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Word Processing
		Introduction
Word processing refers to the use of computer software to create, edit, format, save, and print documents. Examples of word processing software include:
· Microsoft Word
· Google Docs
· LibreOffice Writer
· WPS Writer
Basic word processing involves typing and editing text, while advanced word processing involves using special formatting tools to make documents more organized, attractive, and professional.
Advanced features help users prepare documents such as:
· Letters
· Reports
· Assignments
· Examination papers
· Certificates
· Newsletters
· Business documents
· Books
What is Advanced Word Processing?
Advanced word processing is the use of special tools and features in a word processor to improve the appearance, organization, and presentation of a document.
These tools include:



· 



· Templates
· Styles
· Tabs
· Indents
· Margins
· Page orientation
· Columns
· Headers and footers
· Page numbering
· Page breaks

1. Templates
Meaning of a Template
A template is a ready-made document that already contains formatting, page layout, colours, fonts, and design. It serves as a model for creating new documents quickly.
Instead of starting from a blank page every time, users can select a template and simply replace the sample information with their own.
Examples of Templates
· 
· Letters
· Resumes (CVs)
· Certificates
· Reports
· Calendars
· Flyers
· Newsletters
· Invitations
· Business cards

Importance of Templates
Templates:
· 
· Save time.
· Ensure consistency.
· Produce professional-looking documents.
· Reduce formatting errors.
· Improve document presentation.
· Make work easier for beginners.

How to Use a Template
1. 
2. Open the word processor.
3. Click File.
4. Select New.
5. Choose a template.
6. Replace the sample text with your own information.
7. Save the document with a new name.

2. Styles
Meaning of Styles
A style is a collection of formatting instructions applied to text at once.
Instead of changing font size, colour, and spacing separately, one style can apply all the formatting automatically.
Types of Styles

1. Heading Style
Used for chapter titles and headings.
Example:
CHAPTER ONE
2. Normal Style
Used for ordinary paragraphs.
3. Title Style
Used for document titles.
Example:
FIRST TERM EXAMINATION
4. Subtitle Style
Used for secondary headings.
Example:
Subject: Digital Technologies

Advantages of Using Styles
· 
· Makes documents uniform.
· Saves time.
· Allows automatic table of contents creation.
· Makes editing easier.
· Improves readability.

Example
Instead of formatting each heading separately:
Without Style
· Font Size
· Bold
· Colour
· Alignment
Using a style applies all these automatically.
3. Tabs
Meaning of Tabs
Tabs are used to move the cursor to specific positions on a line for proper alignment of text.
Instead of pressing the spacebar many times, tab stops ensure that text is evenly aligned.
Types of Tabs

Left Tab
Aligns text from the left.
Example:
Name James
Centre Tab
Centers text around the tab position.
Example:
Science
Right Tab
Aligns text from the right.
Example:
₦5,000
Decimal Tab
Aligns numbers according to the decimal point.
Example:
10.50
100.75
1000.00
Bar Tab
Places a vertical line between columns of text.

Importance of Tabs
Tabs:
· 
· Improve alignment.
· Produce neat documents.
· Save time.
· Make tables easier to prepare.
· Avoid unnecessary spacing.

4. Indents
Meaning of Indents
An indent is the distance between the text and the page margin.
Indents make paragraphs look organized and easier to read.
Types of Indents
First Line Indent
Only the first line of the paragraph moves inward.
Example:
Digital technology is changing the world by making communication easier.
Hanging Indent
The first line remains at the margin while the remaining lines move inward.
Used mainly for:
· Bibliographies
· References
· Dictionaries
Example:
Digital Technology improves communication and increases productivity across many industries.
Left Indent
Moves the whole paragraph away from the left margin.
Right Indent
Moves the whole paragraph away from the right margin.
Importance of Indents
Indents:
· 
· Improve readability.
· Organize paragraphs.
· Separate ideas.
· Make documents attractive.
· Improve document presentation.


5. Page Formatting
Meaning of Page Formatting
Page formatting refers to arranging how a document appears on paper before printing.
It determines the size, spacing, orientation, and appearance of the document.
Common Page Formatting Tools
Margins
Margins are the blank spaces around the edges of a page.
Types:
· 
· Top Margin
· Bottom Margin
· Left Margin
· Right Margin
Importance:
· Makes documents neat.
· Provides space for binding.
· Prevents text from touching page edges.

Page Orientation
Orientation refers to the direction of the page.
Types:
Portrait
· Vertical page
· Used for letters and reports
Landscape
· Horizontal page
· Used for tables, certificates, and charts
Paper Size
Common paper sizes include:
	Paper Size
	Use

	A4
	                                School assignments and reports

	Letter
	                                Office documents

	Legal
	                                Legal documents

	A3
	                                Posters and large diagrams


Line Spacing
Line spacing is the space between lines of text.
Examples:
· Single (1.0)
· 1.5
· Double (2.0)
Paragraph Spacing
Paragraph spacing is the space before or after paragraphs.
It improves readability.
Page Break
A page break forces text to begin on a new page.
Used for:
· 
· New chapters
· New sections
· Reports
· Books

Columns
Columns divide a page into two or more vertical sections.
Used in:
· 
· Newspapers
· Magazines
· Newsletters
Headers
A header appears at the top of every page.
Examples:
· School name
· Report title
· Student name

Footers
A footer appears at the bottom of every page.
Examples:
· 
· Date
· School name
· Page numbers

Page Numbering
Page numbering automatically places numbers on pages.
Examples:
Page 1
Page 2
Page 3

Importance of Page Formatting

Good page formatting:
· 
· Improves appearance.
· Makes documents easier to read.
· Gives a professional look.
· Saves printing space.
· Organizes information.
· Helps readers locate information easily.



Practical Activity
Using Microsoft Word or any word processor:
1. 
2. Open a blank document.
3. Type a one-page report.
4. Apply a title style.
5. Apply Heading 1 to the main heading.
6. Insert a first-line indent.
7. Set the paper size to A4.
8. 
9. Change orientation to Portrait.
10. Set margins to Normal.
11. Insert page numbers.
12. Save the document.



Applications of Advanced Word Processing
Advanced word processing is used in:
· 
· Schools
· Government offices
· Banks
· Hospitals
· Businesses
· Publishing companies
· Churches and mosques
· Libraries
· Newspapers
· Printing presses


Advantages of Advanced Word Processing
· 
· Saves time.
· Produces professional documents.
· Makes editing easier.
· Improves document organization.
· Enhances document appearance.
· Reduces formatting mistakes.
· Supports collaboration.
· Makes printing easier.


COMPUTER PROGRAMMING LANGUAGE

 A computer programming language refers to vocabulary and set of grammatical rules
for instructing the computer system to perform specific tasks for the users.
Computer programming languages are needed so that human beings and the
computer would be able to communicate.
Computer programming is the act of instructing the computer to perform a specific
task. The person who writes a program for a computer to perform a specific task is
known as a Computer Programmer.
Categories of Programming Languages
There are 3 categories of programming languages. They are:
1. Machine language
2. Low-level language
3. High-level language

Machine Language:
Machine Language is a language in which the computer system carries out
instructions immediately without any translation of the program.
It is the only language that the computer system understands. It is a language
consisting of a sequence of zeros and ones.Low-level Language:
It is a machine-dependent language written in symbolic codes but understandable by
human beings better than machine language. It must be translated to machine
language before execution.
High-level Language:
It is a programming language written in the form of English-like language for better
understanding by programmers. It uses words and symbols to give instructions to the
computer. Before execution, high-level language must be translated into machine
language.

There are five main types of high-level language namely:
1. Special languages e.g. SQL (Structured Query Language)
2. Commercial languages e.g. COBOL (Common Business Oriented Language)
3. General-purpose languages e.g. Visual Basic, C++, C#, JAVA
4. Scientific languages e.g. FORTRAN (Formula Translator)
5. Command language for operating system e.g. DOS (Disk Operating System)

  Examples of computer programming language:
1. Visual Basic
2. COBOL (Common Business Oriented Language)
3. SQL (Structured Query Language)
4. C++ Language
5. C Language 
6. C# Language 
7. JAVA 
8. FORTRAN (Formula Translator) 
9. DOS (Disk Operating System)
10. Python 
11. HTML (HyperText Markup Language) 
12. JavaScript

BASIC PROGRAMMING LANGUAGE

BASIC is an acronym for “Beginners All-purpose Symbolic Instruction Codes. ” it was a language designed to teach beginners the construct and theory of programming language.It was developed by two students during their academic years in Dartmouth College,
USA under the direction of professors John G. Kemeny and Thomas E. Kurtz.
Versions of BASIC
1. Q BASIC (Quick BASIC)
2. GW-BASIC
3. BASIC (Visual BASIC)

BASIC Character Set
A character denotes any letter, digit, punctuation symbols or any other sign used in the
representation of information in any language.
BASIC has the following character set:
1. Alphabetic: A, B, C, …, Y, Z.
2. Numbers: 0, 1, 2, 3, 4, …, 9
Special Characters: ^, *, /, -, +, ( ), <, >, %, !, &, ?, etc.

BASIC Statements

In BASIC, programs are written in lines and each line starts with a line number which is
a label of that particular line. Each of the lines is called a STATEMENT.
The line number can vary between 1 and 9999. The computer carries out (executes)
statements in the order in which they are numbered.
Below are common BASIC keywords that are used to form a BASIC program.
1. CLS
2. REM
3. LET
4. READ
5. INPUT
6. DATA
7. PRINT
8. ENDCLS (Clear Screen):
It helps to clear the screen. Every BASIC program must begin with CLS to avoid getting
an unexpected display on the screen.
Example:
10 CLS
20 …
30 …
REM (Remark):
It helps to make remarks or comments which make the program more readable. Any
BASIC statement that begins with REM is not executed.
Example:
10 REM “This program will calculate the average of two numbers”.
20 …
30 …

LET:
It helps to assign a value of an expression to a variable.
Example:
10 LET A = 10
20 LET B = “OGUN”
30 LET C = B^2
40 LET D = B + C – 5
The above program is the same as:10 A =10
20 B = “OGUN”
30 C = B^2
40 D = B + C – 5
Note that the use of LET is optional in BASIC.




READ Statement:

It works hand in hand with a DATA statement. The READ statement reads/takes values
from the DATA statement and assigns them to the variable after READ.
Example:
10 READ A, B, C
20 DATA 20, 30, “Chelsea”
.
.
.
40 PRINT A, B, C
50 END
Note that the READ statement is used instead of an INPUT statement when a large
amount of data is involved. INPUT and READ statements cannot be used at the same
time in a particular program.

INPUT:
It allows a value, numeric or string characters to be typed into the computer via the
keyboard and stored in the memory of the computer at the specified data name.
Example:
10 CLS 
20 INPUT A DATA Statement:
It is used with the READ statement to hold constants to be read during program execution. DATA statements are non-executable and can be placed anywhere in a program.
The items in the DATA statements are first to last and are assigned in order to the variables found in the READ statement.

PRINT Statement:
It is an output statement that allows a literal to be specified to be printed on the monitor or printer e.g. 
30 PRINT “Learning programming is fun”. (This line will print “Learning programming is fun” on the monitor and returns the cursor to the next line).
END Statement:
This indicates the end of a BASIC program. It is compulsory otherwise the program will have no end. Example: 
10 PRINT 
20 END

GRAPHICS PACKAGES

A graphics package is an application that can be used to create and manipulate images and graphics on a computer.
With graphic packages, several things can be created such as book cover, magazines, logos, posters, etc.A Graphics package may not be as detailed as you think. It can be a simple paint
package, which has features of shading, drawing line diagrams and many other simple
but effective features.
As it is very difficult to draw with the mouse, many people scan the drawings on the
computer and now there are software packages, which do not use a mouse.
There are two main types of graphics package:
1. painting packages
2. drawing packages

Types of Graphics Packages

Painting Packages:
A painting package produces images by changing the colour of pixels on the screen.
These are coded as a pattern of bits to create a bit-mapped graphics file.
Bitmapped graphics are used for images such as scanned photographs or pictures
taken with a digital camera.

Advantage of Painting Packages

The main advantage offered by this type of graphic is that individual pixels can be
changed which makes very detailed editing possible.

Disadvantages of Painting Packages

Individual parts of an image cannot be resized
Only the whole picture can be increased or decreased in size.
Information has to be stored about every pixel in an image which produces files that
use large amounts of backing storage space.
Examples of graphics packages that produce bitmapped images include MS Paint, PC
Paintbrush, Adobe Photoshop, etc.

Drawing Packages:
A drawing package produces images that are made up of coloured lines and shapes such as circles, squares and rectangles. When an image is saved it is stored in a vector graphics file as a series of instructions, which can be used to recreate it.
Examples of drawing graphic packages include CorelDraw and Computer-Aided Design (CAD) packages such as AutoCAD, etc.

Most of the graphic packages possess the following features and tools. 
1. Menu bar:
The menu bar can be used to activate commands of graphic packages and operations. Depending on the graphic package you are using, some packages contain thefollowing. File, edit, view, text, tools, window, help, etc. 
2. Toolbar:
The toolbar is a bar that contains short cuts to menu and other commands. For example, you can use the “open” icon to open an existing document by clicking on it. Others are: save, print, cut, copy, paste, alignment, bold italics, underline etc.
3. Toolbox: A toolbox is a bar with tools for creating, filling and modifying objects in the drawing 
4. Printable area:
The workspace inside the drawing window, which you can plan your work on can be referred to as Printable area.
5. Colour palette: It is a bar that allows you to fill desired objects or texts with any colour you want.

GRAPHIC PACKAGES: PAINT
Paint is a simple raster graphics program installed in all versions of the Windows operating system. It can be used to scan images, create and modify objects.
It can open and save files in the following formats: Jpeg, Gif, PNG, TIFF and bitmap (.bmp). The bitmap file extension can be monochrome, 16 colour, 256 colour and 24-Bit bitmap.Starting Paint Program

To start a paint program the following steps are to be followed:
1. Click on Start Menu
2. Navigate to all program and click on it
3. Navigate to accessories or window accessories and click on it
4. move to paint program and click on it.
Features of the Paint Environment
Paint is a software from Microsoft Inc. It allows one to create, customize and paint
graphics or images.
Tools in the Toolbar
The paint toolbox has sixteen tools. The names of the different tools are shown in the
diagram below:

Functions of Toolbox Tools
1. Free-form select:
A free-select tool is a tool used to select objects that have been drawn in the drawing
area
2. Rectangle Select tool:
The Rectangle select tool is also used to select objects in the drawing area.
3. The eraser tool:
It is used to remove mistakes that have been made in a drawing. The size of the eraser
can be adjusted to remove either big or small areas of a drawing
4. Fill colour tool:
This is also known as a paint bucket tool. It is used to fill objects that have drawn with
any colour of your choice.
5. Pick colour tool:The pick colour tool is used to pick or select a colour from pictures.
6. Magnifier tool:
The magnifier tool is used to make objects in the drawing area appear bigger.
7. Pencil tool:
The pencil tool is known as the default tool in the paint program. You can use the
pencil for drawing just like a real-life pencil. You must click and drag the mouse pointer
to use the pencil tool.
8. Brush tool:
The brush tool works like a real-life brush. You have different brush options to choose
from in the toolbox.
9. Airbrush tool:
The airbrush tool is used to spray colour over an object. The airbrush tool works like a
spray can. The amount of colour spray over a particular area depends on how long you
hold down the mouse button and keep it in the same area.
10. Text tool:
the text tool is used for inserting text into the drawing.
11. Line tool:
The line tool is used to draw horizontal, vertical and diagonal lines.
12. Rectangular tool:
The rectangular tool is used to draw rectangles and squares of different sizes.
13. Curve tool:
The curve tool is used for drawing curves from a line. To draw a curve line, you must
first draw a line with the tool, and then click on any part of the line and drag the mouse
pointer to create a curve on the line.
14. Polygon tool:
The polygon tool is used to draw straight line objects with different shapes and sizes. You can use the polygon tool to draw a triangle, star, rhombus and many other polygons.
15. Ellipse tool:
The ellipse tool is used for drawing ovals and circles of different sizes. 
16. Rounded rectangle tool:
It is used for drawing rectangles and squares of different sizes with rounded edges.

Using the Paint to draw Draw a line:
Use Line in the shapes box to draw a straight line. Click Line, click a line width in the size, click a colour in the Colour palette, and then drag the pointer in the drawing page to draw the line. To draw a line using the background colour, right-click while you drag the pointer.
Draw a curve:
Use the Curve in the shapes box to draw a smooth, curved line. Click Curve, click a line width in the sizes, click a colour in the Colour palette, and then drag the pointer in the drawing page to draw a straight line. After you have created the line, click the area in the picture where you want the arc of the curve to be, and then drag the pointer to adjust the curve.
Draw a rectangle and a square:

Use Rectangle in the shapes box to draw rectangular shapes. Click Rectangle, click a colour in the Colour palette, and then click a size. To draw a rectangle, drag the pointer diagonally in the direction you want. To draw a square, hold down SHIFT while dragging.Draw an ellipse or circle:
Use the Ellipse to make ellipses and circles. Click Ellipse in the shapes box, click a colour in the Colour box, and then click a size. To draw an ellipse, drag the pointer. To draw a circle, hold down SHIFT while dragging.
Enter a text:
Use Text to enter text in your drawing. Click Text, and then, click a background colour. Click a colour in the Colour palette, and then click on the drawing and type your text. You can resize and move the text box, and change the font, font size, and text formatting until you click another tool or click outside the text box within the drawing.

Information Communication Technology (ICT)

ICTs stand for Information and Communication Technologies. They are defined, for the purposes, as a “diverse set of technological tools and resources used to communicate, and to create, disseminate, store, and manage information.” These technologies include computers, the Internet, broadcasting technologies (radio and television), and telephony.As a TRANSFORMATION tool:
Information communication technology is so important in the world today that it
makes it necessary for every person to be competent in the use of ICT for the task they
have to accomplish.
Organization of all sizes, even the smallest schools and businesses, rely on computers
to help them operate more efficiently and effectively.
Advantages of Information Communication Technology
These are some advantages of information communication technology
1. Communication:
Communication has become cheaper, quicker and more efficient. We can now
communicate with anyone around the globe by the simple text messaging them or
sending them an e-mail for an almost instantaneous part of the world with the help of
video conferencing.
2. Cost-Effectiveness:
Information communication technology helps to computerize the business process.
Thus, making businesses extremely cost-effective and a money-making machine.
This, in turn, will increase productivity, which will also increase profit and that means
better pay and less strenuous working condition.
3. Bridging the Cultural Gap:
Information communication technology has helped to bridge the cultural gap helping
people from different cultures to communicate with one another and allowing for the
exchange of views and ideas, thus increasing awareness and reducing prejudice.
4. More Time:
Information communication technology has made it possible for businesses to be
open 24×7, all over the globe. This means that a business can be open anytime,
anywhere, making a purchase from different countries easier and more convenient. It
also means that you can have goods delivered right to your doorstep without having to
move an inch.
5. Creation of New Jobs:
The best advantage of ICT is the creation of new and interesting jobs. Computer
programmers, system analyzers, hardware and software developers and web designers
are just some of the new job opportunity created with the help of it.

Disadvantages of Information Communication Technology
1. Unemployment:
While ICT may have streamlined the business process, it still has created job
redundancies, downsizing and outsourcing. This means that a lot of lower and middle-
level jobs have been done away with, causing more people to become unemployed.
2. Privacy:
Though information communication technology may have made communication so
easy, quicker and more convenient, it has also given rise to privacy issues, from cell
phone signal interceptions to e-mail hacking. People are now worried about their
private information becoming public knowledge.
3. Lack of Job Security:
Industry experts believe that the internet has made job security a big issue since
technology keeps advancing each day. This means that one has to be in a constant
learning mode as technology advances in order for one’s job to be secure.
4. Addiction:
People tend to get addicted to the internet, especially the youth. When they are
supposed to view, read or download something beneficial to them, they will be on the
computer playing games, watching movies, etc.
5. Pornography:
The internet serves as a storehouse for several information resources including good
and bad. Teenagers are exposed to malicious websites on the internet where they
watch pornographic movies. This can affect them psychologically and emotionally.6. Cybercrime:
Some people disguise themselves as businessmen and women on the internet. They defraud people by obtaining money and other valuables from them using tricks.
Information Communication Technology Gadgets
An information communication technology gadget involves the technology and the applications which are used in creating communication, transmission and storage devices. 

There are many ICT gadgets which are used in communication technology. Some of them are:
1. Global System for Mobile (GSM):
Global system for mobile communication is an ICT gadget and second-generation digital technology.
GSM is a top-class standard gadget relied on by millions of people worldwide. Today’s GSM is a huge success of wireless technology and an unprecedented story of global achievement. It is approximated that 80 per cent of the world used GSM technology while making wireless calls and browsing the internet.
2. Fax Machine:
The fax machine is a device that can send or receive pictures and text over the telephone line. The idea of the fax machine has been around since 1842 when Alexander Bain invented a machine capable of receiving signals from a telegraph wire and translating them into images on paper.
However, the fax machine did not become popular until the mid-1980s. A fax machine consists of an optical scanner for digitizing image on paper, a printer for printing incoming fax message and a telephone for making the connection.

3. Telephone:
The telephone is an electronic telecommunication device used for transmitting and receiving sounds. The most basic function of a telephone is to allow communication between two points, whether they are near or far from each other.
4. Computer System:
The computer system will include computers along with software and peripherals devices that are necessary to make the computer function. Every computer system requires an operating system.

Pager:
A Pager is a small telecommunication device that receives and sends alert signals or short messages. It is the size of a pocket calculator and has a built-in miniature keyboard and LCD screen that can display several lines of text.


GENERAL BENEFITS OF ICT
1. Communication channels are increased through social media, email, discussion groups and chat rooms
2. Regular use of ICT across different curriculum subjects can have a beneficial motivational influence on students’ learning.
3. It provides faster, cheaper, timely and wider access to information 4. ICT removes the distance barriers in communication, since any part of the world can be connected
5. It speeds up transmission and processing of information 6. ICT aids learning by providing access to a wide range of information 7. It makes business transactions easy since distance, time and space are not relevant

ICT GADGETS
A gadget is a small technological device or an appliance that has a particular function. Examples of ICT gadgets include Computer, Automated teller machine (ATM), Dispensing machine, Radio sets, Television set, Fax machine, Telephone, GSM, etc.

1. Fax Machine (Facsimile Machine):
This transmits texts and graphics messages from one location to the other; it might be within the country or outside a country with the use of a series of number called Fax number. It is a combination of a telephone and a photocopier.
Sending a fax using a Fax machine To send a fax with your fax machine:
1. Place the document you want to send in the document feeder. 
2. Enter the fax number you want to send to. 
3. Press Send or Go (depending on your fax machine model) 
4. Wait for the fax to finish scanning and sending your document

2. Telephone:
A telephone, or phone, is a telecommunications device that permits two or more users to conduct a conversation when they are too far apart to be heard directly. A telephone converts sound, typically and most efficiently the human voice, into electronic signals suitable for transmission via cables or other transmission media over long distances and replays such signals simultaneously in audible form to its user.

3. Cell Phone (GSM):
Cellular or cell phone generally referred to as GSM (Global System for Mobile Communications, originally Groupe Spécial Mobile) can be used as a normal telephone to make or receive calls and also send and receive text messages. The latest cell phone technology allows one to send and receive e-mail and digital photographs.
Creating messages with a Cell phone (GSM) To create a message with a mobile phone, follow the steps below:
1. Select the message menu 
2. Select the create message submenu 
3. Type the message 
4. Enter the recipient’s number 
5. Press ok/Send/Yes key

Retrieving Message with a Cell phone (GSM)
To retrieve a message with a mobile phone, follow the steps below:
1. Select the message menu 
2. Select the inbox submenu. 
3. Scroll to the message you want from the list of displayed messages. 
4. Press OK/YES to read the message.

