
DRAG
&

DROP
A BOOK OF COMPUTER EDUCATION

TEACHERS
MANUAL

CLASS 1 TO 5

S I LVER



CONTENTS

DRAG & DROP (A Book of Computer Education) - 1 3

DRAG & DROP (A Book of Computer Education) - 2 5

DRAG & DROP (A Book of Computer Education) - 3 9

DRAG & DROP (A Book of Computer Education) - 4 13

DRAG & DROP (A Book of Computer Education) - 5 18



Book - 1
Chapter - 1 Introducing Computers 

Assessment 

1. Write ‘Yes’ or ‘No’ for the following statements :

a. Yes b. No c. Yes d. No e. Yes f. No 

2. Tick (4) the right option :

Do  it yourself.

3. Circle the correct spelling :

a. (iii) b. (i) c. (ii)

 

Chapter - 2 Parts of a Computer 

Activity 

Match the following columns :

1. Remember the things 2. Write the letters 3. Watch the world 4. Smell the food

Assessment 

1. Write ‘Yes’ or ‘No’ for the following statements :

a. Yes b. No c. No d. Yes e. Yes 

2. Fill in the blanks :

a. brain b. monitor c. keys d. mouse 

3. Fill in the boxes with the name of the part of computer :

a. KEYBOARD b. MOUSE c. MONITOR d. CPU 

4. Who am I?

a. MOUSE b. MONITOR c. KEYBOARD d. CPU 

5. Label the parts of a computer :

MOUSE, MONITOR, CPU, KEYBOARD

Chapter - 3 Computer Maintenance 

Assessment

1. Fill in the blanks :

a. careful b. eat, drink c. sitting posture d. delicate e. CPU

2. See the pictures below. If it shows the correct way to use a computer, put a tick

(4) in the box. If it shows the wrong way put a cross (8) :

Do it yourself.

3. Write ‘Yes’ or ‘No’ for the following statements :

a. No b. Yes c. Yes d. No e. Yes

4. Tick (4) the correct option :

a. (iii) b. (iii) c. (i)

Chapter - 4 Fun With Paint 

Activity 

Page no. - 32 

Arrange the following steps in proper order to open the ‘Paint’ screen :

4 ® 1 ® 3 ® 2

Activity 

Page no. - 34 

Do it yourself.
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Assessment 

1. Fill in the blanks :

a. make draw ings b. draw and paint c. se lect the col our d. fill the colour

2. Match the fol low ing col umns :

Do it yourself.

3. Write the var i ous steps to open ‘MS Paint’.

To open MS Paint : (a) click on Start button. (b)  Click on All Programs. (c) click on Accessories 
(d) Click on Paint.

4. Write down the var i ous used of ‘MS Paint’.

(a) Use to make posters. (b) Used to make greeting cards.

5. Name the var i ous com po nents of screen in the fol low ing di a gram :

Do it yourself.

Chapter - 5 Introduction to WordPad 

Activity 

Page no. - 42

1. Fill in the blanks :

a. WORDPAD b. NOTEBOOK c. KEYBOARD d. COMPUTER 

Activity 

Page no. - 44

Do it yourself.

Assessment 

1. Write down the steps to open Word Pad.

(a) Click on start button  (b) Click All Programs (c) Go To Accessories (d) Click on WordPad.

2. Fill in the blanks :

a. note book b. WordPad c. pen cil d. key board e. En ter f. Spacebar key 

3. Match the fol low ing :

Do it yourself.

Model Test Paper - 1 

A. Tick (4) the cor rect op tion :

1. a 2. a 3. a 4. a 5. b 6. b 7. a 8. a 9. b 10. a 11. a 12. a 13. b 14. b 15. a 16. b 17. a 18. a
19. a 20. 

Model Test Paper - II

A. Tick (4) the cor rect op tion :

1. b 2. b 3. a 4. b 5. a 6. a 7. b 8. a 9. b 10. a 11. b 12. a 13. a 

B. An swer the fol low ing ques tions :

1. To open MS Paint : (a) click on Start but ton. (b)  Click on All Pro grams. (c) click on Ac ces so ries  
(d) Click on Paint. 2. (a) Use to make post ers. (b) Use to make greet ing cards. 3. (a)  Click Start
but ton (b) Click All Pro grams (c) Go to Ac ces so ries (d) Click on WordPad.

C. Match the fol low ing col umns :

Do it yourself.
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Book - 2
Chapter - 1 Computer Fundamental 

Activity 

Page no. - 6

Do you think you are different from computer? Write ‘Yes’ or ‘No’ against the
following questions :

a. Y, N b. Y, Y c. Y, N d. N,Y e. Y, N f. Y, N

Activity 

Page no. - 8

Match the following columns :

1. d 2. c 3. b 4. a 

Assessment 

1. Fill in the blanks :

a. electronic b. stores c. Desktop d. decisions e. Palmtop

2. Write Yes or No for the following statements :

a. No b. Yes c. No d. Yes 

3. Complete the following steps :

shut, Monitor, CPU, Power, UPS 

4. Tick (4) the correct option :

a. (ii) b. (ii) c. (i) d. (i)

5. Think of three things that you can do but a computer cannot :

I can A computer 

1. eat and sleep 1. cannot eat and sleep

2. do mistakes 2. cannot do mistakes

3. make decisions 3. a computer cannot take decisions

Chapter - 2 Uses of Computer 

Activity 

Page no. - 16

Tick (4) the correct option :

1. c 2. c 3. a 

Activity 

Page no. - 19 

Match the following columns :

1. c 2. d 3. a 4. b 

Activity

Page no. - 21 

1. Diseases 2. Bridges 3. Designing 4. Satellites 

Assessment 

1. Fill in the blanks :

a. banks b. designing c. ATM d. schools e. movies 

2. Write Yes or No for the following statements :

a. No b. Yes c. Yes d.  No

3. What are the uses of Computer in hospitals :

(a) Used by the doctors in operations. (b) Used for medical tests. (c) used for diagnosing diseases.
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4. Identify the places in the following pictures and write down the uses of computer
used in these places :

Hospital : (a) Used by the doctors in operations. (b) Used for medical tests. (c) Used for
diagnosing diseases. 

Airport : (a) Used to inform about arrival and departure. (b) For reservation. (c) Keeping a
record of all passengers. 

School : (a) Used by teachers to explain lessons. (b) To prepare report card. (c) To keep record
of students.

Chapter - 3 Computer Keyboard and Mouse 

Assessment 

1. Fill in the blanks :

a. mouse b. wireless c. drop d. Enter e. Spacebar 

2. Write Yes or No for the following statements :

a. Yes b. Yes c. No d. No e. No

3. Write the names of keys shown in red :

a. Caps lock key b. Spacebar key c. Backspace key d. Enter key e. Delete key

4. Match the following columns :

1. d 2. e 3. b 4. a 5. c

5. Tick (4) the correct option :

a. (i) b. (iii) c. (i) d. (ii)

Chapter - 4 More Fun With Paint 

Assessment 

1. Give one word for the following :

a. Drawing area b. Text tool c. Pencil tool d. Eraser tool e.  File-Exit 

2. Write down the steps for saving the drawing :

(a) Click on File option. (b) Click on Save (c) Type the File name (d) Click the Save button. 

3. Arrange the steps into correct order for opening the saved drawing :

Step 1 : Click the File which you want to open. 

Step 2 : Click the File option. A menu appears.

Step 3 : Click the Open option for the list. A new window appears. 

Step 4 : Click the Open button.

4. Write Yes or No for the following statements :

a. Yes b. No c. No d. Yes 

5. Write down the steps in given drawing for using the Brush :

1. Go to Home tab 2. Click the Brush tool 3. Se lect any shape. 4. Se lect a col our from col our group 

5. Drag the brush in Draw ing Area.

Chapter - 5 More on WordPad 

Activity 

Page no. - 47

Complete the following steps to open WordPad :

Click Start button. 

Click All programs. 

Click WordPad.
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Activity 

Page no. - 51

Complete the following steps to save a WordPad file :

Click WordPad

Click Save

Type the name of file

Click Save button.

Activity 

Page no. - 53

Match the following columns :

1. c 2. b  3. d 4. a 

Assessment 

1. What is WordPad?

WordPad is a Program used for typing text on a computer. 

2. Write down the steps to open a WordPad file?

(a) Click WordPad button. (b) Click the Open option. (c) Select the file. (d) Click Open button.

3. Fill in the blanks :

a. text b. Save c. WordPad but ton d. Rib bon e. tabs, groups

4. Write Yes or No for the fol low ing state ments :

a. Yes b. No c. No d. No e. Yes 

5. Un scram ble the  fol low ing jum bled let ters :

1. pro grams 2. op tion 3. win dow 4. de vices 5. pic tures 6. note pad 7. 8. rib bon 9. toolbar 
10. ac tions

6. Name the parts of WordPad win dow :

Do it yourself.

Model Test Paper - I

A. Tick (4) the cor rect op tion :

1. b 2. a 3. b 4. b 5. a 

B. Fill in the blanks :

1. drop 2. mov ies 3. de sign ing 4. elec tronic 5. store 

C. Write Yes or No for the fol low ing state ments :

1. Yes 2. No 3. No 4. Yes 5. Yes 

D. Answer the following questions :

1. (a) Used by the doctors in operations. (b) Used for medical tests. (c) Used for diagnosing
diseases.

2. I can A computer 

1. eat and sleep 1. can not eat and sleep

2. do mis takes 2. can not do mis takes

3. make decisions 3. can not take de ci sions

E. Write the name of keys shown in red  :

a. Caps lock b. Spacebar c. Back space d. En ter e. De lete 

F. Complete the following steps :

Do it yourself.

Model Test Paper - II

A. Tick (4) the cor rect op tion :

1. a 2. a 3. b 4. b 5. a 
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B. Fill in the blanks :

1. Save 2. text 3. tabs, groups 4. WordPad but ton 5. rib bon 

C. Write Yes or No for the fol low ing state ments : 

1. Yes 2. No 3. Yes 4. Yes 5. No

D. An swer the fol low ing ques tions :

1. (a) Click on File op tion. (b) Click on Save (c) Type the file name (d) Click the Save but ton.
2. (a) Click on WordPad but ton. (b) Click the Open op tion. (c) Se lect the file. (d) Click Open
but ton.

E. Match the fol low ing col umns :

1. c 2. b 3. d 4. a 

F. Write down the steps in given draw ing for us ing the brush :

1. Go to Home tab 2. Click the Brush tool 3. Se lect any shape. 4. Se lect a col our from col our group 
5. Drag the brush in Draw ing Area.
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Book - 3
Chapter - 1 Computer Fundamental : Introduction of Hardware and Software 

Activity

Page No. - 7 

1. Microwave 2. Dirty clothes 3. Ice-cream

Activity

Page No. - 10  

Match the fo  owing columns :

1. d 2. c 3. a 4. b

Activity

Page No. - 13

Give one word for the following : 

1. Speakers 2. Brushes 3. Joystick 4. Word Processing Software 

Assessment 

1. Tick (4) the correct option :

a. (ii) b. (i) c. (ii)

2. Identify which one is hardware and software among the following :

a. Hardware b. Software c. Software d. Software e. Hardware

3. Answer the following questions :

a. In pro cess ing a com puter ac cepts ex am ines and cal cu late the re sult. b. (i) Paint Soft ware - to

draw and col our pic tures (ii) Mu sic and video player - to lis ten the songs and watch mov ies.

c. Com puter works with the help of IPO cy cle (In put, Pro cess ing, Out put) 5 + 3 In put ®

Pro cess ing® 8 out put. d. In put de vices are used to en ter data or give in struc tions to the com puter

sys tem. Eg. key board, mouse etc.

4. Match the following columns :

a. (ii) b. (iii) c. (iv) d. (i)

5. Label the parts of computer system :

Monitor, Speakers, Mouse, CPU, Keyboard, Printer

Chapter  - 2 MS Windows 7 : Operating System

Activity 

Page No. - 18

Name any two operating systems :

DOS, UNIX 

Activity 

Page No. - 21

Identify the following parts of the Windows 7 desktop and write their names in the

given spaces :

1. START BUTTON 2. DATE AND TIME 3. SYSTEM TRAY 4. ICONS 

Activity 

Page No. - 23

Match the following columns :

1. d 2. c 3. a 4. b

Activity 

Page no. - 26

Do it yourself.
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Activity

Page No. - 28

Open calculator and find the results of the following :

1. 1030 2. 233 3. 2750 4. 319

Assessment 

1. An operating system is a program that helps us to communicate with the computer. 2. Desktop is a

screen that appears on the monitor when the computer is ready to work. 3. Icons, Start button,

Taskbar, System Tray 

4. Fill in the blanks :

a. title b. icon c. desktop d. Operating System e. Recycle bin

5. Write Yes or No for the following statements :

a. Yes b. No c. Yes d. No

Chapter - 3 Advance Paint 

Activity 

Page No. - 33

Name the following tools :

1. Pencil 2. Fill with colour 3. Shapes (rectangle) 4. Shapes (oval)5. Eraser 

Activity 

Page No. - 39

Match the following columns : 

1. d 2. c 3. a 4. b 

Assessment 

1. Fill in the blanks :

a. clipboard b. magnifier c. copy d. curve e. Select 

2. Write Yes or No for the following statements :

a. No b. Yes c. Yes d. No

3. Guess the tool of the following :

a. Shape Tool b. Magnifier Tool c. Fill with color d. Eraser e. Select Tool 

4. Write the steps to open the Paint program :

(i) Click Start button (ii) Click All Programs (iii) Click Accessories (iv) Click MS Paint

Chapter - 4 Microsoft Word : An Introduction 

Activity 

Page No - 49

1. Arrange the following steps to select a line :

STEP 2 : Click the mouse and drag the mouse over the line to select it.

STEP 1 : Move the cursor to the beginning of the line.

2. Fill in the missing step for saving the file :

STEP 2 : Click on Save option.

STEP 4 : Click on Save button.

Assessment 

1. Fill in the blanks :

a. word processing b. title c. Ruler d. tab, group e. cursor 

2. Write Yes or No for the following statements :

a. No b. Yes c. No d. Yes e. Yes 

3. MS Word is a popular word processing software which helps us in creating and editing documents.

4. Editing means making corrections or changes in a document to ensure that it is correct.

5. a. (iii) b. (i) c. (iv) d. Rib bon
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Chapter - 5 Introduction to LOGO

Activity 

Page No - 55

Arrange the following steps to open the MSW LOGO. 

STEP 3 : Click on Microsoft Windows LOGO. 

STEP 1 : Click on Start. 

STEP 2 : Click on All Programs.

Activity 

Page no. - 60 

Do it yourself.

Activity 

Page No. - 62

Write the output for each of the following :

1. 75 2. 5 3. PROGRAMMING IS EASY 4. 900 5. 59

ASSESSMENT 

1. Fill in the blanks :

a. LOGO b. triangle c. input d. BYE e. text or numbers  

2. Write Yes or No for the following statements :

a. No b. Yes c. No d. No e. Yes 

3. Match the following columns :

a. (iv) b. (iii) c. (v) d. (i) e. (vi) f. (ii)

4. Lan guage of Graphic Ori ented.

5. (a) To draw figures and objects. (b) To perform calculations. 

6. Mark and name the parts of LOGO window.

Do it yourself.

National Cyber Olympiad - Sample Paper 

1. b 2. a 3. b 4. b 5. a 6. b 7. a 8. a 9. b 10. a 11. a 12. a 13. b 14. b 15. a 16. a 17. a 18. a 19. b 

20. b

Model Test Paper - I

A. Tick (4) the correct option :

1. b 2. b 3. a 4. b 5. a 

B. Fill in the blanks :

1. Clipboard 2. Select 3. Input 4. Operating System 5. Recycle bin 

C. Write Yes or No for the following statements :

1. No 2. Yes 3. No 4. No 5. Yes 

D. Answer the following questions :

1. (i) Click Start but ton (ii) Click All Pro grams (iii) Click Ac ces so ries (iv) Click MS Paint 2. In

pro cess ing, a com puter ac cepts, ex am ines and cal cu lated the re sult. 3. In put de vices are used t

en ter data or give in struc tions to the com puter sys tem. Eg. Key board, mouse etc.  4. Desk top is a

screen that ap pears on the mon i tor when the com puter is ready to work. 

5. An op er at ing sys tem is a pro gram that helps us t com mu ni cate with the com puter. Hu man ® OS 

® Com puter. 

E. Match the following columns :

1. (ii) 2. (iii) 3. (iv) 4. (i)
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F. Guess the tools for the following :

a. Shape Tool b. Magnifier Tool c. Fill with colour Tool d. Eraser Tool e. Select Tool 

G. Label the part of computer system :

Do it yourself.

Model Test Paper - II 

A. Tick (4) the correct option :

1. a 2. a 3. a 4. a  5. c

B. Fill in the blanks :

1. BYE 2. triangle 3. application 4. tab, group 5. cursor 

C. Write Yes or No for the following statements :

1. No 2. Yes 3. Yes 4. No 5. No

D. Answer the following questions :

1. Lan guage of Graphic Ori ented. 2. MS Word is a pop u lar word pro cess ing soft ware which helps

us in cre at ing and ed it ing doc u ments. 3. Ed it ing means mak ing cor rec tions or changing  in a

doc u ment to en sure that it is cor rect. 4. (a) To draw fig ures and ob jects. (b) To per form

cal cu la tions. 5. To make a square in LOGO : Type FD 100, RT 90, FD 100, RT 90,  FD 100,  RT 90,

FD 100, RT 90.

E. Match the following columns :

1. (iv) 2. (iii) 3. (v) 4. (i) 5. (vi) 6. (ii)

F. Write down the uses of following command buttons :

1. To run the command written in Input Box 2. Shows the current settings. 3. Helps to clear the

output screen. 

G. Mark and name the part of LOGO Window :

Do it yourself.
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Book - 4 

Chapter - 1 Compute Memory and Storage 

Activity 

Page No. - 6 

Write down the different names of the following :

1. Main memory 2. Volatile memory 3. Non volatile memory 

Activity 

Page No. - 9 

Hard disk, Memory card, Pen drive

Assessment 

1. Answer the following questions :

a. Com puter mem ory is the place where in for ma tion is stored. It is made up of chips. b. The two

types of mem ory are (i) Pri mary Mem ory (ii) Sec ond ary Mem ory c. CD - (i) It can store upto 750

MB Data (ii) It can be played in DVD player. DVD - (i) It Can store upto 5 GB data. (ii) It cannot

be played in DVD player. d. Pri mary mem ory is used to store data and in struc tions. It can be

di rectly ac cessed by CPU. e. RAM is tem po rary mem ory  in which pro grams, ap pli ca tion and data

are stored. It is also known as vol a tile mem ory. ROM is mem ory that cannot be changed by a

pro gram or a user. It is a Non-volatile mem ory. 

2. Fill in the blanks :

a. bit b. Mega Byte c. Pen drive d. RAM, ROM e. RAM 

3. Write ‘Yes’ or ‘No’ for the following statements :

a. Yes b. No c. No .d. No e. No

4. Match the following columns :

a. (ii) b. (iv) c. (i) d. (iii)

5. Give one word for the following :

a. Blue Ray Disc Player b. Memory card c. USB Flash Drive d. CD e. Hard Disk 

Chapter - 2 Working with MS Windows 7

Activity 

Page No. - 15 

Name the following components of windows explorer :

1. Navigation Buttons 2. Address Bar 3. View Button 4. Details Pane 5. Help 

Assessment 

1. Answer the following questions :

a. A win dows ex plorer con tains var i ous nar ra tion tools and but tons. It helps in nav i gat ing  from

one lo ca tion to an other to view and man age files and fold ers pres ent in var i ous drives and fold ers.

b. Li brar ies are col lec tions where your mu sic, vid eos, and pic tures are stored and can be eas ily

ac cessed through the Desk top search func tion. c. Copy and paste file or folder makes mul ti ple

cop ies of a file or folder. d. To cre ate a new folder : (i) Se lect the folder or drive in the win dows

ex plorer in which new folder is to be cre ated. (ii) From the top bar se lect ‘New Folder’ op tion.

(iii) Pro vide the name to your folder. (iv) Press En ter Key.

2. Fill in the blanks :

a. navigation tool b. delete c. Indexing d. four e. drives, folders 

3. Write ‘Yes’ or ‘No’ for the following statements :

a. No b. Yes c. No d. No e. Yes 

4. Give below is a windows explorer screen. Mark all places give below :

Do it yourself.
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Chapter - 3 Editing and Formatting in MS Word 2007 

Activity 

Page no. - 24

Write the shortcut commands for the following :

Ctrl + C, Ctrl + X, Ctrl + V

Assessment 

1. Answer the following questions :

a. Chang ing and ar rang ing text in a doc u ment is called for mat ting a doc u ment. It can be done by

us ing font group and para graph group on Home tab. b. Clip board, Font, Para graph and Styles are

the group pres ent on the rib bon of the Home tab. c. Align ment - Align ment is the way by which

the text is placed on a page. A text can be aligned in four ways. They are : Left align ment, Cen ter

align ment, Right align ment and Justified. Left align ment : Left align ment means text is lined up 

along the left mar gin. Right align ment : Right align ment means text is lined up along the right

mar gin. Cen ter align ment : Cen ter align ment means text is lined up around the mid point.

Jus ti fied : It means text is lined up along both the left and right margins. d. To copy and paste

within the same doc u ment. (i) Se lect the text (ii) Click the Home tab (iii) Click Copy from

clip board group. (iv) Move the cur sor to de sired lo ca tion (v) Click Paste from the clip board. e. If

we want to change any word or text with an other word or tent, we use Find and Replace

feature. f. Undo command is used to cancel a command given earlier. Redo command is used to

reverse the action of Undo.

2. Fill in the blanks :

a. editing b. four c. Ctrl + V d. reverse the action of UNDO e. symbol f. Home 

3. Write ‘Yes’ or ‘No’ for the following statements : 

a. No b. Yes c. No d. Yes e. No f. Yes 

4. Answer the following in one word :

a. Alignment b. Underline c. Font d. Cut 

5. Recognise the icons given below and mention their group names :

a. Paste, Clipboard b. Bold, Italic, Underline, Font c. Font color, Font d. Highlight, Font e. Bullets, 

Paragraph 

Chapter - 4 LOGO Commands 

Activity 

Page no. 42 

Give the color code of following colors : 

Orange ® 14, Blue ®  1, White ® 7, Yellow ® 6, Brown ® 8, Green ® 10

Assessment 

1. Answer the following questions :

a. The Pen Up or PU com mand lifts up the pen of the tur tle. This lets the tur tle move with out

draw ing a line. Pen Erase com mand makes the tur tle work as an eraser and erase the line by

mov ing the tur tle over it. b. Loop ing is the term to performing the same work again and again

un til the de sired out put is ob tained. In LOGO, we use the REPEAT com mand for loop ing. The

REPEAT com mand saves a lot of time as the com mand is give only once along with Syn tax of

REPEAT com mand. c. To cor rect mis takes in LOGO, click on the com mand from the re call list box.

It will be dis played in the in put box. Cor rect the com mand and ex e cute it again. d. HT Com mand is 

used to make the tur tle dis ap pear from the mon i tor where as ST Command is used to make the

tur tle re ap pear on the mon i tor. 

2. Fill in the blanks :

a. CT b. Pen down c. SET PC 
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3. Give the full form of following :

a. Pen Down b. Pen Erase c. Forward d. Clear Text e. Clear Screen f. Hide Turtle g. Show Turtle

h. Right i. Left j. Pen Up 

4. Write ‘Yes’ or ‘No’ for the following statements : 

a. Yes b. No c. No d. No e. No 

5. Correct the commands :

a. REPEAT 3 (PR [LEARNING LOGO IS FUN]) b. REPEAT 5 (FD 45 RT 60 ) c. PU d. REPEAT 20

(FD 3 RT 2)

Chapter - 5 LOGO Procedures 

Activity 

Page No. - 50

Write down the rules of naming  a procedure :

1. Always start with a letter. 2. Do not include arithmetic operations. 3. Do not include LOGO

command names. 4. Number and symbols can be included.

Activity 

Page No. - 50

Arrange the following steps to create a procedure : 

1. Click Edall button, then an editor window appears. 2. Type the name of the procedure after the

word ‘to’ 3. Type the commands between the word ‘to’ and ‘end.’

Activity 

Page No. - 51

Write a procedure to draw a circle and save it on the computer :

To circle 

Repeat 360 (FD 1 RT 1)

end 

Activity 

Page No. - 57

Write down the commands for following :

1. PRINT SUM 50 20 2. Label (I AM A CITIZEN OF INDIA) 3. PRINT REMAINDER 25 7 4. PRINT 200< 

100 PRINT 150=150

Assessment 

1. Answer the following questions :

a. The Pro ce dure is a step-by-step se quence of do ing an ac tiv ity. For ex am ple : The Pro ce dure to

start a LOGO pro gram is: Click Start but ton ® All Pro grams ® Microsoft win dows LOGO.

b. Arith me tic Func tions in LOGO are : (i) Sum : This is used to add two num bers. PRINT SUM

<NUM 1> <NUM 2> (ii) Dif fer ence : This is used to sub tract two num bers. PRINT DIFFERENCE

<NUM 1> <NUM 2> (iii) Prod uct : This is used to mul ti ply two num bers. PRINT PRODUCT

<NUM 1> <NUM 2> (iv) Quo tient : This is used to di vide a num ber to an other num ber PRINT

QUOTIENT <NUM 1> <NUM 2> (v) Re main der :- This is used to show re main der when one

num ber is di vided by an other. PRINT REMAINDER <NUM 1> <NUM 2> c. La bel Com mand is

used to print the text or num ber on the cur rent lo ca tion of the tur tle as pres ent on the screen. 

d. The steps to load a pro ce dure are (i) Click File menu. (ii) Click Load op tion. Open di a log box

ap pear. (iii) Click the file you want to open. (iv) Click Open but ton. e.  You should save a

pro ce dure so that it could be used later and need not be written again and again.

2. Fill in the blanks :

a. to b. Edall c. La bel d. ed i tor e. com mands 
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3. Write ‘Yes’ or ‘No’ for the following statements : 

a. No b. Yes c. Yes d. Yes e. Yes

4. Write the print command to calculate the following :

a. PRINT SUM 45 60 b. PRINT DIFFERENCE 9999 3893  c. PRINT PRODUCT 34 40 d. PRINT

QUOTIENT 650 45 

5. Find out which one is correct procedure name :

c. To ST34A6RT 

Chapter - 6 And Introduction to MS Power Point 

Activity 

Page No. - 61

Write the names of all the Tabs and the groups in each tab present in PowerPoint :

TABS GROUPS 

Home Clipboard, Slides, Font, Paragraph, drawing

Insert Tables, Illustrations, Links, Text, Media clips 

Design Themes, Variants, Customize 

Animation Preview, Animation, Advanced, Animation

Slide Show Start slide show, Set up, Monitors 

Activity 

Page No. - 65

Arrange the steps to insert a picture in a correct order : 

1. Click on the in sert tab. 2. In the Il lus tra tions group, click on Pic ture. 3. The in sert pic ture di a log box

ap pears. 4. Lo cate the pic ture that is to be In serted and then click on in sert but ton.

Assessment 

1. Answer the following questions : 

a. Microsoft PowerPoint is a pre sen ta tion graphics soft ware de vel oped by Microsoft Company. 

b. To cre ate a new pre sen ta tion :- (i) Click on the Of fice but ton. (ii) Click on New op tion.

Pre sen ta tion di a log box will open. (iii) Blank pre sen ta tion is se lected by de fault. (iv) Click on

Cre ate but ton. c. Place hold ers are the boxes with dot ted out lined which ap pear when you cre ate a 

new slide. d. A se ries of slides dis played in se quence is called a slide show.  e. Clipart al lows to

in sert imag es into the slides. 

2. Fill in the blanks :

a. MS PowerPoint b. slides c. presentation d. title e. .ppt 

3. Write ‘Yes’ or ‘No’ for the following statements : 

a. No b. No c. Yes d. Yes e. No 

4. Give one word for the following :

a. Clip art b. Slide c. .ppt d. Quick Access Toolbar e. Notes pane 

5. Label the following on the given PowerPoint screen :

Do it yourself.

Chapter - 7 Multimedia and Internet 

Activity 

Page No. - 72

Find out which one is used for multimedia system :

CD-ROM, Headphone, Microphone, Monitor, Speakers 
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Assessment 

1. Answer the following questions :

a. Mul ti me dia is a type of com puter soft ware that com bines text, sound, graphics and video.

b. Com po nents (i) Sound Card and speak ers for pro duc ing sound. (ii) Col our mon i tor to dis play

video. (iii) Mi cro phone and head phone for re cord ing and lis ten ing to sound. (iv) Mul ti me dia CD

ROM to play CD/DVD. c. (i) Ed u ca tional pur poses (ii) Play ing games. (iii) Play ing mu sic and

mov ies (iv) Im part ing train ing to stu dents and work ers. (v) Cre at ing ad ver tise ments, mov ies,

games, etc. d. Internet stands for in ter na tional net work  of com put ers. We can get in for ma tion on

any topic us ing internet. e. A Web Browser is a spe cial soft ware ap pli ca tion or pro gram that al lows 

you to ac cess all the in for ma tion avail able on the web. Ex am ples of brows ers are Microsoft

Internet Ex plorer, Mozilla Firefox, Google Chrome, Op era, etc. The steps to open a web browser :

STEP 1 : Click on Start. STEP 2 : Click on All pro grams. STEP 3 : Click on Internet Ex plorer.

2. Fill in the blanks :

a. Internet b. Uniform Resource Locator c. inserted d. web browser e. movies listen to songs

f. browser

3. Write ‘Yes’ or ‘No’ for the following statements : 

a. No b. Yes c. Yes d. Yes e. No f. Yes

4. Match the following columns :

a. (v) b. (iv) c. (iii) d. (i) e. (ii)

5. Name the following :

a. Website b. URL c. Web browser d. Search engine e. International Network of Computer

f. E-mail 

Model Test Paper 

1. c 2. a 3. b 4. c 5. c 6. c 7. a 8. b 9. c 10. a 11. a 12. c 13. c 14. a 15. c  16. b 17. a 18. c 19. a 20. a 
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Book - 5 
Chapter - 1 Evolution of Computers

Activity 

Page no. - 6

Match the following year with their invention of calculating devices :

1. Leibniz cal cu la tor 2. Aba cus  3. Pascaline cal cu la tor  4. Napier’s bones 

Activity 

Page no. - 9 

Match the following columns :

1. Au to matic dig i tal com puter used for nu meric cal cu la tions 2. Per form all arith me tic op er a tions

3. Han dle both the num bers and text data 4. Pro gram stor ing ma chine 5. Pre pare math e mat i cal ta bles

6. Tab u lated sta tis tics from mil lions of pieces of data 7. Ca pa ble to solve computer device

Activity 

Page no. - 11

Match the following columns : 

1. c 2. d 3. b 4. a 

Assessment 

1. An swer the fol low ing ques tions :

a. Charles Babbage is, known as ‘Fa ther of Mod ern Com put ers’ because to day’s mod ern com puter

works on the same prin ci pal as that the An a lyt i cal Engine. b. Third Gen er a tion - (i) IC’s were

used (ii) It was costly and not eas ily avail able. (iii) Eg: 1BM 360 Honey well 6000. Fourth

Gen er a tion - (i) VLSI tech nol ogy is used. (ii) It was not so costly and be came eas ily avail able to

peo ple as PC. (iii) Eg: DEC 10, STAR 1000. c. Mark I was the first au to matic dig i tal com puter

used for nu meric cal cu la tion. It was ca pa ble to per form three cal cu la tions in a sec ond. ENIAC was 

de signed by John Mauchly and J. Presper Eckert. It was the world’s first gen eral pur pose elec tronic  

dig i tal com puter.  d. Dif fer ence En gine - (i) It can do few math e mat i cal cal cu la tions. (ii) It

forms the ba sis of an a lyt i cal engine. An a lyt i cal En gine - (i) It can per form all arith me tic

op er a tions. (ii) It forms the ba sis of mod ern com put ers that we use to day. e. The fol low ing

changes were brought in sec ond gen er a tion of com put ers as com pared to the pre vi ous gen er a tion.

(i) Tran sis tors were used in stead of vac uum tubes. (ii) They were smaller in size, con sumed less

elec tric ity, worked faster and gen er ated less heat.

2. Fill in the blanks :

a. Ar ti fi cial In tel li gence b. me chan i cal c. Mark I d. first e. trans ac tions 

3. Write ‘Yes’ or ‘No’ for the fol low ing state ments :

a. No b. No c. Yes d. Yes e. Yes

4. Match the fol low ing col umns :

a. (iv) b. (iii) c. (v) d. (i) e. (iv)

5. Name the given fig ures :

a. Napier’s Bones b. Pascaline Cal cu la tor c. An a lyt i cal En gine d. In te grated chips 

Chapter - 2 More on MS Word 2007 

Assessment 

1. An swer the fol low ing ques tions :

a. To in sert sym bols in a doc u ment, fol low the steps : STEP 1 : Place the cur sor at the po si tion

where you want to in sert a sym bol. STEP 2 : Click on the Sym bol but ton in the Sym bols group
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on the In sert tab. Se lect more sym bols op tion. STEP 3 : The sym bol di a log box ap pears. Se lect

the sym bol tab, if it is not se lected. STEP 4 : Se lect the font of your choice from the drop down list. 

For ex am ple, wingdings. STEP 5 : Choose the sym bol and click Close but ton to close the box. 

b. A doc u ment can be made more at trac tive with pic tures or pho tos. This can be done us ing the

fol low ing steps :  STEP 1 : Click on In sert tab ®Il lus tra tions group ® Pic ture op tion STEP

2 : An In sert Pic ture di a log box ap pears. Here, you may browse or type the lo ca tion of the pic ture

on com puter. STEP 3 : Se lect the de sired pic ture. Click on the In sert but ton. c. A style is a

pre de fined com bi na tion of font style, col our and size of text that can be ap plied to se lected text.

Fol low the steps to ap ply built in style - Step - 1 Se lect the text. Step - 2 Click the more drop

down ar row from the style group. Step - 3 Click on the ‘styles’ di a log box launcher but ton.

Step - 4 Choose the re quired style. The text will change ac cord ing to the style se lected. d. (i)

Word Art - It al lowed to cre ate spe cial text ef fects. (ii) Shapes - It is a draw ing fea ture that

helps us to draw dif fer ent shapes like stars, ban ners, callouts etc. e. There are five types of cases

avail able in MS Word, namely : Sen tence case : The first char ac ter of each sen tence is

cap i tal ised. Lower case : All the char ac ter’ are small let ters. Up per case : All the char ac ters 

are cap i tal let ters.  Cap i tal ise each word : The first char ac ter of ev ery word is a cap i tal let ter.

Tog gle case : Changes the up per case into lower case and vice-versa. 

2. Fill in the blanks :

a. pic tures b. In sert c. five d. Shape fill e. Word Art 

3. Write ‘Yes’ or ‘No’ for the fol low ing state ments :

a. Yes b. Yes c. Yes d. No e. Yes 

4. Give one word for the fol low ing :

a. Up per Case b. Smart Art c. Text Box d. Clip Art e. Style

5. Match the fol low ing col umns :

a. (iv) b. (iii) c. (v) d. (ii) e. (i)

Chapter - 3 Creating Tables in MS Word 2007 

Activity

Page no. - 30 

Step - 1 Click on the Insert tab. 

Step - 2 Click on the Table button and them click ‘Draw Table’.

Assessment 

1. An swer the fol low ing ques tions :

a. We use ta bles to pre set text, in for ma tion, nu mer i cal data or im ages in a tab u lar form. The steps

to in sert a ta ble in a doc u ment us ing a grid is as fol lows : STEP 1 : Click at the po si tion where you

want to in set a ta ble. STEP 2 : Click on In sert tab. STEP 3 : In the Ta bles group, click the Ta ble

op tion. STEP 4 : The in sert ta ble grid ap pears. Drag the mouse to high light the de sired num ber of

rows and col umns. STEP 5 : Click the left mouse but ton. You will see that an empty ta ble gets

in serted in a doc u ment. b. To change the col umn width, use the end han dle to de creased or

in crease the width of the col umn. c. Auto fit op tion of fers  flex i bil ity to au to mat i cally resize the

col umn width based on the size of the text in them. d.  Com bin ing more than one cell of a same

row or col umn is called merg ing. e. De let ing Rows and Col umns : Step - 1 Se lect the row or
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col umn. Step - 2 Right click the mouse and a menu ap pears. Step - 3 Se lect De lete col umns or

De lete Rows. 

2. Fill in the blanks :

a. rows, col umns b. Auto fit c. split cells d. Quick ta bles e. Lay out

3. Write ‘Yes’ or ‘No’ for the fol low ing state ments :

a. No b. Yes c. No d. Yes e. No

4. Give one word for the fol low ing :

a. Ta ble b. Row c. Draw Ta ble d. Cell 

5. Match the fol low ing col umns :

a. (ii) b. (iii) c. (iv) d. (i)

Chapter - 4 Working with MS PowerPoint 2007 

Activity 

Page no. - 50

Match the following columns :

1. e 2. d 3. a 4. b 5. c 

Assessment 

1. An swer the fol low ing ques tions :

a. The different ways to create a new present ation in MS-PowerPaint are : 1. Blank and Recent 2.

Installed themes 3. New from Existing 4. Installed templates 5. My tamplates b. To change the

slide lay out, fol low the given steps : STEP 1 : Click the slide whose lay out has to be changed.

STEP 2 : Click Home tab. STEP 3 : Now, click Lay out from the slides group. STEP 4 : Choose the 

lay out you want from the var i ous op tions dis played. c. Graphics can be used to make a

pre sen ta tion more in ter est ing. De pend ing on the topic,  some times graphics  can be  more

in for ma tive than words. d. MS PowerPoint presentation facilitates you to view, your presentation

in various ways. The three main views are Normal View, Slide sorter view and slide show view. e.

Select the slide where the sound file or a movie file has to be inserted. 

Click on Insert tab ® media clips group ® movie/sound drop down list. 

2. Fill in the blanks :

a. In sert b. slide sorter view c. Nor mal view d. Lay out e. saved

3. Give one word :

a. Slides View b. 9 c. In stalled themes d. Blank and Re cent tem plate 

4. Write ‘Yes’ or ‘No’ for the fol low ing state ments :

a. No b. Yes c. Yes d. Yes e. No

5. Match the fol low ing col umns :

a. (iv) b. (iii) c. (ii) d. (v) e. (i)

Chapter - 5 Animations and Transitions 

Activity 

Page no. - 57

Write down all the options present in Animation Tab :

1. Pre view 2. An i ma tion 3. Ad vanced An i ma tion 4. Timing

20 Drag and Drop 1 to 5



Assessment

1. An swer the fol low ing ques tions :

a. An i ma tions are ef fects that make the ob jects of a slide as text, im ages, etc., move, ap pear or

dis ap pear. Two an i ma tion ef fects are : (i) En trance An i ma tion : It de ter mines the man ner in

which any ob ject ap pears on a slide eg : fade, Blinds. (ii) Exit An i ma tion : It de ter mine the

man ner in which any ob ject dis ap pears from a slide eg : - Blinds, Peek out. b. Tran si tions are

ef fects that are in place when we switch from one slide to the next. A slide  tran si tion is how one

slide ap pears af ter the other on screen dur ing slide show. Fol low the steps to ap ply tran si tion

ef fect : STEP 1 : Click the An i ma tions tab. STEP 2 : Se lect the tran si tion scheme. The slide

tran si tion op tions will ap pear. Choose the op tions. STEP 3 : Ad just the tran si tion speed if you

want the slide to ad vance au to mat i cally, check the au to mat i cally check box and set the num ber of

sec onds. c. When de sign ing a pre sen ta tion, the pre senter needs to re mem ber the fol low ing rules :

Rule 1 : The PowerPoint is a Map for your pre sen ta tion. Rule 2 : Use 7 7́ for mat ting while

for mat ting the bul let points for your pre sen ta tion re mem ber the 7 7́ rule. There should be no

more than 7 words in the state ment. Rule 3 : Proper Lay out is Easy on the Eyes. A clut tered slide

is dif fi cult to read. d. STEP 1 : Se lect the text of ob ject on the slide you wish to mod ify. STEP 2 :

Se lect the An i ma tions Tab. STEP 3 : Click Cus tom An i ma tion in the An i ma tions group. The

cus tom an i ma tion pane will ap pear on the right. Step 4 : Select the animation in the custam

animation task pane list, if it is not already selected. Step 5 : Click Remove. e.Tran si tions will

shw how slide will move from one slide to an other where as An i ma tions will show how ob jects on

a slide will move.

2. Fill in the blanks :

a. An i ma tion b. Exit c. four d. mouse click e. pre sen ta tions 

3. Write ‘Yes’ or ‘No’ for the fol low ing state ments :

a. Yes b. No c. No d. Yes e. No

4. Match the fol low ing col umns :

a. (ii) b. (iii) c. (iv) d. (i)

5. Give one word for the fol low ing :

a. Cus tom An i ma tion b. En trance and Exit c. Tran si tion to this slide 

Chapter - 6 Algorithm and Flowchart 

Activity 

Page no. - 62

Write an algorithm on the following : 

1. Pre pare a Mango Shake

STEP 1 : Start 

STEP 2 : Put and cut a mango.

STEP 3 : pour milk, mango, sugar in the Mixergrinder.

STEP 4 : Switch ON the Mixergrinder.

STEP 5 : Switch OFF the Mixergrinder.

STEP 6 : Pour contents in a glass.

STEP 7 : Stop

2. Ad di tion of two num bers 

STEP 1 : Start 
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STEP 2 : Input Number 1

STEP 3 : Input Number 2

STEP 4 : Add the Two Numbers 

STEP 5 : PRINT the result

STEP 6 : Stop

Activity

Page no. - 67

Convert the above given example of flowchart into algorithm.

STEP 1 : Start 

STEP 2 : Input Number 1

STEP 3 : Input Number 2

STEP 4 : Check if Number 1 is greater than Number 2

STEP 5 : If the answer is Yes, Print Number 1 

STEP 6 : If the answer is No, Print Number 2

STEP 7 : Stop

Assessment 

1. An swer the fol low ing ques tions :

a. Start / Stop Box - It is used to in di cate the start and the end of the flowchart. In put /

Out put Box - It is used to ac cept the in put and de liver the out put. Pro cess Box - It is used for

processing. De ci sion Box - It is used when the con di tion of ‘Yes’ or ‘No’ arises. Flow Lines - It is

used to con nect the dif fer ent boxes of the flowchart with each other. b. There are some guide lines

for writ ing an al go rithm : (i) It al ways starts with the START. (ii) Give a line num ber to each

in struc tion. (iii) Write each in struc tion in a sep a rate line. (iv) Func tion of each state ment needs

to be very clear. c. Guide lines for mak ing a Flowchart : (i) Flowchart should have only on START

and on STOP box. (ii) The di rec tion of flowchart is from top to bot tom and left to right. (iii)

Ar row heads are used to in di cate the se quence of event. (iv) Cross ing flow lines do not show any

log i cal con nec tion be tween those lines. (v) Only one flow line should come out from Pro cess box.

(vi) If a flowchart is very com pli cated, it is better to use con nec tors. (vii) The flowchart should be

clear, neat and easy to fol low. d. A pro gram is a set of in struc tions give to a com puter to solve any

prob lem. e. Al go rithm is a se quence of steps fol lowed in a log i cal order, written in simple English

to solve any problem and Flowchart is a pictorial form of sequence of steps to solve a problem

using symbols. 

2. Fill in the blanks :

a. top, bot tom b. Al go rithm c. flowchart d. Out put Box e. Flow lines 

3. Write ‘Yes’ or ‘No’ for the fol low ing state ments :

a. No b. Yes c. No d. Yes e. No

4. Match the fol low ing col umns :

a. (ii) b. (iii) c. (v) d. (i) e. (iv)

5. Give one word for the fol low ing :

a. Al go rithm b. Flowchart c. De ci sion Box d. Con nec tors 

Chapter- 7 An Introduction of MS Excel 2007 

Activity 

Page no. - 71
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Complete the following steps : 

STEP 1 : Start , STEP 2 : Programs, STEP 3 : Microsoft Office Excel 2007

Activity 

Page no. - 78

Give one word for the following :

1. Ctrl + Right Ar row 2. Save As 3. Ctrl + Home 4. Ctrl + end 

Assessment 

1. An swer the fol low ing ques tions :

a. Ev ery file that you open in an Ex cel is called a work book. Each work book co mes with three

de fault worksheets. b. The cell with a dark bound ary around it is called the ac tive cell. It is also

called the se lected cell or the cur rent cell. c. The steps to cre ate a new work book in Ex cel are :

Step - 1 Click the Of fice but ton. Step - 2 Click the New op tion from the Of fice menu. The new

work book di a log box ap pears. Step - 3 Click on the Blank and Re cent. Step - 4 Se lect Blank

work book di a log box. Step - 4 Click on the Cre ate but ton. d. Ti tle Bar- It ap pears on the top of

the screen. Ti tle bar dis plays the name of the cur rent doc u ment and cur rent pro gram. It also

con tains Min i mize, Max i mize and Close but tons. Quick Ac cess Toolbar - Next to the Microsoft

of fice but ton is Quick Ac cess toolbar. It gives you as ac cess to com mands that are fre quently used.

Save, Undo, Redo ap pear on the Quick Ac cess toolbar. Of fice But ton - It con tains dif fer ent

op tions like New, Save, Open, etc., which helps us to work in MS Ex cel 2007. Sta tus Bar - It

dis plays cur rent sta tus of the cells and zoom op tion. For mula Bar - It shows the cell con tents

along with the for mu las writ ten for that par tic u lar cell. It can also be used to en ter data or for mula

in a cell. e. A For mula Bar shows the cell con tents along with the for mu las writ ten for that

par tic u lar cell. It can also be used to en ter data or for mula in a cell.

2. Fill in the blanks :

a. ap pli ca tion b. work book c. ac tive d. 1048576 e. For mula 

3. Write ‘Yes’ or ‘No’ for the fol low ing state ments :

a. No b. Yes c. Yes d. No e. No 

4. Match the fol low ing col umns :

a. (iii) b. (iv) c. (v) d. (ii) e. (i)

5. Name and la bel the fol low ing MS Ex cel win dow :

Do it yourself.

Chapter - 8 More on Internet 

Activity

Page no. - 83

Write down three uses of Internet : 

1. To ac cess in for ma tion. 2. To get up dates 3. To send and re ceive mes sages 

Activity 

Page no. - 90

Do it yourself.

Activity 

Page no. - 91

Tick (4) which one is Netiquette?

1. 4 2. 8 3. 4 4. 8
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Assessment 

1. An swer the fol low ing ques tions :

a. Internet is the big gest net work of com put ers. Many small net works of com put ers are con nected

to gether to make a global net work of com put ers which has mil lions of com put ers in it, build ing the 

Internet. b. Internet was started in 1960 named as ARPANET used for re search and de vel op ment

in de fence de part ment of United States of Amer ica. c. E-Mail stands for Elec tronic mail, which is

used for send ing and re ceiv ing elec tronic data mes sage to any part of the world. It is ex ces sively

used to day. Fea tures of E-mail : (i) E-mail serves ac cept, for ward, de liver and store mes sages. (ii)

E-Mail is the fast est way of send ing and re ceiv ing mails. d. E-mail ad dress iden ti fies a user when

we Log in or Sign in on the e-mail. It has three parts : Username or ac count name, sym bol @ (at the 

rate), Do main name Pass word : Pass word is a unique key that opens e-mail ac count ID. With out

in put ting pass word, e-mail can not be opened. The e-mail ad dress is also called E-mail ID. e.

Netiquette are a set of ruled of be hav iour when one in ter acts with peo ple over Internet. A few

rules of Netiquette are : (i)  Meet on line friends in pres ence of adult fam ily mem ber. (ii) Avoid

re veal ing per sonal in for ma tion while chatting. 

2. Fill in the blanks 

a. Internet b. at the rate c. Netiquettes d. Elec tronic mail e. De lete 

3. Write ‘Yes’ or ‘No’ for the fol low ing state ments :

a. No b. Yes c. No d. No e. No

4. Match the fol low ing col umns :

a. (iii) b. (iv) c. (v) d. (i) e. (ii)

5. Give one word for the fol low ing :

a. Netiquettes b. E-mail c. User ID / pass word d. @ e. Inbox 

Model Test Paper 

1. b 2. a 3. a 4. c 5. c 6. b 7. a 8. a 9. b 10. b 11. c 12. b 13. a 14. b 15. a 16. a 17. c 18. c 19. a

20. b
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