Slide Show Review View  Tell me...
R'D Cp "l Sound: |[No Sound]  *| Adwvance Slide
DRI s = B gorelom |
s [ = - @ Duration: 01.00 + | ¥ On Mouse Click
review = ect .
e i e e - Options~ T3 Apply To Al After: |00:00.00
Preview Transition to This Slide Timing

‘Type in duration for transition

Time between
slides

Picture 6.53: The ribbon with Transitions tab active, and push transitions effect
selected

Step 3: Click Apply to All in the timing group so that the transition
selected is used by all the slides. Doing this will save you
time of selecting different transitions for each slide in the
presentation.
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Step 4: Click Preview in preview group to see how the selected
transition works.

Step 5: Save the changes to your file by pressing Ctrl + S on keyboard.

6.7 Presentation views

When a PowerPoint presentation is being shown to an audience it
may have different looks referred to as views. The ribbon below shows
different views available in PowerPoint 2016.

Home Insert Design Transitions Animations Slide Show Review View

. Motes Page Handout Master | || Gridlines
Normal Outline otes Zoom Fitto Color/
i EE| Reading View MNotes Master L_| Guides Window Grayscale =
Presentation Views Master Views Show [P Zoom

Picture 6.54: The Ribbon displaying View tab commands that includes
Presentation Views and Master Views

Steps to access all presentation views together
On View tab in the Presentation Views group, click a presentation
view e.g. Notes Page.

See picture 6.55. You can also access the main presentation views
by clicking on the respective buttons on the right of status bar (before
zoom). The views used for creating and editing a presentation are:

(i) Normal View: It is the main working window in the presentation.
Every slide is shown full size on the screen.

N

Bllayouts | chetms(-|12 - & & | 20

1 Reset &l Z
Shapes Ariange Gk

Sige Ssectio & ~ Styles @~ | [ Select~

Clipboard 15 slige: Font I Paragraph = Drawing (1 Editing ~

B I U §afN.pa- A-

b Normal View =
12 . R 8 button T

Side2of12 [ = Mote: W Comment t DEN 52 B T -— 8+ 7% 3

Picture 6.55: A presentation in Normal View. The slide pane is the major working window
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(ii) Slide Sorter View: This is a window that displays miniature (small)
versions of all your slides, arranged in horizontal rows. This view

is very useful when you want to duplicate, delete, hide or reorder
slides.

Erwvi ronmental
Protection in Rwands

o0

| Slide Sorter button

Slide1of12 [ E EEsm W

&g g - 1 + 100%

=]
s )

Picture 6.56: A presentation in Slide Sorter View

(iii) Notes Page View: This is located under Slide pane. It shows a
smaller version of a slide with an area below for adding speaker’s
notes. Each slide is created on its own notes page. The speaker
can print these pages out to use as a reference while making his/

her presentation. The notes do not show on the screen during the
presentation.

188
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File Home | Insert | Design | Transitic | Animati | Slide Sh! Rewview | View EGLER

Slicle Sorter [E7] slide Master O q
— L [Pl NotesPage [T Handout Master 3

Marmal Outline Show | Zoom  Fitto
View H Reading View ﬂ Naotes Master - Window

Presentation Views Master Views Zoom

Data on slide

Notes are
displayed below
the slide

Motes5of6  [[% M 25 M =

Picture 6.57: MS PowerPoint window showing slide 5 in Notes Page View

(iv) Reading View: In this view a slide is shown in full screen mode
like it is to slide show view. This difference is that in Reading View
you can still see the title bar and status bar at the top and at the
bottom of the window respectively.

P Slide Show - [Nature-protect] = g X

slide 3 of 12

Picture 6.58: A slide in Reading View
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(v) Master Views: Master Views are the main slides that store
information about the presentation including background, colour,
fonts, effects, placeholder sizes and positions.

By using Master views, you can make universal slide changes to
every slide, notes page or handout associated with your presentation.
These views include:

a)  Slide Master: When you make a change on the slide master,
it replicates on all the slide layouts and slides. The slide
layouts can receive all the formatting, position and common
elements from slide master but you can also edit individual
slide layouts to differ from the master slide. Any change you
make to a slide layout affects only the slides based on that
particular layout.

I =_ ng] > = Tt Aa al [ ] a
IncerE Shide Incest T | Macter Inzert 7 Footers ~ Themes  Background  Slide Cloze
Master Layout Layout Placeholder = b o Sizer  Master View
Edit Master Master Layout Edit Theme Size Close ~ N
: ~ .|  |Slide Master
| -~ Title
: i d 2, i 4
' \ Click to edit Master title style P placeholder
e, For ‘Title
i = Edit Master text styles ,
e i element
* Third level
i = Faurth lewsl
= Fifth level
> P Text
: | il placeholder
for ‘Body
; element’
< Footers
i i I~ .
Slide Master / [ B = ® 9 -—i + 4 F3 (includes Date
and Time, Slide

Slide Layouts numbers and

footer text

Picture 6.59: Slide Master view

Note: It is important to make modifications to your slide master
and slide layouts before adding slides to your presentations.
This makes items on the slides to conform to slide master
design.
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b)

Handout Master: A handout is a document that you can
print from within a PowerPoint presentation. You can have
1 up to 9 slides on a handout page. A handout is created
to be printed out. The appearance of a printed handout is
determined by the handout master.

To access handout master, click View tab on the Ribbon and
select Handout Master from Master Views group.

Handout Master Home | Insert | Review | View | Add-Ins | Q Tel

r% Handout Onentation = v Header |+ Date c_il B
1] Slide Size =

kd Slides Per Page -

Page Setup Placeholders Edit Theme Close

Slides Per Page

oo []

O o0d

u]

oo

[=1=]
(=1

oo

( il

/| Footer |+| Page Mumber Themes | Background Close

Master View

-

15lide
2 Slides
3 Slides
4 Slides
B Slides
9 Slides
Slide Qutline

—

Handout Master [ﬁf [@ gg [ﬁ II'T-" -—1

t

Select the number of
slides per handout

Picture 6.60: MS PowerPoint 2016 window displaying the Handout Master View

c)

Notes Master: Each slide in your presentation could have
notes associated with it and these placed in the Notes Pane
area. If you want to modify and print these notes, you make
use of the Notes Master.

To access Notes Master: On the View tab, click Notes Master
in the Master Views.
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Motes Master Home Insert Review  View Add-Ins ¢ Tell me... Signin 5.5k
-l?_-? | | Header | Date E n Colors = ’3‘ Background Styles = B
e 3 v Shde Image |v| Body — [&] Fonts - Hide Background Graph
Motes Page  Slide E Themes J Close
Orientation - Size~ I Footer ¥| Page Number - '.El Effects - Master View
Page Setup Placeholders Edit Theme Background r} Close
- RO N R ] - - \ Date placeholder \
/ Click 10 ediit Master title style

O Y T TIPS p—

Header placeholder ‘ b

:-»:-.:- i ¢—‘ Notes Background ‘

[rpe— 1 ‘

Notes area (same
notes in the Notes pane
of normal view

Footer placeholder F—}_ NN | T . — ‘ Number placeholder ‘

Notes Master [ B 88 B = -—i + sa?e‘

\ Slide show button ‘

Picture 6.61: Notes Master View

Slide show

This is a window that fills the whole screen when it runs. It displays
any animations or transitions added to the slide in the presentation.
Each page of a PowerPoint presentation is called a s/ide and the default
orientation of the slide is in /landscape layout.

Slide shows can contain eye-catching text, bulleted lists, charts,
graphic objects or be completely covered by a single picture, as in
a photo album.
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PowerPoint Slide Show - [Nature-protect] - PowerPoint

Mugisha Moses

©@ BE® B &7

Picture 6.62: Slide show filling the whole screen

1. Computer viruses are some of the biggest limitations faced by
computer users all over the world. As a computer learner, you
have been tasked to educate computer users about this threat.
Create 6 slides which you are going to use during the presentation
to your audience following the guidelines below:

Slide 1: Should include the title and definition of Computer
virus, your name as presenter and school.

Slide 2: Should include symptoms of viruses on a computer
system. Add an audio clip on this slide.

Slide 3: Should include the damage made by viruses in a
computer and its accessories.

Slide 4: Should include ways through which viruses spread to
computers.
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Slide 5: Should include the precautions of preventing viruses
from entering the computer.

Slide 6: Should include ways to treatment of computer viruses.

Each slide should have the following additional information:

a)

b)
c)

d)

e)

a)

Relevant message needed to convey the required

information.

Apply bold and shadow effects to all slide titles.

Your name, class and slide number as Footer of each

slide and on the Handouts.

Use minimal but relevant effects (animation and transition)

to make the presentation entertaining.

Search for a suitable online picture about computer

viruses and insert it at the top right hand side of each

slide using the Slide Master. Save presentation as Virus.

2. Create a presentation of six slides on the topic of Impact of
computers to Rwandans which will be used to conduct ICT
lesson in S3 class.

(i)

(ii)

(iii)

(iv)

(v)

(vi)

Slide 1 should have the title of the topic, definition
of term computer and Name of presenter (as
Wordart).

Slide 2 should have the advantages of computers
to Rwanda people. Link a suitable video clip on this
slide.

Slide 3 should have the disadvantages of computers
to Rwanda people.

Slide 4 should have uses of computers in Rwanda.
Slide 5 should have list of hardware and software or
programs used in your school in form of a 2-column
table.

Slide 6 should have a column chart about number
of computers used by different classes in your
school. Use the data in the table below to create a
3D column chart.
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Sl 120
S2 150
S3 210
S4 90
S5 75
S6 50

Note: Provide a suitable chart title, axis titles and slide title.

b)  Apply minimum animations in your presentation.

c) Insert relevant picture on the master slide in the lower left
of each slide. (Use view tab, then slide master, click the
first slide in the list, insert clip in correct place and close
the master view).

d) Insert your name and class as footer on both the slides
and Notes and Handouts page.

e) Use a suitable background design of your choice.

f) Insert slide number on all slides.

g)  Make your slide to run automatically after 3 seconds.

h)  Save your work as Today’s Computer.

. a) Create a presentation about Deforestation in Rwanda
following the procedure below:

* On the first slide: Topic and definition

* On the second slide: Importance of Deforestation

* On the third slide: Disadvantages of Deforestation

* Onthefourthslide: Areas most affected by Deforestation
in Rwanda

* Onthefifthslide: Methods used to reduce Deforestation.

b)  Save the presentation as Deforestation.

c) Insert a header as ‘your name and class on the Handout.

d)  Change the background of all the slides to an appropriate
format of your choice.

e) Set a slide transition of your choice, with transition time
of 6 seconds. Apply an audio sound from your PC on a
slide of your choice.

f) Set animation of your choice for all slide titles and other
parts of the slides.
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g) Make use of relevant graphics or pictures, from your PC
or Internet.

h)  Insert a summary table slide between the last slide and
second last slide with the following data.
Level of Deforestation

1950 Very low Very high
1970 Low High
1990 High Low
2010 Very high Very low

Make use of the Notes pane to add speakers notes.

i) Save and print your work as a handout.
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Introduction to Computer graphics

Key unit competence

Create graphics using basic graphic elements and edit predefined
graphics.

7.1 Introduction

Sketch something on paper (a man or a house). Changing what you
draw can be easy or hard: you can erase pencil or charcoal marks
easily enough, and you can scrape off oil paints and redo them with
no trouble; but altering watercolours or permanent markers, swapping
colours or resizing your picture is more complicated.

That's why it is more efficient to draw a picture on a computer screen
and what you have is a piece of digital information (your picture is
stored as a series of numbers). Change the numbers and you can
change the picture, in the blink of an eye or even quicker. It's easy
to shift your picture around the screen, scale it up or down, rotate it,
swap the colours, and transform it in all kinds of other ways. Once it's
finished, you can save it, incorporate it into a text document, print it
out, upload it to a web page, or email it to a client or work colleague,
all because it's digital information.




Information and Communication Technology (ICT) for Rwanda Schools Learner’s Book 3

7.2 Definition

7.2.1 Computer graphics

This is the use of a computer and specialised programs to produce
and manipulate images.

The purpose of creating computer graphics is mainly for: Animation,
business presentation and scientific research.

There are two very different ways of drawing digital images on a
computer screen, known as raster and vector graphics.

7.2.2 Bitmap/ Raster graphics

A bitmap (or raster graphic) is a digital image composed of a matrix
of dots. A bitmap graphic is composed of many tiny parts, called
pixels, which are often many different colours. It is possible to edit
each individual pixel.

When you take a photograph using a digital camera or scan an
image from a magazine, you are creating a bitmap graphic.

Since the computer has to store information about every single
pixel in the image, the file size of a bitmap graphic is often quite
large. When you resize a bitmap graphic, it tends to lose quality.

7.2.3 Vector graphics

Vector graphics are graphics stored and drawn with instructions
rather than grids of pixels. Vector images are mathematical
calculations from one point to another that form lines and shapes.
If you zoom into a vector graphic it will always look the same.

7.2.4 Comparing Raster graphics and Vector graphics

Mathematical calculations that form Pixel-based.

shapes.
Vector programs best for creating Raster programs best for editing
logos, drawings and illustrations, photos and creating continuous tone

technical drawings. For images that images with soft colour blends.
will be applied to physical products.

Can be scaled to any size without Do not scale up optimally - Image
losing quality. must be created/scanned at the
desired usage size or larger.
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Resolution-independent: Can be Large dimensions & detailed images

printed at any size/resolution. equal large file size .

A large dimension vector graphic It is more difficult to print raster

maintains a small file size. images using a limited amount of
spot colours.

Number of colours can be easily Some processes cannot use raster

increased or reduced to adjust formats.

printing budget.

Vector art can be used for many Depending on the complexity of the

processes and easily rasterised to be | image, conversion to vector may be

used for all processes. time consuming.

Table 7.1: Comparison table between vector graphics and raster graphics

7.2.5 Resolution

Resolution is the total number of pixels that make an image. In
general, the more pixels used when capturing an image, the sharper
the stored image is. This is called resolution, it is measured in dots
per inch (dpi).

7.2.6 2-Dimensional computer graphics

2-Dimensional computer graphics are mainly used in applications
that were originally developed upon traditional printing and drawing
technologies. In those applications, the two-dimensional image is
not just a representation of a real-world object, but an independent
artifact with added semantic value. Two-dimensional (2D) models
are therefore preferred because they give more direct control of the
image than 3D computer graphics, whose approach is more similar
to photography than to typography. 2D images are in an x-y plane.

7.2.7 3-Dimensional computer graphics

3D graphics, compared to 2D graphics, are graphics that use a
three-dimensional representation of geometric data. For the purpose
of performance, this is stored in the computer. This includes images
that may be for later display or for real-time viewing.
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7.2.8 Core elements of computer graphics

e Modelling is the process of developing a mathematical
representation of any three-dimensional surface (3D) of an
object (either living or non-living) via specialised software. The
product is called a 3D model.

* Rendering is the process of converting automatically 3D wire
frame models into 2D images with 3D photorealistic effects or
non-photorealistic rendering on a computer.

e Animation a process that uses computer generated images to
create animated scenes. An animated scene starts with one
picture, which is referred to a frame.

e |Interaction is a technique of using a physical input/output
device to perform a broad task in a human-computer dialogue.

7.3 Graphic file format

7.3.1 Definition

Graphic images are stored digitally using a small number of
standardised graphic file formats such as:

© BMP: Limited file format that is not suitable for use in prepress. It
is a file extension for Bitmap file.

© GIF: Graphic Interchange Format mainly used for internet graphics.

© JPEG: Joint Photographic Experts Group which is used for internet
graphics, photos, etc.

© TIFF: Tag Image File Format a popular and versatile bitmap file
format.

© PNG: Portable Network Graphics.

7.4 Areas of graphics use

Graphics are visual elements often used to point readers and viewers
to particular information. They are also used to supplement text in an
effort to aid readers in their understanding of a particular concept or
make the concept more clear or interesting.

© Entertainment: Animated pictures, audio — videos, and TV shows,
Computer games.

© Advertisement: Graphics are among the primary ways of advertising
the sale of goods or service e.g. creating logos.
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© Bookillustrations: To produce illustrations which summarise various
kinds of data. E.g. it is used to illustrate themes and concepts such
as human anatomy in Biology and diagrams in mathematics.

© Magazines: Magazines contain graphic materials in abundance to
attract readers.

© Education: As learning and teaching aid.

© Computing designing computer games, web sites.

7.5 Graphics software

Graphics software are better at creating and manipulating bitmaps or
vector graphics.

7.5.1 Bitmap/Raster graphics software
This software includes Microsoft Paint and Adobe Photoshop.

Microsoft Paint

A paint program is a software graphics program that allows the user to
draw or paint bitmapped images on a computer.

Adobe Photoshop

This is a professional software used in photography, design and
video editing. It is a program that can edit images of any type. It was
developed by Adobe systems. Photoshop is mainly a raster graphics
editor. Photoshop is used in a similar way as Paint but in a more
professional style. More information about Adobe is provided at the
end of the unit.

Vector graphics software
Vector graphics software commonly used include: Adobe Illustrator,
Adobe FreeHand, CorelDraw, Paintshop Pro.

7.5.2 Microsoft Paint

Windows operating system comes with a basic, easy-to-use image
creation program called Microsoft Paint which is a basic raster
graphics program capable of creating, opening, and basic editing of
image files, including BMP, JPG, GIF, and PNG. The default bitmap file
type for Paint is BMP.
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Launch MS Paint program on your computer
Follow these steps to open Ms Paint:
e (Click the start button, all programs.

e From windows accessories, choose Paint.
The following window appears.

++ 498, 125px

o — < > Quttine - | = [ ) )
soa NS e gmmgmmmmmmmg
e PSR T & AEOOO > SR 5 R Sl I
<= Canvas

10 768 x 480px 100% © (] @

Picture 7.1: Microsoft paint at start (Showing white canvas)

Understand the canvas

When Paint launches, you'll see a white “canvas” appear on the screen.
Imagine this canvas as a piece of paper for you to draw or write on.
You can adjust the size of the canvas before you start creating your
masterpiece.
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7.6 Basic graphic elements (with MS
Paint)

| Pencil || Text| ‘ Brush Options ‘

@l =) (% = | Untitled - Paint _ 0 XJ
Home View 2
I‘_’I X dow  Fo X g NvOO 7 ouiner | = D [(HNEEE EEEN I
} [ Resize OLAN - &Fi — DDDF TDD !
Paste Select | r /f(‘\ Brushes & D= Siz Color | Color Edit
v ~ | “hRotate " - Qk o 1 2 ﬂﬂﬂ‘ ”_”T colors
Clipboard Image Toc w Shapes Colors
A
Select Magnify Fil
Options ‘ ! Line/Brush size
Colour Options
picker ‘
_— Outline
- Options
5 Lines and P
o
° shapes
(9]
T
o
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X
v
[}
[24]
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t 12} 255 % 296p 10 614 % 460px 100% (=) ] ®

Picture 7.2: MS Paint with its Ribbons showing graphics elements

7.6.1 Line and curve tools

Using the already open paint program, you are going to locate and use
the following tools;

Line

e C(Click the Straight Line tool, then choose a colour
from the palette.
Click anywhere in your canvas.
While holding down the mouse button, drag the
mouse away in any direction.

e Release the button when the line is as long as you
want it to be.

Curved line

e (Click the Curve icon (a squiggly line).

e Draw a line as you would with the straight line
tool.

e When you lift your finger from the mouse button,
click somewhere on the line and drag it in any

Picture 7.3 (a): Part of direction. . .
MS Paint showing line e The straight line you drew will curve in that

direction.
and curve tools

|Brushes L
o B | (O
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7.6.2 Paintbrush tool

\NvOaOoLA -
NOOOD AN -
O¢ﬁ$@©©-

Picture 7.3 (b): Paint brush tool
highlighted

7.6.3 Pencil tool

1 Crop

& Resize

Picture 7.3 (c): Pencil tool highlighted

7.6.4 Spray can

=N\ O OOD A0
- B4 AFOOO-

Picture 7.3 (d): Airbrush highlighted

The Paintbrush is more versatile than
the Pencil, as you can choose different
brush “tips” for more unique lines.

e Click the down-arrow beneath
“Brushes” and

e (Choose one of the brush tips.
You can adjust the size of each brush
tip by clicking the “Size” icon.

The pencil is a freehand drawing tool,
much like an actual pencil. The width
of the line can be adjusted by clicking
the Size menu and selecting a different
line width.

e To draw, simply press the mouse
button as you move the mouse on
the canvas.

This tool works similarly to the
Paintbrush tool, but the look is more in
line with that of spraycan paint. This
tool is located in the “Brushes” menu.

e C(lick the icon that looks like a can
of spray paint.

e Draw as you would do with the
pencil or brush tools.
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7.6.5 Shapes (circles, ovals, squares, rectangles, etc. )

1

\N@DDEA [/ Outline *
SINCOOD QO | K
G4 nx000

[
Shapes

Picture 7.3 (e): Shapes
that can be drawn in MS
Paint

7.6.6 Fill too

Select any shape from the toolbar to draw that
shape. Once you've chosen a shape, you'll notice
some options for the shape’s appearance.

Click the “Outline” and “Fill” menus to view
your options.

Select your preferred outline and fill options,
then click the canvas where you'd like to place
your shape.

Hold down the mouse button as you drag the
cursor to enlarge the shape. Let go of the mouse
button when you reach the desired shape size.
If you choose a shape with an outline, the colour
of the outline will be the current foreground
colour. If your shape has a solid filling, the fill
colour will be the background colour.

Brushes

Picture 7.3 (f): Fill tool
button-highlighted

Also known as the “Paint Bucket,” the Fill tool will
paint an entire defined area with a single colour.

Click the icon that looks like a spilling paint
bucket, then choose a colour from the palette.
Now, click the canvas to fill it with the colour
you selected.

The Fill tool will fill the space between all
closed lines. Create a square or circle with the
shape tool in one colour, then use the Fill tool
to change their inside colour.

\

Use an ellipse tool to create a basketball with a suitable background.
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7.6.7 Ellipse tool

To get a round shape that has a black outline and an orange interior,

use the following steps:

Step 1: Choose the Ellipse tool.

Step 2: In the Fill options area, choose V¥ then select Solid colour.
This will set foreground colour for the outside, and set
background colour for the inside.

Step 3: Click the foreground Colour box, and then click black to set
the foreground colour.

Step 4: Click the background Colour box, and then click orange to set
the background colour.

Step 5: Click and hold the left mouse button and drag the mouse to
form the oval.

72O A (g NvoOooma - Fouine-
S Eaes iy B@ NS OOD Q0| Lrn s_ I:‘ l:‘
otate~ | & & & | Brushes 40000 ize alot | Color

Taols Shapes

r 00 PR e 1 00 PR e 0|

S0 P

Picture 7.4: Circle shape drawn and filled with colour

Tip: To make it perfectly round, hold down the Shift key as you drag
the mouse.

Step 6: Use line tool.
e Now choose the Line tool,

e Thensetsize, and draw the vertical /horizontal lines, by dragging
the mouse.
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“ Home View
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Picture 7.5: Lines are drawn in circle to make 4 quarters

Tip: To make the lines perfectly straight, hold down the Shift key
as you drag.

Step 7: Curve tool.

e Now, choose the Curve tool.

e Draw a straight line to the left of your vertical line.

e Click in the middle of the new line and drag it toward the vertical
line to curve it.

IMPORTANT: To lock in the new shape, click on some other tool,
like the selection tool.

e Now, choose the Curve tool again.

e Draw a straight line to the right of your vertical line.

s |

300

Picture 7.6: Curve lines are added to the circle, left and right
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Step 8: Fill tool.
e Now, go ahead and fill the white canvas with a different colour.
e The Fill with colour tool will flood a connected area with the

colour you choose.
e The final product should look something like this:

Home View
Ij ¥at == oo A Q \wOOQg
Copy " &JResize N € @8>
P % cirome QG 4wz O
Clipboard Image Toals
e O 00 R R S
51
B
B
2

Picture 7.7: A background is added using Fill with colour tool

Step 9: Save your work.

e From File menu, choose Save as.
e From a dialog box, choose BMP picture.

Paint e o -
Save as [/ Outline
m ] PNG picture -~ | £ Fill
Save a photo or drawing with high quality

and use it on your computer or on the web.

—-—] JPEG picture
(B Save a photo with good quality and use it

on your computer, in e-mail, or on the web.

. ﬁﬁ BMP picture
;I-k‘ Save any kind of picture with high quality

and use it on your computer.

» GIF picture
v\ . — .
41 Save a simple drawing with lower quality

Picture 7.8: Saving MS Paint file

I‘ ‘ ‘ |
1

e (Choose the location where you want to save.

e Type the name you wish to use (ball) make sure it will be saved
as a 24 bit Bitmap - this will add .bmp to the filename for
example: ball.bmp. We shall use this file later on.
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7.7 Graphic features

In order to use graphics features well, you should learn to select images
or parts of the image to be affected/changed by the graphic feature.
To select is to choose an option from two or more available options.
Practice selecting image parts you may need to cut, copy or fill with
colour.

7.7.1 Selection tools

There are two different tools you can use to select parts of your image:
© Rectangular Selection (a dotted outline of a rectangle).
© Freeform Selection (a dotted outline of oval shape).

Free-form selection allows you to draw your own freehand selection
line around an image, while the rectangular selection tool lets you
draw a rectangle around an image.

Steps to select an image
Step 1: Click the arrow beneath the “Select” button.

Step 2: Choose “Rectangular” or “Freeform.” See picture 7.9(a).

"=
Paste Select

Clipboard Selection shapes

i Rectangular selection

i | Eree-form selection

Picture 7.9(a): Selection tools

Step 3: To use either tool selected, start by clicking at the top left
corner of your image, then hold down the mouse button
as you trace your way around the image. Then release the
mouse.

7.7.2 Copy and paste (a selected image)

Follow the steps given below to copy your image:

Step 1: Select Image and make sure the image is highlighted with
dotted rectangle.

Step 2: Copy the selected area by pressing Ctrl+C or click Copy
command from the Home tab.
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Step 3: Paste the image using Ctrl+V or Paste command on the
Home tab.

Note: You can paste the copied selection in the same file in Paint
or in other compatible programs, like Microsoft Word or Microsoft
PowerPoint.

If the image you want to copy has a background colour that you
don’t want to be a part of your selection, then:

© Check “Transparent Selection” in the Select menu.

© And to disable this later, click back to the top selection icon.

Let us draw an image of a basketball net as shown below. By so doing
we are to learn the following tools; copy and paste, move, resize, flip,
skew, rotate, cutout, trim. These actions are repeated in this unit for
purposes of learning more about paint in respective sections.

Paste " Select < (. Brushes Pty Size olor | Color
= < “h Rotate ~ 4 b - Q¢ﬁ$@ﬁ‘—“y.) - - 2

Cut 1 H Crop 7] ey SN/ OO0 A A+ | [ Outline —
D Cop: £ Resize ’\/ A i‘b’“j B <> oy I::IE> <:| ﬁ - | K Fill — D
1

Picture 7.9(b): Image of a basketball net drawn
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Copy and paste

Follow steps 1 to 3 in section 7.7.2 to copy and paste the image.
The results may appear as shown in picture 7.9(c).

View
y e . i [N\n/OO|-| 7 outine- | T2
1% Bea g =
m Pt @ ) s"@' C]EIAB ~| & Fill | siccesinsa |:|
Past Select | P (}  EBrush _ Si Col Col
avs e eve T A7 /'0 A rui €5 OGOE> = I,ZE o1or ozor
Clipboard Image Tools Shapes

When you copy and paste an image,
copies are pasted in this position
(upper left hand corner)

Picture 7.9(c):

An image has been copied and pasted in Paint

7.7.3 To move an image

Step 1:
Step 2:

Select the image to be moved.

Click on the selection and drag to a new position. See
picture 7.9(d), the pasted copy has been moved to lower
left corner.
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ERE= By ] = | Untitled - Paint

Haome View
B2E* soa g Nvoo)wou = [
Past Slct = Q  Brush QLA & Si Col
aste ele ¢ ) rushes _ Size olar
: la- €] 50000 1
Clipboard Image Tools Shapes

Picture 7.9(d): The pasted copy of the original image has been moved to the lower
left corner of the canvas

7.7.4 To resize an image

We are going to use original image and we resize it manually.
Use the following steps to resize an image:
Step 1: Select the image

Step 2: Click in any of the selection boxes and drag inwards (to
reduce size) or drag outwards (to enlarge its size). See
picture 7.9(e).
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o W= s @S =
[ sA KM Ve —
= | ..... _..;nﬂ-lit o 1‘ I:‘E.":ﬁ[\_\ T e
Faste Seleal ¥ * [ Brushes o ] Calos
¥ ol o hotste - | ¥ 5 e OOODF 1

[

‘ Selection boxes ‘

Picture 7.9(e): Original image has been resized manually

Note: You can also resize the image using the resize tool in the
image group. This is covered later on in this unit.

7.7.5 To flip an image

Flipping an image is to change its direction. Use the following steps
to flip an image:

Step 1: Select the image to be flipped.
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Step 2: In the Image group click Rotate tool and then select Flip
vertical or Flip horizontal. See picture 7.9(f), how the
resized image is flipped horizontally.

Home WView

EI £ I Zcoe |, & Ao ([N OO[-| 7 outine- |
Ee] £ Resize ) OE AN - £ Fil
Paste Select 1 Brushes _ Size
- - "k Rotate = 4_57/'(.\ > Oﬁf_jw v
Clipboard | “k Rotate right 90° Shapes
47 Rotate left 90°
JK Rotate 180°
Select Flip vertical
- v
im | . .
age (1) ik Flip horizontal < | Selecta flipping option (2) ‘

1
1
1
1
1
1
1
|
u]

| An image flipped
horizontally

Picture 7.9(f): The resized image has been flipped horizontally

7.7.6 To rotate the image
Steps: Repeat steps 1 and 2 of part (d) above but instead of
selecting a flipping option, select a rotate option e.g.
Rotate right 90°. This task is repeated in other activities

later in this book.



Introduction to Computer graphics

m d\‘é ._. Crop V 6:/ A {;q"'] ~n DO 7 Outline —_—
st ] . . |
Paste Select e f ) Brushes DE‘AB ME b Size
o o "k Rotate ~ L4 b - < O O 2= =)
Clipboard Il “h Rotate right 90° Shapes

42 Rotate left 90°
JK | Rotate 180°
- Flip vertical | ------- O---------- o

h  Flip horizontal

! | An image rotated
8 4 right at angle 90°

Picture 7.9(g): The selected image is rotated right at angle 90°

7.7.7 To skew an image
Step 1: Select an image.
Step 2: Click Resize tool in the Image group.
Step 3: In the Resize and Skew dialog box, use section down for

skew and type in Degrees for skewing the image.
7.7.8 Cut-out or trim an image

Step 1: Select a part of the image you want to cut-out or trim.
Step 2: Press delete key on keyboard.

a) Draw the shape of a heart and fill it with red colour.

b) Move the shape to the left side on the page.

c) Copy and paste any half of the shape and move the pasted copy
on the right side of the page.
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d) Type a Green bold text of font size 26 in the pasted copy as
“Divided heart” and “One Heart” text in the original image.

e) Erase a small part of the original shape that you want.

f)  Apply a suitable background to the shapes and save your file
as ‘Our Hearts'.

Follow the steps given below to perform this activity

> Open MS Paint.

Pick the Heart shape and draw it in an appropriate size. Use

rectangular selection and move the shape towards the left margin.

Select Red colour from the Colours group — Home group or colour

palette.

Select Fill with colour button from Tools group — Home tab.

© Use Rectangular Selection option on Select menu and draw a
rectangle covering half of the heart.

© On the Home tab, click Copy.

© Click Paste button.

© Click the pasted copy and drag to a new position you want towards
the right margin.

© Click on the text button and draw a textbox over the pasted copy

and type your text. Repeat the same action and type text in the

original image as required.

Pick Eraser tool and remove any small part of the original heart.

Pick green colour and select Fill with colour button. Then click any

part outside the shapes.

Save your file with a name. (See results of this activity in picture

7.12).

7.7.9 Add text
To add text, follow the steps given below:

M

N {\0)

© o

)
©

© Select the Text tool, which is signified by the letter “A,” then,
© Double-click somewhere on the canvas to start typing.

/7 S[A]
#2Q 5

Tools

Picture 7.10: Add text button highlighted
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© Make sure the text in the textbox is exactly the way you want it
before switching to another tool (you will be unable to edit text after
closing the textbox).

© To increase the textbox size (which will give you more room to
type). Hold the mouse over one of the square corners until the
cursor turns to an arrow, then drag the box to a larger size.

© Choose a font face and size from the top of the screen and begin
typing.

© To change the colour, size or face of the text after you type, highlight
the text, then choose the new colour, size, etc. When you are typing,
click somewhere outside of the textbox to leave the tool.

&l i = = | Text Tools  Untitled - Paint
Home View Text
C {Aj
for [ ] e ([ | WM
Copy 1A Transparent
11 « B 7 U gbe Color | Color
1
Clipboard Font Background
I;T fffffffffffffffffffffffffff Q
' '
' '
' '
=] =]
7 0
'
'

———————————————————————————————

Picture 7.11: Add Text tool used to draw a Textbox as shown

7.7.10 To erase something you have drawn with Eraser
tool
Follow the steps given below;
© Click the Eraser icon (see picture 7.12(a))
© Drag over the area you would like to disappear several times until
it disappears.

Note: Like other tools, you can adjust the width of the eraser
with the Size menu.
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7BlA NVOOOA[-| Zoutine | = DDDDDDDDDD
Oac Hoc /82 @ (vgess v = ML REEES Saaa @
~ A # 7R GGG - "y | nnnasassf

Clipboard Image Tools Shapes Colors

& =] 10 1024 x 768px Size: 11.6K8 0% B @,

Picture 7.12(a): Paint window showing possible results of Activity 3

7.7.11 Vector Graphics

To create and edit or reshape vector graphics suitably requires you
to use a vector graphics software such as Adobe lllustrator, Adobe
Freehand or CorelDraw. You can also introduce a Raster graphic into
a vector graphics software and edit by converting it to vector graphic.
For our case we use Adobe Illustrator. With Adobe Illustrator, you can
design logos, T-shirt design, posters and flyers as vector graphics.

a) Using Adobe lllustrator, create the following vector graphics or
shapes as they appear and save the project as Better shapes.
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b) Reshape or edit the graphics drawn in (a) above to appear as
shown below.

|

Follow the steps given below to perform this activity.

Step 1: Open Adobe lllustrator, a vector graphics software. The
window for Adobe Illustrator appears below.

Click on New
to create a new
document

Hew, CirlsN
Hew from Template... Shilits Ctrl+ N
Open... Cirls O
Open Recent Files ¥
Biowie in BEndge... Al el

LI TE N TE R 4

Picture 7.12 (b): Adobe lllustrator (CS6 version) window appears black
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Step 2: Click on File menu and select ‘New’ button to get a new
document dialog box (shown below). Name your file as My

Shapes.

Mew Document

Mame: _T)’Pe in file
name (1)

Profile:

Number of Artboards:
You can

take
options
Points here as
. = you wish
Height: Orientation: [7y EA .
or ignore
Bottom = this
Bleed: E : i
- (optional)

Size:

Width: TR

» Advanced

Click OK
to open the
Ifile as shown

Templates... 0K Cancel below (2)

Color Mode:( , PPI:300, Align to Pixel Grid:No

Picture 7.12 (c): New document dialog box

Edit Object

. [ RGE

My Shapes @ (CMYK/Preview) olor d v
- . = 1—] Select colour
Direct Selection Tool f ———
or drawn shape
Type tool
7P Select colour from

CMYK spectrum

Rectangle
tool

Gradient tool

Zoom tool
Colour button

Picture7.12 (d): New blank file in Adobe Illustrator

Step 3: Start creating the shapes using various tools
To create the square: click the Rectangle Tool on the toolbox
and then drag in the white background to draw the square.
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To draw other shapes, click on white graphic near the
rectangle tool to display other shape tools. Then click on the
ellipse tool to draw the circle/oval shape and afterwards click
on the rounded rectangle tool to draw the rounded rectangle.

‘ Select alternative colour for your shape ‘

File Edit

Path - -

kiwani* @ CMYK/Preview) x

Selection Tool (V)

®' Flare Tool

Other shape tools

Picture 7.12 (e): lllustrator window showing newly created shapes

Step 4: Fill the square with green; the circle with gradient fill and
rounded rectangle with brown colour and increase on its
shape outline.

To fill green colour in the square, select the square using the
selection tool, click where there is green colour on the CMYK
spectrum on the right of the window (or from alternative
colour button on toolbar).

To fill gradient in the circle/oval, select the circle and then
click on the gradient button.

To fill the rounded rectangle with brown colour, select it first,
then click on the alternative colour button on the toolbar.




Information and Communication Technology (ICT) for Rwanda Schools Learner’s Book 3

Increase the outline of the rectangle by increasing points in
the shape outline size.

‘ Alternative line colour ‘

File Edit Object Type <ziect ffect View Window Help Br El?

Mo Selection v LAl * S pt. Round -

(=] Alternative
[ c=35m=60 v colour

o

Increase shape outline
size (for rounded
rectangle)

Paintbrush tool

Blob brush tool

Selected colour

Picture 7.12 (f): lllustrator window showing shapes that have been formatted

b) To reshape or edit the graphics

Step 1: To reshape or edit the square: Select the square, click on
Effect menu and on the menu click Distort & Transform and
then select the zig zag... effect. In the Zig Zag dialog box,
adjust the size to be 12 pts and ridges to be 5. Then click
OK.
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Apply Zig Zag ShifteCirl+ E

Zig Zag... Alt+Shift+ Cirl= E

Docurment Raster Effects Settings...
an 3
Convert to Shape ¥
Crop Masks

Fres Dt
o : Puck
Pathfinder " ucker & Bloat—
Rasterize_. Roughen...
Hyfae k T
SV Filters . R
Warp » Tiweak...
Twist.. /

Effect Gallery... Zig Zag...
Astistic | E—
Blliss ®

Picture: 7.12 (g): Effect menu
showing Distort and Transform effect

ZigZag

Qptions

Relative + Absolute

Ridges per segment:

Points

Smooth = Comner

Cancel

Picture 7.12 (h): Zig Zag dialog box

To insert text in the square; select Type Tool on the toolbox
and draw a box in shape where you can type text. Type in the

text in the shape. Ch

ange font size to 24pt, Book Antiqua;

using the Character button on the upper toolbar. See picture
7.12().

English: USA -

Picture 7.12 (i): Character options

| Character button

Character options

-~

To change text colour, select typed text and click on red
colour from the CMYK spectrum colours on the right of the
window or using alternative option on the upper toolbar.
Lastly click the center button on the upper toolbar.
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Center button

View Window Help

—— oo

The new

Square CMYK Spectrum
o Gradient

= b |
§ - 7= v

e

m =

Selected text =

Picture 7.12 (j): Edited or reshaped square graphic

Step 2: To edit circle oval; select it and on the effect menu click
Texture and then Traquelure. See picture 7.12 (k). In the
Traquelure dialog box that displays, (you can adjust the crack
spacing depth and brightness as you like), click OK. Select
radial gradient on the right.

e~

Image Trace hd

Apply Craquelure Shift+Ctrl+E
Craguelure... Alt+Shift+ Ctrl+E

Document Raster Effects Settings...

Tllustrator Effects
3D |
Lonver 10 Shaps Select radial
Crop Marks
Distort & Transform gradient
Path
Pathfinder
Rasterize...
Stylize
SVG Filters
Warp

Photoshop Effects
Effect Gallery...

Arienc Selected
Blur .
Brush Strokes ! graph IC

Distort

Pixelate

Sketch

Stylize
Craquelure...

Vid
o Grain...

I G

Picture 7.12 (k): Adobe lllustrator window showing how to access texture effects
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The Traquelure dialog is shown below

Craquelure (100%)

« | | b 22 artisic < G L3 J
I [ Brush Strokes [ Cancel ]
b (3 pistort Ad
ust
b (3 sketch [crouchre 7| hJ
:gil:\:. Crack Spacing EN these
= — \| options as
E Crack Depth 6 i
: . % you wish
Mosaic Tikes. 9
Crack Brightness 9 i
; = and click
=== N == oK
Pmchwok SminedGlas | Teauizer

Picture 7.12 (I): Traquelure dialog box

Step 3: To reshape the rounded rectangle, select it and click Effects
menu. On the menu, click Warp and select Shell lower in the

sub menu.

Window

Help
Shift+ Ctrl+E
Alt+Shift+Ctri+E

Apply Craquelure

Craquelure...

Document Raster Effects Settings...

Tllustrator Effects
3D
Convert to Shape
Crop Marks
Distort & Transform
Path
Pathfinder
Rasterize...
Stylize
SV Filters |
Photoshop Effects
Effect Gallery...
Artistic
Blur
Brush Strokes
Distort
Pixelate
Sketch

Arc...

Arc Lower...
Arc Upper...
Arch...
Bulge...

v v wrowow

Shell Lower...
Shell Upper...

Picture 7.12 (m): Effect menu displaying Warp effects
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To add special fill effects, click Pixelate on the effects menu
and then select Mezzotint.

Mezzotint

Apply Craquelure Shift+ Ctrl+E
Craquelure... Alt+Shift+ Ctrl+E

Document Raster Effects Settings...

Cancel

it}

Hlustrator Effects

30 3
Convert to Shape 3
Crop Marks

Distort & Transform 3
Path 3
Pathfinder »
Rasterize...

Stylize 3
SVG Filters 3
Warp 3

Photoshop Effects
Effect Gallery...
Artistic
Blur
Brush Strokes
Distort

:]‘::] 100‘% ' ' 5 Picka

different
Color Halftone... Type Fine Dots Vb- .
Crystallize... Optlon and
Mezzofint.. click OK

Pointillize...

Sketch
Stylize
Texture
Video

Picture 7.12 (n): Mezzotint dialog Picture 7.12 (0): Location of Pixelate
box effects on the menu

To add text to the rounded rectangle, repeat as done in step
1 above.

The suggested answers for the activity are shown in picture
below.

Hep [ WEv
N - Ml —— vriom Bl = ot round [

kiwani

; Gradient
» -

L

Picture 7.12 (p): Adobe Illustrator window showing edited/reshaped graphics
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Saving a project

Click on File menu and select Save As. The lllustrator options dialog
box displays as shown below. Click OK. The Save dialog box displays.
Type in the file name and click on ‘Save’ button.

Tllustrator Options

:| Tustrato

rcent of char

~ Create PDF Compatible File

C Profiles

with appropriate bits will be embedded.

Cancel

Picture 7.12 (q): The lllustrator options dialog box

H save As
Savein @ Documents - @ ? ® E-
= Name = Date modified Type
=il || Adobe 2/23/2017 310 PM  File folder
Recent Places || Custom Office Templates 2/14/2017 318 PM  File folder
1 ! Fax 6/21/2017 10:22 AM  File folder
| || Scanned Documents 6/21/2017 10:28 AM  File folder
Desktop . Updaters 2/11/2017 1:46 PM  File folder
M?J
Libraries
e
Computer
.
@
e Type in file
|| name and
/ click Save
< 1 "t | C
File name: Better shapes| 7 -
Saveastype: | Adobe llustrator (Al -] [ cancel |
Use dboards @) Al Range: |1

Picture 7.12 (r): The Save as dialog box in lllustrator
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7.7.12 Manipulate nodes and control points

These are the selection boxes and circles that appear when you select
an image for reshaping. Point on one of the node or point until the
pointer changes shape of double pointed arrow. Then click and drag
inwards or outwards to reduce size or enlarge its size respectively.

View

;Crop /A g Ifi Nn/OOOAA

""""" £ Resize B NS OOD At~
SEIvECt "k Rotate - L4 f (_I\ Bruihes G <+ 1{\( )i:( DDQ & "
Image Toaols Shapes
Selected Selected image in
| image in Adobe lllustrator
Paint

~~_| Selection boxes. Pointing
to one of the box makes

the pointer to be double

/ pointed arrow like this

onej .

Picture 7.12 (s): Selected image showing selection boxes around it

7.8 Graphics formatting

\

a) Create a new Paint file and draw a star object (another object
of your choice).

b) Fill the object outline to colour red and fill colour to green (or
light green).

c) Insert text as “Star” in the Star shape. Adjust the font size to a
suitable size.

d) Save the file as ‘Green star’.
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Follow the guidelines given below

7.8.1 Colours for the outlines and fill of objects

o

© Select a pencil or a shape to use.
© Click the Outline button from Shapes, select the option you want
eg. (no fill, marker, crayon,..).
© click the desired colour.
© Drag the mouse to draw the object, then resize the object.
‘ Red colour selected L

Hame | View Fom N\
Qi D15 cen G yomsasige = WU DA D5 /ox @ 333558 1o E
aste " seea mm;ev & 7Q muns G IRE OO0 s |Golor | Gof pate " sele reter | @ A QB (B ERS OO0 size
ﬁ\;mm [100 o 200 — 300 400 ShaPT [s00 [s00 [ \jmmm [100 = [200 L 500 [a00 \mw [s00 [s00
& YA P

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

Picture 7.13: Star shape drawn with black outline (a) and the outline colour is
changed to red (b)

7.8.2 Create shading and fill objects with patterns and
textures

© Click on Fill With colour tool, then choose the desired colour.
© Click inside the object.

Home View

& cut | Y H Crop : [~ SNAOOOMAA-| 7 outiine
D Copy == LJResize 4 A:& ANCOOD Q|- £&Fi
Pavste Selvect "\ Rotate - Q f (& Bruihes O - 5:7 )c( DDQ b
Clipboard Image Tools Shapes
o nererin nuren e narmrat o e ntrendn o e s a0 | . [s0
=3

o
| T T

el
5 0

Picture 7.14: Star shape is filled with green colour
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© Fonts as part of the graphic design.

Home View | Text

B 1% o | Eol [T MEEEE_EE
L L Copy {Ad Transparent —“i”_
Paste 28 - i @# C01Ior Cozlor ”—”

Clipboard Font Background Colors

o 100 | 200 300 400 500

T L=
T M

al
i ied SN )

3

Picture 7.15: A Textbox is drawn inside the shape. Text is typed in the textbox

7.9 Edit image

To edit image means to make changes that make an object more
meaningful. You can edit a newly created image or an existing image.

© Opening an image file

Paint can open up many different image types, including *.bmp, .gif,
.jpg/.jpeg, .tif/.tiff, and .png. To open a file in Paint,

© Click “File,” then “Open.”

© Navigate to the folder where your image file is stored and click

“Open.”

a) Open Microsoft Paint and add an image of a bird from your
computer or from Internet (you may also opt to use any other
image you already have).

b) Crop part of the image and save it as ‘cropped’.

c) Resize the image by 150% horizontally and vertically.

d) Rotate the original image by ‘Flip Horizontally’.

e) Using rotated image, zoom into the eye of the bird. Afterwards
you can zoom out.
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7.9.1 Crop an image
With an image open in Paint,
e C(lick the “Select” tool at the top of the screen.
e Highlight the area you want to crop by clicking and dragging
with the cursor. Everything inside the dotted lines is your new
image, that you can save or transfer to another location in the

document.
“ Home  View
0@ - o =|
Paste Select | y Brushes Shapes Color
- - A~ » - - 1

Selected part of
the image

e 12} -3 % -2px 10 385 x 330px
Picture 7.16: Select tool used to mark part of the image to be cropped

e Click “Crop”.

“ Hame i
u F * B i ‘t
D d Besige t‘r
Paate Select | . EBaushees
- - k Eolate - g -

Picture 7.17: Cropped picture
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e You will remain only with the selected part.

7.9.2 Resize an image

e C(lick “Image,” then select “Resize”.
e Type a new size (in pixels, or by percent, as you did when
creating the canvas) to increase or decrease the image size.

“ Home
" =1 ’ nt
O el o, SRA K
o Resge
Faste Sedect —4

» Brushes
%A Rotate = v bt = 1

Resize and Shew x
Resze
By @Pecentsgd (O Pasls
P
Hortzontak 00
J: Verticak 100

[ pdsintain wipect estio .
4= Resize and Skew

Skew [Degrees)

P dialog box
27 Hgaontak |0
): Vgrtical "]
s
e

Picture 7.18: Changing size of the image using percentage resize

7.9.3 Rotate an image

To flip an image upside down (or some other direction), use the Flip
and Rotate tools.

e On the toolbar, click “Rotate” and choose a direction in the

menu.
e —— 1 ¥ ; T
e A
p ! £ Resize i ; " Oy
it iﬂ;r:t =) Rotate F * - Eru:hn r o

Picture 7.19: Rotated image
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7.9.4 Magnify an area of a picture/Zoom

Click the magnifying glass icon to enable the Zoom tool.

To zoom in, click anywhere on your image with the left mouse
button.

To zoom out, click with the right mouse button.

Alternatively,

Use the keyboard shortcuts Ctrl+ PgUp to zoom in and
Ctrl+ PgDn to zoom out.

7.9.5 Stretch or skew an image
You can distort an image with the “skew” feature.

Click “Image,” then select “Resize/Skew”.

To stretch/distort the image by degree, type a number (in
degrees) in the boxes marked “horizontal” and “vertical”, in the
Resize and Skew dialog box.

Given that you earlier used a different image like this in 7.20
(a) below, you would skew it by 20 degrees and it changes as
shown in 7.20(b).

B | D@ = | tiger- Paint
Home View

1 Cre /A 4 N/ OO &A-| B outine
& s air NOOOD A - sFi
(= M5~ BEoa kg SvoTozaL]) ™ v #4Q " BLRESOO:
Copy L] Resize . B O ) Q DA Clipboarc Image Tools Shapes
Pa'ste Se\'e:t P (} /# (\\ Bruihes G & }i}{ﬁ@@ﬂ =

Clipboard Image

Tools Shapes

Picture 7.20: (a) Before Skew, (b) After Skew

7.9.6 Changing pixels

If you want to resize the image, and you don't care if it gets a bit
stretched, then:

Select Pixels.

Uncheck the Maintain aspect ratio checkbox.

Enter a width (Horizontal) and a height (Vertical) in Pixels.
Click OK.
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_J] _anor [Body] TT A A
Paste| ] | EH S & - | SAM_0430JPG - Paint
Home View
E” = X | = Crop :
{401 _ &
: | | = | N f f\ﬁ> A Q
2 Resize and Skew = |he

Resize

= By () Percentage (®) Pixels

A +—

= I:l Herizontal: 171
e

Maintain aspect ratio

Picture 7.21: Resizing an image using Resize and Skew dialog box

7.9.7 The Colour Picker
The small eyedropper icon represents the Colour Picker tool.
Click this tool, then

Click somewhere in your drawing. The area you click will now
become the foreground colour for your next tool of choice.

Z & Al (g
7} | | Brushes

Picture 7.22: Eye dropper button highlighted

7.9.8 Change colour

You can edit any of the colours by adjusting their hue, brightness
and other options in the Paint colour mixer.

e C(Click “Edit colours” or “Define Custom Colours” to enter the

colour mixer.
After you have decided on a colour you like, click “Add to
Custom Colours.”
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Add to Custom Colors
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colors

Picture 7.23 (a): Edit Colours dialog box for changing

7.9.9 Brushing Tools
MS Paint has several brushing tools you can

colour combination

use to make your image

artistic in appearance. Below is an image showing collection of all the

brushes in paint.

Brush

/‘ Calligraphy brush | ‘

/F Calligraphy brush 2 ‘

[ Arbruh

Natural pencil

/

Watercolour brush‘

Picture 7.23 (b): MS Paint brushing tools

Crayon
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Here below is a table showing the effect of each of the brushes.

Brush

Oil brush

Water brush

Marker

Natural pencil it ————
Alirbrush SRR
Calligraphy brush 1 P A —
Calligraphy brush 2 e —

Table 7.1: Brushing tools and their drawing effects

\

Note: apply these brush effects on your pictures the way you like.

Editing image

© Open ball.bmp file that you created earlier when saving files.

© Crop the upper part of the ball and paste it at the right of the
entire ball.
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© Use eraser and fill with colour tools to come up to the following

result.
@ == ¢ s bal-Paint
View
[l g 2BA Kd SEOTHZ00 =
Pafte SEI.ECt "k Rotate = #2Q Bruihes SO0 |F -
Clipboard Image Tools Shapes

Picture 7.24: Cropped ball-part pasted on the right and erazed

\

Drawing a flower

1. Open up Microsoft Paint from the Accessories folder in your
Start Menu.

2. Drawing the stem using the wavy line tool, draw a curved and
dark green line of medium-thick thickness in a position like in
the picture. In order to curve the line, draw a straight line and
then click and drag where you want to curve it. You can curve
each line twice.
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e Click Fill with colour tool, choose yellow from colours group.

&f | @ = | Untitled - Paint
Home View
% 7 Crop P >/ \OB [7 Outline -  —— D E‘
D 7oA Q DE&B“F'” —D

] Resize - l:‘
1 Brush — Si I Col
“\ Rotate - r . Q ruf s OOOD - |fe o1or ozor l:”:

Clipboard Image Tools Shapes

Paste Select

o

Picture 7.25: Green curved line drawn as stem

3. Choose the circle tool with a light yellow outline and a light
yellow fill to draw a petal.
e (Choose circle, then from outline choose mark then you click
light yellow.
e Make an appropriately sized oval in the top left corner.
e Then fill the circle.

@l | B 9 ¢ = | Unlitled - Paint [ Circle
V4 A & N/ OO [# Outline

Home View
=

L £ Resize OLAN - & Fil
Paste Select

o = “A Rotate = g/‘(" Bruihes OOOQ’

Clipboard Image Tools Shapes

Picture 7.26: Oval shaped circle, filled with yellow colour is added as the petal
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4. Select the petal, copy it and then paste in another petal.

@ I 9 @ = | Unitied Pain:
Home | view Select tool
& E Crop e rd S~ OO-| [ ouiine- =
£ Resize b DEIAB - B Fil ? E

;W@ Blac | # 78 == 55000
Liipboard Image Toals Shapes
Copybutton | 7 !

Picture 7.27: Duplicate copy of the petal is added using copy and paste tools

5. Drag the petal down to the end of the stem.

@ HD = | Untitled - Paint
Home View
& & Crop i i ,a ./ OO|-| # outiiner | — D
D ;Inesue /'\/{& OaAN - & Fi f—
Pafte e &F7Q Brujhes SODD = Size CaTIor

Clipboard Image Tools Shapes

Picture 7.28: The petals are dragged towards the stem
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6. Re-select the other petal using the box tool and then drag the
petal down to the left side of the stem. Make sure that the
second option is selected on the sidebar under the main tools
as it will make sure not to overlap any of your previous work.

| = ¢ = | Untitled - Paint
Home  View
¥ ~ > A N S—
& crop A >4 |\ /OO 7 cutiine - | =— I:
/ A )
D By & Resize b ) O&AN | e —
. o
Pavste e F7Q Erufhes SOOD = Siz Cn1|
Clipboard Image Tools Shapes
- i i i )
: 8

Picture 7.29: The duplicate petal placed on the left of the stem

7. Hit Ctrl-v to create another petal.

@l | 1 % ¢ = | Untitled - Paint
Home View

& 1| & crop . > A [N QO | [ outtine - | = [
A g a N —
Ij ES) Resize i - C OaAN| - &Fn —
y size
paste e R A Q Brushes SO0D = Size Co1
Clipboard Image Tools Shapes
8

fffffffffffffffffff

Picture 7.30: Another duplicate petal is pasted
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8. Click Rotate, then choose Rotate right 90°.

“ Home View
X - ’ —
& Crop A > ~, # Outline =
D m yrydl /OO -| B =
) £ Resize OAAN - gFi
Paste Select Q) Brushes = Size
= ‘,\Rotate' F2Q i SO0 |F
Clipboard Image Tools Shapes
e nnnanahlo et n Etlannanh 0 [ Bt nruann itk
Pl
d O----o----a
1 I
] I
4 I
] )
] o 4
3 !
Fl I
] G- mO----8
B
B

Picture 7.31: The petal is rotated vertically (Right 90°)

9. Move the petal down onto the flower.

T T I ¥ T
h Home View
& 7 crop / ~ # Outline =
= Rraald L RN P —
Path - ChRotate = #12Q ijhes SOODF o
Clipboard Image Tools Shapes
[N T POV -2 SRR - NNV < SUERUN . I
o

Picture 7.32: The petal is moved to build a flower
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10. Copy and paste the vertical petal, then drag it and draw a
circle and fill light yellow as shown in picture 7.33.

Picture 7.33: The vertical petal is copied, pasted and dragged below the
flowers

11. Use curve line to add small petals and fill with yellow.

Yot [[Fi"en | L pm J NVOOORA - | ouine: | = LI T
B Do /B4 O 0025088 an = LD amER
pese S e [ @ 78T G 4 OO0 = B D000
Clipboard Image Tools Shapes Colors
0 |100 200 300 [400 | [s00 |e00 |700 |200
(=]
5]
&
&1
[
(81

Picture 7.34: Well drawn flower
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12. Starting at the base of the stem, draw the leaves on both

sides.
e Use a pencil to draw leaves and fill them with green colour.
E Home View : —

Wi DIz |omalkd Do3Eczamzem = D MEEEEE
Pajt! S i ’\Rutatev g } C\ Bruims @¢ﬁ$@@@j Size Cn‘\or Co{m DDDD DD[
| ;“phaw [100 — |200 — |300 400 — 500 [s00 | 700 |:;::‘j
2
E
El
E
El

Picture 7.35: Flower with base drawn as leaves on both sides

13. Use Pencil tool to add in some veins and make the leaves look
more realistic.

Lo |y crop - =2 NV OOOM&A|-| 7 outine EEEEN m
i A
0o Com Bon o w39056s o = ML Sames =
5 dreaee # RS By GO0 I S O
Clipboard Image Taols Shapes Colors
0 100 |200 [, [300 [400 |s00 600 [700 |00
=]
(81
[
[
[
[

Picture 7.36: Pencil is used to add some veins to leaves on flower
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7.9.10 Working with layers in MS Paint

Steps for working with layers in Paint

Step 1: Draw an image (initial sketch) you want using a colour you
do not want to be its final. In our case we are going to draw
a book. Let us use Indigo colour pencil.

Note: Make sure the colour you make your sketch is not the
same colour you want your final drawing to be.

@l | % € = | Untitled - Paint — O %
Home View ~ @
& =8 SO A|KCS /OO« | [ outline - | =— DDDDDDDDDD
D @ s o o2 OmAN - gm- T D Ofsmss sems N
- = oa S E - CO0RF 1 . LI cotors
Colors

Clipboard Image Tools Shapes
S

< >
. 1 0 893 = 637px 0% = [ ] (O]

Picture 7.37: A sketch of a book drawn in MS Paint using indigo colour

Step 2: Select your final line-art colour you want and put it in the
Colour 1 slot, leaving Colour 2 slot with white colour. In our
case let us use red colour. Trace over your sketch using colour
1 slot. Save your file as book. The sketch may appear as
shown in picture 7.38.
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@ ® ¢ 5 | book- Paint
Home View

¥ ~d N OOl 7 outine - = [
] mea = [|=
Past Select & . @) B@h DE‘AB' & Fl Si Col Col [
aste ele | rushes ize olor | Color
- % ¥ 7Q = SOQOD = - 1 z [
Clipboard Image Tools Shapes

Picture 7.38: A sketch of a book redrawn using our favourite colour red by tracing
over original image

Step 3: Put your initial sketch colour(Indigo) in Colour 1 slot, leaving
colour 2 slot white. Click on the Eraser button and then
RIGHT-CLICK while erasing your drawing. This action will
remove the original colour.
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@l | |} ® ¢ = | book- Paint

Home View
(1% soa g Nyoo-zem = [0
-| & Fi
Pa'ste Selvect e f {;-. Bru‘s'hes QGOE>= & Sife Co1|0r Cozlor [

Clipboard Image Tools Shapes

Picture 7.39: An image of a book where the original layer of line-art is erased

Step 4: Repeat step 2 and step 3 to get many different versions of
the book. Save each different version you create and compare
later. You can also fill in colours.

7.9.11 Microsoft Paint 3D

Microsoft Paint 3D is a new application (app) in Windows 10 Creators
Update, designed for working with 3D graphics. It replaces the old
Microsoft Paint program that allows users to sketch objects in 2D. It
is a new version of MS Paint. MS Paint 3D comes with newer versions
Windows 10 and it is meant to make 3D scenes, cartoony 3D objects
much of fun.

You still have the opportunity to use both Paint and Paint 3D on your
computer. You can use Paint 3D to turn photos into 3D models, add
colours and textures to models you make from 3D.
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Starting Paint 3D

Click Start and type paint in the search box. Paint 3D is one of the
items listed, click on it to open. See picture 7.10. Eventually paint 3D
opens with a welcome screen.

M & Filters ~~

Best match

z -ﬁ Paint

g Desktop app

Apps >

B Paint3D pa— Click Paint 3D (2)
Search suggestions >

L paint - Search the web

Type paint on start- search

— | box (1)

P paint /

Picture 7.40: Launching Paint on the Start —search box
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Untitled - Paint 3D

D Welcome to Paint 3D
+

You're invited to play. transform, and
create in all dimensions. Create cutouts
from your images. Get artsy with tools
like stickers. And now, make 3D models
and edit them from all angles.

New

Select one
option here
and then begin
to use
paint 3D

Ready to get started?

~ Show welcome screen

Picture 7.41 (a): The welcome screen for Paint 3D where you can select option to
have a New file, open existing file or paste an object.

Stickers Text Effects ‘ Maximize window ‘

D ext O

s

Expand menu 3D objects M

Tools

Paste

Brushes
e.g. Matte

Tools pane

L Active
colour

Adjust Zoom level here ‘

1=} 100%

+ Gy 4+ Add color /

Picture 7.41 (b): Paint 3D new blank document (untitled)
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Paint 3D interface has the canvas, a flat, 2D digital backdrop for your
scene. The canvass is an empty white background and appears behind
your 3D image. See picture 7.40.

Activity 7.8 (a)

Using MS Paint 3D, create the dog as shown below. Then apply
changes that will make dog A appear as shown by dog B. Use
orange, green and dark grey colour plus a polished metal brush.
Apply a spearmint effect, type the text “My dog is nice” on your
model and save it as my dog.

Dog A Dog B

Use the following steps to perform activity 7.8 (a).

Step 1: Click on 3D objects on toolbar. On the Tools pane, select dog
button and drag in the canvas to draw the dog. See picture
7.41 (c).
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Untitled* - Paint 3D

Select

Click on 3D objects (1) |

=

3D models

28@®
&

3D objects

Click the
| dog (2)

You can draw
90809, shapes and
é display them
3D doodle in 3D
@ & ("“_
" Use Doodle to
150% — =——t{D— + Pl o quickly create a 3D

Picture 7.41 (c): A dog drawn as 3D model
Step 2:

Untitled™ - Paint 3D

=)

3D modal dog

Click Tools on the toolbar and select a desired tool. In this
case will select spray can tool and then select orange colour.
Click on the parts of the dog to fill them. Rotate the dog using
the floating rotate tool and apply orange colour.

Select gray colour and apply on tail, legs and mouth parts.
Select water colour and green colour and apply on neck parts
of the dog. See picture 7.41 (d).

‘ Watercolour tool

B ]| e i
W

Spray

can tool ‘

| using different
colours and
J see the effects

Palished metal o

®©

N
F Selected brush

200% — =—— + Add color

Picture 7.41 (d): A dog covered with new effects
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Step 3: Click on the Effects button on the toolbar and select the
spearmint effect in the tools pane. The results appear as
shown in picture 7.41 (e).

Filter : Spearmint

elelele
I G000
e || DSOS

444~

Picture 7.41 (e): Paint 3D showing spearmint effect on the 3D graphic

Step 4: Type text “My dog is nice”. Select the text tool on the toolbar
and draw a box where you want in the canvas and then type
the desired text.

Step 5: Save your file as a project. Procedure for saving Paint 3D
project:

Click on the Expand menu button and then select Save As.
See picture 7.41 (f).
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Untitled™ - Paint 3D

>
& Insert Filter : Spearmint
= o O0O0O0
— , { Dog is Nice O O O O
& Prnt > O O @
@ Click Save AS (2) O D @
% Settings > Selected effect
Feedback >

Picture 7.41 (f): Accessing the Save options in MS Paint 3D

The complete project in 3D will appear as shown in picture
7.41 (g).

My dog” - Paint 3D

Filter : Spearmint

O00O0
0000
000 @
000

o

200% — =——— it g
Picture 7.41 (g): Completed 3D graphic in paint 3D
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Activity 7.8 (b)

1. Draw the following pictures in Microsoft Paint and save the files
as their names shown.

a) House b) A pumpkin

M omm?
T

2. Imagine and draw a picture of a learner seated attentively in a
classroom lesson using graphics software of your choice.

7.10 Using Photoshop

At the start when you open Photoshop it displays a dark interface as
shown below in picture 7.42.

7.10.1 Create a new Photoshop file
Step 1: When Photoshop opens, click on File menu and select New.

In the new document screen that appears, select a category
of orientation for your document; then type in the file name
in the PRESETS DETAILS pane.

Click OK at the bottom. The new named document will
display with a white background as shown in picture 7.42.

New Document [ ]

| File
name

Elephant

Picture 7.42: New Document screen
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Menu bar

Selected tool

Use the available digital camera and take desired photos as you
master how to use it. Pick a suitable rough photo from your camera
or open an existing rough photo in Photoshop . Edit the photo by :

a) Adjust image size to a suitable size.

b) Reduce the roughness of the background or skin.

c) Apply desired text depending on the image applied in the upper
right hand corner.

d) Crop part of the image and discard the rest. Save changes.

e) Rotate the cropped image by 180 degrees.

Follow procedure below

7.10.2 Open an image

Step 1: Open or Add an image: In a new file select Open on file
menu.

Step 2: Select an image you want. The image | have chosen here
below is an elephant:
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B open 2

New... Crl+N T 5 » ThaPC » Pictures v 8] | SearchPicture »
[spm o W E':‘o Organize »  New folder =~ ™ @

rowse in Bridge... +Ctrl+ e [Sh! 1 -
Open As... AltaShifts Ctrl+ O S O < wlt N
Open 2 Smart Obje“. 0 This PC doctor doctos lephant
B Desiop
Open Recent g 3 Documents |
Close Ctrl+W : :’:’:’Dm w m \_/
usi <)

Close All Alt+Ctrls W T elephant2 elephantd

Close and Go to Bridge... Shift+Ctrl+W B Videos |

Save Ctrl+S % Local Disk (C3 - - \

Save As... ShiftsCtrl+$ AT AN } n

,, & 0 0rve (F)

Check In. L - flowes2 Hoeme

Revert F12 File name: | elephant? v | | ANl Formats

[ image Sequence Open Cancel

Save image with Save As option

Picture 7.44: Save As option
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LI

elephantZjpg @ 100% (RGB/BE) *

Picture 7.45: A new image in a new file

7.10.3 Resize image

Step 3:

Adjust Image Size: Use Image menu and adjust image to the
size you want. Click Image Size on the Image menu

Make other adjustments using Image menu. See picture
7.46.

Note: In case of a mistake you make in using Tools,
press CTRL+Z (Un Do) but if there are several mistakes,
then press ALT+CTR+Z to reverse those actions.
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File Edit Imoge Layer Type Select Filter 3

Mode

Adjustments >

Auto Tone
Auto Contrast
Aute Color

Image Size...
Cafivas Size...
Image Rotation

Shift+Ctrl+L

Alt+Shift+Ctrl+L

Shift+Ctrl+B
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Duplicate...
Apply Image...
Calculations..
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elephant2jpg @ 100% (RGB/16#) *
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Gradient Map...
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gl 00

Shadows/Highlights...
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Desaturate shiftectriet [ TR Draa & Drop Assets
Match Color... > ’ - &)
Replace Color...
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Picture 7.47: Options for adjusting images and making adjustments

7.10.4 Use brushing tools

Step 4: Remove some rough elements on the animal skin. Use the
Spot Healing Brush and Blur Tool. Afterwards apply some
light on parts using Dodge Tool.
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7.10.5 Add text to photo

Step 5: Add text to the upper right hand corner as “African Elephant”.
Use the ‘Horizontal Type Tool’ and draw a textbox in required
position. Type the text. You can format the text using menu
items below the menu bar. The text may appear as shown in
picture 7.48.

File Edit Image e Select Filter 3D View Window Help

Tov | X ([m it I 16pt 4 | Sharp

Spot Healing brush

elephant2,jpg @ 100% (African Elephant, RGB/16#) * *

I

Added text

"
X,
g
<
2
.
2,
o,
6,
.
2,
Ty
I
=,
W,
Q

Picture 7.48: Text is added to image and rough spots removed

7.10.6 Crop an image

Step 5: To Crop an image. Select the Crop Tool from image menu or
from Toolbox and then select part of the picture you want to
crop. You can press the check button on toolbar.
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7.10.7 Rotate an image

Step 6: Using the Image menu, on Image Rotation menu select
180°. You can use a different option.

0@

Pelr-D e UpXbkN%wdUD]

=g
% b

1B

Do x®

Picture 7.49: Cropped and rotated image

Note: Photoshop generates better picture because many actions
are done in a much professional way using advanced tools.
Practice editing images using all the tools available in Photoshop
to build your skill. If you need to draw lines and shapes within your
image, you can use Pen tool.

Keyboard shortcuts

Keyboard shortcuts can greatly increase your productivity. Here are
some of the more common ones:

New Canvas: ctrl+N
Cut: ctri+x

Paste: ctri+v

Copy: ctri+cC

Save: ctri+s

Delete: pe1

Print: ctr1+p

Undo: ctri+z
Highlight All: ctr1+2a
Open: ctr1+o

Redo: ctr1+y
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© Hide Toolbar: ctr1+T
© Open Attributes: ctri+E
© Stretch And Skew: ctri4w

End of Unit 7 Assessment

Multiple choice questions

1. Which of the following will you use to select any irregularly
shaped part of the picture?
A. Free-Form Select B. Select
C. Eraser D. Fill with Colour

2. Which of the following indicates the current foreground and
background colours?

A. Free-Form B. Eraser
C. Colour box D. Select
3. Which of the toolbox is used to erase areas of your picture?
A. Free-Form B. Eraser
C. Magnifier D. Brush

4. Which of the following will you use to fill the entire picture or an
enclosed shape with colour?

A. Airbrush B.  Fill With Colour
C. Pencil D. Colour box

5. To zoom in on a section of your picture, you should use;
A. Magnifier B. Free-Form
C. Brush D. Eraser

6. To select any square or rectangular part of the picture, which
toolbox will you use?
A. Line B. Fill with colour
C. Free-form select D. Select

7. Which of the following is used to set the current foreground or
background colour of a canvas?

A. Airbrush B. Brush
C. Pick colour D. Text

8. A toolbox used to draw thin, free form lines or curves.
A. Pencil B. Airbrush

C. Brush D. Text
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Practical work

1.

3.

Create a simple image using some of the drawing tools in Paint

(Pencil, Brush, Airbrush and Filled shapes).

a)  Selecting and moving part of an image.

b)  Selecting and copying part of an image.

c)  Storing an image in a file Bmp as a large uncompressed
file and Jpg as a smaller compressed file.

d)  Using the image in a Word document.

. Use Paint to create the following effects:

Draw a picture of some people stick figures. Be creative! The
Figure below is an example.

| s

Draw the following

nts

iClimb the biggest!
imountainone  ;
‘step atatimel| !

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

[} Asial v 12~ |Westem | B ru

e e |

ERC]

Picture 7.50: Mountain drawn with MS Paint
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4. Using Ms paint, draw a flag of Rwanda as shown below.

Picture 7.51: National flag of Rwanda

a) Create a folder named ‘lab2’. Create an image using
Microsoft Paint, and save as a 24 bit .bmp file Start with
a good size canvas, use lots of colours: DO something
interesting! Include many different colours, lines, circles,
etc. Save as a 24 bit .bmp file called 24bit.bmp.

@l Save As x |
- v P « o> lab2 v & Search lab2 2
Organize = Mew folder Es - 9
I File name: | 24bit.bmp v
Save as type: | 24-bit Bitmap (*.bmp;*.dib) ~

Monochrome Bitmap (*.bmp;*.dib)
. 16 Color Bitmap (".bmp;".dib)
# Hide Folders 256 Color Bitmap (*.bmp:*.dib)

Picture 7.52: Save As dialog box in MS Paint displaying file types

b) e« Save as a 256 colour.bmp file called 8bit.bmp.
* Save as a 16 colour .bmp file called 4bit.bmp.
* Save as a monochrome .bmp file called 2bit.bmp.
* Close Paint.
» Start a new Paint session, and open 24bit.bmp.
* Save as a tiff file called 24bit.tif.
* Close Paint.
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e Start a new Paint session, and open 24bit.bmp.

* Save as a gif file called 24bit.gif (will warn about
colour loss).

* Close Paint.

* Browse to your lab2 folder, and compare file size.

* Right click each image, and choose Preview to
compare how the images look.

5. Take a picture of yourself using a digital camera and edit the
photo in a way you wish using various tools on the Toolbox and
menu. In case of absence of a camera, use any available photo
on your computer and perform editing functioning to crop,
resize, flip, rotate and magnify parts of the picture.

6. Scan or search from Internet for these pictures below and
introduce them into Photoshop. Edit the pictures by adjusting
their brightness or contrast, resize and change their colour
or add a different background. Save the changes. Use other
pictures provided by the teacher and edit them accordingly.

Picture 7.53: Small car (a) and Cubs walking (b)

7. Create a line, a curve, polygon, a circle and a square using
Photoshop. Make the shape outlines coloured and filled with
colour effects where possible. Apply accompanying text. Save
the file as Super shapes.
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8. Draw the pictures below using MS Paint and then MS Paint
3D.

a) Cube b) Hut
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Graphics and Multimedia




Introduction to Multimedia

Key unit competence

Explain the different uses of multimedia and interactive multimedia
applications. Use multimedia software to create a video.

8.1 Introduction

Multimedia has become familiar in our life, it can be found in different
areas of life such as in education, business, wedding ceremony and
others. In these days, with the evolution of the use of computer,
the demand of multimedia contents has also increased, multimedia
content can be: movies, power-point presentation and audio sounds.

8.2 Definition

Multimedia is the collection of medias that use multiple forms of
information content and information processing to inform or entertain
the user.

Examples of multimedia contents are; text, audio, graphics, animation,
and video.

Multimedia also refers to the use of electronic media to store and
experience multimedia content.

Multimedia information can be represented in form of audio file,
graphical file, image file, video file and animation file.
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8.3 Categories of multimedia

Multimedia may be broadly divided into linear and non-linear
categories.

© Linear multimedia; active content progresses without any navigation
control for the viewer/user.
Examples: Movies, video clips and songs.

© Non- linear multimedia content offers the ability to control the
content interactivity with the user/viewer.
Examples: Computer games, assimilation software used in self
computer based trainings.

Multimedia presentations can be live or can be recorded.

© A recorded presentation is a presentation which has been recorded
and edited, after all processing stages.
Example: TV programme.

© A live multimedia presentation occurs when things are happening
at that moment.
Examples: News on television and Football game.

8.4 Features of multimedia

© Presentations may be viewed in person on stage, projected,
transmitted, and played locally with a media player.
Examples: Power point presentation and cinema presentation.

© Games and simulations may be used in a physical environment
with special effects, played /used by multiple users on the computer
network and locally with an offline computer, game system,
simulator.
Examples: Online games and game on mobile telephone.

8.5 Types of multimedia

© Text: It is used as the basic element for all multimedia applications.
It is directly used to inform users about the information that it
wishes to communicate.

© Graphics: It uses pictures as visuals in digital form used in
multimedia presentations.
There are two types of graphics:
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-

Use internet or school library textbooks to make research and
answer the following questions.

1.

2
3.
4

(i)  Bitmap Graphics (Image Raster): Formed by pixels arranged
in specific ways in a matrix form.

(ii)  Vector Graphics: Formed by lines that follow mathematical
equations called vector.

Animation: It is the process of adding movements to static images

or picture through using various computing methods.

Audio: It is the sound in digital form used in multimedia

presentations.

Video: Moving pictures in digital form in multimedia presentations.

Activity 8.1

Explain the term multimedia.

. Describe different types of multimedia.

Explain features of multimedia.

. Using examples, describe categories of multimedia.
You can share your opinions to the rest of the class.

8.6 Applications of multimedia

The application of multimedia is found in various areas including:
advertisements, art, education, entertainment, engineering, medicine,
mathematics, business, scientific research and spatial. A few of
application areas of multimedia are discussed below:

1.

Commercial

Most of the electronic media used in commercial advertisement
fall in multimedia. In most Rwandan cities, there is exciting
presentations that are used to take and keep attention of people
with the interest of advertising.

Entertainment
Multimedia is heavily used in the entertainment industry. It is
especially used to develop special effects in movies and video games.

Education
In Education, multimedia is used to produce computer-based
training courses and reference books.
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4. Industry

In the Industrial sector, multimedia is used as a way to help present
information to shareholders, superiors and coworkers. Multimedia
is also helpful for providing employee training, advertising and
selling products all over the world via virtually unlimited web-based
technologies.

5. Medicine

In Medicine, doctors can be trained to do human surgery and they
can simulate how the human body is affected by disease viruses
and how bacteria spread, using multimedia tools and then develop
techniques to prevent it.

6. Multimedia in public places

In hotels, airports, shopping malls, museums, and grocery stores
multimedia tools are available to help people/tourists to give
information, they need.

Example: In airport, there is no need to ask plane information to the
personnel of the airport; notice board is there to inform passengers.

Activity 8.2

Using your school internet facilities

1. Search for multimedia application and compare your results.
2. Discuss the applications of multimedia in your local community.
3. Compare what is happening in other communities and what
you have found in your community.

8.7 Hardware and software in the
multimedia requirement

8.7.1 Multimedia hardware
Below are some of the hardware that can be used in multimedia :

- Computer.

Digital camera.
Microphone.

' Scanner.

) Speaker /headphone.

cooo0®

A
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Camera

Head phone

Digital camera

Computer

TV (screen)

Scanner

Speaker

Microphone

CD/DVD

Picture 8.1: Different categories of multimedia hardware
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8.7.2 Multimedia software

Adobe Acrobat Pro Protect documents and accelerate information
exchange with PDF.

Adobe Creative Suite | Contribute, Dreamweaver, Fireworks, Flash Pro,
Master Collection [llustrator, InDesign, Photoshop, Premier Pro, and
supporting applications.

Facetime Make video calls.

Final Cut Studio Pro Video Editing. Package includes Soundtrack Pro,
Cinema Tools, and DVD Studio.

HandBrake Video encoder.

iCal Personal calendar application.

Image Capture Upload pictures from digital cameras or scanners.
iTunes Download media for Mac, PC, iPod and iPhone.

Microsoft Office Suite PowerPoint.

PhotoBooth Take photos and videos with an iSight camera.

Table 8.1: Multimedia software

These hardware and software are used together to make up the
multimedia system which can capture, digitise, compress, decompress,
retrieve multimedia data and show it on the output device like computer
monitor and multimedia projectors.

7

Activity 8.3

1. Discuss other multimedia hardware and software which are
not discussed in here. Use the facilities available within your
school.

2. ldentify multimedia hardware which are used in your school.

3. List multimedia software that are installed in school computer

lab.
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8.8 Interactive multimedia

8.8.1 Create hyperlinks to link to a slide in the current
presentation.

A hyperlink is a logical link that creates a connection between files.

You already know how to use MS PowerPoint presentation. Now open

the program and perform the following actions. You should use an

existing file.

Step 1: In Normal view, select the text, shape, or picture that you
want to use as a hyperlink.

Step 2: On the Insert tab, in the Links group, click Hyperlink.

r- 3 - v WingTip Toys OTHER - PowerPoint

Design Transitions Animations Slide Show Review

l_--;!. _'?' r]: I l il Store

Fa
— P
Table [ Online Screenshot Photo Shapes SmartArt Chart ﬂh‘l;,rﬁdd-ins -
- Pictures - Album -
Slides Tables Images Ilustrations Add-ins Links

Select Insert (I)‘ ‘ Click here (2) ‘

Picture 8.2: Hyperlink button on Insert tab

Step 3: In the Insert Hyperlink dialog box, under Link to, click Place
in this Document.

‘Choose the slide you want to Iink‘
|

Insert Hyperfink 7 '
Link to: Text to display: [ <5Selection in Document> > ScreenTip...
[[8) | Select a plage in this document: | slide preview:
Existing File First Slide
OrWEDPRGE | | | Lactside .
‘j i Mext Slide
£ Previ i
Place in This } r.cwm.xs Slide
Document =) Slide Titles
- 1. Intreduction H l ! I
& 2. WingTip Toys i | I g
Create Ne 3. Sales numbers _,
Document 4, Support calls
Custom Shows
iEl:' Show and return
E-mail
Address
coce

‘ Select this option

Picture 8.3: Insert Hyperlink dialog box. Current presentation is used
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Activity 8.4

Create a PowerPoint presentation “Rwanda Nziza”. This presentation
has the following slides:

e Slide 1: Province.

e Slide 2: Northern Province.

e Slide 3: Eastern Province.

e Slide 4: Southern Province.

e Slide 5: Western Province.

e Slide 6: City of Kigali.

Link slide 1 to other remaining slides in any way that you can jump
from slidel to any other of these slides.

Step 4: Select “First slide, Next slide, Previous slide or Last slide”.
You can use slide titles.

Step 5: Click Ok.

8.8.2 Create hyperlinks to link to a slide in a different
presentation

Use the following steps to link a slide in a different file.

Step 1: In Normal view, select the text, shape, or picture that you
want to use as a hyperlink.

Step 2: On the Insert tab, in the Links group, click Hyperlink.

= &) .@ a bt ¥ WingTip Toys OTHER - PowerFoint

Home Design Transitions Animations Slide Show Review
| . i) =

(Heg @ 22 T g @swe

MNew Table Pictureq Online Screenshot Photo | Shapes SmartArt Chart & My Add-ins -

* Pictures b Album ~

Images Illustrations Add-ins

Slides Tables

Click Here

‘ Click on Insert ‘

Picture 8.4: Hyperlink command on Insert tab

Step 3: Under Link to, click Existing File or Web Page.
Step 4: Locate and select the presentation file that contains the slide
that you want to link to.

Step 5: Click Bookmark and then click the title of the slide that you
want to link to. Click Ok and then Ok.
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Insert Hyperlink ? x
Link to: Text to display: | < <Selection in Document> > ScreenTip...
L@I Look in: I Important Things W I i ¢8.
Existing File 3
or'Web Page z Charity Files Bgokmark...
Folder Vacation
. Work Files
Place in This
Document | | Browsed
Pages
Create New I Regent
Document Files
..._l] Address: _;.
E-mail -
Address
[ancel
Click here to browse Click here, computer will
the existing file remember the slide in different

presentation

Picture 8.5: Insert Hyperlink dialog box. An existing file is used.

Slide 3:
Slide 4:
Slide 5:
Slide 6:

Activity 8.5

Create a PowerPoint presentation “My school” and connect it to the
previous presentation “Rwanda Nziza”. “My school” presentation
should contain the slides about your school as follows:

Slide 1:
Slide 2:

Name of your school and school motto.

Location of your school, addresses or contacts.
Headmaster’s name.

5 male and 5 female teachers in your school.
Sports activities in your school.

Co-curricular activities in your school.
Subjects taught in your school.

8.8.3 Create hyperlinks to link to an e-mail address

Step 1: In Normal view, select the text, shape, or picture that you
want to use as a hyperlink.

Step 2: On the Insert tab, in the Links group, click Hyperlink.
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WingTip Toys OTHER - PowerPoint

Animations Slide Show Review

== U ™
& o E L& =] I l ﬁ Store
Online Screenshot Photo Shapes SmartArt Chart a9 My Add-ins ~
Pictures = Alburmn - i

Images

Select Insert

Picture 8.6: Ribbon with Hyperlink highlighted on Insert tab

MNew Table Pictures
Slide ~ -

Slides Tables

INustrations

Add-ing

Click Here

Step 3: Under Link to, click E-mail Address.

Step 4: In the E-mail address box, type the e-mail address that you
want to link to, or in the Recently used e-mail addresses box,
click an e-mail address.

Step 5: In the Subject box, type the subject of the e-mail message.

Insert Hyperlink T x
Link to: Text to display: | < <Selection in Document> > ScreenTip...
[[9) E-mail address:
Existing File mailto: customerservice @wingtiptoys.net
or Web Page 7
Subject:
Place i,:l This Recently used e-mail addresses:
Document o —— -
Create New
Document
E-mail S
Address
Click here to link an email ‘ ‘ Type here the email you want to link ‘

Picture 8.7: Insert Hyperlink dialog box. Email address is used.

Activity 8.6

Open a PowerPoint presentation “My school” and connect it to the
class email “classsenior3@gmail.com”.
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8.8.4 Create hyperlinks to link to a new file

Follow the steps below to create a link between my school and
classroom3@gmail.com.

Step 1: In Normal view, select the text, shape, or picture that you
want to use as a hyperlink.

Step 2: On the Insert tab, in the Links group, click Hyperlink.

© - (4] i) % = = WingTip Toys OTHER - PowerPoint

Home Design Transitions Animations Slide Showr Review

| T = ) 4
F lofed @i B & T ll @
Online Screenshot Photo Shapes SmartArt Chart 3 My Add-ins =~

Pictures = Album ~
Iimages

Mew Table Pictures

Add-ins

Slides Tables ustrations

Select Insert Click Here

Picture 8.8: Hyperlink button highlighted on Insert tab

Step 3: Under Link to, click Create New Document.

Step 4: In the Name of new document box, type the name of the file
that you want to create and link to.

Note: If you want to create a document in a different
location, under Full path, click Change, browse to the
location where you want to create the file, and then click
OK.

Step 5: Under When to edit, click whether you want to Edit the new
document later or Edit the new document now.
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Insert Hyperlink ? X
Link to: Text to display: | < <5election in Document> » ScreenTip...
9 Name of new document:
Existing File |
or Web Page
Full path:
U ChUsers\dorana\Desktop\ Change...
Place in This
Document
| When to edit:
() Edit the new document |ater
(®) Edit the new document now
E-mail
Address
Cancel
‘ Click here ‘ ‘ Type the Full path of where you are going to save

Picture 8.9: Insert Hyperlink dialog box. New document is used

Activity 8.7

Open presentation “My school” and connect it to the new
presentation you are going to create “My Class”.

“My class” presentation should contain the following information:

Slide 1: Name of your class e.g. S.3.A.
Slide 2: List of 10 girls in your class.
Slide 3: List of 10 boys in your class.
Slide 4: Reasons why learners like ICT.
Slide 5: Disadvantages of ICT to learners.

8.9 Create action buttons

An action button is a shape used to perform a certain action like going
to the next or previous slide, play or pause,...

8.9.1 Add commands to your presentation with action
buttons

Follow the steps given below to use Action buttons. Step 1: On
the Insert tab, in the lllustrations group, click Shapes, and
then under Action Buttons, click the button shape that you
want to add.
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'__O,TT rl:| I I Hill Store

ShapesfsmartArt Chart .1 My Add-ins -

Recently Used Shapes

BN NOCOA L LS G
i 1 I < 3

Lines

T e e Ny
Rectangles

N I N S N S

Basic Shapes

ECAMNIAASGCOCOE®E
GCOoOJOr Lhe gni 8T
OC©®~LDVO RS C O™
ol 9 & 3

Block Arrows

D> ESTET DR I
C QUmipD > [pLddlr
b » @

Equation Shapes

gp = 88 = = &

Flowchart
OO0 ceo Yy
COrCAEA@D X &€ AVAD
@I=FiE®

Stars and Banners

g 0 < o i 5 (o £ £ £R B
ik FE Lk BE [T 10007

Callouts

g e s s P o e e B e B o s B B
i AQ A o

Action Buttons  Choose Action
@@ﬁﬂ/ Buttons here

Picture 8.10: Collections of shape categories on Insert tab

TIP: Action buttons provide great visual cues to the action it
launches, but you can also assign actions to other objects,
such as clip art, pictures, general shapes, or to the text in
a SmartArt graphic. Use the procedure below to add an
action to those objects as well.

Step 2: Click a location on the slide, and then drag to draw the shape
for the button.

Step 3: In the Action Settings dialog box, do one of the following:

* To choose the behaviour of the action button when you
click it in Slide Show view, click the Mouse Click tab of
Action setting dialog box.

* To choose the behaviour of the action button when you
move the pointer over it in Slide Show view, click the
Mouse Over tab.
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Action Settings 7 X

Mouse Click  mouse Cwver

Action on click

D Hone

@ Hyperlink to:
| Last Slide | v

() Run prograk:

Browse...
Run macro:
Object action:
[] play sound:
[Mo Sound]
Highlight click
Cancel

Picture 8.11: Action button is added to link to last slide

Add a button shape, and then assign an action (in this case,
a hyperlink).

Step 4: To choose the action that will take place when you click
or move the pointer over the action button, do one of the
following:

TIP: To play a sound, select the Play sound check box,
and then select the sound that you want to play.

Step 5: When you've finished choosing your action, click OK.

Activity 8.8

Insert in each slide play buttons and stop buttons on the last slide
in “my class presentation”.
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8.9.2 Insert an MP3 audio file into a presentation

Activity 8.9

You are provided with an audio file which has mp3 file extension.
Insert the audio file into “my class presentation” in the 3rd slide.

Step 1: Click on Insert tab of menu bar, then in Media group click on
the Down arrow of the Audio icon. On the drop down list click

on Audio on My PC.

g )

Video Audio

- -

Me 4 Online Audio...
i Audic on My PC... [}
Record Audio...

Picture 8.12: Audio on My PC is selected under Audio button on Insert tab

Step 2: Locate and select the desired audio file, then click Insert.

T 0 e Music v & Search AdWorks

Organize » Mew folder

" MName Type Size

9 Libraries
& Autumn Leaves . MP3 Format Sound 1,624 KB|
@ Documents L
il | Select Audio file |
elect Audio Ttile
[E5| Pictures
B Videos

1% Computer

i, 051C) v

v| Audio Files

File name: | Autumn Leaves

Tools ~ ‘ Insert

Click on Insert

Picture 8.13: Insert Audio dialog box
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Step 3: The audio file will be added to the slide.

8.9.3 Insert a video file into a presentation

Activity 8.10

You are provided with a video file. Insert the video file into “my
class presentation” in the 4" slide.

Step 1: From the Insert tab, click the video drop-down arrow, and
then select a video by clicking on Video on My PC.

Oy )

Video Audio

- -

L& Online Video...

] Video on My PC... ﬁ—-} SelectVideo on my PC ‘

Picture 8.14: Video on My PC is selected from Audio button under Insert tab

Step 2: Locate and select the desired audio file, then click Insert.

[ Insert Video

mvl . » Libraries » Videos » Sample Videos v|¢,|| Search Sample Videos P|
=~ 0 @

Organize = Mew folder

Videos library
= = Arrange by:  Folder *
»{ Favorites b Sample Videos i
Bl Desktop
4. Downloads

UE:
=il Recent Places

m

4 Libraries i
D T 8
¥l Documents Wildlife

J‘F Music
[ Pictures Click on Insert

B videos
B My Videos
J Public Videos

Select a Video file

~ | video Files -

File name:

Tools - E Insert Iv [ Cancel ]

Picture 8.15: Insert Video dialog box
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8.9.4 Insert a CD audio track in the presentation

Activity 8.11

You are provided a CD audio track. Insert the CD audio track into
“my class presentation” in the 5% slide.
If you want to add the Play CD Audio Track command back to

the Insert tab, you must create a custom group and then add the
command to the new group. To do this, follow these steps:

Step 1: Click the File tab, and then click Options in the navigation
pane.

Step 2: Inthe navigation pane of the PowerPoint Options window,
click Customise Ribbon.

PowerPoint Options E
General , L .
ot General options for working with PowerPoint.
Proofing “
Save User Interface options
Language Show Mini Teolbar on selection )
Advanced Enable Live Preview
Customize Ribbon ScreenTip style ‘Show feature descriptions in ScreenTips

Quick Acce?olbar Personalize your copy of Microsoft Office

Add-Ins User name: |PierreC |

Trust Center Initials:

[7] Atways use these values regardless of sign in to Office.

Office Theme:

CheNgse the extensions you want PowerPoint to open by default: | Default Programs...

TeNne if Microsoft PowerPoint isn't the default program for viewing and editing presentations,
Show Ype Start screen when this application starts

Step 2

Account

Options Step |

Picture 8.16: Backstage view and General Powerpoint options. Click Customise
Ribbon
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Step 3: In the Customise ribbon column, in the Main Tabs list,

expand Insert, and then select Media.

Step 3

fowerPoint Options

General

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E-E Customize the Ribbon.

Choose commands from: ()

Popular Commands

t Action

‘% Add Animation
M Animation Pane
Animation Styles
Bring Forward
Bring to Front
Bullets

Copy

Cut

Decrease Font Size
Draw Table
Duplicate Slide
Email

Eyedropper

Font

Font Color

Font Size

Format Background...
Format Object...
Format Painter
Frem Beginning
From Current Slide
Group

Hyperlink...
Increase Font Size
Layout

Macros

> NW[EmEE S<F i %

el @ o

(GIEX:

Mew
Mew Slide

W

»

m

IV_

I-

Customize the Ribbfgn: (&

Main Tabs El

Main Tabs
Home B
= [¥] Insert
Slides
Tables
Images
Tllustrations
Apps
Links
Comments
Text
Symbols

Media (=]
()

»

m

[¥] Design

[¥] Transitions
[¥] Animations
[7] Slide Show
[¥] Review

] View

[] Developer ‘ Step

[7] Add-Ins
[+ [¥] Merne = |

[ Mew Tab I [ﬂewGroup] [ Rename... ]

Customizations: 'if-
Import/Export ¥ |0

I

Picture 8.17: Customise Ribbon options
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Step 4: Under the Main Tabs list, click New Group. The new
group named New Group (Custom) is inserted under the
Media group.
Step 5: Click Rename, type CD audio, and then click OK.
Main Tabs - Main Tabs -
Home § Home b
=l [ Insert = [¥] Insert
Slides Slides
Tables Tables
Images Images
Tlustrations Nustrations
Apps Apps |
Links E Links E
Comments Comments
Text Text
Symbols Symbols
Media Media
Design Mew Group (Custom)
[¥] Transitions Design
[¥] Animations i [¥] Transitions —
[#] Slide Show [¥] Animations
[¥] Review [¥] slide Show
] View Review
[ Developer [¥] View
Add-Ins [ Developer
+ [F] Merae 5 [¥] Add-Ins -
[ Mew Tab ] [ Mew Group ] [ Rename... ] Mew Tab ] [ Mew Group ] [ Rename...
Customizations: i Custormizations: il
Import/Export * | Import/Export * |
Step 6
Picture 8.18: Main Tabs Sections in the Customise Ribbon screen. New media
group is created
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1% Action - Main Tabs -
"I Add Animation » [ Home 0
= .
ol Anim [¥] Insert
Y Anirq Rename Slicles
e gr!ng Symbok [ Tables
.o brng 1
= opul S:OOOQA ! COHBEE -  Tiustrations
Em copy [ -EH!DF ERALCEE A Apps
ot lavrs@railPrEQAY M Links E
% gre:b': YEEOI4LS0HMmE | Comments
= ugn Text

LE puplll @B L@ ~—mO NN  Symbols
[ Emmai Media E]
/ Eyed Mew Group (Custom) E]
A Font [¥] Design

Eon: Transitions !

on
@ Eorm g Ahimations
2% Form [¥] Slide Show
¥ Form Display mame: |CD audio| Review
@ From [ 0K ] [ Cancel ] ] View
E From [] Developer
LHl Group | s
% Hyperlink... & [¥] Add-Ins
A Increase Font Size ’ Mew Tab ] [ﬂewGroup] ’ Rename... ]
|:| Layout 4 )
b Macros Customizations: 0
[ Mew ~
2] New Siide b~ e Ampodibxportals|

Step 7
L —-rFr |

Picture 8.19(a): Rename dialog box on top of Powerpoint options window

Step 6: In the Choose commands from drop-down list, select All
commands.
Step 7: Locate and then select the Play CD Audio Track command,

and then click the Add button. The command appears
under the new CD Audio group.

Step 8: Click OK.
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[
PowerPoint Options ? X
General @ Customize the Ribbon
o =T : Select All Commands (1) |
roofing
Lhoose commands from: () Customize the Ribbon: &
save All Commands ~ Main Tabs v
Language
Ad d E’_‘{ Paste as Bitmap A Main Tabs -
vancs L Paste as GIF & i Home
Customize Ribbon 8 Paste as Hyperlink Clipboard
= Pasteas JPEG Slides
Quick Access Toolbar & Pasteas PNG Font
& Paste Special... . Paragraph
Add-Ins ’)_9) Pen Click Drawing
Pen Style 4 Editi
Trust Center " iting
H Pens 3 Add (3) = [ Insert
|Eﬁ Photo Alburmn... i Slides
=] Photo Album... 4 Tables
B
Vel E\c:Up Style Images
[ Picture lllustrations 5
[aa] Picture... Add >> Add-ins
Picture... <« Remove Links x
E[E Picture Comments
a3 Picture... Text
L#  Picture Border Color |* Symbols
Picture Color 4 Media
%‘ Picture Color O.ptinn;.... CD Audie (Custom)
% Picture Corrections Optiens... [ Design
le® Picture Effects 4 =T
L Picture Layout 4 ra.nswtwfjns
o Picture Styles 4 b4 Animations
b Play [ Slide Show 2
v Play Across Slides Mew Tab New Group Rename...
Play CD Audio Track...
¥ Play Full Screen Customizations: Reset ¥ |®
4+ Play in Background )
v Play Narrations ‘ Se|eCt uPIaY CD ”» (2) Import/Export = |©
0K Cancel
Picture 8.19 (b): PowerPoint Options dialog box- for customising Ribbon
Step 9: Return to Insert tab and click play CD Audio Track from
CD Audio group (new group created). This will work as
long as you have the CD inserted in computer.

8.10 Create digital image, audio and video
file

Activity 8.12

You are provided with a digital camera or smart phone elaborate
on:

1. How to capture a video using a digital camera / Smartphone.

2. How to take a picture using a digital camera / Smartphone.
After the teacher has demonstrated on how to do the activity,
take a video of 4 minutes and 6 pictures to be presented in
class.
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Step 1: Open and switch on digital camera.
Step 2: Click the Video Capture button.

s AP

- [

e } Click on the Capture button

Picture 8.20: Part of digital camera with Video Capture button

8.10.1 Manipulate an image

Activity 8.13

In reference to Activity 8.12, open GIMP software and use the 6
pictures you have taken and do the followings:

1. Crop the pictures.
2. Rotate to 128 degrees.
3. Save the pictures on the desktop.

We are going to use GIMP (GNU Image Manipulation Program). It is
free software and it is a powerful application that can alter, manipulate,
enhance, and create digital image files. This software should be
downloaded and installed on your computer.

Saving an image

To save an image file;

Step 1: Right-click on the image, follow the steps below;
Step 2: Choose File.

Step 3: Select either Save or Save As.

Step 4: The Save Image window opens.

288
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Create a new image

Step 1: Click File then New.

Eile

Edit  Select View

Image Layer C

@ @y

=1 e

Create

Open...
Open as Layers...
Open Location...

Open Recent

Save
Save As..,

Save a Copy...

Bl Revert

o =

Overwrite camera.jpg
Export As...
Create Template...

Page Setup
Erint...
Properties

Close View
Cloze all

Quit

Ctrl+M
3

Ctrl+0
Ctrl+Alt+ O

2

Ctrl+5
Shift+Ctrl+5

Shift+Ctrl+E

Ctrl+P

Ctrl+W
Shift+ Ctrl+W
Ctrl+Q

Click on this
option

Picture 8.21: File menu for Gimp Software
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Step 2: Enter the image size, image type, and fill type of the file.

ile  Edit Select ¥iew Image Layer Colors Tools Filters Windows Help

?:IuI|I||-‘t'oqul|I|I'|-m|I|I|I||-m|l|I|I||-1|unlulul

& Create a Mew Image .

Template: ~

Image Size
Width: |p82

L EREl L

Height: | 179

d @ = 282 = 170 pieels

T2 ppi, RGB color

px

Advanced Options

Help Reset QK Cancel

Picture 8.22: Create a New Image dialog box for Gimp Software

Step 4: Click the OK button.

Step 5: Edit and manipulate the image with the GIMP’s various tools.
Step 6: Save your file.

Editing an image

Steps to crop an image
Step 1: Open the image.

w GMU Image Manipulation Program
File Edit 5Select View |mage Layer Colors Tools Filters Windows Help

I Mew... Ctrl+M
Create +
-~ Open... Ctrl+0Q
E OPEl0pen an image file} Ctri+Alt+0
GpE Press F1 for more help
Open Recent 4
@ Save Ctrl+5

Picture 8.23: File menu with open button highlighted in Gimp Software
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Step 2: Browse your picture from the computer.

Step 3: Right click on the image and select Tools => Transform
Tools => Crop.

; O B« & =
| File L4 IE
b o ; 1
Select L& Titer
View » Selection Tools » |Hardness 050 (51 x 51)
Image > Paint Tocls '_ . ——
Layer L4 Transform Tools L4 )
Colors 4 Color Tools 4 Sl o
Tools M| 3 Paths g | b Move E
: 51 ;
:‘:rl-tezs , ¥ Color Picker 0 | & Crop <ummm—— X
indows
i & Rotat =
Help v | & Zoom x % Ll O
& Measure Shift+M E Scale
A Tex T Shear
| @ GEGL Operation... B, Perspective
5| Fi
New Toolbox Ctrl+B =R

Picture 8.24: Displayed image is right clicked to access needed commands and
Tools

Step 4: Left-click and drag the mouse pointer to create a frame that
fits the part of the image to keep.

Step 5: Click the Crop button in the window that opens as you drag
the frame across the image.

Step 6: If you are unhappy with the cropped image, press [Ctrl]-[Z].

To Rotate an image

Step 1: Open the image.

Step 2: Right-click on the image and in drop down list select Image.
In the drop down list that appears click on Tool then
from the list click on transform. From the new list click on
Flip or Rotate.
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B 4« % 9§
File 4 IE
....................... . ml s
Select | e e e £
View 4 Selection Tools b [Hardness 030 (31 = 51)
Image 4 Paint Tools 2 . ——
Layer 4 Transform Tools N . )
Colors L4 Color Tools | Cliy
Tools Y| 1 Paths B | % Move
: : )
F|I.tegs , A Color Picker 0 | A Crop
e &, Zoom 7 | T Rotate g
Help 3 | o Y
ﬁ Measure Shift+M E Scale
A T T B Shear
| (5 GEGL Operation... (£ Perspective
E] Fip
MNew Toolbox Ctrl+B

Picture 8.25: Image in window is right clicked to access Rotate Command

Step 3: If you are unhappy with the changes, press [Ctrl]l-[Z].

Activity 8.14

Record audio file (on your computer)
Follow these steps to create or record an audio file on your computer

1. Connect a microphone on your computer. A microphone can
connect through USB port (USB microphone) or input jack-
(audio port) for microphone. Some computers come with built-
in microphone. If you don’t have microphone, use headphones.

2. Open Windows Voice Recorder. Follow procedure given below:
e C(lick Start
e (Click All Apps
e Select Voice Recorder
Alternatively, you click in the Search box near the Start button
and type Voice and then click Voice Recorder.

Click here
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Note: Voice Recorder is a small application in Windows
OS having the capability to make sounds louder, quieter,
faster or slower.

3. In the Voice Recorder window, click Record button to record
your message. When you click Record button, wait for 3
seconds and then start to speak or sing. When you have finished
speaking or singing, wait for 3 seconds and then click on Stop
recording button. This will prevent the recording to start or stop
abruptly. See the picture below.

Vaice Recorder = O X

00:00:19

Stop recording

L Pause/Resume recording ‘

||4—— Add a marker

Picture 8.26: \oice Recorder window
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4. Click Play to hear your message or song. (See picture below)

Woice Recorder = ] X

Today Recording
10/27/2017 11:01 PM
Recording (2)

10/27/2017 11:09 PM 0:31
’ Selected recording
Recording
10/27/2017 11:01 PM 0:27 gmmm———1 (You can share, delete or
rename by right-clicking)

De— piay |

;
0:00 O)

0:27
.
=

Picture 8.27: Voice Recorder showing recorded files you can play

Note: When you are not pleased with your recording, you
can delete it and then record again or record new files for
comparison.

When audio file (s) is named and played, may appear as shown.
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Vaice Recorder o O X

Today Best voice
10/27/2017 11:09 PM

Best voice

10/27/2017 11:08 PM 0:31
A2 00:12

pure voice

10/27/2017 11:01 PM 0:27 )
Renamed file

e £ | e '

Picture 8.28: Voice Recorder showing renamed audio files

Create/record video

There are two main ways you can use to create video on your computer
i.e. using Microsoft PowerPoint and using Windows Movie Maker.

Method 1: To create/record a video file (with PowerPoint) follow

steps below:

1. Create a PowerPoint presentation and save it. You can also open
an existing presentation. In this activity, let us open Nature-protect
presentation we created in unit 6.

2. Add transitions and animations to your PowerPoint presentation
in case they are missing (follow steps for adding animation and
transitions in Unit 6)

3. Add audio to your presentation: on Insert tab, in the Media group,
click Audio. On the Audio menu, select Audio on My PC... See
picture below.

Design Transitions Animations Slide Show Review el it 0 do... Sign in g Sha

D@Dnline Pictures

N -
3 Som | 8 SIEEEEE -
= Screenshot ~ T2 SmartArt e
ictures =* & Add- | Hyperlink Action  Comment Text Header WnrdArtD Symbols Video Audio Screen m

BEPhoto Album ~ gl Chart ins~ Box & Footer - - = Recording ’
Images Nustrations Links Comments Text o) Audio on My PCT

:E:_: Record Audio...
Picture 8.29: The PowerPoint Insert tab showing the Audio button (highlighted)
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After the audio has been inserted you will need to edit it by selecting
it then click on playback tab on the menu bar. You will get a ribbon for
audio tool editor as shown below:

| Click to trim audio | Click to adjust volume ‘

Review View Format Playback

Transitions Animations Slie-_ show

File Home  Insert  Design

e..
i » - t\
’ |§+ }) Fade Duration ‘\\ Start: | Automatically 7] Hide During Show ¢
= | :
Pl Add R T ol Fadeln: 0025 2 i | Play Across Slides N by,
ay Remove fim * Volume _ o in
I Fade Out 00.25 ~ |4 Loop until Stopped Rewind after Playing style [RIRN

Boakmark Bookmark = Audio
Pio Styles

review Bookmarks Editing Audio Options

=

I

| e s sss s sssead Click Play in |
background

Picture 8.30: The PowerPoint Ribbon showing Audio Tools on Playback tab

4. Record narration and add timings to the slide show
Record a narration during a presentation
¢ |n Normal view, select the slide that you want to start the

recording on.
e On the Slide Show tab, in the Set Up group, click Record Slide

Show.

insitions Animations Slide Show

| Play Marrations
By (8 &

: ¥ Use Timings
SetUp Hide Rehearse Record Slide )
Slide Show Slide  Timings Show- ¢ Show Media Controls
Set Up Click Start recording

to begin running
the presentation as
set either manually
' using mouse or
automatically using
timings set.

| Record Slide Show ? *

Select what you want to record before you begin recording.

Slide and animation timings
Marrations, ink, and laser pointer /
Start Becording

Cancel

Picture 8.31: The Record Slide Show window from the Record Slide show button
¢ Inthe Record Slide Show box that displays, click Start Recording

5. Export (save) your PowerPoint presentation as a video by;

Click File tab, select Export and then click Create Video. On the
recording tab of the ribbon, click on Export to Video.
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Nature-protect - PowerPoint S - x

Sign in

Click Create aVideo (2)
EXpOFt Select Video quality you

need.The higher the video

[ create PDF/XPS Docurglnt Create a Video ]

= Save your presentation as a video that you can burn to a disc, CIU3| ity the Iarger the file
Incorporates all recorded timings, narrations, and laser py .

W’j Create a Video Preserves animations, transitions, and media | size (3)

1Y

@ Get help burning your slide show videa to DVD or uploading it to the web

@ Package Presentation for CD

: Presentation Quality .

Largest file size and highest quality (1440 x 1080)

BV ey Click Create :'E'.’i‘ TR ———
. b
Video (6) \ '

Seconds spent on eachslide: [0500, =

Slides without timings will use the default duration (set below). This aption n..I

Pﬁ’ Change File Type
5 !
Create .
Account Video ! Select appropriate

Click Export (1) ‘ Adjust timing
in seconds to

spend on each
slide box (5)

Options

option (4)
I

Picture 8.32: The Backstage screen for Exporting PowerPoint file (Create a Video)

6. Click Create a Video

[E save as X
T+ < Desktop * 53 answers v | Search 53 answers yel
Organize « New folder f== - e
g This PC \ ] Name Date modified Type
I Desktop Nao items match your search.
Documents
¥ Downloads Browse for the
b Music >@—>folder to contain
[&] Pictures this file (I)
B Video: | Typeledit file name (2)|
‘o Local Disk ()
= Local Disk (D} v < > Select
MPEG-
File name: | Nature—protecﬂ, v| .
Video or
Save as type: | MPEG-4 Video = Windows
Authors: 53 Tags: Add atag Media
Click Save (3) Video
= Hide Folders Tools Cancel (Optional)

Picture 8.33: Save As dialog box for saving a PowerPoint file in a video format

Track the progress of the video creation by looking at the status bar at
the bottom of your screen. See picture 8.34 for status bar.
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File Home Insert Design Transitions Animations Slide Show Review View ;“ |
5 | Play Narrations
ok k 4
o ¥ B B I (3 &

| Use Timings

From From Present Customn Slide SetUp  Hide Rehearse Record Slide
Beginning Current Slide  Online-  Show=-  SlideShow Slide  Timings  Show- /| Show Media Controls
Start Slide Show Set Up

* L
2

*
s 1

«/7]

il e

Slide 10f12  [% Creating video Nature-protect.mp4 (® = Notes Ml Comments

Picture 8.34: A PowerPoint file being converted into a video as depicted by status
bar.

Note: The video creation process can take many hours
depending on the length of the video and the complexity of
the presentation. If the video is long, you can set it up to be
created overnight. By morning time, it will be ready.

To play your newly-created video, go to the folder location,
and then double-click the file.

Activity 8.15

Create or open any presentation file you have on a computer and
use it to make a video file.
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Method 2: To create video (movie) file - using Windows Movie
Maker

Start Windows Movie maker

Note: Users of Windows 10 must have to download Movie
Maker and install it on their computers. When Windows Movie
Maker is ready, then:

First add videos and photos to Movie Maker following the
procedure below:

(i) In Movie Maker, on the Home tab, in the Add
group, select Add Videos and Photos.

(ii)  In the Add Videos and Photos dialog box, open the
folder that contains the photos or videos that you
want to add, select the video files and photos, and
then select Open.

B e = | My Movie - Movie Maker - o x
Home Animations Visual Effects Project View €

F.i & Webcam video | Title
vi i o B Save
an movie

sign
in

eos  Add
otos music~ [ Snapshot 82| Credits ~

— - | Click Add Videos
and Photos for
creating your Movie

Picture 8.35: Movie Maker Window (with blank file)




Information and Communication Technology (ICT) for Rwanda Schools Learner’s Book 3

B Add Videos and Photos =]
« v 4 [El » ThisPC » Pictures v & Search Pictures 2
Organize = New folder =~ M o

~ ~
@& OneDrive
3 This PC I-
Deskt
[ Desktop \ p22

Documents

Select a photo/
‘ Downloads .
i m m video you want
usic - ,
&= Pictures > = ( )
B Videos
‘i Local Disk (C)
s Local Disk (D7) . g’;{
2 CDDrive (F:]] m‘ s Click Open to
B v sports2 sports3 teacherl - open selected

File name: |;90rt53 v| Videos and F’V item (3)
Open Cancel

Select a location containing
your videos or photos you
need (1)

Picture 8.36: Add Videos and Photos dialog box

g

pumpkin road sports]

To select multiple photos or videos, press and hold the Ctrl key, and
then select each photo and video you want.

Note: You can import photos and videos from many different
kinds of cameras and devices to your PC using Movie Maker.
For example, a webcam built into your PC, a data CD/DVD,
digital camera, flash disk, or Secure Digital card (SD card) in
a card reader. With your webcam you can record a live video
and add to Movie Maker.
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Home ARimations Visual Effects Project View Edit Options ﬂ

D ‘ E J} § Webeamvideo [ Title o —— e =1 ﬂ'\-

& i # Record mamation ~ i Captien 5 -
aste Addwideos  Add = A & _  Eawve on
and photos music> 18 Snapshat & Credits - = 4l = mane=-| W

-] .

q T
- Ml
S E—

- Add title,
Caption and

Music added

\ 00:24.44/00:42.00 [F Credits to
— Click to add your movie
music to your items
movie

e Play button =0 | o) —i} -

Picture 8.37: Movie Maker window with pictures added for making a movie

Add and edit audio - in Movie Maker

Your movie requires you to add a soundtrack to feel professional. Later
you can use editing tools to adjust the volume, fade music in or out.

To add music
1. On the Home tab, in the Add group, select Add music.

‘g‘ Webcam video [&2] Title
f Record narration = []] Caption
Add .
music E Snapshot 1“__?] Credits

Find new mu

=== | AudioMicro

I Free Music Archi

'E LR e o | Click Add music button (1)
Vimeo

Add music from PC

J Addmusic.. ¢ Click Add music (2)

ﬂ. Add music at the current point...

Picture 8.38: The Add music menu on the Home tab of Movie maker

2. Select the music file you want to use, and then select Open.




Information and Communication Technology (ICT) for Rwanda Schools Learner’s Book 3

Bl Add Music @
&« . <« gospel2 » MUSIK ~ O Search MUSIK el
Organize * New folder ==~ [N 0
& OneDrive o] MName a # Title Contributing ®
B This PC \ 01 - Seng Of Freedo.., 1 Seng Of Freedom Hillseng
— 01 Track 1 1 Track 1 Unknown Ar
B Desktop 01__THE_KATINAS... 3 THE_KATINAS__THANK_... 01
Documents 01-Butonotono - Ju.. 0 Butonoteno - Judith Babir... SELECKTA SE
‘ Downloads 0lyou raise me up-.. 6 you raise me up-selah purple
J! Music 097 Good bye is the... Good bye is the saddest w...  celine D Select
& Pictures >m° - " Do 20 location
B Videos Abite Ebikute - Dr H... Abite Ebikute Dr. Hilderma music file
i Local Disk (C) Across the bridge 4 Across the bridge JinM REEVES
Ai remember when Ai remember when Ai remem
= LR Al By Myself All By Myself Celine Dion
= CD Drive (FJ} all_hail_the_power.... All Hail The Power Of Jes...  Family Radic ¥ N Select
s 2 e music file
File name: | Across the bridge v| | Audio and Music v you want
Open Cancel -2

Picture 8.39: Add Music dialog box

To fade music in or out
Fade in is the progressive increase of volume as the audio is being
played while fade out is the decrease of the volume.

1. Select the music you want to fade in and or out.
2. Under Music Tools, in the Options tab, in the Audio group, do
either and or:
e Select the Fade in list, and then select the speed for the music
to fade in.
e Select the Fade out list, and then select the speed for the music
to fade out. See picture below.

Fade tools

[\

| Video Tools | Music Toals
i ] Animations Visual Effects Froject View Edit Dptions

= 4 )
.k:;? i adei: [Medium - e \_]- Set slart time  Start time: |0.03s

e S0 StaAt point  Stamt point: | 0,033 5
Music F 5l - St - -
velume "" | e == 5S¢t end point  End point 135763 u

Adjust volume with
“Music Volume”

Picture 8.40(a): Movie maker Music tools on the Ribbon
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To change the start or end point of the music
Use picture above and follow steps given below:

1. Select the music.

2. Drag the playback indicator on the storyboard to the point in the
music where you want it to start or stop playing in your movie.
Then do one of the following:

e To set a new start point for the music to start playing at the
current point, under Music Tools, on the Options tab, in the
Editing group, select Set start point.

e To set a new end point so the music stops playing at the current
point, under Music Tools, on the Options tab, in the Editing
group, select Set end point.

To change the audio volume of a music item

1. Select the music.

2. Under Music Tools, on the Options tab, in the Audio group, select
Music volume, and then move the slider left to lower the volume
or right to increase it.

Edit video (Movie Maker)

There are several applications used today to edit videos/movies and
movie maker is one them. You can use it to make your video/movie
look the way you want it to be. One way of editing video is to trim it as
described below. See edit video tools in picture 8.41.

Trim your video (see picture 8.41 and 8.42)

You can trim the beginning and the end of a video such that the video
shows only the part you want. For example, if you have a video with
black frames at the beginning, you could trim the beginning of the video
so the black frames don't appear in your final saved movie, however
this does not affect the original video file.
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To trim a video in Movie Maker

1. On the Home tab, in the Add group, select Add videos and photos.
- |
21E9 - | ‘ Click Add videos and photos button ‘

Home Animations Visual Effects Project WViey
' @ Webcam video [ag] Title

EE EI Jﬁ y" Record narration = ]| Caption

Paste Add videos Add ._ ]
and phntns musicv E Sﬂapshot '“'51 CrEd|t5 -

Clipboard Add

Picture 8.40 (b): Some of the commands on the Home ta of Moviemaker

2. In the Add Videos and Photos dialog box, open the folder that
contains the photos or videos you want to add, select the video file
or photo, and then select Open. See picture 8.40 (c).

3. Select the video that you want to trim.

B add videos and Photos b
<« v » This PC » Local Disk (D:) » Videos » v 0 Search Videos yel
Organize » New folder = ™ @
~
I This PC MName Date modified Type
[ Desktop Local Disk 1/ 538AM  File folder
Documents Mo hands 10/13/2016 204 PM  File folder
1Y, S i i
4 Downloads {5 MOVD125 2/11/2014 1217 AM  Video Clip
Jﬁ Music
[&] Pictures .
Select video (1)
m Videos

‘e Local Disk (C:)
- Local Disk (D)

= Removable Disk ‘ Cllck OPen (2)
s Local Disk (1)
- Local Disk (1), ¢ 4

File name: |M0‘u’01255 V| Videos and Phgfos ~

Cancel

Picture 8.40 (c): Add Videos and Photos dialog box

4. Under Video Tools, on the Edit tab, in the Editing group, click on

Trim tool, either set start point or set the end point.

e Move the slider underneath the preview monitor to the point
that you want the video to start, and then select Set start point.
See picture 8.41 and 8.42.

e Move the slider underneath the preview monitor to the point
that you want the video to stop playing, and then select Set end
point. See pictures 8.41 and 8.42.
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‘ Click Split to divide your video into two parts

Video Toals
Home Animations Visual Effects Froject View Edit 0
(¢ .‘j & Fadein:  None - ¥ Speedt | 1x *| - Jufs = Sel start point
Video & Fade out: None b X t r split Trim o Set end point Video
velumse tool stabilization ™

Adjust speed ‘ Click Trim tool to trim your video

Picture 8.41: Video tools

B = = | My Movie - Movie Maker — o x
Trim o

e Set start point  Start point: | 25.835 '

& Setend point  End pointi [254.28s 5|  Save \Cancel

Click to save
trimmed video

A ER RN

04:14.27/04:34.64

0 e W
| A9 ) Dyt A

4 | >

ltem 10f 1 Mg

Picture 8.42: Movie Maker showing a trimmed video

Note: To remove the start and end points and allow the whole
video to play, repeat 1 — 3 above. Move the start trim handle
to the beginning of the video and end trim handle to the end
of the video (in their original locations). Afterwards click Save
trim to save the changes.
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Split a video

You can split a video into two smaller items and then continue editing.

To split a video into two items

1. Select your video, and drag the playback indicator to the point
where you want to split the video.

2. Under Video Tools, on the Edit tab, in the Editing group, select
Split (see picture 8.41).

Speed up or slow down a video

Change the speed of your video in Movie Maker to make it play faster
or slower by:

© Selecting the video, and under Video Tools, on the Edit tab, in
the Adjust group, select the Speed list, and then select a speed
(depending on how much you want to speed the video up or slow
it down). See picture 8.41.

Activity 8.16

Use a digital camera to capture video (s) about different activities
different learners do during either break or lunch time. Use this
video in windows Movie Maker and trim as you may like. Split the
video into two parts and burn each part on a separate compact
disk.

1. Listatleast 5 multimedia tools used in your community (Village,
Town, Home, and School).
In which area are these multimedia tools being used?
3. Open MS PowerPoint and create the following presentation:
a)  Geography of Rwanda , it must have 8 slides
b)  Cities of Rwanda , it must have 6 slides
c)  Gender in Rwanda, it must have 5 slides
Therefore create the following hyperlinks:

)

(i) In geography of Rwanda presentation , link the
second slide and the last slide.
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(ii)  Link together cities of Rwanda and geography of
Rwanda presentation in the third slide of cities of
Rwanda presentation.

(iii)  Link gender in Rwanda to your class email. Save
the presentation as “Beauty of Rwanda”.

Use a digital camera and do the following:

a)  Take 20 pictures which show learners doing different
activities.

b)  Record a video in your school where learners are in
extra-curriculum activity (learners in sport, different club
and other activities).

Explain 5 ways in which you can use pictures captured by

digital camera on different school activities.

. Open voice recorder on your computer and record yourself

singing the:

a)  National anthem

b)  School anthem

c)  East African anthem

Introduce one audio track in Powerpoint and edit it by trimming

parts you do not want at the beginning or at the end of the

track.

. Take a video about learners playing football or netball using

digital cameras. Introduce the video into Windows Movie maker

and edit the video by splitting it into two parts.
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Network Security

Key Unit Competence

Explain network security and apply basic security measures.

9.1 Introduction to Network security

Network security consists of policies implemented to prevent and
monitor unauthorised access, misuse, modification, or denial of a
computer network and network-accessible resources.

It includes all technologies designed to protect the usability and
integrity of computer network and information.

Implementing network security can save a business from malicious
hacking and virus attacks that could cause a great data loss.

Network security and privacy are major issues in data communications.
To deal with internal and external security threats, networks need to
be safeguarded with antivirus and firewall solutions. Good computer
networks must meet performance levels expected. Good networks
should also be reliable, consistent, and meet recovery procedures and
security criteria to maintain smooth flow of data in an organisation.
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Research on the internet or library books and answer the following

questions.

1. Explain the meaning of the term network security.

2. Distinguish between the terms security and threat.

3. ldentify security threats that are common with computer
networks today.

4. Suggest solutions that can be used to safeguard a computer
network.

5. What are computer viruses? What risks are involved when a
computer virus attacks your system?

6. How do you get to know that your computer is having a virus?

Explain what you can do to protect computer system from

viruses.

o

Practical

8. Scan your computer with installed antivirus. If viruses are
found, delete them. Turn on your internet connection and
allow the antivirus to auto update itself (or if it requests for
permission to do so allow it). Scan any available external
disk e.g. flash drive before use.

9.2 Definitions of terms

© Security: This is a state of feeling safe and protected. Something
that provides a sense of protection against attack, harm or loss is
security.
e Computer security means techniques developed to safeguard
information stored on computer network.
© Threat: This is a possible danger that might exploit a vulnerability
to breach/break security and therefore can cause damage, pain
and loss. Vulnerability is a weakness in a system which allows an
attacker to reduce system’s information assurance.
© Authentication: This is a process used to identify individuals based
on username and password. This process establishes whether;
e Someone or something is in fact who or what is declared to be.
e Authentication ensures that the individual is who he or she
claims to be but nothing about access rights of an individual.
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e Authentication proves that somebody or something is genuine
or valid. Authentication is a security measure and uses data
encryption to identify the user and verify that the message was
not tampered with.

Authorisation: This is permission to perform action.

Encryption: This is the process of encoding messages between

two or more parties information such that hackers cannot read the

message/information except the authorised parties.

Restricted/sensitive information include:

ldentity information such as social security numbers, identification
card numbers, driving license numbers, etc.

Financial account information i.e. saving and credit card numbers,
etc.

Student record information e.g. learner’s grades, financial aid
information, etc.

Medical record information e.g. diagnoses, treatment information,
etc.

Note: If your computer is lost or stolen and you have encryption
activated, people who try to access information on the computer
won't be able to read it.

Note: Encoding is a method designed to protect the integrity
of data as it crosses networks and systems i.e. to keep original
message upon arriving at destination.

Importance of encryption

1.

Encryption protects data in transit i.e. via computer networks like
internet, e-commerce, mobile phones, wireless microphones, blue
tooth devices and Automated Teller machines.

It is used today to protect information on computers and storage
devices such as flash drives belonging to civilians.

It is used by governments and in the military to facilitate secret
communication.

Decryption: This is the process of decoding messages information
such that authorised parties can read them.

Sensitive information stored on computer must be encrypted (using
encryption key) so that it cannot be understood if it is accessed without
using a (decryption key) to decrypt the information.
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Sender Receiver
Encoded or encrypted

plan text (3)

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

Cypher-text

Message Message

Encryption Decryption

Picture 9.1: How Encryption and Decryption work

Additional information for Picture 9.1. above
Elements of communicating data on a network include:

(i)  Sender: This is a computer where message has been created
by the user.

(i)  Encryption: This is the process of converting/encoding the
message. The message is encrypted into cypher text form
that cannot easily be understood.

(iii)  The information is transmitted into cypher text to the receiver

(iv) Decryption: This is the process of decoding or reconverting
cypher text to original message so that it is easily understood
by the receiver.

(v) Receiver: This is a computer where the reader accesses
the message.

Firewall: A firewall is a security software designed for preventing/
blocking unauthorised access to data and system software on a
computer network.

Note: A firewall is a piece of software or hardware. Firewall acts
as a protection line between your network and the external threats
from internet or other networks.

The firewall keeps track of every file that enters or leaves the local
network so as to detect the sources of viruses and other problems that
might enter the network.
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9.3 Importance of computer security

Computer security is the protection of computer systems from threat
that can damage software, hardware, and information and from
disruption and misdirection of the services they provide.

The major importance of computer security is:

© protect the computer

© protect data

© protect user’s identification

This is mainly because data present in the computer can be misused
by unauthorised intrusions.

Purpose of computer security is to:

© keep your information on computer protected
© maintain your computer’s overall health

© help prevent viruses and malware

© help programs run more smoothly.

9.4 Security threats

A security threat is anything that has the potential to cause serious
harm to a computer system. Threats can lead to attacks on computer
systems and networks.

9.4.1 Origins of threats

Deliberate: l.e. aiming at information asset, for instance spying
and illegal processing of data. Deliberate threat is
planned intentionally.

Accidental: E.g. equipment failure or software failure. This occurs
unexpectedly.

Negligence: l.e. known but neglected factors that can compromise
network safety. Negligence comes from paying less
attention on a serious issue at hand.

Environmental: |.e. natural event and loss of power supply. This is
generated by nature or condition of service.
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9.4.2 Threats can be classified into two main categories

Intended threats: Include people within the organisation. This is the
most dangerous threat.

External threat: Include people outside the organisation such as
thieves, hackers.

The following are the threats in general that commonly affect

systems:

© Physical damage such as fire, water, and pollution.

© Natural disasters such as volcanic eruptions, climatic changes.

© Loss of essential services such as electrical power, air conditioning
and telecommunication.

© Compromise of information e.g. hacking, theft of media.

© Technical failures; equipment, software or capacity saturation.

© Compromise of functions i.e. error in use, abuse of rights and denial
of actions.

9.4.3 Computer networks attacks

© Computer Viruses: Viruses are malicious programs that can corrupt
your data on hard disk, delete most important operating system
files, slow your computer operations and can make the system to
crash. Viruses can also allow hackers to run programs on your
computer or allow access to your files.

Spyware: A big threat to online computers. Spyware is a software
code installed on a computer without user’s knowledge to monitor
or supervise user activities.

®

Spyware can do the following:
e (Gather personal information and can transmit it without your
knowledge.

e (Change computer settings.
e Corrupt windows Registry files.
e Slow down internet connection speeds and the machine itself.
e Steal your privacy.
e Take up memory and space on your computer.
e (Can make a computer to malfunction or totally crash.

© Trojan horse (or Trojan): This is malware (malicious software) that
is disguised as legitimate software. In computing, a Trojan is any
malicious computer program which misrepresents itself as useful,
routine, or interesting in order to persuade a victim to install it on
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©

computer. Trojans do not replicate themselves and appear harmless
but in fact malicious.

Social Engineering: This is a method used by hackers to gain
access to computer systems by exploiting human behaviour.

In computer networking and security; social engineering is a
collection of methods used to trick internal computer users to
carry out specific actions or revealing confidential information thus
breaking normal security procedures.

Identity Theft: This occurs when personal information is obtained
by unauthorised individuals who then use the information to
commit a crime such as fraud or theft.

Everyone is at risk of identity theft. Therefore, be careful managers
of personal information, identification, and passphrases to help
minimise your risk.

Risk involved with identity theft include: victims have to spend
time and money cleaning up their personal and financial records.
They may be refused loans, housing or cars, or even get arrested
for crimes they didn’t commit.

Sabotage by employees: Sabotage is malicious damage done
usually by annoyed employees. An employee can intentionally enter
data incorrectly, destroy hardware or delete sensitive data, changing
known passwords and disappearing with customer information.
The major solution is to regularly monitor employees’ activities and
limit their access to certain sensitive systems or resources.

Denial of Services Attack (DoSA): This is a method used by hackers
to send too many requests to a specific server thereby using all
available resources. This leads the server to become unavailable
for internet users or crash down.

Unauthorised access by intruders or hackers.

. Explain the difference between a spyware and a spam. ldentify
risks involved when your computer is infected with spyware.

. Explain the term ‘social engineering’ in regard to computer

security threats.

Explain the term ‘identify theft’. Identify the risks involved with

identity theft.
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=

(i)

(ii)

(iii)
(iv)

4. Describe the concept of firewall as a security solution to network

threats.

Explain the difference between encryption and decryption.

6. ldentify the kind of information that should be encrypted in your
school.

Practical
7. Start your computer and open a folder where you frequently
save your files. Do the following tasks:

Make two of your files as Read-only files (this will prevent
other users from modifying contents).

Hide two of your files such that other users do not see
them even when they open that folder.

Encrypt any two of your important files.

Unhide the hidden file(s).

To make a file a Read-Only

Step 1:

Step 2:

Step 3:

Step 4:

Open the folder where you often save your files such as My
Documents folder.

Right-click on a file (s) and in the shortcut menu select
Properties (See picture 9.2)

In the File Properties dialog box that displays, check Read-
Only Attribute. (See picture 9.3)

Click on Apply and close the dialog box.
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| = | Documents — [u] %
Home  share  View A file right-clicked (2) ‘ - @
“~ v » ThisPC » Documents » v O Search Documents ye
# Quick access Ll MName Date modified Type Size ()
I Desktop » @ Microsoft PowerP... 34k
o] W G
* Downloads # NPED Microsoft Werd D... 16K
ew Microsoft W 5
Documents # ] Microsoft Word D 45 K
& Pict + ﬁ Print Micresoft Excel W... 14K
fetures Show Microsoft Word D... 15k
ICTforRwanda’ ) | I Scan Nature-protect.pptc InDesign Book B0k
wa Local Disk (D:) [T} Open with... Microsoft PowerP... 29,461 K
53 answers Share with > Microsoft Word D... 1,843 K
Scratch Projects ﬁ B Addto archive Microsoft Excel W... 15k
ﬂ__"l . N Microsoft Excel W... 17k
o Creative Cloud Fil B AddtoNature-protectrar Microsoft Werd D... 943 K
B Compress and email... o
& OneDrive Microsoft Werd D... 557K
B Compress to "Nature-protect.rar” and email _
Microsoft Word D... 17k
z This PC @ Restore previous versions Microsoft PowerP 1,050
I Desktop 73] @ Powerlso ? | Microsoft Power... 3k
Documents @ Send to > Microsoft PowerP... 20K o
; Downloads v < Cut 4
59itemns 1 item selected 33.9 KH Copy =
Create shortcut
Delete
Rename
— — Click Properties (3) |

Picture 9.2: A file in Documents folder is right-clicked

@ Mature-protect Properties *

General ' Securty Details Previous Versions

@ |Nature-proted 4._|._ ile name

Type of file:  Microsoft PowerPoint Presentation (pptx) s

File type and file
QOpens with: m PowerPoint (desktop) Change... extension- pPptx

Location: CiUzers\S2\Documents

Size- 33.9 KB (34,756 bytes) -— File location and
file size

Size on disk:  36.0 KB (36,864 bytes)

Created: Yesterday, October 26, 2017, 7:57:43 AM Check this box to make

Modified: Yesterday, October 26, 2017, 8:47:31 AM | | thefilea Read-only

Accessed: Yesterday, October 26, 2017 _L.4%

Click Advanced to

~—
Attributes: Read-only Hidden Advanced..« encrypt your file

~_| Check this box to hide
your file

e | [ oy

Picture 9.3: Properties for Nature-protect file
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To hide a file

Step 1: Open a folder where your files are stored such as My
Documents folder.

Step 2: Right-click on a file (s) and in the shortcut menu select
Properties (See picture 9.2)

Step 3: In the File Properties dialog box that displays, check Hidden
Attribute. (See picture 9.3)

Step 4: Click on Apply and close the dialog box.

To encrypt a file or folder

Step 1: Open a folder where your files are stored such as My
Documents folder.

Step 2: Right-click on the file (s) and in the shortcut menu select
Properties (See picture 9.2)

Step 3: Inthe File Properties dialog box that displays, click Advanced
Attribute. (See picture 9.3)

Step 4: In the Advanced Attributes dialog box that displays, check
box for “Encrypt contents to secure data” and then click
OK.

Advanced Attributes >

Choose the settings you want for this folder.

File attributes
File is ready for archiving :
% Check this
Allow this file to have contents indexed in addition to file properties box to encrypt
folder/file
Compress or Encrypt attributes contents
[]compress con
crypt contents to secure data Details ) Click OK to
| apply changes

Cancal

Picture 9.4: The Advanced Attributes dialog box

Step 4: Click on Apply and close the dialog box.
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To unhide hidden file(s)

Step 1: Open Control Panel window and display the contents as
small or large icons

[ All Control Panel Items = X
4 = v 1 [ > ControlPanel > All Control Panel ltems ~ | @ | Search Control Panel y:]

Click View by
Large icons
(or Small
icons (1)

Adjust your computer’s settings Click on File EXPIOrer Viewby: Largeicons ™

Options (2) B

@ Largeicons

a Backup and Restore = .
toPlay (wﬁ (Windows 7) & BitLoc

Date and Time @ Default Programs

Small icons

= Administrative Tools

ﬂl Color Management Credential Manager

g Device Manager

. . i P
i’f!ﬂ Devices and Printers E] Display @ Ease of Access Center

1 File Explorer Options @ File History Flash Player (32-bit) A Fonts
" HomeGroup u@ Indexing Options Internet Options <& Keyboard

s o Mail (Microsoft Outlook Nl Network and Sharing

L: M
Eﬁ anguage 47 3016) (32-biy PP vouse AN center
h Personalization h/; Phone and Modem \@ Power Options E_T Programs and Features
3  RemoteApp and Desktop ‘v 3 3

@ Recovery 9 Region Cohtinne Security and Maintenance

@ Sound @ Speech Recognition Eg‘ Storage Spaces @ Sync Center

v sinie o
g System Taskbar and Navigation @ Troubleshooting % User Accounts

E Windows Defender ‘ Windows Firewall @ Windows Mobility Center # Work Folders

Picture 9.5: Control Panel Window

Step 2: Click on File Explorer Options (See picture 9.5 above).

Step 3: In the File Explorer Options dialog box that displays, click on
View tab. See picture 9.6.
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Step 4: Select “Show hidden file, folders and drives”

File Explorer Options Click View (1) %

General View < Search

Folder views

You can apply this view (such as Details or lcons)to
EEE all folders of this type.

Apply to Folders Reset Folders

Advanced settings:

Files and Folders A
[ Mways show icons, never thumbnails

] Aways show menus

Display file icon on thumbnails

Digplay file size information in folder tips

] Display the full path in the title bar

Hidden files and folders
() Dont show hidden files, folders, or drives Check circle for “Show
(O Show hidden files, folders, and drives R hidden...2’ (2)

Hide empty drives
Hide extensions for known file types
Hide folder merge conflicts v

Restore Defaults

Click Apply to
oK Cancel fpply == | make changes

Picture 9.6: File Explorer Options dialog box

9.5 Security procedures

9.5.1 Protect physical equipment

© To protect physical equipment against fire and burglary, put in place
fire extinguishers against fire, use metallic doors and windows with
strong padlocks against theft. Security cameras and burglar alarms
and security guards are used to detect theft.

© Use UPS (Uninterruptible Power Supply) to protect system failure
and data loss due to the power failure. A UPS is a power backup
device. UPS keeps power for about 15 minutes after power loss.

© Use power surge protector to protect your computer against voltage
spikes that can harm your system.

9.5.2 Protect data

Protection of data is aimed at safe gaurding data against loss, damage
and theft. The procedures include;
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a)

b)
c)
d)

e)
f)
g)
h)
i)

)

Data backups

You risk losing your data that could have taken you a lot of time to
gather if you do not back it up. Your files could disappear due to
virus, crash, accidental keystroke, theft or disaster. To backup is to
create a second copy of your important data/files somewhere other
than your computer’s hard drive.

To be sure and secure, that your data is protected, do the following:

e Create a duplicate copy of your critical data.

e Backup critical and essential files on a daily basis.

e Backup and non-critical files on a weekly or monthly basis. You
can back up your data to a CD or DVD, to an online backup
service (for a small monthly fee), flash drive or to a server.

e Store your backup media (CD/DVD, external hard disk and
backup server) in a safe, secure place away from your computer,
in case of fire or theft.

e Periodically, test the capability to restore from the backup
media. An unreadable backup is not worth keeping. To ensure
that your backup files are reliable, simply upload the files to
your computer.

Regularly update antivirus software.

Scan your computer data and programs regularly.

Update your operating system regularly with the latest security

patches and service packs.

Have a strong password and change it frequently.

Install and configure a firewall.

Don’t download information from the insecure websites.

Don't open email attachments from unknown sources.

Scan every external disk memory attached to your computer to

protect from malware.

Scan all shareware and freeware before installing them on your

computer.
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1. Describe security risks to computers in your school computer
laboratory. Suggest solutions that can be used to protect school
computers and information stored therein.

2. Discuss the concept of ‘backup’ in regard to security procedures
on computer.

3. Explain security procedures that can be used to protect physical

equipment of computers.

Practical Numbers

4. Create a backup of all your important files existing on the
computer to a Flash disk or a DVD. (Simply save the files on
the disk and keep this disk in a safe place for future use).

Note: In case school computers are serviced, all the
fles and programs may be deleted, so backing your
files can help store your files safely for longer periods
without getting lost.

5. a) Start your computer and then use Administrator Account
to create a User Account with a strong password (8
characters and above).

b)  Exchange computers with a friend. Give your password to
that friend to allow him use your account for 10 minutes.
Return back to your computer and log on by typing
your password. Change your password to become even
stronger (12 characters and above).

Note: Each time you are prompted to give someone your
password, make sure when you return to the computer you
change it immediately.

6. Collect all rubbish and papers (as heap) from your class and
place them in a particular location outside the computer lab.
Light fire on the rubbish and papers. Quickly pick the Fire
Extinguishers to extinguish that fire and avoid its spread.

Note: Ensure you learn properly how to use a fire
extinguisher so that in case of fire outbreak on Network
devices, you can contain it.
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7. Disconnect your UPS from the computer. Connect your computer
directly to power source such as Power socket. Start your
computer and begin working by typing a brief background about
your school. One learner shall switch the main power source
without your consent. When you switch back your computer,
determine how much data you have lost without using a UPS.

8. Download Nero burning software and attempt to install it using
your limited account.

Note: If you don't have administration password, you
cannot install programs.

9.6 Basic security precautions

Security precautions are guidelines you need to follow in order to
use a system when you are protected on a network. You need these
guidelines on both wireless and wired network.

9.6.1 Wireless networks

A wireless computer network can be protected from the internal and
external security threats by implementing the following techniques:

© Control access rights. Unauthorised access must be stopped
immediately.

© Don't expose your SSID server password for your wireless network
or login password to wired network.

© Encrypt your Wi-Fi network.

Use encryption method i.e. converting data into unreadable format

during transmission using an encryption algorithm and encryption

key.

Disconnect your PC from the network when you are not using it.

Enable firewall and the antivirus software on each computer.

9.6.2 Wired networks

The following techniques are necessary to protect wired networks:

© Control direct physical access to network devices and avoid
unauthorised access.

Use strong passwords that must be regularly changed.
Disconnect your PC from the network when it is not in use.

Use hardware firewall for access to external network and internet.
Secure loose cables.

o000
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1.

Describe the kind of data security that can be implemented on
a wireless computer network.

Explain how you can protect computer information in relation
to data backups.

Explain the meaning of the following terms:

a)  Denial of Service Attack

b)  Trojan horse

c)  Hacking

Describe solutions designed for the following Network attacks:
a) Spam

b)  Sabotage by annoyed employees

c)  Spyware

d) Denial of service

Your teacher has instructed you to clean your computer
laboratory, describe the precaution you should undertake to;

a) protect computers and network devices

b)  protect other users (fellow learners)

Practical Numbers

6.

a) Backup all your important files on your computer to a
flash drive.

b) Delete all files on the computer that you have backed.
Perform the process to restore these important files on
the computer.

Follow the procedure below
a) Steps to set up your backup on the computer

Step 1: Click Start button, Select Settings.
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Step 2: Click Update & Security (See picture 9.7 below)

Settings = O X
652 SETTINGS | Find a setting |
= g S Z

[-]
System Devices Network & Internet Personalization
Display, notifications, Bluetooth, printers, Wi-Fi, airplane mode, Background, lock
apps, power maouse VPN screen, colars

L (& r -

Accounts Time & language Ease of Access Privacy
Your account, sync Speech, region, date Narrator, magnifier, Location, camera
settings, work, other high contrast

users

O

Update & securi i i
pdate securlwh» Click Update & security

Windows Update,
recovery, backup

Picture 9.7: Settings options

Step 3: In the Update & Security screen that appears, select
Backup tab on the left and then click Add a drive on
the right. (see picture 9.8 below). In the screen that
displays, select an external drive or network location
for your backups.

= Settings = O X

Click Backup (1) |

52 UPDATE & SECURITY | Find a setting o

Windows Update

Back up using File History

el DIt Back up your files to another drive and restore them if the Click Add a

originals are lost, damaged, or deleted. ) drive (2)
Backup
Add a drive

Recovery o5

More options N N
Activation ‘\ Click More options

Looking for an older backup? to select which files
For developers to backup and

If you created a backup using the Windows 7 Backug

Restore tool, it'll still work in Windows 10. hOW Often

Go to Backup and Restore (Windows 7)

Picture 9.8: Update & Security settings
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Note: Determine which files to backup and how often to
backups happen click More Options

< Settings

53 BACKUP OPTIONS

Overview

Size of backup: 114 MB
Total space on Removable Disk (G:): 7.48 GB
Last backup: 12/16/2017 7:12 AM

" \

Back up now < ‘ Click Back up now

Back up my files
| Every hour (default) ~~ | \

Keep my backups

| Forever (default) ~ |

You can change options to
your current preferences

Back up these folders

Add a folder
+

Saved Games )

" CA\Users\Kiwa

Picture 9.9: Back options

b) Steps for Restoring your files
Step 1: Type Restore files in the search box on the taskbar,
and then select Restore your files with File History.
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O & Filters
Best match

Restore your files with File History
[y
= Control panel

Search suggestions

L restore files - see web results

restore ﬁ\es|

Picture 9.10: The search word on the Search box on Start

Step 2: Look for the file (or folder) you need, then use the
arrows to see all its versions.

Note: You must connect the Restore source or backup
device.

Step 3: When you find the version you want, select Restore to
save it in its original location. To save it in a different
place, press and hold (or right-click) Restore, select
Restore to, and then choose a new location.
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EY \ Home
Tuesday, December 19, 2017 7:26 AM | 24 of 24
#3 Replace or Skip Files - % \
2= Copying 14 items from Kiwa to Visitor & = P’ ~ Select the
Contacts € The destination has 9 files with the same names OneDrive Pictures Saved Searches .
Sames required
+ Replace the files in the destination
= > file(s)
Picty il il
ictures q *? Skip these files or
15 Let me decide for each file folder ( | )
More details j

‘ Restore to original location (2) ‘

18items  1item selected

Picture 9.11: Home-File History

7. a)  Start your computer and update your antivirus.
b)  Carryout a complete scan (to scan all drives and devices
attached to your computer).
8. Download Windows Updates and install them on your computer.
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Platform Game Programming

Key unit competence

To be able to use complex expressions, operators and controls to
design platforms.

10.1 Concepts of platform and its usage

A platform sprite is an immobile sprite usually a stage background and
can interact with other sprites on stage. Most platforms are located at
the bottom of the stage and appear as either ground, wall, grass field,
brick pavement, etc. A game where there is no platform, the player
cannot jump, swing, or bounce; the actions that are characteristics of
a game.

The platform sprite is the avatar controlled by the player. Its appearance
can affect gameplay slightly, depending on the angles and size of its
costume(s).

An avatar is usually a picture representing a particular person or
something in a game or forum.

10.1.1 Create platform sprites

Before you create a platform sprite, you must know what type of the
game you want the platform to work for, the level of the game, etc.
Learn more about creating platform sprites in section 10.2.
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10.1.2 Interact with platform sprites

Two or more sprites may interact with each other when they touch
each other, or touches certain specified colours, moves in certain
direction, etc. The scratch player can interact with platform depending
on the type of game and sprites therein designed. Most platforms are
designed immobile, the main sprite-player must be given commands
that limits or allows movements and in any form of interaction.

The scratch window below is showing two sprites. One is Lion and
another is a parrot. Whenever the lion touches the parrot, the parrot
runs away. The accompanying sprites are given below. Try using these
scripts and see how sprites interact. Assume all the white space
(background) is your area of interaction.

Activity 10.1 (a)

(i) Introduce the two sprites as shown in the screen below. You
can use paint to draw them or at this stage just import them
into scratch. For more information on how to use scratch paint
tools, see Activity 10.1 (b).

'm

| ] Fearful parrot ~ @

wid

2 W
6

Picture 10.1: Scratch window showing two sprites introduced from Scratch
library
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(ii) Place these scripts in the scripts area for the lion and for the
parrot and watch how these sprites interact.

o

go to x: EED v: @D

point in direction m

point towards Parrot

{ mowve E steps
b

if on edge, bounce

(ot @) secs
' )

]

e -113
when dlicked Y -5

point in direction m

go bo ax: gk v:a

I move steps
3
if on edge, bounce

touching Lionness 73

[ mowve steps
3

switch costume te parrot-b

switch costume te parrot-a

il touching Liomezs 2 |
: J

5

Block 1: Scripts that move the lion

The way sprites interact with others and the platform is covered
within the games we have developed in this unit.

Block 2: Scripts that move the parrot

10.1.3 Role of platforms in scratch

In a platform, objects i.e. sprites can fall, move, slide, jump, and
bounce. The platform acts as an area of sprite interactions. The
platform associates those properties identified into the game in which
one controls a character to typically move towards a given goal.

10.2 Creating a platform sprite

We need to create a platform and so we think of a game for which to

create and a suitable platform to use.

Activity 10.1 (b)

on.

Create a platform sprite for a game named Hard Journey in which
a sprite named John is to walk to the end in order to win. In this
platform, John should find items that give him a challenge to pass
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Use the steps given below to create the platform sprite

Step 1: Create a platform sprite as a walk way for John using
scratch tools. First open Scratch (I am using Scratch 2.0
the newer software) and then click on Stagel Backdrop.
See picture below.

& Scratch 2 Offline Editor (=R
GFEWIE & riev Edtv Tips About s o

I~y : Scripts Costumes Sounds
'm] Untitled ~ @ P

w4l
T

ISound ISensing

50 I FPen I Operators
= IData IMore Blocks

move €T steps Click Backdrops (2)

turn (% €1 degrees appears here after
you click |

PEPRTRITI v F) €6 degrees

d/anB

point in direction

point towards

Stage b
tbaciey g0 to x: Oy: O

Mew badudrop:

W/“f n go to mouse-pointer

Click Stage | glide @) secs to x: @ yv: @
backdrop (1)

change x by

setxtn@ a‘=a

Picture 10.2: Scratch 2.0 screen at the start

10.2.1 Pick a colour

Scratch Editor has very many colours to choose from. After you
have clicked on 1 and 2 as shown in picture 10.2 above, you can
then make a choice of the colour (s) you want using the mouse and
design a needed item. See picture 10.3.
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10.2.2 Design a needed item
Step 2: Use scratch Paint tools to design a needed item (platform-
journey where John is to walk).

It's better we use two colours. One colour (green) for
free movement in the journey and another colour (red)
indicating enemy.

& Scratch 2 Offline Editor - O X
BERIE $ riev Edity Tips  About I+

I Scripis Backdrops Sounds
(M, Hard Journey ~ @ P P
w441

RA wu
LA TLY

Rename backdrop| here (4)

New backdrop:

W @ | Clear | Add  Import | H pll & e |
a/aE

\.Terrainﬂ

‘ Draw the platform (3) ‘

X240 W© 112 »

¢/ aB

Fill tool is used to fill this
part with green colour

gL

53

- Q=4 '8 0
Pick a colour from here 100% £ m>~
] ' «

e.g.green or red (I) Bitmap Mode | O
0 Convert to vector ) 8

_ %S

c Qo

~ 8 >

Determine tool width here ‘ O 8

Picture 10.3: Scratch displaying a designed platform named Terrainlin a file
named Hard Journey

10.2.3 To edit or copy a sprite or an item

To edit a backdrop name, click on it and type a new name. See
picture above.

To copy a backdrop, right-click on it and select duplicate.

To delete a backdrop, right-click on it and select delete.
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& o+ MO
F . Scripts Backdrops Sounds

New backdrop: ————————
e [Terrain1 B ™ Clear

/s
\

duplicate

/-/ delete

save to local file

Picture 10.4: When Backdrop is right-clicked you get options for deleting, or
duplicating it

To edit a sprite’s name, click on default name and type the new
name in the name box.

To copy a sprite; right-click on the sprite; select duplicate.

To delete a sprite; right-click on the sprite; select delete.

Designing a needed item (Player)
If you had deleted the cat sprite you can now draw a new item
(John) using scratch paint tools.

& o+ X

Scripts Costumes Sounds || Rename costumel JOhnI
Hewcost:lmez [costume1 | @ Clear
d/aAm
T & Brush tool
% &
costume | |
35089
@ *——4{ Designed sprite ‘
& — Fill with tool
g
=
£
r Select and duplicate
it (Stamp tool)

Picture 10.5: Part of scratch window showing a newly drawn sprite to interact
with platform
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Duplicate John1 costume and then click Flip left-right.

Do this by right clicking on the John1 costume then select duplicate.
Afterwards click “Flip left-right” button as shown in the picture
below.

—

Scripts Costumes Sounds

New costume:
d/al

i e

[John2 0 ™ Clear

20D
e g | Duplicate (1) Click on Flip left-right (2)

3181 IT I
2 () Select the sprite and move
it back to its original
T position using select button
R to prevent recurring
E ] & script (3)
T

Picture 10.6: Costume2 for John is flipped left-right

10.2.4 Build a Combo block

A combo block is a combination of scripts that can make a sprite to
move, jump, walk, make sound, etc. and can also affect the behaviour
of the background platform.

Create combo blocks that will make John to appear in a specific
position when the game starts, ready to move and jump.

Solution

To create combo blocks, you must know what each block does
and we already have this knowledge. Now you give John-sprite the
following scripts (combo block) to take his initial position, show up
and get set each time the green flag is clicked.
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when

go to x: 1;: -180

Block 3: Gives the sprite ability to appear in a specific location you set

To give John the ability to move forward or backward. Use the
following scripts below.

The forever loop setup
gravity and monitors for
right and left arrows to
be pressed to change
pressed? the sprite’s horizontal

movements.

key left arrow pressed? . then

| Ve ﬂ steps

Block 4: The sprite will be able to move left or right with move steps you set

Give John-sprite some movement limits by using the scripts below.

Note: A condition
is a statement
— which is checked
. e ool for a true or false
.change v by response. In our
e game when the
sprite checks if it's
touching a green
colour, it's checking
a condition, using if
blocks

not touching color

Block 5: The sprite will detect colour changes as it moves and changes y
position accordingly
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With the scripts below, John will be able to jump

when chicked

p—

X 10

. change y by

Block 6: The sprite shall be able to jump

\&

1. In groups, discuss how you can associate scratch tools and
produce a planned platform. Just think of a game and look at
the tools you may need.

Discuss the role of platforms in scratch programming language.
3. Modify the platform (Stagel backdrop) we made in Activity
10.1(b) to appear as shown in the following pictures using
scratch paint tools.

>
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w441

X117 W A2 4
Sprites New sprite: ‘@ / & (9
Picture 10.7: A modified Stagel backdrop

4. Create the Stage2 backdrop and make it Terrain2 to appear as
shown below.

[Terain 2 il Clear | Add || Import 7 g | &

Q=Q
100%

Bitmap Mode
Convert to vector

Picture 10.8: Terrain 2 (Stage 2 backdrop)
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Use the following steps to create backdrop?2

e Select Stagel Backdrop and then click on the Backdrops
tab.

e Right click on Terrainl backdrop and select duplicate. This
will create Terrain2 backdrop.

e Make changes to the backdrop using scratch paint tools to
appear as shown in picture 10.8.

5. Create stage3 backdrop to appear similar to the following as
shown in picture 10.9 and call it Terrain3.

L

X 95 ¥ 180 A

Sprites New sprite: '@ / &b £
Picture 10.9: Stage3 backdrop

To all level backgrounds add the following scripts to enable a
player move back to level 1 faster if it is required.

when space  key pressed

switch backdrop to Terrainl

Block 7: When you press space bar at any level the background will change to
terrainl
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10.3 Add Level of a game

You can use colours in a platform to detect the end of a level or
determine the end using edge of a platform. You can also use an object
which sends one back to the beginning of the level.

The character sprite is named John. Green is the colour of the walking
ground. Edge has been used such that if one reaches to it; qualifies
for next level platform.

Activity 10.4

Using the designed backdrops (platform) in Activity 10.3, add
levels of the game enabling a player to move from one level to
another. Create a winning costume that will produce a sound and
a winning message at level 3.

Follow the following steps

Step 1: Let us add more scripts to block 4 enabling the sprite
to move from one platform or backdrop to another. See

block 8 below (as a result).

when chicked
e

switch costume to costumel
b

move ﬂ steps

key left arrow  pressed?

With this part of combo, once
the sprite reaches the edge
jeeihac ki) nex: backdmp then it switches to the next

L il i backdrop and it goes to x -280
= ' and y -180 of the next level

Block 8: Scripts can make the sprite to switch costume and move to another
stage
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Step 2: In this game, RED objects are used to send the player
back to the beginning of the level. We can now modify
block 5 by adding in more scripts as shown below in
block 9 below (as a result).

touching color

change vy by

not touching color

change y by ,
= - : | John’s colour

if color == touching

John’s enemy
go to x: Vi colour takes him
- ' ' back to beginning
of the level

Block 9: If the sprite’s colour (black) is touching red colour, it goes back to the
beginning of the level

Step 3: Let us add more scripts to block 6 and determine where
the game ends. See block 10 below as a result.

fnr'!.!uu'
:.if : kev. up arrow  pressed?  then
change v by m

S

wiait until touching color

then

Pink colour stops John
and any other sprites
from running

Block 10: This block not only will help John to jump but also to stop once it
touches pink colour after 1 second




Information and Communication Technology (ICT) for Rwanda Schools Learner’s Book 3

Step 4: Create a winning costume for John sprite by giving him a
different facial colour.

A wa
& K To create
Scripts | Costumes | Sounds a winning
New costume: cosomes |9 o S € costume
a |costume3 Clear | HfidpfallZ+| [T for John,
d/am :
% duplicate
i
costume?
% Y and use Flip
left-right
costume1 | |
1 button.
2 8 Then select
a colour,
T click Fill
pox u with colour
5 button and
& click in the
i face of John-
costume3 = sprite
J1xB1 ‘
Winning
costume
——
HEN s ha =Q
D 1| 100%
HE ErEEE
N NN NBitmap Mode
" | IIIIIIIF'C e
" | BEEEEEENE, Convert to vector

Picture 10.10: Scratch drawing area with a winning costume sprite

Step 5: Let's us add more scripts to make John produce sound
and a winning message. See block 11 below.

. touching color

play note ¥ for QLY beats
¥

switch costume to costume 2

b
say for m sers
e _.d

Block 11: These scripts will make John-sprite (after touching pink colour) to
change costume, produce a message and sound
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~e

Picture 10.11: John has reached the end of Journey and has won the game

1. Using the Hard Journey game in the previous activity, design
two more challenging backdrops (add 2 levels) to work for level
4 and level 5 of the game. Let the backdrops be placed in-
between backdrop 2 and 3.

2. Make a variable called Jump and use it to test how John-sprite
works with gravity while jumping. Use the following scripts.

when up arrow key pressed

zat Jump tn

repeat until  Jump =

change v by | Jump
b

change Jump by

if touching color

sat Jump tn

Block 12: Scripts you can use to make John jump with gravity (you free to
modify them)
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3. Use appropriate scripts that could make the blue colour to hide
John (disappear automatically) such that a player must show
him in order to play again.

Suggested answers for Activity 5

1. New backdrop3 may appear as this one shown in the following
pictures (a) and (b) but you are free to design a different one. This
level can later be renamed Terrain3.

New backdrop:
w/an

Terrain1

Terraind

Rename this as Terrain 3

Terrain 3 background
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The new backdrop4 which can later be renamed Terrain4 may
appear as this one below.

[LES

X 240 ¥ 180

Sprites Mew sprite: '9' v ﬁ

Terrain 4 background

2. Steps for making a variable are:
e On the Scripts tab click Data block.
e C(Click Make a Variable. In the New Variable dialog box type in
Jump. Select “For this sprite only” and click OK.

Mew Variable

| Type in the

Variable name: Jump -— "
variable name

| Select for this

i) For all sprites @ For this sprite only ge—| i
sprite only

Click OK OK Cancel

Picture 10.12: New Variable dialog box

e The resulting blocks appear as shown in picture 10.13 from
which you can pick what you want.
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Scripts Costumes Sounds

] motion

|

ISound ISensing

fren Joeersos |1 Click Seripts (1) |

Data [ ore Blocks

Vake a Varzble dmmm———t— | Click Make a Variable (2) |

=8 Jump

set Jump to m

1
o o S Ol B r——ry

Make a List

Picture 10.13: Scripts are containing jump variable blocks

3. The scripts that can make John-sprite hide when touching blue
colour are in block 13.

Block 13: This block can make John-sprite in black colour to hide when touching
blue colour.

10.4 Commands for sprite manipulations

There are a number of commands in Scratch, which you can use to
make your game interesting. Most of the commands below have been
used in our activities. You should learn more of what they exactly do.
Also practice on locating them quickly when needed.
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10.

11.

Colour () is Touching ()?: This is a condition for checking if a
colour (represented by first brackets) on the sprite is touching a
specific colour (represented by the second brackets).

Repeat Unitl: This is a loop that will stop once the condition is
true.

Change () by (): This script changes the specified variable by the
amount.

Key () Pressed?: This is a condition for checking if the specified
key (represented by brackets) is being pressed.

Touching ()?: This is a condition for checking if the sprite is
touching the mouse-pointer or another sprite (represented by the
brackets).

Touching Colour ()?: This is a condition for checking if the sprite
is touching a specific colour represented by brackets.

Switch Costume to ():This block changes the sprite’s costume to
the specified one (represented by brackets).

Switch Backdrop to (): This changes the Stage's costume/
backdrop to the specified one (represented by brackets).

Switch Backdrop to () and wait: This block is for stage only, it
waits until all of the hat blocks triggered by this have completed.
Next Costume: This block changes the sprite’s costume to the
next one in the costume list.

Next Backdrop: This changes the Stage’s costume/backdrop to
the next one in the costume list.

10.5 Sample controls

There are a number of controls in Scratch and some of them include
the following:

1.

2.
3.

Repeat (): This is a loop that repeats the specified amount of
times.

Forever: This is a loop that will never end.

If () Then: This block checks the condition so that if the condition
is true, the blocks inside it (represented by brackets) will activate.
If () Then, Else: This block checks the condition so that if the
condition is true, the blocks inside the first C will activate and if
the condition is false, the blocks inside the second C will activate.
Move () Steps: This block moves the sprite forward the amount
of steps (represented by brackets) in the direction the sprite is
facing.
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6. Turn () Degrees (Clockwise): This block turns the sprite (clockwise)
the specified amount (represented by brackets).

7. Turn () Degrees (Counter-clockwise): This block turns the sprite
(counter-clockwise) the specified amount (typed in brackets).

8. Point in Direction (): This block points the sprite in the direction
you specify.

9. Point Towards (): This block points the sprite towards the mouse-
pointer or another sprite.

10. Go to X: () Y: (): This sprite moves the sprite to the specified X
and Y position.

11. Go to (): This block moves the sprite to the mouse-pointer or
another sprite.

12. Touching ()?: This is a condition for checking if the sprite is
touching the mouse-pointer or another sprite.

13. Show: Shows the sprite.

14. Hide: Hides the sprite.

15. Set () to (): Sets the specified variable to the amount.

16. Change () by (): Changes the specified variable by the amount.

17. Show Variable (): Shows the variable’s Stage Monitor.

18. Hide Variable (): Hides the variable’s Stage Monitor.

Note: Try to use most of these block sprites in your games.
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1. Use Internet facility and explore millions of scratch projects
that other scratch users have shared. Look inside and see how
they work and then learn from them.

Note: Since playing scratch games is fun, make sure you
know how the codes used in those projects work and try
them. Remix projects or borrow scripts and graphics from
them but ensure to include credits on the projects page if
you are to use other people’s material.

2. a) Design a platform stage (background) similar to the one
shown below as lake waters and sky. In the waters there
is a shark that eats small fish that you will introduce in
the water. Name the game file as Danger shark.

GEENE © rlev Edity Tips  About

Iy
M, Danger shark
w4

N . B

Sun

Water

X 39 y 83 |4

Picture 10.14: A Water platform where fish sprites will interact from
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b)

c)

d)

e)

f)

Introduce in a big fish (Shark) with two costumes.
Costumel is biting and costume? is opening mouth.
Apply necessary scripts to make the shark, move up,
down, left and right in the waters so as to catch pray but
must not move beyond waters upwards.

Introduce in 2 small (can be similar or different) fish as
prey for the shark. Use similar scripts on each of them.
Set score variable and time variable. Set time at 20 such
that if it elapses, the game is over and the player just
counts the scores achieved in that time.

Design a platform where the game ends (Game over) and
show its sprite commands.

Apply sound in your scripts such that each time the shark
eats a fish it makes sounds.
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Ad blocking:

Add ons:

App:

Application:

Axis Title:

Browser extension:

Chart Title:

This is a software technology, which allows
for blocking ads before they are loaded by the
web browser. That means that you are saving
bandwidth and the page is rendered faster
within your browser.

These are apps that Internet Explorer uses
to interact with web content like videos and
games. Toolbars and extensions are also types
of add-ons.

A program written mainly for mobile operating
system like i0S or Android. Apps are usually
games, utilities, or suites.

A program that turns your computer into a
specific tool, such as a word processor, photo
editor, or browser.

This is text that identifies plotted data on x or
y- axis.

Software that modifies the interface and/or
behaviour of web browser e.g. add-on.

This is text that identifies the purpose of the
chart.

Content-control software (content filtering):

Data point:

Data range:

This is computer software designed to restrict
or control the content a reader is authorised
to access, especially when utilised to restrict
material delivered over the Internet via

the Web, e-mail, or other means e.g. ad
blocker.

This is a value in data series.

This is a block of cells that provides data to be
used to create a chart/graph.
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Data series:

Data source:

Document Protection:

Download:

Downloading:

File system:

Gridlines:

Install:

Legend:

This is a range of data that comprises of a bar,
column, line or pie slice.

This is a named source of data usually a DBMS
file.

This is to safeguard or preserve a document
from damage or misuse.

This means copying files from a remote
computer to your computer using a modem
or network connection. For example, you can
download files from the web to your hard
disk.

This is a process of transferring information
(copying) from a remote computer to your
computer.

This is the overall arrangement in which files are
named, stored and organised by the operating
system, for example, Windows 8 uses NTFS
file system.

These are horizontal and vertical lines that help
the reader to determine data values in a chart.

This is to copy a program on to your computer
for use. E.g. you can install operating system on
your computer and Microsoft office applications
after and then use them do perform tasks.

This is a feature that connects colours and
patterns in a chart with the data they represent.
The legend acts as the key that explains what
each colour or pattern in the chart means.

Open source operating system: This is an operating system that

anybody is freely licensed to use, copy, study
and change e.g. Linux is a Free and Open
Source Software (FOSS); this means, anybody
can use Linux operating system in any way
he/she wants. The source code is openly
shared such that people are encouraged to
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voluntarily improve its design. Chrome OS is
also open source.

Photography: This is the method of producing procedures
with camera. It is a profession or hobby of
taking photographs, developing and printing/
processing the images.

Plug-in (or Add-on) and Add-in: These are simple extensions that

extend the usability of the program such as
Internet Explorer or Mozilla Firefox.

Printing: This is the action of producing text or graphics
on paper or another medium by a Printing
machine.

Source code: This is a computer code used by programmers

to write a program and it is human readable.

Suite: A collection of applications or utilities sold for a
single price, and having a single or similar user
interface. These include both application suites
(Microsoft Office), and utility suites (Norton
Internet Security).

Typography: This is the art and craft of designing typefaces
and organising for display.

Uploading: This is the process of sending or transferring
data or programs, usually from a peripheral
computer to a central often remote computer.

Utility: A program that either protects the computer or
makes it faster, more reliable, or easier to use.

Video game accessory: This is a piece of hardware used in conjunction
with a video game console for playing video
games.







