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Unit II 

APPLICATIONS OF COMPUTER SOFTWARE IN SCHOOL LEARNING PROGRAMME 

 

What is Microsoft Word ? 

Microsoft Word, often simply called Word, is a word processing program developed by Microsoft. It is one 

of the most popular and widely used software applications for creating and editing text documents. 

1. Preparing Lesson Plans 

Microsoft Word is perfect for structuring and organizing lesson plans. You can create a reusable template to 

ensure all your plans have a consistent format. 

• Tables: Use the "Insert Table" feature to create a structured outline. You can have columns for 

"Time," "Topic," "Learning Objectives," "Activities," and "Assessment." 

• Headers and Footers: Add a header with the school name, subject, and date, and a footer with page 

numbers. This keeps your documents professional and easy to manage. 

• Styles: Use pre-defined styles (like Heading 1, Heading 2, etc.) to format your document's sections. 

This makes it easy to create a table of contents and maintain a uniform look. 

• SmartArt and Shapes: Visually represent complex ideas, such as a learning cycle or a project 

timeline, using SmartArt graphics or various shapes. 

2. Creating Worksheets and Test Papers 

MS Word's formatting tools are invaluable for creating clear and easy-to-read worksheets and tests. 

• Numbering and Bullet Points: Use numbered lists for questions and bullet points for multiple-

choice options. This ensures a clean, organized layout that students can easily follow. 

• Text Boxes: Insert text boxes to separate instructions from questions or to add specific notes for 

students. You can also use them to create designated spaces for students to write their answers. 

• Tables: Tables are excellent for organizing questions and answer choices neatly. For matching 

questions, a two-column table works perfectly. For fill-in-the-blanks, you can use a table with a 

blank column for students to write in. 

• Symbols and Equations: The "Insert" tab includes a variety of symbols and an Equation Editor, 

allowing you to easily add mathematical equations, scientific symbols, or special characters that are 

essential for test papers in subjects like math and science. 

• Images and Clip Art: Add images, diagrams, or charts to illustrate concepts or provide visual 

questions. The "Wrap Text" feature allows you to position the image so that the surrounding text 

flows neatly around it. 

3. Drafting Circulars and Educational Documents 

MS Word is the standard tool for creating formal communication documents like circulars, notices, and 

official school letters. 
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• Templates: Use MS Word's built-in templates or create your own for recurring documents like 

circulars. A template can include the school letterhead, logo, and a standard format for the date, 

subject, and signature. 

• Mail Merge: This powerful feature is a game-changer for sending personalized documents to a large 

group of recipients. For example, you can create a single circular and use Mail Merge to 

automatically insert the correct parent's name, student's name, and class details for each printed copy 

or email. 

• Headers and Footers: Use headers to display the school's logo and contact information on every 

page, and a footer for page numbers or a copyright notice. 

• Professional Formatting: Use standard fonts, font sizes, and consistent spacing to ensure the 

document looks professional and is easy to read. Tools like the "Spelling & Grammar Check" are 

crucial for ensuring the document is free of errors before distribution. 

 

What is Microsoft Excel ? 

Microsoft Excel is a powerful and widely used spreadsheet program developed by Microsoft. It is a key 

component of the Microsoft 365 (formerly Microsoft Office) suite, and it is used for organizing, analyzing, 

and visualizing data. 

 

1. Managing Student Data  

Excel's spreadsheet format is ideal for organizing student information. A typical student data spreadsheet 

can include columns for: 

• Student ID 

• Name (First and Last) 

• Contact Information (Phone, Email) 

• Parent/Guardian Information 

• Date of Birth 

• Attendance Records 

• Subject Enrollment 

Using Excel for this helps create a centralized and easily searchable database. You can use the Sort & Filter 

functions to quickly find a specific student's record, or filter the entire list to view only students from a 

particular class or section. . This makes it easy to track and access essential information without sifting 

through paper files. 

 

2. Generating Grade Sheets and Analyzing Performance  

This is where Excel's true power shines for teachers. By using formulas, you can automate the entire grading 

process. 
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• Create the Grade Sheet: Set up columns for each assignment, quiz, test, and project. Enter the 

points or scores for each student in the corresponding cells. 

• Automate Calculations: Use functions like SUM to calculate the total points for each student, and 

AVERAGE to find the class average for a specific assignment. You can also use a formula to calculate 

the final percentage for each student, often a weighted average if different assignments have different 

values. 

• Assigning Grades: The IF function is perfect for automatically assigning letter grades based on a 

student's final percentage. For example, a formula like =IF(A1>=90, "A", IF(A1>=80, "B", 

...)) can instantly assign a grade for every student. 

• Performance Analysis: The data can be used to analyze student and class performance. Conditional 

Formatting can be applied to highlight students who scored below a certain threshold or those who 

are excelling. You can also create charts and graphs, like bar charts or line graphs, to visualize class 

performance trends over time, or to compare the performance of different classes on the same test. 

PivotTables are a more advanced feature that can summarize large datasets, allowing you to quickly 

see things like the average score for each subject or the number of students who failed each exam. 

 

3. Organizing Timetables  

Excel can be used to create clear, visually appealing timetables for students and teachers. 

• Structured Layout: Use a table with columns for the days of the week and rows for class periods or 

time slots. 

• Color-Coding: Apply different background colors for subjects or teachers. This makes the timetable 

easy to read at a glance. For example, all math classes can be blue, and all science classes can be 

green. 

• Data Validation: To prevent errors, you can use Data Validation to create a drop-down list of 

subjects or teachers for each cell. This ensures that the data entered is consistent and accurate. 

• Teacher-Specific Views: By creating separate sheets for each teacher or using filters, you can easily 

generate individual schedules, showing them only their assigned classes, periods, and rooms for the 

entire week. 

What is Microsoft Powerpoint ? 

Microsoft PowerPoint is a presentation software program developed by Microsoft. It is a fundamental part of 

the Microsoft 365 (formerly Microsoft Office) suite and is used to create and deliver digital slideshows. 

 

Designing Interactive Classroom Presentations  

You can transform a static lecture into an interactive session by incorporating these PowerPoint features: 

• Hyperlinks and Action Buttons: Use hyperlinks to create a non-linear presentation. You can link a 

table of contents to different sections, allowing you to jump to a specific topic based on student 
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questions. Action buttons can be added to create a "choose your own adventure" style lesson or a 

simple quiz where clicking the correct answer takes the student to a "Correct!" slide. 

• Animations and Transitions: These features can be used strategically to highlight key information 

or reveal content step-by-step. For instance, you can animate a diagram to show a process unfolding, 

or use a fade transition to smoothly move from one topic to the next, keeping the audience engaged. 

• Quizzes and Polls: PowerPoint can be used to create simple quizzes. You can use multiple-choice 

questions with hyperlinks to "Correct" and "Incorrect" slides, providing immediate feedback. Many 

third-party add-ins also exist to enable real-time polling during a live presentation. 

• Zoom Features: You can use "Summary Zoom" to create an interactive table of contents. Each 

section is a clickable thumbnail that takes you to that part of the presentation and then returns to the 

summary view when you're done, making navigation seamless. 

 

Creating Visual Teaching Aids and Multimedia Learning Materials  

PowerPoint excels at creating visual resources that enhance understanding and retention. 

• Multimedia Integration: . You can embed video and audio files directly into your slides, 

eliminating the need to switch between applications. This is perfect for showing a short clip of a 

historical event, a science experiment, or an example of a literary technique. You can also add 

background music or sound effects to set the tone. 

• Images, Charts, and SmartArt: Visuals are crucial for making complex topics accessible. Instead 

of a text-heavy slide on the water cycle, use a diagram with animated labels. Insert charts to visually 

represent data, or use SmartArt graphics to illustrate a process, hierarchy, or relationship. 

• Slide Design and Layout: PowerPoint offers a wide range of customizable templates and design 

themes. Choosing a clean, professional template with a consistent color scheme and font makes your 

content easier to read and more visually appealing. The "Design Ideas" feature can even 

automatically suggest professional layouts for your slides based on the content you add. 

 


