Introduction to

Digital Skills

and Computer
Applications




Introduction to

Digital Skills

and Computer
Applications

- .

. . RS T -
oy A’ “‘
il 1 ' / 1 P A

Sampler for Review Oply



Introduction to Digital Skills and Computer Applications

Printed and distributed by McGraw Hill in association with Binary Logic SA.

All rights reserved. No part of this publication may be reproduced, stored in a retrieval system, or
transmitted in any form or by any means-electronic, mechanical, photocopying, recording, or otherwise-
without prior written permission from the publishers. No part of this work may be used or reproduced in
any manner for the purpose of training artificial intelligence technologies or systems.

Disclaimer: McGraw Hill is an independent entity from Microsoft® Corporation and is not affiliated with
Microsoft Corporation in any manner. Any Microsoft trademarks referenced herein are owned by Microsoft
and are used solely for editorial purposes. This work is in no way authorized, prepared, approved, or
endorsed by, or affiliated with, Microsoft.

Please note: This book contains links to websites that are not maintained by the publishers. Although
we make every effort to ensure these links are accurate, up-to-date, and appropriate, the publishers
cannot take responsibility for the content, persistence, or accuracy of any external or third-party websites
referred to in this book, nor do they guarantee that any content on such websites is or will remain accurate
or appropriate.

Microsoft, Windows, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, and Copilot for Microsoft
365 are trademarks or registered trademarks of Microsoft Corporation. Google Drive, Google Docs,
Google Sheets, Google Slides, and Google Forms are trademarks or registered trademarks of Google
LLC. Apple Pages, Apple Numbers, Apple Keynote, iPad, and iPhone are trademarks of Apple Inc.
LibreOffice Writer, LibreOffice Calc, and LibreOffice Impress are trademarks of The Document Foundation.
Canva is a trademark of Canva Pty Ltd. The above companies or organizations do not sponsor, authorize,
or endorse this book, nor is this book affiliated with them in any way.

Copyright © 2026 Binary Logic SA MHID:.coooiiceeceine ISBN: ......
Printed in the United States of America.

123456789LWI313029282726

mheducation.com binarylogic.net

%Saﬂler for Review Only



Dicf

(0

Contents

1. Learning the basics

Lesson1 Career exploration
Lesson 2 Computers and devices
Lesson 3 The operating system
Lesson 4 Files and folders
Lesson 5 Basic settings

Lesson 6 Hints and tips

2. Getting online

Lesson1 Exploring the Web
Lesson 2 Using online resources
Lesson 3 Communication tools
Lesson 4 Intro to GenAl

Lesson 5 Digital citizenship

Lesson 6 Staying safe online

3. Exploring cloud tools

Lesson1 Working with forms online
Lesson 2 Creating surveys

Lesson 3 Organizing data online
Lesson 4 Editing online spreadsheets

Lesson 5 Online collaboration

4. Working with numbers

Lesson1 Advanced formatting
Lesson 2 Simple calculations
Lesson 3 Logical functions
Lesson 4 Create a chart

Lesson 5 Computer models

5. Collecting information

Lesson1 Introduction to databases
Lesson 2 Filter and sort
Lesson 3 Making complex calculations

Lesson 4 References

16
28
38
49
57

72

73
87
96
106
17
125

136

137
150
163
173
180

190

191
202
214
225
233

244

245
254
264

EE

6. Advanced imaging

Lesson1 Image essentials

Lesson 2 Layers
Lesson 3 Image adjustments

Lesson 4 Retouch and enhance

7. Creating a document

Lesson1 Formatting text
Lesson 2 Advanced formatting
Lesson 3 Images and graphics

Lesson 4 Working with tables

Lesson 5 Check and print

8. Designing a document

1

Lesson1 Tabs and columns
Lesson 2 Headers and footers
Lesson 3 Advanced topics

Lesson 4 Academic Styles

9. Presenting your ideas

Lesson 1 Slides, text, and images
Lesson 2 Transitions and animations
Lesson 3 Sound, video, and 3D models
Lesson 4 Charts and graphs

Lesson 5 Tips and tricks

@ 10. Documents for a purpose

Lesson1 Documents and styles
Lesson 2 Business Forms
Lesson 3 Customizing content
Lesson 4 Spreadsheets

Lesson 5 Presentations

Lesson 6 Introduction to infographics

Sampter for Review Only

304

305
320
332
340

352

353
368
378

389
400

418

419
434
446
457

470

an
483
493
502
510

522

523

531
542
563
584
594



Hi!
Get ready to explore the

exciting world of technology and
computer science. Together, we’ll dive into
new skills, discover creative ways to solve

problems, and build awesome projects.
Grab your curiosity and let’s get
started!
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Key Features

An innovative approach to building digital competencies, developed by
expert educators.

= W
Online collaboration

Each unit offers
straightforward explanations
and contemporary

examples, making S ey
technology concepts R ; p—
accessible and relevant. o 3=

Curriculum aligns with the latest industry standards, preparing students for
certifications and future careers.

Every unit includes a variety of
tasks and activities designed to
help students build essential
digital competencies.

Projects and exercises
throughout the course reinforce
students’ understanding and
practical application of digital
skills in real-world scenarios.

Well-defined learning goals and hands-on, applicable digital skills.

s ) Disv:nwmnm
Students learn about platform 2 REng
[ 5

diversity, expanding their
digital toolkit and adaptability.

Each unit organizes key terms
that are crucial for digital
literacy, equipping students
for today’s technology-driven
workplace.
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n 2. Getting online

2. Getting online

Getting online helps you communicate, learn new information, and stay
connected with others. This unit covers how the Internet works, how to use
communication tools, and how to stay safe when using different types of
Internet connections. It also introduces responsible digital behavior,
including protecting personal data, using creative works correctly, and
using Generative Al safely and responsibly.

Learning Objectives

In this unit, you wiill:

>
>
>

V V V V V

identify what the Internet is and how to connect to it.
identify and use the key features of a web browser.
search for information, images, and videos online.

use an Artificial Intelligence (Al) tool to search more easily, interactively,
and generate images.

save media from the Internet while evaluating the reliability of sources.
use an instant messaging application to communicate over the Internet.
understand Generative Al and its use in problem-solving and creativity.
evaluate the ethical use of Al, including bias and misinformation.

examine the key concepts of digital citizenship, including netiquette and
respecting intellectual property.

> identify the types of software license and how to use software legally.
> practice safe online behavior by using cybersecurity measures such as

antivirus software and firewalls.

Tools

>
>

Microsoft Edge
Microsoft Copilot

> Microsoft Teams
> OpenAl ChatGPT
> OpenAl Sora
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LESSON 1
Exploring the Web

What exactly is the Internet? What kind of information
. can you find on it?

The word Internet is used often when talking about computers; and for good reason. Since it was
first introduced in the 1990s, it has become an integral part of our daily lives. It is a global network of
millions of computers that exchange information. The Internet is the largest computer network today,
and it connects thousands of private, governmental, and educational networks. On the Internet, you
can find a huge amount of information, photos, videos, and music. What's more, you can call your
friends or send emails and instant messages.

How do I get online?

First, you need a computer that
can connect to a network with
a cable or wireless connection.
Then, you need a router; the
networking device that
connects your computer to the
Internet. Depending on your
connection type, you may also
need a phone or cable line.
Finally, you need an ISP
(Internet Service Provider) to
provide access to the Internet.

p

An ISP (Internet Service Provider) . 0

is the telecommunications d “
company that will provide you

with access to the Internet. ~_ [ ©

-
You can connect a computer,

a smartphone, a "smart" TV,
or even a car to the Internet.

\.

: \/
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Home networks and public Wi-Fi

Now that you know what is needed to get online, it's helpful to understand that not all Internet
connections offer the same level of safety. Sometimes you connect at home using your router, and
other times you connect in public places using Wi-Fi. Each type of connection has different risks and
benefits.

Home networks

A home network is the private network you use at home. It is protected with a password and is used
only by people in your household. Because of private passwords and other protections, a home
network is more secure than a public connection. Also, it is usually more stable and faster, so it
works well for homework, video calls, and downloading files. However, it is only available inside your
home, and the signal can be weaker in rooms that are farther away from the router.

Public Wi-Fi

Public Wi-Fi is found in places such as libraries, shops, airports, and hotels. Many people can use it
at the same time. It is easy to access and is often free, which makes it convenient when you are
away from home. However, it is less secure because the network is open to many users, and other
people using it may be able to see your activity. For this reason, public Wi-Fi is not safe for logging in
to important accounts or entering personal information.

Sharing information on the Internet

Once you’re connected to the Internet, your device needs a way to send and receive information.
Here’s how that process works.

When you send something online, such as a message or a picture, your device must break that
information into smaller pieces and deliver them across the Internet. This happens through a simple
process:

« Your device breaks the message or picture into small pieces called packets.
« These packets travel across the Internet through different paths to reach the receiving device.

« When they arrive, the receiving device puts the packets together again to show the complete
message or picture.

Vs 21607 Ateuig o ybLAdod
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Browsing the Internet

To access information online, you need a web browser. A web browser is a program that allows you
to search the Internet for information. Various web browsers are available (e.g., Microsoft Edge,
Google Chrome, Mozilla Firefox), but here we will be using Microsoft Edge.

To open a browser:

> Click the Microsoft Edge
icon on the Taskbar. @

> The home page of the
browser opens. @

== Q Search @ B & a
e N\ R
The Back The Workspace Tab Address bar Settings and
button button allows You can open many Type the address of more opens the
takes you to you to organize web pagesin a a web page you want settings menu

the previous your browsing single window. to visit or check the of your browser.
web page. tasks. Each tab displays a address of the g
different web page. current web page.
. J \.
: 24
S| @ D B Newub X J — Ul e
@] -'\'-0.\ . . J {}"_1 m ¢t @ R -5 O
q
aus) Q
23t | =" Microsoft Start D P B
L
'[ o
£
| | RV H
m Microsoft .
+

Q Search the web

—_—
The Refresh The Stop The Favorites button lets
button reloads a web button stops the loading you manage your list of
page, or use the @ of a web page, or use the favorite web pages.
key. = key.
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Visiting a website
To visit a website, first you need to know its web address. The web address or the URL (Uniform
Resource Locator) is like the address of your home or a shop. It is a way to remember and open a

specific web page. The advantage of the URL is that it provides universal access to a web page and
its content. This means no matter where you are in the world, you can view and use the web page.

HTTP (Hypertext Transfer Protocol) and ( .com is the extension of a web address that
HTTPS (Hypertext Transfer Protocol indicates the category (commerce, education,
Secure) are communication protocols that government, or organization) or the country of the
allow web browsers to communicate with website. For example, companies in the USA use
servers in a specific format. .com, and schools use .edu. Sites in Mexico use
L .mx, and in Germany they use .de. )

A typical web address is

https://www.google.com
L

www. indicates that this server provides google is the main part that
information that can be searched and read through indicates the name of the
web browsers. www stands for World Wide Web. company, school, or organization.

To open a web page:

> In the address bar, type the address of the web page you want
to open, e.g."'www.binarylogic.net" and press Gl ©

v i ey lege - gACIM G X 4 ( )

€ O & puibinayiogcnet 1 =g - Instead of a URL, sometimes
you may come across an IP
(Internet Protocol) address.
It is the digital address of an
Internet device. For
example, the IP address for
www.google.com is

172.21717.46. I hi
H e “0! We are the gIObal instead of the Jgr,t;,gj:vills
lead er in K—12 visit the same place.

Computer Science

4 History
Tim Berners-Lee, while working at CERN in 1989, came up with the idea of the "World Wide Web."
This idea involved connecting all computers together so everyone could easily access and share
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Favorites

If there is a website that you want to visit often, you can add it to your Favorites list.

. i il A m 9
To add a website to Favorites: Lot o |
Favorite added X

> Go to the website you like,
e.g., "www.space.com”. @ ey > ) Fovortesior v

Ci

> Click the Add this page to Remove ;1'1
. i
favorites button. @ oH
> The Favorite added menu is Tolescopes on Amazon:
displayed on your screen. © best deals 2024

IS5 scientists make heat
cancer research: "We're |
we do Moonshots'

> Type a name for this
website @ and click Done. @

FE TG S gy T =

@ [ B Spacecom: NASA Space Bxplor: X | = o
= O 21 httpsy/www.space.com A w M = @ %
Favorites 6 B8 1a Q -

| v % Favorites bar I

E Space.com

E7) Other favorites

Now you can access this )
website quickly, without
having to use a search
engine. Just click the
Favorites button and
choose the website you
\want on the Favorites bar.

Mercury has a layer of diamond 10 miles thic
NASA spacecraft finds

NASA's MESSENGER mission has revealed that Mercury, the solar syste
tiniest planet and the closest to the sun, hides a big secret.

Al * D F+= @ 9

Once you have added the Favorites S EBBa- D

website to Favorites you
can right-click it and

~ 1y Favorites bar ]

. N 5
check various options. B s
7 Otherfa
( N
A hyperlink is usually a dy: K 5
word, phrase, or a # Edit
picture, that when th Rename
clicked, redirects you to & Copylink

another web page. A text
hyperlink is usually
underlined or in blue font.
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Home page

When you open Microsoft Edge or any other browser, there is a web page on the screen. This is the
home page of the browser, and it is set by the program. You can choose your own home page.

= K
To change the home
page: AN K O = B B o
. . E Newtab Ctrl+T Q
> Click the Settings o — —
and more button @ 0 - . L4
] — B2 NewlInPrivate window Ctrl+Shift+N
and then click Floridast = o & | -
Settings. © snags $1: 3t
> |n the Settings de-\felop 1 f\é Favorites Ctrl+5hift+O
menu € click grid o History CtrisH o
Appearance. O Telescopes & Downloads Ctriel
. best deals
> |n the Customize B Apps | vy
toolbar section, ISS scienti <& Extensions
turn on Home cancer res: 2 Browser essentials "
. we do Moo
button @ and click S Print G
Set button URL. @ i . Whatisthe n ., S
o C " R H 10 miles tthk, phases 2024 %' Screenshot Ctrl+Shift+S
e the we i A+
yp . NASA, Bosir & Find on page Ctri+F
address of the main Mercury, the solar system's astronaut mis More tools L
page you prefer @ & s
Settings
and click Save to
apply changes. ©® W i )
e L Close Microsoft Edge
C, ©® Edge | edge://settings/appearance < M = @ % Q
s y Select which buttons to show on the toolbar: o Q
ettings
L 4
(R Home button Set button URL o
Q. Search settings =
@ Profiles = Forward button Show automatically 5
The forward button auto appears in the toolbar when it's possible to go forward.
() Privacy, search, and services o
| &) Appearance {3  Extensions button Show automatically ~~
o Copilnt and sidebar The extensions button auto appears in the toclbar when one or more extensions are tumed on. ﬁ ‘
& G @ @ kdge | edge//settings/startHomeNTP w M = @ BV O
Q
y Open these pages:
Settings o
Pages Add a new page
Q,  Search settings &
g Clear the list and set it to all currently open tabs Use all open tabs
ol B Profiles i
'E @ Privacy, search, and services P
o @ Appearance ® Home button
o D Copilot and sidebar
.E I [E start, home, and new tabs Show home button on the toclbar o w
o) Set what the home button opens below:
llq-; [ Share, copy and paste e
0 % Cookies and site permissions New tab page i
N




Search engines

To open a web page, you need to know its address. But with hundreds of millions of web pages on
the Internet, it's impossible to remember them all. That’s why we use search engines.

Search engines help you find websites by searching for specific words, called keywords, that you
type in. Some examples of search engines are Google and Bing. Let's try one.

To use a search engine: SRR © o o+
5] () httpsy//www.google.com A O m =

> Open a web browser o Bons
(e.g., Microsoft Edge). @

> In the Address bar, type
"www.google.com" and
press CXEZE). ©

> The Google website
opens on your screen. ©

> |n the search text box, e Go gle e
L. Space

;
i
@ i 2

. B - x (= =D,
L&)

Bl

BE-A N EWE-
‘ R|
(11T

type the subject you

X L@
want to find. For

example, type owew I Fecing Lucky

"Space" @ and click

+

Google Search @ or i
press G Googe Ties gt
> Google will provide a list Tl ol il B b :
of websites containing ) W) (o ""e“* s Il B s Wi =
the word "Space." @ @ v s
> Click the website you s e s e 2
. . celebeates humanity's ongaing & Insion scross the fral frontier. +
think is the most ot i miinpiuiss o 0
relevant @ and it will o Mo ;
come up on your NAsA
MNASA go brings you The latest news, images and videos from Amencas space agency,
screen. e proneering the future ﬂwmw‘m[m“iﬁlﬂ'ﬁ“mvlﬁ "
] L D 0 B esromnah et x |4 - D =
l« ¢ o AR T 00 @ R -y O
‘ e *q
0 LATEST NEWS &
Florida startup Star Catcher I L]
snags $12 million to help o
develop 1st off-Earth energy
grid [
Telescopes on Amazon: The &
bast deals 2024 V

85 scientists make headway in
cancer research: "Wa're NASA,
we do Moonshots®

What is the moon phase today? Lunar
Mercury has a layer of diamond 10 miles thick, phasas 2024

NASA spacecraft finds NASA, Boaing discussing Stariiner
astronaut mission boday: Wateh it ive

{} Smart Tip

S Use the Back and Forward buttons to go to the previous or following web pages without typing
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Search engine results

To get better search results, type more than one word to make your search more specific. For
example, type "solar system" or "planets in our solar system" instead of just "planets." Search
engines are programmed to find the most relevant web pages for what you need.

S @ [ G Clstofplanets’- GoogleSearch X | = = B

< D () httpsy//www.google.com/search?g="List+of + planets"fisca_esv=BdcaSabediblal balisource=hplei=lEKiZr2Z.. AY ¥ m = & B o
" 4 -
Google "Listof p X & U X OO

Wikipedia
https:/simple.wikipedia.org » wiki » List_of_planets

W

List of planets
List of planets. Wikimedia list article. Language; Watch - Change. This is a list of two types of
planets: standard planets and dwarf planets, in the Solar ... search for pages

that contain a
particular phrase,
then you should
type it inside

quotation marks.
. J

If you want to

9 The Solar System Wiki | Fandom
hitps:ithesolarsystem.fandom.com » wikl » List_of_Pla.

List of Planets | The Solar System Wiki - Fandom
List of Planets ; Planets. Name of Planet - Equatorial Diameter (km) ; Dwarf planets.
Name of Dwarf Planet - Equatorial Diameter ; Hypothetical Planets. Name of ...

W Wikipedia
https:/fen.wikipedia.org » wiki s Lists_of_planets §

Lists of planets

Fictional or non-scientific planets. edit. For a list of planets as used in astrology, see:

Planets in astrology; For a list of supposed planets not based on ...

® Pinterest ]
hittps:/fwww.pinterest.com » Explore » DIY And Crafts £

List of Planets in Order | Printable Science Poster for Kids

Downtoad th eg printabie List o anets in Ord nce Post or your kKids 3

Pifiij

Evaluating web resources

Not everything you find online is true. That’s why it is so important to be a critical thinker rather than
a passive recipient of information. In other words, make sure a website is reliable. Don't accept
everything you read online without first determining if it is accurate.

List of criteria to determine if the online source is reliable

Criteria Explanation

Check what the purpose of the website is and why it was produced. Ask
Accuracy yourself if the author is qualified to write on the given topic. Check if the
information is free of grammatical, spelling, or typographical errors (typos).

Check if the name of the author is displayed on the web page. Identify the
Authority URL of the web page and choose those that belong to the categories of
education, government, or organization.

Check when the website was last updated or if there is a clear indication of

-to- n
Up-to-dateness how current the information is.

Ask yourself if the information is factual or opinion. Evaluate whether the

Objectivity web page is for advertising; if so, it might be biased.

Sampler for Review Only



Microsoft Copilot

Microsoft Copilot is a smart assistant that uses Artificial Intelligence (Al) to help you with tasks like
writing, solving problems, and finding information. This tool is part of Microsoft products such as the
Bing search engine. It lets you ask questions naturally, just like you would ask a person, and it gives
you relevant information, making your search experience easier and more interactive.

To start Copilot in Bing:

> Open a web browser and
navigate to
https://www.bing.com. @

: im0 A =+
« O o hitps/fwawlbing.com/ 1 m =

Q Search the web

> On the Bing website, click
the Copilot icon. @

> You are now in
conversation mode with

Bing’s Al. ©
& @® [ O MicosohCopiotinBing x  + - 0 X
= O (8 https://www.bing.com/chat?q=Microsoft+ Copilot&FORM=hpcodxfwlsso=18wlexpsignin=1 £ a @ m = @ =
B Microsoft Bing Q, search 0 copiLoT B roTesoox A @ = Chaty

7 Copilot

Your everyday Al companion

You can also start
Copilot by clicking
the Copiloticon in
the upper-right
corner of the page.

Compose a folk song inspired Coach me through an upcoming
earth, water, fire, and air job interview with some mock
Suno Terms | Privacy | questions

Share some fascinating facts
about ocean tides

Copilot uses Al Check for mistakes. Terms Privacy FAQS ( Try Copitot Pro }
At

Choose a conversation style

More.

More o More
Creative Balanced Precise

©

Ask me anything...

© .
Satfp

T

|
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Starting a conversation with Copilot

With Copilot, the Al assistant, you can have actual conversations instead of just asking individual
questions. Simply type your question or request for help, and Copilot will respond accordingly.

To start a conversation 2 @ [ T Microsoh Copilotin Bing el -
with COpiIOt: €« G & hitps// ing.com/chat?q=Microsaft+CopilatBFORM=hpe
B2 Microsoft Bing Q) SEARCH ) copiLoT P noteeook

> |n the search bar, type
your question or request
as you would in a
normal conversation. @

> Click the Submit button
or press CiEEY). ©

> Copilot will provide a
detailed response to
your question, including
definitions and <
examples. ©

5 Copilot

Your everyday Al companion

> Continuing in the same : e
X Compose a folk song inspired by Coach me through an upcoming
way, you can refine the earth, water, fire, and air Job interview with some maock
Suno Tems | Privesy | questions

question by asking for
specific details about
the topic you want. @

Explain to me what Artificial Intelligence is. o

Share some fascinating facts
about ocean tides

%)
©
v

o

A question or instruction
given to an Al to guide its
response or action is called a
prompt. Clear and specific
prompts usually result in more

accurate and useful answers.
\\§ J

.

If you click the
microphone icon, you can
speak your question, and
the program will convert
your speech into text and
then process the request.

J

£ You

Explain to me what Artificial Intelligence is.

h Copilot
Artificial Intelligence (Al) is a branch of computer science focused on creating systems capable of performing
tasks that typically require human intelligence. These tasks include learning, reasoning, problem-solving,

understanding natural language, and perception ' 2.
There are different types of Al, including:
1. Narrow Al: Designed to perform a specific task, such as voice assistants like Siri or Alexa.

2. General Al: A more advanced form that can understand, learn, and apply knowledge across a wide range of
tasks, similar to human intelligence.

3. Superintelligent Al: Hypothetical Al that surpasses h intellig inall

@ How does Al impact our daily lives? o

8B ¢ >

o

When using this
online tool, it's
important to keep
your personal
information safe.
Avoid putting details
like your full name,
birth date, home
address, usernames,
and passwords in
prompts. Remember
to follow online
safety rules and
prioritize the
protection of your
personal data.

Samplertor-Review Only



Verifying Al information

Always check the information you get from Al with other trusted sources, especially for important or
sensitive topics. Al is helpful and fast, but it can sometimes give incorrect, incomplete, or outdated
information. This can be a problem in serious fields like law, medicine, or finance, where even small
mistakes can lead to big consequences. To make sure the information is accurate and reliable, it is
important to also ask experts, read official guidelines, or check other reliable sources.
Double-checking information helps avoid mistakes and ensures that your understanding is based on
correct and complete information.

s @ 0 © Microsoft Copilot in Bing x 4+
e (3  https://www.bing.com/chat?q=Microsoft+Copilot&FORM=hpcodx&wlsso=1&wlexpsignin=1 2
=l Microsoft Bing Q_ SEARCH ) coPiLOT B noTeEBOOK
& You

Explain to me what Artificial Intelligence is.

" copilot
Artificial Intelligence (Al) is a branch of computer science focused on creating systems capable of performing
tasks that typically require human intelligence. These tasks include learning, reasoning, problem-solving,

understanding natural language, and perception ' 2. N

There are different types of Al, including:
1. Narrow Al: Designed to perform a specific task, such as voice assistants like Siri or Alexa.

2. General Al: A more advanced form that can understand, learn, and apply knowledge across g wide range of
tasks, similar to human intelligence.

3. Superintelligent Al: Hypothetical Al that surpasses human intelligence in all aspects.

@ How does Al impact our daily lives?

g >
See the Al References and Resources section for details on this Al generated content.
4
Make sure the information is consistent with other facts The numbers "1" and "2"
you know to be true. If the Al’s information goes against indicate where the
well-known facts, further investigation is needed. information came from. By

checking these sources,
you can determine if the
Al's answer is reliable and
trustworthy.

Sampler for Review Only
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Fake news, photos, and videos

Fake news, photos, and videos are everywhere online. Fake news is false information that looks real
but is designed to trick people. Fake or edited photos and videos can also be altered to show
something that isn’t true. These can confuse people, spread lies, or make others believe something
that didn’t happen. For example, a fake photo might make someone think something dangerous is
happening when it’s not. This can hurt people’s feelings, make them scared, or cause big problems
in society. Fake photos can also promote unrealistic beauty standards, making people feel bad
about themselves. Sometimes, fake news or photos are even used to bully others. That’s why it’s
important to check if what you find online is true before sharing it with others.

How to spot fake news, photos, and videos

Factors to consider | Questions to ask

Is the website or person sharing the information well known and trusted?

Source
Be careful if you don’t recognize the source.

Date Is the date of the news correct? Sometimes old stories are shared again to
confuse people. Make sure the date makes sense.

Headline Does the headline sound too crazy, shocking, or unbelievable? If it seems
too extreme, it might not be true.

Author Is there a real author who wrote the story? Can you find information about

the author that proves they are trustworthy?

Does the picture or video look strange or fake? Pay attention to things such
as blurry details or mismatched shadows, which can be signs that it is not
real.

Picture or video
quality

Can the story be verified as true when checked on other websites or

Fact-checkin
nd fact-checking pages? Use websites like Snopes or FactCheck.org.

Is the story trying to make you feel very angry, upset, or emotional? Stories

Bias

that bring out strong emotions might be trying to trick you.
Links and Do the links in the story go to trusted websites? If the links are broken or
References go to strange places, it is a red flag.

The importance of Triangulation

Triangulation means checking the same information from different sources to make sure it is true.
Instead of trusting just one website or article, you can check two or three reliable sources to confirm
the facts. This helps you avoid being tricked by fake news or misinformation.
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Answer each set of questions in your notebook.

1. Decide whether each of the following statements is true or false.

1. The Internet is the world’s largest computer network that connects private,
governmental, and educational networks.

2. An ISP (Internet Service Provider) is a device that connects the computer to the Internet.

w

. The headline of an article is not important to consider when evaluating whether the
article is true or not.

. If a video or picture is blurry or has strange details, it might be fake.
. When an Al tool provides an answer, there is no way to check if it is correct.

. Public Wi-Fi networks are less secure than home networks.

N o o b

Triangulation means checking information from one specific source to make sure it is true.

o]

2. The following diagram illustrates how computers connect to the Internet. Match the icons
1-6 with the corresponding descriptions A—F.

|

A Computers B Phoneline C Wireless

&)

D Router E Wired F Internet

e —
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3. Select the best answer.

1. What does URL stand for?

a. Uniform Resource Locator
b. Universal Resource List
c. Unique Reference Link

d. Uniform Remote Location
2. What should you check to determine the purpose of a website?

a. Authority

b. Up-to-dateness
c. Objectivity

d. Accuracy

3. Which part of the web address "https://www.bing.com" is a communication protocol?

a..com
b. bing
c. https

d. www

4. How is using public Wi-Fi different from using your home network?

5. Suppose you are researching a topic and you find a website that seems like a good
source, but it has some spelling errors and no author listed. How would you decide if the
information is true?

6. Find out how plastic pollution affects marine life, focusing on how it impacts marine
animals and what solutions people are using to reduce plastic pollution. During your
research you can:

« Use the Google search engine to gather information.
» Use Microsoft Copilot to ask questions related to your topic.

» Organize your findings by adding the web pages you use for your research to your
Favorites list in the Edge browser.
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LESSON 2
Using online resources

What are some of the most well-known sources
. of information on the Internet? Where exactly can
you find material like images, sounds, or videos?

The Internet offers a wide range of possibilities for finding information. If, for example, you need
material like images and sounds for a homework assignment, you can find them on the Internet
and download them onto your computer. You already know how to find websites in general.
Now it’s time to learn what you can do with all this information.

Wikis

Wikis are online encyclopedias. You can use them to find information on whatever subject you
like. There are a lot of wikis on the Web that offer general knowledge; there are even wikis for

video games.

To use a wiki:

> Go to "https://www.wikipedia.org/". @

> In the search text box, type a keyword for
the subject you want, e.g. "Black hole" @
and click the Search button ©

or press G,

> The result will come up on the screen. @
If there is more than one subject, click
the one you want.

Online encyclopedias come in
many languages. So if you can’t
find something in one language,
maybe you can find it in another.

When you search the Web for a topic,
do not rely on just one website. Visit
several websites and compare the
information. Remember that people
write these articles, which might not
always be fair pr balanced

2@ O w e x [
& O 8 hiteslweweikipedisong @ A m = @
o WIKIPEDIA
The Fres Encyclopedia
English BkE
S847.000+ ariches 1421000 EX
Deutsch Pyccrmii
2524000+ Anikel 1287 000+ cxaveft
Espaiiol Francais
1.965.000+ articulos ET1000+ aniches
i Italiano
1420000+ %H / 8 1.871.000+ voci
iyl Portugués
Al 4L 0nF,mne 1LATH000+ Mriges

i e

5, Read Wikipedia in your language

2 1 D w Eecck Wispesa x|+ -
€ O O hiten/enwidpediasigivil Bl ho 3 A o O @ B
0 WhikipEmA G G i

The Trve Dncyshopentis:

= Black hole o 17 languages
Arscle Tk Read Viewsource Viewhsiory Tools v
From Wikpedia, the fies sncyciopedsa @8

Forolher uses, see Biack holy (disambiguation].

Albdack hole s a region of space

whara granily is 50 sirang that nofhing, not aven light
and other electomagne capable of possessing anough energy to escape it ¥/
Einsiein's theory of general relalivity predicts that a sulficiently compact mass can deform
spaceting 1o form a black hole, 'l The boundary of no escape is called the evant horizon. A
back hole has a great effect on the fal - of an abject crossing i, but it has
no kocally detectabée features according 1o general relativity In many ways. a biack hole acts
s an iceal black body, & i refects no light ™17 Quantum fisld Seary in curved spacetime
pracicts that event horizons emit Hawking radiaticn, with (ha same spectrum as a black body
1o its mass. This is of the ceder of
7 biack hotes, making i essentially mpossibie 1o observe drectly.

of & temperaturs inverssly




Understanding Creative Commons licenses

When searching the Web, it is important to know what you are allowed to do with the content
you find. Creative Commons (CC) licenses help people share their work in ways that let others
know what they are allowed to do with it. With these licenses, creators keep their copyright but
give permission for others to use, change, or share their work. Each type of Creative Commons
license has different rules.

Creative Commons license types and rules

License type What it means

You can use, change, and share the work, as long as you credit the
creator.

You can use, change, and share the work, but must use the same
license.

You can share the work, but cannot change it.

You can use, change, and share the work for non-commercial (no
money) purposes.

You can use, change, and share the work for non-commercial
purposes and must use the same license.

You can share the work for non-commercial purposes with credit to
the creator, but you cannot modify or adapt it.

CC BY-NC-ND

PUBLIC
| DOMAIN Anyone can use, change, and share the work freely, with no credit or

permission needed.
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Gathering information

When you need to learn new things or complete a project, you can use online resources to
gather information. These resources include different types of content, such as text, images,
videos, or sounds. Using these resources can help you understand a topic better and make

your projects more engaging.

)

To gather information o o - @J
. -« C f o A M &
from an online source: e
Home Photo Gallery
> Visit a website and Gallery

Santa Monica Pier

select the part of the
text you want. @

> Right-click it and

Downloads

Machine Learning

et

Bl

About
click COpy 9 """ @, Search the web for “The Santa Monica Piar is an..*
o q Beautiful Santorini B3 Search in sidaba for “The Santa Monica Pler s an.." Crfasmine
> Pasteitinto a 3 i 5 P [ E
Microsoft Word spmkinpd L —-
et it
document or a - - amasing viows and laam sbout, 2 Tarste slcton o Engh
text editor. © S || -
0 lnspect
4 S
p
Keep track of your source when copying information
from a website by saving the link or writing it down.
This helps you remember where the information came
from and properly credit the website.
.
@ sutosave B 90 = Doumentl -. 2 Search Binary Academy e = (m] X
File Home insert Draw Design Layout References Mailings Review View Help | 2 Comments | | & Editing ~| m
. ISE&'EE@A .................................... R T = o =
LDF tty-ax?s B=s=s(Ee w/o \g #
A B SI= = =2 Styles  Editing | pictate Editor  Add-ins
< | AEEEAC AN | B R - * >
Chipboard 1% Font & Paragraph G Stles & Voice Sensitivity Editor  Add-ins b4

»

The Santa Monica Pier is an amazing place in California, USA. It has a fun amusement park called
Pacific Park with a giant Ferris wheel that lights up at night! The pier has been around for over 100
years and is a favorite spot for families to visit. You can enjoy games, ride the Ferris wheel, or just

walk along the pier to watch the beautiful sunset over the ocean.

Learn more about Santa Monica Pier, Pacific Park, and the Eerris wheel|

v

R

Page1of1 [} 1 Focus

() Smart Tip
S  When you find the information you need, don't just copy and paste it. Instead, take time to
understand the subject and explain it in your own words. It's not right to copy someone else's
work and present it as your own, and by studying and trying to express the information in your

S n writing, you'll Iave a bette, nderstanpof the subject. O I




- = - D 'x
To search the Web 2@ O G coge x [+
« O @ 1 httpsy//wew.google.com o e m s @ @ - o

Signin Q

for images:

About  Store Gmail Images
> Open Microsoft
Edge and use a G I @
search engine to 0 g e =
find what you i
want, e.g., type
"www.google.

com" in the 5

address bar and

press CIEE). O Go gle

> Click Images, © Images

type some . Black holes e S | e T id o
keywords for the

picture you want

to find, e.g.
"Black holes", © ( e : : .
’ Type finds images according Any time helps you find
and click the to their type, e.g., drawings, content that was uploaded
Search button or . photos, or clip art. during a certain period of time.
press G O | = O .
« O M & httpsy//www.goodle.com/search?q=Black+holesfisca_esv=.. ¥ m | @& % b
i Q
( . A C Black hol , & g
Color finds color or Google s 2|
black-and-white ¢
. Al  Images MNews \Videos Shoppihg Books Maps i More Topls
images. It also ]
categorlzes Images Galaxy q Inside Real . Nasa = Earth E Universe i > 2
according to the base - °
color, like orange Size~ Color~ | Usagerights ~| Type~  Anytime e—AdvancsaSeorch J =
images, blue images,
etc. +
(& J/
4 N\
Size finds images
according to their
o o w Wikipedia @ UChicagoe News - The University of Chi..
size (large, medium, Black holes: Everything you need o ... Black hole - Wikipedia What s a black hole? | University of ..
or smaII). This can be | o 3 @
useful, especially if
you want to find
images for v Not filtered by license
presentations, videos, . -
Creative Commons licenses
or text documents.
~ g Commercial & other licenses
o
S
gl
—
g The Commercial & other licenses option
o displays images that do not have Creative
c Commons licenses. These images might The Creative Commons licenses option
e come from free websites or from sites where displays images that have rules about
"q'; you need to pay to use them. how you can use them.
N
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Once you have found the image you want, you can save it on your computer.

To save an image: -

> Click the image to get a preview of it. @

> Right-click the preview of the image @ and
click Save image as to save it. © paper Mty way . i

Open link in new tab

Open link in new window

Open link in InPrivate window
Open link in split screen window

#8000

Create QR Code for this image b
| € © B O ssiwmguogesomissilsad okt e St et 0 D ™ @R Camikine

Copy link

Open image in new
Save image as

Copy image

@ Copy image link.

Edit image

Magnify image Curt, Curl
Search the web for image

Google Back holes % & @ Q ® ;:s

e v Usage

L I 7 R

-0-5-%-9-E—0—@-
Bee v Cok gz e Typew Anyime wr i

v droed Seun

(0

Black hole - Wikipedia

Images may be subject 1o copyrght. Le
Visual Search
<, Share

Add to Collections 4

Share

Lo R T R [ O =

Gl

Inspect -

]

Searching the Web for videos helps you find useful content that may support your learning, helps
with projects, and gives you interesting information.

To search for videos: Google Black holes o x| &=

=

> US|ng the Google SeaI’Ch Al Images oVideos Shopping Books Maps i More Tools @
engine again, type your
keywords e g /—0 Any duration = Anytime = Anyquality » Allvideos » Anysource = |<‘dianced Search

"Black holes" and press

Enter — § o www.youtube.com ; watch

. . Black Holes Explained — From Birth to Death
> Click Videos. © CIWYLETSINRE)  Black holes. Lets talk about them. OUR CHANNELS v German

> Click the video you find O : https:/kgs link/youtubeDE Spanish Channel: ...
interesting. ©

> Click the Play button to
start the video. @

e - Kurzgesagt - In a Nutshell - Dec 15, 2015

2 B DO | o sk bpliced-Frombie x |+ I -
« O W B  hitpsy/wewyoutubecomiwatchivee-P. B 17 m = @ @ - O
=  E3Youlube Search {1 i @ signin Q

-
You can filter the search results

L 4

based on the video length. But o
remember, the longer the video, o
the larger its file size. =

&

-

You can have access to thousands of videos on
www.youtube.com in the same way. If you want
to download a video, you’ll need a program
called "Video download helper." But download Black Holes Explained ~ From Birth to Death

REvViewrOnly




Generating Al images

Bing Image Creator is an Al-powered tool that can help you generate custom images based on the
text prompts that you provide. The tool allows you to generate visual content quickly by describing
the desired scene, style, or object in everyday language. You can use it for educational purposes,
inspiration, and exploration, as well as personal and entertainment use.

2 @1 0O Q FreeaimageGeventoe-mage x| b

€ 3 O R 6 bips)wewbingcomimages/oese

To use Bing Image

m o @

Creator:

> Go to "https://www.
bing.com/images/
create". @

> Type a description of the
image you want to
create. ©

> Click Join & Create. ©

> Sign in with your email
account. @

Create images from
words with Al

! Search, chat, and

> The image is now T ok S e B
generated. ©@

B Microsoft

+ alex.bacademy@outiock.com

( . R Enter password
Before sharing Al-generated B

images, make sure they are
truthful and respectful. Make
sure they do not hurt or mislead Forgot usernarn
others. Always choose images
that are fair and accurate.

BR MicrosoftBing Q Image Creator =
L 4
Create a computer network diagram &
g
[+
&
+
)
5
5
g
.'IE
O Priva nd Cookies ¥ rms of Use .
0. 4 . » T8
N S a mrpﬁ}e@f;d R%o@ Ftion Rai@tVf@Wt. i ; n | y




Downloading sounds lets you access free audio files from the Web for projects, presentations, or
personal use. Preview and download files in formats like WAV or MP3 to build your sound library quickly.

To download sounds:

> You need to access a website that has free
sounds, like "www.soundjay.com". @

> Select the category of sounds you want. @

> Click to hear the sound live stream before
you download it. ©

> If it is the one you want, click to download
it either in a wav or an mp3 format. @

> The sound file will be saved on your
computer automatically. @

> Click the folder icon to go directly to the
Downloads folder. @

4 Downloads x

By default, all the s @

downloaded
material is saved in

@ Mew ~ [X, (18

the Downloads % Downloads #
folder. &l Documents *

P8 Pictures »

@ Music »

Useful tools with Google

¥ Free Sound Effects =D

o PRI T

= Background Sounds @
@ Aumiskent 3urds Bom infese and edericr eations.
Button Sounds
£8ck3 303 DSDS 12 MBS NIAGAtOrS.
Communication Sounds
Fhons scunds, wiFng, payesPeCorOeT,
Human Sound Effects
Bodly foncions, 1oofsteps, and doth

Welcome of change

projects but you mndl 10 downboad, ik directty orsell
ounds 1o anyone eie mfhlﬁd effe: Most fies are
sleren 44.1 kHz or 48 kM.

Machine and Mechanical
Tooks, agplances, guns and expicsicns.

Miscellanecus Sounds
AR KRG O e 3600 #1NCTS 10 SoRNKRY

Music Tracks
Frie musi: racks for your peoects

Nature Sound Effects
Fire, ice, rain and waler sounds.

ot Eftects - Wi Mp 0 ¢ | o
ound efiects htmirgeogle

o soundiay.com;fire o '-“"3'9 A

Sound: Campline

: forest, camp, crackling

Fire Sound Efect 01

(v e

@ > - hd a4
sound effect 124 M .'...'\

As time goes by, search engines are becoming even more helpful, not just for finding websites, but
also for learning and understanding a wide range of topics. They can help you find definitions and
synonyms for words, translate web pages into other languages, or solve mathematical equations.

To find definitions of words and synonyms:

> Open a browser, e.g., Microsoft Edge.
> Go to "www.google.com". @

> In the search box, type "define" or "definition" or

"what is" and the word you want to define. @

> Press iR,

> The definition of the word will be provided in the

search results. ©

3 History

AN

L @ 0| O orermimeninc - Googie X

€ C @ O hipcfewgoogecom

Mathematics -
- Fisld of sty |

Dictionary

Defrvsny trem Cufoed Laogaages - Lesen more

° math-e-mat-ics
1 maTH{s) masia/

noun

Gmmmme % 4=

M images Videor Shopping Foumt  Docks  Mews 1M

((Owervew ) Prcicopotiens  Functon  deos
L ety

- ity and gpace
o s 1 i3 apped 10

mathematics ).
5 taste lor mathemates”
+ the manhemanical aspects of something.

The technology we use for the network behind the Internet today was developed in the 1960s.

ARPANET (Advanced Research Projects Agency Network) could send "packages" of data and
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4 \
To translate a word, phrase, or text: In the Translate from

list, click "DETECT

> Open Microsoft Edge and in the Address bar type LANGUAGE" and
"https://translate.google.com". @ Google will
q t tically find th
> Select the language you want to translate from (e.g., "English") @ I:sgzn;;;i%r;nusin;
and choose the language you want to translate into (e.g., \ y
"Spanish"). ©

> In the text box, write what you want to translate. @
> The translated text will be generated automatically. @

s @ M |& Google Translate 5 ‘-I— = o X
& O h & https;f/translate.google‘camo W M = @ R O
= Google Translate £3 i o a
Hp Text ] I°s B Documents EN Websites 9 L
L
Detect language English Spanish French v P g English Spanish Arabic v
2L
It is hot today! o X  jHace calor hoy! e Y o
&
+
& 9 16/5000 g ~ <) 0 65 <
To solve math equations: 2> C @ @ hitps//wwwgooglecom
> Open Microsoft Edge. Go to ut  Store o

"https://www.google.com". @

> In the Search box, type the I
mathematical equation you o g e
want to solve @ and click the
Search button. ©

> The solution for the equation o Q 5+(3/1}-(6*2)e

you have written will be
generated. ©

Google Search I'm Feeling Lucky
& \
e Y @& You can also ask questions
E Google SHEITHE'2) x| @Q like "How many seconds are
(o) in a day?" or "How many
m Al Images \ideos Shopping Maps Forums Web ¥ More eToors miles are in a "g ht year?"

J
1=
:: o 5+(3/1)-(6%2)=
(7] -4 . . )
O Try something else, like
u Rad g xl 9% " r 5x+6g8.

N




Answer each set of questions in your notebook.

1. Decide whether each of the following statements is true or false.

1. Wikis are online encyclopedias where you can find information on various subjects.

2. Al generated images can be shared without considering their accuracy or potential to
mislead others.

Using the Google search engine, you can find images by applying filters like color and size.
You can only translate words into Spanish using Google Translate.
. You can use the Google search engine to find a video based on its length.

. An image with Creative Commons license type CCO can be used, changed, and shared,
as long as you give credit to the creator.

oW

2. Select the best answer.

1. Which Creative Commons license type allows you to use, change, and share the work for
non-commercial purposes?

a. CCBY

b. CC BY-ND
c. CCBY-NC
d.CCO

o]

|

2. When using Google to search for images, which filter helps you organize results based
on their format?

&)

a. size

b. color

C. usage rights
d. type

3. Select the correct sentence about videos.

a. The longer the video, the larger the file size.

b. The longer the video, the smaller the file size.
c. The shorter the video, the larger the file size.

d. Video length does not affect the size of the file.

3. If you use an Al tool to create images, how can you tell if the images are accurate or fair?
What should you think about before sharing or using these images?

4. Find information about a famous inventor and their invention, and explain how it affects
our lives today. You can use wikis to gather information and find pictures. Copy the
information and pi(Tures into? online document. When searching for images, make sure
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LESSON 3
Communication tools

Have you ever wondered how computers allow you to
. communicate with your friends? What digital tools do you
use to stay in touch with others?

Digital tools for communication

The Internet is not only for finding information, it also provides tools that help you communicate.
Many programs let you stay connected with others using text, sound, or video.

Email

You are already familiar with this technology. You can use email to send news to your friends
wherever they are. You can also send them documents, photos or small videos, and other files. To
do this, you can use a web-based email system, like Gmail and Yahoo, or you can use an email
program like Microsoft Outlook (Outlook.com).

It doesn’t matter if your friend lives on the same street or in another country. They will receive the
message in a few seconds.

Outlook Q, Search @ 0
G = Home View Help Message Insert Format text Draw  Options
- D« M~ § |Aptos - 12 B 7 U & Z< 4~ M = Z~ « | B~ P2y oy v &
&~ Favorites Focused Other Q= n m From: marco.bacademy@outlook.com
.s & Inbox 1 > O [Draft] Stella Binary Academy
» Healthy food project 12:02 PM To alexbacademy@outlook.com
v B> Sent tems Hi Marco, Do you want to meet tom...
Drafts 1 Fw: Healthy food project
Z o September ; ’
v stella-ba@outlook.... Stella Binary Academy Hi Alex,
] School project Thu 9/26 This is our meeting for the project. Can you come?
& Inbox 1 Great ideal!! See you tomorrow. Stella See you later!
Marco
(>} £2 Junk Email 2
- 77 Drafts 1 .
— | From: Stella Binary Academy <stella-ba@outlook.com>
B> Sentlitems Sent: Monday, October 21, 2024 12:02 PM
To: Marco <marco.bacademy@outlook.com>
W Dilateditiams Subject: Healthy food project
B Archive )
Hi Marco,
[P Notes Do you want to meet tomorrow at 5 p.m. to prepare our school pi

Get Outlook mobile.
Stay connected on the

See you soon,

Stella

syt I
\ 4 )




Copyright © Binary Logic SA  (m)wisiel/123rf, (b) vanzyst/123rf

Chat

Chatting, or instant messaging, is a very common way of communicating on the Internet. Using
instant messaging, you can send a short message to a friend or to your whole class. The message
reaches them immediately through their device, and they can reply right away.

Some common chatting tools are WhatsApp, Messenger, and Microsoft Teams. Some chatting apps
require users to be 13 years old to create an account. It's important to check the rules in your country
or state and follow them. It's also important to check the rules in your household and follow them.

WhatsApp

WhatsApp is an easy-to-use
application that is mostly used on
cell phones. It lets people send
messages, make calls, and share
photos and videos with each other
using the Internet.

Messenger

Messenger is an application that
helps people send messages,
photos, and videos to each other
quickly. It’s like texting, but people
can also make voice calls or video
calls to talk face-to-face. Messenger
is often used with Facebook, so
friends and family can stay in touch
easily. A chat can be with one
person or in a group with many
friends at the same time.

Lisa Cooper

& Messages to this chat and calls are now secuned with
endito-end encryption. Tap for more info.

Hello Lisal

How are you? | -

I'm fine. You?

I'm fine too (22)

—

Marco DTeans
Wi s etk

i s

LN~ @ b

r a

O Be Safe

L~ Chatting online is not a substitute for meeting up with friends in person. Meet your friends
face-to-face and spend time together in person.
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Microsoft Teams

Microsoft Teams is a popular chat program. Microsoft Teams is included as part of Microsoft 365
for Education. To use it, you need to create a Microsoft account.

Sign in to Microsoft Teams X
H Mi
= Microsoft 4 . A
m= Use your Microsoft account. If
b 7 you are using Outlook, you
Slgh in already have one.
| J/
Email, phone, or Skype e \
Create a new account or type
i acoonniti Brediandl * your username and password if
you already have one.
| J
N
p Chatting on the Internet is not just
All communication programs work in a similar way. Here, you for fun. Imagine how useful it is for
can search for people you know to chat with. people who can’t talk face-to-face.
\ J
@
(7] Q. Search oy = m) %
o Chat =0l E
o)) Start a new private conversation here.
Welcome, Lisa Binary Academy
9 Here are some things to get you going...
® Fy 4
) g
Send instant
messages, share Skip the calendar :
files, and more and create an Sand g rece;::
over chat. instant meeting SMS ;n:;sagdesh =
with just a click. yorranaroidphone
Néi chat in Teams.
Meet now "
Link your phone

Stay connected across all your devices by downloading the Teams mobile app.
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When you first start the program, you have to search for people you know so you can talk to them.

To talk to a friend:

> Click the New Chat icon. @

> In the To field, type the name or email address of the
person you want to chat with € and press Eaam.

> Type your message in the text box at the bottom ©
and press or click the Send button. @

)

=

r - \
If the email address belongs a
to a Microsoft Teams user,
you can immediately send a
i Q Sewch BT message, and the user will %
0 Chat = OB Too e naee, emad or phane number e 5 Add group ng receive it and respond
Gl Y directly. Otherwise, they will
& @ o B orssbeesistinbin receive an email notification EE
= T———— with your message and
. - instructions on how to join
Teams. =
N )
Android SMS messages in Teams —
L
Link Android phone
)
sl I
Type 8 message @8 ¢+ P
(7] £ Q  Search ". Uh = o x
fal Chat =il Aa  Alex Binary Academy Chat Files +1 2 ' & @
& v Recem
Today 3:55 AM
Alex Binary Academy 400 AM
ﬂ AR Your | am back from my tripl @
s N\ ( )
You can also send an invitation link to During the
someone. To do this, click Invite to conversation, you
f Teams. Copy the link that will be can share photos,
Invite to Microsoft Teams x created and share it with the people videos, and files
i Cony you want to invite through email, chat, from your
or any other messaging app. computer.
\ Y, | J
Type a message /—-o@ B2+ B
l wo Invite to Teams
[
You can also use emojis to express
[ |
feelij

nly




You may receive requests from people that you don’t know. Ignore or block them.

To block someone:

> Click the More options icon next to the name. @
> From the drop-down list, click Block. &

L ]
] Q. Search oy - o
Q Chat = el & AA  Alex Binary Academy Chat Files Photos &g m YL @
ﬁ * Recent
Today 4:20 AM
) AA Alex Binary Academy @ -
You Hi Alex, how are you?
@ Open chat in new window
| am back from my trip! &
%3 Mark as unread
£ Pin
Bl Mute
@ Block
R Hide
W Delete
Type a message @68 2 + b

®

r a

O Be Safe

L\~1 If you ever get a message from someone you don’t recognize, let a teacher or another trusted
adult know. You can also report the message in Microsoft Teams.
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When you want to talk to more than one person at a time, you can create a group chat. For example,
if you're on a robotics team, you can create a group with your teammates and talk about the project.

To create a group:

> Click the New Chat icon. @
> Click Add group name. ©
> Type a name for your group. ©

)

Any time a group member sends
an instant message, it will be

gl

> Type the email addresses or the names of the received by all participants,
friends you want to add to the group. @ allowing them to talk and share
> Click where it says Type a message. @ files with each other.

> The group will be created automatically. @

Bl

. =)
[ ]

< Q. Search T = O A

=

Chat = ll'en To: Enter name, email or phone number i@ Add group name

(4
* Recent o 6
New chat

AA Alex Binary Academy 4:20 AM ("]
You: l.am back from my trip! &

@ 0 & O &
o]

|

]

Q. Search . [ 7 4 Q  Search
& Group name: School Project e fa) Chat = N & il & @ Schot
To: AA AlexBinaryAcademy X M Marco X o B v recent
B x;ol Project e
AM AA Alex Binary Academy 4:20 AM

You: | am back from my trip! &
‘_ | v

L

You're starting a new conversation

Type your first message below.

Type a message e © flype a mes

r‘1 Irvite to feam:
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After you create a group, you can check who is already in the group or add new members

to the group.

To add participants to a group:

> Click View and add participants. @

> Then click Add people. &

> Type the email addresses or names of the people you want to add to

the Microsoft Teams group. ©
> Click Add. ®

Q  Chat = oo
i3} * Recent
59 School Project
=] & oo
AA Alex Binary Academy 4:20 AM

You: | am back from my trip! &

o —
7] < Q. Search o = o

@ School Project /# cChat Files Photos & m 8

People (3)
AA - Alex Binary Academy

La LisaBinary Academy
@ You

M Marco
L

& Add people e
L [ -
Add

9 & stellabacademy@outlook.com X |
e Q)

Type your first message below.

Customize the group

When you create a group conversation, you can customize it. For example, you can change the
group name, share the group link, upload files, and more.

S Leave . .
& \&Ilck Leave to exit the chat. )
Delete

7] < Q  Search Use the Edit icon
./_ to change the
Qo Filter by name = X 484# School Project // Chat Files Photos group name.
ﬂ v Racent Today 6:17 AM
&, Lisa Binary Academy added Alex Binary Academy and Marco to the chat.

9 ABVIA f;:oo' Broject 2 = ﬁ Lisa Binary Academy changed the group name to School Project.

@ Open chat in new window
AA  Ale B3 Markas unread Click Mute to ignore notifications for this group chat. )

You

£ Pin |

P The Get link to chat option allows you to share the link

S2setlinkdoichat with friends and invite them to join the group.

R Hide

' Only



Customizing your status

When you use Microsoft Teams, your status lets your friends know when you're available to talk.
Your status is set automatically, but you can change it yourself at any time. Just click the status icon
next to your profile picture and choose the appropriate status from the list.

)

e 5 .
7] < Q  Search w“ oy - o X
Q Filter by name = G asvs School Project /#/ Chat Files Pho Personal Sign out %ﬂ
— Lisa Binary Academy
o) ¥ Recent Today 617 LA lisa.bacademy@outlook.com @
pei & Lisa Binary Academy added Alex Binary Academy and | My Microsoft account l
ject 17 AM
9 ABVIA f}i‘ermnddge B f Lisa Binary Academy changed the group name to.Sche ° Available >
@ set status message b
& ; : ?
AA Alex Binary Academy 4:20 AM n

You: | am back from my trip! &
%  Add another account

=

N
( When you're active in
© Available L Microsoft Teams.

@® Busy

.

_ When you're busy but still
@ Do not disturb want to receive notifications.

© Be right back

.

|

© Appear away

p

When you're busy and don't

® Appear ofine et o receive any
notifications.

When you want to O Reset status

indicate that you're not ( When vou want others to )
signed in to Microsoft Y

know you are not available
Teams. When you're taking a break v .
but will be back soon.
and won't be able to respond \ J

for awhile.

|
T
&Y

If a friend is offline, you can still send

‘ them a message, and they'll receive it
\ when they're online.

{} Smart Tip

S Each of your friends has a status displayed next to their name in your contact list, so you know if
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Voice and video calls

Microsoft Teams lets you make voice and video calls. This means you can talk to your classmates
and share ideas about your project, even if you're not in the same place.

To make a video call:

> To make a video call:

> Select one of your contacts. @

> Click the Audio call or Video call icon. &

> The call will start, and when the other person
accepts your call, the camera and microphone

will open. ©
i < Q, Search t, - | x®
Q Chat =2 & aevs School Project // Chat Files Photos &33 EI m
o)) v Recent Today 1:47 AM e
) é’o Lisa Binary Academy added Marco and Alex Binary Academy to the chat
2 ABVIA Sui:rma;:‘ge E o Lt R, 148AM Callended Im
: :
AA Alex Binary Academy 1:42 AM
You:
Click People to add Click the Camera icon
people to the to turn the camera off Click Leave to
conversation. and back on. end the call.
= ‘ n
— ® & & O B8 U
Chat Peopie Ralse React View Mare Camera Share
Click the Microphone
icon to turn the
microphone on or off. e
LA
[Morco 8. -] -

nly




Answer each set of questions in your notebook.

1. Decide whether each of the following statements is true or false.

1. Microsoft Teams is a video calling tool only.
2. You can mute your microphone in Microsoft Teams.
3. Microsoft Teams is a web-based email system.

4. You cannot check which of your friends are online in Microsoft Teams.

. Choose the correct word from the list to complete each sentence.

block chat status email
1. Your in Microsoft Teams shows if you are available, busy, or away.
2. You can use to send messages, photos, and documents to people

anywhere in the world.

3. If someone you don’t know sends you a message in Microsoft Teams, you can

them.

4. WhatsApp is an example of a application.

. Imagine you want to talk to a classmate about your science project using Microsoft
Teams. Describe the steps you would follow to start a chat.

. Explain one way each of these communication tools is helpful: email, chat apps, and
video calls.

Sampler for Review Only
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LESSON 4
Intro to GenAl

n How can computers or other technology help you with

. school projects or assignments?
In what ways can technology improve creative tasks like
writing stories or making presentations?

How does GenAl work?

Generative Al (GenAl) tools, such as ChatGPT by OpenAl, Gemini by Google, Claude by Anthropic,
and Llama by Meta, use computer programs called "language models." These models predict the
next word in a sentence based on the words before it. For example, if you start a sentence with "The
cat is," the model might guess that the next word could be "sleeping," "playing," or "running."

These tools work by processing what you type (your question or command) and using patterns
they've learned from lots of practice. They then give you answers that make sense in the situation.
While GenAl tools don’t "know" things like humans do, they are really good at spotting patterns in
language and giving helpful responses. The more clear and specific your question, the better the
answer.

Generative Al (GenAl) refers to a type of artificial intelligence capable of creating new content such
as text, images, music, videos, or code. This is achieved by using patterns and data it has learned
during training. Unlike traditional Al, which focuses on analyzing data or performing specific tasks,
GenAl produces original outputs through advanced models known as "language models" or neural
networks.

While GenAl tools are highly capable, they may not
always provide accurate or up-to-date information. Always
verify critical data to ensure its correctness and relevance.

Real-life applications of ChatGPT

There are many free and paid GenAl tools available to help solve problems in your daily tasks.
Here are some examples of how you can use tools like ChatGPT, Gemini, Claude, or Llama:

Creative Writing:

- Problem: You need an idea for a short story assignment but don’t know where to start.
Solution: Use a GenAl tool to brainstorm story ideas or create an outline based on
your favorite topic.

Learning a New Concept:

- Problem: You're confused about how photosynthesis works in science class.
Solution: Ask a GenAl tool to explain photosynthesis in simple terms or compare it to

°Sampterfor-Review Only



Language Practice:

Problem: You’re trying to learn new vocabulary in Spanish, but it’'s hard to remember

the words.

Solution: A GenAl tool can quiz you with flashcards or practice conversations in Spanish.

? Planning and Organization:

-
your project.

Enhancing effectiveness with GenAl

‘% Problem: You have a big project due, but you don’t know how to organize your time.
;‘ Solution: Use a GenAl tool to help you create a timeline or checklist for completing

Artificial intelligence, like ChatGPT, is a GenAl chatbot that can help you work more efficiently by
saving time, organizing ideas, and generating creative content. In this section, we will explore how

GenAl can help solve everyday problems, assist with learning and work, and find a balance between

using Al tools and human effort.

Using GenAl help to solve everyday problems

Al can make daily tasks simpler by providing quick solutions and helpful suggestions. For example:

« Planning: Use Al to organize schedules or create to-do lists.

« Communication: Draft emails, write summaries, or respond to questions quickly.

« Creativity: Generate ideas for school projects, essays, or even fun activities like stories or poems.

With clear instructions, Al can help you solve problems and save time in your day-to-day life.

Balancing GenAl assistance and human effort

While Al can be a helpful tool, it's important to remember that it's not a
replacement for your own creativity and critical thinking. Always:

« Verify Information: Check Al’'s suggestions for accuracy.

o Personalize Results: Add your unique ideas and style.

« Use Al Wisely: Let Al handle repetitive tasks while you focus on creative
and meaningful work.

The power of prompts

Prompts are the instructions or questions you give to ChatGPT to get the
information you need. Clear and specific prompts lead to focused and
helpful responses. For example, instead of asking, "Tell me about space,"
try asking, "List three interesting facts about planets in our solar system for
a school project." Writing specific prompts helps you save time, get
accurate answers, and use Al effectively for your projects.

- Smart Tip

Al can enhance

your effectiveness,

but the final touch
should always
come from youl!

A prompt is a
question or
instruction given
to an Al to guide
its response and
provide specific
information or
perform a task.

O When asking GenAl for help, use the phrase "act as" to make it take on a specific role. This helps

the Al give answers that are more targeted and useful. Examples:

« "Act as a math tutor" to explain a challenging equation step by step.
« "Act as a scientist" to learn about climate change in detail.

» "Act as a story editor" to get feedback on your writing.

S "Act as a career Tunselor" thplore futﬁb ideas. =

Only
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Structuring a presentation using GenAl

ChatGPT can help you create a clear and engaging presentation on any complex topic, such as
climate change. The key to success lies in writing specific prompts. Let’s explore how you can use
ChatGPT to make your work more efficient and creative.

Creating prompts

When starting your presentation, you can ask ChatGPT to provide you with three topics for climate
change. For example:

Prompt: "Give me 3 topics on climate change."

1. Causes of Climate Change—Exploring how human activities like burning fossil fuels and
deforestation contribute to global warming.

2. Effects of Climate Change—Examining impacts such as rising sea levels, extreme weather,
and loss of biodiversity.

3. Solutions to Climate Change—Discussing actions like reducing emissions, switching to
renewable energy, and protecting ecosystems.

See the Al References and Resources section for details on the above Al generated content.

When using ChatGPT, it is important to specify what you want. Being specific about your
requirements helps ChatGPT respond more effectively. For instance, specifying the audience (Grade
7 students), the number of slides (3), and the length of the presentation (5 minutes) ensures the
content is concise, age-appropriate, and possible to deliver within the time limit.

For example, you can tell ChatGPT:

Prompt: "The presentation | will create should be 3 slides, 5 minutes long, and | will present
it to Grade 7 students."

Slide 1: What is Climate Change?

Content:

« Climate change means long-term changes in Earth's weather, caused by natural and human
activities.

o Burning fossil fuels, cutting trees, and pollution increase heat-trapping gases in the air.
o These gases cause global warming, which changes our environment.

Key Visuals:
« A simple graphic showing the Earth and arrows representing heat trapped by gases.

Talking Points:
o Explain the concept in a clear way, such as discussing the changes in seasons.

o Emphasize caring for the Earth as part of our responsibility to protect the world we live in.

See the Al Refer[nces and Reso-‘res section for ils on the above Al generated content.

Sampler tor Review Only



You can ask ChatGPT to provide an introductory slide for your presentation. Instead of asking, "Can
you help me create a good opening slide for my presentation?" try using a more specific prompt,
such as the following:

Prompt: "I need an introductory slide (before Slide 1) with a title and a suggestion for an
engaging image."

Introductory Slide (Before Slide 1)
« Title: "Why Should We Care About Climate Change?"

« Image Suggestion: A splitimage showing a vibrant, healthy Earth on one side and a dry,
barren landscape on the other. This visually contrasts the potential outcomes of action
versus inaction, grabbing the attention of Grade 7 students.

This slide sets the tone for the presentation and encourages curiosity about the topic while
emphasizing its importance.

See the Al References and Resources section for details on the above Al generated content.

Instead of asking, "Can you help me with a slide to end my presentation?" try using a more specific
prompt, such as the following:

Prompt: "I need a closure slide (after Slide 3) with a title, an image suggestion, and 1-2
questions that encourage reflection or action."

Closure Slide (After Slide 3)
« Title: "What Will You Do to Make a Difference?"

« Image Suggestion: A colorful illustration or photo of young people working together to
plant trees or clean up a park, symbolizing teamwork and hope for the future.

+ Questions:

1. "What is one small change you can start today to help fight climate change?"

2. "Why is it important for everyone to work together to protect our planet?"

Image suggestion for introductory slide Image suggestion for closure slide

by <

L ol

See the Al References and Resources section for details on the above Al generated content.

Review ChatGPT's responses to make sure they are accurate and easy for your audience to understand.
Add your own ideas or examples to improve the content. Make your presentation engaging by including
images, charts, or personal research. Reflect on how ChatGPT helped; did it save time or simplify

organizing yourlideas? Rem@mber, Al is pful tool, But the final cre

T
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Understanding and preventing Al hallucinations

A hallucination in Generative Al occurs when the model produces text that is inaccurate or
unsupported by any reliable source. This happens because the model generates text based on
patterns in its training data, rather than verifying facts.

Example of hallucination:

Prompt:
"Tell me about the discovery of the moon
by Galileo."

Response (Hallucination):

"Galileo discovered the moon in 1610
using his newly invented telescope, and
he named it Luna after his wife."

What went wrong?

o The moon was known long before Galileo. It is
visible without the aid of any instruments.

« Galileo did not "discover" the moon. Instead, he
carefully observed and studied it in great detail.

o He did not name the moon "Luna," nor did he
have a wife named Luna.

The Al generated a confident-sounding but
completely made-up response, which is a classic
example of hallucination.

o Fact-checking: Cross-check the generated
information with reliable sources.

o Prompt engineering: Be more specific or limit the
model's response to known facts.
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Do's and don'ts for using GenAl responsibly

Generative Al, like ChatGPT, can be a powerful tool for learning, brainstorming, and problem-solving.

However, it’'s important to use it wisely and responsibly. While Al can assist with ideas and

information, it’s not always perfect, and it should be used as a guide rather than a replacement for

critical thinking.

Below are some key do’s and don’ts to help you make the most of ChatGPT while staying ethical

and responsible.

Best Practices for Using GenAl Responsibly

What to Do

What to Avoid

Double-check all information ChatGPT provides
using reliable sources (books, web).

Treat ChatGPT’s responses as unquestionable
facts without verifying them.

Use ChatGPT as a study aid for brainstorming
or understanding; not to do your work.

Shortcut your own work or let ChatGPT
complete assignments/tests for you.

Give credit if you use ChatGPT’s ideas in your
schoolwork.

Copy ChatGPT'’s text and claim it as your own
writing.

Pay attention if ChatGPT says something unfair
or biased, and explore why.

Ignore errors or biased answers instead of
investigating or correcting them.

Keep in mind the environmental impact of
frequent ChatGPT usage.

Overuse ChatGPT without considering how
much energy it might consume.

Make sure everyone has a chance to access
tools like ChatGPT.

Forget that not everyone has equal access to
technology; failing to share knowledge fairly.

Video generation with Sora

Sora is an Al-powered tool designed to simplify the process of creating videos by transforming text
descriptions or instructions into video content. It allows you to add animations and visuals, making it

useful for both educational projects and professional presentations.

By inputting a description of your video idea, Sora organizes the content into a structured
"storyboard." Al can interpret and plan visual elements, enabling you to bring your ideas to life in a

clear and organized way.

As you refine your descriptions, Sora generates images and sequences based on your input,

prow a preview of what the final |deo will e. This use of Al allows f
~Samptet-for-even
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Create

See the Al References and Resources section for details on this Al generated content.

Timeline

Sora can blend different scenes seamlessly, ensuring smooth transitions and professional results.
This functionality empowers independent creators to produce high-quality videos that are consistent
and more attractive.




The tool organizes completed videos in a single location for quick access or downloading. Whether
for personal exploration or commercial projects, Sora enables creators to experiment with new ideas
and express themselves through professional-quality, cost-effective video production.

See the Al References and Resources section for details on the above Al generated content.

The importance of ethical Al use and fair treatment for creators

While Al tools like Sora make it simple to create videos, they can also be misused in harmful ways.
For example, some people might use them to spread false information, make fake videos of others,
or invade someone’s privacy. Another issue is that these tools often learn from pictures and videos
made by other creators who are not given credit or paid for their work. Many people and groups are
now working to ensure these creators are treated fairly. It’s important for everyone to use Al
responsibly and think about the effect it can have on others.

Al ethics

Using Al raises important questions about how we protect privacy, avoid unfairness, and ensure
accountability. For example:

Privacy
@ Al can collect a lot of personal data, so it's important to use it responsibly and prioritize
people's privacy.

Bias
If Al learns from unfair data, it can make unfair decisions.

N

8@ Accountability

It's important to make sure Al systems are working correctly and to know who is
responsible if something goes wrong.

Job displacement
Some jobs may change because of Al, but it can also create new opportunities and
increase productivity.

Human rights
& Al must respect and uphold basic human rights, including privacy, freedom of expression,
and fair treatment.

o
[
L) Smart Tip

These video generation tools are evolving very fast to accommodate the changing needs in
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Deepfakes

Deepfakes use Al to create fake images or videos that appear to be real. For instance, a deepfake
might show someone saying or doing something they didn’t actually do. This can spread false
information or cause harm.

It's important to double-check the truth of what we encounter online to avoid being misled.

The future of Al

Al could change many areas of life, such as:

« Healthcare: Helping doctors find more effective
treatments.

« Transportation: Making cars drive themselves safely.
o Education: Creating personalized learning experiences.
o Environment: Helping to protect the planet.

Ethical dilemmas in information technology careers

Information technology, especially Al, is part of many jobs. When people use Al at work, they
sometimes face situations where they must decide what is safe, fair, and responsible. These
situations are called ethical dilemmas.

Professionals face these dilemmas when:

» Al systems collect or store personal data (privacy).

« Al tools make recommendations or predictions (accuracy).

o Automated systems affect people’s daily lives (safety).

« Technology is used in ways that may be unfair or harmful (fairness).

When professionals face ethical dilemmas, they follow company safety and privacy guidelines,
review Al results for accuracy and fairness, and report concerns when needed. They also collaborate
with specialists in law, finance, or data security to ensure that technology is used correctly. Through
thoughtful decision-making, they help protect people and maintain responsible use of technology.

Sampler for Review Only
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Answer each set of questions in your notebook.

1. Decide whether each of the following statements is true or false.

[N

Generative Al tools can create completely new content, like stories or pictures.
. You don’t need to check information from Al tools because it is always accurate.
. Al can be used to generate creative ideas for science projects.
. Sharing fake content is ethical as long as it is interesting.

. Generative Al tools always provide unique and original content.

o o~ W N

. Using clear and specific prompts helps Al generate effective results.

2. Select the best answer.

1. What does Generative Al do?

o]

a. Solves math problems only

b. Stores and retrieves data

c. Creates new content like text, images, or videos
d. Performs all human tasks automatically

|

2. Why should you use clear prompts with Generative Al?

&)

a. To confuse the Al

b. To get more accurate and focused results
c. To make the process faster

d. To limit the Al's capabilities

3. How can Generative Al be helpful in school projects?

a. By completing all tasks for you

b. By guaranteeing perfect results
c. By solving all math exercises

d. By generating ideas and outlines

4. What is an important step when using Al-generated information?

a. Use it without checking for accuracy.

b. Share it without giving credit to the creator.
c. Avoid using it for school work.

d. Verify it with reliable sources.

5. Which of the following is an example of unethical Al use?

a. Sharing Al-generated content as your own without checking it
b. Using Al to brainstorm ideas

SaEthplEtidtReview Only
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3.

6. What should you do if you suspect ChatGPT has given an incorrect answer?

a. Use it without checking if it's correct.

b. Double-check it with a trusted source, like a book or website.
c. Ask for more answers without making sure they’re right.

d. Share it with as many people as possible.

7. Why is it important to fact-check ChatGPT's responses?

a. Because fact-checking saves time

b. Because it is only for entertainment

c. Because Al tools may not always provide accurate information
d. Because Al tools are always accurate

Imagine you are preparing a science presentation on ecosystems for your classmates.
You decide to use a Generative Al tool to help you create your presentation.

What steps will you take to make sure the content created by the Al is both accurate and
age-appropriate? Write 3-4 sentences explaining your plan.

. The following Generative Al prompts need to be improved. Rewrite each prompt to make

it clearer and more effective.
1. "Tell me about planets.”
2. "Help me with fractions."

3. "Write a story."

Create clear and specific prompts to help Generative Al assist with the following tasks.
1. Learn about the water cycle for a science class.
2. Study algebra for a math quiz.

3. Write a letter for a school event.

Use the following prompts with a Generative Al tool. Then, edit Al's response to make it
more personalized or relevant.

« "Create a 3-slide presentation outline explaining climate change for Grade 7 students."

« "Write a paragraph summarizing the importance of saving water in daily life."

Describe one ethical dilemma that a professional using Al might face at work. Explain
how the professional should handle the situation responS|ny
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LESSON 5
Digital citizenship

o) Why do you think it is important to be careful about the personal
. information you share online?
Can you think of any examples where sharing too much might
lead to problems?

Personal data

Any data that is related to a person and that can identify him or her is called personal data. For
example, a name and a surname, a telephone number, and an identity number are all regarded as
personal data. Nowadays, with so many people communicating online, there are many dangers, so it
is important to protect ourselves. You must never give your name, address, telephone number, or
other personal data to strangers or unknown sites.

If a site is well-known, you may give some information, but always do so with caution. There are
sites, for example, free email services, that may ask for your name and perhaps other personal data.
It is up to you to decide if you are going to give your real information.

Sensitive personal data is defined in the US Data Protection Act as any personal data about:
» The racial or ethnic origin, the political opinions, or the religious or philosophical beliefs of the person.
o Whether the person is a member of a trade union.

Privacy settings

When using a social networking platform, it is important to make sure that your privacy settings are

set appropriately and that what you share would not reveal anything of a personal or financial

nature. Here are some tips to protect your privacy online:

o Get familiar with the social network’s privacy settings and tweak them accordingly. Choose who
can have access to what. Avoid setting your profile to "public".

« Protect your personal information and don’t make it available online. Don’t provide your full name,
address, or phone number.

o Be careful when you post something. Don’t forget that your texts are accessible to all your friends,
so try not to write something that can be misunderstood.

« Don’t assume that content you have set as "private" is 100% safe. Since all the data is online, it
may be compromised by a hacker’s attack or because your smartphone was stolen.

« Even if you are careful with your own photos or videos, be cautious, as you can be in other
people’s photos or videos without your knowledge.

« On social networking sites, it is best to be "friends" only with people who you actually know and
have spoken to in person. You never know who is behind a username or a photo.

« Always remember that if you post something, text or a photo, this will probably be available forever.
Even if you delete it, someone else or another computer may have a copy of this information.
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Netiquette

Like any society, the Internet community could not work without some rules of "good" behavior.
These are a set of rules for online behavior which are not based on laws, but we have a "moral
obligation" to follow them, so as not to have problems when communicating with other Internet
users. There are also some forms of communication and actions that are regarded as inappropriate
and should be avoided.

Netiquette is the term which defines these rules for online behavior. The term is a combination of
the words network and etiquette. The rules of online behavior mainly relate to communication by
email, instant messaging, chatting, forums, blogs, and social media sites.

When we are online, we have to keep in mind that the Internet provides relative anonymity. It is not
simple to find out who the person behind a username or email is. We do not know any information
about the people we communicate with, except the information they share with us. Finally, we do not
have the ability to know what the reactions of others are, nor to understand their mental states. In
face-to-face communication, body language, and facial expressions communicate the feelings and
reactions of people we talk to.

Some core rules of netiquette are:

1. Follow the same rules of good behavior that you
use in real life; the same level of ethics applies to
the Internet.

2. Respect other people’s privacy. Don’t share their
content or email addresses.

3. Use appropriate language. Avoid spelling and
syntax errors. Don’t write with capital letters, it is
like yelling. Avoid rude expressions.

4. Do not use copyrighted material to which you do
not have the rights.

5. Don’t spam, and don’t follow or send chain emails.
6. Don’t participate in flame wars, which are online
arguments with abusive language. J
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Cyberbullying

Cyberbullying is any act of intimidation or aggression, harassing behavior through digital
communication devices, namely the Internet and mobile phones, and which is repeated at regular
intervals. It differs from other types of bullying when the victims personal space is invaded.
Cyberbullying can occur through SMS, emails, chat rooms, social media, forums, etc. This
intimidation is challenging to limit, since there is no restriction either on emails distributed or on the
number of recipients that can be entered in these messages.

Cyberbullying involves the dissipation by bullies of intense feelings such as anger, pain, fear,
rejection, and despair caused by troubled family relationships, social dysfunction, or challenging
personal relationships. With this antisocial behavior, the bullies feel they impose power and regain
control, relieving their feelings of discomfort. In some extreme cases, cyberbullying is a means of
entertainment for offenders. Cyberbullying has its roots in traditional physical or psychological
intimidation where the target of the attackers is to harm their victims and sometimes they cross the
line and the intimidation becomes unlawful or criminal behavior.

The consequences of the above actions adversely
affect the life of the person being bullied and lead o
to social isolation, absence from work or lessons, a
sharp drop in work or school performance, the
execution of acts contrary to the person’s character,

illegal acts, depression, fear, a sense of insecurity or

isolation, loss of self-confidence, low self-esteem,

phobias, etc.

In addition to psychological or behavioral disorders,
psychosomatic problems such as headaches,
abdominal pain, and anxiety can arise.

If you think that someone is involved in
cyberbullying, there are several things you can do:

Be aware of warning signs

Recognize if there has been a change in mood or
behavior and explore what the cause might be.

Communicate

Ask questions to get as much information as you
can. Try to understand what is happening, how it
started, and who is involved.

Document the digital activity

Keep a record of dates. Take screenshots of harmful
posts or content if possible.

Report the behavior

Most social media platforms have clear policies and
reporting processes. Schools also have established
policies; if a classmate is a cyberbully, report it to
the school.
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Libel and slander

When people communicate online, it is important to be careful about what they say about others.
Libel and slander are two types of false statements that can hurt a person’s reputation.

« Libel is when someone writes or posts something false about another person. This can happen in
emails, texts, social media posts, blogs, or comments.

« Slander is when someone says something false about another person out loud, such as during a
voice call, video call, or online meeting.

Both libel and slander can cause serious harm. False statements can damage someone’s
friendships, school life, or future opportunities. They can also lead to legal consequences, because
spreading lies about someone is against the law.

Digital citizenship

Digital citizenship is an idea that relates to educating teachers, students, and adults so that they
can use technology appropriately. Basically, digital citizenship is a way to prepare students to live
and work in a society full of technology. Very often, students as well as adults misuse and abuse
technology. Digital citizenship is trying to address what the users do not know but also what is
regarded as appropriate technology usage.

One example of this is Intellectual Property (IP), which is anything original that someone creates.
On the Internet, there is a vast amount of information. There are so many valuable materials to
share, and often, people have given their time free of charge to create these materials. Therefore, it
is essential that we respect it.

How to respect Intellectual Property:

» Always cite the source of images or information.

« Ask for permission before you use other people’s work.

« Include links to websites rather than just downloading material from them and reposting it as if it
were yours.

« Share your own materials for others to use.

o Do not use pirated software, movies, or music.

Intellectual Property law

The law is a set of rules that people must follow. The courts and police enforce these rules and
punish people who break them. Intellectual Property (IP) law involves the rights people have over
things they create, such as art, music, and literature. This is called copyright. It also protects
inventions that people make with a special kind of law called a patent. Copyright violation is the
illegal use of copyrighted material, like copying or distributing it without permission. Copying and
selling movies and music that are not free is called "piracy". Because illegal copies are usually sold
at a low price, they are more appealing to people who can’t afford the higher price of genuine
goods. But this doesn’t make "piracy" right.
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Here are some examples of copyrighted material:
o Literary works: books, articles, and poetry

« Music, songs, and MP3 files

o Computer software

o Art: graphics, drawings, sculptural works, etc.

e Animations and videos

« Architectural works: buildings, bridges, etc.

It is important to remember that the "Plagiarism" is copying someone else’s work word
creator is the owner of their work. for word or paraphrasing it and saying that it is your
This gives him or her rights that have own work. Don’t copy just anything from the Internet
to be recognized and protected. to do your homework, even if it is free content!

Laws protecting creative work

In the United States, both federal and state laws help protect people’s creative work. Federal laws,
such as the Copyright Act, protect music, books, videos, software, and art so that creators can
control how their work is used. Local communities and schools also follow these laws and often add
their own guidelines to protect artists, businesses, and students. These laws make sure that people
who create something original receive credit and can decide how others may copy or share their
work. This helps prevent copyright infringement, which is the use of someone’s work without
permission.

Tennessee is famous for music, so the state has extra laws to protect musical artists. In 2024,
Tennessee passed a law called the ELVIS Act. This law is named after Elvis Presley, the famous
singer. It protects a person's voice and image from being stolen by computers or Artificial
Intelligence (Al). For example, if someone uses a computer to make a fake song that sounds exactly
like a famous singer, the ELVIS Act makes that illegal. This law helps make sure that artists in
Tennessee get paid for their work and that no one can steal their voice.

Many creators choose to share their work through special licenses. Art licensing allows others to use
artwork for a fee or under certain rules. Creative Commons licenses let creators choose how their
work can be reused. Some allow sharing with credit, while others allow changes or commercial use.
These licenses help students and teachers use online materials in a safe and legal way.

Understanding these laws and licenses helps everyone respect creativity and build a responsible
digital community.

L} SmartTip | d
=] upport techniciang never ask fer passwor ever give your passwords yone.
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Software

A software license is a contract created by the software creators regarding its use and
redistribution. This license is used to protect software from illegal actions. When you use proprietary
software, you should always have a license that gives you the right to use it. Software licensing also
includes maintenance. This is usually for one year and is either included or optional. It is often
bought together with the software. The maintenance agreement (contract) contains minor updates
(for example, from version 1.1 to 1.2) and sometimes major updates (for example, from version 1.2 to
2.0) and have different names like Update or Software Assurance. For a major update of the
program, the customer usually has to buy an "upgrade", if it is not already included in the
maintenance agreement.

Free software licenses offer rights to users of the software that would normally be restricted under
copyright law. Users may freely use the software and redistribute new versions or incorporate it into
other programs. Open-source licenses are similar but refer to software where the source code is
available. You can just read the code or modify it and create a new version of the software. They
often require any modified version to be published as open source as well (also called "copyleft"
licenses). There are many different free and open-source licenses, so make sure you’re aware of
what the license does and does not allow you to do.

Besides the proprietary software license, there are also two other types of licenses:

« Free software license

« Open-source license

Freeware
Freeware is software that is provided to users at no cost or for an optional fee,
but usually with one or more restrictive usage rights. This is in contrast to

commercial software, which is typically sold for profit. However, in some cases,
freeware might be distributed for a business or commercial purpose and is
licensed at no cost.

Shareware
Shareware is provided to users without payment and on a trial basis. Shareware is

often offered as a download from an Internet website or as a compact disc
included with a newspaper or magazine. The rationale behind shareware is to
give buyers the opportunity to use the program and judge its usefulness before
purchasing a license for the full version of the software.

Freemium
‘7 Sometimes, you are able to use an application for free but with reduced

functionality. If you want all the features, you will have to pay. This is the freemium
model.

For personal use

O When you download an application for personal use at home, you are not allowed
to use it for commercial purposes. If you want the application for a business or an
organization, you need to buy a license for the number of users that will use it.
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Answer each set of questions in your notebook.

)

1. Select the best answer.

gl

1. Which of the following is an example of personal data?

@

a. Your favorite color

b. Your home address

pil

c. Your pet’'s name

d. Your favorite food

=

2. What should you do if someone is cyberbullying you or someone you know?

a. Ignore it completely.

U]

b. Share the posts with others so they will know what is happening.

c. Report it to the social media platform or school.

d. Bully them back.

|

3. Which of the following is an example of good netiquette?

a. Using all capital letters in a message

]

b. Respecting other people’s privacy
c. Sharing someone else’s work without permission

d. Sending chain emails

4. What is intellectual property?

a. Something you bought from a store
b. Someone’s original creation, like music, art, or writing
c. A piece of software that is free to use

d. A message you post for others to read online

5. What is the purpose of a software license?

a. To protect the user from viruses, malware, or other security threats
b. To allow the user to copy and distribute software for free
c. To protect the creator’s rights and define how the software can be used

d. To make the software run faster
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2. Decide whether each of the following statements is true or false.

1. Content posted online as "private" can never be accessed by hackers.
2. It is acceptable to use pirated movies or music because it’s not considered stealing.

3. Cyberbullying can affect a person’s mental health, leading to low self-esteem and
anxiety.

4. Libel is the spoken form of a harmful false statement, and slander is the written form.
5. All images and music found online are free to use without checking who created them.

6. Open-source software allows users to modify the code and create new versions. It is
always safe to download freeware from any website without checking its source.

3. Scenario: Emma is upset about a disagreement she had with her teacher. She writes a
long post on social media, criticizing the teacher and sharing details about their
conversation. Some of her friends comment in support, while others think she went too
far. Answer the questions below.

« Was it a good idea for Emma to post about her disagreement online? Why or why not?
« What are potential consequences of Emma’s post for herself and her teacher?

« What could Emma have done differently to address the situation more responsibly?

4. What are the key principles of digital citizenship, and why is it important to protect
personal data and respect intellectual property rights online? Describe the consequences
of not following these principles in the digital world.

5. Choose an ethical issue related to technology, such as sharing images without
permission, posting false statements about someone, or using Al to create misleading
content.

« Research the issue using safe and reliable websites.
« Then create a short paragraph summarizing what you found. Your paragraph must

include different perspectives on the issue, possible consequences, and one claim and
one counterclaim supported by evidence.
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LESSON 6]
Staying safe online

)

gl

Are you aware of what kind of dangers the Internet hides?
: Do you know how to protect yourself from these threats?

@

The Internet offers infinite possibilities and can make your life so much easier. Even your homework
can be done faster, especially when it comes to gathering information.

pil

But nothing comes without a price. Because the Internet is huge and so chaotic, the risk of viruses is
lurking. What is a computer virus? It is a program that can replicate itself and spread from one
computer to another. The purpose of this program is to harm your computer, delete its files, or
prevent it from working properly. Viruses are created by people with very good knowledge of
computer programming and networking.

=

U]

Malware (MALicious softWARE) is the category of programs whose purpose is to disrupt computer
operation, gather sensitive information, or gain access to private computer systems. Trojan horses,
worms, spyware, and adware are just a few types.

A Trojan horse appears to be a normal and harmless
program. Its purpose is to grant a hacker unauthorized
access to your computer. Trojans are not usually
programmed to copy themselves or to infect other files,
but rather to steal information from your computer.

A worm copies itself in
order to spread to other
computers, mostly
through the network.

N
Spyware collects information about users without their knowledge.
Spyware is hidden from the user and is very difficult to detect. ‘\

|

]

Ransomware locks up your files,
making them inaccessible. The
attacker then demands a large

amount of money to give you access
to your files again.

L J
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Adware plays advertisements without your
permission. These advertisements can be in the
rm of a p8p-up in the usepsimterfacejof a program.
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How viruses spread

The most common way to get a virus or other malware is through email. When you receive a
message from an unknown sender, don’t open it. There is usually an attached file and when you
open it, it allows a virus to infect your computer.

Still, this is not the only way. As technology evolves, so do viruses. Modern viruses, like worms, try to
find a "backdoor" into your network and once they do, they will infect your system.

Dangerous messages

Other than spreading viruses, there are also email messages that try to gather personal information,
which is then used to send advertisements to people.

Spam or Junk emails are messages that are
sent to thousands of people at the same time.
Spam messages sometimes have malware
attached to them or a link that sends you to a
website that contains malware.

<
Phishing messages try to get personal

information like usernames, passwords,
and credit card numbers. They usually
redirect the user to a website like a fake
Facebook page that asks the user to type
in all his personal information.

e N Q

A chain mail or chain letter is .
usually an email message that
tries to convince the user to copy

it and send it to other recipients. ~
The content is often a sad story |——
or a request for help that you

have to forward. Its purpose is to
gather the users’ contacts and
use them for more spam.

Oee
_ O
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What to do for protection

You must have antivirus software installed on your computer and make sure you update it
constantly to detect new malware. You can use an antivirus program, but Windows includes
Windows Security, which helps you protect your home network and keeps your data safe from

Internet threats.

How to use an antivirus program

An antivirus program continuously checks for malware. You can also perform a scan to make sure
that your computer is clean and safe. This is how you can do it:

To check for viruses:

> Click the Start button, @ and then
click the All apps button.

> Scroll down the sidebar, and click
Windows Security. @

> Click Virus & threat protection ©
and then click Quick scan. @

o == Q Search

Windows Security e
System

Windows Tools
System

Word

Binary Academy

e L - €

Windows Securit; i .
. QO Virus & threat protection
: Protection for your device against threats.
- Security at a glance
(R Home See whaps happening with the security and health of your device
an actions need Jed.
R —— e & Current threats
No current threats.
B it @) Last scan: 7/16,/2024 11:04 AM (quick scan)
i) Firewall & network pratection @ -} ((Ta 0 threat(s) found.
Scan lasted 41 seconds
O App & browsar control Virus & threat protection Account protection Firewall & networl 30741 files scanned,
O Device ” o action needed No action needed pmleqion
No action needed. Quicl( scan o

% Device performance & health
How to update an seun = 8 &
antivirus program ®  biytosicAcxdey Windows Update
An antivirus program can check for - Y R
malware only if it knows about it. R oo minion
Every day new viruses appear, so 0 e Ve opions

o 5
you need to be connected to the - Gt the latest updates as s00n a5 they's available -

© Biustooth & devices <] BeJlmor\q'.ne‘lls:";oqd":ﬂz"latﬂlno’|-seclmt|’updal‘ﬁ fixes. and off @
Internet and download updates S i g
whenever necessary. In all antivirus 7 Wby D0 Pouse pdates Pause for Tweek
programs there is an Update or B i
Check for updates button. & i 0 Doty 2

D Time & language Qg Advanced options -

Delivery optimization, cp L ather up

What else should I know? |* ™

T Accessibility & Windows Insider Program %

Get preview builds of Windows 10 share feedback on new features and updates

Always keep your computer updated. @ Privacy e securiy
All programs on your computer and | @ Windows Update &7 i e tpcie i comakied o e e ot i)

the operating system may need
updates to fix problems. Tways say

=~ &SEIMP

er for Review Only

gl g 00 @ & &

|

]




()]
5
—
S
o
o
S
E
()]
o
o

Using a Firewall

A firewall can either be software-based or a separate device and is used to help keep a network
secure. It controls network traffic, analyzes the data, and determines whether it will allow the data
through or not.

To switch on Windows Firewall:

> In the Windows Security window, click Firewall & network protection. @

> Choose a network profile, @ and then under Microsoft Defender Firewall,
switch the setting to On. ©

-
ATTENTION! It is not recommended to turn off your firewall. Remember that viruses are

searching for a network’s "backdoor." Don’t worry about online games. When a program
needs access to the Web, it will ask you for permission, so the firewall will grant it.

Windows Security - O X
@ Firewall & network protection
- Who and what can access your networks. Have a question?
® Get help
O Domain network
& Firewall is on. Who's protecting me?
Manage providers
"Q
= 3 Private network o
. . Help improve Windows Security
Firewall is on.
o Give us feedback
@
@ Public network (active) - SR S
% Firewall is on. : . ’
View and change privacy settings
e -
28 Private network
- Networks at home or work, where you know and trust the people and Have a question?
) devices on the network, and where your device is set as discoverable.
Get help
O
& Active private networks Help improve Windows Security
L iokeamadii Give us feedback
8 . .
Change your privacy settings
o Microsoft Defender Firewall View and change privacy settings
i Helps protect your device while on a private network. for your Windows 11 Pro device.
2 Privacy settings
% :
& m on e Privacy dashboard
Privacy Statement
O .




Secure communication

Another way to avoid getting a virus is to only visit secure websites that are trustworthy. For
example, if you want to buy a book, go to an online bookstore like Amazon. To verify whether the
website is trustworthy, check whether it has the padlock icon on the address bar next to the website
address.

When the padlock icon is present, all the communication between you and the website is encrypted.
In simple words, if you type your email password and it is, for example, 3x@mple, it will be
transmitted like 3wrt93is0932959dsfwsdf34sfsrq3, so nobody can understand it except your
computer and the server of the website.

Does this mean that when a padlock is present, you can type any kind of information? The answer is
no. You still need to trust the website you are going to share your personal information with.

Tell your friends about the padlock
icon. Make sure they check for it
when they shop online.

e

[l (=) Si{nin to your account bl o = (8] X
G ® (3 httpsy//loginmicrosoftonline.com/common/o... ¢y = 1 % % - O

B® Microsoft
Sign in

Email, phone, or Skype

No account? Create one!

Can't access your account?

Back Next

Q\ Sign-in options
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Usernames and Passwords

Every time you use an Internet account, you are asked for a username and password. Why are they
so important and why do we need them?

At school, you have a code for your locker. It is a way to protect your personal belongings. You need
the same protection for your personal information on the Internet. For example, you need a personal
account when you communicate with others. It is the only way for your friends to recognize who you
are. Your username can be your real name or a nickname. To protect this account, you need a secret
password that only you (and maybe a trusted adult) know.

Creating a strong password

For a password to be considered strong, it must have the following characteristics:

o |t must be long enough. A password with only 4 characters is very easy to break. It is better to
create passwords that are at least 8 to 10 characters long.

» Avoid using common words like mom, dad, football, etc.

» Don't use the same word or phrase for both username and password. Also avoid using any
personal information, such as your birthday, phone number, favorite sports team, etc.

o Use symbols and numbers. It will be much more difficult for someone to guess your password if it
is chicken5meal7# instead of just chickenmeal.

« A way to create strong passwords that you can remember is to think of a word or a phrase and
replace vowels with symbols and numbers. For example, instead of marcodigitalkids, try
m@rkO0d!g!'t@lkids. This will make it difficult to guess, but easier for you to remember.

« If you are using an important account, change your password every 6 to 12 months.

@ S Don’t use the same
password everywhere.
If someone finds out
this password, they
will have access to all
your accounts. It is

Sign in t Microzott Teams.

also important not to

B picrosoft leave a note with the

o password next to your
Sign in

computer screen.

Email, phone, or Skype

No account? Create onel

©2025 Microsol  Privacy stement
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Answer each set of questions in your notebook.

1. Decide whether each of the following statements is true or false.

1. A computer virus is a program designed to harm a computer or steal its information.
2. Ransomware is harmless software that helps users protect their files.

3. Chain mail is a type of email that asks users to keep the message private and not share
it with anyone.

4. Phishing emails are always easy to spot and safe to open.

5. Having an antivirus software installed on a computer can help protect it from malware.

2. Select the best answer.

1. Which of the following is a type of malware that tricks you into giving personal information?

a. Worm

o]

b. Trojan horse
c. Spyware
d. Phishing

|

2. What should you check for to ensure a website is secure?

a. A green address bar

&)

b. Anicon of a lock in the address bar
c. The word "security" in the URL
d. A flashing icon

3. Which of the following is considered a strong password?

a. "mypasswordi123"
b. "momdad2023"

c. "lOngP@ss#wOrd!"
d. "hello123"

3. Imagine you get an email that says you won a free phone and need to click a link to claim
it. What would you do to check if the email is real or if it might be a scam? Explain why it
is important to be careful with unexpected messages.

4. Run a quick scan on the computer to check for any potential threats. Did the scan find
any threats when completed? Write down the results and share them in class with your
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2. Getting online

132

Form teams and work together to learn about protecting the environment and to create

a digital document to share what you learned. While working, you should collaborate
online and remember to use the Internet safely.

1. Research ways to reduce waste.

Use the Internet to learn about taking care of the Earth by reducing waste in everyday life. Find

examples of simple actions such as recycling, using less plastic, composting, or reusing items.
Use a web browser to visit safe, reliable websites and double-check your facts.

Use Generative Al, like ChatGPT, to help you with your project. You can use it for:

« brainstorming ideas for your project
« improving the clarity of your sentences

« getting help with wording, titles, or short descriptions

Be careful to check the accuracy of Al-generated information, and do not use Al for generating

the full project or creating your main ideas. Do not include personal information in your prompts,
and do not copy and paste Al-generated content without reviewing it or turning it in as your own

work.
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2. Collect and organize your information.

Create a folder on your computer or school network for your team. Save your notes, text, and
pictures in this folder so everyone in the team can find and use the same materials.

3. Collaborate using Microsoft Teams.

Use Microsoft Teams to plan your work together.

« Create a group chat for your team.
« Share links and ideas in the chat.

« If needed, start a voice or video call to discuss your project. Remember to follow netiquette
and communicate politely.

Bl

4. Create a digital document.

Create a short digital document about environmental responsibility and ways to reduce waste.
Explain why it’s important to protect the environment and how small changes can make a big
difference.

R

&

« Include tips for daily life, such as avoiding single-use plastics or using reusable water bottles.

« Add pictures, examples, and fun facts to make the document more engaging.

]

« If you use information or pictures made by someone else, always include a reference to the
original source and respect Creative Commons or other licenses.

« Try to ensure that all your statements are accurate, and that you do not produce or spread
false information about companies or people.

gl

i)

5. Share your work with the class.

Use Microsoft Teams to share your digital document. Look at your classmates’ documents and
write a short comment about one thing you liked.

6. Answer the questions below. Write your answers in your notebook.

« How did using the Internet help you find information for your project, and what did you do to
make sure the information was reliable?

« What challenges did your team face when collecting and organizing information for the
project? How did you overcome these challenges?

« How did using a Generative Al tool support your project? What steps will you take to use Al
safely and ethically in future projects?
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Apple FaceTime

All iPhones have a tool called
FaceTime that works like
WhatsApp and helps you make
free video calls to another
FaceTime user.

Google Meet

You can access Google Meet
from your computer, Android
phone, or iPhone to host and join
video meetings with ease.

You can also chat with friends or
exchange files.

Marketing and sales

Our abjectives ane

* To offer frash and haslthy beverages

= To offer freshly cooked light food

* To offer low prices sultable for the students
= To previde & hub for xchange of idess

WhatsApp for iPhone
< Chats

You can use WhatsApp to Settings
exchange instant messages, ez
images, and videos on your o v toCamer
iPhone. WhatsApp is free, and O e
you can download it from the i i pactne
App Store for iPhones. R e

B Accoum

oo Keep Chats Archived

B notifications

Storage and Data

[ N =
) | -
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Take a moment to reflect on your progress.

How confident are you in your ability to apply the following skills?

>

>

>

\%

\Y

\Y

A\

A\

\Y

ey ferms

antivirus

Atrtificial

Intelligence (Al)

attribution
browser
chat
cloud
copyright

Creative
Commons (CC)

download

email

firewall
freeware

Generative Al
(GenAl)

group chat
hyperlink

instant
message

Intellectual
Property (IP)

Internet Service

Provider (ISP)

license
malware
Messenger
open source
packet
password
personal data
phishing
plagiarism
post

prompt

ransomware

| can identify and help address cyberbullying in my community.

router

search engine
share
shareware
slander

spam
spyware
status

Uniform
Resource
Locator (URL)

upload

username
u

| can use instant messaging apps to communicate with others online.
I can use a web browser to access websites and navigate using URLs and tabs.

| can search for reliable information online and download images, videos, and
other content safely and legally.

I can understand the concept of Generative Al and demonstrate its use in
solving problems and fostering creativity.

I can evaluate the ethical aspects surrounding Al, including recognizing bias,
avoiding misinformation, and understanding its societal impacts.

I can apply Generative Al tools to create projects that integrate text, images,
and videos effectively.

I can protect my computer and personal data by recognizing online risks such
as malware and unsafe websites.

| can outline the rules of netiquette and act responsibly when using creative
works online.

video call
voice call
website
Wi-Fi
wiki

worm

7 R 0 @ B O

|

&




E 7. Creating a document

7. Creating
a document

Creating well-structured, clear documents is a useful skill for both school
and future careers. Clear and organized documents help you effectively
communicate your ideas and leave a professional impression. This unit
covers how to format text, use colors and borders to improve readability,
add hyperlinks to connect readers to online resources, insert images to
complement content, organize data with tables, and use tools like the
Thesaurus to polish your work before printing.

Learning Objectives

In this unit, you will:

>

navigate the interface of word processing software, including the
Ribbon and tabs.

type, save, and open documents, and choose the right file format.
format text by changing fonts, font sizes, and styles, and applying bold,
italic, and underline effects.

align text, create bullet points and numbered lists, and adjust line
spacing and indentation.

apply advanced paragraph formatting, including borders, shading,
indents, and alignment.

adjust font styles, sizes, and colors, alter character spacing, and apply
special text effects.

> add and manage hyperlinks to connect a document to online sources.
> insert, modify, and position images, including resizing, cropping, and

applying effects, and wrapping text around images.

use graphic shapes, 3D models, and screenshots to enhance your
document’s content.

create and format tables, including setting up rows and columns and
adjusting borders, shading, and layout.

use the Spelling and Grammar check, the Thesaurus, and the Find and
Replace tool.

prepare documents for printing.

Tools

>

Microsoft Word



LESSON 1
Formatting text

Have you ever written a letter or an email using a computer?
*  Why do you think formatting text is important in documents?

Creating text on a computer is an essential skill. Many programs are available to create and edit text
on a computer. One of these is Microsoft Word, a program that allows you to write text as well as
format it. Formatting includes making tables and labels as well as including pictures and shapes in a
document.

To open Microsoft Word:

> Click the Search button, type "Word" and press Gias). O
> Once the startup screen pops up, click Blank document. ©
> Now, you can work on a hew document. &

Good morning
v
Home Hew 2
Settings (3)
= e
e
P - -
s o Blank document Welcome to Word Insert your first table of con... Banner calendar
Q Word L - 8
W oz @cf) B 9 1) 5 Documentt - Word £ Search g W\‘m"'ro - o *
Flo  Home Inset Draw Design Lsyout References Maiings Review View Holp = comments | 2 diting ~| [EEET
.1:|i| X ‘-‘mm;w e Kt k| = = =K S el T {)rm- g ; é. _Jll[_
= — Normal Nospacing Heading Heading H 5. Replace o
Faste % il - [= H-~ — Dictase Eoisor  Add-ins
e | B Ll f A A~ = El b s~ -
Chpbosrd B Foat L] S ]
= L] 7 ' 9

Stybes & Edmng Vosce Seralthity Edor  Addns
i TR [T et e

ki OO

Il

]

il
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This is the Ribbon. From here you can access Each tab consists of groups with

all the tools in Microsoft Word. Each tab deals buttons and drop-down lists. This is

with a specific task, e.g. the page layout. how the program organizes its features.

@ avosee @or) B 9 00 = Docmentt - Weoed £ Search fis g @ - o X
Fle  Home Insert Draw Design Loyout References Mailings Review View Help IE_Emgyyg_ilgﬁdﬂlng_-lm
v Dring ~ & (s
s v 1 i
Eu,r_ ; Nospacing Heading - Headlnngl il Replace ,f;, ﬁ —
bl i N -
Shgbosd B 5 stey B Edtng @~ voits  Senty  Edtor  agdens bk
L

LR NI O R TN O | N e R WA T O R S

| The white area is the "page"
where you can type your text.

Rulers allow you to align
your text or change the
size of a table.

4 \
These are the View buttons and the

Zoom slider. Here, you can change
how you view your document or
you can zoom in or out.

O Focus B - ——8—+ 120%

4 \
The Ribbon is dynamic. When you
select an object, let’s say a picture,
a new tab offering new options for
pictures will pop up. If you change
the size of the main window, the
Ribbon may hide some options.

Grouping the buttons is very important
because some buttons do similar things.

For example, the Font group gives you all the
necessary tools to format the font of your text.

{") Smart Tip

S A horizontal and vertical ruler are displayed in the application layout, with the scale set in
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Mastering touch typing a

Touch typing is a skill that allows you to
type faster and with improved accuracy.
This method involves using both hands
and assigning each finger to specific
keys; imagine your keyboard divided into
two areas: the left hand covers the keys
from T, G, and B to the left, while the right

>
N
*

! @
1 2
=

Caps Lock

Shift
i}
Ctrl

P—1
()
v""
I Z I
‘\‘._“_
<
. —
————_.. U

hand works from Y, H, and N to the right. —— —
This method can reduce strain and help
you focus on the screen rather than the
keyboard, which may improve accuracy
and consistency. However, it's important
to recognize that everyone has individual
abilities and needs. You can adapt typing
techniques to find an approach that works
effectively.
e AT w28 B2
Paste =N e S===E Styles  Editing  Dictate Editor ~ Add-ins
v & A P2 Avar AN &2 v v
Clipboard & Font & Paragraph [N Styles Voice Sensitivity Editor Add-ins
L l-l-t-l-l-g-x-l-t-Z-l-l-l-d-t-S-l-&vJ-?-l-S-l-‘}-!-10-|-11-|-12-l-13-l-N-l-lS-l-
E [ Now write your name. ]
- l Your teacher can help you place your
Type your name.] fingers correctly and explain which keys

you should press with which finger. It
requires practice to become proficient.

If you want to reduce the amount of blue
light from a computer screen, you can
enable the Dark Mode option via the
File tab and the Account panel. This

setting can make a screen more
comfortable to use for extended periods.

Type your name.|

]

ol
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Save—Open—Create new document

While you are working on a document, it's important to save it frequently. That way, you don't risk
losing your work if something goes wrong or you have to switch off the computer. In addition to
saving your file on the computer, it’s a good idea to store a copy in the cloud, using a service such
as OneDrive, so you can access it from any device and recover it easily.

To save your document: ®© Save As
) Home [ OneDrive - Personal
. . Rece
> On the File tab, click v (e [t s :
Save As. o o Personal [ word {rdoco) = |
2 OneDrive - Personal
> Click Browse. 9 m | Sensitivity labels are not supported.
Leam More
g 2 Share options ;
> In the Save As window in T e
the File name text box, © " ) share | £ WewFoide |
type a name for your file - &
and click Save. © - il o Nome 1 o
= [ e
d ] Attachments 1017200
o D ade m«a
Transformn Browse D Desktop 12/18/207
To save a file in the cloud, choose
OneDrive as your save location. Word will T Sove fo -
automatically upload the document and
. . & 5 ~ 1 H > Documents » v O Search Documents o
keep it synced, so you can open and edit
it from any device with Internet access. Organize ~  New folder B- @
B Desktop  # —
4 Downloads # Office
Templates
ol Documents #

PN pictures »

@ Music »
B videos *
A document can also be saved on an File name: | example e V]
external drive by selecting Browse and Save as type: Word Document =
then choosing the Removable Disk Rl pRey Al TopsAddiatag
(USB) from the list of available locations. (O save Thumbnail
~ Hide Folders Tools - il Save_ Cancel

'Word Document

Word Document
Word Macro-Enabled Document
Word 97-2003 Document
Word Template
Word Macro-Enabled Template
Word 97-2003 Template
PDF
XPS Document
Single File Web Page
Web Page
Web Page, Filtered
Rich Text Format
Plain Text

Sampler for Review Only



To open a file:

> On the File tab, click Open @ or press
Ctri B 0 )
> Click Browse. &

> In the Open window, locate your file, click
it € and then click Open. ©®

@ Document! - Word

©
)

ﬁ & share

The Share option allows a document to
be sent to others or shared via a link,
making it easy for multiple people to view
or work on the same file without needing
to send separate copies.

ﬂ Open
£ oo & » Documents v, G Search Documents
Organize *  New folder B~
f} Home g
Ej Gallery Custom m:r.ﬂe

Office
Templates
Bl Desktop 4

+ Downloads #
= Documents #

P4 Pictures *

File name: |example v| mi\eummu

Tools = Open |v

To create a new document:

> On the File tab, click New @ and then
click Blank document. &

() Smart Tip

Get Add-ins
Info
Save

Save As

Print

X Ib

P Export
O @  Transform

Close

Open

‘@ Recen

RQ Shared with Me
Personal

. OneDrive - Personal

Other locations

Cancel

@ Document! - Word

©

(n) Home 1
= Open
|8 Share

Get Add-ins

Info

New

Blank document

Sﬁ?ﬁﬁf’%f’ TOr Review Only
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Format text

Since you know how to save and open your work, let’s explore how to adjust your font to improve
your document. Type the following sentence: Type "My name is (type your name) and | am (type
your age) years old."

To change the font of a word or phrase:

> Select a word or phrase, for example, your name. @

> On the Home tab, in the Font group, click the font you want. @

> Adjust the Font Size to ensure that your name stands out clearly from the rest of the text. ©
> Your selected text will change accordingly. @

& |.""|’t‘:'s (Body) "_”_1 o IEv = = EE /C) @ \ £ aal
PI;:E'[EI B I U~ x ¥ A @EEE; y i .
<n A

Styles ~ Editing  Dictate t Editor =~ Add-ins
v & A~ £ A~ h AN ~ v

Clipboard & Font [ Paragraph N Styles & Voice Sensitivity Editor Add-ins

z My name is ﬁype;-yo_ul_fg:n_amé] and | am (Type your age) years old.

file. Home Insert Draw Design Layout References Mailings Review View Help |3 Comments | | &7 Editing ~| [EELEICR

v

L |-r-|-|-|-E-1-1-|-2-|-3-1-4-1-5-1-5-|-?-|-s-|-9-|-10-l-ll-l-lZ-|‘13-|-14-I-15-l-16-b-1-|-|-|‘

I

Filer Home Insert Draw Design Layout References Mailings Review View Help 0 Comments | | £ Editing

Do @i e X285 2

Paste Styles  Editing  pictate Editor

- g £ A par AN v ” ¥
Clipboard & Font = @ Styles & Voice Sensitivity Editor
(5 |<|-rrr-l<g-1‘l-|-Z-|-3-|--1-|-5-|-5-|-?-|-3-|-9-1-1.0-1-11-|-12-r-13-1‘l4-

i Do the same
i with your age.
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To make your text bold and underline it:

> Select your name and on the Home tab, in the Font group, click the Bold button. @
> Follow the same steps, but instead of Bold, click the Underline button. @

> Your selected text will change accordingly. ©

@ Avtosave @ o) B D~ ) = Document! - Word pei Binarymdmy@ — O X

File Home Insert Draw Design Layout References Mailings Review View Help | Comments | |7 Editing ~ Ol = share ~

[‘Cﬁﬂa
S

T EE A/ /C) s \ é- E

~
* Styles  Editing  pictate Editor  Add-ins

<
I
¢

|Verdana v|i14—_-|
(Bl 1[0 )® x ¥ A

llll

'Q@JHT
IIII
||r| '
[

<

¥y v Aav A A & e AR | v ” ~
Clipboard & ont = Pafagrnph m Styles @ Voice Sensitivity Editor Add-ins Sl

VST LW

o
~

(OIS - JCUR SRR IR R (R S & SRR SRR & SCUNE TR - SO RS T SO I & SO T {0

r
D¢
~
w
3

( Strikethrough a word. ) (Create a Subscript.)

Change the Font. J—\Home Insert Draw Design Layout

)(\ Aptos (Body} v”12 ’J‘l_ Change the Size
( Make the font Bold. }——‘ = - of the font.
g/g(' ik - -
( Make the font Italic. )—— Aa~ A" A L(
Font \

Create a Superscript. J

s

Underline the font. J_/ \ (Chan e Case. )
—L g

( Highlight the font. ) [ Change the Color ]

of the font.

Therefore, all buttons in the Font group operate similarly: first, select the
text to be formatted, then click the desired button to apply the changes.

() Smart Tip
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Bullets and numbering

Sometimes a list of items, such as the four seasons, may need to be presented. Instead of simply
placing the words one below the other, use bullets or numbering to create a more organized and
easy-to-read list.

To create a bullet list:

> Select the text you want to convert to a list. @
> On the Home tab, in the Paragraph group, click the Bullets button. &
> Bullets will be applied to your selected text. ©

Filee Home Insert Draw Design Layout References Mailings Review View Help |_F-'Comments|
Eﬁ] X |Aptos (Body) “f1z ~| 3= 'y /O \@; S ﬁ.
Paste B B IUves x XA Styles | Editing  Dictate = Sensiivil Editor

v & A~ L2+ A hav A K . .

Clipboard & Font ] m Styles n Voice Sensitivity Editor
= ;...,.|.|.§.|.1.|.2.‘.3.4.4...5...5...}.;.3...9...10.|.11.|.12...13.|.14.|,15...
z Instead of Bullets,
= use Numbering.

E— . Notice the difference.
. _S'p.rln__g_;- e Spring
= Summer e Summer
: 015\ i o 1. Spring
o utumn
: Autumn ¢ Autumn 2. Summer
- Winter o Winter 3. Autumn
- 4. Winter]
o
-
Page1of1  4ofd4words [[}  English (United States)  Text Predictions: On f’,messihiﬁry:Goodtogo :D:For.us R =

Format a paragraph

A paragraph is a collection of sentences about a specific subject. In Microsoft Word, most of the
paragraph formatting options are on the Home tab, in the Paragraph and Styles groups.

@ oo @cd) B 9 ) T Documentl - Word D search ) ummm. = B X%

File  Home Insert Draw Design Layout References Mailings Review View Help [Umm|[fidmw~]m

8 & £

Dictate Editor | Add-ins

i#plostﬁodyl 'E:‘Z 'l i I

A
z
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Paste

Normal No Spacing Heading% éfu?g
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Align text

Aligning text differently can improve clarity and accessibility. You can align one or more paragraphs
to the left, right, and center or you can justify the paragraphs.

Type this small paragraph:

Sleep is food for the brain. People aren’t actually aware of it, but it is necessary for a
healthy life. It refreshes the body and the mind. About one third of your life is spent
asleep, which means in your lifetime you will sleep 25 years.

To align a paragraph:

> Select the paragraph. @
> On the Home tab, in the Paragraph group, click the Justify button. @
> Your paragraph has been aligned and has straight edges on both sides. ©

File Home Insert Draw Design Layout Referenc ilings Review View Help |2 Comme

fﬁ % | (otosteoan du 4 E- =N == @J

e B B I Uvsx XA @E == =~ Normal No Spacing Headmg'@ £difihg | piciate

v F A P Avpy AR 2T % w

Clipboard & Font IF] Paragraph ] Styles ] Voice Se
v

L |-|‘|-|--|-|-e-|-1-|-2-|-3-|-4.|-S-|-6.|-}'-r-8-|-9-k-1B-|-11‘!-12-|-13-I-14-I-15C

asleep, whlch ‘means in your lifetime yo szl.l sleep. 25 years

(Allgn text to the left (33) + (9. )—~[§]

;i Align text to both left and right
margins/justified () + ).

]

7t

( .
To enable the ruler, click A“g“ text to Align text
the View tab, and in the the center to the right
Show group, click Ruler. (ctri B € ) (ctri EY R )
L

w

.
;
:
;
L
;
=1
]
o

1 Sleep is food for the brain. People aren’t actually aware of it, but it is necessary for a
il healthy life. It refreshes the body and the mind. About one third of your life is spent
; asleep, which means in your lifetime you will sleep 25 years.!

The ruler in Microsoft Word indicates measurements in centimeters or mches
emember, 1 centi i

gl g 00 @ & &

i
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Paragraph indentation

Paragraph indentation determines the distance of the paragraph from either the left
or the right margin.

To apply paragraph indentation:

> Place your cursor at the beginning of your paragraph. @
> On the Home tab, in the Paragraph group, click the Increase Indent button. @

To change the indentation of the paragraph, click
the Increase Indent or Decrease Indent button
on the Home tab, in the Paragraph group.

@ Autosave B ©~0) 5 Documentl -... £ Seafch ul ginai
File. Home Insert Draw Design Layout References Mailings| Review View Help Y Cc
f[j |Aptos (Body) vz | y p @ 8

B U v A s -
Paste @ Iy ® % XA Styles | Editing = pictate = Sensitn
v F| A £ Av pav A A v ¥ v

Clipboard In Font = Paragraph N Styles & Voice Sensitivity

|_-|<|»|-|‘g-|-1-|-2-|-3-|-4-|-5‘|-5-|-;--.-3-|-9-|.1n-|‘11-|‘12-|-13-|-1

i obteep is food for the brain. People aren’t actually aware of it, but it is necessa
= healthy life. It refreshes the body and the mind. About one third of your life is
- asleep, which means in your lifetime you will sleep 25 years.

Line spacing

Line Spacing is the distance between the lines or the paragraphs of the text. You can adjust the
space between lines to improve readability.

To apply line spacing:

> Select your paragraph. @

> On the Home tab, in the Paragraph group, click the Line and Paragraph Spacing button. @
> Click 1.5. ©

> The distance between the lines has been changed. @

() Smart Tip
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@ Autosave B 9«0 s Document! -. £ Search g Binan
File Home Insert Draw Design Layout References Mailings Review View Help |C' Co
[ b | bome fe 9| E-E-% é 2a 08 B

2 —
Paste B I U~ x X A === Styles Edltlﬂg Dictate | Sensitivity
" @ A~ £+« A~ pav A A Q.vm"zl'ﬂ v v

Clipboard & Font M~ Paragraph m Styles Voice Sensitivity

S = R R -|-1g|-2-|-3-|-4-|-5-|v6-|v?- seBie 8 w00 8 =00 20 211 o 2320w 213w 1oe 14

leep is foo tually aware of it, butitis nec
4 o for a healthy rfe It refreshes thest ody and the mind. About one third ¢
' life is spent asleep, which means i1 your lifetime you will sleep 25 years

1.0

1.15

@

2.0

25

4 \
Click Add Space Before Paragraph to add

more space before the selected paragraph.
(. J/

3.0

Line Spacing Options...

) Add Space Before Paragraph

P

Click Remove Space After Paragraph to

remove space after the selected paragraph. [—°
J

Remove Space After Paragraph
|

Lv)
-I>1‘9I-2<I'3'1-4-!'S'I'6>I<?'I'B'I'Q'I-10'I>ll<I'12'I'13'I<14'I'15él

o Sleep is food for the brain. People aren’t actually aware of it, but it is necessary
for a healthy life. It refreshes the body and the mind. About one third of your

life is spent asleep, which means in your lifetime you will sleep 25 years. |

History

Typewriters were used to type text before computers were widely available. Early typewriters
were built in the 18th century. The first commercially successful typewriter was invented in 1868
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Borders and shading

The color behind text or a border around it can be customized. Borders and shading can be applied
to a single word, a phrase, a paragraph, or even an entire section or page of text.

To apply shading and borders to your paragraph:

> Select your paragraph. @

> On the Home tab, in the Paragraph group, click the small arrow next to the Shading button. ©
> Click a color € and it will be applied in the background of the selected paragraph.

> Select your paragraph. @

> On the Home tab, in the Paragraph group, click the small arrow next to the Borders button. @
> Click Outside Borders. @

File ~Home Insert Draw Design Layout References Mailings Review View Help |22 Comments | | & Editing ~|
|Aptos (Body) “l1z ~| = - T = E M K 00
X | 3
d B I U~a x X A Ny = 5= vl e . :
Paste = Styles  Editing  Dictate Editor  Add-ins
v & A £ A Aav B O H - ;l L ~ * v

Clipboard & Font ] Paragraph I Styes & Woice Sensitivity Editor Add-ins
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- Sleep is food for the brain. People aren’t actually aware of it, but it is necessary
- for a healthy life. It refreshes the body and the mind. About one third of your
- lifé'-is"éﬁen‘t*ﬁsl‘éép,__wmﬁﬁ means in your lifetime you will sleep 25 years.
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Answer each set of questions in your notebook.

1. Decide whether each of the following statements is true or false.

1. You can increase the font size of your text using the options in the "Home" tab.
2. The Ribbon in Microsoft Word adjusts depending on the task you're performing.
3. To undo a recent action, you can press the Ctrl + Z shortcut.

4. Microsoft Word allows you to create both bulleted and numbered lists.

5. You cannot change the background color of a paragraph in Microsoft Word.

2. Select the best answer.

1. Which key combination opens a file in Microsoft Word?

a.Ctrl+ W
b. Ctrl+ O
c. Ctrl+ N
d.Ctrl+ P

2. Where can you find the option to bold your text?

a. On the "Home" tab
b. On the "Insert" tab
c. On the "Design" tab
d. On the "View" tab

3. How do you save a document as a PDF?

a. On the "File" tab, click "Save."
b. On the "File" tab, click "Save As", click "Browse" and click "PDF."
c. On the "File" tab, click "Transfer."

d. On the "File" tab, click "Share."

4. Which button is used to create a bulleted list?

a. "Bullets"
b. "Superscript"
c. "Breaks"

d. "Subscript"
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3. Choose the correct word or phrase from the list to complete each sentence.

Justify Home Paragraph Ctrl + N

)

Italic Shading Font Paragraph

gl

1. To align a paragraph to both the left and right margins, use the
button in the group.

@

2. You can change the font color of selected text by clicking on the "Font Color" button in

the tab.

Bl

3. The shortcut to start a new document is

R

4. The tool used to add a shaded background behind text is the

button in the group.

Sl

5. If you want to make a word italic, select the word and click the

button in the group.

]|

4. Why is it essential to adjust paragraph spacing in a document? Think about situations where
you might need to increase or decrease space between lines or paragraphs. How does this
impact the readability of the document? Write 3—4 sentences explaining your reasoning.

&

5. Type this text on your computer. Format it so that it matches the example.
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Advanced formatting

n What do you think is the purpose of using advanced

*  formatting features in documents?

How can changing the paragraph formatting improve

the readability of your text?

Having covered basic formatting, it's time to move to a higher level. This lesson will focus on more

advanced formatting features.

Advanced paragraph formatting

Next, we will explore deeper into paragraph formatting. For instance, you can create a paragraph
where all lines except the first one are indended; this is known as a hanging indent.

To create a hanging

indent:

> Select a paragraph.

> On the Home tab, in
the Paragraph group,
click the Expand
button. @

> |In the Indentation
group, in the Special
list, click Hanging. ©

> Click the arrows to
change the amount of
indentation you want

to apply. © o
. Spacing
> Click OK. @ Before and After Before: opt 5 Line spacing: A
> Your paragraph has determine the space After: = Multiple i L5

been formatted. @

|
L4
11
<
il
L4
[l
il

=4 ] e
@ééggv &VL“o Normal
&

-

Alignment changes
the alignment of
your paragraph.

Indents and Spacing  Line and Page Breaks
General
) Alignment: Justified v|

Left and Right
determine the left
and right indentation
of the paragraph.

before and after the

selected paragraph.
\ y,

— —

Paragraph 2 X

Outline level: |Body Text ~| [ collapsed by default

Special: By: a

Hanging . 1.27 cm S e—

Indentation

Preview

In the Special list, you can choose if
you want the first line of the
paragraph to be indented or hanging.
J

Tabs.. Set As Default

Use the arrows in the By list to
change the amount of special
tionyyo j u

Decide the amount of space you
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| J

O Keep with next

() keep lines together

D Page break before
Formatting exceptions

() suppress line numbers

D Don't hyphenate
Textbox options

Tight wrap:

|None v

Preview

|

refresnes the Doy 39 the mind Abar

Sicen iz food %r the o, Roooie aeeaT actuasy sware of . B it i mecozzany tor aPeanty Ve

St zae s W n

your ietime you will sieen S5 years.

Tabs... Set As Default

Cancel

Sampler for Review Only

al Rj1 00 @ Hf &)

]|

&




Advanced borders and shading

You can also create custom borders and shadings and apply different styles of borders, more colors,
or even add a border around the pages.

To apply a custom paragraph border:

> Select your paragraph and on the Home tab, in the Paragraph group, click the small arrow
next to the Borders button. @

> Click Borders and Shading, € and the Borders and Shading window will pop up.
> On the Borders tab, in the Setting category, click Custom border. ©

> In the Style list, click the double line. @

> Choose the Color, @ and the Width you want. @

> In the Preview group, click Top Border, @ Bottom Border, @ and click OK. ©

[ ] mmn B 9+~0)  Dowume. v B Ssearch & Binary Academy ° = a X

File Home Insert Draw Design Layout References Mailings Review View Help [F Cornments] [i Editing vJ m
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To apply a page border:

> Open the Borders and Shading window and click the Page Border tab. @
> In the Setting category, click Box border. @

> In the Art list, € click the graphic you want to use and click OK. @

> A page border with this graphic will be added on your page. @

o) &)

Borders and Shading ? X
[n
Borders  Page Border Ong
ing: Style: Preview
¥ ———— Click on diagram below or use P
ol buttons to apply borders
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Font formatting

The Font group contains all the basic tools you need to format fonts. There are more options, though.
For example, what do you do if you want to underline a word in dark red? Let’s check this example.

To underline text more efficiently:

> Select a word or phrase. @

> On the Home tab, in the Font
group, click the Expand button. &

> The Font window will pop up. ©

> |n the Underline style list, click
the thick line @ and in the
Underline color list, click the
Dark Red color. @

> Click OK. @

e Font

Font style, and

.
Size.

Abadi Extra Light

Font color allows Abel

file Home Insert Draw Design Layout References Mailings
f'lj X |Aptos (Body) v“:'[g v..| e eV e
b B | BT U x ¥ Egﬂg@‘gv
o, A | R B B B | ol PTYRE .
Clipboard & Font [ Paragraph
L LN T (ST o [ | P e 30 +4«1+5%02686¢+1
i for a healthy life. It refresi
? X
With Underline
Font Advanced
color, you can
choose the color
Font shle: Size: of your underline.

. Automatic

you to choose the Fot golos

Theme Colors

Underline style: Underline color:

.

Superscript, and
Subscript. There

g color of your font. ) | auomatic v I | H EEEEEEN
(none)
Effects Words only
N D Strikethrough D Small caps
Apply Effects to (] Double strikethrough () &l caps ' I
your characters. () superscript () Hidden
Earlier, we learned () subscript Standard Colors
. about A HN NEEEEN
Strikethrough,

L i od for th More Colors...

e

This is the body theme font
are also Double

strikethrough,

Small caps, All
caps, and Hidden.

Try them to find

Set As Default

The current document theme defines which font will be used.

.,

out what happens.

Text Effeqts... Cancel
With Underline style, you can
choose the type of line your word ; =
will be underlined with. Sleep is food for the brain|. Peop
for a healthy life. It refres
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Character spacing

Character spacing is the distance between the letters of a word. Characters are the letters,
numbers, and symbols of the text. Sometimes you need more space between them to make your
text easier to read or because you want to make the reader pay attention to a specific word without
applying bold or underline to the word or phrase.

To adjust character spacing: Home Insert Draw Design Layout References Mailing

)

gl

A |Aptos (Body) v\['lz v.| SIS N S | S
> Select a word or phrase. @ B 8 T Lsasx & |P il e @ o
. =Y 2 & g =
> O.n the Home tab, in the Font group, & | As 2w A nas £ o v ALl
click the Expand button. @ L ok = ol :
.l b}

> In the Font window, click the L E N - P 2 g
Advanced tab. ©

> In the Spacing list, @ click
Expanded @ if you want to increase

Bl

the space and click OK. @ for a healthy life. It refre R
> The space between the characters your life is spent asleer
of the phrase we selected has been years. =
expanded. @
Font ? X
4 \
Font  Adyanced Scale can change _
Character Spacing the width of the =1

characters. Any
percentage over
100% will make the
characters wider,
and anything under
100% will make them

Scale:  |100% |
Fe|

Spacing: |Expanded By: 1_P1i
Position: .Nonnal ﬂ QB!: .
D Kerning for fonts: I_ ; [%— nts and above

OpenType Features

&

narrower.

3 I \. J

Ligatures: None L |
100% v = —..

— MNumber spacing: | Default s | s N\
Expanded E 1 — In the By box, you
T Number forms: Default b | t th .
A e — can type the spacing

stylistic sets: | Defaut v
Condensed =

in points (pt). 3pt is

about one millimeter.
Preview \. J

D Use Contextual Alternates

Sleep is food for the brain

This is the body theme font. The current document theme defines which font will be used.

Set As Default Text Effects... Cancel

Sleep is food for the brginL People aren’t actually aware of it, but it is
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Hyperlinks

A hyperlink is text or an object that connects to another location, such as a web page, a file, an
email address, or another place within the same document. Hyperlinks make it easier to move
between related sections of a document or access reliable online sources.

To add a hyperlink to a web location:

> Select the text that will function as a hyperlink. @
> On the Insert tab, in the Links group, click the Link button. €

> In the Insert Hyperlink window, in the Address text box, type the web address to
specify the location that will open when the hyperlink is selected € and click OK. @

> The text for the hyperlink changes color and is underlined. @

To follow the link, hover the
mouse pointer over the text,
press Ctrl and left-click.
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Copilot

For subscribers with a Copilot for Microsoft 365 license, Microsoft Word has a feature that allows
you to summarize text quickly and easily. Copilot is an Al-powered assistant that helps you rewrite,
summarize, or generate content based on the existing text. With just a few simple prompts, Copilot
can summarize long passages, helping you create concise overviews while maintaining the key
points of your document.

To use the Copilot feature:

> On the document, select the paragraph. @
> Click the Rewrite with Copilot button. &
> Click Write a Prompt. ©

> |n the textbox, type a prompt such as "Summarize the selected paragraph", ©
and click Generate. @

00 @ & &)

> The generated text has been imported. @
> Check the text and click Keep it if it’s suitable. @

RE
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Answer each set of questions in your notebook.

1.

Decide whether each of the following statements is true or false.

1. The "Indentation" arrows allow you to control how much the entire paragraph is
indented from the left and right sides.

2. The "Insert" tab lets you adjust line spacing between paragraphs.

3. In the "Borders and Shading" window, you can choose from different line styles, colors,
and widths for your paragraph borders.

4. The "Before" and "After" options in the "Paragraph" window, control how much space is
added before and after a selected paragraph.

5. The "Page Border" in the "Paragraph" window, allows you to apply different border
styles and colors to the entire document.

6. To follow a hyperlink in a Word document, simply click on the linked text without
pressing any additional keys.

7. Copilot can be used by anyone, even without a Microsoft account.

2. Choose the correct word or phrase from the list to complete each sentence.

Home Expand Font hyperlink

Widow/Orphan control Top Border and Bottom Border

1. To apply a hanging indent, select your paragraph, and on the "Home" tab, and click the

button in the "Paragraph" group.

2. In the "Borders and Shading" window, to apply a border to just the top and bottom of

a paragraph, select in the "Preview" section.

3. You can change the color and style of the underline by expanding the options in the

group.
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4. The "Line and Page Breaks" tab, part of the "Paragraph" dialog box, includes the option

to control , which prevents a paragraph's last line from being

)

stranded at the top of a new page.

gl

5 A is a piece of text or an object that connects to another

location, such as a web page, a file, an email address, or another place within the same

@

document.

Bl

6. You can enable Copilot by using the corresponding tool, on the

R

tab.

Sl

3. Explain why you should use borders and shading in a professional document. How does
adding borders or shading improve the presentation of the content? Think about
scenarios where these formatting tools can make information more accessible and easy
to understand or highlight important text sections.

]|

4. Type this text on your computer. Format it so that it matches the example.

Protect the forests

Forests are very important. A lot of animals and insects live there. Trees also cleanthe

air, and people get food and wood from them.

&

But today people are cutting down too many trees because they want to make houses

and furniture. They also need wood to make paper, so forests are slowly disappearing.

This is why we should all protect forests. Recycling paper is one of the things we can do.
For example, we shouldn’t throw away old newspapers and magazines. We should take
them to recycling bins. Buying books made of recycled paper or using all the pages in your

notebooks are good ideas, too.

What tools or features in Microsoft Word can you use to format a document like the
example?
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Images and graphics

How do pictures help clarify or illustrate the content in a document?
. How can positioning text around an image improve the layout and
professionalism of your document?

Pictures can help illustrate the content of a text and can also make your document more attractive.
You can insert pictures that you took with your digital camera or you can import some from
Online Pictures. Let’s explore how to do that.

To add a picture from

Online Pictures:

> Click the point where
you want to insert the
image. @

> On the Insert tab, in the
lllustrations group, click
Pictures, € and select
Online Pictures. ©

> |n the Online Pictures
window, type a keyword or
phrase in the search box

and press Giaam). O

> Select one image @ and
click Insert. @

> The image you chose will
be automatically inserted
in your document. @

obstacles that they met on the way. Slowly their acrobatic running developed into an actual spart
as more and more people joined them.

them.

5 This sport was created in the 1980s by a couple of bored adolescer
c and Sebastien Foucan, who enjoyed climbing, running and jumping a:
- streets of their Parisian neighbourhood. They were passionate about |

go over, under or through any obstacles that they met on the way. Slo!
acrobatic running developed into an actual sport as more and more p
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To add an image from Home Insert Draw Design Layout References Mailings Review View Help
your computer: @ ™~ v %3 SmartAn i3 @ EL:I [ Header v
. . Table Pictures, ﬂ et Online Links Comment Q Fogtery
> Click the point where you - v | @ 3DModels v i Screenshot~ | Videos |~ [3) Page Number ~
want to insert the image. @ Tobles | [ ert Plcture From Media Comments | Header & Footer
R L e I il T T e e |
i Thi ice. s
> On the Insert tab, in the E ks e ere are even computer games where you navig
lllustrations group, click Ed] stockImages..

Pictures, @ and select
This Device. ©

> The Insert Picture window
will pop up. @

> Click the picture you
want @ and click Insert. @

> The picture will be inserted
into your document. @

an urban environment.
E@ Online Pictures..

@

Parkour, more than free running, is not only a way to improve ph
also a way of thinking. In a similar way to martial arts philosophy, i
ability to overcome your fears and control your mind. There is no li
techniques for parkour, because each obstacle a traceur faces is ¢
And the way a traceur deals with the obstacle will depend on body
and strength. Parkour is not a competitive sport; there are no oppo
about interacting with the environment around you, which in the m
more than often the inner city.

%

P Pictures »
& Music *
LR

File name: | Picture?.png |

x| ¥
are similar and are commonly confused. Today, Fou
are commonly seen on TV and in music videos and

in environment.

Search Pictures »

o- o @

o

only a way to improve physical fitness, but also a w
wwercome your fears and control your mind. There is
new challenge. And the way a traceur deals with the
a competitive sport; there are no opponents to bea
idern world is more than often the inner city.

After you insert an image into a document, you can choose how the image is placed in relation to

the text. For better accessibility and readabil

ity, you can adjust the layout so that the text wraps

around the image or place the image in a corner of the page, similar to how it's done in magazines

or newspapers. Let’s explore how to do that.

To modify a picture

or a shape:

> Click the picture. @
> Click the Picture Format

tab. @

> Use the buttons in the
Adjust group to modify
your picture. ©
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Experiment with the Picture Border helps you Click Crop, define the

Corrections, Color and Artistic change the style and color area of the picture you
Effects tools, to achieve your of the picture border. want to keep (crop
desired effect. There are many Choose a different line area) and press
possible combinations. width or use dashes. [ Enter ! }
file Home Insert Draw| Design Layout References Mailings Review View Help Picture anat( N Y'C:n"lmentﬂ | & Editing ~
s Bl H I Picture Border + ——_— Bhe : = 7aem 3|
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Background ¥ E@Tenspareny~ £ ~ Picture Layout » Tm v Tedtv HlselectionPane | Sa~ G e =
adudl T e size
With Picture Styles, you Wrap Text helps With Position
can change the outline you to control you can select kil
of a picture or create a how the text will the correct place =
shadow with a new be around the for your picture.
. . ‘With Text Wrapping
picture style. Explore all picture. Try all the

the available options. choices to find |

~ g out how the =

Use Picture Effects for more ways to change picture and the - = =

your picture. Select from a list of shadow, text can fit — A
glow, reflection, or even 3D effects.

together.

(Z More Layout Options. )

When you insert a picture in your document, it is in line with the text by default. If you want to move
the picture, you need to choose a different text wrapping setting.

4 Y 4 N\
In Line with Text: . S r——— Square: Put the
Include the picture A= In Line with Text - text around the
inside the text. Use in: square® wg | picture.
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Insert graphics

In addition to pictures and images, graphics and shapes such as arrows, circles, triangles, and more

can be used to enhance a document.

To insert and write inside a shape:

> On the Insert tab, in the lllustrations
group, click Shapes @ and in the
drop-down list, click the shape you like. @

> Drag the shape into an empty space
so that you can change its size and
position. &

> Right-click it, @ and click Add Text. ©

> The cursor will be placed inside the
shape. Type some text. @

oD @O =

Insert Draw Design Layout

= @

Table | Pictures B 161
h e €9 3D Models

Tables Illustratic
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Document1 »

£ Search ]
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® No doubt you've seen them somewhere, leaping impossibly high walls, diving
through gaps, falling from great heights, rolling over and carrying on. They look like
they are being chased by someone, but in fact they are traceurs* and they are
practising one of the fastest growing extreme sports, free running or parkour.
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them.

This sport was created in the 1980s by a couple of bored adolescents, David Belle
and Sebastien Foucan, who enjoyed climbing, running and jumping around the
streets of their Parisian neighbourhood. They were passionate about learning how to
go over, under or through any obstacles that they met on the way. Slowly their
acrobatic running developed into an actual sport as more and more people joined
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3D models

3D models allow you to display different perspectives of three-dimensional objects. You can rotate
and tilt the models in your Word document, allowing viewers to interact with and explore the object
from multiple angles for a clearer understanding of its details and structure.

To insert a 3D model from your File ~ Home |Insert Draw Design Layout References Mailings Review

computer: % @ T@ [ shapes ~ SmartArt [:9-! @ —'j:l

Pages  Table | Pictures O 1<O™ G Online  Links  Comme
> Click the point where you want ¥ * v [ 3DModels ~ | i} Screenshotv  Videos ¥
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i % € This Device.. % i
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arrow next to 3D Models. & b techniques for parkour, because each obstacle a
> Click This Device. © And the way a traceur deals with the obstacle will
and strength. Parkour is not a competitive sport; t

> [y
In the Insert 3D Model . about interacting with the environment around yo

window, select the model file @ i mots than often the inner.city.
and click Insert. © : ol
> A 3D model will be inserted :
into your document. (6] s Any environment where there are obstacles is
% running. No equipment is needed, but obviously s
I{H Insert 3D Model X
L B & > Documents > v O Search Documents »
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X Tacs Cg:ft_oc:’ Model.gib objects utilized in
I
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Insert screenshots

Within a document, it is possible to conveniently add a snapshot of the screen directly into the file,
enhancing readability and capturing important details. When adding a screenshot, users can choose
to insert the entire program window or use the Screen Clipping tool to select and insert a specific
portion of a window.

To insert a screenshot of an entire window:

> Click the point where you want to insert the screenshot.
> On the Insert tab, in the lllustrations group, click Screenshot. @

> From the Available Windows gallery, click the thumbnail image
of the entire window you want to insert into document. @

> The screenshot will be inserted into your document. ©
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insert the screenshot. ¥ ¥ (D 3DModels ~ @ﬁm v

> On the Insert tab, in the Tables llustrations|  Ayajlable Windows ~ |*
lllustrations group, click """'e't?'l"'z"' s
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Insert charts from another program

Charts that are already created in other programs, such as Microsoft Excel, can be copied and
added to a Word document. This makes it easy to include data in reports or projects and saves time
because the chart does not need to be recreated in Word.

To insert a chart from Excel:

> Open the Excel file where the chart is, right-click on the chart, and click Copy. @
> |n the Word document, click where you want to insert the chart. @

o) &)

> On the Home tab, in the Clipboard group, click the arrow below Paste. ©
> From the Paste Options, click Use Destination Theme & Embed Workbook (H). ©
> The chart has been inserted in the document. @

0 @
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Answer each set of questions in your notebook.

1. Decide whether each of the following statements is true or false.

1. Microsoft Word allows you to insert pictures directly from your phone or tablet.

2. You can adjust the position of a picture in a document by changing the "Wrap Text" tool.
3. The "Crop" tool is used to add a bevel effect to a picture.

4. Inserting pictures from "Online Pictures" automatically adds a border around them.

5

. The "Screenshot" tool helps you quickly add a snapshot of any open window in a
document.

6. You can insert a "3D model" into a document but you cannot manipulate it.

7. When a chart is inserted into a Word document, it is always added as an image.

2. Select the best answer.

1. When inserting an image from an online search in Microsoft Word, what is the correct
sequence to follow?

a. On the "Insert" tab, in the "lllustrations" group, click "Pictures" and
then click "This Device."

b. On the "Insert" tab, in the "lllustrations" group, click "Pictures" and
then click "Online Pictures."

c. On the "Draw" tab, in the "Insert" group, click "Drawing Canvas."

d. On the "Insert" tab, in the "Symbols" group, click "More Symbols."

2. Which tool allows you to add circles, squares, and arrows in a document?
a. "Pictures"
b. "Chart"
c. "Shapes"

d. "WordArt"
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3. How can you crop an image to remove unwanted parts in Microsoft Word?

a. Use the "Picture Styles" option in the "Picture Format" tab.

)

b. Use the "Crop" tool, in the "Picture Format" tab, after selecting the image.
c. Use the "Picture Border" tool and choose the "Weight" option.

d. Use the "Wrap Text" tool, to remove unwanted areas.

gl

4. What steps would you follow to insert a screenshot of a specific part of a window into
your document in Microsoft Word?

@

a. On the "Insert" tab," in the "lllustrations" group, click "lcons."

Bl

b. On the "Insert" tab, in the "lllustrations" group, click "Screenshot," and click "Screen
Clipping."

c. Right-click the picture, select "Format Picture," and click "Shadow."

R

d. Select the picture, go to the "Picture Format" tab, and use the "Corrections" tool
from the "Adjust" group.

Sl

5. What is the main advantage of inserting a chart from Excel into a Word document
instead of recreating it in Word?

a. It reduces the file size of the Word document.

b. It allows Word to automatically redesign the chart.

]|

c. It converts the chart into plain text.

d. It saves time because the chart does not need to be recreated.

&

3. Why is it important to adjust the position and size of images in a document? Think about
how it affects readability and the overall presentation of your work.

4. How do tools like "Wrap Text" and "Crop" help enhance the presentation of your
document?
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5. Type this text on your computer. Format it so that it matches the example.

VYVVVVVVVVVVVVVVVVVYVVVVYVYVYVYY

Did you know that...?

Antarctica is a continent. Everybody knows that. But here’s
something you may not know. It is also a desert! You see, it
.. rarely rains or snows there, but there is a lot of wind. In fact,
Antarctica is the coldest desert in the world! And here’s another
strange fact: 90% of the world'’s fresh water is there, but you

can't drink it because it's all ice!

What's that smell?

The biggest flower in the world is called rafflesia. It is one meter wide and it is
not very pretty. But this is not the only strange thing about this flower. Rafflesia
flowers have the worst smell of all!

Small but Dangerous

The black widow spider is the most famous spider, but the Brazilian
spider is more dangerous and more poisonous than the black
widow. The Brazilian spider hides in dark places like cupboards
and shoes. So, on your next trip to Brazil, look inside your
shoes before you put them on!

F

Q’ How many hours in a day anyway?

A day on Earth has twenty-four hours, but how long is a day on other planets?
On Pluto one day lasts six Earth days and nine hours. On Venus one day is

longer than a year on our planet! Jupiter is the biggest planet, but it has the
shortest day. It lasts only nine hours and fifteen minutes!

AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA
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LESSON 4]
Working with tables

)

K]

When might using a table be more effective
g than a list or a paragraph in a document?
What do you think are the benefits of
applying custom styles to a table?

D @

To display information such as
the personal details of a group
of people or your school
schedule, use a table. Tables
organize data into a grid of
cells, which are arranged in
rows and columns.

To create a table:

> On the Insert tab, in the Tables group, click Table. @

> Select the size of the table you want, e.g., choose 4x4 to
create a table with 4 rows and 4 columns. ©

R

Il

> To type text, just click inside a cell and start typing. ©
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By clicking Quick Tables, you can insert a default
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Insert a table and set specific parameters before you draw it.
Let’s discover how you can do that.

To insert a table:

> On the Insert tab, in the Tables group, click Table and then click Insert Table. @

> |n the Insert Table window, set the parameters you want, for example, a table
with "4" columns @ and "4" rows € and click OK. @

File
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Choose the size of the
columns for the table.

The cells are first presented
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and if you choose this, as you
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Formatting a table

You can format your table using Table Styles or create a custom format to suit your needs.

To apply a style:

> Click anywhere in the table. @
> On the Table Design tab, in the Table Styles group, click the style you like. @
> The style you selected will change the layout of the entire table. ©

Plain Tables

g | Monday
= 9-10 Math
Z 10-11 Physics
& 1112 Music

Clear
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A custom style can also be created by using options like the Borders or Shading buttons. As
discussed in previous lessons, borders are used to add lines around the table or within the grid,
while shading is used to color the cells.

To use Shading: Design Layout References Mailings Review View Help Table Design Layout | Comme

—(— M|

Border | L

> Select the cells you
want to color. @

> On the Table Design
tab, in the Table Styles
group, click the small

- Borders
Styles~ [Z pen Color ¥

Borders
-9 <11 1 <12 v +13- 1 +14- 9 151 - 160

arrow under Shading. © I':-:-"-‘!ﬂ! g:fn'_‘l:t‘;w
> Click the color you want ' Geography ‘Math

to apply to your table. © Biology English
> The color of the cells Theme Colors

has changed. @ HE EEEEEEN

e 3
1T

=’ Standard Colors
| g AEEEENE

_ Ant . Geometry
10-11 - Physics ' Geography - Math
11-12 Music Biology English

No Color
If you click More Colors, the Colors window will pop up. From

there, you can use one of the 256 standard colors or you can More Colors..
choose your own from millions of choices in the Custom tab.

Colors (m] X Colors (m] X
Colors: Cancel Colors: Cancel

Color model: [
Red:

Green:

Blue:

Hex:

Current Current
£

) Smart Tip
© A table consists of rows, columns, and cells, but they don’t have names like on a spreadsheet. If

you want to make complex calculations, use Microsoft Excel and then copy all the cells to your
document as a table. As always, first select the area you want to change and then apply any
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To use a border:

> Select the area of the table you want to add a border to. @
> On the Table Design tab, in the Borders group, click the small arrow under Borders. @
> Click the type of border you want, e.g., Outside Borders. ©

)

=
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To delete a row or a column:

> Right-click any cell in the row or column you want to delete. @

> Click Delete Cells. &

> Click Delete entire row or Delete entire column to delete a row or column. &
> Click OK. ©
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¥ Above [I3 Insert Right E5 Split Table ¥
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> Click AutoFit O
Contents €) to
automatically +
adjust the size of
the column to the : :
910 Math Art Geometry
longest word. @ - — =
10-11 Physics Geography Math
11-12 Music iology  English
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To change the size of a column or a row:

> Point on the right border of the column whose size you want
to change until it becomes a resize cursor. @

> Hold, click and drag the border to the left or right. @

)
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4 910 Math  Art ' Geometry e
% 10-11  Physics Geography Math =
~ 1112 Music  Biology = English S

R

If you encounter difficulty selecting a column, row, or individual cell, don't worry. You can simply click
on a specific point in the table to make your selection. For instance, to select the second column,
click at the top of that column, or to select the second row, click at the beginning of the row.
Alternatively, there is another method to achieve this.

To select a row, column, or cell:

> Click any cell in the table. @
> On the Layout tab, in the Table group, click Select. @
> For this example, click Select Column. €

Sl

]|

> The column to which the cell belongs will be selected automatically. @

&

Fle Home Insert Draw Design Layout References Mailings Review View Help Table Design Layout
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You can also choose the & a

Row, the Cell, or the e L
entire Table to which the 910 Math  Art  Geometry
cell belongs. 10-11 Physics Geography Math
1112 M ~ Biology English
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When typing in a table, by default the text is aligned to the left, just like a paragraph. You can
change the alignment to right or center, but also to the top, center, and bottom.

To align the text in the cells:

> Select a row. @

> |n the Layout tab, in the Alignment group, select the alignment you prefer. @
> The alignment of the text in the row has been changed to the center in this example. €

Draw Design Layout References Mailings Review View Help Table Design Layout |DCom

| Draw Table E:] % Fdinsert Below ~ Ed MergeCells | ﬂ|0 39em | ] ot .
>< —

| Eraser Bete | s €H Insert Left [ split Cells E |8 | == 2 Text Cel
¥ Above [B InsertRight {5 Split Table ] AutofFit v [=] [E] [E] Direction Marg
Draw Rows & Columns ] Merge Cell Size ] Alignment
'.|.1’,,2.[-a-|‘4‘|-5-.-6‘1‘?-|-a-.gltl-t-I-I-I‘J-l-I-I-
910 Math  Art - Geometry
1011 Physics Geography Math

1112 Music _Biolo_gy _En

910 Math  Art ' Geometry
10-11 Physics Geography Math
1112 Music  Biology English

To change the direction of the text:

> Select the cells you want to change the text direction in. @

> On the Layout tab, in the Alignment group, click Text direction
twice in this example, to change the text direction. @
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You can save space by placing
column titles vertically. While not

widely used, this method can be
helpful when you want to save space.
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Answer each set of questions in your notebook.

1.

2.

Decide whether each of the following statements is true or false.

The "AutoFit" option adjusts the column width to fit the content in each cell.
. You can only use borders around the entire table, not individual cells.
. You can right-click a table to delete a row or column.
. The "Table Styles" option is found in the "Table Design" tab.

. The "Insert Table" option allows you to specify the number of columns and rows for a
new table.

Select the best answer.

1.

What does the "AutoFit to Contents" option do in a table?

a. Automatically adjusts the column width to fit the text.
b. Adds a border around the table.
c. Changes the font size to fit the cell.

d. Centers the table on the page.

. How can you add shading to specific cells in a table?

a. Right-click the table and select "Table Properties."
b. Go to the "Table Design" tab and click on "Shading."
c. Use the "Draw" tab and select "Pen: Black."

d. Use the "Design" tab and select "Colors."

. Where can you apply a predefined table style?

a. On the "Design" tab, in the "Document Formatting" group.
b. On the "Layout" tab, in the "Arrange" group.

c. On the "Table Design" tab, in the "Table Styles" group.

d. On the "Home" tab, in the "Styles" group.

Sampler for Review Only



4. How do you delete an entire column in a table?

a. On the "Home" tab, in the "Editing" group, click "Replace."
b. Right-click a cell in the column and select "Delete Cells."
c. On the "Table Design" tab, in the "Borders" group, click "Borders."

d. Select the column and press the "Delete" button.

3. Why is the "AutoFit" feature useful when working with tables in a document?
Think about how it helps keep your table organized and how it adapts to the content
you enter. Write 3-4 sentences explaining how this feature makes tables easier to read
and manage.

4. Table Creation and Formatting.

1. Open a new Microsoft Word document.
2. Insert a table with 3 columns and 6 rows.
3. In the first row, type the following headings: Task, Due Date, Status.

4. In the next five rows, type the following data:

Task Due Date Status

Complete project report 12/15/2024 In progress
Study for math test 12/10/2024 Not started
Finish book report 12/20/2024 Completed
Organize science notes 12/18/2024 In progress
Prepare for presentation 12/22/2024 Not started

5. Use the "AutoFit" option to adjust the table width based on the content.
6. Apply a table style.

7. Save the document as a Word document and a PDF.
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LESSON 5]
Check and print

How important is it to check for spelling and grammar
. mistakes before printing or sharing a document?
Why is it helpful to preview a document before printing it?

While typing in Microsoft Word, some words may be underlined with a wavy line. This occurs
because the program automatically checks for spelling, grammar, and syntax errors. To
differentiate between types of mistakes, Microsoft Word uses red, blue, or brown underlines.

The red underline indicates a spelling mistake or that the word you typed isn't found in the
program's dictionary.

Win or !kIAS/s, it was a great game > Win or lose, it was a great game.

The double blue underline is for grammar mistakes:
Win or lose, it were a great game > Win or lose, it was a great game.

The brown dotted underline is for issues with clarity:
Win or loose, it used to be in the past a great game > Win or lose, it was a great game.

To check mistakes:

> On the Review tab, in the Proofing group, click the Spelling and Grammar arrow, and select
Spelling or press (@). @

> The Editor pane with the incorrect words, suggestions, and other options will pop up. &

> Replace the red word with the word you select from the Consider list. €©
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= ., tobeat. Itis about interacting with the environment around you, which in the modern world is
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N . Ignore All the suggested corrections
R Opvions: in bold and you can click
[T see More
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Thesaurus

The Thesaurus is like a dictionary, but instead of definitions, it gives you a list of synonyms when
you search for a specific word. To start the Thesaurus, on the Review tab, in the Proofing group,
click Thesaurus. The Thesaurus will be on the right side of the screen. Microsoft Word tells you what
part of speech these words are using specific abbreviations. Nouns are marked with (n.), verbs with
(v.), adjectives with (adj.), adverbs with (adv.), and prepositions with (prep.).

To find a word’s synonyms:

> On the Review tab, in the Proofing group, click Thesaurus or press iy + @. ©
> Type a word in the Thesaurus text box. €

> Click the search button, € or press to start the search.

> A list of synonyms will be created. @

@ avose @of) B 9+ 1) 5 Doume. v P Ssearch g

File Home |Insert Draw Design Layout References Mailings Review View Help

fi—d AR B O BB ERE

Editor B Thesaurus Check Language Comments Tracking  Accept - Compare Protect  Hide

. Word Count Aloud  Accessibility ~ = B o et Ink ~
Proofing Speech Accessibility Changes Compare Ink B
- :
L JCR I SO I ST PR (RO SO R A S S S LR A1 RS C U R ¥ St SR Rt U L COl B
: = . Thesaurus Ve
= techniques 0
5 In 2003 a documentary was broadcast in the UK called Jump London. This followed a group of | methods (n) '
ki traceurs including Foucan, running around famous landmarks. The sport was introduced to the memm:s [
£ English-speaking world as free running, but Foucan and Belle had already decided that parkour practises '
b and free running were two different sports. Free running involves more spectacular tricks and practices |
4 somersaults, which are not really necessary, whereas in parkour, traceurs try not to overdo it. For oceiures
= them the important thing is to overcome an obstacle. However, the basic}techniques and moves f:u; ‘
E are similar and are commonly confused. Today, Foucan and Belle enjoy worldwide fame and have modus operandi (Dictionary Forn
3 starred in films and adverts. Traceurs are commonly seen on TV and in music videos and there are
2 even computer games where you navigate a traceur moving through an urban environment. |

Parkour, more than free running, is not only a way to improve physical fitness, but also a way of
thinking. In a similar way to martial arts philosophy, it gives you the ability to overcome your fears
and control your mind. There is no list of moves or techniques for parkour, because each obstacle
a traceur faces is a new challenge. And the way a traceur deals with the obstacle will depend on
body type, weight, speed and strength. Parkour is not a competitive sport; there are no opponents
to beat. It is about interacting with the environment around you, which in the modern world is
more than often the inner city.
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Find or replace a word

After finishing a document, it's advisable to review it one final time. Mistakes or elements that need
adjustment may become apparent. For instance, if a word is repeatedly used throughout a 20-page
document and needs replacing, there are tools available to find the word and replace it with another.

To find a word:

> On the Home tab, in the Editing group, click Find. @
> In the Navigation pane, type the word you want to find @ and press CREES.

> The word will be highlighted in the text € and thumbnails will also turn up in
the Navigation pane, indicating where this word is. @

File Home |Insert Draw Design Layout References Mailings Review View Help U
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] a traceur faces is a new challenge. And the way a traceur deals with the obstacle wil
an] k|| body type, weight, speed and strength. Parkour is not a competitive sport; there ar 7
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To replace a word:

> On the Home tab, in the Editing group, click Replace. @

&

> When the Find and Replace window opens, in the Find what: text box, type the
word you want to find € and in the Replace with text box, type the new word. €

> Click Replace. ©®

Q@ Avtosave H 9~ ¢ = Documentt~ P Search !
File Home Insert Draw Design Layout References Mailings Review View Help o
(Y (meoa i A K hev (A | Ev S E 22 A(S it
e =8 Normal Nospacing  Heading 1 % o Replace
Paste B I - s « LA [El=E==12- &-FH-
=g trUcex <A 2-Ar @EEEiE 0B —
Clipboard 1% Font & paragraph [} Styles & Editing
Find and Replace 74 X
Fingd Replace GoTo
0 Find what: ity Replace All finds and replaces the L
word you want to change Find Next locates the
T everywhere in your document. next instance of the
Replace with: town]| L. .
: Double-check before you click it. word in your document.
e A Cancel




il
S
o
£
5
3]
o
B
b
o
S
l:
o
o
Sl
)
N

Document views

A document may not be intended for printing. It could be for sharing online or for creating a long list
of ideas. To work more efficiently, different viewing options are available, such as Print Layout or
Web Layout.
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print your work.




Choose the Read Mode and click View to open a menu with different
options that can help you read or edit the text while in this mode.
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)

File Tools View Docurnent?
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No doubt you've seen them somewhere, leaping impossibly high walls, diving through gaps, falling from great heights,
rolling over and carrying on. They look like they are being chased by someone, but in fact they are traceurs* and they are
practising one of the fastest growing extreme sports, free running or parkour.
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I._b. o To make changes to If you choose Read mode, the program
di . o
i the text, choose Edit hides the buttons and displays the
E S P Document from the document across the entire screen for
View menu. easier navigation. If the document is
|:| Show Comments very long, you can choose this view to
make it easier to read.
Column Width  * \ y,

% Page Color ¥
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<A z) Text Spacing

A)) Read Aloud
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Web Layout displays IThe Urban Playground

your document as a
web page. Use this
layout if you prepare
texts and pictures
for the Internet.
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The default view in older versions of Microsoft Word was Draft. The actual margins of the page
are not apparent. Use this layout only if your computer screen is too small for Print Layout.
Outlining is a special view for text that presents the
content in a structured, hierarchical list format.
QW Avtosave B ©~-0) s Documentl v O Search o -
L -
File  Outlining Home Insert Draw Design Layout References Mailings Review View Help =N
—_— @ = 7‘, N

&« < [tevert - » | ¢Showlevet |All Levels |

& e Show Text Formatting S S P
("] Show First Line Only Document Subdocuments  Qutline View
Outline Tools Master Document Close

® |'I'he Urban Playground




The Outline view allows for easy creation of a Table of Contents in a document. For example, if the
title comes from a shape inserted earlier, the title might be classified as Level 1, indicating it is the
primary heading, while the main text would be designated as body text.

)

To apply Outlining:

> Select the part of the text you want. @
> On the Outlining tab, in the Outline Tools group, click Level 1 in the drop-down list. @
> The selected text will become the main title of your document. ©

© i

Document] - Word BinaryAcademy ®
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Body Text

Zoom in and out

The Zoom slider allows for adjusting the size of a document on the screen. To focus on small details,
zoom in (over 100%). To view the entire page or multiple pages at once, zoom out (under 100%). Note
that the zoom level affects only the on-screen view; the size of the text or images remains
unchanged when the document is printed.

|

"g!l

— {1 +  120%

(Read Mode) (Web Layout)

' Print Layout '

L) Smart Tip

S  You can change the view of your document much faster with the small buttons on the status bar
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Print

Working with your document digitally is helpful, but a printed version may be needed for certain tasks
or sharing. Just press () + @ and CGIE2H). The printer will print your document in a few seconds.

If you need more options when

printing:

> On the File tab, click Print, € or
press G+ @

> On the right side of the screen,
there is the Print Preview (how
your document will be on paper). @

> On the left side of the screen, you

can change the different Print
Settings. ©

If you want more than one copy, type the
number of Copies you want or use the
arrows to select the number you want.

© Print
{n) Home Eg'.l Copies: |1 3
D New
Print
> Open
Printer ®
1 Share . HP LASER MONO M506 (B)o... |
Ready
= - Printer Properties
Get Add-ins
Settings
Info Print All Pages |
The whole thing |
Pages: | |®
Save As ‘ Print One Sided
Only print on one side of the...
Print ‘ ED Collated
123 123 123
Export
‘ D Portrait Orientation %
Transform szl
‘ D Letter |
Close 21.59 cm % 27.94 em [
iEi Custom Margins =
‘ 1 Page Per Sheet -
Account
Page Setup

Choose a printer from the Printer list.
The printer can be directly connected
to your computer (local printer) or

shared with other computers of your
k (network printel).

() Home
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& Share

Get Add-ins
Info
Save

Save As

Print
@ Copies: fi, :
Print
Printer @
a==. HP LASER MONO M506 (B) 0...
' Ready
i Pi i
Settings
|— Print All Pages
@ The whole thing
Pages: | |®
Print One Sided -
Only print on one side of the...
Print
o 0 M) g

@

The Urban Playground

1 Jor2 »

Click the arrows
under the preview to

Move the Zoom Slider
to have more details



( \

Type the pages you ( Print All Pages prints the whole document. J
want to print in the
Pages text box.

Examples: setlings Document ST
. p Print All Pages o printonly a
Type 1-5 to print 5 Print All Pa @
. [ ges
pages 1, 2, 3, 4, and 5. . The whole thing The whole thing smal: silected
Type 1, 5, 8 to print [—9 Pages: [ ]@ _ : part of your
1,5,and 8 - = Print Selection ®——| document on
pages 1, 5, an : Print One Sided g Just what you selected paper, click %I
Type 1-5, 8, 11 to print Only print on one side of the... Print Selection
pages1,2,3,4,5,8, D ¢Print Current Page | .
and 1 I:I:l Collated 2 Just this page S
L : ) 123 123 123
th A Custom Print
Portrait Orientatior = F Type specific pages, sections or ranges
- =5 . =)
You can choose 21.59 cm x 27.94 c1n ' Custom Print prints a
between Portrait — ] range of pages you specify _
Orientation and CosanMarns ¥ from the whole document. 2 H
Landscape
Orientation. e " Print Current Page —
Page Set prints only one page, the
page you are previewing.
4 \ —
Print One Sided

prints on only one
side of the paper.

. J
( \

Print on Both Sides
- Flip pages on long
edge prints on both
sides of the paper
automatically. The
pages turn along the
long edge, like in a
Print on Both Sides - Flip pages on short edge book or a report.
prints on both sides of the paper. The pages turn
along the short edge, like in a notepad or calendar.

]|

)

Tips for a professional document

As previously mentioned, Microsoft Word assists in creating text documents and enhancing their
presentation. However, before printing, there are some important rules to follow:

- If you want to use a parenthesis, type your text, leave one space, open the
parenthesis, type your text, close the parenthesis, and leave one space.

« Press Enter only when you want to start a new paragraph or make a list.
« Leave only one space between words.
« Begin each paragraph or sentence with a capital letter.

« When using punctuation such as a period or comma, type the word, add
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Answer each set of questions in your notebook.

1.

2.

—_

o o A~ W N

Decide whether each of the following statements is true or false.

The red underline in Microsoft Word indicates a spelling mistake.
. A double blue underline signifies a spelling error.
. The brown dotted underline in Microsoft Word highlights clarity issues.
. The "Thesaurus" provides definitions of words.
. You can use "Find and Replace" to locate and replace specific words in a document.

. When you print on both sides and choose “flip on the short edge,” the pages turn like
those in a book.

Select the best answer.

Which option allows you to print specific pages of a document, such as pages 1, 3, and 5?
a. "Print All Pages"

b. "Custom Print"

c. "Print Current Page"

d. "Print Selection"

. Which key can you press to open the "Spelling and Grammar" tool?

a.Ctrl+S
b. Ctrl + F
c. F7

d. Shift + F3

. Where can you find the "Thesaurus" tool in Microsoft Word?

a. On the "Review" tab
b. On the "Home" tab
c. On the "Insert" tab

d. On the "Design" tab

Sampler for Review Only



4. What does the "Replace All" option do?

a. Finds and corrects grammar mistakes.

b. Replaces all instances of a word in the document.

)

c. Highlights errors.

d. Searches for times a phrase occurs.

@

3. Find the missing word(s) to complete the sentences.

Bl

Print Web Outline

Draft Edit Document Print One Sided

R

1. The default view for Microsoft Word is the Layout, which displays

Sl

how the document will be when printed when printed.

2. If you want to view your document as a webpage, you should switch to the

]|

Layout.

&

3. To make changes to the text in "Read Mode," you need to choose

from the "View" menu.

4. The view is used to present text in a structured, hierarchical
list format.
5. In older versions of Microsoft Word, the default view was , which

hides the actual margins of the page.

6. The option prints on only one side of the paper.
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4. Why is it helpful to use the "Find and Replace" feature in Word? Think about when you
have a long document with repetitive phrases. How can this tool save you time and
improve efficiency? Write 3—4 sentences explaining your reasoning.

5. Type the text below and correct all the spelling, grammar, and contextual mistakes.
Then format the document as it is below.

kv
S
()]
=z
=]
(9]
(°]
e
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o
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Write an article

When you want to write an article, you need to start by gathering information.

1. First, on paper, write down what
you want to include in your article.
Write down all the topics you want
to research and what you want to
say on each topic in a few words.

« Use your computer and browse the e — -«
. " £ Q @ & mipniwwwegooghecom Al i 4 o 2
Internet to search for information on
o Google parker x - “
each topic.
. Prioritize reliable sources when oy
researching online and avoid m i
L] » =,
suspicious or unverified websites. = i s, == | Parkour <
- You can also search wikis like o ez s o
Wikipedia for more information. i pous i
« Cross-check all your information so People siso ask = —
that you know that it is correct and
never depend on only one website  Soen DA SRRl Wi 3 i@ -
or book File: m insert Draw Design Layout References Malings Review View Help demmems__jiﬂmg
O e B | X|2[A B |28
« When you have gathered all the . L A i G-z M I
iy Y X T FIE YR AT DO T STV e P prds R

L

information you need, open Microsoft
Word and start typing without any
special formatting. Focus on your
content.

- Don’t copy any material from the
websites you found, but instead use
your own words. If you copy any text,
you have to mention the website from
which you took it or its author.

« Add a hyperlink if a term in your article ,,,

No doubt you've seen them somewhere, leaping impossibly high walls, diving through
gaps, falling from great heights, rolling over and carrying on. They look like they are being
chased by someone, but in fact they are and they are ing one of the fastest
growing extreme sports, free running or parkour. |

This sport was created in the 1980s by a couple of bored adolescents, David Belle and

ien Foucan, wh joy ing, running and j ing d the streets of their
Parisian neighbourhood. They were passionate about learning haw to go over, under or
through any obstacles that they met on the way. Slowly their acrobatic running developed
into an actual sport as more and more people joined them.

In 2003 a documentary was broadcast in the UK called Jump London. This followed a group
of traceurs Including Foucan, running around famous landmarks. The sport was Introduced
to the English-speaking world as free running, but Foucan and Belle had already decided
that parkour and free running were two different sports. Free running Involves more

tricks and which are not really ¥ in parkour,

traceurs try not to overdo it. For them the imp thing Is to
Hrwsuar tha hasis tarhninias and moses ara gimilar and ara cammanie canfiead Tadaw

Ireon B H B -—H

amworgs [0 hid Goad 1 g3

would benefit from additional
information provided on a reliable webpage.
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« Then start gathering all the || & oo x e
pictures that you will use in S
your text. Find and insert
pictures from a variety of
online sources.

« If you use a special photo or
drawing, be sure to mention
the source.

« Place the pictures inside your
document. Adjust the size and
position of each picture to
ensure the content is clear
and accessible, helping the
reader easily follow and
understand the text.

« Finally, format your text to
ensure it is clear,
well-organized, and easy to
read. Try to avoid elements
like heavy borders or
excessive use of colors, which
may be appealing but can
actually make your text harder
to read and less accessible.

Topaiatl R [ g e b ok rvdions o T Ao et T W @ B -———

2. Form teams and write an article comparing life in the past to life today.

Research how technology has influenced everyday life and changed daily routines. As part of your
research, talk to family members from previous generations to learn about their daily lives and
compare their experiences with your own.

3. Answer the questions below. Write all your answers in your notebook.

« What strategies did you use to gather reliable information from online sources?
« What did you find helpful when organizing your ideas in the document?

« How did adding images help enhance the article?

Sampler for Review Only
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Jiscover more

Apple Pages for iPad OS

This is the text editor for Apple iPad OS devices. All text editors have more or less the same features

and buttons. If you learn one, you can easily jump to another. You can format your text or you can
work with tables.

I

ol

&)




wid
S
o
£
5
3]
o
o
b
o
S
l:
5
o
P
)
N

Google Docs

You can work with Google Docs if you have a Google account. Type your text and insert an object
like an image or graphic.

@ [ B Untitled document - Google Docs X = = =} X

« &) (31 https://docs.google.com/document/d/19jwIZxgMJOrmhhaz 2 Ay m = ® @ g

Untitled document % B &
File Edit View Insert Format Tools Extensions Help

q B New * xt v Aral S 2 - R
3 Open Ctri+0 ) . A . | rom— i
T | D Make a copy i
2+ Share -
B Email =
& Download ,  roadcastin the UK called Jump London. This followed a group of

ning around famous landmarks. The sport was introduced to the
2 running, but Foucan and Belle had already decided that parkour

] #% Rename erent sports. Free running involves more spectacular tricks and
| ] £5 Move ally necessary, whereas in parkour, traceurs try not to overdo it.
s to overcome an obstacle. However, the basic techniques and

&, Add shorteut to Drive nmonly confused. Today, Foucan and Belle enjoy worldwide fame

- adverts. Traceurs are commonly seen on TV and in music videos
i @ Move to trash games where you navigate a traceur moving through an urban

£ Version history = 1g, is not only a way to improve physical fitness, but also a way of
J artial arts philosophy, it gives you the ability to overcome your
5 @ Make available offline ‘here is no list of moves or techniques for parkour, because each

iew challenge. And the way a traceur deals with the obstacle will

LibreOffice Writer

LibreOffice is a free suite of programs that you can download from the Internet. It has all the basic
programs just like Microsoft Office. LibreOffice Writer provides you with all the main features of a
word processor. It can also work with the Microsoft Word file formats.

[ untitled 1- LibreOffice Writer

Eile Edit View [nset Format Table Took Window Help
F-a-UBdea & TR K - & ER-Q =Dk
[Defutsyle  [v [Lbetionset V2 M @ @ @ & @b dp & @ L A-F-E-EEEEEIEE
L 1 2 | SR S B8 H L PO S R TR N S R NI O TR

|
Page 1of 1 0 words, 0 characters Default Style - | 2 OBR M | = —+—0—]
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Take a moment to reflect on your progress.

How confident are you in your ability to apply the following skills?

@

> | can change fonts and font sizes and apply bold, italic, and underline effects.

| can align text, use bullets and numbering, and adjust paragraph settings.

Bl

>
> | can customize borders and shading for paragraphs and sections.
>

| can use advanced formatting options such as character spacing and hanging
indents.

R

Vv

I can add and manage hyperlinks to connect my document to webpages.

v
5]

| can insert, format, and modify images and graphics using text wrapping and
positioning.

> | can insert and edit shapes, 3D models, and screenshots.
> | can create and format tables with borders, shading, and text alignment.
> | can use the Spelling and Grammar tool to identify and correct errors and use =

the Thesaurus to find new words.

\%

| can set up documents for printing using the most efficient printing options and
choose the right view for editing and reviewing documents.

&

ey Terms

align format numbering synonym
bold Grammar orientation syntax
border graphic outline tab
bullet hyperlink portrait table

cell image print thesaurus
character spacing indentation print preview tight
column italic replace underline
direction justify ribbon view
document landscape row wrap

draft layout ruler zoom

find line spacing shading

font margin spelling




Build the Digital Skills You Need for School, Work,
and Everyday Life

Introduction to Digital Skills and Computer Applications empowers
you to thrive in today’s technology-driven world. Through interactive
lessons and creative projects, you’ll learn how digital tools enhance
learning, communication, and problem-solving in everyday life. As
you explore new technologies, including Al applications, and develop
your own digital creations, you’ll gain skills that apply across subjects
and future career paths.

What You’ll Learn:

Master the basics of computers, files, and operating systems.

Use online resources, collaboration tools, and practice responsible
digital citizenship.

Design and format documents, charts, graphics, and multimedia.
Organize and present data using spreadsheets and databases.
Create digital images and infographics.

Explore Al basics and how to use Al tools responsibly.

Mc
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