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BACCALAUREATE SCHOOLS

IT
Study Guideline- Grade 6

Written part: (15 marks)
1. Computer fundamentals (Hardware and software, application
software, operating system)
2. General questions in Word processing.

Practical part: (25 marks)
Using PowerPoint:
Making presentation about given topic, you need to use:
1. Charts.

2. Animations
3. Hyperlinks.
4. Sound or video.




Unit 1

Computer Fundamentals

Aim

To recognise software on computing devices
Learning Objectives
At the end of this unit, the pupil will be able to:

. Recall what is hardware and software
. List the Operating Systems used on computing devices
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Hardware and Software

The computer consists of hardware and software.

Hardware is any part of your computer that we can touch such as the keyboard or mouse.
Software is all the programs in a computer.

Programs are the instructions that make a computer work.

The computer uses two main types of software:
* Application software
* Operating System

Application Software

Application software are programs that help us perform tasks such as:
« creating documents

« performing calculations

* creating presentations

Operating System

An operating system is the most important program. It controls all the application software
and hardware on the computer.

It also allows you to communicate with the computer.

Without an operating system, a computer is useless.

Examples of operating systems

The three most common operating systems for a computer are
* Microsoft Windows

* Mac OS

* Linux

* Apple 10S and

* Android

Microsoft Windows or MS Windows is a very popular operating system. There are different
versions of MS Windows.
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MS Windows 10 is an example of an operating system.
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We also have MS Windows 8, Windows 7 and Windows XP.

Mac OS is an operating system created by Apple to run on all Macintosh computers or Macs.
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Linux is a free operating system. It can be downloaded from the Internet.
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Operating systems for mobile devices

Mobile devices such as phones and tablets have mobile operating systems such as Apple
iOS and Android.

Three common operating systems for a tablet or smart phone are:

Microsoft Windows

Android (the most common operating
system for mobile phones and tablets)
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A Computer Fundamentals

[ -
Ay ) Activity 1: Write True or False.
1. A computer does not need an operating system to work.
2. MS Word is an application software.
3. We can run MS Windows on a tablet.
4. Linux is the most common operating system for mobile phones and tablets.
5. Operating system controls all other applications.
& —
Ay ) Activity 2: Match the following.
1. Mac OS is a free operating system which is available
over the Internet.
2. Android controls all applications and hardware on the
computer.
3. Linux is a common operating systems for a
tablet or smart phone.
4. An operating system is used by Apple computers.
Teacher’s Corner
At the end of this unit, the pupil can: «'
1. Recall what is hardware and software
2. List the Operating Systems used on computing devices.



Unit 2

Word Processing

Aim

To use advanced tools of a word processing program
Learning Objectives

At the end of this unit, the pupil will be able to:

Add picture border

Add picture effects

Add a picture to a document from a folder
Insert Header

Insert Footer

Use Spelling and Grammar tool

Use the Thesaurus tool

Use the Find and Replace tool
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Inserting a picture from a folder

,E Activity 3: Adding picture to a document

1. Click on the Insert tab.
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2. Click on the Pictures button.
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Insert pictures from your computer
: or from other computers that you're
connected to.
&) Tell me more
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3. The Insert Picture dialog box will open.
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5. Click on the Insert button.
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6. The picture has been inserted to the document.
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» You can format the picture the same way you did with the clip arts in the previous
activities.
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Header and Footer
What are Headers and Footers?

Headers and Footers refer to information such as
» Document Title

» Dates

» Page Numbers.

Headers appear on the top margin of a page.
Footers appear on the bottom margin of a page.

Without Header and footer With Header and footer
| ) ) ) ) i ) i ) 1 e
. HEADER
o |
J FOOTER

D
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@ Activity 4: Adding the title “Microsoft Word” in the Header area.

1. Click on the Insert tab.
@H S O
FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES WAILIM:
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2. Click on the Header button.
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3. Click on the Alphabet header type.

-
=

4. Type the title Microsoft Word as the header of the document.
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5. Click on the Close Header and Footer button.
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» The title has now been placed as shown in the document below.
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5 Activity 5: Adding “Page Number” in the Footer area.
-"-.-:":

1. Click on the Insert tab.
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FILE HOME IMSERT DLSIGH PAGL LAYOUT REFEREMICLS MALINGS
B Cover Page - l D] ’ ! l__a""\ ‘E Semarkal ﬁ i W
[] Blank Page el = r:tu‘- B 1 1 Chart e
= wctures  Online apes = Wi 1a
':—: Page Break . Piclures - e SCreenshot~ @ Wy Apps !
Pages Tables Tihustalicrs Apps
L 2 e 170 -2 3 4 5
2. Click on the Footer button.
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Click on the Annual footer type.

Click on the Close Header and Footer button.

Ward HEADER & FOHITER TOOHS
1 REWEEWY VIEW A0S DESIGH
fiaus ' - Different First Page ' Header from Top: -Il.ﬂ £m
! __| Different Odd & Even Pages v Footer from Boltorm: 'l-ﬁgl'i - |
e Previans ) Shaw Dacurent Test [#] tnsert Aligament Tab
Spligng Fosition

» The Page Number has now been added as shown below.
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Spelling and Grammar & Thesaurus

Microsoft Office Word program contains many tools that help you to check for spelling
mistakes in your document.
It also has a tool to replace selected words.

Two of the tools are Spelling & Grammar and Thesaurus

Documentl5 [C
DESIGM PAGE LAYOUT REFERI

“¥ ot <
ak ®F 1T
Translate Language Mew  Deb
Count ¥ ™ Comment

Language
= . 4 - I‘:" . 4
ABC
\, We use this tool to check if a selected word or sentence is properly
Spelling & written.
Gramimar

Thesaurus is like a dictionary. We use this tool to verify the meaning

of selected words.
Thesaurus

@
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@ Activity 6: Using the “Spelling and Grammar” tool.

1. Open the file “How the Earth formed” saved on the Desktop.

=
T £ ] 4 e kL I | L 10 11 - L 14 1 15 LE kL

il
How tha Earth formad?

The Erth is one of gght planets that gebt. or cicgl the Sun. The Sur is just ane
af bllang of s7ar in aur galiey the Milky Wey. The Miky Weay 13 ane of the billans
of galaxies in the universe. Compard o the whale universe, sur Earth is very tiny inded.

2. Select the paragraph.

The Erth I ane of gght planets that grby. o girl the Sun. The Sun (s just one
mufmm our galxy, the Milky Woy. erm&mm
of golaxies in the univer-se. Compard 10 the whale uriverse, aur Earth is very tiny inded,

3. Click on the Review tab.
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Lo r - £ orramani an v Chenges = mmﬁ“ "
Froalmg Languiage L Cm AL Traecicieg L;
ki ik i - i b ¥ ] ¥ ET) ia E1 b 14 H 1] 1

4, Click on the Spelling and Grammar button.

AOME INSERT DESIGN PAGE LAYOUT REFERENCES Al

B s 3 & (9705

Spelling &| Define Thecauruz Word  Translate Language Mew Delete Previous M

Count - - Comment
< 23
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The Spelling and Grammar dialog box will appear.
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5. Choose a word from the list of suggestions and click on Change button.
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( Listofsaggestions ) (C‘hange Button)

6. Repeat the steps to correct the other mistakes in the selected text.

7. Save and close the file.

(24"
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,@ Activity 7: Using the “Thesaurus” tool.

1. Open the file “How the Earth formed” saved on the desktop.

How the Earth formed?

The Erth i+ one of gght planets that gebt or civgl the Sun. The Sur is just ane

af hilans of s7ars in our galiey the Milky Wy, The Mlky Wy i4 ane of the billant

of galaxies in the universe. Compard o the whaole universe, our Earth is very tiny inded.

2. Select the word circle.

anrt ]

MHow the Eorth formed?

The Earth is one of eight planets that arbit, of the Sun. The Sun is just one
of billona of stars in our galaxy. the Milky Way. The Milky Way is one of the billens
of galaxies in the universe. Compared to the whole universe. our Earth i3 very tiny indeed.

3. Click on the Review tab.

DISion  PaOE LAYOuUT ADD-PE
ARC s ST ABC e O== ™ = = O (T LY
'\\‘" = Ll 2y E!‘&r A L g Ve ten _
Lpelting & Defvne Thessons Ward — Trnsiite Lesguags New  Deiele Preves Mest B -
] Courd = < Comemont Correrits  Chingas= L] Piviwing Pane. »
Freoleg Rangusgs L biermenli Tl e ]
L ] L i § 7 L] T & B QB @AM "
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4. Click on the Thesaurus button.

INSERT DES
ABC
123

Waord T
Count

Spelling & Define | Thesaurus
Grammar

Proofing

5. The Research pane will open on the right of the window.

Grammar Thesaurus -k
h | o Tauk Pane Opiara

Fjueat

> A list of similar words will be displayed in the Research pane.
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» You can replace the selected word in the text by one of the words from
the list suggested.

6. Place pointer on the word loop.

@ circle =

4 ring (n.)

loop -

|

raun

sphere
disc
disk
ball
4 group (n.)

group
aana

7. Click on the drop down atrow to get a list of options.

Thesaxrus iR
@ circle \\ o
ANN

4 ring (n.)

ring
loop
round

sphere

disc
disk
ball
4 group (n.)
group

&
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8. Click on the Insert option

@ circle o

ng (n.)

O 0 =
HOME  INSERT

PAGE LAYD

DESIGM
ABC
iy & RF
Define Thesaures ‘Word  Tramslate Language
Liount ' 2 Lo

REFEREMCES hARILTMIGS REVTEW

VIEW
Dalete FPrevious e Show Track

Lomments  Chamges

Pranfing
5

| anguinge Camments

£+7 3 4.1 5 R T R

gl

Hew tha Earth formad?

Thae Eaveth is one af eight plonets that arlsit, o loogp

hhr: 51."1- The Sum is just one

OF killans af stars inoue i_'Fﬂn:lqr, the ME“-!'.r Wn]r. The Mi“qlr Wn'.r i one af the hillors

ot gnll:urlr.—.: in thie univerze. rnmwng.d +a the whale universe aur Farth i wery tiny indead.

9. Save and close the document.

@
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Find and Replace tool

The Find and Replace tool is used to look for specific words in a document and if
necessary, make changes to these words.

E Activity 8: Using the “Find and Replace” tool.

Open the “How the Earth formed” saved on the desktop.

B )5 ap B 7

e P = |_-=| B4
P ¥
Defiree Thessuras Ward  Transhate I,.H'iguug: P Delete Previous Wit Show Track
Cownt = = Carmment comiments  Changes - E
Praaling Language Commenks Fra
!-.I I.'\“'Il i 3 4 5 [} T ] L] 14 il u iz ] 15 13 17

Hew tha Farth farmad®

The Earth is one of eight planets that orbit. e loop fhe Sun, The Sun i just one

f billens of stars in owe galawy, the Milky Way. The Billy Way i one of the billons

2.

of galoxies in the universe. Compored to the whole universe, our Barth is very Tiny indeed,

Click on the Replace button.

«c AQBI| assveer

g 2 Title Subtrtle

e
| 20
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3. The Find and Replace dialog box will appear.

Find and Replace
| Fi Reglace To
Find what | -]
Replace with: | v
| P [ Feplace : Replacs A0 Find Hest | | Cancel ]

4, Type the word formed in the Find what text box and shaped in the Replace with
text box.

T )
IE Repice m//

[]

Replace with: | shape [=]

| Bepisce | | Replacel | | EindNet | | Concel |

5. Click on the Replace button.

Find and Replace |7

e

Figdwhat Formed

Feplsce wilhc  ihaped

&
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6. Click on the Close button.

gl

7. The word “formed” has been replaced by “shaped”.

mesamsuts - - (A &[] (3= 12 o R | sebceo| nanbco
LT ke, x A A (W W[IE] O | | THomal |70 Spaci.
Font. o) Pasagraph i)

e

The Earth is one of eight slanets that criit, crleos the Sun, The Sun is just one

Of billns of stors in cur golaxy, the MilkyWay. The Millky Way is one of the
of galaxies in the univerze. Compared to the whole universe. cur Earth ig ve
Whare tha Earth coma from?

Font W Faragraph i |

How tha Earth

The Earh is one of sight planets That orbit, oricap the Sun. The Sun is just one

OF billans of srars in our galosey, the MilkyWey. The Milky Way is one of the |
of galoxies in the universe. Compared to the whole universe, our Eorth is vem,
Whers the Eorth coms from?

&
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Presentation

Aim

To edit slides in a presentation and insert media for a specific
purpose

Learning Objectives

At the end of this unit, the pupil will be able to:

. Create a presentation for a specific purpose
. Insert custom animations

. Insert chart in a presentation

. Insert hyperlinks in a presentation

. Insert audio in a presentation

. Insert video in a presentation
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A —

&g ) Activity 1: Creating a presentation

N

-

o o0 bk~ w

s

In this activity, we will make use of the lessons learnt in previous grades.

Open a new Presentation. i

On the Design tab, select Trek theme.

Lol
On the first slide, in the title box type MY COUNTRY and centre the title.

Insert Slide 2. Type Mauritius in the title box.

In the subtitle box, type: Mauritius is found in the smallest ocean, the Indian Ocean.
Add the picture beach.jpg from My Pictures folder,

The result will look like this. e

On the third slide, type HISTORY in the title box.

HISTORY

\/

Add a table of 3 rows and 1 column and type the text

as shown below:
HISTORY

= Ptk Lol cwes s Beprah o beis LEI0 samnang IR batie

& Biiriilinid Tomidaiten a Paleh Cadwey Frah JACHT B (08000

IMEEPENDANCE

On the fourth slide, type the following as shown.

Add Mauritius.jpg from My Pictures folder, on the slide.
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9. On the fifth slide type: Long Live the Island! in the title box.

10.  Save the presentation as My Country and close the file.

Custom Animations

@ Activity 2: Adding custom animation to a presentation

In this activity, you will use the previously saved presentation My Country.

ARIMaTRINS

1. Open the presentation My Count

2. Click on the Animations tab on the ribbon. I .
3. Click on Custom Animation. Anamatian
4. Click on title box in the first slide.
Lunlom Aesmat e
5. Click on Add Effect. Wy AR v | K B
It is found on the right of your screen. [FET—
Part Y O Ol
6. Select Entrance and then Blinds as shown: PHRCES | haranta
l I 'y A Effect -I/i
| ® 1 Binds | % Envance b
® 2B bl
W i Checkerpoasd ™ B 3 .\’\
W & Diamond 15 Moton Paths b n
& LSFlyin I__ — -
Whowe Eifects ]—lgl
7. You can repeat the same steps for adding animations to the title box on all slides.
8. On the second slide, do the following:

i. Click on the subtitle box.
ii. Click on Custom Animation button and click on &1 #dd Effect =
iii. Select Entrance and then Checkerboard this time.

9.  On Slide 2, add animation effect Fly In to the picture.
10. On Slide 3, add animation effect Grow and Shrink to the table.

11.  Try adding different custom animation effects to the other slides as well.
12.  Play Slideshow to view the presentation.

13. Save and close the file.
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Charts

@ Activity 3: Adding a chart to a presentation

RN

=

Open a new presentation.

N

Click on Layout from the ribbon. el e
| ey - |
Select Blank layout. -l : _
I Eraic Content wih Caphon  Pichore with Caption

Select Pie. —

B Ares

Choose the second model of pie chart.

@ | FI;I IQ‘l |‘@) |‘}i‘

Click on oK
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An excel table will appear Change the data into this:
A Caen M L

o R | Dé - Qs

£y e T
Copbowd 7 Fam : )
L 05~ 1| Hobbies
| e w—— 2 Football 10
1 Sales — e |

2 1w 8.2 3 |TV 12
3 2nd Qur 32 4 Reading 8
4 3ed Qs 1.4 e
'S athow 1 5 Video Games 12
e |

9. The chart will look as shown below.
-~ .

u 'oextall
uTy

ke ey

10.  On the ribbon click on Design tab

R kig(Ee

ks Data Data

11.  Select the Chart Layout as shown. | = ¥ (@ A
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Hyperlinks

In Ms PowerPoint, a hyperlink is simply a link that will take you from one slide to another.

A hyperlink can also take you to another file or to a website.

afl
The teacher should get the files Mauritian Flag and Our Flag from the

online platform and save them on the desktop.

,__P_;‘ Activity 4: Running a presentation with hyperlinks

@

1. Open the presentation Mauritian Flag from the desktop.
2. Use Slideshow to run the presentation.

3. On the first slide, click on the red rectangle.

Thae four collaars af our Flag

You will be taken to another slide (see below). This means that the red rectangle has been

hyperlinked to this slide.

RED IS FOR OUR RED EARTH

(=
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4. Click on the arrow <

You will be taken back to the first slide where the four rectangles are found.

5. Click on the blue rectangle and write down what you observe.

6. Click on the arrow shape to go back to Slide 1.

7. Try out the yellow and green rectangles.

LY
@ Activity 5: Creating a presentation with Hyperlinks.

1. Open presentation Our Flag from the desktop.

2. On the first slide, click on the red rectangle

The four colors of our F
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3. Select the Insert tab on the ribbon.

4. Click on Hyperlink button.

The following screen will appear: Now perform steps (i), (ii) and (iii) below.

Edit Hyperlink 7 4
Link £o: Text to desplay: | < <Salection in Document=> | [ SereenTig... |
e/ Select & plage in this docusment: Shde pronvies:
w,,::“ Frst Side
Last Side
vl Next Shde FLD £ FOR OUR BED EAETH
Plgce in This Previous Shde
Document = Shde Titdes
“ 1. Shie 1
Croates
Dercurment
& 5. Shde 5
m Shewr and return Bemove Link |
\ \ o] o=
i. Click on Place in This Document ii. Select Slide 4 iii. Click on OK

The red rectangle is now hyperlinked to Slide 4.

o
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Now, do the following to hyperlink the arrow shape found on Slide 4 to Slide 1.

1. Go to Slide 4.

2. Click on the arrow shape.
3. In the Insert tab, click on the Hyperlink button.
4. Select m‘;] This on the screen that appears.
Document
Seksct & plage in this document:
Frst Side
5. Select the option Slide 1. Last Skde

Mext Shde
Previous Skde

The arrow shape is now hyperlinked to Slide 1.

6. Repeat the above steps to create the following hyperlinks:
* The blue rectangle hyperlinked to Slide 3.
* The yellow rectangle hyperlinked to Slide 4.
* The green rectangle hyperlinked to Slide 5.

* All the arrow shapes hyperlinked to Slide 1.

7. Now run your presentation.
8. Click on the red rectangle and write down what you observe.
9. Click on the arrow shape and write down what you observe.

Which slide is displayed?

10.  Try out the other rectangles.

11.  Save the presentation as My Country on the desktop and close the file.
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Adding Sound

@ Activity 6: Adding sound to a presentation

—

Open the presentation My Country, that you saved in Activity 5.

A

Insert a 6th slide.
3. While you are on Slide 6, click on the Insert tab.

3. Click on

Media Clips
4. Click on Sound from file % ¥ !
Sound '
Sound
' I
|
> .a Sound from File...
5. From the folder My Music, choose the file name “National Anthem of Mauritius.mp3”.

_ail_Mauntias.mg
3

6. Run the presentation using Slideshow. Go to the last slide to listen to the music.

7. Save and close the file.
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Activity 7: Adding a video clip to a presentation

Open the Presentation My Country that you saved in the previous activity.
Insert a new slide.

Click on the Insert tab.

Click on— gg .a

Mode Saund

A

[ Movie |5nund

Click on Movie from file. 22| Movie from File...
Mowie from Clip Organizer...

And choose the file name Morice clip.mp4 from Videos folder.

» [ Documents

» |l Downloads

v Music

* i Pctures monice clip mpd

¥ @ Videos

When you click on the Insert button, the following box will appear:

*

Select When Clicked.

Play a slide show and on on the last slide, click on the clip for it to play.

Save and close.

| ‘ Presentation



