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PREFACE

The journey toward achieving the goal of delivering quality education demands
unwavering commitment at both the state and organizational levels. The Quaid-e-Azam
Academy for Educational Development (QAED) has been entrusted with a paramount

mission: the development of high-quality professional development programs to
empower teachers and school leaders across Punjab.

In this educational landscape, ICT remains an essential cornerstone, intricately woven
into the very scheme of study for all promotional link training and induction training
programs delivered by QAED. It's important to understand that training teachers in ICT
skills goes beyond keeping up with technological trends; it's a fundamental driver for
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improving the quality of education and preparing students for the future. ICT
skills empower teachers to deliver instruction that is not only more engaging, but also
personalized and highly effective, streamlining their teaching practices for greater
efficiency. Consequently, this contributes to better educational outcomes, providing
students with the skills they need to thrive in the digital age.

The module at hand stands as an integral component of our commitment to equip our
teachers with essential ICT skills. Its primary objective is to enhance the capacities of
both teachers and education managers, enabling them to proficiently utilize ICT skills to
elevate the quality of their instruction and assume leadership roles as digitally
empowered school leaders. This module is a significant step in building and enhancing
the ICT skills of our educators and leaders.

QAED wholeheartedly recognizes and appreciates the invaluable contributions made by
all developers and reviewers who played a pivotal role in crafting this training module.

| sincerely believe that this manual will effectively impart the ICT knowledge and skills
necessary for teachers and education managers to elevate their capabilities and make a
significant impact on educational practices. It is with great anticipation that we embrace
this transformative step toward a brighter educational future, one where our educators
and leaders are truly empowered in the realm of ICT.

Sarah Rashid
Director General QAED

Beginners ICT Guide

For Educators and School Leaders
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Quaid-e-Azam Academy for Educational Development,

Punjab, Pakistan

ICT MODULE SESSION DETAILS

Module Number Title No. of Sessions

Learn the mouse and Keyboard
Pre Learning Activity Proficiency

Module 1 Microsoft Word 5
Module 2 Microsoft PowerPoint 2
Module 3 Microsoft Excel 3
Module 4 Use of Internet 1
Module 5 Microsoft Teams 2

Quaid-e Azam Academy for Educational Development, Punjab
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Module 6 Social Media Applications 1

Learning Activities Hands on Practice and Learning 1
Assessment

Reading Material Digital Citizenship

RATE YOUR ICT SKILLS

Where would you put yourself on Proficiency Spectrum?

1 2 3 4 5 6 /7 8 9

Quaid-e Azam Academy for Educational Development, Punjab
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Learn the Mouse &
Keyboard Proficiency
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Pre- Learning Activity

S Learning Objectives:
S

®

~

e demonstrate proficient use of the computer mouse for efficient navigation, selection,
and interaction with on-screen elements and writing in a variety of software
applications

e Understand the purpose of a keyboard and the functions of its keys for effective
computer input and text manipulation

- J

[ Upon completing this session, participants will be able to

Quaid-e Azam Academy for Educational Development, Punjab
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What is computer Mouse?

A computer mouse is a pointing device that allows you to interact with your computer's graphical
user interface (GUI) by moving a pointer on the screen. It's like a magic wand that lets you click,
select, and manipulate objects on your computer screen. With a mouse, you can perform
different tasks like opening programs and files to navigating websites and playing games. Let's
learn first about its parts, actions and its handling.

Parts of Computer Mouse

Right Button

Left Button Scroll Wheel

Body

How to Hold a Mouse Properly?

e Place your palm on the base of the mouse.

[ Palm on base of mouse ]

e Put your thumb on the side of the mouse. ‘

e Putyourindex finger on the left button.

Thumb on

@ side of

mouse

e Put your middle finger on the right button.

e Put your remaining fingers on the far side of
the mouse.

Middle finger
on right mouse
buttom

e Your wrist should be straight, following
the angle of your arm and not twisted to Keep your
either side or higher or lower. wrist straight

Some common actions you can perform
with a mouse:
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A ! 4 @

Pointing Click Double Click

Click- Drag-Drop
Computer Keyboard and its Parts

A computer keyboard is an input device that allows users to enter text, numbers, and various
commands into a computer. It is the primary input device used to interact with a computer.
Keyboards come in various layouts and designs, with the most common layout being the
QWERTY keyboard.

| Function keys I l Navigation keys

l Number keys |

Numeric
keypad

F9 F10 F11 Fi12

Alphanumeric Keys

Alphanumeric Keys These keys include letters (A-Z), numbers (0-9), and symbols
commonly used for typing text and numbers.

Quaid-e Azam Academy for Educational Development, Punjab 11
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Function Keys

The top row of keys (usually labeled as F1, F2, etc.) serves as
function keys, which can perform specific tasks or trigger
functions within software applications.

Cursor and Navigation
Keys

These keys (e.g., arrow keys) are used to move the cursor within
documents, web pages, or other content and navigate through
menus and interfaces.

Numeric Keypad

Located on the right side of many keyboards, the numeric keypad
provides a convenient way to enter numbers and perform
mathematical calculations.

Multimedia Keys

Some keyboards include additional keys for special functions like
volume control, media playback, and shortcuts to common tasks.

Escape Key (Esc)

Often used to exit or cancel operations within software or to
access certain functions in command-line interfaces.

Enter/Return Key

Used to confirm selections or execute commands, such as
submitting forms or starting a new paragraph in text documents.

Backspace and Delete
Keys

These keys are used for removing characters or items, either by
erasing the character to the left (Backspace) or deleting the
character to the right (Delete).

Spacebar

The largest key on the keyboard, it's used for inserting spaces
between words and elements.

Quaid-e Azam Academy for Educational Development, Punjab 12
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Microsoft Word
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SESSION- 1 Introduction to Microsoft Word

@ Learning Objectives:

Upon completing this session, participants will be able to
proficiently demonstrate the following Microsoft Word skills

1. Introduction to MS Word:
o Explain the purpose and importance of
Microsoft word in document processing.
o Explain the uses of Microsoft Word in
teaching.
2. How to Launch Microsoft Word:
e Launch Microsoft Word using various methods,
including desktop shortcuts and the Start menu.
e Create a new blank document from scratch.
3. Interface of MS Word:
= Identify and describe the main components of the
Microsoft Word interface, including the ribbon, Quick
Access Toolbar, and document workspace.
= Navigate the interface with ease, locating various
commands and tools.
4. How to Add & Copy Text:
e Enter text into a Word document using the keyboard.
e (Copy Paste & Cut Paste.
5. Text Formatting:
e Apply Font formatting.
e Apply Paragraph formatting.
e Apply different Headings styles.

Quaid-e Azam Academy for Educational Development, Punjab
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SESSION-1 Introduction To Microsoft Word 90 min

Microsoft Word (MS Word) is a popular word processing software application developed by
Microsoft Corporation.

Common Uses

Microsoft Word is designed to create, edit, format, and save documents such as letters, reports,
essays, resumes, and more.

How | will use Microsoft Word as teacher or School leader?

A teacher can use Microsoft Word for a variety of tasks related to lesson planning, teaching, and
administrative work. Here are some ways a teacher can use MS Word:

As a Teacher: Creating Lesson Plans, Handouts, CV's, Worksheets, Student Reports and Study
Guides.

As a School Leader: Creating Staff statements and School Calendar, Professional report writing
and documentation, Students Record lists and Appreciation Certificates etc.

How to Launch Microsoft Word?

*  On bottom left corner of computer New
Screen (Desktop) click on Start
button.

= From Start menu select Microsoft
Office and then select Microsoft
Word. OR

= Search Microsoft Word from search
bar. OR

= Click on shortcut icon of Microsoft
Word available on desktop.

Search for anline templates pe

Suggested searches:  Business Personal Industry  Print

Design Sets  Education  Event

% O

Take a
tour

Account

= Click on the New>Blank document to Opions
create new document.

Blank document Welcome to Word

Aa Title a

Interface of Microsoft Word (2019)
After clicking New Blank Document the working window of MS Word appears.

QUICK ACCESS TOOL BAR RIBBON
G TITLE BAR

Document! - Word Sign in ) = m} X
Mailings Review View Help ) Tell me what you want to do 3 Share

P Find ~
AaBbCcDc | AaBbCeDe AaBhCy -
. Z3¢c Replace

1 Normal | 7 No Sg g 1 ;
Normal No Spac Heading s I Select b)

Paragraph 3 Styles r] Editing

L ' |-ﬂ-----'-r1'. BRI S IR | T P pe— T
‘G‘RLIER
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All recent versions of Word include the Ribbon and the Quick Access Toolbar, where you'll find
commands to perform common tasks in Word.

Some Important parts of MS Word Interface are:

Access Toolbar:

= Title Bar: The Title Bar displays the name of the document you are currently
using.

* The Ribbon: The Ribbon contains multiple tabs, which you can find near the top of
the Word window. Each tab contains several groups of related
commands.

* The Quick Located just above the Ribbon, the Quick Access Toolbar lets you

access common commands like Save, Undo, and Redo.

* The Ruler: The Ruler is located at the top and to the left of your document. It makes
it easier to adjust your document with precision.
= Scroll Bar: It allows you to move the view contents up and down or left and right.

Quaid-e Azam Academy for Educational Development, Punjab 16
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How to add Text in Microsoft Word?

H @ H20 Auto Detailing

File Home Insert Design Layout References Mailings}
ol P = i
D Calibri (Body) ~|24 = A A  Aa~- A

£
i

Clipboard T Font ] Paragraph

2 LI i

= Place the cursor in document area
where you want to add the text.

Paste o[BI U-axx.x A-%-A-

= Start typing.

Selecting the Text

Before applying any formatting to text, we must select the text. We can select the text by:

* Placing the mouse curser on start of the text and press and hold the left click button and
move the mouse to the end of the text and release the mouse button.

* To select a single word, double-click it.

* To select a paragraph, triple click on paragraph.

Text Formatting

Formatted text can draw the reader's attention to specific parts of a document and emphasize
important information. In Word, you have several options for adjusting text, including font, size,
and color of the text. You can also adjust the alignment of the text to change how it is displayed
on the page.

Font Size: You can change the desired size of your font by clicking on Font Size drop down

menu on Home tab.
Home Insert Design Layout Rl
Bold: If you want to emphasize on a text,

L] % . - - -
click B icon located on the Font group K - Calibri (Body) - |14 w A Aa- R
on the Home tab. e I, W~ s x. ¥onfsie” - A
The selected text will be Bold. : T
- Clipboard Underlif@ Font Cdlor
Italic: Italic is a style of font that slants the letters Bold
evenly to the right. To make your text /talic click Italic

on I located on the Font group on the Home tab.

Underline: If you want to underline a text click U icon located on the Font group on the Home
tab.
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Copy Formatting

= Select the text with the formatting you want to copy.
- Click <¥ Format painter, and then select the text you want to copy the formatting to.

Text alignment is a paragraph formatting attribute that determines the appearance of the text
in a whole paragraph.

= By default, Word aligns text to the left margin in new documents.

* However, there may be times when you want to adjust text K
alignment to the center or right. Lefy ¢ f

= Alignments are located on the Home tab on Paragraph group.
Bullets & Numbering
Bulleted and numbered lists can be used in your documents to:

= Outline, arrange & emphasize text.
* Bullets & Numbered lists are located on the Home tab on Paragraph group.

References Mailings Review [ W/ Tell me what you wa
K A |Aa- | fe| =B (=32 | 2| T || asebeend ¢
A -3, A- == Numbering Library T
. 1. 1)
P Paragraph P Lo None g ii
References Mailings Review i W Tell me you \ . Ik
PR - i — —_ = 1. A Numberdhgnment Left )
A A Ra- B ==L tos == N q A3BbCCDe . & " 5 0
B~ 3. A - Bullet Library Il C. c)
Jwello [0 ][> — 0
{ 1 I S Dg b. ii
./ C. iii.
Define Mew Mumber Format...
Define New Bullet...
Llll\— CALINA 1 Ul “6. “r’ll Jr’“\-llls
; . fo =i ip——= 3] 9 | aaBbCcDc| AaBbCcDe
Line and paragraph spacing helps you -~ E
X X A- === P v - T Normal | TNo Spac...
to adjust spaces between lines and ) i I
in paragraphs. Lo,
1.5
= Onthe Home tab, click the 20
Line and Paragraph Spacing 25 inthe J
3.0
ampl
command, then select the Line Spacing Options.. mploy!
desired line SpaCing- = Add Space Before Paragraph egre.e/ .‘
= 5 After P 2 assistil
0 emove Space After Paragrap
LU TTETD LITE IVIdI KELUTTE SUELIdITST deVe|D

Applying Headings

You can create headings in Microsoft Word documents by applying Word's built-in heading
styles (such as Heading 1 or Heading 2). After applying these headings you can change different
attributes i.e color, size, font etc. to apply a heading style. Simply select the text you want to
format and click on desired heading style located on Style group on Home Tab.
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AzBbCcDd AaBbCcDd |AaBbC( AaBbCel AaBbCcD /'—\aB AaBbCcD
Heading 1

THMormal = T No Spac. Heading 2 Heading 3 Title Subtitle
Styles
W Insert Page Layout References Mailings Review View Universal Document Converter
B 2" o comntans [ &4 A (B =2 R R E B0 (s asmoco AaBbC: ABbce AAD aasbce aosbceo aosbeeor aamceon samwceoe | AA ;‘3:':,;
Paste g romatpainter | B £ T T abe %, | AP A~ e & 3 AR S8R Nomal |fNoSpac. Heading! Heading2 = Tie | Subttle SubtieEm.. Emphasis Intense..  Strong H ‘s’-m'! Fe
Clipboard i Font r. Paragraph styles
= T .;:;.-ﬁ;---3--~n-r‘47-r-“--‘vs:--.:v~s-A-|m.,.1-.-l‘:'* p—

School Education
|

Hands on Practice

Apply the following text formatting on the given text.

HRMS: The government of Punjab continuously seeks
innovative solutions that can help to improve school
education department by developing e-Transfer system for

public school teachers across Punjab.

Set Text size 12.
Font color Green.

Make “"government of Punjab” bold.
Text center aligned.
Make HRMS as heading.

Self-Assessment

After completing this learning session, evaluate your own Microsoft Word proficiency.

ICT Skills Yes No

| am able to open Microsoft Word using various
methods.

Quaid-e Azam Academy for Educational Development, Punjab
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| understand the interface of Microsoft Word
and identify different tabs.

| am proficient in inserting text into a document.

| can select and replace text.

| am able to apply Bold, Italic, Underline text.

| can change Font size.

| am proficient in applying alignments.

| can apply bullets and numbering.

| am able to adjust line & paragraph spacing.

| can apply headings to a Word document.

Quaid-e Azam Academy for Educational Development, Punjab
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SESSION-2 File Management

@ Learning Objectives:

Upon completing this session, participants will be able to
proficiently demonstrate the following Microsoft Word skills

. Saving a document:
o Different ways of saving a document.
o Difference between Save & Save As.
o Saving file to a specific location.

*Opening a Document:

o Use of Open in Backstage view.
o Open an already saved document.
. Control Buttons:

o Understand the use of control buttons.
o Minimize, Restore down/Maximize, Close

Quaid-e Azam Academy for Educational Development, Punjab

21



Beginners ICT Guide for Educators and School Leaders

It is important to Save your document, so you may able to use it again in future.
Steps to save your document

= Click FILE > Save

= Save As dialog Box appears.

* Select the location where you want to save the document using the drop-down
menu.

= Enter a name for the document.

= Click the Save Button.

> B (W] Save As X

HOME INSERT DESIGN 4~ B « Users > Muhammad Azeem Dahar > Desktop > ) Search Desktop

D Calibri (Body) ~|20 - A A Organize v New folder v @

_J 3D Objects Cal N, Dat dified Type Size A
Paste - B T U -abex ¢ A- | | j ame ate modifie yp! ize
- I Desktop dec tests 22 11 PM File folder
Clipboard Font [z Documents edexmy LMS Training 23 PM File folder
¥ Downloads isa selected AM File folder
D Music pdfs File folder
] Dictures @) ICT module development (Autosaved) Microsoft Word D... 1,189 KB
B Videos ] ICT module development v Microsoft Word D... 1,151 KB
b - & LFO Rules Microsoft Word D... 17KB
& Local Disk () @ 11ce cruna cveTena ... RTINS 2cave ¥
Percanal Nick Y < >
L8| CT module development] -
Save as type: Word Document ~
Authors:  Muhammad Azeem D... Tags: Addatag Title:  Add a title
[ Save Thumbnail
A Hide Folders Tools ~ Save Cancel

Difference between Save and Save As

The key difference between Save and Save As is that Save allows
you to update a previously saved file with new content, whereas
Save As allows you to save a new file or an existing file to a new
place with the same or different name. -

PGAVE A5
+

Opening a Word Document &q Extra Bit..!
You can open already saved document using Open command. Key Board Shortcuts
COPY= Ctrl + C
* GotoFile CUT= Ctrl +X

* Then click Open Paste= Ctrl +V

* Select the desired file to open.

Control Buttons

[l = O
. Minimize Q Tell me... Javier Flores £ Share
= Restore down/Maximize 4BbCCl AsBbCL AaBLCC o
" Close deading1 TMNormal TMNoSpac.. |+ EdiEing
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There are three control buttons located on the top right side of the office window.

Minimize Button: When you left click on this button the window hides itself on the taskbar;
which by default is located at the bottom of the screen.

Restore Down: This button reduces the size of the Word window. When you click the Restore
Down button again it turns into the Maximize button. The Maximize button fills your screen with
the Word window.

Close Button: Close button is used to close the word document.
Printing a Document

Once you've created your document, you may want to printit to view and share your
work offline.

= Select the File tab. Backstage view will appear.

= Select Print. The Print pane will appear. e s S R,
* Select the desired printer. Print
= After entering the desired number of e
- 4
copies click Print. -
Printer . P
a La:v\irkM)ﬁ\an
v - Printer Properties |
Settings a
k Insert Design Layout References E :'::‘:Iulp:t!:g - mg::ﬁ]:?gzgg::er
a, (,,/Cut = o e Poger | Jr—
|Century Gothii+ (12 ~| A" A" Aa~v A9 Bl .
D EE] COpy L L ! D Only piint on one side of th,
Paste - 2 - a7 . v (L] 'W;ITH 123 N
.~ Format Painter B I U-aex,x A-¥-4A Pplnil
Clipboard ] Font [} 0 = .
[T e
D 1 Page Per Sheet .

Page Setup. 4 U,,fs » /L -+

Hands on Practice

Open a Blank document in MS Word and type “Quaid-e-
Azam Academy for Educational Development” and
perform following actions.

Save the file.
Save As file with another name.
Print the file.

Open any already saved file using Open 23
command.
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Self-Assessment

After completing this learning session evaluate your own Microsoft Word proficiency.

ICT Skills Yes No

| am able to save document.

| can save the file with another name using Save
As after changes.

| am able to understand the difference between
Save and Save As.

| am proficient in printing a document.

| can effectively use control buttons (Minimize,
restore down/maximize, close)

SESSION-3 Insert Tab

3 Learning Objectives:
&

Upon completing this session, participants will be able to
proficiently demonstrate the following Microsoft Word skills

e Add Tables:

o Explain the purpose and importance of tables.

o Create tables to organize data and information.

o Customize table properties, including the number of
( rows and columns.

e Insert Pictures:
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SESSION-3 Insert Tab

Microsoft Word provides you the facility to insert tables, pictures, clip arts, shapes, charts,

headers & footers etc. in a document.

Adding Tables

Tables can be used to organize any type of content, whether w

you're working with text or numerical data. In Word, you can N g
=R

quickly insert a blank table or convert existing text to a table.

Pages

To insert a blank table:

= Place the insertion point/curser where you want the
table to appear.
= Navigate to the Insert tab, then click
the Table command and select the number
of columns and rows you want from drop down
menu. -
= Click the grid to confirm your selection, and a table :
will appear.

L2

= To enter text, place the insertion point in any cell, then
begin typing the text.

Table Pictures Online Shapes

- Pictures - @4’

6x6 Table
N[N
||
||
| I [
I [
0000,

I

I O

F  Insert Table... |

E’f Draw Table

E['a Excel Spreadsheet
A Quick Tables 3

I

Monday Tuesday Wed|

Pictures

Adding pictures to your document can be a great way to illustrate important information and

add decorative accents to existing text.

Insert a picture from a file/computer/mobile:

B cover Page -

* Place the insertion point where you want the - Blank Page
image to appear.

= Select the Insert tab on the Ribbon, and then click
the Pictures command. The Insert Picture dialog
box will appear.

» Select the folder to insert desired picture.

= Page Break

Pages Tables

a r

Quaid-e Azam Academy for Educational Development, Punjab

Design Layout

Pctures
llustrations

From File

Insert pictures from your computer
or from other computers that
you're connected to.

0 Tell me more

References

E Pictures @nline Shapesg,Screenshm -8
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Text Wrapplng .1 Bring Forward [e Align ~

. . X . " O Send Backward - ] Group
When you insert a picture from a file, you may notice that it's  ~|wrap o

difficult to move it exactly where you want. This is because lexi
the text wrapping for the image is set to In Line with Text. . In Line with Text

ol Selection Pane 2k Rotate -

You'll need to change the text wrapping setting if you want to Square
move the image freely. Light
Through
Different other options for wrap text available as show in Top and Bottom
Behind Text

given image.

In Front of Text
1Al Edit Wrap Points

i i Move with Text
Pictures Formatting Move with Text

4 Fix Position on Page =
There are many w format pictures in Word. For _
' ere are many ways to format pictures ord. Fo T More Layout Options.. |
instance, you can change: ¥
Set as Default Layout
e The size or shape of an image to better suit your
document.
e You can also enhance its appearance using Word's image adjustment tools.
To crop an image
Select the image you want to crop. The Format tab will appear.
From the Format tab, click the Crop command.
Cropping handles will appear on the sides and corners of the image.
Adjust the size and to confirm, click the Crop command again. The
image will be cropped.
Word2016_FormatPictures_Practice - Word ictu ). = m] x
nsert  Design Layout References  Mailings Review i Q@ Te Julia Fillory ,Q,_.Share
sctions = :Et
- i
ic Effects~ ‘i - = 3|3.45"
t Picture Styles [ Size ] ~
A N P S L LR S Crop I
Crop your picture to remove any
‘ unwanted areas.
Making image
adjustments

With Word's image adjustment tools, you can easily change properties like

Color
Contrast,
Saturation
Tone

Word also offers built-in picture styles, which can be used to add a frame, drop shadow, and
other predefined effects.

Corrections

Format

gl
Picture Effects - =y
Crop =
L e

4, Picture Layout ~

References  Mailings  Review

This option helps to adjust: 2200 B
EE’ = X — 4
= . 5

|
Rermove Sharpen/Soften E

| = m m m m

5 o = Brightness/Contrast b

Quaid-e Azam Academy for Educatic : - - u "‘g )
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. sharpness or softness
* brightness and contrast

Color

This option helps to adjust:

n | mage satu ration File Home Insert Design Layout References  Mailings  Review  View Format Te Jul
(o] o= pp— .
= Tone Qiﬂ il |l
. Remove = Crop &
n Colonng (Recolor) Backgroun§i [C;I»lor Saturation Wk Layout - 5
] Si
Tl rarenenananang)
% Color Tone
|
: b S B R R B R R R
: “2‘;,;pe,m,e o ower &

This group contains - w B %} "u w "‘ﬂ Eg the beauty
. . 3 E [ California

Picture Styles group: -

different predefined  styles that B Sty
make image formatting even - i syenng
. . : & Picture Color Options...
easier.  Picture styles are
designed to frame your image Word2016_FormatPictures_Practice - Word Picture Ta..

without  changing its basic Layout  References  Mailings  Review  View

settings or effects. 7 bicture Border -
ol | ol | | ol el | - Picture Effects ~

| |5, Picture Layout =

Picture Styles I

Compressing pictures: SRR IR IS A IR RN A SRS AT SRR IR AR SRR

If you plan to email a document that contains pictures, you'll need to monitor its file size. Large,
high-resolution images can cause your document to become very large, which may make it
difficult to attach to an email. In such case Compress Picture is best option you can compress
your pictures to reduce overall size of document.

H -0 & Waord2016_FormatPictures_Practice - Word Ficture To..

File Home Insert Desian Lavout References Mailings Review View

K] Corrections ~ :EE Compress Pictures
== & Color- E’j Change Picture

Remove

Background .Artlstl( Effects~ I Reset Picture =

Adjust Picture Styles

II"'-

k

ki
I
ki
¥
ki
[

G Lo "y’ Compress Pictures

Compress pictures in the document
to reduce its size,

Hands on Practice

Create a new blank document and add a table of 3 x 3 as:

DATA OF OUT OF SCHOOL CHILDREN




Beginners ICT Guide for Educators and School Leaders

Self-Assessment

After completing this learning session, evaluate your own Microsoft Word proficiency.

ICT Skills-Microsoft Word

Yes

No

| am able to insert tables in a document with
text.

| can apply different formatting on text within
the table.

| am able to insert image from
computer/mobile.

| can adjust picture color, tone and brightness
etc.

| can compress picture when needed.
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SESSION-4 Insert Tab

@\@ Learning Objectives:

Upon completing this session, participants will be able to
proficiently demonstrate the following Microsoft Word skills

o Headers and Footers:
= Explain the uses of headers & footers in a document.
= Understand how to add header & footer in a document.

o Page Number:
= Add page number to any document.

o Text Boxes:
= Understand the use and importance of text boxes.
= Add text boxes to any image of the document.
= Apply different formatting on inserted text box.

o WordArt:
= Understand the effective use of WordArt.
» Add WordArt in any document.

Quaid-e Azam Academy for Educational Development, Punjab
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SESSION-4 Insert Tab

Header & Footers

The header is a section of the document that appears in the top margin, while the footer is a
section of the document that appears in the bottom margin.

Headers and footers generally contain additional information such as page
numbers, dates, an author's name or school name. Text entered in headers & footers will appear
on each page of the document.

Steps to add Header

’ Insert Design Layout References Mailings Review View Q Tell me what you want to do...
. ] l ) T3 SmartArt s @ + ["| Header~
» Doubleclickonthetop I [ e [/ P dsoe W | g |[B]] T ) ]/Amn
Table  Pictures Online Shapes My Addsing’~ Wikipedia = Online Links  Commentt
of your document - Pictues = e Screenshot~ MY Video | - T Page Nambe:
. Tables lllustrations Add-ins Media Comments Header & Footer
header will be added.

* You can also add it from Header & Footer group located on Insert tab.
Steps to add Footer

* Double click on the bottom of your document header &q
will be added.
OR You can add page

number from Header &

Extra Bit...!

* You can also add it from Header & Footer group
located on Insert tab.

Footer group located on

insert tab.

Text Boxes

Text boxes can be useful for drawing attention to specific text. They can also be helpful when
you need to move text around in your document.

Steps to add text boxes:

= Select the Insert tab, and then click the Text Box command in the Text group.
= Adrop-down menu will appear. Select Draw Text Box.

= Click and drag anywhere on the document to create the text box.

* Now you can add text whatever you want.

u Insert Design Layout References Mailings Review View @ Tell me what you want to do... Javier Flares
) T Smarthrt B Hyperlink L [ Header - El- ¥ - T Equation -
) ma erlin eader uation
O 0 bl O™ aw W 38w R
— = 7 I"" % 1/l Chart | @ I“ |> Bookmark 2 [2) Footer~ T q - Fr'g- 2 Symbal -
able  Pictures Online Shapes Sine - Wikipedia  Online omment ext
- Pictures - @ Screenshot~ 9 My Add-ins Aidea [ Cross-reference [#] Page Number » 8-
Tables Illustrations Add-ins Media Links Comments Header & Footer Symbaols
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3
' 1 P g P 1 | 2400 3 |
j [ Header - & - @‘ ~ T Equation -
. [ Footer~ T 4 -5 ) Symbol -
s [#) Page Number - Box a 0-
12 Built-in
' = = 5 _—
Simple Text Box Austin Quote Austin Sidebar
—
Banded Quote Banded Sidebar Facet Quote - T|eS & ACCeSSOrIeS
[@ More Text Boxes from Office.com 4 Formalwear
Draw Text Box I}
f@ Save Selection to Text Box Galle
- - — To move a
Text Box

» Click the text box you want to move.

* Hover the mouse over one of the edges of the text box. The mouse will change
into a cross with arrows.

= Click and drag the text box to the desired location.

To change the shape style

Choosing a shape style allows you to apply preset colors RTINS Format
and effects to quickly change the appearance of your text are |
box. — =il
Abc “i‘ |\El |E| Abc Abc “ Abc r
» Select the text box you want to change. E ﬂ D Ah
*  On the Format tab, click the More drop-
down arrow in the Shape Styles group. B a
* Select the style you want to use from drop —
down menu. .

3

0
&
BEC

Layout  References  Mailings  Review  View Format Q Tell mew

. Abc Abc u Abc
A Text Fill - )

2 ShapeFill -
Abc Abc ae | | L# Shape Outline + & Tert Outline - =D
— — Fo Shape Effects 7| A Text Effects ~ Ao B! B B
Shape Styles W I WordArt Styles IF1

WordArt in MS Word

Other Theme Fills 3
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WordArt is designed to allow you make your text more attractive with special effects.

Steps to insert WordArt

= Place the cursor where you want to
insert WordArt

= Select the Insert tab

= In Text group click the "WordArt' button

*  WordArt menu appears;

How it loo

Hands on Practice

4 A= [# Signature Line ~ T Equation

(% Date & Time Q Symbol ~
WordArt Drop
- Cap~ 1 Object ~ Number

AAAAA
AAA[A]A

A A AQT .

Create a new blank document OR open any already saved

document. Apply following actions on the document:

Add header and footer
Write “ICT Skills” in Header

Write "QAED Punjab, Lahore” in footer.

Add page number.

Add a text box & apply different formatting on it.

Insert a WordArt.

Use these self-assessment statements to evaluate your own Microsoft Word proficiency.

ICT Skills

Yes No

| can add header & footer in a document.

| can add page number.

| am able to insert text box in a document.

| can adjust text box and apply different formatting
on text box.

| can insert WordArt in a document.

SESSION-5 Layout Tab

@ Learning Objectives:

Quaid

32
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proficiently demonstrate the following Microsoft Word skills
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SESSION-5 Layout Tab

Page Layout

Word offers a variety of page layout and formatting options that affect how content appears on
the page. You can customize the page orientation, page size, and page margins depending on
how you want your document to appear.

Page Margins
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%
5
3

A margin is the space between the text and the edge of your document. By default, a
new document's margins are set to Normal, which means it has a one-inch space between the
text and each edge.

File Home Insert  Design Layout References Mailings  Review  View D) E #a‘tc“‘f":,’,‘ Setting
op: .3 Botte
@ D-‘l’ IE ¥ Breaks - Indent Spacing e flan:
D [Line Numbers~ 2= Left: |0 s I: Before: | pt :‘Ior.malr, Bottom: I”
Margins Orientation Size Columns . — = E A E
= m - - - bc Hyphenation= | =% Right: 0" - 4= After  Opt ’ a
Na
i Page Setup Ta Paragraph To:mi).S" Bottorm: 05" |
Depending on your needs, Word allows you to change your left 05" [\ Right 05'
document's margin size. Moderate
Top: 1" Botto |
Left: 073" Right:
To set Margins: Wide
@ Top: 1" Bottom: 1"
. . Left: 2" Right: 2"
= Select the Layout tab, and then click the Margins.
Mirrored
[ i i i Top: 1" Bottom: 1"
A drop down menu will appear, select your desired margin. LI e, T Sotomr:
Word also allows you to customize the size of your margins. @ S T
Left 125" Right 1.25"
]
Page
E Custom Margins +
Word offers two page orientation options: N oo ereine
s s

it...]
Landscape and Portrait. Landscape means the page is Extra Bit...

oriented horizontally. Portrait means the page is
oriented vertically. Your Salary slip is in Po !

while our Staff Stateme

File Home Insert Design Layout References Mailings  Review  View Desig|
e~ Indent Spacing in Landscape.
i[Line Numbers~ 2= Left: |0" 2 1= Before: 0pt

v

Margind Orientation Size CRlumns - i
- bt Hyphenation ~ =€ Right: | 0" - t=After [Opt

p & Paragraph m
Partrait
D[}D'a' PR SR RS R S S

D Landscape
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Steps to change orientation of page

= Select the Layout tab.

= Click the Orientation command in the Page Setup group.

= Adrop-down menu will appear. Click either Portrait or Landscape to change the page
orientation.

Page size

By default, the page size of a new document is 8.5 inches by 11 inches. You may change it

according to your need. IE - .
L .

) %D Line Mumbers~  2=|
: - : g 0 Size Columns
File Home Insert Design Layout References Mailings Review Vig b Hyphenation ~ =& |

-

L] = "= Breaks - Indent Spacing
Letter
0 0 {0

) o ; {(Line Numbers» 3= Left: |0 * 1= Before: Dpt 25" % 11"
Margins Orientation  Size  Columns a ) - —=
> - v[:} o bc Hyphenation= = Right: 0" . 1= After  Opt Legal
Page Setup r- Paragraph 85" x 14" %
D Executive
. 7.25"x10.5"
Steps to change size of a page: My
E

|:| 827" x11.69"

= Select the Layout tab, then click
the Size command.

* Adrop-down menu will appear. The current page size is highlighted. Click the
desired predefined page size.

Adding Columns

Sometimes the information you include in your document is best displayed in columns.

We use columns in different scenarios like e o =m | e
v N = Breaks - Indent
- N t | E ré ID % i[lLine Numbers~  3=Lleft |0’
eWSpa pel’ articlies Margins Orientation Size Columns % (ool =& Right
- - - - bc Hyphenation - =¥ Right: |0
=  Newsletters page § .
*  Flyers ,
: Two I/\\,
Word also allows you to adjust your columns by : e tant Co
adding column breaks. : » rdo
- €
- :321.555.17
: Right trol: 321.555
] 3ge: 321.555.

2= More Columns...

veneraroz1.555.7266
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To add columns to a document

= Select the Layout tab, then click the Columns command. A drop-down menu will
appear.

= Select the number of columns you want to create.

* The selected text or document will format into columns.

Hands on Practice

Create a new blank document OR open any already saved

document. Apply following actions on the document:

Set Page Margins to Narrow.
Set Page Size to Legal.

Adjust Orientation Landscape.
Split the page into two columns.

Self-Assessment

Use these self-assessment statements to evaluate your own Microsoft PowerPoint
proficiency after completing the learning session.

ICT Skills Yes No

| can set margins in a document.

I am able to differentiate page orientation.

| can adjust page size.

| can add columns in a document.

I am able to print a document.

Quaid-e Azam Academy for Educational Development, Punjab
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Microsoft PowerPoint

SESSION- 6 Introduction to PowerPoint 9(

Learning Objectives:

®

Upon completing this session, participants will be able to proficiently
demonstrate the following PowerPoint skills:

e Opening Microsoft PowerPoint:
Open Microsoft PowerPoint software on their computers.
Learn multiple methods to launch PowerPoint, including using
the Start menu, taskbar, or a shortcut icon.
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e Navigating the PowerPoint Interface:
Accurately identify and label the key components of the
PowerPoint interface screen.
Recognize and understand the functions of the Ribbon, Tabs,
Slides Pane, and the Slide Sorter View.

e Creating Text-Based Content:
Demonstrate the ability to create text-based content on
PowerPoint slides.
Learn how to insert text into placeholders and text boxes.
Achieve proficiency in basic text formatting options, including
font size, style, and alignment.

e Adding New Slides:
Successfully add new slides to a PowerPoint presentation.
Understand how to choose different slide layouts based on
their content requirements.

e Inserting Images and shapes:
Effectively insert images, shapes and word Art into PowerPoint
slides,
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Introduction to PowerPoint

Microsoft PowerPoint is a widely used computer program developed by Microsoft as part of the
Microsoft Office suite. It is primarily designed for creating and delivering multimedia
presentations. PowerPoint allows users to create slideshows that can incorporate text, images,
graphics, charts, videos, and audio elements.

How | will use Microsoft PowerPoint as teacher or School leader?

As Teachers: Microsoft PowerPoint can be a valuable tool for teachers and educators in various
ways to enhance their teaching and engage students effectively through colourful content
slides. It can also be used for online teaching.

As Head Teachers: Head Teachers/Principals can use Microsoft PowerPoint for staff meetings,
school-based professional development (CPD) training sessions with staff, and to conduct
awareness sessions for students. School leaders can also use PowerPoint to communicate the
school improvement plan and highlighting improvements regarding organizational goals to
official visitors

How to Launch Microsoft PowerPoint and Introduction of its first screen?

e Click on the Start Button: In the bottom-left corner of your screen
e Search for "PowerPoint": In the search bar, type "PowerPoint" and press Enter

Introduction to PowerPoint Interface (first screen)

Presentation! - PawerPoint

Design Transitions Animations Skde Show Record Review View Help
F N I G K A S C R W ¥
- 1 3 3 = A2 Find

] Reset 1TL30G)- 3% Replace
Paste New 1 [} 7 o Amnge

s Select

Clipboard 15 Slides Font Paragraph Drawing Editing A

1 Selection bt

Ribbon Show All || Hide All

Subtitle 2

9 9

Title 1

: : Task pane:
Click to add title
Click to add subtitle
Slide show button: Toom slkler:
Slide Number Indicator Notes pane: - ""7‘5\ /
Click to add notes \

Latt ) [P @y Accessibility: Good to go eotes @ cpnen I o0 SIS E ! + e IF3

Ribb.or; A toolbar at the top of the screen that provides access to most of the

PowerPoint functions and features
Slides The main area where you create your presentations.
Outline view A view that displays a text outline of your presentation.

A view that displays thumbnails of your slides, allowing you to easily

Slide sorter view
rearrange them.
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A section below each slide where you can add notes or comments for
Notes pane

yourself or the presenter.

A floating window that provides access to various PowerPoint tasks and
Task pane:

features.

. Allows you to switch between different views of your presentation

View buttons .

(Normal, Slide Sorter)
Zoom slider Allows you to adjust the magnification of your slides on the screen.

How to create a presentation?

1. Open PowerPoint.
2. Inthe left pane, select New.
3. Select an option:

MNew

e To create a presentation
from scratch, select Blank
Presentation.

e To use a prepared design,
select one of the
templates.

In Microsoft PowerPoint, we can

use the text formatting commands
and shortcut keys in the same way we have learned in Microsoft Word.

Calibri Light (Headit=|60 - A A Ap ‘=-i=- =~
B I U SachA-pa- W-A. ====- 1 T
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How to Adding text on slide

To write text on the slide click on the box on slide showing text “click to add title”

Click to add title

A

* (Click to add text

How o e i e i e e

Select the text, and then select one or more options from the Font section of the Home tab,
such as Font, Increase Font Size, Decrease Font Size, Bold, Italic, Underline, etc.

How to add a new slide?

Home Design Transitions Animations Slide Show Review View
"'D |:| Layout =
Y™ Reset
Paste Mew )
= Slider O section~
Clipboard Ta Slides Font Paragraph

In the Home tab, in the Slides section, select New Slide.

How to add a slide layout?

In the Slides section, select Layout, and then gﬂ T

select the layout you want from the menu. Shortcut Key

To Insert New Slide
Ctrl+ M

What is slide Layout?

Slide layout refers to the predefined arrangement and formatting of content elements on a slide.
It determines where text, images, placeholders, and other objects should appear on the slide.
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Microsoft PowerPoint offers a variety of slide layouts that we can use according to the
content's needs for our slides.

Transitions Animations Slide Show

¥ Format Painter Slide T

Clipboard [

Title and Content  Section Header

INTRODUCTION

Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

How Add a picture, shape, and more objects on your slides?

Go to the Insert tab.

File ~ Home Insert Draw Design Transitions  Animations

HO [ &g &8 DY

To add a picture:

In the Images section, select Pictures. Mew Reuse Table Pictures Screenshot  Photo Shapes |cons
Slide~ Slides h v hd Album ~ e
. Slid Tabl |
In the Insert Picture From menu, e e mages
select the source you want. I

Browse for the picture you want,
select it, and then select Insert.

Note for trainer: Once the participants have learned how to insert a picture on a slide, then guide
them on how to move and resize the picture. Afterward, guide them about the other tools available on
the Insert tab, such as shapes and WordArt, etc.

Hands on Practice

Create a PowerPoint Presentation with five slides on the

any topic you have learnt in your promotion link training.
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Self-Assessment

Use these self-assessment statements to evaluate your own Microsoft PowerPoint
proficiency after completing the learning session.

ICT Skills -PowerPoint Yes No

| am able to open Microsoft PowerPoint using various methods.

| am able to label and identify the key components of the
PowerPoint interface.

| understand the functions of the Ribbon, Tabs, Slides Pane, and
the Slide Sorter View.

| am proficient in inserting text into placeholders and text boxes.

| can apply basic text formatting options, including font size,
style, and alignment.

| am capable of adding new slides to a PowerPoint presentation.

| understand how to select appropriate slide layouts based on
content needs.

| can effectively insert images into PowerPoint slides

SESSION- 7 Applying designs, Slide Transition & An

@ Learning Objectives:

Upon completing this session, participants will be able to proficiently
demonstrate the following PowerPoint skills

e Design:
o Apply effective slide design to create visually appealing slides.
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o Become proficient in choosing suitable colors, fonts, and
backgrounds for their presentations.
e Transition:
o Capable of applying and customizing transition effects effectively in
their PowerPoint presentations.
o Control the timing and duration of transitions with precision.
e Animation:
o Become skilled at applying entrance, exit, emphasis, and motion
path animations to enhance slide content.
o Become proficient in adjusting animation settings, including
direction, speed, and triggers.
e Slide Show:
o Confidently start and navigate PowerPoint slide shows.

What is slide design in PowerPoint

In Microsoft PowerPoint, the "Design” tab is one of the primary tabs located on the
PowerPoint ribbon, and it is a powerful tool for customizing the overall design and
appearance of your presentation. The Design tab offers various features and options to

help you create visually appealing and cohesive slides. Here are some of the key uses of
the Design tab:

How to apply design on slide?

File Home Insert Design Transitions Animations Slide Show Review View

Themes

1. Select the Design tab.
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2. In Themes section. choose any design of your choice

File Home Insert Design Transitions Animations Slide Show Review View Q@ Tel
This Presentation -
Aa
[ .-
Office
Aa Aa Aa
[ .- L[ | ---J L1 T 1 ] ]
AG
—=
-
E--J [ -
" =
--]'- -

Once you've applied a theme, you can also select avariantfor that theme from
the Variants group. Variants use different theme colors while preserving a theme's overall look.

What is slide Transition?

In Microsoft PowerPoint, a transition refers to a visual or animation effect that is applied to
individual slides as they change from one to the next during a slideshow presentation.
Transitions are used to add visual interest, create a smooth flow between slides, and make the
presentation more engaging. They are a way to control how one slide exits the screen and how
the next one enters.

How to Apply Slide transitions?

Select the slide on which you want to add a transition

File Home Insert Design Transitions Animations Slide Show Review View
2 S a4 &
Preview Mone Cut Fade Push Wipe Split Effect
Options
Preview Transition to This Slide

On the Transitions tab, select the effect you want to apply on your slide. There are three
categories of unique transitions to choose from, subtle, exciting, dynamic content
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To apply same transition to all the slides, select Apply to All

Transitions Animations Slide Show Review Vi 2 Tell me...
. . - - . 4}, Sound: [NoSound] ~
(O Duration: 0100
Fade Push Wipe Split = Hffect

Options - I3 Apply To All
Transition to This Slide Timirng

To remove the transition effects from slide, select None from the ribbon

To preview the transition effects on slide, click on preview

File Home Insert Design Transitions
o O m ==

Preview MNone Cut Fade Push

s

Preview Transition to This Slide
Animation effects on text and objects

In Microsoft PowerPoint, animation refers to the process of adding movement or dynamic effects
to individual elements on a slide, such as text, images, shapes, and other objects. Animations are
used to make a presentation more visually engaging, illustrate concepts, and emphasize key
points. They can bring elements onto the slide, make them exit, emphasize them, or create more
complex movements and transformations.

Types of animation effects

There are several animation effects, you can select according to your choice, they are
organized into four types.
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Entrance: This group of animation effects controls how the object enters the slide.

Entrance
K g » Y yr X
Appear Fade Fly In Float In Split Wipe
L S ET s
v > = ** b+ d %
Shape Wheel Random Bars  Grow & Turn Zoom Swivel
y N
EBounce

Emphasis:
These animations occur while the object is on the slide, often triggered by a mouse click

Emphasis
Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate
Darken Lighten Transparency Object Color  Compleme..  Line Color
h' A A u B B
Fill Calor
A
Exit: This
group of
animation controls how the object exits the slide.
Exit
2 G G D | SR
Disappear Fade Fly Out Float Out Split Nipe
A o A O OK R
— * F) 2 (3
Shape Wheel Random Bars  Shrink & Tu.. Zoorm Swivel
4 Motion
& Y Path:
these Bounce are

similar to Emphasis effects, except the object moves within the slide along a predetermined
path, like a circle.

Maotion Paths
— »
- ™\ N T =
I Fain® l W, OO0 ,::
Lines Arcs Turns Shapes Loops Custom Path

How to apply animation effects?

To animate text or objects on a slide: Select the text or object you want to animate.
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Home Insert Design Transitions Animations Slide Show Review ="
Preview Mone Appear Fade Fly In Float In Split =
Preview Animation

On the Animations tab, click on the drop-down menu to see all four type of animation effects.

Then select the animation you want to apply from the drop-down box.

File Home Insert Design Transitions Animations Slide Show Review =
*\ Mone - ¢
Preview Effect
= Options ~
Mone phian
Preview ]
Entrance
1
Appear Fade Fly In I} Float In Split Wipe
Shape Wheel Random Bars  Grow & Turn Zoom Swivel
. Bounce
2
& Emphasis
Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate

The effect will apply to the object on the slide.

IE]Who'wcs the
person to wg

Who wos the first
person to walk on fhe
moon®

.

Change on the slide after animation:
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After the animation, the object will have a small number next to it to show that it has
an animation. In the Slide pane, a star symbol also will appear next to the slide.

To remove the transition effects

Select the small number located next to the animated object.
Then Press the Delete key from keyboard. The animation will be deleted.

Slide show of the presentation:

In Microsoft PowerPoint, a slide show is like a digital, interactive storybook made up of individual
pages called 'slides.’ These slides appear on the screen one after the other in a specific order. A
slide show is typically used for presenting information, ideas, or content in a visual and sequential
manner.

How to run slide show in PowerPoint?

Select "Slide Show" Tab: Co to the "Slide Show" tab on the PowerPoint ribbon, located
at the top of the application window.

Start the Slideshow: In the "Start Slide Show" group, you have several options:

From Beginning: Click "From Beginning" to start the slideshow from the first slide.
From Current Slide: If you want to start the slideshow from the slide you're currently
on, click "From Current Slide."

AutoSave !EJ "g) - (-31 01-present-a-slide-show -

File Home | Insert Draw Design  Transitions Animations Slide Show

%l %l % @ [ Hide sndé

From From Present Custom Slide SE;LUFI 'E; Rehearse i
Eeginning Current Slide | Online~ Show ~ Slide Show [@ Record Slide Show -

Start Slide Show Set Up

-

&

4 Title

¥
——

4 |Introduction

—

2
! Giving a Great F
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Hands on Practice:

Create a PowerPoint Presentation and apply design
transition, animation on the slides and run slide s

beginning.

B Self-Assessment

After completing this session, use these self-assessment statements to evaluate your
own Microsoft PowerPoint proficiency.

ICT Skills-PowerPoint Yes No

| can apply effective slide design to create visually appealing slides in
my presentations.

| consistently choose appropriate colors, fonts, and backgrounds
that enhance the overall design of my slides.

I am proficient in applying and customizing transition effects to
create a seamless flow between slides.

| can confidently control the timing and duration of transitions to
match the content and pace of my presentations.

I am skilled at using entrance, exit, emphasis, and motion path
animations to enhance the visual appeal of my slides.

| am able to start and navigate PowerPoint slide shows with ease.

| effectively use interactive elements like hyperlinks and action
buttons to engage and guide the audience during presentations.

Quaid-e Azam Academy for Educational Development, Punjab 50



Beginners ICT Guide for Educators and School Leaders

Microsoft Excel
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After completion of this session, the participants will be able to

e Opening Microsoft Excel and Layout Introduction:
o Launch MS Excel using different methods including Using Shortcut,
Start Menu, etc.

o Get familiarized with MS Excel Window elements.

e Saving, Opening and Converting the Excel File
o Launch a new MS Excel File, save it at their desired location

o Convert Excel into a PDF File.

e The concept of Cells, Rows, Columns, etc...
o Know what is cell, Rows and Columns in MS Excel and how this
work.

o Learn how to enter and manage data into a sheet.

e Difference between Excel Workbook and Sheet
o Learn about the difference between Excel workbook and sheet.
o Learn how to insert multiple sheets in an existing workbook using

the plus sign.

Microsoft Excel

MicrosoftExcel is powerful spreadsheet software widely used for data analysis, caledlations,
and organizatiom:
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)

It allows users to create, edit, and manipulate data in a grid format of rows and
columns (and each intersection is called cell). Excel is known for its functions and formulas,
making it ideal for tasks like budgeting, data visualization, and financial analysis.

Layout of MS Excel Window

=] s Bookl - Excel e} = a X
File CCUOM (nset  Pagelaout  Formulas  Data  Review  View  Help Q) Tell me what you wanttc do (sm]
X% . v | = _ BB [ ma smen) = ;. m, =" 7
i alibri - - AT == v 22 Wrap Tex eneral - ) (8857 L a0 |
o Calibi 1 A = & " Wrap Text General E y [ | == =X [ > AY,O
U Eg ~ _— = Z] T » == = = R === R~ Z]
Pase B I U £ D Av === == EMergetiCenter + | $ v % » %3 | | Conditional Formatas Cell Insert Delete Format =  Soft& Find &
- Formatting ~ Table  Styles ~ - - * Filfer ~ Select ¥
x.n oard 1 Font [ Alignment [ Number [ S TV I Cells Editing A
4
Al - 5 v
Al 8 C D E F G H | J K L M N o P Q R s )| [4
| J =
— 1 ; L |
2 — uick Access Bar S ] Tittle Bar
= | Quick Access Bar | | ColumnBar b EUE BAE. )
4 = ) (T S e e
” 1 File tab | ——{ Formula Eai_,“ Ribbon | | Dialog Box Launcher Control Buttons |
6
7
8 B -
9 | Active Cell = r—
= e :4—{ Cell |

1 | ScrollBar |je——
12— RowBar T—

S ) View Button

15| [ Active Sheet T N —

16 | Active Sheet, | | Zoom Control |

17 S

18

= —

% | StatusBar |

21 Ll

22

~ o
Sheetl ® [«] »

Ready & Goodto g H 3 @O —— 100%

Upon opening MS Excel, we see a window like the above one that has different parts for

different purposes and the details of the parts is given below.

e Title Bar: Displays the document name and provides window control options.

e Formula Bar: Allows viewing and editing of cell contents and formulas.

e Ribbon: Contains tabs with commands for various Excel functions.

e Worksheet Area: The main grid for data input, calculations, and charts.

e Column Headers and Row Numbers: Help reference specific cells in the grid.

e Sheet Tabs: Enable switching between different worksheets in the workbook.

e Status Bar: Provides information about document status and options like zoom.

® Quick Access Toolbar: It gives easy access to frequently used commands for improved
productivity.

e Cells: The intersection of Column and row is called cell which is a basic unit of an excel

sheet
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° Name Box: This contains the names of every cell comprising the column name

and row number

e Zoom Slider: We can zoom in or zoom out the window to fit the contents on the screen

The use of MS Excel in Educational Institutes

The use of MS Excel in schools is widespread for tasks such as managing student data, creating
result cards, analyzing educational data, and teaching students valuable spreadsheet skills, which
are essential in various academic subjects and future careers. Few more usage of Excel are given
below

Grade book and Attendance Tracking
Lesson Planning

Data Analysis

Budgeting and Expense Tracking
Graphs and Charts for Visual Learning
Student Records Management
Timetables and Scheduling
Interactive Learning Activities
Financial Literacy

Data Visualization Projects:

Difference between Excel Workbook and Sheet

An Excel workbook is like a file containing multiple Excel sheets (also called worksheets),
Workbooks can be thought of as files, while sheets are the pages within those files.
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File Handling in MS Excel

Create New Workbook

Whenever, MS Excel program opens, it automatically creates a worksheet with the name
sheetl. However, you can create new workbook by navigating to File >>New option or you can

create it using keyboard shortcut key Ctrl + N.

Good evening

~ New

take a tou

| C

Blank document Welcome to Word Single spaced (blank) Bold modern resume Snapshot calendar Insert your first table of con. Modern chronological resu..

I
1“‘

More templates —>

Recent  Pinned

ot Documents doox
Share eDrive - Education

Open File

In MS Excel, the "Open" option

allows you to open an existing

Excel workbook or spreadsheet file
from your computer or a
connected storage device. This
feature is used to access and edit

previously created Excel files or

PR RmEeEeE®®®®ic

import data from external sources

into a new or existing Excel file. You
can open a file by navigating File >> Open or the shortcut key Ctrl + O can be used for the same

purpose.

Whenever you want to save your workbook on your computer or on cloud drive (Google or One
Drive), you have to save it through File > Save name it from the Save dialog box and click save
button. Save option is also used to save any unsaved changes made to the currently open
workbook and by clicking Save will update the existing file with the changes. It doesn’t prompt

you to a new file name or location.

Save As file

"Save As" in Excel is an option that allows you to save the current Excel workbook with a new

name, location or file format it also enables us to convert a different file format Including PDF,
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CSV or previous Excel versions. It is actually used to produce multiple copies of a

workbook which is called reprographics.

Save or convert MS Excel Sheet to PDF

You can use the MS Excel to save or convert your files to PDFs, so that you can share them or
print them using commercial printers.

Click File» Save As.
In the File Name box, enter a name for the file.
In the Save as type list, click on the required format like PDF (*.pdf).

To open in the selected format after saving, select the Open file after publishing check
box.

e Click Save.

Hands on Practice

Create an Excel Workbook, €
save it as pdf with your o

The concept of worksheet

An Excel worksheet is a collection of rows and columns and the intersection of Column and row
is known as Cell. Cells are used to record data and each cell is uniquely identified by its address.

Columns are usually labeled with letters (A,B,C,... ) while rows with numbers (1,2,3..).

+
Note: Number of sheets in an Excel Workbook can gq
be increased or decreased as per requirement. Extra Bit...!
We can Add up to
255 sheets to an

Excel Workbook.
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Adding a New Sheet to a Workbook

To add a new sheet to your existing workbook, 20|

. - . 21
open your workbook and click on “+” button in 5|
23

the bottom area as shown in the image. 24

=
=0
=
=
=

Ready (‘}Accessibill‘ty: Good to go

Entering data in MS Excel

To manually enter data: Jan  [Feb  IMar  Apr  May Jun |

2014
e Select an empty cell, such as A1, and —

2015
then type text or a number.

e Press Enter or Tab to move to another Sl
cell. 2017
2018

To fill data in a series:

e Enter the beginning of the series in two cells: such as Jan and Feb; or 2014 and 2015.
e Select the two cells containing the series, and then drag the fill handle across or down the

cells.

Hands on Practice

Create two sheets in MS Excel and generate a series of

data e.g. Roll Number of students and in another sheet
use fill handle to fill the text.
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Self-Assessment

Use these self-assessment statements to evaluate your own Microsoft Excel
proficiency after completing the learning session.

Skill Yes

No

Do | know what is Excel Workbook and sheet?

Do | know how to Save and Save as a file?

Do | know how to Open an existing excel workbook?

Do | know how to convert an existing workbook into a PDF file?

Do | know how to enter data into excel?

Do | know how to create a series-based data into MS Excel?

Session 9 — Charts and Data Sorting

@ Session Learning Objectives
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After completion of this session, the participants will be able to

e Rows and Columns in Excel
o Learn about the Rows and Columns in excel

o Adjust Rows and Columns in the sheet

e Charts in Excel
o Know what are charts and its different types in Microsoft Excel

o Insert charts

e Sorting
o Know what is sorting in Microsoft Excel

o Sortthe data in the sheet

e Merge Cells, Wrap text and cell alignments
o Apply cell merge cells, and cell alignments

o Worap textin a cell

Rows in Excel

A row in MS Excel is a horizontal line of

cells that runs from left to right across the

spreadsheet grid. Rows are identified by

numbers (1, 2, 3..) and are used to organize = =
q C> Rows
F >

and display data horizontally.

Column in Excel

In MS Excel, a column is a vertical series of cells that runs from top to bottom within the
spreadsheet. Columns are labeled with letters (A, B, C..) and are used to organize and display

data vertically.
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The concept of a “Cell” in Excel Sheet

In MS Excel, a cell is the basic unit of the

spreadsheet gr|d where you can enter and Insert  Pagelayout Formulas Data Review View Help Q@ Tell

. . . . =, & cut alibri - -lA A | == L7 v 2y
manipulate data. Itis the intersection of arow | ey, . S A __halls
. . e . Pafte ~ Format Painter B USSR AT == === =
and a column and is identified by a unique Cipbard s pr—
combination of a column letter and a row |* - &
A B G D E E G H |

number (e.g., Al, B2). !

Cells can contain various types of data,

® ~ oA W N

including numbers, text, formulas, and
functions, making them the building blocks |n

for  creating  worksheets, performing

calculations, and organizing information in

spreadsheets.

Charts in MS Excel

A chart in MS Excel is a visual representation of data. It is a powerful tool that can help you to
understand and communicate your data more effectively. Charts can be used to compare

different data sets, show trends over time, and highlight important relationships in your data.

There are different types of charts in Excel and
each have its own features. Some of them are

discussed below.

®m Bears n Dolphins Whales

Some most used chart types

Bar Charts: A bar graph or bar chart is a graph that displays different categories of data with
rectangular bars, where the lengths of the bars are proportional to the size of the data category
they represent. Bar graphs can be plotted vertically or horizontally.
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Column charts: Column charts are

good for comparing different data sets. Each Types Of Gra phs in Excel

. . Datasets
data set is represented by a vertical column, — fie  tome W o > =

and the height of the column represents the I? - - | [20Colomn] "
value of the data point. recommendeq 07 i~ " ml[ﬂ EH M
Charts g)' l-_'

Line charts: Line charts are good for _
. R Lo Pay Raise Trends l@ﬂ Datasets vs Hours
showing trends over time. Each data pointis ... I »
represented by a circle or other marker, and f L ” I I I
. . . a -
the data points are connected by lines. o % o, M

Rohit Susan Sharon Menica Ralph Rohit Susan Sharon Monica

s Current Raise s last Raise mDatasets W Hours Worked

Pie charts: Pie charts are good for showing
the relationship between different parts of a whole. Each data point is represented by a slice of
the pie, and the size of the slice represents the percentage of the whole.

How to Insert Chart in Microsoft Excel

1. Select the data you want to include in your chart. Make sure to include your column
names if you want them to be in the chart.

2. Click the Insert tab.

3. Select a chart type in the Charts group.

The chart appears in the worksheet and the Chart Tools appear on the Ribbon. The Chart Tools
include three new tabs—Design, Layout and Format—that help you modify and format the chart.
Explore these tabs and make changes to your charts

H I.C) = (}J -~ 3 01-create-charts - Excel Kayla Claypool
File W Insert  Draw Page Layout Formulas Data Review  View Help 2 Tellme i
=] I ? ol [H-1he - = = | | ®
e |:|] M- il - B @ m [[{ﬂ@ & A
Tables | llustrations | Recommended A . Maps PivotChart an Sparklines | Filters Links Text
T N Charts 'CD T |-_' - - Map ~ - - - -
Charts rafl  Tours ~
A2 bt 5 Aghht v
A B = 4 D E F G -
1 |Bon Voyage Excursions
z |Agent Las Vegas Meéxico DF  Paris
: | Claire Pin 35,250 28,125 37,455
+ | Kerry Oki 20,850 17,200 27,010
5 |Mario Cruz 33,710 29,175 35,840
]

Create a Recommended Chart

Many times, it's hard to tell what type of chart will best illustrate your data. To help make your
decision easier, Excel offers Recommended Charts. This tool looks at the data you have
selected and suggests a few charts that will represent it well.

1. Select the data you want to include in your chart.
2. Click the Insert tab.
3. Click Recommended Charts
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Kayla Claypoo

File 2 Insert Draw Page Layout Formulas Data Review View Help 2 Tell me [l
= I ? dbi-[H- - - = = || =
© |:|] o B N @ m [ﬂﬂ@ & al
Tables | llustrations | Recommended - X Maps PivotChart ] Sparklines | Filters Links Text
- - Charts D7 i~ - = Map = - o o -
Charts ral  Tours ~
A2 b f || Agent v
A B H D E | F , G |[=]
1 |Bon Voyage Excursions
2 |Agent Las Vegas México DF Paris
2 |Claire Pin 35,250 28,125 37,455 o
4 |Kerry Oki 20,850 17,200 27,010
5 |Mario Cruz 33,710 29,175 35,840
A

Hands on Practice

Create a tabulated data with a mir
columns and plot a bar chart

Sorung In £xcel

Sorting in MS Excel is the process of arranging data in a specific order based on one or
more criteria. It's a useful feature for organizing and analyzing data within a spreadsheet.
Excel provides both ascending (from smallest to largest) and descending (from largest
to smallest) sorting options. Here's how sorting works in Excel:

1. Select a cell in the column to
which you want to sort.
2. Click the Data tab,

ammad Jamshed-EST-dSR-BHK-MNA-3810105043425

then

select the Sort command. =) | & Bx iy | S Byl O | e
. . " el
. ICK On € JSor scendin Cell Insert Delete Format Sort &| Find & | Add-ins
3. Click on the Sort Ascending o
. fles ~ 5 Y > & Clear © Filter ~|Select ¥
Icon, if you want to sort data s cil ) sonatoz i A
in ascending order. &l sotztoa v
Or S T U v o EE  Custom Sort... z [
. . . Name Age City Y Eitter
Click on the Sort Descending Icon, if John Smith 30 New York ) 4
you want to sort data in descending e o 25 ondon
Peter Jones 40 Tokyo
order Mary Johnson 35 Sydney
. David Williams 20 Paris
4. A message box will pop up
for expand selection option,
click yes.
5. The worksheet will be sorted according to the selected order.
Merge and center
You can merge cells together to create a larger cell without changing the row or column size.
1. Select the cells you want to merge together.
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2. Click the Merge list arrow.

3. Select a merge option.

-align-and-merge-cells - Excel Kayla Claypool

File Home Insert Draw yrmulas Data Review View Help 2 Tellme [l

flj b Calibri -|14 - = =5 General - ﬁCUHditionalFormatting' ﬂ jol
- - A =E==F- -0 F t as Table =
Paste EE‘ B I U AA T e $ % 9 el Cells | Editing
- ¥ e ﬁ M £= Merge & Center B Cell Styles - - -
Clipboard & Font ] A Merge Across Styles -~
Al i fe B B Merge Cells i
B Unmerge Cells
A B = u E F G -

1 |Bon Voyage Excursions

2
- Excursimo Jan Feb Mar Total

Wrap Text in a Cell
You can use the text wrap option to make all cell contents visible. If you wrap text in a cell, it

increases the row height to display everything within the cell.

1. Select the cell(s). and click on home tab
2. Click the Wrap Text button.

02-align-and-merge-cells - Excel Kayla Claypool

File Home Insert Draw Page Layout Formulas Data Review View Help £ Tell me [l
|f"\ A Calibri |14 - == = EE, Qm ~| | [l Conditional Formatting ~ ﬂ jo

PEE - B I U- AA| === - - 9 % | HHFormat as Table~ Cells | Editing

. X .| d-A- =5 | @ 0 .00 [ Cell Styles - - -
Clipboard Font P Alignment P Mumber P Styles -~
Al " I Bon Voyage Excursions »

A B | C | D | E | F | G =

1 |Bon Voyage Hxcursions
2 |
- ann Jan Feb Mar Total

Text Alignment in cells

By default, the contents of a cell appear at the bottom of the cell, with numbers aligned to the
right and text aligned to the left. If this doesn’t work for your spreadsheet, change it with
Excel's alignment options.
Change Cell Alignment

1. Select the cell(s) you want to align.

2. To vertically align cells, click the vertical alignment button you want.
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To horizontally align cells, click the horizontal alignment button you want.

02-align-and-merge-cells - Excel Kayla Claypool
File Home Insert Draw Page Layout Formulas Data Review  View Help 2 Tellme [}
E’Ij A Calibri General - | Conditional Formatting ~ @ jo!
Pacte 0y - B I U-~ A - 9 % | [ Formatas Table - Cells | Editing
. & | W\ L AL A 50 -0 [B# Cell Styles - - -
Clipboard Font P Alignment P Mumber P Styles ~
A3 he S Excursion v
A B [ C | D [ E F G B
1 |Bon Voyage Excursions
2
3 |Excursion |Jan Feb Mar Total
4 |Beijing 6,010 7,010 6,520 19,540
5 Las Vegas 35,250 28,125 37,455 100,830
Hands on Practice
Write text in cells and apply the cell alig
merge cells and wrap text options
Use these self-assessment statements to evaluate your own Microsoft Excel
proficiency after completing the learning session.
Skill Yes No

| can create charts in Ms Excel

| can choose the most suitable chart type to represent data effectively.

| understand when and how to merge cells in Excel

visible within a cell.

I know how to use the "Wrap Text" feature to make long text entries

| can sort data in Excel in both ascending and descending order.

I am proficient in aligning text and numbers within cells
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SESSION 10 — Use of Formula

@ Session Learning Objectives

After completion of this session, the participants will be able to

e Excel Formula
o Know what Excel formula is and what is Function?
o Learn how to use formulas and function in an excel sheet

o Manipulate data according to the needs.
e Use of Most widely used Excel Formulas
e Conditional output with IF Function
o Learn how to use IF function to achieve the conditional output
based on criteria given in IF function.

o Learn how to use the IF function for school based activities.

e Paste Special Command

o Learn about the various uses of Paste Special command in Excel.
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Excel Formula

A formula in Excel is an expression that performs calculations on values in a range of cells.
Formulas can be used to perform simple calculations, such as addition and subtraction, or more

complex calculations, such as finding the average or calculating percentages.

Formulas can also be used to

=SUM(AT:A5)
=COUNT(A1:A5)

perform logical operations, such

as testing if a value is greater than

or less than another value. =AVERAGE(A|IA5)
Use of common Excel =M|N(A]:A5)
Formulas/Functions =MAX(A]IA5)

=IF(A1>33"P""F")

Formulas and function make our
life easier and can provide
fantastic results in terms of calculations and analysis. We can perform many formulas and

functions in a single sheet to achieve the desired results.

A few common functions and formulas are given below

SUM Function

A highly used function in Excel is SUM. The SUM function in Excel is a mathematical function
used to add up a range of numbers. It calculates the sum of all the values within a specified range
of cells.

For example:

=SUM(A2:A10) Adds the values in cells from A2 to A10.

=SUM(A2:A10, C2:C10) Adds the values in cells A2:10, as well as cells C2:C10.
SUM with individual Cell References vs. Ranges
Using a function like:

=SUM(A1,A2,A3,B1,B2,B3)

Is equally error prone when inserting or deleting rows within the referenced range for the same
reasons.
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SUM v X v =SUM(C4:F4)
A B (& D E E G H J K
1 Student Result Sheet
5 Subjects
Name ,
Obtained | Total Percen
# of ; ) Average Result
Math |Science English |Urdu| Marks | Marks tage
Student
3
| 1|Ali 46 56 69| 56/|=SUM(C4:F4) 56.75| 45.4|Pass
s 2|Akram 23 41 31| 53] MLeT 500 37| 29.6/Fail
s 3|Aslam 69 49 48| 71 237 500 ©59.25| 47.4|Pass
7 4|Shahid 84 51 79| 66 280 500 70 56/|Pass
s 5|Farhan 71 62 71 63 267 500 66.75| 53.4|Pass
9

In the above image, you can we have used the sum function to calculate the SUM of the cell
range C4:F4 in G4 Cell.

Average Function

Average is another important function that calculates the arithmetic mean of a set of numbers. It
is one of the most commonly used functions in Excel, and it can be used to perform a variety of

tasks, such as calculating the average grade for a class of students, etc.

Student Result Sheet
Subjects
Name .
Obtained | Total Percen
# of . . Average Result
Math |Science |[English |Urdu| Marks | Marks tage
Student

1|Ali 46 56 69| 56 227 500(=AVERAGE(C4:F4)
2|Akram 23 41 31| 53 148 500 ——<r—z>urrail
3|Aslam 69 49 48| 71 237 500/ 59.25| 47.4|Pass
4|Shahid 84 51 79| 66 280 500 70 56|Pass
5|Farhan 71 62 71| 63 267 500 66.75| 53.4|Pass
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Percentage Formula

It is another important formula to calculate the percentage of different items e.g. calculating the
percentage of marks obtained by the students in school.

The generic method to calculate percentage is =numberl/number2*100 like if we want to
calculate the percentage of obtained marks by the students, this is the syntax
=obtained_marks/total_marks*100

SUM v X « fr | =G4/H4*100

A B @ D E F G H J K
1 Student Result Sheet
; Subjects

Name .
Obtained | Total Percen
# of ) . Average Result
Math Science |[English [Urdu| Marks | Marks tage
Student

3
4+ |1|Ali 46 56 69| 56 227 500| 56.75|=G4/H4*100
s 2|Akram 23 41 31| 53 148 500 37| 29.6|Fail
s 3|Aslam 69 49 48| 71 237 500/ 59.25| 47.4|Pass
7 4/Shahid 84 51 79| 66 280 500 70 56/|Pass
s 5|/Farhan 71 62 71| 63 267 500/ 66.75| 53.4|Pass
MIN Function
The MIN function in MS Excel is a statistical A B C D

E
function that returns the smallest value in a
set of numbers. It is one of the most |, Stu d
commonly used functions in Excel, and it can

be used to perform a variety of tasks, suchas |2 4 Name Subjects
Finding the lowest price for a product | 3 of Math Science |English
Determining the shortest time to 4 1 Ali 46 56 69
complete a task s 2|Akram | 23 41 31

e Identifying the smallest number in a - 3|Aslam 69 49 48

range of cells -

To find e i | . 7 4/Shahid 84 i ) 79

O Tind out the minimum value within a
given range of cells : |5 Farhan :MZ(EI;:CS) 62 71

e Put the control in the cell where you 5
want to show the minimum value
Write the formula =MIN (range_of_cells) like in the picture =MIN(C4:C8)
Press Enter key from keyboard.

MAX Function

Quaid-e Azam Academy for Educational Development, Punjab 68



Beginners ICT Guide for Educators and School Leaders

The MAX function in MS Excel is a built-in mathematical function used to find the
largest or maximum value within a range of numbers. It allows you to quickly determine the

highest value among a set of numbers.

IF Function

The IF function in Excel is a logical function that returns one value if a condition is true and
another value if the condition is false. The IF function is one of the most commonly used functions
in Excel, and it can be used to perform a variety of tasks, such as:

e Making decisions based on data
e Applying different formulas to different data sets
e Creating conditional statements

This is an important function that can be used in educational institutes like designing the report
cards, attendance sheets, staff register, etc.. This command has a variety of usage but we are
going to use it with only two arguments for the simplicity purpose.

General syntax for this command is =IF(logical_test, value_if_true, value_if_false) and in our case,
we will be using this as given below

=IF(J4>33, "Pass", "Fail")

SuUM v X « fe | =IF()4>33,"Pass", "Fail")
A B € D E F G H J K L
1 Student Result Sheet
> .| Name Subjects Obtained | Total Percen
# - - Average Result
3 of |Math|Science English |Urdu| Marks | Marks tage
«|1|Ali 46 56 69 56 227 500 56.75) =IF()4>33, "Pass", "Fail")
s 2|Akram | 23 | 41 31 | 53| 148 500 5 et
s 3/Aslam | 69 49 48 rul 237 500 59.25 47.4 | Pass
7 4/Shahid | 84 il 79 66 280 500 70 56 | Pass
5/Farhan | 71 62 71 63 267 500 66.75 53.4 | Pass

8
9 23

Paste Special Command

The Paste Special option in Excel allows you to paste copied data into a worksheet with different
formatting options. This can be useful for pasting data from other sources, such as websites or
other Excel worksheets, without losing the original formatting.

To use the Paste Special option, simply copy the data you want to paste and then select the cell
where you want to paste it. Next, click on the Paste Special button on the Home tab. This will
open the Paste Special dialog box.

In the Paste Special dialog box, you can select from a variety of paste options. Here are
some of the most common options:
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e  Values: This option will paste the values of the copied data without any
formatting.
e Formats: This option will paste the formatting of the copied data without the
values.
e Linked: This option will paste a link to the copied data. This means that any
changes you make to the copied

data will also be made to the pasted ~— | "™
X Cut
data. ol
. . . . “2  Copy
e Picture: This option will paste the T Paste Options:
copied data as a picture. i G O @ B & |
e Text: This option will paste the Eetie shrdials ==
. 2  Smart Lookup '“D ‘}Y ‘HZA ‘_:"4
copied data as text. , ey
Insert Copied Cells... T ":r_‘, 25
Delete... Paste Values
. . @} Content: o o -
You can also use the Paste Special dialog = o B R
box to paste formulas, comments, and Filter , | Other Paste Options |
% (-~} @'_]
other types of data. sort J 3 L
m Get Data from Table/Range... Paste Special...
£ Insert Comment
Here is an example of how to use the Paste = Eormat Celi.
Special option to paste data from a website PR R QDAL
. t E I : Define Name...
INTO EXCeEl: 1ee & wunk

—_

Copy the data from the website.
Select the cell in Excel where you want to paste the data.
Click on the Paste Special button on the Home tab.

In the Paste Special dialog box, select the Values option.

ua > W N

Click on the OK button.

The data will be pasted into Excel without any formatting.
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Hands on Practice

Design a result sheet containing different subjects’ marks
where you will have to calculate SUM of Obtained Marks,

Average, Percentage and Result (Fail/Pass)

=) Self-Assessment

Use these self-assessment statements to evaluate your own Microsoft Excel
proficiency after completing the learning session.

Skills Yes No

Can | create a sheet and populate data to it?

Can | create a result sheet in Excel?

Can | use get conditional results using If function?

Do I know the usage of Paste special in sheet?

Do | know how to sort the data?

Do know how to filter the data?

Session 11 — Internet 90 Minutes
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4=, Session Learning Objectives

After completion of this session, the trainees will be able to

e Use the Gmail
e Create a highest used Google Product, Gmail.

e Read email, reply email and compose a new email.

® Use Google Drive
e Know about the Google Drive and the way how to use it.
e How to sync the files and photos and store the photos in HD
quality.
® Google Search

e Know how to search in using Google search engine.

e ChatGPT
® Provide natural and contextually relevant responses to user
queries and engage in meaningful text-based conversations,

drawing on a wide range of general knowledge and information.

® Google Bard
e Know conversational Al system that can engage in empathetic and
helpful conversations with users, understanding and responding to
their emotional and informational needs in a compassionate

manner.
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Gmail
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Gmail (For Desktop Users)

Cmail is a free email service from Google. It is one of the most popular email services in the
world, with over 1.5 billion active users. GCmail is easy to use and offers a variety of features,
including:

Large storage space: Gmail users get 15GB of free storage space for their emails.

Powerful search: Cmail's search feature is very powerful and can help you find your
emails quickly and easily.

Spam filtering: Cmail has a built-in spam filter that helps to keep your inbox clean of
unwanted emails.

Mobile app: Gmail has a mobile app that is available for both iOS and Android devices.

Gmail Account Creation

To use a Gmail, you will need to have a Google account. If you do not already have a Google
account, you can create one for free.

—_

N o U A~ W N

9.

Go to the Gmail signup page https://accounts.google.com/SignUp

On signup page, you have different options but you can select “For Myself”
Enter your First Name and Last Name and hit Next Button

Enter your Date of Birth and select Gender and hit Next Button

On this step, Google will suggest the email address or you can use your own
On next step, we add the password

It will ask for a Recovery Email Address (that is optional) but this will be used for
password recovery later

In the next Step this will ask for Phone number (Optional but recommended). Enter the
phone number and hit Next button

On the last step, it will ask to review the information

10. Click "Accept Terms and Create Account”.
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Go gle Go gle
Signin Create a Google Account
to continue to Gmail Enter your name
Email or phone First name
modelwebhost@gmail.com Jamshed
For myself Last name (optional)
Datori
For my child
node to sign in privately.
To manage my business Next
Create account Next
Step 2
Google
Google

Choose your Gmail address
Basic information

Pick a Gmail address or create your own
Enter your birthday and gender

Mol ey Your @ testqaed89@gmail.com
January « 02 1990

Gender O qaedtest518@gmail.com
Male -

O Create your own Gmail address

Use your existing email Next
Step 3
Step 4

Create a strong password Google

f letter Add phone number

Phone number

v 03338901062

Google will use this number only for account security. Your number
won't be visible to others. You can choose later whether to use it for
other purposes.

Next Skip

Step 5 Step 6

Google

Review your account info

You can use this info when you need to sign in

QAED Test
testqaed89@gmail.com

Recovery mobile number

0333 8901062

Compose an Email
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Compose option is used to compose a new email that can be sent to one or many email

add resses at a time. J0gle Account has been deleted You received this message because jams... 146PM
q New Message -2 X ™
. . . . e To Cc Bce Bt

To log in to Gmail, go to the Gmail login page and

Subject

enter your username and password. | — 3
2
a 21

To compose an email, click the "Compose"
button at the top of the page.

1. Inthe "To" field, enter the email address
of the person you want to send the email

to.
© @ SansSerif v 7T+ B I U A~

2. In the "Subject" field, enter a short 2
o . Alple0odma 7
description of what your email is about. &B

m
‘4
M
iii

3. Inthe body of the email, type your message.

4. To attach a file to your email, click the "Attach files" button and select the file you want
to attach.

5. When you are finished composing your email, click the "Send" button.

How to read emails

When you receive a new email, it will appear in your inbox. To read an email, click on
it.

e The email will open in a new g T m——. > 1
. = ™ Gmail Q .
window.
C . as =
= ; _—

e You can then read the email o

and reply to it if you want
e Click on Reply Button in top

right corner

e Write reply message to the

email

e Click on Send button
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2 & mailgoogl

inbox/ VDWwtNiF 2 % » 0O % :

olimentP.. @ AIOULMS @ FESCOONLINEBILL @ Active TaxpayerList.. @ AWSSES @P KnackmapWHM \fy Edit Page "Home” «...

@ CP1 oP CP4 @ CWPChangelog (S Contabo 72 Slack » All Bookmarks
Mi Gmail Q search in mail = onter @ B P

L2 2 0 ® 2 0 & m D 4018307 ¢ > mmv
/ Compose
Amazon Web Services
& Inbox 5 Amazon Web Services, Inc. is a subsidiary of Amazon.com, Inc. Amazon.com is a registered trademark of Amazon com, Inc. This message was produced and distributed by
Amazon Web Services Inc., 410 Terry Ave. North, Seattle, WA 98109-5210
¥ Starred
@® Snoozed =
Reference: hitps//phd aws.amazon 1-18/event. D=arn.aws health:global :eventBILLING/AWS_BILLING_NOTIFICATION/AWS
B Sent BILLING NOTIFICATION e77c1180 8c795265648abedd00af841042c3271b2ebb3aad1&amp event
DO Drafts
© Spam
v More — o~
4 ~ Victoria McDougall (victoria@fansbetgroup.com) =
Labels +
®  2checkout
B Avast
» BAHL -
© @ Sasserf - T~ B I U A-E-iE=ZFEW S X ()
B Blesta Support
> oo @W:: ooz n
®  cPanel Tickets
»® Daraz
» @ FBR
<
» ® Godaddy

New Message 2

Hands on Practice

Create your new Gmail account, send an email to your co-
participant, read an email and reply to it.
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Google Drive
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Google Drive Introduction

Google Drive is a cloud storage service

L Drive Q  Ssearchin Drive
developed by Google. It allows users to | . My Drive -
store files online and access them from & X eced 2 4 BB @
oB Ny Dy Name 4 Owner
anywhere with an internet connection. e .. A
+@R 3- 2ist Century Digi
oAk B Notifications ]
. . + I Aut B Old Bank Statements ]
Google Drive also offers a suite of = cocens = —
+Mm Fiverr g il
productivity tools, such as Google Docs,  =- F— ’-
: B People Per Hour L
Sheets, and Slides, which allow users to L . =
‘.
create and edit documents, spreadsheets, .=« i i
N M Upwork 9
and presentations online. - =my——— S
- S

How to use Google Drive

To use Google Drive, you will need to create a Google account. Once you have a Google account,

you can go to drive.google.com to access Google Drive.

From the Google Drive home page, you can upload files from your computer, create new files

using the Google productivity tools, or share files with others.

e To upload files from your computer, click the New _
P Y p L Drive Q  searc
button and select File upload. Then, select the files
[3 New folde 1
you want to upload from your computer. R )
o . . . File upload
e To create a new file using the Google productivity e sle
Folder upload
tools, click the New button and select the type of file 2
B Google Docs »
you want to create. For example, to create a new Google Sheets ¥ e
document, select Google Docs. Goodle Shdes ¥
B Google Forms » fo
More P Dl

» B Cnntahn Cliante Qary
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i)

° To share a file with others,

. . . Name A Owner
right-click on the file and select
BB Notifications 9 me
Share. Then, enter the email
BB Old Bank Statements P me
addresses of the people you want
B Old-Fiverr &>  Open with »
to share the file with. You can also
BB PEC &BISE Results ¥ Bewlsad
&, ownloas
choose to give them permission o T g
to view, comment, or edit the file. T 2 share »
[5 Organize »
B Transfer Policies @ File information >
e You can also share the link of file
B8 Upwork [ Move to trash
with someone, anyone with the e— P,
link can open file, edit, view or e — ® me

comment on it.

How to Search using Google chrome
You can quickly find what you're looking for on the Internet

1. Onyour computer, open Chrome@.
2. Inthe address bar at the top, enter the key word of your search.
3. Press Enter.

You can search using voice command or image also

&« C @ google.com hig o :

Gmall Images i o

Google

O How to create|

(-

@ how to create gmail account
Q. how to create google account
@, how to create youtube channel
@, how to create a website

Q. how to create apple id

@ how to create email account

Pakistan
@, how to create facebook page

Advertising  Business ~ About  How Search works Q. how to create a blog Privacy  Terms  Seftings
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Google Photos
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Google Photos is a cloud-based photo and video storage and sharing service
developed by Google. Itis available for free with unlimited storage for photos and videos backed
up in High quality (16MP for photos and 1080p [EEEILIECEILE S il al 28 0 for

videos).

You can also choose to store your photos and
videos in Original quality, but this will count

against your Google Account storage limit
Photos

Google Photos is available on the web, as well MyUfone  Gmail  TikTok HBLMS as

(15GB for free accounts).

on Android and iOS devices. It offers a

number of benefits, including: ’:5

easypaisa Fit Settings

e Automatic backup and sync: Coogle

Photos can automatically back up your a W "
tal

. . Authentic... Skype Whaspp UBL];J;_g‘
photos and videos from your devices / to
the cloud. Once your photos and u .
Live 2
videos are backed up, you can access | e’
them from anywhere on any device. ¢
e Powerful search: Google Photos has a ’
powerful search feature that allows - you

to easily find specific photos and = O

videos. You can search by date, location, people, objects, and even text in photos.

e Smart organization: Google Photos automatically organizes your photos and videos into
albums based on date, location, and people. You can also create your own albums and

add photos and videos to them manually.

e Easy sharing: Google Photos makes it easy to share photos and videos with friends and
family. You can create shareable albums, send individual photos and videos via email or
text message, or even share them to social media.

How to use Google Photos?

1. To start using Google Photos, download the app on your device or visit the website.

2. Sign in with your Google account.
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3. If you want to automatically back up your photos and videos, tap the three lines

in the top left corner of the app and select "Settings" > "Back up & sync".
4. Toggle the switch on next to "Back up & sync".

5. You can also choose to back up only photos or videos, or to back up only when your

device is connected to Wi-Fi.

6. Once your photos and videos are backed up, you can start viewing, organizing, and

sharing them.
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Google Bard Al

&

ChatGPT

ChatGPT and Google Bard are large language models (LLMs) that are trained on a massive dataset
of text and code. They can generate text, translate languages, write different kinds of creative

content, and answer your questions in an informative way.
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ChatGPT is a generative pre-trained transformer model developed by OpenAl. Itis a

powerful tool that can be used for a variety of tasks, including:

e Cenerating creative text formats of text
content, like poems, code, scripts, musical
pieces, email, letters, etc.

e Translating languages CHATGPT

e Answering questions in a comprehensive ©openar

and informative way, even if they are open

ended, challenging, or strange.

Google Bard is a factual language model from Google Al, trained on a massive dataset of text and
code. It can generate text, translate languages, write different kinds of creative content, and
answer your questions in an informative way, even if they are open ended, challenging, or

strange.

Here are some specific examples of

how ChatGPT and Bard could be used in the classroom:

e A teacher could use ChatGPT to generate personalized learning materials for each
student, based on their individual needs and interests.

e Astudent could use Bard to get help with their homework, or to prepare for a test.

e Aclass could use ChatGPT or Bard to generate ideas for a creative project, or to research
a topic for a report.

e Ateacher could use ChatGPT or Bard to create a quiz or test for their students.

e A student could use ChatGPT or Bard to get feedback on their writing, such as an essay
or a poem.

e Overall, ChatGPT and Google Bard have the potential to be powerful tools for improving
education. They can be used to personalize learning, help students learn new concepts
and skills, encourage critical thinking and creativity, provide feedback and assessment,

and engage students in active learning.
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Self-Assessment

Use these self-assessment statements to evaluate your basic internet proficiency after

completing the learning session

Skills Yes No
Do | know what Al is?
Do | know what major Al tools are?
Do | know what ChatGPT is?
Do | know what is Google Bard?
Can | find relevant information using ChatGPT or Google Bard?
| am proficient in composing and sending emails.
| am skilled at attaching files to emails.
| have acquired the knowledge to upload files to my Google Drive.
| have acquired the knowledge to upload photos to my Google Photos.
| can confidently conduct effective searches using Google by using
keywords
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SESSION- 12 Introduction to Microsoft Iea

Q@\ Learning Objectives:

Upon completing this session, participants will be able to proficiently
demonstrate the following Microsoft Teams skills

e Introduction to MS Teams:
o Explain the purpose and importance of Microsoft Teams in
Online Teaching.
o ldentify the key features and capabilities of Microsoft Teams.
e Opening and Downloading Microsoft Teams:
o Launch Microsoft Teams from various methods, including
desktop shortcuts and the Start menu.
o Downloading Teams Mobile App from Play Store.
o Sign in Microsoft Teams using QAED credentials.

e Interface of MS Teams:

o ldentify and describe the main components of the Microsoft
Teams interface, including the Activity, Chats, Teams, Calls and
Calendar.

o Record the Teams meeting.

e Join or Schedule Meeting:

o Schedule or Join a meeting using Calendar.
o Create and Share meeting link to Add participants
o Use different meeting control options
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i
¢

Introduction to Microsoft Teams

Microsoft Teams is a communication platform developed by Microsoft. Teams primarily
compete with the similar service slack, offering workspace chat, videoconferencing, file sharing
and application integration.

Teams can help you to
» Schedule and Record audio and video meetings.
= Easily share your screen with team members for detailed explanations.
= Sharing files quickly.
»  Chat with meeting participants.

» Integrate and use multiple apps within Teams platform.

How to use MS teams?

Method-1: We can use Microsoft teams from webpage by using
*  https://www.microsoft.com/en-us/microsoft-teams/log-in OR
= https://www.office.com/?auth=2

After clicking on any of the above link, Sign in into your Microsoft account by using your
credentials (User name and passwords) provided to
you by QAED.

E® Microsoft
Method-2: We can use MS teams from Microsoft

Sign in
Teams Desktop App or Android App. 9
Email, phone, or Skype ™~
We can install desktop app from MS Teams official Sign-in options
webpage by using this link =T
https://www.microsoft.com/en-us/microsoft-
teams/download-app.
We can install android app from Play —

store by using this link B

Download Microsoft Teams for Windows desktop

Teams for home Teams for work or school

Organize your lfe and communit

the Teams app and never mi

‘

https://play.google.com/store/apps/details?id=com.microsoft.teams

After installation of app simply sign in with your Credentials provided by QAED.
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Interface of MS Teams

Chat ( Orientaﬁonon early learning devel... chat X Meeting Whit T n 88105 i=

Edexmy LMS Training | B2 70
ASIF RAZA: Muhammad Waseem-SESE-dSR-SG.

There are different options available in MS Teams app like Activity, Chat, Assignments, Teams,
Calendar, etc.

How to create MS teams meetings?

* Select Calendar, A new window will appear.

= On top right corner there are two options to host a meeting.
o Meet Now
o New meeting

= Meet Now option is used to host instant meetings.

* New meeting is used to schedule a meeting for later.

Sl

®
QAED Corn E Calendar # Join with an ID O Meet now + New meeting
E 0 Today < > September2023 v You're up todate! ) Work week v/
-0
5 18 19 20 21 22
Monday Tuesday Wednesday Thursday Friday

When you click on the New Meeting Option,

. . #Join with an ID is used to
a new window will appear.

join others meetings with
an ID shared by hosts.
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Complete the New meeting details and click on Save button.

A meeting link will be created, and you can copy and share that link with other expecting meeting
participants.

QAED Com
New meeting Details Scheduling Assistant Must (h/eck your Time zone before scheduling a meeting Close

Q

Actuity
Show as: Busy “ Category: None “/ IT'\mezone: (UTC+05:00) Islamabad, Karach'\lv Response options “  Require registration: None 183 Options
Gt . .
£/ Addtitle Add Title of the meeting here After filling click on Save button
Assignments
& Add required attendees + Optional
i)l
Teams N
© | 9es2023 11:00PM v |- | 9/25/2023 1:30PM v |30m @  Allday
| @
e ¢  Doesnotrepeat v
Meeting Start Date & Time Meeting end Date & Time
= Add channel
s @©  Add location Online meeting (@D

= B I U SV A M Pgmnv 2 = =W e = @9

Type details for this new meeting

Help

« O (] https://teams.microsoft.com/_#/calendan:2

_ e
m e Calendar # Join with an ID 0 Meet now .

Aﬁy ) Today < > September2023 - B Work week
=9 25 26 27 28 29
chee Monday Tuesday Wardnacros E—— iy
@ My calendar 7
Assignments
9AM ) )
o8 After Save meeting will be shown on calendar Review meeting
Teams Sep 26 10:30 AM — 11:00 AM

You can Copy

8@ oA Edit Meeting Link
. Review meeting
. Mmoo Mestine % Microsoft Teams Meeting

1AM

I & https://teams.microsoft.com/l/meetup-jo; 'v( (]
Apps g
12 PM On Clicking this, a menu (5) Chatwith participa
appear with joining link
o ASIF RAZA MT-GK-dSR-SGD
' Grganizer
1PM { Mestings
@ E Batch2/Myfirstvlog Aroosa Zulfiqar-SSE-dSR-SGD-SRA- & &

Halp

Before Joining the meeting must check your Mic and Camera.
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Choose your video and audio options

Computer audio

(]

Your camera is turned off

Room audio

Don't use audio

On clicking Join Now button your meeting will start. Other participants will join your meeting
through meeting link you already shared with them.

<« G () https//teams.microsoft.com/_#/modern-calling O a A Y [ 4,

& share invite
 In this meeting (2)

MT-GK-dSR-SGD -38... a8

Chat option is used to chat with meeting participants during live meeting.

People option is used to view all meeting participants and also used to change their roles and
to manage mic control.

Raise option is used to raise your hand during the meeting. If any participant wants to say
something during the meeting then he/she will click on this option then Admin will allow
him/her to say using mic.

Quaid-e Azam Academy for Educational Development, Punjab 91



Beginners ICT Guide for Educators and School Leaders

React option is used to show your reaction using Emoji during the meeting.

}:g |iJ was

People Rakze WView Apps Maore

6 Vad®o

View option is used to select screen view among different screen views.

Share option is used to share your screen with participants during live meeting.

Apps Maore

Hide share options (Clrl+Shift+E)
Share content

;I Screen, mndnw _urtab N

‘8 Presentation1l

More option includes further different meeting control options.

Record and transcribed option is used to record Teams meeting.

Meeting Info option is used to view the meeting link, ID and Passcode.

Background effects option is used to change your background while using your camera.
Setting>>Meeting options - this option is used to manage different meeting controls like
participants Mic, Cam on/off option.
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e & & © 8 @ -

Chat People Raikze =E Apps Maore

this option is used to Record meeting Record and transcribe
(i) Meeting info
Background effects
AT Language and speech

{33 Device settings K Settn

- Meeting options @ Help

T Accessibility

. . o Meeting options
These meeting options or visible only on

Admin side. Participants cannot change and

meeting setting during the meeting. Who can bypass the lobby? ()
d = - \._I_.-

e Here beaing an Admin you can
mute/un-mute the mic of all the
participants.

e You can enable/disable the

People in my org

People dialing in can bypass

.. . the lobby
participants Camera from Admin
side. Announce when people dialing
e You can lock the meeting so that in join or leave (7)
after a start of meeting no one can
join the meeting . Choose co-organizers:
® You can also enable/disable the To assign a role to a participant, invite them
meeting chat and Reactions. to the meeting individually.
Leave button is used to Leave or End Who can present
meeting. Participants have only Leave
option. Everyone

Allow mic for attendees (7)

s leave |

Leave Allow camera for attendees
eave .
0]

End meeting

Meeting chat

On
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SESSION-13 Microsoft Teams Mobile App

Microsoft Teams Mobile App allows you catch up on important Teams activity, even when you
can't be at your computer. You can chat with colleagues/students, attend meetings, and even
make and receive calls from your cell phone, all while you're on the go! Teams primarily compete
with the similar service Slack, offering workspace chat and videoconferencing, file storage and
application integration. The free version of Teams is available for anyone to use.

How to use MS Teams App?

Teams Mobile App is available for IOS and Android. To download the Teams mobile app, go to
your mobile device and download it from the iOS App Store or Coogle Play Store.

After downloading the Teams App Sign In using your QAED official account.

: Teams
B® Microsoft —

Sign in ® B® Microsoft

Use your work, school, or personal Microsoft « asifrazasherazi @qaed.edu.pk
account to continue to Teams.

, _ Enter password
a5|frazashera21@qaed.edu.pk|
o T —

Next Forgot my password

Join meeting with an ID

Interface of MS Teams App

Activity Keep up with important Teams @ Activity
notifications by selecting activity or the bell .
icon. This will show you all the notifications
relating to chats, calls, channel activity and
more. With the Teams mobile app, you'll
never have to worry about missing
notification when you're away from your

desk!

» Unread only = Filters

There's an app for that

3 X
Tap to learn what apps can do in Teams.

>

You'll find notifications here

Stay on top of relevant activity, such as mentions,
likes, and replies

o @
Chat Teams Calendar More

< ©) =
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Chat

Send chat messages to your coworkers or students, even
when you're on the go! Click into any of your pre-existing
chats to send a message or start a new chat using the new
chat button.

Teams

Clicking the Teams button will give you access to all your
teams and channels.

Calendar

Beginners ICT Guide for Educators and School Leaders

ﬁ Chat

Q  Search

<

ASIF (You)

Q &
Activity Teams Calendar

< O =

More

Simply click the Calendar icon to see all your meetings. You can click on a meeting to join even
when you're away from your computer. Teams is also smart enough to remind you to join

meetings that are already in progress when using the app.

ﬁ September G
Q  Search
S M L w L F S
to join a
17 18 19 20 21 22
Teams
meeting?

23 Sept  Today

No meetings

26 Sept Tuesday

Meetings
1:00 pm—1:30 pm @
/ Batch2/Myfirstvlog

Join

927 Qant Wardnoeray

Q 5] &

Activity Chat Teams

New event v

Event name

Add participants

ASIF RAZA MT-GK-dSR-SGD -384032145...

& Share to a channel
All day
Sat, 23 Sept 2023 8:30 pm
Sat, 23 Sept 2023 9:00 pm
Free : Sept25 8:00 am, 8:30 am, 9:00 am, 9:30 am
@ Location
) Show as Busy
K85 This is a Microsoft Teams online meeting. Everyone can joir
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Click on this icon to Start
or Join the meeting

ﬁ September

Q  Search

@

Meet now

# Join with a meeting ID
17 18 19 20 21 22 a

< O

> To create an instant meeting you simply click the Meet Now button.

» Add meeting participants using Add participants option or invite the participants
using Share meeting invite option.

&« Join a meeting

3 New meeting
& ‘4‘. eeting

To view different meeting control options click on the ° icon. You will see here different

options like chat, people, share, views and others.

> Chat option is used to make conversations, share links and files with the meeting
participants during the live meeting. +

> People option is used to view the list of the meeting g

- Extra Bit...!
participants.

> Share option is used to share your Screen, photos, We can join the meeting
videos, PowerPoint and whiteboard. as a guest without

> View option is used to see different meeting views. signing in.

> Start recording option is used to record the meeting.
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Meeting views

Live captions

Don't show chat bubbles Share

Put me on hold
Share photo

Turn off incoming video
Share video
i Dial pad

Share PowerPoint
Group settings

Share screen
@ Start recording

\‘E] Lock the meeting Share Whiteboard

Hands on Practice

Through Teams |
Now option ¢

SESSION- 14 Effective Use of Social

%@j Learning Objectives:
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ﬂjpon completing this session, participants will be able to \

e Understand various social media platforms and their unique features.

e Learn how to navigate, use, and optimize your presence on these platforms.
e  Explore best practices for personal and professional use of social media.

e Understand the potential risks and challenges associated with social media,

including privacy and security concerns.

\_ /

Introduction to Social Media Applications

In the ever-evolving landscape of communication and connectivity, social media applications
have become integral part of our personal and professional lives. These platforms have
revolutionized the way we interact, share information, and build communities in the digital age.

Why educators and school leaders should learn about social media?

Teachers and school leaders should have knowledge of social media for several reasons. First
and foremost, social media has become a prominent communication and information-sharing
platform for students and their parents. Understanding how to use social media effectively
allows educators to engage with students and their families, fostering better communication and
collaboration. Additionally, it enables them to monitor and address issues related to
cyberbullying and online safety, ensuring a secure learning environment. Furthermore, social
media can be a valuable educational tool, offering opportunities for teachers to enhance
classroom learning, share resources, and connect with a broader educational community. So, a
practical knowledge of social media is an essential skill for educators and school leaders to
navigate the digital age effectively.

What Are Social Media Applications?

Social media applications, often referred to as "social networks" or "social platforms," are digital
tools designed to facilitate online interaction, content sharing, and networking. They empower
users to connect with friends, family, colleagues, and even strangers across the globe. Popular
social media platforms include Facebook, Twitter X, Instagram, LinkedIn, and TikTok, among
many others.
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facebook

Facebook

Facebook is widely considered as the most popular social network. Facebook is the third most
visited website in the world after Google and YouTube. Facebook lets users share all kinds of
content such as photos and videos. You can also share live broadcasts and albums.

Uses of Facebook in Education

When you begin to see Facebook as a potential educational tool, you will discover several
ways to integrate this platform into your classroom.

e Facilitate classmate connections.
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Use Facebook Live to provide additional help to students

Teach students digital citizenship skills.

Share educational content.

Make Global Connections

Provide direct communication with teachers

Facebook Page can be used for school promotions and admission campaigns.

How to use Facebook?

You will open www.facebook.com in your browser or download Facebook mobile app from Play
Store. After that create your Facebook account using SignUp option. You can use your Gmail
account or mobile no. for Facebook account creation.

After creating your Facebook account Sign In with your account ID and password.
Personalise Your Profile

A profile is a place on Facebook where you can share information about yourself, such as your
interests, photos, videos, current city, and hometown. To see your profile, click or tap your name
or profile picture at the top of Facebook.

If you want to update your profile for any reason later on, simply go to the ‘About’ section of
your profile. Once there, you can fill in more details about yourself. You can add your education,
job title and more.

Having a well detailed profile will make it easier for your Facebook friends and audience to find
you.
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Set Up Your Privacy

One of the most important basics of Facebook is staying secure. Once you've created your new
profile, you can make changes to your privacy - (1]
settings. This will control who can view your #H OO0 A ﬂ
=1
9
123

profile and information you share.
e To edit these settings, click on the ﬂﬂwif Raza Sherazi (
‘Settings’ options.
e Then, click on the ‘Privacy’ option and

. See all profiles
make your changes as you see fit.

You can also control how other people can find
you and make contact with you on Facebook. ) Meta Business Suite

a Help & support hy

Facebook Features
Facebook has a wide range of features. Few basic features are described below.

Facebook Timeline

Your timeline on Facebook is a ‘log’ of your activity in backwards-chronological order. You will
be able to see your uploaded media and status updates on your timeline. Also, the photos that
you were tagged in by your friends will also show up here. You can see updates from Facebook
friends on your timeline and interact with them. Facebook lets you react to posts and comment
on them. You can also share the posts that you like most. If you feel like it, you can share posts
and other content on your friend’s timelines too.

ji,‘. Like Comment ..ZD Share

Newsfeed

Your newsfeed is unique to your own page. You will see posts from your friends and
liked pages. Also, you will see ads from brands that you might be supporting or using.

Quaid-e Azam Academy for Educational Development, Punjab 105



Beginners ICT Guide for Educators and School Leaders

You can change how your feed looks by managing your preferences. Select the ‘Settings’ menu
and go to the ‘News Feed Preference’ option. You can choose whose content you see first and

more.
LL L] o
HOO M8 ﬂ
LL L o .
3OO0 M t“ « Settings & privacy

@ Asif Raza Sherazi @ # Settings
Language
See all profiles (23] @ guag >
@ Privacy Checkup
@ Meta Business Suite A

E Privacy Center

i=  Activity log

e Help & support > I

2. Feed I

Facebook Status

You can update your status by typing in the box that asks ‘What’s on your mind?" and many
Facebook users see it as a quick way to let everyone know what'’s up in their lives.

ﬂ What's on your mind, Asif?
BN Live video r“ Photo/video Feeling/activity

Status updates are short and quick. Many Facebook users like to share inspiring quotes this way.

Facebook Stories

Facebook Stories are a visual way to share content. You can share pictures and videos in a
Facebook story. You can also watch the stories shared by your friends. A story is visible to users
for one day (24 hours).
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Going Live

This feature allows Facebook users to share live broadcasts with their friends. You simply have
to select the ‘Live Video’ option from the ‘What’s on your mind?’ button.

Once select this option, you can write your description for your broadcast, add a feeling or
activity and tag people. You can also add a poll. Once you've finished describing your broadcast,
simply press ‘Go Live and you're recording.

Facebook Messenger

This is Facebook’s chat feature and is all about sending messages to other users. For Mobile users
Facebook messenger app is also available on play store. You can use messenger app, if you need
to stay in contact with your friends while not using Facebook itself.

You can also create group chats to involve a handful of people by selecting the ‘New Group’
option.

Facebook Page

A Facebook pages are places on Facebook where artists, public figures, businesses, brands,
organizations and nonprofits organizations can connect with their fans or customers. When
someone likes or follows a Page on Facebook, they can start seeing updates from that Page in
their Feed. Pages have the basic same functions as Facebook profiles with the added ability to
advertise and track performance.

~ ~ — 1311 U u -
ﬁ @ & @ # oo 80w
Manage Page [0}
J. | YanR 7 - AQ L. N
NIV \Y ENCINLT /€
LYLIV\F Ol LV

%~ Ad Center

7, Create ads

More tools 8 v

%\ Switch into Positive Personalities's
53
Page to take more actions

Switch

W Fovorites  Q Search

ST <
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WhatsApp
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WhatsApp is part of Meta group. One of the most common social media app which is in use

globally. It's simple, reliable and free.
Common Uses

= Private messaging
= Voice calls
= Video calls
= Group chats
= Group calls
and much more....

How to download WhatsApp?

You can download it from Google Play store / Apple
Store / Microsoft store (desktop windows app).
Interface of WhatsApp

(Version updated on 13thsep 2023)

WhatsApp has simple interface which can be easily use
by anyone.

Here how it looks:

Communities: This is first tab from left which enables you
to create communities.

Chats: Chats tab shows your personal chats, group chats
and communities announcements.

Updates: Updates tab includes status and Channel options.

Calls: Calls tab enables you to make voice or video calls.

How to Start Chat?
= Click g
= Select a contact to chat with.

220 Chats

726 ® & 5 A8 (ORI {1 BN 23]

@ Q

WhatsApp

Updates Calls

ECCE Trainings

7:20 PM

(L D]
« You: Just exploring community fe..
ECCE 2 7:19 PM
This group was added to the commu
ECCE 1 7:17 PM

This group was added to the commu..

ISA 2021 SGD 711PM

You joined using this group's invite link

@ Your personal messages are end-to-end encrypted

Tap and hold on a chat for more option

= Enter a message in the Message box to start chatting with the selected contact.

=  Press >to Send.
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Things we can share in a chat:

By clicking 2 the following options will Q
appear: o Q

= Document

» Camera (directly capture using camera) Q o e
»  Callery (pictures and videos from gallery)

*  Audio (any audio file from mobile storage) ' ' '
* Location (Your current/Live location) 0

» Contact (any contact from your contact list)
* Polls (can create polls to take opinions, ask

questions etc.) ) Message OQ o
+

Extra Bit...!

You can send Voice
messages by pressing mic

Icon

How to create a WhatsApp group?

You can create a WhatsApp group with up to 1024
participants.

*  Open WhatsApp>tap &> New group.

»  Alternatively, tap |'§>.New group. i it o RS
= Search for or select contacts to add to the <

group. Then, tap the green arrow icon.

* If your contact doesn't have a WhatsApp .°

account, you can choose to send them an  ssira

invite link via SMS. sammir chaudhry |
*  Enter a group subject. This will be the name of @ Lot el & i 5315 e 0
the group that all participants will see. Aamir Eng Uppi
’ At school

* You can add a group profile picture by tapping
the Cameraicon. You can choose to use
your Camera, Gallery, Emoji&

Stickers, or Search Webto add an image. ‘l‘g_‘.; Aamir Mehfooz Makhdoom
Once set, the icon will appear next to the group W' Heytherel|am using WhatsApp
in the Chats tab. Aamir Sohail

= Tap the green check mark icon when you're P °
finished. o) . _Suiy Lidde gy —

Aamir Kot Momin
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72T &5 AW (o R T P =)

< New group

broup name (optional)

Disappearing messages C"'
off

Group permissions o d

Group icon

Participants: 1

Q L] (&)

. Camera Gallery

asif sherazi
Q
v
Search web

Above images show the process of creation of New WhatsApp group in a sequence (from Left
to Right).

Admin controls of WhatsApp group

By default, all group participants can send messages and change group information including the
group subject, icon, or description.

Group admins can change settings to allow either only admins or all participants to edit group
info, send messages or add people to a group.

Steps to change group settings:

= Open the group chat, then tap the group subject.
e Alternatively tap and hold the group in the Chatstab. Then, tap More
options >Group info
= Tap Group Permissions
* Tap “Edit group settings” to allow All participants or only admins to edit the group info.

* Tap “Send messages” to allow All participants or only admins can send messages.
* Tap “Add other participants” to allow All participants or only admins can Add
participants in a group.
* Tap “Approve new participants” to turn on and off this option.
e  When turned on, admins must approve anyone who wants to join the group.
e  When turned off, this group is open for people to join without admin approval.
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900 PE@2O Rl @

727 8548

¢ 0)
m Participants can:
I Add participants Edit group settings ()

This includes the

Change group name P ] name, icon, description,
disappearing message

Tes — timer, and keeping and
. unkeeping messages

| % [ [ a Q Ef  Send messages

Audio Video Add Search

+2. Add other participants
Add group description

Created by You, yesterday at 7:28 PM Al

Approve new
A Mute notifications @ PP @

participants

L When turned on, admins
must approve anyone who
wants to join the group
Learn more

4 Custom notifications

M Media visibility

How to add Participants in a Group: ZEas cah

< Invite link

There are three ways to add a participant in a group  People whofollow this ink can join this group

without admin approval. Edit in group settings.

after creation.
e https://chat.whatsapp.com
. . . . I30EINEZ9VI4kbOVd9elL1B
»  Click on add icon after taping Group subject. it ‘
* Add using Add Participants. & Sdihrbiitii
= |nvite via link. B copylink
<. Sharelink

22 QRcode

(5 Resetlink

7O AS ) Wl 730 @ 8@ A0 G W2l D
< Testing # H <« :

6@
Add group to a community

a Bring members together in topic-based E

groups

2 participants Q

Testing -
e Add participants Group - 2 participants
e Invite via link Ra (= Q
! Audio Video Search

% . You Group Admin
L o Hey there! | am using WhatsApp.

asif sherazi _—

Available Add group description

Created by You, today at 7:28 PM
>  Exit group

& Report group
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How to create WhatsApp Communities

WhatsApp Communities is a new way to organize
your WhatsApp groups under one umbrella and
connect all sub-group members, which can be
helpful if you have created different groups of
different classes you, can connect all of them via
communities. Every single announcement from
admins will be sent to in all groups which are

connected in a community.
Steps to open a community:

= Tap on the new communities tab at the
top of your chats on Android.

* You can then enter the community name,
description, and profile photo.

*  You can Create a New Group or Add an

Existing Group.

T4EO0@ A - oW M. @D

Create a new community

Bring together a neighborhood, school
or more. Create topic-based groups for

members, and easi d them admin

announcements

See example communities >

Get started

951 P8+ @O -

< New community

See examples of different communitie:

o

Change photo

Community name

ECCE Trainings

Hi everyone! This community is for
members to chat in topic-based
groups and get important
announcements

When finished adding or creating groups, click the

green check mark icon to create your community.
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714 @O 83 A - O %l B©

WhatsApp

222 cChats @ Updates

. aflin

%4\

A=\
\@\ "~

Stay connected with a
community

Communities bring members together in
topic-based groups, and make it easy to get
admin announcements. Any community you're
added to will appear here.

See example communities >

Start your community

7500804 - © % Bl @D
e
ECCE Trainings

>mmunity - 1 group

Announcements 15PM

Welcome to your community!

)

Groups

e
S
+ Add group

Extra Bit...!

In'a community you can
only add groups you

created, not groups you

are only a member of.
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Updates Tab

Updates tab is new home of WhatsApp Status.

A new feature of Channels is also added in this tab.
Status Privacy

You can set privacy for your status. It means that you will  define who will be able to see
your status updates and whom you have to restrict.

724 &3 AS
725 ® 8 3 AW O %W Sl

WhatsApp

< Status privacy

28 Chats Updates

1 Who can see my status updates

@3 . Mystatus Muted updates
¢ '@ Taptoadds ) () My contacts except...

Status privacy R

2 ©) Only share with...

Channets | :

3 Mark Zuckerberg & Share my status updates across my accounts

® My contacts

That's it! Thanks for following along. Lots to
be excited about for the future of human 9 Facebook
connection. Tap to add your account

Wednesday

Channels

Get information and relevant updates directly in WhatsApp by following the channels of people
and organizations that interest you. Follow a channel to get updates like text, links to information,
photos, or videos from them. Only the creator can send updates in channels.

WhatsApp Web

WhatsApp Web is a popular method to use WhatsApp on computers. It lets you easily reply to
messages and chat with your contacts while working on a desktop or laptop.
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YouTube

YouTube is a free video sharing website where you can watch videos and also like, share and
comment other’s videos. You can even create and upload your own videos to share with others.

How to use YouTube?

You can simply open www.youtube.com in web browser and watch the videos of your choice
any time. But to like or comment on any video you must be Sign In with your Google account.

Use of YouTube as a Teacher/Leader

e Teachers can show different educational videos relevant to the subject to their students,
this will leads toward effective learning.

e Teachers can create their own video and upload on YouTube channel where students
can easily watch those videos online for learning any time.

e School leaders can promote their school activities using YouTube to build up school
repute in the society.

How to create a YouTube Channel?

A channel is a member's personal presence on YouTube, similar to other social media sites. To
upload your own videos on YouTube, you have to create a Channel on YouTube.

Here are the steps to create a YouTube channel.

e Open www.youtube.com in web browser.
Sign In with your Google account.

Click on your account icon on the upper right corner of the screen as shown in below
window. A short screen will appears. N +
o=

Extra Bit...!

Before Channel

® Select Create a Channel option.

Creation must Finalize

your Channel Name.
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O | ® Whatsapp X | G youtube channel creation - Goo: X = EB YouTube x |+

click here

< G () https;//www.youtube.com

- PK
= B3 YouTube asif raza sherazi X Q ™, ASIFRAZA
‘\i arsherazi.pk@gmail.com
n Home All Computers Sales Music Compact SUV TED Thoughts Live Gaming Manage your Google Account >
& sou select
v MICRBSOFT ﬁg‘és MEIN MILEA( [8] create achannel h "
5] Subscriptions K = F HEHANSHAH
= oRINS Fﬁ ™ YouTube Studio t 1S
.
|E| Library Switch account Optl()n
@ History z -] signout
nl Become a Shopify partner : a How to create Forms using @ Haval H6 HEV (Hybi
@ Watchlates It's free to join the Shopify Partner Microsoft Forms? (in... Expert Review @ Purchases and memberships
i I 4 % ; Asif Raza Sheraz PakWheels.com @
[ﬁ Liked videos Program. Start earning a 20% revenue. b i Your data in YouTube
Ad - Shopify Partners 214 views - 7 months ago 167Kviews - 2daysag &
Subscriptions D Appearance: Device theme >3
3 Asif Raza Sherazi X Language: English N ;)‘),)
0 Well Wisher 288
(@ Restricted Mode: Off > n‘;-
@ Digiclass pk INCOME TAX RETIURN 4 | 1 @ Location: Pakistan > 5‘
TECHNIQUES FOR FILLING OF ure oA i
®  Browse channels INCOME TAX RETURN : Keyboard shortcuts | B
e Faded Alan Walker Guitar b TECHNIQUES FOR FILLING maws R Madhavan Life Ch 3
Instrumental Cover & OF INCOME TAX RETURN ¥ speech | English spi Tio...
Explore 3 Settings
Ludwig Guitar PAKISTAN TAX CHANNEL English Network
e After that a new window will appear, here you will type your channel name.
e You can select handle of your own choice subject to the availability.
e Click on Create Channel,
e Your Channel will be created.
<« C ) https//www.youtube.com B A 5 = ﬁ
_ K Sa —— :
= ©3Youlube , 0 @
How you'll appear I
A Home ¢ Indian pop music Bo >
&3 shorts
51 Subscriptions
Raimyavi
2] Library
O History
Upload picture Kamyabi | Prabhjot Marahar |
©  watch later ! Rupinder Rupi | Condor Styl
iy  Liked videos Condor Style
Name 518K views - 1 year ago
Subscriptions Handle
el
&  AsifRazasherazi
@  well wisher
icking Create Channel you agree to YouTube's Terms of Service. Changes
e Digiclass pk your name and avatar are visible only on YouTube and not other Google
(®  Browse channels
Cancel Create channel New Toyota Fortuner 2023
Explore \ Platinum white peal [Interio...
Ludwig Guitar PAKISTAN TAX CHANNEL English Network Toyota New Car

e Now Open Your Channel by clicking on your account icon as shown in below screen
and click on Your channel option.
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A ) @  http:

= @ Youlube ™
() Home
¢3  shorts

Subscriptions

2] Library

@ History

[®»]  vourvideos

@©  watchlater

iy Liked videos
v Show more

Subscriptions

° Hisham Sarwar ~ «
. Rohani Elaj o Wazaif

o  zubairchinioti  «

ﬂ Zad-e-Rah

/www.youtube.com/@AsifRazaSherazi/videos

asif raza sherazi
< HOME VIDEOS

MICROSOFT ~

FORMS
L

How to create Forms using
Microsoft Forms? (in Urdu/Hindi)

214 views + 7 months ago

BHAR DO JHOLI
MERI YA MUHAMMAD

Bhar do Jholi meri ya Muhammad
SAWW (Mesmerizing Flute Sound)

159 views - 1 year ago

How to Remove Audio from Video [ ——

LIVE PLAYLISTS

Culture Day Program at Govt. High
School 90 SB Sargodha

311 views - 10 months ago

B A Y v @

X Q Asif Raza Sherazi 3
(@AsifRazaSherazi

COMMUNITY CHA >

Manage your Google Account

YouTube Studio

el
N, 5
EA O ALK . Switch account >
3] signout

ISA Documentary Sargodha

128 views * 11 months ago

Purchases and memberships

Your data in YouTube

yxy
o/
‘Single National Curiculum
u s, et Appearance: Device theme >
FAQ's about Online
Language: English
Trafning and guag g >
L ASB’IAZASEBW Restricted Mode: Off >
SNC FAQ's about Online Training & How to use Microsoft Teams @ Location: Pakistan > R
LMS (Complete Teams Introductic
433 views * 1 year ago 386 views - 1 year ago Keyboard shortcuts
£} Settings
_aved]
SRS

® Your YouTube Channel will be opened.

e To upload your video on YouTube channel click icon as shown in below screen.
e Then click on Upload video option.

< © & ht
= OVoulube "
Q) Home
¢3  shorts

(5] Subscriptions
2] Library

O History

[»]  Yourvideos
©  watchlater
iy Liked videos
v Show more

Subscriptions

‘ Hisham Sarwar  «
. Rohani Elaj o Wazaif
zi. zubair chinioti .

0

Zad-e-Rah

/www.youtube.com/@AsifRazaSherazi/videos

asif raza sherazi

@AsifRazaSherazi
531 subscribers

HOME VIDEOS

9

Recently uploaded Popular

MICROSOFT ~

FORMS
@ ] Fd

How to create Forms using
Microsoft Forms? (in Urdu/Hindi)

214 views » 7 months ago

<z

BHAR DO JHOLI
MERI YA MUHAMMAD

Asif Raza Sherazi

LIVE PLAYLISTS

Culture Day Program at Govt. High
School 90 SB Sargodha

311 views + 10 months ago

(&=
single National Curriculum

FAQ's about Online

X Q ¢
Customize channel (0 BRI
[Z) Ccreate post
COMMUNITY CHANNELS ABOUT ~ .

ISA Documentary Sargodha

{APPY NEW YI
202
Bamss
BN
INTERNATIONAL dadd
SCHOOL AWARD v

New Year Poetry

128 views + 11 months ago 68 views « 1 year ago

Howtaiss
Microsoft
Teams o of P

e In new window click on SELECT FILES option and browse and select the video from
your computer which you want to upload.
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&< C &) https//studio.youtube.com/channel/UCNZjvDbFCIEE7qLEFc3nTZg/videos/upload?d=ud&filter=3%5B%5D&sort=%7B"columnType %3A"date"%2C sort0... AY g = a

Upload videos

LS

Drag and drop video files to upload

Your videos will be private until you publish them

SELECT FILES

By submitting your videos to YouTube, you acknowledge that you agree to YouTube's Terms of Service and Community Guidelines.

Please be sure not to violate others' copyright or privacy rights. Learn more

After selecting the video a new window will appear.

e Type the Title (attractive name of the video) and Description of the video and select the
thumbnail (picture shown on YouTube video) and click on Next button.

&« O (9 https://studio.youtube.com/channel/UCNZjvDbFCIEE7qLEFc3nTZg/videos/upload?d=ud&filter=%5B%5D8isort=%7B"columnType"%3A"date"%2C.. A & g 7= ﬁ

Recording Online Lectures Savedasprivate  [1] X

Details Video elements Visibility

o ®

Details REUSE DETAILS
Title (required) (3)

Recording Online Lectures

Description (2)

this video provides you the detailed information about creating lectures for 0:00/0:38

online teaching.
Video link
https://youtu.be/k-gazdafSUs

(8]
Filename
Fortuner Ride with students.mp4
Thumbnail

Select or upload & picture that shows what's in your video. A good thumbnail stands out and
draws viewers'attention. Learn more

1T [0 () Checkscomplete. Copyright-protected content found. Go to checks

e In new appeared screen again click on Next button.
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&« O (3 hitps://studio.youtube.com/channel/UCNZjvDbFCIEE7qLEFc3nTZg/videos/upload?d=ud&filter=%5B%5D8isort=%7B"columnType"%3A"date’%2C.. A @ 5  ¢= a

Recording Online Lectures Savedasprivate [T X

Details Video elements Checks Visibility

¢———0 ©

Video elements

Use cards and an end screen to show viewers related videos, websites, and calls to action. Leamn more

Add subtitles

Add an end screen
IMPORT FROM VIDEQ  ADD

Promote related content at the end of your video

Add cards

Promote related content during your videa

1 Checks complete. Copyright-protected content found. Go'to checks sack S0

e In below screen select Public option and click on SAVE button.
e Your video will be uploaded on your YouTube channel.

& G (6] https://studio.youtube.com/channel/UCNZjvDbFCIEE7qLEFc3nTZg/videos/upload?d=ud&filter=%5B%5D8&sort=%7B8"columnType"%3A"date"%2C... A {5 o= 9

Recording Online Lectures Savedasprivate  [1] X

Details Video elements Checks Visibility

@ o

Visibility

Choose when to publish and who can see your video

(® saveor publish
Make your video public, unlisted, or private

QO Private

Only you and people you choose can watch your video
O uniistea 0:00/0:38
Anyone with the video link can watch your video
ing Onli
O Public Recording Online Lectures
Everyone can watch your video Videolink (3

Set as instant Premiere (3) https://youtu.be/k-gazdafSUs

(O Schedule

Select a date to make your video public

Before you publish, check the following:

0] () Checks complete. Copyright protected content found. Go to checks sack 3

e Your video will be shown on your YouTube channel as shown in below screen. Here
you can edit video Title, Description and Thumbnail any time.
e You can also see the details of views, comments and likes here.

Quaid-e Azam Academy for Educational Development, Punjab 120



&~ O (] https;//studio.youtube.com/channel/UCNZjvDbFCIEE7qLEFc3nTZg/videas/upload?filter:

= (O3 Studio

Your channel
Asif Raza Sherazi

Dashboard

Content

W] Analyties

Comments

= Subtitles

©)  Copyright
Earn
Customization

Audio library

Settings

[T]  Send feedback

Search across your channel

Channel content

Videos Live Posts Playlists

Recording Online Lectures
the detailed information about creating
ng

this videa prov
lectures for onl

How te create Forma using Microsoft Forms? (in Urdu/Hi...
I this tutorial you will easily learn the complete methed of
creating forme and about the form accea settings and timer.

Cutture Day Program at Govt. High School 90 SB Sargedha
A Punjabi Culture Day waa celebrated on 14 March at
Gaxt. High School Sargodha to introduce the new gensration

15A Bocumentary Sargadha
The Joumey of schools warking for British Council's
International Schax 54) undar Global Connecting

154 Bocumentry

MNew Year Poetry

St

Bhar do Jholi meri ya Muhammad SAWW (Mesmerizing Fl

Visibility

™ oraft

8

6

@

> Public

> Public

> Public

Unlisted

> Public

Public

Restrictions

Copyright

Nene

Capyright

None

None

None

None

B"columnType®%3A"date"%2C"sortOr..

Jun 19,2022
Published

Mar 16,2022
Published

Feb 23,2022
Published

Feb 22,2022
Uploaded

Jan1,2022
Published

0ct 24,2021

B,

Views.

128

145

Comments

CREATE a

Likes (vs. dislikes)

EDIT DRAFT

100.0%
39 likez

100.0%
21 likez

100.0%
6 likes

100.0%
19 likes

100.0%

After uploading your video, you can share your video link with your friends, students and to

anyone.
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¥ X

twitter / RN
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Twitter / X

X (formerly Twitter) is an online news and social networking site where people communicate
in short messages.

Common Uses

Some people use X to discover interesting people and companies online, opting to follow their
tweets.

For Teachers & School Leaders

Teachers and school leaders can get many educational ideas and news by following their
favorite educationist and news agencies.

Like all the other ministries of Pakistan, education ministries Federal and Punjab as well as
QAED have their Twitter/X accounts. By following them we can stay updated with verified
news and other developments in education sector.

Posts / Tweets

Everything you shared on Twitter/X is knows as Post (formerly tweet). A Post is limited to 280
individual characters (letters, spaces, and punctuation marks) for non-verified users. However
for paid users (blue tick holders) its 10,000 characters and they can also post long videos.

Interface of Twitter/X

Twitter/X has a simple interface, one can easily understand
after using few times.

Sequence is as (at bottom from left to right):

* Home: . Where  you'll  everything | &4 X
happening (posts).
= Search: You can search across X Foryou  Following  PMIK Supporters

(people or posts). - S
* Communities: Posts from communities @
you're part of.

= Notifications: Notifications of all the +
activities

(Likes, comments etc.) Q @ @ @
» Direct Messages (DM): You can send Nt NI NS

direct messages to people you're
following.

Navigating to your Profile

(=}
Foryou Following PMIK Supporters ~y @
Elon Musk @ B @elonmusk - 7h Waseem Dahar
Beautiful long exposure at night looks mwaseem@@
like a laser beam from space 2,396 F ng 1788 F - W' Edit profile

Waseem Dahar

@mwaseem@0

& QAED Certified Trainer | Part of British Council
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To post anything click on the + icon.
Following options will appear:

= Post
= Cif
=  Photos
= Spaces
Spaces (i
Photos 4
Gif

Post e

Fost/ 1weet s5ometning
To post anything click on Post. A new window showing What'’s happening will appear, write
anything or add photos, create polls, share location or add Gif then click Post.

Before Posting following settings you may change:
» Post will be Public or to share in a circle (specific people).

= Everyone can reply or specific people or people you follow.

950 @®O80e [oR A0 TN €2 ] 950 ®OC 80 e o+ 1| Ll <o)

X Drafts X
"%.i ( Public v ) ﬂ’

What’s happening? ICT module development isl
e e
Q = |
b ;— o
== T
= E @ M & & © DI )
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#Hashtags

ﬁ“ Search X @}

Hashtags are frequently used with posts and it's a good
Trends for you

practice to use relevant hashtags with your posts, it will ——

increase your reach. People search specific topics using v

2,547 posts

these hashtags.

Trending in Pakistan

Azam Khan
2,060 posts

Sports - Trending
Starc
4,782 posts

Sports - Trending
#BabarAzam{;
13.5K posts

Trending in Pakistan

HELP ME
252K posts

Comment, Repost/Quote, Like & Sharing a Post
There is a simple way to do all these above mentioned things.

‘0‘ QAED Punjab @QAEDPK - 1d

L= The annual girat and naat competition
was held at QAED on the auspicious
occasion of Eid Milad Un Nabi S.AW.W,
students enrolled in B.Ed programmes
and students from attached lab schools

of district QAEDs participated in the
competition. @SchoolEduPunjab

. .. Share/Copy Link
Comment  ponost/Quote Like  Postactivity

If you want to pin your post (it will show on top of your post feed) or delete or change who can
reply, Click on the three dots of your Post next to your username.
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o

Pin to profile

Delete post

O & P

Change who can reply

Edit with Premium

S

Edit option after you have posted is only available for paid users.

SESSION- 15

HANDS ON PRACTICE ACTIVITIES & EVALUA
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| ﬂ | Office of the District Education
| ' Officer

District

To

The Chief Executive Officer (DEA),
Punjab.
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Subject: Result of Typing Test

With reference to your letter No. 476/ACCTT dated 30/10/2024 regarding the typing
test for the promotion of Class IV employees as Junior Clerk. The said test has been

conducted on 15/12/2023 and the result is attached herewith for your kind perusal.

Headmistress

Govt Girls High School
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QAED

Quaid-e-Azam Academy for Education Development
Sargodha
4-Days Training of ESE Teachers on Early Childhood Education (ECE)

w.e.f. 09-04-2018 to 12-04-2018
REGISTRATION FORM

Name (as per Matric Certificate)

CNIC Number Date of Birth
Designation BPS
Qualification: Academic Professional

Present Place of Posting

EMIS Code of ECE School Mobile #

E-mail

Residential Address

Date (Signature)
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Create a Presentation in Microsoft PowerPoint according to the given Format.

Types of Software

By
A.R Sherazi

Computer Software

Software is a set of instructions given to

computer to perform a specific task.
There are two basic types of Software.
1. System Software
2. Application Software
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System Software

» System software is a type of computer
program that is designed to run a computer's

hardware and application programs.

At @

Wmdows"p Windows vista

'&c

Application Software

Windows 7

» Application software (App) is a kind of
software that performs specific functions for
the end user by interacting directly with it.
The sole purpose of application software is to
aid the user in doing specified tasks.
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Create a Salary Slip in MS Excel according to given format using different

formulas or functions.

e Auto calculate 15% of basic Pay medical allowance using formula
e Auto calculate 20% of basic Pay house rent using formula
® Auto calculates Gross Salary and Total deductions using SUM function.
® Auto calculate Gross Salary using formula
Do) H 9 - )=
_lj‘;/ Home Insert Page Layout Formulas Data Review View
a 5 cut Calibri 14 - A AT == || S wrar
Paste e _ B I U-~-||H-|& A-||= = =||fE £ =31 Merg
o ¥ Format Painter = — === ERS
Clipboard L Font L Alignment
F5 - J= |
A B C D
. Salary Slip for the Month of January 2024
2
3 Basic Pay 40600
4 Convince Allownce 5000
5 Medical Allowance 15% 6090
& Hounce Rent 20% 8120
7 Adhoc Allownce 2020 4060
B Adhoc Allownce 2021 4060
g Adhoc Allowance 2022 4060
10 Adhoc Allowance 2023 6090
11
12 Total Gross Salary 78080
13
14 Deductions
15 GP Fund 2050
16 Benouvelent Fund 1150
17 Income Tax 1580
18 Total Deduction 4780
19
20 Net Salary 73300

[
[y
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Create a Result sheet in MS Excel of class 8. Calculate the total marks,

percentage using formula.

Result Sheet of Class 8" Igbal

Govt High School Kot Miani Faisalabad

Roll | Name |Eng |Urdu | Math | G.Sci |Isl |S.Std | Total | Obtained | %age
No mark | marks

S
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ADDITIONAL READING MATERIAL

Digital Citizenship

Societies are evolving with the passage of time. We use technology for communication instead
of writing letters, sending faxes, or meeting with people. The Internet and smart devices have
become an essential part of our daily routine.
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The use of social media and the Internet is prevailing day by day. This massive increase in the
use of digital means of communication resulted in increasing data security issues also.

Let us also have a look at the safety aspects we need to consider to create a healthy cyber
environment.

e [nternet

The Internet is also called ‘the NET or ‘Network of Networks’, which means International
Network. It is a network used all over the world where users located at different locations can
communicate and exchange information with each other. It is a collection of networks that are
connected and form a global network.

The Internet provides you the services of online shopping, electronic banking, advertisement,
data sharing communication, education, entertainment, etc. The Internet has transformed our
lives and made us more digitized.

Advantages of Internet

The usage of Internet has increased over the years as it has many advantages. Let us
discuss some of its advantages:

Internet is a hub of information. We can search and access any type of
information on any topic through the Internet. It is used extensively by people to
do their projects and research.

Internet provides many useful services like chatting, email, video conferencing,
etc. which help people to connect all around the world. Using these services,
organizations can exchange information and conduct meetings with their
employees which are located at different places.

Internet also helps companies to promote their products online through websites
and social networking sites. It allows users to sell their products online. It also
allows being in contact with the customer 24/7.

Internet has changed learning from physical classroom to virtual classrooms.
These days students can study by sitting at home in their comfortable timings.
Internet is also used by teachers as well as students to collect information on
various topics.

Internet is used by people for entertainment. People can listen to music, watch
movies, and play games on the Internet. The Internet allows people to read
newspapers and magazines online. There are various services on the Internet like
Newsgroups and Blogs where people can contribute as per their interests.

Conventional banking systems ‘ Do You Know?

are getting obsolete now. _‘,‘ Blogs are virtual diaries created by
Customers use their credit and people to share their hobbies, thoughts
debit cards for payments. with like-mined people.
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Cash is withdrawn from ATMs (Automated Teller Machines) which are available
24/7 all day and night. Mobile banking has taken the banking system to a high
level. From your mobile phones, you can pay your bill, transfer money, pay for
shopping, top up your mobile phone SIM cards, and many more.

Disadvantages of Internet

The Internet has many advantages for users. But, as we know, excess of everything is
bad. So, the Internet has some disadvantages too.

Several websites on the Internet have violent videos and images. This type of
content can disturb the mental health of children as well as adults.

It is a waste of time as with the excessive use of Internet, people get addicted to
it and spend a lot of time surfing without any useful outcome.

Internet has also increased the cases of virus attacks. Users can lose their data
and programs in these virus attacks.

We share our personal information over the internet that can be misused by
cyber criminals to harm us.

e Social Media

The website or program known as Social Media is
where users can share their content. Additionally,
it facilitates online conversations with other users.
Millions of people all over the world are actively
using it because of its enormous popularity and

usefulness.

Advantages of Social Media

Social media has a lot of benefits.

0O O O O

You can use it for educational purposes.

You can use it for entertainment.

It is easier to communicate and share information.

You can create your brand and content to share original material.

o lItis easier to get updated information and news.

Disadvantages of Social Media

Social media also has several drawbacks, but fewer than its advantages. Some of its
advantages include:

O
O
O

It may also be the cause of a great deal of inefficiency.

Lack of privacy can lead to identify theft, stalking, and other problems.

As it is easy to get distracted from your work and loose focus when using social
media, it may also be the cause of a great deal of inefficiency.

It can be quite damaging to not know how to respond to negative feedback and
to become easily distracted.

Your shared data may be used against your after tempering it.
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e Digital Media Bias and Messaging

The idea that the media is reporting the news in a biased or partial way is known as media bias.
When digital media looks to favor one point of view over another while covering the news, this
is known as Digital Media Bias.

We could use the example of the difference between two news broadcasters that have very
different audiences. They tend to be biased in what they report and how they report it due to
ideological and political views.

Digital media is heavily used for messaging purposes as well. Many big platforms are used for
messaging purposes as well. Some of them are:

Twitter
Instagram
WhatsApp
Facebook

e Ethics and Ethical Use of Digital Environment
Ethics

At its simplest, ethics is a system of moral principles. They affect how people make decisions
and lead their lives. Ethics is concerned with what is good for individuals and society and is also
described as moral philosophy.

Digital Environment

The digital environment is an increasingly popular
tool in family and child research that is argued to
pose new ethical challenges. There are many
issues in digital environments, such as:

L

L3 Qi -
e Participant Privacy { ' ' b, Ny
e Confidentiality K i" D R g
e Anonymity. R f L .g/'/

These concerns apply to internet research across all disciplines, not just those involving families
and children.

Ethical Use of Digital Environment

If not handled ethically, using a digital environment can be dangerous. The following is a list of
some ethical principles you should follow when using the digital environment:

Be respectful

Protect your reputation

Protect your privacy
Trustworthiness and honesty
Doing good and preventing harm
Avoidance of conflicts

Fairness

Accountability

Identify Improper Use of Computer Resources
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Everything has its boundaries. When that limit is violated, both you and other are at risk. The
following are some examples of inappropriate computer resource use:

Actions that endanger people’s life or harm their property.
Actions that break the law.

Uses that breach information confidentiality.

Actions that encourage others to break the law.

An employee using the company’s computer for personal use could serve as an example. The
company prohibits its employees from using the company’s computer for personal benefit. A
cyberbully is another example of the person who uses of computer resources improperly. He
unlawfully stalks someone online and spreads hate against them using a computer.

e Cyber Crime with Preventive Measures

Cybercrimes are offences that are committed using computers and smart devices connected to
the Internet. The victims of cybercrimes can be organizations or individuals. Most cybercriminals
use e-mails, social media websites, or pirated software as a medium to trouble their victims.

It is important to remember that data once shared over the internet is rarely deleted completely.
Cybercriminals use this data unethically to trouble their victims.

Let us discuss some of the most used ways to commit cybercrimes.
E-mail Spoofing

When someone sends e-mails that appear genuine from 2}
atrusted e-mail ID but, in reality they are not to be trusted.
We call it E-mail Spoofing.

For example, a user may receive an email from a
portal or social media platform where the spelling
of the service provider or email ID ahs been
slightly changed.

‘ Do You Know?

- The best defense against

phishing assaults is human intellect and

For example, mailto:customere@tridentportall.com. | comprehension.

Notice that the spelling of ‘portal’ is incorrect. These emails contain links that will direct the user
to another web page where the user would be asked to enter information which means the user
ends up providing personal credentials to cybercriminals. This is also called Phishing.

/
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It refers to the sending of bulk mail by an identified
or unidentified source. Sometimes, certain
businesses send bulk-advertising mail to many

accounts at the same time. Some people
YOU HAVE WON!

intentionally send bulk mail to a user until the mail YOUR COMPUTER
server runs out of disk space.

Some people send virus-infected applications and POPUP
files through the internet via emails, chats, games,
etc. to get access to your smartphone and
personal data. These emails may contain a
document (Word or Excel file) with malware (a il
dangerous program that can impact your
computer) attached to it. Opening such
documents result in malware installed on your
computer or mobile.

Using reputable websites to download files and not opening doubtful e-mails are some ways to
counter these threats.

Some cybercriminals send emails informing the victim that they have won a lottery or a surprise
gift. The cybercriminal then asks for personal details and bank details for transferring the winning
amount. Cyber criminals may also ask the victim to deposit a small processing fee to lure the
victim to transfer the winning amount.

These emails are not to be trusted and one must not reply with any personal information. Further,
these must be immediately deleted from the email account to avoid accidental access in the
future.

Measures to Avoid Spam
To avoid spam, we can take the following measures:

Preview your message before opening them.

Do not click any link in a spam email otherwise, you will invite many such emails in
your inbox.

Do not reply to a Spam email.

Do not forward an email receiving from someone you do not know to a list of people.

Email account Hacking

Itis another common method used by cybercriminals
to trouble victims. Using malware or other tricks to
obtain your email ID and password, cybercriminals
can gain access to your critical information like social
media accounts, bank accounts, etc. Cybercriminals
may also send offensive emails to a victim’s contacts
via hacking.

Do You Know?

Cracking refers to the act of breaking into systems to steal or destroy data. Crackers may disturb
Qug applications by using malware or changing the program of the applications.
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Measures to avoid Hacking

To prevent unauthorized access to your computer and internet we can take the following

measures:
e Keep changing your passwords.
e Keep updating your Operating System.
e Do not plug into devices you are not sure about.
e Always look at the green lock sign at the address bar of the window before accessing
any website.
e Always download trusted applications from the internet and check permission and
authentication.
Cyber Troll

In Internet slang, a troll is a person who starts
quarrels or upsets people on the internet to
distract and create discord by posting mean and
unwarranted messages in an online community.

A cyber toll refers to a person who purposely
posts opposing, sarcastic, demeaning, or insulting
comments about something or someone.

Social Engineering

Social engineering is a technique used by cybercriminals to
Cybercriminals try to interact with the victims to under

personal information and/or commit some hard to them.

Cyber Bullying

Cyber Bullying refers to the use of the Internet, e-mail, instant messaging, chat rooms, or social
networks, such as Facebook, Twitter, etc. to harass, demean, embarrass or intimidate someone

Remember never to share personal details such as age, address, date of birth, etc. with
unknown people on social media.

Restrict access to your data on social media platforms. For example, only your friends
must be able to see any pictures on Facebook.

Try avoiding friend requests from unknown people on social media.

In case, any post hurts or upsets you talk about it to your trusted set of people like family
or friends instead of posting aggressive replies.

If your parents/ elders feel the need, they can also contact the local police station to
complain about the cyberbullying.

Never install unwanted software and applications like online games, etc.

else.
[ ]
[ ]
[ ]
[ ]

Q {

Do You Know?

Verbal harassment is the most frequent kind of bullying, followed by social harassment,
physical bullying, and cyberbullying.
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Online Transaction Fraud

Most of you may be using banking services such as debit cards, credit cards, net banking, etc. it
is important to be aware of this type of cybercrime.

Online transaction fraud refers to the illegal withdrawal or transfer of money from one bank
account to another by a cybercriminal. Online transaction frauds generally take place when a
cybercriminal stelas a user’s login credentials, bank account details, credit card details, etc.

Identity Theft: Sometimes, cybercriminals deliberately use another’s identity to gain a financial
advantage over someone else. Cybercriminals may also pose as someone else to obtain credit
and other benefits in the other person’s name.

Job Frauds: Cybercriminals portray incorrect details as an employer.

Banking Frauds: Some cybercriminals fraudulently obtain money from users for
investment by posing as a bank or other financial institution.

We can safeguard ourselves from online fraud by keeping in mind the following points.

e Regularly update your banking passwords and PIN of the debit/credit cards.
Be sure to check for the bank’s security certificate details.
Also, check for various signs such as green address lines, lock signs or websites, and
HTTPS in the address bar to confirm you are visiting a secure bank website.

e Never share your bank and credit card details such as your online account password,
card number, PIN, OTP, etc. with anyone.

e Always check the website URL starts with HTTPS. The website URL with HTTPS encrypts
your data on the website and protects it from any kind of tampering.
Avoid making online transactions using public Wi-Fi or a computer in a cybercafé.
Review the monthly statements of your bank account and credit cards to detect any
unrecognized transactions.

e Incase the credit/debit cards are stolen or lost, call the bank immediately and block your
card/bank account.

e Never install pirated software on your mobile or computer. It is not only illegal but may
also compromise the security of your devices.

® Intellectual Property Rights

Intellectual property is a term that refers to the legal property rights of a
person over creations of his/her mind, both artistic and commercial.
Under Intellectual property Rights, the owners of the property are granted
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exclusive rights over their creation. These creations could be artistic,
musical, or literary.

Types Ci wcenectual Property Rights (IPR)

There are three main types of Intellectual Property rights:

It is the legal right given exclusively to the person for a fixed number of
years to publish, and record the literary, artistic, musical, or musical use
of his or her work. Copyright of work lasts even after the death of the
originator.

It is the right that gives an inventor the complete right to make, use, and
sell his or her work for a specific time period. Usually, the validity period
for a patent is 20 years.

It is a symbol, word or logo legally registered or established and used as
representing a company or a product. Trademarks help to protect brand
names, logos, and the design of the product. The validity period of a
Trademark is 10 years and can be renewed after that.

Measures to Protect Intellectual Property rights

We can take the following measures to protect Intellectual Property Rights:

Do not share your business ideas with others.
Have detailed drawings, descriptions, plans, and records that can prove it is your

creation.

e As soon as you have a business name and logo for your idea, you should register
those Trademarks right away.

e Plagiarism

It refers to the usage or imitation of the language and thoughts of another person projected as
one’s original work. It is considered a crime or fraudulent act.

Plagiarism as described by the Merriam-Webster dictionary is as follows:

To steal and pass off ideas or words of another as one’s own.

To use another’s production, without crediting the source.

To commit literary theft.

To present as new and original, an idea or product derived from an existing source.

Ways to Prevent Plagiarism

Some of the ways you can prevent plagiarism are:

e Use Citation-Citation refers to acknowledging the original writer and the source from
where the material has been taken.

Rephrase the matter.
Use “ “ for statements quoted by another person.
Encourage original ideas and use authentic resources.
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e Virus

A virus is a type of software or malware that spreads between several computers and corrupts
data. It targets the computer’s data and software. Its primary goal is to disrupt or interfere with
the systems so that data can be corrupted or even leak.

Some indications of a virus attack are listed down:

Unwanted pop-ups that repeatedly appear.

Modifications to your desktop or files.

The system speed slows down and suddenly crashes. It can also make the computer
shut down itself.

You keep being logged out of your account.

It sends out mass emails from your account to infect other machines with viruses.

Malicious activities are those that aim to compromise or corrupt the confidentiality of data or
software in computers. There are numerous further varieties of malware and computer viruses.
Some of the most common ones include:

Ransomware: It makes the victims’ file inaccessible by disabling them. Once the ransom is paid,
only then can they be accessed.

Spyware: It gathers information about the victims without their awareness. The information
is then utilized to their benefits.

Malware for Mobile devices: This malware harms mobile devices through phishing and
other means.

Keyloggers:  They record the victims’ keystrokes. It gathers private information or sensitive
data like passwords.

® Cyber Safety

Cyber safety refers to the safe and responsible use of the Internet in order to safeguard one’s
personal information while not misusing anyone else’s personal information.

We can take the following safety measures while using the Internet or computer:

Install the most recent antivirus software on your computer.

Use caution when entering your password on the internet.

Do not respond to shady emails or strangers.

Do not disclose your personal information to anyone online.

Refuse friend requests from unfamiliar people.

Always leave your privacy settings on.

Be cautious when downloading.

Be careful what you post on social media platforms.

Encryption can be used to protect data privacy while transferring files between locations.

e Ethical Hacking

Not all hacking is destructive. Some hackers use this
technique for national security, creating safer systems,
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etc. This is known as ethical hacking. It is a legitimate
practice to uncover potential data breaches and risks
in a network or system. In order to find vulnerabilities
that malicious hackers can exploit or eliminate, ethical
hackers search the system or network.

ETHICAL

HACKING

I g |
;;;

Keyboard Shortcut Keys A TO Z

These shortcuts can save time and make working with text and documents more efficient.
Ctrl+A : Select all text

Ctrl+B : Bold text.

Ctrl+C : Copy tex..

Ctrl+D : Open font formatting window
Ctrl+E : Center text

Ctrl+F : Find a phrase

Ctrl+G : Go to a specific page

Ctrl+H : Replace text with another text
Ctrl+l : Italicize text

Ctrl+) : Justify text

Ctrl+K : Open insert hyperlink window
Ctrl+L : Left align text

Ctrl+M : Indent a paragraph from the left
Ctrl+N : Open new document or file
Ctrl+O : Open an existing document or file
Ctrl+P : Print a document

Ctrl+Q : Remove paragraph formatting
Ctrl+R : Right align text

Ctrl+S : Save the document or file
Ctrl+T : Create a hanging indent

Ctrl+U : Underline selected text

Ctrl+V : Paste any text or object that has been copied.
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Ctrl+W : Close open tab in a browser or a document in Word.
Ctrl+X : Cut text or object.
Ctrl+Y : Redo any undo action.

Ctrl+Z : Undo any action

Quaid-e Azam Academy for Educational Development, Punjab 145



