Class- 6       I.C.T – 4
Word Processing 
Short questions and answer to get common in the examination

Question-1: What is word processing? Name some of the word processing software.

Ans: 
Word processing means the process of word. In information and communication technology, word processing means all kinds of writings, pictures, attaching clip arts and editing etc. Word processing is an application software. Now-a-days there are many word processing software available. Some of the popular word processing software are:

 Microsoft word

 Apple i-works

 Open office writer

 Atlantis word processor

 Note pad

Question-1: Discuss the importance of word processor in information and communication technology.

Ans: 
The importance of word processor in ICT system are given below:

 
Word processor plays an important role to enhance ICT system. Word processor is important for writings, making report, making research paper etc.

 
There is no alternative of word processor in publishing the reference books or magazines that are used to develop ICT system.

 
Now-a-days using ICT system , any book, journal, research papers, results can be published, achieved, distributed through word processor.

 
For presenting and preserving the information the role of word processor is spell binding.

*** Lesson 3-28: Opening a new file and writing in it by using Word Processor
Question-l: Write down the procedure to start Microsoft Word.

Ans: 
There are two ways to start Microsoft Word.

Procedure l: Click the icon on the desktop to start Microsoft Word.

Procedure 2: User who uses the windows, click the ‘start’ button, then choose the option named “All programs” and then after click the option “Microsoft office word”.

*** Lesson 1 : What is Processor?

Classroom Activity

Make two groups with the students of the class. One group will argue what the benefit of using word processor is by totally stopping the use of papers. The other group will argue why we should continue the use of papers. Observe and ascertain whose arguments are better.

Solution :

Purpose of Work: To understand the differences between word processor and ordinary writing.

Method of work: According to the teacher’s instruction we will present our arguments being divided into two groups. In that case, the list of arguments may be as below-

	
Word Process 
	Paper

	The tress that are used to make paper will be make paper will be remaining alive if we fully stop the use of paper by using word processor. 
	Computer is not reached to everyone in our country yet. So, there is a necessity of paper till now. 

	Writing in word processor are very nice to see. It can be edited if required. 
	Everyone is not expert in operating word processor. SO there is a necessity of writing on paper. 


Home Activity :1 (To write creative question-answer)

Read the stimulus below and answer to the questions.

Karim has been learning writing, editing, and saving them in Microsoft Word in his school's computer lab for a long time. Returning home, today he has typed his own written poem in his computer and saved it in the hard disk.

a. What type of software is the word processor?

b. Explain the difference between normal hand-writing or type-writer and word processor.

c. How did Karim save his poem in the hard disk? Describe.

d. Analyze the justifiability of using word processor by Karim to preserve the poems for a long time.

Ans:

a. 
Application software.

b. 
The main difference between normal hand-writing or type-writer and word processor is that in word processor editing or changing is possible but in hand writing it is not possible to edit. Having finished writing in type-writer when we find that something has gone wrong, we have to write it again in full if we really want to correct the mistakes. Another main difference is document savings. A file written in word processor can be preserved as long as we wish.

c. 
In order to save the poem in the computer at first karim has to open word processor by clicking twice on its icon on the monitor. Whatever word processor he uses; after starting, a page looking like a white paper will open in the entire monitor and writing can be done easily there. After finishing the writing, it can be preserved by clicking to the save option going to file menu. So by following the below steps karim preserved his poem:

1. 
Start the Microsoft Word by clicking twice to its icon on the monitor.

2. 
Type the poem and edit as required when the white paper will be opened in the monitor.

3. 
Click to the save option of file menu.

4. 
When Microsoft word will ask for naming the writing, give name to the written white paper. After that by saving after giving a name the file can be saved in the hard disk.

d.
The great difference between normal writing and word processor is saving. It is not so easy to preserve something in manuscripts. They might be damaged, mutilated, burnt in accident or eaten up by termite. But after finishing writing on word processor all writings can be saved as a file in a hard disk. If required it can be copied in pen drive or CD. To be more cautious it can be kept alive in other computer also. In future, if any part needs to be removed, added or any editing is required, it is possible in word processor. If required it can be copied in pen drive or CD. To take decision of using word processor by Karim to preserve the poems was accurate.

Home Activity: 2
Make a list mentioning the importance of word processor in ICT and present it in the class.

Solution:

Purpose of Work : To gather knowledge of the importance of word processor in ICT.

Method of Work : We can make the below list after considering the importance of word processor in ICT. The Importance of Word Processor in ICT

 Word processor is playing a role of pioneer to drive ahead the information and communication technology. Word processor is important in writing, reporting and communication technology. Word processor is important in writing, reporting, research paper etc.

 There is no alternative to word processor in publishing helpful books and magazines for the development of ICT.

 Word processor is saving people's time regarding writing and presentation. So they can give more time to other fields.

 The effect of word processor has brought advantages in every sector of life. Word processing is being used in the sectors such asemailing, exchanging information using internet, working of multiple persons with one document by networking, presenting information through multimedia etc.

 Now-a-days any type of books, reports, results of research are being saved for a long time and are exchanging them by using ICT through word processing.

 There is a vast contribution of word processing in the work of presenting and preserving the information in digital format.

*** Lesson 2 : Importance of Word Processor in ICT
Classroom Activity : 1

Make a list mentioning the advantages we get working in word processor and present it in class.

Purpose of Work : To gather knowledge about the importance of word processor and the field of use in human life.

Method of Work : All the students were divided into several groups. My team prepared a list of the advantages that we get working through the word processor.

The advantages of Word Processor:

Writing can be done correctly. Any correction is possible if there is any mistake. Writing can be presented nicely because of the advantage of editing. Writing can be presented in various ways, such as- changing the size of fronts, making it colourful, presenting in box etc. Advantages are given below-

 Adding new writing, deleting and formating.

 Making the document attractive by inserting picture, graph, table, chart etc. Advantages are given below.

 Document can be used any time by saving it. So same work needs not to be done again and again.

 Important information can be copied from one document to another document if necessary.

 Works can be done in multiple documents at a same time.

 Spelling can be corrected with spell checker software. There is also an automatic spell checker in word processor.

 Document can be printed any time as many time by saving it.

 Through electronic communication system document can be sent any where any time.

 Saving the file prepared in word processor is easier then paper tile.

 File management is easy which is essential in modern office management.

Home Activity (To write answers of creative questions)

Read the stimulus below and answer to the following questions:

Ratul’s father gave him an application to type. Within a few time, Ratul completed the typing and necessary editing. Then he gave a printed copy of the application to his father.

a. What is called the software that works for word processing?

b. Word processor can be collected free of cost. Explain.

c. Why did Ratul type the application in computer instead of type writer?

d. Which software did Ratul use to type the application? Analyse the logic of using the software.

Ans:

a. 
Word processor.

b. 
As word processor is very useful software, many renowned software companies have made excellent word processors. If anybody wants to collect a word processor free of cost then there is a software for him called Open Office Writer.

c. 
In the past, type-writer was used to print any small writing. But most of the time it was not possible to make any correction. But in computer it is not impossible. Besides, composing and editing are very easy and time efficient in computer. That is why, Ratul used computer to type the application instead of type-writer.

d. 
Ratul typed the application using word processor software, word processor is an application software. Writing inserting picture, editing are very easy to do using word processor. Besides, with word processor Ratul can fix the margin placement of the application and can know the number of pages and words of the document. That is why, Ratul used word processor to write the application.

*** Lesson 3- 28 : Opening a new file and writing 

Classroom Activity:

l. 
Open a tile and write "The quick brown fox jumps over a lazy dog." Can you tell the characteristics of this sentence?

2. 
Write the above sentence again and again and see how quickly you can write how many times. Start a competition among yourselves and see who can write most quickly.

Solution :

Purpose of Work : To do writing using word processor and to write all the letters of English alphabet quickly.

Method of Work: In the computer lab, we will start the word processor by clicking twice on the icon of Microsoft Word. A white document will be opened in front of us. Then we will write on the white screen by pressing the button of the key board. The above mentioned sentence is "the quick brown fox jumps over a lazy dog". The specialty of the sentence is it contains all the letters of English alphabet. That means, if any one types this sentence he has typed all the letters of English alphabet.

Now we will write the line again and again and will see who can write most quickly among ourselves. By writing the line again and again we will know the place- mark of all keys in the key board and will learn quick typing.

Home activity : 1 (Writing the Answers of creative questions)

Read the stimulus below and answer to the following questions.

Previously Bina and her classmates published their class magazine by writing in hands. This time they have decided that, they will publish it by using word processor in computer.

a. What is the name of the application software made for writing?

b. Explain the accuracy of the name word processor.

c. Describe the things of word processor that Bina and her friends need to know to type the             magazine.

d. Analyze how they will be benefited by typing the magazine in word processor instead of writing in hand.

Ans:

a. 
Word processor.

b. 
The name word processor is taken from word processing. To write something, words are to be written, they need to be arranged in a specific writing pattern, which in English is called processing. These two make word processing and the software that does processing is called word processor.

c. 
To type the magazine Bina and her friends need to know how the word processor can be started by clicking twice on the icon of word processor on the monitor after turning on the power of the computer. After appearing the white page on the monitor, writing can be started by pressing the button of the keyboard. In order to compose the magazine nicely, they need to know some points which will make their work easier.

The points are:-

 If you press shift key, writings will be in capital letters, not in small letters.

 After writing a word press space bar and you will get a blank space.

 If you press Enter button after finishing a stimulus a new stimulus will be started.

 When you write something, cursor remains at the end, if you take your writing in a different place by moving the mouse, cursor will also go there. You may start writing from that place by clicking the mouse.

 If you press Delete button, writing after the cursor will be deleted. If you press backspace, writing before the cursor will be deleted.

If they know those points they will be able to compose their magazine nicely with the help of word processor.

d. 
There are a lot of advantages of writing in word processor than writing in hand. Editing is one of them. If there is any mistake in hand writing, we have to cut it or write it again in full. Nothing can be easier than correcting the mistakes in word processor. Not only correcting mistakes, any other editing can be done if we wish. A new part can be added cancelling the old one. The another great advantage of word processor is saving. It is not easy to preserve something in manuscript. We can not remember where it has been kept, it may not be found when required. lf found it is found worn out or eaten up by termite. Word processors have no such problems. All writing can be saved as a file in a hard drive. If required it can be copied in pen drive or CD. To be more cautious, it can be kept alive in other computers too. So if Bina and her friends prepare the magazine in word processor they can edit or change as required and correct it easily. They can preserve the magazine for a long time and will be able to use it in future.

Home Activity: 2 (Writing the Answers of creative Questions)

Read the stimulus below and answer to the following questions.

Nahian has got admitted in to Microsoft Word learning course of computer. At first he wrote how different keys of the key board are used to apply various commands. That is why, learning of word processor has become very easy to him.

a. What is the main input device of word processor?

b. Enter button is used for which purpose?

c. Which keys can be used by Nahin to type any capital letter and to remove some selected part? Explain.

d. Why did Nahian get admission in Microsoft Word learning course? Analyze with arguments.

Ans:

a. 
Key-board.

b. 
Enter key is used to move the cursor one line below left margine. Besides to apply command or to activate any option of the dialogue box. Enter key is also used.

c. 
To type any capital letter Nahian can use(Shift key or Caps lock key. To remove any selected part, Nahian can use delete or Backspace key.

d. 
Microsoft Word is a most popular Word processor. In computer all type of writings, inserting picture/clip-art, editing etc can be done with the help of word processor. Besides, letters can be sent in the format of e-mail after writing in computer and this writing can be done in Microsoft Word. Microsoft Word is also used in presenting information through multimedia. There is a huge contribution of word processing in presenting and preserving information in digital format. Nahian got admitted in Microsoft Word learning course as it is the most used software for word processing.

Investigative Reporting wrok

Writing on computer and preparing report with Picture

Students will type in Microsoft Word about any of their visiting experience. On the same document they will attach some pictures taken at the time of their visit. In this way, they will prepare a small visiting report and will present it in the class. Teacher will make some valuable comment on the presentation, give some suggestions and evaluate it.

 The instruction of preparing the report should be given before a long vacation.

 To present the report at least one class activity should be allotted. g

Solution:

Purpose of Work: To learn writing and inserting picture in word processor.

Method of Work:

We will be able to complete the work by practicing the work procedure of Microsoft Word from the practical part and using the knowledge of word processor gathered in the class. In this case we will use the word processing software named Microsoft Word. I will prepare the report based on the experience of our last months family visit at Nandan Park which is situated at Savar in Dhaka. And I will attach some selected pictures on it that were taken there. After that, I will prepare a word document nicely. Later, I will present it in the class-room.

My writing may be as below:

Among all the international recreation center in Bangladesh, Nandan Park is one of them. It is situated with a land of 60 acre at Baraipara, Savar middle of BKSP at Nabinagar, Chandra highway and Chandra, near the capital Dhaka. In a holiday at the middle of last month my father, mother, brother, sister and me with some of other relations visited the Nandan Park. We stayed there from 11 O’clock in the morning to 8 O’clock in the evening.

We rode on some rides there. Every ride such as-Dry park, Water park, Kids park or Adventure ride were very interesting. I could not ride on every ride. The ride I liked most are Cable Car Creazy Mirror, Roch Climbing, Jeep Ride, Jurpling etc. Besides, Five D motion, Chair Theatre the new addition of the park also attracted and they were possible to enjoy with less cost. And there will be no chance of accident if the security and rules of using the rides are maintained strictly.

We had our meal at noon and evening inside the park. Choiceful, clean, various types of local and foreign foods are available there. I ate my foods with my brother, sister. We took a lot of pictures. We made new friendship with many people. We rode together on different rides. The attraction of the visit was enjoying the band show in the evening. This musical event was held at the water world part. Renowed artists presented famous songs. We enjoyed a lot there too. We returned back home after passing an adventurous and enjoyable day. The joyful memory of Nandan Park will remain in my mind for a long day. After finishing my writing, I will attach the pictures given below-

Picture 

Picture

These all works should be done with Microsoft Word.

Suggestion:  All the lessons that are required to learn for preparing this report are given in the practical part. If we learn we will be able to complete the investigative work easily.

MCQ

1. Which software is used for writing in the computer?

(a) Graphic software 
(b) Utility software 

(c) Word processing software 
(d) Spreadsheet software 
2. What is the function of “Enter”?

(a) to delete selected part
(b) to put the cursor in the bottom line 

(c) to delete the letter in the left side of cursor 
(d) to cancel menu or dialog box
3. What is ribbon?

(a) Direction of documents title 

(b) List of commands serialized by picture 

(c) List of commands according to the work

(d) List of editing serialised in the picture 
4. Where do you click to open an old file using office button?

(a) new 
(b) file 

(c) save
(d) text
5. Where do you click to save a written document using office button?

(a) new
(b) close

(c) save 
(d) file 
6. Where do you click at first to close a file using office button?

(a) Exit 
(b) Save

(c) File 
(d) Open 


Read the following passage and attempt the questions nos. 7-9:


Mina knew that the conditions of the women are miserable in five countries of the world. She decided that she would do research and present the result in a seminar. Besides, she thought that she would exchange her views with intellectuals. 

7. Which of the following software can Mina use for her work?

(a) Customized software
(b) Graphics software 

(c) Word processing software 
(d) Utility software 
8. Which of the following appropriate media will be considered by Mina for exchanging her views with intellectual persons?

(a) Mobile phone
(b) Land phone 

(c) Internet 
(d) Fax
9. Give reason in faveor of your answer of quest ions no. 8


Mina can consider the internet more suitable to communicate with the intellectual persons. If we look at the other possible answers, we can see that they are costly then internet. And it is quite difficult to continue the communication with a famous person through mobile, landphone or FAXD. Because of the research work, she may nee to communicate with them again and again. In that case, e-mail or internet may be the cheaper and easier solution.


Here Mina can copy the valuable speeches of them in the internet. These facilities will not be available in mobile phone, land phone or Fax.


For those above mentioned reasons, I have choosen the internet as the correct answer.


Lesson-1: What is Word Processor?


General Multiple Choice Questions and Answers:

10. Writing of which one can be corrected instantly if it is written wrong?

(a) normal hand writing 
(b) type writer

(c) word processor 
(d) printing press
11. Writings of word processor can be saved as-

(a) folder 
(b) programme

(c) software 
(d) file 
12. Except editing what is the another difference between writing and word processor?

(a) edition 
(b) preservation 

(c) Mobility
(d) accuracy


Multiple Completion Based Questions & Answers:

13. We can preserve the computer written document file for a long time in ----

i. hard drive 

ii. pen drive 

iii. CD

which one of the following is correct?


(a) i and ii

(b) i and iii


(c) ii and iii

(d) i, ii and iii 
14. Typing in computer is so advantageous because ----

i. correction can be made very quickly 

ii. can be preserved easily

iii. can be arranged in different ways

which one of the following is correct?


(a) i and ii

(b) i and iii


(c) ii and iii

(d) i, ii and iii 

Situation Set Based Questions & Answers 


Read the stimulus below and answer to the question nos. 15 & 16:


Lubna will write a story for her school magazine. She has a computer but it does not have MS word software. She has internet connection in the computer and also has a pen drive.
15. There is no MS Word software in Lubna’s computer. What can she do in this case?

(a) she will download Avro key-board

(b) she will download Microsoft word 

(c) she will write the story in ordinary paper with pen 

(d) she will  not write the story
16. Lubna has written the story in computer by hardship. But she does not have printer at home. Now what will she do to take a quick print out?

(a) she will plan to buy a new printer

(b) she will take a print from nearby computer shop after copying it in pen drive

(c) she will mail it to a friend, and the friend will send it through courier

(d) for copying it she will go to the market to buy CD

17. How will we publish a school magazine?

(a) by writing in hands

(b) by typing in Word Processor 

(c) by typing in type writer 

(d) by recording 
18. In which case of the following can we correct  wrong spelling easily?

(a) in case of normal writing in hands 

(b) in case of writing in type writer 

(c) in case of writing in word processor 

(d) in case of writing on screen


Multiple Completion Based Questions and Answers 
19. A news printed after typing in word processor is more effective than a news written by hands. Because ---

 i. cutting may present in the news written by hands

ii. spelling mistake may present in the news written by hands

iii. format may be rough in the news written by hands

which one of the following is correct?


(a) i and ii

(b) i and iii


(c) ii and iii

(d) i, ii and iii 
20. Writing in word processor is more advantageous than writing by hands, because-
 
i. writings are very clear in word processor

ii. can be edited easily to rectify error

iii. picture can be inserted 

which one of the following is correct?


(a) i and ii

(b) i and iii


(c) ii and iii

(d) i, ii and iii 

Lesson-3-28: Opening a new file  and writing in it by using Word Processor 


General Multiple Choice Questions and Answers 

21. To start something, how many times should be clicked to the left button of a mouse moving it over an icon?

(a) one time 
(b) two time 

(c) three time 
(d) four time 
22. Writings will be capital letters or in small letters by pressing which key?

(a) Space bar 
(b) Shift key 

(c) Delete 
(d) Alt 
23. After writing a word, which key should be pressed to get a blank space before the next word?

(a) Shift key
(b) Delete

(c) Alt 
(d) Space bar 
24. Word processor will be closed after clicking which option of File menu?

(a) Delete 
(b) Save 

(c) Exit 
(d) View
25. By clicking which option in file menu can we open a previously made file?

(a) View
(b) Open 

(c) New
(d) Save 
26. Which option of file menu should be used to save a previously made file with a new name?

(a) Open
(b) New

(c) Exit
(d) Save as 
27. You were writing in a previous file in computer. Suddenly got disconnected the electricity. You did not apply save command. After a few moments, the electricity get connected. Now what may happen?

(a) if save command is applied, after opening the file recent writings can be found 

(b) recent writings cannot be found because save command was not applied 

(c) all writings of the whole file will be delete 

(d) the whole file will be deleted

28. It is used to type capital letters ----

i. Shift key

ii. Caps lock

iii. ALT

which one of the following is correct?


(a) i and ii 
(b) i and iii


(c) ii and iii
(d) i, ii and iii

29. Lubna will write something in computer. After turning on the computer, she saw some icons on the monitor. Now the works she will do are-

 i. she will move the mouse to the word processor icon

ii. she will click the left button of the mouse twice 

iii. she will click the right button of the mouse twice 

which one of the following is correct?


(a) i and ii 
(b) i and iii


(c) ii and iii
(d) i, ii and iii

Situation Set Based Questions and Answers 


Read the stimulus below and answer to the q question nos. 30 and 31:


When Shovon wanted to save a file after writing in word processor, the word processor showed a box to give a name to the file. By clicking the close button Shovon came back from word processor after giving a file name. But later Shovon could not find out the file in the compute.
30. Why could not Shovon find out his writing in the computer?

(a) because he clicked the close button 

(b) because he clicked the save button 

(c) because he did not click the close button 

(d) because he clicked the exit button 
31. The file would be save by clicking which button of the box shown by the word processor?

(a) Close     
(b) Save   


(c) Edit   
(d) Exit



























