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ICT Lab Note Book

What is Information and Communication Technologies (ICTs)?

Information is not new for human beings; communication has been
known since the time human beings lived in caves. Thus ICT are as old as
human beings themselves; human beings needed to communicate with
one another, beginning with symbolic (non verbal) ways, before language
was invented. The language we speak could be seen as first 'ICT', it
enabled (oral) communication amongst human beings. Writing and script
was the next technological advancement - around 5000 years ago - which
enabled information could be created and communicated at different times
and in a different place. Oral communication does not have this benefit,
Writing also enabled easier recording of human history and thus the
invention of script was a landmark in the history of ICTs. Next came
printing which made it possible replicate writing. The invention of radio
and television was the next advancement in ICT as it became possible for
more and more people to access information.

How does ICT have changed the society?

Starting from the computer in your school, television, movies, videos and
other materials for subject learning mobile communication, Aadhar card,
land records, bank accounts, pension accounts and so many more things,
ICT have become integrated into society in many ways. ICT can create
information in so many different ways - maps, audio, video, text, numeric
data. How we are able to generate information means more and more
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possibilities of knowledge creation and sharing. ICT have brought
together people, made it possible to learn in different ways. How we learn
and what is needed to be learnt have become different. For example, we
no longer need to learn about a withdrawal slip, we need to know how to
use the ATM. Your teacher can now take a video of a class in your school
and share it. There is a great convergence of many technologies that is
happening, a mobile is approaching the computer, the internet taking
over. If so many things are impacted by ICT, it is important to understand
how these work, and how they should be used ethically and safely.
Technology should be treated like a common resource where everyone
can access it, interact with it, benefit from it and contribute to it. It should
be used such that more and more people can get access in society should
be treated like a public information good.

Microsoft Office

Microsoft Office is a family of client software, server software, and
services developed by Microsoft. It was first announced by Bill Gates on 1
August 1988. Initially the first version of Office contained Microsoft
Word, Microsoft Excel, and Microsoft PowerPoint. Over the years, Office
applications have grown substantially closer with shared features such as a
common spell checker,More recently, Microsoft developed Office Mobile,
which are free-to-use versions of Office applications for mobile devices.
Microsoft also produces and runs Office Online, a web-based version of
core Office apps, which is included as part of a Microsoft account.
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MS Word Mail Merge:

1. Open an existing Word document, or create a new one.

2. From the Mailings tab, click the Start Mail Merge command

and select Step by Step Mail Merge Wizardfrom the drop-
down menu.

HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS

EiErE 5 OB BB

Envelopes Labels Start Mail  Select Edit Highlight Address Greeting Insert Merge
Merge ~ |Recipients ~ Recipient List Merge Fields Block  Line Field
Create ‘E| Letters Write & Insert Fields

£ E-mail Messages l et 2 ) -3

- E1 Envelopes...
Ea Labels...
E Directory
Normal Word Document

[5] Step-by-Step Mail Merge Wizard... I}

The Mail Merge pane appears and will guide you through the six
main stepsto complete a merge. The following example
demonstrates how to create a form letter and merge the letter with
a recipient list.

Step 1;

« Choose the type of document you want to create. In our
example, we'll select Letters. Then click Next: Starting
document to move to Step 2.
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Mail Merge = %

Select document type

wWhat type of document are
vou working on?

_ E-mail messages
) Enwelopes

' Labels

) Directory

Letters

Send letters to a group of
people. You can personalize
the letter that each person
receives.

Click Mext to continue.

Step 1 of 6

—= HMext: Starting documﬁnt

Step 2:

o Select Use the current document, then click Next: Select
recipients to move to Step 3.

Mail Merge v %

Select starting document

How do you want to set up
your lefters?

(® Use the current document

) Start from a template
() Start from existing document

Use the current document

Start from the document
shown here and use the Mail
Merge wizard to add
recipient information.

Step 2 of 6
= Mext: Select r:':cir.Jiv.en%:Iz
€ Previous: Select docu

nt ty
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Step 3

Now you'll need an address list so Word can automatically place
each address into the document. The list can be in an existing file,

such as an Excel workbook, or you can type a new address list from
within the Mail Merge Wizard.

1. From the Mail Merge task pane, select Use an existing list,
then click Browse... to select the file.

Mail Merge =

Select recipients
Il.’i" Use an existing list I
) Select from Outlook contacts

) Type a new list

Use an existing list

Use names and addresses
from a file or a database.

] Browse..
» Edit reciprent list...

Step 3 of 6
== Mext: Write your letter

€— Previous: Starting document

2. Locate your file and click Open.
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- 1 M » Libraries » Documents » AdWorks v ¢ Search AdWorks

Organize = New folder

A Name

Last Name  First Name
Albertson Kathy
Brennan Michael

[ Libraries
Documents

J‘ Music

@] Address List
Letter

[ Pictures 3 Davis William

B videos : Forest Eliza
Jones Dan
Post Melissa

18 Computer
& os) e < | ® im0 0o

| New Source...

File name: IAddress List W | |AII Data Sources W |

Tools =~ | Open [\i I Cancel |

3. If the address list is in an Excel workbook, select
the worksheet that contains the list and click OK.

Description  Modified Created Type

m} 5/9/2013 2:11:11 PM 5/9/2013 Z:11:11 PM  TABLE

<

First row of data contains column headers

4. In theMail Merge Recipients dialog box, you
can check or uncheck each box to control which recipients are
included in the merge. By default, all recipients should be
selected. When you're done, click OK.
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This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source |m Last Name

Address List.dsx Albertson
Address Listxlsx Brennan Michael 2 1123 Main 5t Wilmir
Address List.xlsx Davis William 3 540 W 4th St, Apt 121 Mew Y|
Address List.xlsx Forest Eliza : PO Box 4551 Reno

Address Listaxdsx lones Dan 3 PO Box 805 Raleig
Address Listxdsx Post Melissa ) 3202 Maplewood Ave Richm
Address Listaxdsx Thompson Shannon : 500 Acme Ln, Apt 3C Spring
Address Listxlsx i Walters Chris ¢ 436 Church 5t Colum
< >

EEEEEEE

Data Source Refine recipient list

Address List.xdsx # ?_,L Sort...

5 Find duplicates...
[TQ Find recipient...
[} validate addresses...

5. From the Mail Merge task pane, click Next: Write your
letter to move to Step 4.

Mail Merge =

Select recipients

' Use an existing list

) Select from Outlook contacts

Oy ()

1 Type a new list
Use an existing list

Currently, your recipients are
selected from:

[Sheet15] in "Address List.xlsx”
select a different list...

7 Edit recipient list...

Step 3 of 6

-2 Mext: Write your lett
€ Previous: Starting do}g;?'nent

If you don't have an existing address list, you can click the Type a
new list button and click Create. You can then type your address
list.
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Step 4:

Now you're ready to write your letter. When it's printed, each copy
of the letter will basically be the same; only the recipient data (such
as the name and address) will be different. You'll need to
add placeholders for the recipient data so Mail Merge knows exactly
where to add the data.

To insert recipient data:

1. Place the insertion point in the document where you want the
information to appear.
. E : 1 : z \ 3 ' 4

Mail Merge el

Write your letter

If you have not already done
so, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then
click one of the items below.

Address block...
[E Greeting line...
|;_|'-‘ Electronic postage...
| I B More items...
When you have finished

writing your letter, click Next.

As you may know, 2012 marks our 12th year of doing business. Over Then you can preview and

grown from a tiny startup into a robust company with over 200 emplc lpeig?.ﬂalize each recipient’s
~ Our growth would not have been possible without loyal customers lik
: extend to you a 20% discount on your next order. It's our way of sayi Step 4 of 6
business. We’ll keep working hard to provide the best possible custon - MNext: Preview your letters
products, just as we’ve always done. Thanks again for choosing AdwWwea _ €& Previous: Select recipients
] [ ] ]

2. Choose one of the four placeholder options: Address
block, Greeting line, Electronic postage, or More items.
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Mail Merge =

Write your letter

If you have not already done
so, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below.

Address block..
Greeting line... b
|;_,'5' Electronic postage...
EEl More items...

When you have finished
writing your letter, click Mext.
Then you can preview and
personalize each recipient’s
letter.

Step 4 of 6
== Mext: Preview your letters

€— Previous: Select recipients

3. Depending on your selection, a dialog box may appear with
various options. Select the desired options and click OK.

Specify address elements Preview

Insert recipient’s name in this format: Here is a preview from your recipient list:

loshua 1 | b M

Joshua Randall Jr.

Joshua Q. Randall Jr. Ms. Kath:
8 y Albertson
Mr, Josh Randall Jr. 1024 Lakeview Cir

Mr, loshg Randall Jr, - Peachtree City, GA

¥ Insert company name
Insert postal address:
) Never include the country/region in the address

() Always include the country/region in the address
@ Only include the country/region if different than:

Correct Problems

If items in your address block are missing or out of order, use
|United States | Match Fields to identify the correct address elements from
) your mailing list,

Format address according to the destination country/region ’@

, Cancel ‘

4. A placeholder will appear in your document (for
example, «AddressBlock»).
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Mail Merge x &

Write your letter

If you have not already done
wAddressBlock» so, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then

Tl click one of the items below.

Address block...
Greeting line...

El* Electronic postage...
B More items...

When you have finished
writing your letter, click Mext.

As you may know, 2013 marks our 12th year of doing business. Over Then you can preview and

grown from a tiny startup into a robust company with over 200 emplc &i{i‘:‘nalile each recipient’s
i Our growth would not have been possible without loyal customers lik

extend to you a 20% discount on your next order. It's our way of sayi Step4of 6

business. We'll keep working hard to provide the best possible custon 3 Next: Preview your letters

products, just as we've always done. Thanks again for choosing AdWe _

(] l | [*]

€ Previous: Select recipients

5. Repeat these steps each time you need to enter information
from your data record. In our example, we'll add a Greeting
line.

,.

o4
-
o
w
B

]

Mail Merge v

Write your letter

If you have not already done
«AddressBlock» so, write your letter now,

To add recipient information
to your letter, click a location
in the document, and then

il click one of the items below,

Address block...
B Greeting line...
|T_|+ Electronic postage...

Bl More items...
«Greetinglines When you have finished
writing your letter, click Next.
Then you can preview and

grown from a tiny startup into a robust company with over 200 emplc [FJ:t[Se?.na”Ze each recipient’s
~ Our growth would not have been possible without loyal customers lik

extend to you a 20% discount on your next order. It's our way of sayi Step4of 6

business. We'll keep working hard to provide the best possible custon 3 Mext: Preview your letters

As you may know, 2013 marks our 12th year of doing business. Over

products, just as we've always done. Thanks again for choosing AdWe, _

(] | | [+]

€ Previous: Select recipients
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6. When you're done, click Next: Preview your letters to move
to Step 5.

Mail Merge e

Write your letter

If you have not already done
so, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then

click one of the items below,

Address block...
Greeting line...

[;_‘|!" Electronic postage...
Bl More items...

When you have finished
writing your letter, click Mext.
Then you can preview and
personalize each recipient’s
letter.

Step 4 of 6

= MNext: Preview your letters
€ Previous: Select r»;-cipi»;-ntgt’J
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