CHAPTER 1: Introduction to Computer

1.0 INTRODUCTION

A Computer is an electronic device, which is used for a number of applicasingkg from writing letters teeserve a ticket
in a train. A Computer has several componelite Keyboard, Mouse, ®cessor, Memory, Monitoand printer etc.
Computer requires instructions to perform a particular tasgeries of instructons is normallyknown as a program.
Hardware ad Software @ the two terms we frequently use with reference to Comput&lUCmemory and peripheral
devices (Input and output devices) are genereligrredto as Hardware wdreascomplier, interpreter and operating system
are examples of software.

1.1 OBJECTIVES

After going through this chapter, you will be able to:

List the various characteristiosf a Computer,

1 Describe the various components of a Computer,

2 Different typesof Computers,

3 Distinguish between Hardware and Software.

1.2 COMPUTER AND ITS APPLICATIONS

Computer derivedts name from the word Compute thatams calculation. itanbe said that Computer Is a device used for
cdculation. Nowa days Computer is not only limited twomputation but also used for makg phonecalls, maintaining
databases, listening songs, viewing movies etc. swoe formal defnition of Computer is required. Computsr an
electronicdevice that processes or transforms diata useful Information by executing a seridpredefined instructions

Flgurelshowsthe basic organizationof a Computer. It performs four basic functions.

Input - To perform computation Computer requires input of data from u$bkeslata is entered using ampiutdevice, such

as a keyboard or mouse.

Processing Unit The Computer processes the data according to a set of instructions called program.

Output 7 The Computer returns the processing informatiam a form that can be used by the user. The information is
printed, displayed or reported using some type of output device like printer or monitor.

Memory i Computer saves the data or instructionsfioure retrieval.
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Figurel : Organisation of computer

1.2.1 Characteristics of Computer System

Speedi Computer can do any job electronically much faster than we can do them by hand. For example, in the matter of
speed of calculations, computers are far ahead of us. The speed of @ohgmsihelped us to solve problems in mathe matics

or Physics that are very large and complex in nature. The central processor unit executes the instructions to solvét problems.
can execute a billion or more instructions in one secénesent day popul@PU is Pentium 4that operates at 2.2 GHit

indicates that this processor can execute a simpleuictin such as addition in %2.2x109 secard0.49x10° second or 0.45

nano second or in the billionth part of a second.

Accuracy and consistency Conputers never make mistakes In processing. It sometimes produces wrong resuits 'but
almost all such cases It the human component thtils through wrong procedures, faulty programserrors ininput.
There is consistency.e., they always gahesame results fromthe same data

Diligence: Computer can perform repetititaskwithout getting bored or distracted as a resmft which it can work for
hourstogether without creating any error and without grurnnlin

Storage Capacity They can store tge amount of informationF-or example, they can store several encyclopedias. What
is more every pieceof informationcanbe retained as long as desired by the user end can be recalled as and when required.

Inability to think: Unlike human being, Compers cannot think or act oits own. Necessarnyinstructons needo be
given to gethedesired result.

Inability to emote Computer being anachinedoes not have any emotions or feelings.

On the basis of the above characteristics, we canhsdya Computer differs from all othemachinesin its generality It is
capable of solving any problem, provided the rules and formulae for solving that problem are clearly specified.
1.22 Basic Applications of Computer System

Computers have brought major Chasga Industry, government, education, medicine, scientific research, lawids
sciences, and even in musiadgmainting. They are used, among other applications, in following

Education: Computer is increasingly bej usedas a resourcen teachingand learningat all levels of education The
learning process cahe enrichedn many subjects becausetbe scaleandrangeof information provided bythe co mputer
data banks. Knowledgeanbe extended by the ability of Computer to carry out lengthy and leodoalculationsat great
speed. Multimedia and animati@me extensively being used to teachmplex subjectsComputetbased training isn easy
way of learning. In addition computers are used as trainingndidustry, business and commerce, and tip krain people
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oncomputer usage and provide practice on computer packages

Libraries and Museums: Computers are nowadayserforming most of the jobs in library organizations Lists of
borrowed books are maintained the systemendremindersfor those,which areoverdue, carbegenerated bg o mput er 6 s
output. Atally of the number of timedooks thatare taken outan be kept. Museums also make use of computers to help

with catalogiing and indexing. Information about the exhibits in a museum's colleistiarsembled and retained as a large
databasgandinformationretiievalcapability ofthe computer can then be exéml to the benét of staff and visitors.

Scientific Research:Computers are now a starrddeature ofiife in universitiesand Industal laboratories anédswe have
seen, there are worldwide netwoilsternei) linking universities and scigific establishmets. Recently there has been an
increasing use of computefier researchand dataanalygsin lessMathematical areas suck medidne, the social scienceand
eventhehumanities. AlImost evergranchof science anéngineerinchas benefited from their develop ment.

Business Applications:The first nonscientific use o computers concerned routine clerical w@dkmputerapplicationsto
business and commerdatefrom the middle of the 195@ .sThe paceof the technology hasincequickened and todasost
large andmediumsized companies are almost totally dependent on their computeasinamistrativefunctions. Personal
computers anghternet has broughévolutionevenin smaller concern$ayrollaccountingemployee management systems,
materialmanage mentndnowadaysERP arethe applicationsusedin business. Stock contrgdrocessing othesales
orders and das accountingsales analysis, market researdbrecasting angdubsequenproductionplanning ereall areas

in which the computer helpsn business and commercial organizatiolmsallthese cases thmpany caenefitfrom the
immed iateavailability of information,whichthe computer provides.

Office Automation: Initially it was thought at changes in office operatiomolving computers would be limited terical
and routinefunctions wich areof a repetitive nature. In the event, the technology and the sciencerpiutimg advanced
more rapidly than the business worl@ffice automation can briefly be defined as the laapion of today's technology to
today's office practiceThe development of theumbletypewriterand theintroductionof the adding machmare e xamples
of office automation from an earlier era. Today, office automation coversige of word processors, persoo@ainputers,
workstations, terminals, vmus peripheral equipment, networks and FA¥sters. It embracess document preparation,
desktop pulshing, electronic méd, document storage and retrieval, data &ette communication business packages and
information management.

Word Processing Word processors are particulanysefulfor preparing reports that may need tothooughone or more
revisions and foprodwing standard letters and documents. The software provides the capability to insert or delete words,
lines or paragraphs, and to primit draftsand finalcopiesat speed. Nanatter howmanyrevisions are required the full text

is only typed in once,i.e. theinitial draft. Systems may includepecial purposepackagesor specialapplications such as
merging address lists, proding a range documentfor quotations, purchase orders and invoices, and wussfully,
dictionary packagewhich signaénd correct spellings

Desktop Publishing: Desktop Publishings a major growth area in the field of office auto mati®y.desktop publishing
we mean therocessof producingany publishedmaterial in an office environmeritomthe creatin of the text (word and
graphicg throughto page layout andesign and the production of the cameawady copy complete with artwork.

A desktoppublishing systemis built around three components: a Compuperge designing software and a printer. The
software offers a range of fontadcharacter sizes, handles tgxstification, embels graphics into the text and provides
powerful editing features, which permit changes to be made even at the page layout stage. The ability to zoornpamto any
of a pge and to enlarge the selected area on the screen is typical of most systems. The most commbilp paelages

are CoreDraw, Ventura, Pagklaker etc.

Banking: Banks were among the first large organizations to invest heavily in computing, and sodkinghis almost totally
dependent on the computédnder computer control, customer statements are prepared and printed out anigdlyspe
designed stationenfCheques are handldy computers at the clearing banks. The cheques are sotteldranchandthen
customer order aneeturnedto the branchesthe next day. Developments such as #gomatic Teller Machine (ATM)
Internet banking, Phone banking are makihgveneasier for customers to deal with banks.

Reservation Systems Computerized seat resmtion brings benefit to customers and to thidines and Railways.
Computer controlledeservationsare also applicabl¢o travel agents, hotel rooms, theatre seatlsports events at large
stadiums

Air traffic Control : Air traffic control which B responsible for organizing the safe movement of our crowded airlines,
depends ora significantamount of Computer suppo#s flying speedsincreasecontrol has to be taken moreigkly. This

also applies to thpilot who has to react nainly to instructions relayd to him from traffic control, butalsoto changing
situaions during flight (variationin atmospheric pressure, wind speed and direction).

Flight Simulation: Besides manyn-flight uses, Computeplays an increasinglyital role in the traning of pilots.A flight
simulatorprovides an e xacteplicaof the flight deck and performance of an aircraft, birey the equivalent of many
hours offlying to be undertaken without leaving the ground.

1.3 COMPONENTS OVERVIEW

Computer systens made up of a number of components. Theselapet device, outputlevices, differentypes ofmemory
and central processing uniigbre 2 showsdifferent components of computer system.
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1.3.1CENTRAL PROCESSING UNIT (CPU)

The central processing unit (CPid)where the actual processing takes place. This is where the calculations are peafodmed
logical functions are carried out. ThePQ retrieves its data anthstructions from the main memory, process thsa
accordingto the instructions, and then stores the results back into the main memory or sends the piofoessan to the
output subsystem. There are broadly thrparts of Central Processing UniControl unit controls all the operations in
computer. All the arithmetic and logic operations are performed in Arithmetic and logi¢Alil). A set of registers is used
or temporarily storing data or instructioirsCP U.

1.3.2 KEYBOARD, MOUSE AND VDU

Keyboard

Toysolvea problemit is necessary to give data and Instructions to the Computéey.c@h be done thigh input device The
keyboard is an example of anput device that accepts data and translatesito electronic signals. Both program
(instructions) and data can be keyed in throitghh addition, certain commands tofsgare can be given from theyboard.
The keyboard consists of a set of keys. There is one key switch for each letter, number, symbol etc., much like artype writ
Most canmon keyboards calledqwerty keyboard as the alphabets in the first row are placed like commonlytysedriters
Whena key is pressed, the key switdh activated. The keyboard has electronic circuit to determinewhich key has been
pressedA codeis then generated and sent to the computer. For example when you praighéibetA on the leyboard,it is
translated into the electronic co8& 00001, which is sent to the Computebetecting which keyis pressed and generating
the corresponding code known as encoding. ASC{A merican Symbolc Code forInformation Interchangejs one such
commonly used codes.

Mouse

Mouse is a pointing device which can be moved on asmooth surface to simulate the movement of cursiesrithors the
display sceen. Mouse could be optical; offerimgite and reliable operation, or mechanical whiglcheaper. User can move
the mouse, stop at a point where the pointey to be located and, with the helfbuttons make selection of choices.

VDU

Oneneedsto be able to see what one has keyed in, and make changes in case of any mistakes. Whatevieryetkihagets
displayed on the screen of the monitor also known as video display unit (VD@)ako used to show thiaformation
produced by the computeviost display screens of a monitor work under the same principle as a teleusiog,a cathode
ray tube (CRT). Consequently, the term CRDfienused in place adisplayscreen.

VGA (video graphics array) or SVGAS@per VGA monitors are most frequép used Monitors today. Both these terms
generally refer to the resolution capabilities of thanitor. Most modern monitors can display 1024 by 768 pixels, the SVGA
standard. Someighh-end models can display280 by1024 or even 1600 by 1200.

1.3.30THER INPUT DEVICES

Data can be fed Into a Computer through Input devicgsut devices accept data in Its original format and tran#i&telata

into ekctronic signalsthatthe Computer can process.

Pointing Devices

While working with display based p&ages, we are mostly pointing to some area in the display to select an option and move
across on the screen to selseabsequent optiongor such cases pointing devices are very useful. There are several pointing
devicessome of thenmarelight pen, trackballs and joysticks.

Light Pen

This §a pen shaped device allowing natural movenmnthescreenThe pen contains the liglmeceptor ands activated by
pressing the pen aget thedisplay screenReceptoiis the scaning beamwhich helps in locatig the pen's pdton. Suitable
system software is provided to initiate necessary action when we locate am éneglisplay surface wi the help dthelight

pen.

Voice/Speech Input

One of the most exciting areas of resedrcim recognizinghumanvoiced speech so that this could form input to computer
directly. This appro&zh wil eliminate the need for keying in data and will facilitate casual users to use the computer very
easily. Voice recognitiontechniques along with several othltechniquedo convert the voice signals sppropriatevords and
derive the correct meaning words are required fora commercially viable comprehensig@eechrecoqition System.Today
devices are available cumerciallyto recognize andhterpret human voicewithin limited scope of operation.

Scanners

Scannerdacilitate cgturing of theinformation (an image, text documentg drawing or a photograph) and storing them in
graphc format for displaying back othe gaphical screen. Soaer illuminates the page thatto be scanned so theptical

image transforms intodigital format for storage by computer. Tlygaphicimage scanned can now be seen and processed
directly by the computeiScannerscomein hand-held, feedin and flat bed typeandfor scanning blacland-white only or

color.

1.3.4 OTHER OUTPUT DEVICES

An outputdevice is a part d the computesystem wiih is used to show result®utput devices convert informatiofiom the

electronicform used by the Computarto a form that people can easilyork with. Outputnormally can beproducedn two

ways;eitheron adisplayunit or on a paper. Other kinds of output such as speech ompcihanical outpuare also being
used in certaimpplications. Prirdr receives datadm the Computeand translatethedata into a printed document.

Display Devices

One of the most important peripherals in computer isdibplay device. Graphidisplayis made up of a seriesf dots called
'pixels' (ptture elements) whose pattegproduceshe image. Each dot on the sen is defined asseparateainit, which can be
directly addressed. Since each dot can be controlled individually there is much greater
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flexibility in drawingpictures Therearethree categories of display Screen technology:
1. CathodeRay Tube (CRT)

2. Liquid Crystal Display (LCD)

3. ProjectionDisplays

CRT Displays

The CRT ¢athodeRay wbe) monitor receives videsignalsfrom the computeand dsplays the videonformation as dotsn
the CRT semen. The main unit in the CRT monitor is thd GiRelf; it is usually called a picture tube. The CRY an
evacuated glass tulweith a fluorescent coating on thenerfront surface called screen. An electron ga one end (neck)
emits an electron beam. This beam is diredtedardsthe screen. When the beam strithe screen, the phosphor coating
the screen @duces illumination at the spahere the electron beam strikes.

The electron beam is deflected by an electromagnetic deflection In order to piidduodeation at various spots on ¢h

screen. Horizontadeflection coils deflect the beam in the horizontal direction and the vertical deflection coils deflect the

beam inthevertical direction. The illumination caused on the screen exists for a few milliseconds due to the persistence

of the phosphor. To cré@ a permanent image on the screen, it is necessary to cause illuminapeasedly. This is

donebyscanning the CRT screen with the electron beam. Thezewo types ofCRTdisplays:

1.Vector CRT displayin which the electron beam is directed otdythe placesvhere the imagés to be created.

2.Raster Scan displays in which the image is projectetbdhe screerby directing the electron beam across each row
of picture elementsré m the top to the bottom of the screen. This type of display provideghadynamic capability
sinceimage is continuously refreshed aitdallows for contnhual user input and outputt offers fullcolordisplay at a
relatively low cost and is becoming very popular.

Liquid Crystal Displays (LCD)

First introduced in watcheand docks in1970s LCD is now applied to display devices af computer.The major

advangge of LCD s the low energy consumption. The CRS replaced by liquid crystal to produce the Image. These

also havecolor capability but the imageuglity is relatively poor. Fist Introducedin watchesand clocks In 1970s, LCD

is now appliedto display devices foa computer. Thenajor advantage of LCDs the low energy consumption. The CRT

is replacedby Liquid crystal to produce the Image. These also hewler capability but thelmage quality is relatively

poor.

Projection Displays

A large screen upon which imagese projected replaces the personal size screfethe previous displays. Thesare

normally used for large group presentation. These systems cannbeated to computer and whatever appears on the

computer terminal gets enlarged and projectedadarge screen Another popular methods to connect computer to an

LCD flat screen and to project the LCD image using Overhead Projector. These are popskdifor seminars,

classroomsmarketingpresentations, etc.

Termlnals

Terminalis a combination ofnputunit andoutput unit like VDU and keyboard. Terminals have become very popular
interactive mput and output unitsWith the help of a terminal datand instructions can directly be sent into the
computer.Terminals can be atsified into two types, namely hard copy terminals and cagdiyterminals.A hard copy
terminalprovides a printout on papahere asoft copy terminal provides a visual display screen. Asoft copy terminal

is also known as aCRT (Cathode Ray Tube) terminal. Terminals ateo classifiedas dumb terminals ointelligent
terminalsdepending upon provien for any intelligence or otherwise as the terminal. Current technology basught
about alow price differerce betweenintelligent and dumb terminals. This encourages use of intelligent terminals

Printers

Printer isa very conmmon and poplar output deice. It accepts text and graghoutputfrom a computerand transfers the
informationto paper usuallyto standard size sheef paper Printed outputprovidesa permanent read and $ eay to
copy and distribute. Familiar, cqraterprinted documentsinclude pay slips, bankstate mentselectricity bills, etc.
Different types of printerswith differentbrand names aravailablein the market. Theyvary in size, speed, sophistication,
and cost.Generallywe divide the printers intawo categories impact and nonRimpact.

ImpactPrinters

Impactprintersare printers that cege characters by striking aipt page wih a print hammer (like in typewriter). The
impact printers deveped for usewith computers workn much the ameway astypewriter.

1. Dot Matrix Printer

This is dso a character prier. In the dotmatrix printer, an arragementof tiny hammers sitkes to produce tk desired
characters.Eachhammer printa small dd onthe mper

2. Line Printer

It prints a line at a timeln the line pinter, raised characters extend thengthof the drum. Tlere are as manbands of
type as there areripting postions. Each bad containsall the possible character3he drum rotates raily, and one
revolution is requiredo print eachline. A fast acting hammer opposite eachbandstrikesthe paper agast the proper
charader as it passesThus,in one rotaion, hammers of severabsitions may fifired whenthe Arow appearsseveral
others may sike to imprirt D's, etc. Athe end of the rotation, the line has been printed.

Non-impact Printers

As their name implies, non-impact pinter employ some process othéwam hrammes or Similar "percusson type”
mechanismgo form characterson a print page It uses tehniques sule as in spray, heat, Xerography or laserfdom
printed copy,.e., characters &not formedby medanicalimpact. Usually, nm-impactprintersare quietethanimpact
printer, Exampesof noni impactprinters irclude irkjet printers& laser printer.

1. Inkjet Printer

It is anon-impact charater printer.It fires a fine jet of dots of quickirying Ink onto the pape to form charateror dat
graphicsby using anelectrogatic field. When continuoustreaminkjet printersare used,droplets ofink are electrically
chargedafter leaving a nozzle The dropletsare then guded to the proper position ahe paperby electrically charged
deflection plates The print quality is god becausehe characteis formed by dozens 6tiny dots.

2. Laser Printers

They arepage printersi.e., print a wiole page at a time. Laser printers write the desired outpgteiroa a copier drum with a
light beam that operates under computer control. A differeman electric chargds created on those parts of tkdeum
surface exposed tihe laser beam. These laseposed areas attract a toner that attaithedf to the laser generateccharges
on the drum. Thednneris then permanety fused on the paper with heat or pressure, Laser printers iefteaya they produce
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high-quality output.

1.3.5 COMPUTER MEMORY

There are different types of memories, which are uisecbnputer. Primary memory has other names as Main memory or
Random Access Memory (RAM). CPU usieso storeor retrieve data anthstructons for processing. Secondangmory or
Auxiliary memory is used to store the data amubktructions permanently. Hard #isnd floppy disk are the exatas of
secondary memory. Compact Disk Read Omgmory (CO ROMN is also used to store the data permanentlyitrequires

CD writer to store d@into it. Cache memory igsed to enhance the performance of Computer system.

MAIN MEMORY

Data andnstructons are required tbestoredin main memory from wheré can be retrieved by central processiungt for
procesing resultsMain memaoy serves agtemporary storagerea for data anthstrucions. Itis made up ba largenumber

of cdls, with each c# capableof storing one bit. Thesells may be organized as a set of addressable words, each word storing a
sequence of bits. Théme to store and retrieve a woid Independent of the address of the wortlis organizationis aso
calledRAM or Random Access Memory. The main memory is very fasstorage apacity is ingigabytes. Nowadys most of

the Computers have minimum df G bytes of RAM. All the modem computers are now buwiith semiconductor main
memory because df fastaccess time, low cost, smallydical Sze and low power consumptioRAM is furtherclassified

as either dynaim RAM (DRAM) or static RAM (SRAM).

The larger capacity chips are normatipnstructedas dynamicRAM because the dynamic RA requiresless number of
transistors than the static RAM arngncecan be packed more densely on a single .chiipus dynamic RM can ahieve
higher storage densitypRAM is implementedising camctors which tend to loose their charge with time and need periodic
refreshing. Sojt needs extra control circuitry. This refreshing process slows down memory access speed slightly. SRAM, on
the other hand, does not need any such refresdiingitry. Thus, a SRAMs faster than a DRAM, DRAMs cheaper than
SRAM andconsums less power than SRAM.

SECONOARY MEMORY

The programst data that are redued to be used agaif again, are keptin auxliary or secondary memory. The present day
capacity of Hard disk i$00 Giga bytes. Because of its relatively slow spemthiliary storage is used for storing programs
and data noimmediatelyneeded by the Computer. The programs and data are then copied into fasteemairywhen the
Computeris ready to process therfecondary storage devices are online to the proce$bey accep data or program
instructions from the processor, retain them, and then write the mtbattie processor aseededto complete processing
tasks. Some of the secondary memories are:

Floppy Disk

The floppy disk gets its name from the fact thds imade at of aflexible plastic material. The plastic base is coated with an
iron-oxide recording substance thasimilar to the materiel apied to the plastic ribbon of a magnetic tapata are recorded
as tiny invisible magnetic spots on this coating. Tis& @& loaded and rotated inside its envelopay electromagnetic heads
in the disk reader access the data through the slot in the jacket. A floppy disk is divided into tracks (these arefa series o
concentric rings on the surfacé the disk) and eachrack is further divided intgectors.The numberof tracks that alisk can
hold is measured in tracks per In@pi) and it is always mentioned on any floppy disk you buy. A diskette is inexpensive and
canbe erased and reused manyds.

Hard Disk

The dskdescribed sdar is the type of disks which can be removed from the disk drive and carried from plalee¢o Some
disks however, are built into the computer or a special disk drive. These are fixed disks. They are used in jusivdysasame
removdle disks, but tend tbe usedfor storing programs or data which hate be permanently availablddard disks can
store anywhere fro20 MB to more tharb00GB. Hard disks are also frohOto 100 times faster timefloppy disk.

CD-ROM

The CD-ROM (Compactdisk ReadOnly Memory) is a direct extensiorf audio CD. CBROM players are more ruggeahd
have errorcorrection facility. This ensures proper data transfer fromRIM to the RAM of the computeCD - ROM is
written using a CD writer. Information ieetrieved from aCD-ROM using a low power laser, which ingenerate in an optical
diskdrive unit. In CD-ROMSs the informatioris stored evenly across the disk in segments of the samerkizeefore, inCD-
ROMs datastored ona track increases as we go towardsdeo surface oflisk. Thus, the CBROMSs are rotated avariable
speeds for the reading process.

CACHE MEMORY

CPU speed is quite high as compared to the access time ofmaiary. In manysituations the performance of th@ocessor
suffers because ofhe low speed of the main memony.is problem is solved by placing small fasemory called cache
memory between the processor and the main memory whose access time te theggrocesing speed 6the CPU. Cache
memory is faster thathe main memoryThe cache memories although are fadtare very expesive memoris and are used
in only mdl size. Thus, small cache meneg areintended to provid fast speed ofre mory retrievalwithout sacrificing the
size of memory.

Cache memory stores a copy oétinstructions and data to lremediatelyused of main memory. The memory read write
operdion is first checked with cache memory aifdhe desired locatiordatais availabe in cachememory then used by the
CPU directly. Otherwiseblock of words isead from memory to cache memory and CPU ubesvord from cache memory.

1.4 CONCEPT OF HARDWARE AND SOFTWARE
In this section we shallidtinguish between hardware and software used in a Computer. Tleettéfarent types of software
and theraare seweral generations of #programming languages.

1.4.1Hardware

The electronic circuits and mechanical componentscofaputer such as hard disk, printers, cargrocessig unit keyboard,
mouse, motherboard and other peripheral devices, which are lemgibature, or which can bfelt, touched are known as
hardware

1.4.2Software

Programs namely the listf nstructions to be exeted by ©omputer isknown as the software of theomputer. Thereare
different types of software depending on the requéet of useor ComputerSoftwarefalls intotwogenerakategories:

a) System Software

b) Application Software

System software

System softwareontrols and coordinates Computer operations, and unifies all of the @Gemgmmponents into a functional
and smoth running syeem. System sofvare alsgrovidesthe Computer users with a means of gaining actesise system
and its resources The task of translating instructions intbachinecode is done by a special set of software called the
Compiler. Operatinggystem prepares the computer for use and also controls the different devices atiableedomputer.
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Operating system & Compilers are the example of system software.

Application software

Application softwareefersto the programs, which allow the Cputer to carry out specific tis related to the users such as
payroll processing, inventory control, or word processing. Application software may be supplied by the Computer
manufacturer or software vendors, or may be written by programmers.

1.5REPRESENTATION OF DATA /INFORMATION

Computers can be programmed to perform many different tasks. However, before the Computer can perform any task, it must
be given the data to be processed, and the proper instructions telling it how to preckta.th

1.5.1 Definition of Data And Information

The data is processed to give us useful information as an output. For exahple9,2002 Delhi ae nothing butraw data
as they do not convey any meaningful information. HoweWere say that the city of Delhi reaed 4 mm of rainfall on the
19th chy of the 9th month 02002, it is Information.

15.2Representing Data In The Computer

Basic component of Computer like CRBRAM etc are transistors. Thesare made of a number of Intedged circuits (1Cs),

which contén transistors These transistors act like a tway switch which can be either on dff.oThese transistors have just

two operating states: either on or off. When a transistor is switoheid is sad to represent the value 1. Conversely, when
thetrandgstor is switched off,it is said to represent the valdeThe values 0 and 1 are the only two digits with which computer
works.

Thus all datato be stored and processed in Computers are transformed or represented as sequence of two symbols, one
symbol b representach state. The digit® and 1 are representeimside the Computeas electrical voltages. Ae electrical

voltages havgusttwo states, or levels, referred to as high and low. Usually the low voltage represalusof O, while the

high voltage representsaueof 1.

15.3Bits and Bytes

The term Bit is an acreym for Binary digit. The bit is the smallest piece of information that the Coengah workwith. The

values 0 and 1 are calledtB. Bits are grouped tether to form a largetaink of information called a Byte. Aylte consists of

eight bits that the Computer stores and processes as single entry. A byte represents one character of data (eithére letter o
alphabet, decimal digit, or symbol). The Computer can store indiviolgtakin its memory and later retrieve them.

8 Bits 1 Byte
1024 Bytes 1 Kilobyte
1024 Kilobyte 1 Megabyte
1024 Megabyte 1 Gigabyte

Representing data in Computer

1.6 APPLICATIONS OF IECT
1.6.1E Gowernace
The model for egovernance is a orstop prtal, such as firstgov.gov, where citizens have access to a variety of information
and services. An ideal portal would be one for employment where a citizen creates a profile and is presented with employ ment
opportunities at the federal, state, local, fpyafit and privatesectors
The primary delivery models of&overnment can be divided into:

1 Governmento-Citizen or Governmento-Customer (G2C)

1 Governmento-Business (G2B)

1 Governmento-Government (G2G)

1 Governmento-Employees (G2E)

Within each ofhese interaction domains, four kinds of activities take place:

1 Pushing information over the Internet e.g: regulatory services, general holidays, public hearing schedules, issue

briefs, notifications etc.
1 Two-way communications between the agency and ftizeis, a business, or another government agency. In this
model, users can engage in dialogue with agencies and post problems, comments or requests to the agency.

1 Conducting transactions e.g: lodging tax returns, applying for services and grants.

1 Governane e.g:online polling, voting and campaigning.
1.6.2 Multimedia and Entertainment
Multimedia is a combination of sound and images with text and graphics. This would include movies, animations, music,
people talking, sound effects like the roar of a crand smashing glass.
Sound Input
Recording sounds for your computer requires special equipment. Microphones can capture sounds from the air, which is gooc
for sound effects or voices.
Voice Input
Talking data into the computer when your hands and eyedbuse should certainly be more efficient. You can tell the
computer what to do instead of typing commands, like saying "Save file". One has to be careful enough while giving the sound
input with regard to pronounciation of words. Also there could be a @mlihat dictionary of understood words does not
include some of the more "forceful" words.
Video Input
A Digital Camera takes still photos but records the pictures on computer disks or memory chips. The information contained
can be uploaded to a computer viewing.
A Video Camera or Recorder (VCR) can record data that can be uploaded to the computer with the right hardware. Though it
is not digital data, you can still get good results with the right software. Both of these take huge amounts of btiage. P
make for very large files.
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A Web Cam is a tiny video camera designed especially to sit on your computer. It feeds pictures directly to the computer as
their would be no tape or film to develop. Of course the length of the cable that connectsdreetoatihe computer would be

a limiting factor. But like any camera, it will take a picture of what you point it at.

Check Your Progress

1. Listthree parts of the Computer.

2. What do you understand by the term RAM.

3. 1MBYTES: bytes

4, Give two examples of Sysin Software.

1.8 SUMMARY

Applications and uses of Computer

Various parts or Computer

Different types of memory

Different types of Computers

Difference between various computer languages
Difference between application and system software
Data repregentation in a Computer e.g. bitbytes
1.9MODEL ANSWERS

Ans.|

(@)CcPu

(b) Memory

(c) Input & Output devices

Ans.2 Random Accesdemory

Ans.3 1024 Kilobytes

Ans.4Operating. Systemand Compiler



Chapter 2: OPERATING COMPUTERS USING GUI BASED OPERATING SYSTEM

2.0 INTRODUCTION

We will now discuss various uséendly features of windows operating system. Microsoft has produced a number of
Operding Systems. Windows308/ME, WindowsNT, Windows 2000 Professional/Advance server are some' of them. The
Operating gstemwhich we have selected as reference is Wimsl2000 Professional and we will focus our studiest.

An operating systemlays an important rolin the use of Computer. It gpares a bare maicie for useby the user. In other
words an operating system works as an iaterfbetween Computer and user. Toygerating system enables the user to
effectively use the system resources and access several other programs. Windowsgyapysitatin offers a new graiplbased
interface to theusersand they can use mouse to perform a number of operations. It is also possible to work on multiple
windows at aitme.

An operatingsystemis a steof systenprogramswhich providesa number of fadities tothe user for easuse of the

Computer. An operating system

1 Controls and cooiidates the operation of a Computer
Easyinteraction between user and Co ngut

1 Starts the Computer automatically when power is turned on
Controls inputand output

1 Controls program execution
Manages use of main memory

1 Manages and mapulates flies

2.1 OBJECTIVES
After going through this chapter, you will be able to:
1 Define operahg System
List various features of Windows oiing system
Familiarize yourselfvith the Windows2000 Inteface,
Use Windows operatgnsystemin managing files and folders
Explain how multiple Windows work,
Work onWindows accessoridike Notepad, Paint

=A =4 -8 A -9

2.2BASICS OF POPULAR OPERATING SYSTEM

Windows and Linux both have a useiefrdly Graphical User InterfadgUl). GUI includes such things as: windows, pull

down menus, buttons, scroll bars, iconic images, and wizards. They allow users to interact with the programs without having
to type the commands fromthe keyboard. Usersusanpointing devices like mouse to perform specific tasks on computer.

2.2.1LINUX

Linux is a multitasking, multiuser operating system, which means that many people can run many different applications on
one computer at the same tiniénux is a genericdérm referring to Unitike computer operating systems based on the Linux
kernel. Their development is one of the most prominent examples of free and open source software collaboration, typically all
the underlying source code can be used, freely modidéied,redistributed both commercially and rommercially.Linux is
predominantly known for its use in servers, although it can be installed on a wide variety of computer hardware. Linux
distributions, installed on both desktop and laptop computers, hammbeincreasingly commonplace in recent yeahse

name "LinuX' comes fromthe Linux kernel, originally written in 1991 by Linus Torvalds

‘Applu.ahon: Places System e

o W 1200am Q)

<& } [root@localhost ~/PyQt-x.. ¢ [ScreenShots - Upload Im.,. [Buddy List] S IMke[ AL] Adur{ 1T ] # ~] - 2

2.2.2 Microsoft Windows

Windows operating systemis GUI based and can be used on desktop computers. Its msrfali®ving properties :

Title Bar :- The title bar contains the name of the program you are working with and in some cases the name of the opened
document also appears. In the top right corner we can find the Minimize, Maximize/ Restore, and Ctose butt

Menu Bar :- The menu bar has the program functions organized in menus. For example, when we click on File, the different
operations that can be performed with files are displayed. All the operations that the program allows us to do are located
within the different menus.

Tool Bar :- The tool bar contains icons to immediately execute some of the most often used commands.
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Scroll Bars :- The scrdlbars allow us to move througtut the page in a quick and simple manner. Simply drag the bar with

the mouser click on the arrows. There are bars to move along the width of the page and bars to move along the height of the
page. The little square with dots on the right is used to change the size of the window. Simply click and drag.

Status Bar - The status bais used to give user certain information pertaining to the current program. The information
displayed on it varies depending on the program window which is opened at that time.

Desktop - The Desktop is the eacreen work area on which windows appeais ithe first screen that appears when the
operating systemhas initialized. In our case it will be the Windows XP desktop.

7

2.3 USER INTERFACE

2.3.1 Task Bar

The taskbar is the long horizontal bar at the bottom of your screen. Unlike the desktop, amigletcobscured by the
windows on top of it, the taskbar is visible almost all the time. It has four main sections :

Start button, :- It is used to open the Start menu.

Quick Launch Toolbar :- It lets you start programs with one click.

The middle section:- It shows you which programs and documents you have opened and allows you to quickly switch
between them.

The notification area - It includes a clock and icons (small pictures) that communicate the status of certain programs and

computer settings.
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Figure 2.1 Components of a Window

23.2USING DIFFERENT MOUSE OPERATIONS

Click
Holddownthe left mouse button and press to activate certain programs thiocoigh

Doubleclick
Click the left mouséduttonin quick succession to run aprogram or applicabn.

Drag & drop

Select the required text area or picture or object, press the left mouse button and drag it to another area by hoftling the le
mouse button. lmovesthe selected contents from the original place and drops them at the place wherebobos evas
released.

23.3ICONS

A computer icon is a graphical symbol that represents a property, function, or entity. In computer
applications, icons are used to quickly execute commands or open programs and documents. You access the
functionality behhnd an icon by clicking or doublelicking it. Operating systems often allow you to
customize visuals of various objects by applying your own custom icons.
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2.3.4 Start Menu

Start Menu is located at the leftmost corner of the status bar. Using mousi#i kedincthe start menu which displays various
options available. The start menu shows various options on it like Progirseset ExplorerShut Down etcThese can be
activated using a double click on these icons.

For Menu Selection, you have to mowethe desired option first and then Double click it to open the respective program.To
shut down the system you can click on the Shut Down/turn off computer option that appears at the bottom of the Start Menu.
Another option available along with Shut DownLogoff.

2.3.5 Running an Application

To run any program/application, follow the given steps :

1. Click Start, and then click Run.

2. In the dialogbox that appears, type the path to the item you want to open in the space provided after OpleBraywsdic

to locate it.

The Open box lists items you have opened recently. Type or select an item in the list.

3. Click OK to open it.

You can open a file or folder or connect to a shared computer by typing its path in the Open box.

You can also connetd an Internet or intranet site; for example, to reach the Microsoft Web site, type www.microsoft.com in
the Open box

You can connect to a remote computer using the open box.

2.4 OPERATING SYSTEM SETTINGS AND UTILITIES

Control Panel is full of speciakz tools that are used to change the way Windows look and behave. Some of these tools
help you adjust settings that make your computer more fun toTus@pen Control Panel, click Start and then click
Control Panel.

When you first open Control Panel, yaill see some of the most commonly used control panel items organized by
category. To find out more information about an item in control panel while in Category view, hold your mouse pointer
over the icon or category name and read the text that appearspéh one of these items, click its icon or category
name. Some of these items will open to a list of tasks you can perform, as well as a selection of individual control panel
items.

2.41CHANGING SYSTEM DATE AND TIME

Double click Dateg/Time icon in Catrol Panel. Following screen appears. This icon changes date, time and time zone
information.In the date and time tab the date, month aedrglong with the time and the time zone can be charigede
time zone tab.

2.4.2 CHANGING DISPLAY PROPERTIES

Win2K Pro offers variety of options that enable you to change the way the graphical user interface or déskiesp Deuble
click Display icon in Control Panel. Following screen appears.

To Change the backgound screen
You can change the backgrouseteen of the window witthe help of options avlable in the background tab of display
properties. Select the wallpaper and the display optam it and dick onOK.

2z
Back | Sooeen Saven | dppeaance | Web | Efects | Seminga |

—_— =

Splencat o bach ground pacium o HT ML decumert o Wialiage:

2| _Pee |
_ 5]  Caca | 'ﬁ__l_

To change the screen saver
With the help of screen saver tabeotan set the desired screen sasetthe timing; assign a password for the screen saver to
protect your files. To change the settings of the screen saver you can setitigsoptions.

To change windows appearance style
One can change all the wiodis default settingswith help of appearances talChoosing a proper scheme places a
representation of that scheme in appearances box. One can also define his overaadhaait to the existing list.
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To change the desktop effets:

Effecttabis meant to set the icorfer system objects on your desktdgifects also ircludesome animation and window

displayattibutes Following steps can be used to vary tb@ens for system objects on the desktop.

1. Inthe effects tab seledt¢ particular desktop icon you want to change.

2. Click the changéon button. The changieon dialog box appears. The file name text boxdisplays the partidelar f
containing the iconsSelectan icon and then choose OK.

3. Ifyou want to use aitonfromelsewhere, dick on the Browse button and search for other files containing that icons
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2.43 TOADD OR REMOVE A WINDOWS COMPONENT
You can open the Add/Remove Programs properties dialog box at the Windowga&ehy clicking Startpointing to
Settings, click Control Panel, doubddicking Add/Remove Programs, and then clicking the Windows Setioip
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UnderComponents, clickhe componenyou want to add or remove

1 To add all parts of the componeasglect its check box.
1 Toremove all parts ohe componentlickto clear its check box.
To add or remove some pa$thecomponentglick Details, and theulick to selectordear check boxef®r thoseparts.

2.4.4 CHANGING MOUSE PROPERTIES

Doubk Click Mousedcon in Control PaneFollowing screen appears. This option changes setfmgmouse.
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Button tab:
In the mouse icomwindowselectthe buttons tab.
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In thistabyou can swaphe mouse buttorendadjust the doubldick speed.

Pointer tab:

Pointerstab isusedto change the default mouse pointers. Selketfinter shape you warb change andhenclick on
browse buttonlt will display you a lisof pointershapes. Sele@particular shape and then click on opmrttonto open
the file. In the default dialog box dick on apply button followed®A\.
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Motion tab

In the motion tab of the mouse propertidgaldg box one can change the pointer speed and add a pointer trail to the
pointer.

SCE PTENE. e L1 =
Do | Ponian Mk I-u-d.uu]
8 el

i- it e LAY 5 i et
o d Tug
Accwsion

Tme A o U VO DOl ECDHEEED B2
S o i i

T Ham 1= i I~ Mmhe " Hgh
U by gk

_l:l:J T biew powis ko e Oelinl b o kil Samsi

2.4.5 ADDING AND REMOVING PRINTERS

Double click Printers icon in Control Panar click on Start, pointing to Settings, click Printers. Followiegreen
appearslt is used to add, remove and changeiagttor printers.

|
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To change printer settings

Right-click theiconfor the printer you are using, and thelick Properes. The settings you cachange depend on the
type orprinteryou have. Clickhedifferent tabs to see all dfie options youcan set.

To sd up a printer

1.Double-dick onAdd Printer.

2.Followtheinstructions given on the screen.

Check Your Progress
Q1.Whatis the use of @ontrol panel?
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Q2.What doyou understandby the termrecycldin?
Q3.How isscreen saver is changed?

2.50PERATIONS ON FILES AND FOLDERS

Toview a file or folder

1. Double dick the drive that contains the file.

2. To view a file or folder, double dk onit.

Copying and moving of files

You can open théolder that contains the file you want to move and drag it todldef you want to put in. To copy a file

hold downthe control key and to movefie, hold down the sif key while dragging.

OR

1. Locate the file or files you want to move aopy.

2.Select the files.

3.Choose copy or cut frothe edit menu, theéoolbar or right click the context menu.

4.Locate the place to which you want to move or copy the objects. Click on it.

5.Choose paste fromthe toolbar, #dit menu, or the rightlick context menu.

To createanewfolder

1.In the windows explorelif you want tocreate a new folder then select New opfimm File menu.

2. Select Folder option from the submenu.

3. Type a name for the new folder and then press enter.

To Deletea File or Folder:

1. In windows explorer; locatthefil e or folder you wanto delete.

2. Click the file or folder.

3. On the file menuglick Delete.

If you want to retrieve a file you have deleted, look in the Reciet. The deleted files remain the RecycleBin until you

emptyit. You can also drag file or folder icons orttee Recycle Bin ica. If you press shift while dragginghe item will be

deleted fronthecomputer without being storad the Recycle Bin.

To Change The Name Of theFile Or Folder:

1. In windows explorer, click théle or folder you want to rename. You do not need to djpen

2.0n the File menu, click Rename.

3. Type the new name, and then press ENTER.

A filename can contain up to 255 characters, including spacest Batnot contain any of the following characters

* 0.

To selectmultiple fil es andfolders follow given steps:

1. In the folder window, hold down the CTRkey and then dick each item to be selected.

2.To select all the files and folders in the window, click the Edit menu, and then dick Select All.

3.To select a group of files that are next to each other, holshdbe mouse button and drag a rectangle ardhediles you
want to select.

4, To change theppearance oftens in a folderin windows explorer, dick the View menu, and then click one of the following
commands: Large Icons, Small Icons, List, or Details

To Changethe Appearanceofitemsin a folder

In my computer or exploretlick theview menu, and then click one of, the follovy commands: Largieons, Small icons,

List, Details. You can also sort the items by name, size, date and type depentlieg/@w.

To print a document:

1. If the documents open, on the File menu, click Print.

2.1f the documents not open, drag the documefrom My Compute or Windows Explorer to your printenithe Printers
folder.

3. While a document is printing, a primtieon appears next to the clock on the taskbar. When this icon disappeaeans
that your document has finished printing.

4.For easy accegss your printer, you can create a shortcuit ton the desktop.

ToSendFiles To Another Place:

1. Select the fé in the explorer and then chooSend D option fromFile menu to explorer.

2. Or click the right mousbutton and select Send To option from the shortcut menu.

3. You can select the desation type fromthe submenu under Send to option.

To Share A FolderWith Others:

1.Click the folder you want to share.

2.Fromthe file menu select shagioption.

3.Select the Sharing Tab from the Dialog Box, choose the shared as option and the corresponding details required.
4.You canalso share Disk Drives by using above temed procedure.

To Change Fileor Folder Properties

In the Windows Explorer, click thigle or folder whose properties you waotchange and then select Prapes option from
the File menu.

OR

When you want to view or chaegnformation about anitem, such as a document, program, fold@isk drive or printer, you
can look atits properties. Use the right mouse button to dick the item, and then click properties on the menu.

2.5.1.2 CREATING SHORTCUTS

Instead of Wing the standard menus find the commandgou need,use the rightmouse button to ik a file or folder. The
menu that appears shows the most frequently used commands for tbatfdilder. You can put a Shortcut to any program,
docunent, or printeronthe desktop oin anyfolder. Shortcuts are quick ways to get the items you use dfmanexampleyou
can create shortcuts to the printerdsyng the right mouse button tragits iconto the desktop. Then to print a fileist drag

its icon to the printer ican

To Create a Short-cutin a Folder

In windows explorerppen the folder you want to create the shortcut in. On the File menu, tpolk¢w and then click
Shortcut. Follow the Instructions on the screen.
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2.5.2 WINDOWS ACCESSORIES

25.2.1 NOTEPAD

You can use Notepai createor edit text filesthat do not require formatting andeasmaller than 64K. Notepad opens and
savestext in ASCII (text-only) format only.To run Notepad, click on Start anbint to Progams, take mouse pointer to
Accessories and dick on Notepatu can also type Notepdd the Run option of Start Menu. Thellowing screen appears.
User can typdéettersin thegiven area and clicon save optionn file menu to savéhe contents.
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To opena document

1.0n the File menu, click Open

2.In Look In, clickthe drivethatcontains the documembu want toopen.
3.Doubleclick the folder that contains the documgiu want to open.
4. Click the document name, and then click Open.

To delete text

1. Selectthe textyou wart to delete.

2.To remove tet sothat you can placé in another part of the documerlick Edit, and then click Cut.
3.0rtoremowetext ertirely fromthedocumentpressDELETE.

To find specific characters or wordsfollowing steps are used:
1.0nthe Edit menu, click Find.

2.In theFind what box, type the characters or woyds want to find.

3. Click Find Next.
[fd 2]
Findwhat |

I Match caze C Up & Down

To delete, cut, copy, and paste text

1.To delete characters to the leftthe Insertion point, press the BACKSPACE key.

2.To delete characters to the righttbéinsertionpoint, press the DELETE key.

3.To delete words, select them, and then press the BACKSPACE or DELETE key.

4.To cut text so you camoveit to anothelocationselect tetext. Then, on the Edit menu, click Cut.

5.To copy texts so you can paste ayopit in anothelocation, select the text. Then, on the Edit menu, dick Copy.

6.To paste text you have cut ogpied, place the insertion point where you want to paste the text. Then ddithmenu,
click Paste.

To wrap, text to the window size

1.0n the Edit men, dick Word Wrap.

2.Wrapping text enables you to see all the text on the line, but It doesn't affect the way text appe@rssvpemed.

To Insert the time and date in a document

1. Movetheinsertion pointo where you wanto add the time and date.

2.0n theEdt menu, dick Time/Date.

To keep a logby using Note pad

1.0n the first line of Nagpad document, type the following at the left margin, making sure you inclugeettoal: .LOG.

2. Save the document.

Every time you open this document, Notepat append the current time and date, as specified by your compciteris

to the end of it.

2.51 PAINT

You can use Paint to create, edit, and viegiyres.You can paste a Paint picturge another documeryou hase created,

or use it as your deskpdbackgroundYou can even use Paint to view and edésed photos.

To run Paint, click on Start and point to Programs, take mouse pointer to Accessories and click on Paint. You can also type

Paint in the Run option of Start Menu. The following scre@pears. User can typedletters or creaténages or graphics

in the given area and click on save option in File menu to save the contents.
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To draw a straight line

1.Click therequiredbutton in the toolbox.
2.To draw the line, drag the mouse p@in
To draw a free-form line

1. Click the required button in the toolbox.
2. To draw the line, drag the mouse pointer.
Todraw a curve

1. Clickthe curve tool in the toolbox.

2. To chaose the width the curve will belick a line width @athe bottom of the tdbox.

3. To choose the color the curve will idick a color.

4. Draw a straight line by dragging the mousenper.

5. Click where you want onarc of thecurve to be, and then drag the mouse pointer to adjust the curve.
6. Each curve must have at least onetarcno morethan two. Repat this stedor a second arc.

To draw an eclipse or Circle

1.Click on the Circle tool in the toolbox

2.To draw eclipse or circle, drag the mouse pointer.

To create an airbrush effect

1.Click in the toolbox.

2.To change theize of tte spray arealick a size fromthe bottom of thedlbox

3.To choose the spray colatjck a color.

4.To spray drag the mouse pointer. Use the left mouse button to spray withrégeofmd color, or use the right mouse
button to spray with the backgrourdlor.

To create custom colors

1.In the color box, kick the color you want to change.

2.0n the Options menu, click Edit Colors.

3.Click Define Custom Colors, and then enter new values in either the RGB (red, green, bike§ ¢rue, saturation, and
luminescence) and color models.

4. Click Add to Custom Colors.

To use black andwhite instead of color

1.0n the image menu, ick Attributes.

2.Click Black and White.

Toinvert all the colors in a picture

On the Image menu, click Invert Colors.

To Change thecolor of an existing line

1.Click in the toolbox.

2.Click a differentcolor in the cdor box

3. Position the paint cursor so thiatis touchingthe line, and thealick.

To copy part of a picture

1.Select the area you want to copy by click or in the toolrock then dragging the cursor to define the area.

2.0n the Edit menu, click Copy.

3.0n the Edit menu, click Paste.

4.Drag the selection where you want it.

5.To remove the selection baolick outsideit.

To save part of a picture into another bitmap file

ILLLrT]
"

1.Sdect an area you want to save dligking {h’-; or in [+ s
to define the area. ¥ B

2.0n the Edit menu, click Copy To.

3. Speify a file name and location.

the toolbox and then dragging the cursor

2.5.2.3 Character Map

You can use Character Map to insert special Chaiadtéo a document. To run Characteap,click on Start and pointo
Programs, take mouse pointer to Accessories and clickhamacter Map. The followingc&en appears.

To add a special characterto a docume nt

1.Open Character Map.

2.In Font, click a fon.

3.Doubleclick each character you want to insert.

4.Click Copy.
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5.In your documenftglick where you want the charactersajppear.

6.0n the Edit menuwglick Paste.

7.Select the inserted characters, and then dick the arrow on the font list to chahgsdme font you useéh Character
Map.

2.5.24 Calculator
To run Calculator, click on Start and point to Programs, take mpo#gerto Accessories and click on Calculator. You
can also type Caln the Run option of Start Menu. The following screen appear
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To perform a simple calculation

1. Enter the first number in the calculation.

2.Click + to add, to subtract*to multiply, or/ to divide.
3. Enter the next number in the calculation.

4.Enter any remaing operators and numbers.

5.Click =

Toperform astatistical calculation

1.0n the View menuwglick Scientific.

2.Enter your first piece of data.

3.Click Sta, and then clicat.

4. Enter the rest of thdata, clickirg Dataftereach entry.
5.Click Sta.

Click the button for the statigts functions ya want to use.
To perform a scientific calculation

1.0On the view menuwslick Scientific.

2.Click a number system.

3. Enter thefirst number.

4. Click an operator.

5.Enter the next number in the calculation.

6. Enter any remaining operators and numbers.
7.Click =.

To convert a value toanother number System
1.0n the View menu, click Scientific.

2.Enter the number you want to convert.

3.Click the number systemyou want to convert to.

2525 SYSTEM TOOLS

These systemtools can be used to enhance the performanceCofritipeiter Backup is used to take back up of files present
in hard disk.You can back up fés to floppy disks, a tape drive or another computer on the network. Introdtoctiomeof
systemtools is given below.

Using Disk Defragmenter to s peed ughe hard disk

You can use Disk Defragment®rrearrange files and unused space on the hard disk so that programs run faster.
Using Drive Spaceto increase Disk Space

You can use Drive Space to compress both hard apgyldis ks to create more free space fides. You can also use Drive
Space to configure disk drives that you have already compressed by using Double Space or Drive Space.

Using Scandiskto detectand repair disk errors:

Youcan use Scandisk to check the hard disk for logical and physioed eand then repair the damaged areas.

2.5.2.6 COMMUNICATIONS

Utilities which are helpful in making communication are grouped here.
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Phone dialer to dial from the computer:

1. Select Programs from Start menu.

2.Go to Accessorieand theselectco mmunicatonoption.

3.Fromthe submenu selecti®ne Daler.

4.Phone dialer enables you to place telephone fralls the computer by usintihe modem or another Windows telephony
device.

i B Yem Term  Seies

i i, e ¥

Using DIAL -UP Networking to connect to a Computer or Network
1.SelectPrograms from Start menu.

2.Go to Accessories and the select commatiga option.

3.Fromthe submenu select Bidlp Networking.

With Dial-Up Networking, you can gain across shared infomation on another computer, evehthe co mputeris na on
anetwork. The computeyou are dialingin to must be setp as a network server for you to use it's shared resources. for
example, if you have a computer at home, you canimiahd connect to the work computer and network through a network
server. Both thedme computer and the network server must have modems installed. To start-tie riBdvoking setup
wizard, double click My Computer, and then doubliek Dial-Up Networkingandfollow the instructions.

Check your progress

Q4. How to create folder?

Q5. Whatis the use 'of character map?
Q6. What is the use of Disk Defrag mertter

2.6 SUMMARY

In this chapter we discussedricaus components of Windows 20pbfessonal like Desktop, stt button, Start menu, My
Documents, My computer, Recycle Bincatheir functionalities. Some of the tools available in controlgbamre used to
show how display settings, date and time couldienged.

2.7 MODEL ANSWERS
Ans.1 Control panel holds a group of tools that help to change the Software and Hardwa gssettin
Ans.2 Recycle bin is an area which usually holds deleted files until it reaches a user configurable percentage of a disk's
capacity. At that poinit discards them. It can be open up to restore something which had been thrown away earlier.
Ans.3 Righ click on the blank area in desktop and choose properties. With the help of screen saver tab one can set the
desired screen saver, Set the timiagsign a password for the screen saver to protect your files. To Changettihgs a
the screen savgou can use the settings opis.
Ans4 i) Inthe window exploreselect New option frorfrile menu.
i) Select Folder option from theubmenu.
iii) Type a name for the new folder end then press enter.
Ans 5 Character map is used to insert special attara into a document.
Ans.6 Disk Defragmenter is used to rearrange files and unused space on the
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Chapter 3: Elements of Word Processing

3.0 INTRODUCTION

MS Word is a software package offering features for sharing data and documents, comoumazdsi, Internet access and

publishing capabilitiesYou can create letters, memos, reports, term papers with thefiMp Word.It can also help you to

send documents to a group of people for feedback.

3.1 OBJECTIVES

After going through this chaptgou stould be able to:

9 Understand different bars and icons in MS Word

9 Open, print and dose documents

1 Scrollthe documentsChange Font sizeglignment Format the document

9 Create and manage Tables

3.2 WORD PROCESSINGBASICS

MS Word is softwaretool used for creating documents. It offers a number of features that are related to text processing. The

interface of the MS word is similar to lo#r windows productsit has several tdbars that can be viewed based on the

requirements of the user. It alsder$ formatting ottext that includes changing font size and style, paragraph spacing, line

spacing)ndents, andalign mentsftext etc. We shall be tscuséng the features that are required by a common person to create

documents.

3.2.1 Opening Word Processing Package

1. Click on Start button at the bottom leftrner of the Win2K Profesenal or any other Widows Operating system, as
shownin the figure below.

2.Select the Programs option of the Start menu.

3. Select the Ntrosoft Word optiofromthe Progams submenu. This invokes Microsoft Word and starts a new document.

A new document window is displayed each time you start word. The document window contains individudil ¥gofichis

window differs from an application window, which is displayed eifemo documents are open as long as Word is ingin

Word document windovis shown below.
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The document window contains a number of parts @nedescribed below.
Title Bar

% INTRODUCTION OF MS-WORD - Microsoft Word

Displays the name of the program, the name of currently adfiwed document, the Control menu icon, Maxmibutton,
Minimize button and Restore amtbsebuttons. Doublelicking on itle bar can alter the size of the Word window.

Ruler Bar
||_ m... B R ¥ T R T S T T ..1.}..‘“

It enables to format the verticalighment of text in a document andalso used to set tab stops on a line of text. You can
select the Ruler option fromthe View menu to display or hide the ruler bar.
Status Bar

Page |1 S 1 il - [ I
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It displays the information about the active document on whichgmcurrently working. This incluéts the page number
and the column and line number on which you havetjpogd your cursor. Apart from these, there are five labdREC,
MRK, EXT, OVR and WPH.

REC indicates macro recorder

MRK indicates revision marking

EXT indicates extend selection

OVR Indicates overstrike mode

WPHindicates help for Woréerfect users

Workspace
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Task liar
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It consists of Start button that is used to start and switch between applications that have been launched

View Buttons

B EEE

The Word document wdow consists of four View buttons Normal view, Outline Layout view, Page Layout view and
Outline view at the bottom left of the horizontal scroll bar.

Insertion Point

It is a tall blinking vertical cursor that indicates the place where the texaphigs will be plaed when you insert them.
Mouse Pointer

It resembles aitbeam. The pointer changes shape witgmasses over certain parts of the Word document window.

Office Assistant

Wit o yoms Bowr Bo doT

Optorm Soarch
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It enables you to type a request ancesefrom a list of possible responses. It also displays costensitive help about
the currentoperation. To invoke the Office Assistant, prdsls To close the Office Assistant altogether, rightick on
the Office Ass$stantand select the Hide Assigtafrom the shortcutnenu,or click on the Office Assistant window's
close button.

Scroll Bars

L] ol =R

The Word document window consists of two scroll bavertical scroll bar and horizontal scroll bar. &ertical scroll
baris used to move a documergnically while the horizontal scroll bar is usednmvethe document horizontally.
3.2.2Menu Bar

Ble Gt Yew [nsert Fomat Took Tgble Window Heb

It is positioned belowhe title bar.It contains nine option$ File, Edit, View, Insert, Format, Tools, Table, Window and
Help.Each ofthese mendbaritems has droglown menus.

3.2.3Using The Help

Word has following online help:

1 Office Assistant
1 Topic-specific help
1 Pointand Shoot help
Office Assistant
To open the Office Assistant dialog box:
1. Click on the Options button shown in figureowe. An Office Assistant dialog box is displayed as shown in figure
below

Office Assistant i 21X

Galery | gpons |

You can scroll through the diferent assistants by using the <Back and Next > buttons, 'When you
are finished selecting your assistant, cick the OK buttan.
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OK ] Cancel I
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1.Click on the Gallery tab.
2.Use the Next and Back button to scroll through the available characters
3. Select an appropriate option, areh click on the OK button.

To search for specific words and phrases:

1. Click on the Office Assistant or select the Microsoft Word Help optiom the Help menu. The Office Assistant is
displayed on the screen as shownigufe below.

2. Type a search word or phrase.

3. Click on the Search button to display a list of pib&stopics.

4. Click on the one you think is appropriate
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Topic-S pecific Help
1. Select the Contents and Index option from the Help menu as shown in figure above. A Help Topiesisviisiplayed as
shownin figure below.
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2. Doubleclick on an icon to see a list of subtopics.

3. Doubleclick on the topic of interest

Point and Shoot Help

To get Online Help:

1. Select the What's This? Option from the Help menwsteswvnin Office Assistant option or press ShiffFl. The mouse
pointer will become a question mark with an arrow

2. Click on the dsireditem.A pop-up window is displayed on the screen. Now you can read the Help text. To get help on
another item, press #h+ Fl again.

3.2.4Using The Icons Belowenu Bar

There are a number afons below menu bar which can be used to work fast. These icons ¢éeavegiouped in the form of

toolbars. Toolbar contain buttons, d,edpwn menus and other controls that hed wlter the appearance and arrangement of

documents by executingvariety of Word commandsWord provides 16 toolbars that help you perform tasks faster and with

ease. The most commonly used toolbars are standard and formatting toolbars.

Iconsin Standard Toolbar
uind'und llf'l‘-a\- 'Il_u r'hli  lambasbigem o Ll » .f. l':.‘:!:-’“!.ﬂ

The standard toolbais the one nearest to the top of the Document window and below the menu bar. Standard toolbar
provides shortcut or menu commands. THedéde of the toolbar enables you to perform tasks common to many Windows
based ppgrams, such as opening a new oisting file, saving or pririhg a file, cutting and pasting text and objects, and
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undoing and reding the most recent actions. The right of the standard tooli@rso§ome functions more siiféc to word
application.

Icons in Formatting Toolbar

The formatting toolbar containgons that are common to many Windows programs and related to formatting of text in
documents. Thigncludeschanging document styles, font, font styles, type styles, paragraph alignments, fistimeds,
indenting levels and borders. Following Table gives the names and functions of the tools of the formatting toolbar.

Display Other Icons
To display or hide tool bars, select the Toolbars option from the View menu of the menu bar as dis Héyee ibelow.

= Normal
3 web Layout
El it Layout

Headar and Footer Chetcard

Zoom.,, [

Frames

Tabses osd Borders
Vs Base

Web Todks

3.3 OPENING AND CLOSING DOCUMENTS
Documents likedtters,memo and reportshat have already been created can be opened, previemedprintedwith the
defined margins. These documents can be saved with modificatdifieaent location. MS Word can automatically save the

contents of documents at defined intervals.

3.3.10pening Documents

To open anexsting document, fdow these steps:
1. Select the Open option from the File menu. An Open dialog box will beagiisghlas shown below.
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2. Select the appropriate drive and folder.
3. Doubleclick onthe desired filename to load the document. Alternatively, click on the Open button on the standard toolbar

or press Ctri O.
4. Select the Window menilotice that document names are displayed and ttiesadocument has a check markiby
5. PessEsc to release thiéindowmenu.
To load non-word documents, follow these steps:
1. Select the Open option fromthe File menu. The open dialog box gets idvasdésplayed in above Figure.
2. Select the appropriate drive and folder in which the document is located.
3. Select the type of file you amt to view fromthe Files of type list box.
4. Doubleclick on the desired Fileame to load the document.
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To open a cbcument as readonly, the steps are:

1. Select the Open option fromtiéle menu The open dialog bogetsinvoked as displayed In Figude9.
2. Selecttheappropriatedrive and folderin whichthe documenis located.

3. Select the type of file you want toewi from the Files of type box

Fily g [ :!
Pisf et [arim + | & open |-
Figure 4,10 Opening Read only Document f:m
Open & Copy

4.Click on the down arrow of open butteamdSelectthe Open ReadDnly option from this droglown menu.

3.3.2Save And Save As

When your key in the document is stored in the internal mgrabthe computer. In mer © preservehe document for
future use, you must save it on the disk. To do so,
1. Select the Save option from the File menu. The Save As dialog boirgeked as splayedin figure below
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2. Enter a filenamen the File name boxmal click on the Save button. By default, the new docunerstaved as a Word
document with an extensiadoc.

Alternatively, you carclick on the save button on the standard toolbar or press Sttb open the Save As dialog box

Saving aFile in a S pecific Location

To save a file in a directory other than the default directory, which is the directory that is highlighted in the distcodry |
the Save As dialp box, select the name of theatitory in which you want the document saved elicld on the OK button.

To specify a different drive on which to save your file, follow these steps:

1 Click on the Savenitext box In the Save As dialog box. A list of dakle drives will be displayed.
1 Select the drive on ich you want to save your filey clicking on it.
1 Clickon the Save button to complete the process.

Auto save Feature

Word has an AutoSave featushich saves your documents after every 10 minutes automatically. To utilize AutoSave for the
document more often than evely) minutes thesteps are:

1. Click on the Options button in the Save As dialog box @ptions dialog box is displayed as shown in figu
below.
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2. Select the Save tab and select the Save Auto Reatteezvery option.
3. Decrease thaumber of mintes by suing the decrement/Increment button or by typing different number in the text

box

3.3.3Page Setup

Page setup can be used to change page orientation, set left, right, top, bottom margins, pages sizes etc. To change the pac
Size andbrientatin

1. Selectthe Page Setup option of the Filenu. The Page Setup dialog box gets invokediaplayedin the figure below
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Select the Paperi# tab.

3. In the Orientation area, sele®ortrait or Landscape. After selecting, see the Rreviarea to get an idea of the
appearance of page with the text. Figure above shows page orientation as Portrait.

4, Clickonthe OK button to close the Page Setup dialog box

Setting Margins

Select the Page Setup option of the File menu. The Page Selup loix gets invoked as display@digure below.

Select the Margin3ab.

Enter the measurement in the Top, Bottom, Left, and Right boxes.

Click onthe OK button to close the dialog box, When you set margins, word applies the measurements to akthe pag
in a documenunlessyouselect text odivide the documentito sections

NS
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3.3.4 Print Preview

Previewing a document means viewing a screen representation of one or more pages before you prinptirgrpréoew
a document, the eps are:

1. Selectthe Print Preview optionfrom the file menu. Alternativelyclick on the Print Preview button dhe standard
toolbar. The Print PrevieWindowgetsinvoked as displayem the given figure
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2. Usethe Magnifier button orelect the Zoom option fromthe view metaenlargethe document.
By default, the ruler bais not displayedh thePrint Preview. To adjust margins ambdents byusingthe ruler bar.

1. Inthe Print Peview seletthe Ruler option fromthe view menu.

2. Clickthe Magnfier button on the toolbar to turn it off.

3. Position the insertion point in the text you want to format.

4. Move the mouse pointer until changes to a black double headed arrow.

5. Click and drag the arrow left to right (in the horizontal ruleruprto down (in the vertical ruler)
6. Click on the Close button of the Print Preview toolbar to close the print preview window.

3.3.5Printing Of Documents

To print a documenfollow these steps:
1. Select the Print option from the File menu. Alternativadyick on the Print toolbar button of the standard t@oltf

printer is installed on the computer, Print dialog box gets invoked as disptetredgiven figure.
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2. In the Name box, select the printer on which your document gets printece frifiter you use has optiog®u can
access them by clicking on the Properties option from the File menu.
3. Clickon the Print to file check boxto print the document to a file on the disk.
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4. Enter thenumberof copies to be printed in treopies area.

5. Toprint arange of pages, specify the portion of the dentmaus want to print in the page Range box

6. Clickon the pages radio button to include the page numbers or the page range, or both.

7. To print a complete copgf the document before the first pagetbé& next copy IS printed, click on the Collate check
box

8. If you want to print all the copies tifie first page and then print all the copie§ subsequent pages, cleaet@o llate
check box

9. Click on the OK button to send the copies to the printer.

To printin the reverse order

1. Select the Options option fromthe Tools menu.

2. Select the Print tab in the Options dialog box

3. Click: on the Reverse radio button under ping options area. Word prints the documénthe reverse order, beginning
with thelastpage. Do not select this option when you are printing an envelope.

4, Select the Draft output check box in the Options dialog boxto print a document in draft quality.

3.4TEXT CREATION AND MANIPULATION

There are several types of Word documents yaustart from like blank doument, web page and temmaBlank document

should be used when you want to create a traditional printed document. Use a template when you want to reuse text custom

toolbars, macros, shortcut keys, styles, and AutoText entriestekhean be copied, moved to a different location. Basic cut,

copy and Paste faats of windows can be used here.{lean be aligned In different ways.

3.4.1Document Creation

MS Word allows you to create a document from the keyboard and save iteadhisth Follow these steps to create a

document.

1. Select the New Option from the File menu of the menu bat. A New Dialog box will be displayed as shown below.

2. Select the Generaltab in the New dialog box.

3. Select the Blank Document icon.
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4. Clickon the Document radio button In the Crease New Box. To create a new template, click on Template radio button In
the Create New box.

5. Clickon the OK button. A blank new docu mentisplayed.

Alternatively,anew document can also be created by cligkim the New button of the standard toolbar or by pressing the

Ctrl + N combination of keys.

3.3.2 Editing Text

This secion includes how tansert, delete, modify and copy textou can undo or redathe editsin a Word document by

using the Undo or Rio options. Before you can start editing, the cursor must be moved to the location where the changes

have to be made. Following Table lists the arrow keys used to move around in a document.

Arrow Key Functions
Up arrow, Down arrow, Lefl Onecharacter updown,left
arrow, Right arrow and right
Ctrl + Right arrow Next word
Ctrl + Left arrow Previous word
Home Beginning of the line
End End ofthe line
Ctll+ Home Beginningof the document
ctrl + End End of the document
Ctrl + Page Up Previous Page
Ctrl + Page Down Next page

Figure4.18 Short Cut Kgs
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Word-Wrap Feature

Consider the following paragraph:

When the end of the linis reached, Word automatically wrap the text, eliminating the need to press the Enter key until you
want to start a newaragraph.

Inserting Text

Word is normally in the insert mode. The insertion point always stays with the text area. As you type in ithis fexshed
to the right and down. Prednsert from the keyboard to put Word back into the insert mode. A ctearis deleted by
pressing either the Backspacelxl key. The Del key removes a character fridma current cursoposition;the Backspace
key removesthe character to theleft of the cursor one position to the left. To insert a line, position the catstre
beginning of the line or at the end of the line and press the Enter key.

Undoing Edits

The Undo command is used to reverse actions. Suppose you have drawn a circle of cadarsddyou decide to delete
Select the Undo option fmthe Edit nenu, or click on the Undo button of the standard toolbar to do so. Alternatively, press
Ctrl + Z or press Alt + Backspace.

Redoing Edits

The Redo option isused to reverse the last undo. To redo a change, select the féalo fopmthe Edt menu, or clck on the
Redo button of the Standard toolbar.

Alternatively, press 2l + Y, or Alt + Shift + Backspae

3.4.3Text Selection

Text can be selected by using the mouse, the keyboard, ar both

Toselect oneword

Place thdnsertionpoint on the word and drbleclick onit.

To sdectasentence

Hold down the Ctrl key while clicking anywheirethe sentence.

To select a paragraph

Place the mouse pointiarthe selection bar and doukdéck onit.

To select specific text

Click and drag the-beam pointerwer one character, one word or theienscreen as desired.

3.4.4Cut, Copy And Paste
These toolof word are most extensively uséalcopy, movetext from one place to other. To use them textsinfirst be
selected using any of abewaentioned techniges.

Deleting and MovingText
To delete a text frormdocument, the steps are:
1. Select thetext to be deleted.
2. Select the Cut agon from the Edit menu, aglick on the Cut button of the standambtbar. Alternaively, select the
text and press Ctit X.
Moving Text
To move the text from one point to another, the steps are:
. Select the text to be moved.
. Select theCut option from the Edit menu.
. Position the insertion point where you want the texppear
4.To paste the text to the required positeelect the Paste option from the Edit menu, or click on the Paste buttbe of
standard toolbar. Alternatively, you clise CTR. + V to paste the text tthe requred pogtion.
Copying Text
It is possible to copy text to another part of the same doduonen a different document.
1. Select the text to be copied.
2.Rightclick on the hghlighted text. A shortcut menu appears near the highlighted text as shown In figure below.

& Cut
B copy
(R paste

A Eont...
=% paragragh...
= Bullets and Numbering. ..

% Hyperink...

SYTIONyITS b
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3. Select the Copy option from shortauéenu.
4. Move the insertion pat to the location where you want to paste the text.
5. Select the Paste option from the Edit menu to paste the selected text in the desired location.

3.4.5Font And Size Selection

Font refers to the manner or style in which text is displagpetie doament. Different fonts contain different collection of
characters and symbols. Word offers many ways to change fonts and font styles. The text to be formatted needs to be selectec
first. Follow these steps thange fonts and font styles:

1. Use the dropdown font list on the format toolbar as displayiedhe figure below or typ¢he name of tke desired font
directy into the font name boxon the toolbar and press the Enter key.

imes New Roman

i Tunes Mew Roman —
& AnaEl
It Arial Black

T Aral Famos

Figure 3.20 Different Fonts

2. Use Bold(B), Italics (1), Underline(U) buttons on the format toolbar.
To add bold formatting to the text, follow these steps:
Select the text and click on the Bold button.
Alternatively, click on the Bold button antype the text Similarly, the characters can be undeekhanditalicized.
Changing Font Size
Font size is measured in points. Points and picas are fogeheasuring spacing, line thickness, and so on. There
are 12 points to a pa and six picas to an Inch.h&refore, there are 72 points to an Inch. Normemplate
document is 10 pois Times New Roman, by default. Word offers many ways to choose font sizes. To change the
font size,follow these steps:

T Use the dropdown Front size onhte formatting toolbars, type the font simethe Font size box on the imat

toolbar and press the Enter key.

1 Use any of these keyboard shortcuts to increase or decrease the font size.

1 Usethe font dialog box.
Font dialog box contains most mprehensve collection of formattig options. To open the Font dialog ko
follow these steps:
1. Select the font option from the Format menufoht dialog box gets invoked as disged infigure given below.
2. Select any option from the Font Style scroll list. You can apply one or mothesk styles to the selected
characters and tohe subsequently typed text. Click on the Regular option to remove the effects. More than one
style can be combined.
3. In the Effect area, a black check mark on an option indicates that all the selected text exhibits that particular
attribute. A completly clear boxfor an option indicates that the selected text does not have the specific attribute
and a gray check mark indimsthatsome of the text does not exhibit the character formatting option.
3.4.6Alignment Of Text
Alignment is a way of orgazing the text. It refers to the position of the text relative to the margins. Word enables
you to leftalign, right-align, centefalign and justify the text in your documeim order to enhanc#. Certain lines,
like the main heading, might need to be tmraligned;subheadings mght need to baligned left. You en dothis
by using the four formaing todbar buttons a displayed inthe figure below; Word's defaut alignmentis left
alignment. ltis a good policyas it providesspace to center youext. Type the text a left margin and press the
Center btton to centeryourtext.
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Right-Aligned Text
Textis said to be rightaligned ifit is aligned with the right margin of the page. Tight -align a paragraphpostion
the cursor on any lingvithin the paragraph and click on the Align Right button on the Formatting toolbar.
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Left-Aligned Text

Text is said to be lefaligned if it is aligned with the let - margin of the pageThis is the default mode of
alignment. To leftalign a paragraph, positiothe cursor on any line ihin the paragraph, and click on the Align
Left button on the Forméihg toolbar as displayed in the figure of Aligning Text paradrap

Centered Text

The Ceter optionis normally used to center the heading and text. To centiéreaof text, pasition the cursor on
theline and click on the Center btoh on the formattingoolbar.

Justified Text

This feature ayyns a paragraph mh both the left and the right marginkter-word spacingis adjuged such that
each line of text bgins at the left margin and ends at the right margin. To justify a linextf, fpostion the cursor
on the line and click on the Justify button on the fottimay tool bar. Figure below illustrates differealign ments.

Left aligned
Right aligned

Center aligned

Justified

35 FORMATTING THE T EXT
Tex that has been written can now be made elegant with the help of formatting. Bullets and numbers highlighiotise port
that you want to highlight.
3.5.1Paragraph Indenting
In Word, each time you presfse Enter key you create new paragraphWord pamagraph always end withparagraph mark.
When you open a new document, the default paragraph setting stored as a style (Normal) is applied. You Saiftpress
Enter combination ofkeysto force newlines without starting a new paragraph.
Line Spacing
Spacing can be used to design your document and make it more readable. The default spacing is single. Word enables you tc
change the line spacing in your text. You can set spacing to single, double or one and half lines. To set the line spacing,
follow these steps:
1. Select the paragraph option on the Format menu. The paragraph dialog boxgets invoked as displayed in given figure.
Select the Indents and Spacing tab.
Select an option from the line spacing chagwn list.
Selectavalue from theatlist box
Click on the X button to close the dialog boSeethe Preview area for getting an idea of the formatted tex.
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Paragraph Spacing

You can define the amount of white space placed before and after paragraphs by giving values in the spazing area
parayraph dialog box.

Indenting Text

Indentingis making your text look more eyeatching. Indents are adde&al margins, thereby increasing the white space and
decreasing the text area for sjjiecparagraphs. To set the Indents for textubingthe dialogbox

1. Enter the spédfication for left, right and/or first line Indents in the Inderitat area of paragraph dialog box.

2. Select an option fromthe Special chtbpwn list.

3. Click on the OK buttorEvery paragraplin the document will have the samaléntation settings
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Hanging Indents

When you create a bulleted list, numbered paragraphs or bibliography, you want the first line of every paragraph to stick out
The firstline in a hangng Indentis called a Hanging Indenth& subsequent lines beneatfe called turnover lines. Word
can also create hanging Indents for bulleted and numbered lists.

Creating Hanging Indents Using a Ruler
To create hanging indents by using the ruler; you need to follow the steps listed hereunder:
1. Place the insertion piot in the paragraph you need to format, or select multiple paragraphs.

2. Drag the button h&bf the left Indent marker to the tight. This will set the position of the left (Indented) eflhe
turnover lines.

3. Drag the top half of the left Indent markerthe left past the turnover Indent.

4. Release the mouse button whyou reach the desirefdr creatng the hanging Indent. THengng indent is created.
Figure lllustrates the hanging indents.
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Creating Hanging Indents Using Keyboar d Shortcuts

There are keyboard shortcuts for mog the left- Indent. Movementsn theincrements are used for default tab settings
(usually 0.5 inch). PresGtrl + N to move the left tab mler to the right margin. Pres@trl + Shift + N to move the marker
to the leftmargin.

3.5.2Bullets And Numbering

You can use bullets and numbers tokendhe lists in your document attractive and easy to read. You can bullet or number
your lists byusing either the formatting tdwdr buttons or the automatic formatting feature.
To get bullets or numbers automatically as you type your list:
1. Type an asterisk) and a space or a tab.
2. Enter text and press the Enter key. Word turns the astetisla bullet and sets the spacirig.the same way you can
do for numbered lists. Youan also bullet a paragraph blicking onthe bullet list button.
To change the bulletstyl e, follow these steps:
1. Type alist of your favorite authors.
2. Select the Bullets and Numbering apt of the Format menu. The Bullets and Numbering dialog boxigetked as
displayedin figure below.

Iix
Beted | rered | Cuiee busbersd |
Mone * “ '
- o
a o K L
Q & ¥ ¥
a & L W
_tarv.. | _comoms.. |
| =] _cwen |

31



3. Click on the Bulleted tam the Bullets and Numbirg dialog box
4. Clickto select a style of your choice.
5. Click on theOK button.

To specify custom bullets, fdlow these steps:

1. Click on the Customize btdn in the Bullets and Numbering dialog box. The Customize Bulleted list dialogsbox
displayed as showim figure below
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2. Change the bullet and text positions according to your require ment.
3. Select the bullet from the Bullet character list. The Bghuialogboxgets invoked as displayed in figure below.

To use bullets not shown in the Bullet Character box, click on the Bullet button.
Click on the Font button to select the font you want to apply to your text.

Click on the OK button to dostée Customize Bulleted List dialog box.

Click on the OK button to close the Bullets and Numbering dialog box.

No gk~

3.5.3Changing Case

To convert the case of the text you have inserted followed these steps:
1. Select the text you want to change
2. Select the Bange Case option from the format menu.

A change case dialog badisplayedon the screnas showrbelow.

" Zentence case,
™ pwercase

" Title Case
" HOGELE cASE

Cﬂ(lCEru’.el

The Change case dialog boxhas the following options:

Sentence casecapitalize only theifst letterin the selected sentences.

lower case converts all selected text to lowercase letters.

UPPER CASE converts all selected text to uppercase letters.

Title Case capitalizes the first letter of each word of S@ectedext.

tOGGLE cASE: changes uppercase to lowercase and lowercase tocagpen all slected text.

3.6 TABLE MANIPULATION

Tables are made up of rows and columns, Rows are the horizontal lines, columns are vertical lines and their intersection
makes a cell. The content of cell can be formatted with the same methodsisedite format any text.
3.6.1Draw Table
To create a table, follow these steps:
1. Place the Insertion point where you want to place the table.
2. Select the Insert Table option from the Table menu. Alternatively, click on the Insert table button ohtlaedsta
toolbar and drag the mouse over the palette to cegatde wih the hghlighted number of rows and columns. The
Insert Table dialog box is invoked whiés shown below.
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3. Inthe Insert Table dialog box, select any of the following options fineléhe contents of the table:
9 In the Number of columns text box, define the number of columns in the table.
1 In the Number of rows text box, define the number of rows in the table.
9 Click on the AutoFormat button. A Table AutoFormat dialog boxgets iadds displayed in the figure below.
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The Table Autdormat dialog box lets you select the style of the table you want to create.
Alternatively, follow these steps

1. Position the Insertion point in the table.

2. Select the Table AutoFormat option froimet Table menu. The Table AutoFormat dialog box gets invoked as
displayed above.

3. Select one of the predefined borders and shading formats for the table the Formats scroll list box.

4. In the Format to apply area, select the A&ibcheck box to automaticallgdjust the &e of the table toitf its
contents.

5. In the Format to apply area, select the corresponding check box to apply Borders, Shading, Font or Color specified
in the format.

6. In the Apply special formats to area, select the corresponding chedb lapply the special formats. The Table is
formatted as per requirements.

3.6.2Changing CellWidth And Height
Cell width and height can be changed in several ways.

To Change thecolumn/row Width/height in a table

Rest the pointer on the column/rd@undary you want to move unill becomesa vertically parallel linesand then drag
the boundary until the column/rolecomes othe width/height you want.

To change a column/row width/height to a specific measurement

1. Clicka cellin the column/row.

2. On the Table menu, click Table Properties, and then click the Column/row tab.

3. Choose the options you want.

To make the columns/row in a table automatically fit the contents

1. Click atable

2. Point to AutoFit on the Table menu

3. Click Auto Fit to Contents.

To display column width measuremertisk a cell and then hold down ALT as you drag the markers on the ruler

3.6.3Alignment Of Text In Cell
The text in the cell can also be aligned with the same process as normal text. First of all select thalxaird then
click on the desed alignmenicon. Selecing textin a tableis similar to selecting ten adocument. You can drag the |
beam pointer over the text to selécor dick on the selection bar to select an entire row.
Some spediéd tediniques to select text in a table are as follows:
1 To select one cell, triplelick on that cell, or click on thieft inside edge of the cell
1 Select an enté row by clicking on the selection bar to the left of the table; dmgr down to select mordan one
row.
1 To select an entire column, place the mouse at the top of the column. The pointer changes to a black down arrow,
Click on it to select the column.
1 To select the entire table, place the insertion point in the table and select the SeleapTiahldrom the Table
menu.
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3.6.4Delete linsertion Of Row And Column

The table's format can be changedfitothe data that is to be displayed in the table. You can add or delete rows and
columns in a table as per your requirements.

To Delete Cells

1. Selectthe cells to be deleted.

2. Select the Dele Cells option fromthe Table menu. The Delete G#ildogue box is as below:

Defete Cells 8 2 x|
v ke Cols st
™ Shift colls |
™ Delste eitins i
1 Dedete entire gobemn
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3. Select one of the ftowing options in the Delete Cells dialog box:

1 Select theshift cells leftradio button to move the celis the row to the left ofite deletion.

1 Select theShift cells upradio button to move the celis the column up after the deletion.

1 Select théDelete entire rowradio button to delete the row that contains the selected cell.

1 Select thédelete entire céumn radio button to delete the column that contains the selected cell
To deletearow

1. Select the row to be deleted.

2. Select the Delete Rows option fromthe Table menu.
To delete a column

1. Select the column to be deleted.

2. Select the Delete columns optifromthe Table menu.
Inserting Rows and Columns
To insert a row in the table, follow these steps:

1. Place theansertion poinin the row below where you want the new row.

2. Select the Insert rows option fromthe Table menu. Alternatively, click on gestlRows button of the standard

toolbar.

You can also use either of the folowing methods to add a row or column:

1 With the Insertiorpoint in the lastcell, press Tab todd another row athe end ofa table .

9 Select the right side or the column aredest the Insert Column option from the shortcut menu (Rigibk on the

mouse button tinvoke the shortcut menu) as displayethafigure givenbelow.
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3.6.5Borders And Shading
By default, table borders are inserted when you insert a table inuandat. They get printed with the documelfithe
defaultis removed, the table's idlines are displayed. {@lines are noprinting characters and get printed with tile
document. You can select the Hide Gridlinesstiwow Gridlines option from the Tablemenuto toggle the display of
gridlines in a table on the screew.ord has many paragraph and border shading features. You call apply borders and
shading to single paragraph or to a group of paragraphs.
To change border to a specifipe:

1. Clicka cellinthe column/row.

2. On the Table menu, click Table Properties, and then click the Border and Shallji@hoose the options you

want.

Check Your Progress

QL. How to start MSWORD?

Q2 Why we use Office Assistant?"'

Qs. What does Standard Toolbar prog#f

Q4. How do you create documents?
Q5. How do you save document?
3.7 SUMMARY

1 Microsoft office is a software package that offers new features for sharing al@tdocuments, bettehanever
communication toolsnternetintranet access amlublishing capabilities.

9 There are many ways to start Microsoft Wlofrhe most common are the Win2K Start Menu or the Office shortcut
bar.

I The basic components of the default Word screen are:
Title bar; Menu bar, Rulebar,Status bar, Workspace, Taskbar,Wibuttons, Insertion point

1 Word's file finding utility helps you to locate, list, sort, examine, open and print doc.uments on simple and complex
criteria.

1 Word has three kinds of Online helpffice Assistant, Topispecific Help, Point and Shoot Help
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Word automatically wraps the text, eliminating the need to press the Enter key until youowsiart a new
paragraph.

Select the Cut/copy option fromthe Edit menu to delete/copy text.

Select the Paste option from the Edit menu to move the text fropaneto another.

Select the Change Case option from the Format menu to change the text case.
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CHAPTER 4: SPREAD SHEET
4.0 INTRODUCTION

MS Excelis an electronic spreadsheet. A spreadstzeat generic term for the dwfare package that simulates a paper
worksheet often used by peopite management. Most spreadsheets started as electronic versions of hard copy accounting
worksheets with one major purposesimple row and column arithmetic. It has various features ter afamely, fast
calculations, whaif analysis, charts (also called graphs), automatic recalculations, and many more.

A variety of applicationdor which MS-Excel can be used include automating financial statements. Excel comes across as a
powerful and féxible graplical presentation tool. Data storeaddatabase formats can be accessed througtexdé&l.
Graphsor charts can be created based on f@atajuick assessment of a situation.

4.1 OBJECTIVES

After going through this unit, youiltbe able to:

1 Understand the featured Excel,

Navigate worksheets;

Make different types of entries in a worksheet;

Create text, numbers & date series;

Manipulate cells

Create small budgets/ sales reports

=a =4 -8 -4 -9

4.2 BASICS OFSPREAD SHEET

When you start Excel, workboad& displayedlt is here that Excel stores all its data and allows manipulatismorkbook

is a collection of individual worksheets, each of which can hold data. All actions and operations of Excel take place in the
worksheet. Excel has 65536 rows an@ 26lumns in its worksheets.

4.2.1 Opening Of Spread Sheet

Microsoft Excelcan bestartedin following way:

1. Click onthe start btion in the Windows environment.

2. Select Programs option fromthe Start menu.

3. Select Microsoft Excel option fromthe Pragns submenu. The following screerdisplayed
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It has user Interface features common to other Microsoft Office iéatfuins.Each worksheeis made up of cells that are
the basic units for storing data.

Naming The Sheets
Excel hasits worksheets naad as sheét shee®, sheet3, and so on. Sheets can lvergother names which may prove to
be more convenient for tasHentfications; for example, workbookl may contain sheets called Student, Mark sheet,
Attendance, and so on.
To name a sheet, follovaé steps:
1. Doubleclick the sheet tab to which you want to give a new name.
2. The Rename dialog boxgets invoked where the new name can be specified.
3. Oryou could gdo the sheet tab and click on the right mouse button.
4. Select Rename.
Once the @log boxis displayed, gve the new name andick on the OK button.

4.2.2 Addressing Of Cells

Eachworksheetis madeup ofcells, and cells area resultof Intersectionof rows andcolumns. They aréhe basic units for
storingdataEach cell getdsts namefrom this IntersectionThe address of a cellatis in column Aand has its row number
as 4is referred to as cell A4. A group adntiguous cellss called a range. An example of a cell range would beG3.

Cell Al, A2 contains the label Chandan, Yashpal.

Cells B4and C4 contain thealue 400and 800 respectively.

Cell G4 contains thdormula:C4-B4.

Pressinghe Enter keywill resultin G4 holding the result of the formula€4-B4).

All formula entiesshouldbegin with are (equal to) gn.

You canmake a cell active b¢licking on it. Fles createdy a spreadsheet package are known as worksheets. Automatic
recalculation feature hastens the calculation tasks. If datdli€4és changed from 800 to 900, then the fornminlzell G4
would calculatehe resulbased on the new C4 celbntent. Thisis due tothe factthat, once the formula is created with
cell references iit, it establishes a relationship with the specified cell references or addrégssesan move around in a
worksheet with theid of a mouse or the keyboard, or by using the menu bars, You can use the arrow keys, Page Up, Page
Down and a host of otheeks in combination, to move around in the worksheet.

To move in the worksheetby using the Menu bar:

Select the Go To option frothe Edit menu or press ti#&function key to open up th@oTo dialog box and2, Typethe
reference of the cell, click on the OK buttontloé Go To dialog box. The cell pointer moves to Cell E2 Immediately.

To move tothe worksheet using the Mouse:

Select the cell pu want to activate. Place the mouse pointer on It. Click to activeé8everalcells can be grouped to form
a cell range. Cell ranges are requiredbtd selected for calculation, and clicking on eacte of them becomes aery
tedious tak. Cells can be selectedingkeyboard, mouse. Toeded a cell range for an instance, you can do thevdlg:
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Using Keyboard

1. Move the cell piterat the corner of the cell range which yoanwto select

2. Clickon the startingell of therange.

3. Press anddid down the Stit keyand then press the arrow keys to select the range.
Using Mouse

1. Clickon a corner of the range ymantto select.

2. Drag the mouse over the range.

3. When you reach the end of the rangkaa&ethe mouse buttogrefer figure).
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1 Hame Haﬂs
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3 |Yashpal
4 |Chandan
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4.2.3Printing Of Spread Sheet

Excel offers you various printing options for your worksheets. It enables you to have a preview of work&hedhdie
aid of the Print Preview option. You can set margins, fonts, headers and footerancegbur worksheets.

Printing an Area

By default, Excel prints the current worksheet when the Print command is selected from the File menu. Hbyewer,
require a particular area of the worksheetbe printed, then you are offered this facility alsSio do sqg you can follow
these steps:

1. Select the range that you want to print.

2. Select the Print option from the File mefine Print dialog boxgets invoked as shown in figiedow.
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3. Inthe Print What section of the dialog box, choose the Selecfitian.

4. Select the OK ofion to completehe procedure.

Defining and Deleting a Print Area

There may be situations where you need to print the same range repeatedly. To avoid the tedium of specifying the same
rangeforprinting several times, you canmeeniently define range as the print area.

1. Select the area you wants$pecify.

2. Select the Print Area option from the File menu.

3. Select the Set Print Area from the Print Area submenu as shown in the figure below.
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4. Selectthe Print option from the Filenenu.

5. Click on theOK button.

6. You can select Clear Print Area when you want to remove the defined Print Area.

Printing Worksheets

Worksheets can be very conveniently printed by the use of the Print command that sends your worksheet pages to the
printer Immed1lately.

To print worksheets, the steps are:
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1. Selectthe Print option from the File menu. This invokes the Print dialog box.
2. This dialog box is very similar as you used in the M®rd Print dialog box. The only differends the three
extra- button which are gven below:
Selection- prints selected cells.
Active sheefs) - printsonly selectedvorksheets.
Entire Workbook- prints open workbook.
Device Options:Controls the print quality and allows yow adjust Printer me mory tracking (thisfaéts how the
driver tracks printer memory usage)
4.2.4SavingWorkbooks
Whenever workbooks are created, they are named, by default as Workbookl, Workbook2, and so on. Saving the
worksheets of these workbooks makes them permanent. To save the work oworksheets, you should follow

the steps:

F1P Locanors
SE AsiMadly FTP Loc stura

1. Selectthe Save ojn from the file menu to savi¢ onthe disk.

2. You can alscclick on the Save button die standard toolbar.

3. Name the file you have saved and specify the location at which the workboalddi®placed.
Saving Multiple Files
When you have a number olds that are open, you can very coniartly save them all. You can select the Exit
option from the File menu and click on tidges to All 6button in the Save As dialog bdkatis displayel.
SavingAs an HTML File
Excel allows youto publish yourworkbookdataon theWeb andeven move to other flies by usiryperlinks. You
can also save an Excel worksheet as an HTiNe for publishing on the World Wide Web. To do so, you can select
the SaveasHTM L option.
4.3 MANIPULATION OF CELLS
Active cell isindicatedby a rectangle boundary over that cell. Data engdrgiccomplished by feeding the datathe
active cell. Al is always the active celh a new waksheet by defalt, but if you wantto moveon to anothecdl for
data entry, then you can make that cell active by moving the mouse pointer on it and clicking on it. As you type, the
data is displayedh the activecdl as wellas in the formula bar.
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There are three boxes that xbetween the Formula Bar and the Name Box.
The first box with across (x) symbol cancels your entry made in the cell.
The second bo x with a right mark allows acceptance, of hattze cell.
The third box contains an equal€e) sign. This is the Ediformula feature thasimplifiesthe calculation tasks
4.3.1Entering Text, Numbers And Dates
Entering Text
Text entries can be numbers, letters or symbols. Numbers can also be treated as text, especially in cases where
calculations are not required;rfexample, telephone numbers" record numbers, zip codes, roll numbers, and so on.
Excel studies the entered data to determine the tfp®u type an address which is alphamericin nature,it is
automatically taken as a text entfpr example Electranics Niketan,6 CGO Complex, New Delhi -110003.Numeric
entries that aréo be treated as text should be preceded witlagmstrophefor example.64. It is then considered as
te xt entry.
Entering Numbers
Numeric entries are constants and can be inggdecimal fractions, integer fractions andentific notatons. For
example(9.994E+0.05). If#### symbol occurs when you makenumeric entry, it implies that the numbenrviery
long and the column width not wide enoughraccommodate it.
Entering Date and Time
Date and time entries can also be made In Excel worksheets. Excel allows calculation on datesitbemavsts the
entry to a serial date number; for example, you can find out the age of a person by reducing the current date from his
date ofbirth. Excel recognizeda eand time only when they are specified in the right formats. The valid formats for
the date andlime are:
Valid Dateand valid time format
6/10/, 60CT-, 6-0CT, OCT-612:30,12:30:20, 2:30 AM
4.3.2Creating Text, Number And Date Series
You may sometimes find yourself asituation where you need to key aseriesof text, dates, time or numbera.
time series, for example, can include Increments of days, weakenths.It canincluderepeating sequences suah
weekdays, mnth names or quarterdén such cases, specifying the initial time selections and the last valtteeof
series would result in the entire seriesnigegeneratecautomaically by Excel. A few examples of time series have
been given biew:

Initial Selectin Extend Series

1,2 10:00, 11:00, 12:00
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Man Tue, Wed, Thursday

Jan Feb, Mar, Apr
You can also generate linear series and growth series by selecting the initial values for the series and positioning
themin the first two cells of the range of k®to be generated. Example$linearand growth series are given below:

Initial Solution Extended linear series
1,2 3,4,5

100,95 90, 85

1,3 5 7,9

1 AutoFill feature (AutoFill handlg isthesmall plus sign at the bottom right comditbe active cell
1 Menu bar
1 Shortcut menu
Creating Text Series
To fill a rangeof cells with textentries,such as days, months, and so onfill a rangeof cells with text using the
AutoFill feature, follow the steps:
1. Enterthefirst valuein the @Il which would be at théeginning of theseries, and selette cell.
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2. DragtheAuto fill handle across the cell that you want to fill.

3. Release the mouse button.

4. Excelfiles the range of selected cells with the appropriate text entries.
Use the menudr to perform theame task byollowing these steps:

1. Enterthe first value ansklect the range to Kdled.

2. Select the fill optiofromthe Edit menu

3. Select the Series adph fromthe Fill submenu.
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Seres In Type
o~ Rows ' Lnes s
" Columns " Growth «
" pate 0
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Do value: _ Stop vakas: |
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Indicate whether you want ffdl your sefesin rows or columns.

Specifythe type of series you want you crealieear, Growth, Date or AutoFill.
You cannow specify thestartand the stop values.

You can create series such as:

No oA

4:00, 5:00,6:00, 7:00
Redg100, Redg101, Redgl102
Jan, Feb, Mar

Sun Mon, Tue

North, South, East, West

The method for entering series of datesjesenf numberss same as given above. You can enter @&&sesf numbers or
series of dates wheiacremens and decrements of numbassby a spefic value. Suppose you wato generate a list of
even numbers. You can dtoin the followingways:
Using the Auto fill Feature

1. Enterthe number 2 or any damethe first cell and the number 4 or any other date in the second cell.

2. Selecthoththecells.

3. Drag the Autdrill handleover the range of cells you wantfid.

4. Releasehe mouse bubn.
Excel fills the range of cellwith the appropriate ents,
Youcan also use the Series option fromitik submenu of the Edit menu for generating a series of numbers.

4.3.3 Editing Worksheet Data
The data that exists in celtpay require some editing, suchas moving datafrom one location to the other, clearing cell
contents, and so on. You can edit toatents ofhe cell by ughg theformulabar ortheln-Cell editing opton as described
bdow:
Formula Bar Method
1. Selectthe cell you want to edit.
2. Clickon the formuda bar or press the F2 function key.
The contents of the cell get displayiadhe formula bar which can be edited accordingly.
In-Cell Editing
To edit thecontents of celt
The Insertiorpoint appears at the end of the cefich can bemovedto the required pdson for editng,
Clearing a Cell
To clear a celis to erase the cell content bitits not similar to deleting cell. Deleting a cell or cdd causes the other cells
on the right or bottom to sfi positions. Clearing cells, m the other hand, does not cause the other cells to shift. There are
different ways of cleang cell contents.
(i) To clear a cell using shortcut menu:
1. Highlight the &ll or range of cells to be cleared.
2. Click on the right mouse button.
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3. Select the Clear Contenftem the shortcuimenu.

o O
B Copy
B pate
Parche Special. .
[reert. ..
[mletn
Clear Corbents
o [reert Comert

(5" Poemst Cols....
Pk From List. ..

!W,.
(i) To clear thecell contentsby using the Delte key, follow the steps:

1. Sdectthe celbnd usahe Delete keyo cleara cell.
2. Excel clears all the data fromthe cell, but doggghange cell formatting.

(iii)To clear the contents of a celling menu bar, follow the steps:

1. Selectthecellor rangeof cell.

2. Select theClear option from the Edit menu.

3. The submenu that appes has the options:
1 Contents- clears the cell contents
1 Comments- clears the comments in the cell
91 All -to clear everything from the cell, including formatting and cell Notes.
1 Formats- to dearonly cellformatting from the cell.

Copying Data

To create multiple copies of worksheet data, you use the Copy and Paste feature of Excel. This esskastd copy
the contents of the cells than typing the data all over againtaBtkecan beeconplishedin several ways.
() Using the menu bayou nesdto:

1. Select the cellor rangef cells having the cell contents that are to be copied.
2. Select the Copy option from the Edit menu.
3. Selectthe cellsin whichyou wantto paste a&opyof the data.
4. Select the Paste option from the Edit menu or pfs+ V
A o B C D E
1 |chandan | yash sanjay  chandan
2
J
4 |chandan yash sanay  chandan
5
6|

(I1) You can use the shortcut menuctpy and pastéy following the steps:

Select the range of data that you want to copy.

Click on the right mose button.

Select Copy from the shortcut menu

Select the cells in which you want to paste yoatrad

Click on the right mouse button again and select the Paste option from the shortcut menu.

ghrwdE

(1) Drag and Drop Method
To use the drag and drop method to copy and paste data, follow these steps:
1. Selectthecells youwantto move.
2. Point to an outsie edge of the selected range by using the mouse
3. Click on the selection, pregshe mouse buttomnd drag the cells to a new location and then rel¢hsemouse
button.
(IV) The AutoFIll command enables you to copy contents to adjacent cells. To dowsoan follow the steps;
1. Select thecellor range of cls that contains the dayou want to copy.
2. Position the mouse mpateron thefill handle.
3. Drag the Fill handle over the adjacent cells.
4, The cell contents would be copiedtheadjacent cells.
5. Release the mouse button
Cut and Paste
When you select the Cut commatw movethe data,a copy of the data is stored inhe window Clipboard. Later when
you use the Paste aph the data is placed 1n another area of the worksheet. The method for perfoundh pasteis
similar to copy except the fact that instead of copy, cut is selected from menu.

4.3.4Inserting And Deleting Rows, Column
You can insert rows, columns, aedll ranges if required. Insertion of rows, columns, and cell ranges alwaysectéhe
dataalreadyin the worksheet to shifpositionto accommodate thaseredobject. The method for deleting/inserting réws
columnsis similar to deletionhsertionof cell except that new cell is to be selected.
1(a) Toinsertacolumn using themain menu, the steps are:

1 Position the cell pointer on the column where you want the new column should be inserted. Select the Column

option fromthe Insert menu
1 Excelinserts a new column antthe e xsting columns shift to the right
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1(b)Toinsert acolumn using the shortcut menu, the steps are
1 Position the cell pointer in the column where you want your new column should be inserted.
1 Click onthe right mouse button on the column header and select the insert option from the shortcut menu as shown
in Figurebelow:

o O

Bl Copy

B paste
Parche Special. .
[reert. ..

[mletn
Clear Corbents

o [reert Comert

[ Pormat Colls...,
Pk From List. ..
W i,
2(a) To delete a column using the maimenu, thesteps are:
9 Click the letter of the column you want to delete. Select the Delete option fromthe Edit menu.

2(b) To deleteacolumnusing theshortcut method, the ste psare:
1 Select the Ilger of the column you want to delete. Click on the right mouse button and select the deletéramtion
the shortcut menu.
3(a) Toinserta row using the main menu, the steps are:
1 Select a celin the row below the location where the new row shouldeappSelect the row option from tliresert
menu.
3(b) Toinsert arow using the shortcut menu, the stepsare:
1 Select aell in therowbelow where the new row should appear.
1 Click the right mouse button on the row header and then select Insert optiothf shortcut menu.
4(a) To delete a rowusing the main menu,the stepsare:
1 Select the row with you want to delete. Select the Delete option from the Edit menu.
4(b)To delete a row usingthe shortcut menu, the steps are:
1 Select the row which you wa&to delete.
1 Clickthe right mouse button and select the Delete option from the Shortcut menu.

4.3.5Changing Cell Height And Width
The data that you enter in the cells is sometimes too long for the column width to accommodate. You can increase the
column width and row height to display the entire cell entry.
Changing Column Width
Column width can behangedby using the mouse or the menu commands.
() To change column width using mouse
1. Position the mouse pointer on the right border of the heading ebiben that: has the width to be chadg
2. Press the mouse button and ditag the right toincrease the column width dowardsthe left to decrease the width.
3. Once the right widt has benselected, release the mouse button.
(i) To change the columwidth using the menu bar, the steps are:
1. Click on the heading of theotumn that has the width you want to change.
2. Select the Column option from the Format menu.
3. Select the Width option fromthe Column submenu.

4. Enterthe column widtin the cobmn width text box
5. Select theOK option.
Changing Row height
Change the row height by using the mouse and the menu bar.
(i)To change the row height by usingetmouse, thetepsare:
1. Position the mouse pointer on the heading of the row (where thaeuonbers are spéed) having the height you
want to change.
2. Press the mouse buttagndouble headed arrow is displayed.

3. Drag the arrow down or up to increase or decrease the row height.
4, Release the mouse button when the appropriate hisigbtected.
(i) To change the row height by using the menu bar, the steps "
1. Clickonthe heading of the row whose height you want to changzL, j==b € 0
2. Select the Row optiofrom the Row submenu 2 | Colera width increased
3. Select the Height option fromthe Row submenu. 3
4. Enterthe row height in thRow Height text box. i I;._.,,m r——
5. Select theOK option.

Asample of increased column width and row height has been shown irgthre.Fi

4.4 FUNCTIONS AND CHARTS

Excel uses formulas for calculations. Formulas can be simple asasvet mplexin nature. Charts are tiroducedin
worksheets to make analysis tasks easier. Charts are arnveffeety of representing value through the visual presentation
aid. They not only enhance the look of the worksheet but also allow a user to gather a lot of Infoimatiarh lesser

time.

4.4.1Using Formulas

Entering Formulas

Using a brmulp, expressions can be calculated by typing the formula in the appropriate cell; for example, = B4+C5 is a
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formula that adds the cell content of cB4 to the c# contents of cell & Theformula must be preceded/lan equal to
(=) sign.

= 35%44

=231 2

=C5-C3

=Cl+C2+C3+C4+C5

= S3-D6*44/3

Formulas can also contain named cells dr mnges. Excel formula funicnalties lie in the fact that It can relate the
formula tothe cells referredn it and if the contents of these cells change, a new rasulalculated with tk aid ofthe
automatic recalculation feature. The formula entered in an amiV& also displayed in the formula bar asuyanter It. T©
display theresult of the calculated expressionthe active cell, press the Enter keyisitto obseve that the cell displays
theresult and the formula barisiplays the formula or e xpreiss.
4.4.2 Using Functions
Functions are predefined formulas that perfazaiculations by using specified valueslled argiments in a particular
order, cdled the syntaXor example, the SUMuncton adds the values or rangescefl.
To enter a formula that contains a function, follow the steps:
1. Clickon the cell in which gu want to enter the formula
2. To start the formula with the fugtion, click on the Edit Formula button in the formula bar.
3. Click on the down arnv head right next to théunctions box toinvoke a dropdown list of availablefunctions
which Include SUM COUNT, AVERAGE, MAX, and so on.
4, Click on the function you want to add to the formula. If the function does not appear in thdicllsion More
Functions.
5. Enter the arguments for tHiencton.
6. When you complete the formylaress the Enter key.

The oher convenient way of choosing functions is by using the Paste function that appears on the standard fgolbar as
symbol.

am =% =] =
SUM ;
AVERAGE [osult = i | b L v ”-
IF
Y PERL TN
LT
A
P 400 500 ——
SLIMpE
FMT
STDEY
More Functions

You can also select the Function optiibom the Insert menu to select an Exiighction.Both the actions Invoke the Paste
Functbn dialog box.

Pasterunction 2ix|
Function (ategury: Function pams;

] AVERAGE

Frwrcid F

Date & Tore FYPERLINK

Marh & Trig COUNT

Rotiatice MAX

Lockup & Relerence SN

Catabaie SUE

Tt BT

Logcal STOEY

Infermation ;] _J
SUM{namber ! sumber?,..)

Adcks ol the rumbers 0 a range of cells.

o) [T ] coxe |

The Function category list displays Excel's binmlfunctions Select the required funoti from thelist. If you are not sure
which function to select, theis a Help button in the Office Assistant to guydm®i.

Check Your Progress
Fill in the blank area,with thecorresponding ternsr phrases:
Providesthe informatbn about thesettingsthat are currently beingusedas; wellas for dateé time.

:i:___:___jﬁ commonlyusedcakulation thatis built into thespreadsheet
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45 SUMMARY

Spreadsheas software that simulates a paper kalieetMS Excel isa Windows-based spreadsheet packalglmvement

in a woksheet is possible hysing the keyboml, mouse or the sallbars. Dataentry can beftext, numbersgate, and time.
Series of text, numberslates and time can be convenientlyatexl. Saving a workbook saves all the worksheets contained
In It. Worksheets can also be saved in different formats. Makindificationin worksheet is possible. Editingcal or a

cell range can dd. Copyingand moving data from one place to anothiara worksheet can be done. Wdrkes can be
inserted and renamed, and deletion of thesrksheetsis also permitted. @umn width can bechangedby using he
format column and Width options. Row height can be altered by using formmt and height optionCharts can be
embeddedn your worksheets by using the Ch#izard featureof Excel.

4.6 MODEL ANSWERS
1. status line
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Range

Function
Celladdress
ControlPand
Value

Operating mode
Formula

Active Cell
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CHAPTER 5: COMMUNICATION USING INTER NET

5.0 INTRODUCTION

Computersin organizations have been us® extract and correlate information. Resource sharing, high reliability and
communication can be achievbgiconnecting these computers. Computer Networksrdfetter pricé performance rdo

over mainframe computers. Network also delivers services to Individuals like access to remote information, pay their bills,
manage their bank accounts and handle their investnadatsronically World Wide Web contains Information about
almost everytimg. Another important category of network use is person to pergeraction and Email is already wige

used by millionsof people and now also contains audio video besides text. Irrespe€tite place, Internet can be used

for a number of purposegé accessing World Wide Webrrail etc.

5.1 OBJECTIVES
After completing this lesson you will be ahie

A Know tile different concepts of Local Area Networks
Becomeme familiar with WAN terminology.
Learn about ififerent types of WAN connections
Configure the Etherne€Card.

Configure Modem card for Dial up
Know about different protocols and terms used in Internet

=a = _—a —a T

5.2 BASICS OF COMPUTER NETWORKS

The mergingof Computers and gsomunications has had a profound influencetheway Computer systemseaorganized.
The old model of a sifg mainframe computer seceiall of organizéions needs has been replaced by one in which a large
number of separate but interconnected computers do the job. These systems called Computer networks.

5.2.1Local Area Network (LAN)

Local Area Network as the word itselefines is anetworkconfined to a small area. It is a tweork of Computers that is
privately owned and limited to a small room, single building or at most spread across the campus. There are three
charactestics of LANs, whch dstinguish them from other types of network} Size,ii) Transmission Technodyy, iii)
Topology.

Size: As mentioned abov&ANs are resricted in size and uslly spread acrosarange of 1 knof radus.

Trans mission Technology It refersto the technologyby which datafrom sources trans mitted tahe destination.
LAN is badcadly a Broadcast channel this shared by all the computers on the network. Data transfer rate inthéde
days varies froml0 Mbps to1000Mbps (I Gigabits per second) @venmore.

Topology: Most commonly used standard defined for LANIESEE 802.3,which is popularly known as Ethernéit.
defines thetypes of cablesand connectorsthat can beused The data transission rateis 10 Mbps in following
implementatons. Ethernetwhich usesthick Coadal cable § called Thick Ethernet and can be udedcreate a LAN
segmenbf 500 meters It is dso called 10Base5 network.

Thin Ethernet or 10Base2 LAN is implemented through thin coaxial cable alg LAN segment is limited to 185
meters. BNC connectors were used in this network.

These dgs UTP (Unsielded Twisted Pi@ cable is used in more than 90% of the LANtallations. The advantage of this
implementationis that itis easy to maintain and cosfesftive. The segment size limited to 100 meters andcomputers
are connected to a central Hub avit8h usingstar topology

10BaseT standard useSITP category 3 cable andRJ45connectors. With th&ITP CATS5 (category5) cableand Switch, it

is possiblgo achieve a data transfer rate100Mbps in LANs. This imple mentatiorsicalled 100 BaseT.

5.2.2Wide Area Networks (WAN)

A Wide area netork (WAN) spans a large geographical area, often a country or contMexiN is a geogaphtally
dispersedtelecommunicatons network For the transmission of data ymnd a localarea communicationis typically
achievedby transmittingthe data from source to the destination through a network of intermediatiehgginodes. These
switching elementsare specializedcomputers used to connect two or more transmission lines. When daés ayn an
incoming line, theswitching element must choose an outgoing line to formdwemon. There is no consensus on the term
used to represersinitching element but Routdés mud widely used. Thterm distinguishes broader teecommunication
structure frormra local area network. A wide area network may be privately owned or relniethe term wually connotes
theinclusionof public (shared user) ngorks.

In most of the WANsthe network contains numerous cables or telephone lines, each one connecting a pair of routers. If
two routers that don't share a cable nevertheless wish to communicate, they musdidectly via other routers. When a
packet is sent from one router @another via one or more intermediate routers, the packet is received in its entirety, stored
there until the required output line is free, and then forwarded
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5.3 INTERNET

Internetis the world's largest computer network and is describesnetworkof networks. One of the greatalings about
the Interneis thatnobody really ownst. It is aglobal collection of networks, both big and small. These networks @bnne
together in many different ways to form the single entity that we know as thednterfact, the veryname comesfrom

this idea ofinterconnected networks. ThermfiThe Internet was first ugd in 1982 to réer to the enormous collection of
interconnected network that use TCP/IP protocols.

5.3.1Conceptof Internet

The Interneis a network of networks that connects users in every country in the world. There are currently over one billion
Internet users worldwide. The Internet brings the outside world to your desktop in your home or in your office. The
Internet is a global netwkhmade up of thousands of networks that communicate with each other. The Internet offers a
diverse range of information and ideas, covering almost every topic you can think of. You can also share your knowledge
and interest with others.

An individual or oganization controls the LAN or private WAN network. The Internet is a conglomerate of networks and

is not owned by any individual or group. There are, however, several major International organizations that help to manage
the Internet so that everyone @fls the same rules.

Whoever wants to connect to Internet must contact Internet Service Provider (ISP). An ISP is a company that provides the
connections and support to access the Internet. It can also provide additional services such as Email andgveb hosti

You connect to an ISP by using a PC modem to connect to your ISP's modems. Your modem connects to a single modem
among a bank of modems at your ISP. This is called a-ugiatonnection. Users within corporations and large
organizations typically connéto an ISP via a highpeed link.

Internet Architecture consists of:
i) User PC
A Multi-Media PC equipped to send and receive all variety of audio and Videay include :

1. Sound Board /Microphone/Speakers
2. Video/Graphics for 3D graphics, videplayback
3. Video camera
4, Voice recognition
User PC
MIDI _
Pl -
N o B
Video = multi- =
R media
\ ; Micro-
display / phone
Speaker/
headset
g e
Encryption

ii) User's Communication Equipment
This is the communication equipment located at the User's location(s) to connect the Users' PC(s) to the "Local Loop".It
may include:

Phone line Analog Modem
Phone line ISDN(128K).
Phone Line DSL (6 MB) ,
Cable Modem (27 MB)
Electric Line (1 MB)

Satellite (400 Kb)

LAN

Routers

Firewalls

CoNOTAMLONE
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E Security
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iii) Local Loop Carrier
It connects the User location to the ISP's Point of Presence asyngf the following:

1. Communication Lines
2. Cable.

3. Satellite

4. Power line.

5. Wireless.

iv) ISP POP

This is the edge of the ISP's network. Connections fromthe user are accepted and authenticated here using remote ports.
v) User Services

These are the services that most users would use along with Internet Access:
Domain Name.

Email Host

Usenet Newsgroups (NNTP)

Special services such as TELNET, FTP

User Web Hosting

. These servers require fast interfaces and largesfiorage.

Vi) Online Content

These are the host sites that the user interacts with. It includes:

SarwNE

1. Web Server platforms
2. Hosting FarmsMany online resources are hosted at welhnection facilities
3. These servers require fast interfaces langke/fast storage.

\ii) Origins of online content
This is the original "realorld" sources for the onlinformation which may include

1. Existing electronic information is being connected from legacy systems.

2. Traditional print resources areibg scanned and converted into electronic format
3. Many types of video and audio programming is being broadcast via the internet.
4. Internet telephony is growing on the Internet

\iii) ISP Backbone

The ISP backbone interconnects the ISP's POPs arrdantgects the ISP to Other ISP's and online content. It includes :
1. Backbone Providers

Large Circuits- fiber Circuit carriers

Routers

ATM Switches.

Sonet/SDH Switches.

Gigaswitch

Network Access Points

NougrMwd
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5.3.2 Applications of Internet

E- Mail

It is way to communicate offline between different Internet users. With electronigyomacan send messages to people
across town, across tleeuntry or across the glohestantaneously. It a concept that is radically reshiag how the world
communicates. Enibgoes even further you can also send and receiva@itized pictures, sounds, and entire computer
programs, using ternet email as a "carrierHundreds of electronic libraries and anats d over the world can be
accessed lsg this technique to provide access to their resources. Finally, you can subscribiirtg listsi electronic
equivalentof magazines or newspapersccept on these magazines, the subscribers can also talk with each other, turning
the list into a priate forum.

Chat

Chator Internet relay Cha is a muti-user, multi channel, realrbe CHAT. It allows multiple users to take part in the
conversation. It can be used for marketigiving producion €c.,in business sector.

News Groups

Many uses can communicate and share their views through timgernetService. A newsgroujs a discussion about
particular subjectonsistng of notes writtento a centralinternetsiteand redistributedhroughUsenet, avorldwide
network of news discussiorgroups. Usenet uses théNetwork News TransferProtocol (NNTP). Newsgroupare
organizedinto subpd hierarchies, withthe first few lettersof the newsgoup name indicatinghe major subject
category and swzategories representedy a subtopic nameMany subjecs have multiple levelsof subtopics.
Sone majorsubjectcategories aretews,rec (reereation), ¢ (society), si (sdence) comp (computers)and may more.
Users can post to existimgewsgroups respondo prevous postsandcreat newnewsgroups.

5.3.3 Connectingto the internet

To preparethe Computer fointernetaccess and LANyou would require some infaration that you canget from the

Network Administrator The, Ethernet cardcanb e configuredin the following steps.

1. Click on stat, selectcontrol panel and click on Network or Right click on My Network places at desktop and
selectits propeties.

Y- I s | Ars i (B | LI 2955 sum
Desktop window for windows 2000 professional
2. This screen iforms about the network and dial up connections. Select thehahgduwant to install.

T T e ———

L B - T et N S, R:

agcees |3 Hy bl Places

—ﬂ a 8 9 O o5 O
m [ecumwrnts on

w i con Crmguite
My Network Places ] mzid  Peabe gl

s Hiin Fokdar b opsn fise
Fifiors st gt aned 1
radal nedwsk s

Teviet up Fstrecriing o6 vour
g, b

Connsctions

Salat ar e b v B
s gl

Soe dhivt

1 Cpoumnts

i Comonte

3. To instal local area network, select theon, anew screen appeamwith tile details of the Ethernet card anthe
blank area where components can be installed.
4. Click on Install button and adthe components like Client foMicrosoft network, File and printesharing for

47



Microsoft, NetBE Ulprotocol. TCP/IP protoml should be added you wantto access Internet.
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5. ToconfigureTCP/IP,selectit andclick on properties.

nternet Protocal (TCP/19) Properties
Derwed |

You can oot 1P stings acsgred somaticaly § pour retmark. suppons
b Othrwes, o iaed 10 40k, ous reivecrk, adeinst alor for
m appesprats P seting

1% Obtain 3n P adduss atomaticaly
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e
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" Dbean DNS server addest slonatcaly
3 Lam the bolovng DNS smver adch eases
Preleves DNS servec [T 1w 1 2
Admerato DNS soover .. 2. 2

] o |
TCP/IP Poperties
6. Select oltain IP address automaticallyDHCP has been configured on Windows NT/2000 domain. Otherwise specify
the IP address manually and subnet maskNfSOs configured in the network, specify I8 address. DNS is used to
resolve the namewith IP address.
7. Click on Advanced and Select WINS configuration Tab. As your compsiidentified by a name and actually any
compuer needs IP addess to connect tonetworkso WINS is required to éconfiguredto resolve nanes in WIN

NT/2000server basd network. IfWINS is installedin the network, enable WINS resolutithy giving the IP address
of WINS server.

dwanced TOP /TP Setbings Ili
1P Sy | D85 uns|m|
~WING addhagies, in o of uos:

s [ on | e |

1 LMHOETS lookup = enabled, § appbes 1o o connections Ios which
TCRAF i anabled

¥ Erable LMHO5TS lokup Import LMHISTS...
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™ Disabis Matfi0S e TCRAP
7 Uge Hetfl05 setting omthe DHCP sarees

= ] _cwen |

48



Advancel TCP/IP properties

Once all above details are given, the compistezady for access through LAN.
To Configure Dial up connection
8. The dial upconnetion should beconfiguredif you want to access Internet from the computer at your home through

telephondines. Select dial up connection option as rieTedin point 2.Network conredion wizard will help youin
creating this dialp connection.

=10l x|

=t - - [B] | DhSearch L Folers (#Hstory | D W K o | E-

Addrass |il Mstwicrk, snd Disk-up Connections :J 5o
= T
L - b,
. Welcome to the Metwork
Network a1 Connection Wizard
up Connec!

Using this wizard you can create a connechon bo other
computers ard networks, anabling applications such &%

Maloe Mevs Conne e-mail, Wb brovwsing, fle shaing, and panling

The: Metwark Conne

To contrus, click Mext

access to cther con
rsbnarks,

Meat Canced

| ohject(s) selected 4

9. Follow theinstructonsandgive the desedinformation Select theconnectontypeandclick next.
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| W;J:ﬁl Network and Disl-up Connections :I 5o

e U g %

Netwd
up Col Network Connection Type
You can choose the iype of network connechon you want lo create, based on
Make Ne yout netwotk conbiguiahicn and your netwotking needs
The Netwol
;’;‘gj&?ﬁf @ Dial-up to private network
access to Connect using my phone ine [modem of ISON]
networks. " Dial-up to the Interet
Connect to tha Intemet using my phone line [modam of ISON]
ce 10 & polvad K theough the Int
Create a Vitual Private Network [VPN) connachion o Yurvel through the Intemel.
" Accepl incoming connections
Let other computess connect to mine by phone ine. the Intenet, or desct cable
(‘ (W 3 Ak .4' 'o e p 8,
Cornect using my serial, parabel. o infrared
cBack [ Mew; | conce |
[1 object(s) seherrms
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10. Now the wizard requires to know about the availability of gtosine ction Select the type and click next.
— R

|
| #=pzd - = - B) | PASearch [GFoldes (Frstory | A5 O X =9 | F3-
_immlﬂ&whandw-w':mnu{m j 6o

= T

L_E:HJ g W EE.] )

Netwd
up Col  Connection Availabiliy o1
“'ows may make the new connechon avaldable bo ol users, o just pourself. @n

Makoe Mey d
The Netwol end mag make this connection svailsble bo all users. of keep it onky far your own use. A
:—?ih::-? connechion dored in vour pralile will not be avalble unless you s logged on
access to g
networks Craate thes connechon:

1 For ol users

1 Dirdy foe myzel

« Back Mesdt » Carcel
[] objec(s) selermr

11. Give a nanetothisdial up conrection and click finish to complete.

£d Favorike ’ by iy

[ Network and Dial-up Connections. .-_u:lix

$cock - = - 3| Qsearch Ly Faders Pty Uy W X @ | Ehy
Address I.Ej Network and Dial-up Connections _"_] @G0

en L] s-Hl %

Network Connection Wizard

Netwo

_bp Cot Completing the Network
Maloa Nem @ Connection Wizard
The Networ Type the name pou want to wse for thes connection
helps you ¢

so that you
&cesstoo
networks,

To create this connection and save i inthe
Network and Diskup Cornechons folder, chek
Firsgh,

To edit thes connechon i the Network and Dialup
Connections folder, select it. chck Fie. and then cick
Properties.

[T Add a shostca to my desklop

< Back Finish Cancel

1 object(s) ses=tr=
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3.

DO IT YOURSELF
Q1. Whatarethe differenttypes of topology useth LAN.

Q2. Configure the Ethernet Card after consulting the Network Ad ministratorary@mization.

Q3. Configure the modem Card for Dial up Connection with yk3p.
54 SUMMARY

1  When several computers aigerconnectedo share the resourcésis called a néwork.

1 Therecan beseveralifferent types of Network likéAN and WAN.

1  Whenthis networkis confinedto small areaj.e., aroom, abuilding, it is knownas LocalArea Network.

T There are severalays by which LAN can be implemented. More than 90% of the orgaioizaimp le mentationsre
through UTP cable.

When thenetworkis spreadacrossa wide area.e, across the countnyn different countries continentsis caled
Wide Area Network.

Internetis anetwork of networks.

Different protocols araisedin Internetlike www, SM TP (emali), FTP, Telnet(Remote Login).

LAN Card a Ethernet card can be configuredconsultation with the network ad miriator of an oganization.
Dialup connetion can be configured so that computer can access Internet or email through beesicetprovid er
(ISP).

5.7 MODEL ANSWERS

=

=a =& —a -

Ans 1 Thetopdogiesused in LANare Bus, Ring, star.

Ans2 & 3Rfto5.5
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CHAPTER 6: WWW AND WEB BROWS ER

6.0 INTRODUCTION
The Internet is a collection of computer networks that connects milions of computersdathe world. The WWW
incorporates all he Internet services discussed in lasttehapd much more. YoCan retrievedocumentsyiew images,
animationandvideo, listento music and sound files, retrieve and transmit voice, and view programs that puadically
any software in the world, provided your computer has the hardware and software to do these things.
Internet browser enables you to connectthe Internet and gain access the vast storage ofnformation on these
computers. Whether yoare searting for information or havingt delivered to your computer, take a look at some of the
features that make them easy to browse the Internet.
6.10BJECTIVES
After completing this lesson you will be able to

x  Explain world wide web
Understand diffenat types of Browsers
Configurethe browser
Search websites or web pages
Download and search througfiternet explorer

X X X X

6.2 WORLD WIDE WEB

WWW is a system consisting of interlinked hypertex documents, available on Internet. These web pages can be
collecively called a website and has a unique name called Website name. These web sites can be accessed on any
computer connected to Internet using a web browser. The most commonly used web browser is Internet Explorer(IE). The
web pages or web site may contaéxt, images, videos and other multimedia contents and user can navigate between
them. The English physicist Tim Berneltee wrote a proposal in 1989, making a way forcated WWW (World Wide

Web). This is why he is called Father of Web. Now he is ffexztbr of World Wide Web Consortium.

A website is a collection of web pages maintained by a single person or organization. In most cases, a website has a distinct
fully qualified domain name, such as www.yahoo.com. We can classify Websites into theee type

1 Public

2. Personal

3. Intranet

A public site focuses on a company or an organization.

A personal site is a site that focuses on an individual. These sites are specifically designed to provide support and service
to customers of a particular produmsta range of products.

An Intranet site provides information about a company, but it makes the information available only to that company's
employees mainly.

6.3WEB BROWSING SOFTWARE
A browser is a computer program that resides on your computer enafolingo use the computer to view WWW
documents and access the Internet taking advantage of text formatting, hypertexradeas, sounds, motion, and other
features. Netscape and Internet Explorer are currently the leading "graphical browsdrs" wald (meaning they
facilitate the viewing of graphics such as images and video and more). There are other browsers also like Macweb, Opera.
Most offer similar features and can be successfully used to retrieve dasianenactivate differerkinds of prograns.
When you log onto the Internet using Netscape or Microsftarn et Explorer or some other browser, you are viewing
documents on the World Wide Web.istHTML and other programming embedded within HTML that makes Hyptertex
possible. Hypertext hasi¢ ability to create web pages containiimtkd, which are area in a page or buttons or icons using
graphics on which user can click moubatton toretrieveanotherdocument intohe computer. Every daarent, file, site,
movie, soundfile or anything youind on the Web haa unique address called Uniform Resource Locator (URL).
All browsers rely orfplug-ins” to handle thedncier files you find on the Web. Rjtins aresub-programs stored within a
browserorelsewhere in your computer especially to supppecial types of files you mayiak on. If you click on a link,
and your computer doeotncurrently have the plugn needed for the file you clicked on, you are usually pro mptitid an
opportunityto get the plugin. Most plugins are free and easnd safe to install on computer, the user has to follow the
instructions that are given.
The Screers
The way in whichdifferent browsers diffefrom each otheis in the convenience features they offer for navigating and
managing the Web and all the URsu may want to keep track of. Netscape and Internet Explotér dfter the ability
to email documents, download them to diskette, print them, and keep track of sites visited and important siast fou
"bookmark.” For most of the purposes, one gewis sufficient. I[E and Netscape are excellent browsers. For a long time
Netscape was thenostly used of the two. In the last coupleyafar,both have bcome very powerful. Netscape continues
to offer bookmark capabilities that IE'avorites” cannotmatch. Most other features are quite similar in both e§¢h
browsers. The layout of these browsers is organized fop tobottomin the following manner
I Themenu bar (top row, starting withFile in both IE and Nets ca)
1 Thetool bar buttons (usuallysecond row, starting witBackandForward,in both IE and Netscape)
I Thelocation or address field a White box which displayshe URL of the current document ara which youcan
type the URL of a documenyou wantto retrieve
I Thedocumen window (thelarge arean the center)
1 Thescroll bars on the right and bottom for moving through the document (appear wheaeoeument is todall or
wide for the screa.
1 Theprogressor status bachosen appears, and waéne URL ofa link displays beforgou click on it.

6.3.1 To Navigatethe Web Using IE or Netscape

1. Click onlinks or buttons whin a document in the document window. Links are the highlighted areas of hypertext in
the documenitself. They will retrieve other documents. Tick on a link,move the mouse ovehe highlighted area
and click once.

2. Back (the first toollr button) returns to the previous document. Use the Forward tooltembonly after youhave
already backed up to a previous document. It will return you to the documemieyewiewing before you chose to go
back.

3. Go in Netscape and History IE. It shows you a list of sites you have recgnvisited. Usingthemfor opening web
pagemay be faster than clicking BACK several times.

4. Home (a little house toolbar buttambothIE and Netscape) returns you to the Web Home Page.
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Giving the URL

If you have the URL (Uniform Resource Locator) ofpedfic document you want to see, type tbRt into the white
location or Address box, and press the Enter key. (You will need tdigtigland delete the text in that box before you can
type in a new URL.)

To Move Through a Document using IE or Netscape

Click the mousen the arrows at the ends of the didrars on the right (or bottom) side thfe document to movthrough
thedocumen. You mayhold the right mouse button down on the pad in the scroll bars and drag it to move the document as
well. The space bar key will also take you down through the documentthanolackspace key will bring you back up.

Page Up and Page Down keystloe arrow keys also let you move.

6.3.2 Popular Web Browsers

Internet Explorer

Microsoft Internet Explorer enables you to connect to the internet to gain access to the vast sifongsadbn onthese
computers. Subscrib® your favorite sites so #t the content is aomatically updated whenever you weatdily, weekly,

or monthly. Internet Explorer can download updated Web pages or entire sites in the background while theuvetrk

on your computer, or even while you sleep. Then you can brdwsegh them later online, offline, at work, at home, or
on the road. You can add a Web page to your list of favdiitesasy access fromthe Favorites menu or Explorer bar.

With Auto Complete, when you start typing a frequently u$ed in the Addressbar, Internet Explorer completdke
address for you. Using securitpnes, you can set different &g of security for different areas of the Welptotect your
computer. With Content Advisor, you can screen out objectionable or offensive contestyQunare set up, take ok at
some of the things you can do on the Web. From basic browsing and searching, to viiawireds and sweriptions.
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Figure 6.1 DOEACC Page seen through Interngtdzer

Detailed operations through interneiidorerwill be covered in next sectiomgth screen shots.

Netscape Navigator

One of the most popular ways pé®mse Netscapie to browse the Web. Navigator, the Netscape component that lets you
visit web pages, offers many ways to visit web pages and seardtiebheWhen you start Netscape, yseeNavigator,

your browser. A "What's &v" page appears autorielly in the browser window when you first launch Netscape.

After the first launch, you will normallyee your home page when you labrnidetscape. Unlesgou choose a home page
yourself, your home page s chosen by your network or Internet service provider, or you see Netscape'gdioivie pa
have givennww.doeacc.org.irchttp://www.doeacc.org.in> as our home page.
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Going directly to a URL
1) Click on Fleand then orOpenPage.Enter aURL in the white box and pre€nterto retrieve the document. You
may aso invokeit usingCTRL key +0 key.
2) URUlocation/Go To box (white boxabove the document window) aisiks togo drecty to a URL.
a)Click overthe textof the URL currentlyin the UR./Location box
b)While it is highlightedtype in the new URland pres&nter
¢)The advartage of ging the URL/locationbox s that a history of URLyou retrieve isavalable by pressing the gray
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pop-down arrow at the right end tiie URL/locaton box

6.3.3SETTING UP CONNECTION THROUGH DIALUP
1. The following screens define the process of connecting through Dialup

incernet Optons 2

General | Secuity | Content  Connections | Programs | Advanced |

@- LUse the Inbernet Cornection Wizard ko
connect your computer to the Internet.

i

Setup..

Diskup settings

o Mever disl|a connedon

| Dzl whenever a network conneckion & not prese
I© | fibyays disl iy default connection

gy~ Nome Siet Defau
Local &rea Nebwork (LAN) settings

L

LAN Settings,..

QK I anc

L

2. Click on Add in dialup settings area dfigure above the following screen appears.

aE

Boforo you can make any phone of medem conneotions,
Windows needs the follovang rformation about your cunrent
locahon

What count/regon ae wou in now?

What 203 code [or cly code) e you in now?
I pous dial & rumbet 1o access an oulside ine, whal is 27

-

The phone system at thes location uses:
& Tone dslng " Pulse daling

[ox ] ceca |

3. This screen requires to knoaboutthe placeyou are in. It also asks about the phone system. Click on
drop down arrow of countryou get following screen.

21

Betore you con make ang phore of modem connec ions,
:Jcruqows needs the followng micrmation abowt your cument
ation.

What countiy/tegion &re you n now?

[Unled Stares of Amenca L]
Turwdad and Tobago -
Turvsio

Tukey

Turkmereatan

Turks and Cacos lslands

Tuvau

Ugardas

Likiaine

Unied Arab Emastes

Linded Knodom

Unded States Vagn i slands
Uigany

Ll zbaksttan
Varustu J
Vanicon Chy

4. Thescreengiven belowasks about the location arits area ode. Cick OK to selet.
5. This locationcanbeeditedwith the helpof following screen.

owlocation 2 x]

Beneral | Ara Code Ruies | Calng Card |

‘g Lacation name: IM_-.II.-'.h:c'nn

Specily e locstan am which pou vl be daling

Counkiydegion: Araa code:
[ind =] [ori
Diglig iles

‘when diakng from thiz lbcalion. we the follosing mdes:

Ta scceis an oulzide e fo locs calls, dat

To access an oulside bne fo leng-distance eals, dial

[T Todizable cal walting, da: E - I

Dial wsing:  * Tone " Pulsa

el | oo |
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6.4 SEARCH ENGINES

There are three ways to search quickly: from the locaBar, from My Sidebar, and from théet Search pageA Search

Engine is a program that seaeshdocuments for specified keywords and returns a list of the documents where the
keywords are found.

Although search engine is really a general class of programs, the term is often used to specifically describe systems like
Google Alta Vista and Excitehtit enable users to search for documents on the World Wide Web and USENET
newsgroups.

Techniques for using a Search Engine

The best way to learn how to use a search engine is to read the help information and practise. If you want to search for
words that mast be together you can put them within quotation marks. Thus if your first search doesn't find what you want,
it is a good idea to try different combinations.

There are two easy ways to narrow the search.

a. Use a plus (+) sign to indicate you want diMgb pages that contain a specific word.

b. Use a minus-)sign to indicate you want only Web pages that do not contain a specific word.

6.4.1 POPULAR SEARCH ENGINES

You can find information on the Webin a variety of ways. Whegou dick the Search buttonn thetoolbar,the

Explorer bar appearsat the left of the window. Itprovides access toa numberof search serviceshat offer

different kinds ofsearchingcapabilities.In InternetExplorer, if you are lookingfor some website, but donkinow

its URL address then there are some websitealled search engineswhich helpsyou to search that website. For

example,www.yahoo.co m<http://www.yahoo.com>www.google.co m<http://www.google.om>. To search

aboutspedfic topic follow theesteps:

1. Open Internet Explorer and Type the URL addressof serch engine website e.gwww.google.com
<http://www.google.com> in thé&ddress BarThefollowing screenappeas asshownin thefigure below:

=101 X
Pe (R Vew Fovrtes Tods Help

[ = DA A Yowd Greatm Jrew S SW HO T

Aadress [u:vr/n:‘q:r cond - > @ Go e~ l = ks
8 India
Web |mages Smups Ness meres

l Sdzarssd Saanh
2 xfsgrigy

[ Googe Search I I Feaing Lucky | RArAaze T5a

Seacch. © the web © pages from India

Google co in offered i Hind Bangai Telgu Maratts Tamd
Advatiang Progiams - Abot Goggle - Wee Hineg - Go 1o Google Ccom
Make Googles Your Homepags g
Q2006 Google - Seanhing 8052 D51 wab pages hs
) | © rreral
2. Type the desired topic |ike Adoeaccd and click on goog

3. The new window will open with all the websites related to the topic that you give in the search bar as shown in the
figure below. Then click on any of the topic.

"o LOCGIE SEAFCTE JOCACE - MICrOSOIT INCEIMCE EXpIOres = =0 A)
Fle E Vew Favorkes Tocks Help -
Wbk » = < (D A A} Dsexch Gfrovortes (Pustery | e O KN - 5] @ ¥
Address [Q] D[ 900 g <O rsearch hieentic=150-8859- 18qe=doe accimet s ;] @G || Google « Jdoeacc » l'*.lf

-

images Groups News mores

GO()Sle [doeacc Search m‘,,,‘h

Search: & the web © pages from India

Web Results 1- 10 of about 7,980 for doeacc. .05 seconds)

DOEACC . Home
An autonomous orgaresation ender the Ministry of Communications & information
Tochnology. The pnme objectve of the DOEACC Society, is to bang the most .

w doeace oeg in - 26k

DOEACC _Accreditation

. Pass percontage of these candidates in DOEACC Examination ... in favour of

DOEACC and the request should be addressed 10 Registrar, DOEACC Society ..
ww dorace org m/doeace/accr him - 9k - Similat pag

{ Maos X gn |

Doeacc 019 - Doeacc org
Docacc org. This domain name expired on Feb 04, 2005, Chick here to renow 2t
Home, Gifts Online Store Leg:l Help New Vechnclogy Professional Sernces ..

ww dosace org \

DOEACC Alumni Organization ~|

6.4.2 ACCESSING THE WEB BROWSER

Here we are ugg Microsoftinternet Explorer to acced¥orld WideWeb and showing yothe screen shots.
Followthe given steps to usthis clientbased software.

1. Doubleclick On the Internet Explorer Icon on the Desktop as shovthe figurebeow:
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et ]| L0 @ Sy = || dchaoe | Symove. | EllAscbe. | BB e .| 4 G000t |

2. This invokes explorer screen which is shown below. This screen contains the URLnesAdar and the Home Page
of given website. Therocessfor seting this screeis given below.

J File Edt Vew Favorites Took Hep
| Bk » = - QD [2] A Qseach wiFavorkes Prmay (S-S H @ »
]Aflﬁasslﬂ htp: ffwww.doeacc.org.n

Registration

Qualifications
Opportunities

e I

3. If you want to make the current website as your Home PagX @& Tools/Internet Options. The Screen will appear

as shown in the figureelow
K

General | Securty | Contert: | Connections | Programs | Advanced |

~Home page
‘ a! You can change which page to use for your home page. !
Address: IMlpzm‘mne.mosaﬂcuw ‘

[

usecurent | usepefar | usenisnk |

[ Temporary Internet fles —————————

| & Pages you view on the Internet are stored in a special folder
: @ Y for quick viewing later. ‘
Delete Files... | Settngs... | |

\
|

Kstory — —
"5 The History folder cortains links to pages you've visited, For ‘
’ quick access to recently viewed pages. ‘

Days to keep pages in histoey: | 3 |

Cobrs... |  Fonts.. | Languages... | Ammblty]

[ ok ] conce | aey |

To get a desired website, type thelURame of the website,.g, www.doeacc.org.in) of the site in the Addreszar.

6.43 USING FAVORITES FOLDER
The addressefor yourfavorite webstes can batoredin afolder sothatyou canlateron retrievethataddresgrom
favorites FolderTo addthe current site iryour favorites folderfollow thesesteps:

1. Click on Favorites onMenu bar, Add to Favorites. This invokes a properties screen as shown in théggiven
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2. The nameof the website autmatically appearsin the NameBox. You can click onthe icon to make, available
offlin e.
3. Nowclick OK to store this adadssin favorites folder.

6.44 DOWNLOADING WEBPAGES

When you access a web page, for instance, you are actually downloading the document and all its associated graphics from
a web server. To download files is to click on the link to the file with yount igouse button anskelectsave to diskfrom

the popi up box In some cases, you will be prompted to save file somewhere on your hard drive or the file may download
automatically to your desktop, depending on how your browser is configured. Another wsgvéoor download a
document to a diskette is given below:

1. FromtheFile menu in IE or Netscape, sel&save As Following dialog box will appear:

2. Select Sae this to disk radio button and click OK. It will ask for thefolder wherethis webpageisto be stored
and trefile name Give folder and file name andick Save.
Theweb page is now available ingBpecified folder in your Computer

6.4.5PRINTING W EB PAGES

Most bravsers have a Print buttaon the toolbarthat letsyou printaweb pag. dick File in the Menu Bar, tlen Print.
Select desired option<lick File, then Pageetupto ater margins, select landscape viewd other details Some web
pages areidided into multiple sections called frames. You camly print oneframe at a time. @ print a particular frame,
first selectit byclickingit, then click the Prinbutton orselect Print Frame fromhe File menu

DO IT YOURSELF

Q1. What is a web site?

Q2. How webSitescanbe accessed?

Q3. How contents can be searched in Internet?

6.5SUMMARY

1 A web page is an electr@ndocument written in a computer language called HTML.

1 A website is one or more web pages that relate to a common theme, sagie@®n, business, organizatiar, a
Subject such as sports

1 A browser is a computeprogramthat resides on your computer enabling you to use the computer to view WWW
documents.
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