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CLASS ACTIVITY

Using the system we just made. Encode and decoding the
following messages.

Encode:

| like learning languages

Decode:
2305121204151405251521080122050315131612
0520050420080520011911
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SIMPLE ENCODING & DECODING

The problem here is that we do not know where a word starts
or ends, where sentences start end.

We do not have capitals or small letters, nor punctuation
characters.

The example only supports English language.
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UTF-8

Unicode Transformation Format standard. Can store
characters in multiple bytes ‘variable-width-encoding’. From
1 to 4 bytes.

- Supports almost all languages.

- Backward compatibility with ASCII

- Used world-wide

- Supports Emoji

- Saves space — for common characters
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HEXADECIMAL

Hex is a number system that uses 16 symbols instead of 2 or 10.
Computers use binary (0s & 1s), which is hard to read. Hex is a
shorter, human-friendly way to read & write binary.

- For Screens i.e. RGB

- Memory address

- Character encoding

- Debugging & programming
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HEXADECIMAL CONT.

How many bits is one hex digit?
Convert the decimal number 15 into hexadecimal?

If a colour in hex is #FF0000, which colour is 1t?
If a colour in hex is #00FF00, which colour is 1t?
If a colour in hex is #0000FF, which colour is it?

Hexadecimal is easier for humans to read & write thank binary.
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OCTALS

Octal is a number system with base 8.1t uses 8 symbols:

So each digit is 2”3

Shorter & easier to read than binary. Good for low-level
programming & older computer systems.
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CONTEXTUAL TABS

Some tabs are invisible until they are needed.

Example: If you click on a Table, a "Table Design" and

"Layout" tab will appear in a different colour (usually green
or blue).

Example: If you click on an Image, a "Picture Format" tab
appears.
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PRINTABLE CHARACTERS - FONT

Font: The quick brown /ox jumps over the lazy dog
Text size: The quick brown fOX jumps over the lazy dog
Bold: The quick brown fox jumps over the lazy dog

Italic: The quick brown fox jumps over the lazy dog
Underline: The quick brown fox jumps over the lazy dog
Strikethrough: The guiek-brown-fox jJumps over the tazy dog
SUbSCfipt: The quic, b"own fox jumps over the lazy dog

& superscript

Text effects: Shades. shadows. hiahliahts, glow, etc.
Highlights: over the lazy dog
Font colour: over the lazy dog
Case change: THE qUICK Brown FOX Jumps Over the Lazy Dog
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°RINTABLE CHARACTERS - PARAGRAPH

Bullet Points/ Lists:

Alignments:
Indent:
Spacing:

Text Direction:
Shading:
Borders:

Sort.

- The 1) Fox
- Quick 2) Jumps
- Brown 3) Over

Left, Centre, Right, Justified Bold:

Increase and decrease indents

Line and paragraph spacing

Left to right (EN), Right to left (AR, KU)
Similar to highlighting (larger area coverage)
Useful for tables too

Arrange alphabetically or numerically
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NON-PRINTABLE CHARACTERS

Also called "Formatting Marks*, hidden skeletal structure of a
document. It represent every keystroke that doesn't result in a
letter or number like spaces, tabs, and paragraph breaks.

Also-called-"Formatting-Marks”,-hidden-skeletal -structure-of-a-document. It represent-every-
keystroke-that-doesn't-result-in-a-letter-or-number-like-spaces, ‘tabs,-and-paragraph -breaks.q

1
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ILLUSTRATIONS

Pictures: Add images from computer or online
Shapes: Lines, arrows, and flowcharts
Icons & 3D Models: Modern, scalable vector graphics

SmartArt: Pre-made diagrams (organisational charts or process
ﬂOWS) [only on new versions]

Chart: Inserts a graph (Bar, Pie, Line) that links to an Excel data
window
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HEADER & FOOTER

Header/Footer: Information that repeats at the top or bottom of
every page (e.g., Document Title, author name, etc.)

Page Number: Automates the "Page X of Y" numbering

Pagelot?
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TEXT GROUP

Text Box: Creates a "floating" container for text
WordArt: Decorative, stylised text for titles

Drop Cap: Makes the first letter of a paragraph large
Date & Time: stamp anywhere on the document

Signature: a place for signature
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SYMBOLS GROUP

Equation: A specialised editor for mathematical formulas

Symbol: For characters not on the keyboard, like the Copyright
symbol (©) or Greek letters
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SUMMARY

We explored the fundamental concepts of character encoding & decoding,
explaining how computers translate human language & symbols into
numerical data for storage and then back into readable text. Early standards
like ASCII, had a limited character set, with the modern UTF-8 standard that
supports global languages and emojis. Also introduced alternative number
systems, specifically Hexadecimal (base-16) and Octal (base-8), highlighting
their practical applications in areas such as RGB colour coding & memory
addressing. We looked into practical word processing skills using MS Word,
detailing the Ul elements like the Ribbon and Status Bar, and explaining how
to use various tabs to format text, insert objects like tables, and manage
document layout through page breaks and margins.
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