INTRODUCTION TO COMPUTER

1. Definition of Computer

In a layman language, a computer is a fast calogladevice that can perform
arithmetic. Although the computer was originallywemted mainly for doing high speed and
accurate calculations, it is not just a calculatileyice. It gets the data through an input device,

processes it as per the instructions given andnmdtion as output. We can define a computer
follows.

“A computer is fast electronic device that procedbe input data according to the
instructions given by the programmer/user and plewithe desired information as output”.

Term Meaning

Data A set of basic facts and entities which itkal$ no
Meaning.

Informatior Data which has some meaning or ve

Instruction A statement given to computer to perfar task

Input Data and Instructions given to computer

Process Manipulation of data

output Information obtained after processing obdat

2. Importance of Computer

Computer plays a vital role for processing of datan organization. Computers
help in processing volumes of data efficiently aedurately within short time.

A computer has the following characteristics, whiobhkes it so important for an
organization:

1. Fast: A computer is so fast that it can performgiven task (arithmetical of logical) in few
seconds as compared to man who can spend many snfumtlioing the same task. A
computer can process millions of instruction peosel.

2. Accurate: While doing calculations, a computer @enaccurate than a man. Man can make
mistakes in calculations but a computer does hitis provided with accurate instruction.

3. High Memory: A computer has much more memory ofaie capacity than human beings.
It can store millions of data and instructions, evhcan be retrieved and recalled even after
number of years. This in not possible in cast ah&n brain.



4. Diligence: A computer does not surer from the hurmaits of tiredness and boredom. Man
will be tired and bored while doing millions of calations but computer, being a machine,
does this jobs very efficiently and without angtiness and boredom.

5. No Intelligence: A computer is a machine and obsipthas no intelligence of its own.
Each and every instruction must be given to the mger for doing a task. Man has

intelligence and it is the man who invented compated gives it all the instructions and
logic to work. The main drawback of computer istth@annot take decisions on its own.

3. Classification of Computer
The classification of computers is based on thieohg four criteria:
1. According to purpose
2. According to Technology Used
3. According to Size and Storage Capacity

4. According to Historical Advancement

According To Purpose

According to the utilization of computer for difeaxt uses, computers are of the
following two types;

1. general Purpose Computers

Computers that follow instructions for general riegponents such as sale analysis,
financial accounting, inventory and Managementnmi@ation etc. are called general computers.
Almost all computers used in offices for commerciatlucational and the applications are
general-purpose computers.

2. Special Purpose Computers
Computers that are designed from scratch to perkpetial tasks like scientific

applications and research, whether forecastingesppplications, medical diagnostics, etc. are
called special purpose computers.

According To Technology Used

According to the technology used, computers atéefollowing three types;



1. Analog Computer

Analog computers are special purpose computerrdpaesent and store data in
continuously varying physical quantities such asent, voltage or frequency these computers
are programmed for measuring physical quantities firessure, temperature, speed etc. and to
perform computations on these measurements. Areaoguters are mainly used for scientific
and engineering applications. Some of the exangflasalog computers are given below:

0] Thermometer: It is a simple analog computer usedntasure temperature. In
thermometer, the mercury moves up or down as thpdeature varies.

(i) Speedometer: Car’'s speedometer is another exam@eatog computer where the
position of the needle on dial represents the spéé#te car.

2. Digital Computer

Digital computers are mainly general-purpose comwmsuthat represent and store
data in discrete guantities or numbers. In theseputers, all processing is done in terms of
numeric representation (Binary Digits) of data arfdrmation. Although the user enters data in
decimal or character form, it is converted intoann digits (0's and 1's). Almost all the
computers used nowadays are digital computers.

3. Hybrid Computers

Hybrid computers in corporate the technology of hb@nalog and digital
computers. These computers store and process asigltags, which have been converted, into
discrete numbers using analog-to-digital convert€hey can also convert the digital numbers
into analog signals or physical properties usirgtai-to- analog converters. Hybrid computers
are mainly used in artificial intelligence (robaiic and computer aided manufacturing (e.g.
process control).

According To Size and Storage Capacity

According to the size and memory/storage capaatymputers are of the
following four types:

I.  Micro Computer: Micro Computers are the smallesegary of computer consisting of a
microprocessor and associated storage and inppttoakements. They are designed to be
used by one person at a time, meaning they aré&esiisgr oriented ones.

[I. Mini Computers: Mini computers are relatively fdmsit small and expensive Computers
with some what limited input/output capabilities. il systems are designed to
simultaneously handle the processing needs of pheltiser. Mini Computer provides the
facility of more stored capacity and communicatiok between users.



lll. Mainframe Computers: Mainframe computers are laogeputer systems that have the
capability to support many powerful peripheral desgi.

IV. Super Computer: Computers system characterizedhdiy very large size and very high
processing speed. Generally used for complex stiteapplications.

4. Input/Output Unit

We know that the computer is machine that procetsemput data according to
given set of instructions and gives the output.oBefa computer does processing, it must be
given data and instructions.

After processing, the output must be displayed rontgd by the computer. The
unit used for getting the data and instruction® itite computer and displaying or printing
output is known as an Input/Output (I/O unit). Theout Unit is used to enter data and
instructions into a computer. There are many perighdevices which are used as Input/Output
unit for the computer. The most common form of inplevice is known as a terminal. A
terminal has an electronic typewriter like devicealled keyboard along with a display screen,
called Visual Display Unit (VDU) or monitor. Keybahis the main input device while the
monitor cab be considered both as input as weklhra®utput device. There are some other
common input devices like mouse, punched card, fagstick, scanner, modem etc., Monitor,
Printer and Plotter are the main peripheral devisesl as output units for the computer.

5.Center Processing Unit (CPU)

Arithmatic Logic Unit
Control Unit
Registers

Input Device Owutput Device

Secondary Memory

Primary Memory

User




Fig. 1.1- Functional diagram of a generalized arclecture of a computer
systemCPU is the main component or “brain” of computehjeh perform all the Processing of
input data. Its function is to fetch, examine aheént execute the instructions stored in the main
memory of a computer. In microcomputers. The CPWust on a single chip or Integrated
Circuit (1C) and is called as a Microprocessor. T consists of the following distinct parts:

1. Arithmetic Logic Unit (ALU)
2. Control Unit (CU)

3. Register

4. Buses

5. Clock
Arithmetic Logic Unit (ALU)

The arithmetic logic unit of CPU is responsible &k arithmetic operations like
addition subtraction, multiplication and divisioa well as logical operations such as less than,
equal to and grater than. Actually, all calculatioand comparisons are performed in the
arithmetic logic unit.

Control Unit (CU)

The Control unit is responsible for controlling tinensfer of data and instructions
among other units of a computer. It is consideretha “Central Nervous System” of computer,
as it manages and coordinates all the units otdmeputer. It obtains the instructions from the
memory, interprets them and directs the operatidhecomputer. It also performs the physical
data transfer between memory and the peripheratelev

Registers

Registers are small high speed circuits (memorgtions) which are used to store
data, instructions and memory addresses (memomtitoc numbers), when ALU performs
arithmetic and logical operations. Registers caresbne word of data (1 word =2 bytes & 1byte
= 8 bits) unit it is overwritten by another worde@ending on the processor’s capability, the
number and type of registers very from one CPUnimtlger. Registers can be divided into six
categories viz. General Purpose Registers, PoiRegisters, Segment Registers, Index
Registers, and Flag Register and Instruction PoRégister, depending upon their functions.

Buses

Data is stored as a unit of eight bits (BIT stafatsBinary Digiti.e. 0 or 1) in a
register. Each bit is transferred form one regigteanother by means of a separate wire. This
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group of eight wires, which is used as a common weajransfer data between registers, is
known as a bus. In general terms, bus is a commetetween two components to transmit
signal between them. Bus can be of three majorstype Data Bus, Control Bus and Address
Bus. The data bus is used to move data, addres®busve address or memory location and
control bus to send control signals between varamumsponents of computer.

Clock

Clock is another important component of CPU, whiskasures and allocations a
fixed time slot for processing each and every mamperation (smallest functional operation). In
simple terms, CPU is allocated one or more cloadesyto complete a micro-operation. CPU
executes the instructions in synchronization wité tlock pulse. The clock-speed of CPU is
measured in terms of Mega Hertz (MHz) or MilliorfsQycles per second. The clock speed of
CPU varies from one model to another in the radgél MHz (in 8088 processor) to 2266 MHz
(in Pentium 11). CPU speed is also specified imgrof Millions of Instructions Per Second
(MIPS) or Million of Float-ing-Point Operations P8econd (MFLOPS).

6. History of Computers

Computer history starts with the development otdice called the abacus by the
Chinese around 3000 BC. This was used for the myte calculation of arithmetic operations.
Although here were a number of improvements inuwating devices, no conceptual changes
were made until the end of the 8th century. Duthmgfirst decade or the 19th century, Jacquard
invented an automated loom operated by a mechasosinolled by punched cards. During the
same period charles Babbage developed his diffafeartd analytical engines. This device had
provisions for inputting data, storing informatigrerforming arithmetic operations and printing
out results. This provided a base for the modempeder.

L G-

Fig 1.2 devices used in different generations of ocguter

At the end of the nineteenth century, Herman HibHeand James Powers
designed a data processing machine for processingus information. Hollerith developed
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codes for processing both alphabetical and numedata. A significant machine built in the
early 1940s was Mark which utilized electromagnettays. Later in the 1940s the first
electronic machine known as ENIAC (Electronic Nuirer Integrator and Calculator) was
introduced.

During the period, 1946-52, John Von Neumann asdiéem developed a high-
speed digital computer using vacuum tubes. Thishmacmainly served as a laboratory to test
many or the notions of programming and coding usedodern computers.

7. Computer Generations

Unit 1950 the major contributions were from the \msities and Research
Institutions. Almost all the later developments avdue to the computer manufacturers.

From the early 1950s, computers started appearinguick succession, each
claiming an improvement over the other. They regmésd improvements in speed, memory
(storage) systems, input and output devices angr@noming techniques. They also showed a
continuous reduction in physical size and cost. Teselopments in material technology,
particularly the semiconductor technology.

Computers developed after ENIAC have been classifieo the following five
generations:

First generation 1946-1955
Second generation 1956-1965
Third generational 1966-1975
Fourth generation 1999-1975
Fifth generation 1996-present

You may notice that, from 1946, each decade hagibated one generation of
computers. The first generation computers are thoséhich vacuum tubes are used. Magnetic
drives and magnetic core memories were developeddithis period.

All the first generation computer possessed thdowiohg characteristics as
compared to the later models:

Large in size.

Slow operating speeds.
Restricted computing capabilities.
short life span

Complex maintenance schedules

arwnNE

The Second Generation computers were marked bydbeof solid-state device
called the transistor in the place of vacuum tulBdisthese machines 19. were much faster and



more reliable than their earlier counterparts. lent they occupied less space, required less
power and produced much less heat.

The research in the field of electronics led to imeovation of the integrated
circuits, now popularly known as IC chips. The o$&C chips in the place of transistors gave
birth to the third generation computers. They watile more compact, faster and less expensive,
than the previous generation.

Continued efforts towards miniaturizations led e tevelopment of large scale
integration (LSI) technology. Intel Corporationrioduced LSI chips called microprocessors for
building computers. The latest child of the compdidnily that uses LSI chips has been names
the fourth generation computer. The fourth genenatiomputers are marked with an increased
user-computer inter-action and speed.

Japan and many other countries are working on sgsteho are known as expert
systems which will considerably improve the man-hmae interaction. Such systems would
integrate the advancements in both hardware anwaef technologies and would facilitate
computer-aided problem-solving with the help ofamiged information in many specialized
areas.

The generation of computers is termed as fifth g computers. Although
expert systems are expansive and time-consumirtwuild, they are likely to become more
popular in the next few years.



INTRODUCTION TO COMPUTER HARDWARE

1. Keyboard

The keyboard is the most important input devicehef computer. The computer
and its other peripherals are mostly used withhibkp of a keyboard only. All commands are
given through the keyboard. The keyboard of compigtsimilar in may ways to keyboard of
typewriter except that a computer’'s keyboard hasynraore keys, more capable and cad do
several more functions. Keyboards are mainly oédhiypes (on the basis of number of keys).
84, 87,101 keys keyboard.

The standard IBM — PC keyboard cab be divided into three generakarea

(i) Typewriter area: Having the standard set of alpOhabet letters and
number keys
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Fig .1

(i)  Function Keys: F1 through F10 or F12 which have different funcsion
depending on the software.

(i)  Numeric Keypad: Having cursor control and number keys some keys
on this pad has dual roles

(iv) Cursor Control Key- By these button we cab left, right, upper and
down side. By using M line or one character to sdccharacter easily. Other four control key
(HOME, END PGDN, PGUP). HOME key is use to trangfarsor on top. END key is use to



transfer the control on the end of page. PGUP keayse to transfer the control on top of the
page PGDN is use to transfer the control on thé¢ page.

(v) Numeric Key- In right side of keyboard numeric key pad. Thessy K
pad like a calculator but some key use a doubletioim for example (.) key use as Del. (1) key
is use as END (9) key use as PGDN,(7) key is us¢QdE. When the on of num Lock the key
pad work as calculator and Off position the padgrer special function.

(vi) Caps Lock-Generally, any Character type in small letter. BaPosition
of Caps Lock on, the Character type in Capitaktstt On the Off the character type in small
letter.

(vii) Shift key — In every key board print two character on the k@ye is
upper side and second is lower side. By presshifekey, we type the upper letter of key. On
the position of caps Lock all the character wipayin small letter.

(vii) Ctrl and Alt — For perform special function use these key wita th
combination of other key. Use of these key are deépm different software. For example the
CTRL key use with c for terminate any command in®®@y pressing CTRL, ALT and DEL
key we can restart of computer.

(iX) Enter Key- At the ending time of instruction, we use thesg. ke other
side we use these key for changing the lime atyjhieg time.

(xX) Pauses Key By using these key, we can break the scrollingomhputer
screen.

(xi) Tab Key —By using of these key we can skip the cursor andéel point,
by default setting these point on half inch positid/e can change these as per our requirement.
For paragraph, Column. Text and Table setting tiseethese Tab Key.

(xii) Escap Key —By using these key we prevent to execute respofroand

(xiii)  Prints Screen -By using these key we cab print the informatiorhef
screen.

(xiv) Delete Key —By these key we erase the character. By usingtheg,
the character erase on cursor position.

(xv) Back Space Key By these key we can erase the character but she la
character will erased not inside character.

2. Mouse
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A mouse is basically a pointing device about tlze sif plam. It rolls on a small
ball and has one or more buttons on the top. Wheruser roll the mouse across a flat surface,
the screen “cursor” (a blinking underline) or meyminter moves in the | direction of the
mouse movement.

3. Graphics Tablet (digitizer/digitizing Tab Let)

A mouse or a trackball is made for the pointingpmse i.e. to point at some object
on the screen and to initiate some action, they alan be used for some simple drawing
purpose. But, if you try to make your signatureifPaint-brush”, “CorelDraw” or some other
drawing package using a mouse or a trackball, yddiad that, even after a lot of practice, you
can not get the exact shape into the computer.

A different input device called “Graphi Tablet” ¢al called a Digitizer, or a
Digitizing Tablet) an be used for doing fine dragimvorks and for image manipulation
application.

Fig .2
4. Digital Camera
Digital camera can be used to capture any imagetarghve them on storage
device such as hard disk, CD-ROM, etc. these intagebe posted on the web or printed on a

colour ink-jet printer.
Some common digital cameras are

. Digital Still Camera

. Digital Video Camera
. Web Camera

5. Web Camera

A web camera is basically a low-end digital videmnera with low resolution and
fix focus lens. This camera is suited for webcagstindeo messaging etc. application.
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One can use the web camera to make low grade mandsapture still images.

6. Voice Input

Almost all the science fiction movies such as Stak, Star Wars etc. contain talk
computers where the user need to just tell the abenfnis or her requirement and within second
the computer gives the reply.

Intelligent conversations as shown in these mow#ls a computer is currently
not possibility, but it is possible to have devidkat cab understand and respond to simple
words.

For example, one can highlight a sentence withnioeise and say the word *
delete” so the computer delete the highlighted wioboh the text, or by issuing voice command,
such as “copy” , “move” or “print” one should belalto copy, move or print selected file.

The whole process of listening to voice command taed dete3rmining what the
speaker wants may seem easy for us humans, bt tmmputer it is a very complicated
process.

Currently devices that take dictation, so that gab say memos rather than type

them on the keyboard are easily available. As themme power increase and software improve
this voice input technology will come in common use

= 1 %

Fig .3

7. Touchpad

Touchpad are pointing device for the notebook cdsmgu Initially trackball was
used as pointing device with the notebook compu#fier the introduction of touchpad, almost
all notebook manufacturers have switched to toudtgsatheir choice for pointing device.

Touchpad is used by moving ones finger on the padce. The finger movement
on the pad surface is converted into mouse postadvement on the monitor.

A touchpad is a printed circuit board (PCB), topwdfich holds a pattern of
conductive sensor lines etched into place. A layenyler covers this top of the board to protect
it and to give the finger a place for smooth moveme
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As the touchpad is completely sealed, it is safemfrany environmental
continuation such as dust, water etc.

When the finger is placed on the pad, the pad tietecation of the finger by
detecting the electrical capacitance of finger.

As the finger attracts a small static electricadrgfe, it cause small current to flow
in the circuitry of the touchpad. Electronics oé ttouchpad detects this small current from two
adjacent edges of the pad.

This makes the touchpad circuitry to be able tectehe position of the finger. By
following the changes in the current, touchpad detect the movement of the finger across the
pad.

The touchpad is generally placed just below thealpar on the keyboard. This
allows a touch-typist to use his thumb to operhtetbuchpad without lifting his fingers from
the home row.

L Tz EEMEEMEEEIL ]
[ae] | | [
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Fig .4

8. Light Pen

A light pen is appointing device. It is used toestla displayed menu option on
the CRT. It is a photosensitive pen like deicasltapable of sensing a position on the CRT
screen when its tip touches the screen. When fisisomoved over the screen and the
corresponding signals are sent to the processa.rmiénu the screen and the corresponding
singals are sent to the processor. The menu usd peogrammed choices offered to the user.
The user indicates his choice by touching light pgainst a desired description of the menu.
The signal sent by the light pen to the processemtifies the menu option.

13



Fig .5

9. Joystick

The joystick is mostly used in children’s gamesisltan input device with me-
chemical push button. Tt consists of a long handith four switches arranged in four
directions. (East, West, North, South). The swiglctivated in that directions and the cursor
which moves on the screen in the directions in tvithe Handle moved.

10. Track Ball

Trackball is another type of input device, whictuged in lat-top computers. It is
fixed on the board, cursor on the screen is mownea direction according to the Trackball is
moved. Trackball is a circular ball.

Fig 3.4: Foystic

Fig .6
11. Monitor
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(Monitors are by far the most popular output devicsed today for producing
soft-copy output. They display the ‘generated outpua television like screen (see Figure). A
monitor is usually associated with a keyboard amgkther they form a video display terminal
(VDT). A VDT (often referred to as just termina$) the most popular input/output (I/O) device
used with today’s computer). That is, it servesbath an input and an output device. The
keyboard is used for input to the computer anchtbaitor is used to display the output from the
computer.

Fig .7

The two basic types of monitors used today areock#tfray-tube (CRT) and flat-
panel. The CRT monitors book much like a televisaowl are used with non-portable computer
systems. On the other hand, the flat-panel monaegsthinner and lighter and are commonly
used with portable computer systems like noteba@okputers.

12. Printer

FPRIMTER

IMPACT PRINTER MNOMN-IMPACT PRIMNTER

CHARACTER PRIMNTER (DOT MATRIX) PAGE PRINTER (LASER)

LINE PRIMTER (DRIUM & CHAIN) CHARACTER PRIMTER

(INK-JET)
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Printer is an output device. As per the technolagycan classified in following
two categories.

1. Impact Printer
2. Non-Impact Printer

(1) Impact Printer

In this printer we used electro mechanism. Impaicitgr makes contact with the
paper by processing ribbon against the paper whizinamer like mechanism.

(i) Non-Impact Printer

In this type printer we used non-electro mechaniBmmters that do not strike
character against ribbon or papers when they prenhon-impact printers.

As per the works of printers fall into followingtegories:
|. Character Printer

II. Line Printer
lll. Page Printer

. Character Printer

Those printer prints one character at a time, titeeecharacter is formed with a
single impart

[Il. Line Printer

These printer prints one line at a time, the enlime informed with a single
impart.

lll. Page Printer

These Printer prints one page at a time the eptige is formatted with a single
impart.

13. The Examples of Impact Printer

(1) Letter Quality Printer

This is Character printer or serial printer. Inufig the daisy wheel printer has
print “Wheel” with a set of printer character, thdeel is spun until the appropriate spoke is
lined up with the print hammer. The print hammethisn strike and the print character. Against
the ribbon and paper.
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Fig .8

(i) Dot Metric Painter

These printer also called serial printers, and kbpesl with two objectives is
mined grater speed and more Flexibility. The images formad by a print head that is
composed of a series of little print hammers. Thegd hammer strike against the ribbon as the
print mechanism moves across the entire print ilnboth directions. The print head of Dot-
Matrix printer usually has 9 pins, 12 pins, 24 pabs.

Fig .9

In Dot Matrix printer the printer head arrange aidwing group of dots is called
matrix.
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Many dots arrange in a matrix but these are noessary that the printhead

required all pins for each dots. (5x7 for 35, 780 ®3 etc) In latest printer arrange one or more
than two vertical pin line.

Example- of Print Character A by 5x7 matrix.
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(i) Line Printer

These printer print a whole line of character pcatty at once. Band or belt
printer and chain printer the example of line @iEach of these printers has several copies of

each printable character on a drum, a belt orrat phain revolves, the hammer activated as the
appropriate characters pass in front of them.
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(iv) Drum Printers

Drum printers are line printers that print one latea time. The print mechanism
of a drum printer is shown in Figure. It consistsaosolid cylindrical drum with characters
embossed (raised characters) on its surface ifothe of circular bands. Each band consists of

18



all the printing characters supported by the priiteits character set and the total number of
bands equal to the maximum number of charactenst (positions) that can be printed on a line.
Thus drum printer with 132 characters per line andporting a character psi of 96 character
will have altogether 12,672 (132*96) characters esslkd on its surface.

In addition to the drum, the printer has a setarhmers mounted in front of the
drum such a manner that an liked ribbon and pageibe placed between the hammers is equal
to the total number of bands on the drum, thahis lsammer is located opposite to each band of
the drum.
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Fig .12

The drum rotated at a high speed and a characeepant position is printed by
activating the appropriate hammer when the charamt@bossed on the print position passes
below it. thus the drum would have to complete falerevolution to print each line of output.
This means that all characters on a line are riatgul at exactly the same time, but the time
required to print and entire line is so fast thappears as if one line is printed at a time. énar
printer is shown in Figure.

The drum of a drum printer is expensive and carfmeotcthanged often. Hence
drum printers can only print a predefined set @fralsters in a per-defined style that is embossed
on the drum. Due to this reason, drum printers dbhave the ability to print any shape of
characters, different sizes of print, and grapbigsh as charts and graphs.

Drum printers are impact printers because theyt payrhammering the paper and
the inked ribbon against the characters embosseth@rdrum. Hence they can be used to
produce multiple copies by using carbon paper srefjuivalent. However due to impact
printing, drum printers are noisy in operation aften use a cover to reduce the noise level.

Since drum printers use inked ribbon to producated output, they are usually
monochrome. Typical speeds of drum printers atherrange of 300 to 2000 lines per minute.
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(V) Chain/Band Printers

Fig .13

Chain/band printers are line printers that prine dme at a time. The print
mechanism of chain/band printer is shown in Figdieconsists of a metallic chain/band on
which all the characters of the character set sip@dy the printer are embossed. Standard
characters may have 48, 64 or 96 characters. ler@d the enhance the printing speed, the
characters in the character set are embossed k@weza on the chain/band. For example, the
chain/band of 64 characters set printer may hasetglof 64 characters each embossed on it. In
this case, the cahin/band will have altogether@6xs4) characters embosses on it.

48§ charscteny
seruory

One section of 4% chamoters lfp—

Fig .14

In addition to the chain/band, the printer has tagEbammers mounted in front of
the chain/band in such a manner that an inked nilkdoed paper cab be placed between the
hammer and the chain/band. The total number of hensims equal to the total number of print
positions. So if there are 132 print positionsntttee printer will have 132 hammers.
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Fig .15

The chain/band rotates at a high speed and a ¢baed@ print position is printed
by activating the appropriate hammer when the dtareembossed on the chain/band passes
below it. Since the character set is repeated aktieres on the chain/band, it is not necessary
to wait for the chain/band to make a complete netah to position the desired character in the
correct print positions.

Unlike the drum of a drum printer, the chain/baricaahain/band printer can be
easily changed. This allows the use of differemt figtyles of characters) and different scripts
(languages) to be used with the same printer. Hewgust like drum printers, chain/band
printers can only per-defined sets of charactes dhe embossed on the chain/band used with
the printer. Due to this reason, chain/band printkr not have the ability to print any shape of
characters, different sizes of print, and grapbigsh as charts and graphs.

14. The Examples of Non-impact Printer

The Ink-jet printer and the laser printer is theirmeategories of Non-impact
printer.

(1) Ink —Jet Printer

The Ink-jet printer steram of ink chops towards gaper. The desired symbols
formed by the electro static attraction to leavéy dhose that are needed. These are not needed
are capture in a and filtered that next time. Thpsecess recirculated through the drop
generating mechanism.
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Fig .16

Fig .17

(i) Thermal Printer

In the following thermal printer print the page lsing

1- Heat Sensitive Paper
2- Heat Sensitive Ribbon

In heat sensetive paper. Print head (arrange inxrfatmO charge the dots. The
spot on the paper is heated and spot turns (Blguh@ng the dots position).

In heat sensetive ribbon, heating the spot of mbbtthe ribbon dot sprays the
impression on the paper.
(i) Electrostatic Printers
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An electrostatic printer moves a continuous shégtaper over the printing pins
which put small electric charges on the paper. paper is then passed through a bath of
oppositely charged toner particles. As the oppaditerges attract, the paper picks up toner on
the spots sensitized by the print pins. The papen is passed through fusing process, and the
toner is melted onto tbfl paper to form the charaghpression. Some electrostatic printers print
upto 5000 lines per minute. Such printers use datirmapproach for printing. The print head
contains vertical array (i.e. a vertical column)afs. Such printer also produces graphics.

(iv) Laser Printer

The technology of this printer is much less mecsmnthen impact printing. A
microprocessor control a laser beam is directedsacthe surface of a light sensitive drum
through a rotating mirror and lense. Then imagedfiin the drum of a pattern of tiny dots. The
image is print to the paper by the special Tonent@ning Powder, ink and an adhesive). The
papers come out the use of heat and pressuresThen recharged for its next print image.

réeunralized FPOTE

Fig .18
(V) Plotters

A platter is one output drum is specialized desigte produce high quality
graphics in a Varity of columns there are two bagies of platters.

) Those that use pen (drum and flat bed plotterO
(i)  Those that do not use pen (Electrostatic plotters)

(vi) Drum & Flat Bed Plotter

In a drum plotter, the paper mounted on the surtdce drum. The plotters pens
are horizontally positioned on the target area t#eddrum revolved. The pens are dropped to
the surface and move left and right program corgoobss the paper when the paper has rotted
to the pins is from the surface when the image ohigws complete. In the flatbed plotters are
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designed for placed flat paper and use one or p@me move horizontally and vertically across
the paper.

(vii) Electrostatic Plotters

The image print through the Electrostatic chargesreate a very small dots on
specially treated paper. The image print very fasten pen plotter.

Dras F

Flat Bed FEOUET

Fig .19
15. Modem

Modem, device that enables computers, facsimilehmas, and other equipment
to communicate with each other across telephoms lor over cable television network cables,
In the strictest sense, a modem is a device thaterts between analog signals, such as sound
waves, and digital signals, which are used by cderpuHowever, the term has also come to
include devices that permit the transmission oirelytdigital signals.

Modems transit data at different speeds, measwetidonumber of bits of data
they send per second 9bps.) A 28.8 Kbps modem sdatdsat 28,800 bits per second. A 56
Kbps modem is twice as fast, sending and receidatg at a rate of 56,000f bit per second.
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16. Memory Unit

Me:iuorjr
| |
PEIMARTY M:EhﬁDRY SECONDARY MEMOEY
[ 1
Eead Only Memery (ROWD  Random Access Memory (BAM)
—— Mask ROM SRAM
— FROM DEAM
—— EPROM MAGNETIC MEMORT OPTICAL MEMORY
- EEPECON FLOPPY DISES CD_ROM
HARD DISES
WOEDL
MAGNETIC TAPES EFASABLE DISES

1- Primary Memory
2- Secondary Memory

17. Cache Memory

Memory Unit is that component of a computer systetnch is used store the data
instructions and information before, during aneathe processil by ALU. It is actually a work
area (physically a collection of integrated cirtwiithing the computer, where the CPU stress
the data instructions. It is also known as a MainiBry/ Internal Memory. It is of the following
three types:-

(@) Rom (Read only Memory)
(b) Random Access Memory
(c) Complementary Metal Oxide Semiconductor Memory (C3JO

18. ROM (Read only Memaory)

READ ONLY Memory is and essential component of tiemory unit. We know
that the computer, being machine, itself has nalligence or memory and requires instructions,
which are given by man. Whenever the computer isched on, it searches for the required
instructions. The memory, which has these essems&ituctions, is known as Read Only
Memory (ROM). The memory capacity of Rom variesrir64 KB to, 256 B (I Kilobyte =1024
bytes) depending on the model of computer.
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ROM contains a number of programs (set of instams). The most important
program of ROM is the Basic Input Output SystemdB] Pronounced as “byeos” which
activates the hardware (physical components of cbenp such as keyboard, monitor, floppy
disk etc. in communicating with the system and igpgibn software (Set of instructions of
programs).

19. Types of ROM

1- MASK ROM:

There are many type of ROM chip. In this type @M, the information is stored
at the time of its manufacturing. So, it cannotliered or erased later on.

2- PROM:

Pronounced Prom, an acronym for promable Read-siesory. A PROM, is a
memory chip on which data can be written only oaggogram has been written onto a PROM,
it remains there forever. Unlike RAM, PROMSs rettirir contents when the computer is turned
off.

The different as between a PROM and ROM (read-omdynory) is that a prom is
manufactured as blank memory, whereas a ROM isrgnoged during the manufacturing
process. To write data onto a PROM chip, you needpecial device called a PROM
programmer or PROM burner. The process of prograignai PROM is sometimes called
burning the PROM.

3- EPROM:

EPROM is the acronym for Erasable programmable R¥ag Memory, and
pronouncedee- Prom, EPROM is a special type of meiiat retains its contents until it is
expos-ed to ultraviolet light. The ultraviolet liglklears its contents, making it possible to
reprogram the memory. To write to and erase an BWPRf@u need a special device called a
PROM programmer or PROM burner.

4- EEPROM:

Electrically Erasable Programmable Read-only MemoryEEPROM is Prom,
that cab be erased by exposing it to an electdealge, like other types of PROM, EEPROM
retains its contents even when the is turned dfoAke other types of ROM, EEPROM is not
as fast as RAM. EEPROM issimilar to flash memomn{stimes called flash EEPROM). The
Principal difference is that EEPROM requires datd& written or erased once byte at a time
whereas flash memory allows data to be writterrased in blocks this flash memory faster.

20. RAM (Random Access Memory)
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Random access Memory is another important compafehe Memory unit. It is
used to store data and instructions during thecseteof programs, Contrary to ROM; RAM is
temporary and is erased when the computer is ssdtaiff. RAM is a read/write type of
memory, and thus can be read and written by theRregrammer, this memory is known as
random access memory. The memory capacity of RAMesafrom 640 KB to several
megabytes (1 Megabyte = 1024 KB) with different misdf PC.

21. There are two types of RAM

1. Static Ram 2. Dynamic RAM

1. Static Ram —is one that cab store datas long as power is mappd chip. These
memories have the property that their contentsretia@ned as long as power in kept on
seconds, minutes, hours even days.

2.  Dynamic Ram —Dynamic RAM are memory device in which the stodada will not
remain permanently stored, even with power appligdess the data are periodically
written into memory.

The dynamic memory Cell of Drams retain data fdy @limited time typically 10 name
second after which the data are lost

1. High storage capacity.

2. Less power requirements.

3. Less expensive

4. Data can not be Stored permanently.

3. Complentary Metal Oxide Semiconductor Memory (CMOS)

CMOS memory is used to store the system configumatiata, time and other important
data. When the computer is switched on BIOS matthesnformation of CMOS with
the peripheral devices and display error in cagaisiatching

22. Secondary Memory (External Storage Devices)

The purpose of external storage is to retain datbpmograms for future use. For
example a program may be required at regular iaterdt suet information is stored in an
external storage media, then one can retrieve @&naswhen necessary, thus avoiding repeated
typing. Any number of files containing informatias stored on external media. Since they are
permanent (they are not erased when the equipméntied off) one can store a long a long file
on external currently in use. The popular extest@lage media use with computers are:

1. Floppy Disks
2. Hard Disks
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3. Magnetic Tapes
4. Optical Disks

22.1 Floppy Disks

The most common storage medium used on small tdayfloppy disks. It is a
flexible plastic disk coated with magnetic and Isdike a phonograph record. Information can
be recorded or read by inserting it into a disk@rtonnected to the computer. The disks are
permanently encased in stiff paper jackets forqmtn and easy handling. An opening is
provided in the jacket to facilitate reading andtwg of information.
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FIG3.1Z (b). Floppy Disk((3.25 inch)

Fig .21

Floppy disks are available in two standard size®e 3 8 inch size and the other
51/4 inch, which is frequently referred to as thiaifftoppy. An 8-inch floppy holds much more
information than a 51/4-inchminifloppy. The actwalume of information depends not only on
size but also on the density with which informataman be recorded. The 52/4-inch floppy has
become a standard one in industry. Recently, 3t floppy 51/4-disks have been announced
for use in portable computers.

The disk jacket haf four openings:

1- Drive spindle hole (hub)
2- Data access area

3- Write protected notch and
4- Index hole
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To store and retrieve data form a diskette you rplaste it into a disk drive.
(i) Drive spindle hole (hub)

The hub of the diskette is the round opening indbéeter. When the diskette is
placed into the disk drive, the hub fits over a mtoor spindle in the drive the disk drive gate
move a lever over the drive and clamps the diskstéz the spindle of the drive mechanism.

(i) Data Access Area

When data is stored or retrieved the diskette smside its jacket and the read
write lead are clamped on the surface in the detass area of the disk most disk drives are
equipped with two read write heads. So that theaimg bottom surfaces of the diskette can be
accessed simultaneously the read/write heads avedrimack and forth over the data access
area is small increments to retrieve or record dataceded.

(iv) Write protected notch and

Just inside the disk drive unit a small mechaniseck to determine of the disk’s
write/protect notch is covered. If the notch is e@d with tape a switch form being able of
touch. The surface of the diskette. Which meandata can be recorded. This is security means
covering the write/protect notch prevents accidesri@sure or over writing of data.

(v) Index hole

The index hole the jacket is positioned over a pélectric sensing mechanisms
diskette spin in the jacket. The hole in the diskglgsses. The index hole in the jacket is sense
and activates a timing switch. The timing actiwtytical because. This is how the mechanisms
determine which portion of the diskette is oveuntler the read/write heads. The diskette spins
at a fixed speed of about 300 revolutions per neifBRM).

(V) Storage Organization of Floppy Disk.

Data is recorded on disks in circular bands refeteas tracks. The read/write
heads are designed to move in smaller increments@athe data access of the disk to find the
appropriate tracks. As the precision of positionifge read/write head increases width of the
tracks become thinner. As the precision of positignThe two most common track densities in
use today are 48 tracks per inch (tpi) and 96Tbe recording surface of a 5-1/4 inch disk is
straightly les than 1 inch therefore the usableipar are 40 or 80 in most case.

(vi) Sectors

Typically a disk is divided up into eight or ninectors are equal wedge shaped
areas used for storage the point at which a séttensects a track is used to reference the data
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location. The track number indicates where to pmsitThe read/write he3dad and the sector
number indicate when to activate the read/writedeeas the disk spins. Disks and drives are
identifies are as being either hard sectored drssuftored.

Hectors

—  » Sutface

QJ/ [

#Irucdlex Hole

Fig .22

(@) Hard Sectored Disk

Hard sectored disks always have the same numbersaedof sectors. The
presence of the hare sectored marks allows dabe tetrieved from the disk with less effort
then from of double- sided, double density softt@®a disk. Hard sectored disks have been
used most often with dedicated computer systemHhatiel the manipulation and production of
text.

(b)  Soft Sectored Disk

Today most microcomputer systems use soft secttistd Soft sectored disk are
marked magnetically by the user's computer systemng a process called formatting or
initializing which determines the size and numbfesextors on the disk.

1. Single Side (160 KB/180 KB)

2. Double Sided (320 KB/360 KB)
3. High Capacity (1.2 MB)

22.2 Hard Disks
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Another magnetic media suitable for storing largéumes of information is the
hard disk, popularly known as the Winchester diskard disk pack consists of two or mare
magnetic plates fixed to a spindle, one below themnwith a set of read/ write heads, as shown
in fig. the disk pack permanently sealed insideaairgy to pOrotect it from dust and other
contaminations, thus increasing its operationahipdlty and data integrity.

Fig .23

In some hard disk system data is stored in the same as it is an diskette
(floppy). Hard Disk have the following charactegstare:

1. They are rigid metal platters connected to a cespidle.

2. The entire disk unit is placed in a permanentlyeskaontainers.

3. Air flows through the container is filtered to pest contamination and
4. the disks are rotated at very high speed (usuatiyradl 3600PRM)

These Disks drives can have four or more disk giatin a sealed unit. In most of
disk these disk units the read/write heads newahtohe surfaces of the disks.

A set of disk drives are connected to disk corgrollThe disk controller accepts
commands from the computer and position the rea#/\lwead of specified disk for reading and
writing. In order to recorder write in a disk packhe computer must specify the drive no.,
cylinder no., and surface no. And sector no., ghdna specified because controller. Normally
controls more than one drivers.

A. Access Mechanism

Data are recorded on the Tracks of a spinning digkace and read from the
surface by on of more heads. As shown in Figueerélad/write heads are mounted on an access
arms assembly. Most disk drives have a single vaéd/head for each disk surface. But some
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faster disk systems use multiple heads on eaclsaieren to services number of adjacent tracks
simultaneously.

Fig .24

The access arms assembly cab be moved in and the iirection shown in the
figure so that the read/write heads can be moveddrdally across the surfaces of the disks. In
this manner, the read/write heads can be positimigdany track on which data are to be
recorded or from which data are to be read, ing azsa disk pack, each usable surface has its
own read/write head and all the, heads move togettence information strode on the repacks,
which constitute a] cylindrical shape through thekdack, is accessed simultaneously. Recall
the cylindrical storage arrangement of informaiima disk pack.

B. Seek Time

As soon as a read/write command is received byigleunit, the read/write heads
are first positioned on the specified track (cygndhnumber by moving the access aims assembly
in the proper direction. The time required to positthe read/write head over the desired track
is called the seek time.

C. Latency
Once the heads are positioned on the desired tthekhead on the specified
surface is activated, Since the disk is continuedhating, this head should wait for the desired

date (specified sector) to come under it. Thistimtawaiting time, i.e., the time required to spin
the desired sector under the head is called teadgt

D. Transfer Rale

Transfer rate refers to the fate at which datareael from or written to the disk,
once... the read/write head is positioned over therel@ sector, the data are read/written at a
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speed determined by the rotational speed of the tighe rotational speed of a disk is 3600
rpm, the disk as 125 sectors/track and 52 bytdsisahen in one full revolution of the disk, the
amount of data transferred will be 125x512 = 64,09@s = 64 k bytes (approximately). Hence
the transfer rate of the disk system will be 64,00B600/60 bytes/ second = 38,40,000
bytes/second = 3.8

Megabytes/second (approximately). Notice that thadfer tare of a disk system
depends on the density of the stored data andthganal speed of the disk.

22.3 Magnetic Tapes

Relatively in inexpensive storage media known amdjmetic types are sometimes
used a back-up media. A standard 2,400 feet tdpestoae about 40 million characters and can
be read at a speed of 1,60,000 characters per&seRemember that tape, a like music cassette,
is a sequential device and therefore one has tbakk@revious records to reach a particular one.
Fig. shows a tape unit in operation

Fig .25

However, some computers support cassette tapes vaingc smaller and chapter
but shower. The storage capacity of a cassett@imd 2,50,000 characters

22.4 Optical Disks

Information is written to or read form a opticatkliby laser beam. An optical disk
has very high storing capacity, for example, A 5.ir&ch optical disk stores 550 MB. Only one
surface on an optical disk is used to store dataogtical disk is relatively inexpensive and has
a long life of at least 20 years. Its device arbenently simple and inexpensive. As the
read/write head does not touch the disk surfaare(is no disk wear and no problem of head
crashO elaborate error checking codes can he ss#teee is no problem of space because the
disks have very high storage capacity. The gredtasvback of optical disk system is its slow
average seek time in the drive. In case of a bttiskead/write head is a tiny magnet wherease3
in optical system the drive ha’ to move on sizatjical assembly across the disk surface this
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increases the seek time. In future it is expected the access time will he reduced using
fibreoptic system. There are three types of opticsks.

Fig .26

(i) CD-ROM- compact disk read only memory.
(i)  WORM — Write once and many.
(iii) Erasable Optical Disk.

1. CD-ROM

It is a optical ROM. It is made of polycarbonaté.id coated with a hightly
reflective material usually aluminum. A laser i®dgo read and write from and in CD-ROM.

CD-ROMs use long spiral tracks to store data dgrias shown in Figa. The track
is divided into blocks of the same size as showithen figure. ACD-"ROM disk rotates at a
variable speed so that the pils are read by thex kisa constant linear speed. The speed of the
disk is adjusted in such a manner that the traskgmunder the read/write heads of a constant
linear vdocity.

The advantage of CD-ROM are its high storing cdgacmass copy of
information stored, removable from the computer i$cmain disadvantage is longi access time
as compared to that of a magnetic hard disk as magchalf a second, | cannot be updated
because it is a read only memory. It is suitabtestoring information which are not be changed.
Disks can be used for archival storage.

2. WORM
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It is Write-Once-Read-Many (WORM) type optical diskemory. The users can
write data on WORM and read the written data asyntane as desired. To reduce the access
time the disk is rotated at a constant speedi/ilgsape concentric circles, “Each track is divided
into a number of sectors. It is Mutable for datd &éiles which are not to be changed. The user
cab save permanent data, information in and fiesrfaintaining and files maintaining records.
IBM has developed 200 MB WORM for us PS/2 system.

3. Erasable Optical Disk

It is read/white optical disk memory. Informatioancbe written to and read from
the disk. The disk contents cab be erased and i¢avahn be rewritten. So it cab serve as a
secondary memory of computer. It rotates at a emmspeed. Its tracks are concentric circles.
Each track is divided into number of sectors.

0] Very high storage capacity. A 5.25 inch opticakdian store about 600 MB of data.
(i)  An optical disk can be removed from the drive.
(i) It has long life.

(iv)  Itis more reliable

23. Cache Memory

The speed of CPU is extremely high compared toatmess time of primary
memory. Therefore the working of CPU decreasedaltiee slow speed of primary memory. To
decrease the mismatch in operating speed a smatlongechip is attached between CPU and
primary (Main Memory) whose access time is veryresito the processing speed of CPU. It is
called cache Memory.

Ilain Memory

Cache Memory

||

CEU
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24. Physical Memory Organization

The memory modules are available in the followiaghking
DIP (Dual Inline Package) DIP
SIPP (Single in-line pin Package) SIPP
SIMM (Single in —line Memory Modules) SIMM

DLMM (Dual In- line Memory Modules) DIMM

() DIP (Dual Inline Package

DIP or Dual Inline Package was used to be the mostmon packing) for the
memory chips, it resembles a small flat, rectabgbe with metal legs on both sides.

(I)  SIPP (Single in-line Pin Package) SIPP

SIPP OR single Inline Pin Package contains pinthatbottom to connect them
into the memory socket on the motherboard.

DiP
-n'_"'_'."n"'r,__

SIPP

==

Fig .27
(Il SIMM (Single Inline Memory Module) SIMM
SIMM or Single Inline Memory Module is a number memory chips soldered

onto small expansion board. The edge connectdrieikpansion board is plugged into a speed
SIMM sockets on the motherboard.

(IV) DIMM (Dual Inline Memory Module)
Even 72-pin SIMMs fall short when it comes to Pemtiand Pentium PCs. With

their 64-bit data buses, these chips would reqguue 72 pin SIMMs per bank, just as 486
machines required foui 30pin SIMMs.
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(V) RIMM (Ramous Inline Memory Module)

When Intel Introduced Pentium 4 microprocessoly thanted a very fast memory
for it and there choice was RDRAM or Rambus DRAMmoey.

Instead of using SIMM of DIMM, RDRAM comes in spakil84-pin RIMM. i.e.,
Rambus Inline Memory Module.

Fig .29
(Vl) DDR DIMM

A much cheaper Double Data Rate (DDR) SDRAM prowidpeed almost equal
to the RDRAM. DDR SDRAM doubles the rate at whidbRSAM process data.
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INTRODUCTION TO COMPUTER SOFTWARE

1. SOFTWARE

Computer consists of four basic element hardwanfdyare, firmware and human
ware. The hardware of computer system alone le lilifferent to any other complex piece of
electronic machinery. The hardware would not worth@ut programs (set of instruction). The
software directs and guides the operation of eashicd including CPU. The set of programs
which control the activities of computer systenmmgrich may be processed on computer to do
some useful work, are called software. As car ndeelsto run. Similarly computer hardware
needs software to do anything. Software may beoputlisk, cassette, and magnetic tape of
Semi-Conductor memory.

So we can say that software is a set of prograrasmdents procedure and routines

associated with the operation of computer systenather words, software means a collection
of programs whose objective is to enhance the dhtpebof the hardware.

Apphcation software

System Software

Hardware

2. Classification of software

Software cab be classified into two broad categori®ystem software and
application software. System software performs asewp related tasks such as managing input
and output devices; application software perforneopte- related tasks, such as human
resources and marketing.
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() System software
(I Application software

SOFTWARE
SYSTEM SOFTWARE APPLICATION SOFTWARE

SYSTEM CONTROL S/W
SYSTEM SUPPORT S/W
SYSTEM DEVELOPMENT S/W
GENERAL PURPOSE S/W SPECIAL APPLICATION BASED S/W

System Software

System software performs the basic functions necgs® start and operate a
computer. It controls and monitors the variousvatéis and resources of a computer and makes
it easier and more efficient to use the computsmstedn software is classified into three
categories.

1. System control software (Programs that managermsystsources and functions)

2. System support software (Programs that suppomxkeution of various application)

3. System development software (programs those sydwralopers in designing and
developing information systems).

() System Control Software: System control includesgmms that monitor, control,
coordinate and manage the resources and functibres @computer system. The most
important system software is the operating systethRBMS.

(I) System Support Software: System support softwassfisvare that support or facilitates
the smooth and efficient operation of a computdreré are four major categories of
systems support software: Utility programs, languaganslators, database management
systems and performance statistics software.

(ll1) System Development Software: System developmenitv8ad helps system developers
design and build better system. An example is caerpided software engineering or
CASE a collection of programs that assist devepedeveloping information system.

Application Software

Application software cab be divided into two categs: general purpose software
and application dedicated software. Applicationwafe is designed to perform people-related
tasks such as payroll, inventory and sales analysisre are two type of application software:
general-purpose (designed for general applicattsich as payroll and so on) and special
Application Based Software.

39



1. General Purpose Software General purpose software is used to perform common
business applications such as word-processing gapdayroll [and accounting].

2. Special Application Based SoftwareThe second type of applications software is
special application —Based software which includpscialized, application designed for
every specific purpose. Such a program cannotyeasilmodified and adopted for other
application because it is designed to perform aiSpdask. (Educational related application.
Medical related application and Scientific applicaj

3. Hardware

Physical component of computer is called Hardw&eamples Monitor, Key-
Board, Mouse, Printer etc.

4. Firmware

A programs by which perform the predefined instiarctin machine memory
called firmware. Example ROM, PROM, EPROM etc. RONROM, EPROM

5. Humnware

The Human beings which is used the computer calledan ware:

6. Computer Languages

The functioning of computer is controlled by a #t instruction (called a
computer program). These instructions are writtetell the computer.

What operation to perform?
Where to locate data?
How to present results?
When to make certain decisions? And so on.
Communication between tow parties whether theynaaehines or human being
always needs a common language or terminology. ldhguage used in the communication
computer instructions in known as the programmamglage into this language. The computer

has its own language and any communication with dbmputer must be in its language
translated into this language.
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A language is a system of communication. We comoaiaito one ano | our ideas
and emotions by means of language. Similarly, a pder language ij a mean of
communication which is used to communicate betwaeguage machine (Computer). Using
some computer language a programmer cab still ceenpuhat he wants to do. Computer
languages divide in three parts;

1. Machine languages (low level languages)
2. Assembly (or symbolic) language and

3. High level languages

4. Machine Language

6.1 Machine Language

Computer are made of two-state electronic compeneiitich vu,, understand
only pulse and no-pulse (or ‘1’ and ‘0’) conditioriherefore, all instructions and data should
be written using binary codes 1 and 0.The binagecis called the machine code or machine
language.

Computer do not understand English, Hindi or Tariihey respond only to
machine language. Added to this, computers areidwttical in design. Therefore, each
computer has its own machine language. (However,stript, 1and O, is the same for all
computers.) This poses two problems for the user.

First, it is a traumatic experience to understamdl aamember the various
combinations of 1's and 0’s representing numberdata and instructions. Also (writing error —
free instructions is a slow process.

Secondly, since every machine has its own machinguage, the user cannot
communicate with other computer (if he does notvknts language). Imagine a Tamilian
making his first trip to Delhi. He would face ena@us obstacles as soon as he moved out for
shopping. A language brief would prevent him froomenunication.

6.2 Assembly Language

An assembly language uses numeric codes rathemilnaweric codes (as used in
machine language). For example, ADD or A is usedaasymbolic operation code to
represednmt addition and SUB or S is used for aatitm, Memory locations containing data
are given names such as TOTAL, MARKS, TIME, MONTtd.e

As the computer understands only machine-codeuictsbns, a program written in
assembly language must be translated into machmguhge before the program is executed.
This translation is done by a computer programrrefeto as an assembler.

The assembly language is again a machine- orielateguage and hence the
program has to be different for different machirBse programmer should remember machine
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characteristics when he prepares a program. Wréipgogram in assembly language is still a
show and tedious task.

These languages consist of a set of wards and dgrabd one can writ program
using these in conjunction wit certain rules likenglish’ language. These languages are
oriented toward the problem to be solved or prooesifor solution rather than mere computer
instructions. These are more user-centered tham#uhine-centered languages. They are better
known as high level languages.

The most important characteristic of a high lewiguage is that it is machine
independent and a program written a high leveluagg can be run on commuters of different
makes with little or no modification. The prograare to be translated into equivalent machine
machine- code instructions before actual implentents.

A program written in a high level language is knoasthe source program and
can be run on different machines using differeabdtations. The translated program is called
the object program. The major disadvantage of egkl language is that they extra time for
conversion and thus they are less efficient contpbanethe machine-code languages. Figure
(4.1) shows the system of implementing the threel$eof languages.

High-Lewvel
language Translator Sesembly
language

Source
Source

Program
Program

}

Mlachine computer Fesults
language

[ Data ]

FIG 4.1 Implementation of Program

Advantage of High Level Language

42



High Level Language offers many advantages ovemally and machine language.

1. High level language are easier to learn, as theyfamiliar English like terms and follow
arithmetic rules.

2. They are easier to write, correct and modify. Tisers need not to know the computer
architecture.

3. These languages are procedural and problem oriented

4. The programs are portable i.e. they are not maatependent.

5. Programs are simple and readable and much easieaiotenance compared to low level
languages.

1. ADA:

A high-level programming language developed inléte 1970’s and early 1980’s
for the UNITED State Defense Department .Ada wasgihed to be a general-purpose language
for everything from business application to rockgtidance systems. One of its principal
features is that is that it supports real- timeliappons.

2. BASIC:

Basic was first invented by professors J.G.Kememy &£. Kurtz of Dartmouth
College. New Hampshire. U.S.A. as a language fgirnmers and was implemented in 1964.
Since then. Basic has undergone many modificatimmd improvements and, now, many
versions of Basic are available. Recently and gitdms been made to standardize BASIC for
universal acceptance. Although BASIC stands foriB&g’s All-purpose Symbolic Instruction
Code, it is an extrdememly powerful and useful leagg.

SUMMARY OF COMMON HIGH LEVEL LANGUAGE

Year Language | Name Version Developed by Application | Latest
Derived from
1957 FORTRAN| Formula IBM Science FOR
TRAN 77
Translation Engineering
1958 ALGOL Algorithmic International Science
ALOGL 68 Language Group
Engineerin
1959 LISP List Processing| MIT, USA Artifical LISP 1.6
Intelligence
1960 APL A Programming IBM Science APLSV
Language Engineering
1961 COBOL Common Defense Dept. | Business Cobol 85
Business (USA)
Oriented
Language
1964 BASIC Beginner All Dartmouth Engineering
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Standard Basic Science
Purpose college Business
Symbolic Education
Instruction Code

1965 PL/1 Programming | IBM General ANSI
Language PL/1
Standard

1970 Pascal Blaise Pascal | Federal General | Standard
Institute of Pascal
Technolog

1972 PROLOG | Programming | Switzerland’s | Atrtificial Standard
In Logic University of Intelligence

PROLOC Marseille

1973 C Earlier LanguageBell Laboratory | General ANSI C
Called B

1975 Ada Augusta Ada | U.S. Defense General Ada
Byron

1983 C++ C Bajaarne OOP’s VC ++

Strostrup
1995 Java Oak Sun Microsystemternet Java 1.4

The Basic language was designed to be convershtigha from the start. This
can put the programmer or user into direct comnaitidn with the computer, usually through a
teletype terminal. In this interactive mode, therusab enter is program statements directly into
the computer memory and errors in the statemenitb@immediately displayed. Thus, the user
can correct his mistakes immediately.

While running the program, the programmer cab aslhe results at intermediate
points and check for the correctness of his proglagic without having to wait for the
computer to reach the end of the program.

3. FROTRAN:

It is an abbreviation for Formula Translation. BsMntroduced by IBM in 1957. It
is a very useful language or scientific and engingecomputations as it contains many
functions for complex mathematical operations.slaicompact programming language. Huge
libraries of engineerical operations. It is comppobgramming language. Huge libraries of
engineering and scientific programs written in FGRN are available to users. In 1977 the
American National Standards Institute (ANSI) pufid a standard for FORTRAN called
Fortran 77.50that all manufacturers could use #&mesform of the language. The latest version
is known as FORTRAN 90.

4. APL:
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It is an abbreviation for A programming Languadéhds been developed by IBM.
It is a very powerful language. It permits userslédine in structions. It contains a large larger
system. It can perform complex arithmetic logic igpens with a single command.

5. C. Language:

A high-level programming language developed bgnnis Ritchie and Brian
Kemighan at Bell Labs in the mid 197Although original destgihas a systems programming
language. C has proved to be a powerful and fleddohguage that can be used for a variety of
application From business programs to engineerthgs a particularly popular language for
personal computer programmers because it is relgtismall- it requires less memory than
other languages.

The first major program written in C was Unix opérg system and or many
years C was considered to be inextricably linkethwINIX. Now, however, C is a important
language independent of UNIX.

6. C++

A high-level programming language developed by Bjadtroustrup at Bell Labs.
C++ adds object-oriented features to its predecesso C++ is one of the most popular
programming language for graphical application,hs@as those that run in Windows and
Macintosh environments.

7. Prolog:

It is suitable language for developing programs Ivivocomplex logical
operations. It is used primarily for Artifical inligence applicatic. It was developed in France.
The Japanese have chosen this language as a ataude for their fifth generation computer
project. It is quite suitable handing large datalsasnd for producing rules-based on
mathematical logic.

8. LISP:

It stands for LIST Processing. This language wasldped 1J McCarthy in the
early 1970s. It is suitable for non-number operaionvolving logic operations. It is used
extensively in artificial intelligence and parttemcognition. "is also used in game playing,
theorem proving etc. it is capable for searchirapding and sorting long string or lists of text.

9. SNOBOL:

It stands for Sting Oriented Symbolic Language sTlanguage was developed by
a group led by Griswold in the mid 1960s. It camipalate string of characters and hence it is
used in text processing. It is capable of perfogmarious types of operations on stings of
characters such as combining stings, splitting@$rimatching strings, etc.

10. LOGO:
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It was developed by Seymour Paper and his colleaguMIT in the late 1960s. It
has also been popularized as a first educatiomajukzge that children can use to achieve
intellectual growth and problem-solving skills. L@Ghas graphics capability. Children can
easily use it to make drawings. They can draw sodord animate images. It runs on PCS. It is
used to compose music, manipulate text. Manage eata

11. APT:

It stands for Automatically Programmed Tooling.idt used in manufacturing
applications to control machine tools.

12. JAVA:

A high-level programming language developed by $licrosystems. Java was
originally called OAK, and was designed for handhédevices and setup boxes. Oak was
unsuccessful so in 1995 sun changed the name t aad modified the language in take
advantage of the burdening Would Wide Web.

Java is an object-oriented language similar to G3ut, simplified to eliminate
language features that cause common programmingsertava source code files) files with a
Java extension) are compiled into a format callge bod (files with i.e.” extension), which can
than be executed by a Java interpreter. Compiled dade; run on most computers because
Java interpreters and runtime environments, kn&vJava virtual Machines (VMSs), exist for
most operating systems, including UNIX, DVJ MacsttoOS, and Windows. Byte code can
also be converted directly into machine languag#&uctions by a just-in time complier (JIT)

/. Language Processor

As we known that computer and understand only nmechanguage or the low
level language, which is written in 0’'s and 1’'s Guuter cannot understand. The assembly
program and the high-level language program diye@&b in Order to run assembly language
program, we need translators, which convert thesgrams into machine codes. Program
written in assembly language or High level languagecalled the source program is called the
object program.

1. Assembler
Assembler is translator program that translateassembly language program into
machine language program. The assembler is a sygtegram, which is supplied by the

computer manufacture. It is written by the systeogpammers.

2. compilers
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a compiler is also a translating program that fedas the instructions of a high
level language into machine language. A compiler tanslate only those source programs,
which have been written in the language for whibh tomputer is meant. For example- a
COBOL program can be translated, only using COBOiler.

3. Interpreter

an interpreter is another type of translating Herel language into machine code.
The difference between compiler and Interpreterthah the complier converts whole high-level
language programs into machine language at a Buneinterpreters takes one statement of high
level language and translates in into a machine cetlich immediately exacted.

4. Linker and Loader

Machine code (object program) is created by assemiblcomplier. Languages
processors need to be loaded at appropriate phaiteeimemory for execution. The loader is a
system program by which perform desired functiohoafdling and links is also another type of
system program that perform the task of linkingasately compiled function together into one
program. Linker is an executable program.

8. Program Execution Modes

The execution of a program can be done in oneefdhowing modes depending
upon the computer system available and task.

1. Batch mode
2. On-line mode
3. Time-Sharing mode

8.1 Batch mode

in this mode, programs are presented to the systerpatches. The system
executes them one alter another. All the data requor a particular program are gathered and
supplier together with the program. Some applicaticsuch as payrolls, are processed in this
mode.

8.20n-line mode

in this mode, computer executes the program instmg as and when the data is
entered into the system. This requires two things.

() The program that is used to process the datald reside in the internal emory
continuously, and
(i) The computer system should be on-line
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This mode of operation is suitable for applicatiosisch as inventory control, air
line reservations, banking system, etc, wherertiresaictions are to be processed as soon as they
occur.

8.3Time Sharing Mode

The time-sharing mode refers to the use of a siogheputer system by many user
in turn. In this mode of operation, each user has @r more) A input/output device (called
terminal) connected to the computer. The most comiominal device is the visual display
unit (VDU). The user can enter his program and datais own terminal and get the processed
results either at his terminal or on a printer tisatonnected to the computer. Although many
users share the computer, a user feels that thputems attending to him all the time.

External Storage
e
Card
reader

CFPT

Plottet,

Cotmmuatication
Cintroller

1 Al

T ermirial

Fig 42 Time Shating Mode

9. Operating System

The software that manages the resources of a cempystem am schedules its
operation is called the operating system. The dpgraystem act as an interface between the
hardware and the user programs and facilities tkewgion of the programs.
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The principal functions of operating system include

(1) To control and coordinates of peripheral deviceshsas printers, display screen and disk
device

(2) To monitor the use of the machine’s resources.

(3) To help the application programs execute its imsions.

(4) To help the user develop programs.

(5) To deal with any faults that may occur in the cotepand inform the operator.

The operating system is usually available with thend manufactures and is
rarely developed in-house owing to its technicahptexity. Small computers are built from a
wide variety of micro- processor chips and useedght operating systems. Hence, an operating
system runs on one computer may not run on the.othe

The most popular operating system for an 8-bit apoocessor is CP/M (Control
Program for Microprocessors). It enjoys immense utemity and is offered by many
manufactures. It has, therefore, stimulated theeldgwment of an abundance of software
packages that are CP/M compatible.

Recently, with the introduction of 16/32-bit prosess, operating systems such as
MS-DOS, UNIX and CP/M-86 are becoming popular. Dperating system limits the variety
and nature of devices which can be attached tadhguter and kind of software which can be
supported.

10. Application of O.S
O.S. is a master program for all programs O.Sastfellowing functions.

() Process Management

A process is the unit of work in a system. Suckstesn consists of a collection of
process, some of which are o.s. process (thoseetieaute system code) and the rest of which
are user process (those. That executes user calliehese process can potentially execute
concurrently by multiplexing the CPU among themeTD.S. is responsible for the following
activities in connection with process management.

(i) Creating and deleting both user and system process.
(i) Suspending and resuming process.

(i) Providing mechanism for process synchronization.
(iv) Providing mechanism for process communication.
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(v) Providing mechanism for deadlock handling main.

(Il Memory Management

Main memory is a repository of quickly accessibbtadshared by the and I/O
devices. The O.S. is responsible for the followiagtivities in connect with Memory
Management.

() Keeping track of which parts of memory are curnertbing used and by
whom.

(i) Deciding which processes are to be loaded into mgrtben memory space
becomes available.

(iif) Allocating and deallocating memory space as needed.

(Ill) File Management

A File is a collection of related information dedih by its creator commonly fill
represent program 9both source and object forntgyata.

The O.S. is responsible for the following activates connection with file
management.

(i) Creating and deleting files.

(i) Creating and deleting directories.

(iif) Supporting primitives for manipulating file, andettories.
(iv) Mapping files onto secondary storage.

(v) Backing up files on stable (Nonvolatile) storagediae

(IV) 1/0 System Management

One of the purpose of an operating system is te thé peculiarities of specific
h/w devices from the user. For Example: in UNIX eTeculiarities of I/O devices are hidden
from the bulk of the O.S.

(V) Secondary Strong Management

Main memory to small to accommodate all data arab@ms, and because the
data that it holds when power is lost the compsiatem must provide secondary storage to
back up main memory. The O.S. is responsible ferfthllowing activities in connection with
disk management.

() Free space management
(i) Storage allocation.
(i) Disk scheduling
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(V) Protection

O.S. also provide security to data protection iagselensuring that all access to
system resources is controlled. Security of thaesysfrom outsiders is also important such
security starts with each user having to authetgtibam self or herself to the system usually by
means of a password. To be allowed access to sbenees.

(VII) Communication

O.S. provide the facility of communication in whiohe process need to exchange
information with another process there are tow waysuch communication : first take place
between processing execution o same Computer systdma second take place between
network.

(V1) Error Detection
The O.S. system constantly needs to be aware sflesrror. Errors may occur

in the CPU and memory H/w such as power failurenemory error). In I/O devices or in the
user program.

(IX) Resource Allocation
when there are multiple user or multiple jobs ragnat the same time resources
must be allocation to each of them. Many differtgpies of resources are managed by the O.S.

some such as CPU cycles, main memory, and fileegéomay have special allocation code.
Where as others such as I/0 devices may have maoh general request and release code.

11. Types of O.S.0.S

The type of Operating System.

1. Batch O.S.

2. Multiprogramming

3. Network O.S.

4. distributed O.S.
() Batch O.S

A Batch Operating System work as per their nameEaécution performs in
batch mode. The process of job execution is calebling (Simultaneous Peripheral Operation
On Line). In spooling, the system accepts jobs@ades them in a queue to wait execution. All
jobs are placed in a queue on a disk unit. ThelBjalz may be executed on a serial basis as per
the priority decided by the operating system.
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(I)  Multiprogramming O.S.

Multiprogramming Operating System called concurnerdcessing O.S. it is the
capability of CPU to execute to are more prograorearrently. This two or more programs are
stored concurrently in primary storage and CPU rmo¥om one program to another and
execute them patrtially in turn.

Multiprogramming O.S. compared to batch O.S. aildyfasophisticated. This
operating system is sophisticated as compare th logterating system Multiprogramming has a
significant potential for improving system througl@nd resource utilization with very minor
differences.

Different forms of multiprogramming O.S. are :

1 Multi Tasking O.S.
2 Multi Processor O.S.
3 Multi- User O.S.

(1) Multi Tasking O.S

It is allows running one of the many programs staremain memory using the
CPU without in any way. The disturbing the indivédipprograms. Since the human response as
user of computer is much slower than the speedmipater. This O.S. in CPU give the feeding
that it is running many program on same time.

It is thus to allow a user to run more than onggpaom concurrently MS Windows
(any version) and IBM’s OS/2 are such system. Examapa function while editing a document
in the foreground a printing job can be given ia Background. The status of each program can
be seen on the screen by partitioning it into a lmemof windows. The progress of program can
be viewed in the window of each.

|-l

Running Editing Tob

o

Running Editing Tob

Start |
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Fig. Multi Tasking
(2) Multi Processor O.S.

In a multiprocessor 0.s many processor are coattolbby one o.s. The
multiprocessing capabilities are used in highlyhssiicated and advanced computer system
where there are more than one CPU to executeyt@sadliusive Process at the same time. This is
not same as normal multiprogramming where one CPthared by several programs. It give
more improve through put.

Example — Multiprocessor operation can be foundame advanced PC’s and in
real time system.

Memory

CPU 1 CPU 2 CPU 3 CPUN

Fig. A Multiprocessing System

(3) Multi-User System

It is allow many users to work on the same compatethe same time using
different terminals. Although frequently referreslmultiprogramming, multiu.v. systems do not
imply multiprogramming or multi tasking. Multi-users. minimizes the idle time of a computer
terminal available to him. He can inti ate a progrfaom his terminal and interact with it during
its execution. ‘He has complex access to computessurces.

The Operating system of the computer assigns eaeh a portion of primary
memory and divides the computers time among tHerdifit users. The Computer does a small
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amount of job for one user, and then does a smadluat of job for the next user and so forth.
Since the computer operates so quickly, each esés that the system is working for him alone.

User's

o oK _ (=L _]

Master File

Main Computer
Fio, 4 5 : Examples of Railway Reservation

Fig. A Multiprocessing System

Examples: UNIX is a multi-user, multi programmeithe¢-shared o.s. in individual
users 0 UNIX can execute several processes aathe ime. A dedicated transition processing
system such as railway reservation system like cadeelil system that supports hundred of
terminal under control of single program is an egknof multi-user Operating System

(1l1) Network O.S.

A Network o.s. is a collection of S/W and assodgbeotocols that allow a set of
autonomous computer. Which are interconnected bypater network to be used together in a
convenient and cost effective manner? In netwoek the users are aware of existence of

multiple computers and can long in to remote mazhiand cop files from. One machine to
another machine.

(IV) Distributed O.S.

A distributed o.s. is one these looks to its. Ukeran ordinary centralized o.s. but
runs on multiple independent C.P.U In other wordseruviews the system as virtual
unprocessed. But not as a collection of distinctim@es. In a true distributed system, users are
not aware of where their programs are being runkare their files are residing.

12. Example of Operating System
() MVS (0S/360)
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0S/360 was mainly designee for mainframe compuigrlBM in 1966 and as a
family of computers and spanning the complete range small business machines to large
scientific computers and spanning the complete eangm small business machines to large
scientific machines only one set of s/w would bedwez for these system which all used. The
same operating system. This arrangement was supposeduce the maintenance. Problems
for IBM and to allow users to move program and agapion freely form one IBM system to
another. Unfortunately, OS/360 tried to be all ¢jsirffor all people. As a result it did none of its
tasks. Especially well.

(i)  Unix

Unix operating system designed by at & T bell labories (USA) in 1969. It is
multi-user, multitasking-operating system i.e. npkt uses computer Il operates
simultaneously and they may have different tasis. thachined independent operating system.

The Unix has as following uniqueness features:

Multitasking capability.

Multi-user capability.

Portability.

Unix Programs.

Library of application S/W

Unix has following main components

1. Kernel 2. Shell &ols and application

Fig. Unix Operating System
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1. The Kernel, which schedules task and manages storag

2. The Shell, which connects and interprets user'smamus, call programs from multi-user
and executes them.

3. the tools and application that offer additionaldtionality to the operating system.
(i)  Linux

Linux is a marden free operating system based ol Wtandard. It has been
designed to run efficiently and reliably on comnf@ H/W. it also run on a variety of other
platforms. It provides programming interface angjéa interface compatible with standard Unix
system. And can run large number protection betvpgeoesses and running multiple processes
according to a time sharing scheduler.

Components of Linux system are as follows —

1. Kernel

2. System Libraries.

3. System Utilities.
(iv) Kernel

The Kernel is responsible for maintaining all timepDortant abstraction of the
operating system, including such things as virtnemory and process.

(v) System Libraries
The System libraries define a standard set of fonstthrough which applications

can interact with the Kernel, and that implementimaf the operating system functionality that
does not need the full privileges of kernel coed.

(vi) System Utilities

The System utilities are program that perform irdlial, specialized management
tasks. Some system utilities may be invoked jusedo initialize and configure some aspect of
the system others known as demons in UNIX termigylmay run permanently, handling such
tasks as responding to incoming network connedmepting logon requests from terminals or
updating log files.

(vii) Windows 98
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Windows 98 is a truly easy graphical interface tinakes. It dramatically simpler
to use Your PC. You can install modems, CDROM, Bsivand other peripherals. It is a
multitasking operating system i.e. you can opentiplal S/W at time. It ca run your current ms-
dos. Based program in a more stable environmeist &lso offer enhance multimedia more
powerful mobile features and integr4ated and sessmetworking.

(viii) Mach O.S.

The Mach operating system traces its ancestry e dccent operating system
developed at Carnegie Mellon university CMU in 198&ch’s communication system and
philosophy an driven from accent but many othenificant portion of the system (for example
the virtual memory system, task and thread managgmere developed from scratch mach o.s
id graphic oriented mouse oriented user interfaadarpersonal computing much friendlier and
or more convenient

The mach operating system was designed with thewimlg three critical goals in
mind:

1. Emulate 4.3 bsd Unix so that the executable filesfcan run correcting under
mach.

2. Be a modem operating system. That support many memaodels and parallel
and distributed computing.

3. Have a kernel that is simpler and easier to mattiéyn 4.3 BSD.
(ix) MS-DOS(Microsoft Disk Operating System)

MS-DOS (Microsoft Disk Operating System) Developbg the Microsoft
computer using by 8086/8088 INTEL processor fospeal computer.

DOS provide the method to store information, agian/system Program and
coordinate the computer system. DOS instruct toprder how to read data which is store in
your disk. It is also locate the information onkdis memory and control the other devices.

The previous version of DOS much simple. Slowlyadlo the new version
become complex. These DOS is 16-bit operating Bysté doesn’t support multiuser or
multitasking.

(x) Windows NT/2000

Microsoft designed windows 2000 to be an extensietable operating system
windows 2000 supports multiple operating environtnand symmetric. Multiprocessing.
Enable windows 2000 to support a wide variety opliaation environment for instance
windows 2000 can run proOgram complied for ms-das 1% windows 95. It provides virtual
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memory interpreted cashing and preempting schegluwmdows 2000 supports a security
model stronger then those of previous Microsoftrafieg system and includes inter unitizations
features. Windows 2000 run on wide variety of cotem) so user can choose and upgrade H/W
to match, their budgets and performance requiregmvitiiout needing to alter the application

that they run.
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COMPUTER EDUCATION & TRAINING

The world of information is expending its India, iath needs expert professionals
to run over the industry. Computer Technology hesated a whole new word of career
opportunities for the young, experienced and guealipersons. Today millions of arts, science
& commerce graduates are unemployed in our coubsgause they lack computer &
professional knowledge.

1. Career on the computer

Since the industry or any organization needs peoyhe® are qualified and
experienced in distinct skills of computers. Todlag computer industry is one the largest and
the most successful industry in the word. So in ganmes and organization. Jobs are available
that use hardware and s/w products. If any young&@ts to make career in the computer field
there are many governments and private institub@ing long term and short term computer
courses for h/w and s/w in minimum charges. Thengster can get education from institutes an
can get job in companies.

2. Business & industry

Today computer is essential part as a e-commeroeardbusiness. It is difficult to
imagine how business could operate without comp@er economy depends on information
and it is based on the availability of data. E-came strategies allow business to leverage
electronic alliances to speed the delivery of potsland services the market companies set up
electronic linkage to work more closely with theuppliers and save millions of dollars in
inventory and distribution costs.

3. Education & Training

The computer is being increasing used as resourdesching and learning at all
levels of education. Instruction material can bepared and stored within the computer system
in the from of program. Which are carefully struett to teach specific lessons. A programme
can be used by many students, thus freeing thageac time on the development of personal
skills.

The computer programs can be designed to teachpdeticular skills and
knowledge and them to direct the student to thet hearning phase depending on the
individuals results. This may mean one step forwaard several steps back to repeat previous
lesson. The managed system also records all remultsprovides up-date information for the
teacher on each student’s progress.

The advent of multimedia which results from intdigna on synergy of several
types of information such as graphics, animatidmtpgraph, music speech video on single
computer has a profound impact on computer edutatiois able to simulate a classroom
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environment in a natural way on a computer scradarge number of tutoring package is being
developed in this environment to help student leew topics without any help from teachers.

Many driving training institute giving driving tnaing in simulate environment



COMPUTER VIRUSES

1. Introduction

Virus is defined as a program inserted into anothtegets activated by its host
program. It replicates itself and spreads to othiesugh floppy transfer. A virus infected data
or program every time the user runs the infectexyyam and the virus takes advantages and
replicates itself.

Two type of viruses have been identified. They @arasitic’ and ‘boot’ virus.
|. Parasitic virus

Parasitic virus attaches itself to other programd & activate when the host
program is executed. It tries to get attached toemmograms so that chances’ of getting
activated is more. It spreads to other computerenwthe affected’ programs are copied.
Jerusalem and Data crime are considered as panasitses.

Il. Boot virus

Boot virus is designed to enter the boot sector dfoppy disc. It works by
replacing the first sector on the disc with pariteélf. It hides the rest of itself elsewhere ba t
disc, with a copy of the first sector. The viruslamded by the built-in program when the
machine is machine is switched on. The virus loausalls, hides the rest of itself and then
loads the original. On a hard disc, virus can ogdD@S boot-sector or master boot sector. :

2. Some Known Viruses

|. C-Brain

Amjad and Basit, two Pakistani brothers, develofes software in January 1986
to discourage people from buying, illegal softwatethrowaway prices. This was the most
famous virus ever found and has a record of dargaigw millions of personal computers this
is designed to stayin the boot sector of the distear zero sector. The virus enters the machine
memory once the PC is booted with the infected®op

lI. Macmag
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This virus attacked Apple Macintosh computers oot much damage is
reported because of this virus. This was not ndtae any IBM or compatible PCs. It displayed
a message of peace on the monitor and killed itstdfe-data is not available on this virus.

[l. Scores

This virus also was found only on Apple Macintosimputers. This virus was
first found in March 1987. it affected mainly twoograms within Electronic Data System Corp.
Not much data is available on this virus also.

V. Cascade

Cascade virus attacked IBM PCs and compatibles.l&tters on the screen could
be seen dropping vertically down to the bottom afesn after the virus picked them of in
alphabetical order. This is a sort of parasitiausirlt attaches itself to other programs and gets
activated when the host program is executed it ggpsed to other PCs when the programs are
copied.

V. Jerusalem

Found in 1987 at Hebrew University, Jerusalem, thrsis was designed to
activate only on Friday, January 13 and deletéhatfiles executed on that day. This infects
COM and EXE files. This is similar to Cascade vimighat it is parasitic in nature. This virus
attaches itself to COM and EXE files to damagedéi.

VI. Data crime or Columbus or October the 13th virus

Data crime virus is similar to Jerusalem and wag@mmed to attack on October
13, 1989. Track zero of computer hard disc is dgstt and the contents of discs are rendered
unreadable. This virus enters COM and EXE files dathages the hard disc. And antidote
called 'V Checker’ was developed by the Americanmpater Society. Fortunately the virus
was located in March 1989 itself and the damagerteg after October 13 was minimal. The
Royal National institute for the Blind, UK was therst hit and much data was reported to be
lost.

VIl. Patch Exe

It is similar to Patch COM virus but affects onlXE files. This attacks both
COM and EXE files.

VIIl. PC Stoned or Marijuana

This virus was found in Bangalore during OctobeB4.9It resides in the boot
sector of infected floppy. When the PC is bootedufgh the infected floppy, the virus enters the
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hard disc and some sectors allocation tables (F#&&)damaged. Whenever the PC is booted
from the hard disc as usual the virus copies itmelfo boot sector of the floppy diskette in drive
A and spreads to other PCs. This virus will noeette hard disc unless it is booted through the
infected floppy disc.

IX. Bomb

This is also known as ‘Logic Bomb’ and Time BomBh event triggered routine
in a program that causes program to crash is defagea “bomb’. Generally, ‘bomb’ is a
Software inserted in a program by a person workingbmpany. Any frustrated programme can
create a program to delete all the company filéeifjets an indication that | may be sacked or
transferred else where

X. Bell Labs Virus

A compiler program which translates a programmaer&ructions into numbers
that a computer can read had been altered sotteatbedded a hidden “trapdoor” each time it
created a new version of the operating system. tfd@door altered the systems so that, in
addition to normal users’ password, it would reangra secret password known only to one
person. The instructions never showed up the pnodisiing — they were undetectable through
normal means. The Virus never escaped Bell Labs.

3. Worms

Worm is a self-propagating program that workshtetigh a system, often causing
damage. It does not require a host program toatetiv. Someone has to insert a worm directly
into network of interconnected computers where agss can be sent from one to anther and
data files and programs exchanged. An exampleliga area network where each computer
has its own files, programs operating systems aind discs.

(i) Xerox PARC Worm
In 1980, John Shock at the Xerox Palo Alto Rese&@ehtre (PARC) devised a

worm wriggled through large computer systems, logkior machines that were not being used
and harnessing them to help a large problem. Thhenweould take over an entire system.

(i)  Existential Worm

A worm whose sole purpose is to stay alive. It ranssubstantive application
program. The Co Monster Worm at MIT was one suthight display a screen message such
as: “I'’'m a worm, kill me if you can!”

(i) Alarm Clock Worm
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A worm that reaches out through the network to@gaing terminal me equipped
with mode, and places wake-up calls to a list efrsis

(iv) Gladiator Worms

Bill Buckley and James Mouser developed Core Wah&re the object is to write
a worm program that can replicate itself fastenthaother worm program can eat it. The one
alive at the end wins. Some of the win programsehawchromosome consisting of only four
lines of code. Longer genes can’t execute as fashart ones, so | tend to get weeded out.

4. Worm Watcher

A special program which automatically takes stepbnit the size of a worm, or
shut it down if it grows beyond a certain limit. &kworm watcher also maintains a running log
recording changes in the state of individed segmérttis information can be used to analyze
what might have gone wrong with a worm.

5. Antidotes

It is generally observed that most of the virusgsch themselves mainly to either
COM or EXE files or Instruction are given to allems not to copy-in or copy-out COM and
EXE files. All the original COM and EXE files it beept on a write-protected floppy as back-
up, whenever these files are required to be coglesly should be copied from this write-
protected floppy.

A program called “Antidote” is available to chedketinfected COM and EXE
files. This program checks only viruses and cahmodte boot virus. Hence it is required to run
both the programs for- a complete checkup.

Precaution must be taken by all users at a sitejusbbe a handful of users. One
person’s carelessness can enough to infect areesmivironment. None of these precautions
guarantees safety from viruses, but increased aasewill make a site less likely to suffer.

When product-tampering problems threatened consuraerthe retail level in
Australia. Drug manufactures there redesigned tparckaging to make it easier to detect
tampered products. Manufacturers could not guagathat no one would tamper with the
product just that it would easier to detect tanmgeri

In a similar manner, the software industry shouéd dxpected to toughen its
packaging an to incorporate methods into softwaaayrcts that will help identify but not
prevent tampering while these techniques will raEntify every possible virus assault, they
could add an extra level of protection.
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For example, a checksum-oriented technique couldnberporated into each
software company’s application. At stat-up, or péically during a program’s execution the
application could compare the consistency of thek dinage of the company’s program with
some known value to determine if the image had peetedly been modified. It an image was
discovered to be inconsistent, an error/ warringsage could be printed to alert the user.

Although the odds of being infected by a computarsvare small, the effects are

enormous. Common-sense procedures and precautiomsbined with some logical
programming techniques, can help secure a site tina@rype of threat.

6. Some Hints

1. Never allow floppy discs brought from outside yamampany to be used directly on PC
without checking the floppy for virus presence. STimcludes service engineers and their
floppy discs for maintenance.

2. Keep all original EXE and COM files in a write-peated floppy.

3. If COM and EXE files are required to be copied ahgve, copy only from write-protected
original floppy.

4. In case the system is ‘hanging’ (or floating), teason could be virus. Check for virus.

5. Avoid playing computer games on a computer wherpomant data is stored as it is
generally noticed that virus spreads faster thayaghe floppies.

6. Check sector information as a routine by modifylWgTOEXEC. BAT and using virus
check programs.

7. If virus if found on a PC, isolate it, identify amdmove the virus. Only then should the PC
be put in to use again.

Finally, the virus deletes the directory informatidhere by destroying any link

between the computer and the data on the diskhi&tdtage, there is almost no chance of
retrieving the data in its original form.
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WINDOWS

1.INTRODUCTION TO WINDOWS

Windows is software tools which help to do our kveasily. It is easy to learn.
Windows is a link between Dos and us, which prowids the faculty to do all the work of DOS
without exercising in DOS. Windows is also knowrgaaphical user interface (GUI).

Windows is made by Microsoft Company. That is whisicalled Ms- win-down
windows control ass the work of computer simply affdctively. To do any work in previously
popular operating system Dos, the commands of @dle written, they had to be kept in mind
but windows has make it easier, whatever work rfopeed.

Windows is an operating system for PC’s. Windowss98ne of the most popular
versions of it. Which is manufactured by MicrosGfimpany of America in 19857 it is a single
user multitasking operating system. It can do kessnand personal job both in very efficient
way. Windows 98 is another version of windows.His tsection we will discuss about windows-
XP.

Actually windows are the result of research work GL (Graphical User
Interface). Xerox Corporation did this research kvafter 1980. the first computer, which was
developed by this corporation, is Xerox Star, bull @as popular when Apple computers made
Macintosh computer.

The developments of Windows in different yearsaaéollows.

S. No. Name of Version Year Main Features

1. Windows 1. 198t GUI based Window

2. Windows 1. 1987 Overlapping Windows

3. Windows 2.10 1987 Virtual Machine

4, Windows 3. 199( Program manager/file Mana

5. Windows 3.1 1992 Multimedia and Networking

6. Windows 3.11 1993 32 Bit Networking

7. Windows 95 1995 32 Bit Operating System

8. Windows 9¢ 199¢ Internet Facilit

9. Windows Millennium 200( Multimedia and Networkint

10. Windows XP 2001 Multimedia and Networking
Features
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Following are features of Windows-XP

1) Developed Interface.

2) Long File Name.

3) Windows Explorer.

4) Games and Multimedia facility.

5) Similarity with the previous program.
6) Easy Postal Service.

7) 32-bit Multitasking.

8) Plug and hardware similarity.

9) Network Facility.

2.STARTING OF WINDOWS-XP

1. Switch on your Computer
2. After loading the system file, computer load thendéws- XP operating
System

Mew Folder TURBOC++

'4 start T Wesw - Mierosaft Ware suphiva i unkitled - Paink

Fig

BASIC OF WINDOWS-XP

l. ICON
II. DESKTOP
[ll. TASKBAR

l. ICON
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Icons are small graphical images that can repregemtcomputer’'s Programs,

files, folders and amongst other things. Folder ahdrtcut is type of ICON. The Folder is a
work as directory and shortcut work to execute ghegram. To activate an icon you double
click (two click in quick work succession) on ittwithe left mouse button, this will activate the
icon and either start a program or open a file#old he icons on your desktop can be renamed
by right clicking on them and selecting rename,ilgirty they can be deleted by right clicking
on and selecting delete. You can easily create youm icons for your favorite programs,
folders, etc.

3.CREATE A DESKTOP SHORTCUT

Desktop shortcuts allow to accessing a programkfuiand easily by simply
double clicking on the icon the desktop, creathmgn for programs.

First of all you have to find the programs you wamtreate the shortcut. On the
start menu (for the benefit of this example we going to create a shortcut for internet
Explorer), to do this click on the start buttonybothe mouse pointer over programs and then
navigate to the program you want (in his exampierimet Ex-plorer),

@ Sekt Program &ccess and Defaults
B2 wWindows Catalog
'h ‘Windows pdate

@ Windows Media Plays i@ Accessories ¥
i@ Games 4

i Windows Messenger | 'f_j Startup »

. &8 Internet Explorer

@ Tour \Windaws 5P w Msy

T
" Files and Settings Traf| &) ©utlook Express

" ;
Wizard . Remote Assistance

1.g Paint & windows Media Player
ﬂ Windows Messenger
all programs. B _ L Windows Movie Maker

i2 start [\ unitled - Paint Pl e roicer

Fiy

Right Click on the program and hold down the mouse buttorg tita mouse
over to the desktop (as shown above) and thenglefof mouse button. Next you will get
shortcut on desktop.
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Fi)
Other method to create shortcut on desktop

Right-click on the desktop. The contest menu wilbear.
1. Click on New submenu will appear.

2. Click on Shortcut. The Create Shortcut menu appears

3. Type in the location and name of the item to whycdu want to create a
shortcut.

4. Click on Next. A dialog box will appear

5. Accept the default name or type in a new namek@icFinish.

Arrange Icons By #
Refresh

Paste

5 Folder

Properties m  hortout

ﬁ Briefrase

,j Bitmap Image

Wordpad Document

Rich Text Document

I?l Text Document

@_‘;'] Wave Sound

%] Compressed (zipped) Folder

Fig
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Create Shortcut

This wizard helps vou to create shortcuts to local or
network programs, Files, Folders, computers, or Internek
addresses,

Type the location of the item:
|| | [ Browse, .. ]

Click Mext to continue.,

Zancel

Fig. 5

Browse For Folder

Seleck the target of the shorktcuk belaws:

S Local Disk (D) R
S Local Disk (E: )

S Local Disk (F:)

IC) Shared Documents

= =Y shared Music

0 H

= I Sample Music
&%) Becsthoven's Svmphony Mo, 2
&%) Mewe Stories (Highweayw Blues)

W -
< >
[ FMaks Mewvs Folder ] [ L] 4 ] [ Cancel ]
Fig. 6
Create Shortcut E|

This wizard helps wou to create shorbcuts o local or
nekwark, programs, files, Folders, computers, or Internet
addresses,

Type the location of the ikem:

ocumenksiiy Musiciiy Plavlisks | [ Browwse, ..

Click Mext bo conkinue,

[ Mext = ] [ Cancel
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Select a Tille far 1he Program |E
Twpe = n=ame For this shorto_k:
v Plrdiszs |
Zlic< Firish bo create £ saorocut,
= 3=k " Firich | [ CanzH ]

Fig. 8

Fig. 9

4. CREATE A DESKTOP FOLDER

Right-click on the desktop. The context menu wplpeaar.

I. Click on folder icon of program will appear.
Il. Accept the default name or type in a new name
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1) Desktop
The vertical screen of windows XP is called Desktop

When we switch on CPU power, then booting procésemputer is started. After
completing of booting process the loading of window started. At the end screen will be
appear, called Desktop. There are many objectshenliesktop. Only useful objects are
appearing on the Desktop. There are many objeetdvyr Computer Recycle Bin, My network
places, task Bare Start Menu, Files and Foldersrtalits. These objects are shows on the
Desktop with the help of small pictures. The narhthat objects is given below the picture it is
called icon of object. If necessary, then otheeots can be put on the Desktop.

5. SOME PERMANENT ICON OF THE DESKTOP

My Computer

My Document
Internet Explorer
My Network Places
Recycle Bin

arwONPE

My Computer

This is standard icon and is very useful, it giyes access to your computer’s
disk drives as well as your printer setting and Wiedows XP control Panel. The Computer
icon provides access to the resources on your ctampu

File Edit Wiew Favortes Tools  Help

) 5a ) - F | Psend (e | [

Address | § My Computer ~| B so

| System Tasks

View system information J Shared Documents J lavha's Documents
Zh Add or remave programs L
3 Changs 5 setting

1| Hard pisk prives

@ Local Disk (C) w Locsl Disk (0%)

h.) Py Nebwork Places
(5] My Documents

) shered Documents | Devices with Removable Storage
3 ConteolPanel

- ’ Iﬂ 244 Floppy (At} Vers.5 (E:)
[ S “-4? CD-RON
Details % IR

My Computer
System Folder

Fip
BASIC COMPUTER OF MY COMPUTER
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FLOPPY DISK

C DRIVE

CD- ROM DRIVE
CONTROL PANEL
PRINTERS

alrownNpE

« FLOPPY DISK: This icon display that the floppy disk installed
« C DRIVE: This icon display partition of Hard disk
« CD-ROM DRIVE: This icon display of CD-ROM if installed

« CONTROL PANEL: By this icon we can change setting o computer.

B Control Panel E'@
L3

File Edit View Favorites Tools Help

‘JC‘:( ‘;) '3 )_)Sear:h i‘:' Folders -

aderess | Cortral Panel
ctd ¥ D p 85 § 2

Accessibility  Add Hardware dd or Administrative Adobe Gamma  Automatic  Date and Time
g- Switch to Category Wiew Options Remov Tools Updates

V|Gﬂ

ﬂ" Control Panel

i

SR RN R
See Also § L"J Jj ;
Display  Folder Options Fonts Game Inkel(R) Internet Keyboard
“ Windows Lipdate Controllers Extrem... Options
(7)) Help and Support T iy “ 3 o 3
< o e Y » W @
Mail Mause Metwork  Metwork Setup Phone and  Power Options  Printers and
Cannections Wizard Modern ... Faxes
5 7 . 4
o ©)
e 2 2 9 B 9 g
Regional and  Scanners and  Scheduled Security Sound Effect Sounds and Speech
Language ... Cameras Tasks Center Manager  Audio Devices
A8 e <
System Taskbar and User Accounts  Windows Wireless
Start Menu Firewall  Network Set...
&) 2z

My Documents

The My Documents icon links to a standard foldeiclwhWwindows XP uses to
store your documents, by default Windows XP willessany documents you create in this

folder.
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% My Documents

File Edit Yiew Favorites Tooks Help

\_) I-I j‘:) Search h" Fulders v
Address |D My Documents v ‘ Go

e

File and Folder Tasks & IJ Corel User Files | = Py Music
|

2 Make arew folder
@ Publish this folder to the
el

T

e .
J My Pictures /[ My Videos
I

&l Share this folder

Other Places

(@ Desktop
() Shared Docurments
i My Computar

&3 My Netwark Places

Details

FIp

Internet Explorer
The Internet Explorer icon launches the interngbl&er browser. This icon is a
shortcut to Microsoft’s Internet Explorer programternet Explorer is used to view web pages
on the internet.

3 Cannot find server - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help ,#
= = ; = :

O O [ @G P derme @3- B ELE B

Ackdress [{&] httpfjwww.microsoft. comfisapijredr. dizprd=ieapyer—6aar=msnhome v B ks

R

@ The page cannot be displayed

The page you are looking for is currently unavailable, The Web
site might be experiencing technical difficulties, or you may need
to adjust your browser settings.

Please try the following:

# Click the [ Refresh button, or try again later.

# If you typed the page address in the Address bar, make
sure that it is spelled correctly.
To check your connection settings, click the Tools menu, .|
and then click Internet Options. On the Connections
tab, click Settings. The settings should match those
provided by vour local ares network (LAN) administrator or
Internet service provider (ISP},
See if your Internet connection settings are being detected.
You can set Microsoft Windows to examine your network
and autornatically discover network connection settings {if
your network administrator has enabled this setting),

1. Click the Tools menu, and then click Internet

Options.
2. Onthe Connections tab, click LAN Settings. |

@ Done e Internet
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My Network Places

The My Network Places Icon points to a folder thantains links to any other
computers that are in your workgroup (If you arerkirmy on network, my Network places
display all of the computer on the network).

"2 My Network Places
File  Edit Wiew Favorites Tools Help

Qe - @ - | P [ rokders | [T~
ress | My Metwork Places v| Go

O
(=
g

B My Network ..

ity
Recycle Bin

When you delete a file, Window XP will lace theefihto the recycle bin instead
of deleting it altogether, the allows you to resttine in case you deleted it by mistake. For
example say you deleted a file by accident youdalitk on by mistake. Bin icon to see its
contents, and then restore the file back to wheredeleted it form by right clicking on it and
then selecting restore. Some files are to big tetbeed in the recycle bin, Windows XP gives
Warning if you delete a file form recycle bin tlzainnot be restored.

® Recycle Bin HEES

¥ e

File Edt Wiew Favorites Tools Help 7
Do - @ - (| PO [ roders | [T~

v B

fddress | 2 Recycle Bin

| Other Places

[} peskiop

[Z) My Documerts

i My Computer
& My Hetwork Places

i 4 er  +| ‘A Cannat find server - ... &) z40aM
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Fip
6. THE TASKBAR OVERVIEW

Task Bar: The bottom strip of Desktop is calledKbas. “Start” menu and other
buttons are available, on the Taskbar such as &resktop, Launch Internet Explorer Browser,
Launch Outlook Explorer, Anti Virus, Sound Effedtplume, Clock etc. when we Start any
Program or open any Windows, a button related ab\Windows will be appear on the Taskbar.
We can reach immediately on all started prograntis tie help of Taskbar.

Fikp
The Task Bar has following option are:

(i) Start Button: This button is used to open start menu.

(i) Quick Launch Bar: You can add icons to this area and it provideskgaccess
to programs or documents even when the desktopt igisible.

(i) Windows Tabs: These are used to switch between any open programs
Documents, etc. In our example we have two windopesn (word and excel). To
change form one windows to another simply clicktba corresponding windows
tab clicking a second time on the same tab willimire the window.

(iv) System Tray: The system tray displays icons for programs &natloaded into
memory. (For Example — The volume control, Date @imae icon).

7. THE START BUTTON

The start button is a very important part of windoMP clicking it open what is
called the start menu; this is used to access gamgrams. See the figure give below.
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Internet Explorar

é Internet —Jr My Documents

i | b My Recent Documents  *
W5 E-mail
Outlook Express & .
.__) My Pictures
b i
MSH ___f My Music

5! My Computer

Windows Media Player
. Eﬁ Control Pane!
_,.ﬁ Windows Messenger

Sek Program Access and

Defaults:
I'@ TR RS F j:._é Frinters and Faxes
4| Files and Settings Transfer "
Wizard 9) Help and Support
w Paink ’J Search
7 Rur...

all Programs D

@| Log Off |6| Turn OFF Computer

‘4 start

Fiy/
Turn off computer:
It you select the Turn off option form the startmaeyou will be presented with a
dialogue box similar to that shown in Figure belsva summary of what each option with
achieve:

Stand By

Cancel

(A) Stand by: This will put the PC into stand by mode (if avali basically
it will power down components like the monitor amatd drive to preserve energy.
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(B) Turn off: Turn off the PC always use this option to turnyaftir PC.
(C) Restart: This will restart the Computer.

(D) Restart in MS-DOS Mode: This will cause the PC to restart in the Ms-
DOS Environment

The Search Menu:

If you click over your mouse over the search optimu will see a submenu
similar to that in Figure below is a descriptioneaich option.

B Search Results [HEE]
File Edt View Favortes Tools Help 7]
O c= >R |p Search ‘i;_j Foiders | [137]~

Address | ] search Results v B

Search Companion X Mame In Folder Size  Type De

Ter stark your search, follow the instructions in the left pane.
=

Search by any or all of the
criteria below.

Al or part of the file name:

A word or phrase in the file:

The Setting Menu

The use of setting menu for the setting of the CANBL PANEL, PRINTER &
FAXES, TASKBAR AND START MENU NETWORK CONNECTIONS.

Internet
Internet Explorer

w5 E-miail
M outlook Express

B’ Conkrol Parnel

i wWindows Messenger
Sek Program Access and
= Defaults
@ Touk Windows:xp = ;ﬂ Frinters and Faxes
p | Files and Settings Transfer
YWizard

‘g Paint

&ll Programs b

4 kgdfh - Paint i untitled - Paint

72 start
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FRD
Control Panel: The control panel is used to configure Windows XP.
Printers & Faxes: Used to add and configure printers & faxes.
Taskbar & Start Menu: Here you customize your taskbar & start menu.
Network Connection: Used to add and configure network connections

8. THE PROGRAMS MENU

The programs menu show the contain which you ihstaload the software in
your computer. Which is display following type.Which you can click by mouse and open that
software.

) Accessories
Jj Fames
) Micrasaft Office
@ Tlr?tt;rrm:r':f;rt-!c-rer E;J AR
- I Videol AN
| g“ .EIH.LT!” Offics Ot () Winamp
, “& SOFREE MP3s from eMusic!
@ Microsaft Office Wor Eﬂ #dobe ImageReady 7.0
[} @ Adobe Photoshop 7.0
Vi Paint £ Tnternet Explorer
W

- - - - - -

| CorelDRAW ¥4
: ﬁ;} Outlook Express

Aidabe PageMaker 6§ g Remote Assistance

&) windows Media Player

@ Adabe Photoshap 7, ‘i Windows Messenger

B, Windaws Movie Maker

| 7 Turbo G+ 3
FiRfl
9. DISPLAY PROPERTIES

By using these option we can change the displayitorosetting
The following option of display properties are:

1. Themes:We can change the look of windows and also colortEchange.
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Display Properties

. Themes i Desktop || Screen Saver .| Appearance || Settings |

A theme iz a backaground plus a set of sounds, iconz, and other elements
to help you perzonalize vour computer with one click.

[ OF. ] [ Cancel J Apphe

Fizp
2. Desktop: Itis used t set the background of desktop & wetitent.

Display Properties

| Themesl Desktop | Screen Saver |i Appearance | Settings

A

B ackground:

L_:l'ﬂ Azcent e Browse. ..

Ltﬂ Autumi

] Aszul | Pogition;

[ﬁ Babu | Stretch v_|

=4 babu bhai C_I"_

alor:

sE=R ¥ (— )

[ Cugtomize Deskiop... ]
[ Ok ] [ Cancel ] Apply

Fig3

3. Screen Saver:Screen Saver option used for setting of screeheifwthe
work is stop for few timings then these screen ball Appear)
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Display Properties

__?I:;emes . 'ijésl:top:: Screen Saver E',&{:pearance .“S-e"tiings-

e
_H_
Screen saver
Windows xP v| [ Settings ] [ Preview
[Mona]
30 FlowerBox ume, password protect
3D Flying Dbjects
D Fipes
3D Tent -
Beziers power settings and save energy,
Blank
Marquee
My Pictures Slideshow
I yatify
| Starfieid
indows <P [ Cancel ] [ Apply ]

Figd
Appearance:We can customize our screen color.

Display Properties

_l”-_ active dow -

Active Window

Color zcheme:

| Default (blug] v

9

[ 0K H_ Cancel ] Lipply

Fizp

Setting: By using these we set the technical setting trat need to used to
properly configure our display card setting.
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Display Properties

|Themes Desktop Screen Saver Appearancel Settings

| “

- —
Drizplay:
Drefault Monitor on IntellR) 828655 Graphics Contraller
Screen rezolution Color quality
Less J Mare | Highest [32 hit] |
800 by GO0 pixels I /N N

[ Troubleshoot.... ] I_ Advanced ]

[ Ok ] [ Cancel J

Fizp

10. ACCESSORIES OPTION

1. NOTEAD

B Untitled - Notepad

HEW Edit Formak  Wiew Help

Mew Chrl+M
Open. .. O
Save Chrl+5
Save As. .

Page Setup...

Prink... Cerl+P
Exit

L1, Call

FRy
For open notepad take the following steps are:
START > PROGRAM >ACCESSORIE>NOTEPAD

The following menus of notepad are:
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“Notepad” is used t create and edit those filesctvlare no needed to format and
whose lengths are less than 64 KB. “Notepad” tesaves in ASCII format. “WordPad” is used
for those files whose lengths are more that 64 KB.

FILE MENU

New: By which we cab create new file in notepad

Open: By which we can open the created file in notepad
Save:By which we can save the current file.

Save As:By which we can save current file with differertnne.
Page SetupBy which we can set the page size.

Print: Bu which prints the given file name.

Exit: By which you can exit form notepad

EDIT MENU

Undo: By which you can reverse the last position.

Cut: we can cut the text.

Copy: By which you can copy the text.

Paste:we can past the copy of cutting text.

Select All: By which you can select whole text of the pagespatl
Time/date: These option show he date tie of system.

Word Wrap: by which we can wrap the text in line.
SEARCH MENU

Find and Find next: You can search the text.

HELP MENU

Help Menu: Provides help on various listed topics.
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2. WORDPAD

Fotler Line

Formating Tool Bar Title Bar

Standard
ToalBar |

Statis Bar

For Help, press F1

Fi8
For open WordPad take the following steps are:

START > PROGRAM > ACCESSORIES >WORDPA

Word pad: The task of typing and editing in a desired way ba done in this
window. Text graphics and sound may be merged auohent.

e Title Bar: - It is situated at topmost part of the “WordPad'hdows. If a
document is open then its name can be seen iefthealrt of this bar.

e Menu Bar: - It is just below the “Title Bar” This men bar hasany “Drop
Down” menus, such as File, Edit, View, Insert, Fatrand Help. Clicking once the left button
of mouse will help to open any menu and do therddsiork.

» Standard Tool Bar: - It is just below the “Menu Bar” It contains anyttmns
in a single line, which are used to perform varitask. The name of the button displayed as
soon as we keep the mouse pointer over any button.

 Format Tool Bar: - It is below the “Standard Tool Bar’” a document d¢en
made more effective and attractive with its helphés Font, Font Size, Italic Bold, and
Underline etc. button.
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* Ruler: - It is just below the “Title bar” It is used to ange various margins.
We can change the format of one or more sectiotisitsi help.

e Text Area: - It is in the form of rectangular box and just belthe “Ruler” It
is called text are and also types matter is digalag this area.

e Status Bar: - It is situated at down most part of the screensddge given by
“WordPad” is display in this bar.

3. PAINT BRUSH

The Paint brush is graphical composition prograat &idlow using for drawing
purpose. By using this application we can creataupe, wallpaper etc.

Formating Tool Bar —Z -
Eraser —| (7| | f@— Fil
Pick color _? Q — Mot
Pencil _| f El*ﬁrush
Air brush _% El_TEXt
Line —T Zl—t:urve
Rectangle_E @— Palygan
Elipse __| | (O | Rounded Rectangle

{TOOL BOX OF PAINT)

Fizp

With the help of paint we can make various typegraphics or colored pictures.
A tool bar is present on the left side of paint @aws with the help of this we can make various
types of figures and graphics. When we put moussocwon any tool, the name of that tool is
displayed. Paint windows also contains a paletisoldrs which provide us with different colors
and it located toward down. Other part of thesedewms is empty and white part is used to
make picture.

The Tool Box of Paint-Brush
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The paint brush tool box is combination of buttonshat select drawing tools.
(1) Free form select:- We can select the object as pencil function type.
(2) Select: -We select the object in rectangular shape.

(3) Eraser: - The eraser is used to eras an object.

(4) Fill: - The fill color on any part of object.

(5) Pick color: - The work of this option like droppémeans pick color form
other software to paint brush).

(6) Magnifier: - The magnifier tool is used to zoom in and zoom afuthe
picture work area.

(7) Pencil: - The Pencil tool is used to draw a object freehand.

(8) Brush: - These option same as pencil tool but differenthat it used in
different shape.

(9) Airbrush: - The Airbrush too sprays a design on picture.

(10)Text: - These tools allow for text writing facilities omipt-brush.

(11)Line: - The line tools allow us to draw the straight line.

(12)Curve: - The curve tool draws the curves.

(13)Rectangle: -The Rectangle tool draws rectangle.

(14)Rounded RectangleThe Rectangle tool draws the Rounded Rectangle.

(15)Polygon: - The Polygon tool draws a many sides shape formech fo
straight lines.

(16)Ellipse: - The Ellipse tools draw an ellipse.
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i untitled - Paint

File Edit Wiew Image Colors Help

but

|

54

I’flI_IIIIIIIIIIII

| ™

[ T"H EEE T EEE

IFc-r Help, click Help Topics on the Help Menu., 150,65

Fip

4. Calculator

Various types of calculation can be performed i help of Calculator.

B calculator EN:I@

Edit  View Help
| 0|
Eackspace CE | | C
kT 7 g 9 g sk
kA 4 A B i o
M5 1 2 3 - 144
bl + 0 +/ + =
FRBIL

5. Character Map

Character map is used to type various types ofachens, Follow the given
process to open the ‘Character Map’:
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1. Point of programs’ option in ‘Star ‘menu. A listhappear on the right side.

2. Point to ‘Accessories’
Again a list will appear.

3. Point to 'System Tools’
Again a lit will appear.

' Internet ‘J My Documents
Intermet Explarer

3 2 \ 3). My Recent Documents b
*] E-mail
Outlook Express & Set Program Access and Defaults

W0 Windows Catalog

“ MEH “ Windows Lpdate

e wifindows Media Playe] i Accessories @ 3 Accessbilty 4
|[f| Games » @ Cammunications 4
&& Windowss Messengsr Im Startup 4 @ Entertainment
: a Internet Explarer m System Tools
@ Tour Windaws £ \’ M3n W) Address Bogk. Character Map
5 Files and Settings Tr @ Outlook Express 5 Caledlator .& Disk Cleanup
 Hizard i Remote Assistance B Command Prompt & DiskDefragmenter
“9 Bairt @ Wirdows Media Player U Pairt B Fles and Settings Trai
‘;} Windows Messengsr '.J/ Program Compatibility Wwizard \j Scheduled Tasks
'& Windows Mavie Makst g Synchronize @ Security Center

& Tour Windows Xp gl Swakem Irfarmation
(23 Windows Explorer

\a Swstem Restore

B Character Map

R o Y I O I I O o O A 0] I e R I B e
5 7 gl |=| == @ A|IB|CIDIE|F|GIH|
I KALIMINIO|RP[QIR| S| TIU[V W XY 2 ]S
] | lalble|dlelflalh]i]j(k]|mn|lolp
air|s{tjulviw|x{viz| L]}~ il E|o|¥
IBRCEOEBEEEEHERNEBRE
ol n|1atal3al o | A Al Al ALAAECIEIEIEIE| T
IHENEEEEEREN NN NEEBEE
lalalale|clé|e|&leli|T|T|T|d|Ad]d|d|a
o|=lajulalafuly|p|y|Ala|AlalAla|Cle|ClE] o
Characters to copy : | Select Copy
[ &dvanced view

J+0021: Exclamation Mark

F&3

4. Click on ‘Character Map option
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‘Character Map’ window will appear.

B Character Map E@I@
Font: | € Aral v [M

A
_| Avial Black 3
" | Comic Sans MS

? Courier
|~ [0} Courier New
| () Estrangslo Edessa
| Fixedsys

1| Frankin Gothic Medium
g
i

o

G autami
() Georgia
Impact
0 Latha
(} Lucida Conzole
(} Lucida Sans Unicode
{0} Mangal
[ | €} Marlett
F— O Microsoft Sans Serif
=] Madern
— M5 Sans Sernf
u] M5 Serif —
— 8 MV Bali
Characl O Ezlgilino Linotype
Raman
[ Ay 0 Script
Shiuti
L0021 Small Fonts

M| D | T R
| Q|| @ o
S|l K| |~ I| =

oo | —

o o 2| T -

r o
ol o o | —

£

Figp
6. Entertainment

This option of Window has many facilities for ené@gnment such as ‘CD’ player’,
DVD player Media player and Sound Recorder etctdfiainment option is percent in
accessories’ option and this option contains CQygfaMedia player and ‘Sound Recorder’ etc
Clicking once in any option will open its windowsdwe are able to the desired work, see
following figure.

Internet
Internet Explorer

()| Email
| | Microsaf Offics outl] ¥ windows Catalog

‘2 M3

’) My Documents

@ Set Program Access and Defaults 3

ﬁ Windows Update

@ Accessibility »

® windows Media Flay
..3 windows Messenger

._-.EJ\ Character Map

-
-,@ Tour Windows ¥P
_@ Files and Settings Tr:
S5 Wizard

J'j Games

@ Startup

é Internet Explorer
w0 wsh

@ Outlock Express

.. Remate Assistance
@ Windows Media Player
‘3 Windows Messenger
ﬁ Windows Movie Maker

allprograms B ) Microsoft Office

[ l@ Communications

»

I@ System Tools

J Address Book

2 Caleulator

B Command Prompt

Y Paint

) Program Compatibility Wizard
Q"l Synchronize

P @ Tour Windows XP

@ sound Recorder
Eﬂ Wolume Control
) windows Media Playe

_ —

Figp
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Sound Recorder
It helps to record sound.

%, Sound - Sound Recorder E]|E|E]
File Edit Effecks Help

Fozition: Length:

0.00 zec. 0.00 zec.
|

J

Figp

Volume computer
It helps to the volume of sound.

& Yolume Control

Options  Help

“olume Control Wave SW Spnth LD Player Line In
Balance: B alance: Balance: Balance: Balance:
Wolume: Wolume: Yolume: Wolume: Wolume:
[ Mute &l [ tute [ Mute [hiute [ ute
Realtek AC37 Audio

FRy
CD,DVD and Media player

It helps to see movie or educational CD. It alsip$i&o hear music.



G Windows Media Player
File ‘iew Flay Tools Help

Iﬂ Mow Playing ¥ _0Ox

{’G‘.

Now
Playing

’ - A
Media | l '-‘
Guide
> .
J /

Copy from
cD

Media
Library

e

K B8 & @& EBattery : Rand... [ i Tokal Tirme: 0:00

Fg
11. WINDOWS EXPLORER

A program performing the work of management of &tefolder in the Win-dow
Operating System is called Window Explore. All altge which are available in computer, can b
seen in hierarchical order. Window Explore is usefbllowing work:

1). Observe and change the structure of foldeishf d

2). Observe and change the matter of files of fslde

3). Start a program and open a document.

4). Move file of folder, copy, create o rename.

5). Observe and change the property of file.

Other Explorer Facilities

To create a new folder inside a folder, click twizethe previous folder and create
new folder according to the above given process.

To move a document or folder into another folder dllows step as under
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% Start Menu

Fle Edit View Favorites Took Help

Qod - ©Q  F Poeaen

Sddress | ) C:{Documents and Settingshal Users!start Meru

Folders x o Set Program Access and . Windows Catalog
(@ pesktop Programs Defaults Shortcut

L sharteut 1KB
& ' My Computer windois Lipdate
B % Lacal Disk(Ct) Shortcut
2kB

{7 Folders

® (L) My Documents
= () Documents and Settings
& & Alusers

) Desktap
|2 Favarites
# () Shared Dosumen view v
13 Start eru
& 2 Programs Arrange Tcons By 3
3 Hesm Refresh
& 3 vt Customize This Folder...
& 3 yog

[ |5 Program Files
() WINDOWS :
e e
i < Lacal Disk (Er) i)
1 % Lacal Disk {F) Properties A=
@ [ Cortrol Panel ) Bricfesse
] i;, Shared Documernts d Bitmap Image
® () NCSMs Documents

et CorelDRAW 44 Graphic
‘; = VIM‘U; Dmmims [8) Corel PHOTO-PAINT %4 Image
(3 yoa's Documerts

& 8 My Network Places 58] Microsaft Werd Document
2l Recyde Bin F) Microsoft PowerPoint Presentation

[E] Text Dacument
@] wave Sound
B8] Microsoft Excel Workshest
| (L1 compressed (zipped) Folder

7y start

8% Start Menu

Fle Edt View Favortes Took Help &

Q-0 3 /f“saavm B

seferess | £ Cobosuments and Settingsial Lserststart enu

Folders % Set Program Access and Windows Catalog

(@ pesktop Programs Defaults Sharteut
Sharkeut 1k8

& 1 iy Computer windows Lipdate [

= % Local Disk (1) Shartcut | [T Miew Folder

= [ Documents and Settings 258, E

@ (L) My Documents
= 5 Al Users
12 Desktap
(22 Favorites
8 |2 Shared Dacumen
& 23 start Meru
(7 Mew Folder
# |7 Programs
& (2 NCsM
& 3 vimIm
@ 3 yog
() Program Fils
F ) WINDOWS
# <o Local Disk (D:)
# % Local Disk (E:)
# < Local Disk (F:)
& [ Cortrol Panel
() Shared Documents
(23 NCSMs Documents
@ [23) YIMIT's Documents
# () yog's Documents
% My Network Places
# Recycle Bin

Folders

Fép

1). Choose the folder to be moved.

2). Click on Edit’ men is’ menu bar’ A drop down mewill open.

3). Click on ‘cut’ button.
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4). Open that folder where desired document orefold inserted.

5). Click on ‘Pasta’ button in ‘Edit’ menu. As soas we do this process the desire
document or folder to be inserted in required locat

To copy a document or folder into another folder éllows the steps as under:
1). Choose the folder to be copied.

2). ‘Click on Edit’ menu in Menu Bar. A drop downemu will open.

3). Click on ‘copy’ button.

4). Open that folder where desired document orefiold be copied.

Click on ‘Past’ button in ‘Edit’ menu. As soon we dhis process the desired
document folder to be inserted in required location

To copy a document or folder on floppy disk follovg the steps as under.
1). Choose the file or folder be copied.
2). Right click on the icon of desired object.

3). Point to ‘Send To’ button.

Fie Edt View Favorkes Toos Help »

Q@ - ) (T D [ raes | [
ickress | () :\Documents and Settings|all Usersigtart Meru v B
Folders %

B ossieop \ /,‘ Programs
@ () Hy Documents !
EE er

=R ish

‘Windows Update
Shorteut

g i Windows Catalog
Wy Shorteut

A
1K8

2KB

(£ Compressed (zipped) Folder
[} Desktop (ereate shorteut)
1 al Recipient

[£) My Document s

e
® [ virs

B 3 v e
® & iy Network Places
&) Recyce Bin

4 start B Start Meny [0 nicsm - Mierosoft Word
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4. Click on ‘31/2 Floppy (A)’ option.

As soon as the process of copying of desired doontirme folder will start on
floppy disk. See following figure.

-2 [x]

deH

Y Y Be
Set Program Access and i Windows Catalog
Defaults Wy shorteut
Shorteut 1x8
. e G | o
10 Seconds Remaining
£ T N Folder
& ) Documents and Settings m 248, E

= 3 Alusers
£ Desktop
-

Folde

ocument

'0gs DoCUMments

@ % My Network Places
#l Recycle Bin

Errr - = =
Jistart | & satven Copying., [ @ Wesm - Microsoft Word

To rename a document or folder follows the steps asder.

1). Select the desired document or folder.

2). Right click on the icon on desired object.

3). Click on ‘Rename’ button. Color or the name wwoent or folder will change.
4). Type new name in the place of previous hamepaess ‘Enter’ Key.

5). The name of document or folder will change.

To delete a document or folder follows the steps asder.

1). Select the desired document or folder.

2). Right click on the icon of desired object A raesill open.

3). Click on ‘Delete’ button. Confirm file ‘Deletalialog box will open.

4). Click on ‘Yes’ button.

5). Desired document or folder will delete.
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M.S. OFFICE

1. Introduction to M. S. Office

Microsoft office 2000 is not new software but it ise new version of the
previously popular Microsoft 97.

The main feature of Microsoft 2000 is the has add#él presentation through
graphics and availability of additional program.

The program which are found in M.S. office areakivs-

Microsoft Work Microsoft Outlook
Microsoft Excel Outlook Express
Microsoft Access Microsoft Tools

Microsoft PowerPoint

2. Microsoft Word

In Microsoft word you can do all work selected torw processing. In any office
the work of documentation is given top priority.

In word you can use different fount and type yoocwmnent as you wish. The
document typed in word can be saved in disk anchwthere is necessity changes can be made
and print out can be taken.

In word the matter typed in English can go throagkcking of spelling. You can

choose any picture from the clip Art gallery andqd it any where in the document prepared by
Microsoft, which makes the presention of documeaotarattractive.
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'@. Document1 - Microsoft Word

i File Edit Wew Insert Format  Tools  Table  Window  Help

_§H!_§Timesmewnoman -1z - | B F U|[E|= === AL
T R B B R S S S R SRR R S B

H O oW

|t

=e[@= @ ¢ |

Page 1 Sec 1 111 A 1" L 1 Cal 1

Fig

3. Microsoft Excel

In Microsoft Excel you can prepare worksheet in fitven of table and main-tain
the data and do calculations also.

In Excel you can set any box for formula which eeded for calculation in this
way, by specifying cell address in formula res@dh de obtained, the main benefit of excel is
that if any data is changed in any of the all theenresult will also change on its basis.

E3 microsoft Excel - Book1 IZHEWZI
|E_] File Edit ‘iew Insert Format Tools Data Window  Help

1l
i
[

.gﬂli‘jnrial f-w -|B r U |=
A B [ [ [ D [ E

.
3]

0 30 | O | [ | D D=

M 4 » [y Sheetl  Sheetz J Sheets / | < | > |

CAFPS MNUM
Fy

Ready
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4. Microsoft Access

Access is a data base program in which you camaotlata related to office or
people of business organization or name of Ingituor address etc. Out of the thousand’s or
lakhs of data which is stored in data base, thessry data on the basis of some logic such as,

name of city can be picked out and can be seem.
Microsoft access is the best program for data b@mgagement which is a part of

office.

5. Microsoft PowerPoint

In PowerPoint, presentation is prepared on slidésre is need to show many
things with decoration in the conference of offaxeseminar. For such, purposes power point is
used.

X 050 PowerPo Prese alio 5]

*%3&3&- ﬁéﬂt Wew Insert Format Tools  SideShow window Help X

AN = WS TN - |[gm|c | 2z - | @

Cake zi1 ELEds Y -._I;sn;,rt_lgh_art!;l’r'I Stiew ide

SR

 Draw ~ [Tt || auoshapes - . % [0 O B 4l 2 B (@] & - £ -
Slide 1 of 1 Defaul: Design B

Fig
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6. Microsoft Outlook

Microsoft outlook is used in the form of an elestodiary. In this you can
maintains the description about your work and nmgetWhich timely informs you what is to be
done and when? By its used also decide meetingtedl&o internet.

7. OUTLOOK EXPRESS

The program is specially prepared for internet.oligh outlook express you can
keep the world wride internet on your computer tigslavailable and share the information
with any website.

Inbox - Microsoft Outlook

Favatite Folders firranged By; Date|Newest ..,

| Sertk Ttems Wi,

% There are no items ko show in this

Al Mail Folders

= &t Personal Folders
1a) Deleted Trems

L) Drafts

S @

U R

0 Items

Fiy

8. Microsoft office Tool

By using the tools falling under Microsoft officenodls such as access snhashat
viewer, office language setting and office shortédicrosoft office can be main-tained. It can
also be presented as desired.
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M.S WORD

1. Introduction to M.S. Word

Farratting Application

standard Toobar Toalbar Minimize BLton

“HFI Document? - Microsoft Word

ioplication
Restore Bution

File  Edt| Wew Insert Fbrmat Tools  Table Window Help X
DERREAISRIY [ B0 ™ - e
4 Times NewRoman - 12 )- | B I |§ = E | i= Clase Button
6| All Entries = |ty !
Colurmn = 5 — —
e T e s e s B TN e L
X -
CorrentyTatal \- Beroll Bar|
Pages b
£
Section 2| [Previous
Humber Page
=Rk | L b
Current i | utoshepes~ % (1O B dl < B
Page ' Mgt Page

U
Ser 1. 11, & 0e Lr| 1 Teki

ST

Fig

Microsoft Word is a full- featured processing praxgr which can be used for any
work involving creating and managing text. Usingréoyou can wried litters and reports.
Prepare bills and invoices, office stationary-detieads, envelopes, forms, etc:

2. STARTING WORK

To star Word click once on the Start button, choms®rams and click once on
Microsoft Office and then once on Microsoft Word.
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5] E-mail
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3. Parts of Word Windows

Title bar- The tells you which application package is cudgemtinning and
which document is currently open.

Menu bar- In these bar consist of all menus (File, Edit, Wiénsert, Format,
Tools, Table, Windows, and Help).

Eile | Edit  Wiew Insert  Fd

L1 Mew...
e

Qpen... Chrl+0

Close

Save bs,..,

==
=l save Chrl+5
|5

Save as Web Page...

7l Filz Search...

Permission 3

I Yersions., ..

Web Page Preview

Fage Setup...

Prinkt Prewiew

Lk

Print... CErl+P

Send To [ 3
1 Properties

Exit

F§y
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Standard toolbar- The Standard toolbar contains icon for basic fionst like
opening file, saving files, printing file, cut copyaste, etc.

Formatting toolbar- The contains icons for changing the look of yaxt for
example, there are icons for changing fonts, stigatsizes, text alignment etc.

Ruler- The Ruler helps you create documents as per diorensquired.

Scroll tools- These help you travel within your document. Youn ¢ any-
where, up and down, right and left in your docummeainly by two ways: Using the horizontal
and vertical scroll bars with he help of the mouselJsing the keyboard to press PgUp, Home,
End and arrow keys

Status Bar: Also called the status area, this is the normtily last line of
screen. The gives the following information abootiywork.

4. Toolbars and Their Icons Word Standard Toolbar

RATRATE

%D@EE@ (%% v 0| D

Fg

New

Creates a new document based
on normal template.
Alternative: File- Save

Shortcut - ctrl + N

Save

Save the active document or
Tem plate.

Alternative: File- Save
Shortcut — Ctrl + S

Print

Prints the active document
Using current defaults.
Alternative: File- print
Shortcut — Ctrl +P
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Spelling

Checks the spelling in the active
Document

Alternative: Tools- Spelling
Shortcut- F7

Copy

Copies the selection and puts it
On the clipboard.

Alternative: Edit — Copy
Shortcut Ctrl +C

Redo

Reverse the action of the Undo
Command.

Alternative: Edit — Repeat
Shortcut —Ctrl +Y

Insert Table
Inserts a table
Alternative: Table- Insert Table

Insert Excel Worksheet
Insert Microsoft Excel
Worksheet.

Alternative: Insert — File

Drawing

Shows or hides the Drawing

Toolbar.

Alternative: View — Toolbars — Drawing

Shows/Hide
Shows/hides non-printing
Characters.

Shortcut - +*

Office Assistant

Provides help topics and tips to
Accomplish your taks
Alternative: Help — Microsoft
Word Help

Shortcut — F1
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Format Painter

Copies the formatting of the
Selection to a specified location.
Shortcut — Ctrl + shift + C

Open
Open an existing document or template.
Alternative: Edit — open Shortcut — Ctrl +O

E -mail

It sends the contents of the

Document as the Body of the E —mail message.
Alternative: File — send to — Mail

Print Preview

Displays full page as they are printed.
Alternative: File — Print Preview Shortcut — CtrF2

Cut

Cuts the selection and puts it on the clipboard.
Alternative: File — Cut Shortcut — Ctrl +X

Paste
Inserts the Clipboard contents at the insertiomtpoi
Alternative: Edit — Paste Shortcut — Ctrl + V

Undo

Reverses certain commands.
Alternative: Ctrl + Z

Insert Hyperlink

Displays the destination object.

Document of page.

Alternative: Edit — Repeat Shortcut — Ctrl +K

Table and Borders
Displays the Tables and borders toolbar.
Alternative: View — Toolbars — Tables and Borders

Columns
Changes he column format of the selected sections.
Alternative: Format — Columns

Document Map
Shows on outline of a document
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Heading and helps to quickly
Navigate around the document.
Alternative: View — Document Map

Zoom Control
Scales the editing view (zoom)
Alternative: View — Zoom

5. WORK FORMATTING TOOLBAR

s

248

Jﬂ Normal v Times Mew Roman = |12 =

B11[E[E

Fiy

vayviv

Style
Applies a style or records a style by example.
Alternative: Format — Style Shortcut — Ctrl + Shif§

Fount Size
Changes the font size of the selection.
Alternative: Format — Font — Size Shortcut — Ct8Hift +P

Italic
Makes the selection Italics.
Alternative: Format- Font- Font Style Shortcut +l @tl

Align Left
Aligns the paragraph at left indent.
Alternative: Format — Paragraph — Alignment ShdrteCtrl +L

Align Right
Aligns the paragraph at right indent
Alternative: Format — Paragraph — Alignment ShdrteCtrl +R

Numbering
Creates a numbered list based on
The current defaults.

6. WORD TABLES AND BORDERS TOOLBAR
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Tables and Borders

Efi | v B O O R T 2 A

Fiy

Draw Table

Inserts a table where you drag in the document.
After you drag to insert the table,

Drag inside the table to add cells, columns or rows

Line Width
Click the width you want for the border
On the selected object.

Border Color
Click on the border Color you want.

Fill Color

Adds, modifies, or removes the fill color

Or fill effect from selected object.

Fill effects from the selected object.

Fill effects include gradient, texture, patternd gocture fills.

Eraser

Removes a table cell line and merges the contéitke@djacent cells.
If the cell has a border. Word removes the border

Bur does not merge the cells. Click Eraser,

And then drag the eraser pointer over the table

Cell lines or borders you don’t want.

Border Style
Click the style and thickness you want for the ctelé line.

Outside Border

Adds or removes a border around the selected text,
Paragraphs, cells, pictures, or other object.
Merge Cells

It combines the contents of the selected

Adjacent cells into a single cell.

Align Top Left

Aligns horizontally oriented text with the top dkttable cell.
Similarly you can choose from the various

Options to align the text differently.
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Distribute Column evenly
Changes the selected columns or
Cells to equal column width.

Change text Direction
Orients selected text in a text box.
Cell or frame horizontally, left to right.

Sort Descending

Sorts the selected items in order from the entief t
Alphabet, the highest number, or the latest datiagu

The columns the insertion point. If you previousét other
Sorting options, those options are still in effect.

Insert Table
Inserts a table in the document with the
Number of columns and rows you specify.

Spilt cell
It splits the selected cells into the
Number of rows and /columns you enter.

Distribute Rows Evenly
Changes the selected rows or cells
To equal row height.

Table Auto Format

It automatically applies formats, including

Predefined borders and shading to a table.

Automatically resizes a table to fit the conterftthe table cells.

Sort Ascending

Sort the selected items in order from the beginoiridpe
Alphabet the lowest number, or the earliest datmgithe
Column that contains the insertion point. If yoepously
Set other sorting options, those options areist#iffect.

AutoSum

Inserts a = (Formula) Field that calculates angldis the
Sum of the values in table cells above or to theoliethe
Cell containing the insertion point.

/7. WORD DRAWING TOOLBAR
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Draw
Activates the Draw Menu.

Free Rotate

Rotates the selected object to any degree.
Select the object, click on the icon and
Then drag a corner of the object in the
Direction you want to rotate it.

Line

Draws a straight line where you click or drag ia #ttive Window.
To constrain the line to draw at 15 degree anglmfits starting
Point, hold down SHIFT as you drag.

Rectangle
Draws and rectangle where you click or drag inatieve window.
To draw a square, press SHIFT and drag.

Text Box

Draws a text box where you click or drag in thevectvindow.
Use a text box to add a text —such as captionaltmuts

To your pictures or graphics.

Alternative: Insert — Text Box.

Clip Art

Opens the clip Gallery where you can select therins
In your file or update your clip art collection.
Alternative: Insert — Picture- Clip Art.

Select objects

Changes the pointer to a selection arrow so thatcpam
Select objects in the active window. To selecihglsi
Object clicks the object with the arrow.

To select one or more object you want to select.

Auto shapes
Activates the Auto Shapes menu.
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Arrow
Inserts a line with an arrowhead where you clickliay
In the active window. To constain the line to draivthe

15- degree angle from its starting point, hold d&#iFT

as you drag.

Oval

Draws an oval where you click or drag in the
Active window. To draw a circle, press SHIFT
And drag.

Word art

Creates text effects by inserting a Microsoft Gdfic
Drawing object.

Alternative: Insert — Picture — Word Atrt.

Fill Color

Adds, modifies, or removes the fill color or fill
Effect from the selected object. Fill effects
Include gradient, texture, pattern and pictures fill

Font Color
Formats the selected text with
The color you click fills.

Line Color
Adds, modifies, or removes the line
Color from the selected object.

Dash style

Click the dashed line or dash dot line style you
Want for the selected shape or border. Click the
Solid line if you don’t want the dotted line.

Shadow
Click the arrowhead style you want for
the selected object

Line Style

Click the shadow style you want for

The selected line.

Arrow style

Click the arrowhead style you want for the seledirael
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3-D
Click the 3- D style you want for the
Selected object.

8. MOVING, SCROLING IN A DOCUMENT

With the help of Mouse Pointer and Insertion Pewetcan move within and part
of document. Their descriptions are as follows:

Mouse Pointer: It is in the form of a large |. We can move it amlgere on the
screen. It changes its shape in other part of winde can see it only when it is lying within
text area.

Insertion Point: It is called cursor of document. It is in the frarha large line
‘. Any typed text is inserted in text area withet help of it. Cursor can reach any where in text
area by clicking once. See following figure numBer

With the help of Scroll Bar and arrow buttons wa& caove document either up-
down or lift- right. See following figure:

Scroll bar - 1

T Document3 - Microsoft Word
! Ele Edit wiew Insstt  Format  Tools Table  window  Help

RN NERERIS WE S« WEEw: - Y RAN - W=

E| WL A ] L R GEE Gn ) R gl ) e f
- e Arrowy Button

= Scroll bar - 2

= nlE]=m < / | ?

Ppraw= e | Autnshapest N W DD"‘_J.’«Q{ZE Lﬁ]ﬂl@%-ﬁ- :'-';"
11 I

“oow|e

Page 1 Ser 1 At 1" ln1  Coll

Fiy
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Note:

1. Document can be moved up- down with the hel@afll bar- | The arrow
buttons of this document also help up to documpntiown

2. Document can be moved left- right with help ofd@bar- 2 the arrow Buttons
of this document also help up to move document tefht.

9. OPENING MULTI DOCUMENT WINDOWS

We can open two or more document at time in MC dbut only one document
will appear in the window of MS Word. The symbofsai opened document can be seen at the
task bar. To open desired document click on thgnt®l in the task bar. For example see
following fig:

¥ Document3 - Microsoft Word

‘ Ele Edt View Insert Format Tools  Table Window  Help =
TN DR T REV - UEen ) e Ae e
P A4 TimesMewRoman = 12 - | B I U |§|§E i f.fliv
PR | All Entries - | iz, !

—
A R TR R SR AR R R

w
I Docurment Symbols 2
L]
7
= elg|z@ ¢ | >
Egrawr bi | Autoshapes~ S S [] (D = .aﬂ_@:: 8] (& | Sy - o -
Page 1 Sec 1 11 AE 1" Lm1 Coll TRE:] [EXT

10. Editing Text

1). Selecting Tex
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(. In order to select a block of text, place theuse cursor at the beginning of the
block of text, press the left button of mouse (dmodd it down), and drag the
mouse cursor to the end of block text. As we dhegrhouse cursor the text gets
selected. Finally, release the left button of mouse

(2). In order to select a single work, simply dgutlick that work.
(3). To Select a line press the ‘Ctrl’ key and klemy where in the line.

(4). In order to select a line, place the mouseauat the beginning of the lien
and click once.

(5). In order to select a single paragraph, simpple click that paragraph. For
example, see figure number 3. 10.

I§ Document3 - Microsoft Word

I File Edit Miew Insert Format  Tools  Table  window  Help

P g3l sV S B9 -|@ () GHRead

_ﬂ Times Mew Roman - 12 -~ | B X U |§ | %E = "';;E | & it
x? | All Enitries ~ | P, !
» - |
[] 5 : | 1 | 2 | E] | 4 =
- v
- S
I @
i ¥
= =@l w < »
Pprawr L | Agtoshapes~ S\ w [0 2] Al 2 (8] &3 | - o -
Page 1 Sec 1 11 Ak 1.7" Ln 5 Cal 25

11. INSERTING TEXT

To insert new text any where in the old text, pléoe insertion point at desired
location and start required typing. As soon as weng typed text is in serted and previously
typed text moves forward. See figure number 3.dL3arl 2.
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I§ Document3 - Microsoft Word

Eila Edit

E‘réw' Insert

Formak  Tools  Tahble

N [=1(E]
Window Help X

-14 Times MNew Foman = 12 - | B I 'L'l |-§ | = EE ‘E? '_:
| All Entries = | Bz, g

Izl i g e Ay t - [ 3 QS

To insett text any where inthe old text

i Az osoon as we go on typing the typed tesxt 15 B
= Inserted and prewvicusly text movwves forward

i 2
z *
; @
[}

¥

= - = @< |
iDraw~ g | Autoshapes - N w [ O __J Al 3 (8] &

Page 1 Sec 1 111 Ak 1.3" Ln 3

Cal 45

T4 Pocument3 - Microsoft Word

! File Edit  Wiew

Inserk

iDraw = Lz | autoshapes = S cw [] 0 2] ] 2 il [&] &

Farmat Tools  Table ‘window Help X
RN IRV e - e U e s I
tﬁ Times Mew Roman = 12 -~ | B T 1T |= == ?;_E s
: 52 | all Entries = | D= _g
pr— |
[] 'E' P - R ES il
To insert text any where in the old text
i A soon as we go on typing the typed text 1s N
0L Inzerted and previcously text mowes forward
) bt
i Ps
2 @
& =
= m[E]= @ ¢ | >

Page 1 Sec 1

111

ako1,.3" Lm 3

Col 45

=

12. DELETING

To delete a text or part of a text form a docunfeldws these steps:

Fi3
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(1). Select desired part for deleting.

(2). Press ‘Delete’ button form keyboard. Seledd or part of text will or text
in figure number 3.13 and 3.14 selected part or itefigure number 3.13 is not
available in figure number 3.14.

T pocument3 - Microsoft Word

I File :Edit’. Wiews Insert  Formak  Tools  Table Window  Help =
N = IR = e W - S N = W AR = T
P4 TimesMewRoman - 10 -~ | B F U |= = |i= = := @&
W All Enitries = | Wew... g
==

e e e i e e e

Selected text or part of a text wrill

delete pREVeR ol 01 example,

see this & next figure. Selected part
= or text in figure is not awvailable in Fo
I next figure. =
i z
— @
i £
= w[E]=wm < f i =
iDrawe = Li | Auktoshapes > SN o [] OO A5 ol 272 gl L=
Page 1 Sec 1 1/ ak 14" Ln & Zal &

Figh

T pocument3 - Microsoft Word

i File 'Ecﬁt Miew Imsert Formak  Tools Table  Window  Help 24

TR = NETE T DU e O - =

A4 TimesMewRoman - 12 - | B J U | = = = ‘E,E £

| All Entriss - | e, JH

E~--g.---1---|---2---(_\,---3---|A.
Selected text o part of a tesxt

I will delete Text te be deleted

i for example, see this & next

1 figure. Zelected part or tezxt in

- figure 1s not awvailable in next

I figure. )

x

= @

I F

=w[E=m < i | 3|

iDrawir L [ Autoshapes~ N w [0 A Al 23 (8] (& '

Page 1 Sec 1 171 Ak 1" LA 1 Col 12 ]

Fitp
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13. MOVE TEXT

To Move some part of a text follow these steps:

(1). Select desired part of text to be moved.

(2). Place the mouse pointer in selected areasfedutton and old it.
(3). Drag the cursor at desired place.

(4). Release the left button of mouse.

Selected part of a text will move form one placanother place. For example, see
figure number 3. 16.

T8 pocument3 - Microsoft Word

i File Edit Wiew Insert Formak  Tools  Table  Window  Help b
I T = P R e W e~ = W U S B = B
H T TlmesNewRoman -~ 12 vI B U | = = |:i= i= == A
== | All Entries = | Mew., g
E'"E:"'%"':"'%'":-’—\-"3.'"'A
Selected text or part of a text will
i delete Text to be deleted for
2 example, see thiz & next figure.
£ Selected part or text in figure 1s
- not available in next figure.
i} ext will be mowved
Tt
=
el >
T x
= o[E]=m < =
ipraw - g | Autoshapes - S\ w [ 2 4] 253 (2] &
Page 1 Sec 1 111 F=t s = Ln & ol 1

Figr

I pocument3 - Microsoft Word

I File Edit  Wiew Insert Formiat  Tools Table window  Help =
= RS W= oW - < W NEEG - WK, N M= -

2 —j_-i Times Mew Roman -~ 14 -~ | B F T | =

i | all Entries ~ | [Ew. ., !

s e FE o e e e 7 e |
El g ' ' Create SubtoTexk 2 v s

Selected text or part] of a text
will delete Text to be
deleted for examyple, see this
& next figure. Selected part

e

s
or text in ficure iz not =

i available 1in nesxt fizure. ‘:

= w[@]|=w < | 5

IDraw > L: | AutoShapes~ o S [ 0 2] ] f;ﬂ_ 2] =1

Page 1 Sec 1 111 ak 1" La 1 Cal 22 E
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14. SHRINKING A DOCUMENT

Shrinking a Document to a file page and Reducecdhtimber of pages by one:

To shrink a document for a file page. We use farg utton of formatting tool
bar. We can reduce page number by same task. frosdeork, follow these steps.

(). Select the document.

(2). Click on Font size button in for mating to@rb

(3). A drop down list will open.

(4). Select desired font size and click on it.

(5). Required work will complete.

For example, see figure number 3. 17 and 3.18gurdéi number 3.17 we see that

some part of document is in the next page whenedeae the size, we see in figure number
3.18 that the example part of the document comels tbam next page to previous page.

8 Document3 - Microsoft Word

I File Edit Miew Insert Format  Tools  Table  Window =
T i (P ST [ NI W 8- = W [RS8 W2 N o s |
A4 TimesMewRoman = 12 - | B F U | = = |i= = = :
i | all Entries + [l "
e Il Entries | s,
_ y .
El'g"""'1"""'2"""'3""4\
i “We reduce the font size, in this figure
- so that the extended part of the
= document come back from text page
to prewvious page.
P Fag v
£5 x
@
- ¥
= n =8 < >
iDraw— Lz | Autoshapes~ > w [ O Ao Al 2z (8] L8
Page 1 Sec 1 151 Ak 1,1" Ln 2 Col 1

Fip
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I pocument3 - Microsoft Word

i Filee Edt ‘Miew Insetk Format  Tools  Table indow Help =
I 0 P (O T e ORI A o = 0 = W - S R N~ Pz =

44 TimesMewRoman = 10 - | B 7 O | = =

(==

i
ol

'\;_&{ | All Entries ~ | Mews, ., !
=)
[] = g . i 1 ! 2 i 3 i
s
;i S
s @
= £ 3
= w[E= wm < | *
i Drai v Lg | AutaShapes ~ ™ S [ ] 2 A4 --‘ﬂ 2 8] ka3l
Page 1 Sec 1 111 Ak 1.5" Ln =+ Col 1

15. CHANGING THE FONT STYE AND FONT SIZE

(). Place the mouse pointer at beginning of tle ¢kck the left button and start
high lighting the entire text by dragging the motibehe end of the text.

(2). Click at the font box of formatting toolbarli€k once at the pull down arrow
symbol and a list of all the available font woulel displayed.

We can change the font as per using following dexample under line, bold
Italic, strikethrough etc. (These boxes comes ffmmmat menu).

&

Cony

[ paste

A Font...

5 Paragraph..

= Bullts and Mumbering. .
& Hyperink...

i Lookip..

Synonyms 3

5"@ Translate

Select Text with Similar Formatting

Figt

16. CHANGE CASE
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If we have type any text in a case then to inteotase, the option format change
case will very easily do that work. If any textdelected than on clicking the option format

change case. We will obtowing five options (figutie¢se options are as follows sentence case,
lowercase, upper case, title case and toggle case.

Change Case §|

':::} Senktence case.,
) lowercase

) Title Case
) EOEGLE cASE

[ (o] 4 ] [ Cancel ]
Fizp
Sentence casen it the first better is capital and remaining edvinto lower

case.

Lower case:ln the all letters of the sentence covert intodowase.

Upper case:On selecting it all the letters of the sentenagveat into upper case

Title case In it the files letter of every word is capitaichthe remaining covert
into lower case.

Toggle caseThought the alphabet can be converted form the vagre it is

into other case. It can be used through key bdrgd€Bhift +F3). For example aB cD converting
will become A bcd.

Fonk Character Spacing Text EFfects
Fonk stwle: Size:
Regular 10
i = ~ Regular =] -~
Trebuchet MS Italic =]
Tunga Eold o]
Yerdana Eold Italic 11
Wwebdings | 1z b
Font color: Underline skyle:
Automatic - fnone) -
Effects
[] strikethwough [] shadows [] small caps
[] pouble strikethraugh [ cutline [ all caps
[ superscript [1Emboss [ Hidden
[ subscripk [ Engrave
Prewviews
Wfe reduce the font size, in this figuare
This is a TrueTwpe Font, This Font will be used on both printer and screen.
Defaulk. .. [ [ 4 ] [ Zancel ]
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17. PARAGRAPH SETTING

In paragraph setting you can align the text ane ¢jne space between them these
options come format menu and choose the paragnaipbnahen following box will appear on
screen.

Paragraph ; J[ x |

Indents and Spacing Line and Page Ereaks
General

Alignment: L oukline lesel: Body texk W
Indenkation

Left: L Special: B!

Right: o = (none) s o
Spacing

EBefore: 0 pk F Line spacing: Ak:

After: 0 pt E Single ~ &
Prewisw

- T

18. NUMBERING
(1). Highlight the text.

(2). Choose Bullets and Numbering option format menm click once on the
numbering icon.

(3). Click here to choose Numbered.

(4). Choose the numbering pattern wish to applgltmking any where in side the
choose pattern box.

(5). Click once on OK button.
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Bullets and Numbering

X]

Bulleted | MNurnbered || Cutline Murnbered || List Skyles |
. o
Mone . o
. o
& . » v
'y - » v
+ 2 > v
Ok l [ Cancel

Fizp

@ Documentd - Microsoft Word

i File

Edit  Wiew Insert  Format  Tools  Table  MWindow  Help

SRNEN" FEWE IS NN A MR N R - W=
A4 TimesMewRoman » & «| B J g||5§|§||§|55 :

¥
"

I C 3 I
India is grate
Indore 15 also good
Bhapalis good city
] 1. India is gres
i 2. Indore s alo good
- 3. Bhopalis good ety

Fizp
19. BULLETS

(1). Highlight the text and choose Bullets and Nenntig option form Format
menu.

(2). Click on the Bulleted using following tab.
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(3). Choose the bullet mark you with to apply bigkadhg once it.

(4). Click on the Ok button.

India is grate ||
Indeore is also good
Bhopalis good city

Bullets and Humbering @

Bulleted | Mumbered Cutling Murmbered || List Stvles

2. 2 I

MNone 3 )] .

4. 43 I

B 9] b ii
c ] C iii
N d. v,

() Restart numbering (&) Continue previous lisk

[ Ok ] [ Cancel ]

FRy
20. SPELLING

Once the entire matter has been typed and formage@quired, now is time to
make sure that on spelling mistakes have been made.

(2). Place the cursor right in the beginning of deeument.
(2). Choose spelling and Grammar command form thedsTmenu.
(3). A spelling check dialogue box appears.

Tools | Table wWindow Help

? Spelling and Grammar. .. F7

;l Research... Alb+Click
Language »
Word Count. ..

2] AutoSummarize. ..

Speech

Shared Warkspace...
4+ Track Changes Ctrl+Shift+E
Compare and Merge Documents, ..

Protect Document. ..

Opline Collaboration »
Mail Merge... »
Macro »

Templates and Add-Ins...

AukoCorreck Gptions. ..

Ll

Cuskamize. ..

Cptions. ..

Fi28
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Spelling: English (L.5.)

Mok in Dickionary:
The indiais grate T
Igriore All

L3 Add bo Dickionary
Suggestions:
~
India's =
indiurs Change all
Indies
indicia v AutoZorrect

Spell — Check program are given below:

1. Suggestion:Based upon the misspell word would try to thingabfpossible
suggestion for the correct word.

2. Ignore: Through this word is not found in the dictionaleave it unchanged.
3. Ignore all: Ignore this word for all subsequent occurrences.
4. Change:Change this word with the suggestion specified.

5. Change all: Change this word for all subsequent occurrencet) the
suggestion specified.

6. Add: Add this word to the dictionary

7. Auto: Correct- Add the suggested correction to Auto-r€cir

8. Options: For changes Spells Check’s default settings.

9. Undo Last: Cancel one of the previous replacements.

10. Cancel: Terminate Spelling Check and return at the docamen

21. MAIL MERGING
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displayed

The process in which we can send same matter tereit name is called malil
merging.

For mail merging we create the main document tivesevant to send different
users the take following steps are:

Select Tool menu > MERGE OPTION
(1) Click on mail merge option then following scneill appear.

Tools | Table window  Help
S speling and Grammar... F7

;l,l Research... Ale+Click.
Language 3
word Count. ..

7.3 AutoSummarize, .,

Speech

Shared Workspace. ..

#| Track Changes Ctrl+5hift+E
Compare and Merge Documents. ..
Protect Document,. .

Online Collaboration »
Mail Merge. .. 3
Macro 3

Templates and Add-Ins...
o5 | AutoCorrect Options...

Cuskomize, ..

Opkions. ..

Fp

(2). Click on Create button.
(3). Choose Form letters option.

The following window be displayed

(4).Click here to choose the currently active doeotn
(5). Click on Get Data.

(6). Choose Create Data Source option.

A. Type the desired filed name and click on Addidrilame button to add any
additional filed(s) that is not already provided.

B. Highlight the filed name from the next windowdanlick on Remove Field
Name button or Remove any fields that are not requi

After selecting ok button we give the databaserdene as per following screen
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Save As
Savein: i|.j My Documents Vi @[ @ A4 E Tk~

N | ;.,:]CUrel Lse Flles
ﬁ (D) cyberlink
My Recent ijMy Music
Documents i.ﬂMy Pictures

f
Desktop

My Documents
5

My Computer

Q.
Flename: | ARTUN v

\; ‘ Cancel
= "

iy Metwark
| 338 a5 tYDE: | word Document

Places

Fig. 31

After save the file the following screen will besdiayed
For these we click on EDIT DATA SOURCE option frahese window then the
next step will be display for entering record fotma

Here, we can add new record of remove record atelebcord or restore record
and also find the record by using these winds. rAdtater record we click on ok button then

some to main document following type.
Here insert merge field option through you cancdlee field which you want to

use in you document. These filed will display obg-— one all record by using (<<ABC>>)
option. After if you want to see all record with nyadocument then use mail- merge helper box

The all record will displayed in merged form.
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L | ajry - Microsoft Word
¢ File Edit' Wiews Insert  Formakt Tools  Table ‘Window Help S

AR N R T M = W JEEWE I N W=

P44 TmesMewRoman = &8 ~ | B 7 U |§ |i= = = i

‘\'@f, | All Entties = | pae, g
Izl-g---l-"l"'l"'2"'l'"3"-|A
= ARTIH PUOELICTION,
- INIOREE
= DATE-25-7-20007
o
— *
@
L T
= m[E=w=< | >
Pprawr le | Autoshapesy S\ w1 O B ol o3 (8] &>
Page 1 Sec 1 111 Ak 4" L 24 ol 1
Fig. 32

In this window for address, in the beginning ofdetand the place when name and
address has to come. The cursor is taken to e fdlated and tool icon consert merge filed is
clicked on. Add is inserted from the list as shanvthe figure.

T4 ajry - Microsoft Word
I File Edit Miew Inssrt Format Tools  Table  Window  Help =

RN = WP TP TR W et s GIREE W - QN Rl - = W

I A4 Times MNew Roman + 8 - B I U |

E w;é’i | all Entries ~ | BEv.. !
—
E'.--gu---1---|---2---| = Vi
- ARTITH PUBLICTION,
- INDOERE
Fr DATE-23-7-2007
E T,
L ==First narae>>= <=Last nare>>=
==Cloriparyss P
i <= Address===Clty=>
==State== ==<Postcode== =
(=]
) F
=@ = L | >
Pprawer Ly | Autoshapesr S o [ 0 2o gl 273 (2] L
Page 1 Sec 1 171 L al R

Fig. 33

According to the used data in mail merging how Itteer will look can be seen
only on the monitor screen. The display of the réashich we want on this letter, the serial
number of the record is to be typed in mail memmar on the tool icon go to record text box
end on clicking on both sides of the given arrowl tcons and choosing it now the tool icon
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view merge data icon of the toolbar in clicked. @icking view merge data the information in
record which we have and where we have done thgeamild inset will be represented as
shows in the above figure.

ki ARTIH PUBLICTION,
- INDORE
DATE-22-7-20007

T,

Suresh Fajan

BHEL |

Palasia Indore £

(IWLF ) 452001 o
¥

= IB:—- Ea __i| lil |
iDraw - Lp | Auteshapes- S\ w1 O 2 4l ¢ [F] L4

Page 1 Sec 1 111 ar 3" Ln 16 col 1 HEC

v

Fig. 34

22. MACROS

For creating macros use following steps:

(1). Use macros option of tool menu.

I Document3 - Microsoft Word

ERRRRY e

Macros. AlbFE

777777

Wisusl Basic Editor AL

icrosofit Seript Editor Alt+Shift+F11
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Fig. 35

(2).then used record new macros option.

Record Macro

(X)

Macra narme:
Fracrol |

Bssign macro ko

g i'\ Toolbars kevboard
m

Skare macka in:

|F'.II Docurments (Mormal,dok) L

Descripkion:
Macro recorded 37252012 by vog

[ o, l [ Cancel

Fig. 36
(3). Used keyboard macros option then click over #ir.

Customize Keyboard El

Specify a command
Commands:

Mormal. MewMacros. Macrol

Specify kevboard sequence
Current keys: Press new shaorkcut ket

Sawve changes in: |N|:|rmal et |

Crescripkion

Close

Fig. 37
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(4). Assign the shortcut key then close and type ¢hmatter which you want to
use through macros in many times.

(5). After complete work of record new macros usetgp option for record the
macros.

(6). Now we assigned the shortcut key for performeldst option.

23. HEADER AND FOOTER

of page.

The use of header Footer in word of perpetratiomfoirmation on top and bottom
margin of the page.

For create header for every page the following stegpare:

1. Choose view menu> header footer option then toollhbe display.
2. Now you can type or insert as you want. Thesebeltepeat in every page.

For create footer for every page the following stepare:
1. choose view menu> header footer option then toallhbe display.

2. Now you can the type or insert image as you wahes€ will be repeat in
every page.

Insert AutoText = | |@ o ||:[:| % |||E 1|5' |f|',,|glnse

Fig. 38
The following option of Header and Footer are:
INSERT PAGE NUMBER: By these option we can insert the page Number.

INSERT NUMBER OF PAGE: By these command we can insert number

FORMAT PAGE NUMBER: By these option we can decide the format the

page number where we want to display style of it.

INSERT DATE: By these we can insert the date.

INSERT TIME: By these we can insert the time.
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PAGE SETUP: We can change the page setup for header/footer.

SHOW/HIDE TEXT DOCUMENT: By these we can hide/show the
document.

SWITCH BETWEEN HEADER AND FOOTER: We can move
between header and footer matter.

SHOW PREVIOUS: We can go back to previous.
SHOW NEXT: We can go to the next.

CLOSE: Close HADER AND FOOTER.

24. CREATING A TABLE IN A DOCUMENT

A table is collection of row and column. For creat@able following step are.

(1). Choose the insert Menu then select table ppied click then the following
box will be appear.

Insert Table gj

Table size

Mumber of columns: g £

Mumber af rows: 2 3
AutoFit behavior

(%) Fized column width: ko &

{:} AutoFit to contents
() AukoFit bo window

Table style: Table Grid AukoFormat. ..

[ remember dimensions For new kables

[ Ok, ] [ Cancel l

Fig. 39

(2).In these menu we give the no. of columns yootwatake in table.

(3). And give the total no of rows.

(4). In Auto fit behavior we adjust the column widt

(5). By using auto format we can select the layofutable (How table will be
appear on screen).
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25. EDITNG OF TABLE

able iﬂindnw Help

Draw Table

Insert b
Delete b

Select b

] Table dutoFormat...

Hide Gridines

Table Properties. .,

L

Typs aquestonforbelp % X1

i TebleGrid - Timesen Roman v 12 ;J B

Page 1 Sec 1

i untitled - Paint

Fig. 41

(1). MERGE CELL: By which we can merge two cell.
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(2). SPLIT CELL: By which we can split one cell.
(3). INSERT ROW: We can insert Rows.

(4). INSERT COLUMNS: We can insert columns.
(5). DELETE ROW: We delete the row by selecting.

(6). DELETE COLUMN: We can delete the column.

PAGE - SETUP

By using these options we can set the page mavgemtation, header and footer
etc.

File Menu >> PAGE SETUP option.

In margins:

Marglns Paper Layouk

Margins
Bokkom: |1

Right: |1.25"

Top: 1"
Left: 1.z25"

LEHE R
£ ||4%| |4

Gukker: " isutter position: | Left

Qrientation

Porkrait Landscape
FPages
Multiple pages: Mormal R

Presvisw
Apply ta:
wWhole document -

s

] [ Cancel ]

-

Fig. 42
26. IN PAPER SIZE

Here we can change the size of paper and also elthagrientation of page.
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Page Setup

Margins
Top:
Left: 1.z25"

Gukter:

orignkation

A
Portrait Landscape

FPages
Multiple pages:

E
LEAE R

Preswiew
Aapply to:
whole document -

Boktom: |1

Right: [1.25"

Gutker position: | Lefk

|N0rmal -

Default. ..

[ Ok ] [ Cancel ]

Fig. 43

In paper source:In paper source we set the paper setting or pgnti

Page Setup

Margins

Paper size!

[Letter (8 15 = 11 in)

Height: 11"

Paper source

Eirsk page:

Default tray

Qther pages:

Defaulk tray

Preswiew
Apply o
| Whole document ~

Print Opkions. ..

Defaulk, ..

I Ik ] [ Cancel ]

IN LAYOUT: HERE DESIGN THE LAYOUT OF PAGE

Fig. 44
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Margins Paper
Section
Seckion stark: Mew page ot

Headers and Fookters
[] pifferent add and even
[] mifferent First page

From edge: Header: |0.5"
Fooker: (0.5
Page

wertical alignment: Top

Presview
Apply ko
“whiole docurment e

I
$ || 4|4

[ Line Mumbers... ] [ EBorders... ]

—— .

Fig. 46

27. INSERT PICTURE USING CLIP ART

The following steps are.

(1). Select Insert menu and click on art optiomthe

Insert | Format  Tools  Table window — Help

Break. .. Eﬂglﬂ,n_

Page Mumbers... .IB I U .
Date and Time. .. | | % 3
Symbal. .. o . 1
| Picture 2 Clip &k, .,
WL Hyperlink... Ctrl+k From File. ..
g ql_r'; Mew Drawing
@ Aukoshapes
A4l wordart...
[H_]_, Chart
¥

Fig. 47

(2). Here the different category available. Setatt one category.
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Insett | Format  Tools  Table  ‘Window  Help

Break. .. ERiz R - |

Page Mumbers. .. B I U |§|

Date and Time. ..

I |
Syrnbal.,..
||||||| o R T T N T
Ficture 3 || Clip &rt... |
& Hyperlink... Ctrl+K From File. ..
¥ =

4l Mew Drawing

@ Autoshapes
| A4l wordart...

[ﬂ Chart
¥

Fig. 48

(3). In these category we select any one by doali&ing then the following
screen will look like

(4). In these menus, we select insert option biytredjcking.
28. IMPORTANT TOOL

(1). Auto shape Tool:these tool select from drawing tool bar. By sethese
shape we can draw any picture.

raw + I |[outoshepes |\ % (1O B 41 %
l:_._%\,“ Lines b
:‘ﬂ' Conneckars .
‘E} Basic Shapes b | ...........
% Block Arrows b g g E E
ZTo| Flowchart 9 o {:} .
% Skars and Banners b EI @ D |:,|
%j Callouts » @ ~
@ More Autoshapes, .. O 2 O [:'|7
Neitle
(14 %
Fig. 49
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(2). Word Art: The standard formatting of word found in theselgodn
drawing tool bar, We select the word art.

(= &> - & - A -

Inserk Waordarke |

Fig. 50

After click on word art.
Then the following word art gallery will be appeér.these given style we select
any one of them and click over their.

WordArt Gallery El

Select a Waorddrt style!

iorart | ordA™ wordar, Woraart w.,...uml

LRI ELE SRS TE1EH

Woreirt| Word Art| WordArt | w042 1| Wordiiet

0t ordArt) . | Wore &rt.luﬂl‘ilgri L

Wordaet| WaldArt g ot W
Todhat w % W i i o

[_ Ok ] [ Cancel ]

Fig. 51
Edit WordArt Text 3
Font: iz
"l']-.ﬂ.rial Black V||m V‘

Texk:

Your Text Here

[a]4 ] [ Cancel
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Fig. 52

61 e e

Fig. 53

29. THE TOOLBAR OF WORD ART ARE

Word Art
Edik Text  Format Word &t Free Rotate Sa & lether ':'r'j Art

flllEdutText KAl 9 o B8 [ Ag t.J:‘ﬂ'

Insert/{ward Atk word & ’[ 5% . w\d At u:m:l at

Ward At "EW Wertical Text
Textf Wrapping Character

Fig. 54

30. BORDER AND SHADING

By which we can give the border and shading ofpidige and table.
In format menu select border and shading option.

(1). In border option: In these option we can draw border on table oletab
any box.
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Borders and Shading

Borders

Setting: Skyle; Preview

EI ~ Click on diagram below or use
E buttons ko apply barders

x)

£ | ([ | | [ | || ([
(]

Color
Autamatic v|
3D
- width:
w“ept ——— v | | Apply to:
Cuskormn
. Ak |Whnle document w |
(none) 3
Show Toolbar ] [ Horizontal Line. .. ] OF, ] [ Cancel ]

Fig. 55
(2). Page Border option:We can give the border of page.

Borders and Shading &|

| Page Border | Shading

Setting: Tyl Presvigw

EI ~ Click on diagram below or use
3 buttans to apply borders

E

EE

5] shatow L [ v
L]

&

Aukomatic v|
3D
- Width
apk ———— Apply ko
— |Paragraph v |
Show Taalbar ] [ Harizantal Ling. .. ] [ a4 ] [ Cancel ]

Fig. 56

(3). In shading option: We give the given shade on selected object.
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Borders and Shading

Borders | Page Border i

Fill Preview

Mo Fill

N

ENEEEEEE L
EEEEEEEE

HEEEEEEEN

A EeEE

EIE ] ([ mere Colors... ]
s -

7 pply to:
“Zl Clear | |Paragraph vl
Show Toolbar ] [ Horizontal Line. .. ] 04 ] [ Cancel ]
Fig. 57

(4). ORDER SETTING: We an set the order of object on document.

31. MOST IMPORTANT MENU BAR OF WORD

1. FILE MENU: These menu is used for file operation.

Eilz |
O mew...
= Open... Chr+0

Close

|

Save Ctrl+3
Save fs..,

Save as Web Page...

File Search...

Permission H

Wersions, ..

‘Web Page Preview

Page Setup...

Prink Preview

ly k)

Print... Chrl+P

Send To b

Properties

L C\Dbacuments and Settingsiyog!,. . ARIUN

Exit

Fig. 58

Here, we choose document option for create docurmemord. For creation of
template we choose temple option.
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Also, Predefined example of Legal Pledging, LeterFaxes, Memos, Other
Document, Publications, Reports, and Web pages.

(1). The Open Option:These option used for open the new file.

Click on open option the following dialog box wile appear.

Lookin: ||D My Documents Vi +* | @ X 5 ~ Tools -
B [ corel User Files
i ||ﬂcyberlink
My Recent I:él\w Music
AR iliﬁMy Pictures
= T J
L
Desktop
My Documents
My Compuker
\..% File namne: v Open v
My Metwark | | [ = ]
Flaces Files of type: |AII ‘Wword Documents I | ﬂ]

(2). The Save Option:This option used for Save the given name file.

Click on Save option the following dialog box wike appear.

(3). The Save As OptionThese options used for Save As the given name file
Click on Save option the Following dialog box vk appear.

-Save As -I

Savein: |||r_‘| My Documents v| € | @ b ~ Todls ~

|2) Carel User Files
£ ) cvberlink
My Recent iiﬂmy Music

S lﬂMy Pictures

;‘i":% B s

Desktop

My Dacuments

My Computer

File: name: | v [ swe |
My Network =

Flaces Jawe as bypel |Word Diocurment vi Cancel
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Fig. 60

(4). The Print Preview Option: These options used for Print Preview of the
file.
Click on open option the following dialog box wie appear.

4 ARJUN - Microsaft Word

e

<

(5). The Print Option: These options used for print of the file.
Click on Print option the following dialog box witle appear.

2. Edit Menu: These Menus is used for Edit Operation.

Can't Undo Chrl+Z
Can't Repeat  Chrl+y

Cut Chrl4
Copy Chrl4C
Office Clipboard. ..
Paste Chrl+y
Paste Special...

Paste as Hyperlink

Clear »
Select All Chrl+8
Find... Chrl+F
Replace... Chrl+H
Go To... Chrl+G
Links...

Object
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Fig. 62
(1). The Undo Option: These Undo option for previous operation of file.

(2). The Repeat Typing Option: These Repeat Typing option used for
repeat last typing operation of file.

(3). The Cut Option: These cut option used for cutting for selectectt T
file.

(4). The Copy Option: These Copy option used for copying for selectext Te
of file.

(5). The Paste Option:These Paste option used for pasting for selecesd T
of file.

(6). The Paste Special OptionThese Paste special option used for pasting
Special for last Text of other location.

(7). The Select All Option:These option used for Select All Text of file.

(8). The Find Option: These option used for Find The Text of file.

Click on the find option the following dialog boxlixbe appear. In blank place we
write the text which we want to find.

Find and Replace @@

Fird | Replace | GaTo

Find what: ¥

[ Highlight l itens Found in:

More ¥ Cancel

Fig. 63
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Find and Replace

Find | Replace | GoTo

Find what: v

Replace with; v

More ¥ Cancel

Fig. 64
Click on the Replace option the following dialogxbwill be appear. In Blank
place we write the text which we want to find arelthe replace with option we
replace the find text place.

3. Format Menu: These menu is used to formatting the text of file.

Format ‘
A Fart..,
=0 Paragraph, .,

= Bullets and humbering. .

Bordzrs and Shading, .

“ﬁ Teyt Direction, .,
Change Case, .
[ Theme..
xﬂ Styles and Farmatting. .
PQ Revedl Formatting.,,  Shift+F1

M Obect...

L

Fig. 65

(1). The Font Option: These font options used for changing the style sinel of the Text.
On the click of font option the following dialog bavill be appear.

On the click of font option the following dialog avill be appear. These option
include font’'s sizes, underline styles, Add effeltte superscript, subscript etc.
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Change default Characters spacing, Inset specahcters and symbols, change
case Create draft case.

Fonk |Cha[acter Spacing || Text Effects

Font skyle:

Ttalic

Fonk colar: Underline style:
| Automatic v| |(n0ne) w |

Effects
[ strikethrough [ shadow [ small caps
[ pouble strikethrough [ outline [ &l caps
[ superscript [ Embioss [ Hidden
[] subscript [ Enagrave

Preview

Times New Foman

This iz a TrueTwpe Font, This font will be used on both printer and screen,

-

Fig. 66

(2). The Paragraph Option: These paragraph options used for set the paragrfine
page. On the click of paragraph option the follayvithalog box will be appear.

Paragraph

Indents and Spacing | Line and Page Breaks

General

Alignment: w Qutline level: Body text  w

Indentation

Left: Special: Byt

Right: o ES (none) w e
Spacing

Befare: 0pt i Line spacing: Ak

After: opk ES Single v |—3|
Presigm

[ CK ] [ Cancel ]

Fig. 67
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(3). The Background Option: These Background option used for set the Backgtafn
the page. On the click of Background option théofeing dialog box will be appear.

On the click of Background more Colors option tb#édiwing dialog box will be

appear.
Background b o Fil
G, Theme. ENEEEERE
Frames 4 AEERRERAEN
@ AutaFormat... L AEEEE
4;41 Styles and Formatting, . o SERN
@ Reveal Formatting..,  Shift+F1
Mare Colars,..,
O biect...
Fill Effects. .
Printed Watermatk, ..
Fig. 69
On the click Background. Fill effects option thdldaing dialog box will be
appear.
]

Mew

Current

Fig. 70
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Here we can choose the mix color.

On the click of Background. Fill effects option tfa@lowing dialog box will be
appeatr.

Fill Effects =]

Pattern Picture

Cancel
() one colar

() Two colars
() Preset

Transparency

From: Y
o CEEY

Shading sktyles \arianks
() Hovizonkal

= ™

() Diagonal up Sample:
() Diagonal dowvn

() Erom corner E||Z|
O From cenkter

Fig. 71

Here we can set two color and mix color by usingegioption.

4. Insert Menu: These menus are used for insert menu given aption

Inserk |

Break...

Page Mumbers. ..

Dake and Time. ..
SutoTexk 3
Field...

Symbol. ..

Comnenk

Reference 3

M. Ef

Web Component. ..

Pickture »

]

Diagram...

)
+
1

Il

Texk Box
File...
object. ..
Bookmark. ..

®

Hyperlink. .. Chrl+E

Fig. 72
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(1). The Break option: These Break option used for break the page, aglum

text.

Break bypes

() Colurnn break

() Text wrapping break
Section break kypes

{:} Mexk page

{:} Conkinuous

{:} Even page

() 0dd page

[ 0] 4 ][ Cancel l

Fig. 73

(2).The page Numbers optionThese page Number options used to print the
page Number on the page. On the click of font optiee following dialog box

will be appear.

Page Numbers

Position:

Eh:lttl:lrn of page (Faater)

glignmeni:
Right W

Show number on first page

X]

Preview

|

(K, H Caniel ]

Fig. 74

(3). The Date & Time Option: these Data & Time option used Print the will

be appear.
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Date and Time

)

Available Formats: Language:
2712017 |Eng|ish (0.5.] v |
Tuesday, March 27, 2012

March 27, 2012
312701z

2012-03-27
27-Mar-12

3272012

Mar, 27, 12

27 March 2012

March 12

Mar-12

3}27/2012 1:02 PM
/272012 1:02:32 PM
1:02:32 PM

13:02

1302032

[] Update automatically

-

Fig. 75

(4). The Symbol Option: These Symbol option used to Print the Symbol on
the page. On the click of font option the followibgx will be appear.

Symbols | Special Characters

Fart: |{normal text) v |

LI #18%| & ()] *|+].]- ~
ol1l2]3]4]5]67|8]9] | :]<|=[=]7
@|A|B|C|D|E|F|G[H|I|J|K|L|M|N|O
PlQIR[s|TIU[VIW[X[Y[Z[[[\ [T} _.
Recently used symbals: )
MEEIE|O® ™ML £ <=2 |o|ln|a

CIRCUMFLE Y ACCENT Character code: |94 | from; |P.SCII {decimal) v|
[ﬂutu:uf:urrect... ] [Shu:urtu:ut Key... ] Shortcut key:
I Insert ] [ Cancel ]
Fig. 76

(5). Insert Hyperlink Option: These Insert Hyperlink Option used to Insert

Hyperlink on page. On the click of font option fmNing dialog box will be
appear.
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Insert Hyperlink @

Link ta: Text to display: |http:,l',l'www.microsoft.com,l'isapi,l'redir.dll?prd=ie&pver=6&ar=ms| SereenTip..,
Existing Fle or

v
Virsh Page |5 Corel User Files T
CFgrlrdent 3 cyberink [—]
Place in This =) My Pictures

Document Browsed Iﬂ_] ARIUN

Pages
H

Create New Recent
Document Files

Loak in: ‘@ My Documents

Address: e microsoft, com/isapifredir, dIFprd=iefpver=6&ar=manhome V|

E-mail Address

[ o H Cancel ]

Fig. 77

(6). Insert File Option: These Insert Fill option used to insert file o frage.
On the click on fount option the following dialogXwill be appear.

Insert File @@

Laokin: |ID My Documents Vi L] [{@ X 5B Tk~

. [ Corel User Files
@ [ evherlink
My Rerent | | my Music
ociments ﬁﬂMy Pictures

[

Desktop

My Documents
My Computer
'j& File: name: v| [ Rarige... ] [ Tnsert 5,]
My Metwork i ;
Places Files of type: | Ward Documents v| .
ey —

Fig. 77

5. Table Menu: These menus are related to the operation of Tdbisert,
Delete select, Merge Cells, Split Table)
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Tahble |

E’ Draw Table
Insert 3
Delete 3
Select 3

"ﬂ Table AutoFormat. ..

AukaFit 3

Canyerk 3
%l Sark...

Formula...

Hide Gridlines

Fig. 78

6. Tools Menu: These menus used to special option of word (maifge
macro etc.)

Tools |

ﬁ}' Speling and Grammar, .. F7

B4 Rescarch... AlE+HClick
Language ]
Ward Count...

] AutoSummarize, .

Speech
Shared Workspace, .,

(5 Irack Changes Chrl4+-Shift+E

Compare and Merge Documents, .,

Protect Document. ..

Onpline Collaboration 2
Letters and Mailings 3
Macro ]

Templates and Add-Ins...
FE AutoCarrect Options. ..

Customize, .,

Opkions..

Fig. 79

7. View Menu: This menu is related to the operation of View. (MNal and
footer
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@ ‘Web Lavout
Print Lawyouk

EE Reading Layout

Cutline
Task Pane  Chrl+F1
Toolbars 3
Ruler

Document Map

Thumbnails

D B A <]

Header and Fooker

Markup

O

Full Screen

00, ..

Fig. 80

(1) Tool Bar Option: These option used for sect the tool Bar in current
file.
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M.S. EXCEL

1. INTRODUCTION TO M. S. EXCEL

oy
A B ! C [ 0] I E | F i croll
Current !
[ 2
3
_g,z
:
7
B
E]
0
11 | | ' | ' .
12
13
T 14 Wertical
, « » whBheetl {sheetz f Sheets / [< |
Fig .1

Ms- Excel is advanced version of Lotus- 123. IApplication software. By using
these software we can create reports, chart acdladbn of any row or column of any type of
data. The ms- excel provide many function (MathéragtStatistical function etc.)

2. WORKSHEET

Spreadsheet is the most important and the biggesbpexcel. Which appears
like a graph paper: As spreadsheet is big in isilenot completely visible on screen but its
right side is always seen on the screen, from therean start to input our data. The each and
every small box upon the size of our data Seetfig).
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E3 Microsoft Excel - Book1 E”E|E

|E_] File Edit Wew Insert Formak Tools Data Help

-8 X

§E§.ﬁ.rial -0 - | B I U |= !
] - ~
A B | C | D | E

F =

O | OO = | O b | L R =

M4 4 » H[\Sheetl  Shestz / sheets / | ¢ | >

Fig .2

FReady

3. COLUMN HEADING

In spreadsheet, going from left to right is notagized by the number but they
are through the alphabets such as A, B, C thelraeo@n as column heading. See fig. 4.3.

E3 Microsoft Excel - Book1 ['__|['E|E|
|E_1 File Edit Wiew Insert Formak Tools Daka Window  Help

d - F X
gainrial -0 - B I UO|E=E = E

15K % 1C - A

A, = C | D | E | F—

1

2 |dsdsd sdsd

3

4 zd

5

B |sdsd

7 sdzd

=]

9

10 |sd zd

11 —
12 =d

13 |=d

14

15 L
4 4 » M} Sheetl  Sheet? / Sheets / | ¢ | s
Ready MUM

Fig .3

4. WHAT IS WORKBOOK?
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Workbook is such a file in which are kept the spsteeet and chart, in a
worksheet we can keep chart, in a workbook we &aplonly one type of or many spreadsheet
related to one work.

5. WHAT IS WORKSHEET?

Spreadsheet is also said to the worksheet. Worksheectangular sheet in which
there are made small boxes. Every box of worksiseesed to store the data as in the from of
table and it can be moved or coping as per rege@nerthis data can be calculated by giving
formulae according to our work.

6. BASIC TERMINOLOGY OF EXCEL
1). WORKSHEET: It is collection of column and row.
2). SPREADSHEET: It is group of worksheet. Also called work-book.

3). CELL: Intersection of every column and row is called.cel

4). SIZE OF WORKSHEET: In excel sheet consist of 256 column and
65536.

5). CELL ADDRESS: where the position of cell (For example C6) meians
column and Brow.

6). TYPE OF: After selecting ok button we the database file @ams per
following screen displayed:

7. FORMAT CELL IN EXCEL
The main following type of format cell is used ixcel are:
GENERL: General format cell’s have on specific number fatm
NUMBER: Number is used for general display of number.
DATE: Display Date formats.
TIME: Display Time formats.

PERCENTAGE: Percentage formats multiply the cell value by 0t
display the result with a percentage symbol.
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8. HOW TO MOVE IN WORKSHEET?

The necessity to move form one cell to anotheinadrder to input or edit the date
in a worksheet. We can go on any cell very easilthie method given below:

Command
9

&

1
!

Ctrl +1
Ctrl +]

Ctrl + >
Ctrl + &
Home

End

End +Enter
PgUp

PgDn

Ctrl + Home
Ctrl End

Alt + PgUp

Alt + PgDn

Work
Move one auolu left.
Move one aaluright.
Move onevrap.
Move one rdawn.

Move to the top mbst row in which data is entered
Move to the laisstf row in which data is entered.

From left move to first filled box.
From right move te thrst felled box.
Move to #tarting row.
End moslset
Move to lasli.c
Moves oneegn up.
Moves ongegen down.
Move to the nopst row the first box.
Move to tlast filled box of spread sheet.
Move one sareght.

Moves oneesm left.

9. MOVEMENT THROUGH MOUSE

Tab can be moved on the scroll in the requiredréisam and the work sheet can
be moved very easily. if we want to move a row @olumn then. We click once on the scroll
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bar or if we what to move many rows and column togethen by the help of mouse tab is
dragged. Worksheet is established in the directiamhich, we drag the tab. See fig 4.4.

E3 Microsoft Excel - Book2 |'__||'E|[5__<|
@_] File Edit Wiew Insert Format  Tools Data  wWindow  Help
4 - &5 X
§E§.o.ria| .10 - B F U |=E == !
E1 - s

A B & [ 8] [ E [ B
7 ™
2
3
4
=}
=]
7
a
=]
10
11 —
12
13
14
15 e
4 4 » [y Sheetl  Sheetz / Sheets / |« | |
Readwy MM

Fig .4

10. TO MOVE IN CELL

In worksheet, in order to move to the box whiclatis distance for away, it is the
simplest way to use the command ‘Edit Go to’ To tse method we must know the address of
that cell we can move to any fixed cell by thedaling method.

Edt View Insert Fommat Todls Dats indow Help

=

DEEDEIS RS0 20 B~ 20 o BIU|EEEES %
Al =
A | e T W T T T J T K

L [Rap 1

2 Ay gt

3 |Rakhi |

4 |Rupa

3

6 |

7]

le]

9

10 - —

11| Ref

12 [ |

13

(14 spel

15

L6

[z

18]

19|

20

E8|

(22|

2|

[24]

(%]

% |

27|

28

(39

50|

Il

EA|

(3]

34 ]

ES R

W 4+ ¥)\Sheet1 {Sheet2 / Sheeta / < | |

Ready

74 start [ Thncsy Word [ icrosoft Exccel - Bookl

Fig .5
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1). ‘Go To’ option is clicked in ‘Edit’ menu The ‘& To’ box is visible on the
screen after that. See fig. 4.5.

2). In ‘Go To’ box on the ‘Reference’ option, thellcaddress is typed on which
one has to go.

3). OK button is clicked or enter is pressed.

4). Now our cell pointer comes to specified celiliads in move to move from one
sheet to another in worksheet.

11. TO MOVE FORM ONE WORKSHEET TO ANOTHER IN
WORKBOOK

In excel, in a workbook, many worksheet are kepictvitan exchange data each
other. This type of movement of going from one otherksheet, the use of key Ctrl + PgUp is
down and to return back Ctrl + PgUp is done anctorn back Ctrl + PgDn keys used.

12. FORMATTING A WORKSHEET

To start work in the worksheet of excel has to ib&l§ formatted according our
work. In order to format the worksheets we mustvknehat type of data will be kept in it
generally in excel. We can give in the form of namliext or formulae.

13. NUMBER

All the numbers, decimals formed on the basis twr 9, #, %, +, - such fall under
this category.

14. TEXT

All the alphabets from A to Z and the word formedtbe use of these alphabets
come under this category.

15. FORMULAE

The formula made on the basis of mathematics fangdoalculation are written
with sign = in the staring. Example if the conteafscell c1, c2, c3, are to be added then the
formula will be written as = c1+c2+c3

16. SETTING OF AUTO CORRECTION
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There are some words whose spelling we are in at habincorrectly. For
example, if someone writes the spelling of her n&8megeeta and we according to our habit
write it Singeeta again ad again. In order to gebtof such errors we use the facility of ‘Auto
Correct’ of excel. The word whose spelling is expdcto be typed incorrectly is set in ‘Auto
Correct’ and when we type that word excel itselfrects it Let us assume that we want to get
rid of typing the word sangeeta as sangita therseitsng will be done in the following manners.
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Fig .9
1. Auto Correct option will be chosen on tool menuwNdialog box will be seen
on the screen. See fig. 4.6
2. The sign of ‘tick’ is placed on ‘Replace text asuytype’ in check box and it
will be present. See fig 4.7
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3. The possibility of the word being typed incorredttythe box under ‘replace’
For example: We can type sangita here. See fig. 4.8

4. In ‘with’ box the correct spelling of that word igped. For example, we can

type Sangeeta. See fig 4.9

this word is added in dictionary by clicking thettom ‘add’

Now ‘OK’ button is pressed. After this action isvdo whenever we type the

wrong spelling excel will itself correct it.

oo

17. USE OF AUTO COMPLETE

While doing the input of data we need to type santhe words again and again
Excel gives us an important facility that whenewves type any word again some staring
alphabets when matched it beings the first woslfita cell For example if in the cell earlier we
typed name suranjana, Archana Gita, Now as we ityay cell surangana will automatically
come in written if we want to keep this name irstbell we will press arrow key and move to
the next cell or if we want to type any other wdsdy-sangeeta). Then we will type it fully
Now it we type S in any other cell then any wordl wot come itself but as the common
alphabets of suranjana or sangeeta match. For égaiyge type it in font of ‘'S’ sangeeta word
will appear of it ‘U’ is typed after S then suramgawill appear in this way, on the basis of
alphabets, excel presents data for us in cell andged us the facility of auto complete. See fig
4.10
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18. FORMATTING OF CELL
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In Worksheet we input different types of numberse Want to keep some
numbers up a fixed decimal place and some numbithstle sing of currency (such as -$) in
this way, in format of data, time, percentage, tfoa; scientific etc cell is format in different
ways to keep the data For example. If we want &pkihe number in cell up to three decimal
places then following type of format will be done.
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Fig .13
1. The cell to be format is selected.
2. Format option is chosen. See fig 4.11
3. Cell option ...... Is chosen. See fig 4.12
4. The number option is clicked.

5. The decimal place up to which we want digit, weetypat number after the
decimal place, in this example we will type 3.

6. Click on OK button. See fig. 4.13

19. CHANGE WIDTH THROUGH FORMAT MENU

To Change width trough format menu if any inputadist digger than the all the
thaninthe cell ‘# # # # # # # # # # # will beegain place of data In this way in that cell mouse
bigger input can be down than the limit of its latdsa

1. The cell whose breadth is to be changed is selected
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2. In format menu, column if clicked, see fig 4.14
3. In column sub menu, Width .... Is clicked. See fity4.

4. We will type breadth in the ‘Colum width’ according the requirement of
alphabets kept in this column. See fig 4.16

5. Now Ok button is pressed.

20. TO CHANGE COLUMN WIDTH BY MOUSE

It is very easily to change the breadth by mousekthod is as follows.
1. In the Right side margin of column heading ‘poistdone mouse.

2. The arrow form of pointer when moved by mouse witirease or decrease the
‘Column width’ depending on the move to and for.

21. HOW TO INSERT ROW OF COLUMN?

If we have done the input of all the data and tih@omes to our mind that some
row or column has been left to by typed shill teat and column can be inserted on its required
place. In excel any blank row or column can be riesk the method is the following way to
insert row.

22. INSERT ROW

1. The pointer is placed under the row where blank isowanted. Foe example if
2. A black space is wanted after number 1 then poistplaced at row number 2.
3. If move that one row are to be increased then mawg are selected below.
4. Now in ‘Insert’ menu row is clicked on.

5. After than ‘Black row’ appears on the selected eland all the data below
moves down words one by one.

23. TO INSERT COLUMN
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As insert way row is inserted column is also inseiit that manner.

1. The Right of column there you want the black coluima pointer is placed in
front of that. For example if we want to inset colu B after column A then
pointer will be placed on B.

2. If more than one column is needed then tat manykbtalumns can b selected
on right side.
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3. Click on insert menu. See fig.

4. The option of column is clicked. In this way blac&lumn is inserted See fig
4.18

24. HOW TO COPY A CELL

1. Those cell are selected which are to be copingtakeh to other place See fig.
4.19
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2. The border of cells which are blacked is clicke@énththe mouse pointer
changes from + to arrow () form.

3. All the ‘Cells’ whose contents we want to copy frame place to another they
are dragged through the mouse from that cornehaoother corner in front,
then all the cells get select.

4. With one hand ctrl key is pressed & through moumse delected cell box are
dragged to the place where the contents o cetbateep. See fig 4.20

25. HOW TO MOVE A CELL?

1. Those cells are selected which are moved and takather place. See fig.
4.21

2. The border of cells which are bloke | clicked thka mouse pointer changes
from cross + to arrow () from

3. All the cells whose content we want to copy frone giace to another they are
dragged through the mouse from that corner to theraorner in front, then
all the cells get select.

4. With the help of mouse, the box of selected cslidragged to that place where
you want to ‘mouse’ them in a workbook there arenynaorksheet selected to
one work. The method of copying files in betweeentls as follows. See fig.
4.2.

26. COPY FORM ONE WORKSHEET TO OTHER

In a workbook there are many worksheet relatedrte work. The method of
copying files in between then is as follows-
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In Excel if We want to copy the contents of any kabreet in other worksheet

then.
1. That range will be selected which is to be copied.

2. The chosen range box will be clicked.

3. With one hand ctrl and alt key be pressed a withdther hand holding the
brother of that box drag it that worksheet andasdeit on taking it on tab.
Now the chosen rage of our. First worksheet isabpn the other worksheet
copy from one workbook to another.

27. COPY FORM ONE WORKBOOK TO ANOTHER

When in workbook we work in any worksheet and wigsmtontents to be coping
to the worksheet of another workbook then the acwdl be as follows.

1. That range is selected in worksheet which is bengpim another workbook.

2. Whichever range we have selected now the comptetebit is clicked.

3. Whit one hand control key is pressed and with ttteero Hand the box is
dragged through mouse in that worksheet in whichtid be coping.

28. HOW TO SAVE EXCEL WORKSHEET?

If we have saved our worksheet earlier then byspmgsctrl + s is can be saved.
Again But if worksheet is saved for saved for tinst time the following method | followed.

1. File menu is clicked on. See fig. 4.22
2. ‘Save As’ option is chosen then dialog box is Misibn the screen. See fig
4.23
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3. In the ‘Save in’ that drive and folder are shownwhich the file is ready to
‘Save now if we want ‘Save’ our worksheet in anfietdrive and folder then
it is selected in the box in front of ‘Save in .

4. By pressing ‘tab’ we come in the box ‘File menudathen for our worksheet
file any such appropriate Small is types. Which bamemembered and we can
recognize our worksheet file in the lost of file.

5. Only Microsoft excel book is highlighted in the saas type box, save as

6. ‘Save’ button is clicked by mouse. In this way waitket is saved in the form
of a file on the disk which can be opened againaambe used.

29. TO SAVE A WORKBOOK LIKE TEMPLATE

If we want to ‘save’ our workbook like template th8emplate’ is highlighted is
‘Save As Type’ box The method is as follows.

1. File menu is clicked on. See fig. 4.24

2. Save As options is clicked then save as dialogibeseen on the screen. See
fig 2.25
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Template folder is selected to place template oregd tab.

To open the new folder to template the new foldetdm is clicked.
Template option is chosen by clicking on save pe §ee fig 4.26
On creating new folder in templates a new tab apgpeathe screen.

o0k w

30. SUM OF THE CELLS

When we want to find the total of the contents aine of together then in excel
we use the sum function if in tool bar we know ahitne auto sum button we can press it find
the sum. The method is in this way.

1. All the cell which are kept together whose conteStam is to be found out are
selected.
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2. In standard tool bar ‘auto sum’ button is presseadafesult, all the cells that
are selected by us the sum of their contents apeaihe screen. See fig 4.28

31. IF FUNCTION

Some logical operators are used with if functioentlaccording t those operators,
when the condition is established a type of act®operformed and if not established in that
condition, the other type.

The logical operators which are used with IF funrctare follows:
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Let us assume that we have to give bonus to oukevofor the following
conditions are there:

Those who are working for a time of 5 less thaythél be given 5 percent salary.

Those who are working for of a time 10 years os lgman they will be given 10

percent.

Those who are working for a time of 20 years os liggn that they will given 20
percent

Those who have been working for a time of 25 yeéaraore they will be given 25
percent

On the basis or these conditions if function isdugecalculate bonus/ the method
is as follows:

1. The point is placed in that cell from which ressltesired. see 4.29
2. Insert menu is clicked on.

3. Function option is clicked on then the ‘Paste fiorctdialog box is visible on
the screen see fig. 4.30

4. Logical option is clicked in function category.

5. In ‘Function name’ if clicked on see fig. 4.31

6. When ok button is clicked then other dialog boxesgrp see fig 4.32

7. In logical test box that condition is typed whiche want to check. Foe
example if Length of service is in C3 then to gikie condition in if function,
C3>= 20 is typed.

8. The process is down in value if true box when cbaodliis true. For example
when the value of all address is more than 20 Herdalary then 25 percent
bonus is given. Hence (DB*25) or 100 will be typed.

9. An action performed when the condition is falsdasvn in the option ‘Value if
false’ in this way a condition can be checked euwsne and when our data

matches the condition than result obtained onagsshcan be checked.

10.This work is ended by clicked the ok button.

172



32. TOOLBARS AND THEIR ICONS STANDARD TOOLBAR

B 0«0
Fig .32

gr-Hi g -4

New

Create a new blank file.
Alternative: File “New
Shortcut Ctrl +N

Save

Saves the active file.
Alternative: File “Save
Shortcut Ctrl +S

Print Preview

Display full page as they are printed.
Alternative: File “Print Preview.
Shortcut Ctrl +F2

Cut

Cuts the selection and puts it on the Clipboard.
Alternative: Edit “Cut

Shortcut Ctrl + X

Paste

Insert the Clipboard contents at the insertion poin
Alternative: Edit “Paste

Shortcut Ctrl + V

Undo

Reversers certain last commands.
Alternative: Edit “Undo

Shortcut Ctrl + Z

Insert Hyperlink
Displays the destination object, document or page.
Shortcut Ctrl + O

Open
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Opens or finds a file.
Alternative: File “Open
Shortcut Ctrl + p

E-Mail
Sends contents o the current worksheet as boded-mail message.

Print

Prints the active file using current defaults.
Alternative: File “Print

Shortcut Ctrl + P

Spelling

Checks the spelling in he active file.
Alternative: Tools “Spelling
Shortcut F7

Copy

Copies the selection and puts it on the clipboard.
Alternative: Edit “Copy

Shortcut Ctrl + C

Format Painter
Copies the formatting of the selection to a spedifocation.
Shortcut Ctrl + Shift + C

Redo

Reverses the action of the Undo command.
Alternative: Edit “Repeat

Shortcut Ctrl +Y

Auto Sum
Add numbers automatically with the SUM function.cEksuggests the range of cells to

be added. If the suggested range is incorrect, tmagigh the range you want, and then press
ENTER.

Sort Ascending
Sorts the selected items in order from the begmointhe alphabet, the lowest number or

the earliest data, using the column that contdiesirisertion point. If you previously set other
sorting options. Those options are still in effect.

Chart Wizard
Starts the Chart Wizard, which guides you through steps for creation an embedded

chart on a worksheet or modifying an existing chart
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Zoom Control
Scaliest the editing view (Zoom)
Alternative: View “Zoom

Paste Function
Displays a list of function and their formats atidwas you to set values for arguments.

Sort Descending
Sort the selected items in the order form the dnith@® alphabet, the highest number or

the highest data using the column that containgrnibertion point. If you previously set other
sorting options, those options are still in effect

33.

Alternative: Table “Sort
Descending

Drawing
Shows or hides the Drawing Toolbar.
Alternative: View “Toolbar” Drawing.

Microsoft excel Help

Provides help topics and tips to accomplish yosik.ta
Alternative: Help “Microsoft Excel

Help

Shortcut F1

FORMATTING TOOLBAR

.ﬂ\rial (10 -

BIUIESEZE$%, $M/EE _O.A.

Fig .33

Font

Changes the font of the selection.
Alternative: Format “Font
Shortcut Ctrl +Shift+ F

Bold

Makes the selection Bold.

Alternative: Format “Font” Font Style
Shortcut Ctrl +B
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Font Size

Changes the font size of the selection.
Alternative: Format “Font” Size
Shortcut Ctrl + shift+ P

Italic

Make the selection Italics.
Alternative: Format “Font” Font style
Shortcut Ctrl +I

Under line

Formats the selection with continuous underline.
Alternative: Format “Font” Effects

Shortcut Ctrl + U

Align Right

Aligns the paragraph at right indent.
Alternative: Format “Paragraph” Alignment
Shortcut Ctrl + R

Marge and centre

Combines two or more selected adjacent cells tatera single cell. The resolution
merged cell contains only the upper left most datide selection, which is centered within the
cell. He cell reverence for a merged cell is thpargeft cell in the original selection range.

Percent Style
Applies the percent style to the selection celtsciange the Percent Style, use the Style
command on the Format menu.

Increase Decimal
Increase the number of digits displayed after #ag@rdal point in the selected cells.

Decrease Indent
Decreases or promotes the selection one level.
Alternative: Format “Paragraph” Indentation

Borders
Shows or hide the border toolbar.
Alternative: Format “Border and shading

Font Color

Selects and applies Font Color.
Alternative: Format “Font Color.
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Align Left

Aligns the paragraph at left indent.
Alternative: Format “Paragraph” Alignment
Shortcut Ctrl +L

Center

Centers the paragraphs between the indents.
Alternative: Format “Paragraph” Alignment
Shortcut Ctrl + E

Currency

Applies on international currency style to the stdd cells. Depending on the country
selected in the Windows Regional Settings dialog, lee International Currency Style button
might appear instead of the currency style button.

Comma Style

Applies he comma style to the selected cells. Tangk the comma style, use the Style
command on the Format menu.

Decrease Decimal
Decreases the number of digits displayed aftedéwemal point in the selected cells.

Increase Indent
Increase indent or demote the selection one level.
Alternative; Format “Paragraph” Indentation

Fill color
Add modifies, or removes this fill color or fill fefct from the selected object. Fill effects
include gradient, texture, pattern or picture fills

34. DRAWING TOOLBAR

Draw Mnutnﬁhapes'\ \DD‘?:I@|®"£'&'E_E.@

Fig .34

Draw
Activates the Draw Menu.

Free Rotate
Rotates the selected object to any degree.
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Select the object, click on the icon and
Then drag a corner of the object in the
Direction you want to rotate it.

Line

Draws a straight line where you click or drag ia #ttive Window.
To constrain the line to draw at 15 degree anglmfits starting
Point, hold down SHIFT as you drag.

Rectangle
Draws and rectangle where you click or drag inatigve window.
To draw a square, press SHIFT and drag.

Text Box

Draws a text box where you click or drag in thevecivindow.
Use a text box to add a text —such as captionaltmuts

To your pictures or graphics.

Alternative: Insert — Text Box.

Clip Art

Opens the clip Gallery where you can select therins
In your file or update your clip art collection.
Alternative: Insert — Picture- Clip Art.

Select objects

Changes the pointer to a selection arrow so thaican
Select objects in the active window. To selecinglsi
Object clicks the object with the arrow.

To select one or more object you want to select.

Auto shapes
Activates the Auto Shapes menu.

Arrow

Inserts a line with an arrowhead where you clickliag
In the active window. To constain the line to draivthe
15- degree angle from its starting point, hold d&¥iFT
as you drag.

Oval

Draws an oval where you click or drag in the
Active window. To draw a circle, press SHIFT
And drag.

Word art
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Creates text effects by inserting a Microsoft Gdfic
Drawing object.
Alternative: Insert — Picture — Word Atrt.

Line Color
Adds, modifies, or removes the line
Color from the selected object.

Fill Color

Adds, modifies, or removes the fill color or fill
Effect from the selected object. Fill effects
Include gradient, texture, pattern and picture fill

Line Style
Click the width you want for
The selected line.

Arrow style
Click the arrowhead style you want for the seledisel

3-D
Click the 3- D style you want for the
Selected object.

Font Color
Formats the selected text with
The color you click fills.

Dash style

Click the dashed line or dash dot line style you
Want for the selected shape or border. Click the
Solid line if you don’t want the dotted line.

Shadow
Click the shadow style you want for
The selected object..

35. FUNCTIONS

Functions are power tools which help you performmptex computer icons easily
and quickly. Functions are like predefined formutasvhich the user has to simply provide the
values based upon which the calculations are done.
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SUM (): the Sum () function calculates the sum (totalgofries in a specified
range. In our present example we have a range A28 dor which we want to add up the
numbers.

=sum (A2:A8)

ROUND (): The Round () function rounds of a number to thecgfigd number
of decimal places. In our present example we hawenaber 3.786 which we want to round off
only tow decimals.

=round (3.786, 2)

SQRT (): The SQRT function calculators the square root wy apecified
number. In our present example we have number @vfich we want to find out the square
root. If the 9 in cell address c3 then

=sqgrt (c3) will be type

AVERAGE (): The AVERAGE () function calculates the average akries of
specified number. In our present example we havabewn, 9 and 81, for which we want to
calculation the average.

Ifincl0 andin cll
=—average (c10:c11)

MAX (): The MAX () unction finds our maximum (highest) ualfrom a series
of specified numbers. In our present example we lzarange of four cells A2 to A5 from which
the highest number has to be found out.

=max (A2:A5)

MIN (): The MIN () function finds our maximum (smallest)lwa from a series
of specified numbers. In our present example we lzaxange of file cell 2 to A6 in form which
the smallest number has to be found out.

=min (A2:A6)

COUNT (): The COUNT () function finds our total number of ®es in a
specified range. In our present example we haamger A2 to A7 in which we want to count the
number of entries.

=count (A2:A7)
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ABS (): The ABS () function is used to get the absolutai®alf a number. The
absolute value of a number means the number witptug or minus sign. In our present
example we have a number — 45 in the cell A11 foictvwe want to get the absolute value.

=abs (Al11)

UPPER (): The UPPER () function is used to convert your dase entry into

upper case i.e. capital letters. In cell 13 thera text entry ‘big’ which has to be converter to
caps.

=upper (Al13)

LOWER (): The LOWER () function is used to convert and uppase text into

lower case, i.e. small. In cell A14 there is a temtry “SMALL” which has to be converted to
small letters.

=lower (A14)

36. CREATING A CHART IN EXCEL

Chart Wizard - Step 1 of 4 - Chart Type

Standard Twpes Cuskam Tvpes

Chart bvpe; hart sub-fvpe:
1 EET ~
E Ear
|ﬁ Lire
» Pie

. WY (Scatber)
‘ Area
fra ) Croughnuk

L LgfilLL
Al

@r Radar
@ Surface

) EBubhblz o

Clustered Column, Compares values across
categories.

[ Press and Hold to View Sample ]

[ Wext= | [ FEmish |
Fig .35

For create a chart in excel we take following step:

1. Select the Data Range (Row and Column, which yontwa create a graph)
Then click on Insert menu and select chart optiodiok on graph icon.
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The following box will be display:

2. In these box we choose the column graph (for el@ntpen click to next
option. The box will be appear.
3.

Chart Wizard - Step 2 of 4 - Chart Source Data

Data Range Series

1400000
1200000 I
1000000 B P
s00000 o Ajay
o Fiskhi
£00000 o Fups
400000 m Fam
Zo0000
a

Data range:

Series in: () Rows
) Columns

[ Cancel ] [ = Back ” Mext = ] [ Finish ]

Fig .36

4. Now here, we will select the series tab then thevid be look like.

Chart Wizard - Step 2 of 4 - Chart Source Data

Data Range
1400000
1200000
1000000
— O Service 1
S00000 | Serviced
600000 _ L o servics:
— O Galary
400000 o
200000
]
1 2 3 4 5
Mame: =Sheet11$B$1
Serviced
Galary
values: =Sheet11$B42: §E46
[ Aadd ] [ Remove ]
Cakegory (%) axis labels:
[ Zancel ] [ < Back ” Mext = l [ Einish ]

Fig .37

Here Series 1, Series 2, Series 3 etc will be aysfar giving label name of series.
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Now, In name option we gave the name of Seriegategory (X) axis label we
write the label of X-axis. Then click on next buttd he following type box will be appear.

Chart Wizard - Step 3 of 4 - Chart Options

| Bxes Gridines | Legend | Datalabels | Data Table
Chart: title:
| | 1400000
Cakegory (%) axis: 1200000 —
| | 1000000
Yalue () axis: 500000 I :z:::::'
| | BOOO00 — || [0 Service]
O Galary
400000 |
| | 200000 :( |
| | ’ 1 2 5 4 5
[ Cancel H < Back. “ Pext = l [ Einish
Fig .38

Here, type the chart title, type the category (Xjsaname, Category (Y) axis
name. Then Click on Next button.

Chart Wizard - Step 4 of 4 - Chart Location

Place chatt:

() &is new sheet: |Chart1 |

(¥) As obiect in: Shest]

’ Cancel H < Back ]
Fig .39

5. In these options if we use as new option then thertcwill create on new
sheet. If we use object then the chart will be ldigppn working sheet position.

6. After that, we click on Finish option.
37. SETTING OF PARINTAREA
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If you are not satisfied with your print area yanahange it for this, you perform

the following action.

Insert Formst Tools Dats Window Help

RN N e

110 -|B Z1|=

A6

B

|

Senicel

o]

G H

|
Fx

Bl page setup

[Fage._|| Margns | HeadsriFooter | sheet |

@paat Olantsiss
s

© ddisttor [100 3 P romalsize

Ofrtor [1 & psostgpuidety [1 Etal

EEEEERE B
£

=

=i

o

=

Papersige: |Latter o

&

=

Print gualty: | 1200 do v

Fitst page number: | Auto

=

=

@

=
)

wlwlalm i lm el
=) || N5 e R8RS

E
33 1 _
W 4 » i\ Sheat4 ) Sheet1 { Sheat? £ Sheata

i Iy [assthapess N W OOBE A EE S Lo A

Ready

i untitled - Paint

Typeaguestion forhelp =/ o @ X
B8 %, 83 Ay |

Insert Formst Tools Dats Window Help

|8 0B oo = o bl g B I ls.cal

Sl w b [ M [ N[ oF
[ 1 [nzme A
12 |Raju g
| 3 Aay g
| 4 [Rakhi ]
|5 Rupa 10 || Prkarear [0 Cem.
[ B [Ram 36 || print titles
i
el
9] Chmmstorepeatatkft | [
[10 Print
% [ grdines [ Row and calun headngs
[13] [Clglackand white  Comments: | (yane) v
4] Dloreftality ol gnars as: dayed |
{15 | Page order
15
[77 ] @ Down, then over
(18] © yer, then dosn
18
Ei]
En
[22]
12
124
T
|
127
N
(2]
ECH|
il |
|
Ex] -
W« > nf Shestd ) Sheetl { heet? / Shestd 5

iDrawr | | Autoshapes

ALOBE A R 5

Ready

Fig .32

1. On clicking ‘File Menu’ the ‘Page set up...” optios clicked ‘Page set up...’
dialog box appears. See fig 4.41

2. In the above dialog box, sheet option is clickée, sheet dialog box appears.
See fig 4.42
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3. In the ‘Print area’ that part of worksheet is decidvhich to be is sent to print
let us assume that we want range form Al to G10 we will type Al, G10.

4. Now Ok button is clicked. In this way the range s# by us is set in ‘Print
area’.

38. PRINT PREVIEW

If before, taking out the print out of worksheetmaper we see the ‘preview’ of it
on screen then the problem of in correct Printiag loe rid of. The method to preview is as.

B3 Microsoft Excel - Baok2

() e Edt Mew Insek Fomat Took Data Window Help

DERBISBIR o = Ao i <10 -|B I U]
Bl - 7 234434400

% g s A
A | B 300 S = 5 T S T W) Y [ |~
Raju (234300

“‘Lu‘m‘w‘mhm‘b‘w!m‘;
=1 |25 1
=

EEEECEERE

i€ < » »ih\Sheet1 { Sheet? { Shestd / |« > |v
ian: [y |Auoshopes= \ W COOE A EE & -L-A-S=cBaf

Ready

istart [ nco-merssotewerd | B doski

1. File menu is clicking on. See fig 1.13.

2. Print preview option is chosen then on screen dheviing id seen in this way
see fig. 4.44.

3. Zoom button is clicked for closer view of the pdgem any place.
4. If after book at the preview we are satisfied aredwant to take the same print

on paper then click on ‘Print’ button If any ertisrfound in the print then by
pressing close button again come on the worksheet.

39. TO START PRINTING

If we have down all the type of setting and nowtwestart printing then it is sent
to printer in the following Manner.
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5 Microsoft Excel - Book1

v Format  Took Data Window Help Type a question For help 1
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B8 %, W3

Apollo P-1200 Document Properties

Layout | Papersfualiy|

Orientation
@ Portait
O Landscape

EREEEEE B
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=

Page Order
® Frontto Back
O Back to Front
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Fig .45
The ‘File Menu’ is Pull down’ See fig. 4.45
Print option is chosen See fig. 4.46

With the help of tab, in print what option, bullet select sheet (s) box is
clicked?

If ‘Page Range’ you want to take out print of aiges then the option in font
of page(s) option, form and to the number of paggped on the.
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5. The number of copies to print is typed in optiaropy’.

6. When ‘Properties’ option is clicked other dialogxkie seen on the screen See
fig. 4.47

7. Graphics option is clicked then graphics dialog mseen on the screen. In
the above dialog box resolution, dithering intensihd graphics mode can set.
See fig 4.49.

8. OK button is clicked.

9. If we want to that how worksheets are will look paper after print then
preview button can be clicked.

10. The printing of our worksheet can be started Igkislg ‘Print’ button.
11.0K button is clicked on. New the paper starts totgn printer.

40. TO CLOSE EXCEL

1. File option is clicked by mouse then exit optiorciicked by mouse. A dialog
box is viewed on screen which demands the infoonab ‘Save the excel file.

2. If the changes down in file are be saved then “¥esl if not to be saved then
‘No’ and if excel is to be closed then ‘cancel’ ioptis clicked.

3. Let us suppose that you choose ‘Yes’ option thienigisaved and excel closed
down.
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NS ARSI R o= il e #i 210 o B 2T
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1C
POWER POINT

1. INTRODUCTION TO POWER POINT

— — Application
Menu Bar Standard Format [4pplication Minimise | | 28 2T
Stamdard Toolbar
P Application
= Microsoft PowerPoint - [Presentaliun1] = B Closa
14 Buthon
Click to add notes T Scrool Arrow
Hjs= T ¥
1 - 5 - E R e ol -
FDran - | Iy || Autoshapes = N % (100 (B 4l 2 (2] [ 2
Slide 1 of 1 Ciefault Design G
Status Bar Drrawing Toolbar
Fig .1

2. STARTING POWERPOINT

The Power Point is the application software whidtovgles the electronic
presentation of any topic. In presentation we caude graphics, chart, sound etc. we can
shown the presentation in front of public by usimmgjector.

Create presentation on PowerPoint take the follgwieps are:

» Click on start menu >> click on program.
* In program click PowerPoint option.
» The screen will be look like:
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Here, we received three following option for creat@resentation.

1. Auto Content Wizard: The option will provide wizard for guide us
through the various steps increasing a presentation

2. Templates: These option provide different the background gieso create
presentation.

3. Blank Presentation: These option Provide different the black screen to
create any type of presentation.

3. BASIC ELEMENT OF PRESENTATION AREA

() SLIDE LAYOUT: How the slide look the following main layout oftllide are:

Tile slide - These slide provide on title facilities for pressitn.
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Bulleted List — These slide provide bulleted facilities for pretsdion

é Column text —These slide provide 2 column creation facilitiesgentation.
Table —These slide provide table creation facilities jogsentation.

Text & chart — These slide provide text & chart facilities for peatation.
Chart & Text — These slide provide chart & text facilities foepentation.
Organization Chart — These slide provide Organization Chart facilifi@spresentation.
Graph — These slide provide the graph facilities for preaton.

Text & clip — These slide provide the graph facilities for preaon

Clip & Text — These slide provide clip & text facilities for gentation.

Title Only — These slide provide one title for presentation.

Blank —These slide provide blank for presentation.

4. SLIDE VIEW BUTTON

Normal view button —By click these button we can see the normal vieslidg.
Outline view button — By click these button we can see the outline iéwslide.

Slide view button —By click these button we can see the single viéslide.
Slide sorter view button -By click these button we can see all slide viewnmall size.

Slide show button -By click these button we can show the view of slide

5. CREATIG PRESENTATION USING AUTO CONTENT
WIZARD

The following steps are:
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1. Select New from file menu.
2. Select Auto Content option.

3. The Auto Content Wizard shown following screen:

AutoContent Wizard

Start AutoContent

Presentation bype The AutoConkent Wizard gets wou started by
providing ideas and an organization For your
presentation,

Presentation style

Presentation options

Fimish

Fig .2

uext:b |[ Finish

4. Click on next button then the next screen will ppear

AutoContent Wizard - [Generic]

Seleck the type of presentation you're going ko give

Stark SEneric
Recommending a Strategy
Presenktation bype General Cornmunicaking Bad Mews
! Training
Erainstorming Session
Presentation skyle Corporate Certificate N

Projects
Presentation options

Sales | Markeking
Finish

[ Cancel ][ = Back, ]l Mexk = |[ Einish ]

Fig .3

5. Click on generic option and click next option:
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AutoContent Wizand - [Generic]

What bvpe of output will wou use?

Start
= (%) On-screen presentation
Presentation type () weh presentation

() Black and white overheads
() Color overheads

Presentation options © 35mm slides

Presentation skyle

Finish

[ Cancel ] [ < Back ]l Mext = |[ Finish

Fig .4

Here, different following options are;

On-Screen Presentation:It is used to show presentation on monitor.

Web Presentation:It internet presentation used these option.

Black and White Overheads:lt creates a presentation Black & White.
Color Overheads: It create presentation in the form of paper ohtgparency.
35 mm Slides:lt is used for a slide projector to give a prestnita

Then choose On-Screen Presentatior®ption and click on next the following screen will
appeatr.

AutoContent Wizard - [Generic]

Presentation title:

T Start

Presentation type

Items toinclude on each slide:

Footer:
Date last updated
* Presentation options Slide number
Finish

Cancel ] [ < Back Mext = | [ Einish ]
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Fig .5

Here, In presentation title, we give3 the title.dAooter we give the note footer of the slide.

AutoContent Wizand - [Generic]

1 Skart

Presentation byvpe

| Presentation style AutoContent Wi

Presentation options

izard

Those are all the answers the wizard needs
» ko create ywour presentation!
Firish _hoose Finish bo view the document,

O

Cancel ][ < Back ] | Finish

Fig .6

Then click on finish option. Here the presentai®aoreated following type in slide sorter view.

q] File Edit Mew Insert Format Tools  Slide Show  Window  Help Type & que 1Forhelp = %
== B o - | 8 eon 2| @ ﬁ T | [Fuotes... | [ Transtion 2
A

Introduciion

Tt lhm s o I el toemm
au

mEE=

Slide: Saorter GEneric Gl

Fig .7

6. CREATING BLANK PRESENTATION

The following steps are:
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1. Select New from the file menu
2. Select a blank presentation option
3. The following screen will be appear.

Here, select the any one slide layout then startdate presentation according to slide format.

7. CREATING PRESENTATION FROM TEMPLATE

The following steps are:

1. Select New from the file menu
2. Select Design Templates options on the new presemidialog box.

The following dialog box will be appear.

New Presentation X|

General | Design Templates | Presentations |

@Digita\ Dioks @Stream | ‘|
Hecho Ocean B studia _
@Echpse @Orbit @Teamwor Previgw

@Edge @Pixel @Textured

@Fading Gtid @Profile @Waterma

@Fireworks @Pmpusal Lorem bsum
@Glass Layers @Q”adra”t + Debrstameteaisect:ier adpk oy el

@Glube @Radial f's:,‘jnmmmmw
@K\muno @Reﬁned [
@Layers @Ripple
@Level @Satelhte Dish
@Crayons @Map\e @Sh\mmer

@Curtain Call @Mountain Top @Slit

¢ | |

Templates on Office Online
Fig .8

|
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Here, we select background of slide which we wanake.

3. After click ok button then slide layout will be agqu.

4. Here, select the slide layout and then click okidoutand start presentation
creation.

8. ANIMATION

The Process which converts a static presentatibm diynamic one is called
animation. By which the presentation can move raggre with sound effect etc.

The following dialog boxes of custom animation afEhese option come form
slide show menu).

Here the following moving effect we can select.
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After select all effect use click on ok button.

9. TRANSITION

Slide transition is used to gibe the transactiorslmfe. These option select from
the slide show menu. By click option slide tramsitthe following menu will be appear.

10. SLIDE SHOW MENU

In slide show menu of power point, to run slidewshthe potions related to give
special effect are given. They are as follows.

1. View Show

The option is used to show the ‘Slide Show’ madslimes for presentation on the
monitor screen.

2. Rehearsal Timing
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This option id used to represent time of differebjects on slide and determines
the time interval of the change of slide. On usihig option slide show view is seen on the
monitor screen. In the view ‘Rehearsal’ dialog bhexepresented as shown in figure. In this
dialog box, on clicking, push button on the lefiesithe objects of side4 are displayed on by
one. The time taken to click decides the time irdgkfor it.

3. Record Narration
This option is used during side show to record riheation related to slide. In

order to record this narration it is essential #véh a sound card and microphone in the
computer. After downward, a ‘Sound Icon’ is dispdy

4. Set Up Show

Set Up Show @@
Show Evpe Show slides
(*) Presented by a speaker (Full screen) G all
() Browsed by an individual (window) ) Erom: > | To: -

() Customn show:

() Browsed at a kiosk (Full screen) custom Show 1 e

Show options Advance slides
[]Loop continuously until 'Esc’ O Manually
[ =haws without narration {*) Using timings, if present

[ shaws without anirmation rultiple monitors

Ferformance

[Juse hardware graphics acceleration

Slide shioww resolukion: | [Use Current Resolution] o

[ K ] [ Cancel ]

Fig .9

The option is used to determine then word relateslite show. On choosing this
option the following ‘Set up Show’ dialog box issglayed on monitor screen as shown in the
figure. This dialog box is has four parts. Thetfpart used the options given in shown type to
present the show on monitor screen and determinvgey/pe of display. The number of slides to
be displayed in the part of slide during show itedweined. In the ‘Advance Slides’ part when
the other slide will come and in which manner a#fteslide, is determined. The box given in thee
right, under the ‘Pen Color’ and the given, dowroar is clicked on the presentation done by
speaker during side shown some pen color are ditiderite on slide.
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