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Preface

We are living in a world powered by computers. Today, computers are present in all
sectors of our society. Thus, knowledge of Computer Science is increasingly becoming an
essential skill for staying competitive in the future.

Cyber wave Computers is a series of 10 books for classes 1to 10. The series introduces
concepts in a step-by-step manner using simple language. The content provides the latest
facts and figures. The screenshots included in the series are of Windows 7, updated to
windows 10 and Microsoft Office 2010 version.

In Books 1 and 2, the basics of computers, including its various parts, have been
introduced. MS Paint software, which will help students to acquire skills for using mouse
and keyboard, has been introduced. In Books 3 tol0, programming language software,
animation software and coding have been introduced in respective classes.

Most of the topics/chapters have been covered in a child-friendly manner along with
sufficient definitions, diagrams and tables.

Activities are designed to bring out the joy of learning by discovering. Exercises,
Worksheets, lab questions have been developed keeping in mind the learning ability of the
students.

We sincerely welcome constructive feedback and suggestions to improve the series

which will be incorporated in further publication.

Email:informatix4u@gmail.com
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An electronic mail or e-mail is the most popular feature of the Internet. It is an
easy, fast, inexpensive and time saving media of receiving and sending messages to
people around the world through computers. Some e-mail messages can be sent to
more than one person at a time.

| E-mail Address )1 og'

When you write a letter, you write your own postal address as well as that of
the recipient on the envelope. Similarly, to use e-mail service you need to have your
own e-mail address and that of the person to whom you want to send the e-mail. An
e-mail address which is also known as mailing address or mail box is owned by
individuals on the Internet. It is used to send any message file including text, graphics,
sound, audio and video etc. An e-mail address consists of two parts i.e., the user
name and the domain name joined by @ (at) sign. It does not allow blank spaces in
the mailing address.

For example : informatixsrinivas@gmail.com
l l
username  domain name
How to use E-mail ?

We can use this service free of cost by registering with one of the e-mail
service provider to get our e-mail account. There are many service providers who
gives this service to users like rediffmail, gmail, yahoo, hotmail, etc.

The service provider issues a username and a password to the account holder
which can be used to connect with the service provider for using this service.

Creating an E-mail Account ) oo’

Step 1 : First things first, you need to head over to gmail.com.

Step 2 : Click on the button that says “Create Account.”

Step 3 : After that, the sign-up form will appear. You'll need to fill in all the details
it requests: first name, last name, a new username, and a new password.
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Step 4 : Next, you'll be asked to enter a phone number to verify your account.
This is because Google uses a two-step verification process to boost
security. You can find out more about two-step verification here.

Step 5 : You should now receive a text message with a verification code from
Google. If this hasn’t been delivered within a few minutes, you can use
the automated call system instead.

Step 6 : Once you've verified your account, you will see a form that asks for some
personal information. This includes a recovery email, your birthday, and
your gender. If you'’re not comfortable giving these or want to find out
why Google is asking for this information, there is plenty of information
on offer during the sign up.

Step 7 : You now need to accept Google’s Terms of Service and their Privacy Policy
It's highly recommended that you review both of these in detail before
clicking on "I Agree.”

Step 8 : You should now have your new Gmail account.

Sign in to continue to Gmail |
Google Google
Create your Google Account Welcome to Google
Freceint - Step 3 ez (Stap 4
- e e
s . W ______ - J - v (OISO
e Step 2 e N = e
ey Sl cmaa Step 7
= =n
[ Using the E-mall Service )| o
After creating your e-mail account, you can use o
it to send or receive e-mails to your account % fmwa:o;r;:lm =
To sign in N
You need to go to www.gmail.com. Type your [ ---------- ®
username and password, and then click ‘Sign in’.
Your mail account has following components in it. PR, =20
Cyberwave E-Mail
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Receiving E-mails

All the received mails are stored in the Inbox. They are arranged in chronological
order, on the basis of time, when they are received. The Inbox displays the newer
emails followed by the older ones. To open any email in Inbox, simply click on it. A
separate window is displayed in place of Inbox. The received email may contain
attachments. If you want to perform any action on email(s) without opening it, then
select the checkbox next to an email in the Inbox. As you select the checkbox,
Gmail activates a toolbar with various options on top of the email list.

Settings

Search Box Action buttons

Main menu <— = M Gmail = ol

. Promotions
Primar
u Y O coibibo, BookityShon, Fikart,

1 The Man Company Updates We're already feeling Valentit p For A Feel g Exclusive Gift Boxes on this Valentine’s ... 4:41PM
B

Left menu e
pane <5

mobilebanking 3 2s1om ||

lates RBL - One Time Password (OTP) - Dear Customer, Greetings from RBL Bank! 250777 is the OTP (...

RBL Bank 2 Updates Alert: Updated transaction settings on your SuperCard - REL Bank Hi, Transaction settings on y... 2:20PM

RBL Bank Updates Thank you for making payment on your BFL-RBL Bank SuperCard - Hi SHAIK, Following are yo... 12:25 PM

YONO SBI Updates UP| transactions made easy- use UPl on YONO! - This is & system generated mail 80 please do ... 1212 PM

) Quora Digest Updates What is the current salary status in IES (in any post)? - Basic pay: 56100/~ DA=38% of basic: 21... Jan19

La be l S YONO SBI Updates Open NPS account anytime, anywhere and get your PRAN instantly. - Thisis a system generat... Jan19
PhonePe Updates Save up to ¥250* on Bus ticketsgs; - Book AC/Non-AC buses instantly via PhonePe. About us Poli. Jant9

[J 4 » The ManCompany Updates Roll Kar K Dekho & - Prize milega - BEARD BODY FACE HAIR SHAVE ABOUT THE MAN COMPANY... Jan19

Goibibo Updates' You Almost Missed This {3 - Grab while itis still here. Download Goibibo Mobile App Follow us Go... Jan19

YONO SBI Updates Transfer funds between accounts seamlessly with YONO - This is a system generated mail o .. Jantg

I n b OX <— Aha Updates New device login - New sign-in to your Aha account - New Sign In to Aha Dear User, We've noti... Jan 17
Google Maps Updates Your review reached 50 views . - Let's celebrate your impact = Jan 17

1) The Man Company Updates 100% Dandruff-Free Hair 4 - With our Dandruff Control Shampoo BEARD BODY FACE HAIR SHA.. Jan 17

Myntra Updates Updates Your Myntra Item cancelled - Hello shareef shaik! Item cancelled due to unavoidable circumstanc... Jan 17

[ # D no-reply Updates Share your feedback with APSRTC - Dear SHAIK SHAREEF , Please provide your feed back on belo... Jan6

Inbox

It is the first screen which appears after logging into the e-mail account it
shows a list of mails received by you. You can see the senders name, subject, date
and time of each mail in a new line. To read the mail, click on the one you want to
read. The mail will open in the window.

Left menu pane

The left menu pane allows you to compose a new email, navigate to your mail.
View your sent mail. Manage your labels and more.
Labels

Labels allows you to organize the messages in your inbox.

Cyberwave E-Mail
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Action Buttons

The action buttons are located just above the inbox.when a message is
selected,several options like Archive, Report spam and delete will appear to help
organize our messages
Settings

When ever you want to change your settings, simply click the gear icon and
select settings.we can also select help, if we have trouble in gmail.
Writing the Mail

For sending an e-mail, you can click the Compose button in your mail box
window to open the New Message window as shown in the figure.

O Enter the e-mail address of the
receiver in the To box. e
O Enter the subject of your mail in the =" secpen: o

subject line. = e
O Type your message in the big empty xorror +
box then click on Send button. ining cu

srein2n

O You can also attach your photos, _ -
documents or other files as an wncs

| 269709-PSHASD-405.eps (948K) =

attachment with the message. S [ A somoutt - (T- 1B T Y A~
O Click the attach files () buttonin . E=gasccene
the New message window to select

and attach the required files using File upload dialog box.

[ [}

Closing the Mail Box

Once finished working with your mail account, it's [F=S =R |
important to logout from your account to avoid its misuse s
by anyone else. Click the Sign out option in your mail box | # © shsfeaises@anaicon -
window to close your account and get back to the Gmail shars{shalk
home page. Join Googles — Privacy
Sign out T

To sign out your Gmail account, in the top-right corner o Adaccount Sign out
of the page, click on email address and select Sign out. |esanmaiino Gmaiony 433pm

E-Mail
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Letus Pmctice)

I. Answer the following questions.
1. What is E-mail and write down how to use E-mail ?

2.  Write the steps in creating G-mail ?

3. Write about sign in and sign out ?

4. Write the steps in writing on G-mail ?

II. Fill in the blanks.
1. is a first screen which appears after logging into gmail.

2. For sending an e-mail, we can click button.

3. Once finished working with gmail account, it is important to
from our account.

4. buttons are located just above the inbox..
III. Write true (T) for a correct statement and false (F) for an incorrect statement.
1. An E-mail address also known as mailing address or mail box. :
2. An E-mail address consists of four parts. :
3. For sending an E-mail we can click the sent mail button. :
4. To close the mail box we have to click on signout option. :
5. We can not attach photos while writing the mail. :

Activity Zone

)

I. Create an e-mail account on your own with the help of your teacher. Send and
receive mails from your friends together.

Cyberwave
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@ Introduction to Powerpoint

A Good Presentation with audio and visual effects are needed in all fields be it
corporate or educational. Creating a presentation which leaves an impression on
the viewer is easy with advanced packages like MS PowerPoint, which is a user
friendly presentation software with which you can make lively presentations. It is
tailored to ensure maximum communicative ability in minimum time.

Presentation and its uses )@

With the advent of MS PowerPoint, presentations are not restricted to corporate
meetings only, but they are also used for educational purpose, advertisement,
broadcasting etc. Students also use it for class room projects and seminars. A well-
developed presentation is a useful tool for effective communication and conveying
of ideas or even for demonstration of a product. It is also used in the field of
teaching, advertisement and other media too.

Steps to open Power Point )@

O Click on the Start button. O Click on All Prog
O Select Microsoft Office. O Click on Microsoft Office Power Point 2010.

1. DAEMON Tools Lite
1. Free Excel to PDF Converter

1. Games

/. Maintenance

1. Microsoft Office

X] Microsoft Excel 2010

C Microsoft OneNote 2010
Microsoft Outlock 2010
Microsoft PowerPoint 2010
(B] Microsoft Publisher 2010

B

Devices and Printers
Default Programs

Help and Support il | Starty Bl  Help and Support

: L —
[Shutdown | . carch programs and files Shutdown || * | Fﬂ;‘,

o N

Cyberwave Powerpoint
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Quick Access K T Izl S Bm e cnous w s rrnnn] S 13T RE— S h Control Buttons

v Title Bar

Toolbar ’.“'
Ribbon

Click to add title

Click to add subtitle

Status Bar

A

Click to add fotes

The Powerpoint Screen

Slides and presentation )@

As a book contains many pages, a presentation contains many slides. In
PowerPoint a slide is a blank work area where we can type and insert pictures. A
Presentation is a collection of several slides with colorful text, sound and pictures.

Components of a presentation ) Jiiy

Ideally a good PowerPoint presentation should have both text and graphics. “A
picture is worth a thousand words”, but pictures cannot replace all words. Thus,
every slide should contain both text and graphical objects such as pictures, tables
and Smart Art graphics etc. These objects play an important role in PowerPoint
presentation.

Components of power point screen )@

The title bar

The Title bar is located at the top of the screen. The Title bar contains three
buttons at its right side they are Minimize, Maximize/Restore and Close. The Title
bar contains name of the opened file. If a new file is opened it displays Microsoft
PowerPoint [Presentation1]

The tabs:
The Tabs are located below the Title bar. It is a part of the Ribbon.
— —— — — — ¥
n Home | Inset  Design  Transitions  Animations  SlideShow  Review  View m
Cyberwave Powerpoint
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The status bar:

The Status bar displays the present active slide number out of total number of

slides and status of the presentation file.
[E=pe amc—0—6H

The slide:

The Slide is an empty rectangular area
where the data and the drawings are to be
entered.

Click to add title
Click to add text

The ribbon:

The ribbon is the panel at the top portion of the document. It has nine tabs: File,
Home, Insert, Design, Transitions, Animations, Slide Show, Review and View. Each
tab is divided into groups. The groups are logical collections of features designed to
perform function that you will utilize in developing or editing your PowerPoint slides.

Commonly utilized features are displayed on the Ribbon. To view additional
features with each group, click the arrow at the bottom right corner of each group.

The File tab contains the backstage view of the document. It has no groups.

Home Insert Design Transitions Animations Slide Show Review View
M _j ¥ aut i Btayout - AN B B\\Oo0O0 D—{ﬁ & find
P‘ 4 copy _dkesel A-Ll¢ 6 " Zs ne 350 Replace ~
aste New AV. A, . rrange Quick
. ¥ Format Painter | gjide ~ 5 Section ¥ B 7 U S ey A A b& NN { } * ¥ q Styles - < Shape Effects I3 Select~

Clipboard ] Slides Font Paragraph Drawing Editing

Home : Clipboard, Slides, Font, Paragraph, Drawing and Editing.

Animations Slide Show Review View

Home Insert Design Transitions

_] (8] Layout ~ = AN ® B\\O0O D—EIJ M Shape Fill 4 Find
b &2 copy B Reset (5] anig A1lLeod o6 ' 4 & st ne 35 Replace *
aste AV . | Amange. Quic .
v < Format Painter 5| de Zjsection v BZUSada-A B converttosmatant - | |4 N Y flF 9 Styles - < Shape Effects I3 select~
Clipboard [ Slides Font Paragraph Drawing Editing

Insert : Tables, Images, Illustrations, Links, Text, Symbols and Media Clips

ile Home Insert Design Transitions Animations Slide Show i
,,,,, = o
} (o' .
D B e PR H @ J.jAE@’ﬂj TE:L@'O
Iable Picture Clip Screenshot Photo  Shapes SmartAmt Chart | Hyperink Action | Text Header WordArt Date  Slide Object Equa! jon Symbol | Video Audio
Art . Album ~ s Box &Footer ~ &Time Number 7 %,
Tables Images Tllustrations Links Text Symbols Media

Cyberwave Powerpoint
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DeS|gn Page Setup, Themes, Background

ome tions e
K colors -
Background Styles ~
Aa Aa | |Aadll AN | Ac | [IAa | [ A Er— A Aa A - @entse N Background Styles
S| de L |lmmemes ||| mesmme | | esns § (SRESCRN (CECRREN | SRS | |onmnns | |SuSay | (EECCERN |macmss | | ssewsn <| @] errects - [ Hide Background Graphics

P age Setup Background

Transitions : Preview, Transition to This Slide, Timing.

ile Home  Insert  Design | Transitions | Animations  SlideShow  Review  View o @
P . ¢y Sound: [NoSound] ~ Advance Slide
4 =] = =
== L J = ‘I 'l’ = "I“ . | © Duration: 0200 3 On Mouse Click
iy None Cut Fade Push Wipe Split Reveal  RandomBars  Shape  Uncover ssolve cn ckerboard |- O;}:;;l; S AoplyTo Al [ After: 00:00.00 =
Preview Transition to This Slide Timing

Home Insert Design Transitions Animations Slide Show Review View [ 0
=) ™ . I F
i 3 f @ :?Q {;M @ b\} [¥] Piay Narrations Use Current
== [ use Timings &9 Show On
From From Broadcast  Custom SetUp  Hide  Rehearse Record Slide
Beginning Current Slide  Slide Show Slide Show~ | Slide Show Slide  Timings  Show~ Show Media Controls | [] Use Presenter View
Start Slide Show Set Up Monitors

Review : Proofing, Language, Comments, Compare.

1 Home Insert Design Transitions Animations Slide Show Review View () o
@ 1% =4 > $ A & % ; Do [(Be ¥} Previous )
vVid@m g Tz @ _J mtmtwm @ a3 4
7 2] '
Spelling Research Thesaurus Trans!ale Languaqe Show New Ed\ Delete Previous Next Compare Accept Reject E d
Mark Lp Comment C ent [T Reviewing Pane ge,
Proofing Language Comments Compare

View : Presentation Views, Master Views, Show, Zoom, Window, Macros

Home Insert Design Transitions Animations Slide Show Review View a 9
— = . . . ] Ruler Q & color = Amrange All % E
B E | (W cor { !
[ Gridlines & Grayscale B Cascade <
Nomal Slide Notes Reading Slide Handout Notes y Zoom Fit to New Switch Macros
Sorter Page View | Master Master Master [ Guides Window |l Black and White | window 53 Move Split  windows
Presentation Views Master Views Show * Zoom Color/Grayscale Window Macros

s - ——

O Ms PowerPoint is user friendly presentation software with which you can make
lively presentations.

O Apresentation isa collection of several slideswith colorful text, sound and pictures.

O Quick access tool bar helps us to access the frequently used commands.

Cyberwave Powerpoint
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Letus Pmctice)

I. Answer the following questions.

1. Write the Steps to open PowerPoint

2. Draw the PowerPoint screen neatly and mention its parts.

3. Write short notes about the ribbon in the PowerPoint screen.

4. Where is the title bar in the PowerPoint screen ?

5. What is slide and presentation ?

II. Fill in the blanks.

1. PowerPoint is a software of MS Office package.

2. The Title bar is at the of the PowerPoint screen.

3. The Tabs are located at the Title bar.

4 is an empty rectangular area where the data and the

drawings are to be entered.

5. is a tool for effective communication.

III. Write true (T) for a correct statement and false (F) for an incorrect statement.

1. The PowerPoint screen has fifteen parts.
2. The PowerPoint is developed by Microsoft Inc.
3. The Status bar displays the present active slide number.
4. By default the Slide is an empty rectangular area.
Cyberwave g Powerpoint
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IV. Match the following.
Start
Undo

A

Powerpoint

Activity Zone )

I. Label the components of power point window by using the given hints.

Redo q
o
@

Click to add title

" Click to add subtitle

II. Open PowerPoint in your lab and click on the sizing buttons on the right top of
the window and note the change in the size of the screen after clicking each
button.

Cyberwave Powerpoint
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