


A Note from Deputy Commissioner, KVS Delhi Region 

It is an established fact that the computer education in school plays an 
important role in overall development of students. Computer with an 
internet access is the most powerful weapon, which opens the doorway of 
all information, knowledge and skill available in this universe. However, 
there was a definite syllabus but in the absence of any study material 
transaction of the computer literacy as a subject was limited to the 
imagination of the teacher. 

With the advent of new era of artificial intelligence, it is need of the time to 
introduce technology and coding at an early stage to students, in a 
uniformed and standard way. In our endeavour to help students become 
better equipped and confident, we have taken the initiative to develop 
syllabi and textbooks which touch all the paradigm of teaching ICT in well 
directed manner. 

This book series for class 3 to 8 has been developed with efforts of many 
teachers and contributions from academicians of KVS Delhi Region. It is 
based on detailed computer literacy syllabus as per CCE(RTE) and all 
applications taught are based on free and open source software. 

The lesson is based on interaction between two students from primary 
classes to encourage auto didacticism and to teach them how to think and 
improve problem solving. We have focused on content and skills to lay a 
strong foundation for learning computers. 

The accomplishment of this venture depends on the cooperation of all 
principals and teachers who will encourage children, guide them and help 
them at different steps and give them infrastructure and proper guidance 
to use this Book. 

Comments on the book and suggestions for next edition are most 
welcome and may be sent to support@kvsrodelhi.in. 

(Nagendra Goyal) 
Deputy Commissioner
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PROLOGUE 

          Some when 

School reopened for new session. Gowri and 

Aryan were happy to be back to school. 

They were excited to share their learning 

during the break after final exams.  

Gowri :- Do you know we will have computer 

classes in class 3 that also 2 periods each 

week. 

Aryan :- Yes, I am so thrilled. Online classes have taught us so much and 

thanks to technology we didn’t miss on our learning during pandemic. 

Gowri :- Yes, But do you know that we can do so much on computers apart from 

just attending classes. Like music, calculation, drawing and making 

projects/assignments. I have learnt so much about these things. 

Aryan: - Is it? Will you share your learning with me?  

Gowri :- Why not. I would love 

to share. Before that let me 

tell you little about computer. 

As you know, now a days 

computer is used in almost all 

the fields like Home, 

Education, Government, 

Hospital, Hotels, and Games 

etc. But what is a computer? 

Computer is an Electronic 

Device which takes raw data 

as an input, processes it and 

gives us the desired output. It is a collection of Hardware, Software and 

Human ware (user).  

Gowri :- Before we proceed let me show you how to switch on the 

computer. 
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Gowri :- Before switching off the power supply, we need to wait for the 

light on power button to go off, for computer to completely shut down. 

Step 4:   Step 5:     Step 6: 

 

 

 

 

 

 

Shutting Down Computer 

 

Aryan :- Thank you Gowri, I will take care to properly to switch on and shut 

down the computer. 

Gowri :- You are welcome Aryan, but it is not only computers we should take 

care of. Technology is helpful, but we should not use it for prolonged periods 

as it has its possible health concerns too. 

Aryan :- What you mean is that long screen use is harmful. 

Gowri :- Yes, physical health as in problems with arms, wrist, back and eyes 

and may lead to poorer sleep quality effecting mental health too. 

Aryan :- How can we take care of ourselves. 

Gowri :- First thing is to find a correct height for desk and chair so as screen 

is at your eye level and sit with your back straight. Keep on taking small break 

to keep blood flowing and to rest your eyes by covering it with your palm. Blink 

often. Follow 20-20-20 rule. Every 20 minutes, look up from your computer 

screen, locate an object that is 20 feet away and stare it for 20 seconds. 

Splash your eyes with water every hour and do some eye exercises and 

stretches. 

Aryan :- Can you tell me some exercises. 

Gowri :- Yes, There are some stretches you can do But remember that only 

stretch till it is comfortable and without pain. Hold it for 10 seconds and do 

not bounce back. Keep breathing. Following are some stretches. 

 Deep Breathing - Through your nose breathe in slowly. Hold your breath 

for 3-4 seconds & then exhale the air through your mouth. Continue to 

this exercise for 8 cycles. 

 Head & Neck Exercise – Inhale air and turn your head from neck slowly 

towards right and look your right shoulder, keep looking your shoulder 
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for 3 seconds. Slowly exhale & come back. Similarly do the same for left 

side. Continue for 4 cycles. 

 Shoulder Roll – Raise your shoulders up and down. Then using a wide 

circular motion, roll your shoulders 5 times forward & 5 times backward. 

Continue for 4 cycles. 

 Upper Back Stretch - Fold arms in front of you. Raise to shoulder height, 

then push your elbows straight back. Hold a few seconds till 

comfortable. Repeat 5 to 10 times. 

 Lower Back Stretch - Slowly bend your upper body between your knees, 

while sitting. Hold for a few seconds, then sit up and relax. 

 Wrist exercise - Hold your arms straight out in front of your body. Raise 

and lower your hands- bending at the wrist, to stretch the muscles in 

your forearm. Repeat several times. 

 Hand and Finger rest - Make a tight fist with your hands. Hold for a 

second. Then spread your fingers as far apart as you can. Hold for five 

seconds. Repeat. 

 Leg Lifts - While sitting in a chair, grasp the shin of one leg and pull 

slowly toward your chest. Hold for five seconds. Then do the other leg. 

Repeat several times. 

Let’s try these. 

 

And you will be fit always. Just ensure use of technology in controlled manner 

and do not compromise on physical activity time. Take out time to go out and 

play too.  

 

Now tell me, do you know how to work with mouse on computer? 
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Aryan :- Yes, I know a little but it would  be great if you could explain it to 

me. 

Gowri :- Hmm, I think before starting digital drawing, let me tell you little 

basics of working with  mouse. There are two buttons on mouse. When you 

click the left one it’s called left click. When you click on right, it’s called right 

click. And when you click left button twice it’s called double click. And there 

is one more function of mouse. It is called dragging. 

 

Aryan: - What is dragging and how is it done? 

Gowri: - Dragging is used to move any object. You left click on the object and 

without releasing it move the mouse to new location and then leave the click. 

 
Aryan: - I have understood the basics and I am eager to learn.  

Gowri:- I can see how enthusiastic you are. But before I go forward,  
 

please note…. 
 

I will be with you in your journey to be computer expert. I would be delighted 

to answer all your questions, and of our readers (Some where we will take help 

of our teacher). Though I myself in search for some answers , and I hope you 

will help me with it. If together we are not able to find answers please discuss 

between your class mates or ask your teacher, parent. Sometimes, you may 

have to try things out yourself on computer to understand the concept better. 

Remember, the more you work on computer, better you will learn….. And do 

complete the activities and work given in the book, as those are intended for 

you to practice and become through with the concept.  
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1. TUX PAINT 
1.1 Introduction to Tux Paint 

1.2 Starting Tux Paint 

1.3 Tux Paint Windows Interface 

 1.3.1  Canvas 

1.3.2 Toolbar 

1.3.3 Color Palette 

1.3.4 Selector 

1.3.5 Help/Information Area 

1.4 Creating a New Drawing & 

 T  1.5 Saving  &  Opening A Drawing 

1.6 Eraser Tool 

1.7 Closing Tux Paint 

 

INTRODUCTION  
Aryan and Gowri were in classroom with students of their class 

waiting for mam to show their project work.  

Aryan :- Gowri, Look I made this drawing for project submission. 

Gowri :- Wow Aryan, it’s beautiful. I too have made but mine is 

digital. 

Aryan :- What do you mean by digital drawing? 

Gowri :- It means I have made it on my computer. 

Aryan :- I also want to learn to draw on computer. Will you teach me? 

Gowri :- Yes, Let me show you how to make digital drawing, but 

before that you need software for it. We have many software 

installed on our computer for various purposes. Tux Paint is one 

such software which is used to make interactive drawing. If you 

don’t have you can download it from  

http://www.tuxpaint.org/download/windows/. Installation steps are given 

in Appendix II. 
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1.1 Introduction to Tux Paint 
Tux Paint is drawing software which is used to make interactive drawing. It 

has an easy interface with some sound effect while working on it. Logo of Tux 

Paint Software is Penguin as shown in figure. 

 

 

 

 

 

 

Fig. 1.1: Tux Paint Logo 

1.2 Starting Tux Paint  
Aryan :- How do I open Tux Paint?  

Gowri :- Search Tux Paint icon (penguin logo as in Fig 1.1) and 

double click on it and Tux paint window. After opening Tux paint 

you will get the above interface. The pink labels denote the 

names of the components marked. 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

Fig. 1.2: Components of Main screen Windows of Tux Paint 

The Lead Developer and 

Designer of Tux Paint is 

Bill Kendrick 
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EXERCISE 

SOMETHING TO KNOW 

 
A. Answer the following questions. 

1. What is a computer? 

2. Why is it important to shut down the computer System? 

3. What is Tux Paint? 

4. What are various components of Tux paint windows? 

5. How to save a drawing in Tux paint? 

 

B. Fill in the Blanks 

1. __________ is an Electronic device used in many fields. 

2. We should click on ______________ to shutdown Computers. 

3. _______________is award winning software. 

4. ______________is the area where select tool description is given. 

5. The tool which is used to erase the drawing _______________. 

 

C. Match the Following. 

1. Paint tool 
a)  

2. Stamp tool 
b)  

3. Lines tool 
c)  

4. Shape tool 
d)  

5. Save 
e)  

 

D. Select the correct answer for each question. 

1.  To start a computer first, we should switch on  

(a)  UPS button   (b) Start Button  (c) Power button  (d) Monitor button 

 

2. To open a drawing we should click on  

(a) Save tool  (b) Quit tool  (c) shape tool (d) Open tool   
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3. Toolbar does not contains following tool  

(a) Selector   (b) Save Tool  (c) Quit Tool  (d)  Stamp tool 

 

4. To erase a drawing, which tool you will select  

(a) Stamp tool    (b) Erase Tool (c) Save tool  (d) Selector tool 

 

5. Which tool is selected by default, when we open Tux Paint? 

(a) Paint Tool  (b) Lines Tool (c) Stamp Tool (d) Save tool  

 

 

 

E. State True  or  False  

1. Computer is electronic device.           

2. We should not shut down our computer system. 

3. Clicking on save will erased you current drawing. 

4. The working of Paint tool and Lines tool is same. 

5. Logo of Tux Paint is Penguin. 

 

SOMETHING TO DO 

1. Go to the lab and start working on the computer. 

2. Turn off the computer. 

3. Make an interactive School bus drawing by using tux paint. 

4. Find out other drawing software. 
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2 :- BASIC COMPONENTS OF COMPUTER 

 

 

  

INTRODUCTION 

Aryan :- It is so much fun to work with computers. I was 

explaining it to my mother as to how it is so useful. Then my 

mother asked me a question, “Is our fully automatic washing 

machine a computer?” 

Gowri :- I wouldn't call it a computer. A computer is general 

purpose whereas a dedicated embedded system such as a 

washing machine or microwave usually contains a 

microcontroller not a microprocessor. But before we go there, 

let me tell you basic components of computer. 

2.1   BASIC COMPONENTS OF COMPUTER 

Main Components of Computer :- 

Every Computer has four basic Components: 

 Input Device 

 CPU 

 Output Device 

 Memory Unit 

 

2.1 Basic Components of computer 

2.2 Hardware and Software 

2.3 Do's and Dont’s while working in 

computer lab. 

2.4 Comparison of Human Being with 

Computer. 

 2.4.1 Strengths of Computer 

 2.4.2 Weakness of Computer 

2.5 Applications of computer. 
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INPUT DEVICE: These components are used to give input to the computer 

like keyboard, mouse etc. 

 CPU (Central Processing Unit): After taking input from input devices, CPU 

of computer process the input and produces output. It is like brain of the 

computer and controls all other parts too. 

 
Fig. 2.1 Components of Computer 

 OUTPUT DEVICE: These components display the result produced by CPU 

to the user like printer, monitor etc. 

 MEMORY UNIT: This component is used to store the data. 
 

2.2 HARDWARE AND SOFTWARE 

 HARDWARE:  Hardware is a  term used for all the devices used in or with 

your computer like monitor, keyboard, mouse etc. The parts you can touch. 

 
Fig.2.2Hardware 
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 SOFTWARE:  Software are the programs you run on computer like TUX 

Paint, Windows etc. 

 

 
Fig.2.3 Software 

2.3 DO’S AND DONT’S WHILE WORKING IN COMPUTER LAB 

 Don’t push each other while moving to computer lab.  

 Don’t touch the computer cables as it can be harmful for you. 

 Keys of keyboard should be pressed gently. 

 Don’t keep your books, pencils or other things on CPU, monitor 

etc. 

 Don’t change Computer Settings without permission of teacher. 

 Don’t eat anything in Computer Lab. 

 Use internet only after taking permission from teacher and only 

for academic purpose. 

 Always shut down your computer properly. 
 

2.4 COMPARISON OF HUMAN BEING WITH COMPUTER 

2.4.1 STRENGTH OF COMPUTER 

 ACCURATE: Computer can perform all calculations more accurately 

 SPEED: Speed of computer to do calculations is very fast 

 STORAGE: Computer can store large amount of data 

 RELIABILITY: Computers are more reliable than human. 

 VERSATILE: Computer can do variety of operations on same set of 

data. 
 

2.4.2 WEAKNESS OF COMPUTER 

 Zero IQ: Computer has no IQ level. 
 No decision making: Computer cannot make any decision by itself. 

 Electricity: Computer needs electricity to work. 
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2.5 APPLICATIONS OF COMPUTER

 
1. With the help of computer, you can type a document, create 

presentations for your school projects. 

2. Computer can be used for entertainment like listening music, watching 

movies etc. 

3. You can search information on internet or send e-mail using computer. 

4. At hospital it is used to store medical information and record of 

patients. 

5. At bank, computer is used to keep records of accounts of customer. 

6. At school, computer is used for teaching and learning.          

7. At railways or Airports, Computer is used to keep record of passengers, 

to book tickets or to cancel tickets. 

EXERCISE 

SOMETHING TO KNOW 
A. Answer the following questions. 

1. What are the different components of computer? 

2. Why computer is called versatile in nature? 

3. What are disadvantages of computer? 
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4. Write any four applications of computer. 

5. Difference between hardware and software. 

B. Fill in the Blanks 

1. At school computer is used for__________ and ___________. 

2. Speed of computer is very_____________. 

3. _______________is used to store the data in computer. 

4. There are ____________ main components of computer. 

5. Always _____________ your computer before leaving the lab. 

 

C. Match the Following. 

1. software a) brain of computer 

2. Airport b) monitor 

3. CPU c) Tux paint 

4. hardware d) internet 

5. E-mail e) reservation 

 

D. One-word Answer. 

1.  Name one input device.__________ 

2. Name one software you use in computer lab.________ 

3. Full form of CPU_____________ 

4. Name one output device._____________ 

5.  Place Where the computer is used for keeping records of 

patients.__________ 

E. State True  or  False  

1. Input unit is used to display the result.            

2. We should not shut down our computer system. 

3. Computer can make decision by itself 

4. Computer is more accurate than human being. 

5. We can touch the hardware part of computer 

SOMETHING TO DO 

 Find five other areas where computer is used, paste the pictures in 

your notebook and also write its use. 
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3.DESKTOP AND COMPUTER PERIPHERALS 

3.1 What is Desktop? 

3.2 Icons of Desktop 

3.3 Desktop background 

3.4 Start Button and Taskbar 

3.5 This  PC and Recycle Bin 

3.6 Input Devices 

 3.6.1 Keyboard 

 3.6.2 Mouse 

 3.6.3 Touch screen 

3.7 Output Devices 

 3.7.1  Speaker 

 3.7.2 Printer 

 3.7.3 Monitor 

3.8 Identifying Keys on Keyboard 

3.9 CPU 

3.10 UPS 

 

3.1 What is Desktop? 
Aryan:- Hey, we 

have learnt so 

much about 

computer, its 

components, advantages and 

disadvantages but still I am 

unclear about its Desktop. 

Can you please tell me again?                                                                                  

 

Fig. 3.1 Desktop 
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 Gowri:  This PC: This icon is available on Desktop Screen. It shows all the 

disk drives and the hardware connected to this 

computer.                       

Recycle Bin: The Recycle bin is just like a 

dustbin. It contains all the deleted files and 

whenever a file is further needed it may be recovered, it is done by simply 

pressing restore button in the recycle bin.  

Aryan: Thank you for telling me all about the Desktop. Now I want 

to know about the Devices which are attached to computer. 

Gowri: OK, first of all I want to tell you what these 

devices are called which are attached to the computer. 

         These devices are called as PERIPHERALS.  
 

        And these devices are of two types: INPUT devices and 

OUTPUT devices. 
 

 INPUT Devices:  These devices are used for transferring data we enter 

to the computer and there are many devices which can be used to enter 

the data. Some of input devices are:  

 

1. Keyboard       2. Mouse 

                    
Fig 3.6               Fig 3.7 

It is used to type letter, numbers &                It is a pointing device, used to 

select symbols into a computer.                              move items on the screen. 

3. Touch Screen 

 It is a display screen (as for a computer) on which the user 

selects options by touching the screen.  

Fig 3.8 
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 OUTPUT Devices:  These devices are used to transfer data out of the 

computer in the form of text, images, sounds, or other media. 

Some of output devices are: 
 

1. Speaker:                    2. Printer: 

 

                                                                         
    Fig 3.9         Fig 3.10 

It is used for sound output from                    It is used to take printout from 

computer                                                            computer 

3. Monitor: 

 

 

      

It displays whatever you type Or draw on computer. 

        

 

Fig 3.11 

Aryan: OK, now I understood about Peripherals. But why there are so many 

keys on a keyboard, what are their use? 

Gowri: OK, now I will tell you about the functions of these keys. 

 
Fig 3.12 
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 Alphabetical keys: There are 26 alphabet keys A, B, C……..Z  on the 

keyboard. When we press these keys, that alphabet in small case  will be 

displayed on the screen. 

 Numerical Keys: There are 10 numeric keys 0..9 on the keyboard. 

 Enter Key: This key is used to finish a line and move to a next new line on 

the page. 

 Ctrl key: This key is used in conjunction with other keys to perform special 

operations like Ctrl+C to copy, Ctrl+V to paste etc. 

 Shift Key: This is a modifier key on a keyboard, used to alternate case of  

characters. When used with lower case the type Upper case character and 

vice versa. 

 Alt Key: This key enables alternate uses of other keys. e.g. if we press ‘F’ 

on keyboard it will type F character but if we press ‘Alt+F’ then file menu 

will be opened. 

 Space Bar: This key is used to insert the space between two word. It is the 

longest key on the keyboard 

 Arrow Keys: -These are used to move the cursor position in all directions 

(left, right, up and down) in the page  

 Caps Lock: This key is used to type letter in a capitals. 

 Tab key: This key moves the cursor to the next tab stop. 

 Function Keys: Each of these key have a different job to perform. These 

functions are different in different programs. 
 

Aryan: You have discussed about all the devices, but still I don’t 

know about this black box to which keyboard, mouse, monitor are 

connected. What is this? 

 

Gowri:This black box is CPU. We discussed a little 

about this in the previous chapter, now I tell you 

in detail. It is that part of computer which 

controls all the  other parts of computer 
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Fig. 3.13          Fig 3.14 

CPU is further divided into two parts: 

 

 

         CU (Control Unit)       ALU (Arithmetic Logical Unit) 

It controls the processing of computer. It handles both arithmetic and 

logical operations. 

Aryan: What is other box which we switch on before 

CPU.? 

Gowri : This is called UPS. 

 It’s full form is Uninterruptible Power Supply. It provides 

battery backup when the electrical power fails for some 

time. 

  Fig. 3.15 

EXERCISE 

SOMETHING TO KNOW 
 

A. Answer the following questions. 

1. What is the use of Ctrl key on keyboard? 

2. List any two input and output devices? 

3. What is ICON? 

4. What are the steps to change Desktop background? 

5. What is CPU. Explain its parts? 

B. Fill in the Blanks 

1. __________ is the first screen when we switch on the computer. 

2. Printer can give the output on_______________  

3. ______________provides battery backup when the electrical power fails. 
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4. ______________ is used to finish a line and move to a next new line. 

5. ______________is a pointing device. 

C. Match the Following. 

D. Answer in one word. 
1.  Full form of UPS_______________________________. 

2. It controls the processing of computer__________________. 

3. This key is used to type letter in capitals________________, 

4. This device is used for sound output_____________. 

5. Devices that are attached to the computer are 

called______________. 

E.  State True or False  
1. We cannot restore files from Recycle Bin.            

2. Taskbar displays files and folders in the computer. 

3. ALU performs arithmetic and logical operations. 

4. Icon is a small graphic representation of a program or file or application 

shortcuts  

5. Shift key  is used to insert the space between two words. 

SOMETHING TO DO 
1. Go to the lab and switch on the computer. 

2. Change the background of your desktop after showing it to your teacher. 

3. Click on This PC icon on Desktop and see the files on your computer. 

1. Input device a)  

2. UPS b)  

 

3. Brain of computer c)  

 

4. Takes printout d)  

5. Recycle bin e)  
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4 LIBREOFFICE DOCUMENT WRITER 

 

 

 

 

 

 

 

 

 

  

4.1 Introduction to Document Writer 

4.2 Getting started with Document Writer 

 4.2.1 Title Bar 

 4.2.2   Menu Bar 

 4.2.3   Standard Tool Bar 

 4.2.4   Formatting Tool Bar 

 4.2.5    Side Bar 

 4.2.6   Status Bar 

 4.2.7   Context Menu 

4.3 Exploring Writer 

 4.3.1  Creating new document 

 4.3.2 Saving a document 

 4.3.3 Opening an existing Document 

 4.3.4 Closing a document 

 4.3.5 Closing Libre Office 

4.4      Formatting text using formatting toolbar 

4.5 Editing Text - Selecting Text, Cut, Copy, 

Paste, Undo, Redo 

4.6 Find and Replace text 

4.7 Bullets and Numbering 

4.8 Viewing a document- Normal, web and Full 
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EXAMPLES OF VARIOUS TYPES OF DOCUMENTS 

  
 

LETTERS QUIZ INVITATION 

   

APPLICATION RESUME GREETING CARD 

   

BILL BROCHURES REPORT 

 
 

 

COVER PAGE 

DESIGNS 

NEWSLETTER TABLE OF CONTENTS 

Fig 4.1 
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4.2 GETTING STARTED WITH DOCUMENT WRITER 

First look into the writer window 

 

Fig 4.2 

4.2.1 Title Bar  

 The Title bar is located at the top of the LibreOffice window 

 The Title bar contains the full name of the document 

 It also contains the file extension for the documents 

 It contains the controls for closing, minimizing and maximizing the 

window 

4.2.2 Menu Bar 

 Menu Bar is located on the top of writer window just after the Title Bar 

 Menu Bar Contains Various Menus to perform common functions 

 When we click on any of the menu options available, a dropdown sub-menu 

containing further information and related functions comes. 

4.2.3 Standard Toolbar 

 It is the first toolbar which appears on the window docked just after 

the menu bar. 

 Toolbars gives users the option to quickly access different features and 

tools available in the software. 
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 The standard toolbar contains the most required functions like new, 

open, save, print related to file operations along with some editing 

functions like cut, copy, paste, redo and undo. 

 

4.2.4 Formatting Toolbar 

 The formatting toolbar is located next to the standard toolbar and 

contains buttons for text formatting. 

 The text formatting commands like font name, font style, font size, text 

alignment, bullets, numbering are some of the key functions available on 

this toolbar 

4.2.5 Side Bar 

 Like Toolbars, the Sidebar also provides quick access to the document's 

property settings, page settings, Styles Management, the various 

features of the media gallery, functions for document Navigation. We 

can switch between the different tab decks by selecting one of them 

from the tab bar or by clicking on the three vertically aligned dots 

4.2.6 Status Bar 

 The Status bar is located at the bottom of the LibreOffice writer 

window and contains information about the current document like page 

number, total number of words and characters, the page style and the 

language. It also contains the Zoom and View Layout 

4.2.7 The Context Menu 

 The menu which appears when we right click a graphic in LibreOffice is 

said to be a context menu. We get different menus depending on the 

graphic item on which mouse is placed before we right click on it. 
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4.3 Exploring Writer 

   

 

 

 

 

 

 

 

 

 

4.3.1 Creating a document 

We can create a new document by clicking on create icon on the standard 

toolbar as shown below 

 

Fig 4.3 

 

We can also create a new document by clicking on the File menu and selecting 

the new menu option as shown in fig 4.3  and further clicking on the Text 

Document from the sub menu. 

 

Shortcut Key for creating a new document is Ctrl+N. 

Hey Gowri, I 

have opened 

writer. Let us 

start working 

  

Yes, Lets learn 

to open, save 

and close 

document. 
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Fig 4.4 

4.3.2 Saving A Document 

Whenever we create a new document, we need to name the document and 

navigate to the location where we want to save the document for future 

reference. 

The LibreOffice assigns a default name as untitled1.odt as soon as we create 

a new document. The name can be seen at the top left corner of the document 

on the Title bar. Here untitled1 is the name of the document and odt is the 

extension for the document writer file. Odt stands for Open Document Text.  

It is always advisable to thoughtfully name the document as soon as we create 

the document and save it to a folder of our choice. Giving a meaningful name 

and storing it in an appropriate location helps us to search our documents at a 

later stage easily. 

We can save a document by pressing save icon on a standard toolbar 

or by choosing the save option from File menu or by simply using the 

shortcut key Ctrl+S. A window shown below will appear where we can provide 

a name and also can select a location where we would like to save the document. 
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Fig 4.5 

4.3.3 Open an Existing Document 

The welcome screen provides the icons for existing documents when no 

document is open. We can click on an icon to open the document. 

 

Fig 4.6 

In document writer we can use Ctrl+O shortcut to open an existing document 
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In the successive classes the teacher explains more features for writing text, 

editing text, bullets and numbering. The teacher also talks about various 

layouts of a document. 

4.4 Formatting Text using Formatting toolbar 

   

 

 

 

The teacher gave the heading FONTS. Students starts wondering what this 

font could be. Aryan out of curiosity ask his teacher, what does Font means? 

The teachers ask all the students to show their handwriting to the class and 

ask them what did they observe?  

Anu says the size of text is different, Priya replies that space between the 

characters and spaces between lines is different. 

Arush noticed that the students have used different colored pens for writing. 

Let us learn some 

features to format our 

text to make it more 

attractive. 

There is so much more 

in writer. WOW!! 

Ctrl + N for new file 

Untitled.odt 

X for close 

Font Name, style, size 

and colour 
Page Number on 

status Bar 

Ctrl + O to 

open file 

Ctrl + S to save 

file 
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 Changing text case: to change text as per English language rules. 

a. UPPERCASE: Convert selected text 

uppercase. 

b. lowercase: Convert selected text 

lowercase. 

c. Cycle Case: this is special case which 

works just like undo / redo option. It 

converts the text in a cycle of previously 

applied text cases. 

d. Sentence Case: Makes first letter of 

sentence capital. Rest all in small case. 

e. Capitalize Every Word: Makes first letter 

of every word in sentence capital.  

Fig 4.9         

f. tOGGLE cASE: It makes every capital letter to small and every small 

letter to capital in selected text. 

  

4.5 Editing The Text 

We can quickly make changes into our document by using cut/copy and paste 

options.  

 Cut is used to move a text.  

 copy is used when we want to replicate the text.      

 Cut/Copy is use to move the text to the Clipboard        Fig 4.10 

 Paste is used to put the most recent text from the clipboard to the 

desired location. 

Shortcut keys to Cut is Ctrl+X, Copy is Ctrl+C and for Paste is Ctrl+V  

4.6 Find and Replace Text 

We can search for a particular word or character in a document and replace 

it with another word or character using the Find and Replace menu option in 

the Edit menu.  
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We can even use the Ctrl+H shortcut to do the same.  

 

 

In the figure below we want to search for the word Text and replace it with 

the word TEXT. So, we need to enter the words at the appropriate place in 

the find and replace dialog box and then click on the Find next button. We can 

see the first occurrence of the word Text gets highlighted. We need to press 

the replace button to perform the replacement. We can press the replace all 

button to replace all occurrences of the word with a new word at once. 

 4.7 Bullets and Numbering 

Use of Bullets 

Vegetables we can eat in raw form 

 Tomato 

 Cucumber 

 Carrot 

 Radish 

 Cabbage 

Use of Numbering 

List of Colors in the Rainbow 

1. Violet 

Fig 4.11 

We can use 

bullets for the 

unordered list of 

items and 

numbering for 

ordered list in our 

document 

 

Copyright Number:- L-101963/2021 Registered with :- KVS Delhi Region



2. Indigo 

3. Blue 

4. Green 

5. Yellow 

6. Orange 

7. Red 

 

Fig 4.12 

4.8 Viewing a document- Normal, web and Full screen 

 There are three different types of views available in the writer - 

Normal, web layout and the Full Screen views. We can switch between 

them by selecting one of them from the View Menu. 

 Normal or the Print layout is the default view in document writer. 

 In Web layout, the layout icons are disabled in the status bar. 

 In Full screen view, the document fills the entire screen and no toolbar 

gets displayed. To leave the full screen mode we can use the escape 

button 

 

Fig 4.13 

Let us revise we have learnt: 

 LibreOffice Writer is used to create documents. 

 Writer files have extension .odt 

 Contents written over pages. 
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 Toolbars contains icons which gives quick access to various functions and 

tools 

 Standard toolbar gives options to create, open, save, print and close a 

document 

 Formatting toolbar provides access to functions for writing and editing 

text 

 Status bar provides the information of the current document like 

number of characters, number of words and number of pages 

 Context menu appears when we right click on an item 

 Formatting toolbar contains font name, type, size, bold, italic, underline, 

with the facilities of superscript, subscript and text cases. 

 To create lists we can use bullets and numbering 

EXERCISE 

SOMETHING TO KNOW 

A. Answer the following questions. 

1.      How cut option is different from copy option?  

2. Kritika wants to write the names of the days of the week. What option 

she must use.  

3. What does the title bar displays? 

4. Anay wants to write A2+B2. Help him out to do so. 

5. Name the three Layouts available in writer. 

B. Fill in the Blanks. 

i.The default name given to a new document by LibreOffice 

automatically is __________. 

ii.When we use a computer to create, edit and format Text it is called 

___________. 

iii. Zoom Slider to adjust magnification is present on ______ bar. 

iv.We can Press __________ button to exit from full screen mode 

v.Text aligned from both left and right side of the space is known as 

______ alignment. 
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C. Match the following 

a) copy  p) Ctrl + H 

b) paste q) Ctrl + E 

c) Centre Align r) Ctrl + C 

d) Find and replace s) Ctrl + Q 

e) Exit LibreOffice t) Ctrl + V 
 

D. Select the right option 

i.Font Name can be changed from ____. 

 a. Status Bar  b. Standard Toolbar  

 

c. Formatting Toolbar  d. Title Bar  

 

ii. Maximize, Minimize and Resize options are available on ______ 

a. Standard Toolbar  Title Bar  

 

c. Status Bar  Menu Bar  

iii.  icon is used to 

a. Open a file  b. Close a file  

 

c. Create a file  d. Save a file  

 

iv. File extension for a writer file is 

a. .odf  b. .ods  

 

c. .odt  d. .odp  
 

v. When we right click a graphic item a dropdown menu appears and is called 

a. Side menu  b. Help menu  

 

c. Sub menu  d. Context menu  
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QUESTIONS BASED ON CCT 

E. State whether following statements are True or False. (GIVE REASONS) 

a. We need to select the text before applying any formatting if we need 

to change its appearance. 

b. Page Number appears on the Side Bar 

c. Replace all helps to do all replacements at once. 

d. We can use Ctrl + S to save a document 

e. In Full screen view, the document fills the entire screen and all the 

toolbar gets displayed. 

SOMETHING TO DO IN LAB 

1. Observe any five similarities between Writer and Impress. Make a slide 

in Impress and write similarities there. 

2. Insert a picture in Writer. Rotate it Clockwise. Then copy this rotated 

image. Now open Impress and paste that picture in the slide. Now 

observe the following 

 Is the image copied? 

 Is the image in its original shape or in rotated shape? 

3.  Take at least five pictures and insert in one presentation one picture in 

one slide like insert in next slide to previous one. Now start slide show 

from the first slide and enjoy. Hope you like it. 

  

Copyright Number:- L-101963/2021 Registered with :- KVS Delhi Region



5. INTERNET 

 

5.1 Introduction to Internet 

5.2 Webpage 

5.3 Website  

5.4 Web browser   

5.5 Opening a website 

5.6 Search Engines 

 

5.1  Introduction to Internet   

Gowri :- Aryan, do you know? How you are able to do video calling, 

sending messages within seconds, playing online games etc.? 

Aryan :-Yes, I know through Internet. We also 

attended our online classes thanks to internet. But I do 

not know what it is. 

Gowri :- The Internet is an interconnection of millions of 

computers by which we can share the information digitally. It is a global 

Network. The Internet is used in almost all the fields like Government, 

Education, Defense, Medical, Reservation etc.    

 

Fig. 5.1: Internet 

 Let me tell you about different terms related to this. 
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5.4 Web Browser  

 It is a software program to access websites, open the web pages and 

display the web contents. Different web browsers are used for desktop and 

mobile. 

Most popular web browser used are as follows: 

 

 

 

                    Fig.5.4: Desktop web browser 

 

 

Fig.5.5: Mobile web browser 

Parts of web-browser  

Different web-browsers have their different interfaces. A popularly used 

web browser is Google chrome. Let’s see parts of chrome web browser. 

 

Fig. 5.6: Parts of Google Chrome web browser 

Address bar: It is a place where we have to type a website address. 

Tab: It is used to open new websites in the same browser. 

Control options: It is used to customize the setting of Chrome 
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5.5. Opening a website 

 To send an item to a person physically, we require the address of a 

person, similarly to access a website, we require a web address of a website 

called Uniform Resource Locator (URL).  

e.g.    URL of Kendriya Vidyalaya Sangathan is: 

https://kvsangathan.nic.in/ 
 

URL of Kendriya Vidyalaya Sangathan, Regional office Delhi is 

https://rodelhi.kvs.gov.in/ 
 

Steps to open a website: 

Step 1:  Open any of these web browsers  

Step 2: After opening web browser write correct web address in Address 

bar e.g. www.google.com 
 

Step 3: Then Press Enter , you will get the website content on your screen 

 

Fig. 5.7: Opening Web-Browser 
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Fig. 5.8: Writing web address in Address toolbar 

5.6 Search Engines 

 It is a website, which searches the websites for a particular word/topic 

given. Search Engines are used to search anything online, like education, jobs, 

shopping etc.  

Top most Search engines are Google, yahoo, Duckduckgo, yandex etc.  

 

Fig. 5.9: Search Engine examples 

How to search any topic on a website? 
Steps to search a topic by search engine: 

Step 1:  Open any web browser  

Step 2: After opening web browser write name of any search engine website 

in address bar e.g. www.google.com 

Step 3: Then Press Enter  

Step 4: Write the topic to be searched in search box and press enter or click 

on search button 
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Fig. 5.10: Searching any topic 

 

Project:Search your school website address using a search 

engine. 
You must remember your school website address to know the latest 

information about the school. Let’s find your school website address. 

Consider your school name is Kendriya Vidyalaya Sector-8, R K Puram.  

 

Step 1: Open any web browser  

Step 2:  Open www.google.com search engine 

Step 3: Type your school website, for example rkpuramsector8.kvs.ac.in 

search box and press enter or click on search button  

Then you will see the number of websites after search then identify the 

correct website address of your school website like in this case  

https://rkpuramsec8.kvs.ac.in/ is the web address K V sector-8, R K 

puram. 

 Fig. 5.11: Searching your school website address 
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EXERCISE 

SOMETHING TO KNOW 

A. Answer the following questions. 

1. What is the Internet? Write any two applications of Internet. 

2. Define Webpage.  

3. What is a website? Write the names of two important educational websites. 

4. Write different parts of a web-browser. 

5. What is a Search Engine? 
 

B. Fill in the Blanks 

1. ____________is a Network of Millions of Interconnected Computers. 

2. Website address is also known as _________________________ 

3. _________________is the place where we type the website address. 

4. ________________is the top most search engine. 

5. _______________ is the software to access a website. 
 

C. Match the Following: 

1. URL a) Mozilla Firefox 

2. Search Engine b) Uniform Resource Locator 

3. New Tab c) Google  

4. Web Browser d) To open a website 

D. Select the correct answer for each question : 

1. The Software to open a website is   

(a)  Website  (b) Web browser   (c) Search Engine  (d) Address bar 
 

2. Out of the following is not a Search Engine 

(a) Google   (b) Yandex     (c) Yahoo   (d) Windows 
           

3. The Webpages are interconnected in a website through  
 

(a) Hyperlink  (b) Soft link   (c) Creation  (d)  Webinar 
 

4. Out of following not a web browser 

(a)  Google Chrome  (b) Mozilla Firefox  (c) Edge (d) Fetch 
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E. State True  or  False  

1. Internet Explorer is an example of web browser. 

2. Bingo is one of the search Engine 

3. It is not important to write correct website address to access a website 

4. Shortcut key to refresh a webpage is F4 

 

SOMETHING TO DO 
1. Find some educational website address name using search engines. 

Search some topic of Science by using search engines. 
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6. SCRATCH 
6.1. Scratch Introduction  

6.2. How does it look and how to open it? 

6.3. What is sprite and how to add it? 

6.4. Drag & drop and Block of instructions 

6.5. Move the sprite—Using blocks directly or by 

writing script 

6.5.1. Move the sprite forward. 

6.5.2. Move the sprite backward. 

6.6. Turn the sprite—by dragging blocks in script 

window. 

 

6.1. Scratch Introduction: - 
Gowri: You are looking fresh in the morning. Is anything special dear Aryan. 

Aryan: Yes, dear, as we had mass PT during assembly, this 

refreshes me a lot. We had to follow the instructions as given 

by the PT teacher for PT. I wish I could also give instructions 

and someone follows it. 

Gowri: Instructions?? Yesterday our computer teacher also told us that we 

can give instructions to the computer. 

Aryan: Does the computer also understand instructions? 

How do you give instructions to the computer? 

Gowri: Yes, the computer understands the instructions. One 

such application is Scratch where we can give instructions in the form of 

blocks. We can make videos, stories and games through it. Let me show you 

how it looks. 

6.2. How does it look and how to open it? 
 

is the scratch icon on desktop, or we can open it also by double clicking 

on it. Website http://scratch.mit.edu/, is used to work online in 

scratch. Scratch is developed in MIT Media Lab.  

**(To download scratch software, see Annexure attached) 

Aryan: How does it look, when it will open?  

Gowri: When you open it, the following screen will come. This is a scratch 

window Fig 6.1.  
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Exercise 

Something to know: - 
Q: -1 You have seen so many sprites in scratch. Write their names...… 

 

 Sprite which can dance ________    _________ _________ 

 Animal sprites   ________    _________ _________ 

 Sports sprites   ________    _________ _________ 

 Food sprites   ________    _________ _________ 

Q:-2 Draw the symbol of “Choose a sprite”.       

Q:-3 First sprite you see in scratch is.                  

Q:-4 From where we can choose or add sprites.    

Q:-5 If you want to choose letters as sprites, which tab will be used?  

 Something to do:- 

 

 

 

 

  

 Add two sprites Cat and Banana in your Project. (As shown in Figure 6.2) 

 Add two sprites of your own choice. 
 Add any number of sprites of your own choice. 
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Exercise 

Something to know: - 

A. Answer the questions given below: - 

1. List any two blocks of instructions under “Motion” Block? 

2. Can more than one block of instructions be joined together? 

3. What is the drag and drop? 

4. What are blocks of instructions? 

5. What is a stack block? Name any block which is “stack” block. 

 

B. Fill in the blanks given below: - 

1. Scratch is developed in _________________. 

2. __________ sprite is added already when we will open scratch app. 

3. “move_______steps” block is used to move 20 steps backward. 

4. “turn ________ degrees” block is used to turn 450 in right direction. 

5. ____________ is the website from where Scratch can be downloaded. 

 

C. Write the script/code for the following tasks: - 

 

 

 

 

 

 

 

 

 

 

 

 

  

1. To move the sprite 20 steps forward. _________________ 

2. To turn the sprite left 40 degrees. _________________ 

3. To move the sprite 45 steps backward. _________________ 

4. To turn the sprite right side 20 degrees. _________________ 

5. To move the sprite 50 steps backward as well as turn it left side 

30 degrees.     __________________ 

__________________ 
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7.SCRATCH 

7.1. Blocks in scratch 

7.2. “Flag” and “Stop” buttons in scratch 

7.3. Changing the costume of the sprite—Looks 

Block: 

7.3.1 “Switch costumes to” block 

7.3.2 “next costume” block 

7.4. Displaying messages and thinking 

messages—Looks Block  

7.4.1 “Say Hello! for 2 seconds...”. 

7.4.2 “Say Hello!”. 

7.4.3 “Thinking hmm… for 2 seconds...” 

7.4.4 “Think Hmm...” 

7.5. How to save a project? 

7.6. How to open a project? 

7.1. Blocks in scratch: - 

Aryan: We have learnt so much interesting in the previous 

chapter. But you have only told me about Motion block. Are there 

any other blocks also present in scratch? 

Gowri: - Yes! There are 9 blocks present in scratch. 

1. Motion Block  

2. Looks Block 

3. Sound Block 

4. Events Block 

5. Control Block 

6. Sensing Block 

7. Operators Block 

8. Variables Block 

9. My Blocks  

We will visit them during the course. 

7.2. “Flag” and “Stop” buttons in scratch: - 

Aryan: Please tell me one more thing. What is the meaning of 

these symbols given on stage? 

 

Figure 7.1 
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Aryan: This is all very interesting like moving, turning and dancing the sprites 

but could we also create any story in it by saying some dialogues or 

messages from scratch?  

Gowri: Yes! From scratch we could create stories as well on our 

own. For this a sprite can say messages and also can say thinking messages as 

well. There are 4 options for this task, which are given below. Let’s learn them 

now. 

7.4. Displaying messages and thinking messages— “Looks” Block: These 

all are “stack” blocks. 

1. “say… for… seconds….”: - It is used to display a speech bubble for the 

selected sprite with the specified text for specified number of sceonds. 

2. “say…”: - It is used to display a speech bubble for the selected sprite  

with the specified text, but the message will overlap with the next step 

or message and so, we could not see the message. So, we have to use the 

“wait for 1 seconds” block from the “Control” block after that, we can 

also change number 1 to any other number for waiting for that much 

seconds. 

3. “Think Hmm… for… seconds”: - It is used to display a thinking message 

by a sprite for some seconds, which you want. 

4. “Think Hmm…”: - It is used to print a thinking message by a sprite, but 

the message will overlap with the next step or message and so, we could 

not see the message. So, same as above we have to use the “wait for 1 

seconds” block from the control block after that. 

Aryan: Oh!! So many options. Ok, could you please explain these 

options with the help of creating any story or activity?  

Gowri: Yes, surely, Next activity will show you the use of these 

options.  
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Activity -7.2: Add a sprite and it will display message “Hello!” when we will 

click on a flag. 

Ans: - 

→ STEP-01 

Open scratch, “Cat” sprite is already added in it. 

→ STEP-02 

Click on “Events” block, it shows different blocks in the Blocks Palette. Drag 

the block “when flag clicked” in the script area. 

→ STEP-03 Click on Looks Button, Drag   block in the 

script area. Now you can change “Hello” to any other message, if you want. 

This will display a written message for a few seconds. So, you can change value 

2 to any other number for that number of seconds to wait for displaying 

written message.  

→ STEP-04 

Now click on Flag, it will display the message “Hello!” for 2 seconds. 

Aryan: But where is the Story dear? You were saying we can create stories 

also with these options. 

Gowri: In the next activity, you will learn how to create a story 

from scratch with the help of all these options that we have 

learned so far.  

Aryan: That’s good, I want to learn how to create a story with 

these options and I am very much excited to learn this. 

Gowri: Ok! Then Let’s start it. 
 

Activity -7.3: Add two sprites and design an animated story with these 

sprites. When we click on the flag, both sprites will converse with each other 

related to their health. Also, one sprite will suggest some exercises to another 

sprite and give tips about how to stay fit and healthy.  

Ans: -  
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Exercise 

Something to know 
 

A. Answer the questions given below: - 

1. What is the meaning of “think hmm…for…seconds” block? 

2. How many blocks are available in scratch? 

3. What is the meaning of “say…for… seconds” block? 

4. Why is the “wait 1 seconds” block required after “say Hello!” block? 

5. “wait 1 seconds” block is present under which block? 

6. Which menu will be used to save a project in scratch? 
 

B. Fill in the blanks given below: - 

1. _________________ option in the File menu is used to open a scratch 

project. 

2. __________ symbol is used to remove the sprite from the sprite list. 

3. ________ symbol is used to stop the script written under “when flag 

clicked block”. 

4. To change the costume of the sprite ____________ block will be used. 

5. ____________ number of blocks are present in the scratch. 

Task to do/something to do 
 

 

 

 

  

 Add 2 fruits (Banana and Apple) sprites in your project and create an 

animated story by talking with each other using “Say Hello!” Block.  

 Add any 3 Sprites of animals’ type and place them in left side. Each 

sprite moves 5 steps together, when flag is clicked also change their 

costumes along with. 

 Create a story of your own for the topic you like most. 
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8. Scratch 

8.1 Changing size and colors— “Looks” block 

8.1.1 “change size by…” block 

8.1.2 “set size to…” block 

8.1.3 “change color effect by…” block 

8.1.4 “set color effect to…” block 

8.1.5 “clear graphic effects” block 

8.2 Choosing the background. 

8.3 Changing Background in scratch—"Looks” block. 

8.3.1 “switch backdrop to…” block 

8.3.2 “next backdrop” block 

8.4 “when backdrop switches to…”— “Events” block  

8.5 “glide…secs to…” — “Motion” block  

8.5.1 “glide… secs to” block. 

8.5.2 “glide… secs to x… y…” block. 

 

Aryan: We learnt how to create stories in previous chapters of 

scratch. But I had seen so many videos in the tutorial menu. Colors 

and sizes of the sprite were also changing. Please tell me how we 

do that now. I also want to learn this. 

Gowri: Yes dear. Colors and sizes of sprites can also be changed. Let’s learn 

today by 5 different options of “Looks” block and different 

activities related to it. These are following:- 

8.1  Changing size and colors— “Looks” Block: - All these 

blocks are “stack” block. 

8.1.1 “change size by…” block: - This block is used to increase or 

decrease the size of the sprite. 

8.1.2 “set size to…” block: - This block is used to set the size of a 

sprite to a specific size, which you want. 

8.1.3 “change color effect by…” block: - This block is used to 

change the color of the sprite by changing the color code by any 

value. 

Copyright Number:- L-101963/2021 Registered with :- KVS Delhi Region



Copyright Number:- L-101963/2021 Registered with :- KVS Delhi Region



Q: -2 Under which block “clear graphic effects” block available in scratch? 

Q: -3 What is the meaning of “set size to…” block? 

Q: -4 What is the meaning of “when sprite clicked” block? 

Q: -5 “change color effect by…” block is used for _____________. 

Task to do/something to do 
 

 

 

 

 

 

 

Aryan: Oh wow!! So many colors, but the background of the stage 

is not looking very interesting. I wish there should be trees in the 

pictures and then butterflies are flying on the leaves or trees and 

also. I wish I could do it also in the scratch, then it will be more 

interesting and joyful.   

Gowri: Yes, dear! In scratch it is also possible to change the background. It is 

also possible that a sprite can fly randomly in scratch. 

Aryan: Oh wow! That’s very interesting. I want to learn this also. Please tell 

me the steps to do it. 

Gowri: Yes, Let’s start with choosing and changing the 

backgrounds first. Then after that we will learn how a sprite 

can fly. So, steps to choose a background are: - 

8.2 Choosing the background: - 

→ STEP-01: - Click on 

the “Choose a backdrop” 

icon on the bottom right 

side of the scratch window. 

Following window(“choose a 

backdrop” will be appeared 

(Figure 8.2):  

→ STEP-02: Total nine tabs are 

appearing in this window like (All, 

Fantasy, Music etc.) which are having so many backgrounds. Choose the 

 Add the sprite in your Project. And change their color effects and 

its size after every 1 seconds, “when we click on flag”. 

 Write the script for showing cat walk with different sizes. (Hint: 

change the costume and sizes of cat.) 

 Add any number of sprites of your own choice. 

 

Figure 8.2 
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Gowri and tell me the steps, how a sprite can fly and float in scratch?  

Gowri: Yes! Of course, dear, we can learn this now. Let’s learn this by next 

options:  

8.5 “glide… secs to…” block — “Motion” Block: - All these blocks are 

“stack” block. 

8.5.1 “glide… secs to…” block: - this block has a dropdown menu 

having two options: - i) random position   ii) mouse-pointer. 

8.5.1.1 “glide…secs to random position”:-This block is used to fly 

the sprite at random positions on stage. 

8.5.1.2 “glide…secs to mouse-pointer”: - This block is used to fly 

the sprite in the direction of the mouse in stage. 

8.5.2 “glide…secs to x… y…” block: - This block is used to fly the 

sprite to a particular position which is also known as (x,y) position. 

Aryan: Dear Gowri,(x,y) positions! I could not understand 

this (x, y) position.  Please explain this to me. 

Gowri: Yes! Of course, dear, we will learn this now with the 

help of an Activity 8.3.  

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

Activity -8.3: Make a square and divide it 

in 7X7 squares and mark them with numbers 

(1 to 7) from both sides (horizontal and 

vertical sides), as shown in Figure (8.5).  

Now fill the square which is 5 positions away 

from origin in horizontal direction and 3 

positions away from origin in vertical 

direction (as shown in Figure 8.6). 

Two Axis (X and Y) are: - 

Horizontal side is known X-axis. And 

Vertical side is known as Y-axis. So 

their values will make (x,y) position. 

Vertical 

Horizontal 

Figure 8.5 
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Exercise 

Something to know 

 

A. Answer the questions given below: - 

1. What is the meaning of “glide… sec to random position” block? 

2. How many blocks are available in scratch? 

3. Which block is used to fly or float the sprite to a random position? 

4. Under which block “switch backdrop to… “block is available? 

5. Name the block uses to increase or decrease the size of the sprite? 

 

B. Fill in the blanks given below: - 

1. In _________________ block, “switch backdrop to” block is available. 

2. __________ symbol is used to choose a background of our own choice. 

3. ________ symbol is used to change the color of the sprite. 

4. “Clear graphics effect” will be used for______________. 

5. ____________ number of tabs are present in the “choose a backdrop” 

window. 

Task to do/something to do 

 

 

 

 

 

 

 

 

 Create a story of your own for the topic you like most. Also 

change the background and sizes of the sprite in your story.  

 Create a project in scratch showing color changes in the sprite, 

when flag is clicked. 

 Create a story of birthday party having different food items. 

Give a message to viewers, about what to eat and what not to 

eat. 
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9. SCRATCH 

9.1. “forever” block: —“Control” Block 

9.2. Duplicate the sprite in stage window. 

9.3. Draw a Sprite of your own choice. 

9.4. Draw new costumes of Sprite  

9.5. Draw new background.  

9.6. Upload Sprite, upload costume and 

upload backgrounds  

 

Aryan: We learnt how to create stories, dramas in previous chapters of 

scratch with different backgrounds, messages; floating and flying 

of the sprites and many more. But in the previous activity we learnt 

the script to float the fish in water. But in the script, we have 

written glide block 4 times then fish floats for 4 

times only. Could it be possible for fish to float every time and 

this will not stop till the script runs. 

Gowri: Yes Dear! It is possible in scratch to repeat the same 

script infinite times. For this following block will be used.  

9.1. “forever” block: —control Block 

“forever” block is also known as “C-block” and is used to repeat the 

blocks, written inside this block for infinite no. of times. “C-block” is the block, 

which is in the shape of “C”, any number of block of instructions can be written 

inside them. 

Let’s understand this “forever” block with the same activity we did in the 

previous chapter of floating fish in water. 
 

Activity -9.1: Add a sprite “Fish” and change the background of stage as 

ocean. And this time float the fish in ocean continuously rather than 4 times. 
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Exercise 

Something to know 
A. Answer the questions given below: - 

1. Which option is used to create a new sprite the same as the previous 

sprite? 

2. Name the option used to upload a picture to create it as a new sprite. 

3. Which block is used to make a sprite fly or float continuously infinite 

times? 

4. Under which block is the “forever “block? 

5. Name the option used to draw a background of your own choice? 

 

B. Fill in the blanks given below: - 

1. When we right click on the sprite ______________menu appears. 

2. __________ symbol is used to choose a costume of our own choice. 

3. When ___________ the cursor on the “Choose a sprite” icon, a list 

appears. 

4. ____________ option is used to create a new sprite same as the 

previous sprite. 

5. ____________ number of icons appears in the list, when we hover the 

cursor of “Choose a costume” icon. 

 

Task to do/something to do 
 

 

 

 

 

 

 

 

 
 
  

 Create a story of your own for the topic you like most. Also fly the 

sprite continuously.  

 Create a scene having different water spices with a suitable 

background and move these spices continuously. 

 Create a story by creating sprite of your own, and upload a picture as 

background. 

 Create a story by creating two sprites and also choose a background 

and these sprites are with each other about safety of animals. Also 

show one bird sprite flying here and there. 
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10.1.2. “pen up” block: - This block is used to stop the marking of the pen 

on the stage with the movement of mouse pointer or sprite 

10.1.3. “set pen color to…” block: - This block is used to set the color of 

pen with a specific color. 

10.1.4. “change pen… by...” block: - This block has a drop-down menu and 

has the following options: - 

     10.1.4.1 “color”: - This block is used to change the color of the pen 

by some specific value. 

10.1.4.2 “saturation”: - This block is used to change the saturation 

of the pen by some specific value. 

10.1.4.3 “brightness”: - This block is used to change the brightness 

of the pen by some specific value. 

10.1.4.4 “transparency”: - This block is used to change the 

transparency of the pen by some specific value. 

10.1.5. “set pen…to…” block: - This block is used to set any one of the 

color, saturation, brightness or transparency of pen marks on the stage. 

10.1.6. “change pen size by…” block: - This block is used to change the 

size of the pen by some value. 

10.1.6. “set pen size to…” block: - This block is used to set the size of 

the pen with a specific value. 

10.1.7. “erase all” block: - This block is used to erase all the pen marks 

from the stage. 

 

Now, we will understand the project using “pen” extension. See Project 10.1. 

 

Project 10.1 Add five sprites in your project in the form of a dot 

which performs following tasks: - 

1. First sprite will draw a shape of “Rhombus”. 

2. Second sprite will draw a shape of “Rectangle” 

3. Third sprite will draw a shape of “Hexagon”. 

4. Fourth sprite will draw a shape of “Triangle”. 

5. Fifth sprite will draw a shape of “Circle”. 

Gowri:  Let’s discuss its solution now. 

Copyright Number:- L-101963/2021 Registered with :- KVS Delhi Region



Copyright Number:- L-101963/2021 Registered with :- KVS Delhi Region



Copyright Number:- L-101963/2021 Registered with :- KVS Delhi Region



APPENDIX-I 

ANSWERS 

Chapter 1 
1. Ans. Computer is an Electronic Device which takes raw data as input, 

process it and gives desired output. 

 

2. Ans. It is important to shut down our computer system, because it 

saves power and saves our files properly. 

 

3. Ans. Tux paint is Award winning, free open source software for making 

an interactive drawing. 

 

4. The Components of Tux Paint Windows are following : 

(i) Toolbar  

(ii) Help Area 

(iii) Drawing canvas 

(iv) Selector 

(v) Color box/Palette 

 

5. Ans.  Click on Save Tool and Select the right button to save your 

drawing. 

 

F. Fill in the Blanks 

1. Computer 

2. Start Button 

3. Tux Paint 

4. Help Area 

5. Eraser 

 

G. Match the Following. 

1 ---- d 

2 ---- e 

3 ---- a 

4 ---- b 

5 ---- c 

H. Select the correct answer for each question. 
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1. C 

2. D 

3. A 

4. B 

5. A 

I. State True  or  False  

1. True 

2. False 

3. False 

4. False 

5. True 

Chapter 2 
A. Answer the following questions. 

1.There are four basic components of computer. 

 Input device, CPU, Output Device, Memory 

  
2. Computer is called versatile in nature because it can do variety of 

operations on same set of data. 

3. Disadvantages of computer are: 

 Zero IQ: Computer has no IQ level 

No decision making: Computer cannot make any decision by itself. 

Electricity: Computer needs electricity to work 

4. Students can write any four applications learned in chapter. 

HARDWARE SOFTWARE 

 Hardware are the devices used 

in or with your computer 

 Software are the programs 

you run on computer 
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5. 

 

B. Fill in the Blanks 

1.teaching, learning 

2.fast 

3.Memory 

4.four 

5.shut down 

 

       C. Match the Following. 

 1-c,  2-e,  3-a,  4-b,  5-d 

 

        D. One-word Answer. 

1. Keyboard (or any other) 

2. tux paint (or any other) 

3. Central processing unit 

4. Monitor (or any other) 

5. Hospital 

        E.  State True or False  

 FALSE, FALSE,  FALSE, TRUE,  TRUE 

 

Chapter 3 

A. Answer the following questions. 

1. This key is used in conjunction with other keys to perform special operations 

like Ctrl+C to copy, Ctrl+V to paste etc. 

2. Input: keyboard, mouse 

     Output: monitor, printer 

3. Icon is a small graphic representation of a program or file or application 

shortcuts that, when clicked on, will be run or opened. 

4. 1. Right click on an empty space on the desktop and click on Personalize. 

2. Click on background 

       3. Choose picture from list or Browse the picture on your computer 

We can touch We cannot touch 

example: Monitor,CPU Example : Tux Paint 
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 5.CPU is that part of computer which controls all the other parts of 

computer 

           CPU is further divided into two parts: 

1. CU (Control Unit) : It controls the processing of computer  

6. ALU (Arithmetic Logical Unit): It handles both arithmetic and logical 

operations. 

 

B. Fill in the Blanks 

1.DESKTOP    2.PAPER  3.UPS  4.ENTER KEY 5.MOUSE 
 

B. Match the Following. 

1-d,2-a, 3-e, 4-b, 5-c 

  

D. Answer in one word. 
1. Uninterruptible Power Supply 

2. Control Unit                    3. Caps Lock 

4. Speaker     5. Peripherals 

E. State True  or  False  
False,   False ,  True ,  True , False 

 

Chapter 4 
A. Answer the following questions  

1. Cut option move the selected text at new position whereas copy makes a 

duplicate copy of selected text. 

2. Bulleted list  

3. Name of the document 

4. use superscript option on formatting toolbar 

5. Normal, Web, Outline 

B. Fill in the Blanks 

i. Untitled1, ii. Digital documentation, iii. status, iv. Esc, v. Justify 

C. Match the following 

a) copy r) Ctrl+ C 

b) Paste t) Ctrl + V 

c) centre align q) Ctrl+ E 

d) Find and replace  p) Ctrl+ H 

e) Exit LibreOffice s) Ctrl+ Q 
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D. Select the right option 

i. c   ii. b   iii.  a   iv.  c   v. d 

E. True/False 

a) True, b) False, c) True, d) True e) False 

Chapter 5 

A: 
1. Ans. The Internet is a global network of billions of computers and other 

electronic devices. 

Application of Internet:  

1. To Study online 

2. Online Filling Jobs forms 
 

2.  Ans.  A web page (or webpage) is a specific collection of information 

provided by a website and displayed to a user in a web browser. 
 

3. Ans. A website is a collection of linked web pages (plus their associated 

resources) that share a unique web-address. 
 

Two educational website address:  
 

 

https://cbse.nic.in/ 

https://ncert.nic.in/ 
 

4. Ans. Parts of web browser  

1) Address bar  

2) Setting options 

3) Web-Content Area 

4) Status bar  

5. Ans.  A search engine is a website through which users can search 

internet content. e.g. Google, Yahoo & Bing etc. 
 

 

B. Fill in the Blanks 

1. Internet 

2. Uniform Resource Locator 

3. Address bar 

4. Google 

5. Web browser 
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C. Match the Following. 

1 ---- b 

2 ---- c 

3 ---- d 

4 ---- a 

D. Select the correct answer for each question. 

1. B 

2. D 

3. A 

4. D 

 

E. State True  or  False  

1. True 

2. True 

3. False 

False 

Chapter 6 
Q:-1 You have seen so many sprites in scratch. Write their names...… 

Sprites which can dance Champ99  Ten80 Dance Cassy Dance 

Animal sprites   Bear   cat   Elephant 

Sports sprites   Basketball  Football  Tennis Ball 

Food sprites   Cake   Donut  Bananas 

 

Q: - 2    

 

Q: -3   Cat 

Q: -4   “Choose a sprite” icon 

Q: -5  Letters 

A. Answer the questions given below: - 

1. Answer: - “Move 10 steps” 

2. Answer: - Yes, blocks can be joined together. 

3. Answer: - Drag means left click the mouse and move the sprite without 

leave the mouse and drop means leaving the left button of the mouse 

where you want to move the sprite. 

4. Answer: - Block of Instructions are the blocks, by which we can give 

instructions to sprites to perform tasks like move, turn etc. 
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5. Answer: - Stack block, are the blocks, which means any number of 

blocks can be added above this block as well as below this block. 

 

B. Fill in the blanks given below: - 

1. Mit Media Lab. 

2. Cat 

3. Move —20 steps. 

4.  45 degrees. 

5. http://scratch.mit.edu/download. 

C. Write the script for following: - 

 

1. move 20 steps 

2. turn 40 degrees 

3. move 45 steps 

4. turn 40 degrees  

5. move 50 steps 

   turn 40 degrees 

Chapter 7 
Q: -1 You have seen so many sprites in scratch. Write their names with their 

costumes names.  

Sprite Tab  Sprite Name   Costumes Names  

Dance   champ99   champ99a   champ99b   champ99c  

Animals    butterfly   butterfly1-a butterfly1-b    butterfly1-c  

Sports   dorian   dorian-a   dorian-b   dorian-c  

Food   Food Truck   Food Truck-a  Food Truck-b        Food Truck-c 

Fashion   hat   hat-a   hat-b  hat-c 

Q: -2 Answer: - 9 (nine) blocks are available in scratch. 

Q: -3 Answer: - This is also a stack block and used to change the costume of 

the sprite. 

Q: -4 Answer: - Flag 

Q: -5 Answer: - Events block. 

Q: -6 Answer: - Hat block are the blocks, which means, more blocks can be 

joined in downward side only and also it has “hat” shape from top side. This 

block will be a top block in every script.  

Example of Hat block is – “when flag clicked”. 

A. Answer the questions given below: -  
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1. Answer: - This block is used to display a message in a thinking 

bubble pullout from sprite for some seconds. 

2. Answer: - Total 9 blocks are available in scratch. 

3. Answer: - This block is used to display a message written by us in 

a bubble pulled out from sprite for some seconds. 

4. Answer: - The message will overlap with the next step or 

message and we could not see the message when we use “Say Hello!” block. 

So, we have to use the “wait for 1 seconds” block from the control block. 

5. Answer: - “Control” block. 

6. Answer: - File menu. 

 

B. Fill in the blanks given below: -  

1. ” Load from your computer”  

2.  “Delete”  

3.  “Stop” 

  

4.  “Switch costume to” 

5. 9 (nine). 

Chapter 8 
Q: -1 You have seen so many effects in scratch. Write their names to do 

the following tasks.  

 

Action        Name of Block  

Change the color of the sprite   “change color effect by…”  

Increase the size of the sprite    “set size to…” (give +ve value)  

Decrease the size of the sprite     “set size to…” (give -ve value) 

Remove all the color effects from sprite  “clear graphic effects” 

To set the color of the sprite to a specific colour “set color effect to…”   

Q: -2 Ans: - “Looks” block 

Q: -3 Ans: - This block of instruction is used to set the size of a sprite to 

a specific size, which you want. 

Q: -4 Ans: - This block checks whether the sprite is clicked or not. If 

sprite is clicked then blocks written under it will be executed. 

Q: -5 Ans: - This block is used to change the colour of the sprite by a 

value, which you want.  
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Q: -1 Ans: - “choose a backdrop” icon 

Q: -2 Ans: - True 

Q: -3 Ans: - This block is used to choose the specific background of stage 

from the list of backdrops, chosen by us already.  

Q: -4 Ans: - Nine 

Q: -5 Ans: - “next backdrop” block 

Q: -6 Ans: - This block is a hat block and used to do specific tasks, when 

a particular background is chosen. This block has a drop-down list. We can 

choose a particular background from the given list of backgrounds, chosen 

by us already. 

A. Answer the questions given below: -  

1. Ans: - This block is used to fly the sprite to a random position on the 

stage in 1 second.  

2. Ans: - In scratch, 9 blocks are available.  

3. Ans: - “Glide… sec to random position” block is used to fly or float the 

sprite to a random position on the stage.  

4. Ans: - “switch backdrop to…” block is available under “Looks” block. 

5. Ans: - “set size to…” block is used to increase or decrease the size of the 

sprite. 

B. Fill in the blanks given below: -  

1. “Looks” block.  

2.    “choose a backdrop”.  

3. “Change color effect by…”  

4. clearing the colour effects applied before.  

5. Nine  

Chapter 9 
Q: -1 Answer: - True 

Q: -2 Answer: - “Control” block 

Q: -3 Answer: - “forever” block is used to repeat the blocks for infinite 

number of times, written inside the block. 

Q: -4 Answer: -inside 

A. Answer the questions given below: - 

1. Answer: - Duplicate the sprite. 

2. Answer: - Upload sprite. 

3. Answer: - “forever” block. 

4. Answer: - “Control” block. 
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5. Answer: - “paint” option in “choose a background” icon.  

 

B. Fill in the blanks given below: - 

1. pull-down 

2.   

3. hover 

4. ” duplicate the sprite”  

5. Five  
  

Copyright Number:- L-101963/2021 Registered with :- KVS Delhi Region



Copyright Number:- L-101963/2021 Registered with :- KVS Delhi Region



Copyright Number:- L-101963/2021 Registered with :- KVS Delhi Region



Copyright Number:- L-101963/2021 Registered with :- KVS Delhi Region



INSTALLING LIBREOFFICE 

 
 

Four major components of software libreoffice are 

1. Writer Document   - A word processing component used to create 
letters, brochures, books, newsletters, biodata, project reports, 
documents to store quick references to useful information. 

2. Calc Spreadsheet - A tool for analysing data, creating charts and 
used for decision making. 

3. Impress Presentation - A tool which provides multiple features to 
create effective multimedia presentations quickly. 

4. Draw Drawing -  Software enjoyed by kids to show their creativity and 
draw beautiful paintings. 

 

INSTALLING LIBREOFFICE 

 

Step1- open the website using this link 
https://www.libreoffice.org/download/download/   
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Step2 - You can see the latest version of the libreoffice suite. From this 
page we can select our operating system from the drop down menu 
and press the yellow  DOWNLOAD button. Software starts 
downloading to our computer/laptop. 

 
 

Step3 - Click on file downloaded or open the file LibreOffice_7.0.3...msi 
from downloads 
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Step 4- Libreoffice installation begins. Keep pressing the next button and 
follow instructions to install the software 
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