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Digital skills

_____ j B

Describe the purpose of a word processor.

Create and edit a document using any word processing software (e.g.,, MS Word, Google
Docs, notepad, Open Office, etc.)

o Open a new Word document and tinker with the user interface of the word processor

(MS Word).
o Add and modify the text (underline, bold, italicize, font style, font siaentont color) to a

document in the word processor (MS Word).

o Save and open files in the word processor (MS Word). 0

o Format a document in the word processor (MS Word) ( gnment, bullets, page
margins, page layout, spacing, indent).

o Insert, resize and add text inimages in the docum @

o Cut, copy, and paste text/image into a documen({

o Use spell-check.

o Create and modify numbered and bullet

o Demonstrate understanding of the diffefepcé¥etween Save and Save as.

o Insertand format a table.

o Add header, footer, and page nu Qi)a document

o Use thesaurus and synonym feaQs

o Apply a procedure to printa Q(u ent \Q}

Create a multimedia presentation t@ (b.

Adding new slides. %
Adding various ob@s on 4hh ides (image, text, video, audio, etc.)
Adding notes.

Creating aslide &d ar&S tablefile.
Explain thei %nce cﬁfr entation tool.
efine the follo |
emaﬂ%
passwo
Use aervlce to create an email account.
Cr lectronic mail, with the appropriate subject line, content, and signature, adding in
iate addressee, cc, bece, and attachments
Sendand receive emails with attachments.
Organize emails using different folders/labels.
Demonstrate ability to log in and log out from an email inbox.
Demonstrate ability to use email as a means of authentication for another website login
password.
List the uses of electronic mail (e-mail).
Identify and explain the common platforms for electronic mail.
Create an e-mail address, and how to send electronic mail (tone, language, etc).
Demonstrate the process of authentication.
Demonstrate an appropriate use of email (signing out after usage etc).

Explain standard email protocols like SMTP and POP3 and implications for those who use
them. 4
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2.1 The Purpose of a Word Processor

The word processor is one of the most-used computer applications in RV gs Badge - rye] oo
education. There are four primary functions of word processors which mg o

are:

) Composing oracon g N
. Editing E
- saving - RAGTIME“

= printing . lSoﬂware
2.1.1 Word Processing Softwari@o

A word processor is a program that us to enter, format, save
and print text. Text are words an bers. Microsoft Word (MS
Word) is a popular word-p&smg program used mainly for
creating documents, suc%brochures, letters, learning activities,
quizzes, tests, and stu s WOémework assignments.

2.1.2 Open a new Word Document
When creating new document in Word, yo |I start with a new blank document. We
have to follow the given steps to open ne q %

ct > New.

1. OpenWord. Or, if Word is alrea en, sel
2. Inthe Search for online te @s b a search word like letter, resume, or invoice. Or,

selectacategoryunderx arch eBusmess Personal, or Education.
Vi

3. Clickatemplatet
4. SelectCreate. i
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2.1.3 Interface of the Word Processor (MS Word).
Below given is the interface of a Microsoft Word 2016 document when opened.
Quick Access Tollbar  Tabs Title Bar Help Button  Window Controls

- (4] Document 1- word
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2.1.4 Adding and Modlfyln Te nderlme bold, italicize, font style, font
size, fontcolor)toa Doc t in ord Processor (MS Word)
Microsoft Word is a word pr rs s wa e which offers many features which are not found in a
traditional text editor |n -t Some of the most common features of Word includes
changing the format cent&=editing the font type, size, and color, inserting pictures, and

much more.
Formatting ﬁapply to text is referred to as character formatting. In the Word document,
you can a acter formatting. An individual character formatting includes font, font size,
bold, itali¢; erline, strikethrough, subscript, superscript, font color, and highlight color. Font
face can be used to change the shape of the text. This in other words mean that you can alter the
handwriting. Font size can change the size of the font and text color can help changing the color of
the text. To format any text in the Word document, we first need to select the text. Then we can
format the text by using the tabs from the Home tab.

Document 1- word
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There are 3 types of Font styles on the home tab:

1.
2.
3.

Bold: this makes the text appear thick and darker.
Italics: this makes the text slant towards one side.
Underline: this makes the text underlined with when selected.

2.1.5 Save and Open Files in the Word Processor (MS Word).

After writing text in the document, itis important to save it. This allows us to open it and use it later.
« To save, we go to the File tab and press save option or click save button on the quick access
toolbar.
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2.1.6 Format a Document in the Word Processor
-
Textalignment . =

One of the essential things about formatting text in any
word processor is the ability to align the text. You need to
align pieces of text to the left, to the right, or center it on the
page. Microsoft Word lets you do that easily. To make
things even simpler for you, we have created this guide
which illustrates four different ways of aligning text in
Word, both horizontally and vertically.

Page margins
One of the first things that readers will notice when they cument is the line spacing
and margins. Not only that, but certain courses and q!% yles call for certain formatting
standards that determine what line spacing and ns you should use.

Margins are the blank spaces that lies on t ottom, and left and right sides of a
document. They are important becaus elp make a document look neat and
professional. To change margins, clic E@Marglns button, found on the Page Layout

tab.
De yout
P" L) " Breaks v Indent
e

[ Line Numbers v 3= Left
Margins |O mns
. 6 K . be” Hyphenation + =&Right
Q’ge Setup ~

Page layout A\r
The Page La ab letSyou control the look and feel of your document in Microsoft

Word. Yo pply a global design to your document by using one of the available themes
and go hemes. You can also change the document orientation, page size, margins,
n, line spacing and paragraph settings (How to use them).

Home Insert Design Layout References Mailings Review View

D E
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Margins n Size Columns a = =
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2.1.7 Insert, Resize and Add Text in Images in the Document
1. Place your cursor where you want to insert the image. (This is an approximate placement.
You can change the alignment with the text after inserting the images, as shown in the
section below.)
2. SelecttheInserttab.
Select the Pictures button in the Illustrations group.
Select the location of the image from the Insert Picture From menu
o  This Device lets you choose animage stored on your computer twork server.
o Stock Images lets you choose stock images, icons, eople, stickers, and
illustrations. \'
o  Online Pictures lets you search for images throu l@‘r% Microsoft's search engine.
This option also provides a link to OneDrive /<
5. Locatetheimage inthe Insert Picture dialog box
6. Selectthe Insert button. &@

2 3 Document! =W 1d
Insart : Refarences Malllngs Review View Help  Acrot o " whatyolwantio do

e CU'Shapes e Screanshat~ I Getadadns W o
X Page S ol T Smantart 8 it L2 symbiol ~ Insert
fi, : dlaci y Add-ins - e
s i e — o Symibals. Media

GENUINE OFFICE You | This Bavice.. yor A ictim of software countarfisting,

'-_o_ﬂ"‘ln-nmm, [ ...QJ h

W1 Owords  English lnited Statesj (3 Accessibility Good to go

«-! Al Pictures v

6 Conc
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Resize the image:
o Selecttheimage. A border with resizing handles will appear when the image is selected.
o Selectone of the resizing handles and then drag the image to a new size.
Align an Image with the Text in Microsoft Word
1. Selecttheimage.
2. Select the Layout Options button.
3. Select an option from the layout menu: In Line with Text, square, t[ght\th,[ough top and
bottom, behind text and In Front of Text.
2.1.8 Cut, Copy, and Paste Text/Image into a Document 0
Cutting: When you cut text or an image, you are removing it from i \jSnal location, which can
be your current Word document or another editable location, Microsoft Excel or Google
Docs. Once cut, it will be placed in the Clipboard, which&{ porary storage area on your
computer.
Copying: When you copy text or an image, you are&%a duplicate in the Clipboard, but you
are not removing it from its original location.
Pasting: After cutting or copying, you can th e paste function to move the text or image
from the Clipboard to a new locationin yo do men\@

To Cut or Copy Q (b
1. Select the text orimage you want.b rco;%
2. Pressthe keyboard shortcut; O 'K

» Cut:Ctrl+X ‘\0

» Copy:Ctrl +C

Your text orimage sh ul &opled

To Paste
1. Placeyour c@here you want to insert the text orimage.
a

2. Press @ rd shortcut: Ctrl + V
Your text orfage should now be pasted into the new location in your document.

The ribbon method requires more steps than the keyboard shortcuts; however, it offers more
customization options for pasting.
To Cut or Copy

1. Select the text orimage you want to cut or copy.

2. Selectthe Home tab in the ribbon.

3. Select cut/copy from clipboard group.
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Insert Design Layout References
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2.1.9 Use spell-check.

Spell check in Word is a useful built-in tool to proof yo%ing, it can be adjusted in several ways.

You can spell check in Microsoft Word by using 4

built-in spelling and grammar checker.

« If enabled, it will automatically underlinQe
and grammatical errors.

L e 2 0 o 1 g C
- &®+

e You can also open the Spelling & Gr.
box to manually check all onQ spellln

grammar issues in a docum@ onc rtcut key “F7” is used to check the grammatical
errors.
2.1.10Create and mo%?u and bulleted lists.
The difference betwegn nd a bulleted list
in Microsoft word is that humbered list has the i= =
correspondin &r associated with it or the current / \
number of e that you are writing, whereas a Create a Create a
bulleted i es not contain any numbers but only have | numbered list  bulleted list
plain bullets.

Bulleted and numbered lists help to simplify steps or items to readers. We often use bulleted
lists to highlight important pieces of our lessons. Manuals often include numbered lists to
assist readers with step-by-step instruction.

A bullet is usually a black circle, but it can be any other symbol used to highlight items in a list.
Use bullets to list items that do not have to be in any particular order.

Numbers—or letters—are used when information must be in a certain order. You can use the
default bullets and numbering settings by clicking the appropriate button on the Formatting

toolbar.
23




Bocumant 1-
Mailings Review View Heolp  Acrobat

To create a bulleted list:
Click the

Bullets button on the Formatting toolbar.
Type the first item on your list, and press Enter.

B == e

Recently Used Buflets

« Thenextline will begin automatically with a new bullet. g .

« Typethenextitem onyourlist,and press Enter. °“' a2 .

« When your list is complete, press the Enter key twice to '_"' d

stop the bulleted list. | f&%
e e D:c,,,",',1v To create a numbered list: O
‘Bl ==@« 8 7 [ 1. Click the Numbering butto @ Formatting
—_ = -2 toolbar. \6
None 2 2)-

B

3. The next line w
number.

4. Typethenextite

5. When your list

stop the nun?
2.1.11 Difference between Save a
1. Save:
Save allows us to update the last sayeg version
so that it will match with the currquklb&

version and that last saved w

with the new work. Short
t losun anges

Ctrl+S or Shift+F12 o

frequently used to

because it goes évmg your updated work. So
we can say thed to apply changes to your
current fi ou can use Save when you do
not want to change the name and location of the
document.

2. Save As:

Save As allows us to save our work for the first
time and also it will ask for in what name it will

be saved and where it will be saved. Short cut

o

2. Typethefirstitem onyourlist

,ﬁﬁess :
r/((c atically with the next
% list,and press Enter.

lete, press the Enter key twice to

ill begi

st.

Enter

eas Q)
-6%\ SAVE

SAVE AS

~#" A Command in the File
menu that stores the data
back to the file and folder it
originally came from

A command in the File
menu that allows to store a
new file or to store the file

in a new location

Helps to prevent data loss
and to update the lastly
preserved file with the
latest content

Helps to store a new file or
to store an existing file in a
new location with the same
name or with a different
name

Applies to a current file

Can apply to a new file

Has only one step

Requires some additional
steps

Does not allow saving the
file in some other format

Allows the user to change
File format

key Save As is F12 or Alt+F+A. It is used to create a new file and/or preserve original file
(Backup file). So, we can say Save As is used to apply changes on a new file. So, you can use
Save As when you want to change the name, location, and format of the document.
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2.1.12Insertand Format a Table.

The method is appropriate for most users who want to create a basic table for general use.
1. Placeyour cursor where you want to insert the table.
2. SelecttheInserttab intheribbon.

H 5 ¢ - g
File Home WLECL:@ Design  Layout References  Mailings
B cover Page ~ 3 L"o Shapes ~ g4 Screenshot ~ I Get
[ Biank Page . . T 1SmartArt =
Table Pictures ‘My
ﬁ Page SaeRls o - lChan ‘ Design  Layout Referances
Pages Tables lllustrations ] D shapesw i Screetshot
L ERCSE- I S | a-'-'_g-n I T T Igﬁmm
Pictures
| v 1l Chart
. Table. -
1 ENREEEEE NS 0
; @ 10000
3. Selectthe Table button in the Tables group. i EEEEEEE Y
4 M dd h QQQHRQ%—FE
hOVE )IOEI' po]lcntelrl across an ) own the g &' ect : E%EEEE%%QE
s L}
the number of cells (organized as rows umns) , SEEHEEEEEE
needed inyour table. ﬁ ; B tnsert Table
u i ™ Draw Table
5. The selected cells will turn orang the @ted - h e

[y Excel Spreadsheet
™1 Quick Tables ’

(=3 -1

(orange) part of the grid or @n your
keyboard to insert the table. %

2.1.13 Add Header, Footer Pa@umbersma
Document

In Microsoft Word, Heade ?

name, date and page nu

makes your document loGk more pgofessional and easier to read as well as understand.

e used to insert additional information such as title, file

Toinserta er and footer in Microsoft Word, follow
the below given basic steps: Acrobat § Toll me whatyou want to do

* Open the new or an existing Word document in ) |Duua« [ | S B~ X~ | Meaustion
= DFMBI v

4B €2 symbol ~

which you want to insert header and footer. e | Tat o
« Gotothelnserttab atthe top of the Ribbon. Commens_| Hesir & Foctst © Text Symbols
F AR - SO NC SO RO | IS § SCRICD ¥ SN0 & SOOI UGS SO L,

« Click on either header or footer drop-down menu
inthe Header & Footer section.
2.1.14 Use Thesaurus and Synonym Features
The Thesaurus is a software tool that is used in the Microsoft Word document to look up (find)
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synonyms (words with the same meaning) and antonyms (words with the opposite meaning) for
the selected word.

Generally, the Thesaurus is used in the Word documents

Calibri (Body) = 11

B I UM, A I=izy styles , Define

2.1.15 Apply a procedure to printa d%ggnt
The document in word can be printed easi

that you have a printer attached to yo
installed in the system.

| Search the menus | Thesaurus ~
3"; Cu; l( = =
5 Copy [
iy Paste Options: e -
o~ Ienging

A Font....
=i Paragraph...
J o) Search ‘relevent”

By Tran;late
& Link
.

The following are the steps used

2.2 Create a multimedia presentation

Open your Microsoft Wor, @
on your compute to |I0

Word app.

gg::ouble clicking the file

en... from the Microsoft

"A & ¥ A B8 when we write an email, letter, project report, or research

papers.
Open a new Word document or an existing Word
document.

Type a new word or search a w,
document that you want fort aurus.

Highlight the typed cted word. A blue
background W|Ilappea d the word.

Right-click onKD ed or typed word. A drop-
e

m an existing

=] Thesaurus own menu will appefr screen. Place cursor on the
Synonyms optlon%on the word that you think is best.

Print
ker ideﬁ‘lhe fact [l i
¥ M New
@ewc% s software Printer
e twsae -
Settings

T, Print al Pages
| The wholi thing

P

" Print One Sided
nt on one side of th...

— nssemaisdem

With yourdo nto en, File > Print... - —
¥ “ﬁ penge

ng options from the popup box that appears, o e

Choosey @
and the kPrintor OK.

== 'ﬂp.!ﬁ‘tm Battom: 254 ¢ Y

| 1 Fage Per Sheet
Export |
Rage Satup

A multimedia presentation consists of a set of media objects, such as images, text objects, video
clips, and audio streams. These are presented in accordance with various sequential constraints

specifying when the object should be presented, and spatial constraints
specifying where the object should be presented on a screen. In modern
world multimedia presentations range from the millions of PowerPoint
presentations created by users world wide, to more sophisticated
presentations that are authored using specialized tools. The easiest way
to create a multimedia presentation is in Microsoft PowerPoint. You can
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add in video, a soundtrack and also a
reasonable degree of animation. The HOME  INSERT  DESIGN  TRANSITIONS ANIMATIC
biggest advantage of making multimedia

presentations in PowerPoint is that it is PmDe ER
easy for anyone to be able to edit the
presentation. Lipboard

A A o

"

1 s e—— i ____*

2.2.1 Adding new Slides.

The following are the steps to start
working on presentation and to add the
slide:

Section Header

1. Onthe Home tab, click New Slide.
2. Inthe New Slide dialog box, select the layout that yo@t foryour newslide.

3. SelectAddSlide /%

2.2.2 Adding Various Objects on the S“ﬂ age, text, video, audio, etc.)

The dynamic features of PowerPoint provide @ ys tg insert clip art, images, audio or graphic
into a slide. You can import files saved ingevesal dif@formats or add your own graphic or
PowerPoint has its own gallery of Micros a@s.

1.Toinsertaclipart, choose aslide la that has tent placeholder.

2.Click the Insert Clip Art buttorbir@:Iace er.

The following steps can be inse bject to the PowerPoint presentation:
1. Clickin the slide wher want cean _
object. %
2. On the Inse , in the Textgroup, click i Insert
Object
3. If the@ oes not already exist, click l_—l - _.|'. @
Create New Table  Pictures Screenshot Photo
4. To display the content in your presentation, ~ Slide~ v v »  Albumx
Slides Tables Images

clear the Display as icon check box.
2.2.3 Adding notes.
Power Point speaker notes help the speaker emphasize the main points during a presentation.
Therefore, adding presenter simple notes to the PowerPoint slide makes it easier for the presenter
to present. Using this method, there are multiple features to customize your PowerPoint notes
further.
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1. Open the PowerPoint Presentation

Open the PowerPoint presentation and under the PowerPoint menu bar, click the “View" > "Notes"
button to add notes. Alternatively, you can also click the "Notes" button on the bottom of
PowerPoint.

2.Add Notes

Click the “Click to add notes” section to input the speaker PowerPoint notes in the particular slide.
There is no limit as to the number of notes to add.

Presentation1 PowerPoint

sign in

Record Review W' Help Acrobat Tellme whatyouw. 1ttt do

9 QB | T

-
‘Notes View Zoom Fitto = _ N Switch Macros
I Direction v Window B Black and White indow -~ Move Split

= B

Wiindows

S Direction Zoom Color/Grayscalegd” | Window Macros

C) Comments

Q) 17 New 2
-

&
2.2.4Creating a Sj%g’ow executable file.
When you have completéd your shides, press "F5" to start show from first slide. Use arrow keys for

navigation.
Tosetup W\ow, select Slide Show > Set Up Slide Show and choose one of the following:

« Browse an individual (window): Run the slideshow automatically and inside a window. This
option works best when you save the slideshow to a CD.

e Browsed at a kiosk (full screen): Run the slideshow automatically and at full-screen size. This
option works best when you convert the slideshow to a video.

Select OK when you're finished.

Add Timings to Each Slide in the Slideshow
Now it's time to decide how long each slide will appear in the slideshow. To begin, select Slide
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T D |

Show > Rehearse Timings. The slideshow displays in full screen with a Recording toolbar and a
timer.
While timing your presentation, use the Recording toolbar to advance through the presentation.

1. Select Next (arrow pointing to the right) to go to the next slide when the desired timing has
been reached.

Select Pause to start and stop the timing.

Select Repeat to restart recording the time for the selected slide.

When you're finished and have set the time for the last slide, close the ing toolbar.

Select Yes to keep the recorded slide timings.

How to Edit Timings on a Slide

If you need to increase or decrease the time for your indej@ge how long slides appear

>won o=

during the slideshow.
To change the timing for a slide: @
1. SelectView > Slide Sorter. /&
Select Transitions. C)

2

3. Selectaslide %

4. Inthe Advance Slide After text box, efager rfow | @é slide should appear in the slideshow
before proceeding to the next slide @n pr

5. Thenewtiming app[testothes

2.2.5 Explain thei lmpor entatlon tool.
Microsoft PowerPoint is,0 pular multimedia tool that is being used by numerous
people of all ages in Qown s. It assists in presenting our views in more attractive and

sounds and e effects. In most of the Business meetings, PowerPoint presentation makes
the sessio@ nteresting for the listeners compared to old traditional way of representation.
Here are sOme benefits of the Microsoft PowerPoint which adds importance to any of the
presentations for any kind of users.

precise way witi&&rous specia ffects In only a few clicks, user can add graphics, text, visuals,

1. Point to Point Focus: PowerPoint helps in driving presentation focused detailed by
pointing on important ideas or points through the slides. Rather writing paragraphs or stories
on what you would like to present, a detailed statement with some voice or Animated or
Graphical representation will make it more eye catching and interesting for listeners. This will
helpin letting us convey the message in a very detailed way with less of efforts and time saving.

2. Attractive Visuals - Visual representation leaves an impression in our mind rather listening
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to verbal statements. PowerPoint have different multimedia options that will help users to
represent with a colourful background, text and animation giving striking look to the
representation.

3. Numerous Resources: PowerPoint have numerous features to add references from
Internet by a single click offering a series of cues.
4. Breaking the complexity: With the Presentation, presenter gets the chance to use his skills

to represent in a simpler way and saves efforts of users and his own. Pom&ipjnt also has the
capability of using laser pointers for narration that helps presenter to ha@ eye-eye contact
with the audience at the same time concentrating on the bullet poi

5. User Ownership: PowerPoint gives an option to digital sign o the presentation that
will not let any of users the modifying or adding any of the co o presentation without the

consent of the user. &

6. Multimedia capability: PowerPoint has ability onvert the presentation into Video or
audio and can be shared on Internet and can be %DVD through DVD burner for parties,
functions, academics, entertainment, etc. It aI he capability to be viewed on any device
like iPhone, Samsung Galaxy, Blueberry et

7. Easy accessible: PowerPoint slide Qe eas&@‘nt on email, shared through external
storage devices.

2.3 The uses of electrom@l (e-@o‘?)

Electronic mail, commonly sh % ," is a communication method that uses electronic
devicesto dellvermessages s netWork

Google mail can fu% @ client connecting to the gmail server using a single
organization protocol, ell as tg standard mail servers using POP3 or IMAP protocol. It provides
a multi-pane vieW@ easy browsing of your mailboxes. You can use Word to compose email.
Moreover, iti led with an effective client-side junk mail filtering tool.

2.3.1 Create an electronic mail

To communicate with the help of the computer using e-mail, you will need:
1.Email address

2. Password

3. The e-mail address of the person to whom you wish to send the e-mail
4.Internet connection
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1 BOL
An deli hich is

lematic or igafossible

&of symbols created fake emails

enerator
4 INACTIVE AN
Q Addresss which receives but never
@ reads the newsletters
5 SERVICE

An email of support@company.com
or team@company.com format

6 UNSUBSCRIBED
An address the owner which has
refused to receive your message

7 DUPLICATE
An email which is mentioned in the
list more than one time

8 SPAM TRAP
An email which was specially created
for identifying spammers
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2.3.2 Use an email service to create

an email account § 2 C (R e
1. Click the compose buttonin leftpanel. = Mi Gmail it
2. Enter a recipient's address. To: 7 e 1 New Message e x
Contains the primary recipient's ™) Ceee
address. ... B inbox s S 2
o To: Contains the primary recipient's ; ::::d
address. > o \EJ
o Cc (Carbon Copy): Sends a copy of the  » gene O
email to a secondary address. D Drafts ‘ 0
o Bcc (Blind Carbon Copy): Sends an D Categories

;

course. Display this feature by clicking
the Bcc button on the Options tab of
the message. @
o Ifarecipientisinyour Address Book, you cagfals click the To, Cc, or Bcc button to open the
Select Names dialog box.
If you want to send the message to more@ on, insert a semicolon (;) between each
email address. é
3. Enter a subjectin the Subject line. Q
4. Enter the message textin the bod ema@
5. Click the Send button

2.3.3 Send and Receive e lﬁ\ achments

An email attachmentis a co rflle t IS sent within an email message. Mostly we can find the
attached files in the Re an ly under the message header or subject. Occasionally,
you'll see the attachMAs int sage body. Double-click the attachment icon to open the
attachment. Tthg are the types of files that can be attached in an email as an attachment.

additional copy to someone without s \:"“""' M-8 10 avEE-
anyone else knowing—except you, of & Ayeo0608 7! ®

=  bmp (Bitma e File)

= gif (Grapfl terchange Format File)

= jpgan eg (JPEG Image)

= pdf(Portable Document Format file)

» docand.docx (Microsoft Word document)
= xlsand.xIsx (Microsoft Excel spreadsheet)
= ¢sv(Comma-separated values)

« zip (Datacompression file

Some Good Habits for Writing an email
1.Use aclear, professional subject line

2. Proofread every email you send

3. Write your email before entering the recipient email address

4. Double check you have the correct recipient -




5.Ensure you CC all relevant recipients ~ Inbox 9396 |
6. You don't always have to "reply all" Dratiafs) B Openin New Window i
% Sent Items 1
7. Reply to you el |S Deleted lterms B Eename Folder
8. Include a signature block ce: (M Coproe
9. Use the appropriate level of formality Ginversation | Move Folder
10. Keep emails brief and to the point Junk Email Z S
. = g y News Feed Mark All as Read
2.3.4 Organize emails using different folders/labels. sl [N ComntyiFoE

contacts, and tasks in gmail. To add a folder to the folder pane, do | Sea<tf how in Eavorites
the following:
In the left pane of Mail, Contacts, Tasks, or Calendar, right- cl:ck ¥ Rt
where you want to add the folder, and then click New Folder. A ne *\, afm"“ B properties..

Folders provide a way to organize email messages, calendars, RSSSU%DG!E(&&I!

4] sortSubfoldersAtoZ

ved a  Move Up P

folder will be created that can be renamed as desired. =

2.3.5 Loginanemail inbox
To log into an email account in ougiopk, you first need to open the outlook
o application or browse it on the w he following steps can be used to log
R into youraccountin Mlcrosoft

S 1. Gotomail.googl

o - 2. Clickongmail mgQOptlon

e B 3. Enterthe emaiPdddress &Ct next
4 next

o . Enter passw @) ind button

2.3.6 Anappropriate use @wi (yfaNing out after usage etc.)
On the other hand, its always \b | your account if you are not using a personal device
to access your account. To sighout yo&;ount, the following step can be followed:

1. Onthetoplefto on user name. Some menu options will be displayed.

il pa
2. Fromthedisplay optloﬁcil'ck sign out button.
6& mail.goagle.com/mail/u/0/#inbax

& Gmail Q  Search mail
#~ Compose ¥ & i
K Primary &

Inbox 855

Starred WeTransfer aiyat
testclassT@gmail.com

Snoozed WeTransfer
Manage your Google Account
WeTransfer

i

b4

®

D  Important
B Sent

D

D

WeTransfer
Drafts 2+  Add another account
Categories Rosicrucian Order A.
Sign out
e WeTransfer
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2.3.7 Use email as a means of Authentication for Another Website Login
Password.

There are 3 common Authentication Type:
e Password-based authentication. Passwords are the most common methods of
authentication.
o Certificate-based authentication.
e Biometricauthentication.
There are 3 major methods used in email authentication, all based on DNS&? records:
o DKIM (Domain Keys Identified Mail) 0

o SPF(Sender Policy Framework) Q
« DMARC (Domain-based Message Authentication, Reporting, 3_‘5 nformance)
DKIM (DomainKeys Identified Mail) &Q

Sending mail server O K Receiving Mail Server

SPF (Sender Polu:y Frame
@wentlcatwn process
Inbox

Inbound
Mail server Authentication
nder K‘Q
—0 —_— Junk-e-mail
— 0
< — o+ ml -

9

— 0
—o] —
Reputation
SPE SPF data quarantine
Lookup l Result $
uo
' )
—_—0
Block/delete
—i)
DNS
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DMARC (Domain-based Message Authentication, Reporting, and Conformance)

Sending
Organization'’s
DE1ARC DNS Senrer

D ARC

Check sendi
DMARC record Rejected-failed
. Sends Email 2 . Sends Email L]

m DMARC policy,
i, [—— = = [%}ﬂ B ]
L_._ i and not delivered at all.
&an

o8

T & Pass on Valid Email | Egépiem s
» [0 3 o
Sending Org's | Reclpient

°
.| Email Server Email gateway
"

Sender's
Inbox

o

.. Quarantine-failed
- DMARC policy, message

II h : Isspf:mmmmlm“
M/junk folder.
Send reports Back «Q
2.3.8 Uses of Electronic mail (e-mail).

There are several uses of emails in this modern worl around us are now preferring things
to be fast and more text savvy in order to save u G his is why email is being widely used and
ro

recommended as a mode of communicatio nd the globe.
The following are the uses of an electronic m

o Communicate with people all overthe re M A\L y
o Connect with more than one person mg group E Vi
mails

« Documentinteractions K

» Workin collaboration KO

o Cansendattach ment

o Cankeepaconvers ethe ultiple people
« rating calendars

2.3.9Theco P atfor for Electronic mail.
There are sever orms for electronic emails widely being used in the world currently. Some of
the most C used sites are:

Microsoft Outlook . Yahoo Mail.

“ AOL . Zoho B ProtonMail.

2.3.10 Create an e-mail Address, and How to Send Electronic mail (tone,
language, etc.)

Using a free Gmail.com account, you can access your email, calendar, tasks, and contacts from
anywhere you have an internet connection. When you are ready to open a new email account at
gmail:
1. Openaweb browser, go to the gmail.com sign up screen, and select Create account.
2. Select” For myself” option, new window will be displayed.
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00: O iLh B (0

Enter first name, last name and user name in the relevant fields.
Enter a password, then confirm password and press next button.
Enter phone number and recovery email address (these fields are optional).

Enter your birthday.

Click on the drop-down arrow and select the gender, then click next button.

New pages for privacy and terms read these policies and click on” | agree” (you must read the

privacy and term provided by gmail).

Gmail will set up your account and display a welcome screen. You can now open new gmail
account on the web programs, on computers and mobile devices.

Goige
Sign in

to continue to Gmail

: Email or phone

o

Googe 00

Create your % le Account

to continuS @
. First nagge

Last name

3

Forgotem: Fqor myself 2 ‘ Ese name @gmail.com:
u can use letters, numbers & periods
For my Child Q
Not your co in privatel
Learn more & Confirm
To manage my Business K 4

Create account

1

b
rEEEO
- mﬂm number (opti :

[
I@ this number only for account security, Your
won't be visible to others. You can choose later whether to

other purposes.

Recovery email address (optional)

We'll use it to keep your account secure

6 Month w  Day Year
: Your birthday
7 Gender v

Why we ask for this information

& KO

r more characters with a mix of letters, numbers &
mbols

[[] show password

Sign in instead

We also combine this data among our services and
across your devices for these purpose. For example,
depending on your account setting, we show you ads
based on information about your interest, which we can
derive from your use of search and YouTube, and we use
data from trillions of search queries to build spell-
correction models that we use across all of our services.

Combining data

You’re in control

Depending on your account settings sone of this data
may be associated with your google Account and we
treat this data as personal information. You can control
how we collect and use this data now by clicking”More
Options™below you can always adjust Your controls
later or withdraw your consent for the future by visiting
My Account (myaccouny .google.com).

More options v

Cancel 8 | agree
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2.3.11 Process of authentication.

Email authentication is a technical solution to verify that an email is not forged. In other words, it
provides us with a way to authenticate that an email comes from who it claims to be from. Email
authentication is most often used to block harmful or fraudulent uses of email such as spam.
2.3.12 Email Protocols

Email protocol is defined as a set of rules defined to ensure that emails can be exchanged
between various servers and email clients in a standard manner. This makes sure that the email
is universal and works for all users.

The common protocols for email delivery are usually Post Office P ol (POP), Internet
Message Access Protocol (IMAP), and Simple Mail Transfer Pro MTP). Each of these
protocols has a standard methodology to deal with the emai

Is
also has defined functions. *\S' )
> POP (Protocol) &h s RN

. . b
POP stands for Post Office Protocol. Email clients use“he POP | / Al

protocol support the server to download the email primarily a
a&o

|
one-way protocol and does not sync back the mai server. 03“?"30
> IMAP (Protocol) /
/7
IMAP stands for Internet Message Acces% It is a standard
a||

\
|

— -

email retrieval (incoming) protocol. It stere es ona mail
MULTI - FACTOR

server and enables the recipient to vreégd mani them as they AUTHENTICATION

were stored locally on their de\nce(s

» SMTP (Protocol)

SMTP stands for Simple Ma'l sfe P oI SMTP is the principal email protocol that is

responsible for the transfe @ ails bg@n email clients and email servers.

AQ) %O

@Q)
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Summary
The word processor is one of the most-used computer applications in education.
There are four primary functions of word processors are:
o Composing

o Editing
o saving
o printing
e Microsoft Word (MS Word) is a popular word-processing program used Mgialy for creating
documents, such as brochures, letters, learning activities, quizzes s, and students'

homework assignments.
e Toformatany textin the Word document, we first need to select@tt. Thenwe can format

the text by using the tabs from the Ribbon. .t
e Tosave, we go to the File tab and press save or click save bu n the quick access toolbar.
e Toopenasaved file, we go to the File tab and click on button.

» The difference between numbered listand a bullet€ nt in Microsoft word is that numbered
list has the corresponding number associat ithvft or the current number of sentence
that you are writing, whereas a bulleted Ii@s not contain any numbers but only have

ons

jt will match with the current working

plain bullets. Q
= Save allows us to update the last save
the new work.

4
version and that last saved work will da
» Shortcut key for Saveis Ctrl+S or ShifefF12

= Save Asallows us to save our @orthe{rs
be saved and where it will é
p m

me and also it will ask for in what name it will

58
= Wecaninsertatable fro insert d click on the table button.
= Headers appear at t:m’ a f the Word document, while Footers appear at the

bottom marginﬂ ord ent.

= Theheaderandt oterc added from the insert tab on the ribbon.

= The Thesau a software tool that is used in the Microsoft Word document to look up
(find) s s (words with the same meaning) and antonyms (words with the opposite
mea@orthe selected word.

= A multinedia presentation consists of a set of media objects, such as images, text objects,

video clips, and audio streams.
= Open the PowerPoint presentation and under the PowerPoint menu bar, click the “View" >
"Notes" button to add notes. Alternatively, you can also click the "Notes" button on the
bottom of PowerPoint.
= Tosetup theslideshow, select Slide Show > Set Up Slide Show.
= Click the New Email button on the Home tab of Mail. Press Ctrl + N.

o Enter arecipient's address. To: Contains the primary recipient's address.
o To: Contains the primary recipient's address.
\ o Cc (Carbon Copy): Sends a copy of the email to a secondary address. /
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o  Bcc(Blind Carbon Copy): Sends an additional copy to someone without anyone\
else knowing—except you, of course. Display this feature by clicking the Bcc
button on the Options tab of the message.

o Ifarecipientisinyour Address Book, you can also click the To, Cc, or Bcc button
to open the Select Names dialog box.

To communicate with the help of the computer using e-mail, you will need:

An e-mail address \E
O

A password
The e-mail address of the person to whom you wish to 5Q6®e—mail

O O O O

Internet connection

An email attachmentis a computer file that is sent within il message.

In the left pane of Mail, Contacts, Tasks, or Calendar, a@ck where you want to add
the folder, and then click New Folder. A new fo!d%l be created that can be renamed

as desired. &
There are 5 common Authentication Type
o Password-based authentlcatloQ rds are the most common methods of

authentication. ... \@
0

o Multi-factor authenticatio
o Certificate-based auth rQ %
o Buometncauthenpc (K
o Token-based au |cat|05
There are three mgj thogge in email authentication, all based on DNS TXT
records: %
o DKIM(D mKeﬁhfned Mail)
o SP der Policy Framework)
RC (Domain-based Message Authentication, Reporting, and
Conformance)

The common protocols for email delivery are usually Post Office Protocol (POP),
Internet Message Access Protocol (IMAP), and Simple Mail Transfer Protocol (SMTP).
POP stands for Post Office Protocol. Email clients use the POP protocol support the
server to download the emails. This is primarily a one-way protocol and does not sync
back he mails to the server.
SMTP stands for Simple Mail Transfer Protocol. SMTP is the principal email protocol
thatis responsible for the transfer of emails between email clients and email servers.

_4
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\g) Exercise

Tick (V') the Correct Answer:

1.  Toopenaword document, we go to the tab.
a. Open b. File c.Home d.Insert
2. is a word processor, that allows us to enter, format, save and print text.
a. MS Excel b. MS PowerPoint  ¢c. MS Word &&SPalnt
3.  Wecanformatthe text from the tab.
a. File b. Format c.Insert \0 d Home
4. make the text appear thicker and darker.
a. Italics b. Format o) @ d. Bold
5. Thereare types of alignmentsin text& tingin Word
a 3 b.4 %
6. The tab lets you the look and the feel of your

document in Microsoft Word.

a. Layout b.Margin Q @ptlon d.Format

7.  Wecaninserttheimage in the Wor umen the_  tab.
a. Insert b.Ejle c.Home d.View

and (agglng onits

8.  Wecanresizetheimage by

£ Qutline c. Resize handles d. Arrows

9.  Thekeyboard short ?py
a.  Ctrl+ * éﬂ +C c.Ctrl+P d.Ctrl+S
etableinth

10. Wecanins ord documentfromthe__ tab.
@ b.Home c.Insert d.View

. $ appears at the top margin of the Word document.

a. Footer b.Title ¢.Address bar d. Header
12.  ToPrintthe Word document, we go to the tab.

a. Print b. File c.Format d.Insert
13. The easiest way to create a multimedia presentation is to create it on

a. Microsoft Word b. Microsoft Excel

g Microsoft PowerPoint d. Microsoft Paint

14.  Thekeyboard shortcut to create new email is .
a. Ctrl +S b.Ctrl + N c.Ctrl+ M d.Ctrl + X
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15. Itisalwayssafeto your account, if not using it.
a. Protect b.Sign out c.Signin d.Delete
Briefly answer the following questions
1. Write a note on benefits of the Microsoft PowerPoint which adds importance to any of the
presentation for any kind of users.

2. State the different ways in which we can use email as a mean of authentication for another
website. \E

3. Discusstheimportance and uses of email. O

4. Write the proper protocol of signing out the email account whi&ing it.

5. Elaborate on the use of thesaurus and synonyms featuresin ft Word.

6. Differentiate between save and save a As tool on the f le t Lv§

7. Describe the purpose of a word processor.

8. Identify and explain the common platforms for eleefronic mail.

9. Define the following terms: %

* Recipient
« Attachments Q
« Password K
» Email address
10. Explain the standard proto&e SMTPa OP3

Answer the following questio t

1. Preparea presentatl 0048@ students read last time; while incorporating all the
tools. b\

2. Createan em mmon freely available platforms like Microsoft or Google.
Teachers c nduct a d nstration, and students can follow the process and create their
own emaij xes

3. Ask dents to write 3 things they have learned about the email, make 2 personal

tions to email, or write 2 things they didn't understand about email, and 1 area that
needs to be discussed with the peers or teacher.

4. Engage students with the topic by asking them to open Microsoft Word and allowing them
to navigate freely for three minutes. At the end of this time, ask them to share experiences,
qguestions, and comments.

= Tell students they will be learning to use this program, then ask them to consider why
learning to use Microsoft Word will be beneficial to them.

Have them open a New Document.
Have students preview the menus briefly by running their mouse across each but not
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opening any options under. Preview and predict what each tab does.
= Discuss features and allow students to ask questions, but instruct them to refrain from
going further than exploration for now.
Ask - Which feature will you use to:

Determine margins?
Create page borders?

Check spellings? \&
Add atable of contents? O
Preview the document? \OO
Activity Based Questions ~,\5'
1. Students will prepare a presentation on the&;@they read last time; while
incorporating all the tools.

2. Students will create an email address usip@'non freely available platforms like
Microsoft or Google. Teachers can cct: a demonstration, and students can
follow the process and create their (Q il inboxes.

S

V V V V
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