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[bookmark: bookmark15][bookmark: bookmark16][bookmark: bookmark17]                                               Preface
Evolution and prosperity of homoserines from Stone age to the age of ICT has proven the progressive interest of human being. The existing world beyond computers is almost impossible. This is an era of IT and ICT. Knowledge of computer has become an inseparable part to carry out all the assignment of our day-to-day life. In this context; a person without computer knowledge is a semiwet gentleman.

Keeping all those issues in consideration, the series of Swarnim Computer Science from grade 3 to 10 have been developed. The prime motive of introducing this book is to remove the extra burden of memorizing bulky definitions from the young children's mind and teaching them in innovative and practical methods through pictures, graphics, illustrations and examples. It is strictly based on the latest curriculum of Curriculum Development Centre (CDC), Sanothimi, Bhaktapur.
We would like to extend our sincere gratitude to all the IT lovers, our computer colleagues, scholars and undouble to Swarnim Publication Pvt. Ltd. Furthermore, we are thankful to the graphic designers, desktop publishing staff and language editors for their invaluable contribution to bring this book in existence.
We anticipate valuable and constructive suggestions, criticism and feedback from the well-wishers, teachers, parents, expert, students and friends for the improvement of this series and promise to incorporate the good suggestions in the revised edition.
-Authors
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[bookmark: bookmark78]Chapter 1   Fundamental Knowledge
                    and skill of computer

      This Chapter Covers:
· Input like keyboard and mouse.
· [bookmark: bookmark79]Output like monitor.
· [bookmark: bookmark80]Processing like processor.
· [bookmark: bookmark81]Storage like RAM and Hard disk.
[image: ]
Figure 2 Fundamental of computer Parts 


[bookmark: bookmark82][bookmark: bookmark83][bookmark: bookmark84]Introduction
A computer is an electronic device that accepts data and instructions from the 
user, processes it and gives meaningful information. The word 'Computer' is
derived from a word “computer” which means to calculate. Computer is 
specially designed for doing mathematical calculations.
A computer has affected our life in many ways. It is used to send emails, play video games, for research work, weather forecast, launching of missile, news broadcast and soon.
[bookmark: bookmark85][bookmark: bookmark86][bookmark: bookmark87]Working principle of Computer

[image: ]A computer generally works with Input, Process and Output (IPO) cycle. The given chart displays the IPO cycle of computer.Figure 3 Principle of Computer

A computer accepts the raw data from the input device, processes it through the processing device and gives the result through the output device.
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 INPUT                                                                                                                              
      Input is the process of accepting raw data. This process is done with the help of input devices like keyboard, mouse, microphone, joystick and so on. Keyboard and mouse are the main input devices of computer.
Keyboard
[image: ][image: ]Figure 4 Keyboard
Figure 5 Mouse

The process of converting the raw data and instruction into meaningful information is known as processing. Processing is done with the help of CPU.
                              Processing
                   

[image: ][image: ][image: ]Figure 6 Micro Processor
Figure 7 Monitor
Figure 8 Printer


                   Output
 The process of displaying the result or output given by the processing unit to the user is known as output. It is done with the help of output devices like monitor, printer, plotter and speaker.

                                                                                                                     














	


Storage                                                                                                                                      
The process of storing the data and instructions given by the user temporarily or permanently is known as storage. Memory like RAM stores the data temporarily whereas hard disk, optical disk, flash memory, pen drive and so on store the data permanently for future use.


[image: ][image: ]Figure 9 Pen Drive

[image: ]Figure 10 Memory Card

Figure 11 Hard disk










[bookmark: bookmark107][bookmark: bookmark108][bookmark: bookmark109]
Work meaning 
 Accepting   :    receiving data from the user
Computer:    to calculate 
Temporarily:   which is not forever.
Permanently:   forever

Summary 
· A computer works on IPO cycle (Input, Processing and Output).
· [bookmark: bookmark111]Input accepts raw data and instructions.
· [bookmark: bookmark112]Processing converts raw data and instructions into meaningful information.
· [bookmark: bookmark113]Output displays the result or output given by the computer.
· Storage stores data and instruction temporarily or permanently. 

Exercise 
1.Fill in the blanks.
a. A computer is an ………. device.
b. The word ‘computer’ is derived from a word ……….
c. A computer is used to send ……….and playing ……..games.
d. A computer works send ………. cycle.
e. Keyboard is the ………..input device of computer.
f. Hard disk stores the data ………….




 2.State whether True or False
     
a. A computer works on the instructions given by the user. 
b. A printer is a processing device. 
c. Flash memory is the temporary storage media. 
d. Hard disk is a storage media. 







3.Match the following. 

 Group ‘A’                                   Group ‘B’
 
i. Input                                  a. CPU 
ii. Storage                              b. Potter 
iii. Output                               c. Pen drive 
iv. Processing                         d. Mouse





4.Answer the following question 

a. Define computer. 
b. Explain the working principle of computer with a suitable with a suitable diagram.
c. What is input? Give few examples of input device. 
d. Define output. List some output units of computer. 
e. RAM is a temporary memory. Why?





























This chapter covers:
· [bookmark: bookmark147][bookmark: bookmark145][bookmark: bookmark146][bookmark: bookmark148]Introduction.
· [bookmark: bookmark151][bookmark: bookmark149][bookmark: bookmark150][bookmark: bookmark152]Development of computing devices.
· [bookmark: bookmark155][bookmark: bookmark153][bookmark: bookmark154][bookmark: bookmark156]Development Electromechanical and Electronic computers.	
Chapter 2   History of Computer
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Figure 12 History of computer Device are Sifference Engine,Stepped Reckoner, Abacus, Analytical Engine, Pascaline.


Introduction                                                                                 
 The  development of computer has a long historical background. It took thousands of years for the computer to be developed into the present state. The counting of small numbers was easily made by early men with the help of their fingers, toes, stones and through scratch  marking on the walls of their caves. This process was very tedious and slow.
Later on when men became more civilised, they started using various types of counting devices. Over the centuries the development of computing and calculating has been changed dramatically as well as increased rapidly. There is great contribution of many scientists from different countries for the development of computer. The main historical events in the development of computers are summarised below:
[bookmark: bookmark157][bookmark: bookmark158][bookmark: bookmark159]
Development of Computing Devices
[bookmark: bookmark160][bookmark: bookmark161][bookmark: bookmark162]ABACUS
Abacus is the first manual calculating device. This device was developed by Chinese scientists around 3500BC. Business men used this device for counting, adding and subtracting. Calculations are performed by placing the beads up or down with fingers. It can perform long and complex calculations very fast.
Abacus is still used in China, Japan and some other countries by traders and businessmen.
[image: ]
Figure 13 Abacus

NAPIER’S BONE
Scottish Mathematician John Napier invented a calculating device in 1914 AD called Napier's Bone. It consists of a set of graduated rods made up of wood. It is very useful for multiplication and division of large numbers.
[image: ]SLIDE RULEFigure 14 Napier's Bone

Slide Rule was invented by William Oughtred in 1620 AD. This device is based on the      principle of logarithms. A simple Slide Rule consists of two movable marked scales in which one scale slips upon the other. With the proper alignment of two scales, we can perform simple multiplication and division problems. 
[image: ]Figure 15 Slide Rule












                                                                  
       A French scientist Blaise Pascal invented Pascaline in 1642 AD. Pascaline is considered as the first mechanical calculating device. This machine was capable of performing only addition and subtraction supporting only eight digits. Multiplication and division could be performed by repeated addition and repeated subtraction respectively.

[image: ]Pascaline
Figure 16 Pascline

[image: ]STEPPED RECKONER
Gottfried Wilhelm Von Leibnitz, a German mathematician invented a machine called Stepped Reckoner in 1694 AD. It was also known as Leibniz calculating machine. It can perform addition, subtraction, multiplication and division. It can also find square root.Figure 17 Stepped Reckoner

[image: ]JACQUARD’S LOOM
A French silk-weaver Joseph Marie . acquard invented an automatic weaving machine called Jacquard's Loom in 1801 AD. This loom uses punched cards to produce certain pattern in the woven cloth. The function of that loom depends upon the absence or presence of holes on the punched cards. This concept gave the idea of binary digits: Yes and No, 1 and 0. It could be considered as the first programmable device.
DIFFERENCE AND ANALYTICAL ENGINE
[image: ]Charles Babbage, an English mathematician invented an automatic mechanical calculating machine called Difference Engine in 1822 AD. This machine was capable of storing program, perform calculation and print the result automatically. In 1833 AD he invented another device called Analytical Engine. I: was the first general purpose, fully programmable automatic mechanicalFigure 18 Jacquard's Loom

counting computer.i

Our modern computers are based on Babbage's idea and technology. So, he is known as 'the father of modem Computer Science'.Figure 19 Different and analytical engine


[image: ]LADYAUGUSTA ADALOVELACE
She made some programs for Analytical Engine. She suggested Babbage to use binary number system instead of decimal number system. She was known as the first computer programmer. In 1979, the US Department of Defense developed a programming language and named it 'ADA' in her honour.
TABULATING MACHINE
Dr. Herman Hollerith, an AmericanFigure 20 Lady Ada

census statistician developed Tabulating 
Machine in 1887 AD. The machine was used 
[image: ] to tabulate the US census record in 1990 AD.Figure 21 Tabulating Machine

 Hollerith established the tabulating machine
 company in 1986 AD. This company later on
 in 1924 AD merged with other companies
 and formed the International Business
 Machine (IBM) Corporation. IBM is the
 largest computer manufacturing company in the 
 world today.                                                                                            Tabulting Machine
[bookmark: bookmark169][bookmark: bookmark170][bookmark: bookmark171]Electromechanical and Electronic computers
MARK-I
[image: ]Howard Aiken, professor of 
Harvard University developed 
an automatic calculating
machine called Mark-I in 1937
AD. It is also called Automatic
Sequence Controlled (ASCC).
 It was huge in size and the first
 Electromechanical computer. It 
used a program toguide it through
[bookmark: bookmark172][bookmark: bookmark173][bookmark: bookmark174]  a long series of calculations.                                                     Figure 22  Mark-I




  

                                      ABC
Electronic Delay Storage Automatic Calculator (EDSAC), the first operational stored programme computer, was developed in the cambridge University by a team under  the leadership of Professor Maurice Wilkes in 1949 AD. In this computer programs were input using paper tape and output results were printed on a teletype page printer.
[image: ]Figure 23 Atanasoff Berry Computer

Atanasoff Berry Computer  (ABC) was the first electronic digital. Computer designed by Dr. John "vincent Atnasoft and his assistant  chiford Berry in 1942 AD. It was designed for solving system of simultaneous linear equations and used  by military to compute gun firing.







[image: ]Figure 24 ENIAC


                         ENIAC
   
Electronic Numerical Integrator and Calculator (ENIAC) was the first general purpose  electronic computer. It was developed by John William Mauchly and  john  Presper Eckert in 1946AD.
It could perform many complex arithmetic operations in a very short time.

                         ENIAC





                                       EDSAC


[image: ]Figure 25 EDSAC















[image: ]Figure 26 UNIVAC-I

UNIVAC-I                                                                                                                                                                                                                                                              Universal Automa Computer-I (UNIVAC-I) was developed by John William Mauchly and John Presper Eckert in 1951 AD.
It was the first general purpose electronic digital computer. It used magnetic tape for data input and output.
[image: ]EDVAC                                                    Electronic Discrete Variable Automatic Computer (EDVAC) was designed by Moore School Personnel and the Ballistics Research Laboratory of the US Army in 1952 AD. It was developed by John William Mauchly and John Persper Eckert. This computer can store programs. This concept was introduced by a Hungarian mathematician John Von Newmann.Figure 27 EDVAC



Word meaning    
	computing
	Calculating the data.

	Electro mechanical
	Combination of electric and mechanical parts.

	Electronic 
	Which operates through  electricity.

	census
	Counting population.

	Tedious

	Boring and time consuming.


                                 
[bookmark: bookmark180][bookmark: bookmark181][bookmark: bookmark182]



Summary
· Abacus is one of the first calculating devices created by Chinese in 3000 years ago.
· Jacquard's Loom could be considered as the first programmable device. 
· Lady Augusta AD A Lovelace is known as the first computer programmer. 
· Charles Babbage developed Difference Engine in 1822 AD and Analytical Engine in 1833 AD. He is also known as the father of computer science.
· Mark-1 was the first automatic electro mechanical computer designed by Howard Aiken in 1937 AD.
· Atanasoff Berry Computer (ABC) was the first electronic digital computer.
· John Von Newmann introduced the concept of having a stored program in memory in 1945 AD.
[bookmark: bookmark183][bookmark: bookmark184][bookmark: bookmark185]Exercise 
[bookmark: bookmark186][bookmark: bookmark187][bookmark: bookmark188]1.State whether the following statements are ’True’ or ’False'.
a
a.  An abacus is one of the first calculating devices.
b  Lady Ada used decimal number system for programming.
c.  J. P. Eckert is known as the first computer programmer.
d   UNIVAC was developed by Charles Babbage.
e.Stepped Reckoner can calculate square root.
[bookmark: bookmark189][bookmark: bookmark190][bookmark: bookmark191]2. Fill in the blanks
[bookmark: bookmark192]a.  William Ought red invented	in 1620 AD.
b.  Jacquard's loom was developed in	
[bookmark: bookmark193]c.  Mark-I was invented by.	
d   ABC computer was developed to generate 	 for	the
military.
e.Charles Babbage developed	in…………. 1822 AD.



3.match the following          
          Group ” A”                                             
a. Stepped Reckoner                 Group ”B”
i. [bookmark: bookmark175]1887AD.
ii. [bookmark: bookmark176]1694AD.
iii. [bookmark: bookmark177]1642 AD.
iv. [bookmark: bookmark178]3500 BC.
v. [bookmark: bookmark179]1914AD.
vi      1952AD.

b. [bookmark: bookmark195]Abacus
c. [bookmark: bookmark196]ED VAC
d. [bookmark: bookmark197]Pascaline
e. [bookmark: bookmark198]Tabulating Machine
f. [bookmark: bookmark199]Napier's Bone
[bookmark: bookmark200]4. Answer the following question
      a.   Which was the first calculating device?
[bookmark: bookmark201]      b.    Who invented Slide Rule? When?
c. [bookmark: bookmark202] What is Napier's Bone? Who invented it?
d. [bookmark: bookmark203] Who is called the father of computer science?
e. [bookmark: bookmark204] What was the device developed by Dr. Herman Hollerith?
f. [bookmark: bookmark205]Who is known as the first computer programmer?
g. [bookmark: bookmark206]What were the machines invented by Charles Babbage?


[bookmark: bookmark207][bookmark: bookmark208][bookmark: bookmark209]5. . Give the full  for forms of:
a. ENIAC
d. UNIVAC
b. EDSAC
e. ABC
c. EDVAC
f. IBM




                     
                                              6.write the single technical term for the following


a. [bookmark: bookmark210]The first manual calculating device.
b. [bookmark: bookmark211]The father of computer science.
c. [bookmark: bookmark212]The first computer programmer.
d. [bookmark: bookmark213]The person who introduced the concept of stored programme.
e. [bookmark: bookmark214]The first programmable device.

[image: ][image: ]          b.
          a.
    7. Identify the given pictures.
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[image: ]          c.
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Chapter 3  Generation of computer



This chapter covers:
· [bookmark: bookmark215]Introduction of computer generation.
· [bookmark: bookmark216]First Generation of Computer.
· [bookmark: bookmark217]Second Generation of Computer.
· [bookmark: bookmark218]Third Generation of Computer.
· [bookmark: bookmark219]Fourth Generation of Computer.
· [bookmark: bookmark220]Fifth Generation of Computer.



[image: ][image: ][image: ][image: ]Figure 28 Transistor
Figure 29 Integrated Circuit
Figure 30 Micro Processor
Figure 31 Vaccum Tube















  Introducation                                           
The history of computer development is categorised into different generations. Each generation of computer is characterised by a major technological development. The technology fundamentally changed the way . omputers operate. Computers became smaller, cheaper, more powerful, more efficient and reliable during different generations. On the basis of change in the computer technology, electronic parts, speed, memory and facilities, computer has been divided into five different generations as given below.

First Generation: 1946 AD. To1959 Vacuum Tubes
[image: ]The first-generation computers were developedFigure 32 Vaccum Tube

 between 1946 to 1958 AD. This generation of computer
 used vacuum tubes as the main memory devices. The first
 generation computers relied on machine language, the
 lowest- level of programming language understood by
 computers to perform operation and they could only
 solve one problem at a time. They were very expensive to
operate and in addition, using a great deal of electricity, 
slow working speed, generated a lot of heat, which was                           
 ofter the cause of malfunctions.
Input was based on punched cards and paper tapes and output was displayed
 on print outs. Examples: ENIAC, ED VAC, IBM. 


 Second Generation: 1959 to 1965 Transistors                                                                             
At Bell Laboratory USA, three scientists William Shockley, Walter Brattain and 
 John Bardeen designed the memory device of the second generation 
computer   known as transistors.
[image: ]Figure 33 Transistor

        Tumsistor was invented in 1947 AD. It was far
 beserthan the vacuum tube. The computers became
 smaller faster, cheaper, more energy-efficient and
 more reliable in this generation. The second
generation computers still relied on punched cards
 for input and printouts for output. Examples:
UNIVAC-II ,  IBM 1400. IBM-7000.          

	
	
Third Generation 1965 to 1971 Integrated Cireuits
[image: ]In 1958, Jack Kilby of Texas Instrument company invented Integrated Circuit. It drastically increased the speed and efficiency of computers. Instead of punched cards and print outs, users interacted through the keyboards and monitors. Operating system, were used in this generation which allowed the device to run many different applications at one time. Examples: IBM 360, 370 series, ICL1900 series, Honey well 2000.Figure 34 Integrated Circuit

Fourth Generation: 1971 to1990(Micro processors(Integrated Circuits)
[image: ]The fourth generation of computers used micro processor as the main memory device. The micro processor brought the fourth generation of computers, as thousands of integrated circuits were built onto a single silicon chip. The computer which can fill an entire room, can fit in the palm of a hand. The first micro processor Intel 4004 was developed in 1971 AD. In 1981, IBM introduced its first micro computer for home-users. In 1984 Apple introduced Macintosh. Micro processors were also used in everyday products. Micro processor can understand billions of instructions in one second.Example: IBM compatible computers,Apple and Macintosh computers.  Figure 35 Micro Processor



Fifth Generation: Present and Beyond ( ARTIFICIAL Intelligence)

[image: ][image: ]Figure 36 Biochips
Figure 37 Robot Dog

The fifth generation of computers used
 artificial intelligence or biochips as the
 memory device. Some applications such
 as voice recognition, were also used. The
 use of parallel processing and super 
conductors is helping to make artificial
 intelligence a reality.

[image: ][image: ][image: ]Figure 38 Robot birdy--------------------------------------
Figure 39 Robot
Figure 40 Robot arm
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The goal of the fifth- generation computers is to develop devices that can thing, respond to natural language. The features of fifth generation computers are as given below.
a.They have the capacity of understanding the natural language and thinking                                      capacity.
b.More powerful applications called multimedia (graphics, pictures, motion pictures and sound) applications make the systems more useful in every walk of life.
c. They have faster and larger storages devices.
d. Use of standard high-level language allows programs written for one computer                                          to be easily posted to and executed on another computer. They can use artificial intelligence, expert system, robot and virtual reality to some extent.

[bookmark: bookmark229][bookmark: bookmark230][bookmark: bookmark231]word Meaning 
	Circuit 
	a complete path of electric current flows

	Artificial intelligence
	an intelligence which can thing, talk and take decisions by itself

	Expert system
	Application program that makes decision or solve problems of a particular field.

	Virtual reality
	an artificial environment that seems to be real.





[bookmark: bookmark232][bookmark: bookmark233][bookmark: bookmark234]



[summary J
· [bookmark: bookmark235]The development of computer has undergone five major stages known as computer generation. Each generation is categorised by computer technology, electronic parts, speed, memory and so on.
· [bookmark: bookmark236]First generation computers used vacuum tubes and were developed in between 1946to 1959 AD. Example: UNIVACand ENIAC
· [bookmark: bookmark237]Second generation computers used transistor as memory device and were developed in between the time period of 1959 to 1965 AD. Example: UNIVAC-II, IBM 400.
• Third generation of computers used integrated circuit as memory and were developed in between 1965 to 1971 AD. Example: IBM 360, Honey well 2000.
· [bookmark: bookmark238]The time period of the fourth generation computer is 1971 to 1990 AD.
· [bookmark: bookmark239]The micro processor brought the fourth generation of computers, as thousands of integrated circuits were built onto a single silicon chip.
· [bookmark: bookmark240]Fifth generation computing devices, based on artificial intelligence are still in development.
· [bookmark: bookmark241]The goal of the fifth-generation computer is to develop devices that respond to natural language input.
[bookmark: bookmark242][bookmark: bookmark243][bookmark: bookmark244]Exercise
[bookmark: bookmark245][bookmark: bookmark246][bookmark: bookmark247]1. State whether the following statements are 'True’ or'False'.
a. [bookmark: bookmark248]IBM company invented IC chips.
b. [bookmark: bookmark249]Vacuum Tubes were replaced by the transistors.
c. [bookmark: bookmark250]Jack Kilby had designed the second generation computer at Bell Laboratory, USA.
d. [bookmark: bookmark251]Fourth generation computers can understand billions of instructions in one second.
e. The fifth generation computers can use parallel processing.



Bi
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2.fill in the blanks.                                                                                                                                                                                              a. First generation computers used	
[bookmark: bookmark253]b. Transistors were replaced by	
c. Integrated circuit was used in	generation of computers.
d  IC was invented by	at Texas instrument, USA.
e. In	IBM introduced its first computer for home users.
f. First micro  processor is Intel	
g. The fifth-generation computing devices are based on the	
h. The goal of the fifth-generation computer is to develop devices that respond to	language.
3.match the following
   Group ‘A’                                Group ‘B’
 a. Vacuum tubes                        i. second generation
b. Transistors                              ii. Fifth generation
c.  Integrated circuit                    iii. Fourth generation
d. Microprocessor                      iv. first generation
e. Artificial Intelligence             v. Third generation 


4.Answer the following question

a. what is means by computer generation?
b. what  are the main features of the first generation of computers?
c. Given any two examples of the first generation of computers.
d. which device was used in the second generation of computers?
e. write down the main features of the third generation of computers.
 f. Give any three examples of the third generation of computers.
g. whta is the time period of the fourth generation of computers?
h. what is the main device used in the fourth generation of computers?
 i. what is the main goal of the fifth generation of computers?










5. Give the full form of:
a. ENIAC		b. GUI 			c. IBM
d. UNIVAC		e. IC			f. AI

7. Identify the given pictures:



[image: ][image: ][image: ][image: ]
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[bookmark: bookmark254]Chapter 4        Types of computer

· Analog, Digital and Hybrid Computer.
· [bookmark: bookmark255]Main frame, Mini and Micro Computer.
•  IBM PC, IBM Compatibles and
    Apple\ Macintosh 


[image: ]Figure 41 types of computer Microcomputer, Minicomputer, Personal ,computer, Supercomputer Tablet. Laptop.


   supercomputer
   Laptop
   Tabiet
  Minicomputer
   Personal computer
   microcompurer

All around the world there are different types of computers used by different people at different places. These computers are classified on the basis of work, size, brand and model.
[bookmark: bookmark256][bookmark: bookmark257][bookmark: bookmark258]1. On the basis of Work
On the basis of work there are three types of computers. They are:
a. Analog computer	b. Digital computer c. Hybrid computer
[image: ]a. Analog computer: All the computers that work by measuring physical values such as temperature, pressure, voltage and current are known as analog computers. These computers work on continuous flow of data. They are specific purpose computers and are used for scientific and engineering purposes. For example: seismograph, plesley, process control.Figure 42 Analog Computer

[image: ]b. Digital Computer: All the computers that work by measuring digit like 0 and 1 are known as digital computers. Digital computers are general purpose computers. These computers work on discontinuous data or signals like ON and OFF. They are mostly used in mathematics and engineering fields.For example: desktop, laptop, palmtop and so on.

[image: ]c. Hybrid Computer: Hybrid computer is the combination of Analog and Digital computers. This integration is obtained by digital to analog and analog to digital converter. A hybrid computer may use or produce analog data or digital data. It accepts a continuously varying input which is then converted into a set of discrete values for digital processing. An example of a hybrid computer is the computer used in hospitals to measure the heartbeat of the patient. Hybrid machines are generally used in flight control. For example: FMC, EICAS and so on.Figure 43 Digital computer
Figure 44 Hybrid Computer
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[bookmark: bookmark262][bookmark: bookmark263][bookmark: bookmark264]                                         2. On the basis of Size
On the basis of work there are three types of computers. They are
 a. Mainframe computers          b. Mini   computers          c. Micro computers
a. Mainframe computers: They are the largest, fastest and perhaps
 one of the most expensive computers. Super computers are more
 powerful and expensive than mainframe but they are  almost of 
same size. These computers have large storing capacity and high 
processing speed. These computers are multi terminal systems
 as they are concerned with more than hundred umninalsf monitors).
 These computers are generally used in big organisations and
 Government sectors.
 


[image: ]Figure 45 Mainframe Computer








 

[image: ]Figure 46 Mini Computer

                                           b.  These computers are
 These computers are smaller than mainframe computers in size. Micro computer. These are more powerful and expensive than microcomputers. These are also multimeale computers as they are connected :h more than 50 terminals at a time. These . computers are used in organizations like Rastra Bank, Police headquarters and so on. 





[image: ]Figure 47 Micro Computer

c.micro computer:  These computers contain
micro processor as the main processor. Hence, they
 are known as microcomputers. They are mostly   used at homes and offices. They are smaller than  mini computer and are available in various sizes. [image: ]






[image: ][image: ][image: ]Figure 48 Desktop
Figure 49 Palmtop
Figure 50 Laptop
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[bookmark: bookmark268][bookmark: bookmark269][bookmark: bookmark270]3. On the basis of Brand
[image: ]On the basis of brand, there are three types of computer. They are
a. [bookmark: bookmark271]IBM PC   b. IBM Compatibles   c. Apple/Macintosh
a. IBM PC: All the computers that are manufactured
   by IBM (International Business Machine) company are
    known as the IBM PC. The microprocessor used by these
    computers is of Intel company. They are more reliable,Figure 51 IBM PC

[image: ]    durable and expensive than others.
b. IBM Compatibles: All the computers that are not manufactured by IBM company but are same in appearance and manufacturing like IBM PC are known as IBM Compatibles computers. They are cheaper than IBM PC. They are the most popular computers in the world today. They are also known as duplicate IBM PC.Figure 52 IBM Compatibles

c. [bookmark: bookmark273][image: ]Apple/Macintosh: All the computers that are manufactured by Apple Corporation USA are known as Apple/Macintosh computers. In these computers monitor and system unit are attached with each other. These computers have their own hardware and software. They are mostly used in designing works.Figure 53 Apple Computer

[bookmark: bookmark274][bookmark: bookmark275][bookmark: bookmark276]4. On the basis of Model
On the basis of Model, there are three types of computers. They are
a.

a.
XT (extended Technology)   b AT (Advanced Technology) c. PS/2 (Personal System-2)


XT (extended Technology): The computers having 8086 and 8088 micro processors are XT computers. They have the processing speed of 4.77 MHz.
[image: ]Figure 54  Xt Computer








	
e.PS\2(Personal System): The new model computer  manufactured by IBM after 1990 are wn as PS/2. These computers are used for general purpose computation. The processing speed of these computers is higher than AT computers.
continuous:          without any break
discontinuous:       irregular
multi terminal:      computer with one system unit but many monitors.
· On the basic of size computer are categorized as mainframe, Mini and micro
Computer.
· On the basic of brand computer are categorized as IBM PC,IBM compatibles and apple/ macintosh computers.
· On the basic of work computers are categorized as Analog, Digital and Hybrid computer.
· On the basic of model computers are categorized as XT,AT, and PS/2 camputers.
[image: ][image: ]                                          b. AT(Advanced Technology)Figure 55 ST Computer
Figure 56 PS|2 Computer

     The computers having 80286, 80386, 80486 microprocessors are AT computers. They have higher capacity than XT. In these computers, apart from AT processor, math eo-processor are also used for additional calculations.
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Exercise
1.fill in the blanks.

































a. [bookmark: bookmark287] Analog computer works by measuring	values.
b. [bookmark: bookmark288]Digital computers are	purpose computers.
C. [bookmark: bookmark289]Computer manufactured after 1990 by IBM is	.
c. [bookmark: bookmark290]Apart from AT processor AT computers also use	processor.
d. [bookmark: bookmark291]The processing speed of XT computer is	MHz.
e. [bookmark: bookmark292]Micro computers use	as the main processor.
f. [bookmark: bookmark293]Mainframe computers are	terminal system.
g. [bookmark: bookmark294]IBM compatibles are	of IBM PC.
[bookmark: bookmark295]2. state whether true or false
a. [bookmark: bookmark296]In IBM PC monitor and system unit are attached with each other.
b. [bookmark: bookmark297]Micro computer contains micro processor of the main processor.
c. [bookmark: bookmark298]Mini computers are bigger than Mainframe computers.
d. [bookmark: bookmark299]IBM PC and IBM compatible are same computers.
e. [bookmark: bookmark300]Super computers are more powerful and expensive than mainframe
f. [bookmark: bookmark301]Analog computers represent data in the form of physical quantity
g. [bookmark: bookmark302]Micro processor used by IBM PC is of Motorola company.
h. Apple computers have their own hardware and software.

3.match the following
Group” A”                     Group ”B”
i. 80486                                  IBM compatibles      
ii. 4.77MHz                             more than 50 terminals
iii.  Duplicate IBM                    XT computer
                              IV.  Mini computer                     AT computer

i. [bookmark: bookmark283]80486
ii. [bookmark: bookmark284]4.77MHz
iii. [bookmark: bookmark285]Duplicate IBM
iv. [bookmark: bookmark286]Minicomputer






4 Answer the following. question
a. Differentiate between Analog and Digital computer.
b. [bookmark: bookmark311]Define Hybrid computer with an example.
c. 

d. Differentiate between Mainframe and Mini computers.
e. Write a short note on Microcomputer. List the different types of Microcomputers.
f. IBM Compatibles are known as Duplicate IBM. Why?
g.  what type of computers are AT andXT? Write.
h. What do you mean by PS/2 Computers?


5.Write technical terms for the following
a. Duplicate computer after IBM PC.
b. computers that works on continuous flow of data.
   c.  computers having monitor and system unit attached with each other.
          d.   computers having 8086 and 8080 micro processor.
e.  Multi  terminal computer connected with more than 50 terminals at a time.














Chapter 5  Types of Software
  This Chapter Covers:




• Introduction of software.

· [bookmark: bookmark312]Application software, utility software.
.	r-
· [bookmark: bookmark313]System software and Language processors.
· [bookmark: bookmark314]Packaged software and Tailored software.
[image: ][image: ]  Antivirus
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Figure 57 Type of software Antivirus, Operating system Application software, Operating system, Antivirus
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Interdiction 

      The instruction given to the computer to perform a specific task is known as command. A group of instructions or commands which tells the computer what todo                      is known as program. Large number of program grouped together in one
[bookmark: bookmark325][bookmark: bookmark326]place is known as software. The person who writes the program is known as programmer. The computer software is broadly divided into two types.
A. Application Software	B. System Software
[bookmark: bookmark327][bookmark: bookmark328][bookmark: bookmark329]A. Application Software
Application Software is a set of programs designed to solve a specific task or
[image: ]Job. They are created to fulfil the user's demand. Like word processing work is done by MS-Word, a calculation is done by MS-Excel and so on.  Microsoft
 Office 2007


There are two types of Application software.

[image: ] [image: ]Figure 58 Applicaation Software



i.Packaged software:They are created by well reputed software developing comparries keeping general users in mind. They are ready made softwares.Like MS-Word, MS-Excel, MS-PowePoint, MS-Access and so on.
[image: ]







Figure 59 Readymade garment shop








[image: ]ii. Tailored Software: They are created on the demand of the user by local programmers. They are created according to the user's dimensions. For example: School Management software, Result processing software and so on.Measurement by tailor

[bookmark: bookmark334][bookmark: bookmark335][bookmark: bookmark336]B. System Software
System software are the software programs responsible for the management: and overall operation of the computer system. They act as an interface between the user and the computer. There are three types of system software.
i. [bookmark: bookmark337][image: ]Operating System: An operating system is an integrated set of programs that is used to manage the various resources and overall operation of computer system. Its aim is to improve the performance and efficiency of a computer system. For example: MS- DOS, Windows, Linux and so on.
                                                        Operating system

ii. [bookmark: bookmark342]Language Processors: Language processors are the programs responsible for converting user's language into computer understandable form (machine language) and computer's language into human understandable form (high level or assembly language). For example: Compiler, Interpreter and Assembler.
L
A N G U
A G E
-> Assebler
■> Macro Assembler
—> Compiler
UBASIC DELPHI
C FORTRAM COBOL PASCAL ADA CLIPPER
-> Interpreter
> BASIC
Language Processor
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iii.Utility Software: Utility programs are also known as service giving programs as they gives a special service to the user of the computer.Such removing viruses, Backing up, Defragmentation, Scandisk and so on.
JAVGbitdefender
cii/cist!







[bookmark: bookmark349][bookmark: bookmark350][bookmark: bookmark351]            (Word Meaning)
            Specific  :         clearly defined or identified (particular).
            Demand :         request.
             Interface  :      interaction between the user and computer
             Integrated  :    with various parts or aspects linked or coordinated.
[bookmark: bookmark352][bookmark: bookmark353][bookmark: bookmark354]         (Summary)
· There are two types of software - Application and System software.
· [bookmark: bookmark355]Application software is further divided into Packaged and Tailored software.
· [bookmark: bookmark356]System software is divided into Operating system, Language processor and utility   programs.
· There are three is type of language processors – compiler, interpreter and assembler. 
[bookmark: bookmark357][bookmark: bookmark358][bookmark: bookmark359]Exercise 
Fill in the blanks.





2



a. [bookmark: bookmark370]A program is a group of	.
b. [bookmark: bookmark371]Software is broadly divided into	and	software.
c. [bookmark: bookmark372]Softwares created by well reputed companies are	.
d. [bookmark: bookmark373]	software acts as a interface between the user and computer.
e. [bookmark: bookmark374]Operating system aim is to increase the performance and	:
computer system.
f. [bookmark: bookmark375]	converts user language into computer language.
g. [bookmark: bookmark376]Utility software is	giving programs.
2.state whether True and False.
a. [bookmark: bookmark377]Utility software's can not remove viruses from the computers.
b. [bookmark: bookmark378]Compiler, Interpreter and Assemblers are examples of Operating system
c. [bookmark: bookmark379]Operating system improves performance of computer.
d. [bookmark: bookmark380]Packaged softwares are developed by local programmers.
e. [bookmark: bookmark381]Word, Excel and PowerPoint are examples of Tailored software.
f. [bookmark: bookmark382]Application software is a set of programs designed to solve a specific task or job.
g. [bookmark: bookmark383]Programs tell the computer what to do and how to do. Group B


 3.Match the following.


Group ”A”                 
i. [bookmark: bookmark360]Packaged
ii. [bookmark: bookmark361]Tailored
iii. [bookmark: bookmark362]Application
iv. [bookmark: bookmark363]System
v. [bookmark: bookmark364]Compiler

a. Language processor 
b. Operating system 
c. Specific task 
d. User's demand
e.  MS-Word

4.Answer the following question.
a. [bookmark: bookmark384]Define Application software with some examples.
b. [bookmark: bookmark385]Differentiate between packaged and tailored softwares.
c. [bookmark: bookmark386]What do you mean by system software? List its types.
d. [bookmark: bookmark387]What are the different types of language processors?
e. [bookmark: bookmark388]Utility software are service giving programs. Explain.
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                         Chapter 6    Introduction of operating system



[bookmark: bookmark389]This chapter covers.
· Introduction of operating system.
· [bookmark: bookmark390]Concept of files, folders or directo
[image: ]


[image: ][image: ]Figure 60 Operating system software
 Windows 8.1



 Windows 7



[bookmark: bookmark391][bookmark: bookmark392][bookmark: bookmark393]Introduction
The software program which co-ordinates and controls the overall operation of the computer system is known as Operating system. Computer can not operate in the absence of Operating system. MS-DOS, (Windows 95, 98, ME, VISTA. XP, 7, 8, 10), UNIX, LINUX, Android are some of the examples of Operating system.
                                   
 User[image: ]
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 Opening system




Hardware




[bookmark: bookmark394][bookmark: bookmark395][bookmark: bookmark396]                     Layers of Operating System

[bookmark: bookmark397][bookmark: bookmark398][bookmark: bookmark399]Roles of Operating System
a. Disk Managementb. Device Management
d. File and Folder Management

c. Memory Management
e. Security Management
[bookmark: bookmark400][bookmark: bookmark401][bookmark: bookmark402]Types of Operating System
There are two types of operating system.
i. Single User Operating System: The operating system which allows one user at a time to operate the computer system is known as single user operating system. This type of OS is designed to fulfill the requirement of ont user only. They are mostly used in PC, PDA and other mobile computing Some of the examples of Single user operating system are MS-DOS Windows 95,98, VISTA, ME, XP, 7 and so on.

ii. Multi User Operating system: An operating system that allows multiple .
 use one single computer resource at a time is known as multi user operating                system. Multi user operating system is based on server (which service along the network) and terminal client(which request the resources). Some of the examples of multi user operating system are UNIX, LINUX,  windows NT and so on.

Booting
  The process of keeping the system  files of computer into the memory is known as booting. There are two types of booting.
a. Cold booting: Starting the computer by pressing the power button is known as cold booting.
b. warm booting: Starting the computer by pressing (Ctrl + Alt + Del) together or by pressing the reset button is known as warm booting.
Introduction  to Desktop
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The first screen which appears whenever we switch ON the computer is known as  Desktop. It displays the mouse pointer, icon, wallpaper, taskbar and so on. 


[image: ]











Figure 61 Desktop


	
	
[image: ]
 Desktop Icons  
[image: ]My Computer: A small picture element representing a file, folder or any other program on the desktop is icon. A small picture of computer containing all the drives, user's documents and shared document is known as my computer.Figure 62 My computer

[image: ]Recycle bin: It is a small picture of dustbin type of box which contains all the deleted files, folders or programs. We can restore or recover the files or programs deleted accidently but once the program is deleted from recycle bin can not be recovered.Figure 63 Recycle bin

My Network Places: It contains the list of all the computers connected in the network. We can also see the shared folders and devices through it.
Shortcut: An icon showing arrow at the left side is shortcut, method of opening any file, folder or programs. It is a link file.Figure 64 My Network places
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[image: ][image: ]



Figure 65 Shortcut




Taskbar: A long horizontal bar generally situated at the bottom of the desktop screen which contains start button, system clock, quick launch bar and othe programs is taskbar. It also contains all the opened programs. 
File and Folder Figure 66 Taskbar
Start button


Window tabs


9:19 PM


System tray


Microsoft Excel-book1


Microsoft Word


Start 



     The group of related instructions is known as file. A file is created by opening any program and storing the data and information into it. The instructions stored in the file can be used in future. Maximum 255 characters can be used while typing the file name.
    A location where group of files and programs are stored is known as folder. A
folder can contain many files and sub folders.



  Features of file or folder
a. It can be opened
b. It can be deleted.
c. It can be renamed.
d. It can be printed.
e. It can be sent to other place through email.
f. It can be copied to DVD.

How to reate a file or folder
   a.Right click on the new location where
       we want to create a file or folder
   b.Click on new and on file or folder
       option.
[image: ]   c.Type the name of file or folder
      and press enter key.

View
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Paste
Paste shortcut
Undo Rename
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Screen resolution
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Folder
Shortcut
Microsoft Access Database
Flash ActionScript File Contact
Corel Photo-Paint X7 Image Microsoft Word Document Journal Document
Microsoft PowerPoint Presentation
Adobe Photoshop Image 13 Microsoft Publisher Document WinRAR archive
Text Document
Microsoft Excel Worksheet WinRAR ZIP archive
Briefcase
[image: ][image: ]Open 
Add to VLC media player’splaylist
Browse in adobe bridge cs6
Open as notebook in onenote
Play with windows media player list
Play with windows media player 
Share with 
Restore previous versions
Include in library
Add to archive…
Add to New folder….
Compress and email..
Compress to new folder.rar and email
Send to
Cut
Copy
Paste
Create shortcut
Delete
Rename
properties


How rename a file or folderpublication


New folder



a. [bookmark: bookmark406]Right click on the file or folder whose name we want to change.
b. [bookmark: bookmark407]Type the new name for the file or folder and press Enter key. 



[image: ]

publication


How to delete a file or folder
a. Right click on the file or folder
Which we want to delete.
b. Click on Delete option.

Add to VLC media player s Playlist
 Browse in Adobe Bridge CS6 
Open as Notebook in OneNote 
Play with VLC media player
Add to Windows Media Player list 
Play with Windows Media Player
Share with
Restore previous versions
Include in library
Add to archive…
Add to new folder 
Compress and email..
Compress to new folder.rar and email
Send to
Cut
Copy
Paste
Create shortcut
Delete
Rename
properties


How to create a Directory or file in MS-DOS
   The place for  keeping the files and folders in MS-DOS is known as Directory, we can keep many sub directories inside a directory.
[image: ]Teate a Directory:
How to create a Directory:
a. Click onstart and then on run option.
b. Type cmd  and click on OK.
c. [image: ]Type MD and name of directory and press Enter key.Figure 67 CMD dialog box
Figure 68 Run


How to create a file.

a.open cmd through rin.
b.Type copy con and name of file and press Enter key.
c.Type the text and press F6 or CTR+Z.
[image: ]Figure 69 CMD dialog box

b. CD (to change the director} d.Ren (to rename the file).
f.Exit (to exit from DOS to Windows
Some more commands of DOS:
a. MD (to create a new directory).
c. RD (to remove the empty directory).
e. Del (to delete the file).	

[bookmark: bookmark411][bookmark: bookmark412][bookmark: bookmark413]word Meaning
work together for a goal, co-ordinate operate element restore situated

to perform a work.
a small part of the whole, to bring back the thing again, 
present. 




[bookmark: bookmark414][bookmark: bookmark415][bookmark: bookmark416]
 summary 
· [bookmark: bookmark417]A program that manages and controls the overall operation of compu system is known as Operating system.
· [bookmark: bookmark418]The operating system operated by one user at a time is known as Single U: Operating system.
· [bookmark: bookmark419]An operating system operated by many users to use one single compu resources at a time is known as Multi User Operating system.
· [bookmark: bookmark420]The first screen which appears whenever we switch ON the computer known as Desktop.
Exercise
1. Fill in the blanks. 
a. Computer can not operate in the absence of__________. 
b. Multi user operating system allows_________ user to use one single computer. 
c. ______	is the first screen after switching ON the computer.
d. ______ is a place where deleted files, folders or programs are kept.
e. [bookmark: bookmark421]While typing the file name maximum,_____________characters are used.
f. _________is the place for keeping the files and folders in MS-DOS.
2. State whether True or False
a. [bookmark: bookmark422]We can’t keep any sub directories directories inside a directory.
b. folder is a place for keeping files and programs.
c. [bookmark: bookmark423]We can recover the files or programs deleted accidently. ft

d. [bookmark: bookmark424]An icon showing arrow at the right side is shortcut.
e. A long horizontal bar generally situated at the middle of the desktop is taskbar.
3. Match the following.
	Group A
	Group B

	i.operating system
	a.stores files.

	ii.Recycle bin
	b.allows one user to operate.

	iii.Folder
	c.icon of computer.

	iv.Single user
	d.stores deleted files or folders.

	v.My computer
	e.controls computer operation.


4. Answer the following question.
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a. What is operating system? Given a few examples of it.
b. Differentiate between single user and multi user operating system.
c. Define the terms My Computer and Recycle bin.
d. What is a file? How many maximum characters an be used in file name?
e. List the features of files.



[bookmark: bookmark437]Chapter 7   Word Processing Microsoft Word
                                                                                                                                                                                              
 

This chapter covers:

· Introduction of MS word.
· Creating a document.
· [bookmark: bookmark439]Moving around the document.
· [bookmark: bookmark440] Editing and formatting the text and paragraph.
· [bookmark: bookmark441]Moving and copying the text.
· [bookmark: bookmark442]Checking spelling and grammar.
· [bookmark: bookmark443]Printing the document.
· [bookmark: bookmark444]Exit MS Word.

Application file name:winwork .exe
Extension file name:docx
    



[image: ]










_Figure 70 Microsoft Word

  Introduction 
            MS Word is the word processing software developed by Microsoft
   corporation, USA. It is a part of MS Office package. It is a windows
  based I implication. It has many powerful and advanced features to manipulate
  the documents. With the help of this program we can create any type of document
 like letters, reports, thesis, manuals, brochures, advertisements and many other       documents.
[bookmark: bookmark445][bookmark: bookmark446][bookmark: bookmark447]■The basic functions of MS Word include
 • Typing a document.
 • Editing a document.
 • Saving a document.
 • Opening a document.
 • Printing a document.
 • Spelling and Grammar checking in a document.
[bookmark: bookmark448][bookmark: bookmark449][bookmark: bookmark450]■Important features of MS Word are

1.  We can create a document and edit it later as and when required.
2.  We can print the document for hard copy output.
3.  Spelling and Grammar checking can be done automatically.
4.  Creating table and filling data onto it can be done.
5.  Word also allows us to insert graphics and pictures in our document.
6.  Many copies (duplicates) of letters can be made with different addresses using the mail merge facility.
7.  Changing font size, font style and inserting header and footer, page number can be done.
8. Text typed in Word can be formatted into many columns as we see in the newspapers.
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[image: ]
Getting started with Ms word
 First Method
1.Click on start butten
2.Choose All programs.
3.Choose Microsoft office.
4.Click on Microsoft office word 2007.


Second MethodFigure 71 MS word

[image: ]1. pross Window key+R
2. Type Winword.exe in the run Box. 
3. Click on OK.



Figure 72 WINWORD

Now, the window of Microsoft Word is displayed as shown.
Title Bar : The title bar displays the name of the currently active Word document in the left comer. It also contains minimize, maximize and close button at the top-right corner.




[image: ]














Figure 73 Microsoft Word
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Scroll Bar :     There are two scroll bars. They are Vertical and Horizontal scroll bars. They help us to scroll the content of the document vertically or horizontally.
   Ruler Bar :    There are vertical and horizontal rulers. The ruler bar allows us to  format the vertical and horizontal alignment of the text in a document.
  Workspace:    This is working area of the window where we can type and edit the text. 
[image: ]  Status Bar :    It is at the bottom of the window. It displays page number that we are working, the column and line number of the cursor position and so on.
Note: A blinking vertical line on screen is called a cursor.
[bookmark: bookmark457][bookmark: bookmark458][bookmark: bookmark459][image: ]Working with MS Word File
Creating a new document.
If we want to create a new document,
follow any one of the following methods:
1.press Ctrl+N on the keybord.
2.Click on Office Butten. Then, click on new option.
To create ablank document,simply select Blank Document.

	
Typing TipsFigure 74 file option

• While typing the text, when the right margin is encountered, me insertion
  point will automatically return to the next line. This feature is called word wrap.
 Therefore, don't press Enter at the end of every line unless vou require a paragraph   break.








    •  To change a paragraph, press Enter key.
    








•   In case of mistakes, to deletebackward, press backspace key. To delete the
        Character to the right of the curson, press Delete key.

Moving around the Document
We can press the appropriate keys in the keyboard to move the insertion point.
	Key to press
	Insertion point movement

	Arrow key
	Up, down by one or left or left, right by one character.

	Home
	Beginning of line

	End
	End of line.

	Ctrl + Home
	Beginning of a document

	Ctrl +End
	End of a document

	Ctrl +
	Left by one word

	Ctrl +
	Right by one word

	Ctrl +
	Up by one paragraph.

	Ctrl +
	Down by one paragraph.

	pgUp\pgDn
	Up or doen by one screen.




Editing text
	The process of changing the appearance of a text, deleting a portion of a text copying or moving a part of the text is called . To make these change you must first select the portion of the text, which needs the change. There ar different ways to select (highlight) the text.
	To select
	Use following method

	Whole document
	Click on Select All option from Ed it menu or Press Ctrl + Al

	word
	Document click on the word.

	Single line
	Single click on the selection area(space.at the left side of the screen.

	Paragraph
	Double click on the selection area.

	Block
	Click at the beginning and drag it to the desired place.









Writing your Document 
   You need to decide how you want the rest of your text to appear. It is easier to set this up before you start typing - the settings will then be carried forward from one paragraph to the next. 

Changing Fonts 
[image: ]   The starting font for a new document in Word 2007 is usually set to Calibri (Body). You might want to use a different style of lettering (font or typeface) to personalise your work. Several fonts are available in Word. If you want to change the current font: Figure 75 Changing Fonts

1. Click on the 'list arrow' attached to the 'Font' button on the 'Home' tab. 
2. Click on the 'Font' you require, e.g. "Times New Roman'. 
 Tip: It's best to stick to 'true-type' fonts (those labelled TT) to maintain your document's portability. 
     Some fonts (e.g. Symbol and Wingdings) produce non-Roman letters or iconic symbols. Courier New gives a typewriter font. Sans-serif fonts, such as Arial, give clear headings. 

[image: ]Changing Font Size 
      Generally a point size of 10, 11 or 12 is used for the body of the text while point sizes of 13 to 16 are used for headings. The current size '11' is shown in the font size -11 Calibri (Body) abe x, x /Aa BIU Font box. To alter this: Figure 76 Changing Font Size

1. Click on the 'list arrow' attached to the 'Font Size' button on the 'Home' tab. Click on font size. 
2. Click on the size you require - for example, '12'. 
 
Tip: You can also type the number directly into the font size box (press 'Enter' key to set it). This allows you to select a font size not in the list, for example 13 or a bigger number if you want very large characters. 

















   Entering Your Text
1. Type in a few words pressing the spacebar once after each word to separate them.
2. Continue typing across the screen.
3. Continue typing until you have at least three lines of words them press enter to 
       Mark the end of the paragraph.
 Tips: When using a word processor do not press the enter key at the end of each line.
        If ypu needyour work double spaced (each line followed by a blank line) then you 
        Simply change the paragraph’s line spacing -this is covered later on. Press enter
        only when you sart a new paragraph.
4. Practice typing a couple of extra paragraphs, pressing enter at the end of each

    Correcting Mistakes 
       Don’t worry if you go wrong, as it is very each to correct your work. The
     Backspace key can be used to delete the last character(s) typed.
1. press backspace a few times.
       You should have noticed a flashing vertical bar on the screen at the end of
       Your work. This marks the insertion point.
2. Press the arrow keys to move the insertion point around-note that you can hold
Down a key to move more rapidly.
3. Move the mouse to position the points in the middle of a paragraph and click on 
The mouse butten-the insertion point should have moved to where you clicked.

Note: Ctrl +C and Ctrl+V are the shortcut keys for cutting and pasting text 
       Respectively.

4. Type ‘€some more words’
As the text moves, the following lines of the paragraph are redrawn
Automatically. Within a paragraph, the backspace key works as before
but you can also remove characters forwards.







[image: ]
5. Press the Delete key. 
If you even made a mistake when using word then you can
Undo your error by clicking the undo command.

Aligning text on the page
[image: ][image: ][image: ][image: ]
Left -                        center-                     Right-                   Justified-


    When Microsoft word, it’s each to change the appearance of your work.
Change to the way a paragraph is laid out can be made by first moving the
Insertion point into that paragraph.
Move the insertion point into the paragraph you want to change.
Try out all four Alignment buttons like align Text Left, center, Align 
Text right and justify (or use Ctrl+L, Ctrl+E, Ctrl+R, and Ctrl+J
 Respectively.)

  Altering line spacing
1. [image: ]Click on the list arrow attached to the line
Spacing butten in the paragraph group                          Line Spacing-
2. Select 2.0 for double spacing.
Tips: You can also use Ctrl+2(hold down Ctrl and press 2) for double,ctrl+1 for single        
       And Ctrl+5 for one-and-a-half spacing. Ctrl=0 adds ablank line before a paragraph.

  Changing the look of your test
    
Bold-  B     Italic – I     Underline-  U


      As well as changing the font and font size you can make some other fairly
Simple formatting changes that change the look of your text. Here try out the
Bold, italic and underline buttons which are in the font group on the home tab.

1.Move to the Bottom of your current document. Aquick way to do this is to
  Use the control key combination Ctrl+End (the key is located in the block
  Of six keys to the right of the main keyboard letters). Preaa enter until 
 You’re on a new line.




2. Click on the ‘Bold’  button and type in some new words. You will find that these 
words appear in a blacker color. To turn off bold, click on the ‘Bold’ button again.
3. [bookmark: bookmark482]Try out the ‘Italic’ and ‘Underline’ buttons as in the above step.
Tip:The control key combinations to get bold, italic or underline are respectively, 
       ‘Ctrl+B’ for bold,’Ctrl+I’ for italic and Ctrl+U’	for underline.
[bookmark: bookmark483][bookmark: bookmark484][bookmark: bookmark485]Saving Your Work
You should save your work regularly so that you don't lose what you have typed should the computer stop working. Word does have an’Autosave’ facility which should guard against loss of work; however this is not a proper save and should not be relied on.
1. Click on the ‘official Butten’in the top left-hand corner
[image: ]and then choose’save’(or use the ‘save’ butten on the ‘Quick Access Toolbar’)
[image: ] 
For a new document, a ‘Save As’	dialog box similar to that below will appear:

6. Type a new for your work (e.g. ‘Microsoft Word Document) there’s no
Need to clear the file name; box first; Whatever you type will resplace what’s
There already.
 Note;   By using ‘Save As’ rather than , ‘Save’ you can save your work as a 
‘Qword 97-2003 document so that it is compatible with earlier versions 
of Word. This will make it easier for anyone who has an older version of 
Word to open the document. However, any features that are only available
 in Word 2007 may not be saved (a warning will come up to say which 
features these are).
3.Press ‘Enter’ or click on ‘Save’

Once you have given your document a name, this will appear (instead of the original name, e.g Document 1) at the top of the Word window. Note that the extension.’Docx’ 
(or ‘doc’ for Word 2003 documents) is added automaticall.

  Tip:It is a good idea to save your work regularly (e.g. every 10 minutes or so). The easiest way to do this is to press ‘Ctrl+s’ periodically.

Working with Selected Text
Selecting text is very important as it identifies which section of text you want
 Word to modify. It can be used to change how some text looks, to move or copy
 text within a document, between documents or between different applications
 (e.g. Word and PowerPoint), and to delete or replace text.
A simple way to select part of your text is by dragging through it as follows:
1. Move the mouse so that the pointer on the screen is at the start of the text that you want to change.
2. Hold down the mouse button, and keep it held down.
3. Drag the mouse sideways to move the pointer to the end of the text that you would like to change - the selected text now has a blue background.
4. When you are happy with your selection, release the mouse button.
You may have noticed that a set of option buttons have appeared just to the right of your selected text like in the example below:











You should save your work regularly * Ideally every 10 minutes so that you don't lose
what you have typed should the computer stop working. Word does have an 'autosave' 	
facility which should guard against loss of work; however this is not a proper save and 
should not be relied on.


These different buttons immediately allow you to change the look of the
selected text, e.g. make it bold, alter the font or size, turn it into a list etc.
If you accidentally go wrong and select the wrong text, click the mouse once 
(this will release the selection) and try again.

 Tip: Minor adjustments to a selected area can be made by holding down the
       ‘ Shoft’key and pressing the ‘Left arrow’or ‘right arrow’key. This
  method can also be used instead of dragging through the text. Rows of
  text can be selected using the’down arrow’or ‘Up arrow’keys.
· [bookmark: bookmark497]If ever you want to replace some words with something different,
simply select the words to be replaced and then type the new ones (the selected text automatically disappears). You can also delete a section 
of text by first selecting it and then pressing the ‘Backspace’or ‘Delete’key.



[bookmark: _Hlk118711488]Cut, Copy and Paste
[image: ][image: ]The above buttons are visible on the
 far left of the ‘Home’ tab in ‘Clipboard’    Cut


[image: ]group.    Copy


[bookmark: bookmark503]     Moving text around a document is done by:    Paster


[image: ] i.’Selecting’ it.Format painter


ii. ‘Cutting’ or ‘Copying’ it from its current position.
iii. ‘Pasting’it back to its new location.

You can copy information within the same document, from one document to
another, or from one program to another (for example, text on a web page can be 
copied into your Word document).
1. Move to the ‘Top of your Document (pressing ‘Ctrl+Home’ takes you
   straight there) and select the ‘First Paragraph of Text’ (’Double click’ at the
   left or three times within the paragraph).









    2. Click on the ‘Cut’ button and the paragraph will disappear - do not be 
         alarmed, it has not been lost, but has been copied onto the’Clipboard’.
    3.Move the ‘Insertion point’down to the end of your text (pressing
        ‘Ctrl+End’moves you straight there).
- add a new line if necessary by pressing ‘Enter’.
  4.Click on the ‘Paste’ button - your original paragraph will be pasted into its
     new position
   Tip: You can also use’Ctrl+X’ to issue a cut command –‘Ctrl+C’gives copy;
            ‘Ctrl+V’paste.

       Note also the ‘Format painter’button. This is used to to’Copy the Format’
(font and/or paragraph settings) from one piece of text to another:
5.Select the ‘Text’ (or’Paragraph’) whose format you wish to copy - try the
text you made bold earlier.
6.Click on the ‘Format painter’ button.
 7.Drag through ‘Another piece of Text’- release the mouse button and it too
becomes bold.
This can be especially useful in the case where you notice that a paragraph koks different from the rest of the paragraphs on that page, maybe because it is in . different font. You can use the’Format painter’button to quickly correct this problem.

[bookmark: bookmark523][bookmark: bookmark524][bookmark: bookmark525]Drag and Drop
If you wish to move text a short way then you can use the drag and drop technique:
1. Select some ‘Text’
2. Move the mouse pointer into the’Highlighted Area’then hold down the
mouse button.
3. Keeping the mouse button held down, drag the’Text to a new place’	in your
       document.
4.  Release the button-the text will be moved to its’ New position’
5. Practice moving ‘Selected Text’to other positions.
 Tip:   The key combination ‘Alt+Shift’	with the ‘Up\down arrow’key moves a
                selected paragraph up or down the page one paragraph at a time.












Bulleted and Numbered Lists
[image: ][image: ]        Bullets-                          Numbering-


    It is often useful to create lists using either bullets or numbers. The‘Bullet
button gives you a bulleted list:
1. Move to the ‘End of the Text’(press ‘Ctrl+End) and make sure you are on a
Blank line.
2. Click on the ‘Bullets’ button (on the home tab in the ‘Paragraph’ group)-a 
each one.
3. Type a couple ofwords against each bullet point, pressing ‘Enter’once after
       each one.
4. Press ‘Enter’twice at the end to turn the bullets off.
Numbers are applied in a similar fashion using the’Numbering’ button:
5. Click on the ‘Numbering’ button-anumberl. appears
6. Type in two short paragraphs (one a couple of lines long), pressing once after each one
    Note that each paragraph is numbered and that the first line of text is indented slightly to allow for the number. The second line of text is also indented, to line up with the words of the first line.
7. Move to the end of the paragraph numbered 1 and press’Enter’ -a new 
number will be inserted in the correct sequence with later lines re-numbered.
8. Press ‘Tab’ (the button to the left of the letter Q) and the numbering changes to a and is indented further-type a few characters.
9. Press’Enter’ (the letter b appears) then’Shift+Tab’(the letter changes to the
number 2).
10.  Press ‘Delete’and the extra line will disappear.
11.  Move to the last line in the numbered list (which should be empty) and press
            ‘Enter’- this should turn numbering off.
     
 Tip: Sometimes you might want more than one paragraph under a bulleted or numbered         point. To achieve this, hold down as you press to end a paragraph (it's best to have the text left-aligned - justified text doesn't look good).








[bookmark: bookmark538][bookmark: bookmark539][bookmark: bookmark540]Correcting Spelling and Grammar
Word checks the spelling and grammar as you type. A red squiggly line under 2 word denotes that Word thinks it has been spelt incorrectly; if the line is green then the grammar may be incorrect. You can check the whole or part of the text for mistakes using the’Spelling and Grammar’button.
1. Press ‘Ctrl+End’ to mo veto the end of your text then’Enter’ for a new line.
2. Type the following’Misspelt Text’;
  Howe mamy speling and other erors is there on there on thissentance? There was 10.
Note that as you type the words, Word automatically corrects certain mistakes:
· it capitalizes the first word in a sentence ‘Howe’
· it corrects certain misspellings (e.g. to’erors’to’errors’ ‘this’ to ‘this’ and
‘sentence’to ‘sentence’
3. Select the line of ‘Misspelt Text’(e.g. click 3 times on it) - Word can spell-
         check just a selected area.
4.  Move to the ‘Review’ tab and click on the’Spelling and Grammar’button
    on the left of the ‘Ribbon.
5.   Choose the correct spelling of ‘Many’ in the suggestion’ box-press ‘Enter ‘
 ‘Change’
6.  Continue in the ‘Same manner’with the other corrections.
7. Always check the correction is what you want -with ‘andother choose’and other’



 If Word gives you no 
suggestions (or doesn't show the 
correct one in the list) you can edit
 text in the’Not in Dictionary’
'box. Also if a spelling is correct
 but not in the dictionary, you can
 either choose to’Ignore’a	
' suggested correction or ‘Add’ the
 word to your own dictionary. 
Choose ‘Ignore All’ if you don't
cant to be asked about the same
 spelling again (similarly ‘Change All’ will change all occurrences of a misspelt
 word). You can also  ‘Close’or ‘Cancel’ the check at any time.






























 

      Once the spelling check is complete, the grammar checker is run. This isn't
foolproof, but it does pick up some common grammatical mistakes. At the end of 
the grammar check:
8.Click on ‘No’- you don't want the rest of the document checked.
9.Press ‘End’ to deselect the highlighted text then ‘Enter’ to start a new paragraph.

Tip;    If you just have one word that is misspelt (or a phrase with bad grammar),
          move the mouse pointer over the error and click on the mouse button. A list 
         of likely correct spellings appears. If the spelling you want isn't in the 
        list, choose spelling..(or Grammar…’) to start the checker.

   Note that you will still need to proof read your work to pick up, for example,
 correctly spelt words used in the wrong context. Here, ‘Howe’ was not corrected
because it was recognized as a surname - it would have been picked up had it not
 been capitalized (by Word itself!). Similarly,’on’  needs manual correction to’in’.
Also, though ‘was’was corrected to’were’ in the second sentence, the grammar 
checker failed to notice that ‘is’ in the first sentence had a plural subject and should
 be ‘are’.

Closing a Document
      Although you can have more than one document open in Word, if you have
 finished working on a file, it is a good idea to close it. Before closing it, remember
 I to save it. The quickest way to save is to press ’Ctrl+S’ key.
Steps to close a document:	I
1. Click on the ‘Office Button’ at the top left-hand comer.
2. Choose ‘Close’ option.
Tip: You can close a document from the keyboard using the key combination it
           ‘Ctrl+w’


Opening an Existing Document
   You may want to do some further work on an existing document. In this next
 exercise you will be opening the file you have just closed.
1. Click on the ‘Office Button’ and choose ‘Open’ option.




[bookmark: _Hlk118718341][bookmark: _Hlk118718445]          Note the list of ‘Recent Documents’ on the right-hand side — from here you
Can open up your latest documents and can pin documents permanently to the list.
The ’Open’ button on the ‘Quick Access Toolbar’(or the key combination ‘Ctrl+O’)
can be used to open a file but you then don’t see the list of ‘Recent Document’.

    You will see a dialog box similar to the following, open showing any folders and 
Word files in‘Documents’.
         click on the’Name of ypur file’you want to work on, e.g. Microsoft Word
         Document.docx.
[image: ]










Figure 77 Opening Existing Document  open


Press ‘Enter’ key or click on ‘Open’ option.
Use the ‘Page Down’ key (above the srrow keys) to move down your
Document or ‘Ctrl_End’ to go to the end of your document.


Note:   You can have more than one document open at a time in Microsoft Word. This allows you to copy text from one document to another. You can move between documents by clicking on the ‘View’  tab and then the ‘Switch’ ‘Windows’ button (or the buttons on the  ‘Taskbar’  , normally located at the bottom of your screen).







Printing
Steps to print a document
1. Click on the ‘Office Button’.
2. Choose ‘Print’ option and click on ‘Print’ (or click on the  ‘Print’button on 
3. the ’Quick Access Toolbar’ or use the keyboard combination Ctrl +P’) - the following window appears.
[image: ]










3.  Choose the ‘Name’ of printer.
4. [bookmark: bookmark556][bookmark: bookmark557]Set the required ’Page range’ and ’Number of copies’:
5. The final step would normally be to click on ‘ok’but here, click on’Cancer’.
It's a good idea to preview your work to check it fits neatly on the page befor; you print it. To do this:
1. Click on the ‘Office Button’ button then move the mouse cursor over ‘Print’
- a sub-menu appears:
[image: ]

2. From the further options that appear, choose ‘Print preview’.
3. Click on 'Close print preview’on the far right of the new ‘print preview’
tab to return to normal typing.
  Tip:  it's a good idea to add the ‘Print Preview’button to your
         ‘Toolbar’. To do this, simply click on the down arrow on the right of the
 toolbar and turn’Print preview’on. You may wish to add some of the
other buttons. Incidentally, the keyboard combination to turn on/off ‘Print
 preview’is ‘Ctrl+alt_I’.


[bookmark: bookmark567][bookmark: bookmark568][bookmark: bookmark569]Leaving Microsoft Word
When you have finished typing and want to exit Word:
1. Make sure you've ‘saved’the latest version of your document (press ‘Ctrl+S’)
2. Click on the’Office’ button then on the ‘Exit Word’ button (bottom right-hand corner) or you can click on the ‘X’ in the top right- hand corner of the ‘Word’ window.



Tip :  The keyboard combinations ‘Ctrl+W’ and ‘Alt+F4’ can also be used to 
         Close word.

word Meaning 
          Software             collection of many programs
           Document           file or an article
           Appearance           outward look 
           In – built            attached, internal
           Automatically     by itself
          Encountered         found
[bookmark: bookmark573][bookmark: bookmark574][bookmark: bookmark575]
Summary
· [bookmark: bookmark576]MS-Word is one of the popular examples of Word Processing Software.
· [bookmark: bookmark577]In order to change the attribute of any text it must be first selected.
· [bookmark: bookmark578]Animation attracts the users.
· [bookmark: bookmark579]Clipboard is a temporary memory location.
· [bookmark: bookmark580]The process of changing the appearance of a text, deleting a portion of a text, copying or moving a part of the text is called editing.
· [bookmark: bookmark581]Header appears at the top and Footer at the bottom of the document.
· [bookmark: bookmark582]Line spacing is the amount of space in points between the lines of text.
· [bookmark: bookmark583]Word checks the spelling and grammar as you type.
[bookmark: bookmark584][bookmark: bookmark585][bookmark: bookmark586]Exercise
1.Fill in the blanks.
a. [bookmark: bookmark587]The most common toolbars in MS-Word are 	 and
	toolbar.
b	effects are simply ^displayed on the screen and cannot be printed,
c	is a temporary memory for holding cut or copied item.
d	is the amount of space in points between the lines of text in a
paragraph.
2.State whwthwe ‘True’ or ‘False’
a. Paragraph indentation is the distance between the two text.
b. [bookmark: bookmark589]There are four types of alignments left, right, top and bottom.
c. [bookmark: bookmark590]Spelling errors are displayed with a red wavy underline and grammatical errors are displayed with green wavy underline.
d. [bookmark: bookmark591]Clipboard is a temporary memory for holding cut or copied item.
3.write steps for.
[bookmark: _Hlk118721083]a. changing the case of text.
b. applying background color to the document, 
c. applying borders and shading.
d. formatting the text, 
e. exiting MS Word, printing
f.  printing a document.
g. correcting spelling and grammar,
h.  applying bullets and numbering.




4.Answer the following question.
a. What is MS-Word ? Write its uses.
b. Differentiate between spelling and grammatical errors.
c. What is formatting a document? List its types.
d. What do you mean by borders and shading?
e. What is Bullets and Numbering?
f. What is meant by editing text?

[image: ]




    
                                                                                      
Chapter 8 Spredsheet Microsoft Excel
This chapter covers:                                                


· Introduction of Ms-Excel.
· Creating workbook.
· Performing calculation in MS Excel.
· Printing worksheets.
· Inserting chart.
· Exit MS Excel.









[image: ]

Introducation
Microsoft Excel is a spreadsheet package. It was developed by Microsoft Corporation, USA. It is a part of MS-Office package. A spreadsheet is software that consists of rows and columns. A spreadsheet program allows to present information in a clear way. It can be used to perform mathematical calculations. Excel also allows us to convert the spreadsheet data into various charts like Bar, Column and others.

Common terms used in spreadsheet
Worksheet (Spreadsheet): Worksheet is the collection of rows and columns. They are used to list, organize and calculate data.
W orkbook: The files that are used in spreadsheet are known as workbooks. Workbooks are made up of worksheets or spreadsheets.
Cell: Intersection of row and column is called a cell. In order to refer a cell, enter the column letter followed by the row number. For example: B14
Active Cell: The cell where the insertion point is located is called an active cell. Row and Column: The horizontal lines of cells are called rows. The vertical lines of cells are called columns.

Features of excel
a. It facilitates us to work in multiple worksheets at a time.
b. [bookmark: bookmark617]It allows us to create different types of charts and graphs.
c. [bookmark: bookmark618]It allows us to organise and manage large amount of data.
d. [bookmark: bookmark619]It allows us to calculate varieties of calculations automatically using formula.
 Advantages of Excel
a. A large amount of data can be managed easily. 
b. Calculations are easy and accurate.
c. It is easy to apply any change to the data.
d. Data can also be presented graphically by the help of various charts.















 Starting MS Excel
[bookmark: bookmark623][bookmark: bookmark624][bookmark: bookmark625][image: ]Steps to open Ms Excel.
1. [bookmark: bookmark626]€Click on Si button.
2. [bookmark: bookmark627]Choose ‘All programs’. 
3. [bookmark: bookmark628]Choose’Microsoft Office'.
4. [bookmark: bookmark629]Click on'Microsoft Office Excel 2007’.   









[image: ]  
 OR
1. Press on ‘window+R’ key
2. Type ‘excel.exe’ in the run box
3. Click on ‘OK’ button.







Entering date in excel sheet
    In MS Excel, we can enter the following types of data they are:
1. Numbers.
2. Texts.
3. Formula and so on.
                                                                
	A
	B
	c
	
	E
	I

	i S.No
	Name
	Eng
	J Maths
	Comp ;
	Total

	 1
	Kumar
	80
	83
	=SUM(C2:E2

	         2
	Shiva
	68
	85
	71 i
	sUM (numbert]

		3
	Pramod
	. 82
	81
	70
	

		4
	Bharat
	73
	94
	88
	

	



	
	
	
	
	


[bookmark: bookmark635][bookmark: bookmark636][bookmark: bookmark637]

Editing a cell.
[bookmark: bookmark638][bookmark: bookmark639][bookmark: bookmark640]Deleting data.
1. Select the ‘Cell or range of cells’ that you want to delete.
2. Press the ‘Delete’ key on the keyboard.
                X <✓ A =SUM(C2:E2)
	
	A
	B
	
	
	E

	1
	S.No
	Name
	Eng
	Maths
	Comp

	2
	1
	Kumar
	80
	83
	

	3
	2
	Shiva
	68
	85
	71

	4
	3
	Pramod
	82
	81
	70

	5
	4
	Bharat
	73
	94
	88



[bookmark: bookmark643][bookmark: bookmark644][bookmark: bookmark645]Copying data.
(Ctrl+C andCtrl+V).
1. Select the ‘Range of cells’  to be copied.
2. 'Right click’ on it.
3. Click on ‘Copy’  option.
4. Right click on the ‘Cell’into which you want to copy the data.
5. Click on ‘Paste’ option.
         
	
	A
	B
	' 		"S—■
c.
	p
	E
	F
	G

	 1
	S.No
	Name
	Eng
	Maths
	Comp
	Total
	

	2
	1
	Pramod
	82
	81
	70
	82
	81

	3
	2
	Bharat
	73
	94
	88
	73
	94
1—.......



[image: ] Moving Date
(Ctrl+XandCtrl+V).
1. [bookmark: bookmark649]Select the Range of cells to be moved.
[bookmark: bookmark650]       2.’Right click'on it.
        3.Click on C option.
   	4. Right click on the ‘cell’ into which you want to copy the data.      
       5. Click on ‘paste’  option.






	' CA;
	A
	
	c
	0
	E
	■PM
	G

	1
	S.No
	Name
	Eng
	Maths
	Comp
	Total
	

	2
	1
	Pramod
	
	
	70
	82
	81

	3
	2
	Bharat
	
	
	88
	73
	94



Inserting a row
1. Select the Row’above which you want to insert a new row.
2. ‘Right click’ on it.
3. [image: ]Click on ‘Insert’option. 
	c
	D
	E
	F
	<3

	Eng
	Maths
	Comp
	Total
	

	J
	
	
	
	

	82
	81
	70
	
	

	73
	94
	88
	
	


                                                    



                                                                                                            
                                                                                                          
                                                                                                   
                                                                                                       
                                                                                                  
                                                                                            
                                                                                                    
                                                                                             
                                                                                                       
                                                                              

                                                                                                               
Inserting a column. 
4. Select the ‘Column ‘before which you want to insert a new column.
5. Right click on ‘Highlighted column’
6. Click on ‘Cloumns’option.
[image: ]■*• A • *4 .hda L A	B	C	D
	i S.No
	Name
	Eng
	Maths

	1
	Pramod
	82
	81

	3 2
	Bharat
	73
	94

	4

	5
?
	
	









                                                                                                           
                                                                                                              
Ways to Navigate the cells in a worksheet                         Ways to Navigate the Cells in a Worksheet
	Tab
	Move right by one cell

	Shift + Tab
	Move left by one cell

	Enter
	Move down by one cell

	Shift + Enter
	Move up by one cell

	Ctrl + Home
	Move to cell Al

	Page Down
	Move to one screen down

	Page Up
	Move to one screen up

	Alt + Page Up
	Move to one screen left

	Alt + Page Down
	Move to one screen right


   
                                                                           
                                                                                                        
                                                                                                    
                                                                                                    
                                                                                                    
                                                                                                        
















Inserting Worksheets.
Excel provides 3 worksheets by default. They are named as Sheet 1, Sheet2
 and Sheet3. 
[bookmark: bookmark677][bookmark: bookmark678][bookmark: bookmark679]
[image: ]Figure 78 Insertin Worksheets.




















[image: ]Deleting Worksheet. 
You can delete unnecessary worksheet from workbook.
1. [bookmark: bookmark680]Right click on any sheet you want to 9 delete.
2. [bookmark: bookmark681]Click on ‘Delete’ option.

[bookmark: bookmark682][bookmark: bookmark683][bookmark: bookmark684]Printing.
[image: ]When you finish entering your data in the 
worksheet, you need to print it on paper for hard
copy output.
1. [bookmark: bookmark685]Click on’Office Button'.
2. [bookmark: bookmark686]Choose ‘print’ and click on ‘print’option.
3. [bookmark: bookmark687]Choose the 'Printer Name’, ’Page 
        ranges’;number of copies and so on.
4. Click on ‘OK” 

,	

[image: ]










[bookmark: bookmark692][bookmark: bookmark693][bookmark: bookmark694]Selecting a Cell/ Highlighting a Cell.
In order to select a cell, we have to click on the cell. Then, we can type
 numbers, texts or formulae in  the cell.
[bookmark: bookmark695][bookmark: bookmark696][bookmark: bookmark697]

selecting a range of Cells.
A collection or group of cells is called a cell range. For example:C2:E2 (C2 to E2). 
In order to select a range of cells, follow the given steps.
Step 1: Click on the’Cell’from where you want to start selection.
Step 2: ‘Hold down’the left mouse button and ‘Drag’to the last cell.
Now, all the cells from first to the last cell is selected as a range.
[image: ]


	1
	S.No.
	Name
	Eng
	Maths
	Comp
	Total Percentage

	2
	1
	Kumar
	80
	83
	97
	

	3
	2
	Shiva
	68
	85
	71
	

	4
	3
	Pramod
	82
	81
	70
	

	5
	4
	Bharat
	73
	94
	88
	

	6
	5
	Suraj
	65
	68
	78
	

	7
	6
	Santosh
	45
	50
	42
	






[bookmark: bookmark698][bookmark: bookmark699][bookmark: bookmark700]Selecting cells which are not next to each other.
Step 1: Select the ’First range of cells’ you want.
' step 2: Hold down the key.
Step 3: Select the ’Second range of cells’ you want.
step 4: ‘Release’the mouse and ‘Ctrl’key. 
[image: ] 
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	A
	B
	c
	0
	t
	F	G	H

	1
	S.No. Name
	Eng
	Maths
	Comp
	Total Percentage

	1
	1
	Kumar
	80
	83
	97
	

	3
	2
	Shiva
	68
	85
	71
	

	4
	3
	Pramod
	82
	81
	70
	

	5
	4
	Bharat
	73
	94
	88
	

	6
	5
	Suraj
	65
	68
	78
	

	7
	6
	Santosh
	45
	50
	42
	







[bookmark: bookmark707][bookmark: bookmark708][bookmark: bookmark709]Selecting an entire row.
  
In order to select an entire column, click on the require. Now, the column becomes highlighted as shown.


[image: ]
	
	A
	B
	c
	D
	E
	F
	G

	1
	S.No.
	Name
	Eng
	Maths
	Comp
	Total
	Percentage

	2
	1
	Kumar
	80
	83
	97
	
	

	3
	2
	Shiva
	68
	85
	71
	
	

	4
	3
	Pramod
	82
	81
	70
	
	

	5
	4
	Bharat
	73
	94
	88
	
	

	6
	5
	Suraj
	65
	68
	78
	
	

	7
	
	
	









[bookmark: _Hlk118729753]Selecting an entire column.
In order to select an entire column, click on the ‘Column header’you
require. Now, the column becomes highlighted as shown. 

[image: ]




	1
	S.No.
	Name
	Eng
	Maths
	Comp
	Total
	Percentage

	2
	1
	Kumar
	80
	83
	97
	
	

	3
	2
	Shiva
	68
	85
	71
	
	

	4
	3
	Pramod
	82
	81
	70
	
	

	5
	4
	Bharat
	73
	94
	88
	
	

	6
	5
	Suraj
	65
	68
	78
	
	

	7
	
	
	








Selecting an entire worksheet.
In order to select an entire worksheet, click on the ‘Square’at the top left of
the sheet. Now, the entire sheet appears selected or highlighted.
[image: ]




	S.No.
	Name
	Eng
	Maths
	Comp
	Total
	Percentage

	1
	Kumar
	80
	83
	97
	
	

	2
	Shiva
	68
	85
	71
	
	

	3
	Pramod
	82
	81
	70
	
	

	4
	Bharat
	73
	94
	88
	
	

	5
	Suraj
	65
	68
	78
	
	



Deselecting cells
 In order to deselect a cell, click on a cell ‘Outside the Selection.’
Merging cells.
  we can combine more cells and group them in one cell. This feature is called . ‘Merge cell’
This feature is useful when creating heading.
For this, select the range of cells to be merged and then click on the merge button on the 
formatting  toolbar.
[image: ] 


	S.No.
	Name
	Eng
	Maths
	Comp
	Total
	Percentage

	1
	Kumar
	80
	83
	97
	
	

	2
	Shiva
	68
	85
	71
	
	

	3
	Pramod
	82
	81
	70
	
	

	4
	Bharat
	73
	94
	88
	
	

	5
	Suraj
	65
	68
	78
	
	


 Overwriting.
     In order to overwrite the date, just click on the cell on which you want to
Overwrite and start typing.







[bookmark: bookmark721][bookmark: bookmark722][bookmark: bookmark723]
Modifying the data in the cell (F2 function key).
In order to modify the data of a cell, double click on the ‘Cell’ or  ‘F2’
press function key and modify as per your need.
[bookmark: bookmark724][bookmark: bookmark725][bookmark: bookmark726]Auto fill.
This option is used to automatically fill the selected cells.


	Bl
	A January
	

	
	A
	...	»

	  1
	Sunday
	January

	2
	Monday
	February

	3
	Tuesday
	March

	4
	Wednesday
	April

	5
	Thursday
	May

	e
	Friday
	June

	/
	Saturday
	July

	8
	Sunday	
	August

	
	Monday
	September

	io Tuesday	
	October

	11
	Wednesday
	November

	
	Thursday
	December


	          A
A
	B

	i Sunday
	January

	i
	




[bookmark: bookmark727][bookmark: bookmark728][bookmark: bookmark729]Resizing column width and row height.
In order to increase the column width to accommodate the long text, follow the given steps.
Step 1: Move the cursor to the ‘Dividing Line’between two columns.
Step 2: The’Resize arrow’mark appears as shown	■
Step 3: ‘Click and drag’to the left or right side as needed
In the similar way, resizing row height can be done by clicking on the row header
 and dragging the resize arrow.
   
	
	A
	B

	1
	Sunday
	January

	
	Monday
	February

	3
	Tuesday
	March


[bookmark: bookmark733][bookmark: bookmark734][bookmark: bookmark735] Note; We can double click on the ‘Dividing line’to auto fit the content.


[image: ]Adding borders.
We can apply a border to a selected
 cell or range of cells by clicking on the Borders tool in the
 formatting toolbar.
Step 1: Select the ‘Cell or range of cells’.
Step 2: Click on the ‘Drop down list’of
Borders tool in the formatting toolbar. 


‘Practice time’. Create worksheet as given below and find ‘Total and percentage’.
[image: ]     

	1
	A
S.No.
	B
Name
	7 c
Eng
	D
Maths
	E
Comp

	2
	1
	Kumar
	80
	83
	97

	3
	2
	Shiva
	68
	85
	71

	4
	3
	Pramod
	82
	81
	70

	5
	4
	Bharat
	73
	94
	88

	6
	5
	Suraj
	65
	68
	78

	7
	6
	Santosh
	45
	50
	42



F	G
Total Percentage
8








[bookmark: bookmark736][bookmark: bookmark737][bookmark: bookmark738]Operators
Operators are the symbols used to perform different calculations in MS- Excel. 
 There are four types of operators in MS-Excel.
Arithmetic operators  : These operators are used to perform mathematical calculations like addition, subtraction, multiplication, division and so on. The civen table explains the Arithmetical operators.

	        operators
	   operation
	   Examples

	+
	Addition
	=5+2
	=7

	-
	Subtraction
	=7-4
	=3

	*
	Multiplication
	=8*9
	= 72

	/
	Division
	=5/2
	=2.5

	A
	Exponentiation
	=2A3
	=8

	%
	Percentage
	=5%*1000
	=50








Relational (comparision) Operators: These operators are used to compare two data values or shows the relationship between two operands. This operator returns the result either in yes or no. The given table explains the Relational operators.
	  operators
	  operation
	  Examples

	>
	Greaterthan
	A>B

	<
	Less than
	A<B

	>=
	Greaterthan or equal to
	A>=B

	<=
	Less than or equal to
	A<=B

	=
	Equal to
	A=B

	< >
	Notequalto
	AoB



Legical operators: These operators are used in between two relational operators to check the logical condition. The given table explains the Logical operators.
	  operators
	       operation
	     Examples

	AND
	Returns True for all true conditions
	=if(AND(a2>40,b2>40),"Pass","Fail")

	OR
	ReturnsTrue for any one true condition
	=if(OR(a2<40,b2<40), "Fail", "Pass")

	NOT
	Returns True for false condition
	=NOT(5<10)


Logical operators: This operator is used between two or more than two te together. It is also known as Concatenate operator. The given table explains th Text operator
	  operators
	     operation
	  Examples

	+
	Com bines text together
	="Computer" + "Science"


Formula in Excel : The formula performs different calculations in MS-Excel. always starts with =sign followed by different operands for different types c calculations. For example (=C2*D2).
Copying Formula : Once the formula is written, if we want to use in another cells then we can easily copy and paste the same formula in other cells. This i known as Copying formula. Steps to copy formula are as follows.

1. Select the ‘Formula which we want to copy.
2. Take the mouse pointer to the Bottom right corner’ of the cell.
3. Hold the ‘Fill Handle’as shown and drag it to copy the formula to the other cells.









	1
	S.No.
	Particulars
	Rate
	Quantity
	Amount

	2
	1
	Pencil
	20
	25
	JOO

	3
	2
	Eraser
	10
	40
	400

	4
	3
	Copy
	120
	50
	 5 00 0

	5
	4
	Book
	250
	30 .
	7500

	
	5
	Marker
	50 J
	
	i = C[image: ]6*D6


[image: ]Fill Handle


[bookmark: bookmark755][bookmark: bookmark756][bookmark: bookmark757]Charts in Ms-Excel
     Charts in MS-Excel represents date in different graphs and charts. Different
Charts can be created in MS-Excel such as;
1.  Column Chart
2.  Line Chart
3.  Pie Chart
4. BarChart
5. Area Chart
6. Scatter Chart
7. Other Chart

[bookmark: bookmark758][bookmark: bookmark759][bookmark: bookmark760]steps to create a column chart
a. Select the ‘Date’which we want to convert in the chart.
b.  select the ‘Type of chart’ Let's say ‘Column’chart in the ‘Insert’
c. [image: ]Keep on ‘Selecting next’until chart is created.
   8000
7000
6000
5000
4000
3000
2000
1000
0

Rate

Quantiry

Amount





Pencil 
    1
Marker
    5
Copy
    3
Eraser
    2

[bookmark: bookmark747][bookmark: bookmark748][bookmark: bookmark749]
 Steps to create apie charts.
 a.	Select ‘Date’ which we want to convert in the chart.
b.	Select the ‘Type of chart’, let’s say ‘pie chart’ in the ‘Insert’ tab.
c.	Keep on ‘selecting next’ until chart is created.





[image: ]
Figure 79 Pie Chart
1 pencil
2 Eraser
3 copy
4 Book
5 Marker



Summary 
· [bookmark: bookmark764]Microsoft Excel is a spreadsheet package.
· [bookmark: bookmark765]Excel allows calculating varieties of calculation automatically using formulae.
· [bookmark: bookmark766]The horizontal arrangement in spreadsheet is called a row.
· [bookmark: bookmark767]The vertical arrangement in spreadsheet is called a column.
· [bookmark: bookmark768]The intersection of row and column is called a cell.
· [bookmark: bookmark769]Worksheet is the collection of rows and columns.
· [bookmark: bookmark770]Workbooks are the files that are used in spreadsheet.
· [bookmark: bookmark771]Excel allows us to organize and manage large amount of data.
· [bookmark: bookmark772]There are four types of operators in MS-Excel i.e. Arithmetic, Relati Logical and Text operators.
· [bookmark: bookmark773]Charts in MS-Excel represents data in different graphs and charts.

[bookmark: bookmark777][bookmark: bookmark778][bookmark: bookmark779]Exercise

1.Fill in the blanks.
a. [bookmark: bookmark780]Microsoft Excel is a	program.
b. [bookmark: bookmark781]Worksheet is made up of	and	
c. [bookmark: bookmark782]The intersection of row and column is called a	
[bookmark: bookmark783]d	allows us to manage a large volume of data.
e. [bookmark: bookmark784]In Excel, data can be presented graphically by the help of	
f. [bookmark: bookmark785]	allows	us to type text, numbers and formula in the active cell,
g	operators performs mathematical calculations.
h	represents data in different graphs.

2. state whether the following statements are ‘True’ or ‘False’.
a. A spreadsheet program allows to present information in a clear way.
b. [bookmark: bookmark787]Row is a vertical line of cells in a worksheet.
c. [bookmark: bookmark788]Excel allows us to create different types of charts.
d. [bookmark: bookmark789]Toolbar contains the address of the currently active cell.
e. [bookmark: bookmark790]Tab key is used to move left by one cell in excel.
f. [bookmark: bookmark791]Enter key is used to move down by one cell in excel.
g. [bookmark: bookmark792]Logical operators compare two data values.

3.Answer the following question.
a. What is a spreadsheet package?
b. [bookmark: bookmark794]What are the advantages of MS Excel?
c. [bookmark: bookmark795]What do you mean by a cell?
d. [bookmark: bookmark796]Define row and column.
e. [bookmark: bookmark797]Write down the features of MS Excel.
f. [bookmark: bookmark798]Write the differences between workbook and worksheet.
g. [bookmark: bookmark799]What is operator in MS-Excel? List different types of      operators.
h. [bookmark: bookmark800]What is Chart? List some of them.

4.Write the steps to:
a. open MS Excel                                b.save Excel file
c. insert column                                  d. insert Worksheet
e. print a spreadsheet                          f. move data in Excel sheet
g. insert chart









Lab work.
Q.1; prepare worksheet as a shown below and perform the given tasks.
                 (Hint:For formula, consult your teacher)


	|!Olto
	Name
	
	Maths
	Sa
	«*r
	Soc
	

	1
	Reeju
	7®
	89
	SB
	
	SI
	

	2
	Ricta
	O
	I 79
	1 O
	[ M
	78
	

	3
	
	78
	&7*
	: O
	
	SB
	

	4
	
	| »
	3S
	56
	j 55
	45
	

	5
	
	9B
	; M
	45
	; 25
	62
	

	
	Santwslw
	. 45
	; SB
	| 42
	
	
	

	2®
	Aater®
	j M
	SB
	1
	
	67
	


[image: ]


a. Find total in ‘Total’ column.
b. Find result(“pass or Fail”) in ‘Result’ column.
c. Find percentage in ‘percentage’ column.
d. Find the ‘Highest, Lowest and average marks’ in each subject.

Q.2: Create the following worksheet and peform the given calculations.



	S.No.
	Item
	Rate
	Qty
	Amount
	Dis.
	Net Amt
	Result

	1
	Printer
	10550
	7
	
	
	
	

	2
	Mouse
	350
	15
	
	
	
	

	3
	Keyboard
	400
	15
	
	
	
	

	4
	Monitor
	8750
	5
	
	
	
	

	5
	Processor
	9800
	3
	
	
	
	

	
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	



a. Find amount in ‘Amount’ column.
b. Find net discount in’Dis’ column.[Discount is 10% of amount]
c. Find amount in ‘Net Amt’ column [Net Amount=Amount-Discount]
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This Chapter Covers:




·      An overview of various tabs.
·      Creating presentation document.
·      Creating slides.
· [bookmark: bookmark6]     Inserting pictures.
· [bookmark: bookmark7]     Formatting slides.
· [bookmark: bookmark8]     Printing slides.

Application Filename:Powerprnt.exe
[image: ]Extension Filename:PPtxFigure 80powerpoint














Introduction

      A presentation is a systematic display of information using text, graphics, animation, audio and video. A presentation contains many slides arranged in order. A slide is a page that contains text, pictures, video and sound. MS- PowerPoint is a presentation package developed by Microsoft Corporation. USA. It is used to create effective, eye catching and professional presentations. It is a part of MS-Office package.

Features of MS PowerPointFeatures of MS-PowerPoint






4.

1. It supports Graphical User Interface.
2. We can work in two or more than two text boxes.
3. We can put different types of text, tables, graphics, pictures and so on.
4. We can create different types of presentation in a very easy manner.

Getting started with MS-PowerPoint
1. Click on ‘Start’ button
2. Choose ‘All programs’
3. Choose ‘Microsoft Office’.
4. Click on Microsoft Office power point 2007’.
                   OR

1. Press on ‘Window +R’key.
2. Type ‘Powerpnt.exe’ in Run box.
3. Click on ‘OK’
Now PowerPoint window is displayed as shown below,
[image: ]Figure 81 PowerPoint




















Home Tab 
[image: ]


   ,Figure 82 Home Tab

Under the 'Home' tab, you can see the 'Clipboard' options first, followed by the 'Slides' options, Font options Paragraph, Drawing and Editing options. Above this, we see the 'Save' icon, followed by the 'Undo' and 'Redo' buttons. The arrow next to this button allows for more options via a drop down list seen below.
[image: ]

                                                                                                      Check Mark will clip this function's button to the Access Bar. 


 Clicking name of a function will activate the checkmark and clip the function's button to the Access Bar.Figure 83 Figure 56 option quick access toolbar


    

   The check marks next to the options allow you to clip a button to the menu for easier access. Otherwise, you can simply click the Office Button in the upper left corner to get the same option

[image: ]














Insert Tab
[image: ]





Figure 84Insert Tab


· The Ribbon of the Insert tab contains the options Tables", "Tilustrations", 'Links', 'Text' and 'Media clips'.
· The 'Tables' button functions exactly the same as the Tables button from Office 2003, allowing you to create a simple celled table. You can also insert an already created Excel spreadsheet as well.
· The 'Illustrations' section contains much of the content from the Insert->Pictures option from Office 2003.
· The 'Photo Album' will allow you to make a separate presentation using photos and text boxes. You are required to have the actual file on your computer or flash drive in order to use it. ? 

[image: ]




· 
· 


Figure 85 Photo album





















[image: ]







· Under the 'Links' section, you are able to use the 'Hyperlink' icon. 

· In the 'Text' section, you are able to add 'Text Boxes' as well as insert 'Header and Footer' options. The 'Date & Time' and 'Slide Number' option will insert date and time and slide number.Figure 86 Ation Settings



· The “Word Art’ icon allows you to insert a text box of word art into the Presentation
	[bookmark: _Hlk118799514]3 t
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Figure 87 Word Art







Figure 88 Insert Onject



· The ‘Symbol’ option will bring up the menu for choosing non-standard Icons, but will only be active you are able to insert text.





















•	The ‘Object’option will allow you to insert a new file of a differen document type into your presentation, such as a new Adobe .pdf file or a.bmp from Paint. You can also upload information from another file using   option.
•	‘Media Clips’section will allow you to add Movies or 
 Sound into your presentation

[image: ] Design Tab

The design tab is used for changing the slide layout and theme.
•	The ‘Page Setup’section allows you to change the size of your slides as well
•	as their orientation, meaning Portrait or Landscape style.                   
[image: ]•	The 'Theme' section offers a wide variety of different slide themes that you can use. You can do this to decide. Background Styles.
· The 'Background Styles' option will allow you to change the background used in a theme, in case you wish to use something else.



			
Animation Tab
[image: ]
    The ‘Animation’ tab deals with how your slides transition and how the
obj ects in your presentation will appear during a slide show.
	The ‘Preview’ button will simply give you a look at what you currently have!
animated on the current slide.










[image: ]
· The ‘Animation’ section will be able  To animate and object that you currently have selected in the main editing Window.



[image: ]

· [image: ]The ‘Transition’ section will allow you to choose a transition option fromone of many different types. This transition will only affect the current side being edited.
 
· [image: ]The ‘Advance slide’ options  will let you choose whether the user has to click to advance the slide show or if it will automatically move forward.
     

  Slide Shoe Tab 
The ‘Slide Show’ tab allows you to view your current presentation and
preview how it looks like. The’From Beginning’ and ‘From Current Slide’
buttons will let you get a preview in full screen.

· ‘Custom Slide Show’ and ‘Set Up Slide Shoe’ allow you to set the   properties of your slide show. ‘Hide Slide’ can cut out unneeded slides fo your show.












· [image: ]'Record Narration' allows you to add sound to your presentation via a microphone. 'Rehearse Timings allows you to time a slide show and make sure it is a certain length or find out when a certain slide or will show up.
· 'Resolution' allows you to change the resolution that your show is viewed in, although it is defaulted to your current monitor's settings. 
· The 'Use Presenter View' check box can only be used when you have two monitors hooked up to the This option allows you to view the presentation on a second monitor, such as a television or a projector.



[image: ] Review Tab

· The 'Review' tab contains some of the options like 'Spelling' is the Spell Check, 'Research' is the same as Look Up or Dictionary, 'Thesaurus' is the same and 'Language' simply changes the Spell Checks language settings. 
· 'Translate' allows you to search and translate a highlighted sentence and try and find an equivalent in another language. 
· The 'Comments' section allows you to add extra notes and comments to your presentation. The 'Show Markup' option allows you to see the notes and annotations, while the other options allow you to make and edit these comments.
· 'Protect Presentation' allows you to change the type of people who call access your presentation. 
















View Tab 

[image: ]










· The 'View' tab allows you to change the view of the main content area: 'Normal' is the standard view, in which the slides are presented on the right and the main editing area on the left. 'Slide Sorter' allows you to view all of the slides in a zoomed out view. 'Notes Page' lets you see the slides and any notes and comments that you have put on each slide. 'Slide Show' allows you to view all the slides in a Slide Show.
· 'Side Master' lets you edit the Slide Master sheet. You will be able to change the layout of the Slide Master via the editing area or by choosing and of the available example Slide Master slides.
· 'Handout Master' like Slide Master, allows you to edit the style in which the OX er. as page looks like. The point of the Handout Master is to make the much page easier for printing purposes. 
· 'Notes Master' is like Slide Master and Handout Master, but this allows the easier printing of notes added to the slides, rather than just the slides themselves.
· 'Ruler', 'Gridlines' and 'Message Bar' allow you to view these options in the main editing area. 'Zoom' lets you get a closer or farther look at the presentation, although a zoom bar is also located in the lower right hand area of the screen as well. 'Fit to Window' will zoom in enough so that the slide fills up the editing area.
[image: ]










             The 'Color/Grayscale' options will allow you to view the slides in a different manner. 'Color' is the default option. 'Grayscale' will make the slides shift to a darkened view, making the only colors available white, gray, black, and any shades in between. 'Pure Black and White' is just that, pure black and white, with no shading.







[image: ]



     The 'Window'area allows you to work on multiple projects at once, although drop 'New Window' option will make a duplicate window with the same content in it 'Arrange All', 'Cascade' and 'Move Split' will work best when there multiple windows open. The 'Switch Windows' option will allow you to change quickly between any of the projects you are currently working on via a down list of their names. 
   If you know how to program a Macro, then the last option, 'Macros', will let you Create, Run, or Delete Macros.
Saving the Presentation (Ctrl+S) 
1. Click on 'Office Button'. 
[image: ][image: ]2. Click on 'Save As option'. Then, Save As dialog box appears as shown below. 





3. Select the 'Location' where you want to save the presentation. 
4. Type the 'File name' and click on 'Save' button. 
Opening an existing presentation (Ctrl+0) 
1. Click on 'Office Button'. 









2.Click on 'Open' option. An Open dialog box appears as shown below. 

[image: ][image: ]















3. Choose the 'Presentation' that you want to open. 
4. Click on 'Open' button. 

[image: ]Figure 89 Closing a presentation

Closing a presentation Recent Documents 
1. Click on 'Office Button'. 
2. Click on 'Close' option. 
Then, the current presentation is closed. Save 






Closing MS PowerPoint 
1. Click on 'File' menu. 
2. Click on 'Exit Powerpoint' option.
                OR 
 You can directly click on Close   button at the top right hand corner of the window.









Adding text to a slide
 Open the PowerPoint. A new slide window will open. Type title and subtitle in the text boxes by following method.
 Step 1: Click on 'Title text' box. 
Step 2: Type a "Title". 
Step 3: Click on 'Subtitle text' box. 
Step 4: Type a 'Subtitle'. 
[image: ]













Figure 90 /*Adding text to a slide


[image: ]
Inserting a new slide
   In order to insert another slide in your presentation, follow the steps given.
 Step 1: Click on 'Home' tab. Devign Home Insert 
Step 2: Click on 'New Slide' option. Step 
3: Select the 'Slide' that you want. Paste Side Sides Outline Step
 4: 'Type the Text' that you want in the slides. 
You can follow these steps to insert as many slides as you require for your presentation. 
 Figure 84 inserting a new slide

   




                              
Deleting a slide
    In order to remove a slide from the presentation, follow the steps given. 
Step 1: Select the 'Slide' that you want to delete. Home mart
 Step 2: Click on 'Home' tab. Slides Outline 
[image: ]Step 3: Click on 'Delete' option. 





 



Figure 91 deleting a slide

Starting a slide show (F5) 
After you complete all your slides, you can view them as presentation. For this, follow the steps given. 
[image: ]
Figure 92 menu for slide show
Step 1: Click on 'Slide Show' tab. 
Step 2: Click on 'From Beginning' OR 'From Current Slide'.
                            OR
Press 'F5' function key on the keyboard. 




Power Point Views
 Normal View
 It contains three sections showing outline in the left, slide in the main window and notes at the bottom. 





[image: ]









Slide Sorter View 
It contains a small picture of all slides of your presentation. 
Slide Show View 
It displays each slide on the screen and is helpful to create and edit slide

Printing the Presentation 
1. Click on 'Office Button'. Printer 
2. Choose 'Print' and click on 'Print'  option.

[image: ]  Now, 'Print' dialog box is displayed as shown. 					



[image: ]


















3. Now, Choose All' option to print all the slides. 
Choose Current Slide' option to print only the current slide. 
Choose 'Slides' option to print only the selected slides. 










Design/Theme 
 It is one of the features, which stores predesigned formats like color, text style, font color, font size and style, distance between text and other formats which makes the slides more attractive. 
[image: ]









[image: ] Steps to create design are: 
1. Click on 'Design' tab. 
2. Choose any 'Design' you like.

 Inserting picture 
1. Click on 'Insert' tab. 
2. Click on 'Picture' option. 
3. Choose the 'Picture' and click on 'Insert' button. 

Formatting 
It is the method of changing the text, style, font and color of the given slide. Some of the formatting methods are:[image: ]
 
Changing the text to Bold, Italic and Underline 

              Select the text which we want to convert to Bold, Italic or Underline, Click on the tab for Bold, Italic and Underline.

Changing the Font Face, Size and Color 
Select the text and choose 'Font Face', 'Size' or 'Color' from options in the 'Home'tab. 
[image: ]








Inserting WordArt 

1. Click on 'Insert' tab. 'OK' 
2. Click on 'WordArt'. once 
3. Select the 'WordArt' from the gallery, Type the text and click on’OK’ once.
[image: ]











  Inserting Bullets and Numbering 

1. Click on 'Home' tab. 
2. Click on 'Bullet' OR 'Numbering' option.
 3. Select the given 'Bullets' and 'Numbering'.
[image: ]















 [Word Meaning] 

Slide                    :   a piece of document that is displayed on screen in a particular order.
 Presentation    :    the series of slides that is presented by someone in mass.
 animation        : moving object of a slide.










Summary
· A presentation is a systematic display of information using text, graphics, animation, audio and video. 
· The 'Design' tab is used for changing the slide layout and theme. 
· The 'Animation' tab deals with how your slides transition and how the objects in your presentation will appear during a slide show.
· The 'Slide Show' tab allows you to view your current presentation and preview how it looks like. The 'View' tab allows you to change the view of the main content area. 

Exercise]

 1 . Fill in the blanks. 
a. _________________is a presentation software. 
    B. __________________view contains a small picture of slides. 
    C. __________________is used to format all the slides at once.
    d. __________________ is the method of changing text, styles, font and color. 

2. State whether 'True' or 'False". 
a. New Slides are kept using Insert menu. 
b. Formatting changes the format of a slide. 
c. Font Face changes the size of written text. 
d. Clicking on 'B' button creates a line below the text. 

3. Answer the following questions. 
a. What do you mean by Presentation software? Write its features. 
b. Write down the steps to Insert pictures in a slide. 
c. Write the features of MS-PowerPoint. 
d. List different PowerPoint Views. 
e. Write the steps to Insert Bullets and Numbering.

 4. Write the steps for: 
a. saving a presentation                   b. inserting a new slide      
c. starting a slide show                    d. inserting word art
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  This Chapter Covers:
· Introduction to Cyber Ethics.
· Cyber Law.
· Cyber Law of Nepal.
· [image: ]Code of Conduct. 













Introduction

[image: ]"Cyber ethics" refers to the code of responsible behavior on the Internet. As in our day to day life we were taught to act responsibly with lessons such as "Don't take what doesn't belong to you" and "Do not harm others," we must act responsibly in the cyber world as well. It is a code of behavior or moral principles for using the Computer or Internet. For example, at an early age, children learn what it means to be honest, and to respect the seniors and love to juniors. On the Internet and computer, the same basic rules apply. Until a set of laws is established for ethical computer use, personal ethics and common sense must guide us as we work and play with computers both online and offline. Figure 93 Comuter Ethics

Computer Ethics Computer ethics is a kind of international law that gives awareness to the computer user about the immoral behavior and activities in the computing field. It is defined as "to follow the rules and regulations of computer technology and not to harm other computer users knowingly or unknowingly". The code of conducts suggested for the computer users and IT professionals are listed below: 

· Don't use computer to harm other people. 
· Don't use a computer to steal. 
· Don't use or copy proprietary (licensed) software for which you have not paid.
· Don't give anyone your personal information or password. 
· Don't ask for others passwords Do use the Internet to help you do your school work
· Do use the Internet to learn about music, video and games. 
· Do use the Internet to communicate with friends and family. Don't use the Internet to communicate        with strangers. 
· Don't be rude or use bad language. 
· Don't use pirated software.
· Don't use others digital signature or try to theft it. 



Computer Crime
   An illegal or unlawful activity is called crime. And the illegal or activity associated with computers is called cyber crime.
   There are many unlawful activities related to computer. Some of them are unlawful given below:
 a. Fraud by using computers. For example, selling of local software providing the tag of software companies like Microsoft, InfoSys and others. 
b. Unauthorised access of computer system and services. For example: accessing the secured data of military or some other big organisation without taking their permission. 
c. Damage or modification of computer data or programs. 
[image: ]d. Duplication or reproduction of computer programs. i.e. software piracy. 






Cyber Law 
[image: ]  Computer is the electronic device which is used in every sphere of life. People use computer for solving their problems. Internet is the huge resource of information. This is an information and Technology (IT) age. Due to the development of Information Technology, the whole world has turned into a global village. Figure 94 Cyber Law





People have become more and more dependent on computers for their daily works. As the dependency on computers has increased, people started committing crimes through computers. 
     Cyber law is developed in order to legalise the transactions which are done through electronic means, control the cyber crimes and punish cyber criminals. It includes a varieties of legal issues related to the use of computer and other communication media such as Internet or any other form of digital processing. The cyber law is defined as "The law which governs the legal issues in the cyberspace regarding the Internet or WWW (World Wide Web) for digital data processing and transaction". 


[image: ]Cyber Law of Nepal
       In order to legalise the transactions which are done through electronic means, control the cyber crimes and punish cyber criminals, Nepal Government has issued "The Electronic Transaction Act-Ordinance". This is known as Cyber Law of Nepal which was passed on 30th Bhadra, 2061 BS (15th September, 2004 AD).
 Cyber Law Of Nepal After the implementation of this Ordinance, the electronic transactions by electronic media got legal status and there is a provision of penalty for those who commit cyber crimes by any means. Figure 95 Cyber Law of Nepal


The cyber law of Nepal has the following major provisions. 
· Digital signatures, e-banking, e-commerce, e-shopping are given legal status.
· Provision of punishment to cyber criminals. 
· Provision of formation of a judicial body to listen to computer related crimes. 
· Provision of providing the license to IT customers. 
· Provision of mentioning the type of punishment to cyber criminals. 



Word Meaning
  Behavior:       the way in which one acts or conducts oneself, especially behavior towards others. 
 analyse :          to calculate or check. 
  Priated :            illegal copy pirated : 
  Honest:                truthful and sincere. 
common sense:       good sense and sound judgement in practical matters. 
 Proprietary:               relating an owner or ownership

[Summary] 
· The term ethics means moral principles. 
· An illegal or unlawful activity associated with computers is called cyber crime. 
· Cyber law is developed in order to legalize the transactions which are done through electronic means, control the cyber crimes and punish cyber criminals. 
· The cyber law is defined as "The law which governs the legal issues in the cyberspace regarding the Internet or WWW (World Wide Web) for digital data processing and transaction". 
· Nepal Government has issued "The Electronic Transaction Act-Ordinance" on 30th Bhadra 2061 BS which we call Cyber Law of Nepal.
· Cyber ethics is a code of behavior or moral principles for using the Computer or Internet. 
· Computer ethics is a kind of moral principle that gives awareness to the computer user about the immoral behavior and activities in the computing field.

 [Exercise] 
1. Fill in the blanks with appropriate words.
 a. ……………………….is code of conduct or moral principle. 
b. Computer ethics is a kind of……………………..law. 
c. Do not use. ……………………. Software. 




d. Do not use…………………………………… to publish fake information.
e. The illegal or unlawful activity associated with computers is called,……………………..
f. Combination of information technology and telecommunication ally 
     technology is called………………….

2. Write whether the following statements are 'True' or 'False'. 
a. Cyber law is developed in order to legalize the transactions which are 
      done through electronic means.
 b. Cyber Law of Nepal was passed on 30th Bhadra, 2051 B.S. 
c. Cyber ethics is a code of behavior or moral principles for using the Computer or Internet.
 d. Do use or copy proprietary (licensed) software for which you have not
       paid. per e. Don't use computer to harm other people. 
f. We should ask others password before working.

3. Write the technical terms for the following statements. 
a. The law that governs the legal issues in the cyber space regarding the Internet or
       WWW for  digital world. 
b. Crime which is associated to computer. he al 
c. A code of behavior or moral principles for using the computer and Internet. Er

 4. Answer the following questions.  
a. What is cyber ethics?
 b. Why cyber ethics is important? 
c. Write some of the code of conducts related to cyber ethics? 
d. What is a computer crime? 
e. What is cyber law? When was cyber introduced in Nepal? 
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This Chapter Covers:
· Introduction to Computer Virus.
· Types of Computer Virus.
· Symptoms of Computer Virus.
· Prevention from Virus.
· Awareness of User.
· [image: ]Legalization.
· Use of Antivirus.Figure 96 Computer Virusu

· 
Introduction
Computer viruses are like parasites, but they are programs whereas parasites are not. It is loaded to the computer without the knowledge and runs against your wishes. Viruses are created to destroy the program, files and folders present in the computer. Computer virus replicates itself and creates copies of itself. Without : ur knowledge and concern computer virus enter the computer through Internet, pen drive, CD/DVD and so on. It disturbs the normal functioning of computer system like deleting important files and programs, hiding files, corrupting files cad programs etc.
History of Computer Virus
The History of Virus started in 1971 A.D., when Bob Thomsan of BBN Technologies created virus named Creeper, he has taken the name from a famous .artoon show character “Scooby Doo”. This virus used to display a message, ' I’m the creeper, catch me if you can!", later on in 1982 A.D., Rich Skrenta a 15 ear old boy of Pittsburgh created a virus named Elk Cloner. It was a boot- ector virus designed to infect Apple II computers. C-Brain was the first PC virus . reated by Pakistani brother Basit and Amjad in 1986.
Note:- The first ever antivirus created was Reaper, which was created to delete creeper.
Type of computer Viruses
There are many different viruses created daily. They are distinguish according to the method of infection.
[image: ]

  


Figure 97 Computer virus





[image: ]a. Boot Sector Virus:
    Master Boot Record(MBR) is a place in           
storage device like hard disk, where booting
 instructions are kept, boot sector virus attacks
 the MBR of hard disk and other storage
 devices and destroys the program responsible
 to boot the computer. These viruses are
 specially created to stop the starting processFigure 98 Boot Sector Virus

 of computer. Some examples are Byte
Bandit, Ping Pong, Bouncing ball, Bouncing dot, Boot Vera Cruz, Italian and sc on.

b.Program Virus or File Virus:
[image: ]             This type of virus infects the application
programs not allowing them to run on 
computers. They are specially created to
destroy the application programs present in 
computer. They may infect executable files
 with extension .EXE, .COM, .DRV and so on. Figure 99 Program Virus or File Virus

These viruses may change the name of file,
 can add more information to the file, can add
[image: ] more information (overwrite) not allowing program to run. Examples Ambulance virus, Acid rain, Crazy. A, Die heart.
c..Multipartite Birus
These types of virus can infect the                             
hcomputer in two ways they can infect the
 boot sector of the disk as well as can infech 
the application programs. If we boot the 
 computer from infected disk, these types <of
virus can spread. Some examples are Flip Invader and so on.

Figure 100 Multipartite Birus


d. Stealth Virus:
[image: ]       It is one of the most dangerous virus
 among others. It is a computer virus that      
 uses various mechanisms to avoid
 detection by antivirus software. When an
 antivirus program runs, a stealth virus
 hides itself in memory, and uses various
 tricks to hide changes it has made to any
 files or boot records. For example theFigure 101 Stealth Virus

 Brain virus.
[image: ]
e.Macro Virus:
            Macro virus is ae. Macro Virus:

 computervirus that spreads  
 to other computers through
 software programs that
 utilize  macros.   For
 example, Microsoft word
 and Microsoft Excel areFigure 102 Macro Virus

 two popular and widely
 used programs that are capable of executing macros. Macro viruses written
 for these programs can spread by infecting other related documents each
 time the document is open. These files are commonly used and sent through
 e-mail, a computer network can be quickly infected by these viruses. For
 example Relax, Bablas, Melissa. A,097M/Y2K.

F. Memory Resident Virus:
     This type of viruses are very destructive in nature. This virus embeds or
 attached themselves to the computer’s memory. This means whenever you
 run your operating system, the virus is working. It has many different


[image: ]effects, it will clear up space on your
 computer for its own use by
 corrupting and deleting your files. 
They usually hide themselves in 
RAM. for example, Backdoor, CMJ, 
Merve, Randex, Mrklunky etc.
Figure 103 Memory Resident Virus

a. Computer Worm:-                 
[image: ]        A computer worm is a type of malware 
[image: ]that spreads copies of itself from computer
                                                                                                 to computer. A worm can replicate itself 
 without any human interaction, and it does
                                                                                                not need to attach itself to a software
		 program in order to cause damage. Worms,
                                                                                                 can modify and delete files, and they can 
                                                                                                  even inject additional malicious softwade
                                                        onto a computer.
Figure 104 Computer Worm



Symptoms Of Computer Virus
Virus enters the computer without our knowledge and concern. Some of symptoms found in computer , through which we come to know that our computer is affected by virus.
a. [image: ]Program takes very long time to open.
b. It changes the date and time of creation of file
c. The disk opens without any reason.
d. It increases the size of file
e. Computer slows down without any reason.
Figure 105 Symptoms of Computer Virus







f. Unknown programs or files are being created.
g. Programs or files become missing.
h. Corrupted files.
i. Some files or programs suddenly don't work properly.
j. Strange messages, displays, music or sounds. 
Prevention from Computer Virus 
[image: ]Computer can be prevented from different types of viruses. There are many different methods for the prevention of computer from viruses some of them are: 
a. User Awareness: 
User must be aware while using the computer. They must check the pen drive, disks or any other device whether it is virus free or not before using them in computer. Once in a day user must check whether computer is virus free or not. Figure 106 User Awareness

[image: ]Use Original Software: 
To protect your computer from viruses always use licensed software. Original software's are virus free.




Figure 107 Use Original Software



[image: ]c.Use of Antivirus: 
The best way to protect your computer from viruses is to install a latest antivirus program in computer. There are many latest antiviruses present in the market which can not only protect the computer from virus but can remove the virus already present.Figure 108 Use of Antivirus


    d.Backup files:
[image: ]Figure 109  Back up files

We must back up files on regular basis. If a virus destroys files, we can replace it with backup copy. We must store backup copies in a separate location from our work files One that is preferably not on our computer.


















Word Meaning
Parasites: an organism that lives in or on an organism of another species
Replicate: make an exact copy of, reproduce.
Corrupting: change or unintentional alterations.
Executable: able to be run by computer.
Macros: A macro is typically used to replace a repetitive series of keyboard and mouse actions and are common in spreadsheet and word processing applications like MS Excel and MS Word. Embeds: fix firmly and deeply in a surrounding mass.
Malware: software that is specifically designed to disrupt, damage, or gain unauthorized access to a computer system.
Malicious: intending or intended to do harm.

 [Summary] 
· Computer viruses are loaded to the computer without the knowledge and runs against our wishes. 
· The first computer virus was created in 1971 A.D., named Creeper. 
· Boot sector virus attacks the MBR of hard disk and destroys the program responsible to boot the computer.
· Computer viruses are loaded to the computer without the knowledge and runs against our wishes.
· The first computer virus was created in 1971 A.D., named Creeper.
· Boot sector virus attacks the MBR of hard disk and destroys the program responsible to boot the computer.
· Multipartite virus can infect the boot sector as well as the application programs of the disk.
· Stealth virus uses various mechanisms to avoid detection by antivirus software.

















· A worm can replicate itself without any human interaction.
· A virus can slow down computer without any reason.
· User must check the pen drive, disks or any other device whether it is vi free or not before using them in computer.
 [Full Forms]
 VIRUS: Vital Information Resource Under Seize
CD: Compact Disk.
DVD: Digital Versatile/Video Disk
BBN: Bolt, Beranek and Newman
PC: Personal Computer. 
MBR: Master Boot Record. 
[Exercise] 
1. Answer the following questions in very short. 
a. Define computer virus. 
b. Name the first computer virus.
 c. Name the first PC virus. 
d. What type of place is MBR? 
e. Name the virus responsible for attacking the files with extension EXE .COM. DRV etc. 
f. Name the virus responsible for attacking Boot sector 
g. A virus that cannot be detected by Antivirus program is………….
2. Answer the following questions in short. 
a. Why computer virus are created? 
b. What damage viruses can do to the computer? 
c. How Multipartite virus infect the computer?












d. Which is most dangerous virus? Write its mode of infection.
e. Write the symptoms of computer virus. 
f. How can we prevent our computer from computer virus?
g. What is Antivirus? List some antiviruses.

3.Match the following. 
                   Group "A"                                        Group "B"
a. Boot Sector Virus                           i. Self-replicating
b. File Virus                                         ii. Random Access Memory
c. Macro virus                                    iii. Exe, Com, Drv 
d. Worm Virus                                   iv. Master Boot Record
e. Memory Resident Virus              v. Macro Code

4.Fill in the blanks.
a. Computer virus is like a…………... 
b. Program virus infects executable files with extension...............or…………
c. Boot Sector virus attacks the................... of the disk. 
d. ...................... is a self-replicating virus. 
e. ……………………files and program regularly for security reasons. 

5.Long answer questions. 
a. Describe four preventive measures to prevent your computer from any computer virus.
b. Describe any four different types of viruses with example. 
c. Explain any 10 symptoms of computer viruses.














CHAPTER 12   COMPUTER NETWORK

This chapter covers:
· Introduction to Computer Network
· Definition of Network
· [bookmark: bookmark163]Advantages of Computer Network
· [bookmark: bookmark164]Types of Computer Network
· [bookmark: bookmark165]Local Area Network
· [bookmark: bookmark166]Metropolitan Area Network
· Wide Area Network
[image: ]
                                 Figure 110 Computer Network




[image: ]Introduction 
 Computer Network helps in the transmission of information from one place to another. Computer network has reduced the whole world to a small global village. Now we can talk or chat with our friends and relatives from any corner of the world face to face. It is method of connecting two or more than two computers with each other. We can easily transfer the information of one computer to another.
[image: ]Definition of Network 

 Interconnection of two or more than two computers either with the help of cable or wireless medium is computer network. It aids in communication, education, business, entertainment and so on. Network computers can share resources, like access to the Internet, printers, file servers, and others. 
Figure 111 Definition of Network


Generally, five components required for computer network, they are 
[image: ]a. Sender: -person who sends the message. 
b. Medium: - pathway through which message travels 
c. Receiver: - person who receives the message. 
d. Data: -sanded information. 
e. Protocol: - rules which helps message to reach the destination safely.
Figure 112 Communication











[image: ]Advantages of Computer Network 
· File sharing: - User can easily send or receive data and information from remote computers. 
· Resource sharing: - User can easily share hardware devices like printer, scanner, modem etc. as well as software programs like application software or databases. It helps in reducing the cost of operation and saves money.
· Sharing a single internet connection: - Single Internet connection can be shared to many computers for accessing internet facility. Figure 113 Computer Network

· Increasing storage capacity: - User can access files and multimedia, such as images and music, which s/he stored remotely on other machines or network attached storage devices. 
Disadvantages of Computer Network Security issues:
· Security issues: There is no restriction for the use of Internet to anyone. Data programs and computers are not secure on the Internet.
· [image: ]Health issues: - People are dependent on computers, they use to spend their time by sitting in front of computers for long time rather than spending their time in playing outside. It results in many health problems like eyesight, neck and hand cramping etc.
· Viruses: - Virus is again another major problem with the network. Internet opens a doorway for viruses and malwares. It's advisable to use a updated antivirus program in your computerFigure 114 Anti Viruses











Types of Computer Networking 
On the basis of geographical area covered, computer network can be categorized as:
a. [image: ]Local Area Network (LAN): A computer network which is limited to a small area such as a room, office, building, campus, university etc. is known as Local Area Network. Its speed is fastest among other network as it uses only one type of transmission media such as coaxial or twisted pair but never both. They are limited to maximum 5 km or less. It connects workstations, personal computers, printers and other devices. All these resources are normally physically connected via cables.Figure 115 Local Ara Network (LAN)

b. [image: ]Metropolitan Area Network (MAN): A Computer network which covers an entire city is known as Metropolitan Area Network MAN connects two or more LANS Together. Big companies, banks, offices etc have their branches or sub offices in a city or in neighboring cities. They use MAN to connect with their branches or sub offices for communicating data and information. It is limited to a area of 100 km. The communication media in MANS may be optical fiber or unbounded communication media like microwave system, infrared system, radio wave to link their branches and sub offices. Figure 116 Metropolitan Area Network (MAN)
















c. [image: ]Wide Area Network (WAN): A computer which can be extended to the whole world or universe is  known as Wide Area Network. It is also known as LAN of LANs. They are used to connect local area networks together, so that users and computers in one location can communicate with users and computers in other locations .The best example of WAN is Internet and Intranet. Internet is Local whereas Intranet is private. WAN is unlimited. It is the slowest data communication as it covers cities, countries, continents etc. Figure 117Wide Araa Network (WAN)


[Word Meaning]
Transmission           : The action or process of transmitting something or the state of being transmitted.
Global                      : relating to the whole world, worldwide.
Interconnection     : a mutual connection between two or more things. 
Continents              : any of the world's main continuous expanses of land. 
Intranet                    : a local or restricted communications network, especially a private network 				created using World Wide Web software. 
Optical                    : relating to sight, especially in relation to the action of light. 
Doorway                 : an entrance to a room or building
Cramping               : a sudden contraction of a muscle or group of muscles, with severe pain. 
Malware                 :software that is specifically designed to disrupt, damage, or gain unauthorized 				access       to a computer system.












[Summary] 
· Interconnection of two or more than two computers either with the help of cable or wireless medium is computer network.
· Networking helps in reducing the cost of operation and saves money >Single Internet connection can be shared to many computers for internet.
· Sitting in front of computers for long time results in many health problems like eyesight, neck and hand cramping.
· Internet opens a doorway for viruses and malwares.
· A computer network limited to a small area such as a room, office, building, campus, university etc. is known as Local Area Network. 
· A Computer network covering the entire city is known as Metropolitan Area Network 
· A computer network extended to the whole world or universe is known as Wide Area Network. It is also known as LAN of LANS.
 [Full Forms] 
LAN:  Local Area Network 
MAN: Metropolitan Area Network 
WAN: Wide Area Network 
 VIRUS: Vital Information Resource Under Seize 
[Exercise] 
1. Answer the following questions in very short. 
a. Define computer network.
b. What is LAN?
c. What is MAN?
d. What is WAN?
e. Method of connecting two or more than two computers is?











f. Name the fields in which computer network aids. 
g. List the health problem increasing by the use of computer. 

2. Answer the following questions in short. 
a. How networking reduces the cost of operation?
b. List the five components required for network
c. Why is WAN called LAN of LANs?
d. Write any four advantages of computer network.
e. Write any two disadvantages of computer network.
f. Explain how use of computer increases health issue.
g. How network has reduced the whole world into global village?

3.Match the following.
 Group "A"                               Group "B"
a. Internet			 i. LAN of LANS         
b. LAN			 ii. Largest computer network
c. MAN			 iii. Network within a room
d. WAN 			iv. Network within the city   

4. Fill in the blanks
 a. Internet is the…………... computer network. 
 b. Network limited to a small room is………………. 
c. The best example of WAN is…………………...and…………………… 
d. …………...can spread on network very easily.
 
5. Long answer questions. 
a. Describe different types of networks.
b. Explain all the components of computer network.
c. Describe two advantages and two disadvantages of computer network







Chapter 13 Communication Technology 
This chapter covers:
· Introduction to ICT. 
· Information Technology. 
· Communication.
· Information and Communication Technology.
· Use of Information and Communication Technology


[image: ]
                                  Figure 118 Communication Technology












Introduction 
Current age is the age of ICT (Information and communication Technology ICT has change the life style of the people. It has contributed in the overall development of the country as well as the humans. Due to the use of ICT, we can easily explore the whole world by sitting at home can know the news around the world and can deliver our information anywhere around the world. With this technology we can communicate or chat with anyone around the world face to face.
[image: ]
 Introduction Technology
[image: ]Information technology (IT) is the use of computers to store, retrieve, transmit, and manipulate data, or information. IT is a part of information and communications technology (ICT). An information technology system is a computer system - including all hardware, software and peripheral equipment operated by a limited group of users.





																													Figure 119 Information Technology(IT)



Communication 
Transferring the information from one place to another is communication. It is the act t of conveying meanings from one entity or group to another through the use of mutually understood signs, symbols, and rules. For communication some of the mediums are required they are:
1. Radio 2. Television 3. Telephone 4. Newspaper 5. Computer System 6. Postal Service 
[image: ]
                                         Figure 120 Communication
Information and Communication Technology 
The transfer of information with the help two or more computers refers to the ICT. ICT provides access to information through telecommunications. ICT includes the Internet, wireless networks, cell phones, and other communication mediums. It is also the current age as ICT is providing our society a new communication capability. For example, people can communicate in real-time with others in different countries using technologies such as instant messaging. voice over IP (VoIP), and video-conferencing. Social networking websites like Facebook allow users from all over the world to remain in contact and communicate on a regular basis.
 Use of Information and Communication Technology 
1. We can post articles read newspapers on-line, and can send many other informative information to others. 
2. We can send and receive E-mail to our friends and relatives.












3. We can communicate through internet using telephone lines.
4. We c3an watch movies and listen music on-line.
5. We can perform calculations and solve many difficult problems using Internet
6. We can do voice chatting, video chatting through ICT.
7. We can create Web Sites and post it through the Internet.
8. We can do E-Business with the use of ICT.
9. We can take help of ICT in health and education sectors like Telemedicine On-line education etc. 10. We can even chat with other friends with the use of ICT.
[image: ]																																																																																																Figure 121 Use of information and communication technology















[Word Meaning] 
Information    		: facts provided or learned about something or someone.
Communication 	: the imparting or exchanging of information by speaking, writing, or using   some other medium.
Technology		: the application of scientific knowledge
Explore			: travel through (an unfamiliar area) in order to learn about it.
Retrieve		: find or extract (information stored in a computer). 
Transmit		: passing something from one person or place to another.
Manipulate	: handle or control (a tool, mechanism, information, etc.) in a skilful     manner. 
Conveying		 :Which be easily understood. 

[Summary] 
· Current age is the age of ICT(Information and communication Technology). 
· Due to the use of ICT we can easily explore the whole world by sitting at home
·  An information technology system is a computer system - including all hardware, software and peripheral equipment-operated by a limited group of users.
· Transferring the information from one place to another is communication. 
· The transfer of information with the help two or more computers refers to the ICT. 

[Full Forms]
 ICT		: Information and Communication Technology 
IT		: Information Technology 













Exercise 
1. Answer the following questions in very short.
 a. What is the Current Age? 
b. What change ICT has done on people?
 c. What is IT?
 d. What is ICT? 
e. What is face-to-face conversation known as? 
2. Answer the following questions in short.
 a. What are the mediums required for communication?
 b. List the things ICT can include. 
c. What are the different technologies countries are using for communication? 
3. Match the following.
Group "A"                                          Group "B"
a. Facebook			i. Face-to-Face
b. Video-conferencing		ii. Internet and wireless network
c. IT				iii. Social network
d. ICT				iv. Use of computer to store, retrieve and transfer.	
4. Fill in the blanks. 
a ………………………. has contributed in the overall development of the country 
b ……………………....is a part of ICT.
c. We can send and receive electronic letter to our relatives known as………………...
d. We can do……………….... Business with the use of ICT. 

5. Long answer questions. 
a. Write at least six uses of ICT.











Chapter 14   Internet and Email
 This chapter covers: 
· Introduction to Internet.
· Services of Internet.
· History of Internet.
· Hardware/Software required to connect Internet.
· Terms used in Internet.
· [image: ]Email and Email Address Search Engines.















Figure 122 Internet and Email












Introduction
Internet is the world's largest network that connects millions and billions of computer and people around the world. It is also known as world's large computer network. Internet was first started by Department Of Defense's (DOD) Advanced Research Project Agency Network (ARPANet) in 1969 A.D. The world started using Internet since 1992 and Mercantile company started the service of Internet for the first time in 1994 A.D. in Nepal.
[image: ]
Services of Internet 
· We can send and receive electronic letter (E-Mail) from any cornet of the world. 
· We can chat and talk with the person present in any corner of the world Face to-Face.
· We can view and read news of the world any time through Internet.
· We can spread knowledge and skills around the world through Internet.
· We can watch on-line movies, play on-line games and listen radio through Internet.
· We can do online business through Internet. 
History of Internet
[image: ] In 1969 A.D. Department of Defense, US has started a small network connecting five Universities together known as ARPANet (Advance Research Project Agencey Network). Later on ARPANet has expanded to become Internet (International Network).

Figure 123 History of Internet






Hardware/Software required to connect Internet
a) Amultimedia PC(Personal Computer).
b) Connection to the Internet Service Provider (ISP).
c) AMODEM(Modulator and Demodulator) or router. 
d) A telephone line in case of dial up connection.
e) A Web browsing software to access Internet.
[image: ](Modem, Computer System, NIC, Mozilla Firefox, Google Chrome, Internet Explorer)Figure 124 Hardware Software are;Modem, computr System, NIC, MOzilla Firefox, Google Crome, Internet Expolorer


 Terms used in Internet 
a. [image: ]Website: - A web site is collection many web pages. It contains the information about some particular’s topics or subjects. A web site may be of government office, organization, university, private company or personal to give information all over the world.

       website



b. [image: ]Web Page: -A web page is the collection of information formatted with HTML tags. A web page is also known as HTML document. Information in a web page is presented by using different media like text, audio, video, animation and hyperlinks. 


Web Page

c. Website Address: -Every computer connected to the internet has its unique web address, without which it cannot be reached by other computers. Web site address is known as Uniform Resource Locator (URL). for e.g. http://www.moescdc.gov.np
[image: ]
Web Site address
d. [image: ]Hyperlink: - In computing, a hyperlink is a reference to data that the reader can directly follow either by clicking or by hovering. A hyperlink points to a whole document or to a specific element within a document. Hypertext is text with hyperlinks. A software system that's used for viewing and creating hypertext is a hypertext system, and to create a hyperlink is to hyperlink (or simply to link). A user following hyperlinks is said to navigate or browse the hypertext.Figure 125 Hyperlink


									        
e. [image: ][image: ]Web Browser: - A web browser is a program that displays web pages of a web site on the user computer. The receiving the web pages of a web site on client computer is known as downloading. Windows Internet Explorer, Netscape Navigator, Opera, Firefox, Google Crome are some popular web browsers. Figure 126 Web Browser

f. [bookmark: bookmark104][image: ]World Wide Web (WWW): - The World Wide Web (WWW) is combination of all resources and users on the Internet that are using the Hypertext Transfer Protocol (HTTP). It is one of the services of Internet.Figure 127 Word Wide Web (WWW)

g. Home Page: - Home page is the starting page of a web site that you see load a web site on the web browser. It is also called Index page. A home page of a web site gives an overview of what the website contains. A home page of a web site must be attractive and user friendly.
h. [bookmark: bookmark105][image: ]Email: - Email stands for Electronic Mail. It is the service used to share letters with the help of electronic devices like a computer. Earlier, the letter which was sent through the post office is sent through Internet now a days. It is one of the popular services of Internet.   	       Figure 128 Home Page
Figure 129Email










i. Email Address:- Email address is the location of different people in Internet Every person has different addresses. Email address of one person doesn't match with another person. Email address is divided into two parts: user name and domain name, separated by @ sign. The part before @ sign is user name and the part after @sign is domain name.
 Like: -sagar_khattri@yahoo.co.np
 username         Domain Name
Name                     Domain
  . Com            commercial organization 
  .edu             educational organization
  .gov             government organization
   .org            government or semi-government organization
   .mil           military organisation.

 Steps to create an email account
1. Open the web browser present in your computer and type www.yahoo.com on the adress
 bar. 
2. Click on sign in followed by sign in for new account as shown.
[image: ]











Figure 130 Sign up a new account





3.With the help of your teacher fill up the given form as shown and click on
 "create my account" at the last. 
[image: ]






Figure 131 Sign  up Yahoo Mail



[image: ]Receiving and sending Email
1. Open the web browser present in your computer
 and type www.yahoo.com on the address bar.
2. Click on Mail button, now a window will appear
 type your email id and password and click on sign in.
3. Now your email window will appear, click on
 Inbox to view your mails as shown. 
[image: ]









Figure 132 Received and sending Email


4. Click over the mail which you want to read.
 5. In order to send email click over the compose button. Window as shown
       will appear. 


6.In To, text box type the email address of the receiver. Similarly type the subject and letter in the respective area.
7. Click on send button in order to send the mail.
[image: ]








Figure 133 Yahoo Mail


Search Engine 
[image: ]    The process through which we search and navigate the useful information in internet is called surfing. For searching the information available in internet, we take help of some programs known as search engines. Internet is the ocean of information where we can get information of almost every subject required to us. Search engines help us to find any type of information. Some of the popular search engines are Google, Yahoo, Lycos, Altavista etc. Figure 134Type of information search engine(Googlr, Yahoo, Lycos,Altavista)









Searching Educational materials through web
1. Open search engine like http://www.google.com. 
[image: ]




2. Search the web site like khanacademy.com on the search engine. Website will open.   
[image: ]








3. Scroll it down and choose 7° Grade as given. 
[image: ]












                                                                                 
4. Click on practice and than at start. 
[image: ]












5. Type the correct answer and check the answer. It will response you correct or wrong. 

[image: ]











 

There are many websites for finding educational materials, some of them listed below. www.bigchalk.com - Education search engine for students, teachers and parents.








· www.education-world.com- General education search engine.
· www.awesomelibrary.org- Search engine of carefully reviewed top 5% of education web resources.
· www.yahoo.com- Major generalized web search engine.
· www.altavista.com-Major generalized web search engine.
· www.ask.com- Search engine which allows you to type in your question;
 includes a section for kids.
· www.refdesk.com-Search engine for finding facts online.
· www.google.com-Major and large generalized search engine.
· www.metacrawler.com- Search engine which searches other search engines.
· www.ilor.com-Major generalized user-friendly web search engine.


   Word Meaning

  Fraction    :        small part
  Attractive  :        eye catching
  Unique       :       different than other.



   Exercise
 1. Fill in the blanks.
 a. Internet is the world's largest
 b. mails can be send through Internet.
 c. Software used to open website is
 d. Index page of web site is known as
 e. Process of navigating useful information is

 2. State whether 'True' or 'False'.
 a. Search Engine helps to find the information very fast.
 b. Email is the older postal mail system. 
c. Google chrome is the web browser. 




d. Hyperlink is the link to other web pages.
e. User name and domain name is separated by # sign.

3. Match the following.
        Group "A"                              Group “B”
a. Search Engine            i.   www.moe.edu.np
b. Web Site                     ii.  Internet was started
c. Email address            iii.  Altavista
d. 1992 AD Conv            iv.  ramesh@yahoo.com

 4. Answer the following. 
    	 a. Define Internet.
    	b. Who started Internet and When?
	c. Full form of ARPANet?
	d. Full form of Internet? 
	e. Define E-mail.
	f. Define Search Engine. 
	g. Write a valid Email Address.

 5. Answer the following in short.
	 a. Write some of services of Internet.
	 b. Differentiate between Web page and Web site. 
 	 c. What is search Engine? List some of the search engines.  
	 d. What is Email? Why it is used. 
	 e. Write short note on Web browser and Web site. 

6. Long answer 
      a. Explain all the terms used in the Internet.

 7. Lab Exercise.
	a. With the help of search engine collect information about different subjects 
             (Science, Computer, History) 
b. With the help of your class teacher create your email Id.



Chapter 
    15                                     Number System


          
 This chapter covers: 
· Introduction to Number System. 
· Convert decimal to binary number system. 
· Convert binary to decimal number system.

	                                          Nubering System

	      System 
	       Base
	       Digits

	Binary 
	    2
	 0 1

	Octal
	    8
	 0 1 2 3 4 5 6 7

	Decimal
	    10
	 0 1 2 3 4 5 6 7 8 9

	Hexadecimal
	    16
	 0 1 2 3 4 5 6 7 8 9 A B C D E  F 
   














Introduction
 Digital computers are the mostly used computers. These computers works on the basis of digit. Hence Number system is an important topic to be covered. In this class we are going to study about the above mentioned 4 number systems. 


Decimal Number System 
  The term deci means ten. This number system contains 10 digits i.e. 0,1,2,3 ,4,5,6,7,8 and 9. As there are 10 numbers in this number system so,the base of this number system is 10. The order of place value in this number system is 10, 10, 10, 10...........and so on. We use this number system in our day do day life and for doing mathematical calculations. For eg. (987) (986)

 
Binary Number System 
   Here the term bi means 2. This number system contains only 2 digits i.e.0 and 1. As there are 2 numbers in this number system so the base of this number system is 2. The order of place value in this number system is 2, 2, 2,2 and so on. This number system is used in the internal processing of computer. O or 1 is the smallest measuring unit of computer's memory which we called as Bits (Binary Digits). For eg. (11001),,(10101),


Octal Number System 
   Here the term Octa means 8. This number system contains 8 digits i.e. 0,1,2 ,3,4,5,6,7. As there are 8 numbers in this number system so,the base of this number system is 8. The order of place value in this number system is 80, 8', 8,8' Conver ........... and so on. This number system also used in the processing of computer. For eg. (724),, (546), 


Hexadecimal Number System
   The term hexa means six and deca means 10, so hexadecimal is addition of 3. Keep 10 and 61.e. 16. This number system contains 16 digits i.e. 0, 1,2,3,4,5,6,7,8 Writ ,9 and A,B,C,D,E,F in place of 10, 11, 12, 13,14, 15 repectivelyy. As there are 16 numbers in this number system so the base of this number system is 16. The order of place value in this number system is 16", 16, 16, 16',…..and



So on. We use this number system in computer for representing large binary and
Octal number. For eg.(AB7)  , (98F) 

	Binary valume 
	 Decimal Representation
	Decimal Value

	
	
	
	
	
	

	0
	0
	0
	0
	0
	+
	0
	+
	0
	+
	0
	0

	0
	0
	0
	1
	0
	+
	0
	+
	0
	+
	1
	  1  

	0
	0
	1
	0
	0
	+
	0
	+
	2
	+
	0
	2

	0
	0
	1
	1
	0
	+
	0
	+
	2
	+
	1
	3

	0
	1
	0
	0
	0
	+
	4
	+
	0
	+
	0
	4

	0
	1
	0
	1
	0
	+
	4
	+
	0
	+
	1
	5

	0
	1
	1
	0
	0
	+
	4
	+
	2
	+
	0
	6

	0
	1
	1
	1
	0
	+
	4
	+
	2
	+
	1
	7

	1
	0
	0
	0
	8
	+
	0
	+
	0
	+
	0
	8

	1
	0
	0
	1
	8
	+
	0
	+
	0
	+
	1
	9

	1
	0
	1
	0
	8
	+
	0
	+
	2
	+
	0
	10



 








Conversion from decimal to binary number system 
 In order to convert a decimal number to binary follow the given steps: 1. Divide the given decimal number to by 2 and find the remainder. 2. Divide the result again by 2 and find the remainder. 3. Keep on dividing the number by 2 until quotient become 1. of 8 4. Write the answer by keeping the last remainder at first.
Example   
1. (14)10=(?) 2                                                  2. (37)10 =(?)2

	2
	14
	R   0

	2
	7
	R   1

	2
	3 
	R   1

	2
	1
	R   1

	
	0
	


()(14)10=(1110)2


2. (37)10=(?)2
	2
	77
	R   1

	2
	38
	R   0

	2
	19 
	R   1

	2
	9
	R   1

	2
	4
	R   0

	2
	2
	R   0

	2
	1
	R   0

	
	0
	


              (77)10=(1001101)2




	2
	37
	R   1

	2
	18
	R   0

	2
	9 
	R   1

	2
	4
	R   0

	2
	2
	R   0

	2
	1
	R   1

	
	0
	




             









                 (37)10=(100101)2
Conversion from binary to decimal number system: In order to convert a binary number to decimal follow the given steps: 1. Multiply the right most number by place value of 2, starting from zero(0). 2. Add the product with multiplication of next number to left with 2. 3. Repeat the process until all the number should be multiplied and added 4. Write the answer as addition of all the products

Example
1. (10111)2 = (?)10
	Place Value
	24
	23
	22
	21
	20

	Binary Number
	1
	1
	1
	1
	1


=1*24+0*23+1*22+1*21+1*20
=1*16+0*8+1*4+1*2+1*1
=16+0+4+2+1
=23
              (10111)2=(23)10
2. (1110)2=(?)10
	Place Value
	23
	22
	21
	20

	Binary Number
	1
	1
	0
	1


=1*23+1*22+1*21+1*20
=1*8+1*4+1*2+1*1
=8+4+2+1
=15
(1110)2=(15)10

3. (10101010)2=(?)10
	Place value
	27
	26
	25
	24
	23
	22
	21
	20

	Binary number
	1
	0
	1
	0
	1
	0
	1
	0



=1*27+0*26+1*25+0*24+1*23+0*22+1*21+0*20
=1*128+0*64+1*32+0*16+1*8+0*4+1*2+0*1
=128+0+32+0+8+0+2+0
=170
(10101010)2=(170)10

We Covered
 Conversion of decimal to binary number system.
 Conversion of binary to decimal number system.

Example 
1.Fill in the blanks.
a. In Decimal Number System there are.......... Digital.
b. Binary Number System has Base........... 
c. 0 to 9 is known as .............Number system. 
d. Computer uses..........Number system for processing. 
 2. Answer the following questions. 
a. What is Number System? Write its types. 
b. What is Base of a Number system? 
c. What is Decimal Number System? 
d. What is Binary Number System? 
e. Differentiate between Binary and Decimal Number System. 

3. Convert the following decimal number to binary number. 
     a. (153)10                    b. (213)10
     c. (1000)10                 d. (2060)10
      e. (652)10                  f. (6205)10
      g. (150) 10                 h. (2059)10
       i. (4457)10                j.(2794)10
      k. (4387)10                I. (2965)10

4. Convert the given binary number to decimal number. 
a. (1110111)2                	   b. (11011101)2
 c. (1010101)2              		  d. (11111)2
e. (11011011)2            		  f. (111000)2
g. (11011010)2           		  h. (10011110)2
 j. (11111010)2           		 i. (10101010)2
k. (101011101)2          		I. (10110111001)2




Chapter 16               Computer Graphics and page layout

   This Chapter Covers:
· Computer Graphics. 
· Software requirements. 
· Hardware requirements. 
· Application areas
[image: ]











Figure 135 Computer Graphice Software





[image: ]Introduction 
      The term 'Graphic' was derived from the Greek word 'Graphikos' which means to present any object having specific shape and size through a medium. Computer graphics are pictures created using computers. It is the representation of image data by a computer with the help of specialised graphic hardware and software.                                                                                                                                       Figure 136 Graphica

                                                                                                      
 Software Requirements                          
1. Photo Editing Software 
[image: ]    It is used for altering images whether they are digital photographs, traditional photochemical photographs or illustrations. 3D Max, Maya Animation, Adobe Photoshop are the examples of photo editing software. Figure 137 Adobe Photoshop





2. Page Layout Software 
     The purpose of page layout software is to make it easy to combine text and graphics to create layouts for brochures, ads, newsletters, greeting cards and so 


on. For example: Adobe InDesign, Adobe PageMaker, CorelDraw and so on.
[image: ]






Figure 138 Adobe Indesign

                                   
    
3. [image: ]Video Editing Software: Video editing software is application software which handles. the post-production video editing of digital video sequences on a computer non-linear editing system (NLE). For example: Movie Maker, Pinnacle Studio, MoviePlus and so on. 


Figure 139 Adobe Indesign

Hardware Requirements 
1. Storage
 Graphics require high storage space to be stored. Hard drive with at least 500GB of storage space is recommended for this. 
2. Memory 
Rendering computer graphics consumes a high amount of processing power and can be memory intensive. Hence, use as much RAM as your motherboard can support. 
3. Cooling
 Generating computer graphics can cause your computer to generate a high




amount of heat. Hence, computers have used cooling fans and water-cooling devices to protect the CPU from overheating.
4. External Peripherals: Digital single-lens reflex (DSLR) cameras, high-definition camcorders and a graphic tablet are all examples of tools that can be used to create computer graphics.
 We can classify applications of computer graphics into four main areas: 
 a. Display of information
 b. Design
 c. Simulation
 d. User interface
      Although many applications span two, three or even all of these areas, the development of the field was based, for the most part, on separate work in each domain.
a. [image: ]Display of information: Graphics has always been associated with the display of information. More recently, software packages that allow interactive design of charts incorporating colour, multiple data sets and so on. In fields, such as architecture and mechanical design, hand drafting is being replaced by computer based drafting systems using   plotters and workstations.      
[image: ]                                             
                                                                                      Figure 140 Information Display

    

b. Design: Professions such as engineering and architecture are concerned with design. One of the principal characteristics of most design problems is the lack of a unique solution.
Figure 141 Graphic Design










c.Simulation: Some of the most impressive and familiar uses of c graphics computer
can be classified as simulations. Computer-generated images are
also the heart of flight simulators, which have become the standard method
[image: ]for training pilots.  
                         Simulation                                                                         Flight Simulation Figure 142 Car Simulation or Flight Simulation

[image: ]d.User Interface: The interface between the human and the computer has been completely altered by the use of computer graphics. Graphic has helped in the development of highly user. friend interface. 


Figure 143 User Interface

Adobe Photoshop Software                                                             
    It is a photo editing software. This software is specially designed to perform different changes to the pictures like changing the background of the pictures, changing color, making powerful advertisements, converting boring pictures into eye catching ones and so on.
[image: ] Select tool: 

[image: ]
This tool selects the picture parts in different shapes. 
1. Click on 'Select' tool on the toolbox. 
2. Click and drag on the picture in order to select a part. 
3. From the edit toolbar click on "Copy", 
4. In the new location click on ‘Paste’







[image: ]Move tool: 

[image: ]          This tool is used to change the location of the picture and to keep the picture one above the other: Figure 144 Bird

1. Click on 'Select' tool on the toolbox. 
2. Click and drag on the picture in order to move that part. 
3. Click on 'Move' tool. 
4. Click over the selected picture and drag it to new location.
[image: ]Lasso tool: 

[image: ]            This tool is used to select the image in different shapes like triangular, curve and other different shapes. Figure 145 Bird

1. Click on 'Lasso' tool on the toolbox. 
2. Click in one place, drag it and then click in other location and so on. 
3. Now selected picture can be copied and pasted to other location. 
[image: ]
Magic wand tool: 

 This tool is used to select the same color pattern in the picture. 
1. Click on 'Magic wand' tool on the toolbox. 
[image: ]2. Click on any one color of the toolbox. Figure 146 Bird

3. Now selected picture can be copied and pasted to other location and we can delete it also. 

 










[image: ][image: ]Text tool: 


This tool is used to type the text or words. 
1. Click on 'Text' tool on the toolbox. 
2. Click and drag over the picture and type. 

Figure 147 Picture of Bird

Page Layout 
Introduction:
        Everyday in the morning we read newspapers. If you see it carefully, you will find that how properly it has been designed. Here design means the way the text, pictures, advertisements, columns, margins etc are placed. Not only the newspapers you can see your text books with proper chapter number, name, page numbers and so on. All these are the examples of page layout. 
[image: ]











Figure 148 Page Layout

 Features of Page layout 
i. Various page formats can be easily design. 
ii. Easy to set the paragraphs according to requirements. 
iii. Easy to insert the pictures/images in a document. 
IV. Easy to insert header, footer and page numbers. 
V. Can work in two or more columns. 




Application of Page layout Software 
i. For designing and publishing books. 
ii. For designing and publishing newspapers. 
iii. For designing and publishing leaflet and brouchers. 
iv. For designing flex and hoarding. 
v. For designing and printing photos. 

[image: ]









Figure 149Page Layout Software


Introduction of Adobe Indesign 
     Adobe Indesign is a desktop publishing software. It includes the features of both pagemaker and micro media freehand software. It has been developed by Adobe System. 
[image: ]


How to Open Indesign: 
Step1: 
Click on 'Start' menu. 
Step2: 
Click on 'All Programs'. 
Step3: 
Select Adobe'. 
Step4: 
Click on 'Adobe Indesign'.                                                        Adobe Indesign 




Creating New Document: 
Step1: Click on 'File' menu. 
Step2: Select 'New' Document. 
Step3: Set the Page [Number of Pages, Page size, Height, Width, Margin, Number of Columns and  so on]. 
Step4: Click on 'OK'. 
[image: ]










Figure 150 Picture of Creating New Document

[image: ]
Typing Text on Document 
Step 1: Click on 'Text' tool. Typing Test 
Step2: Drag the tool for setting text area. 
Step3: Type the text.
 
Saving Document 
Step 1: Click on 'File' menu. 
Step2: Click on 'Save'. 
Step3: Type the File name. 
Step4: Click on 'Save' button.
 
Open an existing document 
Step 1: Click on 'File' menu. 
Step2: Select 'Open'. 
Step3: From the Open dialog box, select file name. Figure 151 Typing Text

Step4: Click on 'Open' button. 



[image: ]Character Formating
Step 1: Click on 'Type' menu. 
Step2: Select Character option.
Step3: Character Dialog box will appear. 
Step4: Change as per requirement. [font, size, bold, italic, regular and so on] 



Figure 152 Character Formating



Word Meaning 

      beautifully:                   very pleasing or satisfying
     significant:                     important. 
     Revolutionized:             to change completely. 
     Rendering:                     an act or instance of interpretation.         
    indispensable:                absolutely necessary
    layout:                              format. 


Summary

· The term 'Graphic' has been derived from the Greek word 'Graphikos' which means to present any object having specific shape and size through a medium.
· Photo Editing Software is used for altering images like digital photographs, traditional photochemical photographs, or illustrations. 
· The interface between the human and the computer has been completely altered by the use of computer graphics. 







[Exercise] 
Fill in the blanks.
a. ________________ are pictures created using computer. 
b. Photo Editing Software is used for ____________ images. 
c. Graphics require high ___________ space to be stored. 
d. Graphic has helped in the ___________of highly user friend interface.
e. __________________software converts boring pictures into eye catching one. 

 2. State whether 'True' or 'False'. 
a. Read Only Memory is used to store running programs in a computer. 
b. Simulation is one of the most impressive and familiar uses of computer graphics. 
c. Move tool is used to change the direction of the picture. 
d. Adobe Indesign is an image editing software. 
3. Match the following. 
Group "A"                                         Group "B" 
i. Move tool                                     a. Desktop publishing 
ii. Magic wand tool                         b. Selects same color pattern. 
iii. Text tool                                    c. Changes location of picture. 
iv. Adobe Indesign                       d. Types text or words.

4. Answer the following questions.
 a. Define Photoshop. Write its importance. 
b. What do you mean by photo-editing? List some photo-editing softwares. 
c. What is Video editing software? Explain with examples. 
d. What is the work of text tool? 
e. What do you mean by page layout in designing?
[image: ]
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 This Chapter Covers:
· Introduction to multimedia. 
· Types of multimedia. 
· Components of multimedia. 
· Multimedia system and multimedia technology.
[image: ]











Figure 153 Multimedia Technology System














Introduction 
          The word Multimedia is derived from two words: Multi and Media, where multi means many and media means mediums like text, graphics, audio, animation, video, etc. It is simply multiple forms of media integrated together for better communication. 
          Multimedia devices are electronic media devices used to store and experience multimedia content. Multimedia presents the information in a more attractive, interesting and interactive way for better communication and understanding. 
                        (Text Audio Still Images Video Interactivity Animation)
[image: ] 











Figure 154  Compponents of Multimedia Text Audio Still Images Video Interactivity Animation)





Types of Multimedia 
Multimedia may be broadly divided into linear and non-linear categories. 
a. [image: ]Linear:- The presentation which works without user interaction continuously is Linear multimedia. In it audience can only view but can't give any suggestions for example watching cinema or movies. 


Figure 155 Movie



b. Non-linear:- The presentation which works with user interaction accepts user input, presents information conditionally and non-linearly in response, and is capable of presenting combinations of text, sounds, pictures, animations, and/or full motion video. For example playing computer game, hypermedia, computer based training. 
[image: ]







                                                               Figure 156 Interaction Presentation


[image: ]
Components of Multimedia Aplication 
a. Text: - Text is the most widely used and flexible means of presenting information on screen and conveying ideas. It is the basic component of multimedia which contains alphanumeric characters. 

                                                                                                                                                                      Figure 157 Text




b. Graphics: The component of multimedia Graphics (from Greek word graphikos) are visual presentations on some surface, such as a wall, canvas, computer screen, paper. Examples are photographs, drawings, graphs, diagrams. 
[image: ]





                     Figure 158 Graphics

                                                                      

[image: ]Audio: - Sound is a sequence of naturally analog signals that are converted to digital signals by the audio card, using a microchip called an analog-to-digital converter (ADC). When sound is played, the digital signals are sent to the speakers where they are converted back to analog signals that generate varied sound.                                                                       Figure 159 Music




[image: ] d. Video: - Video refers to the display of sequence of images at a reasonable speed to create the motion. It is an excellent medium for conveying messages to the users. It is the moving pictures captured in real time.            


                                                                                                                                            Figure 160 Video


[image: ]e. Animation: - The process of giving movement to the series of pictures one after the another is known as animation. Animation is the creation of artificial moving images to replicate an event.  


Figure 161 Animation


Multimedia System
         In order to combine all the components of multimedia like text, sound, animation, video and graphics together, a computer should have all the necessary hardware parts and software programs. Some examples of multimedia components are: 
[image: ]
Hardwares 
i. Computer DOLL 
ii. CD-ROM 
iii. Sound Card 
iv. Head phone 
v. Multimedia Projector Figure 162 Multimedia System



[image: ]



Softwares 
i. Microsoft PowerPoint 
ii. Windows Media Player 
iii. Macromedia Flash 
iv. Adobe Photoshop 
v. 3D Studio Max 

Figure 163 Photoshop



Advantages of Multimedia 
· Multimedia is more interesting and interactive than traditional, lecture 
based learning methods. 
· Multimedia reduces cost of training. 
· Multimedia is very easy to use. 
· Multimedia provides high-quality video images & audio. 

Disadvantages of multimedia 
· Multimedia is expensive to use. 
· Trained manpower are required. 
· Requires special hardware and software programs.
· It requires electricity to operate. 


Application areas of Multimedia 
a. [image: ]Education:- Multimedia is used in Education Institutions for teaching and training purposes. PowerPoint presentation can be included with text, graphics, audio, video and can be shown in classes for teaching purposes. Internet can be used to learn and explore different educational websites in order to gain knowledge and also e-book can be read. 
                                                                                                                        Figure 164 Teaching and Learning




[image: ][image: ]b. Health: - Multimedia is used in hospitals to do complex type of surgery with the help of video conferencing. Tele-center, Tele-medicine can be used to consult different doctors while sitting at home.                                                         





Figure 165 Health
Figure 166 Health

                                                                               
[image: ]c. Business: - Multimedia technology is used now a days for doing e advertisement. These types of advertisement include audio, video and pictures which is very much effective and attractive. 

Figure 167 Business

[image: ]
d.entertainment: - Multimedia technology is used for listening music, playing games, watching movies and so on. 


                                                                                                
                                                                                                        Figure 168 Video Conferencing


 [Word Meaning] 
	
Integrated:             	 combining or coordinating separate elements. 
Interactive:             	 Understanding through interaction. 
Categories: 		any general or comprehensive division. 
 Audience: 		listeners or viewers collectively 
Traditional: 		in accordance with customs and rituals (old method) 
Conveying: 		to communicate; impart; make known: 
Hypermedia: 		a system in which various forms of information, as data, text, 
                                        graphics, video, and audio, are linked together by a hypertext program.




Summary

· Multimedia is the combination of mediums like text, graphics, audio, animation, video,etc. 
· There are two types of Multimedia linear and non-linear. 
· The presentation which works with user interaction is non-linear presentation. 
· Hardware and software requirements for multimedia is multimedia system.
· Application areas of multimedia are Education, Health, Business, Entertainment, Engineering, Scientific research, virtual reality and so on.


[ Exercise] 

1. Fill in the blanks. 
a. Multimedia is derived from two words __________ and ___________.
b. Multimedia devices are _________________ media devices.
c. The presentation which works without user interaction is _________. 
d.  ________________ are visual presentations on some surface, such as a wall or canvas. 
e.  ________________ can be used to learn and explore different educational websites. 


2. State 'True' or 'False'. 
a. Multimedia is a single form of media. 
b. Multimedia presents the information in attractive way. 
c. The presentation which works without user interaction is non-linear multimedia. 
d. Animation is the moving pictures captured in real time. 
e. Multimedia technology is used for listening music, playing games and watching movies. 










3.Match the following. 

Group "B"                                                    Group "A" 
a. Multimedia                        		 i. computer based training. 
b. Linear                                  		 ii. teaching and training. 
c. Non-linear d. Education        	iii. listening music and playing games. 
e. Entertainment                                	 iv. text, graphics, audio, animation and video. 
e. Entertainment 		           	v. cinema or movies.


4.Answer the following questions. 

a. Define Multimedia. 
b. What do you mean by Multimedia component? Give examples. 
c. Differentiate between Linear and Non-Linear Multimedia. 
d. Write Advantages and Disadvantages of Multimedia. 
e. Explain in brief the application areas of Multimedia.
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        This Chapter Covers:
· Introduction. 
· Types of Programming Language. 
· High Level Language. 
· Low Level Language. 
· Algorithm. 
· Flowchart. 
· Solved Examples.  
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Figure 169 Computer Programming



Introduction
[image: ]A group of instruction given to the computer to perform a specific task is program. Group of large number of programs create a software. In order to write programs computer needs programming language. 











Figure 170 Programming Language


High Level Language
       A high-level language (HLL) is a programming language whose instructions are written in simple English and mathematical notation. This language is easy to learn and understand. This language is not understand by the computer directly so computer need compiler or interpreter for translation. 
[image: ]







Figure 171 High Level Language



Advantages of High Level Language
· High level languages are programmer friendly. They are easy to write, debug and maintain. 
· It is machine independent language. 
· Easy to learn.  
· Less error prone, easy to find and debug errors. 


Disadvantages of High Level Language 
· It takes additional translation times to translate the source to machine code. 
· High level programs are comparatively slower than low level programs. 
· Cannot communicate directly with the hardware. 

Low Level Language 
        A low-level language (LLL) is a programming language written using series of binary coder O's and I's which represents 'OFF' and 'ON' signals of electricity. 
[image: ]












Figure 172 Programming

 Advantages of Low Level Language 
· Program execution is faster than any other programming language as it directly understood by the computer
· It does not require translating program like compiler or interpreter. 




Algorithm
 Disadvantages of Low Level Language 
 It is difficult and boring to make a program in machine language.
 It is machine dependent so program written for one machine cannot work in another. 

                     An algorithm is a set of sequential steps written to solve a particular problem.
 An algorithm should be simple clear, easy to understand and should have finite number of steps. These steps are written in simple English language. 

Rules to create algorithm 
· The steps of algorithm should be simple and clear.
· An algorithm must give one or more outputs. 
· The number of steps should be finite.
· It should not depend on a particular computer language. 

 Advantages of Algorithm. 
· It helps to write a program in step by step manner. 
· It helps to write and understand program easily. 

Disadvantages of Algorithm 
· Algorithms is Time consuming. 
· Difficult to show Branching and Looping in Algorithms. 
· Big tasks are difficult to put in Algorithms. 

Example: 1
 Algorithm to go to school 
Step 1: 	Start 
Step 2: 	Wake up and get down from the bed. 
 Step 3: 	Take bath and be ready to go to school. 
Step 4: 	Take your Lunch. 
Step 5: 	Go to bus stand/Go by walking 
Step 6: 	End 





Example: 2 
Algorithm to add two numbers 
Step 1: Start Read first number. 
Step 2: Step 
3: Read second number. 
Step 4: Add numbers and store in a variable. 
Step 5: Display the value of variable. 
Step 6: End

 Example: 3 
Algorithm to find area of rectangle 
Step 1: Start 
Step 2: Read Length and Breadth. 
Step 3: Multiply Length and Breadth and store in a variable. 
Step 4: Display the value of variable 
Step 5: End 

Flowchart 
      A flowchart is a graphical or symbolic representation of an algorithm. Symbols or pictures are easier to understand and remember than languages or text. Symbols are very helpful in understanding the solution of a problem. The flow chart symbols are linked together with arrows showing the process flow direction. 

Different symbols used in Flowchart 
1.Terminal. 
It is used to indicate the beginning and the end of a program. It is oval in shape. 






2.Process. 
It is used for processing. It contains calculations and movements. It is rectangle in shape. 




3.Input/Output. 
It is used to indicate input data or display the output. It is parallelogram in shape. It contains READ/INPUT/PRINT. 





4.Decision. 
It is used to indicate a decision. It contains questions. It has always two answers, True or False. 



5.Flow line. 
It is used to indicate the direction of flowchart and to connect different flowchart symbols. 



6.Connector. 
It is used to connect different section of flowchart. It is Circle in shape. 



Advantages of Flowchart 
1. It is a convenient method of communication. 
2. It is an important tool for planning and designing a new system.




Disadvantages Of Flowchart
 1. The flowchart is waste of time and slows down the process of software development. 
2. Sometimes the Complex logic of the program logic is quite complicated to draw out. 
3. If you need to modify or alternate the process then it will be very hard to do in the flowchart. Because either you will have to erase the end of the flowchart or start. 

Example: 1 
Flowchart to add three numbers.
Example:1Start





Enter the first number (a)




Enter the second number (b)




Enter the third number (c)




S = a + b+ c 






Display result (s)





End

Example 2Start

Flow chart to add three number
Read R



Let PI=3.14


A=PI*R^2



C=2*PI*R


Print A, C



Start

Example 3

Enter a Number


R=N MOD 2


PRINT “EVEN NO”
Is
R=0
?

  									  YES


								NOPRINT “ODD NO”


STOP

Exercise 
1. Fill in the blanks. 
a. Without................tools no program is complete.
 b. …………………Language is used for writing programs in computer.
 c. In Low Level Language program is written using.................digits. 
d. Step by Step writing a program is...............
 e. ………………..symbol is used to start or end the program.

 2. State whether True or False. 
a. Group of many programs form a software. 
b. Low Level Language is written in Simple English. 
c. High Level Language and Low Level Language are different programming language.
 d. Diamond symbol is used for decision making. 
e. Connector is oval in shape. 

3. Write the name of the following flowchart symbols and their functions. Flowchar Symbol Name Functions.
	Flow char Symbol
	Name
	Function

	
	
	

	
	
	



	
	
	

	
	
	

	
	
	




4. Answer the following questions. 
a. What is programming Language? 
b. Define High Level Language with advantages. 
c. Define Low Level Language with Disadvantages. 
d. What is an Algorithm? 
e. Define Flowchart. 
f. List the symbols used in flowchart along with their figure. 

5. Write Algorithm as well as draw flowchart for the following.
 a. To find the Simple Interest. 
b. To find the Total surface area of a cuboid. 
c. To plan a picnic program. d. To prepare a cup of coffee. 

                                                    


                                              Sample Question Paper
    Class: 7                                                              [Time: 1 hr. 30 mins]                                                         F.M.:50

  1. Very short questions:                                                                                                      10
a. Who was the main memory device of first generation of computer?
 b. Define software. 
c. Which is tailored software? 
d. What is booting?
 e. Define folder. 
f. How many number in binary number system? 
g. What is computer network? 
h. What is the multimedia? 
i. Write the full form of:
    i. . MS-DOS      ii. ICT      iii. IBM     iv. WAN
                                                                                                                                                             
2. Short Questions:                                                                       7x4-28                                                   
a. List any four features of fourth generation of computer. 
b. Difference between application software and system software. 
c. Write any four advantages of computer network.
 d. List out the devices requirement to connect the internet. 
e. What is computer virus? Write any three symptoms of computer virus. 
f. Write short note on:
i. Microprocessor        ii. cyber law of Nepal 
g. a. Convert decimal number into binary numbers: 
                     i. 55                ii. 90
b.  Perform the binary addition:
             i. 101+110           ii. 110+110

 3. Long Questions:                                                                                                          6x2=12 
1. Difference between algorithm and flowchart. Write the algorithm to prepare a cup of tea. 
2. a. Write a program to calculate area of rectangle. Hints A=LXB 
     b. Write a program to print the numbers: 2,4,6,8up to 100. 

  Class: 7                                                 
                                           Sample Question Paper B                                                  F.M.:50
                                                                       [Time:1 hr. 30 mins) 
 1. Very short questions: 
a. Who was the main memory device of fourth generation of computer? 
b. Define hardware.
 c. Which is application software? 
d. What is an OS? 
e. Define directory. 
f. How many number in decimal number system? 
g. What is computer ethics? 
h. What is internet?
       i. Write the full form of: i. ABC ii. GUI iv. MAN iii. Al

2. Short Questions:                                                                                                                          7x4=28
a. List any four features of the first generation of computer. 
b. Difference between application software and system software. 
c. What is computer virus? List any three prevention measure from computer virus. 
d. List out the devices requirement to connect the internet. 
e. What is presentation software? Write any three features of presentation software. 
f. Write short note on: 
           i. Algorithm              ii. Web page
 g. a. Convert decimal number into binary numbers: 
                    i. 45           ii. 63 
       b. Perform the binary addition: i. 111+110 ii. 101+10     
 
3. Long Questions:                                                                                                                    6x2=12
a. Define flowchart. Draw the symbol used in flowchart with their purposes. 
b. Write a program to calculate area of circle.                                         [Hints: A= 22/7 R'] 








.
ADSL=Asymmetric Digital Subscribers Line. 
AM =Amplitude Modulation. 
ANSI=American National Standard Institute. 
ASCII =American Standard Code for Information Interchange, 
AVG= Anti Virus Guard. 
BIOS= Basic Input Output System BITS Binary digiTS. 
CAL= Computer Aided Learning. 
CAN =Computer Association of Nepal. 
CDMA= Code Division Multiple Access. 
COM =Computer Output to Microfilm. 
CPAV= Central Point Anti Virus. 
CUI= Character User Interface. 
CVT= Constant Voltage Terminal. 
DBMS= Database Management System. 
EBCDIC= Extended Binary Coded Decimal Interchange Code. 
FAX= Fixational Auto Xerox. 
FTP =File Transfer Protocol. 
GPRS= General Packet Radio Service. 
GSM Global System for Mobile communication.
IBT Internet Based Trainin.  
Internet = Interconnected Network/International Network.
 IRC =Internet Relay Chat. 
ISP= Internet Service Provider. 
ISO= International Standard Organization.
 ISOC= Internet Society. 
MDA = Monochrome Display Adapter.
 LED =Light Emitting Diode 








MICR= Magnetic Ink Character Reader. 
MIDI = Musical Instrument Digital Interface.
MIPS = Millions of Instructions Per Second. 
MIS =Management Information Systems.
MMS =Multimedia Message 
MODEM =Modulator and Demodulator. 
MPEG= Motion Pictures Experts Group. 
MSAV =Microsoft Anti Virus. 
MUK =Multimedia Upgrade Kits.
NAV= Norton Anti Virus. 
NCC= National Computer Center. 
NFS= Network File System. 
NIC= Network Interface Card. 
NOS= Network Operating System 
NTFS= New Technology File System. 
OAS= Office Automation System. 
OMR =Optical Mark Reader. 
OSI= Open System Interconnection.
PC= Personal Computer. 
PDF= Portable Document Format. 
Pixel= Picture Element. 
PM= Phase Modulation. 
PNG = Portable Network Graphics. 
POP= Post Office Protocol.
POST= Power On Self Test. 
PPP= Point to Point Protocol.
PROLOG= Programming Logic. 
PROM= Programmable Read Only Memory. 
PSTN = Public Switched Telephone Network. 
RIUM = Removable Identification User Module






RPM= Revolution Per Minute.
 SAV=Symantec Anti Virus.
 SIM=Subscriber Identity Module. 
SMPS= Switch Mode Power Supply. 
SMS =Short Message Service.
 SMTP=Simple Mail Transfer Protocol. 
SRAM = Static Random Access Memory. 
SSI = Small Scale Integration. 
SVGA = Super Video Graphics Array. 
Tb= Terabits. 
TB = TeraBytes.
TCP/IP = Transmission Control Protocol/Internet Protocol. 
UPS = Uninterruptible Power Supply. 
URL = Uniform Resource Locator. 
USB Universal Serial Bus. 
VDT = Video Display Terminal. 
VDU Visual Display Unit.
 VGA = Video Graphics Array. 
VLSI = Very Large Scale Integration. 
VOIP= Voice Over Internet Protocol. 
VR =Virtual Reality. 
VSAT = Very Small Aperture Terminal. 
WAN = Wide Area Network. 
WIFI Wireless Fidelity. 
WORM = Write Once Read Many. 
WWW = World Wide Web. 
XP= Perience.
XT = eXtended Technology.

                                                                                     'THE END
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