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FOREWORD
MINISTER FOR EDUCATION AND TRAINING (2011-2014)

-

The vision of the Ministry, as stated in the Tonga Education Lakalaka Policy Framework 20122017, is ‘the People of Tonga will achieve excellence in education that is unique to Tonga’. The
Ministry’s Mission is ‘to provide equitable, accessible, relevant, and sustainable quality education
for all Tongans that will enable Tonga to develop and become a learning and knowledge society’.
The focus of all endeavours of the Ministry, then, is to bring about excellence in key educational
learning outcomes that are equitable, accessible, relevant, and sustainable for all students at all
levels irrespective of their socio-economic backgrounds, personal talents and inclinations,
locations, and the education systems and schools they attend. The Ministry has elected, therefore,
to focus on achieving sound educational standards for all students at all levels.
The key policy areas, then, that the Ministry is focusing on are:
1.
Sound outcomes at all levels, especially in literacy and numeracy, in the early years of
education;
2.
Teachers’ competencies at all levels, which include both pre- and in-service professional
development;
3.
Teaching and learning environments, which include teaching and learning resources,
equipment, and physical facilities.
The curriculum reform that the Ministry is currently undertaking at ECE, primary, secondary, and
post-secondary levels, are all aimed at achieving excellence in students’ outcomes that are
equitable, accessible, relevant and sustainable. The reforms include professional development of
teachers and improving the teaching and learning environments. The materials that have been
developed for each subject at each level are intended to assist teachers and learners to improve
classroom delivery, interactions, relationships, communications, and teaching and learning
environments in schools and classrooms that will ultimately lead to excellence in educational
achievements.
It should be noted that there are learning outcomes that all students are expected to master. These
are the essential values, knowledge and skills that all school leavers are expected to have achieved
during the compulsory school years between ages 4 and 18. These attributes form the core of the
curriculum materials that are developed for all levels. Beyond these, teachers and students in each
school are expected to explore the world of knowledge and learning to suit and benefit their own
needs. It is very much hoped that these materials will prove useful as basic teaching and learning
resources for teachers and students and that they will provoke, promote, and inspire students to
imagine, think, question, create, innovate, and above all, develop a love and passion for learning
that is life-long.
Sincerely

Class 9-Computing and ICT Study Guide
Hon. Dr.‘Ana Maui Taufeʻulungaki
Minister for Education and Training
18th December 2014
Nuku’alofa, TONGA
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Introduction

It is with great pleasure that I introduce this Study Guide of Computing and
ICT for Class 9 (or Form 3) to be nationally implemented commencing in this
academic year, 2015 and onwards.
The Study Guide’s main purpose is to support the students by guiding them
through strategies to achieve the expected learning outcomes and to
elaborate on the corresponding knowledge and skills as stated in the 2015
Computing & ICT Syllabus for Class 9.
This Study Guide is designed with Students of Class 9 in mind as the main
users, and it also includes activities to assess student’s ability to achieve the
learning outcomes. Answers are provided at the back of this Guide.
At the same time, the Computing & ICT Teachers of Class 9 are expected to
use the Study Guide as well for further clarification of the learning outcomes
stated in the Computing & ICT Syllabus 2015.
At the beginning of each Unit in this Study Guide, the relevant learning
outcomes from the Syllabus are stated, which are expected to empower
students to be truly focussed in their study and to take increase responsibility
for their own learning with Teachers becoming the facilitators. Subsequent
notes and activities in this Study Guide are to support students to achieve the
expected learning outcomes.
The Do Statements that are highlighted are the minimum skills or
competency each Student should be able to do at the end of Class 9. Other nonhighlighted Do Statements are still much required to be achieved.
May I take this opportunity to wish you all a fruitful year with God’s
guidance and blessing.
‘Ofa atu

‘EMELI POUVALU
Chief Executive Officer
Ministry of Education & Training. TONGA

iv

DATE: 29th April 2015
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Overview
Dear Students,
This Book will guide your learning in this subject and is designed to help you succeed in achieving
the expected learning outcomes stated in the Computing and ICT Syllabus 2014 for Class 9.
Using your Study Guide
This Study Guide is arranged in Units that correspond exactly to that in the Draft Science Syllabus 2014
for Class 9. Within each Unit, there are several important features to help you in your studies. Here’s a
quick outline of some of these features:
1. Organiser
It contains a direct extract from the Draft Science Syllabus 2014 that states the whole Unit’s relevant
learning outcomes including the knowledge and skills you should acquire after completing each Unit.
2. Section Notes
Within each Unit, there are little sections. The Section Note gives:
 a brief outline of the expected learning outcomes per section and
 the most important background information, notes, hints and worked examples that are relevant
to the section and the corresponding learning outcomes.
3. Activities
You are required to complete all activities provided in this study guide. The diagram below
represents how our activities will look like.

Activity 1.1

4. Glossaries
At the end of each Unit, a list of key words is provided with their meaning.
5. Solution
Answers for the activities are provided at the back of the book.

Class 9 Science Study Guide
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Icons used in this Study Guide:
Time coverage

Warm up review
Warm up
Review:
Reflection

Group work
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Organiser
Strand 1: Computer Systems
Learning Outcome: Students should be able to recall major early inventions in computing, understand the basic
components of a computer system, operate a Personal Computer (PC) and familiarise with the use of online
resources.
Know Statement

Do Statement

1.

The early inventions and
inventors of computers.

i)

1.

What a computer is and its
core function.

i)
ii)

Computer systems and main
components.

i)

Different categories of
computers.

i)

Major hardware components
and peripheral devices of a
PC.

i)

2.

3.
4.

5.

6.

1.

3.

2

0.1

0.2

0.3

0.4

Identify and label major hardware components of
a PC including basic computer interfaces/ports.
ii) Describe the functions of major hardware
components (CPU, storage, motherboard)
iii) Identify and compare the different categories of
standard and peripheral devices (Input, Output.
Communication, Processing and Storage).
iv) Describe the characteristics of key peripheral
devices (keyboard, mouse, monitor, printer,
multimedia devices).
i)
ii)

How to operate a PC and
perform basic tasks.

i) Turn on and off a PC.
ii) Login and logoff using assigned access accounts.
iii) Use key Operating system tools and utilities to
operate a PC (Managing files and folders).
iv) Use typing tutor program to practice and develop
typing skills.
i)
ii)

2.

Early computers
List the names of famous computer inventors
and describe what each inventor invented.
Computer systems
Define a computer.
Describe the four major principal components of
a computer (Input, Output, Processing and
Storage).
Describe the major components of a computer
system (user, application software, Operating
system /software and Hardware)
Identify and describe the different categories of
computers.

Different type and features of
computer software.

The need for a data
networking system.

Activities

How to access data
networking and Internet
resources.

i)

How to use basic networking
and online resources to meet
user requirements.

i)

0.5

Identify and describe different types of software.
Describe the purpose of each type of software
and name some known examples.

0.6

0.7

Online Resources
Describe the purpose and basic features of a data
networking system.
Describe the different type of networking
systems.
Identify and use applications for accessing
Internet services or online resources.

Create email access accounts using Public email
providers such as Yahoo and Gmail.
ii) Practice using of email for communication.
iii) Explore the use of search engines on the worldwide-web (www) to find specific information.

0.8

0.9

1.0 – 1.01
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Early Computers
After this part, students should be able to:
1. List the names of famous computer inventors and describe what each inventor invented.
Computers have touched every part of our lives: the way we work, the way we learn, the way we live, even the way we
play. It’s almost impossible to go through a single day without seeing a computer, a device dependent on a computer,
information produced by a computer, or a word that was introduced or whose meaning has changed with the arrival of
computers. Because of the significance of computers in today’s world, it is important to be computer literate. Being
computer literate means you have knowledge and understanding of computers and their uses.

Here is a list of famous inventors (date born – date died) and their inventions. Some computers were also
invented by a group of inventors working for companies.
1.

Charles Babbage – United Kingdom (26 December 1791 - 18 October 1871)
Inventions
Difference Engine

Analytical Engine

2.

Description
The world's first electronic computer – the
first programmable and digital computer to
help break German’s code during world war
II.

Year
1943

Description
First general purpose electronic digital
computer. It occupied about 1,800 square
feet and used about 18,000 vacuum tubes,
weighing almost 50 tons.

Year
1946

Henry Edward "Ed" Roberts - USA (13 September 1941 – 1 April 2010)
Inventions
Altair 8800 Personal Computer (PC)

5.

1837

John Adam Presper Eckert Jr. – USA (April 9, 1919 – June 3, 1995) &
John William Mauchly – USA (August 30, 1907 – January 8, 1980)
Inventions
ENIAC

4.

Year
1822

Tomas Harold Flowers – United Kingdom (22 December 1905 - 28 October 1998)
Inventions
Colossus

3.

Description
First mechanical computer or an
automatic computing engine capable
of computing several sets of numbers
and making hard copies of the results.
The machine was NOT completed
because of lack of funding
Babbage designed this first programmable mechanical computer
but never built by him. His son completed a part of the machine
to perform basic calculation in 1910.

Description
First commercially successful personal computer. Ed was also
known as the father of personal computer.

Year
1974

International Business Machines corporation (IBM) - USA
Inventions
IBM 5100

Description
First portable computer, weighed 55 pounds
and had a five inch CRT display, tape drive,
1.9MHz PALM processor, and 64KB of
RAM.

Class 9 Computing and ICT Study Guide
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6.

Steve Jobs - USA (24 February 1955 - October 5 2011)
Inventions
Apple 1 & II

7.

Description
First personal computer to have a graphical user interface and
mouse rather than a command line interface.
The apple 1 computer was designed by Steve
Wozniak and Steve Jobs.

Year
1976

Bill Gates - USA (28 October 1955)
Inventions
MS-DOS and Microsoft
Software

Description
First successful operating system known and
Microsoft windows and the office applications
used by majority of people throughout the
world.

Year
1981

Activity 0.1
Famous names in Computing
"Who invented the computer?" is not a question with a simple answer. The real answer is that many
inventors contributed to the history of computers.
1.

List the names of famous computer inventors.

1

4

2

5

3

6

2.

Pick five (5) individuals from the list of inventors and fill in the details and describe briefly their
main inventions in the spaces provided.

Inventor 1
Name:

____________________

Country:

___________________

Date of birth:

____________________

Date of death:

___________________

Description of invention:
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
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Inventor 2
Name:

____________________

Country:

___________________

Date of birth:

____________________

Date of death:

___________________

Description of invention:
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

Inventor 3
Name:

____________________

Country:

___________________

Date of birth:

____________________

Date of death:

___________________

Description of invention:
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

Inventor 4
Name:

____________________

Country:

___________________

Date of birth:

____________________

Date of death:

___________________

Description of invention:
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

Inventor 5
Name:

____________________

Country:

___________________

Date of birth:

____________________

Date of death:

___________________

Description of invention:
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

Computer Definition
After this part, students should be able to:
(i) define a computer.
(ii) describe the four major principal components of a computer (Input, Output, Processing and
Storage).
Definition
The word "computer" was first recorded as being used in 1613 and was originally used to describe a human
who performed calculations or computations. The definition of a computer remained the same until the end
of the 19th century when people began to realise machines never get tired and can perform calculations
much faster and more accurately than any team of human computers ever could.
Class 9 Computing and ICT Study Guide
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Modern definition: A computer is an electronic machine, operating under the control of instructions
stored in its own memory, that can accept data, process the data according to specified rules, produce
results, and store the results for future use.
Data is a collection of raw unprocessed facts such as alphabets, numbers and symbols.
To process data, a computer uses hardware and software.
Hardware is the electric, electronic, and mechanical equipment that makes up a computer. Software
is the series of instructions that tells the hardware how to perform tasks.

A computer performs four basic operations: INPUT, PROCESSING, OUTPUT and STORAGE.

The four basic operations of a computer
A computer receives data or instructions as input from the user, stores it for a period of time, process
according to the instructions (known as a computer program) and provides the user with an output.

INPUT
(Enter Data)
Example – Type 2 + 3 on
the keyboard

PROCESSING
(Process Data)
Example – the Central
Processing Unit (CPU)
process the instruction to
add two numbers
(2 + 3 = 5)

OUTPUT
(View processed Data)
Example – Showing the
result on the monitor

STORAGE
(Store Data for later use)
Example – Save the result to be
used again later

Activity 0.2
Computer definition

6

1.

Provide a simple definition of a modern computer.

2.

Draw a diagram to show how the four basic operations of a computer.

Class 9 Computing and ICT Study Guide
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3.

Fill the table below with the correct basic operation of a computer to match the correct definition.

Basic Operation

Definition of the basic operation

1
Accepts data or instructions from the user
2
Keeps data for the user’s later use
3
Can process data as required by the user
4
Shows to the user the results of the data being processed

Computer System
After this part, students should be able to:
(i) Describe the major components of a computer system (user, application software, Operating
system /software and Hardware)
Definition
A computer system has two major components, these are



Hardware
Software

Hardware is the physical components that make up the computer system. Hardware is useless without
software to run on it.

Software is the instructions that tell the computer hardware what to do. Software is useless unless there is
hardware to run it on.
Note: For a computer system to be useful it has to consist of both hardware and software.

Class 9 Computing and ICT Study Guide
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Most computer systems are divided into four different layers.

A computer user is a person who uses a computer software to give
instructions to the computer hardware.

A computer software that can perform specific tasks
for the user.

SOFTWARE
A computer software that gives instructions to the
computer hardware.

A hardware is the physical component of a computer. The parts that we
can touch such as a keyboard and a monitor.

Facts about computer systems
 A computer program is also known as a computer software.
 There are two main categories of computer software; a system or application software.
 A computer hardware can only be useful if it has an operating system and applications.
 A computer must have an operating system in order to perform user’s tasks.

Group work
In groups of three, identify some examples in your school that you can use to explain the different layers of
a computer system. Each group can present the result of their group work to the rest of the class using the
table below.

Computer Systems

Examples in school

Computer user
Application
Operating System
Hardware

8
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Activity 0.3

Computer system
1.

A computer system is divided into four different layers. Fill the missing layers on the diagram
below.
i)

ii)

iii) Operating System

iv)

2.

Complete the table by entering the correct layer that corresponds to the given descriptions.
Description

Computer system
layer

The physical part of a computer that we can see and touch
A computer program that control the hardware with specific instructions
A computer program that is use by the user to perform specific tasks
A person that uses a computer to perform various tasks

Types of computers
After this part, students should be able to:
(i) Identify and describe the different categories of computers.
Computer systems can be categorised according to their sizes, processing speed, power and price.
There are four different categories of computers:
1.
2.
3.
4.

Microcomputer
Minicomputer
Mainframe
Super Computer

Things you should know about these different types of computers

Class 9 Computing and ICT Study Guide
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Microcomputers
Description: A microcomputer is a complete computer on a smaller scale and is not expensive to buy.
 Microcomputers are also called Personal Computers or PC
 Microcomputers include desktop computers, tower model computers, notebook or laptop
computers, handheld computers, and Internet appliances.

Minicomputer
Description: A minicomputer is a computer a bit more powerful than a
microcomputer but not powerful than a mainframe computer.
 Minicomputers are also known today as mid-range servers, which can
normally support up to several thousands users at the same time.

Mainframe computer
Description: A mainframe is a larger, expensive, more powerful computer that can handle hundreds or
thousands of connected users at the same time.

Super computer
Description: A supercomputer is the fastest, most
powerful, and most expensive type of computers.
A filing cabinet

Some useful information about the different types of computers.
Things to know.

Microcomputer

Minicomputer

Where you can find
these computers?

homes, school, and
offices

small companies
and institutions

How big the computers
are?
How much you have to
pay?

pocket size to half
a draw

a cabinet draw of a
filing cabinet

Mainframe
Computer
Big universities, big
companies and large
banks
A mini cabinet to a
full size cabinet

$100 – 2,000

$3,000 – 20,000

$20,000 – 500,000

Supercomputer
Bigger Universities, and
big research institutions
The size of a filing
cabinet to a full room
$ millions

Activity 0.4

Types of computers
1.

Name the four different categories of computers.
i.
ii.
iii.
iv.

10
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2.

Fill the table below with the correct type of computer that matches the description.
Computer Description

Category of computers

A computer that is a bit more powerful than a PC but not a mainframe
A small computer that can fit a pocket
The most powerful and most expensive computer
A computer bought by a big university for $140,000

3.

Fill each space with the appropriate type of computer from the list inside the brackets.
My father bought a ________________(laptop, minicomputer, mainframe) as a gift for my
birthday for $1,800. He often allowed me to use his _________________ (desktop, mini,
mainframe) computer, which stands on his office desk. My father works with smart scientists in a
very huge science research laboratory and they use a ________________ (PC, mainframe,
super) computer, which is one of the most expensive computer ever build in America. The
computer is so huge that it can fill one room. He also uses another _______________ (micro,
mainframe, super) computer for smaller research work that requires not so much processing
power as with a super computer but I was told that the computer is quite expensive.

Computer Hardware and peripherals
After this part, students should be able to:
(i) Identify and label major hardware components of a PC including basic computer interfaces/ports.
(ii) Describe the functions of major hardware components (CPU, storage, motherboard)
(iii) Identify and compare the different categories of standard and peripheral devices (Input, Output.
Communication, Processing and Storage).
(iv) Describe the characteristics of key peripheral devices (keyboard, mouse, monitor, printer,
multimedia devices).
1.

Major Computer Hardware Component

Outside of a Computer

Class 9 Computing and ICT Study Guide
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Group work
Task 1: Teacher to provide one full set of computer hardware similar to the pictures above; both the
outside and inside components.
Task 2: Students to work in pairs and each student to quickly sketch a picture of the computer in front of
them on a piece of paper. Each student is required to identify five different components on the picture and
ask the other student to complete the table below.
Outside Component

Inside Component

i)

i)

ii)

ii)

iii)

iii)

iv)

iv)

v)

v)

Computer Ports
Ports are computer components designed to connect
peripheral devices to the computer. There are three
common ports used to connect other devices.
1. Serial Ports (COM & PS/2) are normally used by
modems and communication devices.

2. Parallel Ports (LPT1) are used for devices that send and
receive data in groups of bits like printers.
3. Universal Serial Bus (USB) is the most common
connections used today. Almost every computer comes
with one or more Universal Serial Bus connectors. These USB connectors let you attach mice, printers,
flash drives, digital camera and other accessories to your computer quickly and
easily.
4. VGA port is used for connecting a computer to a monitor.

12
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Main Functions of Hardware Components
INSIDE COMPONENTS
Motherboard: The motherboard connects all of the parts
of a computer together. The
CPU, memory, hard drives,
optical drives, video card,
sound card and other ports
and expansion cards all
connect to the motherboard.

OUTSIDE COMPONENTS
System Unit: The main computer
box placed on or underneath a
computer desk. Inside this box are
many electronic components of the
computer.

Central Processing Unit (CPU): The CPU or processor
sometimes called the brain of the computer, and its job is
to carry out commands.
Whenever you press a key,
click the mouse, or start an
application, you're sending
instructions to the CPU.

Monitor: The displays information in visual form,
using text and graphics. There are two basic types of
monitors: CRT (cathode
ray tube) monitors and
the newer LCD (liquid
crystal display) monitors

Power Supply Unit: Converts the electrical power from
the wall outlet to the type of power
needed by the computer. It sends
power through the cables to the
motherboard and other components.

Keyboard: A keyboard is used mainly for typing text
into your
computer

Random Access Memory (RAM): RAM is the computer
system's short-term memory. Whenever a CPU process
instructions, the computer
temporarily stores the data
in the RAM until it is
needed.

Mouse: A mouse is a small device used to point to and
select items on
your computer
monitor.

Hard Drive: Is the data center of the computer. This is
where the software is installed, and it's also where your
documents and other files are stored.

Speakers: To play sound. They can be built into the
system unit or connected with cables. Speakers allow
you to listen to music and hear sound effects from your
computer.

Optical Drive: Optical drives retrieve and/or store data
on optical discs like CDs and DVDs.

Printers: A printer transfers data from a computer onto
paper. You don't need a printer to use your computer,
but having one allows you to print e-mail, cards,
invitations, announcements, and other material.

Class 9 Computing and ICT Study Guide
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Common Input/Output (I/O), communication and processing devices.
INPUT
(Data sent to the
computer)

OUTPUT
(Data displayed from
the computer)

Keyboard

Monitor or TV

Mouse

Printers

Web Cam or Digital
Camera

Headphones

Scanner

Speaker

Microphone

Data Projector

COMMUNICATION
(Data being transmitted
to other devices)

PROCESSING
(Control storing and
retrieving of data)

Computer modem

CPU

Network Interface cards
(NIC)
WIFI or wireless access
cards

Graphics cards
Computer Memory

Bluetooth

Network cards

Smart phones

Sound cards

Basic characteristics of key hardware devices.
1.

Keyboard

One of the primary input devices used with a computer. Keyboards allow a computer user to input letters,
numbers, and other symbols into a computer.
Today most users use the QWERTY style keyboards, as shown below.

The different types of keys on the keyboard are:
Function Keys (F1, F2, F3..F12):
Perform specific task when required by the computer program.
Number keys (Numeric keypad/keys):
The number keys are used to type numbers. 0,1,2,3,4,5,6,7,8,9.
Alphabet keys:
The letters are used to type text. The letters from A to Z are called as alphabet keys
Space bar key:
The longest key on the keyboard is the space bar. It is used to give spaces between characters
Arrow keys (Direction or navigation keys):
There are four arrow keys on the keyboard. Arrow keys are used to move in different directions and they
are:
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Up arrow
Down arrow
Right arrow
Left arrow
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2.

Mouse

A mouse is an input device and very important part of a computer. A mouse is the part of the computer that
you hold onto to move the mouse pointer around on the screen, and to click on the links and buttons on
the computer monitor or screen.
There are four types of computer mice:
Type

Characteristic

Mechanical mouse

3.

Holds a hard rubber ball that rolls as the mouse
is moved. Sensors inside the mouse body
detect the movement and translate it into
information that the computer understands.

Optical mouse

Uses a LED sensor to detect tabletop
movement and then sends off that information
to the computer.

Laser mouse

The laser mouse uses an infrared laser diode
instead of a LED to light up the surface
beneath its sensor.

Trackball- mouse.

Picture

Like an upside-down mouse. Rather than roll
the mouse around, you use your thumb or
index finger to roll a ball on top of the mouse.

Monitor (Computer Screen or Display)

Monitors are used to view data from a computer through the video graphic o display cards. The most
important characteristics of a monitor depend on the following:
i)
ii)
iii)

Size: Computer screen sizes are measured in diagonal inches, the distance from one
corner to another opposite corner diagonally.
Resolution: The quality of what is being displayed on the screen.
Bandwidth: The amount of data that can be transmitted to the monitor.

Monitors come in two major types - LCD or CRT. CRT monitors look much like old-fashioned televisions
and are very deep in size. LCD monitors are much thinner, use less energy, and provide a greater graphics
quality.

LCD monitor

Class 9 Computing and ICT Study Guide
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4.

Printers

A printer is any device that prints text or pictures on paper. There are three main types of printers;
1.

Dot-matrix: Creates characters by striking pins against an ink ribbon. Each pin makes
a dot, and combinations of dots form characters and illustrations.

2.

Ink-jet: Sprays ink at a sheet of paper. Ink-jet printers produce high-quality text and
graphics.

3.

Laser: Uses the same technology as copy machines, by using a laser beam to alters
electrical charges on a printing drum. The drum is fed with toner, and transferred to
the paper through a combination of heat and pressure. Laser printers produce very high
quality text and graphics.

Dot-matrix

Characteristic Type
Printing type
Letter quality type
Printing speed

Impact
Draft
Slow
Cheap

Cost

Ink-jet

Laser

Non-impact

Non-impact

Letter quality

High letter quality

Fast

Faster

Less expensive

Expensive

Examples

5.

Multimedia devices

A multimedia device is a device that uses different forms of media such as text, audio, or video within a
single device. These devices make it easier for people to use and complete specific tasks.
Some common multimedia devices:
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-

Mobile phone or smart phones; they can be used for phone calls, send text messages or
connect to the Internet and take pictures.

-

Tablet computers: is a mobile computer in a single panel with a touch screen.

-

Audio devices (Microphones, speakers and headphones): A microphone converts sound
waves into electrical signals. This signal is then changed into a sound by a speaker or
headphone.
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Warm up
Review:

Use a computer in your school computer labs and try to identify all the
different hardware components both inside and outside of the computer.

Activity 0.5

The computer hardware
1.

Name the different computer hardware components labeled 1 – 7 on the diagram below.
1. ___________________________________
2.

Modem

3. ___________________________________
4. ___________________________________
5. ___________________________________
6. ___________________________________
7. ___________________________________

2. Complete the diagram below by filling the boxes with the appropriate hardware components.

INPUT DEVICES

OUTPUT DEVICES

CPU

MEMORY

3. Pick the correct hardware component from the list to complete the statements below. These are
hardware components inside a computer.
MOTHERBOARD, CPU, RAM,
HARD DRIVE, POWER SUPPLY

i)

The _____________________ is sometimes called the brain of the computer.

ii)

To connect all the main components of the computer you will need a
______________________.

iii)

You need a ___________________ unit to provide the type of power for the computer.

Class 9 Computing and ICT Study Guide
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iv)

It’s known as the short-term memory so _____________________ can only holds data
when the power is on.

v)

A _________________________ is used for storing software and other useful files.

4. These are pictures of peripheral devices. You can describe the characteristic of each device by
answering the following.
i)
ii)

What is the common name for the device?
What is the main function of the device?
Peripheral Device

Characteristics
i.
ii.

i.
ii.

i.
ii.

i.
ii.

5.

Name a device that can be connected to these ports.
i)

Serial port

___________________________________

ii)

Parallel port

___________________________________

iii)

USB ports

___________________________________

iv)

VGA port

___________________________________

Computer Software
After this part, students should be able to:
(i) Identify and describe different types of software.
(ii) Describe the purpose of each type of software and name some known examples.
Different types of software (Program)
There are two main types of software;
1
2
18

System Software
Application Software
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System Software
System software provides the instructions to control the work of the computer hardware and often called
the computer operating system (OS). Every computer system MUST have an operating System.
Examples of popular Operating System
Computer device

Names of Operating System
Microsoft Windows or Linux

Personnel Computer (PC)

UNIX

Mainframe

Mac OS X

Apple Macintosh PC

iOS

iPad

Android

Smart Phones

Main functions of an operating system
-

Allow users to communicate with all computer devices like saving a file or printing a document
Control the use of computer memory to store data temporary when the computer is working.
Handle all the processing of computer programs (instructions) needed by the user.
Manage all the files used by the computer and the user.

Application Software
An application or application program, is a software program that runs on your computer. The word
"application" is used because each program has a specific application or task for the user.
Examples of common Application Software
Application Type
Word Processor
Spreadsheet
Database
Presentation
Publishing
Email
Web Browsing
Games
Utility
Programming
Languages

Main Purpose
Create different types of document such as a letter or
report.
Create different types of tables or worksheets for using
simple calculations and graphs
For keeping records of data
For presenting information using texts, tables and
graphics.
For creating attractive graphics and designing posters,
flyers and many graphical art work.
To communicate with other users over the Internet.
Users can use different public email to communicate
with families and friends all over the world.
To view websites and use Internet services such a
Facebook and Google.
For computer entertainment by enjoy different types of
computer games

Name of Software
Microsoft Word
Microsoft Excel
Microsoft Access
Microsoft Powerpoint
Photoshop and Painting
Microsoft outlook, yahoo
mail, gmail, hotmail
Firefox, Internet Explorer
Solitaire card game

To help your computer perform better

Screensaver, anti-virus,
Disk repair

For creating computer software or user applications

Java, C sharp, pHp

Class 9 Computing and ICT Study Guide
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Activity 0.6

Computer software
1. What are the two main types of software?
i) ________________________________
ii) ________________________________

2.

Complete the Software Puzzle below.

Across
1. Type of software to access websites (11)
5. Type of software to keep records (8)
7. Use a camera to capture (5)
9. Gmail is an example of this type of software (5)
12. A type of software to improve PC performance (7)
Down
1. Type of software for creating documents (13)
3. Another name for software (7)
8. Type of software that can do calculations (10)
11. Type of software for entertainment (5)

Computer Operation
After this part, students should be able to:
(i) Turn on and off a PC.
(ii) Login and logoff using assigned access accounts.
(iii) Use key Operating system tools and utilities to operate a PC (Managing files and folders).
(iv) Use typing tutor program to practice and develop typing skills.
Using a Personal Computer (PC)
To use a computer you must make sure that the computer power cable is
securely plugged into both the power outlet and the computer's power supply.
TO TURN YOUR COMPUTER ON
1.

Press the Power button on the base or on the front of the tower
(computer) or side of the laptop.

2.

Press the Power button on the LCD or CRT monitor, if this is a desktop
computer.

3.

Wait for the Operating System to finish loading. Most PCs use the Windows Operating System.

4.

If a login dialog box appears; type an username and a password in the username and password
box, then press the Enter key on the keyboard.
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Note: If you do not have any login accounts then ask the
teacher.
5.

Wait a few moments until the desktop appears on the
screen. The desktop is your starting point. From your
Windows desktop, you can open and switch between
applications, search for specific folders, print documents,
and perform other tasks.

TO TURN YOUR COMPUTER OFF
1.

Click on the round Start button in the lower left-hand corner of the screen.

2.

Click on the Right Arrow button at the lower right of the Start menu.

3.

Click on Shut Down.

4.

Press the Power button on the LCD or CRT monitor to turn OFF the monitor.

Using Windows Operating System (OS)
Note: Different versions of windows may use different procedures – please check with your teacher for
assistances.
Task 1: Understanding the Desktop

1
1
2

2

3
4

3

4

The desktop background is the area you
see where icons are placed.
Desktop icons provide access to
commonly used programs, folders, and
files.
The Start button is where you access
programs and open folders.
The taskbar displays buttons for open
windows and programs.

The desktop is your starting place, what you see when you first start your computer and Windows. This
opening screen provides access to all the programs and files on your computer.
Task 2: Understanding the Start Menu

1
2
3

4
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To open the Start menu, click the Start
button.
At the top of the menu, you see the
programs you use for the Internet.
The Start menu lists the programs you
last used here. To display additional
programs, click the All Programs
button.
Press Esc or click outside the Start menu
to close it.
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The Start menu is where you can access common programs and folders.
Task 3: Opening and Closing a Window
1

Double-click the My Documents icon.

2

The contents of this icon are displayed and a
button for the window appears on the taskbar.
To close the window, click its Close button.

3

Windows displays all its information in boxes called windows. Most windows are represented by small
pictures called icons. You can double-click an icon to display the content of the window the icon
represents. When you are done working in a window, you can close it.
Working with Folders
One part of working with Windows is learning how to work with the documents you save and store on
your system. Each time you save a document (a letter, worksheet, database, or other document), that
information is saved as a file on your hard disk. You assign both a specific place for the file and a name.
To keep your files organized, you can set up folders. Your hard drive is like a big filing cabinet and folders
are like drawers. Each folder can hold files or other folders. You can open and close folders, view a folder's
contents, copy and move folders, and create or delete folders. New with Windows XP is the Folders Tasks
list, which helps you understand and access the common folder commands, as covered in this part.
Task 1: Opening My Computer
1
2
3

4
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Click Start.
Click My Computer.
You see icons for each of the drives on your
computer as well as system folders. Doubleclick the icon representing your hard drive
(usually C:). Each folder icon represents a
folder on your hard drive. Each page icon
represents a document (file).
Click the Close button to close the window.
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Task 2: Opening the My Documents Folder

1
2
3

4

Click Start.
Click My Document.
If you have added any folders to this folder,
you see them listed. Double-click any folder
to display its contents. Folder icons indicate
folders and page icons indicate documents.
Click the Close button to close the window.

Task 3: Selecting a Folder

Click the folder you want to select.
In the File and Folder Tasks list, you see
folder-related tasks.
Click the Close button to close the folder
window.

1
2
3

Task 4: Creating a New Folder

1
2
3
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Open My Documents and click Make a new
folder.
The new folder appears in the window, and
the name is highlighted. Type a new name
and press Enter.
The folder is added.
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Task 5: Deleting Folders

1
2
3
4

Select the folder you want to delete.
Click the Delete this folder link.
Click the Yes button to confirm the deletion.
The folder is deleted.

Working with Files
When you save a document, that information is saved as a file on your hard disk. When you save that
document, you assign both a specific place for the file (a folder) and a name.
The more you work on your computer, the more files you add. After a while, your computer will become
messy, and you'll need a way to keep these files organized. Windows provides features that can help you
find, organize, and manage your files. You can copy files, move files, delete unnecessary files, and more.
Task 1: Selecting Files

Open the folder and select a single file, click
it. The file is selected.
To select several files next to each other,
click the first file of the group that you want
to select, and then hold down the Shift key
and click the last file.
To select several files that are not next to
each other, hold down the Ctrl key and click
each file you want to select.

1
2

3

Task 2: Copying a File

1
2
3
4
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Select the file(s) you want to copy.
Click the Copy this file link.
Select the folder in which you want to place
the file. Click the Copy button.
Windows copies the files to the new location.
You can also open that folder.
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Task 3: Deleting a File

1
2
3
4

Select the file(s) you want to delete.
Click the Delete this file button.
Click Yes to confirm the deletion.
Windows removes the file(s), placing it in the
Recycle Bin.

Using Windows Accessories.
Windows provides several accessories, or applications, that you can use to help you in your work. These
accessories are not full-featured programs, but they are useful for specific jobs in the Windows
environment. Accessories include a calculator, a painting program, a word processor, a text editor, and
Internet applications.
Task 1: Using Calculator

1
2
3
4

Click Start, All Programs, Accessories, and
then click Calculator.
Click the buttons on the calculator to enter an
equation.
You see the results of the calculation.
When you are finished, click the Close
button.

Task 2: Using WordPad

1
2
3
4
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Click Start, All Programs, Accessories, and
then select WordPad.
Use the menu bar to select commands. Use
the toolbar to select buttons for frequently
used commands.
Use the format bar to make changes to the
appearance of the text.
Use the ruler to set tabs and indents.
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Use WordPad to edit text files or to create simple documents such as notes, memos, fax sheets, and so on.
WordPad saves files in Rich Text Format by default, but you can choose to save in a text-only format.
Task 3: Typing Text

1

Type the text. You don't need to press Enter
at the end of each line; WordPad
automatically wraps the lines within a
paragraph.

2

To end a paragraph and start a new one, press
Enter. The insertion point moves to the next
line.
To add text to a paragraph you've already
typed, click the spot where you want to make
the change, and start typing.
The existing text moves over to make room.

3
4

Task 4: Formatting Text

1

Select the text you want to change.

2

To use a different font, click the Font dropdown arrow and click the font you want.
To use a different font size, select the text
you want to change, click the Font Size dropdown arrow, and click the size you want to
use.

3

You can easily make simple changes to the appearance of the text. For example, you can change the font or
font size, and you can make text bold, italic, or underlined. This task touches on just a few of the
formatting changes you can make. Experiment to try out some of the other available formatting features.

4
5

6
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To make text bold, italic, or underlined,
select the text, and then click the appropriate
button in the format bar.
To change the font color, select the text you
want to change, and then click the Font Color
button. Select the color you want from the
drop-down list that appears.
Change the alignment of a paragraph by
selecting it and clicking any of the Alignment
buttons on the toolbar.

Class 9 Computing and ICT Study Guide

Class 9 Computing and ICT Study Guide
Task 5: Using Paint

Click Start, All Programs, Accessories, and
then choose Paint.
Use the menu bar to select commands.
Use the toolbox to select the drawing tool
you want to work with.

1
2
3

Use Paint to create art and to edit graphics such as clip art, scanned art, and art files from other programs.
You can add lines, shapes, and colors, as well as alter the original components.
Task 6: Drawing a Shape with Paint

Click the tool you want to draw with (in this
case, the Rectangle tool).
Options for the Rectangle tool are displayed.
Choose whether you want to draw an empty
rectangle, a filled rectangle with a border, or
a filled rectangle without a border.
Move the pointer into the drawing area. Click
and drag in the white canvas area to draw.

1
2

3

Using Paint, you can create lines, curves, rectangles, polygons, ovals, circles, and rounded rectangles. To
draw a circle, square, or straight line, hold down the Shift key as you use the Ellipse, Rectangle, or Line
tool.
Task 7: Adding Text to a Drawing

1
2

3
4
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Click the Text tool.
Options for the Text tool are displayed.
Choose whether you want to draw a text box
that obscures the image beneath it, or one that
enables the image beneath it to be seen.
Move the pointer into the drawing area. Drag
to draw a text box.
Type the text you want to add. The text is
added to the text box.

27

Class 9-Computing and ICT Study Guide
You can include text as part of your drawing. To do so, draw a text box, and then type the text you want to
include.
Task 8: Erasing Part of a Drawing

1
2
3

Click the Eraser tool.
Click the size you want the eraser to be.
Move the pointer to the drawing area.
Hold down the mouse button, and drag
across the part you want to erase.

If you make a mistake and want to get rid of something you have added, you can use the Eraser tool.
Working with Software Applications or Programs
One advantage to using Windows is the high number of available Windows programs. You can use many
word-processing, database, spreadsheet, drawing, and other programs in Windows. This variety of
programs provides all the tools you need to perform your everyday tasks.
Most of the time you spend using your computer will be using some type of application. Windows
programs are easy to open and use, and enable you to create documents. In addition to learning how to
open and exit programs, you also learn some skills for working with documents you create with those
programs. Two important tasks are saving your work and opening your saved work.
Task 1: Starting a Program from the Start Menu

1
2
3
4
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Click Start and then click All
Programs.
Select the program group that contains
the program you want to start (in this
case, Accessories).
Click the program you want to start
(WordPad is selected here).
The program opens in its own
window, and a taskbar button for the
program appears in the taskbar.

Class 9 Computing and ICT Study Guide

Class 9 Computing and ICT Study Guide
Task 2: Exiting a Program

1
2

Click File, and then click the Exit
command.
The program closes. Notice that the
taskbar button for the program (here
WordPad) has disappeared.

When you finish working in a program, close it to free PC memory. Too many open programs can fill up
your PC's memory and slow the computer's processes, such as saving, printing, switching between
programs, and so on.
Task 3: Starting a Program from a Shortcut Icon

1
2

Double-click the shortcut icon on the
desktop (shown here is the shortcut
icon for Word for Windows).
The program starts and displays in its
own window. A taskbar button
appears for the program.

Task 4: Switching Between Programs
You may often work with more than one type of program at
the same time. Windows enables you to quickly switch from
one program to another.

1
2

Task 5: Saving and Closing a Document
3
You save documents and files so that you can open them
later to print, edit, copy, and so on. The first time you save a
file, you must assign that file a name and folder (or
location). You save documents pretty much the same way in
all Windows programs; this task shows you how to save a
document in WordPad.
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1
2
3

After you've started two programs,
look at the taskbar. You should see a
button for each program.
Click the button for the program you
want to switch to (in this case,
Paint).
That program becomes the active
program.
Click File, Save As in the program.
Type a new name, replacing the
default name.
To save the document in another
folder, double-click that folder.
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To save the document in another drive
or folder, display the Save in drop-down
list and select the drive or folder you
want.
Click the Save button.
The program saves the file. The
document name is listed in the title bar.

4

5
6

Task 6: Opening a Document

1
2

Click File, and then click the Open
command.
Double-click the folder that contains
the file. You can click the Up One
Level button to move up through the
folders and display other folders to
open.

When you save a document, the program saves the document information as a file with the name you
entered and in the location you specified. The purpose of saving a document is to make it available for later
use. You can open any of the documents you have saved. You can then make changes or print the
document.

3
4
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When you find the file you want to
open, double-click it.
The file is opened and displayed in the
program window. Here you see a
WordPad document opened.
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Task 7: Creating a New Document

1
2
3

Warm up
Review:

In the program, click File, New.
If you see a New dialog box, click
the type of document you want to
create and then click the OK button.
A new document is displayed.

Use a computer in your school computer labs and practice using the tools
available in the accessories. Practice with word pad and paint.

Know how to use a Keyboard
Most of the things we do on a computer involve a lot of
typing. And the quicker you can type, the quicker you get
those tasks done.
Keyboarding Lessons
Now you have to learn how to use the keyboard properly.
Use the typing tutor software to complete the typing lessons. Or you can follow the lessons for beginners
below. Use Word Pad for these lessons.
LESSON 1:
Place your fingers in a curved shape and tap them on the table as a finger strengthening exercise 1234 1234
(starting with the index or pointer finger and finishing with the little finger). Do one hand a few times, then
the other.

Type the following (Press Enter after each line);
Left Hand
asdf asdf asdf asdf asdf asdf asdf asdf asdf asdf
fdsa fdsa fdsa fdsa fdsa fdsa fdsa fdsa fdsa fdsa
Right Hand
jkl; jkl; jkl; jkl; jkl; jkl; jkl; jkl; jkl; jkl; jkl; jkl;
;lkj ;lkj ;lkj ;lkj ;lkj ;lkj ;lkj ;lkj ;lkj ;lkj ;lkj ;lkj ;lkj
Press Enter to move to the next line and type;
Class 9 Computing and ICT Study Guide
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Both Hands
fd fds fdsa jk jkl jkl; fd fds fdsa jk jkl jkl; fd fds fdsa jk jkl jkl;
Relax your fingers.
Notice the two keys G and H in the centre of the keyboard. Sit so that these are in front of the centre of
your body
Use fingers as shown below:

Keeping your fingers over the two sets of four keys that you just practised - stretch your index fingers
across to G & H (left hand for "G" and right hand for "H") and type the following:
Both Hands
gh gh gh gh gh gh gh gh gh gh gh gh gh
Stretch your Left index finger up/out to T (look on the keyboard) and type:
th th th th th th th th ght ght ght ght ght ght ght
Follow the colours and finger numbers in the next chart to practise lines of each pattern or word of the
following. Visualise where the letter keys are and use the fingers shown.

Left Hand
deed frrf deer reed red deed frrf deer reed red deed frrf deer reed red
free freed fred feed fed free freed fred feed fed free freed fred feed fed
Right Hand
juuj kiik juj kik juuj kiik juj kik juuj kiik juj kik juuj kiik juj kik
Both Hands
juut jut jute kiit kit kite juut jut jute kiit kit kite juut jut jute kiit kit kite
jud judder jug jugger judge judged juud judder jug jugger judge judged
igh high thigh ight fight right fright igh high thigh ight fright right fright
Relax your fingers again and your shoulders. Tap the table drill 1234 1234
Try the asdf asdf and jkl; jkl; again on a new line.
Repeat each of the 2-3 word phrases (below) a few times or type whole lines then repeat.
Type the semi-colon with the right finger 4.
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red deer; tight fight; fool fight; the high kite; red deer; tight fight; fool fight; the high kite;
free feed; red jug; right fight; the red kite; free feed; red jug; right fight; the red kite;
free fight; right judge; higher kite; their fool fight; free fight; right judge; higher kite;
Close Word Pad.
LESSON 2:
New keys using 3rd fingers

LEFT HAND

RIGHT HAND

Left hand ring finger (no 3) - W & S (stretch the F finger to T)
wee weed wed were wet sweet sweeter wee weed wed were wet sweet sweeter
weeds weeded seed seeds seeded weeds weeded seed seeds seeded
Right hand ring finger - L & O
lool look loot hoot tool fool fools lool look loot hoot tool fool fools
dull duller full fuller hull hulls hullo dull duller full fuller hull hulls hullo
toll tolls roll rolls told fold folds toll tolls roll rolls told fold folds
New - Right index finger - stretch the J finger to Y
juj jyyj joy toy roy try fry juj jyyj joy toy roy try fry juj jyyj joy toy roy try fry
jit hit fit dit wit lit litter jit hit fit dit wit lit litter jit hit fit dit wit lit litter
wet wets jet jets let lets letters wet wets jet jets let lets letters
Some phrases to type. Use the right little finger for the semi-colon beside the L key.
try fried food; jets fly high; wet litter; try to fly; try fried food; jets fly high; wet litter;
folded rolls; fred looks duller; red toy kite; jittery jet; folded rolls; fred looks duller;
the first red kite flies higher; let the wet kite dry; weed seeds;
little red dolls roll; toy dolls for wee jill; look for freddie;
first flight for fred; jill jilted hugh west; first flight for fred; jill jilted hugh west;

LESSON 3:
Bottom row keys for the index fingers - stretch down, visualise the keys.
Class 9 Computing and ICT Study Guide
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Left Hand - v & b (same finger) Right Hand - n & m (same finger)
fvf frfvf fbf frfbf rev vet fvf frfvf fbf frfbf rev vet
five fiver fib fibber very every five fiver fib fibber very every
jmj jujmj jnj jujnj jmj jujmj jnj jujnj
jim him tim rim hem them jim him tim rim hem them
jnj jujnj tin fin din dint tint jnj jujnj tin fin din dint tint
ten tent often den dent over oven ten tent often den dent over oven
men mend mended mine mind moment remember men mend mended mine mind
Right Hand top row vowels:
ou ough rough tough trough enough ou ough rough tough trough enough
though thought through thorough though thought through thorough
house houses mouse mound mounds house houses mouse mound mounds
round rounds sound resounded round rounds sound resounded
ion lion mention vision visions ion lion mention vision visions
iou ious conscious envious mission missions iou ious conscious envious missions
Some phrases to type

- use the right little finger for the semi-colon beside L

john mentioned the lions and tigers; they looked very tough;
the little mouse went round the house which stood on a high mound;
i remember the mission which is built on the high ground beyond the valley;
i rested in my house before playing two rounds of golf;
LESSON 4:

LEFT
34

RIGHT
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Left hand Finger 2, drops from D to bottom row C
ded dcd dedcd decided deck decked check cheese chest
cheek creek creeks dice slice sliced twice
Type these phrases using the right little finger for the semi-colon
type slowly with correct fingers; check the colours in the finger columns;
notice which finger should type the letter key you need;
when you come to tricky words type them more times;
To type Capital letters you will need to use the Shift keys, above the Ctrl keys on each side of the letter
key block. Left of Z and Right of ?
The Shift keys are used also for Upper Characters like @ $ % * <
For a Left Hand capital hold the RIGHT Shift key - type the letter, then lift the Shift key. For a Right Hand
capital hold the LEFT Shift key.
Try these sentences
The full stop is on the bottom row; use the ring finger.
The comma is to the left of the full stop; use your longest finger.
To start a new line, press the Enter key once.
Hold the Right Shift key for these left hand capitals.
Try to keep your fingers curved.
Do not let your wrists rest on the desk. That wastes energy.
The trees were very, very wet. We will get wet when we go outside.
Do not type for too long without stretching your shoulders, neck, wrists, fingers.
Hold the Left Shift key for these right hand capitals
Keep your legs uncrossed. Keep your feet on the floor.
It helps if you remember which finger types which key.
Look before you cross the street or you might get knocked down.
Jimmy took Henry to town to buy something. He bought four good story books.
LESSON 5:
Type A with the Left little finger and P with the Right little finger

LEFT HAND
Class 9 Computing and ICT Study Guide

RIGHT HAND
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faf far fat fatter far farmer faf far fat fatter far farmer
fan ran tan jan land hand band fan ran tan jan land hand band
pot port pit put pop pup puppy pot port pit put pop pup puppy
purr top rope romp trap tramp trumpet purr top rope romp trap tramp trumpet
More with G - stretch out Left index finger
fig rig tig pig got grip green fig rig tig pig got grip green
ring ding dong song sang singer arrange ring ding dong song sang singer arrange
Q with Left little finger
quit quite quiet quill quilt queer queen quit quite quiet quill quilt queer queen
quote quoted equate equation equal quack quaint quote quoted equate equation equal
Z and X to finish. Check chart for fingers
zoo zulu zigzag fax tax text exit zoo zulu zigzag fax tax text exit
We went to see the zebras and giraffes at the zoo last Friday. That was fun.
Make sure you type the correct text in your document or it will not make sense.
If you enjoyed this typing course please tell others who would find it helpful.
I hope the course has helped you enjoy your computer typing.
Type this paragraph and the one below it. There is no need to press the Enter key to start new lines. Keep
typing and the computer will know when to drop down to the next line. At the end of each paragraph press
Enter twice to leave a blank line between paragraphs.
I hope you have enjoyed this typing course and can now visualize where each letter key is situated on your
keyboard and which is the best finger to use for each key. If you can do that you will find you will use less
energy, and finish your typing more quickly.

LESSON 6:
INTRODUCTION to PUNCTUATION

Punctuation - check the chart above for the correct finger position. The comma is next to M and the fullstop to its right. They are below K & L.
To type a capital letter or character (*) do the following:
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Hold the Right Shift Key for a Left Hand letter or character



Hold the Left Shift Key for a Right Hand letter or character.
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Type these instruction lines.
For the question mark, hold down the left Shift key while you type the / key.
For the exclamation mark, hold down the right Shift key while you type the 1 key.
The colon is on the semi-colon key and needs the left Shift key held.
For the dash and for the hyphen use the same upper row key, between 0 and =
The single quotation mark (beside the colon) is also used for the apostrophe.
For the double quotation mark first hold down the Left Shift key.
Type the sentences below to practise your punctuation.
If you practise your typing each day, it will soon become easy.
Instead of a comma - you could use the dash - above the P key.
Join for hyphen. First-class. Did you enjoy this typing course? I hope so!
"Hullo," said Julia to George. "Isn't it a really lovely day?"
"Stop! There's too much noise! It's giving me a headache!"
Press down the Caps Lock (above the Left Shift key) for full capitals headings.
Press to release.
Press the Tab key (above the Caps Lock) to jump across the page to line up lists.
Do not use the space bar; you may not line up exactly.
MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

Swimming

Soccer

Netball

Skydiving

Drama

Brackets. ( ) are above 9 and 0 - hold the Shift key while you type these.
And these { } are beside P near the Shift key.
Hold the Shift key while you type these
[ ] do not need the Shift key so are perhaps handier.
They are on the same keys as { }
To Underline words first click the mouse on the U on the toolbar.
You can also click on B for Bold, or I for Italics.
Repeat this action (with the mouse) when you want this feature to stop.
This is the end of the beginners typing lessons. You can continue to practice your typing by completing the
typing lessons again.
Class 9 Computing and ICT Study Guide
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You can also enjoy a free typing game and learn typing at the same time. Please ask your teacher for the
typing games.

Activity 0.7

Computer operation
1.

Use a desktop computer with a windows operating system to complete the following tasks. Write
the C (Complete) on the right column to indicate that you successfully completed the task. Write
IC (incomplete) if you failed to complete the task.
(You can work in pairs and you MUST ask for help from your teacher when you have difficulties)
This is a practical activity.
Part 1: Turning your computer ON and Shutting DOWN.
Task
Number
1
2
3
4
5
6
7
8
9

Activity

C or IC

Turn computer ON
Login to Windows if required
Identify the Desktop background
Identify the Windows icons
Identify the Start menu
Identify the task bar
Click on the start menu and click on My Computer
Close My Computer window
Click on the start menu and Shut DOWN your computer

Part 2: Using Windows Accessories
Note: Do NOT save your work
Task
Number
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16

Activity

C or IC

Turn your computer ON and login to Windows
Once you see your Desktop, click on the Start menu
Click on Accessories and click on Calculator
Perform a simple calculation on the Calculator
Close the Calculator window
Use the accessories again and click on Word Pad
Type your first name and last name on the Word Pad
window
Use your mouse to select the text
Use the format menu to change the format of your text
Delete the text and close your Word Pad window
Use the accessories again and click on Paint
Draw a shape with Paint
Add a text to your drawing
Add colour to your drawing
Erase part of your drawing
Close Paint

Part 3: Working with folders and files
Task
Number
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Activity

C or IC
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Turn Computer ON and login to Windows
Identify and Open the My Documents Folder
Display the Folders List
Select a Folder inside My Document folder
Copy the folder
Paste the copied folder to the Desktop
Open My Document folder again
Create a new Folder and name it TEST
Rename the TEST folder to FINAL
Delete the FINAL folder

Part 4: Working with files
Activity

Task
Number

C or IC

Turn Computer ON and login to Windows
Open the My Documents Folder
Select a file inside My Document folder
View the file properties
Copy the file and move to the Desktop
Go back to My Document and delete the file

Part 5: Working with Programs
Task
Number
1
2
3
4
5
6
7
8
9
10
11
12

2.

Activity

Complete or
IC

Starting a word processor Program from the Start Menu
Starting another Program from a Shortcut Icon on the
desktop
Switch between the Programs
Switch to the word processor application
Type your name and address on the processor window
Save the document under your name
Close the program
Open the word processor program again
Opening the saved document
Close the document
Create a New Document
Close the program without saving the new document

Use Paint to carry out the following task.
Draw a simple house similar to the house below and type your name in RED on the side.

Your Name
3.

Save your work inside My Document folder using a file name “house”
Close Paint and Shut Down the computer.

Use a desktop computer with a windows operating system to practice your typing by completing
the following typing exercises.

Exercise 1:
Create a new folder and name the folder “Keyboarding”.
Open Word Pad and type your name in the upper left corner.
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Key each line twice and double space between each set of lines. Do not type the numbers. When you
finish, go to File/Save to your keyboarding folder and name the file “home keys”.
1. f f ff j j jj d d dd k k kk s s ss l l ll a a aa;
2. fj dk sl a; fj kd ls ;a ds kl df kj sd lk sa l j
3. sa as ld dl af fa ls sl fl lf al la ja aj sk ks a
4. a a as as ad ad ask ask lad lad fad fad jak jak j
5. all all fad fad jak jak add add ask ask ads ads a
6. a jak; as all; ask dad; all ads; ask all; a lass;
7. fj fj dk dk sl sl a; a; jf jf kd kd ls ls ;a ;a fj
8. a al ak aj s sl sk sj d dl dk dj f fl fk fj a; fj;
9. j ja js jd jf k ka ks kd kf l la ls ld lf a; fj a;
10. fdsa jkl; asdf ;lkj a;sldkfj fjdksla; fdsa jkl; a;
11. a jak; a jak; ask dad; ask dad; as all; as all ads
12. a fad; a fad; as a lad; as a lad; all ads; all ads
13. as a fad; as a fad; a sad lass; a sad lass; a fall
14. ask a lad; ask a lad; all jaks fall; all jaks fall
15. a sad fall; a sad fall; all fall ads; all fall ads
16. add a jak; a lad asks a lass; as a jak ad all fall
17. a a ad ad as as lad lad all all ask ask fall falls
18. as as jak jak ads ads lass lass fall fall add adds
19. ad ad fad fad jak jak all all fall fall as as asks
20. a as ask asks a ad lad lads a ad add adds all fall
Exercise 2:
Key each line twice, and double space between sets. Use the correct keyboarding techniques.
Do not key the numbers.
1. Ha ha; had a; has had; has half a; has had a flash
2. Lake lake ease ease leaf leaf keel keel feed feed;
3. A desk sale; see a sale; feel safe; a deed; a jade
4. A shelf; has a jade; has a sash; had ashes; he has
5. She has a shelf; held a sale; has a shed; he held;
6. He he has has see see she she held held heed heed;
7. She held half; a jade desk; he has a jak; he feels
8. Asks asks leaf leaf jell jell keel keel held held;
9. She has half; he held a shelf; a jade sale; he has
10. She held a sash; a flash; a jade keel; she dashed;
Exercise 3: Use right shift
Jake and Lincoln sold us eight large ears of corn.
White gown; when will we; wash what; walk with us;
Trish Fuentes and Carlos Delgado left for Atlanta.
Will Wenner went to show the Wilsons the two cars.
Wes and Wade want to know who will work this week.
Willard West will take Akiko Tanaka to Washington
Nikko Rodgers was the last one to see Jack Fuller.
Alfonso Garcia and I took Taisuke Johns to Newark.
Ron F. Cano used ck. for check and cr. for credit.
Dr. West said to use wt. for weight; in. for inch.
Wade and Will; Don W. Wilson and Frank W. Watkins.
Dr. Wise will set the wrist of Sgt. Walsh at noon.
Exercise 4: Typing Speed test
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Test your typing accuracy and speed on the basic letter keys with the following typing test: Please time
your typing.
typing is quite easy and enjoyable when you have learned to do it correctly. when you learn to touch type,
you will be amazed at just how much quicker you can be. it is necessary for you to realize that typing with
exact accuracy is far better than being fast; you will find it is quicker in the end.
Test your skills typing capital letters and basic punctuation: Please time your typing.
Capital letters are used frequently - learning to type them efficiently is "key" to excellent typing!
QWERTY keyboards have two large size SHIFT keys, which make it very convenient. Just make sure to
utilize the opposite hand to hold the shift key when you type a capital letter. It's much easier this way.

Data networking system
After this part, students should be able to:
1. Describe the purpose and basic features of a data networking system.
2. Describe the different type of networking systems.
Data networking
A computer that can process and print documents is known as a stand-alone computer

If a stand-alone computer were to be connected to other computers to share data and send documents to the
other printers. This connecting together of computers and other devices is called a network, and the
concept of connected computers sharing resources is called networking.

Why Use a Computer Network?
Computers that are part of a network can share:
 Documents (memos, spreadsheets, invoices, and so on).
 E-mail messages.
 Application or software
 Printers.
 Storage devices
The capabilities of networks are constantly expanding as new ways are found to share and communicate by
means of computers.
The Internet is a good example of a data network allowing users to share information using Facebook or
Twitters.
Types of data networks
Class 9 Computing and ICT Study Guide
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There are two major types of data networks:
1.

Wide Area Networks (WANs) – A network that can cover cities, countries, and continents. The
Internet is an example of a WAN.

2.

Local Area Networks (LANs) – A network that covers buildings or a set of closely related
buildings.

Activity 0.8

Data network
1.

Provide TWO main use of a data network.
i.
ii.

2.

3.

Describe the following type of data network.
i.

Local Area Network

ii.

Wide Area Network

Fill the table with the correct type of network.
Example

LAN or WAN

The Internet
School computer Lab network
TCC Data networks
Ministry of Justice building network
Police headquarter links with their training
centre network

Network and Internet resources
After this part, students should be able to:
1. Identify and use applications for accessing Internet services or online
resources.
Accessing the Internet
The Internet is a global network of networks
Before you can connect to the Internet and access the World Wide Web, you need to
have the following:
-
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a computer (preferably running an up-to-date operating system) or
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-

a modem and access to a telephone line or a local area network (LAN) that is in turn
connected to the Internet;
and connection software that will allow you to establish an account with an Internet
Service Provider (ISP) to access the Internet.

There are TWO local ISPs here in Tonga. TCC and Digicel
People and organizations connect into the Internet so they can access its massive store of shared
information.
To access most of the information on the Internet or the World Wide Web, you need to use an Internet
application known as a web browser.
Most common web browsers.
-

Internet Explorer
Firefox
Safari
Opera
Chrome

What can you do on the Internet?
-

Send and receive email messages.
Download different type of files
Post your opinion to a Usenet newsgroup.
Surf the World Wide Web
Social networking like Facebook, etc

Note: There is NO charge for most Internet services.
Using Internet Explorer
When you first open the web browser, you need to enter the web address of a website on the "Address"
Bar below the tool bar. A web address is also known as an URL address.

When a page "loads" into your browser you will see the text come in, the pictures arrive - all the basic
elements of a web page. You will notice that some text is underlined and in different colours - this is
hypertext, if you click on it, you will jump to another web page.
The process of clicking hypertext links, loading one page after another, is called "browsing" or "surfing the
web".
Internet Explorer Toolbar

-

Back - returns you to the previous page
Forward - goes forward again, after your have gone back a few pages
Stop - stops loading a page you have selected (useful for files that are very large)
Refresh - reloads the page you requested, ignores contents of your local cache (to ignore
higher levels of cache, Ctrl + Refresh button)
Home - returns you to the homepage
Search - links you to a search engine (more about searching later)
Favourites - list sites you have been to and bookmarked because you thought you may
like to return
History - records where you have been by day, week and month for fast return
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Activity 0.9

Internet access
1.

What do you need in order to have access to the Internet?

2.

Name TWO common web browsers that you have used before
i.
ii.

3.

Fill the table with the things that you can do on the Internet
Internet activities

Using Online resources
After this part, students should be able to:
1. Create email access accounts using Public email providers such as Yahoo and Gmail.
2. Practice using of email for communication.
3. Explore the use of search engines on the world-wide-web (www) to find specific information.
Using electronic mail (email)
Electronic mail (also known as email or e-mail) is one of the most commonly used services on the Internet,
allowing people to send messages to one or more recipients.
Email was invented by Ray Tomlinson in 1972
To use Email, you must be connected to the Internet and have an email account with an email address. An
email account can be created by an email service provider such as Yahoo mail or Gmail, TWO of the most
popular public email providers in the world.
Email addresses (both for senders and recipients) are two strings separated by the character "@" (the "at
sign"): eg. sione@gmail.com
Task 1: Creating a gmail account with Google

Mail

'Google mail' or ‘Gmail‘ is a web-based email account in which emails are stored on the Internet rather
than on your computer.
Connect to https://www.google.com/ and then click on "Gmail".
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If you already have a Google account: simply enter your username and password to access Gmail through
your Google account. Click "Sign in".

1.

If you do not have a Google account: Click "Create an Account". An online form appears.

2.

To set up your new account, Google needs some information about you – starting with your first and
last names. The ‘choose your username’ is the unique email address that you wish to use, which will
be placed before ‘@gmail.com’.

3.

Because it needs to be unique, Google may have to check the availability of any name that you decide
on to make sure that no one already has it. Type an email name into the ‘choose your username’ box
and then fill out the rest of your information.

4.

You’ll need to come up with a password so that you can log in securely to your email account.
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5.

You’ll need to re-enter your password to ensure that it’s you choosing it. This is why it also asks you
to insert two random words at the bottom of the page – this is a CAPTCHA code. You can skip this
step if you don’t want to type in the CAPTCHA code but you will need to verify via a mobile phone if
you don’t.

6.

You will need to ensure that the ‘I agree to the Google terms of service and Privacy Policy’ is ticked.
Then click next step to take you to the Create Profile Page.

7.

If you don’t wish to have a picture on the web, click Next Step to complete setting up your email. If
you do, click on Add Profile Photo and find a photo to add. Then click Next Step.

8.

You will now have set up your account. You can go straight to your inbox and get started.

Task 2: Send an email with gmail
The following steps show you how to send an email using a Gmail account.
1.

Log in to your Gmail account so that you are on the dashboard (main page) of your mail account.

2.

Go to your inbox.

3.

A new blank email window will open up. In the ‘To’ box, type in the email address of the recipient.
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4.

You might want to include someone else in your email. You can do this by clicking Cc , which will
open another field. ‘Cc’ means ‘carbon copy’. Adding an email address to the ‘Cc’ field means that
that person will receive a copy of the email and all the other recipients will see their email address.

5.

The subject field allows you to give the recipient an idea of the topic of your email, like a heading.

6.

Email text can be formatted in a similar way to text in a word document. You can change the font
style, colour and size using the formatting icons.

7.

Type your message in the main body field of your email.

8.

When you’re happy with your email, click the blue Send button at the bottom of the compose window.
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9.

The email you’ve sent will now be stored in the ‘Sent Mail’ folder on your Gmail dashboard. You may
have to run your mouse pointer over the Inbox folder link to see the other folders.

Task 3: Open an email
When you receive an email from friends or family, you can find out what they’ve written by opening it,
just like opening an envelope to read a letter.
Follow these step-by-step instructions to open an email with gmail.
1.

Log into your Gmail account so that you are on the dashboard (main page) of your account.

2.

Go to your inbox.
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3.

The inbox shows a list of emails received, arranged in columns. The one towards the left shows who
the email is from, the one in the centre gives the subject of each email, and you’ll find the time and
date when each one was received in the right-hand column.

4.

Once you’ve identified an email you wish to open, click on the line that shows the information about
that email.

5.

You can now read the content of the email and reply if you wish by clicking on the arrow at the top
right hand of the email for reply or by clicking Reply underneath the message.

6.

When you’ve finished reading your email, click back to inbox icon to close the email and go back to
the list of emails in your inbox.
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Task 4: Delete an email
Follow these step-by-step instructions to delete an email
1.

Log into your email account and make sure you’re on the dashboard (main page) of your account.

2.

Go to your inbox.

3.

Check your inbox for emails that you no longer need. When you’ve identified these, click the ‘select’
box to the far left of the each email so that a tick appears in the box.

4.

Once you’ve selected an email that you wish to delete, click the delete icon. You can also delete an
email by opening it and then clicking the delete icon.
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5.

Your selected email will be deleted.

Activity 1.0

Using Email
1.

Open the browser and sign in to gmail using your newly created email account

2.

Send an email to yourself, wait for a little while and answer the following
a. Have you received an email yet?
b. How do you know that you have a new email message?
c. What is the sender’s email address?
d. What is the subject of the email

3.

Find a partner in your class and try to exchange email messages by sending an email to your
partner. Send a request to email you with the email subject “Testing email”.
Answer the following:
a. Have you received a message from your partner? If not then report to your instructor or
teacher
b. Open the message and reply
c. Check if you received a reply from your partner.
d. Delete the message from your partner.

4.
5.

Send an email to your instructor or your teacher with the subject “Hello teacher”.
Ask your instructor or teacher to send you a message and then reply to say that you have received
the message.
Discuss with your class the process of actually sending an e-mail message after you have finished
composing it.

6.

Using search engines
Using search engines such as Google or Yahoo is one of the fastest
ways to find information on the Internet.
Sample search engines


SweetSearch (http://www.sweetsearch.com/)

A Search Engine for students. It lets students choose the most relevant
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results from a list of credible results, rather than having to waste time on unreliable sites.
 Ask Kids (http://www.ask.com/)
Ask Kids is a search engine for kids that also has news sources and study help for a number of school
subjects.
Popular search engines
 Bing (http://www.bing.com/)
Bing is owned by Microsoft and it tries to support your researching by offering suggestions in the leftmost
column, while also giving you various search options across the top of the screen.
 Yahoo (https://www.yahoo.com/)
Yahoo is a search engine, a news aggregator, a shopping center, an emailbox, a travel directory, a
horoscope and games center, and more.
 Google (https://www.google.to/)
Google is the most popular search engine in the world. But while so many people use it, few actually get
formal instructions on how to search with Google.
Guides on how to search on Google.
1.

Go To Google

You can go directly to Google.com by typing in http://google.com into your web browser.
Note that Internet Explorer may be already set to use Microsoft’s Bing search engine rather than Google, if
you type into the search toolbar.
2.

Enter Your Search Terms

Actually searching Google is pretty easy. Just type what you’re interested in finding into the search box on
the Google web site or into your toolbar.
If you’re using a toolbar, as you type, you may see words begin to appear below the toolbar’s search box.

3.

Review Your Search Results

After you’ve searched, you’ll get a page full of results. Some of these will be matching pages from across
the web. Some of these will be matching content from those subject-specific versions of Google that were
mentioned above. You might get news or image results mixed in, as you can see below:
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This mixing search result is called “Universal Search”.
4.

Preview Your Search Result

As you review results, you’ll wonder if some of the listed sites are the best answer to what you’re looking
for. Google provides a way to quickly check on this. It’s called Google Instant Previews.
Next to the web page listings, you’ll see a magnifying glass symbol appear:

Click on this, and you’ll make a preview of the page for that listing appear:
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Activity 1.01

Online search engines
Open the browser and use Google to answer the following:
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1.

What Canadian Prime Minister was born in Nova Scotia?

2.

What are the two species of elephants?

3.

From what place did the Ebola virus get its name?

4.

What is the address of the Skydome?

5.

What is Nova Scotia's provincial flower?

6.

When did Dr. Seuss win the Pulitzer Prize?

7.

Who invented the paper clip?

8.

Who was the first Canadian up in space?

9.

What country had the largest recorded earthquake?
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Glossar y
Computer System
1)
Account name
(username)
2)
Application software
3)
Browser
4)

Bus

5)
6)
7)

Cable
COM
Computer

8)

CPU (Central Processing
Unit)

9)

CRT (Cathode-Ray Tube)

10)
11)
12)
13)

Data
Database
Data Communication
Desktop computer

14)

Document

15)
16)
17)

E-mail (Electronic Mail)
E-mail address
File

18)
19)

Folder
Hardware

20)

Hyperlink

21)

Icon

22)

Internet

23)

Keyboard

24)

LCD (Liquid Crystal
Display)
Logon or Login

25)
26)
27)
28)

LPT (Line Printer
Terminal)
Monitor
Motherboard (Also
called main-board)

Definition
Same as your login ID or user ID. The word you type at the "Login:" prompt.
A group of programs designed to perform specific user tasks.
A software tool used to read electronic documents. Internet explorer and
Firefox are the most popular browsers.
The connections between the computer's components. Busses can be wires,
paths, or any other type of electrical circuit used to connect one component
to another.
A set of wires connecting pieces of computer hardware.
Refers to the serial communications ports.
A device or system that is capable of carrying out a sequence of operations
or instructions.
Often referred to as the brain of a computer. The central processing unit, or
CPU, contains the control unit and the arithmetic/logic unit, both working
together as a team to process the computer's commands.
More commonly known as a "Picture Tube," the CRT is what most
televisions and monitors use for their display screens.
Simply another name for information.
A collection of data. A filing system capable of accepting data.
The collection and redistribution of data through communications channels.
A desktop computer (or desktop PC) is a computer that is designed to stay
in a single location.
A medium and the data recorded on it for human use; for example, a report
sheet or book.
Exchanging information by electronic means.
The way you specify where an E-Mail message should be delivered.
A collection of any form of data that is stored. A file may contain program
instructions or data, which may be numerical, textual or graphical
information.
A place where computer files are located when stored.
The physical components of a computer. Computer items that you can see
and touch. Disks, keyboards, monitors, chips, computers, wires, and etc.,
are all hardware items.
A pointer that when chosen displays the item to which it points. It typically
takes the form of a button or highlighted text that points to related text,
picture, video, or audio.
A part of the Windows desktop used to represent programs and other items.
When clicked, the icon opens its corresponding application
The global "network of networks" that connects huge corporations, small
businesses, universities, and individuals. Every Internet user can send EMail to every other Internet user.
Similar to a typewriter, contains the letters for typing text, and keys that
give the computer its commands.
Liquid Crystal Display screens output graphical data to a video screen that
uses a liquid crystal solution to display the information.
The process of entering a user name and/or password to gain access to a
computer system.
A name used to identify a printer port.
A television-like screen that shows text, graphics, and other functions
performed by the computer.
The main circuit board that connects all of the computer's components
together. Everything connected to the computer, whether inside or out,
communicates either directly or indirectly with the motherboard.
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29)

Mouse

30)
31)

Online services
OS (Operating System)

32)

PC (Personal Computer)

33)

Printer

34)

RAM (Random Access
Memory)
Serial Device
Screen
Social Networks

35)
36)
37)

38)
39)
40)
41)
42)

43)
44)
45)

Software
Storage
Surfing
USB (Universal Serial
Bus)
URL (Uniform Resource
Locater)

46)

User
Username
VGA (Video Graphics
Array)
Window

47)

WWW (World wide web)
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A device that is moved by hand to move a pointer to indicate a precise
position on a display screen.
Internet services that allows users to communicate over the Internet.
The software that manages your computer environment. Windows XP is an
example of an operating system.
A personal computer conforming to IBM PC standards. While the technical
term refers only to IBM PC compatible computers, it commonly refers to
almost any "personal" computer.
An output device that converts the coded information from the processor
into a readable form on paper.
Memory that the computer readily reads from and writes to. Once the
computer is turned off the RAM is erased.
A device like a keyboard or mouse that transmits data one bit at a time.
The surface of a monitor on which information can be viewed.
Online communities where people share information about themselves,
music files, photos, etc. There are many social networking websites (e.g.,
Myspace, Facebook, or Friendster).
The actual computer program. Software can't be seen.
A device or medium that can retain data for use by the computer.
Browsing the Internet or the world wide web.
USB is an interface capable of connecting up to 127 devices that operate at
transfer speeds significantly faster than a regular serial port.
Sometimes refer to as the website address used to locate a document
accessible over the Internet. For example, the URL for the White house is:
www.whitehouse.gov.
Anyone who uses a computer to perform specific tasks.
Account name or user ID.
A type of computer monitors.
A rectangular area on a display screen in which part of an image or file is
displayed.
The network of websites or online services over the Internet.
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Organiser
Strand 2: Using PC Applications
Learning outcome: Students are introduced to the use of common PC applications with basic features to create
simple documents, spreadsheets, databases and graphic files.
Know Statement
1.

2.

3.

4.

1.

2.

3.
4.
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Do Statement

Different types and purposes
of common PC applications.

i)

Basic features of common PC
applications (word processor,
spreadsheet and database).

i)

How to operate common PC
applications to perform basic
tasks (word processor,
spreadsheet and database).

How to apply basic features of
PC applications to produce
required output.

Activities

PC Applications
Describe the purpose and uses of the common
PC applications (Word Processing, Spreadsheet
and Database).

Describe some of the basic and common features
(editing, formatting, saving and printing) used
by a Word processor, Spreadsheet and Database
applications.
ii) Describe the basic structure of a spreadsheet and
a Database.
i) Perform key user tasks, opening, print preview,
page orientation, saving of user data, and
printing of documents, spreadsheet and database
files.
ii) Identify and use application tool bars and menu.
iii) Identify different application files.
iv) Create some sample documents (letter writing,
simple report, and advertisement) using basic
editing and formatting features.
v) Create some sample worksheets for entering and
editing user data (student marks, donations or
school fees) and using basic spreadsheet
formatting tools, formulas and simple functions
(addition, multiplication, SUM and AVERAGE
function).
vi) Create and view a flat-file database table up to
five (5) fields with appropriate data-types.
Use specific word processing features (Spell
checking, Thesaurus, search and replace,
margins and alignments)
ii) Create some simple spreadsheet charts in 2dimensions to present data.
iii) Entering and saving data records.

1.1

1.2

1.3 – 1.5

i)

Different type of publishing
and graphic design
applications.
Basic desktop publishing and
design principles and
concepts.

i)

Basic publishing or graphical
design tools
How to use basic publishing
and graphical design tools to
design simple publications.

i)

i)

ii)

1.6 – 1.8

Design Applications
Identify specific user requirements that require
the use of publishing or design applications

1.9

List and describe the basic principles and
concepts of graphical design in Desktop
publishing.

2.0

Use desktop publishing program to create and
edit simple publications.
Design and present some text-based publications
using specific features and layout (Flyers and
advertisements).

2.1
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Type of PC Applications
After this part, students should be able to:
(i) Describe the purpose and uses of the common PC applications (Word Processing, Spreadsheet and
Database).
Common PC applications
Applications for PCs or laptop computers are sometimes called PC or desktop applications, and those for
mobile devices are called mobile apps.
There are many PC applications out there, and they fall into many different categories. The most common
computer applications that we will use are:
1.
2.
3.

Word processing application (Word Processor)
Spreadsheet application
Database application

Main Purpose

Application Type
Word Processor

Spreadsheet

Database or Database
management system

A word processor allows you to write a letter,
design a flyer, and create many other kinds of
documents.
A Spreadsheet allows you to quickly calculate
numerical data, represent data with charts and can
print data quickly.
A database management system allows you to use a
computer to create a database. It also allows you to
add, sort, modify and select particular data, as well
as to create forms and reports using the data in the
database.

Name of known
application
The most well known word
processor is Microsoft
Word.
The most well known
spreadsheet is Microsoft
Excel.
There are many database
packages available but
Microsoft Access is one of
the most popular.

Activity 1.1

PC applications
1.

Fill in the table below by describing the purpose and example of well – known PC applications.

Application Type

Main Purpose

Name of know application

Word Processor

Spreadsheet

Database or Database
management system
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2.

Using a PC, complete the following sentences with the correct type of application required to
perform each task.
1. To prepare a letter for your teacher, you need to use a ________________________
2.

To keep a record of students information, you need to use a ________________________

3.

To calculate the total student fees, it’s best to use a __________________________

4.

To write an essay about student records, you need to use a ________________________

5.

To present numerical information using charts, you need a _______________________

Basic features of PC Applications
After this part, students should be able to:
(ii) Describe some of the basic and common features (editing, formatting, saving and printing) used
by a Word processor, Spreadsheet and Database applications.
(iii) Describe the basic structure of a spreadsheet and a Database.
Basic common features shared by all the applications (Word Processor, Spreadsheet and Database)
These applications share many features, so it’s easy to share information among them. The most popular
applications are;
Word processor
Spreadsheet
Database

-

Microsoft Word
Microsoft Excel
Microsoft Access

They often come in one software package known as Microsoft Office, which includes other useful
applications as well.
1.

The common application window elements
Element
Title bar

Description

Menu bar

A bar at the top of the application that contains the filename of the open file,
the application name, and the application window sizing buttons.
A collection of menus for commonly used commands.

Tool bars

Collection of buttons that are short cuts to commonly used menu commands.

Sizing buttons

Buttons that resize and close the application window or file window.

Task Pane

A window that provides access to commands for common tasks you will
perform.
An area at the bottom of the application window that contains information
about the open file or the current task, which you are working.

Status Bar

Example of a new blank Excel sheet and Word document page.
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2.

The common features shared by the applications
Common feature

Description

Editing facilities

The ability to change your work using specific editing tools.

Undo

The ability to undo any editing or formatting changes.

Save and Close a file

To keep a copy of your work for future use, you need to save it by giving it
a filename. Once you have saved your work, you can close the file by
clicking the Close command on the File menu or the Close Window button
on the menu bar.
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Spelling and grammar
checkers
Cut and paste

Identifying spelling and grammatical errors in a document

Page formatting

Text/graphics can be rearranged within the same document or between a
number of documents
The ability to have different layouts, margins and pagination

Character formatting

Using bold, underline and italics to change the appearance of a character

Text alignment

Positioning text or numbers to specified margin and tab settings. The four
primary types of text alignment include left aligned, right aligned, centered,
and justified.
Automatic alignment of text to both the left and right margins.

Justification
Page numbering
Search and Replace
Headers and Footers
Word wrap
Footnotes, endnotes
Print a file

The ability to automatically add page numbers to a document; automatic
sequential numbering of pages.
Moving directly to specified words or parts of words within a document and
replacing them with different words or word portions.
Option of creating blocks of text or numbers that will automatically appear
at the top or bottom of each page in a document.
Automatic arrangement of text in lines of specified length without the
necessity of touching the return key.
Footnotes are notes that appear at the bottom (or “foot”) of the page.
There are two ways to print a file on which you are working:
1. Press the Print button on the Standard toolbar to send your file to the
printer using all the default settings
2. Select Print on the File menu, which will open the Print dialog box so that
you can adjust the printer settings

The Print dialog box

The Formating Tool bar
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The Undo feature

Basic Structure of a spreadsheet application.
Spreadsheets are like lined paper with columns. They can be used to write numbers and make calculations.
By using formulas for adding, multiplying, or even finding averages, the spreadsheet will do the math for
you.
Spreadsheets are displayed in a grid layout. The letters across the top are Column headings. To highlight an
entire Column, click on any of the letters. The image below shows the B Column highlighted:

Spreadsheets are all about individual Cells. A Cell is a letter combined with a number. So if you combine
the B column with Row 5, you get Cell B5. Combine Column D with Row 5 and you get Cell D5. In the
Images below, we have clicked inside cell A1.

Spreadsheets allow a user to quickly calculate numerical data, perform various functions, can represent
data with charts and print data quickly.
Spreadsheet feature

Description

Opening a worksheet

When you open a spreadsheet application a worksheet opens. Each sheet
is a full spreadsheet. Having a workbook with multiple sheets allows you
to easily establish relationships from one sheet to another.

Name of worksheet

The name of the sheet can be changed. Double-click the name of the
sheet in the tab at the bottom, and type the new name.

Cells

Each rectangle in a spreadsheet is called a cell. For example, the first cell
in a spreadsheet is A1. The "A" stands for the column and the "1" stands
for the row.
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Select cells

Click the mouse and drag to highlight multiple cells with this cursor, or
click in a cell to select the single cell

Moving content of a
cell

Click and drag the contents of the selected cell to any other cell.

Copy content of a cell

Click and drag with this cursor to fill cell contents into cells below or to
the right.

Enter formula

Click to place the cursor into the Formula bar so that you can edit an
equation or function.

Entering Data

Move to the cell where you want to enter data and enter words or
numbers. If data is already in the cell it will be replaced without having
to cut or delete the previous data.
Things that can be entered into a cell:

numbers

words

equations, formulas or functions

fill color
Creating of different type of charts to visually represent data

Charts

Database
A database is a set of organised data. Non-computerised databases include
filing cabinets where documents or cards holding many types of
information are filed in numerical or alphabetical order.
Examples of information that we can store in a database are:
•
•
•

student addresses
telephone numbers
a product list in a store

A computer database application is also known as a database
management system. A computer database allows you to add, sort,
modify and select particular data, as well as to create forms and reports
using the data in the database. There are many database applications
available but Microsoft Access is one of the most popular.
There are two main types of computer database:
1.
2.
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Flat file - all data is simply stored in one table and can be accessed from this single table
Relational - data can be shared with or ‘related’ to other multiple tables in the same database.
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Features of a computer database
Database feature
Database Table

Description
A database stored data or information in table. It’s similar in appearance
to a spreadsheet, in that data is stored in rows and columns.

Student ID
101
102
103
104
Record

Age
12
13
12
11

Student Name
Fifita Nau
‘Ana Ma’u
Tevita Finau
Lose Toafa

Village
Afa
Kolomotu’a
Nukunuku
Havelu

Age
12
13
12
11

Each individual piece of data or information in a record is called a field.

Student ID
101
102
103
104
Primary Key

Village
Afa
Kolomotu’a
Nukunuku
Havelu

Each table contains a lot of records. Each row of the table is a record
containing data or information that belongs to one person or a thing.

Student ID
101
102
103
104
Fields

Student Name
Fifita Nau
‘Ana Ma’u
Tevita Finau
Lose Toafa

Student Name
Fifita Nau
‘Ana Ma’u
Tevita Finau
Lose Toafa

Village
Afa
Kolomotu’a
Nukunuku
Havelu

Age
12
13
12
11

Every single record in a database has something to uniquely identify it
and this is called the primary key.

Student ID
101
102
103
104

Student Name
Fifita Nau
‘Ana Ma’u
Tevita Finau
Lose Toafa

Village
Afa
Kolomotu’a
Nukunuku
Havelu

Age
12
13
12
11

Activity 1.2

Basic features of PC Applications
1.

Below is a window of a blank Microsoft Word document page. Circle the following common
window elements. Title bar, Menu bar, Tool bars, Sizing buttons, Task Pane, Status bar.
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2.

Fill in the table below the descriptions of the following common features shared by PC
applications.

Common feature

Description

Editing facilities
Save and Close a file
Spelling and grammar
checkers
Cut and paste
Justification
Search and Replace
Headers and Footers
Word wrap
Print a file

3.

There are four common cursor styles used in an Excel spreadsheet application shown below.
Describe what they are used for.

4.

Use the spaces below to provide examples for each of the given database features.

Database
Table

Database
Record

Database
Field

Primary
Key
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Operate PC Applications
After this part, students should be able to:
(i) Perform key user tasks, opening, print preview, page orientation, saving of user data, and printing
of documents, spreadsheet and database files.
(ii) Identify and use application tool bars and menu.
(iii) Identify different application files.
(iv) Create some sample documents (letter writing, simple report, and advertisement) using basic
editing and formatting features.
(v) Create some sample worksheets for entering and editing user data (student marks, donations or
school fees) and using basic spreadsheet formatting tools, formulas and simple functions
(addition, multiplication, SUM and AVERAGE function).
(vi) Create and view a flat-file database table up to five (5) fields with appropriate data-types.
Note: This is a practical part that requires access to computers. If you don’t have a computer, you can learn
the instructions and carryout the activities at the end of each section. Please check with your teacher or
instructor to setup a folder on the PC for saving of your work.
Word Processing - Creating your first Word document
1.

Starting the application (Microsoft Word or other word processing program)


Using the mouse put the arrow pointer on the start menu and then click on all programs. Move
the pointer to Microsoft Office to highlight it, and then over to the right-hand menu to Microsoft
Word and double click on it. Release the button.

The main window for Word appears.



In the upper left-hand corner of the text window or text area you see the Insert Pointer blinking.
You will also see another vertical bar that looks like the letter I. That's the Mouse Pointer.
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2.

Entering Text


Type the sample paragraph below. Read and follow the directions as you type it on the computer.
Don't worry about mistakes. I want you to make mistakes so I can show you how to correct them.

This paragraph will show you a few things about Word. For example, you don't have to press RETURN at
the end of each line; Word starts new lines automatically. You press RETURN only when you want to start
a new paragraph. Notice that you "push" the Insert Pointer and the paragraph symbol along as you type. To
end this paragraph, press RETURN when you finish typing this sentence.
Now type this short line.

3.

Editing Text
Your Insert Pointer is now blinking after the period at the end of the short line.


Use the left arrow key or the right arrow key of your keyboard (to the right of the spacebar) to
move the Pointer back until it's on the right side of the "s" of "this."



Press the Delete key (upper right corner of the keyboard) to remove the "s," and press it again to
remove the "i." Now type "e," and you have changed "this" to "the." So the line should read like
this – “Now type the short line.”



Move the Mouse Pointer anywhere else in your text (using the mouse) and click. That also moves
the Insert Pointer to where you click inside the text window.
(Notice that the Mouse Pointer changes from an I to an arrow when you move it off the text
window.)



Now use the mouse and the four arrow keys to delete errors and type in the corrections just as you
did with "this" and "the."



If you have omitted a letter somewhere, just put the Insert Pointer where the letter should be, click
once, and type the letter. Example: "pr ss" becomes "press."

4.

Formatting Text
Formatting tool bar

4.1 Adding a title


Place the mouse pointer at the beginning of your sample document and click once. You have
positioned the Insert Pointer at the beginning of the document. Now press RETURN. This pushes
the document down one line and gives you space to write your title. Put the mouse pointer up one
line and click once.

Type "Sample Document."
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Move the mouse pointer to the beginning of your title and click once. Then, hold down the mouse
button to highlight the title. Center the highlighted title in your sample document by clicking on
the Center Justify box in the toolbar and apply the bold format.

Sample Document
This paragraph will show you a few things about Word. For example, you don't have to press RETURN at
the end of each line; Word starts new lines automatically. You press RETURN only when you want to start
a new paragraph. Notice that you "push" the Insert Pointer and the paragraph symbol along as you type. To
end this paragraph, press RETURN when you finish typing this sentence.
Now type the short line.
4.2 Select a Word or a Group of Words to Delete, Replace, or Change
This time, instead of deleting a single letter and then inserting a new one, you'll Delete or Replace a
string of letters, a whole word, or a group of words at once.


First, select the words you want to change. Use the mouse and click to move the Insert Pointer to
the beginning or the end of "Word" in the first line of your sample document.



Hold down the mouse button and drag the mouse right to highlight the word "Word." (If you drag
too far, highlighting the spaces around the word, just drag in the opposite direction to unselect
before you release the mouse button.)



Don't delete "Word." Instead, just type "this program" and you'll see that the new words
automatically replace the old.



You could do many things after selecting this word, but what if you change your mind? No
problem. Just click again or press an arrow key to unselect the word.



You started a new paragraph just before typing the last line of the sample document, but it doesn't
look like a new paragraph because it's not indented. You'll use the toolbar to move that line
around, but first you must select the whole line.



Move the Mouse Pointer to the left edge of the screen, past the left margin of your document.
You'll see that it becomes an arrow pointing upward and to the right. (If you move it too far, it
points upward to the left.)



Position the arrow to the left of the last line "Now type this short line," and click to select the
whole line. This highlights the whole line. Now you can make some changes to it.

4.3 Change Font Size


To change the font size of the title of your sample document. Select the
title of sample document.

Sample Document


Pull down the font size arrow on the tool bar and highlight the font size
you want. Change the size to 11. Your typing will change size. If you don't
like it, you can choose another size immediately. Then click the mouse
button so that the highlighting disappears.

This is important so that you don't make other changes by mistake.
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To change the size of the type of only one or two words, Use the mouse to highlight those words
by dragging the pointer across the words. Pull down the size arrow on the tool bar and highlight
the size you want. Your typing will change size.



Now use the format tool bar to produce the formated text shown below. You can use the
following formatting features. (Bold, Italic, Underline, font colour, centre alignment, font size =
10, font = arial)

This paragraph will show you a few things about Word. For example, you don't have to press
RETURN at the end of each line; Word starts new lines automatically. You press RETURN only
when you want to start a new paragraph. Notice that you "push" the Insert Pointer and the
paragraph symbol along as you type. To end this paragraph, press RETURN when you finish
typing this sentence.
Now type the short line.

4.4 Save, Print and Exit a document
Before you can save, you must give your file a name. Put the mouse pointer and click on the

Microsoft Office Button

, and then click Save As.



Specify the correct folder in the Save In List in the Save As
dialog box.



Name your file by typing lesson1.doc in the File Name box.



Click Save As.



When you’re ready to print, click again the Microsoft Office
Button again. In the left column, you click the Print
command. A large window opens, and you click the Print
button. Of course, you’ll need to have a printer hooked up to
your computer.



After you saved and print your work, close the file. Click the
Microsoft Office Button again, and in the left column click
Close.

Activity 1.3

Word Processing
1.

Start your word processing application and complete the following word exercises


Change the Font Style of the following lines of text to 12 point 'Arial Narrow'
FAMILY LAW
Custody Department
Maintenance
Divorce
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Bold the word 'brown' the following sentence, Italics the word 'over' and Underline the
word 'lazy'.
The quick brown fox jumped over the lazy dog



Type the following lines to your word processor and apply the Left alignment on the 1st line,
Center alignment on the 2nd line, Right alignment on the 3rd line and Justify the 4th line.
This is a double-sided circuit board.
Print the following page on a Laser printer.
Then cut the double-sided printed circuit board.
Cut the patterns apart and using an iron.



Type the phrases below to your word processor and cut the word “today” from the 1 st line and
paste to the empty space on the 2nd line.
The concert will be held today in the morning
After _______________ we will sing a new song.



Copy the lines above and paste to a new document.

2. Start your word processing application and type the following document.
NASA scientist, dies at seventy-eight
Noel Hinners, a former chief scientist for NASA who helped plan the scientific exploration of
the moon for the Apollo program and later oversaw projects such as the Mars Surveyor
Program, has died.
Hinners' brother Bill Hinners said Saturday that Hinners died Friday after battling a brain
tumor. He was 78.

3. Follow the instructions in order to edit, format, save and print your document.


Change the word seventy-eight on the first line to 78.



Select the title “NASA scientist, dies at 78” and apply bold and underline format.



Apply centre alignment to the title.



Select the name “Noel Hinners” and change the font to Arial with font size = 11.



Delete the last line “He was 78.”

4. Use your word processor to create and format a letter to look like the one below. Save your letter
using the filename “my first letter”.
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May 8, 2012
Dear Grandma,
How are you? I was really happy to see you and Grandpa at my graduation ceremony,
and I hope you’re recovering from your cold.
Do you think it would be okay if I stopped by to visit you on Saturday? I’d really like
to show you my new puppy. I’m excited to come see you soon.
Love,
Olivia

5.

Use your word processor to create the following advertisement. Save your advertisement using
the filename “my first advertisement”.

JCK MAGAZINE
READY,
SET,
SHOW!
“Jck Magazine helps me understand what is going on in the industry,
what directions are best for my business, and what vendors are up-and-coming.”

Spreadsheet – Creating your first spreadsheet
1.

Starting the application (Microsoft Excel)


Using the mouse put the arrow pointer on the start menu and then click on all programs. Move
the pointer to Microsoft Office to highlight it, and then over to the right-hand menu to Microsoft
Excel and double click on it. Release the button.

The main window for Excel appears.
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Note: Older version of Microsoft Excel may show a different excel window.
Microsoft Excel Tool bars

2.

Entering Text and Numbers


Click inside of cell A1 on your spreadsheet, and do the following:
Type the word "Numbers" (with no quotation marks), Hit the Enter key on your keyboard
The active cell will move down one, to cell A2, Type the number 3, and again hit the Enter key on
your keyboard. The active cell will move down one, to cell A3, Now put the number 6 into cell
A3, and the number 9 in cell A4. After you have typed the number 9, and hit the Enter key, you
should see that cell A5 is now the active cell.
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You should now have a spreadsheet that looks like this:.

The text we entered in cell A1 is known as a Heading.
3.

Editing Text in a cell


To change the text in cell A1, you can just click inside of the cell and start typing. Anything you
had there previously would be erased. But if you just want to edit the text (if you've made a
spelling mistake, for example), then you need to do something else. You can use the formula bar
for editing.



To edit a Cell in Excel, first click inside the cell you want to edit (A1 for this example). Then
click inside the formula bar. Notice where your cursor is now.

The image above shows that the cell A1 is active, but the cursor is inside of the formula bar.
With the cursor in the Formula Bar, try changing the text "Numbers" to "Add these Numbers".


Press the Enter key when you've made the changes. Your spreadsheet should look like this.

Notice that the active cell is now A2, and that the Formula Bar has a 3 in it.
However, there's a problem. There's not enough room in cell A1 for our new text. Part of it seems
to be in the B column.
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The solution is to widen Column A.


Move your mouse up to the start of the A Column.



The pointer will change shape and now be a black arrow.



Move your mouse over the line that separates Column A and Column B.
Your mouse pointer will change shape again, this time to a cross with arrows.



When you see the new shape, hold down your left mouse button.



Keep the left mouse button held down, and drag your cross to the right.



Once you have all the text in the A column, let go of the left mouse button. The images below
show the process in action.

3.

Centre Text and Numbers
To make changes to a cell, you have to make it active by using your mouse to click on the cell. To
centre the numbers and text in cells A1, A2, A3 and A4, you can do this by highlighting the cells.


Place your mouse over cell A1.



Your pointer should now be in the shape of a white cross.



When your pointer changes to the white cross, hold your left mouse button down and drag to cell
A4.



Let go of the left mouse button when cells A1, A2, A3 and A4 are highlighted.
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The image below shows what you are aiming for.

The cells highlighted in the image above have a different colour to the normal white colour of a
cell. When you highlight cells, you can do things to all the cells as a group.


From the Excel Toolbar at the top of the screen, locate the Alignment panel.

You can see the various alignment options laid out. These ones:



Hold your mouse over each alignment icon and you'll see an explanation of what they do. Click
each icon and see what they do to your highlighted cells.
You can also click the arrow in the bottom right of the Alignment panel to bring up the Format
Cells box (the one circled below).

When you click the arrow, you'll see this dialogue box.
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Notice the Text Alignment section at the top of the Alignment tab. It has two drop down menus,
one for Horizontal alignment and one for Vertical alignment.


Click the arrow on the Horizontal drop down menu, the one with Left (Indent) on it

As you can see, you have plenty of options to choose from in Excel.


Now click on Center. Do the same for the Vertical drop down menu. Then click OK at the
bottom of the Format Cells dialogue box.
The text and numbers in cells A1, A2, A3 and A4 should now be centred, and your spreadsheet
will look like the one below.

4.

Font formatting
You can pick a different font for the data you enter into cells, as well as choosing the size you
want. The colour of the font, and the cell background, can be changed, too. First, we'll see how to
change the font type.


Highlight cell A1 on your spreadsheet by simply clicking into it.



Locate the Font panel on the Excel Toolbar at the top of the window.
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The font in the panel above is set to Calibri. To see more fonts, click the black down arrow.



Select the font you want, click it with the left mouse button.
If you want to change the font via the Format Cells dialogue box, you can click the small arrow in
the bottom right of the Font panel (the one circled below).

When you click the arrow, you'll see the Format Cells dialogue box. You can choose various
options from this dialogue box; Font size, style, size, etc. The dialogue box looks like this.
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You can also set the font colour from here, and add text effects. Click OK when you have made
your choices. When you have changed the font and font size, your A1 cell might look like this.

5.

Cell Colour
To change the background colour of cells, you first have to highlight the cells you want to change.
We'll start with the cells A2 to A5. So highlight these cells on your spreadsheet.
With the cells A2 to A5 highlighted, locate the Font panel on the Toolbar at the top of the Excel
window.



Locate the Paint Bucket, and click the arrow just to the right of it. You'll see some colours
appear.



Move your mouse over any of the colours and the cells will change automatically. You can then
see what the new colour looks like.



Click with the left mouse button to set the colour you want. If you don't like any of the colours
displayed, click on "More Colors".



Once you have the number cells formatted in a different colour, click on the cell A1. Now do
exactly the same thing, only this time choose a different colour for the background of this cell.
Your spreadsheet should then look something like the one below.
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Change the Text colour


To change the colour of the text itself, click the down arrow just to the right of the letter A, which
is just to the right of the Paint Bucket on the Font panel.



Select a colour just like you did for the background colour of the cell.
Here's what your spreadsheet might look like with the background cell colour changes, and the
text colour.

6.

Saving your work in Excel


Click the round Office button

in the very top left of your Excel window

When you click the Office button, you'll see the options list appear.
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Clicking Close, will close the current Excel spreadsheet, but won't close down Excel itself. To
close down Excel, click the "Exit Excel" button in the bottom right of the dialogue box.



Click the Save As you'll see three options: SkyDrive, Computer, and Add a Place.
The first option is SkyDrive. This saves it to servers operated and controlled by Microsoft. This is
very useful if you want to work on your Excel document from other locations



We'll be saving to the Computer, though, so click this option. Then click the Browse option.

You'll then see a dialogue box like this one.



Choose a new location from the list, if you prefer. The large white rectangle on the Save as
dialogue box will then show you all the files already in the location.
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When you're happy with your file location, type a name for your file in the area at the bottom of
the dialogue box.

Notice the "Save as Type" box below the file name. The type is a XLSX file, and this is newer
version of Excel. The old version uses XLS.
Remember to save you work on a regular basis, by clicking the disk icon on the Quick Access
Toolbar in the top left of Excel.

Using simple formula in Excel
Open your Excel application and enter the following texts and numbers

Enter the title in cell A1, but nothing else.

Click inside cell B3 of your spreadsheet, and type Monday, as in the image below:

The days of the week are going to be entered on Row 3 of our spreadsheet, from cell B3 to cell
H3. Fortunately, you don't have to type them all out. You can use something called AutoFill to
complete a known sequence like days of the week. In other words, Excel will do it all for us.
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Position your mouse pointer to the bottom right of the B3 cell
The mouse pointer will change to a black cross, as in the images below. The image on the left
shows the normal white cross; the image on the right, the black cross, tells you AutoFill is
available:
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When you can see the AutoFill cursor, hold down your left mouse button and drag to the right
Drag your mouse all the way to cell H3, as in the following image:




When your cursor is in the H3 cell, let go of the left mouse button
Excel will now complete the days of the week:

And that's all. AutoFill can be a handy tool to use, when you want to complete a known sequence like days
of the week, months, and even formulas. AutoFill can be used to fill sequence of numbers in rows or
columns.
Now that we've got a heading for the spreadsheet, as well as the days of the week, we can enter a few
chocolate bars.
 Click inside cell A4 and enter the name of a chocolate bar. You can enter anything you like, but
we've gone for Mars Bars. In cell A5 we chose Twix, and in cell A6 Bounty. In cell A7 we typed
Other
 In cell A9 of you spreadsheet enter the words Day Totals. Leave cell A8 blank. Your spreadsheet
should then look something like ours below:

Time to enter some numbers.
 Click inside cell B4, and enter the number 1. Press the enter key on your keyboard, and the active
cell will jump down to cell B5
 In cell B5 type the number 7. Press the Enter key again to jump down to cell B6
 In cell B6 type 8
 In cell B7 type 1
 Your spreadsheet will then look like this one:
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To complete the numbers for the rest of the week, enter the following under each heading:
Tuesday: 2, 5, 3, 2
Wednesday: 1, 3, 2, 2
Thursday: 3, 2, 3, 2
Friday: 3, 4, 4, 2
Saturday: 2, 2, 1, 1
Sunday: 5, 4, 4, 1
When you're done, your spreadsheet will look like this:

1.

Entering simple addition formula
The first thing we'll do to the spreadsheet is to add up all those numbers, the ones going down
under the days of the week headings. The total for each day of the week will be placed on Row 9.
So Monday's total will go in cell B9, Tuesday's total will go in cell C9, and so on.
Excel needs to know which cells you want to add up. Look at the numbers for the Monday
column. We have a 1 in cell B4, a 7 in cell B5, an 8 in cell B6, and a 1 in cell B7. So we want the
answer to this.
B4 + B5 + B6 + B7
To let Excel know that this is what we want, try this.


Click inside cell B9, which is where we want the answer to appear.



Once you've clicked on cell B9, click into the formula bar at the top.



Type B4 + B5 + B6 + B7

When you have entered the formula in the formula bar, press the enter key on your keyboard. Your
spreadsheet should look like this.
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Something has gone wrong! This is not quite what we were expecting. We wanted Excel to add up
the numbers for us, but it hasn't done anything except enter the cells we typed.
What went wrong was that we didn't "tell" excel to add up. Excel needs you to type an equals (=)
sign first, and then those cell references. If you don't include the equals sign, Excel thinks it's just
plain text, and so doesn't do any calculating.


So enter = B4 + B5 + B6 + B7 inside of your formula bar instead
In other words, put an equals sign ( = ) before B4. Press your enter key and you should have the
correct answer in cell B9.

2.

Using the SUM function
The SUM function is used to add things up, and saves you the bother of typing out lots of cell
names and numbers.
=SUM( )
In between the round brackets, you type what you want Excel to add up. So, you can replace the
addition formula “= B4 + B5 + B6 + B7” by “= SUM( )”


In Cell B9 type =Sum (B4:B7) to replace the old formula.
Your spreadsheet should look like this.

When you have the formula typed out, hit the Enter key on your keyboard. Excel will add up the
numbers for you, and place the correct answer in cell B9.
If everything went well, you should have an answer of 17 in cell B9.



We can use AutoFill for the rest of the answers.
Place your mouse pointer to the bottom right of cell B9

Class 9 Computing and ICT Study Guide

85

Class 9-Computing and ICT Study Guide


The pointer will turn into a thin black cross:




Hold down your left mouse button
Keep it held down, and drag your mouse to cell H9:


With your mouse pointer over cell H9, let go of the left button. Excel will AutoFill the rest of the formulas.
It uses the same formula from cell B9 to get the answers, and just alters all the cell references. Without
AutoFill, you'd have to type it all out yourself!
The answers on Row 9 of your spreadsheet should be the same as ours in the image below:

Notice the formula bar in the image. It shows the formula in cell H9. This is: =Sum(H4:H7)
The formula we started with was: =Sum(B4:B7)
Excel has changed the letters for us, but not the numbers. In other words, it's adding up the columns.
3.

Copy and Paste

From the previous section, you now have a spreadsheet that looks like this:
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If we're eating that many chocolate bars in one week, we'd like to know how much this is costing us. And
what about the yearly cost of the addiction? Excel makes sums like this quite easy to calculate. First let's
have some new headings.
To create your new headings, do this:
 Locate cell A13 on your spreadsheet and click on it
 Type Cost of Addiction
 Merge the cells, in the same way you learned previously
 Add a bit of formatting to the text, if you like
We're going to be needing the names of the chocolate bars again. These will go in cells A15 to A18.
Instead of typing them all out by hand, Excel 2007 and Excel 2010 make it easy to copy and paste the
names. Try this:
 Highlight the cells A4, A5, A6 and A7
 Locate the Clipboard panel in the Ribbon at the top of the page (on the Home menu)
 From the Clipboard panel, click Copy

You'll see some moving lines surrounding your highlighted cells.





Once you see the moving lines surrounding your highlighted cells, click into cell A15
To paste the copied text over, simply press the Enter key on your keyboard
You spreadsheet should now look something like ours below:
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Multiply in Excel
Use the same spreadsheet, enter the following texts and numbers as shown below.

To get the weekly cost of each chocolate bar, we need to multiply the Number of bars eaten in one week
by the Price. This can then go in the Cost column. The standard way to multiply things is like this:
12 x 10 = 120
The "x" means multiply. In a spreadsheet, however, the letter "x" is not used to multiply things.
Spreadsheets use the asterisk symbol instead (the one above the number 8 on your keyboard, in the UK).
The previous sum would then look like this:
12 * 10 = 120
Actually, in Excel, you don't need much more than that to multiply. The only other thing you need is an
equals sign before the formula. So to get the answer 120, you'd just enter this into any cell:
= 12 * 10
Instead of entering numbers directly, though, we'll enter a cell reference instead. To multiply, then, try this:
 Click into cell D15 on your spreadsheet, just below your Cost heading
 Now click into the Formula Bar at the top of Excel
 Type the following formula:
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= B15 * C15
Hit the enter key on your keyboard, and you should get an answer of 5.95
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Activity 1.4

Spreadsheet
1.

Open your spreadsheet application and enter the data shown below with the required cells format.

2.

Use the formatted cells shown above to complete the following tasks.









3.

Highlight the cells A5 and A6 on your spreadsheet
Bring up the Format Cells dialogue box.
Make the alignment changes from the Horizontal and Vertical drop down menus
Click OK to get rid of the dialogue box
Now click inside of cell A5 on your spreadsheet and enter any number you like
Hit the Enter key
Enter the formula in cell A6 using the SUM function to add the numbers from A2 to A5.
Save your work under the filename “addition1”

Open your spreadsheet application again and complete the following tasks.









Highlight cell A1 and enter the title “Average Student Age”
Change the font colour to red
Enter the age of five students in your class into cells A2 to A6
Now click inside of cell A7 on your spreadsheet and use the Average function to calculate the
average age of the 5 students in your class.
Hit the Enter key
Apply the following formats:
o Cell A1 – bold;
o Cells A1-A7 – centre alignment,
o Cell A7 – bold and cell colour to blue.
Save your work under the filename “addition2”.

Database – Creating your first database
Microsoft Access is a popular computer application used to create and manage computer-based databases.
Similar to the previous applications you can start this program, by clicking Start, Programs, Microsoft
Office, Microsoft Office Access 2010 or an earlier version of MS access.
To create a new database, you can choose File then New.
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Choose a blank database to start a new database.

Table 1 will appear. Click on “Click to Add”.

Enter details for the first two fictional employees. Type Mary, press Enter to move to the next column, and
type Smith. Press Enter twice to move to the second column of the second row, and type Peter, press Enter
and finally type Johnson.
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You need to alter the design at this point, because it does not have any table headers, so that you can use
employee ID numbers. To make these changes, click the View drop-down menu on the Home tab of the
Menu toolbar, and select Design View.

Type Employees as the table name when the Save As box as the table name appears (in the tab beneath the
menu bar) and click OK.

Once you've typed some data, you can fine-tune the design by moving to Design View.
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Press the Tab key, and in the Data Type drop-down list, choose AutoNumber.

Change 'Field1' to read FirstName and 'Field2' to read LastName

Return to Datasheet View by clicking View, Datasheet View.
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Click Yes when prompted to save the table.

Type the numbers 2011 and 2045 in the first column of the table.

Once the table is complete, save it by right-clicking the Employees tab and clicking Save.
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Now you have created and save your first database table.

Activity 1.5

Database
1.

Open your database application and create the following database table. Save your table under the
filename “table1”.
Table Name: Student
Student ID
Name
101
Dave
102
Mathew
103
Jane
104
Anne

2.

Age
12
11
12
13

Village
Ofu
Niutoua
Pea
Talafo’ou

Use the table above to answer the following questions.
List the names of students and their villages?
How many student records?
List the names of students that are older than 12?

Apply basic features
After this part, students should be able to:
(i) Use specific word processing features (Spell checking, Thesaurus, search and replace, margins
and alignments)
(ii) Create some simple spreadsheet charts in 2-dimensions to present data.
(iii) Entering and saving data records.
Basic Word Processing features
Using the Spelling & Grammar Checker
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Go to the Review tab.
Click on the Spelling & Grammar command.
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The Spelling and Grammar dialog box will open. For each error in your document, Word will try to offer
one or more suggestions. You can select a suggestion and click Change to correct the error.

If no suggestions are given, you can manually type the correct spelling.

Ignoring "errors"
The spelling and grammar check is not always correct. Particularly with grammar, there are many errors
that Word will not notice.
If Word says something is an error, you can choose not to change it. Depending on whether it's a spelling
or grammar error, you can choose from several options:
For spelling "errors":
 Ignore Once: This will skip the word without changing it.
 Ignore All: This will skip the word without changing it, and it will also skip all other
instances of this word in the document.
 Add to Dictionary: This adds the word to the dictionary so it will never come up as an error.
Make sure the word is spelled correctly before choosing this option.
Note: If the spelling and grammar command is not enabled, you can select the text that you want to be
checked and then select he spelling and Grammar option under the Tools menu.
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Using the Thesaurus
Select the word that you need to find similar meaning first. In earlier version of Word, select "Language"
from the "Tools" menu, then select "Thesaurus".

In recent version of Word, select "Thesaurus" from the "Proofing" group on the "Review" menu toolbar.

Using Find and Replace
You can automatically replace a word or phrase with another — for example, you can replace Acme with
Apex.
On the Home tab, in the Editing group,







Click the Replace tab.
In the Find what box, type the text that you want to search for.
In the Replace with box, type the replacement text.
To find the next occurrence of the text, click Find Next.
To replace all occurrences of the text, click Replace All.
To cancel a replacement in progress, press ESC.

Using page margins
Page margins are the blank space around the edges of the page. In general, you insert text and graphics in
the printable area between the margins.
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Microsoft Word offers several page margin options. You can use the default page margins or you can
specify your own. On the Page Layout tab, in the Page Setup group, click Margins.



Click the margin type that you want. For the most
common margin width, click Normal.
When you click the margin type that you want, your
entire document automatically changes to the margin
type that you have selected.
You can also specify your own margin settings.



Click Margins, click Custom Margins, and then in the
Top, Bottom, Left, and Right boxes, enter new values
for the margins.

Using text alignments
Changing your text alignment can be useful if you want to create different type of documents with diffeent
formats.
Horizontal alignment determines the appearance and orientation of the edges of the paragraphs. Text can
be left-aligned, which means the left edge of the text is flush with the left margin, right-aligned, centered,
or justified, which means it’s aligned evenly along the left and right margins.
The most common alignment is left-aligned, but you can change it to whatever you want, for a single
paragraph, a set of paragraphs, or the entire document.
Open your Word processing application and type the following:
Text alignment is very useful
Select the text that you typed as shown above. Then, on the Home tab, in the Paragraph group,
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Click Align Left (

) or Align Right (

), Center (

), or Justify (

).

Note the effect of the different alignments on the above group of texts.

Activity 1.6
Word Processing features
1.

Open your word processing application and type the given letter (with the wrongly spelled words).

129 Poutaha Drive,
Havelu,
Nuku’alofa
July 28, 2010

Dear Andrea,
How are you enjoyeng your summer? I am having a great time with my family and friends. Most
of the time I have devoted myself to playing rugbby and doing lots of swimming. I believe 2010 is
a great year.
How is everything in Ha’afeva?
Has it been hot?
Did you watch the 2010 rugbby final?
Well I had better get going. I want to finish a really good book I am reading before my game this
afternoon. Write back soon and we will remember 2010 as the best year.

2.

Use the appropriate word processing features to perform the following tasks.
-

-

Use the Spell checker to check for the correct spelled word.
Replace the word “devoted” with another similar meaning using the Thesaurus feature.
Use the Find and Replace feature to change all the years from 2010 to 2014.
Apply right alignment to the address, left alignment to the first paragraph after the “Dear
Andrea”, centre alignment to the second paragraph and full justification to the last
paragraph.
Change the margin of the document using custom settings with the following margins.
(Left: 1” (inch), Right: 1”, Bottom: 1”, Top: 1”)

Spreadsheet features - Create a Chart
Microsoft Excel is a powerful tool that you can use to create charts and graphs for small or large amounts
of data.
To create a line chart using Microsoft Excel, execute the following steps.
Open your Excel application and enter the following Data:
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Select the range A1:D7.
On the Insert tab, in the Charts group, choose Line, and select Line with Markers.

Result:

Change Chart Type
You can easily change to a different type of chart at any time.
 Select the chart.
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On the Insert tab, in the Charts group, choose Column, and select Clustered Column.

Result:

Activity 1.7

Spreadsheet charts
1.
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Open your spreadsheet application and enter the student test data shown on the excel sheet below.
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To create a chart you need to execute the following;
Select the entire range of data, including the titles.
-

Click on the insert tab on the toolbar menu and you will see the Chart section on the right
as shown below.

-

Click on column then select the type of chart you would like.

Note: There are many options! Also, don’t worry because if you pick a chart you don’t like, you
can easily change to another chart type with just a click of your mouse.
Now Excel will create the chart based on the data and dump it somewhere on your sheet. That’s it!
You have created your first graph/chart in Excel and it literally takes just a few minutes. Creating
a chart is easy, but what you can do with your chart after making it is what makes Excel such a
great tool.

Database tables – entering and editing records
Open Microsoft Access and on the Getting Started with Microsoft Office Access page, click the Blank
Database icon. That brings up the Blank Database pane, where you can enter a filename and then click the
Create button.
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The new database opens and displays a single table that contains one row and two columns, or fields. In
Access, tables are a lot like the worksheets in Excel — a grid of cells that store your data. Tables are the
backbone of any database, and all databases contain at least one table and usually more.


Create a flatfile table (only one table) with the following fields and data type.
Field
ID
First name
Last name
Purchase date
Purchase Price

Data Type
Number
Text
Text
Date
Currency

To enter data into a table, you start from the first blank cell and press right arrow and then enter data in the
next blank cell as shown below.

Activity 1.8

Entering Database records
1.

Open your database application and create a database table to store the following data. Name
your table “Student subjects” and use the appropriate data-type for each field. Save your database
file as “my first database”.
Code
121
122
124
125
128

Subject
Maths
English
Tongan
Science
Geography

Teacher
Peter
Susan
Ann
Marie
Maria

Classroom number
12
13
04
10
12

Date
Monday
Tuesday
Tuesday
Friday
Friday

Type of design Applications
After this part, students should be able to:
(i) Identify specific user requirements that require the use of publishing or design applications
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Desktop publishing or design applications
For the past twenty (20) years, a number of computing technologies, hardware and software,
combined to change the design and publishing industry.
The leading computer companies were;
 Apple Computer
 Adobe
 Aldus and
 Hewlett-Packard
each produced key technologies that, when combined, allowed graphic designers and publishers to
easily and quickly produce high quality designs.
Those four companies were responsible for the hardware and software that created desktop
publishing, or DTP.
Some of the well-known design applications are PowerPoint, Microsoft's Publisher and Serif's
PagePlus and Photoshop. Many word processing applications do have desktop publishing features.
Now you can use many design and desktop publishing applications to easily produce a range of
designs to meet specific user requirements.
Users’ design requirements
Newsletter – a newsletter can be distributed at schools to inform parents about things that happen in
the school.

Flyers - a flyer is one piece of paper and best for small-scale marketing. Flyers are a cheap way to get
information out to a large number of people. Flyers are not to be kept and are sometimes known as
flow-away.
Flyers are most often used for:
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Announcements of events such as concerts.
Product information
Fact sheets handed out at a conference.

Brochures - also known as pamphlets and are more expensive to print. A brochure is generally a
standard-size sheet of paper that has been folded lengthwise two times to create four panels (bi-fold)
or folded three times to create six panels (trifold).
Brochures are opposite of flyers in the throwaway category, they're created especially to be
kept and referred to again and again.
Brochures are often used for
 hand-outs at the end of sales
presentations
 take-away information in trade shows
 displayed at banks, doctors' offices and
cash registers.
Leaflets - A leaflet usually has a better design as a flyer, and they
are printed in color and on better quality. It is also important to
note that a leaflet will be made with better quality paper and will
costs you more to print leaflets.
The purpose of a leaflet is:
 Handing them out to people to promote your product,
service, or organisation.
 Inserting them in local newspapers.
 Leaving them in popular places where people are likely
to take or see one.
 To catch the attention of customers.
Pamphlets - A pamphlet is an unbound booklet (that is, without a hard cover or binding). It may
consist of a single sheet of paper that is printed on both sides and folded in half, in thirds, or in
fourths (called a leaflet), or it may consist of a few pages that are folded in half and saddle stapled at
the crease to make a simple book.
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The purpose of a pamphlet is;





Useful in business communications.
To educate, inform, persuade, or entertain your intended audience.
To advertise a meeting or specific event.
To promote a message.

Activity 1.9

Use of design applications
1.

Name four (4) different type of design requirements that you can create using a design or desktop
publishing application.
Design Requirement

i)
ii)
iii)
iv)

2.

Fill the table below with the appropriate type of design requirement that meets each of the
description.
Design Requirement
i)
ii)
iii)
iv)
v)

Description
You can insert inside the local newspaper
You can use to advertise meetings or special events
Similar to pamphlets and you can find them in banks or businesses
You can use to provide information about a product
Use by schools to inform parents about school events
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Design concepts
After this part, students should be able to:
(i) List and describe the basic principles and concepts of graphical design in Desktop publishing.
Graphic design is the process and art of combining text and graphics (picture format objects) and
communicating an effective message in the design of graphics, brochures, newsletters, posters, signs,
and any other type of visual designs.
Graphic designers follow key principles and concepts of graphic designs and their application by
using modern desktop publishing applications.
The Building Blocks of Design
The five (5) basic elements of design are: lines, shapes, mass, texture, and color.
 Lines
A line is a mark connecting two points. Lines can be solid, dashed, thick, thin, or of v ariable
width. The endings of lines can be ragged, blunt, or curved.
 Shapes
Squares (and rectangles), triangles, and circles are the three basic shapes. The three basic types of
shapes are geometric, natural, and abstract. Geometric shapes are structured, often symmetrical
shapes. These include squares, circles, and triangles but also octagons, hexagons, and cones
 Mass
Mass is one of the basic elements of design. Mass equals size. Each piece you create has a
physical mass.
 Texture
Texture is the visual or tactile surface characteristics of a piece of design.
 Colour
This is the combination of colours that go well together in a design.
Six (6) key principles and concepts of graphic designs
1.

Balance - evenly balanced layouts of the graphics and texts on the page. There are three (3)
types of balance in page design:






2.
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Symmetrical - more or less the same
amount of text/graphics on each half of
the page
Asymmetrical - a small amount of visually
heavy elements balanced by a large
amount of visually light elements.
Radial - page elements more or less
evenly distributed in a circular manner
around a central point.

Proximity - arranging objects (text and/or images) into groups closer together in order to
convey meaning and help disseminate their message.
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3.

Alignment - aligning texts and graphics to create more interesting, dynamic, or appropriate
layouts.

4.

Consistency and repetition - Consistency is often paired with repetition in good graphic
design principles.

5.



Using the same font (typeface, font size, and font color) for all headlines
throughout a newsletter.



Placing all page numbers in the same location on the page throughout a
publication.



Using the same method of paragraph spacing (indent, space below, etc.) for all
paragraphs of text in an article.

Contrast - occurs when two parts of a design or page layout are different. The greater the
difference, the greater the contrast. It’s one way of emphasizing parts of a layout or
guiding the readers' eye to specific areas of the page.
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6.

White space - is the absence of text and graphics. White space provides visual space for the
eye.

Activity 2.0

Graphic design principles
1.

Name the five (5) elements of graphic design
The elements
of graphic design

i)
ii)
iii)
iv)
v)

2.

List the six (6) key principles of graphic design used in desktop publishing.
Graphic Design Principles

i)
ii)
iii)
iv)
v)
vi)
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3.

Briefly describe each of the six (6) principles of graphic designs listed in question 2 above.
Principles

Description

i)
ii)
iii)
iv)
v)
vi)

Using design tools
After this part, students should be able to:
(i) Use desktop publishing program to create and edit simple publications.
(ii) Design and present some text-based publications using specific features and layout (Flyers
and advertisements).
Using Desktop Publishing application
Desktop publishing software doesn't work in the same way as word processing software.
There are some basic similarities in how most desktop publishing page layout applications function. The
tool names, icons, and keyboard commands may differ, but most desktop publishing programs share some
common characteristics.
The basic characteristics of desktop publishing
1.

Pasteboard - Desktop publishing application use a pasteboard as a work area similar to a word
document window. You can move blocks of text and images off the page and leave them sitting on the
pasteboard.

Class 9 Computing and ICT Study Guide

109

Class 9-Computing and ICT Study Guide
2.

Text Frames - Text frames hold text. Depending on the software, text frames may have handles for
resizing or dragging the text frames.



The Toolbox – this allows the user to easily
arrange, format, and rearrange text and
graphics.



Guides / Guidelines - Guides are non-printing
lines, often light blue lines, that aid in flow and
alignment of text and positioning of graphics during page layout. There are three basic types of
guides and two placement options.

Guide
Margin guides: A dotted or rectangular non-printing rectangle
represents the page margins of a document.
Column guides: Some software may have special dialog boxes for
setting up pre-set or custom columns with gutters.
Ruler guides: These nonprinting horizontal and vertical guides are
used to align objects on the page.
Placement option.
Master guides: These guides appear on Master pages and on every
page in the document that is based on the master page
Local guides: These ruler and column guides appear on the
publication page where they are placed and not on the Master pages or other pages.
Styles or Style Sheets - Style sheets are especially useful in long or multi-page documents such as
annual reports and newsletters or anytime you'll be making frequent changes (such as when trying
to develop a template or base document)
Desktop Publisher - Creating your first flyer
1.

Starting the application (Microsoft Publisher Program)
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Using the mouse put the arrow pointer on the start menu and then click on all programs. Move
the pointer to Microsoft Office to highlight it, and then over to the right-hand menu to Microsoft
Publisher and double click on it. Release the button.
Select the Built-in option and click on flyers. (For earlier version select "New" from a design in
the New Publication task pane, then select "Flyers" from Publications for Print and click the arrow
to the left of "Flyers" to see a list of available flyer types).
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2.

Select the design you want from the Preview Gallery at the right.

Flyer Option


Select handout.
Most flyers are handed out directly to customers or placed at locations where people can take
them with them as reminders of the event they promote.
Note: The option to include a mailing section on the back of the flyer is not available if you
choose to make your flyer from a blank template.

3.

Include graphic
To include your own graphic


Check the "Include graphic" box to include the graphic and
uncheck the box to exclude it.
Note: This option is not available if you choose to make
your flyer from a blank template.
Dropdown options


Select None. This
option allows the design of the flyer to present information
to the reader without information from the reader in return.

Other Options
Contact information. Choose this option if your flyer is designed to
allow customers and have people tear off your contact information
while the flyer remains posted to attract other customers.
Coupon. Choose this option if your flyer is promoting a sale or
special offer and you wish to offer a discount to people who respond
to your advertisement.
Order form. Choose this option if your flyer is promoting a special
offer on a product or service and you require orders from customers
with it.
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Response form. Choose this option if your flyer is promoting a product, service, or event and you
are trying to find out if someone is interested in it to follow up with more information.
Sign-up form. Choose this option if, as for the response form, your flyer is promoting an event
and you are trying to find out if someone is interested in it and, more importantly, willing to take
part in or assist with it.
4.

Colour and font scheme for your flyer.
Each flyer template comes with a default colour and font scheme, but if you wish to use a
different color or font scheme, you can do so by selecting the appropriate new scheme.


Choose a new color scheme from one of the named color schemes in the Color Scheme dropdown
and a new font from the Font Scheme dropdown.

You can also create your own custom color or font
scheme by selecting the "Create new" option from
either the Color Scheme or the Font Scheme
dropdown.

5.

Insert your company information.
If you're using earlier version of Publisher, the program prompts you for this information the first
time you use it. Afterwards, you select this information from Personal Information in the Edit
menu to insert it in your flyer.
In recent version of Publisher, you can select your company information set from the Business
Information dropdown or select "Create new" to create a new information set.
This information will be inserted into your flyer.

Create the flyer.
In earlier version of Publisher,


Click the "Create" button at the bottom of the task pane to create your flyer.
Note: Recent version of Publisher automatically assumes at this point that you are creating a flyer
and does not feature a Create button on its task pane.
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7.

Replace any placeholder text with your own text.






8.

Replace any placeholder pictures with your own pictures.


9.

Click on the text you want to replace and type your new text in the text field.
Text will automatically resize to fit the box in most cases. If you need to set the text to a certain
size, either select "Text Fit" in the Text group of the Text Box Tools Format ribbon and then
select "Do Not Autofit".
You can then manually select a new text size.
Repeat this step for any other text you wish to replace, on both sides of the brochure.

Right-click the picture you want to replace, then select "Change Picture" from the popup menu
and choose where the new picture will come from. Repeat this step for any other pictures you
wish to replace if your flyer has more than 1 placeholder picture.

Save the flyer.

Class 9 Computing and ICT Study Guide

113

Class 9-Computing and ICT Study Guide


10.

Choose "Save" or "Save As" from the File menu (earlier version of Publisher) or from the menu at
the left edge of the File tab page. Name your flyer “flyer1”.

Print the flyer.
Before printing your flyer the first time, make sure everything is exactly how you want it to be.



Under the file menu, select print.

Now you have created your first flyer.

Activity 2.1

Desktop Publishing application
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1.

Use your desktop publishing application to create an advertisement using text only. Save your
advertisement using the filename “advertisement1”

2.

Use your desktop publishing application to create a flyer for your school. You can choose to
include a picture or use only texts. Save your flyer using the filename “flyer1”
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Glossar y
Word
1)
Active cell
2)
Application
3)

Cell

4)

Copy

5)

Cut

6)

Database

7)

DBMS

8)

Desktop

9)

Desktop Publishing

10)

Document

11)

Drop down menu

12)

Excel

13)
14)
15)
16)

File Extension
Folders
Minimize
Software

17)

Spreadsheet

18)

Start menu

19)

Task Bar

20)
21)

Template
Text box

22)

Title bar

23)

Tool bar

24)

Word

25)

Word processor

26)

Word wrap

27)

WYSIWYG

Definition
Refers to the currently selected cell in a spreadsheet.
A software program that runs on your computer.
A specific location within a spreadsheet and is defined by the intersection
of a row and column
A specific location within a spreadsheet and is defined by the intersection
of a row and column
A command that allows you to "cut out" a selection of text or other data
and save it to the clipboard.
A data structure that stores organized information.
Stands for "Database Management System." In short, a DBMS is a
database program.
When you boot up your computer, the desktop is displayed once the
startup process is complete. It’s the primary user interface of a computer.
Commonly used to refer to professional computer-based publishing.
Desktop publishing programs can be used to create books, magazines,
newspapers, flyers, pamphlets, and many other kinds of printed
documents.
Is a file created by a software application but specifically word processor
files.
Is a horizontal list of options that each contains a menu.
Is a spreadsheet program for Windows and Macintosh computers. It’s
part of the Microsoft Office software suite.
Is the suffix at the end of a filename that indicates what type of file it is.
Allow people to organize their files in a way that makes sense to them.
When you minimize a window, you hide it from view.
Is a general term that describes computer programs.
A spreadsheet is a document that stores data in a grid of horizontal rows
and vertical columns.
Is a feature of the Windows operating system that provides quick access to
programs, folders, and system settings.
It’s the bar that spans the bottom of the Window’s screen and contains the
Start button on the left side.
Is a file that serves as a starting point for a new document.
Is a rectangular area on the screen where you can enter text.
Is the section at the top of a window that contains the name or description
of the window. Nearly all windows displayed on your computer have a title
bar.
Is a set of icons or buttons that are part of a software program's interface or
an open window.
Microsoft Word is a word processing program developed for the Windows
and Macintosh platforms. It is included in all editions of the Microsoft
Office suite.
Microsoft Word is a word processing program developed for the Windows
and Macintosh platforms. It is included in all editions of the Microsoft
Office suite.
Word wrapping is when a line of text automatically "wraps" to the next line
when it gets to the end of a page or text field.
Stands for "What You See Is What You Get," and is pronounced
"wihzeewig." WYSIWYG refers to software that display images or texts
on the screen the same way they will look when printed on paper.
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Computational Thinking
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Organiser
Strand 3: Computational Thinking
Learning outcome: Students are introduced to the basic concepts of computational thinking.
Know Statement
1.

2.

3.
4.

5.

Binary system and ASCII
character set.

Binary conversions and
operations

Boolean logic and operations

Do Statement
Computational thinking
i) Define Bits and bytes.
ii) Describe the binary number system.
iii) Demonstrate how 0s and 1s can be used to
represent information.
iv) Describe the purpose of the ASCII table.
v) Use the ASCII table to find the binary code
representing some words.
i) Convert decimal numbers to binary and vice
versa (1-99).
ii) Perform simple 2-digits binary operations
(Addition)
i) Describe the Boolean concept using the Boolean
table for the operators NOT, AND and OR.

Basic concepts of
computational thinking and
problem solving.

i)

Using simple flowcharts to
represent flow of events or
activities.

i)
ii)

ii)
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Describe the basic concepts of computational
thinking.
Identify ideas or tasks and describe in a step-bystep manner.
Describe the building blocks of a flowchart.
Draw flowchart diagrams to represent the flow
of any set of tasks (instructions).

Activities

3.1

3.2

3.3
3.4

3.5

117

Class 9-Computing and ICT Study Guide

Binary System
After this part, students should be able to:
(i) Define Bits and Bytes.
(ii) Describe the binary number system.
(iii) Demonstrate how 0s and 1s can be used to represent information.
(iv) Describe the purpose of the ASCII table.
(v) Use the ASCII table to find the binary code representing some words.
Bits and Bytes
Bit is short for Binary Digit
A bit is the smallest possible piece of information used by a computer and can have only two possible
values: 1 or 0.
As humans, we may find it useful to think of this in terms of "yes or no," "true or false," "on or off," and
so on. They all mean the same thing.
The way computers actually use zero's and one's is by turning on and off tiny amounts of electricity. If no
electricity (voltage) is present, this means "0," and if the electricity is on (a small voltage), this means "1."
Byte
A byte is simply a group of 8 bits. 1 byte = 8 bits
Each keyboard character is stored as a byte. For example the character “A” is represented by 01010101 – a
group of 8 bits.

Binary unit system
8 bits = 1 byte
1024 bytes = 1 kilobyte
1024 kilobytes = 1 megabyte
1024 megabytes = 1 gigabyte
1024 gigabytes = 1 terabyte
1024 terabytes = 1 petabyte
Binary Number System
A number system that uses only 2 values – only 0s and 1s.
110100
Example of a Binary Number
There is no 2,3,4,5,6,7,8 or 9 in Binary!
To count using binary.
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Binary
0 Start at 0
1 Then 1
10 Start back at 0 again, but add 1 on the left
11
start back at 0 again, and add one to the number on the left...
100 ... but that number is already at 1 so it also goes back to 0 ...
... and 1 is added to the next position on the left
101
110
111
1000

Start back at 0 again (for all 3 digits),
add 1 on the left

1001 And so on!

Decimal and Binary
Decimal: 0 1 2 3

4

5

6

7

8

9

10

11

12

13

14

15

Binary: 0 1 10 11 100 101 110 111 1000 1001 1010 1011 1100 1101 1110 1111
A binary number is pronounced by each digit (example, the binary number "101" is spoken as "one zero
one", or sometimes "one-oh-one"). This way people don't get confused with the decimal number.
To show that a number is a binary number, follow it with a little 2 like this: 1012
This way people won't think it is the decimal number "101" (one hundred and one).
Number Position
In the Decimal System there are the Units, Tens, Hundreds, etc
In Binary, there are Units, Twos, Fours, etc, like this:
Examples:
1. What is 11012 in Decimal?

This is 1×8 + 1×4 + 0×2 + 1 = 8 + 4 + 0 + 1 = 13 in decimal
2. What is 10012 in Decimal?





The "1" on the left is in the "2×2×2" position, so that means 1×2×2×2 (=8)
The "0" is in the "2×2" position, so that means 0×2×2 (=0)
The next "0" is in the "2" position, so that means 0×2 (=0)
The last "1" is in the units position, so that means 1
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Answer: 1001 = 8+0+0+1 = 9 in Decimal
How can “Bits” represent Data?
Binary uses only two values 0 and 1 to represent codes and data. Everything in computer is represented
with 1 and 0.
6. All text you see or type, movies you watch, music you listen to
7. Everything stored on disk, CD, or ﬂash drive
8. Everything you send between computers, e-mail, web pages
9. Even instructions computer uses to run programs
How do computers represent data?
Inside the computer binary number is represented by an electrical pulse (electricity)



Binary value 1 means a pulse of electricity
Binary value 0 means NO pulse.

All the data entered into computers is first converted into the binary number system.
Data is divided into three types:





alphabetic data – the alphabet; capital letters from A to Z, small letters from a to z and blank space
numeric data - consist of ten digits 0, 1, 2, 3, 4, 5, 6, 7, 8, 9
alphanumeric - alphabetic data, numeric data, special character and symbols.

Data is represented inside a computer as a series of on and off electrical pulses. Humans think of those
pulses in terms of a binary-based numbering system.
The ASCII table
The ASCII (American Standard Code for Information Interchange) standard coding system used by
everyone so that computers and other devices can communicate with each other.
The table below is part of the ASCII binary code for the English alphabet (Upper and lower case
characters)
Binary
01000001
01000010
01000011
01000100
01000101
01000110
01000111
01001000
01001001
01001010
01001011
01001100
01001101
01001110
01001111
01010000
01010001
01010010
01010011
01010100
01010101
01010110
01010111
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Character
A
B
C
D
E
F
G
H
I
J
K
L
M
N
O
P
Q
R
S
T
U
V
W

Binary
01100001
01100010
01100011
01100100
01100101
01100110
01100111
01101000
01101001
01101010
01101011
01101100
01101101
01101110
01101111
01110000
01110001
01110010
01110011
01110100
01110101
01110110
01110111

Character
a
b
c
d
e
f
g
h
i
j
k
l
m
n
o
p
q
r
s
t
u
v
w
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01011000
01011001
01011010

X
Y
Z

01111000
01111001
01111010

x
y
z

Using the ASCII table, the binary representation for the word “STOP” and “stop” are:

Character
Binary
Character
Binary

S
01010011
s
01110011

T
01010100
t
01110100

O
01001111
o
01101111

P
01010000
p
01110000

Activity 3.1
Binary Systems
1.

Provide the definition for:
i)

Bits

ii)

Bytes

2.

Briefly describe the binary system.

3.

Write the binary numbers that correspond to the first 10 decimal numbers.
Decimal

1

2

3

4

5

6

7

8

9

10

Binary

4.

Use the ASCII table to find the binary representation of the following words:
S

W

I

M

D

r

a

w

M

o

d

e

b

u

n

s

Binary conversion and operations
After this part, students should be able to:
(i) Convert decimal numbers to binary and vice versa (1-99).
(ii) Perform simple 2-digits binary operations (Addition)
Binary conversion
When you see the decimal number, 4275. It means that you sum the following:
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Thousands

Hundreds

4 x 1000

plus

Tens

2 x 100

plus

Ones

7 x 10

plus

5x1

which is the same as:
4 x 103

plus

2 x 102

plus

7 x 101

plus

5 x 100

With Binary to decimal conversion, lets try the number 1011 base 2.
Eights

Fours

Twos

Ones

3

plus 0 x 2

2

plus 1 x 2

1

plus 1 x 20

which equals

1x8

plus 0 x 4

plus 1 x 2

plus 1 x 1

which equals

8

plus 0

plus 2

plus 1

1x2

The total is: 11 (in decimal) which equals 8 + 0 + 2 + 1
In other words, 10112 (binary) = 1110 (decimal)
Example 1:
Convert the binary number: 0111 (also written as 01112 ) into decimal.
0 x 23

plus 1 x 22

plus 1 x 21

plus 1 x 20

=0x8

plus 1 x 4

plus 1 x 2

plus 1 x 1

=0

+4

+2

+1

Total = 7

(also written as 710)

Example 2:
Convert the binary number: 1010 (also written as 10102) into decimal
1 x 23

plus 0 x 22

plus 1 x 21

plus 0 x 20

=1x8

plus 0 x 4

plus 1 x 2

plus 0 x 1

=8

+0

+2

+0

Total = 10

(also written as 1010)

Decimal To Binary Conversion
To convert a decimal number to binary, first subtract the largest possible power of two, and keep
subtracting the next largest possible power form the remainder, marking 1s in each column where this is
possible and 0s where it is not.
Example 1:
Convert Decimal 44 to Binary
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Example 2:
Convert Decimal 15 to Binary

Example 2:
Convert Decimal 62 to Binary

Binary operation
Binary number operation is a bit different from what we do in normal mathematic operation. Binary
number system only contains TWO numbers which are 0 and 1.
Addition
There are four simple rules that we must follow.
Class 9 Computing and ICT Study Guide
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RULES
0+0=0
0 + 1= 1
1+0=1
1 + 1= 10
1 + 1 + 1 = 11
Example 1: Add 11 and 1
1
This is call carried bit
11
(like normal addition, the second digit will stay, other will be carried forward)
+1
COLUMN 1: use 1 + 1= 10
WRITE 0and 1 is carry forward.
100
COLUMN 2: use 1 + 1= 10
WRITE 10

Activity 3.2
Binary operation
1.

Convert the following binary numbers into decimal numbers.
Binary

Decimal

10011
01011
11011
10101
10001
10111

2.

Convert the following decimal numbers into binary numbers.
Decimal

Binary

18
25
38
64
86
95

3.

Perform the following binary additions.
i
01
+10

ii
01
+11

iii
10
+10

iv
11
+10

v
11
+ 11

Binary value =
Decimal value =

Boolean Logic
After this part, students should be able to:
(i) Describe the Boolean concept using the Boolean table for the operators NOT, AND and OR.
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The Boolean concept is based on an idea introduced by George Boole in the mid-1800s. His idea became
known as the Boolean logic or in mathematics as Boolean algebra.
The Boolean concept fits very well with the binary operation by using TRUE or FALSE values.
Binary 1 = TRUE
Binary 0 = FALSE
Boolean Table
Boolean tables show how Boolean operators are used to provide outputs from TRUE/FALSE values.
Example of Boolean operators that we can use are: AND, OR and NOT
OR
Input
1
1
0
0

Input
1
0
1
0

AND
Input
1
1
0
0

Output
1
1
1
0

Input
1
0
1
0

Output
1
0
0
0

NOT
Input
1
0

Output
0
1

1 = TRUE
0 = FALSE

With these simple combinations we can produce different outputs by using different Inputs.
Example 1:
Using AND Operator with two different input values.

(TRUE) 1
(FALSE) 0

AND

0 (FALSE)

Using OR Operator with two different input values.
(TRUE) 1
(FALSE) 0

OR

1 (TRUE)

Using NOT Operator with two different input values.

(TRUE) 1

NOT

0 (FALSE)

Activity 3.3
Boolean logic and operations
1.

Using Boolean operators, fill the table with the correct result
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Input value 1
TRUE (1)
TRUE (1)
FALSE (0)
FALSE (0)
FALSE (0)

Input value 2

Boolean
Operator
OR
AND
NOT
OR
AND
NOT
OR

Output value

TRUE (1)
TRUE (1)
TRUE (1)
TRUE (1)
FALSE (0)
FALSE (0)
FALSE (0)

Problem solving
After this part, students should be able to:
(i) Describe the basic concepts of computational thinking.
(ii) Identify ideas or tasks and describe in a step-by-step manner.
Computational thinking
Computational Thinking (CT) is a process that enables the use of computers to solve problems. The
process involves the following basic concepts:






breaking the problems into smaller components.
creating models to represent the problem.
Assess the models for specific patterns.
creating a series of ordered steps of instructions.
translate the instructions into computer programs for the computer to solve the problem.

Ordered steps
of Instructions

A Problem
Components of the problem
Computational thinking is a new way of thinking that enables us to develop computer programs by
understanding human behaviour and their work environment.
A computer programmer develop different types of computer applications or programs. To be a good
programmer, you must have excellent computational thinking skills.
Example 1:
Problem: Borrowing a book from the Library.
Step 1. Decompose the problem into smaller components.
Component 1: Finding the right book
Component 2: Borrowing the book
Component 3: Returning the book
Step 2. Prepare the ordered step involve in each component.
Component 1
Lookup the Library catalog
Record the location of the book
Identify book shelf
Look for the book code on the
shelf
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Component 2
Pick the book from the shelf
Take book to the Librarian
Record title of book and name
Record the return date and
complete

Component 3
Complete reading the book
Return the book to the Library
Librarian to record book return
Librarian to return book to the
shelf
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Step 3: Find possible Solution: Finding and borrowing a book quickly and then return the book to the
Library

Activity 3.4

Concepts of computational thinking
1.

Use the computational thinking process to make a list of ordered steps in solving each of the
following problems.
i) Getting ready for school

ii) Buying bread from a shop

iii) Planting a coconut tree

Using Flowcharts
After this part, students should be able to:
(i) Describe the building blocks of a flowchart.
(ii) Draw flowchart diagrams to represent the flow of any set of tasks (instructions).
Using Flow Chart
A flowchart provides a graphical representation of ordered instructions or the problem solving process. A
flowchart is a way of showing how a task should be carried out.
The main use of a flowchart is to show the sequence of steps similar to the flow of a computer program.
The steps involved in preparing a flow chart.







Identify the goal or the solution to be found.
Think of the sequence of steps for working out the solution to
the problem.
Identify start, Input, Process/Decision, Output and End.
Use appropriate symbol to represent each step in the sequence.
Use directional arrows to show the flow of the sequence of steps.
Check that the flow of the solution is clearly communicated
through the flowchart.
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Example: Going to school flowchart

The following are the common symbols used in flowcharting: (the building blocks of a flowchart)
Action

1. A rectangle represents an activity to be completed.

Decision

2. A diamond represents a decision to be made.

3. A terminator shape or a circle represents the beginning or end of a process.

4. This shape represents something that is documented.

5. A rectangle with lines represents a pre-defined process

6. An arrow indicates the process flow.
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Start/End

Document

Process

Arrow
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Example 1: Find out the Sum of two numbers A and B
The problem: Adding two numbers A and B.
What do you do when you are given a problem?
Identify the goal. Here it is addition of two given numbers.
How do you achieve this goal?
Identify the data that is given. In this problem there are two numbers A and B.
In computer terms you call these two numbers INPUT
What is the next step?
Add the numbers, which is called PROCESSING in computers.
The next step is to write the result of the addition, which is OUTPUT in computer terms.

If A = 5 and B = 10
Start
Start
Enter A
A=5

Enter B

A = 10

5 + 10
A+B

SUM = 15
PRINT
SUM

End

Example 2:
Tevita bought a bicycle for $250 and sold the same for $450. Explain how we can find if Tevita has made a
profit or a loss.
GOAL:
INPUT:

To find whether Tevita makes a profit or loss
We know the Cost Price and the Selling Price. We can read them as input.
Cost Price = $250
Selling price = $450
Next we have to compare Selling Price and Cost Price to find which price is more. This
will tell us whether Tevita has made Profit or Loss.

DECISION:

We can ask a question “Is Selling Price more than Cost Price?”. The answer to this
question can be “Yes” or “No”. If, answer is “YES” we have to calculate Profit and if,
answer is “NO” we have to calculate Loss.
If the answer is “YES”, it means that selling price is more than the cost price and Tevita
has made Profit. Profit is calculated as, Selling Price – Cost Price (SP – CP)
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If the answer is “NO” it means that cost price is less than selling price and Tevita has
made Loss. Loss is calculated as Cost Price – Selling Price. (CP – SP)
Start

Enter Cost
Price (CP)

Enter Selling
Price (SP)

YES
Is
SP > CP?

Profit = SP - CP

NO
Print Profit

Loss = CP - SP

End

Print Loss

Activity 3.5

Flowcharts
1.

The diagram below is a flowchart. Describe the purpose of a flowchart and name the main
building blocks of a flowchart.
Description:

Building blocks of flow charts

Name

i)

ii)

iii)
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2.

Draw the flow chart for the following tasks.
i)
ii)
iii)

Finding the highest number between two numbers.
Multiplying two numbers
Preparing to cross the road
i)
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iii)
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Glossar y
Word
1)

Algorithm

2)

ASCII

3)

Binary

4)
5)

Binary number
Bit

6)

Boolean Logic

7)

Byte

8)
9)

Character
Computational
thinking

10) Flowchart
11) Instruction
12) Output
13) Program
14) Programmer
15) Programming
16) Programming
Language

132

Definition
A set of rules for solving a problem in a given number of steps.
American Standard Code for Information Interchange (pronounced ask-ee).
The form in which text characters are handled in most computer systems and
networks.
Binary (base 2) is the building block of computer information, representing
"on" or "off" and "true" or "not true" as 1 or 0.
A number written using binary notation, which only uses zeros and ones.
Example: decimal number seven in binary notation is: 111.
A binary digit, either a 0 or 1. A total of 8 bits make up one byte.
The "mathematics of logic," developed by English mathematician George Boole
in the mid-19th century.
A group of binary digits, usually 8, on which a computer operates as a unit;
often used to represent a single character.
Any symbol (usually alphabetic, numeric, or punctuation) that can be entered
into your computer.
A problem solving method that uses computer science techniques.
A diagram that describes a process or operation. It includes multiple steps,
which the process "flows" through from start to finish.
A statement to the computer that specifies an operation to be performed.
Information retrieved from a computer, displayed by a computer or produced
by a program running on a computer.
A set of actions or instructions that a machine is capable of interpreting and
executing. Used as a verb, to design, write and test such instructions.
A person who designs, write and tests computer programs.
The process of designing, writing, testing, debugging, and maintaining the
source code of computer programs.
A type of written language that tells computers what to do (instructions).
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Organiser
Strand 4: Safe Practices in ICT
Learning outcome: Students are introduced to the basic safety issues and practices in the use of computer systems
and handheld devices.
Know Statement
1.

Health Problems and
Preventions

Do Statement
i)
ii)

Activities

Safe Handling of PCs
Describe the known health related problems that
affect computer users.
Describe known practices to prevent health
problems associated with using of computers
and handheld devices.

4.1

2.

Computer health and safety

i)

Describe the basic measures that can be used to
keep a computer safe and healthy.

4.2

3.

Safety of user information

i)

Explain how PC users can safeguard their
computer data.
Discuss safe practices when sharing user
information on social media.

4.3

ii)

134

Class 9 Computing and ICT Study Guide

Class 9 Computing and ICT Study Guide

Health Problems and Preventions
After this part, students should be able to:
(i) Describe the known health related problems that affect computer users.
(ii) Describe known practices to prevent health problems associated with using of computers and
handheld devices.
Computers and Health
Computers are reshaping our lives, at home and at school, in many ways. Computers provide many good
things for us but we must understand the potential harm of computers to our health.
Computers pose serious health related problems to humans. The health problems are:
1.

Repetitive stress injuries, (RSI)

Any repetitive movement (same movement over and over again) can result in a health problem called
repetitive strain injury (RSI).
In particular, typing and using a mouse for long periods are common causes of RSI in the wrist (it is often
called carpal-tunnel syndrome).
RSI in kids may occur from playing too much computer or video games,
texting (using mobile phones to type text messages), playing musical
instruments, or the repetitive motion of sports like tennis.
This problem can be solved by:
 Use a wrist-rest to support the wrists while typing and when using
the mouse.
 Take regular breaks from typing or using the mouse.
2.

Eyestrain (tiredness of the eyes)

Focusing your eyes at the same the computer screen for long periods of time causes tiredness of the eyes.
Computer users may get symptoms such as blurred vision, temporary inability to focus on faraway objects
and headaches.
This problem can be solved by:
 Look away from the monitor at regular intervals – re-focus on distant or close objects to exercise
the muscles in the eye.
 Take regular breaks.
 Use an anti-glare filter in front of the monitor to cut down on screen reflections that can also tire
the eyes.
iii)

Obesity

An obese person has gained so much body fat that it might have a
negative effect on their health.
The use of computers and the Internet have been increased in the past
few years. Kids are likely to stay indoor watching TV or using
computers and not playing outdoor games to keep them healthy.
Using a computer long enough and not doing any exercises and burn calories it is a way to obesity.
This problem can be solved by:
 To take regular breaks to exercise or being active
 Stay away from eating unhealthy food while using computers or watching TV
 Play sports or try to do some physical work everyday.
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4.

Back and Neck Ache

Many people suffer from back and neck pain after working at a computer for a long time. This is usually
due to them having a bad sitting posture.
This problem can be solved:
 Use an adjustable, ergonomic chair, and take the time to set it up properly.
 The computer keyboard and monitor should be at the correct height for the seated person
(keyboard lower than the elbow, top of monitor at eye level).
 Take regular breaks: get up, walk around, stretch your muscles

Bad Posture

Good Posture

An ergonomic chair is one that fits the body well, giving support to areas such as the lower back.

Activity 4.1

Health problems
1.

2.

What type of health problems caused by the following:
i)

Focusing on the screen for too long without regular breaks

ii)

Poor sitting posture and poor desk and chair design.

iii)

Eating snacks while watching TV and not being active in sports.

iv)

Not having the mouse at the same height as with the correctly positioned keyboard.

For each of the above problems, provide an effective practice that can help you avoid having the
problems.
i)

ii)
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iii)

iv)

3.

Answer TRUE or FALSE.
Safety Issues

TRUE/FALSE

Take regular breaks when using a computer
It’s safe to eat snacks every time you watch TV
Computer games is good for our health
Ergonomic chairs are NOT recommended for computer use
Too much texting can cause RSI

Computer Health and Safety
After this part, students should be able to:
(i) Describe the basic measures that can be used to keep a computer safe and healthy.
Keeping computers safe
Your computer like any other machine require proper care so that it can have a long and healthy life. A
healthy computer works faster, is quieter, breaks less, and provides more joy, entertainment and
productivity to their users.
There are many things that can harm your computer by causing software or hardware problems.
Here are some of the basic measures that you need to know in order to keep your computer safe and
healthy:
1.

Regular maintenance

Having a full hard disk (C: drive) can cause your computer to slow down. The C: drive is the part of your
storage device that keeps your Operating System.
You can perform some basic maintenance on your PC. Delete old files and temporary files for example,
using the disk cleanup utility in Windows.
2.

Safeguarding against malware or viruses

Malware is any type of software that is designed to damage
your computer or gain unauthorized access to your personal
information. It includes viruses, worms, Trojan horses,
spyware, and other types. Most malware is distributed over
the Internet.
The best way to guard against malware is to install antivirus
software such as Bitdefender, Norton, or Kaspersky.
Antivirus software helps to prevent malware from being
installed, and it can also remove malware from your
Class 9 Computing and ICT Study Guide
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computer. New malware is being created all the time, so it's important to update your antivirus software
frequently.
3.

Keeping computers cool and dust free

Two of a computer's biggest enemies are heat and dust.
A computer can generate a lot of heat, so the inside of your computer has fans that keep it from
overheating. Avoid stacking papers, books, or other items around your computer.
When dust clogs up fans or piles up on circuits inside, it can overheat your computer, which can cause
malfunctions. If possible, keep your computer off the floor and in a well-ventilated area.
You can buy some cleaning supplies from computer shops such as, screen wipes, dry dusting clothes, and
canned air with a straw nozzle to reach into tight areas. After shutting down the computer, you can clean
your computer.
It’s best to keep computers in a cool and dust free environment such as air conditioning room.
4.

Keep liquids away

If you spill liquid on the keyboard, quickly shut down the computer and disconnect and turn the keyboard
upside down to allow the liquid to drain.
5.

Use power protection

If you do not have a special protection, for your computer against electricity surges or sudden power
failures, disruptions may occur causing power supply failures, hardware component
failure or data loss.
The best protection is using an uninterrupted power supply (UPS). An UPS is like
a battery and when the electricity goes down, it will keep your computer running.
UPSs can keep computers working for several minutes up to several hours during power interruptions,
preventing data loss or damage to computer components due to the sudden power failure.

Group work
Task 1: Students to work in pairs and observe the school computer lab and record some of the computer
safety measures that are being practiced in the lab.

Activity 4.2

Keeping computers healthy
1.

Provide four major problems that can harm your PC.
i)

138

Class 9 Computing and ICT Study Guide

Class 9 Computing and ICT Study Guide

ii)

iii)

iv)

2.

For each of the problems above, describe specific measures that you can use to prevent the
problems from harming your PC.
i)

ii)

iii)

iv)

Safety of user information
After this part, students should be able to:
(i) Explain how PC users can safeguard their computer data.
(ii) Discuss safe practices when sharing user information on social media.
Keeping your computer data safe
1.
Use proper filenames
Use filenames for your documents or other computer files so you can find them easily. Organise your
computer folders and files so that you know exactly where to save or find your computer files.
2.
Install and update antivirus software
Use proactive software protection. Anti-malware software is a basic requirement for initial protection on all
computers. Viruses and spy-ware can sneak into your computer and easily harm your operating system or
applications and corrupt or even destroy user data.
Viruses can also attach to emails to spread. Be cautious of suspicious emails from unknown sources. Don’t
open emails with attachments if you don’t know the sender.
Always scan your storage devices for harmful viruses and do not share flash drives or storage devices with
other computer users.
3.
Using a computer Firewall
Firewalls assist in blocking dangerous programs, viruses or spy-ware before they enter your computer. You
can use software firewalls or hardware-based firewalls to protect your data network or your computer
software and data.
4.
Unwanted intruders
Any computer connected to the Internet network is not secure. Some people may try to access your
computer without your permission and try to steal or damage your computer files and data.
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You need to have proper computer security system to protect your computer and your data from internet
users and unwanted intruders.
5.
Prevent data corruption and loss
Common causes of data corruption and loss include:
 Power outages or other power-related problems.
 Improper shutdowns of computer.
 Hardware problems or failures, including hard drive failures.
 Failure to eject external hard drives and related storage devices before disconnecting them or
powering them off.
 Bad programming.
To prevent data corruption and loss, you can use UPS and always shut down your computer properly. Do
not install or use unknown computer applications. Some operating system comes with system restore
options that you can use.
6.

Backing up your computer files

You can’t protect your user files or data all the time. Sometimes your data can be corrupted or loss due to
computer failures or intruders. Sometimes you could lose or damage your data through human error. It is
easy to change or erase data accidentally.
You can prevent losing your important data stored in your computer by creating backup copies of all of
your files (or just the important ones) on an external hard drive or an online backup service.
Protecting personal information
Personal information is any information or combination of information that enables an individual to be
identified.
Personal information may include:
4.
5.
6.
7.
8.
9.
10.
11.

full name
address
phone numbers
school
date of birth
email address
username and password
bank details.

Many online services (Internet services) require users to provide some personal information in order to use
their services. However, this is not always the case and some personal information can be misused by
criminals.
Some online activities that may require personal information are:







140

School online registration
Health clinics or hospitals
Electronic banking (e-banking)
Online shopping
Booking airline electronic tickets (e-tickets)
Online games
Online social media such as Facebook, twitter, Myspace, etc
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There is a rise in using social media or social networking today especially young teenagers between the
ages of 12 and 17. Numbers are greatest among high school girls, who tend to use social media as a way to
share personal information and strengthen relationships.
Facebook and MySpace are the major social networking
sites of choice.
Many young teenagers also use social media when they
text on cell phones, play online games and interact with
others through online forums and membership sites.
Social networking means opening up and sharing
information online with others, but there’s some information you should never share online.
Protecting personal or private information (privacy) is very important especially for young students. When
you participate in social networking please consider the following guidelines:
1.

DO NOT share private and sensitive information about yourself. For example birth date, home
address or home phone number, passwords, bank account and credit card information.

2.

CHECK any PRIVACY settings when you joined a networking site, or even if you have been a
user for some time, log onto your account and view and adjust the privacy settings.

3.

DO NOT trust anyone until you have absolutely certain of the person you’re communicating with.

4.

AVOID accidentally sharing personal details. Be aware of what information you put out there
which others might use for evil purposes.

5.

DO NOT share information that may lead you into Cyberbullying. This is when a young person or
student is tormented, threatened, harassed, humiliated, embarrassed or otherwise targeted by
another child, preteen or teen using the Internet, interactive and digital technologies or mobile
phones.

6.

If you have a social media page, DO NOT allow access to someone you do not know.

Activity 4.3

User Data
1.

On your computer C: drive or any other available storage device, create four (4) folders with the
following names. Open your word processing application and type a word and then save the file
into all the folders with the filename “safety”.
Folders: USER 1, USER 2, USER 3, USER 4
Close the application and then check all the folders to see if you can find the file “safety” inside
each of the folders.

2.

Explain how the following can protect your data:
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3.

i)

Anti-virus software

ii)

Firewall

iii)

Proper computer security system

iv)

Data backup

Discuss the following topics with your class.
i)
ii)
iii)

4.
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The advantages of social networking for students.
How students share personal information on Facebook?
What personal information that you can allow other people access to?

Discuss with your class some key important items to include in a poster to inform your school
about the bad sides of social media and how to protect your personal information.
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Glossar y
Word

1)

Anti-Virus Software

2)
3)
4)

Backup
Blackout
Brownouts

5)

Cookie

6)
7)

Cyberbullying
Cybercrime

8)

Ergonomic

9)

Firewalls

10) Malware
11) Obesity
12) Occupational overuse
syndrome (OOS)
13) Place of work
14) Regulation
15) Software Piracy
16) Spam
17) Spike

18) Spyware
19) Surge
20) Surge Protector
21) Trojan Horses
22) Uninterruptible Power
Supplies (UPS)
23) Viruses
24) Workplace
25) Worms

Definition
Anti-virus programs help protect you from malicious programs, called
viruses, that attach themselves to an executable program or file in
order to spread from computer to computer.
Duplicate copy of data made for archiving purposes or for protecting
against damage or loss.
Total loss of utility power.
Short-term decreases in electricity voltage levels.
A piece of information about your visit to a website that some websites
record automatically on your computer.
Willful and repeated harm inflicted through the medium of electronic
text, typically through e-mails or on websites.
Any internet-related illegal activity.
Ergonomic work spaces are safe, comfortable and promote good
health.
A firewall is a protective boundary that monitors and restricts
information that travels between your computer and a network or the
Internet.
Any software program developed for the purpose of doing harm to a
computer system or to create mischief
Is defined as excess body fat or overweight.
An injury caused when using your body in unnatural positions or carry
out repeated actions. For example working at the computer for long
periods of time. Problems occur in muscles.
Place where a person works.
A specific part of the Health and Safety Law that details how to carry
out work safely.
The illegal use and/or distribution of software protected under
intellectual property laws
The cyber equivalent to junk mail – spammers have developed many
ways of obtaining email addresses
An instantaneous dramatic increase in electricity voltage.
Type of malware (malicious software) installed on computers that
collects information about users without their knowledge; can collect
Internet surfing habits, user logins and passwords, bank or credit
account information, and other data entered into a computer.
A short-term increase in voltage, typically lasting at least 1/120 of a
second.
Inexpensive devices that filter electrical power to eliminate surges and
spikes before they get to your computer or devices.
Files or software programs that appear to be legitimate, but once
installed can cause havoc
Emergency Power Generation equipment that can provide power for
extended periods.
Malicious programs or codes inserted into computer systems without the
user’s permission
The place where an employee carries out work.
These malicious software programs spread automatically from
computer to computer
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Organiser
Strand 5: Careers and concerns in ICT
Learning outcome: Students are introduced to common ICT careers and concerns with the growing use of ICT.
Know Statement
1.

1.

Common roles in ICT

Unacceptable behaviour and
cultural issues in ICT

Do Statement
i)
ii)

i)
ii)

2.

Guidelines and legislations

1. Known environmental
problems caused by the
growing use of ICT.

i)

i)
ii)

Careers in ICT
Explain key benefits of working in ICT.
Identify and describe common ICT roles that are
common in Tonga.
Ethical Issues
Provide examples of unacceptable behavior in
ICT.
Identify and discuss the positive or negative
effect of ICT on Tongan Culture.
Discuss proper guidelines and legislations to
prevent unacceptable practices in ICT.
Environmental Issues
Identify and describe some of the major
environmental problems caused by ICT.
Identify and discuss some recommended
practices for ICT users that can help reduce or
prevent environmental problems.

Activities

5.1

5.2
5.3

5.4

Common roles in ICT
After this part, students should be able to:
(i) Explain key benefits of working in ICT.
(ii) Identify and describe common ICT roles that are common in Tonga.
Working in ICT
If you are using Facebook, Twitter, an iPhone or the Internet, then you are using ICT. No matter where you
are or what you are doing, ICT underpins everything you do in today's digital world.
ICT is not just about technology - it's about coming up with solutions to solve problems or to help people,
businesses, communities and governments.
The benefits of working in ICT involves the following:









You can find jobs anywhere in the world because ICT is truly a global career. ICT jobs can be
found all over the world.
Almost every worker in the world use some form of ICT every day as part of their job, it comes as
no surprise that the ICT sector is one of the fastest growing and most in-demand industries in the
world.
With high demand for ICT skills and a shortage of suitably qualified and experienced ICT
employees, salary levels continue to remain high in many countries.
Can help develop ICT solutions to solve global problems such as reduce industrial emissions of
greenhouse gases, design and develop alternative energy sources, introduce more efficient
systems and technologies to manage energy use
Enjoy cool jobs and earning more money at a very young age
Be part of the growing entertainment and business technologies

ICT is not just computers, keyboards and printers. ICT is mobile phones, tablets and email, the Internet,
YouTube, Facebook, iPods, Twitter, interactive games, online shopping, social networking. And all of the
new things that ICT will introduce into our lives in the future - the potential is unlimited.
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Local ICT careers
The use of ICT in Tonga is growing very fast especially in the mobile technologies. With the introduction
of the fiber cable linking Tonga to the main Internet highway, the need for more ICT services and careers
will continue to rise.
Given the rate of growth expected for the entire ICT sector in Tonga, most careers should continue to grow
rapidly, although some will grow faster than others.
The most rapid growth will occur among the following ICT roles:
Systems analysts - Systems Analysts plan, implement, modify systems, such as electronic data
processing, systems analysis, information systems and computer programming to meet users business
needs.
Software development - Software and Application Programmers develop and test new software as well as
design and test software.
Database and system administrators - maintain and operate a database, computer system, security and
networks.
Designing and maintaining websites - development of a website including the design, structure and
layout.
ICT support technicians - work to solve problems with computer systems. They should have technical
knowledge of computers, applications and networks.
Technical Trainers - ICT Trainers evaluate and analyse information-based training needs within a
business. These trainers develop and implement training programs and courses to educate employees with
the use of ICT.
ICT Managers - coordinate and organise the use of computers and technology systems within
organisations. They also work with and direct the ICT support staff within the organisation.
Web references:
http://www.open.edu.au/careers/information-communication-technology

Activity 5.1

ICT careers
1.

Answer TRUE or FALSE to the following statements.
Benefits of ICT

TRUE/FALSE

ICT jobs is in high demand
Mobile phones is NOT part of ICT
There are many opportunities to find jobs in ICT
ICT jobs is for very smart people only
There will be more ICT jobs in the future
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2.

Explain your views regarding this statement.
A bright future in ICT — opportunities for a new generation of women
“In most countries, the information and communication technology (ICT) sector is still perceived
as a male industry. Men hold most of the top jobs, while women are over-represented in lower
level ICT occupations. This is true in both developed and developing countries. On average,
women account for 30 per cent of information technology (IT) technicians, a mere 15 per cent of
ICT managers, and only 11 per cent of IT strategy and planning professionals. Few women hold
leadership positions at board and senior management levels.”

3.

Describe the role of the following ICT jobs that can be found in Tonga.
ICT Role

Description

Computer technician
System Analyst
ICT manager
ICT trainer
Website designer

4.

If you chose a role in ICT, explain which role you may prefer.

Unacceptable behaviour in ICT
After this part, students should be able to:
(i) Provide examples of unacceptable behavior in ICT.
(ii) Identify and discuss the positive or negative effect of ICT on Tongan Culture.
Unacceptable behaviors in ICT
It’s very important to ensure that ICT – both the use of hardware and software are used in a spirit of safety
and well being of yourself and others.
Here are some examples of unacceptable behaviour in using of ICT.


bullying behaviour



access to inappropriate internet sites



use the mobile device in an unlawful manner



download, distribute or publish offensive messages or pictures



use of obscene, racist, or discriminatory language



insult, harass or attack others or use obscene or abusive language



deliberately waste printing and internet resources



damage computers, printers or network equipment



commit plagiarism or violate copyright laws



ignore teacher or parents directions for the use of social media, online email and internet chat



send unwanted and offensive email (junk mail)



knowingly download viruses or any other programs capable of breaching the school or company’s
networks security
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use in-phone cameras anywhere a normal camera would be considered inappropriate, such as in
change rooms or toilets



invade someone's privacy by recording personal conversations or daily activities and/or the further
distribution



use the mobile phone to cheat during exams or assessments

Group Work
In a group of three, pick three (3) examples of unacceptable behaviour from the list above and discuss
what they are and the likely problems they can cause to a person or the school. Each group can present the
result of their discussion to the rest of the class.

Activity 5.2

Unacceptable behaviour in ICT
1.

Design a poster to warn students about the concerns with unacceptable behaviour in the use of
ICT.

2.

Discuss with your class some of the unacceptable behaviour that you have seen committed by
someone in school.

3.

Discuss your views about this statement.
“ During our teachers’ meeting, my phone rang and I pick up the phone and start talking quietly to
my son who called me from school.”

4.

List down some of the effect (positive or negative) of ICT on our Tongan culture.
Tongan Culture
Eg. Sharing

Effect of ICT
The use of Facebook has bring a lot
of family and friends closer

Positive or Negative effect
Positive

Guidelines and legislations
After this part, students should be able to:
(i) Discuss proper guidelines and legislations to prevent unacceptable practices in ICT.
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Guidelines and Legislations
Schools and any other organization must have some guidelines or policies on acceptable use of ICT. There
are legislations (laws) to deal with ICT issues such as;
-

protecting private information (privacy law)
protecting illegal copying of documents, music or software (copyright law)
stopping unlawful use of ICT to harm others

There are also ICT Policies and Code of conduct developed and approved by schools or organisations to
protect students or employees from using ICT to perform or commit any unlawful act or unacceptable
behaviour that may harm others.
Sample of a Computer Policy & Regulations
Internet Browsing:
The computers are company property:
 No downloading of any programs from the Internet with the exceptions of updates for
programs currently installed on the computer like Microsoft updates, Sun Java updates,
Adobe Flash & Adobe Reader, anti-virus, company purchased or leased programs, etc. If in
doubt; ask!
 Computer updates are getting to be extremely critical because of all the spyware and
phishing today. If you see that you need to install a Windows or Java or Adobe update,
please attend to those as soon as possible. (Microsoft Internet Explorer version upgrades can
be postponned till IT gives the approval.)
 “Personal” anything must be kept to a minimum on company computers. Lunch breaks are
not "Surfing Breaks."
 “Chat Programs” like Yahoo Messenger or AIM or Microsoft Messenger are not permitted
and should be removed immediately.
 “Chat Rooms” and other types of forums unless related to company research and are
company approved, are not permitted.
 Social Networking (MySpace, Twitter, Facebook, etc.) or Peer to Peer (Limewire, Utorrent,
etc.) sites are absolutely not allowed.
 No “Porno” or other forms of "Adult Only." Besides being offensive to employees and
customers, it could be grounds for the company to be sued. We would hate for customers to
think all we do is surf garbage. This will be grounds for immediate termination.
 No “Personal E-mail” at work except in times of family emergencies. (E-mail is the number
one way to spread viruses especially from web based e-mail sites like Yahoo Mail.)
 If you are currently using your personal email for company business we need to have a
company email account set up for you. Please notify us of that.
 Web sites used for company business or to obtain company information are allowed. Please
note any web address changes or additional related web sites so they can be added to the
White list or Company Approved list.
 If you go to some web site that is blocked and that site is necessary to your job please
inform the management. All others stay blocked.

Many countries including Tonga have developed legislations or laws to combat crime commit by people
using computers or electronic equipment. Criminal activities using computers are also known as:






cyber crime
e-crime
electronic crime
hi-tech crime
computer crime
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The Tonga Computer Crime Legislation 2003 deals with the following major criminal offences:





Illegal access – access to computers without permission
Interfering with Data or Computer System – attempt to use data or computers without permission
Illegal intercept of data – attempt to intercept data without permission
Illegal devices – selling or distributing computer devices unlawfully

Activity 5.3

Legal guidelines
1.

Discuss some of the computer use policies use in your school. List down some of the activities
that are not allowed in the school computer Labs and explain why these policies are important.

2.

Prepare a computer use policy to protect the use of computers in the school from unacceptable
behaviour or illegal activities.

3.

Discuss the major computer criminal offences that are covered in the Tonga Computer Crime
Legislation.

Environmental issues
After this part, students should be able to:
(i) Identify and describe some of the major environmental problems caused by ICT.
(ii) Identify and discuss some recommended practices for ICT users that can help reduce or prevent
environmental problems.
Environmental problems of ICT
The environment is of great concern to everyone these days. And the growing use of ICT is also an
environmental concern.
We are using more and more ICT devices today and replacement of old ones with new ones is very cheap.
For example, devices like;
-

Mobile and smart phones
Tablet computers
PCs and screen
Game stations
Flash drives and storage devices
Televisions

When these devices are old and no longer working then they
are thrown away by people and buy new ones. So, we are
now facing with TWO major problems
1.
2.
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Electronic waste (e-waste) and is now becoming a huge problem around the world including
Tonga.
Increasing use of energy
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Most e-waste ends up in landfills as shown on the diagram. E-waste contains TOXIC chemicals. These
chemicals can leak into the soil and contaminate the soil and underground water.
We are now using more electricity to power many electronic devices around the world. Electricity tends to
produce green house gases because of the way it is generated. Green house gases leads to climate change
and seawater rising. A huge problem for our small and low-lying islands in the Pacific.
Recommended practices
E-waste
Most countries including Tonga have introduced the following:
Legislation to prevent e-waste from being dumb into landfills
Electronic materials can be Recycled or Re-use.
Energy
Many countries have developed the following;
high energy efficient devices
smart use of energy devices
solar energy or alternative energy sources
smart electricity meter

Activity 5.4

Environmental issues

1.

Describe the TWO major environmental problems caused by ICT use.
i)
ii)

2.

For each of the problems described above. Describe some effective measures that we can use to
help us with the problems.
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Glossar y
Word
1)
2)

Admin
Behavior

3)
4)
5)
6)

Computer Ethics
Copyright
Efficient Recycling
Electronic waste
(e-waste)

7)
8)

Global
Hazard

9)

ICT Code of
Conduct
10) Online shopping
11) Plagiarism
12) Power
management
13) Privacy
14) Social network
15) Software piracy
16) Toxic
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Definition
A person who administers, or is in charge of a group of users.
A response of an individual or group to an action.
Set of moral principles (acceptable behavior) that regulate the use of
computers.
Legal means of protecting an author's work.
Reusing products is much better than letting them stay in landfills.
Consumer electronics are increasingly treated as disposable items.
Entire globe rather than a specific region or country. Often used
interchangeably with the term international.
A potential source of harm or adverse health effect on a person or persons.
A guide to ensure that ICT equipment is used in a spirit of safety and well
being of yourself and others, and to help keep the computer systems in good
working order.
The act of purchasing products or services over the Internet.
Stealing of words and/or ideas of another person and presenting them as one's
own.
Conservation of power used by all electrical appliances. When the computer
and monitor shut off, or go into sleep or hibernate modes, which use less power
than regular operating mode.
The ability of individuals and groups to determine for themselves when, how
and to what extent information about themselves is shared with others.
Family, and friends and their families that together create an interconnected
system using online services.
Install a copy software into your computer illegally.
Containing or being poisonous material especially when capable of causing
death
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Feedback to Selected Activities

Answers

STRAND 1: Computer Systems
Activity 0.1 - Famous names in Computing
1.

List the names of famous computer inventors.
Charles Babbage, Henry Edward "Ed" Roberts, Tomas Harold Flowers, Steve Jobs, John Adam
Presper Eckert Jr, Bill Gates

2.

Pick five (5) individuals from the list of inventors and fill in the details and describe briefly their
main inventions in the spaces provided.

Inventor 1
Name: Charles Babbage
Country: United Kingdom
Date of birth: 26 December 1791
Date of death: 18 October 1871
Description of invention: First mechanical computer or an automatic computing engine known as
Difference Engine capable of computing several sets of numbers and making hard copies of the results.
The machine was NOT completed because of lack of funding
Inventor 2
Name: Tomas Harold Flowers
Country: United Kingdom
Date of birth:22 December 1905
Date of death: 28 October 1998
Description of invention: The world's first electronic computer known as the Colossus
– the first programmable and digital computer to help break German’s code during world war II.
Activity 0.2- Computer definition
4.

Provide a simple definition of a modern computer.
A computer is an electronic machine, operating under the control of instructions

5.

Draw a diagram to show how the four basic operations of a computer.

6.

Fill the table below with the correct basic operation of a computer to match the correct definition.
INPUT - Accepts data or instructions from the user
STORAGE - Keeps data for the user’s later use
CPU - Can process data as required by the user
OUTPUT - Shows to the user the results of the data being processed

Activity 0.3 - Computer system
3.
A computer system is divided into four different layers. Fill the missing layers on the diagram
below.
i) USER
ii)
APPLICATIO
N
iii) Operating
System
iv)
HARDWARE
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4.

Complete the table by entering the correct layer that corresponds to the given descriptions.
The physical part of a computer that we can see and touch - Hardware
A computer program that control the hardware with specific instructions - Operating system
A computer program that is use by the user to perform specific tasks - Application
A person that uses a computer to perform various tasks - User

Activity 0.4 - Types of computers
4.
i.
ii.
iii.
iv.
5.

Name the four different categories of computers.
Microcomputer
Minicomputer
Mainframe
Super Computer
Fill the table below with the correct type of computer that matches the description.
A computer that is a bit more powerful than a PC but not a mainframe - Minicomputer
A small computer that can fit a pocket - Microcomputer
The most powerful and most expensive computer - Supercomputer
A computer bought by a big university for $140,000 - Mainframe

6.

Fill the spaces with the appropriate type of computer from the list inside the brackets.
laptop, desktop, super, mainframe

Activity 0.5 - The computer hardware
6.

Name the different computer hardware components labeled 1 – 7 on the diagram below.
1. monitor
2.

Modem

3. system unit
4. mouse
5. speaker
6. printer
7. keyboard
7.

Complete the diagram below by filling the boxes with the appropriate hardware components.
INPUT DEVICES: Keyboard, mouse, scanner, microphone
OUTPUT DEVICES: Printer, Speaker, Monitor, Head Phones, data projector

3.

Pick the correct hardware component from the list to complete the statements below. These are
hardware components inside a computer.
i.
CPU
ii.
Motherboard
iii.
Power supply
iv.
RAM
v.
Hard Drive
These are pictures of computer peripheral devices. You can describe the characteristic of each
device by answering the following.
i)
What is the common name for the device?
ii)
What is the main function of the device?

8.

i. mouse
ii. pointer to click on the links and buttons on the screen
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i. microphone
ii. input sound or audio into the computer – convert audio into electrical signals
i. monitor or screen
ii. view data from a computer
i. printer
ii. prints text or pictures on paper
9.

Name a device that can be connected to these ports.





Modem or communication devices
Printers
Peripherals, flash drive
Monitor or screen

Activity 0.6 - Computer software
1.

What are the two main types of software?
i) System software
ii) Application software

2.

Complete the Software Puzzle below.
W
O
R
D
P
R
O
C
E
S
S
O
R

E

M

B

B

P
R
O
G
R
A
M

R

O

W

D

A

T
P

I

L

U

T

I

S
P
R
E
A
S
H
E
E
T
L

I

N

B

A

G
A
M
E
S

O

T

O

I

T

Y

E

Activity 0.8 - Data network
4.

Provide TWO main use of a data network.
i. share computer files
ii. share printers or accessing the internet

5.

Describe the following type of data network.
i.
A network that covers buildings or a set of closely related buildings.
ii.
Network that can cover cities, countries, and continents

6.

Fill the table with the correct type of network.
WAN
LAN
WAN
LAN
WAN

Activity 0.9- Internet access
4.

What do you need in order to have access to the Internet?
-a computer (preferably running an up-to-date operating system) or a smart phone
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-a modem and access to a telephone line or a local area network (LAN) that is in turn connected
to the Internet; and connection software that will allow you to establish an account with an
Internet Service Provider (ISP) to access the Internet.
5.

Name TWO common web browsers that you have used before
Internet Explorer, Firefox, Safari, Opera, Chrome

6.

Fill the table with the things that you can do on the Internet
Internet activities

Send and receive email messages.
Download different type of files
Post your opinion to a Usenet newsgroup.
Surf the World Wide Web
Social networking like Facebook, etc

Activity 1.01 - Online search engines
Open the browser and use Google to answer the following:
10.
What Canadian Prime Minister was born in Nova Scotia?
- John Thompson
11.
What are the two species of elephants?
- African and Asian
12.
From what place did the Ebola virus get its name?
- Ebola river in Africa, that runs through Zaire and the Congo
13.
What is the address of the Skydome?
Coventry Skydome Arena
The Sky Dome, Croft Road
Coventry
CV1 3AZ
14.
What is Nova Scotia's provincial flower?
- The Mayflower
15.
When did Dr. Seuss win the Pulitzer Prize?
- 1984
16.
Who invented the paper clip?
- William D. Middlebrook
17.
Who was the first Canadian up in space?
- Marc Garneau
18.
What country had the largest recorded earthquake?
- Chile in 1960 with a 9.5 magnitude earthquake
STRAND 2: PC applications
Activity 1.1- PC applications
3.
Fill in the table below by describing the purpose and example of well – known PC applications.
Application Type

Main Purpose

Name of know application

Word Processor

To write a letter, design a flyer, and create
many other kinds of documents.

MS Word

Spreadsheet

To quickly calculate numerical data,
represent data with charts and can print data
quickly.

MS Excel
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Database or Database
management system

4.

To use a computer to create a database.

MS Access

Using a PC, complete the following sentences with the correct type of application
required to perform each task.
i.
ii.
iii.
iv.
v.

Word processor
Database
Spreadsheet
Word processor
Spreadsheet

Activity 1.2 - Basic features of PC Applications
5.

Below is a window of a blank Microsoft Word document page. Circle the following common
window elements. Title bar, Menu bar, Tool bars, Sizing buttons, Task Pane, Status bar.

6.

Fill in the table below the descriptions of the following common features shared by PC
applications.
Common feature

Description

Editing facilities

The ability to change your work using specific editing tools.

Save and Close a file

To keep a copy of your work for future use, you need to save it by giving it a
filename. Once you have saved your work, you can close the file by clicking
the Close command on the File menu or the Close Window button on the
menu bar.
Identifying spelling and grammatical errors in a document

Spelling and grammar
checkers
Cut and paste
Justification
Search and Replace
Headers and Footers
Word wrap
Footnotes, endnotes

Text/graphics can be rearranged within the same document or between a
number of documents
Automatic alignment of text to both the left and right margins.
Moving directly to specified words or parts of words within a document and
replacing them with different words or word portions.
Option of creating blocks of text or numbers that will automatically appear
at the top or bottom of each page in a document.
Automatic arrangement of text in lines of specified length without the
necessity of touching the return key.
Footnotes are notes that appear at the bottom (or “foot”) of the page.
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Print a file

7.

There are two ways to print a file on which you are working:
1. Press the Print button on the Standard toolbar to send your file to the
printer using all the default settings
2. Select Print on the File menu, which will open the Print dialog box so
that you can adjust the printer settings

There are four common cursor styles used in an Excel spreadsheet application shown below.
Describe what they are used for.

Copy content of a cell

Select cells

Moving content of a cell

8.

Enter formula

Use the spaces below to provide examples for each of the given database features.
Database Table - It’s similar in appearance to a spreadsheet, in that data is stored in rows and columns.
Database Record - Each row of the table is a record containing data or information that belongs to one
person or a thing.

Database Field - Each individual piece of data or information in a record is called a field.
Primary Key - Every single record in a database has something to uniquely identify it and this is called the
primary key.

Activity 1.5 - Database
3.
Use the table above to answer the following questions.
List the names of students and their villages?
Dave
Mathew
Jane
Anne

Ofu
Niutoua
Pea
Talafo’ou

How many student records?
four
List the names of students that are older than 12?
Anne
Activity 1.9 - Use of design applications
3.
Name four (4) different type of design requirements that you can create using a design or desktop
publishing application.
Newsletter, Flyers, Brochures, Leaflets, pamphlets
4.

Fill the table below with the appropriate type of design requirement that meets each of the
description.
i) Leaflets
ii) pamphlets
iii) brochures
iv) flyers
v) newsletter

Activity 2.0 - Graphic design principles
4.
Name the five (5) elements of graphic design
: lines, shapes, mass, texture, and color
5.
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Balance, proximity, Alignment, Consistency and repetition, contrast, white space
6.

Briefly describe each of the six (6) principles of graphic designs listed in question 2 above.
Balance - evenly balanced layouts of the graphics and texts on the page
Proximity - arranging objects (text and/or images) into groups closer together in order to convey
meaning and help disseminate their message.

Alignment - aligning texts and graphics to create more interesting, dynamic, or appropriate
layouts.
Consistency and repetition – example is using the same font (typeface, font size, and font color)
for all headlines throughout a newsletter.
Contrast - occurs when two parts of a design or page layout are different.
white space - is the absence of text and graphics
Strand 3: Computational Thinking
Activity 3.1 - Binary Systems
5.

Provide the definition for:
iii)
Bits - the smallest possible piece of information used by a computer and can have only
two possible values: 1 or 0.
iv)
Bytes - is a group of 8 bits

6.

Briefly describe the binary system.
A number system that uses only 2 values – only 0s and 1s.
Write the binary numbers that correspond to the first 10 decimal numbers.

7.

8.

Decimal

1

2

3

4

5

6

7

8

9

10

Binary

01

10

11

100

101

110

111

1000

1001

1010

Use the ASCII table to find the binary representation of the following words:
S

W

I

M

01010011

01010111

01001001

01001101

D

r

a

w

01000100

01110010

01100001

01110111

M

o

d

e

01001101

01101111

01100100

01100101

b

u

n

s

01100010

01110101

01101110

01110011

Activity 3.2 - Binary operation
4.
Convert the following binary numbers into decimal numbers.
Binary

Decimal

10011

19

01011

11

11011

27

10101

21

10001

17

10111

23
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5.

6.

Convert the following decimal numbers into binary numbers.
Decimal

Binary

18

00010010

25

00011001

38

00100110

64

01000000

86

01010110

95

01011111

Perform the following binary additions.
i

Binary value =
Decimal value =

ii
01
+11

iii
10
+10

iv
11
+10

v

01
+10
11
3

100
4

100
4

101
5

110
6

11
+ 11

Activity 3.3 - Boolean logic and operations
3.

Using Boolean operators, fill the table with the correct result
Input value 1
TRUE (1)
TRUE (1)
FALSE (0)
FALSE (0)
FALSE (0)

Boolean
Operator
OR
AND
NOT
OR
AND
NOT
OR

Input value 2

Output value

TRUE (1)
TRUE (1)
TRUE (1)
TRUE (1)
FALSE (0)
FALSE (0)
FALSE (0)

TRUE
TRUE
FALSE
TRUE
FALSE
TRUE
FALSE

Activity 3.4 - Concepts of computational thinking
2.

Use the computational thinking process to make a list of ordered steps in solving each of the
following problems. Example:
i) Getting ready for school
Wake up
Make bed
Have a shower
Prepare school uniform
Getting dressed
Have breakfast
Pack school bag and lunch

Activity 3.5 - Flowcharts
2.

The diagram below is a flowchart. Describe the purpose of a flowchart and name the main
building blocks of a flowchart.
Description: A flowchart provides a graphical representation of ordered instructions or the

problem solving process
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i)
ii)
iii)

4.

Start/End
Action
Decision

Draw the flow chart for the following tasks.
iv)

Finding the highest number between two numbers.

STRAND 4: Safe Practices in ICT
Activity 4.1 - Health problems
4.

What type of health problems caused by the following:
iv)
Focusing on the screen for too long without regular breaks
Eye fatigue or eye strain, blurred vision, burning/ itching or tearing eyes, temporary
change in ability to see colors and headaches.
v)
Poor sitting posture and poor desk and chair design.
Back and Neck Ache
vi)
Eating snacks while watching TV and not being active in sports.
Obesity
iv)
Not having the mouse at the same height as with the correctly positioned keyboard.
Repetitive stress injuries, (RSI)

5.

For each of the above problems, provide an effective practice that can help you avoid having the
problems.
i)

ii)

iii)

iv)

6.

Look away from the monitor at regular intervals – re-focus on distant or close objects to
exercise the muscles in the eye. Take regular breaks. Use an anti-glare filter in front of
the monitor to cut down on screen reflections that can also tire the eyes.
Use an adjustable, ergonomic chair, and take the time to set it up properly.
The computer keyboard and monitor should be at the correct height for the seated person
(keyboard lower than the elbow, top of monitor at eye level).
Take regular breaks: get up, walk around, stretch your muscles
To take regular breaks to exercise or being active
Stay away from eating unhealthy food while using computers or watching TV
Play sports or try to do some physical work everyday.
Use a wrist-rest to support the wrists while typing and when using the mouse.
Take regular breaks from typing or using the mouse.

Answer TRUE or FALSE.
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Safety Issues

TRUE/FALSE

Take regular breaks when using a computer

TRUE

It’s safe to eat snacks every time you watch TV

FALSE

Computer games is good for our health

FALSE

Ergonomic chairs are NOT recommended for computer use

FALSE

Too much texting can cause RSI

TRUE

Activity 4.2- Keeping computers healthy
3.

Provide four major problems that can harm your PC.
i)
not being careful with sharing of files or opening of files infected by viruses
ii)
too much dust clogging the computer to produce too much heat
iii)
spill liquid or fluids on computer especially the keyboard
iv)
electricity surges or sudden power failures

4.

For each of the problems above, describe specific measures that you can use to prevent the
problems from harming your PC.
i)
ii)

iii)
iv)

install antivirus software such as Bitdefender, Norton, or Kaspersky. New malware is
being created all the time, so it's important to update your antivirus software frequently.
buy some cleaning supplies from computer shops such as, screen wipes, dry dusting
clothes, and canned air with a straw nozzle to reach into tight areas. After shutting down
the computer, you can clean your computer. It’s best to keep computers in a cool and
dust free environment such as air conditioning room.
quickly shut down the computer and disconnect and turn the keyboard upside down to
allow the liquid to drain.
The best protection is using an uninterrupted power supply (UPS).

Activity 4.3 - User Data
2.

Explain how the following can protect your data:
iv)
Anti-virus software - The antivirus software can protect your computer from Viruses and
spy-ware sneaking into your computer and easily harm your operating system or
applications and corrupt or even destroy user data.
v)
Firewall - Firewalls assist in blocking dangerous programs, viruses or spy-ware before
they enter your computer.
vi)
Proper computer security system – can protect your computer and data from unwanted
intruders or hackers.
iv)
Data backup - prevent losing your important data stored in your computer by creating
backup copies of all of your files.

STRAND 5: Careers and concerns in ICT
Activity 5.1 - ICT careers
5.

Answer TRUE or FALSE to the following statements.
Benefits of ICT
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TRUE/FALSE

ICT jobs is in high demand

TRUE

Mobile phones is NOT part of ICT

FALSE

There are many opportunities to find jobs in ICT

TRUE

ICT jobs is for very smart people only

FALSE

There will be more ICT jobs in the future

TRUE
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3.

Describe the role of the following ICT jobs that can be found in Tonga.
Computer technician – they work to solve problems with computer systems
System Analyst - plan, implement, modify systems, such as electronic data processing, systems
analysis, information systems and computer programming to meet users business needs.
ICT manager - coordinate and organise the use of computers and technology systems within
organisations
ICT trainer - evaluate and analyse information-based training needs within a business
Website designer - development of a website including the design, structure and layout

Activity 5.4 - Environmental issues
3.

Describe the TWO major environmental problems caused by ICT use.
i)
ii)

4.

E-waste - Most e-waste ends up in landfills which contains TOXIC chemicals. These
chemicals can leak into the soil and contaminate the soil and underground water.
Increasing use of fossil fuel. We are now using more electricity to power many electronic
devices around the world. Electricity tends to produce green house gases because of the
way it is generated. Green house gases leads to climate change and seawater rising. A
huge problem for our small and low-lying islands in the Pacific.

For each of the problems described above. Describe some effective measures that we can use to
help us with the problems.
E-waste
Energy
-

Legislation to prevent e-waste from being dumb into landfills
Electronic materials can be Recycled or Re-use.
high energy efficient devices
smart use of energy devices
solar energy or alternative energy sources
smart electricity meter
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