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COMPUTER FUNDAMENTALS & MS-OFFICE
UNIT -1
Introduction to Computer Systems and Hardware
$5) VXGRS ()20 0BAW 23aee0eD

1. Sorsob esdre 3»? What is a computer?

@. BoagrgtaD: Soarstad edie el DE @508 weso° B BEaroed) EP R0 TR0
DZNOD BE HE 550 Tgo° HOTRY OTE HOETRY Eosirstl wotrd.
=t @9&33}65 L0805 erRES eHoNIS) & Jogesodorr Bhre.

2. Bo&Hs80 §o‘f.g)°§¢o§,e35 SIRPA0DS HBBTPeHBON EPADo’.

What are the components used in second generation computers?

3. SO&NBB0o éoo“yege)é@’s @P@Qég Q0 5838 K50220H0DL HBETCOLHGIABTA0TRE.

3. 63 *red 900 éo‘f.g)vrséaéés&) 8P 8eolk.

What are the types of computers based on purpose?

23, GOAPMTPeN ©X00N EosIPyrdn dngzore Gotd Sseenrv ééé@oé&ézﬁg ©Q.

1. Jrgrdes @50Tee Sosyrstad 598 (General purpose computers)
2. 858 eddtre BosIesed 5559 (Special purpose computers)

4. (3"5’)35;550“360(1" éo‘f.p)vggeogés& 8500 DNB0N04.

What are the types of computers based on operation?

&3, @rddon @@géoﬁéom EoIrgtadd dwggore s Sseenre HFBomedd. @d)

Q. @derh Bogrssb (Analog Computers)

8. &8¢S Bodrgeod (Digital Computers)

. A& Borged  (Hybrid Computers)
5. DA Sogrgsraresd 8wyo&k. What are the different number systems used?
&3, SSoagor Soassd (Number system) ol Frenth Sseenrr HefRomed. o

2. by Dogrg 335390 (Binary number system)

8). 83°0% Sogrg H:59 (Decimal number system)

2. o526 Sogrg J5d  (Octal number system)

&. Lrrodsed dogrg 8550 (Hexa number system)




6. Boagrgead @r R0 FrTesd) afPereld $0880DEw.
What are the types of computers based on size?
&s. BOFgad FPRROR o) e pere H08YH :-

B He80 BogIreasn ek Ssenrr é@é@o:ﬁ&ézﬁ%. )

d. Bopseod (Micro compuers)

8. 1 Bogrged (Mini compuers)

2. oS @& Bosryead (Mainframe computers)
&. J0°08 orgead (Super computers)

3. &3 Sodrgb (Tablet computer)

7. Convert(22);, into (?),

2.

o N LV I
IIIA

2-1 '::‘:'1'3 = I{10110‘]:
1-0
8. Convert(44);, into (?)g

2.

8|44
44)40 = (54
5.4 (44)10 = (54)8
9. Convert(43);, into (?)16
=- 16| 43 Decimal 10 1112 1]13|14]15
2-11 HexaDecimal| A | B| C | D | E | F

(43)10 = (2B)16
10. Convert(1110), into (?)q
. 22 272" 2% S x1+ 2P x142' x142° %0
=>8+4+2+0=>14

=> (1110), = (14)9

11. Convert(25)g into (?);9

. 8'8" = 2x8 +5x8 =16 +5=> 21
=> (25)3 =(21)10




12. Convert(2A);¢ into (?);

s, —>2x16 T10x 16

=>2x6+16x1+>32+10=>42

13. Convert(420)g into (?),

=>

(24)16 = (42)10

. Binary 000 | 001 | 010 | O11 | 100 | 101 | 110 | 111
Octal 0 1 2 3 4 5 6 7
4 2 0
=> 100 010 000 => (420)g = (100 010 000),
14. Convert(FF);¢ into (?),
e3.Hexa Decimal | O 1 2 3 4 5 6 7
Binary 0000 | 0001 | 0010 | 0011 | 0100 | 0101 | 0110 | 0111
Hexa Decimal | 8 9 A B C D E F
Binary 1000 | 1001 | 1010 | 1011 | 1100 | 1101 | 1110 | 1111
=> (FF);=(11111111),
15. Convert(101010), into (?)g
es. Binary | 000 | 001 | 010 | 011 | 100 | 101 | 110 | 111
Octal 0 1 2 3 4 5 6 7
101 010
= 5 2 => (101010), = (52)g
16. Convert(10110), into (?);
e.Hexa Decimal | 0 1 2 3 4 5 6 7
Binary 0000 | 0001 | 0010 | 0011 | 0100 | 0101 | 0110 |0O111
Hexa Decimal| 8 9 A B C D E F
Binary 1000 | 1001 | 1010 | 1011 | 1100 | 1101 | 1110|1111
101110
= 2 E => (10110), = (2E);5




17. Convert(3D);¢ into (?)g
8,275 B00SK waPodorr $0) Swoh, Fwie IPE°) SEr0aeR) BO8, 8 B0
5008 @5pozed S5°0°)0.

Hexa Decimal 0 1 2 3 4 5 6 7
Binary 0000 | 0001 | 0010 | 0011 | 0100 | 0101 [ 0110 |O111
Hexa Decimal 8 9 A B C D E F
Binary 1000 | 1001 | 1010 | 1011 | 1100 | 1101 | 1110 | 1111
0111 1101
3 D => (3D);¢ = (0111 1101),
@t B0 5008 ©ipoal Lrddiod
001 111 101
1 75 _> (3D);6=(175),

18. Convert(125)g into (?);6

&3. 856 Do IPeR) $E°0a°A8 S8 T8 Socses 8568 805 Bhars B Kod
P50y 53203208 $5°Td.

&S o8 BI08 SrthdFod. (125)g = (001 010 110),

8560 5008 e $B°03eA8 S8 Ko

(001 010 101), =0101 0101 => (125)3 = (55)16
=5 5

19. &gboagsrdo N & SrEad Boirged &° othd artoertd?

Why binary numbers are used in computers.

a3, B0:Irstad o0 el QoIS HBES0. @ AoTIE HOBEFS On Hdas» Off
0 HBOBKO. B Pomgnod® 0, 1 ©F 80 3ok ©08w JrBR Goerom.
& @080 “Bit7en @otrdh. Ond Hdre “17 Hdakw Off & Hdmre“0”

&CIPANT 3008)5X7°TR) 0sIPedd GOBTARTD.




20. 35 HE5 H08veen edreSd? Define Input Device?

23. B8 DT HOBTe: Z0:rsead B RS SSTPTrTrdn BaiErd8 SN@rPA0T HOETOR
a8 DE $68Ten (Input devices) @otrth. dwe: 868, &R, erdd HE BSBRS.
21. S HE H08tren 8SIDH? Define Output Device?

23. @3¢5 D HBBTren: Losirytod HARHTHAE 52K S&roeTed) 8Kitrd8

SHBPA0T DOETPOR 03¢5 HE (Output device) H0ETEeD ©0ETE.
& 38, Q066, aRed FotBI.

22. D Bod aS HES S0 BE HE H505TPL D @OHod.

Write the names of any two input and two output devices?

&s. &S D& HoBoren:§ 65, SR, e {5, er5 & &°:6 AT,

D & H08Toen: IeINB, B085, b, eldr, BT, DY IETED.

23. )88 edreS3w? What is a scanner?

&3, J288: 736 a8 SEN Bl HE HOEEHW. J7I6 wesoe oy &°A8 g

BB BT HoHHEn)K0.

24. B8 DS wdmeI? What is a Lightpen?

3. 88 DR BE 1S K00 B DE HBBBHW. 18 rowotdofi (Pointing)
HOEEL0. B Tecoe 8880 Srdeadd Menus® $08 H%E earodd
Option 8§ BOEPH)%0. 80 1R erotdd (Photosensitive),

&% (Touch).
25. 2065 50805 o5 @HE edreIn? What is a printer and printout?
2. Q0ed8: 2065 K (printers)o 3¢5 HE HOEE0T SHBEAIED.
a0 Print dcbag $5raroed), a8 $ET) & Hoc HOsreh SedJ.
05T : 31068 &HAPACY DD i Q0T B BLreTroeR) BotSeHes
(Printout) @oerd:. HII 55 =& (Hard Copy) @9 7w 0.
26. Bit $08ci» Byte 1h%od 8oyo&. Distinguish between Bit and Byte.
a3, Bit: €5 0036 Bosrgeab &° $8raroed) Jeg T el &° Fosmdd
GHRPAOT ($H7e00.80535e5 S° bit @38 basic unit. HIS* ‘0’ Soe ‘17 SrEH
store Bl e,




Byte: $05028 30 Pl Sodnedd eH@RNHE chrdd 8 bits .8 byte
™ S50, Sodrsed &° byte @36 &) bits Bwd), Swons. Frerdewore 8
bitsio 1 byte & endedh. D3 computer memory E°OF unitsre &HRPAIED.
27. S8 (Volatile)$o80m a8 SoBS (Non-volatile) 8 dBsDoS0&.
Define Volatile and Non-volatile memory.

2. FoBS rb: FoBS (volatile) IS S°A Srardo Joy Soteren
Srereod D)8 S°ard. @0l E30én VB Jiraroed) Joy TS TD.
STPRSEE 9B 5 a8, Ram(Random access memory).

PR-FoBS JRr0: IPE ETotn Do Terdd, HSrTroed) de
DS K. smrirdnd S8 8°6 Db, Rom(Read only memory).
28. 1 GB memory &° dQ) bytes éoéron.How many Bytes for 1 GB memory?
es. 1 MB =1024 KB (Kilobytes)
1 KB = 1024 Bytes
1 Bytes = 8 Bits
1 GB = 1024 X 1024 Bytes = 1048576 Bytes
(or) 1GB=1024 MB

29. RAM, ROM, PROM, EAPROM $55mei QE6E00H5w.

Expand terms RAM, ROM, PROM and EAPROM?

@. RAM: 08 £Q 370 (Random access memory )

ROM: 6& @8)% 376 (Read only memory)
PROM: £¢esvens 68 6.0 Sard (Programmable read only memory)
EAPROM: QogRES egorard @ miad 08 &9 3o
(Electronically alterable programmable read only memory)
30. wEeb(Auxiliary) 08 $08tre 2 @cod.
Write the names auxiliary storage devices.
as. @506: & @é@é(Auxﬂiary) AT H08T0N 2Botd(Secondary ) Foe
HBETren 08T, DBS oy B SkPaedo FEBore Goéod.
&oe: Hard disk, Floppy disk, CD,DVD, Pen drive etc...




31. Cache memory e$re3? What is Cache memory?

&. Cache memory:Cache memory ©36 e.8 9%)-20:5re ©F Soiryad b,
20 EP6E 2e-F Ber aIrE)D @080 KB SBHT SHDBPACT
Bosrgtol @Erreoen, ©R8HRen KON TPl Jog BHob.

08 s, sea)d8 Jex, cache Gerdo 884 oo Ledfo
0B o é:ﬁagéoéomé@o&. 380 Boirseabe® ediod SKH0SIS
D00, 200 Freedeorr HKsHHS® HDJ0 BeberhEod MoK I
QPBE T DonS TroESH 8D D08 (RAM)S® Srothddsetasiod.

32. 8335 (register) sXmeao? What are registers?

a3.Register: Register 36 “words” & temporary re store S08%5¢08

GHRPA0T APE. B processor S° goeron. RAM & 8073
Registers S® load 2% $drTedo Trer Sios& T8RP 9:HE0B.
Register ©6* PC,AC,IT,TIR &oéron.
33. Software 0805» hardware & JdsDoS0d?
What is software and hardware?

a3. Software: 5053755 K HVP000EErAS HHdo @R &) instructions BwE,
EoondI software ©otr. HAY o3& SrEShn. IOE® soEBm.

Software en Joggore 3o Sseen ©d.

1. System software Ex:compilers, assemblers etc...

2. Application software Ex: Ms-Offices, Tally etc...

Hardware: oyl Gws, &arrredy Hardware @otrdd. Sosrsod &

software £:80% hardware, BotH Sweyad hardware o 80838° SrE5%0).

o288 RSPV &o°: Monitor,keyboard, mouse etc...

34. Computer language sdma3Q? What is Computer Language?

e. Computer Language: 0resS 583 8rof ok Sosrsdd @80 B8 8,

Bosrgeab B drardouser QARPA0DHE HErIS user @ SdroHos”
Loty @S ©x Computer languages ©@0erd.




33) S0P 307K S5,
1. o0 e (Assembly language)
2. &5ro®8 g (Machine level language)
3. a8 ow g (High level language)
35. Bosrgtd eron@s® ¢ St SnaPdd Ssred B0)0d.
Name the different categories of computer language?
23. 50y°5ad A 588 Qord® @Qa\gm & BoIPsad erde ©LH0 2008 .@d
1.oSro@8 e@y  (Machine lavel language)
2.0208) ePd (Assembly language)
3.8 o erfy (High level language)
36. SSrO@% Joow FrH BXPRAD? TR KB HQB?
What is machine level language? Why is it required?
e3. Machine level language: cio/@% g0 éééagfé@;cm PR D). BB
se8sEsoo (Translation Program) esddo Shore Sodpsead @Cgo D0EKOR 2.8
2.8 P ASro®E Pl 0T . &8 gPd Prddorr 1 Hddkw n eéswoﬁaaacﬁaééoo&.
&IAPrPen:—
1. 885 DIrB 65 BosIrsed B oS grR Trer SE) T $0HHE08.
2. 988 grHee® EPRS program o E08 oiro@8 grkes® ¢ program
e B8 Srchod® ééogﬁééé’s INEFES H&00.
37. o5 @8 a:;ow PR H9 6HBrrren HoDEHe B0 .
What are advantages and disadvantages of machine language?
23. OSPO88 o PR JeXd SBDReren
1. 885 D00 &3) oyl & oS gri Trer S HOPEE08.
2. 988 grHiost (E°N program 08 ASro @8 gPHRS® &) program
oer BEnH $Xchod® ézﬁ;gé%s INEFES ©H&00.

3. Translation program e$s80 8.

10




oS0 ¥ agcm e, Hexd HOMSeD :

1. ) SrSSen 336 (Binary )Soage 8r506° TrahRed 0008 .HER
80:08%S5 K0 0. Srrgoe EQ) S°aren AG)E ©HTF0 G0nod.

2. Je5S PorHBNS b %00 &ree (address) Somg ErH0S® Bord.

3. 36 DAS ©erdS program. ©ofHde el ozl &° @RS program
o) Bogaded® HATCHE. 4 K%ye0 Voo ERo.

38. 55 g (assembly languge) edreS0? o @Erom PRSI @ Ao

HBresdo o8’ Bey08.

What is assembly language? What are its advantages over machine level

languages?

. Assembly languge: 50 cho@8ran graBae) GBI, {8 b

binary &rH08° 528 £ 88 o 8r5Hos® adrd. & &°& oI mnemonics ©oér.

&t :—~ADD,SUB,MOV HLT 08889.& eronis® &° @ program o
EPS) B&E 995380 ¢otnod. BT Assembler ©@oerd.
DBeaseen: 1. HAQ B850, o 898
2. Oro®E gPHRS® &S 9H0RS 858 o adheore &@ofﬁa?&ém@%
B85 ot 1§y (Mnemonic) &E@Ee.
3. @8ro o¢® Sredien Bobko BOF
4. Program o&® &3y 8508 (Errors)808m $50/°0:80).

39. Source program 805 object program e s Srel> 8e)0&.

What is the difference between source program and object program?

@3. Source program: Source program @ user Gws) 55w (Problem)
FHOBEEPIS ey 5;0&)@35 D @8 o> Source program e @RS,
&8 Jeprdesore High level language o0& eiaed.

Object program: Object program éé&éﬁgwé‘g @RS @8rren ooMachine
level language &iro@8 Jrow grRS® 508 oyl wobes. & 870
compiler, assembler, St interpreter o seEEed. & wOPS computer

program dAEFES eon Bad 5:H08.

11




40. &8 row ( High level )erl eSreRin? Std & grdl s aSd@rAdee
Noth%? What is a higher level language? Why higher level languages are
are easier to use.

e3. Higher level language: $:°&° 880 erorii@od oo o 63 o

PR WO, B TPePHBE BONR, Do, 0 H0& 9 $BH ©o8eRD

TEED. DES BEe JE Dol en Faridsoer sotrow. G5BIow

RO DABPASEO Ko sedomr SKdoBo Erme 8k s 8%o

or§ (P26 QoS BEPSDK0 Ho ABY “QFsSS eronse” o ©otrd.
BRremrer-  1.505% epre $B50H0 ¢y BoAT eri SPOKF Hotkbo He

& grhed S 880,60 &PA0EM0 SO,
2. #EHOS (Portability) & GBS,
3. BRI éaa@oﬁ (Debugging ) *8850 & gPRiS® 608 .
4. B85S erorisE &° Bod 3rBIS erong® &° program
0 DERTPOLE V)T GO0 .
41. 008 eI ? T BAEBo GHRPAYD.
What is Compiler? Why is it required?
&3. Sopeb (Compilers): High level &° oo @8roo Machine level &°8
78,08 60N software program & 0308 ©0erd.

Bosirgead aNEwsEd 3 object program QXS 836 eroniiyE S8 sotwod. 2
Sogo BFro dowb Bakbsto 38 wand $tard T eFS 8 &°8 Srtharan.
Bopob @Frroo E&dr T $00H0S° o QEPo e8P0 Srd Ko Ho
5P Kb ©BVB0 ©HH0H.

éte: Fortran, Cobol. $0é3 erorisden $0008 etrdorr HABJom.
42. Interpreter sdreR&0? compailer % 8068 &b % &) Bwe Se)od.
What is interpreter? How does it differ from compiler?
&3. 8085 P ( Interpreter): Sosirsed @rro S oz @rro ™ 88 8 89
HEBS® S0, BV 3068 RPtrth © wotrd. S0l Swgo Bro dowd
D0 HrQ wowd Shard T wzs 88 &8 Hhdeaw.

12




43. Utility es3re3? What is an utility?

2. Utility: Utility @36 system 16 computer, analyze, configure, optimize
or maintain BogErE SHDRRHHEE. software &° Fgedesore antivirus,
backup, restore, data compression, cryptographic @8rroen &oérow.

44. Virus e3re30? What is a Virus?

23.Virus: Computer 388 edre a8 computer program. 88 &8 computer

008 J6°8 computer H S8 spread ©HE080. 88 computer cresd
BOoHEoTD goIrstab & load @9633?3 S08A%» run @9&505 a8 O software
program 6J¢® malware, worm, spyware Sneerd Sseenaeion. HE

EosIrgad ool & onolerdd antivirus software program en &HARKHEETOD.

45. Worm S J8gdokod. What is a Worm?

e. Worm: Worm o6 EoIe5ead S8R S° o8 BEDID. o) S8R e° EoIegead B

58 B0H%. Worm @056 computer memory S° &od éoo“yegéag &P 63) P

©Q) duplicate Bx08. &AL Hr0 3?33 ©&od. Worm edre Write Once,

Read Many, &0 antivirus software en ¢530A09 & A0S 0.

46. Trojan horse s3rP3&0? What is Trojan horse?

&3. Trojan horse: Trojan horse @36 &8 $83S virus @8ro. Trojan & Hso

greek story 08 $9)08. 36 computer memory &° o0& ), doedy

destructive I @¥rro. HIS® remote access trojans, Data sending trojans

Destructive trojan, Proxy trojans, FTP Trojans, Security software disable

trojans, Denial-of-service-attack (DOS) Trojans 508 Sseen 0.

47. Blended threat 505 08. What is Blended threat?

2. Blended threat: Blended threat esdre network ¢° Sen2d$ computer ©
05 &I 2.8 software program 38 viruses, worms, trojan horses
and malicious code Ko &) program © oons.ad Jerdeeornt e-mail &
attachment 32 HoHB°H. 8O aoéﬁ&és Soe internet, www oeqo° network
S5 @) éoo“g)”egag o8 AJO0H. & blended threat & command centre
Q008 DB8PIeD.

13




08 $Erprd B8 en FBAM sTRoeD
1.80:3r5ea8 GBws) Sored (Generations) D80 @Eeabod?

Write about the Generations of computers?

23. oI5l G Suren: Soirstod $0sd HBET® GO, aaég EosIeyod
@95°80 ﬁw@@éﬁéée, 50@530‘313 482 aaég Eogrgtab BwE, @&é@@@ Y
STPNT )85 e300TE.

1. 3ot5B38B0 Bogrstad (1H%5-55):

o & Bodrgtadd S8R ¢l (S o) REeS &)@S;?Dg 0I5 re
&ORTNOTPON.

o &R tarmgdy Bsyed GwE) HERFEN0 DHLOE ©b OIS GBS
EoIPsabd 0erPenst8 30y00.

o TR agden Boars3ond) Jeeso 225 & Sgwesf amgﬁg H88oeen
S @otherens® GoRY.

2. BokHEdo o (1955-65):

o 19558° grR)36 o H0880 Fisd S0 EosrgtbE™ SOGERNEVEIS
esdon 56 B20b.

o 0 DS Lo So8 DY SO ©BE 8HOBOR Jrio EOA
€0E°P0.

o B8 DOR0T B LB IG Voho BBI0 B,

o S50 Hoho Eree rer $K) I Gob.

¢ oI BoIrynd HBKres0 Keadoorr é@o&.

3. SorsSsBo Bogrsod (1965-75):

o Sorid 80 Bogrgtadd 1965&° @33%3&@3836@"030.

o % 0BRBE S8y G o (ICw) &BG@rA0TS. & IC a8 e
@?oc‘g LOTPOW.

o 28 IC I8 ¢rQH0en, 86w $o8un BarRebok a8 S0 JOSS
E\:)S?:_J 080008.

o S°eo¢§ EoIe5ead HBKes0 HBos e‘é@@ﬁwocﬁﬁ o Bendod.

14




o & B80 Eorgath HOre0S® VD, By 68, BE b HoBAD
@PR0R S0 wrer KD,

4. eniDHSBo Borsead(1975-89):

o St Db S K08 Soxryd 19756% FEosEi Trai E5o
Borgeadn.

o b PEE VBT Devdat o8 VO HHP WV TES &rd o
208NBE S8y o (LSIC) eba@rAkos.

o E NG ©5)0 SGeeore Eosirgtol Bg) oS @PRROR b
(CPU)J 2oAS DHS® soSLo 550908 .

o & B0PgasD @Sséoo“g)ggéoég ©o¢rS. oo LSICe 5;260@38 QPP &Cé
égow 208NBE Sy tSen (VLSIC) Saeyom.

o & Qo LoD Berd” Troe 2 KO BEDODS Eoirsbo B
BenS P GOSHE).

o & M Beraros® S K858 Bosryd (PC) T S0 So3rseab.

5. 55880 Bosrserd (1BI-E5n80):

* & BoIrgod @Q%g%qoﬁ)éﬁ_ H0BOBR), Ve 2;6&;6@@, 888386350
0GB TE AERPoBTIE 6E b FoBBESKH SHAPAIO.
o & BoIrgtodh @BE [@FPdoh 3(?’50& EOA Soeran DB Hdok
S50 85A%D.
2. 8o5ze5ead S5 ? EoPrgtob BwE) ogeren DHBoKd
Write the characteristics of computer?

2. 8 D B TR DS STy PR PO DBN0D @D HE 5858
T5o° HOTY B3 QOTIE HOETR Losiryb eotrdh. b w3 Hdok
PRES BHTHRS BOHTD.

Eoggesead eFeen:

1. Borgead S50 (Speed)
2. 8Osl ed))B80 DFAHS (Accuracy)
3. ekt Shome EHES® KTk (Diligence)

15




308 (Versatility)
epd8¥8 (Memory)
58,8 DPasren 88°S 8 (Capability of logical decisions)
7. &% Qodowes (Automation)
1.8083r5e28 SK50(Speed):
Bosirgeab @30 SKore Kead Bab cHo@dn. HOADHS Fod B)en,
2.8 P 285 [non second=10"" mos® Pico seconds:lO_lz] o&®
KBoSKOT Ssee3 super 80538 (88 ¢5PEolb.
2. pB&s0, DEHADS (Accuracy, Reliable):
EosIesad electronic egrdorr RN evsiate) o SEHen BHowe
e pDBEDE HOTODH Ao, Sodrd) TS YL o S
STIC08 ©9 SrED B0)550 HoB S O Lol G, Fodss
S5 S8 SVHD D,
3. ekt Bo¥ dsoEss® HATcioe (Diligence):
80885 523 b, BN Js°ie SEDESES0 Hoed ©FEsren
B0l 08 HoK). P50 AL Do $85re0St DT°) BBresd Ko
execute B3 @ Eree @08 ST @08 PR Bore BT K

AN A

execute Z:R08.
4. s (Versatility) ’
8,8 Darerisioe Bods DEEOHEOAS NS0 DB éoo“gyt’?géog DOHKeNHS08.
Bosrstal 0 AT, DHAFT F&0E08° AATPADE HD).
5.605888 (Memory):
@608 Bosrgtrd @didE HOSTRSNS® HSardsns Joy BstdreD.
Bosyrgead ChoE) @oBBE memory H05E $057ea0S SrEBDH BTS00
Qe BAKenrHE080 BINEY LoggEnre ok Ssrenr BePEoBHD). ©f

1. @eﬁaé 0378
2. 2Bo&d 30

16




6. @88 DYairen 88T ¥§: (Capability of logical decisions):
Bosirgead oo gz §°Q) 86,8 Ao emrddd ¢8)8
B0 wrhEod Q) Srdden execute DT EoIe5ead e NG
Sden /8o e Boipgtad ok Ger & 59, Srersoddo B K30

S50 SdooeTon.

7. &% dches (Auomation):
Soiirstab & 80 Bie o B A ErStos® rro Sodband

@ T08LT HIS HaHoho Bhows ISP KIBHed 2202 DYFADHZS,
DB BT, JETTER) EPPoBIon.
3. Borgead Bseed DHBowHR. Ger ol Bodrgl égé BeNHSm.
Explain various computers based on operation?

&3. Bosgrgead Bseew (types of computer)
Bosrseado & rgs0 a8, e Reed @, ©d) B33, PR

33¢§ I8 Sseerr ééé@oé:ﬁzﬁ%. Lo0ggdnre EosIPgead &8 (od deSorr

5E8B0SBS .

Qe (@rRVoR egrdorr odrsd a’nééésa:
D8 B0 osPstatio SomgEiT S0eth S By, ©

1. @derh osrseaby (Analog Computers)

2. &80 Bodrseody (Digital Computers)

3. 3@ Bodrseby (Hybrid Computers)
1. @Xerh Bogrssd (Analog Computers):

&&0i8 (Temperature), 5550 ( Pressure) 5083 Q8os0 Srthr&ot

502K Lo 232 B HOSTere® $10) Bosrgd K eberh
B0srgeab @oer. DD BT 20BHE B0EABOR Sorrs® &DBrAIL.

2. &8%S Bosiegab (Digital Computers): &S &b (égm@ /©08en) POEARES

EoIrtald GRS Eorstady @otrdd. eden Sodrstodd 0083 RS 1o}l
o3 OBS® HDeomron. &0, BHFHE0, 3ot WoBekD Deytio Hod sy

Qoo ABerolKe ©°2§3605§o &S Eogrstodd BT STEHE Soenod.
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3. @& Boiegeod (Hybrid Computers):
©3erf, AeS S0Pl oFeren 0% SairHu 0 Sosryd o 3RO
BosgPsath @otrd. HEBATHAH ADrrren HOESI, © e, FBE°S
Qosoes HEANS® SORPALTD.

4. Bo5zegtal) (@dN0N 3*’51305320& eaé§ o")gé&oiﬁ:Km.

Explain various computers based on size?

2. Boargtol @ R0f eyl adRere 5088e :-
B HeB0 Bosyrerd i Sseenre Eﬁéé@oiﬁézﬁb. )

1. DE® Bosryesd (Micro compuers)

2. Q0 Bosryedd (Mini compuers)

3. oW @& Bosrseob (Mainframe computers)
4. 3058 Boyrseod (Super computers)

5. &8¢ Bodrgeab (Tablet computer)

1308 Sodrgeod (Micro compuers):

DB DXy BosIrerd) @35y, D& FHEed grro DE° @r8E e
DB Frrdes HRPETOD SIRTHIG Boxrstad e DX, O Sy I
@S, aEhS® DBIBIT GHRPAFE.

2.2Q Bosyesesd (Mini computers):
@Lgs Bosrerd 08 NSV Gerdo Qend DD SKore HAToHErIE
& Q0 BoIrerd ErrofoTedd. B HOEH0S® HBAH Johowen
502:060R, @éoﬁa Sorren, ¢ Bogrsad 85350 085 @0k @6 e
SHRPAID.
3. DO P Eogpseab (Mainframe computers):

DG wseBo BONI 38 H08I0S BoIrerdd DHan B Borgeato
©0tPD. B V08 DED W0l InFo ErEnd SELIR. B JEHDH Ter
3@53((1)%"50 9OE @f’éagéoés é&é@jw. HBY DB R ergoBoen, SEe ToYP,
25DEs FoPen GORBAILD.
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4. 358 Boa3rgeal (Super computers):
88 Bosyrgeal @08 BHWRR, DSBS dko. DB 2.8 VLD
Borrd8 S H8 Sr@a HOWB0 BT & BorrdET®, O SNRFTPIZD
58 Hy DeForr ErLPofoTD. DBS® OJE @R[, DO Dgrrren
GotTon. NV SFes, 0BBE, TTEeSe Sorres® &I GHRPAIE.
5. &8¢ Soirsedb (Tablet computer):
¢°Z¢H 0InBPS Bosrgtaben, 38 wrer e GHArA0DEEToD.
5 08 S Beedd eSAPAFD. ergte eSRyS 86568 $iran Toe
285 o &eed 8y ed@rAJean. Apple Gog, iPad &r8E Soirgod
géﬁ@@ DX Bg000k.
5. &RBAS B af Sogrsd Ko éééaoiﬁ)m.
Explain various computers based on purpose .
23. SoJe5eod ééééea aaég) BotH Eseenre PBoLHwN). @
1. Jrredes (HARresd Soargéady (General purpose computers)
2. B8 HBresd Bospseod  (Special purpose computer )
1. Jrer8es A Eosestod (General purpose computers):
35068 EAB0S® EHRPACSEPI], Jrirad D80S DK Sorres ) Bded
H0R5005er8 B EHTDD L0l PTRSes DA EosIgald ©oerD.
2. (88 BRBeesd Boayeserd (Special purpose computer):
& 3B0S B0t FT° Q8% %9 8%%0 6?@"0&0583620)) ,
S0 Fohareron HHBH GOBrASHEER . & HAreare 5o HIB
BB SHRPATE. TEBE coDof S0 BSS DO VBHEB D)
B0 SO0 HBHI0ES. oGl TS Kro HSE0,0D ©Serh,
Ge3erd 0005w FrEE BosIRstadan defeoSarron.
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6.80:3°5808 Go¥) &8 BPE AR JePPeD DHBoHE.

Draw the Block diagram of digital computer and explain each unit neatly.

Block diagram of computer

Storage Unit
Secondary
Storage
N T
Data —)| Input » 2 Output —> Information
Uniit Primary Unit
Storage
=
Control
Unit
(cu)
Arithmatic And
Logical Unit
(ALL) ——> Data Flow
Control Flow

Central Processing
Unit (CPU)

1. a3 DS o5 (Input Unit):
2.8).050 &°8 $eedd (Qer) Ho2oBoE HIRTA0T HOETeK
3R D5 HOETEeD WOoETD. D3 TegT° BAYS $KTaE0 (@FPRIE (@0 RR0R B
0D D e wegoe User H oD diirardo sik0b. 8 &%, &5,
D &8, Ho& 50, HrMHBE 8%, i3 &%y, ard &Ry, 555 &%y, s20ar§
&Ry, 8 eES 525885 0iB, erb B°F 6Kb ImiBS B as HE
HOETRen ©BHD).
2. oS @R credeS (Central Processing Unit)
oS (@P0A TP Eosrsad O Drardd e yichoerobed
B H0830 @ BHHD). 8O VPSR Vg Hod), @RIV Do . dogS
PR Al S Kot LoggR errren Hotran. ©
a. B0E*S Q¢S (Control unit (C.U))
b. &96233635 ore3§ oede5 (Arithmetic Logical Unit)
C. @_Jéaé 300 (Primary Memory)
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. Bogs®S Q¢S (Control unit (C.U)):

oS hrE % F0B0S® Trd B35 eron. HI0d & Jeog GoDS

K5 (580 Bosirstad Q edTAS) Aaho@oier HESosm Fcheo
300, 36 HIO8 O el i 8 My Ber B Bhao
00 & @D DY $raro wHE HE Sue YT HoETop
©0BHErI8 KrTrd) HorfEno Bod.

. 8T or@f abdES (Arithmetic Logical Unit):

SB8en, B1FBeD, HeaseTre, erisBTren S0 KB Hoeobds
5 B8 St P00 BoEm 8 St HBE0S00 B BTE ESmre.

. b b (Primary Memory):

B BoNS B0d 0 Erme @otrd. osrsd B D WKLY, &
[P TE Kresderdd @_32635 @jé&é’s Hoser0 2BiHEHod . v 2335 225D
B TeER o0 @SEEFSYE 08 Jiorr 8BA Ko SPoid edsedo
508, 5508 & NG Db © Erme wotrd.

. 8 D o5 (Output Unit):

2.2.050 (TN DS HETTE S HOSorT LHSE WohT HOETOF

98 D HOBTe @oerdd. A, §068, peb, e&air SRy %o
FBBD.

7. Sogrs K)é&’)é number system SS5MPRN 2D Eseer Q0grg K)é&’)é O BeVRYNW.

Write about number systems.

e3.

He3& B Geren SR gare errdore 7)) HEPER Kogrs 50w
ErPoROTE. 9

1. &3 Soarg 235390 (Binary number system )

2. 53208508 Jogry 83530 (Decimal number system )

3. ud dogrg (Octal number system)

4, BeLodLS Hogry 558 (Hexa number system )
Q@
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1. B Sogrg £ (Binary number system):
50506° 0,1 3 8500 B0t @oBen SPEBR Gotron. S b @265
Sogrs 5 0 T 1 BIZS 09088 Srdkod. & B8 2 50 @D ©H8
0835 BodH @08 BiBahos® Erahio adivEod. Ex : (10),, (5)0

Position cth sth 4th 3rd ond 1st
Weights 2’ 2" 2’ 2" 2 2’
Decimal equivalent |32 16 8 4 2 1

Ex:(1011),,(11010),

2. 5%0¥ 558 (Decimal number system)
BAS® H6 3;&?@3 gsoérow. ©d 0,1,2,3,4,5,6,7,8,9 & Somg o &
@080 SIATPA0N T @b SFobKomg™ HBKBoSHD). & base 10

Position oth sth 4th 3rd |,nd |;st
Weights 109 104 103 102 |10l | 100
Decimal equivalent | 100000 | 10000 1000 100 |10 1

Ex: <259)10 , (184)10

3. exd Sogrg K559 (Octal number system )

Base 8 e fio Sogrg 353500 octal number system e HOREBID.

508D Sare woBen 0,1,2,3,4,5,6,7

Position cth sth 4th 3rd |,nd |qst
Welghts 85 84 83 82 81 80
Decimal equivalent 32768 4096 512 64 8 1

Ex: (25)g, (154)g

4. rSomdrS Sogrg J55 (Hexa number system):
BAS® 16 T e soénod. 30tHS® 10 ©08en, 88 @Zoren &otron. o8 28

Bosyrerds® s B0 e SHRAPHEBOMT oe0od. &8 >E 16 ﬁgm@

0,1,2,3,4,5,6,7,8,9 AB,CD,E,F 3n5&3 56 Foaren Bl ((55°0%)
00050 JrPDEow. @ ET°sE b JPPrred GRS HenHd BeodToow.
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Position cth sth 4th 3rd |,nd |qst

Weights 169 164 163 162|161 |160
Decimal equivalent 1048576 |65536 |4096 |256 |16 1

Ex: (5D)16 - (1A5)16

8. 30 D& HoBTEen HK0N DHBoLKo&. Write about Input-Devices?

3. 30 &S Ho8oeen(Input Deveies): Eosirstod & sPHeRS S&earTeand aderdd
GHBRA0T DOETOR s D¢ H0Zoren (Input devices) @oerdd. Eosgrsesd S8 Bero
input B8 @I Ssee Input HOZTEeK QIRPAF.

L. §335§ (keyboard) :
50irsa6 & S DS B wobod DG e’ 858 Frrssamr

28%058). DAY ©HBAS © FH SS° text O IrgEdES Terdo
Doed BaHw8 8% J &HAPAIE .
2. $R(Mouse): &8 click, double click, drag or drop $0¢3 eBaren B5E).
3. 3338 (Scanner):
DEedy, TR0l o) Borsb $5Eahos® 8%)RMhs o) &S
Srten BBnen DS ereR) F7R8 erre GHEPNHEEeon.
4. e 8 (Joystick):
Joystick HERPRR e85l Jo&® wddreore ¢otnod. HASE
Persedo Ko 08 erd H Jeodr He Sue OX6 wers ks &oenod.
5. 6288 &6, 88 (Optical Mark Reader):
205 T S & NS0 A ASK 5 T 288 e o
OMR H8osKenthéod. Multiple choice questions KJC@S@@S{S QB:2eosety
exam & dSorr value DagpthEod. & HE8 SrHoB8R6 sdom
POIBDI BT,
6. SrB8aR, 75055 68 (Magnetick Ink Character Reader):
DI 08800D JT°E TrRS @FTPOR HHoSERIS B
EHRPATE. ers8oh Soros® O AEYIM GHRPAITS
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7. 88¢S 83voe (Digital Camera): u83de se008° 88266 SRooren, 35 SHoToen
o8 Hen Esee SHTeoH EoIeynd B é3§ BODEO FE50IE0H. H& o o°
Doy HEARP Yererd I E0Irtad% ©ohiio @6533 SPK0T® B0ETYES
W50 BEBH IO EIB0 BAHEo Erme FE0dE0d BOSeHTR) &° @980
0 DETeD BEP SHT°O WFPEOMTR BosIstrd & ©otharon.

9. @ P& Hosore BN ErcDo&. Write about OQutput Devices?

23. @3¢5 H¢5(Output Device): oS (@ 0R0R A $0& ST Teoed)
©0HHA HHV THORS 8S® BHOEPHS® @obo HOZETS ©HE HES
588Tren. DBS® LomRBY.

1. S8 (Monitor):

EogIegead Ko SPETS S00&mre H058 EJ20T0 Srers. HJIT
VDU 8te JerdS &R 2 0hme] 090erdd. £350 DG af D5 Jogiaren
T Dotb B 0O BP0 LreAed P Srdearon.
2. @o&xd (Printer):
EoIestal wegoe $odo ©0H0D ©ETO0, VEOD 50BN ©0B0Y
) 2068 ©0trd. @8 HHE HORS HOKPH0S® FHRS FHek
©08:08. & wrioe BHET @HES HE X hard copy @oerd.
B0 ©d HATD eeard) & Both TSP HOEB0HHL). ©d
1. Impact printer
2. Non-Impact priter

3. ap&xds (Plotter):

256 Qo6 PO €0, EFKD J0erS et eHErKDHEERon. 8BS e
208D, DHE Ents S BES % 68910 BoHEPDE HBD BHEFATSD.
Sosryb T°F e, (15 o Sdinh BAHEI8 eHEPRoT BEEDS ©HS
DE HBBGore aptob & eHBPASHDD).

4. %)85(Speakers):

HOWED Borfos* e, DERFRD & DA SsPe apen,
Soeen, eoen, HoNE0 @ e Erhos® Sromred 98 eskso.
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5. 3%, 388 &%, (Floppy Disk, Hard Disk):
99 HEESe T HBETre. DB aF HE DoKW HE HE HoSTeor
GHAPAYED. ©HG DS HBae $E &F) VT TP, w50 LB
DB eHRPAOY PE LS $ErToeR) HBA FotsKem.
10. @508 08050 1E0Ed 8 B0 TPeHod.
Write about primary memory and secondary memory.
8. B0l SR Doy FNER Ferd) I wotrth IS agnod
B 3r0e) @onae @S deonae JZHo DHESHN). 0580 wond $LrPTeTed)
205HEE BBHTEDHeI0 FeIB08. BIPE Hrrdorr Boh Jseen @
1. e d (Main primary memory)
2. 85805 %00 (Secondary memory )
1. oS 308 (Main primary memory):
BAD BoOBS BP0 @0oerSd. HEed B Frd JSTTrerd) Do dEe
STO08 B ©ob0d. &8 EETo BnY) @BFTen HEed Hid &
Qexdod, ee5°he3E e der & @O0 Frow. Input oo S Seaedo
K00 (HEed 308 ¢° Doy Gosahadod. Herd DIrE o0 D)
Keoenre QafBosad ¢oenod A8 ot Dhaesr cell address ©oerd.
BAS® Somgore ok SsPen GToom. @
1. RAM (Ramdom Access Memory)
2. ROM (Read Only Memory )

1.RAM (Ramdom AccessMemory):
RAM &° Qe 3 &) Sm0arord) 0580 Boireod drer Siforr

HAB506 8085 Do de BLrTrEo S S°FR.

2. ROM (Read Only Memory):
ROM &° Qe 32 €5y DPeTed)) Hoeddyen Sye 50ﬁ>§€§m g30¢5

B0 0O J&PeB0 FeEgBomT Gotnod.
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2. 8805 %6 (Secondary memory):
& External 8o Auxilliary 3508 ©0trh. 05358 % 803
$Lr80 HOB R FdBorr Joy FNE oo S B0 I
L3506 . B0 §5é§:>6§3 EosIe5ead enNDiond Siraroed) o 26@0
T, S B3B0H IO CPU % attach Bohad sotnod. HIS
&tesSear Floppy, Hard Disk oo 38)5:%0).
PRwesren:- 1. 8305 8°8 Ho Srardo 868D B,
2. % Imdo & Brrdo Jey BEhDE .
Sapen:- 1. oszrgerl 2BoKd Biod Kol $rTe) TRl 8 HHEaH0
850806008 .
Ex: CD, Floppy, Disk, Pen Drive, Hard Disk, DVD etc
11. DD oo J8od Fdd AIBS 980D KBoSod.
Write about secondary storage devices.
3. Secondary storage devices :
& External storage 8o Auxiliary storage © @otrd.
Bosgrsad B By Srardo BeE@snme ey Fns areod Secondary
storage @X3850.D3S° Snagd:1.005 Sy 2.%6 885 3.577)838 85
450BE &Ry SEE &Ry 6.a0D &R 7. 0BS5S &%) andTI.
1. $0% s (Punch Card):
DS seo0s® BA SHBPACTTD. HBJ n St @ Erme wotrd. 8
1970 $8% 78S emmyom B85 80 P SPED 6ol a8)E o &
e.8 ©F80% 65°% Bhre.
2. 58 BS(Paper Tape):
9 1940 &° adS. & %6 &5 1 soh Itken) EOAS HHE 5
8D Jben) b Hod Bohel Frd) Tee SErTrdo gy BebathEod.
3SR HErIS H0 T3 Bng), @d I3 aS D, 0D HE I,
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3. $oABE BS(Magnetic Tape):

Audio 8% Siyels) &° $SrarB0 store TS QPP S S35 BS
S® Erte BoharB08 . SrEBE Bden 1508 1/8 mowhey Ien) S
60@"01).563@050@"’&0@§68®§3 DHenre 08 86 P8 6y ﬁég) @:?’é}g SHeos
Sodadod. BV ewore éé)&f)ﬁoﬁ)ézﬁajﬁa.héaédﬁw BB,

4. 315,38 8%)(Magnetic Disk): D¢30 Sweseo IBM a0 1956 &°
BASTEHBDHen. @BiHE Jex FP0B50 DO JrTedo &, Kol 0.001 28X
S08 85 $50508° BioEntBe DI Bswmg HORAD. HMBEE 85, Hois
85°%) Vet SEPTrEsmD &8 O 60otood. FTPEore e& &R WER
He5een B DG (sector procedure )sHB HOOEE HEA.

5. % &%)(Hard Disk):

OF DoBIE &) O T Wotrd. BV 19708 o Bos” IBM
80283086 .90 n O FEKd EoBRE &° HRod Sar&HIT. HIDY &8
HOSTen Sk, . (D, SHHoB BBl PHBHE =¥, &F) Gw,
Be80 2D, DES® &HE 0350 e Qe 2 QexBBEE0En)K0.

6. % &%) (Floppy Disk):

DE° Eotrgtds® DB Ay SDAPATE. &8 Tng), 85°BoR HKS
Both Bher S 38 SB0R (0chH,08 Fr8) Ko DEBHS Terd
&% Gome Tohasersh sedone ¢ BdBorr $3sn 8 Heeo & Sel
B & wotrtd. MBE SBoR Ko & RS &F) ol S&HERPSE0 Ko
28 8 &° oy Bk Aden HEHOT SarHed PEHSSadob &
T en 5.257,3.257 5805 27500t eagihdh; pered® sarsied.

7. o865 &%y(Optical Disk):

w986 TS 438 &° Tab DD Bgoe VP TPSHBEHD. &8
D%Ben B0 $raroed) JesBns o). CD-RAM o338 compact
disk only memory & Q8es CD-ROM &° &%) &8, arsy 6550800 28
3§§°@ BP0 BHH08. DBS® SrsSorre 0§08 DoHID erasable
optical disk en & &5 &° $Srardo ST K38 1H50).
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12. RAM or ROM %809 @ecbo&. Write about RAM and ROM.
8. DO BosrgadS® (rrkertisn. ot $rardsn oy o8 @
DEEPR00 Loyl b Sotd Bseen H0EB0HE)K. @
1. TPoE& &8)R D8 (Random access memory )
2. 88 £.9 30 (Read only memory)
1. Read Only Memory (ROM):
“ROM”0 30838 0370 0808508053565 BcsrBrzs measy)io s
D38 Bosryrd B s Eed.
» ROM 8osirstob GBms) D& Kssé 56 $08TP0% $080H0DS ddTRen
ROM &° Qe Icssad éoeron.
> OEPITeR) Jo° @lihdo Ta. ol HE 50 ol SSraroRy
R5800E0 DT D HE HPP SEPTTY, $OTO HoHLO JTF
& ROM &° &oerom.
> osrged “On” D28 S8 Q8 eddoredo BODgdS B°OE B HE
200050 S HE HOEToen ©) ST B ©D SEHBEH0S 59
Siommyoir o3 Ddored ROM &° 68506, 693 ROM-BIOS
(Basic Input Output System) Test @0ér%.
> Bodrseob on DL Joeod &3 o“aég 2250158508 S°aaé§ &AQ power on sety
test(post )wotrd € HBF 2209 ) S50 65yt ROM Soirsad
ROM 55880/ 9@@53 DB S0P 388 EogIegead Ko Q%0 B0 L35S0
@53E0R system % @08%08. O 8o BEJ Operating System
(0S ) ROM % o8os8dfonae 8w 0S &gd ROM S063 6 e
59 Bosmstal DOEPAKS T FBEH B0,
> Boipgeab & D880 ergsBy OS & ©oboBS $%ard ROM el
D[RS TS,
> Sodrgb & DOERA0S $;38 ROM & 8600 50 525 .ROM & &)
B r0e) S0k Beninsieo Erte Jeiiim 50t ROM & Hde
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1. PROM(Programmable read only memory),

2. EPROM(Erasable programmable read only memory),

3. EEPROM(Eletrically Erasable programmable read only memory)
0T PRI Bosrstab B koS SBHTe D1V B BOATED SPer
Non-volotile memory ©o¢rd.

2. Random Access Memory(RAM):
B 2E0EEE b © Eree ©wotrd. 6 Eodryd s
508 099 edern ErE.

> "RAM” 036 8°a708 05508 JotHE08 50ths® dimraroed) evas,d8orr
S5 Qo BHHD,.

> Bospgeab K “ON"ZS E&hard wedR HIBowoTrEds ol edSe3oh
2P RAM & D68 $0chE0 (@r80d0b.

> Bosrgd HATND 08 a8 D HOET e TrTe FPodS TP, (PR
306383&3@02601 e 50 0BG 958 HE ©0d0SIeDs G o) B0
RAMe® SRS B0B0en08.

> Bosrgd  DiaE $BHoe 9HBV5YE RAMS® do Sabhads ter ewoder
SOADEH08 ©othABS BAJ Volotile Memory ©oerd.

RAM & 3o grrrente Q85820a°8. @)

1) Static RAM: 288 RAM 8¢ Ssiraroedy deg BoDme08 el @°6808
RS PH-TH (Soe) S PR, SRAM 28836, @536
BT DD $8 05080 LB Trer JAJ 5:os. SRAM arer
Sforre goenod 520 DRAM o8 95836.

2) Dynamic RAM: DRAM .8 8¢ $8maroed) deog Bahmes e 9%,
8,626 (PN IS ¢HRPAK080. DRAM 8558 988° &rthdhdyd,
858 8 DIBPAR0H 5083 SRAME® Soeoio EOA &) 85,3
3B 688 [od.
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13. 3§ 36 e$eI? DA Ssro P 36 © Hdod JHboSE.
Write about different types of software in details.
8. Q) FrS o Gws) Soons TTe HIP0TE &2 &6. Softwere & Swgpgore
S0 BsPenre DIBOTLD. @)
1. System software
2. Application software
1. System software (%% g 56):

Eosgmgeal 5o 5080 Bosrgtd B Sodadd add &3@ K Shdvodorr
SHRPAHE K% 5o T DETR ©F SIS 38 system software
©0erS. HAQ Soggorr Trenih Sseenre QR0SHND). .

v’ operating system
v’ language processor (Assemblers, Compilers and Interpreters)
v' device drivers
v utility program
i) Operating system (&:508oR dHD):
958830R 9@@53 038 BoIegead ddresb B B hardware
K055 Soe550me HAT06. 0Sred B Erol ks Bodrd @96@5263(%35
DEFore 508y BosIrsead @0 B BN JeIroed) dhrad H wobidod.
33 Sogorr 3ot Bseen ).
1. Single user operating system
2. Multi user operating system
ii) Language processor(erori@ @°:36) :
Bosrgeab &° 3r8XS erorid@on low level erorisden 868
PONE (P08 BHDPKHEE 0. DN Loggor Leed Sseeore
NP BOTL. )
1. Assembler
2. Interpreter

3. Compilers
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iii) Device drivers (838 855,) :
Bosrseab ©F° &0t al HE 0 @HE HE HOET R
DRSO GAPA0LE LS R QEES0eS &3S B8 ©otrd.
DB 88 PS V%o 1/0 Ho8Teen 308 (5‘3263?5055 HABFow.
iv) Uttility program (c5»&&3 @8ray) :
DB wegoe Berd e ersSed, 6&3;38 508 S5B3OSk ézéagzéoéoméo‘ﬁaﬁom.
2. Application software (6388 3§ 36) :
e.8 (HBgEB0nD H 80 ared @R QEEEHeR ©RBRS Y 36
©OETPLD. B3 K0gZONT 30K S5Pen ©J.
A. General-purpose software
B. Application-specific software
A. General-purpose software:
FPTPEee -ROBTed P 36 BHODNE 08 ERten FoH&od B0
2,88 808 QD ©BASe 550 &IBPA0BHD).
33) S0ggorr e J5een 8.
v Word processing software
v" Electronic spread sheets
v Database management software
v" Graph generator
v" Report generator
v" Communication software
B. Application-specific software:
©PEHS-VBL P 36 TR 6LB0DS BAreso 850 Sm@ad
€0A3eNoLaHE0s. Ex: Tally.
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UNIT - 1I
Overview of Operating System
$5) VXGRS ()20 0BAW 23aee0eD

1. &58830h R0 B AgDasod? Define an operating system.

2. @H0BOR JYH: Loyl 35 55 H DIRFKTEHIS Koty TBHM &3
©H0S0R R0, Bosgrgead P S Indorre NG H5Bed HEHOD
QERPoE T8 GHRrATRoSRE SPEBLre K HBG 8H0BoR JHD.

2. GUI wi$re 3%0&?  What is GUI?

8. GUL GUI esdre Graphical User Interface O8¢° asrasdh 88moids 85

RONFRNOIY NIVB0 €0KEN. (8 BXroihd Soaofod 2.8 A0 &°K0
(DR icons @oerdd) Gotnod. &we: Windows 7 805» Windows 10.
3. CUI e 380637 What is CUI?
®. CUL CUIedre Character User Interface QB6° 85r0& oo 88, (text)
Er308° LB aiio AeendB00 @0l Edrogd & eS’SciG) Tg0° 8 IA5d.
&oe: Ms-Dos 08c% Unix.
4. GUI, CUI, BIOS 805 Ms-Dos Htees d880:0aw.
Expand GUI, CUI, BIOS and MSDOS.
e. GUI edre Graphical User Interface.
CUI sdre Character User Interface
BIOS &re Basic Input Output System
Ms-Dos edre Microsoft Disk Operating System.
5. 08 Gw¥, Sz Aevesd 8vyolk .What are the main functions of DOS ?
8. SH3BoR R gy gy HEHen
vV 8Q DE, 9 HE Do Jcho@od
V' Eorsead H88Tren daho(ges
v R EF0E Qerd 85
v 30808 Ases QBB
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6. Internal command es$re 3&? What is an Internal Command?
&3. Internal command : &) e&Zorr HIBrA0EE commands £ B$02GODS
%) DOS 95080/ ‘z”o@éﬁa S® FPoHHESE0 220R0 WHSEBoR ?‘)‘:953 SE edH@eow.
BHEBore ) ErHos® ok 8 Loryd 8° vott)S ™ o0& command.com
P DY) @oterens® dotrow. éwe: MD, DIR, DATE, TIME . __._.
7. 3%y008S (External )E&rotben edre 30? What is an External Command?
8. 25088 (External) 8&rothen: Dos ©5880R 2% &° arth s*éome 38 )
Er508° 600 Eirothern adrdd B a%)BK)S SO Gotrow. & S08) pY)
&r908® command.com 8 eg5sBoS:y)e LB HY Beow.

&t°: Format, Chkdsk, Undelete, Move, Edit &S08889.
8. Aero Option 80D EechHod? What is an aero?
2. Aero Option: Aero @36 Windows7 ¢° Desktop & @otorre $r6)8°3 &8
tool. @& window7 ¢°0 Home Premium, Professional Ultimate $:805%
Enterprise edition 03 ég% 08 ©5509H08. HAY Aero Peak, Snap Aero
Flip, Aero 3§ $0¢3 option Goéran. &3 &9;{35 o GIBPNoHEA  Desktop o
rer BOEM 500 HS(Fun) me $580)8°3550y%0.
9. Window &% Search Bar 809 @rcios»? What is search bar?
. Search Bar: Windows option & $000» email 5083 se3Q J$8er08 96
SORPKHHBE08. & Search bar open Zd Text Box &° sekedd S&raedo
Search bar 3 80%:08. 6 K08 HIE HedS Category & BodS ST
BOE™ IBEHX).
10. Gadget edre 3»?  What is gadget?
&3. Gadget: Gadget edre Window 7 ©0%&¢0oh SIS S® BHBRA0T D)
programs & Gadget programs £ 8O £H005Hre8 EEorPeHBRA0HE S,
Jrerdore window 7 6° Q8IS 3@BrA0 @i ok Gadgets e HoRen
BOEIHE0)%0. TS Picture, Slide show option, Date Calendar $o€3
3 Gadgets 1 do)En BOEKHE0)%0.
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11. Windows$® help option & deorr ¢b&@rndtdod.
What is help and support in windows?

2. Help Options: Windows operating systeme® “Help and support”e&:$e
e.8 buil-in-help system & wegoe Frerdes H0KeE EBm SLPErTren
ofrom trouble shooting system® KesBen &t H oo FPoiH)%
windows 76° “Help and support”option &Pomeeod start button click
=32 Help and support option £ QoH&°$8%s. 8 help topics £
Srotreod search boxes® $raroed) 85 T2 33y result $0d 5
B0 DoHE HB HAV LwBgore EQDY Hrred ©do ©0Herenst
OXITO IBE 8530 ©F B T°S) H063 DAAFOS® SHBRAIL.

12. Multitasking e$re 3%0? What is multitasking?

&3. Multitasking: User e.8¢3 Sa2) 958 H00k0 8700 Baerdy Multitasking
wotr®. Windows Multitasking % éorsedend Network ¢° Sendads SIS
5008 5 BoIrgerd % S 598 THER 55009085 2068180 $108 THORS
B roed)) download &Py, 88 BHcHos® Word processing wesoe
documents & 85 TnBrotwre DHEWAT PHE S° BHEKDE0%0.

13. File System edre 30? What is file system?

2. File System: File System esre Files e Folders med Sydoitio (create),

Copyachio(copying ),88905E0(moving ), desichEo(saving ), B850
(opening), &efosEo(deleting) Hoéd Do Bobheesy File System
HOKBIL. Jrgrdore p¥) & Folder &° 6 T8, Folder &° sub-
folderes &t create [HEKHL)K0.

14. Library &® o aeentd default libraries & 8ey08?
&. Library o3 & «$S windows 7 &° §8m 36)a836. Feedeont Soirsb
&F &) DY) S FB o 88 EHVEBE® oy TESw08 Library oo
&HRRAYRS.  Windows 7 & ¢od arentd default libraries.

1.Documents libraries 2.Pictures library 3.Music library 4. Videos library.
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15. Icon esdre 30? What is an icon?

&3. Icon: Icon @058 Desktop o¢s 3203 2.8 DSy picture 18 filed ),

Folder & e @& o, object ©& Sae function o <208, Windows

e5H0B0R DY (POES cheesd 2060)% (GUI) sodo S0 BASPA dDE Bkroi

D) D Fooyen See Do Erdoe® rded doeron. Desktop &0 default re

80203 icons . 1. My Computer 2. My Documents 3. Internet Explorer

4. Recycle Bin 5. Dial networking 6. Microsoft Outlook.

16. Folder esdre 30? What is a folder?

&. Folder:Windows operating System &* file & start Zo8%%¢rQ8 folder
o GHRRAFRS. Folder okkd files £ 0A &odd g Container re
395y, Folder &° £8@wE Folder £ &roe start So&&530)%. Files
SFHe ¢od Folder oo sub-folder e 3e005.

17. Desktop ess$re S0? What is desktop?

&3. Desktop: Desktop @38 o & EoIPstab 8 22, QoFHE PAS ®ond

B0 0 S S ()8 @rodo. 30 L1 DA eBdEorr HATRHB.

18. Recycle Bin e 3%0? What is Recycle bin?

. Recycle Bin: Windows operating System &° o delete 329 %) oy
S0 Recycle Bin ¢° Zaron. & icon Windows install 32888 desktop
088 508, Hdo ) FEPore Windows o.s o0& &dhomrewod Recycle
bin 9 g2 (Empty) 365°0.

19. Control Panel e 32? What is control panel?

a3. Control Panel: Control Panel weoe windows &Bw¥), Setting & & wegoe
D S o B F6 $o5TreH Soirsod B Bt AahoBosBS). $5
36 HBETreod add Bohio & 3356@) TR Ira © 08 HOETe BT HIBBHK
B ATOOSHD).
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20. 838 I8 (Device Manager) sdre 38? What is device manager?
a3. Device Manager : 3¢ 038 oegoe Computer ¢° &%) H08tre &)
HABBK SeHhH) computer & DA HBETPO GwE), Driver programsen
install Bchad 65T, & device & BXE load FoHBE BentE &)K. &I
e 30 S8 set DY Setting ok e H8)ETEHE0 %0 Sodryed & Pass
word set B2 édye0ws Pass word a2y Device Manager % open
BDEHB% Soe Start button 3 85 B2 3y search box &° Device
Manager @ 8 32 33y Results 2508 Device Manager £ Qo5& R8850.
21. Taskbar &:¢5 NotificationArea es$relao? What is notification area in taskbar?
2. Taskbar o5 Notification Area: Notification Area o058 Taskbar &ocs
Right side 958 822008 8J¢° Clock &° Sren 9D Icons O Gotrom.
B wregoe BosIesdd P icon BwE) status Q BOCHEADK0H . $BA E°)
Icon setting 80cHzE® Notification Area &° ¢ Icon © &os 885 T o
¢3 QE) setting & K5 open @d@ran. HAS® 5 Hidden area &° S
éoéron. Hidden area u¢s Click 33 5°¢36° ¢y Icons %o Notification
Area 35 BISHIeow.
ég QTP (B8 e0 0BAS a3azeenen
1. &%080R /YD 6 J? & AHed BoHod.
Write the main functions of an operating system?
&3. Operating system: Computer %, QABFHTHAES 0655 698 ©d0E30h
DY 30 user 8, computer hardware & 50655 @I0TTIEIMT JiHP008 .
Bosgrgead YD &® Sndorr DE S5Be HRHK ABLPoSTRIE SHBRHEIT
SEyESTe S DB ed3EBoh SISE
©H0B0R BHDH &8 Bod Do Bod.
v B05r5eab 330 08508 GHRPrPESorT rierd8 Hen EO00b.
v QABFErdH8 se8yEsren $82 0808 VY rerdBerd) §0)0wd.
v ©8rr& $oiknD AABFHER Hahaho SN0 Bosgrad o
DABPrErB8 $Zrso Bobhso.
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TS0 @H0BoR BPD DA e AErod B & Bod dorr
58565306
1. @58 Agsren $oB3swATeSo Precessor managment and Scheduling):
60BN 1P DS HOETOR Eogrytb B GHRPA0L T8 BBIT0DH aF
B30 5B el (85rok) )RERPR00 ©o8s*EHoT HA 2.8 EHHLHS®
central processor £ D1%08 NS &.8 Léé)écg@é‘s, ORIV HAID &
S0 SIT°FD HAQ Hoeyen Voo Hoe3 Erme [hob.
2. 338 HIE o5 (Device management):
Bosrserb &° edoborrso Tohad DN Szee HoETre BFE) ©0erd.
HBS® QesRowTeS Hodl; HBETBS $wb, 888 56 818 $ban B8Y
B ¢, 0D T HOETBY STV, b InSTS B8 ok THobh.
3. 2¢) AsEren (File management):
%)% ©5080R 1ID D PR HPEeS® Krdiod. SOA
SR8 SR8 Denre ) Y SHIH &F) SIS Fordy, TR HoETry
Qe 60tHE0s. 0“55§ &y BHen, esE @D Ho&osmen, %@53 0835 D
QesHdHto, &ofosio H0e3 el @dBEon P eIy Jerob.
4. 88es (Security):
Bosgrgeal &% 2% DG users Kod BFes $O)0b. Read-only
(S55w°8 S0 ), write —only (TPoHEe8 SmE )00as» excute only
(S208wR8 HrEh ) @0l DAY HEHeE PEHB EEem 59000 .
5. 85mg8AS (Communication):
Eodrgtab s, @vzﬁaqgééb& aaég EosIe5eal Kool LB Bosrstad
DEresne 0w data files & AHS S BHSHS
(Export or Download) @c5H&0 $0e30 B08.

6. P5—&°e3R) e (Fault-telerance management): aPcHEES o“aé?geé)@é’s
©5030R R0 ¢® fault—telerance QPes SATPHTTD. HIS® HZae ©0BBY
B 2OHES HBEB0 HADHE0 SASEE, ?o§53 P08 98 I8 athenre
3L switch Q on T2 (@P0 S wtr0do Todhom ESFRe BHod.
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2. MS-DOSesead ? MS-DOS 6809 @eahod
MS-DOS %9 Booting processes 5 9$80:508.
Write the Booting process in MSDOS.

&. MS-DOS esdre Microsoft disk operating system 00 aegore P.C
(personal computer) © VBrHo Kealddhorr FHerd se8eo & MS-DOS
©d By Bosred DIGrHo P8P EOTES® FE &F), HHER,
H0& AT H0ET O DACHEA0TOE e BHPoR ©IHKEiahE
QD ea0en PGPS 0hnesdd D3N DAAPACDHE HK0 FeeKodig 0. 88
$50%08° Microsoft corporation 805)€x3: oendre SEDRPADEESer
©H0BOR 1P D DB BB,

DOS oFeen :

1) Dos ©50¢30f & errdort HAWD Bosrstod & oF BR1YD (S B
a:1>(a prompt) Swe c:1>(c prompt )S55080. é%@ﬁ 5008 152D
a prompt 586 && Kol 1583 ¢ prompt 5008,

2) Dos &° Hrrdorr seenth ) Hotran. .

1) I0.SYS

2) MSDOS .SYS

3) COMMAND.com
4) Config SYS

3) & 2¢)8° 10.sys $0aw MSDOS.sys & DD ) 88 ©0EPSd AP
HABOEPE SPHODD BP0 e GOETow.

4) COMMAND.com 36 F3665°8 load eond ST Bodrstod God),
HA8B HrOre wH0BoR 1Y BHV0SE8 $:0b.

5) DOS &° Auto exe BAT &3 £8°8 (858303 26 &rwe ¢otnod HS®
el 5elal (9’\)@53 load ©ond F06rs 2885005 Hhen, LR DEHIeDS
25) BwB) DHTeD GOoLTaw.

6) DOS &° &5880R & pth) DIrES® &°& Dahyerd) Booting @otr.
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3. Ms-Dos 6% 20686 8508 800 D$80$08.
Write about some Internal Commands?
&. Internal Commands: Dos &% 5708 e0 @0 Commands Prompt 3¢
SrB5h B Fahds.
1.CLS: 53 &%) otood &ohod D grdmr S6herd8 cls (Clear Screen)
commands &PSS°L. Syntax: CLS
2.Date: Date 855°0& wrgoe Sosirgtad S8 B60 3370813580 S 80 B T
Beo0&8i). 8 BO 3708 mm-dd-yy &rdos® B5E5s.
3.Time: Time 85008 e S0:Irseod &% B Benin&’Serdd S 58 85 &

85 BoHerDE SHRPAFED. Syntax: TIME
4. Dir : B0 H TRY, §6§é &% sub-directory o %) L Trdob.

5MD: & 8&r08 oegoe & directory el sub-directory o e §)8055:5).
MD 08 wgo Make a directory Syntax: MD <Directory Name>
6.CD: & B0l o @Béé o open BohgH). CD 008 ©go Change
Directory Syntax: CD <DIRECTORY NAME>
7.RD: &8 850k TRyT° GO0 0 EoRoBHi). & Eirol GO0 0ot
Qaéé &% sub-directory o 2%) D dwothre &ohomrd. RD ®0& ©go
Remove Directory. Syntax: RD <REMOVIE DIRECTORY >
8. CopyCon: &3 copy con 85708 e @80 H TR, §8§6 &b PR30
9.Ren: & 80 & aH@PAOD DS GwE) DK &8 SS5E%. Ren 08 ©do
Rename. Syntax: REN<Old File Name> <New File Name>
10. Type: & 850k oroe O3 26 68 0 womred ;8 3 PrdKo md Q065
Q) Q05 DKo BaHHE). Syntax: TYPE
11.DEL: &8 8508 oegoe 28 Bosgegeod Sodl &onosidd). Syntax: DEL
12. Copy : & 808 megoe a8 ?&J%fgzéa38°§ %) &8 directory S o) 2™ 3&°8
directory ¢°& copy BohED). Syntax: COPY
13. Drive Change : &3 8508 tegoe 80 H Ty oS 8 H850)%0.
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4. Format 58050 Fdisk 85708 © H802) dHB0S0k.
Write about format and fdisk commands.

. Format: 8 &F) 0 555 &%) ok Toe 08 &%) 08°0 ©d) ¢ delete T
BBATE E85er8 & 5ol SORPrNtEH08. BASP file system
w08l FAT, FAT32 8o NIF o eo.

IV: Label ©@0& volume label Q 8en5)&00.
IQ 908 &6 Format e0:&08. IC §°¢ volume &® files create eH@oow.
FDISK: & 8508 wrooe &) &° &) a8 partition 823§ partition e
create ToHHih). FesBeaor & EXroE B H5 &7 © EKo GHRFATD.
I Status @o& partition &@0E) ST BenIB0d.
Xxx @08 P earodoren @of5 (Errors ) 8end&od.

5. Aero options 8o DNBow. Write about aero options.

&3. Aero: Aero ©39 windows 7 ¢° desktop & ©oorr LPEES e LS 36
windows 7 e%060R SIS & g @3%33%83&26&. &8® Aero Peak, Snap
Aero Flip, Aero Shake $0¢ option &oérown. & option < HRTRACLDE
desktops wrer 8DE $08aH Fun e 808855 & option &H@PA
FBEGERS Glass &° F00& Animation effects K D% dSorr Sod.

1) Aero peak: &5 option o 0 e open BS window transparent
e 8220008, B 08 desktop Eree E0%:008. & weoe Koo open
2% item o thumbnail 8rHos? preview e Eroe SrESD).

2) Aero Snap:&s option oo S8 windows Gg) e S08E 5K %0.
B windowsPe) $maroedy S8 $i55erd8 window £ organize
205068 Botd R ©oBZ0E A%y window ok ¥e)erd8 ( compare)
SORBTNHEE08. DSy

3) Aero Flip: & option @esoe open B3 window & SR wegoe 8
DS $H%0)%. Windows o) automatic e 890550 Seron.

4) Aero Shake: HB°2E o IR B L.1JV IrBD 8 DT,

©5058508 S LT TasrerHrotns) Dot 8 HADD CIANECIR Yl Tow]
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6. Gadgests 0002 DHB0S0&. Write about gadgets.

2. Gadgests: Gadgests e window 7 es$0¢30R SIS S® BHBrA0T D)
programs & gadget programi 9% $r005» dedfdsore
BHRPAOBH 0. Feeedeaore window 7 &° E)5J08) &HDBPA0L

©8reS oy Gadgets e Qoeyen BRESD,.

Adding and removing gadgets :

Windows e5880R 255 &P load 2% & program ooz desktop Qs
gadgets e 33&;8585&)& 2.8 gadgets &° &8 program % o setting &
33&.%3%5@@0&3 ErTe HHe0hE0d errsrdn clock & gadget e DI
3o time zonew 3o clock en DB B set [o& S K. Gadget Ko
remote Foired gadget P SR Frowoedd K Hod right click D close
gadget ©33 S QoHEE S50

Organizing gadgets :

Darg and drop $te® tesoe gadgets P S0 Jronos & Hod drag B
desktop &° 502 $HEEos® drop drop [2 gadget & & HEE0S® set BoHHD),
7. Windows &° help and support 5809 J580508.

Explain the help and support in windows.

&3. Windows operating system ¢° built in /% help and support system
60008, BY trgoe Jredeorr ©8R KHERE EBSKBS SErmrdo ol
O Teyoe @DH0BOR AP & Jowodod SwsFen. Trouble shootings Qe
BcsrgS® Bensd@od. Windows &° helpd Sromreod start button 2 85 32
%3y pop-up menu Ko& help and support @éﬁ QoHETHBL.

Get the latest help content : User &¢5&3rA00) Soidrstad wesoe 8068 3¢ %

EIL) wowy %08 help and supproto online oS P05y online wegoe

§°& topics 00w §E &9 S 0% $02060D helph Erte SPosdn .60 %0

help & support & $020800S search resultss® select improve my search

results by using online helps FHEQ &8 button e click FoSHHSK0.68

0220800 JmeweTed)) B0ed 3¢ od IB8 userd unod.
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Search help: Helpy &cdme DoTre08 SRS S8 eTed) search box &P 8
DOHF0L50. ©HE EIV10T results Hod ‘B’ function key & press 3adgtio wegoP
ERT P00,
8. Windows &° file system 809 9580508 Write about file system.
2. File syste: Windowss® file system 08 26 & O diore creare Sard.
copy B5® move FcHEo save BoHE0,0pen BOHK0, IBLH0, ) DS
S8 )80 05580 B ) & Soe floder ok SohosEo.
Working with files and floders
DS esdre $eaeoed) DA Goid o Jerdre Sy & text, image,
music, videos % $0208008 BP0 &0enod user B ere0d PGy KD
icon 308 desktop & Erwe 0SS 0. Folder edme DSy o Jex
DS o &S sub folder A, subfolders @onae files @onae BOS
Qe BHEH0).
Using libraries to access your file and folder:
windows 7 &° library o3 & &3S § & J050856 Foedeorr
Bogrstal &° &y 26 B PGS § 0 af EHE8S° Jegiins nerd8 library
o0 &HBPATE. Windows7¢® s @od arentblibrarics default re E03Jeom.
1. Document 2. Pictures library
3. Music liberary 4. Videos library
1. Documenet library:
& library &° $5-@r 2000 TR0 e, REQS, BEoEKRSe MO
9388 88y -K02068 P AEPoSTr8 oK JoR)tn TS K
Beb &HRAPRHDHE0B.
2. Pictures library:
&s library ¢° digital pictures, digital camera o 2% photos,
scanner oesoe input  8:58°8) photoen 8% e-mail ). & picture
library &° load o8 0ersm.

42




3. Music library:

&&® digital music songs £:805%» cd audio tegoe load ZS )

intenet tesoe download &) music ) BAS® store BBosrLw.
4. Videos library:

&S® digital camera tesoe %8Sy videos %), digital camera
o SO %) Internet o°5o° download [&°Sy video 280, you
tube wegoe downlode B[E°y 280 & library & load S oersm.

Viewing and arraning files and folders :

Disk &° &) 280y Soe folder 0 Srmreod ) &) folder ois

click @2 view option & JoH&sed.
Finding files:

Disk &° load 32 &) &) Sode ) BB PHORD 2E) I8
Hep8iareod oo E50 BIE°K0 search box & &HAPACYD SRS S
BoE), D5 type B search T DS @ disk &° load BKH Benidyod.

Copying and Moving files and folders:
S Soairstal ©S° load TS ) & copy Dado ) ad
location 08 36°8 location & 1816 o FaHPORS @S0 ToHND).
Copy Bddgio: 508 Bagtrd8 &8 ob Do Faies®.
1. O 26 Soe folder £ 528 Boiege® A select Fdosard.
2. copy &0 click Icsmgd.
3. %88 508 Byt @8)& cursor K GoTd.
4. paste option & oHE 0.
Move Bddgio:
1. & 2S Soe folder K move Basege® A select D& 0.
2. cut Qo 85 Basmegd.
3. %)%8 move BrsS® @)% cursor K Gowrd.
4. paste option & D0H& D,
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9. Desktop Components 5809 d380S0&. Write about Desktop Components
a3. Desktop gereen: Desktop: S &b 80s3rse08:0 e B2, Qoiths erA eomd

B0 Q% 8D Heed B8 @roBo Desktop.

¢y, aB: 7%, e85 T8 w8 Desktop SIS $odod Y Bore
Q0050508 erREIPE & §)S BIHES sotnod. 38 & EEPSen 88
OB SPRR0B LB T Kt SEOOE DoioyD) OHHBR00.
PrEogtR: FPE0d 2 , bk @, Pober Bk Sosrt
28oRod AR Behtel8 eH@PA0SHDD).
Desktop ©:5e0: D:55Fen pden, Sfoben, Frraoen $H0an 588 wodreid
B0 DG Digren. 3w 066 DoEPR (FrE0doRSYD, b BRErHS®
EAK0 &8 Ve Srdedn: 08S OS (Soesd 50008).

> T Borgead (My Computer)

> 0 I &E), &Hird o8& (My Network neighbor hood )

> o deren (My Documents)

> 6288 8] (Recycle bin)

> 308085 08y P86 (Internet Explorer)

> o O58S (My Briefcase)

1. J® Bosrgeab(My Computer): & S0:irsod @08 $0b0 @) H88Tren, BSe,
28, PPobeo DO ©PSASe BEBITEY  IdErosKesn. My
Computer Q50 Sothdrth 88 Uahiio wrgoe Sosrgbdh 83§ Bohalds
0 DF) BEen HBAw HOET HE0TREE .

2. T IBSE), FHid 508 (My Network neighbor hood): &.8 LANS® 838
BcSadd @) Bowots Bosrgtaben {HEdoSataron. a8 $od Hido o
LANG® §35 Ba08s D5 Soirgtob d5r8yS 3.

3. & dgeen (My Documents):

360 AABFHRTS J8KBEBoDS S EOA &0eod.
4. 8288 HS(Recycle bin): Sohosads o) pder/ Peben/ @Frrae
63288 A5 gog6S° Doy Bchartierow.
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5. 2088y 2§) 66 (Internet Explorer):
a0 385 @wb. v S8 J& IS (F°E VT8 SHAPNOSDEE0E.

6. > DFES(My Briefcase):

5% $58758 Digren, pSen A Feboidh Jog BHTIZEHRTA0L2HE0E.

10. Control panel iH%o) @obod ? Write about control panel?

23. Control panel: Windows &%:0 dohen 88 Bois*S i3S
EHRPATE. & 2ohen DoE’R Jer EA1R0E O der HATROES T
800 TR B Do Jrow $BE HBA @D HOERR set up BabeIS
@otheren goetron. Control Panel &° eotherens® ¢y dodden:

Category View

System& Security,
Network &Internet,
Hardware & sound Programs,
User accounts & family safety.
Appearance and Personalization,
Clock, Language and Region,

Ease of Access

Accessibility Options
Add Hardware,

Add Remove, Programs,
Administrative Tools,
Automatic Updates,

Date & Time, Display Fonts,
Folder,Options, Game Controllers,
Internet Options, Key board, Mouse,
Mail System, Network Connections,
Network setup wizard,

Phone and Modem,
PowerOptions, Printers& Faxes,

Scanners& Cameras,
Scheduled tasks,
Sounds & Audio Devices,
Taskbar & Start Menu,

User Accounts, Windows firewall
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11. Device manager H80%) 80)o& ? Write about device manager?
e3. Device manager:

HOEE VG528 GHABPAOD, ahth W EoxrsabS® sl TvK HOBY Bbet
Do) HoBH $DHEBEHH,, 58 35 Nelgy 5085006 B 82 Doy
0% 55 36 di3ohet $58085K). AN @&&Qé@8 RN S Niojgela
&0 @°o§3 DOHDES, D 26§ Qo 8BS 205008 Soe 500@"68@?6) ©080508.

Device Manager &° @otheréns® ¢ dodEen (options):
>

Computer

> Disk Drives

~ Display Adapters

> DVD / CD — ROM Drives

> IDE ATA / ATAPI Controllers
Keyboards

Mouse and other pointing devices
Monitors

Network adapters

Processors

Sound, Video and Game controllers

”  System Devices

* Universal Serial Bus Controllers

12. Taskbar 80 graodhod. Write about task bar?
es. Taskbar: Taskbar @36 5 @S 8958 ¢S PEBL §8e PoBS HE.
£.38 DOER TRTe edyRione &0t desktop s&ote, Taskbar Tooeed) Q)
EA000H. B3 07 KPS Derrred EDA God:
Q) agg 20, 3O Q‘:g 0 BBHKok.
8) Hoi85 Dgriso, D & BEPEe KBED PSH BBTE® Srd%0d
08350 5 S5 BB 8T8 Do5i0g®) B8 .
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R) QO @FrrSoen 8 Eosryd Jeofe 8 BOHED K& S0
08050 D0 (DK Digeen ) EOA &) FBRBAS <rd:R0b.
KLoQE: ersiey sidaren & HESTrP 856 Doharsd.
13. Dos &% External Commands £ 9580508,
Write about some External Commands?
e3. External Commands:
1.Print: 33z &8 26 & Q05 $580008° Qo5 DS
SrATevulatilava Vel AN
2 Doskey: 8508 prompt $¢ Doskey & 8 3% enter & O @S Doskey
installed oI HIE 5508, BN LHo& HJ0 B T Edrok o)
SEIM $FeH BoB0enod.
3. Attrib: e ) 5 Srddome Srdyes e TabHow
&8 BE0& wegor [owoSHn).
4. Undelete: Del 85508 tryo delete T8 3¢5 & 8508 wogoe 86A
SPoish) 2O K delete [ 063 undelete T, 1O D Fod.
5. Sys: Bootable disk &% $05r8 S08°¢r8 88 E5r05) GHRPAFL.
6. Find: s 8508 & O3 a8 6 S 26 &% dored 388er8
SOBPAIED.
7. Move: &.8 26 £ &8 directory 08 36°8 directory &, a8 B Soodk
S6°8 B8 & SrdBBK08 80T 08 & 5Pk K SHAPATD.
8. Chkdsk: H3~ &), &°0 &*aren 80°0¢rd8 chkdsk 88wo&
GHBPAIE. 88 BP0l TEIE drdod disk HEE0D 0o
Sren Faberderan.
10. Format: 8 &%) ol 38 &%) o Sue 08 &8 08°0 o) 20
delete B 88A a0 B55¢rA8 & BP0l & SHRPATC L.
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UNIT - III
MS-WORD

$5) VXGRS ()20 0BAW 23aee0eD
1. Ribbon edre 3? What is a Ribbon?
a3. Ribbon: Microsoft word &° trdy065 Qotfs® D griios® &) Panels
Ribbon ®oé¢rdh. O tabs éotron. @& Home, Insert, Page
layout, References, Mailings, Review and View.

2. Office Button esre 30? What is office button?

&. Office Button: Microsoft e ex¢o8 &° Ms-Word &g, 38 HES s® S
o5t &) HoES Gotran. & S woe Microsoft ek 2010 HES SN
B8 wBg0oe] 5 (BT ToHerA BoBBKN0 S0P DY B0 Ok
open WnerAE save LB SaveAs DOSKETIS TrERR0S O Pl
D088 LerQ8 oS o publish oo close FoHerdE email S box
e send D0HerQ8 Micro office Button &0a&@mNHe&08.

3. Quick Access Toolbar ei$re 380? What is Quick access toolbar?

&3. Quick Access Toolbar: Ms-Word &° Jrgedeere &H@rA0R E8r00E
Quick Access Toolbar ¢° &oé¢rom. Quick Access Toolbar & ribbon %
IR, BoXmd oeen  BREIDIX ). 8 toolbar BwE, position &
o0 toolbar o) NS 88 B[R $Ty DI Ho& above or Below
position & DoHEHHISL.

4. Ribbon o5 HSH Tabs éotron? What are the tabs in the robbon?

23. Ribbon &o¢5 HiH tabs éoeran. @& Home, Insert, Page layout, References,
Mailings, Review and View.

5. Document & open S0800 save BaHerdE eBdBrA0T shorteut % Benod.

What are the shortcuts for open and save a file?

e. To Open a file: Ctrl + O

To Save a file: Ctrl + S
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6. Microsoft &°® New 800 close option & Shortcut e eHod

What are the shortcuts for new and close a file?

. New : Ctrl + N

Close : Alt + 4

7. Copy 08050 Move o S5 8t 8e)08.

What is the difference between copy and move?

23. Copy $08050 Move © S5 8o:

Document ¢° text & copy @05ee08 & text & Copy Lo’ e text &
Select D& edit DI Ho& copy option K select [ D& copy
BcsrS® ¥, & curser & &od paste option o JoHE .

Document &° text £ move HSrew0& text & Select [EQ edit
o %08 cut option o oD, EE8 Fkreod @)K  cursor &
éo9) Paste option £ 0&a®. Copy TR text 3o KEaes® E2%08.
Move I text .8 {HEEo 808,

8. Help System esdre 30? What is help system?

&3. Help System: %005 6° 3r8) & ¢dRrA0E oo Dotfs H& S99
&) @[é’sﬁ‘@ @9 T°E) 2268 & PR Ford Swe F1 ( Function & F1) @&
IR TS &8 ©HH08.

9. Paragraph &w¥, Alignment 809 @*dHo&.

What are the alignments in paragraph?
e3. Paragraph &w¥, Alignment: Joores &° alighment @08 Jroorred &° ¢y
text & HB HeRS HEFos® doeyen Tohio HAS® & Bod options Zo.
1. Align Left
2. Align Right
3. Center
4. Justify
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10. Paragraph &° &%) Indents 5809 @rc5H08.

What are the indents in paragraph?

a3. Paragraph &° &%) Indents: 2080¢5 20°(PH 0556 text & QS Hiwos®

S00E BHRRNHHH08. BASP first line, Hanging, Left £:805%
Right options .

11.970°80hR &8, (Formatting a text) e¥reado? What is Formatting a text?

. Formatting a text: oroogdoh &8§) edre 8§ & HiTH skl ddore
S8 8708, BASE oot K Sedne e eFore GnE) 3D S8e), oo
ey B It Wi wFore GwE) Jer K SHORY e B T DS,
oS 5 D Irdne woll 56, verds, woil BS, JE) D v Bk,
©ET°® n&‘mé& Bod & Srdt ndeond BBS o eHErNod 85 & DI
HORS Qe5orre KonEEHSH.

12. Auto text sdre 38? What is auto text?

®. Auto text: ol &° 88 85 T Fod B wi’hEE e $kob.
30 Fwdo 85 Vohdomrs By ol &° EAod. §°8 8 B ok
Vool DEFH 6 awd W& 88 D1 NSNS oS 88 Toird. Bhard
i 85y 285 B aird Wi 85 Taird.

13. eses® 85 edrrad? What is auto correct?

@. Auto Correct: T&bods &° 85 89 Txdantd DX Oy DR Ses $6
S8 5erR8 oes° 85§ eBS SHRPHHDH08. & $H8 & GIFBPN0DHE Te0E
DEFH 0DF atrF s 85 D oroh Ty B Ko wes® ¥3E &l JoWER
53) S 8% 658 © $c508° i® 835 & av@roD §5B.

14. Word Count esidre 30? What is Word count?

@. Word Count: $§ 08 e wioll & af) dwren &T@r dy)o
DEFH 55 2010 &° oS DoE A D6 88 VB, B Teyoe
Y Dren eI Benod. 283¢ 88 K 2BE Vol 8E VD
o80SR Hrre Sogy & BedEob.
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15.830¢ 8550 drriQu? What is default dictionary?

&3. Default dictionary: Sosirs0b &P 26§ &P Eg00e) B 5@@@9&3 )6 38oh
Biy06 .8 2F oSl BIE BESE errdored Figod. 8 8-S 8556 85
Sdreod

Microsoft Office @608 88 Baod

Hre JodE w6 86 Tohod

E80R ersdp 85 Babod

)00f $0TKE gD 85 Dol

5Ere Jsvotndesy 88 20008

> SHtre ok $900% 88 Bohod

16. Thesaurus 5802 @eco&? What is Thesaurus?

&. Thesaurus: Thesaurus &° Stre @Y, HoechdTren HOXN HTEH Hren
GOLPaR. & HTAS HTeHKo SPard® I8 2BE U bayS &° By ¢rd abs 88
JoB. 8%ze8  thesurus o5 88 T S B AHZH Ty 038 &
800 . (So°) HrQy 2B Db right click T 1TKy) s 88 Tased.

17. Undo changes &$re3Q0? What is undo changes?

&3. Undo changes: Undo changes @08 tr&sa0t] ¢° 56 $8% T8 Srdnes®

e.8 @ IVEH JIg)o BA8%0 & a5rE)R S erb ot &) @0 @b B B

2050, A8° DHBI V1Y Kt FoAEBH0H (8 85 & ArES 055 ©HBH0b.

©ond oS o can’t undo EIDY EBarS ©oH Voo BB, ctrl+z

89 @R BT 13d HBB TS ToFR 2.8 YO JHEH JehyBook.

18.29% 8500 ¢ @98 ot © 980D ErcHod?

What are the different types of tab alignments?

@3, ¢ B o e SwEgorr Feewrd Sseen ©d

1. Left 2. Center 3. Right 4. Decimal
1. Left:- 8 ©88 30&5 & 208 33 85 28HH 1§ wddr HEZH $:500.
2. Center:— 5:0y% $r08 © $e558° B85 B ©H%H00.8H T &S
208 5 won 55E°8 $0b.

YV V V VY V

51




3. Right:- & @85 o5 & 28§ 85 B 85 28D axordErs eotnod.
4.Decimal: - Soaa(céés BOHS FPon0ES (52(56 OB 9508 .0908 ©o8e&* &)
Sogges® Kowoko BHome GRKHES dranot @) 2.8 S8 SJeaw.
19. Page layout &° 8PS 0l Bokok. What are the options in page layout?
23. The options in page layout: Page Layout @059 page setup &° éoénod.
B BF D B0 T 1E Gws) Ry o e Vaherds eHdrhTRon. Page
layout &® 500, 2. OBTOBHRS W P Swe erok (S J By, D6
Tog) Der wdB BT S oty (09D sody))ad @5 wd g
23‘5§ 5 e, D& BwE), E08 oo AS® &HDPACT 68 $36) oo FnTD SHS e
G200,
20. £,80908A8 @08 e What is orientation?
&. £80008AS: £.80H08BAS s°AB0R SRy “@FTowdS (portrait)” oo
“emsol® (landscape)” &° $1065 ToHAE JodBeH WobK08.
> 6B (Header):—wes;bolS 6°9 2 3 epmel) $id) ore 7S Sk
Doeyen THEPHE).
> &reo8(Footer):—tedgots $° ($8 D& edrbhermd $dy digorr 8od
Frgos® Jomytn BHOEIHWD).
21. Header $08cn footer @o& do&3? What is header and footer?
@. 366 (Header):- wgibodS 6°9 2 3 gl $3) Desorr ¢S &rdS o
Header o e@oéd.
%8 (Footer ):—eBosaots $8 (08 e i grred $3) diore 8ob
Lrdoe Footer @ ©otrd.

22. Draw a table with any data of your choice?

Student Name Year Marks
M.Sindhu Kumar 2020-22 937
Sk.Asha 2019-21 907
S.Lakshmi 2018-20 892
A.Ganesh 2017-19 888
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23. clipart @08 d0¢3? What is clipart?

&. Clipart: 85 ©f 930 oS8 555 Bahteds JYHS® SHAPA0T 8)5.

24 . smart arteod d0&3? What is smart art?

&3. Smartart:Smartart ©38 & w0 & JSrToed) AEEPoSTIE s
GHRPAOSHO [PHEO $XrdBim. 96 BB, FPdnen B K5 §F L EOA
€0€008).

25. 68 $6), w0 d0e?  What is water mark?

3. P85rE): 5575, w6 RIS (FFE S0 B EIN0T

©EEGE DEo.

26. Bond HF (Mail Merge) 008 220¢3? What is Mail merge?

&3. Mail Merge: 2.8 tod50065 'S arerinod8 Hodoareod powd 3§ option
GHRPRHEBE06 &8 TR0 DBHE Srdne BehHowr 33 56 BES o
$03085y. 1. DonS TrERo] Bird FohKo 2. Xl en BH FohEo

2 Bo&oBl owd HF WP oko.

GTP: RS (B8 Spen, S Beaben LHBM Br=Rae8
50206095 S8, & $Irchos®, Fndo Ahesr Ber .8 S Jox
BohethEod. Sp Bwd) @88 HEE PSS° Jog BehathEod.

ég QTS (HE)en B eszeenen

1. Ms-word &% & dore document create e Roe08 edit, save Do
QeI DH00HS&. Write the stepwise procedure to create, edit and save a
document in word.

23. Document o Create Zcho:

Ms-word w0l o Bahe Deherdd Swdo Hrd Ssoo
Do Gmon. @SS HE8 DEIH v 2 s 85 D Ly b
Qo5 85 Toird. B%ard blank wrBogRboes oes BSheS BAiTd. 3oES 5B
shortcut Method &9 &%0 Ctrl + N 268 2D IS0, Sxeisd lald
ribbon &o& &) standard toolbar o0& new icon &os click Sasrd.
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Document % Edit dcdhiso:
E500eT 5 AEE BAXPe0E Swoh TER0ET D L DR BT, B

8550 St Heidhen smow. 08 PEFH ohid aes i &) LS 26S
50 QoHEa®. BokSd 288 Ctrl+O buttons QotHEard. H%66 standard
s ¢:3) open button K JoHETO. R0 & IEE Voo o
oS ¢ 6y text & Sedpen [en [odko HBASE E°E text &
Qoedd Bahiso text & BAS font o DoHEaed. Font style esdre Bold,
Italic, Underline o€l @9“‘.1)5 o set [ado font color SrEyko font
size $e8%0 K08 sedor subscript, superscript $03Q Bho Erwe
stike off, double stike off 808 $ob. Srardos® Srden Tdyen
Ao @08 I Hrred Suhko, HdBahE0 6l Jrardos® £ e
Bearoedy 83D I8 $raroed) Eedio, copy, move [ADE0 P
DBHOT ABBoR @otrd. Jorest, rmws® erar aEdn Sarel
K0Bcerd8spelling &Grammarcheck 03 option en GIRPEHEEOD.
53 ribbon i &) e i &° oerom.

Document & save Icbhio:

Trgbodl K Jend 8 Uaherd8 (Save) Surth SsPe HEen. Inte

DEB Poid tard erd Qo &) PR QoS 85 DY $OH08. BoKkD HES &
% &% Ctrl + S 28 5 press VAP, e HES DEF @
2tn abts 85 Td save Toe Save as option & JoDETD. B HEeS®
save NS AoWBID 53 gerh erfy ¢ S D oI option & S
28 5 85 FS' . sareod S B PEF whh ol @ng) 97
o0& 2010 $58% @ égﬁ o¢® wanze save BT wdIo God.

2. Microsoft office button Gws) views & dX0oS0&.

Write about document views.
&. Microsoft office button Gog, views: DEFE 99 208 % Ms-Word
draft &° Somore 08 Ssre view o SPEHH K. ©d
1. Print layout 2. Full screen layout 3. Web layout 4. Outline 5. Draft
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1. Print Layout: &8 view &° tr8;300¢5 & diorr ©0¢5 ©9E08° SrdathEod.
&HQs® wéaegiboe’?f &0 text tables, &0, images B (PRHE) LrDdasEron.
2. Full Screen Reading: &9 wegoe weghoed & full screen S° SHHI

DFore SPEHE). B Tesoe BodH DO BB EPEHD).

3. Web Layout: & oegoe ool & web browser & diore 83006
SrEHE) 008 3003y S° &0k IF HE LPOOMT TrEHotT EIDR0B.

4. Outline: &3 tesoe R0 BT Srio &° EIBK0H.

5. Draft: 836 o065 ¢° 68) text SrPED EINK00. oS & &)
images, pictures H8d5w tables EQ305. wEy0el ©%H DAL Ssee view
0&° Srerd8 window DDE &) w00l view tab e 88 BaHISKo.

3. Move £0805%0 Copy 8500&) 9809 @rcho&Write about Move and Copy commands?

@. Text edting $cHos® cut, copy £B0» paste o L Keed

DBHTHE,E0E). DB clip board eHTHY) ©otrd. Qo &
HAV0DYE &8 WPBAS &°A wodren HBE PSR DIRPACDHES @I B0
GoB. Ber &l OPBATI woTo HEE WPBIS & IABPACHE KRS
OLE(Object Linking and Embedding) @o¢rd. OLE & Gérd Heod
DIGPAOTHEPIE 85 S0 eDARHDDHOn. Berd a8 T Hod %0
BE), T S8 DR @& BrEmd8orr ST JegBohadd. Ber
BEDE0MT Gerd Doy BnE'HTI8 Sirawoiads Dards® 85 &% wotrd.
Move %805 Copy @@che document edting e6® ¢b&ReAIS

Move Sc%%0o : Documents® text & a8 HBE0 08 6% $HR3°8 S e

document £09) Z&° document % $3903 FHECHS move BOHEO WOLPS. H

cut o8 paste EXrof O O GHABTPA0LHIO SoLNod.

Cut Sa%o: Document &° & grredy cut Fasree® e Lot select To&Sard.
W% 20 6o 85 BB drag Dcsrd. Toe text Iweser cursor o God shift
& press 3D arrow keys $5#0hcns® D56 $8% select BoHa @odo highlights
32 85008, EBard Q& 1w ¢ option D select BT, cut T errrdy
document &° %) paste BasrS® @¥,& 3¢5 85 W2 paste option 85 FaHHSL.
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4. Document Paragraph Formatting 95802 geahodl.
Write about formatting the paragraph.

&, oS & JTTH o0 Jrovyion VohEo Fo Indo wERIoE BwE)
look & $3°8)3:50)y. PTOPEH Te3ol Bsreo By Wi &y layout Qo
85 Fosrd. Toe BeS 08 Gy RO (o8 ades e 85 Trd.

A. Paragraph alignment & S8yé0:

ooreS ¢ alighment @08 oored &° &) text & HTH HRS
DSt doren Bahdo. & §%ohome tab &os &8 T $Ty Dot Krod
SHoS alignment & D08 Hecsn. HAS & Bod option o).

1. Align Left: 903 text & left margin ©9&0b.

2. Center: 30,3 text & Center margin @&o08.

3. Align Right: a3 text % 8¢ margin e0H&o08.

4. Justify: 20y text & left 0w right margin align 9&o0b.

B. Paragraph Indent:

Paragraph Indent &858 text £ QD ©EeeoS e0herd eH@BrRNHEHE08.

&Q&? first line, Hanging,left £:805%» Right options 5.

> First 88: 28 doorrd S first line Eoig®S 0.

> Hanging: 36 20°0Ts 3066 88 85) Qorier 88 ok Eos®S D08,

> Left : 2oored &° 63 ©8 88 Gng) left margin & Bogs®S Td08.

> Right : doored &° &) ©® B8 @8, right margin o SoE*S F:dob.

& 2ooeH indent ©B GHRBRACTTO0E S8 B0 DB FODIBLD.

v 2o 6°Q indent 000 spacing 6% 88 Basrd.

v $&Ha»$ dialog box o0& Indentation & DoH&ard.EHaed H5
eSS left 805 right indent o 285 B aed.

v 88%ard special 8o &3 first line Soe hanging option & o0&
SHORS point & set D& .
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v méaé&oéﬁj mirror indents s*are0& checkbox wegoe mirror indents
option & B B85 0.

v 358 ok 2R e 88 B B B8, L KRS Reh) &
TE0E) ST 9HE0d.

5. Find 8050 Replace H80 [geaiosdn.

Write about Find and Replace?

. Find: ool & 8 dp8d)d Q) Sodoed® wls Q) dmrek
$8) DD @580 DG)KB08. ABT HEEM IE)E G0l BennEPHerds
MS-Word &° find o3 @odsn ¢od. d&¢ menu P click I find option
Gorhl 78 $Xp0b. woths® find what $¢ & $8K» I85°E° Aowb Bcsrd. find
next button click Za5r®. cursor &y <% Insens find what 3¢ Doed
VDB HESH I3 KO KK 0oE @B PSS BB, &
DL e Ddend) w0 S B HEID IE)E DenHe BB .
find next button & 3?05@3&@: 8 DA AE)E GOl NS0, &
DEL0e TR0es VHEE IV)d¢and end of document © message
DOH.

Replace: &y éodﬁ@aee’fs ree $°¢ SN el T HE°E HEINE® HIZLoTHOR

TP,

BTREPSE: 8K oF DS Trer T Federens satish 8:) Babpbde0nsS

satish o) &) 5% replace $:%0%0&° satish @3 SrSE0S® HBFH08DE .

Edit menu replace option 28§ B0&°0& find replace box ok, @othHs®
find what & ¢80 $08° HE55NE® HAZQ 0[BT T Noedd BATO.
(6mesSe% satish) replace with ¢ &3 DK & H8gdhos®

Qoed Basrd. (satish) find next button click W TR0 IoSBT 0

satish H580 J8)& Gotnot® o8 Highlight Baseco@od. wedd satish &°

H8ZDoTreod replace 208 click Sasrd.
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6. MS word spell checking 0802 oeaho&. Write about spell checker.
e3. Spell checking: 86280 wrEhotn wodiore éééaécécﬁo o8 Loggae S
BHoTe SR8 S0 Srs° Ko wodETR) Snexhd B $8S 6°F 6 83§ DK
DG ABE o BH BHHY) I00HoS’ witHEE m $¥0R0d. Yoh B
0200800 YO D Boid werotd (’%@"’6’.?;8263" 3@0& 3 3NBoBTe8
MS word &°0 2)00f 6 &BABrRDHEHS0E.
S B edw:
D L-TE00es B Vahio HrQ Bahtso @ond Soegs &S IS
9)90f @0k (P8 68 DoHEd SHen sot Gerh we8) HK500
@S Bod grrren &oéron eriio al A58 ©d Bob grros® JHEAS
Q) 60008
B 2:- wrroS’ B K HSEw rDHethE0d & S8 SHET 6l
HTrel) axE® drhatharon TrRSE° K35 TR ohE ) Bof abs &8
DR BYRHEEW 30 @ond DELE® L3l erhEod. aoNR E5K0 &° 8
HEren BIP D Soren ST SPHES $8)HedS ©HdB0 S a8S D
88 3 0y L0938 0580 T.
56 Gy &R0 &° Srredn drdoPod :
)00R [P08 ey &° b D By Sl Je Sy BEIO @S 88
a5 B8 o 2 $E S°BS VT S SreH.
B SHOIHERAE Hensd edo
8 5°6 650 R ar B B ©h BT Gotnod TR’ Sy &)
HTren S8 By 8 e 88 TSR HY & Huel8 SHEM &) O
908 Q) BHT &) HS50 HSo& SrHE0s.
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7. Document &° ¢5&@eA0 tab 80D DHBo[OE.
Write about tabs in MS-Word?
2. 8 oSS’ Db drgen eow:
%, 5°0)0t0, D BeoHeS, drsben, ondofen, HE HH85w HEes.
38 e5ds Bod JeETeed SOA Gotnod:
1. % (Home): §§Je‘3’s§ oS e, DTS, ?&)5“) 208350 DEE0AR.
2. 3*oH(Insert): Hefen, He3en, Csaﬁe;o@;, DoBew, rE8 & HB, HSbo
B0 DeFtyen
3. & BoHe5 (Page Layout) HSen, é 205, 2 350, Doe, e0knd)
4. &rSSen(Reference) DXcH K08, HEPES, PESS & (o HEE, 88e,
Ko DE 50005 ehste HEY
5. Bondofien(Mailligs} 9000, @and Do  @rBodod, HEELD
@rohEo & )0, HOEPen HBH 50 DKo, InA0D
6. $80F(Review): 53r500, argagen, E80R, Srden, 60108, E8osod
7. g)éea(View): DB DFeaen, Sr80% /D, 88, Do, SrEden
MS-Word &°Q document ¢° text & 85 D080 table format &° ¢y
By Bend SHote B Fabhded $HO)K)% tab option &DRPRHEE08.
Jrgedesor MS-Word start S8 )& default r tab stop odi® 0.5 e set
BoHad Gotron. &8 tab option GOBREHEEHE. Jogedesore MS-Word start
25560 default e tab stop ©ad 0.5 e set Bahad Goéron.&s tab 0.5,
1.57,2.07,2.5"md3p0n SPareod & tab o &% seHeds $5Y set T0ESD).
1. Left Tab: &rgd & &6 text & dé-3508mso T08.
2. Center Tab: éxd r Shear SR 20686008 .
3. Right Tab: &ri & 56 texto H&-58wso 0.
4. Decimal : 308 &° decimal point &H8 align @H&08. ©08 @080’ &)
Sogged® Kowoo B&ome decimal e @) &8 SHES Sow.
5. Bar: & option CS?éES Qendre vertical tab insert es5)¢H00.
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6. First Line Indent: $re83 303065 78,565 $°8008 $08a0 Hoorest
S05E H08Q moToET Wyod.

7. Hanging Indent: 558,50 a5 2008 S08AH I0&E Hof T ey
HoZeB B0R0ES BHob.

8. Tab stop position: Document &° tab 5%)3%,& Basmge® ruler 2 cursor
S® %)% tab & set FEHISK. BHard eareod tab GBwE), K properties i
B850 1885550)%0.

9. Tab stops to be cleared: Document &° tab &%, stop ed@eon $38&°
$oD08. tab stop & clear BP0 clear all the tab stops &
QoHET®. & option & DoHE 0 Hdo cursor GodS place oo @) tab
stop position e» clear Ichadaron. (Sw)

Alignment : Tab alignment e Swgzore Teenrd Sseen ©d):

Left: & alignment & select 0808 type T text QELTDS start ey

BEID H00k.

Center: 3 alignment % select D& 08 type D text Lre5sS° type sHE0d.

type DRty 5t Sod start wom text 058 $inod.

Right:& alignment & select T3 type T text LEIHS start o AEHIIHD

23BIOET €0ETOW.

Decimal: Boaﬁj decimal Cﬁfétﬁ align ©3)&Hob. ©0& ©o3e&® &) 26081323&)58

Sowoto B&oTe decimal en )y &8 SHEE Srow.

Bar: 3 option Cﬁiéé Qendre vertical insert ©9H&H0H.

8. Page layout §°0 994 option & 9580508
Explain the options in detal in page layout?

a3. Page layout @558 page set up &° &oenod. HA text & print T page
BwE), setting & set BoHerAE &1ARPAFE.page layout &° mé% e
orientation edre portait 8w land scape & set Ty, HHE B, Dew
.88 83 2% spe) (multiple columns ) pagebreak, page border , page
GBwE), colour oo rAS® GHRPACD T8 I8, e IS option en eamyom.
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Modify page margins and orientation:
document &%) page Margin eo &3 808 orr setting BoHssD).
Ribbon &0 &%y page layout option Qos&®are.

S page set up group Ho& margin o O .
& default margin e click Scsred Sor
o $%Hard custom margin o click B SHRS Eﬁ?éﬁ o0 set FksSed.

Change paper size and orientation
e Document £ I print Bw¥) paper & ob diore set BADDK).
e Ribbon & &%) page layout option & doH&8ard.
o SX%arS page set up group Ho& orientation , size or column drop
down menu Do&%ed.
o S5 T3 K08 K5 SRS choice 0K JoHETPd.
Apply a page border and colour:
e Page border 805 colour o 3 o desorr set THEEHS0).
e Ribbon & &%) page layout option & doH&8ard.
o $%ard page beckgrownd group £0& page colour & page border
00 D0HEed.
Header 08050 footer o set Bcsmér:d5maroed)) e.863 ST2) 958 wdos® B
B30t & head and footer option & &HBRAIE. Jeerdeaorr & B
J3eeoed;y books ErHoes® print 3?\)&0@‘3&3 @, header ©o0& 8 28 FRIS
text & Sore footer @08 DA DB ol ot text & &9;{35 BISHRAPA0TO0E
ribbon &o¢8 &%) header /footer design tab & click ZohEB. HISED
JeSesore date, time, page, number 0S8 B S H0dS text K
header/ footer re doeyen BHE°HSD).
Create a page break :Document ¢® page break & insert Scireod
e Ribbon ¢ &) page layout tab ¢S click Bied.
o &%Haed page set up group e ¢y breaks drop down menu &ocs
click Scied. $%ars page &S click Fa5rO.
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Insert a coverpage:

e Document & cover page Q set B3a5eg.

e Ribbon & &%) insert tab K JoHed.

o Page group & &%) coverpage button ¢S click Basr®.

o 35ard coverpage Gw¥) styles oes click Wasrd.
Insert a blank page :

e Document &® blank page Q insert BAsese08

e Ribbon 8o &) insert tab ¢S click Bcirgd.

o BHard Hy screen Ho& blank page button e click Basrsd.
9. MS word &9 table option 9809 d$5B0K0&. Write about Tables.
a3. &anS(Table): &°% £800 o (Row & Column) &ng) $500s5m Send.
Q) TrBgn0en BATE Bt B text & rtnme §od Skraroed) Saod)
Er08° @oBEDIONE @DIE5D BenrDEP 0enod.BEnH0e Bend) & SXTSD

D8 5o &@35 953850 Bdowe %6 5% 2B DS 9dsed S0d.

Stud.Id | Name | Ms-Office | Pro in C lang | Acct & Tally
101 Rohini 49 49 48
102 | Kantarao 49 46 47
103 Kumari 49 48 47
HEED ErPoBoBTRIS:

> 0% 88 HEEH £85%3 DS 88,5 sosod

> 8eyS Gws) Insert Tab 88 cHod

> 8end) (7e0S° Bend) 2R 85 Babod.

0% entd dgrenre BaS JyR0sH):

> @t S5 508050 Jensd HBde Sopgd B BoHod

> o“aégézéa 730D §§ 22, $%Hden L85 Jend SHhde L0850 Dot
BHod.

> [ 8BS 85 2008 ey Hden 0B Jensd Hodetr 88 3
Doed Tahiso Tryoe b HBED Hhosod.

» Quick Tables D 8§ o0& B HEPE Yo 0k,
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HBES® Teido STt Babod
% $ErTe0eR) $FeH BaireBons) PSS 88,55 GoPod.
B85 Doho @Bodosod.
HEE AoegeaeR)y $8560508 LAy HBED Froyds Vool
DL Qo°ea) F5808T8:
v Bend 88 T, BT Qo Botd 88 ergen 6ol Kool
BBS 50000 BeHes 8 Bend EES B BB $o020HoAIR.
AES e S?, S0t oHESD):
> Send 39 JodBen
> Band 28,
> 660“?63(;@263 AcH08
58850 oS VTR, HEPE0 885 T, 8 8 B eyl 88 Vabod.
& BOHE €75 D00 ©HBR0:
> NEBRe0 508050 FrHfei 8oBod (Baod (s $od)
> o S5den HBA5N Densd e SPeyosod
(5%en & enyd $Bde JHrsro Kol )
> o“:)éz)é, @c‘f;@a $5E5en L0050 /S Jend) SHhdod SofoSod
(5%en & Qensd) $Bde JHrsro Kol )
> 250 D0 Bahod Tor JefRosod (0K SKrsro $od)
> 26 H05meeedy BoSod e SRotod (RS Qe 17°5)
> 2650 880 $iaed) $8pso ToHod HBE $58 B Sr8108
(BRI (7).
9388 &) HGS %0 e K Top ey HKXH RoE8:
O SBIK F*eyoseo:
1. 0 $505% EoSTEI8, T80 APowoih Qb B S
S oTredtroendy 8 BIHDBS SIS &oB08.
2. 3R B& 85 DcHhol. el oo EI108.
3. 28 /808 $&hde §°8)0H JoHs*od.
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Qendd S F°dyoso:

1. $% 528 Jensd S EAH0oTPe0B0e0d) b;m@% @égﬁ &5:9) Dend)
HBNS® 52810 Feom0oeT D SoSod.

2. $P03 HA 88 Tahod. a8 Bk EIDR0H.

3. AESHE Vendd) Hhden T°20H T Jensd $BKe 780
QoHE 0. 5 Jensd B EAWK0B.

B SO0 EoNoWTIS:

1. o 5% o Qensd SB5B oHeos.

2. & 30 H& 88 Thod. a8 ik EIVR0H.

3. 2F) FohoH JoHEod.

4. 30E0 B HBID Eofod o 080 Jenyd) S oo
QoHEod, &3 $3 8§ 30630&.(3z3° OHHB0 BTPEOTP & IO
evnlaletatelal

10. MS Words®0 Grapics %809 @ea$o&. Write about graphics.

3. MS ~Word &*Q simple grapic @3¢5 Soerd8 §°Qy drawing tools ¢ay0m.
&8%%0 insret tab &® pictures, clip art, shapes, smartart, equations
30885 soom. MS word 2007 & &9y special characters £ insert
BhKo,symbols, pictures £:8050 water marken graphicédarrralaran.

Symbols and Special Characters :

Special cheracters ©0& punctation SwSBEY Feedes key word

S° 82203 symbols & document &° insert BcsrS® ©%)& cursor

€00,

> Ribbon ¢ &%y insert tab £ doH&ard.
> Special group €% symbol button o click Z5ed.
> $%ard 0508 symbol & Josaed.

Equations:

Word 2010 ¢° He8&aeR8 K02050D3 equation o &t insert

T2 oSdo od. HAB%0 28§ equation & Gowrs® document &° @F)&

Cursor o Gowed.
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> Ribbon ¢ ¢y insert tab £ doS&ard.

> Symbols group &° equation button &oc¢s click Zc5r®.

> Equation ¢° &3dnen B8nen Boireod design button ocs

click Zc5ed.
Insert click art:

Type @508 document &° pictues £ insert SoerdE cliart
SHRREHHE. clip art & documents® insert Zo5re08 ribbon
s ¢y insert tab K DoSER clip art button X click BeHSBL.
@3 dialog box clip art £ 8OA &) $&rae80& document &
BEIDP EIDR08. oS clip art K JoHER insert P 88 I
e clip art document &°8 $%y08.

Clip art: 85 ©f 36 oSS 85 Bahtrds JPHE® SHAPA0T 8)5.
Insert picture:
e Document &° pitcure 9 Gowre08 & Bod Jifore Fo5TO.
e Ribbon & &%) insert tab &oc click D5ed.
o $%ard picture button oS click Fasrd.
e 3 picture Q picture FcirS® & location select & Fasrd.
Resize Graphics;
Document &° &0 picture Qo) size o Lo 008 e picture
&), corner &° cursor Q o mouse A drag BIe BV size &
So80 88 550y%0.
Insert smart art:

Smart @368 &) graphics o) Soons. 3 document &°8
DBPAODE 0B DA Eseenre HOMPEBoSEo 20A08. O8O Timelines
process. workflow S08850 goerom. smart art & document &°
Goareod ribbon e ¢y insert tab e click T B%ard smart art
85 32 =o%02% graphics & select F:0%08 & Graphics document &°8
OB,
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Smart Art: Smartart @36 & w05 &° SPTTR) P08 o
EHRPAOSHD [(PHEL JHBEm. 20 BHBSe, @rd0en Soe $6),
55 EOA Gotwod.
Insert water mark: Document &° text 358 transparent e §9%03
graphics image St text & water mark ©oérd. water mark £ document
¢® ribbon &y page layout tab & JoH&Q water mark button i click
FeH$B%.88 Background group &° ¢otnod. $%Hard custom water mark
05 click FD KRS image o text  type B0 & image Soe text
water mark r® document &° £0%:%08.
Watermarks: s¢:555°5) @36 w3006 S5 @Ry $5k0 I8 E1%03
©TEEGE DEo.
11. Mail merge %809 tecbold Write about mail merge.
a3. MS word ¢° @38 Ssee ¢&oren Sor document o e.8¢3 o0& QS 0068
H0R0TO0E 8.8%E) GETPS DETEHE $B) print B DG mail merge
OtPL. BB PEeSorr
1. oR TeByoey JyRowsKo -
MS word &8 3 HodoSdedd TEHo B BDH D080 S
S0 DY TBgHoS A LS D BeS Qo &) dowdof ({5 85 B
HoHHONS TR0 type oiHEard.
2. oKD o 8D Roho:-
@R o F BoeeRs Ter ) 88 Faird. Shard EPDE 0T
D08 HS Iy D sBHRD Deforr &rdysiard.
3. F Voo :-
OER 0 B VDKo BHaed DHowS w0 ¥ KR eo B
sars® THED 9§ BE 1S wsseRo TTe 1S Dows wEgols &° 555
32 B8%HaeE Merge B DKo 3rFDE00 E&ard §iirs S08 oD
E0E VKR 08" K5 EI1N0B.
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12. Ms-word &°Q bullets numbering %809 E*c%08.
Write about bullets and numbering.
e3. Bullets 0805 numbering
TPE00EYD KU VTIPS O $0HED BRWOVY DS DB HE
&S00 RN §°Q), oy @odeew ot dots, star, flower 503 33¢§5°é330
0o EIHoReP DODIIOV €0¢008. 68850 tools &° Lo“ﬁsézéaowé 260
€2 00.
8 DHhes Jowboh sarys® B 20§ I tred @8 B &) Soadoh
265 88 T3 2BE Vo) Dore Swoth SHHEDZNSE® Joad) S,
©e° 3020010 BAHDES HTPeBH HiS® HE° Do B TSLoNE TS
¢5° 585 SRS Joadh TrReR S8 TP BKarE &) wore 028
SBrE°00. BT FOA0DS J0ad) 0BT ©F STEXH wBrHE0E.
Text L 8 VoHEEm P800 SnotHrs Joadh Hyor BT BADHD).
8200 @508 S0t cursor I[yer B Joadh weS P 85 B BH
BHE0 (@PB0DoTed. D0l DD VIS KAIE B8 J028H SRS G0k,
58 J02801H BB80. BEBYE J0200f o] P HEEIO 88 Bird.
028010 & Fore B3B8 ©F D bullets HT° 8Ky, H
§%%0 bullets button &5@rA0d. (o)

2080 B Sonbes Eenden HBAM $8e8" et 8E) Toe Gerd
B ToHTeE DA Fsre VFyen , Doggen, 8708 Soaben B wemBe o
Slelatlon]

> 208 eo(Bullets): <hE)en, Syaeen, ereeen, Seren Hoé Qerd 3088

BeHmeR8 @B en DEY) Ve EOA Gotran
> Koggen(Numbers): Soggen Sogsen, LS Koggen JnSBP DD
FooT oS Kooy EOA Gotran.
> $g&reen(Alphabets): S8Eroes sghied BB, OF) ©ETPen IS DA
TS o8 $PSronts EOA eotron.
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13. Ms-word &° word art £ /9809 ErcHo&. Write about word art.

3. Ms-word &° document &° text £ D¢ style 805w size ©&® Fohwedd
word art GHDRHEHDHH0E. B T THOS text DY Qe style SN
DoPyen BoHHy. word art £ document &° GHBFACTOOE

> Insert tab S¢S click 32 text group & QoHEQ word art option &
QoHE . S E2203 dialog box &° H5eS style 20& ok
button 3 &8 T BHard LRI text enter BoSrD.

> 303 text K Sroey008 AR select SR oH0RP Difore
font,fontsize font colours,bold,italic £8c% underline option ©&°
5PN Aore word art s8Rk %.

> Word art % d3x effects & add Foireod fill,shape Incerd option &
&HBPA0HE D, word art & §od o &° (8o 8HD))

> Word art & Rere $70°)008 size of picture, shape, text box, 308
option £ &HRPACHE .

> Word art align & Jcire0d align 8o image a picture shape
08B option K &HRAPACIE .

> Word art & document & 2.8 KEE0 08 Hr8°8 $HR3°I8 S5O0 08
(move Fcsre0&) move a picture, shape, text box &S option &
GIRBPAODS D.
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UNIT - IV
MS-EXCEL
$5) VXGRS ()20 0BAW 23aee0eD
1. Spreadsheet es$re3? What is a spread sheet?
e3. Spreadsheet: DA Szre Terd Boyerd ° GoSwed8 &HRPA0D QOIS
EyotS § spreadsheet ©@oerd.
2. Microsoft excel ribbon e$re30? What is a Ribbon?
a3. Microsoft excel ribbon : Microsoft excel €°Q spreadsheet Gwg, top panel
% ribban @otr. HAS® D&r tab group Goéron.
3 Home, Insert, Page, layout, Formulas, Data, Review s»80%0 View.

3. Excel 6° ¢S &5 (Toolbar) edre3Q0? What is mini toolbar?

&s. Excel 6® Mini ¢ e5(Toolbar): =6 &8 floating toolbar @& Spread
Sheetd datads 28§ 2586 T $Sraedo o right click FOSYE
80%:08.38 B&TrEo St 1P Jerdte features o0
bold,italics,fonts,font size »8c%» font colour Hoéd s SreHIOA.

4. Microsoft excel worksheet &° rows £:80% columns éoéron?

How many rows and columns in excel 20077
&3. Excel 2010 égé% & 10,48,576 £605%0 columns 16,384 $%% Gotran.
Excel 20106° &re 2007 $8 rows 10,48,576 0805w columns 16,384 éotrax.

5. Microsoft excel &® workbook 8050 worksheete $0&5 Breod HoS08.

What is the difference between workbook and worksheet?

es. Microsoft excel &° workbook 58050 worksheete 305 S

D sew Ger computer &° Doy GoHErd) Hi¥o GHAPA0D JoTE
document & spreadsheet @oe¢rd. Excel D& 53 &8 DEE IO
@Efgééaé@, Qend) SB35 EOA Gotnod. AT worksheet &9 Erwe otrd.
Worksheeteo OA ¢ot el workbook eoérdh.workbook default e
S0 workbook goeron. HER sheet1, sheet 2, sheet3 e eOIS.
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6. Worksheet &° rows 8050 (lumns & dore SrAJS?
es. Worksheet &° &) @C‘gééﬁ@éﬁ) Rows @088, Qensd Soded Columns

@0er&. Microsoft office 2010 ¢° rows 10,48,576 8% Columns 16,384

55% Gotrom. Rows & $6, 55 26539 1 5008 10,48,576 $5% D £08

HBE Joadh e Srded. Columns O X0 A8 HOI. R0

columns A &% Bo&S oA B &% 956 52er& &, XFD e H8R%. rows

$28a50 columns GBnE) Boowdds cell ©otrh.HA cell address ™ Heord.
7. Excel &* formula e3re3? What is a formula?
es. Excel &° formula: Microsoft excel &° formula esdre, 5688, $oe06E 88)e
B05ErE BcsrSHT §°Q) symbols GwE), Swond formulady erdeore
formula box&® enter Ir&. Formula doéxd Zosreos formula box &°
=sign &OATRA0T®D.
8. Excel &° Undo £:805» Redo Option 9809 @chod What is undo and redo?
a3. Undo: Undo 30%¢Q8 Edit menu o0& undo options & QoH&sard.
(Be) shorteut e Ctrl+Z L ¢5@»A0Td.

Redo: Redo portion undo option % £3838ore $Q B:08. Undo oo I8
Qo redo orgoe 88A §roiSdhy. Redo option ¢d&@3rA05erI8 &S oo
5008 redo option o JoHEard. (Swe) shortcut e Ctrl+Y @S 88 Ii9.

9. Excel &80 autofill option %0809 @rcHo&?What is auto fill?
a3. Excel &% autofill option:$ogrsenrrd, Seenred, @°8penrrd $85d Eos®

enter FHBOBS SN 703 ©08 enter VoHHOS @IS0 S O

cell 008 99,553 n IS Q0grs. Jond Soe S S enter B,

Cell £835) Bob D58 Mouse pointer £ oS 0 + HEMT STEHHE.

Mouse 88 22 ¢o drag oo weoe cell £03:) Bbenred, IJvo 8

m Blero B R 308 cells® doed TS e erdorr HEIE0S

SFeom. Hogyen JBVEH0S® trareod Fnen Hogyks 30 1S S° o B

3ot Jopgd Bots S &° Jowd B To&o BE U E°h Baird.
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10. Excel &° Find %605 Replace &3S 0809 @rcho&. What is Find and Replace?

23. Excel &° Find 805 Replace B3PS Do

MS- Excel cellog®Q $5rar808® dgar ©858 Hurd) 388 ool 988 Htedy
GoTrTed) Trer SO Bohd). &8%0 Find and Replace option &
SRR, BAETKE0 Bod Fore FAed.
> Home tab ¢ editing group ¢y Find and select option &
QoHE Y.
> $%ars Find 8o replace option QoH&%ard.
> Find what text box ¢® 3888028 $&rooed) enter 05rd.
> Replace text box &° FcHBedS $kraeoeQ) enter I65eD.
> Q8 option ok GHRPACHE o0 option button &
press 0570,

11. Excel ° Goto command %809 gecdod? What is Goto command?

23. Goto command: Goto command weoe Excel ¢ worksheet &° 58025
B 308 3%267:531).&—90&% 5200 cell address 3€)05:50). Cell address ©0&
S0&€ column SXHard row B, 028 3T°d.

B850 &5 Bod DForre Baied.
> Home tab ¢ click @2 edit group JoH&ard.
> $%ard Find & select button &o¢s click Ba5ed.
> $%ars Goto ¢S click Basrd.
> B5ar8 B0 cell address 3 H3E H0dS location® LAV

12. Excel Spell check 809 gecbo&? What is Spell check?

23. Spell check 809 : Spell check potion &gt worksheet &2 & D2
B e80% spelling S e $BBADID).

& spelling option microsoft Excel 20108° & 808 dorr ¢d@eA0HEs S,

> Ribbon ¢ &y review button ¢S click Zasr®.
> $%ars $3) Spell check button 8o click Fc57®.8we button i click
232 $3) screen 5008 option © JoHER Spell check & I8 [aDHHn).
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13. Excel &° Split screen option 809 @echo&. What is Split screen?
e3. Split Screen option: Worksheet & $03% 528508 dForr $5okerd8 Split
Screen OB ERNHE0D. 98 multiple resizable panle m° worksheet
Sr8i06. Worksheet &8 206 Sairaroesy 8 BR085)th Jrardeore & option
B GHRPARD. oF dore worksheet ¢F ) DD BB B0 Kb
ribbon oS &%y view tab o click Tcsr®. esdSHarsd Split option &
QoHE Y.
14. Excel &° copy 8050 move $0&5 Stred 80)08.
What is the difference between copy and move in Excel?
&. Microsoft Excel ¢® copy 3057008 copy $0805» paste ek $0%
&IRPA0TO.08%0 copy BohHedS cell & select FER
> Home tab &0 click 32 clipboard & 20&8ar®.
> $%ard copy aods click Faied Swe copy oS e click B5ed.
> B5ard 88 copy BeS® )% cell K Goaed.
> $%arsd home tab ¢ click 32 clipboard group €% paste
Qo5& ar®. Excel 2010 ¢° move Z05re08 cut 0835w paste £ E0
&ORPA0T*O. 880 move FohHedS Ber select S&SEBK.
15. Excel &® format cells &o¢5 ¢y Six option @echo&?
What are the Six option in format cells ?
&3. Excel 6° format cells &S ¢y Six option:
Excel ¢® worksheet ¢® &%) $8ae808° $88 2808 Qforre Srde
32 @osore S0 BnsiHerdd formatting option &HERHEDESE08.
formatting ¢° Sngo eH(Six)éaom. ©d
1) Numbers 2) Alignment
3) Font 4) Border
5) Fill 6) Protection

72




16.Alignment e$rea0? What is Alignment ?

a3. Alignment: Excel &° cell &° 093 $raroed) 280 deore align
B08°55¢08 alignment &ORPrPHES08. HASE text & P KHEE0oS
align Jxo8%50)%0. &R Teyoe cell &% dararoed) worr (Horizontal)
S8 (Vertical )im8 8585550, @088 Wrap text, Shrink text
merge, cell 805 Gn¥) Dirction &ree set [oEH5)%0. @08 cells®
text & 508 Eer08® (B8,

17. Merge cells ©0& d0¢3? What are Merge cells?

a3. Merge cells: Cell &5 Merge Sc%08 500t & Merge 305608 S0
oHE T 5B TR ergSetD $Spdo(Alignment) Sariros® Merge
& Center 200 88 Babod. Merge Cells arentd Sseen: 0

1) Merge & Center 2) Merge Across 3) Merge Cells 4) Unmerge Cells

18. What are short cut keys for Bold, Italic and Underline?

3. Bold: Ctrl +B

Italic: Ctrl+I
UnderLine: Ctrl+U

19. Worksheet 5 save 3o Bw) @Psness Qe

What is importance of saving a worksheet?

2. Importance of saving a worksheet: &% 5:,8355% 85 0% £6) 8¢5 &
RS> Go8) RAM (To506S 08y 308 )6° Doy Bahadol. RAM eddore
GO0, 08, &b JYFHLH DG F8 S 85 Vohalds, ©b Tl oBo o
5°6%1%000. s o PARE K 8750 $5) AeF o SHISOT 1S BAETD.

20. Save 20050 save as © &g B IE?

What the difference is between save and save as?

2. Save: Geri $5000% Eoogd 58, 8 B VB0 Db FdFore DS

BoHTeR8 SHRPA0SHH0E.
SaveAs: Excel Gng) $m00¢3 $0:58ee %50 $6) 08 38 & Sw
30 E"8RRS® DS VAW SIAPA0DD DEFore 1 B0,
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21. Excel 6° Charts © @rsogss d0&? What is the importance of charts?

. Importance of charts: Worksheet &° &) dsraroed) (o5 wt)&s®
$¢58)05TR8 5T o Qoaingd) WS, T @ KoL)y KyRor BN
BB BOADHEI M, © TS (530506° LagEd arE FFQIeon.

22. Excel &° ¢ 9 Szee chart o 80008,

What are the different types of charts?

a3. Worksheet ¢® ¢y $8m0ao00Q) 6°50,0 &50065°8 £08) DBR03ErS (&
(chart) en é@rrsdSErom. Excel &° dwagore & 8od charten éxmyo.
®2 Column chart line, pie chart, bar chart, area chart, scatter chart
BT

23. Excel §° Macro esdre 3%0? What is a macor?

&3. Macro: 53 8 3650)% Hden $H8J6 Bohdowe &d@rrNOE macros. Macro
e E°Q) $B B0 instructions 2,838 execute FoHSSDy, macros &
Joaxd DHxcHoS® formatting of ranges printing or worksheet rangs chats
create 6065633063’3 user 8088 $Sraroed) database ° oS8
macro & &IBrAIE. Macro Bws), >>>> option ©&° 5085006 ST
2% macross® Srden Ben FahdSh), macro wesoe worksheet K
formatting &ree SoHHD).

24. Bend @08 d¢3? What is a Table?

. HBE(Table): Qe Do G0’ SPhdD). DT 99 HExIen 0OAD Ve
$Ba%0 ErHoe® Ber EOA Gotnod.

25. Excel 6° Pivot table es$re 30? What is a Pivot Table?

&3. Pivot table: orer Ssee dimensions &) table & $0Tcsre08 pivot table
B0 BHBRACTD. GTP: DSy K region o representative K 5% &8
8 Joed® B88)omrom) pivot table &HEPHHES08. HE3 wesoe table

BL o) B8 DFR0D Trer BOEMT P RS Qe S8 5678 Hew
©NB0R.
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08 $Erprd B8 en FBAM sTRoeD
1. Excel$® 7 érgSes £80n $ e’ $miteods @ediro?
Write the 7 tabs in excel and write the groups in each tabs.
e3. 7 Tabs in Excel:
> F(Home): 856°C, drotfen0BI006 008,38y, 26, H&EBoR
> a:éoé(Insert): SenSen, a@'égycﬁ&n, T§ e, @oge;, 85y
> Od Soden(PageLayouts): HSen, e LS, S 0 HET, 15 Joden,
> Feerefeid)o&Formula):Ho5R 8@d, A85000308, Fodner edeof, Kead
> der(Data): arseg dér, 358, Bo800d & 206, Qe Sy, 9B
> 855 (Review): P00, aegagen Sm)en
> des(View): 5, a8 desen, S8 /Teh, e, Dok, S ien
2. MS-Excel a8~ &% functions 8exysm.
List and explain any SIX functions in Excel.
a3. 1. 5688 Deoen (Mathematical Functions)
SUM - 5866°0 &) Dendeod &&08.
SUMIF - 283 e eorhesorne 60T HBOS® ) Dendey &°&%od
SUMIFS (2007+)- exs5¥ ©5rere egrdorr H06S° densodn &°adob.
SUMPRODUCT- ax50¢ H&meeres edorheaorr ¢6ot d6e 363 $o8ebo B0Hod
ROUND - 985 Soage Sopgh Sogg 308 Bcbod.
2. PBES Dioen (Statistical Functions)
COUNT - 5866% @) dendeo Kednod
MAX- MAX Qengde $88 £08 $ifén Somgd Ke8dnod -Hoes? afeX
NN BP0
MIN - 5866° 895 Deosisn S5 0tnod
COUNTA - $6566% ©) g8 500 2ok Ke808
LARGE - 9% ©38%re E5006° dende H06¢6° oo 07508002 emr8His Dendin
80 15308 -85 Ex00S° Te086° Dende H8HS® TR Too80A P BEEEHAS
e BOA 8508 - Howge HOHS® &8 bomy BnE) TogoE Swe o) ©0B0B.
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3 .88, d¢den (Text Functions)
LEN - & Gw¥) 8080 o P56, @Etre Soggd @obnod
REPT - 203 Soass® Hdoesydo 308
TRIM - 260 508 ©a20d8 grdolh 823cHod
LEFT- 36 265 353 908 dop8® ogmrots Soidriod
UPPER- 3 295 &0oé 293 Boae® @gore $Soidriod
4. 85 DHen (Financial Functions)
PMT-23553 3Qo:den $00a5 B $& S seedore S Bodok
KeBp08 - SHeso Toe Depad SH68 $& T ®obod
PV - 2833 $¢ e 500 39oder FV egrdore Depad Qws) 8
D0 ©OBKR0H-VETS BYoDe» HOAM BB $& B errdorr
ePeals BwE), FNE e WobRob
NPV -5t @aresbe 36 sdain 8N Sin emrdorr ipnd @n) ©Hd
QB DeHdD ©obNod.
5. o885 Aoen (Logical Functions)
IF-2.8 555 $0§x008 0k HOER) & Hargimad S8 Snotnod
K280 -erRES KB &HAPAY 30 JS&He 3D HEZoBos.
OR - er88S Sor 3@ rh0D 30 B8 88 HOoSod
IFERROR- 5r8er ¢°aeQ) meers08h0 R 8% 358550 ekien 308
005 SPENB Frder HOTR K606
6 . 86 & Bo0Ho Jiben  (Date & Time Functions)
TODAY - 55 $:08 869 00808 - (8 86 500050 $:005rQ) @0biod.
DATE - 2% 868 280008 20cHS $0ab ©0bK08 5000 $Oa°R)
B0 Jroeyes Tod
DAY-1 50805 31 See £ &8 Somg mrsoe $rdodet 868 $0e0s0dd
8% @0B%00 -1 LB 12 Sy Somy Trsoe KrRoBads BES

020500 IO o0& NoH
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YEAR- 1900 £08& 999935 $5866°Q Soag tesor dredobet 868
02008003 303&T°A) obdHod.
3. MS Excel &* daar 0t K688 Sowoes (Mathmatical) functionsd 25608
ErcSnsn. Write and explain any five Mathematical Functions in Excel.
8. KBS K020 B o0 Bireod excel &° Mathmatical function en
€IATNHES0N. )
FACT: &8 J025 Gwi) factorial & 8:08%)are08 FACT functions
EORTN 0.
Syntax: FACT(number) Ex: FACT(B7) & FE(5)
POWER: 2.8 number &%) power & 8508%ar008 power functions
EORTN 06 .
Syntax: power(number, power ) Ex:power(5,2) 8o power (B7,C7)
SQRT: &8 number &%) Sqrt 8% are08 8 FACT functions
EORTNIEE0E.
Syntax: SQRT (number) Ex: SQRT (B7) Gl SQRT(5)
SUM: & function w8 20)% @080 GnE) sum 8w &S range &°Q cell
S® G0t ©o8e BwE) sum Q E8%H5).
Syntax: sum(numberl, number2, _____. )
Ex: Sum(A2:A10) o8¢0 sum(1+2+3)
SUMIF: &.8 condition esgrdorr oy aesd(range) 'S @oseks add
Boreos SUMIF function é5@Emr08&08.
Syntax: SUMIF(Range, Cretieria) Ex: Sumif(AZ:Al—O,”>35”)
MOD: 3o 302 integer division B3¢0 $3) 330(Remainder)
008 MOD funcions & &H&@RA0Td.
Syntax: MOD[number, division] Ex: MOD(5,2) MOD(AZ,B2)
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4. AN 0 Statistical function 5 DHBoSOR.
Write and explain any five statistical functions.
3. Five Statistical function: Excel &° Qogrgéaryg Ssodgen (Statistical
problems) FcHerd8 Statistical function &H@RHHEE 0.
Average: & function @esoe number o G, S ad)S 7753 (Range)
% wo8e @8, Average (Arithmetic ) Q EAPISSL.

Syntax: Average (numberl, number 2,number3. . _..)
Ex: Average(10,20,30__..) Sodcd»  Average(A2:A10)

Count A: & function cegoe range &° 2, cells non empty e ¢y

88,00 Ben&od.

Syntax: Count(valuel, value2, value3.__._..)
Ex: CountA (A4:E4)

Count black: & function oee 29)% range &°9 a8 (empty) cells &

BeNDBo’.

Syntax:Count black(Range)
Ex: Count black(A4: 5)

Max: & function oegoe 29y range 809 0 Loz (maximum value)
D0G.
Syntax: max (numberl, number 2,number3.__..)
Ex: max (10,20,30....) £o8c% max(A2:A10)

Min: & function tegoe 22y range &% D) Yomgd (minimum value)
DN0G.
Syntax: min (numberl, number 2,number3___..)
Ex: min (10,20,30....) £o8c% min(A2:A10)

2 funtions éﬁ@éé\) g vlolasd countif(), Var(), stdev() So&d function o

excel &° &DRPAOHE IS0,
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5. 2.8 HBRE0S® &3 cells Bns) copy 50865 move functions & %808 EPcHO&?
Explain Copy and move the range of cells with an example.

&3. Excel worksheet teoe 2.8 $380¢® &%) cells 6% $draroed) 3678
$BE05% move Fohso H0e3 HEHB copy LB paste weoe cut
K280 paste o [aHHE).

BeeeTedy copy BHEO -

> Microsoft excel &° copy 305008 copy 805 paste oo EO
&HEPA0TD. B 850 copy BahBedS paste B 1B VS

> home tab o click Z& clipboard group £ JoHEard.

> $&%aed copy ands click Faird Swe Sues e click Fied.

> B5Hard I8 copy IS @8)& cell K GoTd.

> $%arsd home tab ¢ click 32 clipboard group €% paste
QoHE Y.

B&eoed) move FHEO :-

> Excel 2010 &° move dcire08 cut £8050 paste 0 E0
&ORPA0SE . B 80 move Fched Berd select FE B,

> Home tab ¢ click 3%  clipboard group 8o &) paste option
QoHE Y.

> BHard 8,8 move IEPS® @8)& cursor &owed.

> &%Hae& home tab e click 3 clipboard group e 63 paste
option D085 . copy BKHE SLrardo Bok KRTeS Gotnod.
Move B89 $5ae80 2.8 (KHEELne® ¢otnod. copy B2
Bmardo duplicate ©9@08. move V5D &8 HRFS K08
288 (KE2°8 Srardo $8Dos0E0d
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6. Excel 6% workbook £ open, save, print & & dore SFE® 50504,

Write the procedure to open, save and print a worksheet.

23. Workbok £ open Zcsio:
Microsoft excel 2010 ¢° 56 $88 S [ workbook & open

J0sre08 & Bob HEBI S&oTd.

v 88%ard $3y dialog box 08 open Fahdeodd workbook & JoHER
open 8o 88 Brd (o) shorteut key Ctrl+o @S 2 33y screen $ood
open BhXedd workbook K JoHER open e 88 Basrd.

Workbook & save Zc%iE0:
Microsoft excel &® workbook &° $csrs 2% worksheet & save
BOSTe0E & Bod DFore B,

v Microsoft office a8 s 88 Tired.

v $%ars save option £ JoHE .

v $%ard $dy dialog box &° workbook % &8 & 29 excel GwE) S8R 97
o0& 2007 S8 35?5 S® wone save FoHHy (8w ) shorteut key
Ctrl+s 268 @R 359. (Sw) Toolbar &oes ¢y 268 &S e 88 Basrd.

Workbook St worksheet & print Zc%o:

v’ 3ndo worksheet &% e Sndo print Do8%5:0y Soe worksheet ¢°
SRS Ber & SPBD print e,

v' Microsoft office 268 &o¢s 88 I print option DoHEard.

V' D 3065 & print ToE%ars® 068 & 28E JoHEard A he
S Joerd BoHHBL.

v file &° copy 3088008 check box e print to a file option &

Qo8 d.
v 8%ar$ Name box &° file name s5:58%0.
v $5Hae8 ok, button &S 88 3?33 printer ¢ Soe file & STANNENE G ofe!

5:008.
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7. MS-Excel %9 charts 809 @rao&. Write about charts in MS-Excel .
23. 1. Area chart: 99 Szre 288 o EOD B Terdd SrPodiod), HE

2. Bar chart:

EOHTAE P000¢d ) BHARPATD.

sale of cars

100
L
80
70
60
50
40
30
20
10

o
2001 2002 2003 2004

W sale of cars

20HS° (K& Terd harizontial erb &° $°5) BF.

sale of cars
2004 Q0
2003 70
E sale of cars
2002 BO
2001 60
[v] 20 40 60 80 100

3. Coloumn chart: &5 5°§ , coloumn 5°§ RS &) 205S® Jend) ©E0TOD

EHTPATE.

4.Pie chart: 3a0830f $°8)¢5 216 05 D0@°ekn $re0Steds SIBPATS.
Q8 tS 38 SeBne ©X5)00U8Eel8 GHRPARD.

sale of cars

2001 2002 2003 2004

sale of cars

|

H 2001
m2002 |
m2003 |
2004 |
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5. Line chart : D89 355005728 e9drheso e SrEYTES GHRBPAIED.

sale of cars

100 -

90 -
BO -
70 -
60 -

50 -
—4—sale of cars
40 -
30 -
20
10 -

2001 2002 2003 2004

6. XY (scatter) charts: J°)¢8 36¢5en @38 Ger 28RS Sogrs Dende Ky
KoROTPOR SrHEon B Xy ?@@3(’5 © QE) a8 dODM
3o HrsBe Kogyero oS Daraw.

Scatter plot

5120

o 15 30 45 a0

8. Excel Macro &° & Q¢ore create 32 run 318" 580508, Write about macros.
8. OB D3 JrO) Hiden X8I0 Tohdome &HDrrdLE Macros. Macros
e §°Q) S B%o 68 instructions e 88 execute FoHSSy. Macros &
028 DHHoSt user E:HE TRy $kraroed) database ¢oEerd8 macros &
EHBPATE. BB Macro S 0% Sasreos & Bod Jerdo Jee3omed.
> Ribbon ¢ &8y view tab £ do&8ard.
&Haed macro & 2o ed.
&SHaees record macro oS click Fasrd.
B&Hared macro ¥ a8 D 3D,
BBard 05580 @08 macro BwE, data record BATO.
SHars OK 268 e click Z5ed.
&Hare macro oS click Faied.
SSards stop recording o click Fosrd.

YV V V VYV VY V V
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Macro £ Run JcH%o: Macro & Run Zc5re0& macro & create TR
&HBPA0DS shorteut key Q press Tosrd. TENRE 58 S8 S05rdh Do) @),
macro ©5) open IV SeHOD macro & select I run F&ed. H &0
Macro 805 click Zc5®.

> macors &3 click Z05ed.

> $S%ard view macros & click Faired.

» &%ard macro abes click B click F5d.

9. Excel table option 809 56058 ? Write about tables in Excel.

8. ©HBH, Jeod) $BKen B0 DEEE table. $raroed) table &rHod®
ErSPoboisio Hg wror BDEM HIN0Y argard AYairen B85,
Create a table :

Excel ¢° table & create @:08%5¢08 Bo D& GTHOD. ©2) &8
Excel 6° 56 o088 050532 6:3) styles $00& table create Fahio. BoEde
Bearo B [ BHard Horaroed) table e Zrd)o.

Insert a table :

> Worksheet &° & cell & table create Zo5re® 3 DoH8sad.
BBard insert tab Socs &y table group Q Do rd.

> $S%aed table &S click Z05r®. Swe keyboard & &d&@rA0N Ctrl+L
&ae Ctrl+T Q press I050.

> Table % header ma°00& my table has header option &
Q0HErd. TeAS® table & BHHOB DB BTD.

> Table % create 3% 85z table tools & GHBRADHE SD). S
OIS BT DS table &° Srdyen Eree THEHD). H wegoe
table &° columns £ rows, insert, delete &rte S8DE Fo5PHD).
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Formate data as a table :
> Excel worksheet &° table create Sch&eS rows 805 columns &
select TS KHBL.
> $%ars home tab Q¢ &%)y styles group £ JoSHE formate as
table oS 85 Wasrd. mer T excel automatic re table K insert
35000,
> $%ars styles ¢° &) light, medium S dark option &
EHBPA0DHE D).
Delete tab :
> Worksheet &° @$55808 tables £ delete T 055080 Eree G0b.
> 62 worksheet &% table & select Zo&8ar®.
> Delete button £ press Ja5ed.
> s option L@ oo spilt, table, merge tables, tables ¢°
B roe) e8P Sor @8 e B0t domen Bcsney sort, K
B2F00er8 rewive duplicate $0€3 option en &HBRHEHEEE .
10. Excl &* Pivot Table 9809 800084 ?
Write about Pivot Tables in excel?

&3. Pivot table: crer Ssee dimensions i) table & HQBcPe0d pivot table
B0 6HRAPAOTED. GTe: DSy K region TegTe representative & $:D B
w8 Soos® 88)omromm)  Pivot table 65@rr0&08. E wesoe table
K TTeR)y S8 DER0D Tror BOEM egrd Agiren S:8°5erd8 deo
SEelal

PivotTable J3688° H TR Soreen: abth Ter Hwrerd) AsDosio,
PivotTable & erae® HSEoH Domytn Tabiio B @rEods
BT JoHEsSKo o @S0 PivotTable dZ68K R)R0DVJ
Boeed, % PivotTable ASHEE® H Bk o Hoes
IO
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Qe O3R0Soa:
> Gero DXB0S08 $00ak» H80B0d $BAd YensHeB K020doRd BoBHS
NITPOLD LPHo&.
> 96 @ HHBa aBHH EHabEboBs, 1B Fahod Hoa (TH Babod.

> FTP0E0 HoFR L8108 00k ©dEre BE)en $Ba rEred & &oBod.

B BoHes HBc%N §Je§ 008 SrY)od:
> 265 BenS 8@*@ FEHD Lok S‘°03°§, SIS S Send.
> 26 b &°oUod, Eird) $r8)0d HOCH SRFDOE.
> 26 e Bor womre Bird) &r8)08.
Dendd) Hthen, e Hthken HOAD sHIVE°e BoHE K S8)08:
> ol $H0AD 9 SHI HS rEbed o Soe @b Fahod Soe grd
H05 e K808 Soe rSod.
> 6H0Erekn 7°E Ok HHde P Soe BIHBI ©HEB0F08.
> RS’ Jensd) HHH e SVIOIY éégeﬁ@o 3050084,
> 50 S B 0 HBI @ozed8 Tur 9 SHI S B Jensd HBJ
Eroae8 $8905084.
> 2058 @c‘éc? 5% 8050 Jend) $ES wozre %0 dFed IS0
BHod B HdSo BoHod.
gePen HOcH Fe G880 Sry08:
> &Saen 00 g8 D Aee HEBOBDEETRT SPE08.
> Ter 8 @odeen B0 Senden e SrdelErdE K808 .
> 99 HoHhed HEB0808 Soe rSod.
e8y8Q $edyod:

> 2Sen H00AM HOEHK KRS LB DSBS Feoeyes Fadod.

> 8o Pivot Table oS 30 S8 0.
> S o 80 Somg w88 K808
» OLAP 3855 aroeyoRiso 2808

85




UNIT -V
MS-POWERPOINT

$5) VXGRS ()20 0BAW 23aee0en

1. $%6 deowots &b @@sﬁ"é eH PN 1080 EcHod?

What is Power point presentation?

3. Power point presentation: Jod® H%8 srawoes 20105 @@%@ R
268 &° e HES e @08 QoAV DB arawol 97 Lod 2007 H3% &y KBS
S 26 e NS 0L, B DL W0° (E°8 2208RS K S5
VoD HRoBRS 38 8B SIS BB HRoBAS 0 LS BeHHD).
5,28 DY $ez0BRS K 8F Tohdh).

2. Ms Power point &®Microsoft office & 2r&& 5809 @PcHod.

What is Microsoft office button?

23. Microsoft office button: & 208 trsoe §°8 HBOBRS 0 S Bahdsh)
DROBAS 30 H8B S0 FHEQ HezoBNS o L8 DoHBHy.Save HOA
save as BADHDY. B0 & B8PSy LBAH Bk EE VohHh).

3. 538 FanotS&® 8anRE® 7 ergHen IEY

What are the 7 tabs in ribbon in Power point?

. Seven tabs in Ribbon in Power point:

Ribbon ©38 w50t ¢° panel 3 &rrfo &° ed)gnosd O Ssee tabs o).

©3): Home, Insert, Design, Animations, Slide Show, Review s08c5%» View.

4. HX8 ool 8§ d58)R tarS &b DB [@PcHod?

What is quick access toolbar?

2. Quick access toolbar in Powerpoint: D08 9% &5 $586 Jeawoes &f 2
o) &HDBPA0L 1B)5) 0y 8§ SrE R tard erb &° sotran.&s &8 crER
¢S a8 B SPareod Bays P grros” 5°Q) 8eS Bod griiod® 50 Hoeyen
BT 95500 608 .88 ArB)D S erb BBy SR & FoE FeEPeod
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68 B D55 ey erwo 108 P 88 Bated. ey B 6% 6 0y €58 3 &8
D5, 3B eareds items K Ere &8 S erb en o5l TnEPH K.
8B 208 B B2 B 6% O S8 Lo JoHE T P 3& 88 BahTH.
Bard Ak e 858 aHs)S S arb @R Q008 wesKurs3E &b 86
¢S a8 &° [HE;E0DH08.

5. HXB Fronoty & ted a6 1HB0D Eraod. What is mini toolbar?

2. Mini toolbar: SEFE i 2007 &0c 2010 &° g doeen B0
955 & S er5. 08 ad a8 liotings ¢S arb. 8d PHuoBHS $°
&% 85 o 88 Doy o B Soes 3 85 TR 808 =6
FPTPBE0MT SHRAPA0T FPSDEBOR e ond @ETPo Bns) @By S8 Ko
B0 Jody wowir §°5 verd§, ©wotb B85 wEToe e SrEo, Frols e,
©FT°O BB, 37085 E0b S0P 6D @0 EIHIA.

6. Power Point Presentation views éxrS P &) Dt 85e Q08NS 85
000D @PcHok.

What are the 7 slide views in presentation views in group in view tab?

83. (Des0BRS ToT° BC5PE B FHe08NS wrer Sseenrr SrihD), 8ayS S8 ¢y
By TP (08NS D Bsrenre JPEHS) 0

1. 385 e 2.6 3;@ Iy 3. 55(55_“) e 3J°s 4.5 B g

SHE &6 &y 6. FoTE 7. 595 g o0 8. ) G5B B

7.:’36’)5 oot PesoBRS &5 &%) 980D ErcHod? What are the themes?

&3. Themes: %5 a0 © LT Bc5PS B EZ Boed) I Sy @
200, HAY InBo HROBAS Do)t VoHHE). SATEHTOS BesoBNS &
themes o5& Fcsreod.

v 885 erd fnes 85 Bahisss

v 858 80308 88y 208 A& e8I QoHEISTL. St mrsedd
505 85 BahisSiso. BS) & 58 06 & @ Bsreod...

v $0B G, 15 TS ermo Sois 85 S,

v 33 dgore BJR erd e 88 B ars§ [P0k 28) Sbree QoHES K.
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8. BoaS (template) edre I? What is a template?

&3. Template: H385 sronods &° Boaed (Template) @0 SiedH VeHHOIS
$220BRS B BT Hoe308). ©o& JE s ers [FTok e @gcmoéaggaﬁ@.
BaE & & IrGorden, S @%Qa 508 Db TS A TG
zﬁﬁ@?@h@é&é 88 32 85 Toe 18)5), 15,8 T8, & Hore ST
BOHBODY, ($922081R & @o?i)éﬁ_ (Template) a8 SLorare &H@ERHHEB 0.
EoIrgeob S% DY portex files &0 S DS oH@oow.

9. 556 drawos &° OLE Gy 5°7)T Benyii.

Expand and Write the concept of OLE?

&. OLE: OLE e 8§ D08 dh088oh o ©gikn. HIV 55 aranots &° 3rob
908 80 GHRPATE. & 308 Dofy trgoe &8 VG $od I6°E JE B el
36 55, Kool F6°E 35 35, Ber BokDYS FEKE S SEO By,

10. 558 Srowos 570 A s, Y K00 EPAHos.

What is meant by copy and move a text?

. O3B oot &° JE &° e Dowd TP S 08 HBA DY BT ©
BPH0E® 5od) 953065“) £0050 DE SVCAR © SFHo&® HKoes B0l
5 BHRPAOBDHD).

BreaeTed) & 508 Fobso 850 ..

slide &S $EParoeR) DBE VS .

home tab &0¢ € 85 &% ¢S K08 598 E&rol & DohE .

B aroedy L8 Fabo 850

slide 80ot5 $earTeRy JBE VoS .

home tab o &) 88 638603 D) 5008 BEP0E 5 DoHE .

DB B8 L& BosrS® %) cursor & o paste & JoHER

S&rardo ©8)588 $890dathEod.

11. Undo 8050 Redo @08 a&0&? What is meant by undo and redo?
2. Undo: adde 328 TE00¢0 ) K $5000HE SEE émégéoé’s Undo 580808008 .
Redo: o850t & 88 é“még’w@% QRT°DHB0 BOHTRE SBSHHEH08.

YV V. V ¥V V V V
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12.558 Seanod &° 36 BE 980D @cHod . What is spell check?
&3. Spell check: %8 aro00t5 K &IBPALKE JE 08 B DI
BLreaEsmen )Dof S ok $BVcHEPIE S 55 SHABPHHEE00.
)6 38 K GBHBPACTOOE. .
o % Q0 &y OPs e K AoHETD.
o B5aS QoA 28] K VoHS D T ABC 608 28 509 85 Dcsred.
13558 Srowots &° 58 ©f 8l 0D DiSBoBod What is word art?
23.Word Art: Word Art @056 R&E 0&° 85 B3 $8maroed) Sredhien Baerdd
&HBPAT future. HAS® beng, scale, skew SnSBS @5eoed) ISP B
effect a355:D). woBs=Come $E &b text & wordart & &HErAOTPOE
> BenS Qo ey insert text & oHE .
> B%ard word art @S QoS 88 Dcsed.
> $%ars word art @RS JoHEard.
> word art % slide 2a°©08.
» word art & 28§ TE'd.
> mronofi ey 85%0 Jr8eS tab K 88 3D word art outline
S text effect 2608 85 Basrd.
14. $56 oot &° &HcmA0S Trenh ©B] o5 HBoY @dHod.
What are the four alignments?
es. :ga o 85 DY $rTroed)) B PRreS® GoSerd8 ©oBs ot SRS
SBHBRHDB08. HAS® Snmgore Teentd BN e EOD DB GHAHATO0E.
o S8 erd NS 88 Bard.
o DTUED (NS K0S ©9OHoT L DoHETd.
> ©BR 08 D KOS B 88 ©BS ©HEob.
> 085: a3 000 e &EQU 068 ©9&08.
> 088 Do HAE oS B BE) 088 ©HE&H08.
> e P @E% QLD HoBAsH B& 25?95 05 OB ©HEOH.

.
Qe
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15. 58 rowotS S Indentation 980D Eecod. What is indentation?
&. Indentation: $58 &rowotS Boe & ©&° JErardo $rdhe Kod Jod
ErS08® B Basre® @@é@@g Indentation &0&eNHEE00.
& Indentation o 2056108 Soe $RoSerd8 edsedo tob. J& &
HEPTTrod 30808 T FATe08 &8 (Bod dFore B, )
v S abs 6y 9060 B 1BE BnE'ard
v 3000 268 $ Hde 85 FahKo e dod soRos Brg &°
BeodiHisa.
16. 558 Jeawoes B8, BBER 080D @echod. What are text directions?
&3. Text directions: 88) @S5S 88, Q §8adroddo, Jensd, BKko HBA
DB H083 T der $BPI0 BETPS® DARPHTEHD SBADHHE0E.
17. AVI 5805w MPEG Soredd dd8oko&. Expand AVI and MPEG
8. AVI: 08@r DEGP s0&8mg
MPEG : 868 &°%0; 3¢50 (9°8 2 80t 3rooyd o6° 6y ) & $e0B0S
S® DADe D) 1 oD VS KB,
18. clipart @o& dwe3? What is clipart?
&. Clipart: 85 ©f 936 &005S° 55,5 TaHTRS 1YDS® H@PA0L 185.
19. Smart arteod do&B? What is smart art?
e3. Smart art: Smart arted8 O P08 & SErTroed) ABEroSERA8 o
&5AA0BRE (PRHEL $L05BE. 56 BB, ErRes Soe $5), £ K EOA
€&0NOR.
20. Photo albumeo& d0&? What is photo album?
2. Photo album: PowerPoint 2007¢° photo album$$6 £88 $0805» dEee
griiryiogo BADTRS F°E° Beih egorr $)RoSTRS k) @808
21. Slide transition ®@o& de3? What is a slide transition?
&3. Slide transition: 5658xren(transition) &3 o 2.8 slide Fo& LG8
slide 8 &783:)th Srfo HBAw Fere Hod B Herwo SrHEeow.

90




22. slide c5QDHS ©0& 0e3? What is a slide animation?

&. Slide Animation: &rDAS w08 8 Toe «FESH HEE &y¥; o &0
erard) & 80550.slidecieZHAS effect ev 008 ASDo[DES @/Jééé eraren,
DB o8 YowGslide S°A 5o &BoIS5D)y. (Sov)

& SO 88, goe image % special visual effect e, sound effect e
aé‘gwgé animation @o& H58 JrowoeS &° default re $3) animation effects
Qo slide & e, Bg% 5 m & Bod DFore BH500).

v Animation 385508 text ), image S e 3B B850

v BenS QoS 65 animation tab & JoHs ard.

v $%ard custom animation e 88 ToHod.

v $%ard add effect oS 85 B £33 effect Koo& 20 effect K set

B8 ed.
23. $He308RS &° Speaker ‘s notes @08 HB? What are speaker’s notes?
8. (P3oBAS &° Speaker ‘s notes:

5586 Fromots &° (He20BRS 850 Both IeAes &IRPAD K a8
Qe85 QoS oo @RS notes S audience & EIDoSEH 0T programs K
Run 305008 presenter view & ¢HBRAFRSD. HA speaker notes @oerd.
Create speaker notes:

220888 &° 65 ©& slide % speaker S5y K 058 [OEEHE0)%.
Speaker notes £ slide add BP0 88 Eob dFore Icsmd.

= Slide £ Swothre 1B Qo8 ed.

" Ban® i &) view tab & QoHE e

" EarS $T) (8 $0& &5 to ol FeSy 85 Ismd.

= S5arE o slide 8 ©BV850008 S5y K vE)E BD BATD.
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08 $Erprd B8 en FBAM sTRoeD
1.55%8 Sranots &° 8 i &) tab 06 (K& © KHBoD JBoSOE.
Write the groups in each tab of a ribbon in powerpoint
&3. %8 eanots &° BepS i BE&we tab en EoP @
1. $°S(Home): §§e§s§ Konken, Frots, BT, GPowoh KB IEBoR
2. F&oo(Insert): HBen, SyPosren, Boben, Hi50 B Q&S 850
3. Grd8eyd(Design): & 268, Hven, Id0
4. cirQ%Sen(animation): $65y¥50, KPOHHSe, & S0k Howk HEGBH
5. $0°6)(Slide show): Hon& 58850 @PE0odD, 268, $redeoben
6. BoF(Review): §80R, msagen, 8§0B08
7. Dfes(view): PBoBRS DFesen, R0 /TP, e, Dok, SrE°en
2. $58 oot HesoBRS B D DiFore BT HHBG5 DS WD BBIey Srears’
ANBoBo&. Write the steps to Create, Save and preview a presentation?
8. D6 FowolS &° B HaoBRS o BAhES [oberdE Loggorr mrenrd
DEED GT°HoW.
1. Blank slide &® $08 &3¢S oo
2. B0 (template) wesoe (BGHES WodhiEso
3. 30 S8 05 FHEK) PHeoBRS © $0& Sc5rd Babhko
4. Word outlines tesoe S e
1. Blank slide &°* $008 @50¢5 dahiso:
8 WS Tgo° 220838 o a9 E\:ﬁ en
o DEFE ohio a6S dois 88 Dahss
o ESE Epg boS Hois 85 BansBH
o &% black (Hes0&BaS e 88 BoHHBH
2. BoadS (templaterrsoe B BoHEo): BondS (template) @56 B¢
B $e208R8 & S $0836. 38 Pes® «I Extension &° soeram.
HBS® Theme effects , Theme colors, Theme font slide QRBog), a;jg
(Fo& styles Headings Sn&oons @S e éotron.
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e Microsoft office button &5 Zc580.
o 3%ard New button oS 88 Tohs.
& installed templates & Browse through @[é’s@‘@ e online
8o (template) s e 88 FohdBo.
3. 88 S68 S0 3"@%"26& 52308RS © Hod S5 Foho:
O TRyT° ARBBE B6iD THER B &° Heodis o Dol
D2208AS K ScSrEHBADHED).
o $%Har$ new from existing option £ JoHE @wowdS Dot KHod
SHOIS (©e308RR K DoHE D,
4. Word outlines tegoe S5 Bahio:
Word &° 30508 T8 wedogdos s,  outline wegoe Eree 956
Sroot] &° (Hes0BNR K B FHEIHE K. & 8%o Home tab i
&) New slide &oes 88 Sca38%0. Hard  slides from outline &oes 88
BB, BHaed $Ty  save Ho& word G outline view &° &y
E50e5 & JoHEd.
9230808 Ko save BoHero:
D20BAR save BoDHErIE save HOM save as I 30 @9“35 e
GIOW. (o8NS L save FoHOoE...
o DEFP b aerS does 88 Doird.
o SHTE HROBAN B D )y save D059,
o [H2oBAS B save as TPO° B30 save 3@?2626633?63.
H23080S D By Seeéeoo:
5220808 50 B8 &5 & Defore EIV0E’ BI°y SrTreod denS
s 65y animation tab QoHER preview @éﬁ o 28§ B8 ed.
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3. Power point &° formatting text 809 Eeain®m.
Write about formatting a text in a Power Point.
e3. HH6 JFawodS © text formations:
$2208AS woorr S Fahio %0 Jroreloh Bsterd. HA%0
font, type, size, colors & set BHELLD), @580 @owd word art &
&t GORPN0LDND). 90BTEOTP alignment $0¢3 Indent, Text
directions o Erwe &IRPNOLILK0.
Change font type:
©ETPe @By $r8)erd8  font type &X@BRNDHEH08. B 80
font, name box &@w¥) erdod &6 T HoRY font K JoHE slide o
B0 type DA,
Font styles and effects:
Font style trgoe 288 208K $8raroe08 Bold, Italic, Underline
H08 BB o set B0888)%0.
Change text color:
Slide ©6% text color &8 008 denS i &3y Font (& Kod
color &S QoHEE®.
Word art & ¢5&rhoHESEo:

Word art oo slide ©&° 85 32 $8aroed8 shade color, grand
point, 3D effect 5063 &3 set Fo& D). woBseErome bend, stretch
skew FEBS esseorelny S8 Do effects K ErTe a5,

Word & styles aa°5008...
Word art & 28§ T8 ooyl tab £ 88 B2 mrowof érd)
Do word art, fill, word art, outline Swe text effects 6% ko 85
SIovwito)
Change paragraph alignment:
Slide o¢® &I 2% Q3352 53°0P) 5PN @33@@@3’3 &05eP8
alignment @éc% EORPRHESH08. BAS® Alignleft H063 Alignleft .
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4. 558 SFromots DADe LB BRP 0 O Diforr HuoBRS &° el I
What are the steps to add Video and Audio to the presentation?

83. HI8 oot &° HezoBUS K woorr EAFPHTHERIE Tronoh tard,
images &° Jeéw slide FaHHD ToHD). He0BRS &° w8 files K 058
J0sre08 & Bob HEBI &oTd.

> BenS QoS ey insert tab 5 oS .

> Insert tab &° &%) audio button 8 &8 Ir9.

> E5ed Sy )8 08 ok from S, F°0& from Clip
organizer, plan CD s&Gr ¢ Soe 8578 ok 0&° 55
©HFS BT Q0HE T, BRHUT HeoAS O oirh VK el
files K Erte ABE BHE KD,

Video file £ 20848 £ add FaHeo:

Video files tPsor 220858 BoEeHi) $osnenkes $oeobod)
DRATOR By8y ErHoS® Srd0EH)% 3 8%o.
> BenS QoS ey insert tab oS erd.
> SHard $3) insert tab b &3) movie 268 P 85 Basrd.
> $&aes Lud form Soe Ko from clip organizer o6 O 2.8 DS
QOPE R PR L) 88 K ($He208BS K @hPomrlowed.
> 30 S88 220808 H @bomodd HEAGR filesdy Erme D&
B850, B 8%0 Led) 08F s 85 Fasrd.
> B8 535y B8 $08 FroeyeS tab QoiHsard.
> $%ard $T) options $08 HE eaideaorr HERPDS K
S8 18885)%0.
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5. %58 rawods &° aB@rAcR graphic H80 EPaH0&.
Write about graphics in power point?
&3, HBB Seawots &° edBrAographic: e8NS 8 effective e Teare0E
slides &° (8§ % 02080 pictures, objects , basic shapes, clip art,
smart art, photo album $0é3 5 insert W& ed.
Adding picture:
= 2%,5 slide &° insert 308 &5 Gob HEB FBoed.
= BanR b &%) insert tab K 88 Based.
= $Haed browse R O picture K insert Boied, & picture B
DS insert a6 P 85 Baird.
38 & 2.8 (KEF0 Hod 68 KR8 $8VoTrw0d drag e—séﬁ N
€HA3PNOTO.
Adding a Shape: Ms-office &° default r» &%) shape o slide ©&® insert
BSre08 &8 8od SEB rBoTed.
Shape &w¥) Rer DoSKo S é@omeo@% drag @9“35 0 SDRPA0TD.
Shape o Jroeyd Fcsreod:
= Shape e 88 Basrd
= %S format tab e 88 Tird.
Adding clip art:
clip art @38 &) images To pictures GwE), Swond clip art & slide &°8
Insert Z05re08
" B%aed clip art 208 S 88 Baird.
= =008 clip art & 28§ B insert Foied.
= Clip art £ 38s°008 search box &° clip art 2% za°s®.

» Insert 32 clip art & Adjust, picture, style, arrange size @99“35

woe DG Erre BHSPHN).
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Adding Smart Art:

Smart art @550 ek 2010 & E8m doeen Schad50. B o
DG Bsee Fagen, flow charts, lists , cycles Hoed 8 insert
SSRGS

Smart art & Add oS areod:

Smart art ¢S &bt 8§ B smart art & 28§ TS =D,

Smart art &° Srthyes B8 rwos Smart art o 2BE DS .
BBard EBS tab Swe aoeye5 tab aoes 85 B smart art &
Qo8B0 Trgoe Sreden B D).

Adding Photo album:

Photo album ©$8 HEFH b 2010 &° EEmr ©HBEES

&s feature tegoe share FahSeHRE) photo @ 809 photo album
ERRPoB0HE S,

8¢5° ey DS 88 P new album Q JoHEaed.

EHard S o 5] 05 8§ 232 50 PR o Al DEED,,
up 08¢0 down arrow buttons tegoe §¢® e 28 S Bob
S S50y,

6.555 oot HeoBiS &° slideanimation & Hefore FJS?

Write the steps for animation of slides?

&3, HS6 oot HoBNS slide animation ©0& slides @okorr TrHerdE E°E

visual effects S sound effects 0 slide £8@05¢5h slide animation effects
@) power point ¢° Lo S Fahad Gotron.slidewd animation

effect waPs08

L00%re object K select B8 ard.

&S abes &) animation tabis click Based.

BBaed custom animation QoS 88 Bcsed.

SHaess add effect ¢S click 5.

BBard HTy screen $0& 5B SO effectdd set Fo&ard.
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Animation preview:
Slide animation & ¢5 S5 SHarss Heo&BnS & screen o
O esorre EAWKY0E° Swothre Srkerdd Animation, preview
SHRRRHDHE6. B %0
o 88 &S &) Animation tabid 88 Based.
o 3%ard animation tab e &y preview button oS 88 Basrd.
7. Presentation or hand out $:805% notes® H80%) @ecHol.
What are handout and notes page?
3. Hands out and notes page: Hands out £00d%» notes page Sot Eree
e208AS print THE HErA8 GHDPRHE @9'335 en handout oegoe
28 228 1,2,3,4,5,6, 8o 9 slide oo print 3%826{533. &3 option
TPO° SPPe0& B0BEd) 5P slide ©F &8 Hden print B DD,
8. Power point &° 30848 & print &3 deeardy 05605087
Write about printing of a presentation?
es. H58 Sromotd ¢ a5 B HaoBRS S5 print H:08%5er8 &
o8 option en o .slide:HeoBRS &° K% BV slide o print
BOEH01%0.88 option weoe page 8 ef slide o SPED print
BT B0,
Hands out: &3 option oegoe 208 page 8 1,2,3,4, 6 Soe 9 slide print
BROTIHD). XSS 808 A% slide oo &8 pages® print
Bi5EE 88 Gob.
Notes page:- & tesoe slide o 080 speaker notesod print 8:o&85H)%0.
Speaker view: -0 tesoe presention GwE) outline ok &7t print
BOEE 55010 H208KS K print 8:8%re0d & 18od Diforr BArD.
= Micro soft office button s click Zcsrd.
" $%aed 205 option Do aed.
" BS%Haed IR0 print dilog boxer print what oS &8 Bcsed.
= $%arsd format & choose & ok button &ocs 85 Bo5ed.
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Print preview
= micro soft office button &oes 88 BKr® 60k print oS &6 Bcsed.
" B5Haed EAROT print preview aoes 88 Tied.
= $%Haed print what ¢ 85 B2 print optiond o008 $3888H%.
= print preview e 88 FieO.
n BHard 50T B8 v preview SrHatdEH00 .85 close button Socs
click 33 print preview close ©H&08.
Package a presention
FBE Heo8inS CD &° load Birgeo& microsoft office button &oes &8
STl
= $B%ard publish e 88 Toird.88ard pakage for cd option s 88
ST}
= 85ard cd 8 &8 DB BETd.
= 8%ard copy & cd St copy to folder oS click Icsmsd.
9. Animation of objects 9809 BeHo&. Discuss about animation of objects.
3. Animating text and objects:
PowerPoints® £055% o RR0&8R8 DErHHSSm8 ¢6d@3reA0® DS
85e0 QSRS EOR eTmom. ©XEROEBONN KBS KyRosTels
N B LrTPOR GHBTNOLBID).
el 850 SSPRERD
K050 DK APIFAS Herarodn DA GIom HOAD 9 Teenid Sseerre
QB80T
o BI¥o: & PIFTyo g wBE JonES"E der [HIBROE Ao
QIDHO@0EHN). GBTPsREead, B°R) AP QRSE® @5“)& Qmﬁ@%
DBBoTo B 55508, @ $:) JonE RS HADBB0H 585N
oo Tree P TRy ©HE0H.

99




o &bl ozs KonBES® 6895 S SEPIZRASeD wBrdHEeaw HBKD
BBSHore SR weoe 88 Dabhareron. Grrirdn, Aot SR 88 e a8
5090 &S BoHTeAE 85 ToHHDy.
o Qoo Bs AEye o8 Yank Ko &FE Jer A WoTs®
QCHO@08. STEFERD, & D& ArADHRS, 550D 800 DE ©HH08.
o TGS FEen: & FrHS 6 0DBO V0TV JDF © HPHOMTT otnod,
oB5 YonES® a8 HyBo Ho& Hwohre AawodS $rYos® Etben®od
&D).
2.8 Object % 5PIDAS $O0HBDTRIE:
1. 2% object & Qo8 d.
2. S5PQHAS) ersd doHstod.
3. O5PQHAS B0’ wotherens® 618 @) cSrAHiSety Do
000 H-TR &Peed) 808,
10. Drawing freeform shapes 1H%09) 58508
Discuss the concept of drawing freeform shapes.
2. Freeform shapes esroed) Achio
§0% Freeform Shape 50805 $:#0%08&° PowerPoint 20108° 9948
@8 %000 Ao, a6 (Scribble) Jegaren.
Freeform shapes &5°o°Qy go‘ﬁa@@é:
1. aR%b ergh8 3§ Syarosre Sl AotHBHI, ssrtre JodEP &8
BHod.
2. HBS0me L8050 $8Y Qerrren So&od) EOA ¢ esetrdy AXHTS,
S8 88 Fchod.
3. 388" 308" ARPew B20T @58 AcHERS Sae KB S0
20508, yand 88 T, ol S 8,570 88 U, wp @i
SHe08 eniiod.
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4. 35y erS & JowdS M (segement )i AHTIS, &8 "85 88
32, S Franotbd I8 PTR8 E5000, & HP 88 Babold HE Jerrrdy

AcHT8,

Qo @eh DK B SR el T8, sosod.

o5eo°Q) AcHKo I8 VoheeS 80d FBS° 8Tl Wohod
o wzod) BOD OIS, AR KenS 85 Vahod.
o o5l HrdSoHERS, R PRS0y Ao BifY 88 Bahod.
11. OLE %809 dXBoso&. Explain the concept of OLE.
. OLE :- &Z§ 80§ choBgoR dabhio $08akn rothsisto Fayoisto
S a8 Qowk Lok 878 Hon&dy, I¢H N6, S 508¢5 SPERDE
o o H5°8 26 S (ErTPE8 S80S 3rHE 08K
EHEPROEDD).

v

3605 H Babee ot 86 Dasrentroen) text
QoHE 8. Hargimiahore, b ed $ipDH Do)
(8585 w8 griio, arrsrdn, Soe 70 ©f (2E)
a8 rgS®, DoBo $rsrod®, 3ro600E 88 Pahod.
ARG 358008 Gerh ary &, db Do§ g, oo 8%
My Palace 33@63’3 SN @t 85 30508 (6—90?3, o8
S0i0yD) BK8Y He0).

B PEOBASSD $678 HowhS SEDE, STirSeat,

& HBoS* (document) GoFod 88 Babod.

oFg el B, 85 Ba908, WD XD Sedyen
Fahos

$3¢587085TPA8 0B DTS ?b@@éa 5580 HoHod,
@3 30 88 Tchod.
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12. Rotating objects /802 JAE HEHeP DHBoSOE.
Write the steps for rotating objects.

@3. Ordering and rotating objects: Objects o align Pcho SO
BErrHESEo8 e, PowerPoint o 8% Eod® Shdeh ekdyie
TR ®OBROH. Tod S w080l JEnD SRHw W8I Bobd &Yt
Ao Enego Qo0 Bb Swoth Sue S8 & objects TGP JYanob.

To change the ordering by one level:

1. &8 objecty QoH8°0&. Format tab E32:%08.

2. rTmyS erge) Kool , object BwE), BX) &8 Jrand 58 w8 ot
E0%808 Trr S8 HoHod 8ieed) JoHE ol ©FS e8S Lod
B BBB $HeE® el TohS 1S BN BLrd) FHoBwERS
O L BB JoHE .

3. Objects &8 Eho Boharsaron.

2.8 object $00% Sue K HEHT SIS

S 9FE @@g(‘ﬁe) 3508 S S00tH 2.8 DK HodreHod,

Slets B wiTotn OB 88 Babio B0 Fwoths oo Tu

J508B HoHo Fepedeore Sore &otnod.

1. 28 $0D%0 D0E 0. Jromyel emsd AR08,

2. PRy g 5008, $00tH% BBHB0d Soe IED HoHod
H-T8 2r8y £ Q0HE’os.

3. H-TR erder 08, Snothd Bidsod Soe erss @éﬁé) H0H0&.

4. objects éag';? Bvo Tobersearan.

To rotate an object: 1. &% objecto QoHE 0d. Frooyd ersd EAHR0B.

2. 3oy emsd 008, Rotate e9da°Q) dohsPod.
PR-TR erdee EIHob.

3. oS @S oDEP 85 Babod.

4. YomES® object 8BrHH06.
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Question Bank

COMPUTER FUNDAMENTALS & MS OFFICE
UNIT -1
Introudction to Compuer Systems and Hardware
5®) B8 en
1. 805l eSmI? What is a computer?
2. Bo&Hs80 §o‘f.g)°§éo§,e35 SIRPA0DS HOBTr BoD) [TAHoR.
What are the components used in second generation computers?
3. 63 Pred 900 éo‘f.g)vrséaéés(‘() 8P 8eolk.
What are the types of computers based on purpose?
4. @&grss’aéom éoo“g)vegeagess& 8P DNB0L08.
What are the types of computers based on operation?
5. QA Dogrsdrared 8e)o&k. What are the different number systems used?
6. BoiFrgtad (@°RNOR FSTesd) aRereid $8880EHKD.
What are the types of computers based on size?
7. Convert (22);, into (?),
8. Convert (44);o into (?)g
9. Convert (43);¢ into (?)1¢
10. Convert(1110), into (?);0
11. Convert(25)g into (?);9
12. Convert(2A);¢ into (?)1
13. Convert(420)s into (?),
14. Convert(FF);¢ into (?),
15. Convert(101010), into (?)g
16. Convert(101110), into (?);
17. Convert(3D);¢ into (?)g
18. Convert (125)g into (?)6
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19. & $odsErdo N & S Sosgrgead &° ot arieed?

Why binary numbers are used in computers.

20. 38 HE HB8oren 8dmrIw? Define Input Device?

21 0D HE HB8oren wdrrIn? Define Output Device?

22. DRI Botd B HE DO B HE H08TP DL Erabod.

Write the names of any two INPUT and two OUPUT devices?

23. 36 edre3»? What is a scanner?

24. B85 DS wdreI0? What is a Lightpen?

25. 2065 £805 @0¢5 ©HES edrradn? What is a printer and printout?
26. Bit 508050 byte H%od 8eyo&. Distinguish between bit and byte.
27. PoBS (volatile)$080m o8 FoBS nont-volatile HoHd ABsDoBO&.
Define volatile and non-volatile memory.

28. 1 GB memory &° o, bytes &oérown.How many Bytes for 1 GB memory?
29. RAM, ROM, PROM, EAPROM &5k HEBE005H5m.

Expand terms RAM, ROM, PROM and EAPROM?

30. sgob(auxiliary) 38 $08Te 1 @EPADOE.

Write the names auxiliary storage devices.

31. cache memory e$ma? What is Cache memory?

32. 8836 (register) edreS30? What are registers?

33. Software 0805w hardware e Js0o5ol?

What is software and hardware?

34. Computer language sdma3Q? What is Computer Language?

35. 8oirseaB erongls® &) Bt SnaRd Ssre Byod.

36. A5Po@% o FPH BRPRD? TR KB HOB?

What is machine level language? Why is it required?

37. SSro@8 paw FPR Hg GDBEFren HOH Be)od.

What are advantages and disadvantages of machine language?
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38. S &7 (assembly languge) sSmeR?cH0@8ran erEET) O diorr
BBresso o8 Beyo8. What is assembly language? What are its
advantages over machine level languages?
39. Source program $8c5» object program e s Ere 8e)o&.
What is the difference between source program and object program?
40. 658 Jrow (High level )ari s¥mIo? Jeb & gPER oS edGeAR
Noth®? What is a higher level language?
Why higher level languages are are easier to use.
41. 80308 eI ? & BAEB0 GHRPAYD.
What is Compiler? Why is it required?
42. Interpreter e3rea3? compailer % w068 @68 % &) Bre Be)o&.
What is interpreter? How does it differ from compiler?
43. Utility e5re30? What is an utility?
44. Virus e5re3d0?  What is a Virus?
45. Worm & JdsDolod. What is a Worm?
46 . Trojan horse &3re30? What is Trojan horse?
47. Blended threat 5505 086. What is Blended threat? égs@é D8 en
1.8053pg8086 G’ Sored (generation) (D80 Eeabod?
Write about the Generations of computers?
2. 8o5ze5ead S5 ? EoPrgtob BwE) ogeren DHBoKd
Write the characteristics of computer?
Explain the Charactristis of computers.
3. Bogrgead Bseod DBoLHE. Ger ol Sorstod égég BeNHHw.
Explain various computers based on operation?
4. EoSPgtadd @r 0N @&05550& aa(g a’agééoiﬁaa’m.
Explain various computers based on size?
5. 0RBES D o Sorsld & $0880SH.

Explain various computers based on purpose .
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6.8053°508 B, erE Brrsd A DegRrreld DHB0HIw.
Draw the Block diagram of digital computer and explain each unit neatly.
7. Sogrs éééé number system OS5I 2D Eseer Qogryg éééé O Be0RYNW.
Write about number systems.
8. 39 D& HoBoren B0 DH3BoPo&. Write about Input-Devices?
9. ¢ P& Hosore BN ErcDo&. Write about OQutput Devices?
10. @508 08050 1E0Ed 8 B0 TPeHod.
Write about primary memory and secondary memory.
11. 99 Ssre J8oKd Fd AFBS K00 DSBoHOR,
Write about secondary storage devices.
12. RAM or ROM %809 @eobo&. Write about RAM and ROM.
13. 3§ 36 e5mea? DG Sseo PP 36 © Hdod JHboSE.
Write about different types of software in details.
UNIT-II
Overview of Operating System
Q50) DB en
1.65080R dHH % AgDoib&? Define an operating system.
2. GUI esi$re 3%0é8?  What is GUI?
3. CUI e 380¢3?  What is CUI?
4. GUI, CUI, BIOS 558050 Ms-Dos St d800m.
Expand GUI, CUI, BIOS and MSDOS.
5. 08 Gw¥, Sz Aevesd 8vyolk .What are the main functions of DOS ?
6. Internal command e$re 3Q? What is an Internal Command?
7. My08)S (External 5ol esdre 380? What is an External Command?
8. Aero Option HBoN EcHo&? What is an aero?
9. Window &% Search Bar 9809 @rcios»? What is search bar?
10. Gadget e$re I0? What is gadget?

106




11.windows$® help option & dore &HRrRKHLSH0B.
What is help and support in windows?
12. Multitasking es$re 320? What is multitasking?
13. File System es$re 30? What is file system?
14. Library &°* ¢od aeentt default libraries & 8e0&?
15. Icon e 380? What is an icon?
16. Folder es$re 3? What is a folder?
17. Desktop edre S? What is desktop?
18. Recycle Bin ekre 30? What is Recycle bin?
19. Control Panel e$re 3%? What is control panel?
20. 836 I8 (Device Manager) sdre 380? What is device manager?
21. Taskbar o Notification Area esdre S?
What is notification area in taskbar?
égs%’)é 8 e0
1. &%080R /YD wdrr J? & Hed BoHod.
Write the main functions of an operating system?
2. MS-DOSe5reaan ? MS-DOS #9809 @echod MS-DOS &°0 Booting
processes & DH30oHo&. Write the Booting process in MSDOS.
3. Ms-Dos &°Q 20688 85708 %809 5B0S0d.
Write about some Internal Commands?
Write any six internal commands in MS-DOS.
4. Format 3508050 Fdisk 85708 © 0809 D380508.
Write about format and fdisk commands.
5. Aero options H80%) NNBowHXw. Write about aero options.
6. Gadgests 10802 DSBoS0&. Write about gadgets.
7. Windows &° help and support /5809 J580508.
Explain the help and support in windows.
8. Windows & file system 809 95803508 Write about file system.
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9. Desktop Components 5809 D380S50&. Write about Desktop Components
10. Control panel 800 @Ercbo& ? Write about control panel?
11. Device manager 0809 8)o& ? Write about device manager?
12. Taskbar %00 gechol. Write about task bar?
13. Dos %0 External Commands 5 9580508,
Write about some External Commands?

UNIT - III

MS-WORD

o) B8 e0

1. Ribbon edre 3? What is a Ribbon?
2. Office Button esdre 30? What is office button?
3. Quick Access Toolbar esdre S? What is quick access toolbar?
4. Ribbon o5 H&DH Tabs éotron? What are the tabs in the robbon?
5. Document & open S08a50 save BaHerdE &G0 shorteut % Beod.
What are the shortcuts for open and save a file?
6. Microsoft &® New 58w close option & Shortcut o 8eHod
What are the shortcuts for new and close a file?
7. Copy 8050 Move o s 8t 8e08.
What is the difference between copy and move?
8. Help System e 30? What is help system?
9. Paragraph &%, Alignment 809 @*dHo&.
What are the alignments in paragraph?
10. Paragraph &* &%) Indents 5809 @rc$H08.
What are the indents in paragraph?
115700800 88) eXread? What is formatting a text?
12. Auto text esdre 32? What is auto text?
13.e0¢5° 85 eSdrra?  What is auto correct?
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14. word Count esdre 30? What is word count?

15838 BE50 e3rr3n? What is default dictionary?
16.thesauruns 80 @rcHo&? What is thesaurus?

17. Undo changes es$rrS? What is undo changes?

18.93% 85c0 ¢rd @8R oS © 1HB0D) EPahod?

What are the different types of tab alignments?

19.Page layout &% @‘9’35 o Bodold. What are the options in page layout?
20. £,8090888 @08 WP What is orientation?

21. Header $8c%o footer ©0& d0&3? What is header and footer?
22. Draw a table with any data of your choice?

23. clipart @o& d¢3? What is Clipart?

24 . smart arteod H0&? What is smart art?

25. 3¢5 $6) ©o& de?  What is water mark?

26. Bond HF (Mail Merge) ©o& 2203? What is Mail Merge?

égyé’)é D8 e
1. Ms-word o & dore document create o Bee08 edit , save TD
DGR DSBS,
Write the stepwise procedure to create, edit and save a document in word.
2. Microsoft office button &%) views & Jk300L0&.
Write about document views in MS-word.
3. MOVE %805» COPY 855008 19809 @eadHod.
Write about MOVE and COPY commands?
4. Document Paragraph Formatting 0802 abo&.
Write about formatting the paragraph.
5. FIND 55805 REPLACE 5809 [5°d50ad.
Write about FIND and REPLACE?
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6. MS word spell checking 5802 geasnsi.
Write about spell checker. (or) Describe about SEPLL CHECKER.
7. Document &° ¢5BrA0T tab K809 JHBoEOE.
Write about tabs in MS -Word?
8. Page layout &%0 ¢ option o D80S,
Explain the options in detal in page layout?
9. MS word §*Q table option 9809 Q580508 . Write about Tables.
10. MS Words®Q Grapics 9809 @rc%o&. Write about graphics.
11. Mail merge 5802 troo& Write about mail merge.
12. Ms-word &°Q bullets numbering %809 EecH08.
Write about bullets and numbering.
13.Ms-word &° word art & 809 @echod Write about word art.
UNIT - IV
MS-EXCEL
Q50) DB en
1. Spread sheet s3reI300? What is Spread Sheet?
2. Microsoft excel ribbon e5r30? What is a Ribbon?
3. Excel 6° mini éx& &r5(toolbar ps8reS0?
4. Microsoft excel worksheet &° rows £805%» columns &oéron?
How many rows and columns in excel 2007?
How many rows and columns are there in Excel Worksheet?
5. Microsoft excel §° workbook 58050 worksheete &5 Strei H80S0A.
What is the difference between workbook and worksheet?
6. Worksheet &° rows 8050 Columns & Oore SrdFS?
7. Excel & formula ©3559Q0? What is a formula?
8. Excel ¢® Undo £805%» Redo Option 0808 @edHod.

What is undo and redo?

110




9. Excel *Q autofill option 5809 @rcHod? What is auto fill?
10. Excel &* Find £8a5» Replace B D00 Eradok.
What is find and replace?
11. Excel * Goto Command /9809 gcHo&? What is Goto command?
12. Excel Spell check /809 @eobo&? What is spell check?
13. Excel §® SPLIT screen option 9809 @rcHod&. What is split screen?
14. Excel &° copy 800 move £ Stred 80)08.
What is the difference between copy and move?
15. Excel &® format cells &o¢5 ¢y SIX option @°c08?

What are the six option in format cells ?
16. Alignments es$reRS0? What are the alignments?
17. Merge cells ©0& H0¢3? What are merge cells?
18. What are short cut keys for Bold, Italic and Underline?
19. Worksheet 5 save 3o Bw) @snegs D0
What is importance of saving a worksheet?
20. Save 32050 save as © &5 B IE?
What the difference is between save and save as?
21. charts © @S d0e? What is the importance of charts?
22. Excel &° &) AV 8see chart o 8oHod.
What are the different types of charts?
23. Excel &* Macro e 3%0? What is a Macro?
24. Bend ©0& d0e3? What is a Table?
25. Excel &° Pivot table s 380? What is a Pivot Table?

égs@é ©8yeo

1. Excel® 7 érges £8050 (8 ergiet $8umestodoemeaod?
Write the 7 tabs in excel and write the groups in each tabs.
2. MS-Excel a3z & functions Sexykm.

List and explain any SIX functionsin MS-Excel.

111




3. MS Excel &* Hgvae 0 K688 Somo (Mathmatical) Functions 8580508
EroSnsdn. Write and explain any five mathematical functions in Excel.

4. A 0% Statistical function H DHBoS0R.

Write and explain any five statistical functions.

5. 2.8 HBRE0S® &3 cells Bns) copy 50865 move functions © %808 EPcHO&?
Explain Copy and move the range of cells with an example.

6. Excel 6% workbook & open, save, print & & Qgore Fe® 9560508,
Write the procedure to open, save and print a worksheet.

7. MS-Excel &*0 charts 9809 grainsin. Write about charts in MS-Excel.
8.Excel Macro &° & Qiore create 3% run I8 580508,

Write about macros.

9. Excel table option 809 56058 ? Write about tables in Excel.

10. Excl &° Pivot Table /5809 808 ?Write about Pivot Tables in excel?

UNIT -V
MS-POWERPOINT
Qg0 (B8 e0
1. 556 ecwots &° @Lssa"’é 5500 &0 HBoD ERAHo’?
What is Power point presentation?
2. Ms Power point &®Microsoft office & eb& 9809 @PcH08.
What is Microsoft office button?
3. 538 FanotS&® 8anRE® 7 ergHen IEY
What are the 7 tabs in ribbon in Power point?
4558 Frawot 8§ a8y ¢ eeb 1980 EecHod ?
What is quick access toolbar?
5. HX8 Panotd I S erd 1HBodD @odod. What is mini toolbar?
6. Power Point Presentation views ¢ 2 &) & 8seo BVOBRS B
080D @Hok.

What are the 7 slide views in presentation views in group in view tab?
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7. $56 oot BaoBAS &°0 &%) 80D @ecHod? What are the themes?
8. BoaxS (template) e I? What is a Template?

9. 556 ranods &° OLE Gos) 57y Benysio.

Expand and Write the concept of OLE?

10. $58 Frawots 528 HBkm 253?5,'53@ 19800 ErcHos.

What is meant by copy and move a text?

11. Undo £805%» Redo @08 dwé?

What is meant by undo and redo?

12.558 aeomods &° 236 38 980D EeaHod.

What is spell check?

13.558 oomods &° 36 &b edS HB0 NBoHoR?

What is word art?

14. 558 aronod] &° ¢BaA0T Trenrd ©BS 0t5 HB0Y EPEH0E.

What are the four alignments?

15. $56 Fromots S Indentation 980D *cHo&. What is indentation?
16. 5355 aronods 88) BBEN 000N @eadoll. What are text directions?
17. AVI 8ciw MPEG Sty d380508.

Expand AVI and MPEG

18. clipart @o& dwe3?

What is clipart?

19. Smart arteo& de?

What is smart art?

20. Photo albumeo& d0&? What is photo album?

21. Slide transition ©0& d&3? What is a slide transition?

22. slide 05rQaHAS ©08 dWE? What is a slide animation?

23. $He308%S &° Speaker ‘s notes @08 HoB? What are speaker’s notes?
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égs‘@é 8 e0
1.55%8 Sranots &° 8 i &) tab 06 (K& © KHBoD JBoSOE.
Write the groups in each tab of a ribbon in powerpoint
2. $58 Feanotl $HesoBAS B D Difore BA HBC DS BB BBy Srears’
NNBoLo&. Write the steps to Create, Save and preview a presentation?
3. Power point §° formatting text 809 @Easin®m.
Write about formatting a text in a power point?
4. $%8 Fronots HADr LB BRI 0 O Dorr KHeoBRS &° el IS ?
What are the steps to add Video and Audio to the presentation?
5. 886 Sromots &° aBBrAographic K809 EPcHod.
Write about graphics in power point?
6.555 oot He:oBNS &° slideanimation & defore BFSH?
Write the steps for animation of slides?
7. Presentation or hand out $»805» notes® H80D Eaolk.
What are handout and notes page?
8. Power point &° {30848 & print &3 Jeeard) D560508?
Write about printing of a presentation?
9. Animation of objects 980 8eHo&.Discuss about animation of objects.
10. Drawing freeform shapes %02 DH58S508&.
Discuss the concept of drawing freeform shapes.
11. OLE %809 d%80ko&. Explain the concept of OLE.
12.Rotating objects 802 DAL S JHBoBE.
Write the steps for rotating objects.
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