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How to take care of your books.

Please cover with plastic or paper. (old newspaper or magazines)
Please make sure you have clean hands before you use your book.
Always use a book marker do not fold the pages.

If the book is damaged please repair it as quickly as possible.

Be careful who you lend your schoolbook to.

Please keep the book in a dry place.

When you lose your book please report it immediately to your teacher.

Don’ts
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Do not write on the book cover or inside pages.

Do not cut pictures out of the book.

Do not tear pages out of the book.

Do not leave the book open and face down.

Do not use pens, pencils or something thick as a book mark.
Do not force your book into your schoolbag when it is full.
Do not use your book as an umbrella for the sun or rain.
Do not use your book as a seat.
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Application Software

Learning outcomes
By the end of this unit the learner should be able to;

1. Know about application software and how to manipulate data
using, e.g. word processing, spreadsheets and graphic design

Identify the right tools for appropriate use
Write and edit documents
Manipulate data

Make creative use of graphics

S

Produce multimedia products

Key enquiry questions

[]) How can abstract data be manipulated into meaningful
information?

[]) How do we integrate data in different formats, e.g. Excel,
PowerPoint, graphics etc. into a document?

']) What is the importance of computing in today’s world?

[)) How can students demonstrate the importance of ICT to
others e.g. parents?

[]) How adequate are present MS applications for the world
beyond the 21st century?




1.0 Introduction to applications

Computer software, or simply software, is a part of a computer system that
consists of data or computer instructions.

1.0.1 Application software

An application software is a computer program designed to perform a group of
coordinated functions, tasks, or activities for the benefit of the user. This software
allows users to do things like create text documents, play games, listen to music,
or web browsers to surf.

Activity 1.1

Name some of the application softwares you have come across and their
functions.

1.0.2 System software

Application software refers to all applications collectively. This contrasts with
system software, which is mainly involved with running the computer. Examples
of system software include operating systems, computational science software,
I
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Your keyboard
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Fig. 1.2: Parts of a keyboard.

Your keyboard

The keyboard has many keys that make typing and layout easier. Here is a list
with a short explanation of useful keys:

This means escape and is what you press to escape
from any control key you have pressed.

This makes indents [a bigger than normal space
between the text and the margin.]

If you press this key, a green light will appear on the
right hand side of the keyboard and any typing you
do will be in capital letters.




This button shifts you into a capital letter when you
just want to use it briefly

for example to start a sentence.

Press shift and the key you want to use. It is also
useful when you want to put in the punctuation
marks or other symbols that are on top on the keys
of the numbers and some of the punctuation keys
on the keyboard.

If you press this you will get to the first letter of the
line you are typing.

If you press CTRL [control] and Home same time you
will get to the first letter of the first word of your
document.

This is useful if you have typed a long document and
want to

type or make a change in the first paragraph.

It takes you to the end of a line. Ctrl and End at the
same time takes you to the very end

of the whole document.

This is an eraser. It erases or deletes any letter or
word, or line or paragraph you decide you don’t
want anymore.

If it is a letter, use the mouse to go to the letter and
click on the letter.

Then press delete. The letter in front of the cursor
will be deleted. Sometimes it is easier and quicker
to use the




The arrow just above the Enter button can be used
if you want to delete the last letter you have typed.

The letter should disappear.

If it is a whole word, or line or paragraph then use
your mouse to go to the beginning of the part you
want to delete. Keep your

finger clicked down on the left hand mouse button
and drag it over the whole bit you want to delete.
This is called HIGHLIGHTING a section and the
screen shows this by making the section black and
the typing white. Then press delete and the whole
bit will disappear.

Page Up and Page Down - take you to the top and
bottom of the page you are currently busy on.

Arrows - Use the arrows on the right hand side of
the letters to move the cursor (line on the screen
showing your position - where the next letter will
be typed) up, down or sideways. You can also use
the mouse to do this. If you want to add or delete
something, move your cursor to the right place and
then either delete or add letters.

Activity 1.2

1. In groups, look at a keyboard.
2 . ldentify the buttons highlighted in the text above.

3. What do you see on the screen or monitor when you press some of the
buttons?




1.1 Ms Word

1.1.1 What can you use Ms- Word for?

Many organisations now use computersto produce and organise written material,
correspondence, membership lists and so on. Your Ms Word programme is
called a word-processing package. This means that it is useful for typing and
storing letters, articles and anything that consists mainly of words. It is basically
a fancy typewriter with a built in filing-system. The more you use your computer
the more you will learn about what it can do.

1.1.2 How to use Ms- Word

Switch on your computer and wait until a whole lot of picture symbols appear
with a Start button on the bottom left of the screen. Use the left button on the
mouse to click on the Start button. Then click on programmes and then double-
click on the Ms Word programme. Some computers have a Ms Word symbol
that will come up when your computer is on and you do not have to go to start
—simply double click the left button of the mouse on the symbol.

The Microsoft word programme will appear on the screen. There will be a blank
screen called Document 1. Everything you type is called a document. Above the
blank screen there are various terms and signs you should know about.

T Document] - Microsoft Word

Fig. 1.3: Microsoft word layout.




* The first line has a list of titles called commands - File, Edit, View, etc.

e The second and third lines are called the toolbar and have different blocks
that you can use to give quicker commands to the computer.

* The fourth line [if there is one] shows your page margins — it is called the
ruler.

The File title

Click on this and a box with different sections will appear. This is your file
organiser and you use the first section:
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Fig. 1.4: File title in Ms-word

* To start a new document (click on new) you can use the block with a folder on
it on the toolbar to do this more quickly. Use your mouse to click on it.

* To open an old document (click on open) and then click on the name of the
document you want to open.

* To close a document. The computer will ask you if you want to save it before
you close it and then you click on Yes or No.

The next section is to do with saving documents

If you press save, the document will be saved under its heading in the general
folder called My Documents. You can do this with the block on the toolbar
showing stiffy disk. Click on it with your mouse.




Save As allows you to save a document under a new name in the folder of your
choice. When you click on Save as, a new box will open on screen. First go to the
Save In square. It should say My Documents. In the block below yellow folders
will appear if you have made them. (See Step 2 in Using MSWORD as an Office)
Click on the folder you want to save the document in. Click on Open. Then check
that you like the name of the document. If you like it press save. If you don’t like
it delete the file name and type a new name. Then click save.

If your document is an update of an old document but you want to save it as a
new version click on Version in the Save box under file. Type in your comments
and click Save.
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Fig. 1.5: Saving a document.

The next section is to do with how the document looks (Page Set Up)

and Print Preview and to print documents.




Page set up allows you to change the margins of the page so that you can get
more (or less) typing on a page. If you click on Paper Size it allows you to change
the page into Portrait (normal A4) or Landscape (sideways A4)
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Fig. 1.6: Setting up a page.

Print preview allows you to see what the document will look like on a printed
page. You can also do this by using the block on the toolbar with a page and
magnifying glass on it.

Print allows you to print the document if your computer is connected to a printer.
You can also print quickly by using the block with a printer on your toolbar.
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Fig. 1.7: Print options In Ms-word.

The next section allows you to Send your document either to another computer
via email or to a fax machine. Your computer has to be set up for this. You can
also email your document by using the block on the bottom toolbar with an
envelope on it. Properties allows you to store information about your document.

The next section is a list of the last four documents you worked on. Clicking on
the right file name is a quick way of opening any of these documents.

The last section says Exit. If you click on this the Ms Word programme will
shut down and you can return to Windows. If you have forgotten to save any
documents the computer will ask you if you want to Save. Click on Yes or No.
You can also exit or close down MSWORD by clicking on the X in the last square
on the top right hand side of the screen.




Activity 1.3
In groups, check what pops up on the following dialogue boxes.
1. Send

2 . Properties

The Edit title

This section allows you to change or edit your work.

The most useful tools in the list are Cut, Copy and Paste.
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Cut: this allows you to delete a section but not to throw it away completely in
case you need it later.

You use the Paste command to move the section to a new place. Take your
cursor to where you want to place the section. Click on Edit.

Insert Design Layout
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Click Paste and the cut section will be pasted or put in this new place. We call
this Cutting and Pasting.
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You can also Copy a section of your work and use it again. Highlight the section
with your mouse. Click on edit. Click on Copy. Then take your cursor to the
new place you want to put it. Click on Edit. Click Paste and the section will be
repeated.

WARNING: Your computer will only keep the last section that you cut or copied.
As soon as you cut or copy another section, the first one will be deleted.

Activity 1.4
In groups, practice using the Cut, Copy and Paste commands on an

Ms Word document. What do you notice when you Cut?

How is Cut different from Copy?

The View title

When you type a document, the view on screen is in Normal mode — or as it
appears on the screen. You can look at it in Layout (as it would appear) printed
or in other ways. A quick way of looking at your page layout is to use the toolbar
and click on the blank page with a magnifying glass on it.
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Show Zoom




If you have poor eyesight you can change the size of the letters you see on
screen. Use the Zoom command at the bottom of View and set your view to
100% or more.

Activity 1.5
In pairs, review the instructions on The View Title by following them on
your computer.

The Insert title

This is useful for inserting Page Breaks (that is, beginning a new page), page
numbers, footnotes, pictures and so on.

You can also use this box to insert page numbers. Click on Page

Numbers and then click on OK.
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Activity 1.6

In groups, use the Insert box on a practice document to see what you can
do with it.




The Format title

This is useful for layout or making your document look attractive. There are
various headings.
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The Paragraph section allows you
to change the margins of a
paragraph. It also allows you to
change your line spacing to single,
or bigger.

Bullets allow you to mark
points in different ways, using
dots, or arrows or blocks and so
on.
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Activity 1.7

In groups, practice formatting a document.

The tools title

/This has a helpful button to chec\k

the spelling in your whole
document.
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Miss-spelt words are underlined
in red as you make the error. It is
quicker to correct all the errors at
. the end, rather than do them one
o : by one. You do this by going to

-~ o Tools. Click on Spelling. The
e :| | spell-check will give you options.
‘ ] /| | You can also highlight a word you
R Ceseo 1| are not sure of and the click on

\the ABC symbol on your toolbar. /




The Table title

H -0 - (Often we want to arrange N

information in tables. Decide
whether you need a table. Decide

ﬁ D '% E @ r‘\’; how many columns you want.

File Home Jesign Layout

Cover Blank Page Table Pictures Online Shapt Then go to Table before you type
Prger Ry ek | aibes the information you want in the
Pages Tables [
\ table. J

Insert Table allows you to
make a new table. Click on
the number of lines and

The Window title columns you need.

Help tool: Play with this. It will tell
you how to do things.The contents
are arranged alphabetically and
you find out more about what you
want your Ms Word to do.

Wondow: This allows
vou to work on two
documents at once.

Activity 1.8

In groups, determine what the Help button can be used for.

As a group, make a list of these uses and compare to the next group.




The toolbar

Look at your toolbar. On the top left it will show the font and size in white boxes.
You can change your font and its size by clicking on the arrows next to each and
selecting what you want.
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These are a quick way for you to make some words or headings Bold (B), to type
some words in italics (I) or to underline them (U).

L

There are 4 blocks with lines in them. These can align your typing in different
ways. The first one is the normal way your text will be aligned. The second one
centres your typing in the middle of the page. It is most useful to make headings
if you want them in the centre of the page. The third one is not used often since
it aligns the right side of page and the left side is uneven. The fourth one is used
to align both sides — this makes your document look nice, but it sometimes
stretches out the spaces between words and can make a line look strange.

Then there are the numbers and bullets tools. Highlight the section you want
numbered or bulleted and click on the right tool. If you do not like the type of
bullets or numbers you will have to go to format and change the bullet type
and then click on Reset [if you want to use this type for bullets in your whole
document] and OK.




Activity 1.9

1. In pairs, type paragraphs and highlight them. Click on the different
formatting tools to view how the text changes.

The next two tools have stripes and an arrow. They are useful for indenting a
paragraph.

2. Highlight the paragraph and the click on the first one to move it to the
left and the second one to move it to the right.

A square box is the next tool. This can help you arrange your borders quickly.

3. Click the mouse button on the arrow next to it and it will give you the
options. Choose the one you like and click on it.

If you go to any other tool on the third line with your mouse, it will light up and
tell you what it is for. We covered most of them already. A very useful tool is the
curved blue arrow. This is called the undo button and it reverses an action you
have taken that you don’t like. So if you deleted something and want to put it
back — click undo immediately.

Activity 1.10

In groups, practice using the commands on the toolbar in a document.

4. How to set up a filing system on MSWORD

Your Ms Word programme can be a mini — office if you set it up in an organised
way from the beginning. In the same way as you would file paper copies of
documents, all your Ms Word documents should be filed in folders so that they
are easy to find.




Activity 1.11

Work in groups.
e Step One

Imagine that you are setting up a filing system and decide what files you
will need. For example, you will need a file for subjects, with sub folders
for each subject. Where possible your computer files should be the same as
your class paper files. Make a list of all the separate files you think you will
need and write them on a piece of paper and then go to your computer.

e Step Two

Switch the computer on and click on the icon [symbol] saying My Computer.
Then click on C drive. Then click on the folder marked My Documents. Go
with your mouse to File. Click on New. Click on Folder. Make the folders you
need by typing the name and remember to press enter each time you have
typed in the name of the folders from the list you made in Step ONE.

Now, under the main heading of My Documents you will have separate
folders with different titles. Every time you use Ms Word and click Open
these folders will appear and you can open an old document by clicking on
the folder and then on Open. The list of documents in that folder will then
appear. When you click on Save As, the list of folders will also appear. Save
your new documents or letters or anything you type in the correct folder.

* Step Three

You can now file all your old documents into the right folders. Switch on your
computer and click on My Computer. Click on C and then on My Documents.
All the folders and all the old documents should appear on the screen. Simply
put your cursor on a document and hold the left mouse button down. Now
drag the file document to the right folder and release the button. If some
of your documents are on the C drive and not on My Documents, you first
have to move them to My Documents. Click the right mouse button on the
document and a new box of commands will open. Then click on Send To and
then on My Documents.




1.1.3 How to make back-up copies

A back-up is a file saved onto a separate drive. It is a good idea to store your
completed documents on disks in case your computer is stolen, or gets a
virus and crashes. This means you have a copy which you can use on another
computer. Get into the habit of doing this at least once a week. Use a different
disk for each folder.

Activity 1.12
Work in groups

Go to My Computer, then click on My Documents. Put in a disk and click the
right hand mouse button on the first folder. Click on Send To and then on disk.
If you want to take a document to another computer, you can simply click
Save As and the click on disk.

A hard copy is a paper copy. You do this by using the printer. Very important
documents [like financial records and reports] should always be printed out. In
this way you also have a readily available copy which someone may want to look
at without using the computer. Store hard copies in files in a filing cabinet.

1.2 Ms excel

Microsoft Excel is a spreadsheet developed by Microsoft for Windows, macQOS,
Android and iOS operating systems. It features calculation, graphing tools, pivot
tables, and a macro programming language called Visual Basic for Applications.

A spreadsheet is an interactive computer application for organization, analysing
and storage of data in tabular form. They are developed as computerized
simulations of paper accounting worksheets. The program operates on data
entered in cells of a table. Ms excel is an example of a spreadsheet. Each cell may
contain either numeric or text data, or the results of formulas that automatically
calculate and display a value based on the contents of other cells. A spreadsheet
may also refer to one such electronic document.

Spreadsheet users can adjust any stored value and observe the effects on
calculated values. Accounting, bookkeeping, financial analysis, and statistical
analysis are the main uses of this statistical software.




Fig 1.8: Ms-excel layout.

Fig 1.9: Icons found on Ms excel page

a) Excel tools

1. Quick Access Toolbar: This is a place where all the important tools can be
placed. When you start Excel for the very first time, it has only 3 icons (Save,
Undo, and Redo). But you can add any feature of Excel to Quick Access Toolbar
so that you can easily access it from anywhere (hence the name).






















































































































































































































































































































