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UNIT # 02 (DIGITAL SKILLS)

Define term “word processor”. Give  Jus( ./, ¢Errdnag Sl A2 L
some examples of word processing

programs. i -
¢ A word processor is an application e MmN s @
ED'FFWEIFEa, : e rﬁdbwliLﬁ{JﬂlﬂwquL{}ﬁf "lr- zalbo. o
e [t is used for composing, editing, .
formatting and printing documents. -

e For example, Microsoft =~ Word, . AppleiWorkMicrosoft Wordeg# ZJ& o
AppleiWork, Google Docs, Libre Office

ete.
List three ways to view screen in Ll pELE ey F1Lined B
Microsoft Word.

e Print Layout View i
Full Screen Reading View daLiig S @

-+ sLibre Office:Goa gle Docs

haillery @

L
+ Web Layout View o
Yoodld - @
e Qutline View id=? : ":
e Draft View IO T
PITC P

Write down the purpose of the insert *{Fﬂgﬁfﬁf.ﬁ#ﬁn i AL s F
options available in “"Insert Tab"” of

= e T | =T - L‘: -
Microsoft Word. LS T Bl Tl 2y /S e
e The Insert Tab contains items that you -z P
want to insert in a document. ﬁ”f*k@“‘“fﬁ T

e For example; Tables, Word art, k. -
Hyperlinks, Symbols, Charts, Signature « T 2 S ik LY 2Bt Bt Y

line, Date & time, Shapes, Header & o sl
footer, Text boxes, Links, Equations
etc.
Write down the purpose of Multimedia W T P
Presentation. T T
e Its purpose is to deliver the message to ) of-Pifensich "'k‘-r"’_ b2 il Ll
a group or audience. o (2 L s SE ST i ST L e
¢ The term "Multimedia Presentation” is el LaF S

used in the classrooms for sake of
education and skill development.

Differentiate between terms "Slide” and 273 e nl"Slide Show"s"Slide" = b b1
“Slide Show".

: e
A slide is a single page of a presentation. - 27 L p L
ﬂlﬂﬁlﬁlﬂ'ﬂi o _ _ _ I
A slide show is displaying a series of slides or ——
images on a projection screen. - A R o P g s
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Write the procedure to add a picture as

background effect to a presentation.
1. Right-click on the slide and select

Format Background.

2. Then choose Picture or Texture Fill.

3. Now choose the picture source.
From File, Clipboard or Online.

4, To apply this picture as background of
all the slides, choose Apply to All.
Sketch the steps to add a new slide to a

presentation.

1, In the slide thumbnail pane, click the
slide after which you want to insert new
slide.

2. On the Home tab, click New Slide.

3. In the dialog box, select the layout.

4, Then click on Add Slide.

Define the term email and write the uses
of an email address.
¢« Email (Electronic mail) is a method
used to send and receive messages
using electronic devices.
¢ An email address is unigue for each
person. Like physical mail, an email
message requires an address (email
address) for both the sender and
recipient.
Define any two of the following options
used in composing an email. To, CC, BCC,
Signature.
To:
The "To" field indicate the recipient's email
address.
cC:
Use CC (carbon copy) when you want the CC
list to be visible to all recipients.
BECC:

Use BCC (blind carbon copy) if you want to
add recipients to the email, but keep the
contacts on the BCC list hidden from
everyone.

signature:

Signature is the final part of an email
message. It includes the name, address and
contact number of sender.
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:.;".I':ﬂrisl:;:_l :SI:::. the purpose of inbox, sent, *Hj,s-rﬂ,,,ﬂ,: L g5 e
r r L] . 1 l #
i r“'-.:q.-* I’"‘: o> &, " & "
¢+ Inbox folder contains the emails that ‘-‘-"-'"*_Jj"”':'-'“* RUASEE SIS o
we received. eSS L A e i L 2% e
ved AP L r R St

¢ Sent folder contains the emails that
we have sent to a person. ) "

¢ Trash folder contains the emails that -l e
we have deleted from our inbox. t_fr‘.¢|1-_£J,_-,_L.f-f,.f-hf_"“_,;-iru'ﬂ;&-‘jr,,hr:gjjrk; %

¢« 5Spam folder contains the emails that
we have received and have some
suspicious contents inside.

;“F_;,_-“i_."f L,-'.':F:h? T st Bt 248 igﬂ:r_}f c

e IRy I A

Label the appended button in paragraph ;Jﬁ#@_ﬂgﬁ#}mﬂ |5
and font tabs: _
From book. gl

Write down shortcut keys for the descriptions given below.

Ctrl + F = Open find box

Ctrl + 1 = Italic highlighted selection
Ctrl + ] = Aligns the selected text to justify the page
crl + N = Open New [/ Blank Document
Ctrl + P = Open Print Window

Ctrl + R = Align the text to right side.
Ctrl + S = Save the document.

Ctrl + U = Underline the selected text.
Ctrl + W = Close the document.

Ctrl + Z — Undo the last action

Ctrl + Y = Redo the last action

Write down shortcut keys.

Cut = Ctrl + X

Copy = Ctrl + C

Paste = Ctrl + V
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