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CHAPTER -1

KNOWINGCOMPUTER

Introduction

A Computer is an electronic device, which is used for a number of applications ranging
from writing letters to reserve a ticket in a train. A Computer has several components like
Keyboard, Mouse, Processor, Memory, Monitor and printer etc. Computer requires
instructions to perform a particular task. A series of instructions is normally known as a
program. Hardware and Software are the two terms we frequently use with reference to
Computer. CPU, memory and peripheral devices (input and output devices) are generally
referred to as Hardware whereas compiler. Interpreter and operating system are examples of
software.

Objectives

Inthischapteryouwillbelearnabout

1. DescribethevariouscomponentsofaComputer
2. DistinguishbetweenHardwareandSoftware
3. DescribeApplicationsofComputer

4. ConnectAccessoriestoComputer

WhatisComputer?

Computer derives its name from the word Compute that means calculation. It can be
said that Computer is a device used for calculation. Nowadays Computer is not only limitedto
computation, but also used for making phonecalls, maintaining databases, listening songs,
viewing movies etc, so a more formal definition of Computer is required. Computer is an
electronic device that processes or transforms data into useful information by executing a
series of predefined instructions.
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Figurel-organizationofcomputer
BasicapplicationofComputer Word
Processing:

Word Processing software automatically corrects spelling and grammar mistakes. If
the content of a document repeats you don’t have to type it each time. You can use the copy
and paste features. You canprintout documentsand make severalcopies. It is easier to read a
word-processed document than a handwritten one. You can add images to your document.



Internet

It is a network of almost all the computers in the world. You can browse throughmuch
more information than you could do in a library. That is because computers can store
enormous amounts of information. You also have very fast and convenient access to
information. Through E-Mail you can communicate with a person sitting thousands of miles
away in seconds. There is chat software that enables one to chat with another person on
areal-time basis. Video conferencing toolsarebecoming readilyavailableto thecommon man.

Digitalvideooraudiocomposition:

Audio or video composition and editing have been made much easier by computers.It
no longer costs thousands of dollars of equipment to compose music or make a film. Graphics
engineers can use computers to generate short or full-length films or even to create
three-dimensional models. Anybody owning a computer can now enter the field of media
production. Special effects in science fiction and action movies are created using computers.

Desktoppublishing:
With desktop publishing, you can create page layouts for entire books on your
personal computer.

ComputersinMedicine:

You can diagnose diseases. You can learn the cures. Software is used in magnetic
resonance imaging to examine the internal organs of the human body. Software is used for
performing surgery. Computers are used to store patient data.

MathematicalCalculations:

Thanks to computers, whichhavecomputing speedsofover a millioncalculationsper
second we can perform the biggest of mathematical calculations.

Banks:
Allfinancialtransactionsaredonebycomputersoftware. Theyprovidesecurity,
speedandconvenience.

Travel:

Onecanbookairticketsorrailwayticketsandmakehotelreservationsonline.It reduced the
time wastage and travel time for everyone.

Telecommunications:

Software is widely used here. Also all mobile phones have software embedded
inthemfor maintainingcustomerdetailsandalso sending message,audio and video throughthe
mobile software. Now a day's internet is available in the mobile phone itself.

Defence:

There is software embedded in almost everyweapon. Software is used for controlling
the flight and targeting in ballistic missiles. Software is used to control access to atomic
bombs.

E-Learning:
Insteadof abook itis easiertolearnfrom E-learningsoftware.Itnot only contains text also
contain image and animation so it is very easyto understand everything.



Gambling:
Wecangambleonline insteadofgoingto acasino.

Examinations:
We can give online exams and getinstantresults. You can checkyour examination
results online.

ComputersinBusiness:

Shops and supermarkets use software, which calculate the bills. Taxes can be
calculated and paid online. Accounting is done using computers. One can predict futuretrends
of business using artificial intelligence software. Software is used in major stock markets.
One can do trading online. There are fully automated factories running on software.

Certificates:
Differenttypesofcertificatescanbegenerated.Itisveryeasytocreateandchange
layouts.

ATMmachines:
Thecomputersoftwareauthenticatestheuseranddispensescash.

Marriage:
Therearematrimonialsitesthroughwhichonecansearchforasuitablegroomor
bride.

News:
Therearemanywebsitesthroughwhichyoucanreadthelatestorold news.

Classmates:
Therearemanyalumniwebsitesthroughwhichyoucanregaincontactwithyour classmates.

Robotics:
Robotsarecontrolledbysoftware.

WashingMachines:
Theyoperateusingsoftware.

MicrowaveOven:
Theyareoperatedbysoftware.

PlanningandScheduling:

Softwarecanbeusedtostorecontactinformation,generatingplans,schedulingappointments
and deadlines.

Plagiarism:
Softwarecanexaminecontentforplagiarism.

GreetingCards:
Youcansendandreceivegreetingspertainingtodifferent occasions.



Sports:

Software is used for making umpiring decisions. There are simulation software using
which a sportsperson can practice his skills. Computers are also to identify flaws intechnique.

Aeroplanes:
Pilotstrainonsoftware,whichsimulatesflying.

Weatheranalysis:
Supercomputersareusedtoanalyzeandpredictweather.

ComponentsofComputerSystem
Computersystemismadeupofanumberofcomponents. Theseare
1. Inputdevices
2. Memoryunit
3. Centralprocessingunit
4. Outputdevices
System Uit Sciesr Monitor .
| .

£
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Figure2showsdifferentcomponentsofComputersystem.

CentralProcessingUnit(CPU)

The central processing unit (CPU) is where the actual processing takes place. This is
wherethe calculations areperformedand logical functions arecarriedout. TheCPUretrieves its
data and instructions from the main memory, processes the data according to the instructions
and then stores the results back into the main memory or sends the processed
informationtotheoutputsubsystem.TherearebroadlythreepartsofCentral
Processing Unit. Control Unit controls all the operations in computer. All the
arithmetic and logic operations are performed in Arithmetic and logic unit
(ALU). A set of registers is used for temporarily storing data or instructions in
CPU. It isto be notedthat thecentralprocessor is controlled bythe instructions it
gets from main memory. The CPU retrieves and executes these instructions one
by one until it completes a given task. Each instruction tells the CPU what
todo(add,divide,move,andcompare)andalsotellsitwheretofindthedatato




be processed. CPU, memory all other components are connected through buses on
Motherboard and are housed in a cabinet or system unit. The bus interconnects the different
parts of the Computer so that information can move from one part of the Computer toanother.
In effects, the bus is a "highway" over which electrical signals can travel. For example when
the CPU retrieves an instruction from the main memory the electrical pulses representing that
instructions are carried over the bus that connects the CPU and main memory. There are three
different types of Buses used in Computer. These are Address bus, Data Bus and Control Bus.

Keyboard,MouseandVDU

To solve a problem it is necessaryto give data and instructions to the Computer. This
can bedonethrough input device. Thekeyboard is anexampleofan input devicethat accepts data
and translates it into electronic signals. Both program (instructions) and data can be keyed in
through it. In addition, certain commands to software can be given from the keyboard.

The keyboard consists of a set of keys. There is one key switch for each letter,
number, symbol etc, much like a typewriter. Most common keyboard is called QWERTY
keyboardasthealphabets inthe first rowareplaced likecommonlyusedtypewriters. Whena key is
pressed, the key switch is activated. The keyboard has an electronic circuit todetermine which
key has been pressed.A code is then generated and sent to the computer. For example when
you press the alphabet A on the keyboard, it is translated into the electronic code0100001,
which is sent to theComputer. Similarly, the number 0 istranslated into the electronic code
00111001. So keyboard is one way to get data into the Computer. Detecting whichkeyis
pressed and generating the corresponding code is knownas encoding. ASCII (American
Symbolic Code for Information Interchange) is one such commonly used code.

Mouse

seis a pointingdevice whichcanbemovedonasmoothsurfaceto

movement of cursor that is desired on the display screen. Mouse
cal; offering quite and reliable operation, or mechanical which is

c
cheaper. User can move the mouse; stop it at a point where the pointer is to  be
located and, with the help of buttons, and make selection of choices.

The mouse is not an alternative to the keyboard for entering data. Text and numbers
still have to be keyed in, but selection from menus and drawings are easier with a mouse.
There are 2 keys, 3 keys and scrolling facilities available in mouse.

VDU
Oneneedtoseewhichkeyispressed,andmakeschangesincaseofanymistakes.

Whatever one has keyed in gets displayed on the screen of the monitor also known as video
display unit (VDU). It is also used to show the Information produced by the computer. Most
display screens of a monitor work under the same principle as a television, using a cathode
ray tube (CRT). Consequently, the term CRT is often used in place of display screen.

There are many ways to classify monitors. The most basic are in terms of colour, its
screen size and the resolution. First two types are very explicit. The resolution of a monitor
indicates how densely packed the pixel (often expressed in dots per inch) are. In general, the
morepixels meanthe sharper the image. VGA(video graphicsarray) or SVGA(Super VGA)
monitors are most frequently used Monitors today. Both these terms generally refer to the
resolution capabilities of the monitor. Most modern monitor’s can display 1024 by
768pixels,the SVGA standard.Somehigh-endmodels can display 1280 by 1024,oreven 1600



by 1200. The older Monitor types were MDA (monochrome display adapter), CGA (colour
graphics adapter), and EGA (enhanced graphics adapter). These are now outdated and do not
work with newer versions of Windows operating system,

OtherInputDevices

Data can be fed into a Computer through input devices. Input devices accept data inits
original format and translate the data into electronic signals the Computer can process.

PointingDevices

"2 < working with display based packages, we are mostly pointing to some area in
select an option and move across on the screen to select subsequent options.For
ating devices are very useful. There are several pointing devices, some of them
ck balls and joysticks.

This is a pen shaped device allowing natural movement on the
screen. The pen contains the Light receptor and is activated by pressing the
pen against the display screen. Receptor is the scanning beam, which helps
in locating the pen's position. Suitable system software is provided toinitiate
necessaryactionwhenwelocate anareaonthe displaysurface with
the help of the light pen. There are other pointing devices such as track balls and joysticks,
which are used more for entertainment applications like games.

Voice/SpeechInput

One ofthe most exciting areas ofresearch is in recognizing human voices / speech so
that this could form input to computer directly. This approach will eliminate the need for
keying in data and will facilitate casual users to use the computer very easily. There are
severalproblem areas for research since speech recognition system should be able to identify
who is speaking and what the message is. Voice recognition techniques along with several
other techniques to convert the voice signals to appropriate words and derive the correct
meaning of words are required for a commercially viable comprehensive speech recognition
system. We have found limited success in this area and today devices are available
commercially to recognize and interpret human voices within limited scope of operation.

Scap~

silitatecapturingoftheinformation(animage,text document, a
Jgraph) and storing them in graphic format for displaying
‘~al screen. Scanner illuminates the page thatisto be scanned

transforms into digital format for stored

e iphic image scanned can now be seen and processed
da. puter. Scanners come in handheld, feed-in and flat bed
types .. aning black and white only or colour.

SourceDataAutomation

We can also collect data directly from different sources rather than typing with the
help of different devices. This is called source data automation. Most recent trends for data
input are towards source data automation. The equipment used for source data automation
captures data as a by product of a business activity thereby completely eliminating manual
input of data.
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“haracter Recognition (MICR): These devices
¢ banking industry to read the account numbers on
the necessary processing.

2. B o ‘cognition(OMR): Thesedevicescansensemarkson
co v .Academicandtestinginstitutionstogradeaptitude tests
wt el o he correct alternatives on a special sheet of paperuse this
kil SRt :al mark recognition devices then directly read these
ans nformation sent to a computer for processing. The
e rsse - of the assignments are being marked by OMR.
o I 0035|le J “ Il le Reader (OBR): These scans a set of vertical bars of
‘ BAR CODE ific data and are used to read tags and merchandise in
S , library books, etc. These are available as hand held
dev.iceo.

OtherOutputDevices

An output device is a part of the computer system which is used to show results.
Output devices convert information from the electronic form used by the Computer into a
form that people can easily work with. Output normally can be produced in two ways; either
on a display unit or on a paper. Other kinds of output such as speech output, mechanical
output are also being used in certain applications. Printer receives data from the Computerand
translates the data into a printed document. The same data could also be displayed onthe
video display unit. The method of output used depends often on whether the user wants the
output to be permanent and on paper or not. Let us discuss some of the common output
devices.

DisplayDevices

One of the most important peripherals in computer is the display device. Graphic
displayis madeupofaseriesofdotscalled'pixels' (pictureelements) whosepatternproduces the
image. Each dot on the screen is defined as a separate unit, which can be directly addressed.
Since each dot can be controlled individually there is much greater flexibility in drawing
pictures. There are three categories of display screen technology;
1. CathodeRayTube(CRT)

2. LiquidCrystalDisplay(LCD)
3. ProjectionDisplays

CRTDisplays
+hodeRay Tube)monitor receivesvideosignalsfrom
wysthevideoinformationasdotsontheCRT screen. The
onitor is the CRTitself;itis usually
“RTisanevacuatedglasstubewitha
oating on the inner front surface, called screen. An
:ck)emitsanelectronbeam.Thisbeamis
.en.Whenthebeamstrikesthescreen,the phosphor coating
ol . -es [llumination at the spot where the electron beam
strikes.




The electron beam is deflected by an electromagnetic deflection in order to produce
illumination at various spotsonthe screen. Horizontaldeflectioncoils deflect the beam in the
horizontaldirection and the vertical deflection coils deflect the beam in the vertical direction.
The illumination caused on the screen exists for a few milliseconds due to the persistence of
the phosphor. To create a permanent image on the screen, it is necessary to cause
illuminations repeatedly. This is done by scanning the CRT screen with the electron beam.

TherearetwotypesofCRT displays:

1. Vector CRT displays in which the electron beam is directed only to the places where
the image is to be created.

2. Raster Scan displays in which the image is projected on to the screen by directing the
electron beam across each row of picture elements from the top to the bottom of the screen,
Thistypeofdisplayprovidesahighdynamiccapabilitysince image iscontinuouslyrefreshed and it
allows for continual user input and output. It offers full colour display at a relatively low cost
and is becoming very popular.

LiquidCrystalDisplays(LCD)

Firstintroducedin watches andclocksin 1970s,LCDisnow applied
todisplaydevicesofacomputer. Themajoradvantageof LCDisthelow energy
consumption.The CRTis replacedbyliquidcrystal toproduce the image. These
also have colour capability but the image quality is
relativelypoor.Firstintroducedin watched
andclocksin1970s,LCDisnowappliedto
display devices of a computer. The major advantage of LCD is the low energy consumption.
TheCRT isreplaced byliquidcrystalto producethe image.Thesealso havecolourcapability but
the image quality is relatively poor.

ProjectionDisplays

Alargescreenuponwhichimagesareprojectedreplacesthe personal size
screen of the previous displays. These are normally used for
largegrouppresentation. Thesesystemscanbeconnectedtocomputer
andwhateverappearsonthecomputerterminalgetsenlargedand
projectedonelargescreen. Anotherpopularmethodistoconnectcomputerto
anLCDflatscreenandtoprojecttheLCDimageusingOverheadProjector. Theseare popularly used
for seminars, classrooms, marketing presentations, etc.

Terminals

Terminal is a combination of Input unit and Output unit like VDU
andkeyboard.Terminalshavebecomeverypopularinteractiveinputandoutput units. o

With the help of a terminal data and instructions can directly be sent into (P
thecomputer. Terminalscanbeclassifiedintotwotypes,namelyhardcopy terminals _——m
and soft copy terminals. A hard copy terminal provides a printout iam*lm”n

onpaperwhereasoftcopyterminalprovidesavisualdisplayonscreen. A

soft copy terminal is also known as a CRT (Cathode Ray Tube) terminal. Terminals are also
classified as dumb terminals or intelligent terminals depending upon provision for any
intelligence or otherwise as the terminal. Current technology has brought about a low price
differential between intelligent and dumb terminals. This encourages use of intelligent
terminals.



Printers

Printer isaverycommonandpopular outputdevice. Itacceptstext andgraphicoutput from
a computer and transfers the information to paper, usually to standard size sheet of paper.
Printed output provides permanent record and is easy to copy and distribute. Familiar,
computer printeddocuments include payslips, Familiar, computer printeddocuments include
payslips, bank statementselectricity bills, etc. Different typesofprinterswithdifferent brand
names are available in the market. They vary in size, speed, sophistication, and cost.
Generally we divide printers into two categories: impact and non-impact.

ImpactPrinters
rinters are printers that create characters by striking a print page with a print
typewriter). The impact printers developed for use with computers work in
vay as typewriters.

inter
rus 1o also a character printer. In the dot-matrix printer, an
arrangement of tiny hammers strikes to produce the desired characters. Each
hammer prints a small dot on the paper.

2. LinePrinter

It prints a line at a time. In the line printer, raised characters extend the length of the
drum. Thereareas many bandsoftype asthereareprinting positions.. Each band containsall the
possible characters. The drumrotates rapidly, and one revolution is required to print each line.
A fast acting hammer opposite each band strikes the paper against the proper characteras its
passes. Thus, in one rotation, hammers of several positions may “fire” when the A row
appears, several others may strike to imprint D's, etc. At the end of the rotation, the line has
been printed.

NonlmpactPrinters

As their name implies, non-impact printer employ some process other than hammers
or similar"percussiontype" mechanisms to formcharactersonaprint page. It usestechniques
such as ink spray, heat, Xerography or laser to form printed copy, i.e., characters are not
formed by mechanical impact. Usually, non-impact printers are quieter than impact printer.

__ © character printer. It fires a fine jet of dots of

e —— paper to form character or dot graphics byusing
_ en Continuous stream inkjet printers are used,

- tronically charged afterleaving a nozzle.The
) the proper position on the paper by electrically

X s.The print quality is good because the character
is formed by dozens of tiny dots.

2. LaserPrinters

Theyarepageprinters,i.e.,printawholepageatatime.Laserprinterswritethed
esiredoutputimageon acopierdrum with alightbeam
thatoperatesundercomputercontrol. Adifferenceinaelectricchargeis created on
those parts of the drum surface exposed to the laser beam. These
laser-exposedareasattractatonerthatattachesitselftothelasergenerated
chargesonthedrum.Thetoneristhenpermanentlyfusedonthepaperwithheatorpressure.




ComputerMemory

There are different types of memories, which are used in computer. Primary memory
has other names as Main memory or Random Access Memory (RAM), CPU uses it to storeor
retrieve data and instructions for processing. Secondary Memory or Auxiliary memory is used
to store the data and instructions permanently. Hard disk and (floppy disk are the example of
secondary memory.Compact Disk Read Only Memory (CD ROM) is also used to storethe
data permanently but St requires CD writer to storedata into it. Cache memory is used to
enhance the performance of Computer system.

MainMemory

Data and instructions are required to be stored in main memory from where it can be
retrieved by central processing unit for processing results. Main memory serves as a
temporarystorageareafor dataandinstructions. Itis madeupofa large number ofcells, with
eachcellcapableofstoringone bit. Thecells maybeorganizedasa set ofaddressablewords, each
word storing a sequence of bits. The time to store and retrieve a word is independent of the
address of the word. This organization is also called RAM or Random Access Memory. The
main memory is very fast. Its storage capacity is in megabytes. Nowadays most of the
Computers have minimum of 128 Mbytes of RAM. All the modern computers are now built
with semiconductor main memory because of its fast access time, low cost, small physical
sizeand lowpowerconsumption.R AMisfurtherclassifiedaseitherdynamicRAM(DRAM)  or
static RAM (SRAM)

The larger capacity chips are normally constructed as dynamic RAM because the
dynamic RAM requires less number of transistors than the static RAM and hence can be
packed more densely on a single chip. Thus dynamic RAM can achieve higher storage
density. DRAM is implemented using capacitors which tend to loose their charge with time
and need periodic refreshing. So, it needs extra control circuitry. This refreshing process
slowsdown memoryaccessspeed slightly. SRAM,onthe other hand, doesnot need anysuch
refreshing circuitry. Thus a SRAM is faster than a DRAM. DRAM is cheaper than SRAMand
consumes less power than SRAM.

SecondaryMemory

The programs & data that are required to be used again & again are keptin auxiliary or
secondary memory. Floppy disk, Hard disk are the examples of it. The present
daycapacityofHard disk is300 Giga bytes. Becauseofitsrelativelyslow speed auxiliarystorage
is used for storing programs and data not immediately needed by the Computer. Theprograms
and data are then copied into faster main memory when the Computer is ready to process
them. Secondary storage devices are online to the processor. They accept data or program
instructions from the processor, retain them, and then write them back to the processor as
needed to complete processing tasks. Examples of Secondary memory arefloppy disk, hard
disk, magnetic tapes, charge-coupled devices, magnetic bubble memories, optical memories
etc.

FloppyDisk

The floppy disk gets its name from the fact that it is made out of a flexible plastic
material. Theplasticbaseiscoatedwithaniron-oxiderecording .
substance that's similar to the material applied to the plastic ribbon of a
magnetic tape. Data are recorded astinyinvisible magnetic spotsonthis
coating. The disk is loaded and rotated inside its envelope tiny
electromagneticheadsinthe diskreaderaccessthe datathroughthe slot




in the jacket. A floppy disk is divided into tracks (these are a series ofconcentre rings on the
surface ofthe disk) and each track is further divided into sectors. The number oftracksthat a
disk can hold is measured in tracks per inch (tpi) and it is always mentioned on any floppy
disk you buy. A diskette is inexpensive and can be erased and reused manytimes.

HardDisk

Thediskdescribed so far isthetypeofdiskswhichcanberemoved from
the disk drive and carried from place to place. Some disks however, are
built into the computer or a special disk drive. These are fixed disks.
Theyareused in just thesame wayasremovable disks, but tendto beused
forstoringprogramsordatawhichhavetobepermanentlyavailable.Hard
diskscanstoreanywhere from20 MBto morethan40GB. Hard disksarealso from10 to 100 times
faster than floppy disk.

MagneticTapes

Magnetic tapes are mounted on reels or a cartridge or a cassette of
tape to store large volumes or backup data. These are cheaper and since
these are removable from the drive, they provide unlimited storage
capacity. Since the recording is like that in a tape recorder used in audio
systems, information retrieval will be only sequential and not random
asinthecaseofadisk.Thesearenotsuitableforonlineretrievalofdata,
since sequential searching will take long time. These are convenient for archival storage for
backup.

CD-ROM

The CD-ROM (Compact Disk Read Only Memory) is a direct
extensionof audio CD. CD-ROM players are more rugged and have error-
correction facility. This ensures proper data transfer from CD-ROM to the
RAMofthe computer. CD-ROM is writtenusing aCD writer. Information is
retrieved froma CD-ROM using a low power laser, which ingenerate in
anonopticaldisk driveunit. InCD-ROMsthe information is stored evenly
across the disk in segments ofthe same size. Therefore, in CD-ROMs data
stored on a track increases as we go towards outer surface of disk. Thus,the
CD-ROMs are rotated at variable speeds for the reading process.

CacheMemory

CPU speed is quite high as compared to the access time of main
memory.Inmanysituations,theperformanceoftheprocessorsuffers
because of the low speed of the main memory. This problem is solved by placing small fast
memory called cache memory between the processor and the main memory whose access
time is close to the processing speed of the CPU. Cache memory is faster than the main
memory. The cache memories although are fast yet are very expensive memories and areused
in only small size. Thus, small cache memories are intended to provide fast speed of memory
retrieval without sacrificing the size of memory.

Cache memory stores a copy of the instructions and data to be immediately used of
main memory. The memoryreadsor writesoperationis first checkedwithcache memoryand if
the desired location data is available in cache memorythen used bythe CPU directly.



ConceptofHardwareandSoftware

In this section we shall distinguish between hardware and software used in a
Computer. There are different types of software and there are several generations.

Hardware

The electronic circuits and mechanical components of a Computer such as hard disk,
printers, centralprocessing unit, keyboard, mouse, motherboard and other peripheraldevices,
which ere tangible in nature, or which can be felt, touched are known as hardware.

Software

Programs namely the list of instructions to be executed by Computer is known as the
software of the Computer. There are different: types of software depending on the
requirement of user or Computers. Software fails into two general categories:

a) SystemSoftware

b) ApplicationSoftware

Applicationsoftware

Refers to the programs, which allow the Computer to carry out specific tasks relatedto
the users such as payroll processing, inventory control, or word processing. Application
software may be supplied by the Computer manufacture or software vendors, or may be
written by programmers.

Systemsoftware

Controls and coordinates Computer operations, and unifies all of the Computer
components into a functional and smooth running system. System software also provides the
Computer users with a means of gaining access to the system and its resources. The task of
translating instructions into machine code is done by a special set of software called the
Compiler. Operating system prepares the computer for use and also controls the different
devices attached to the computer. Operating system & Compilers are the example of system
software.

ConceptofComputing,DataandInformation Data:

Data is a collection of facts, such as values or measurements. It can be numbers,
words,measurements,observationsorevenjust descriptionsofthings insimplewordsdatais a raw
fact example (28, 52, 65, Kumar, Vijay, Raj)

RepresentingDataintheComputer:

Basic component of Computer like CPU, RAM etc aretransistors. These are made ofa
number of Integrated circuits (ICs), which contain transistors. These transistors set like a
two-way switch which can be either on or off. These transistors have just two operatingstates;
either on or off. When a transistor is switched on, it is said to represent the value 1.
Conversely, whenthe transistor is switched off,it is said to represent the value 0. The values 0
and 1 are the only two digits with which Computer works.

Thus all data to be stored and processed in Computers are transformed or represented
as sequence of two symbols, one symbol to represent each state. The digits 0 and 1 are
represented inside the computer as electrical voltages. The electrical voltages have just two
states, or levels, referred to as high and low. Usuallythe Low voltage represents a value of0,
while the high voltage represents a value of 1.



BitsandBytes

The term Bit is an acronym for Binary digit. The bit is the smallest piece of

information that the Computer can work with. The values 0 and 1 are called Bits. Bits are
groupedtogetherto forma larger chunk ofinformationcalled a Byte. A byte consistsofeight bits
that the Computer stores and processes as a single entry. A byte represents one character of
data (either a letter of the alphabet, decimal digit, or symbol). The Computer can store
individual bytes in its memory and later retrieve them.

RepresentingDatainComputer

1 Byte - 8 Bits
1 Kilobyte - 1024Bytes
1 Megabyte - 1024Kilobytes
1 Gigabyte - 1024 Terabyte
Information:
Informationmeanprocesseddataforexample(Kumar’sage is28,Vijay’sage is52, Raj's
age is 65)
Computing:

Computing istheprocessofmakingdataintomeaningfulinformation,

Figure 2 show the relationship between this three

Data Computing Information
28,52,65, - Programminglanguage » Kumar's age is
Kumar\Vijay,Raj 28,
Vijay'sageis52,an
f eal s 65

Figure2Data/computation/Information.

ThefollowingeventstakeplacewhensComputerprocessesthedata.

1.

The program and the necessary data are entered into the Computer system from an input
device, and are stored in main memory where they can be accessed as needed.

Now, the CPU retrieves the instructions fromthe main memory, one byone, and decodes
each instruction to determine what operation to be performed.

When required by instruction, the CPU also retrieves the necessary data from main
memory.

The CPU then performs the operation required by the instruction, which might be
arithmetic or logical operation. As each instruction is performed, the results are either
temporarily saved by the CPU or are stored in main memory.

The processing cycle (retrieve instruction, decodeand execute instruction, save results) is
repeated until all the program instructions have been carried out by the CPU. The final
results are then either stored in main memory, or are sent to an output device such as a
printer.



ApplicationsofIECT

IECTorInformation,ElectronicsandCommunicationTechnologyisused invarious
sectors. IECTcanbe used to generate quality manpower.Example ofsome ofthe sectors is
given below.

e -governance
eGovernanceisoneoftheapplicationsofIECT. WiththehelpofeGovernancevar

iousGovernmentServicescanbedeliveredtopeople, Information can be transmitted. _,, "{\L
Network of several stand alone systems can be :
createdoranysystemcanbeaddedasamemberofthisgroup.Here | ¢
transmissionofinformationcanbetakenplacebetweenGovernmentand Citizen e -
alsoGovernmentand Business.Alsoall the transactions taken place P P g

. . . . . b 4
inbackofficeandinentirenetworkareavailabletoprocesssimultaneously.

IECT Technologycanbeusedto improvecapabilities, transparencyand interactionof
people.It will also help the smooth working in Government Sector, also it will increase
reliability. Awareness and Capabilities of people can be increased. It will result in
improvement in peoples benefit and nations economic development.

Entertainment

>ople use multimedia in various sectors like business, education,
tc. Thereforewecandefinemultimediaas

face used to present information in various

numbers, symbols, audio, video, graphic and

wnie using 1£CT Applications we can define multimedia in
somedifferentway.Herewecandefinemultimediaasa
combinationof more thanone media.These media are various software and hardware which
are used for communication. Here computers and used to provide interface to users which
help to find or search particular information, transmit the information. It will also help to
work in simple way and play various games.

Multimedia is used to improve the lifestyle in various sectors.Also multimedia can be
used to develop applications which can be shared by various people simultaneously.e.g.
various Encyclopaedias, Directories, Dictionaries, e books , newspaper etc.

Multimediacanalsobe usedinthepowerfullyinthefieldsofeducationandtraining.
Learningcanbemademoreinterestingandimpressivewiththehelpofelearning.

Multimedia is also used in the field of research.All the sectors like space, medical and
industries are using the multimedia applications.

Besides all the sectors described multimedia is mainly used in the field of
entertainment. Various computers can be developed here. Various animation and cartoon
effects can also be applied. Various effects onaudio and video can also be given.

BringingComputertoLife
AcomputerneedsProperconnectionstoitsperipheralstouseit. The following are
the procedure to connect peripherals to computer



ConnectionKeyboard,Mouse,MonitorAndPrinterToCPU
TheFigure3showstherearviewofatypicaldesktopcomputeranditsportsforperipherals

MetworkP
ort
Ps/2KeyBoardPort
USBP
SerialP ort
ort
AudioPort

VideoPort

Figure3RearViewofTypicalD
esktopComputer

Connectingmouse:

Mouse has three model of connectors depends on our need they areps/2 mouse , serial
mouse, USB mouse we can connect the mouse to any one of the three port depends on its
model.

Connectingkeyboard:

Keyboard has two model of connectors depends on our need they are ps/2 keyboard,
USB keyboard we can connect the mouse to anyone ofthe two port depends on its model.

Connectionmonitor:

Monitorsareconnectedtothevideo  port  oftheCPUthisportisalso  calledVGAport
typically they will be in blue colour and has 15 pin female end.

Printers:

Printer has two models of connectors depends of our need they are parallel port
printer, USB printer we can connect the printer to any one of the two port depends on its
model.

CheckingPowerSupply



The computer gets its power fromthe externalpower supplyto systemthroughSMPS
(Switch Mode Power Supply) which acts as a AC to DC converter and step downthe voltsto 3
- 12DC.Theexternalpower card isto beconnectedtothepowersupplyplug insystemand



once the power supply on/off switch is switched on and the power switch in the front side of
the system is also switched on then the power supply fan must run, if it is not running then
there may be a problem of power supply, if it runs properly then we can assure that we got
power to our system.

Summary

Computerisaelectronicdevice

Computer has five units
Inputdeviceisusedforgettinginputfromuser.
Computer is used in banking, e-goverence etc

CheckYourself:

1. ALUpresentin..............
Whichdevice isusedtostorethedevice
Exampleforinputdevice
WhatistheabbreviationofRAM
onemegabytesequalto

wk Wb



Chapter2

OPERATINGCOMPUTERUSINGGUIBASEDOPERATINGSYSTEM

Introduction

Objectives
BasicsofOperatingSystem
TheUserInterface
OperatingSystemSimpleSetting
FileandDirectoryManagement
CommonUtilities

Summary

modelAnswers

Introduction

In the previous chapter you learnt about basic concepts of computer. We will now
discuss varioususer friendlyfeaturesofwindows operatingsystem. Microsoft hasproduceda
number of Operating Systems. Windows 95/98/ME, Windows NT, Windows 2000
Professional / Advance server, Windows XP, Windows Vista are some of them. The Operating
System which we have selected as reference is Windows XP Professional and we will focus
our studies on it.

Objectives

Inthischapteryouwillbelearnabout
DefineOperatingSystem
ListvariousfeaturesofWindowsOperatingSystem,
FamiliarizeyourselfwiththeWindowsXPInterface,
UseWindowsOperatingSysteminmanagingfilesandfolders,
ExplainhowmultipleWindowswork,
WorkonWindowsaccessorieslikeNotepad,Paint

SAEDANE I

BasicsofOperatingSystem
An operating system plays an important role in the use of Computer. It prepares a bare
machine for use by the user. In other words an operating system works as an interface
between Compute and user. The operating system enables the user to effectively use the
systemresources and access severalother programs. Windows operating systemoffers a new
graphic based interface to the users and they can use mouse to perform a number of
operations. It is also possible to work on multiple windows at atime.

OperatingSystem
An operating system is a set ofsystemprograms, whichprovidesa number offacilities to the
user for easy use of the Computer. An operating system,
ControlsandcoordinatestheoperationofaComputer

EasyinteractionbetweenuserandComputer
StartstheComputerautomaticallywhenpoweristurnedon
Controlsinputandoutput

AW N~



5. Controlsprogramexecution
6. Managesuseofmainmemory
7. Managesandmanipulatesfiles



BasicsofpopularOperatingSystem(LINUX,WINDOWS) Linux

Linux is an operating system that was initially created as a hobby by a young student,
Linus Torvalds, in 1991. In 1994 the first version of Linux Kernel was released on Internet.
At the end of 2004, 50 % Linux has been adopted worldwide primarily as a server platform.
From 2007 various well known computer manufactures have started delivering some of the
models they are manufacturing with Linux preloaded.

Linux is a example of Open Source Code Operating System. It is having nearby all the
features present inUnix Operating System. Linux also supportsTCP/IP protocol, and we can
access Local Area Network and Internet.

Linux is generally provided with two types of Graphical User Interface one is KDE and
other is Gnome. Other interfaces are also available. Command interpreter is also available.
Theprogramsdeveloped for Windowsdo notrunonLinuxandsimilarlyprogramsdeveloped for
Linuxdo not runonWindows. In Windowswecanstart and usewindows byskipping the
username, password field but in Linux we cannot start the work without entering the
username and password in the operating system. The Plug and Play feature available in
Windows Operating System is very helpful for installing new hardware but most of the
hardware manufactures do not write programs for their hardware in Linux, therefore most of
the devices does not detect in Linux and not available for use.

Today Linux is used in nearby every field as Government and Private Offices,
Education, Various Trainings, Homes, Businesses and other. Linux was primarily written for
386 microcomputers but presently it is used on various types of computers ranging from
Micro to Super. Linux can also be embedded on microchips and therefore it is used in
embedded type of electronic devices as mobile and other.Presently companies as IBM, HP etc
and developing Linux.

Now most of the versions of Linux are available at very reasonable cost or sometime
totally free of cost. Also Linux provides more security compared to Windows. Due to allthese
features of Linux it is overriding the Unix and Windows Operating Systems. Various
Computer based organizations are now using Linux Operating System for their PCs.

Windows

Windows family of operating systems are basedon Graphic User Interface (GUI) andcan
be used on a desktop Computer or as operating system for a node in a Network.

Windows-9x

The term Windows 9x refers to three operating systems viz. Windows-95, Windows-
98 and Windows-me. As the names indicate, Windows-95 was released in the year 1995. It
was plain and simple operating system, mainly developed for stand-alone computers. It did
not havelnternet featuresandutilities in it.ForInternet operations,add-onsoftwarehadtobe
installed on top of it. Windows-95 is now obsolete.

Windows-98 was released inthe year 1998. Inwas enhanced versionof Windows-95.
Internet related aspects were included in it and Internet Explorer,the web browser, was made
part of it. It became very popular within short span of time. There are many people who are
still using Windows-98 today.



Another version of Windows, called Windows-me was released in the year 2000. Me
stands for MillEnnium. It was released as enhanced version of Windows-98 but had many
internal problems, due to which it used to frequently crash. Windows-me had improved
multimedia capabilities, video editing features and enhanced Internet facilities.

WindowsXP

Yet another improvedversionofWindows,called Windows-XPwasreleased inthe year
2001. It is 32-bit operating systemthat is quite popular onpersonal computers and laptops. It is
quite stable product and is being continuously used till date. Many variations of Windows XP
are there. They are named as Windows XP Professional, Windows XP Home, Windows XP
Media center Editing and Windows-XP Embedded. The Microsoft has created 64-bit version
of Windows-XP to run on them. Some of the existing features of Windows XP are given
below:

1. Built on the Windows-NT Engine: It is built on the field proven code of Windows-
NT and Windows 2000, which are 32-bit operating systems and support fully
protected memory model. Due to this feature, Windows XP is quite stable and
provides secure working environment.

2. Enhanced Device Driver Verification: When you install a new service on the
system, Window, XP tests its driver rigorously. If the driver passes the test, its stability
is ensured. This feature makes sure that system remains stable in most ofthe odd
situations.

3. Windows File Protection Mechanism: This feature protects core system files from
being overwritten by the installation applications. If a file is over written, “Windows
file protection" feature will restore the correct version of the file.

4. Primitive Multitasking Architecture: Due to this feature, multi-tasking mechanism
has been improved in Windows-XP. It now ensures better response and betterstability.

5. Scalable Memory and Processor Support: Due to this feature, memory up to 4GB
and two symmetric microprocessors can be supported in the system.

6. Improvised Protection Mechanism: Protection mechanisms have been improved at
encryption and decryption level and at communication and transportation level also.
Thus XP protects the information from hackers to a large extent.

7. Smart Card Support: Smart card capabilities have been included in the operating
system. It builds faster and easier working environment.

8. Firewall Enhancements: To reduce the network risk and build tight security zone,lot
of firewall features have been included within the operating system.

9. Fresh Visual Design: Although the working environment in Windows XP is quite
similar to that of its elder brothers, Windows-9x, but it has a free look.



10. RichDigitalMediaSupport: Windows-XPprovidesrichdigitalmediasupport. Its
digital media player version 9 is quite powerful and provides facilities for,

Viewrichmediainformation.
Receivebestpossibleaudio/videoquality.
Tunetoatleast3,000internetradiostations.
CreatecustomCDsthatareveryfast.
ViewDVDmovies.
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11. Integrated CD burring support: Ultilities for writing on CD-R and CD-RW have
been incorporated in Windows Explorer of Windows-XP. Now the user need not buy
third party software for it.

12. Dualview: In Windows-XP, a single computer desktop can be displayed on two
monitors.
13. Enhanced Customization Features: Rich customization facilities have been

incorporated in Windows-XP. Using these utilities, users and administrators can
configure, customize and troubleshoot numerous Windows-XP functions.

Windows-NT

Windows-NT is a 32 bit operating system that supports preemptive multitasking.
Preemptive in respect to operating system means the ability of operating system to pre-empt
or stop a currently scheduled task in favour of higher priority task.
Windows-NTisbasicallyanetworkoperatingsystem. TherearetwoversionsofNT:

1. WindowsNTServer.
2. WindowsNTworkstation.
Abriefdescriptionofbothisgivenbelow.

WindowsNTServer

WindowsNTServer,asthenamesuggests,  isdesignedtoact  asaserverinnetwork.It is
multipurpose network operating system that integrates variety of network services in it. Its
software tool named, Microsoft management tool, helps in managing network and Internet
operations. It supports high security features to safeguard the system from unauthorizedusers.
Strong file protection mechanisms have been built into the operating system to safeguard
users’ files and folders from others. System policy editor and user profile features allow
managing and maintaining user's desktops. System policies can be used to standardize
desktop configuration, enforce behaviour and control user work environment and actions.

Windows-NT Server's Network Monitor toolenables network administratorsto examine
network traffic and control it. Strong authentication certificate verification facilities havebeen
built in the operating system so as to make it suitable for digital certificate related operations.
Note that such operations are very much required in e-commerce functions. File related,
powerful, features are part of Windows-NT Server operating system. This features enables
large data storage and on-line backup facility. The data written on one disk is also written on
other disk (data redundancy), so that in the event of one-disk-crash, it could be retrieved from
other disk On the whole, Windows-NT server is a robust operating system. It enjoyed
populating for quite long but now other operating systems from the same manufacturer have
replaced it.



Windows-NTWorkstation

Windows-NT, as you know is a network operating system. In client server architecture
mode of networking, Windows-NT Workstation operating system is for all those computers,
which are connected to the network in client mode. In it looks, it resembles Windows-95 or
Windows-98 but is an entirely different operating system. Being part of Network
environment, it hastight securityfeaturesand networkfeatures incorporatedinit. It promotes
distribute data processing aswellas standalone modeofoperations. Notethat withthe advent of
Windows-2000, Windows-NT server and Windows-Workstation operating systems, both are
almost obsolete now.

WINDOWS-2000

Windows-2000 operating system came as replacement of Windows-NT. It is basically
GUI based network operating system. It has been designed for uniprocessor and symmetric
multi-processorsbasedcomputers.Itis32-bit operatingsystem.Itsworking in it environment
looks like its elder brothers, Windows-NT, Windows 9x etc. As the name indicates, it was
released in the year 2000. Its four versions are:

1. Windows-2000Professional.

2. Windows-2000Serverstandardedition.
3. Windows-2000Advancedserveredition.
4. Windows-2000Datacenterserver.

Windows-2000 Professional is Microsoft's mainstream desktop operating system for
business of all sizes. It provides high level of security, state-of-the-art features for mobile
users and enhanced throughputs. In its capabilities, it falls a bit lower than Windows-2000
server edition. Windows-2000 Server standard edition is an operating system for network
servers. It suits well for business of average size and the computers with maximum 2
processors. Windows-2000 advanced server edition is a powerful operating system. It has
been designed for multiprocessor computers, which have up to 4 microprocessors in them. It
provides enhanced memory support and more rigorous printing facilities for great print load
operations. Additional features for network balancing have been incorporated inthis version.
Windows-2000DataCenter server isthe most powerfuloperating systemofthis series. It has
beendesigned and developed for high-end voluminous data handling operations. It iscapable
of handling up to 32 processor based computers. Windows-2000 is known as hybrid kernel
operating system.

Architecturallyit isdividedinto2modes
1. Usermode

2. Kernelmode

Kernel mode provides unlimited access to system resources and facilities, while user
mode is heavily restricted mode. All the versions of Windows-2000 look alike in their looks
andprovidecommonfunctionality. Theyalso support Windows-NT file system, called NTFS
5. Itisarobotsoperatingsystemandisquitepopular.

Windows7
Windows7 isa latest OS fromMicrosoft, it isaseriesofoperating systemsproduced by

Microsoft for use onpersonal computers, including home and business desktops, laptops, net
books, tablet PCs, and media center PCs.



IthavemoreadditionalfeaturethanWindowsXP.Ithaveafollowingfuture

Everydaytasksaresimpler:

Scan all your open windows with Live Taskbar Previews. Find a file, connect to a
network, or use Snap to arrange a couple windows side by side. All with two or three clicks.

YourPCwillworkthewayyouwant:

Make it yours with personalization and be ready to go with fast Sleep and Resume.
Use more of your older programs with Windows XP Mode. Protect your data and be more
secure with less effort.

HardWare:

Use a touch-screen instead of a mouse. Connect to printers fast with Location Aware
Printing Share music, photos, and videos throughout your home with Play To. Use your PCto
record live TV and watch Internet TV
TheentireGUIbasedcomputershavefollowingproperties.
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Fonts Game Internet Keyboard Mouse Metwork Parallel Port
Controllers Opkions Conneckions Jovysticks
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E&‘}’ = w = 2
Phone and Power Options  Printers and  Regional and  Scanners and Scheduled Sounds and
Modem ... Faxes Lamguage ... Zameras Tasks Audio Devices
e il =
Speech Sysken Taskbar and User Accounts
Stark Menu
TitleBar

Displays the name of the program running within the window, Double clicking on the
title bars toggles between maximizing and restore position and single click on the title bar
activates it. Control menu buttons are located on the right hand corner of the title bar. They
are minimized, maximize and close buttons respectively. Minimize button reduces a window
to the smallest size, maximize button expands.

ToolBar

Displays shortcuts in the form of icons for specific tasks. They are segregated into
different groups as per the nature of the work undertaken by them.

Status bar
Displaysmessagesalertsandstatusmessagesregardingthe Windows.



ScrollBars

There are two scroll bars present in a window. They are horizontal and verticalscrollbars
respectively. Scroll bars help in viewing the contents if they are more than one screen full.

UsingDifferentMouseOperations
Click
Holddowntheleftmousebuttonandpresstoactivatecertainprogramsthroughicon.

DoubleClick
Clicktheleftmousebuttoninquicksuccessiontorunanyprogramorapplication.

DragandDrop

Select the required text area or picture or object, press the left mouse button and drag it to
another area by holding the left mouse button. It moves the selected contents from theoriginal
place and drops them at the place where mouse button was released. Working with Multiple
Windows

WorkingwithMultipleWindows To
minimize all open windows:
1. Right-clickablankareaonthetaskbar.

2. ClickonShowtheDesktopoption.

ToSwitchBetweenRunningPrograms:

Click the programs button on the taskbar or press the alt + tab button to switch between
applications.

Tochangethepositionofthemagnificationwindow:
1. Placethemousepointerinsidethewindow.
2. Dragthewindow,byclickonthetitle bar,tothedesiredareaonyour desktop.

Tochangethesizeofthewindow:

1. Move the mouse pointer over the edge of the window. The cursor becomes a double-
pointed arrow.
2. Dragthewindowbordertoresizethewindow.

Todisplayallopenwindows
1. Right-clickablankareaonthetaskbar.
2. ClickCascadeWindows, TileWindowsHorizontallyorTileWindowvertically.

WindowsXPProfessional

Windows XP professional has new improved interface that is simple and more
effectiveto use:
e [FEasierandSimplerinterface

Singleclickonstartbuttonopensprograms,findsdocumentsandallowsusingsystems tools.
Taskbarhelpsinswitchingbetweenprogramseasily.

Usinglongerfilesnames,whichenablestheusertofindtheorganisefileseasily.
Additionalbrowsebuttonineverywindow.

Supportofonlinewebsite.



Built inInternetExplorer
Regulartestingofinternalmemoryandsystemfiles.
Mydocumentfolderonthedesktoptostoreallyour files.

Commonaddressbookwhichcanbeaccessedfromalldifferent programs

UserInterface

In Windows, Graphical User Interface is used to give commands to computer instead of
using text based commands.In DOS, text based user interface is provided to inter the
commands. It is essential to remember all the commands while using this operating system.
Here each and every work needs to be done by entering the text command. But in Graphical
based operating systems, Graphical Icons are provided. With the help of various inputdevices
these icons can be used to quickly give instructions to computer and also to start various
programs.

In the Graphical User Interface, various Windows and their contents like Minus, Icons,
Radio Button, Check Boxes etc are included. To perform various tasks mouse and other
pointing devices are used.

Microsoft Windows, Macintosh, Linux etc are popular examples of Graphical User
Interface based Operating Systems.

TaskBar

If you consider a Hard Disk as a Cabinet in which you can store all the information like
files, folders present on the Computer; then you can consider Desktop as a desk. While
working people use desk to keep the things, in the same way while working on Computers
you are actually working on desktop. Any work which has been started is called as task or
anything on desktop which is running can be called as a task. Windows based operating
systems support MultiTasking; it means wecanperformvarioustasks simultaneously. While
one program is on and you want to start another program it is not necessaryto close the first
program. You can simply minimize the first program and work in other program. The iconsof
running programs are shown in the taskbar. You can move between applications using icons
present on the taskbar. If number of applications are running and there is no enough space
present to keep all the icons on the taskbar then similar type of icons are grouped together. If
you want to stack all the running programs you can use various options like cascade, tile etc.

listart | @mwy s, thesshanas-.. | D Vadstencee ..

Taskbar is generally displayed at the bottom of the window but you can change its
position, also its size can be changed. If you lock the taskbar then it is not possible to change
its size and position. When the taskbar is hidden, it appears only when the mouse cursor is
pointing onthe taskbar’s position, whenthe mouse is moved fromthat positionthe taskbar is
automatically hided. VariousQuick Launch, Dateand Timearealso displayed onthetaskbar.

Icons

When you start the Computer, it gets booted. While the computer is in booting process
we can’t work on it. After completion of the booting process the first screen displayed is
called as Desktop. Various Items including Icons are present on this Desktop. With the helpof
these icons we can quickly access various programs, files and folders. Various shortcutsfor
programs, files, folders, disks etc are provided with the help of icons. Icons are special types
of buttons which include image and label given to that button.



Menu

Start menu or Start button provides list of commands to perform various jobs and
applications. In various versions of Windows Start menu is displayed with the start label. In
Windows Vista Start menu is displayed withthe start button. InStart menu various programs
installed on computer are shown using nested structure. With the help of link provided here
you canquickly access desired programor perform anytask. Thus you need not to remember
the difficult commands and complicated file paths.
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Withthehelp ofStart Menu you canturnoffoflog offthecomputer also you canswitch
between users. Various hardware and software setting can be changed with the help
ofcontrolpanelprovided inthe Start Menu. If you need any help while working in Windows, it
is available on the start menu. You can use various accessories and other system tools
provided with Windows with the help of Start Menu.

RunningApplications

Some Accessories like are provided with Windows Operating System. e.g. Notepad is
used to create and edit simple text documents. Paint is used to create and edit drawings and
images. Calculator is used to perform simple and scientific calculations. But when you need
documents with lot of formatting, tough and complicated Calculations of high quality
graphics then these accessories are not helpful to perform these works. You need to install
special type ofsoftware to performsuch tasks.With the Running an Applications Feature of
Operating System, such programs can be installed and used on Computer. Whenever we
install any program its files are inserted in the Windows files, Windows Operating System
performs all the tasks need to run the installed application as proving the shortcut for these
programs, storing the work done on hard disk using this software, reopening the files of any
software etc.

OperatingSystemSimpleSetting
Windows Operating System offers a powerful option called ControlPanel through which
windowssettingscanbechanged. Controlpanelholdsagroupoftoolsthat help to changethe



software and hardware settings.



ChangingSystemDateandTime

InWindowsXP andVistaright clickontheclockin your taskbar andclickonAdjust
Date/Time. Ignore the time for now. Instead, click on the Time Zone tab (or in Windows
Vista, click on the Change time zone. Button to get a somewhat similar dialog) Make surethat
your time zone is set correctly, selecting from the dropdown list. Also make sure that
automatically adjust clock for daylight saving changes is checked. Make sure that
automatically synchronize with an Internet time server is checked. The default time server is
typically time.windows.com which should be sufficient. The dropdown list will also include
alternatives, typically time.nist.gov in the United States, which is also a fine alternative. (In
Windows Vista you'll have to click a Change settings button to make changes.) You can also
select another time server by typing its name in as well.

As you can see, the dialog lets you know when the last time update was performed,
and when the next one will be. Alternately, you can always click on the Update Now buttonto
force an immediate update.

Date Time
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ChangingDisplayProperties
Win XP offers variety of options that enable you to change the way the graphical user

interface or desktop behaves. Double Click Display icon in Control Panel. Following screen
appears.



Display Properties

Themes | Deskiop | Screen Saver | &ppearance | Settings |

to help you personalize pour computer with one click.

T heme:

& theme iz a background plus a zet of zounds, icons, and other elements

T—

Active Windoww |Z| |E| |E|
e

Carncel

ToChangethebackgroundscreen

You can change the background screen ofthe window with the help ofoptions available
in the background tab of display properties. Select the wallpaper and the display option from

it and click on OK.

Display Properties

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

Background:

=) Prairie Wind % Browise...
g_j Purple flower
Ej Radiance Pasition:
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ﬂj Fhododendron =
Sl
[ 0k ] [ Cancel ] [ Apply ]

Tochangethescreen saver

With the help of screen saver tab one can set the desired screen saver, set the timing;
assign a password for the screen saver to protect your files. To change the settings of the

screen saver you can use the settings options.

Tochangewindowsappearancestyle

One can change all the windows default settings with the help of appearance tab.
Choosing a proper scheme places a representation of that scheme in appearances box. One

can also define his own scheme and all it to the existing list
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Tochangethedesktopeffects:

Effects option present in Appearance tab is meant to set the icons for systemobjects on
your desktop. Effects also include some window display attributes.

Desktop Items

General |Iwe|;. [
Desktop icons
My Documents My Metwork Places
bl Computer Intermet Esplorer

» 5§

G My Documents My Metwork. Recycle Bin Res
Places [full) v

F ol i : l

Change lcon... l [ Restore Default

Deskiop cleanup

Desktop cleanup moves unused desktop items to a folder.

Run Desklop Cleanup Wizard every 60 days

Clean Desktop Maow

[ Ok, Jl Cancel ]

CustomizeDesktop
Followingstepscanbeusedto varythe iconsforsystemobjectsonthedesktop.
1. IntheGeneraltabselecttheparticulardesktopiconyouwant tochange.

2. Click the change icon button. The change icondialog boxappears. The file name text
box displays the particular file containing the icons. Select an icon and then choose
Ok.

3. If you want to use an icon from elsewhere, click on the browse button and search for
other files containing that icons.



Toaddorremoveawindowscomponent

You can open the Add / Remove Programs Properties dialog box at the Windows Setup
tabbyclickingStart, pointing to Settings, clickControlPanel, double clicking Add/ Remove

programs, and then clicking on the Add / Remove Windows Components tab.
UnderComponents,clickthecomponentyouwanttoaddorremove.

o Selectwhichsoftwarewanttoremoveandclickuninstall

e TheOSuninstalltheprogramfinallyclickthefinishbutton.

e Whencheckinthecontrolpaneluninstallprogramnotdisplayed

8 Add or Remove Programs

&
Change or

Remowve
Programs

Add Mew
Programs

AddjRemove
Windows
Components

@

Set Program
Access and
Defaults

Currently installed programs: [1 show updates Sort by

& 3dsmax 7

:@ 3ds max 7 Additional Maps and Materials
@ 3ds max 7 Architectural Materials
! 3ds max 7 Reference Files
| Adobe Flash £53 Professional
:- Adobe Flash Player 10 ActiveX
:ﬁ Adobe Flash Player 9 ActiveX
e Adobe Flash Player 9 ActiveX
i@ adobe Flash Player 9 Plugin
=ﬂ Adobe PageMaker 6.5

4 adabe Photashop €5
|98 adobe Premiere Pro 1.5
,- Adobe Reader 8
| @) Advanced ¥ Video Comwerter

| %y, Apache HTTP Server 2.0.52

: ‘ Mame

Size

Size
Size

Size

Size

Size

Size

Size

Size

Size

Size

Size

78.38MB —
145,00MB
125.00MB

44.31MB

2.66MB
2.53MB
139.00MB
209.00MB
387.00MB
120,00MB
7.33MB

45.59M8 |

ChangingMouseProperties

Double click mouse icon in Control Panel. Following screen appears. This option change

settings for mouse.

Mouse Properties

X

B utton configuration
[ Switch primary and secondam buttons

Select this check box to make the button on the
right the ane you use for priman functions zuch
asz gelecting and dragging.

Diouble-click zpeed

Double-click the folder to test pour zetting. |f the
folder does not open or cloze, try using a slower

zetting.

Speed: Slow J Fast D
ClickLock

[] Tum on ClickLock, S ettings

Enables pou ta highlight ar drag without holding down the mouse
button. To zet, briefly press the mouze button. To releaze. click the
mouze button again.

[ oK ] [ Cancel ] Apply

ButtonTab

Select Buttons Tab, present in the mouse properties window. With the help of this tab

you can swap the mouse buttons and adjust the double click speed.



Pointertab

Pointers tab is used to change the default mouse pointers. Select the pointer shape you
want to change and then click on browse button. It will display you a list of pointer shapes.
Select a particular shape and then click on open button to open the file. In the default dialog
box click on apply button followed by OK.

Mouse Properties [Z| |

| Buttonsi Faointers | Painter Dption-s' wiheel | Hardware |

Scheme
|+ findoves Default (sw o
&
Customize:
= -
Help Select o
wiorking In Background %g
L
Busy
Precision Select —|—
T |
Enable pointer shadows Use Dotavlt
[ Ok ] [ Cancel ] Apply

MotionTab

Inthe motiontabofthe mousepropertiesdialog boxonecanchangethepointer speed and
add a pointer trail to the pointer.

Mouse Properties

| Buttons || Pointers | Pointer Options | wiheel | Hardware |

oo

= - Select a pointer speed:
Slow  © J = Fast
Enhance pointer precision

Snap To

[C] Automatically move pointer ta the default buttar in a

R dialog box

Wigibility

I% [ Dizplay pointer trails
E:" Hide pointer while typing

] Show lacation of pointer when | press the CTRL key

[ Ok, ] [ Cancel ] [ Apply ]

AddingandRemovingPrinters

Double click Printers Icon in Control Panel or click on Start, pointing to settings, click
Printers. Following screenappears. It is used to add, remove and change settings for printers.

Tochangeprintersettings

Right — click the icon for the printer you are using, and then click Properties. The
settings youcanchangedependonthetypeofprinter youhave. Clickthedifferent tabsto see all of
the options you can set.
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@) GEt hielp with printing

Other Places

G» Control Panel

"5 Scanners and Cameras

ToSetupaprinter
1. DoubleclickonAddprinter.
2. Followtheinstructionsgivenonthescreen.

FileandDirectoryManagement

With the click of mouse button user can create, delete, rename a file or folder. Folders
can be shared so that these are used by others. Moving a file is simple drag and dropoperation
of mouse in Windows Explorer. For the text processing requirements of the users Notepad
and Word Pad are given. Utilities like Games and multimedia can be used to entertain the
users. System performance can be increased with system tools.

In Windows Explorer or my computer, one can see both hierarchy of folders on the
computers and all the files and folders in each selected folder. This is especially useful for
copying and moving files.

Creatingandrenamingoffilesanddirectories To
create a new folder
1. In thewindowsexplorer,ifyouwanttocreatea newfolderthen selectnewoption form file
menu.
2. Selectfolderoptionfromthesubmenu.

3. Typeanameforthenewfolderandthenpressenter.

Todeleteafileorfolder
1. Inwindowsexplorer, locatethefileorfolderyouwanttodelete.
2. Clickthe fileorfolder.
3. Onthefilemenu,clickDelete.

If you want to retrieve a file you have deleted, look in the Recycle Bin. The deleted files
remains in the Recycle Bin until you emptyit. You canalso drag file or folder icons onto the
Recycle Bin icon. If you press shift while dragging, the item will be deleted from the
computer without being stored in the Recycle Bin.



ToChangetheNameoftheFileorFolder
1. In Windows Explorer, click the file or folder you want to rename. You do not need to
open it.
2. OntheFilemenu,ClickRename.
3. Typethenewname,andthenpressEnter.

A filename can contain up to 255 characters, including spaces. But it cannot contain any ofthe
following characters: * ? «

Toviewafileorfolder
1. Doubleclickthedrivethatcontainsthe file.
2. ToViewafileorfolder,doubleclickonit.

Copyingandmovingoffiles

You can open the folder that contains the file you want to move and drag it to the
folder youwant to put it in. To copya file hold downthe controlkeyandto movea file, hold
down the shift key while dragging.(or)

Locatethefileorfilesyouwanttomoveorcopy.

Selectthefiles.

Choosecopyorcutfromtheedit menu,thetoolbarorright clickthecontextmenu.
Locatetheplacetowhichyouwantto moveorcopytheobjects.Clickonit.
Choosepastefromthetoolbar,theeditmenu,ortherightclickcontextmenu.

M.

ToselectMultipleFilesandFoldersfollowgivensteps:
1. Inthefolderwindow,holddowntheCtrlkey,andthenclickeachitemtobeselected.

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

3. To select a groupof files that are next to eachother, hold downthe mouse buttonand
drag a rectangle around the files you want to select.

4. To change the appearance of items in a folder in windows explorer, click the View
menu, and then click one of the following commands: Large Icons, Small Icons, List
or Details.

ToChangetheAppearanceofitemsinafolder

In my computer or explorer click the view menu, and then click one of the following
commands:Large icons, Smallicons, List, Details. Youcanalso sortthe items byname, size,
date and type depending on the view.

ToPrintaDocument
1. Ifthedocument isopen,ontheFilemenu,clickPrint.
2. Ifthedocumentisnotopen,dragthedocumentfromMyComputerorWindows Explorer to
your printer in the Printers folder,
3. While a document is printing, a printer icon appears next to the clock on the taskbar.
When this icon disappears, it means that your document had finished printing.
4. Foreasyaccessto yourprinter,youcancreateashortcuttoit onthedesktop.

Tosendfilestoanotherplace:

1. Selectthefileintheexplorerandthenchoosesendtooptionfromfilemenuto explorer.
2. OrClicktherightmousebuttonandselectSendtooptionformtheshortcutmenu.



3. YoucanselectthedestinationtypefromthesubmenuunderSendtooption.



ToshareaFolderwithothers
1. Clickthefolderyouwantto share.
2. Fromthefilemenuselectsharingandsecurityoption.
3. SelecttheSharingTabfromthedialogbox,choosethesharedasoptionandthe corresponding
details required.
4. YoucanalsoshareDiskDrivesbyusingabovementionedprocedure.

ToChangeFileorFolderProperties

Inthe WindowsExplorer, clickthe fileor folder whoseproperties youwant to change and
then select Propertiesoption from the file menu (Or)When you want to view or change
information about any item, such as a document, program, folder disk drive, or printer, you
can look at its properties. Use the right mouse button to click the item, and then click
properties on the menu.

CommonUtilities

Instead ofusing the standard menus to find the command you need, use the right mouse
button to click a file or folder.

The menu that appears shows the most frequently used commands for that file or folder.
You can put a shortcut to any program, document, or printer on the desktop or in any folder.
Shortcutsarequickways to get the items youuse often. For example youcancreateshortcuts to
the printer by using the right mouse button to drag its icon to the desktop. Then to print a file,
just drag its icon to the printer icon.

ToCreateashortcutinaFolder

In Windows Explorer, open the folder you want to create the shortcut in. On the file
menu, point to new, and then click Shortcut. That time new short cut created and use that
short cut instead of selecting from menu.

WindowsAccessories
1. Clickthefolderyouwantto share.
2. Fromthefilemenuselectsharingoption.

3. Selectthesharingtabfromthedialogbox,choosethesharedasoptionandthe corresponding
details required.
4. YoucanalsoshareDiskDrivesbyusingabovementionedprocedure.

Notepad

You can use Notepad to create or edit text files that do not require formatting and are
smaller than 64K. Notepad opens and saves text in ASCII (text-only) format only. To run
Notepad, click on Start and point to Programs, take mouse pointer to Accessories and clickon
Notepad. You can also type Notepad in the Run option of Start Menu. Then following screen
appears. User can type the letters in the given area and click on save option in File menu to
save the contents.

ToOpena Document
1. OntheFilemenu,clickOpen
2. InLookIn,clickthedrivethatcontainsthedocumentsyouwanttoopen.
3. Double-clickthefolderthatcontainsthedocumentyouwanttoopen.
4. Clickthedocumentname,andthenclickOpen.



P Untitled - Notepad
File Edit Format 4Yiew Help

Todeletetext
1. Selectthetextyouwanttodelete.

2. Toremovetextso thatyoucan placeitin anotherpartof thedocument,clickEdit, and then
click Cut.
3. Ortoremovetextentirelyfromthedocument,pressDelete.

Tofindspecificcharactersorwordsthefollowingstepsareused:
1. OntheEditmenu,clickFind
2. IntheFindwhat box,typethecharactersorwordsyouwantto find.
3. ClickFindNext.

Find what: | |

Direction Cancel

[ ] Match caze (Up 5 Dawn

Todelete,cut,copyandpastetext
1. Todeletecharacterstotheleftoftheinsertionpoint,presstheBackspaceKey.
2. Todeletecharacterstotheright oftheinsertionpoint,presstheDeleteKey.
3. Todeletewords,selectthem,andthempresstheBackspaceorDeleteKey.
4

To cut text so you can move it to anotherlocation, select the text. Then, on the
Editmenu, click Cut.

5. Tocopytext so youcanpasteacopyofit inanother location, select thetext. Then, on the
Edit menu, click Copy.

6. Topastetextyouhavecutorcopied,placetheinsertionpointwhereyouwantto paste the text.
Then, on the Edit menu, click Paste.

Towraptexttothewindowsize
1. OntheEditmenu,clickWordWrap.

2. Wrapping text enables you to see all the text on the line, but it doesn’t affect the way
text appears when it is printed.

Toinsertthetimeanddateinadocument
1. Movetheinsertionpointtowhereyouwanttoaddthetimeanddate.
2. Ontheeditmenu,clickTime/Date.



TokeepalogbyusingNotepad
1. On the first line of Notepad document, type the following at the left margin, making
sure you include the period: .LOG
2. Savethedocument.
Everytimeyouopenthisdocument,Notepadwillappendthecurrenttimeanddate,as specified by
your computer’s clock, to the end of it.

Paint

You can use Paint to create, edit and view pictures. You can paste a Paint picture into
another document you’ve created, or use it as your desktop background. You can even Paint
to view and edit scanned photos.

i untitled - Paint

File Edit Wiew Image Colors Help

fed e
EoTE R
v

b | E;

2 EEEEEEENENEEEE
T

For Help, click Help Topics on the Help Menu,

To run Paint, click on Start and point to Programs, take mouse pointer to Accessories
and click on Paint. You can also type Paint in the Run option of Start Menu. The following
screen appears. User can type the letters or create images or graphics in the given area and
click on save option in File menu to save the contents.

Todrawastraight line | l |

1. Clicktherequiredbuttoninthetoolbox.
2. Todrawtheline,dragthemousepointer.

Todrawacurve |i|

1. Clickthecurvetoolinthetoolbox.
Tochoosethewidththecurvewillbe,clicka line widthatthebottomofthetoolbox.
Tochoosethecolorthecurvewillbe,clickacolor.
Drawastraightlinebydraggingthemouepointer.

Click where you want one arc of the curve to be, and then drag the mouse pointer to
adjust the curve.
6. Eachcurvemusthaveatleastonearcbutnomorethantwo.Repeatthisstepfora second arc.

@

Ul

Todrawanellipseorcircle



1. Clicktheellipsetoolinthetoolbox.
2. Dragthetoolinthedrawingareatodrawtheellipse.



A

To Create an airbrush effect

Clickinthetoolbox.
Tochangethesizeofthesprayarea,clickasizefromthebottomofthetoolbox.
Tochoosethespraycolour,clickacolour.

Tospraydragthemousepointer.Usetheleftmousebuttontospraywiththe foreground
colour,or usethe right mouse buttonto spraywiththe background colour.

.l;w!\)_.

Tocreatecustomcolours
1. Inthecolourbox,clickthecolouryouwanttochange.
2. OntheOptionsmenu,clickEditColours.

3. ClickDefineCustomColours,andthenenternewvaluesineithertheRGB(red, green, blue)
or HLS( hue, saturation and luminescence) and colour models.
4. ClickAddtoCustomColours.

Touseblackandwhiteinsteadofcolour
1. Onthelmagemenu,clickAttributes.
2. ClickBlackandWhite

Toinvertallthecolorsinapicture
Onthelmagemenu,clickInvertColors.

@

To Change the color of an existing line

Clickinthetoolbox.
Clickadifferentcolorinthecolorbox.
Positionthepaintcursorsothatitistouchingtheline,andthenclick.

Tocopypartofapicture

1. Selecttheareayouwanttocopybyclickorinthetoolboxandthendraggingthe cursor to
define the area.
OntheEditmenu,clickCopy.

OntheEditmenu,clickPaste.
Dragtheselectionwhereyouwantit.
Toremovetheselectionbox,clickoutsideit.

R P 9D

Tosavepartofapictureintoanotherbitmap file

PN .
e Sclect anare youwant tosave byclickingselect! *__'orregular select inthe toolbox

and then dragging the cursor to define the area.
e OntheEditmenu,clickCopyto.

e Specifyafilenameand location.

Calculator
To run Calculator, click on Start and point to Programs, take mouse pointer to



Accessoriesand click onCalculator. You canalso type Calc in the RunoptionofStart Menu. The
following screen appears.
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Toperformasimplecalculation
Enterthefirstnumberinthecalculation.

Click+toadd,-tosubtract, *tomultiplyor/todivide.
Enterthenextnumberinthecalculation.
Enteranyremainingoperatorsandnumbers
Click=

Toperformascientificcalculation

1.

NSk WD

Ontheviewmenu,clickScientific.
Clickanumbersystem.

Enterthefirst number.

Clickanoperator.
Enterthenextnumberinthecalculation.
Enteranyremainingoperatorsandnumbers.
Click=

Toconvertavaluetoanothernumbersystem

On the View menu, click Scientific.
Enterthenumberyouwanttoconvert.
Clickthenumbersystemyouwanttoconvertto.

SystemTools

These systemtools can be used to enhance the performance ofthe Computer. Backup is
used to take back up of files present in hard disk. You can back up files to floppy disks, a tape

drive or another computer on the network.

UsingDiskDefragmentertospeeduptheharddisk

You can use Disk Defragmenter to rearrange files and unused space on the hard disk

so that programs run faster.

CharacterMap

You can use Character Map to insert special characters into a document. To run
Character Map, click on Start and point to Programs, take moue point to Accessories andclick

on Character Map. The following screen appears.
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Eharacterstocopy:| Select |

[ Advanced view

Character Code : 021

Toaddaspecialcharactertoa document

1. OpenCharacter Map
InFont,clicka font.
Double-clickeachcharacteryouwanttoinsert.
ClickCopy.
Inyourdocument,clickwhereyouwantthecharacterstoappear.
OntheEditmenu,clickPaste.

Select the insertedcharacters, andthenclickthearrowonthefont list to changetothe same
font you used in Character Map.
ListtochangetothesamefontyouusedinCharacterMap.

N AE WD

Communications
Utilitieswhicharehelpfulinmakingcommunicationaregroupedhere.

UsingDial-upNetworkingtoconnecttoaComputeorNetwork

1. SelectProgramsfromStartmenu.

2. GotoAccessoriesandthenselectCommunicationoption.

3. FromthesubmenuselectDial-upNetworking.

With Dial-up Networking, you can gain across to shared information on another
computer, even if the computer is not on a network. The computer you are dialing in to must
be set up as a network server for you to use it’s shared resources. For example, if you have a
computer at home, you can dial in an connect to the work computer and network through a
network server. Both the home computer and the network server must have modemsinstalled.
To start the dial-up networking setup wizard, double click My Computer, and then
double-click Dial-up Networking and follow the instructions.

CheckYourProgress
Q1 Whatistheuseofacontrolpanel?
Q2What do youunderstandbythetermrecyclebin? Q3
How screen saver is changed?
Howtocreateafolder?



WhatistheuseofCharacter map?
WhatistheuseofDiskDefragmenter?



Summary
U

OO

O

variouscomponentsof Windows2000professionallikeDesktop,  Start  Button,
Start menu, My Documents, My computer, Recycle Bin and their
functionalities.

Some of the tools available in control panel were used to show how display
settings, date and time

WindowsareGUIbaseddesignedforeasyinteraction

Windows contain different Package like MS Word,Paint,Calculator andGames
etc

Computersareconnectedremotecomputerusingnetwork

We can change the properties of different hardware in the system like mouse,
printer etc.

Dependingtheneedofuserselecttheoperatingsystem.
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Understandingwordprocessing

Introduction
Objectives

WordProcessingBasics
OpeningandClosingDocuments
TextCreationandManipulation
FormattingtheText
TableManipulation

Summary

ModelAnswers

INTRODUCTION:

MS Word is a software package offering features for sharing data and documents,
communication tools, Internet access and publishing capabilities. You can create letters,
memos, reports, term papers with the help of MS Word. It can also help you to send
documents to a group of people for feedback.

OBJECTIVES:

Aftergoingthroughthischapter youshouldbeableto:
UnderstandDifferentbarsandiconsinMS Word.
Open,printandclosedocuments.
Scrollthedocuments.
Changefontsize,alignment.
Formatthedocument.

CreateandmanageTables.

WordProcessingbasics:

MS Word is a software tool used for creating documents. It offers a number of
features that are related to text processing. The interface of the MS word is similar to other
windowsproducts.It hasseveraltoolbarsthat canbe viewed based ontherequirementsofthe user.
It also offers formatting of text etc. we shall be discussing the features that are required by a
common person to create documents.

Openingwordprocessingpackage

1. Click on star button at the bottom left corner of the Win2K Professional or any other
Windows Operating system

2. SelecttheProgramsoptionoftheStartmenu.

3. Select the Microsoft Word option from the Programs submenu. This invokes
Microsoft Word and starts a new document.

4. A new document window is displayed each time you start word. The document
window contains individual Word files. This window differs from an application



window, which is displayed even if no documents are open as long as Word is
running. Word document window is shown below:
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Thedocumentwindowcontainsanumberofpartsthataredescribedbelow.

TitleBar:
Displaysthe name ofthe program,the name ofcurrentlyactiveWord document,

theControlmenuicon,Maximizebutton,MinimizebuttonaR estoreandClosebuttons.

Double-clicking on the title bar can alter the size of the Word window:

0§ Document1 - Microsoft Word E]@@
RulerBar:

Itenablestoformattheverticalalignmentoftextinadocumentandisalsoused

tosettabstopsonalineoftext. YoucanselecttheRuleroptionfromtheViewmenuto display or hide
the ruler bar.

‘E --1---|---§---|---1---|---2---|---3---|---4-------5---|---a---|---?--

StatusBar:
Itdisplaystheinformationabouttheactivedocumentonwhichyouarecurrently

working. This includes the page number , the column and line number on which you have
positioned you cursor. Apart fromthese, thereare four labelswhichareREC, TRK, EXT and
OVR

Page 1 Sec 1 11 ak 1" Ln 1 Cal 1

REC indicates macro recorder.

EXT indicates extent selection
OVRIndicatesoverstrikemode

Workspace:

It is a working space of MS-word.we can create the document,create table and
include images etc.Depending our interest we can the document data with different types of
menu available in the word package.
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TaskBar:
ItconsistsofStartbuttonthatisusedtostartandswitchbetweenapplications

thathavebeenlaunched.
‘4 start [ I Adobe Phatashop If Documertl - Microsof... (_,.'r.': HZLPM

ViewButtons:

The Word document window consists of five View buttons- Normal view, Web
Layout View, Print Layout View, Outline view and Reading Layout view at the bottom leftof
the horizontal scroll bar:
Sl @ =@
InsertionPoint:

It is a tall blinking vertical cursor that indicates the place where the text or
graphics will be placed when you insert them.

s

Mouse Pointer: "

It resembles an I-beam. The pointer charges shape when it passes over certain
parts of the Word document window.

OfficeAssistant:

It enables you to type a request and select form a list of
possible responses. It also displays context-sensitive help about hecurrent
operation. To invoke the office Assistant, click on Show the Office f
Assistance. To close the Office Assistant, right-click onthe Office e —
Assistant, from the shortcut menu click on Hide option.

What would you like to do?

ScrollBars
TheWorddocumentwindowconsistsoftwoscrollbars-

vertical scroll bar and horizontal scroll bar. The vertical scroll bar is used to move adocument
vertically while the horizontal scroll bar is used to move the documenthorizontally.

< | >



MENUBAR:

It is positioned below the title bar; it contains nine options- File, Edit, View,
Insert,Format,Tools,Table, WindowandHelp.Eachofthese menubar items hasdrop-down
menus.

FileMenu:
File Edit Yew Insert Formak  Tools  Table  Window  Help

File | Edt Wiew Favorites

| New * Jocument. Ifyou usethekeyboard combination indicated ontheright a
Open v | immediately. Selecting the New menu item with your cursor gives
Close &l Ttems 1 a large number of types of documents.

lysaveddocument.

locumentbutdoesnotquittheapplication.

Eolder ¥ }cumentwithitscurrentfilename, locationand format.
Import and Export... 1ing a window whichgives the opportunityto change the file name,
FPage Setup k

1s,papersize,orientationandotherlayoutoptions.

S Frint... i+ bwthefilewilllookwhenyouprintit.
tetori Clifine le,alsogivestheopportunitytochangeprint options
Ealt . Nord.
Editmenu:

Undo - The actualentryofthis item will depend on what you did last.This selection be
repeated several times.

Repeat-A fteranactionhasbeenundone,itcanbereinstatedinthedocument.

Cut-Removestheselectionfromtheactivedocumentandplacesitontheclipboard



Copy-Copiestheselectiontotheclipboard
Paste-Insertsthecontentsoftheclipboardattheinsertionpoint(cursor)or whatever is selected.
Clear-Deletestheselectedobjectortext,but doesnotplaceitontheclipboard.
SelectAll-Selectsalltext andgraphicsintheactivewindow.
Find-Searchesforspecifiedtextintheactivedocument

Replace-Searchesforandreplacesspecifiedtextandformatting.

Normal - The default document

Viewmenu: . .
view for most word processing
tasks.

Wl Insert  Format Page Layout - Anediting view that
Normal displays your document as it will

Online Layout

look when printed. This view takes
+« Page Layout

more system memory and scrolling

Outline

Master Document may be slow.

Toolbars > Toolbars - Displays or hides
v Ruler toolbars. The right pointing arrow

Document Map indicates a list of toolbars. To add

Word 5.1 Menus one slide down to the name of the

Header and Footer toolbar and click to select.

Footnates Ruler- Displaysor hides

Comments

e e horizontaland verticalrulersat the

top and left side of the document.

Full Screen
Zoom... Header and Footer - Adds or
changes the text that is displayed at
thetopor bottomofeverypage ofthe
Insertmenu: document

Full Screen - Hides most screen
elements so you can see more of
your document

Zoom - Controls how large, or
small, the current document
appears on the screen.

Page Break - Use this command to send your cursor to the top of the nextpage
even though the text does not extend to the bottom of the previous page

Table - Create a table around selected text. If no text is selected you will be
asked to choose the number of rows and columns needed in your table.

Footnote - Place a footnote at the bottom of the page or the end of the
document.

Date and Time - Choose from seventeen formats for displaying date, time, or
date and time.

Symbol- Insert asymbol fromeachofyour symbolfonts, oranystandard font
includes symbols. There are more than you might think!



Bullet - Place a bullet. New bullets are added following carriage returns. Want
to change the bullets? Wait for the next menu.

Text Box (Frame) - Use this to place captions near tables or drawings, or toset
offtext atthebeginningofapage. Clickanddrawtheboxafter makingthis selection.



File-Insertasaveddocumentintotheactivedocumentatthecursor.

Picture - Insert pictures fromclip art or a file. Youcanalso insert auto shapes,
word art, or a chart.

Drop Cap - Make the first letter of a paragraph or chapter large enough tospan
several lines.

Object-Insertanobjectsuchasclipart,wordart,anequationormuchmore.

Hyperlink- Aninterestinguseofthyperlinks istoplacea linkto anydocument
stored on your computer. You can later open that document by clicking on the
link. Neat?

Formatmenu:

Character - Change font style, size, color and a large number of other features. You can
also change the spacing between letters here.

Paragraph - Indent a paragraphusing either margin or place some chosenamount ofspace
before or after the paragraph.

Document - If you need to change page margins, or the size of the header or footer, do it
from this sub-menu.

Bulletsand Numbering- As promised inthelnsert menu, if you wishto changethe bullet, it
can be done here. Your bullets can be literallyany symbol you wish themto be

Border - Create borders around blocks oftext, or around the entire document. On the Page
Bordertab, under the Art pulldown menu you can find a huge selectionofgraphic borders;
hearts, stars, planets and much more.

Style-IfyouprefernottousetheFormattingtoolbar,documentstylecanbechanged here.

Background - Another task which can be handled in the Formatting toolbar, you canchoose
the color to highlight selected text in your document.

Change Case - DO YOU EVER FORGET THE CAPS LOCK? If so, some to this sub-
menu and change the case of the highlighted text. This is a cool feature!

Bold,Italic,Underline-Formatselectedtext;Bold,/talic,orUnderlined.

Object - Make changes to any selected object; image, word art, auto shape or any other
object inserted into the document.

Font menu

Go to the Font menu to select a new font, or change highlighted text to a new font.
One convenient featureofthis menu isthat thenameofthe font isdisplayed inthat font.
This is to help you make your selection.

Caution:Thenumberoffontsavailableon yourcomputercanslowthespeed with



this an application opens. Any application which allows the use of text (quick-
nameonethatdoesnot) must build a list ofthosefontsas it is launched. Too many
fonts will slow your computer down. Unused fonts should be removed. However,
you must be sure that the font you remove is not one which is required by an
application. Adobe Acrobat Reader is an example of an application that requires
certain fonts.

Tools Table Window Wo
Abadi MT Condensed Exitra Bold
Abadi MT Condensed Light
Aorehitec t
w Arial
nrial Black
Arial Farmrow
Arial Harmmow Bold

Toolsmenu

SpeakSelection-That'sright, Wordwillspeakwhatevertextyouhaveselected. Macintosh only

Pick Voice - If your computer can read a selection, why not choose the voice it uses?
Macintosh only

SpellingandGrammar-Chooseeithersub-menuandthesamewindowopens. Questioned
spelling is in red, grammar in green.

Thesaurus-Haveyouusedtheword"like"toomanytimes?Highlighttheword, select
Thesaurus and get suggestions like similar and analogous.

Word Count - Need toknow howmany words are in your document? SelectWordmany
pages, words, characters, paragraphs, and lines.

AutoSummarize-Exactlywhatitsoundslike, Wordsummarizesthedocument, reducing the
length of the document, keeping the meaning.

AutoCorrect-Wordwillautomaticallycorrectsomethings.Ifthisfeatureis irritating to you,
come here to change what 1s corrected.

Preferences-ModifyWordsettingshere.Modify print,editing,spellingandother options from
this sub-menu.

Customize-Opensthesamewindowthatyougetby goingtotheViewmenuand selecting
Toolbar/Customize.

Windowmenu:
NewWindow-Thisopensanotherwindowwithacopyoftheactivedocument.

ArrangeAll -Displaysall openfilesinthewindow.Thismakesdragginganddropping from one
document to another much easier.

Show Clipboard - This is a valuable feature. If you do not remember the last item copied
select this sub-menu to see text or images in the clipboard.



Open Document List - There is no need to drag windows to the side so you can see other
documents open in Word. Come to the bottom of this window for a listing of all open
documents. The active document has a check mark beside it.

S5un 7:19 PM

About Balloon Help...
Work Show Balloons
MNew Window Mi ft Word Hel
- icroso ord Help
Al A ( rnonBalloons, putyour cursoron the
5plit . Contents and Index
Show Clipboard i Help on the Web
+ 1 Documentl (Recovered) Online Registration get a search box to type in. Word
B e e e = | .

displays possible matches for you to read about.
ContentsandIndex-SeeanindexofalltopicsavailableinWord'sHelpdocumentation.

Help on the Web - That's right! It is exactly what it sounds like. Select a link and a
Microsoft help page is opened in your browser. If you are not online, Word will make the
connection and then display the page.

OnlineRegistration- Ifyou haveever installedanysoftwareapplicationonyour computer you
have seen those reminders to register the product online.

Commonlyusedkeyboardcombinations

To use one of these combinations Hold the Command key down and strike the letter key
Hint: Thecommand key istheonethat peopleoftencall"openapple"and is found oneither side
of the space bar.

Cut-Removestheselectionfromthe
—— Open a new word document

#N quickly #X activedocumentandplacesitonthe
clipboard.
%0 Opens a  previously  saved
document. %€ Copies the selection to the clipboard
sar Closes the active window but does not ey
quit Word. Paste-Insertsthecontentsofthe
clipboardattheinsertionpoint(cursor)
) o orwhateverisselected.
Saves the active document with its %2
currentfilename,locationand Selectsalltext A
format. andgraphicsintheactive window.
Prints the active file, also gives the ) )
opportunitytochangeprintoptions Find - Searches for specified text =

in the active document



g Quit-ClosesMicrosoftWord.

Bold-Formatsselectedtext;maketext

B bold,orremovebold formatting

Undothelast action.Thisselection can t%fl

repeated several times.

Redo-Afteranactionhasbeen

Italic - Formats selected text; make text
italic or remove italic

Underline - Formats selected text; make

®Y undone,itcan be reinstated in the -y text underlined or remove underline
document.
Lesscommonlyusedkeyboardcombinations
I lectedtextt . .
36+Shift+> pr(l)ci;e;:sese ectedtexttwo 38+shift++ | Applysuperscriptformatting
36+Shifi+< Decrea§ e selected text 38+Shifi+= | Applysubscriptformatting
two points
Increase selected text one
36+] . 3e+shifi+C [ Copyformats
point
Decrease selected text
| : 3g+shift+v | Pasteformats
one point
Shift+F3 Changecaseofthe letters 38+1 Singlespacelines
38+Shift +\W Underlinewordsbutnot 38+5 Setl.5linespacing
spaces
38+shift+D | Doubleunderlinetext 3e+2 Doublespace lines
¥+E Center aparagraph 3-+Delete Deleteonewordtotheleft
4] Justifyaparagraph 38+Del Deleteonewordtothe right
#B+L Leftalignaparagraph F2 Cut
®+R Rightalignaparagraph F4 Paste
I hfi h .
3B+M 12§entaparagrap e Shift+Retuwrn | [nsertalinebreak
%+T Createahanging indent 3£+Shifi+T Reduceahanging indent
Iftextisalreadyselectedandyouwanttoextendtheselectionarea
) Extend  selection one . Extend selectionone character to
Shift+-» character to the left Shift-+«- the right
‘ Extendselectiontothe end ] Extend  selection to  the
H+Shift+= | o 5 word #®+Shift+< | besinning of a word
Ifyouwanttomovethecursor
- Onecharactertotheright - Onecharactertotheleft
98+ Onewordtotheright 98 4 Onewordtotheleft
38+End Totheendofa document 3#+Home Tothebeginningofadocument




USINGTHEHELP:
Wordhasfollowingonlinehelp:
1. MicrosoftOffice WordHelp
2. OfficeAssistance
3. OnlineHelp

MicrosoftofficeWordHelp
1. ClickonMicrosoftOffice WordHelpoptionformtheMicrosoftWordHelpmenu.
2. Typethewordyouwanttosearch.
3. TofindouttheavailableoptionsclickofStartSearchingoption.
4. Clickondesiredoption.

OfficeAssistant
ToopentheofficeAssistantdialogbox:
1. ClickonShowtheOfficeAssistanceformtheHelpmenu.
2. Typethewordyouwanttosearch.
3. TofindouttheavailableoptionsclickofStartSearchingoption.
4. Clickondesiredoption.

Office Assistant

Sollery™ |[oprngs

ou can scroll through the different assistants by using the <Back and Mext > buttons.
wWhen wou are Finished selecting vour assistant, click the OF button,

FProblem? Relax, I'm on it

Mame: Rocky

If ywou Fall into a ravine, call Lassie, If wou need help in
Office, call Rocky,

oK | [ Cancel

OnlineHelp
Thisoptionprovidestheonlinehelp.

USINGTHEICONSBELOWMENUBAR:

There are a number of Icons below menu bar which can be used to work fast. These
icons have been grouped in the form of toolbars. Toolbar contain bottoms, menus and other
controls that help you after the appearance and arrangement of documents by executing a
varietyofWordcommands. Wordprovides20toolbarsthat help youperformtasks faster and with
ease. The most commonly used toolbars are standard and standard and formatting toolbars.



IconsisStandardToolbar

Thestandardtoolbar istheonenearest tothetopoftheDocument:windowandbelow the
menu bar. Standard toolbar provides shortcut for menu commands. The left slide of the
toolbar enables you to perform tasks common to many Windows-based programs, such as
opening a new or existing file, saving or printing a file cutting and pasting text and objects,
and undoingand redoing the most recent actins. The right ofthe standardtoolbar offerssome
functions more specific to word application.

NEERSSRITEI LB I9-c- 8 OREB DL -0 gl
IconsinFormattingToolbar:

The formatting toolbar contains icons that are common to many Windows programs
and related to formatting of text in documents. This includes changing documents changing
documents styles, font, font styles, type styles, paragraph alignments, listing formats,
indenting levels and borders. Following Table gives the names and functions of the tools of
the formatting toolbar:

DisplayOtherlIcons:
To display or hide toolbars, select the Toolbars option from the View menu of the
menu bar as displayed in Figure below:
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OpeningandClosingDocuments:

Documents like letters, memo and reports that have already been created can be
opened, previewed, and printed with the defined margins. These documents can be savedwith
modification at different location. MS Word can automatically save the contents of
documents at defined intervals.

OPENINGDOCUMENTS:
Toopenanexistingdocument,followthesesteps:

1. Select the Open option from the File menu. An open dialog box will be displayed as
shown below.
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2. Selecttheappropriatedriveandfolder.

3. Double-clickonthe desired filenameto loadthedocument. Alternatively, click onthe
Open button on the standard toolbar or press Ctr+O.

4. Select the Window menu. Notice that document names are displayed and the
activedocuments has a check mark by it.

5. PressEsctoreleasetheWindowmenu.

Toloadnon-worddocuments,followthesesteps:

1. SelecttheOpenoptionfromtheFilemenu.Theopendialogboxgetsinvokedas displayed in
above figure.

2. Selecttheappropriatediveandfolderinwhichthedocumentislocated.
3. FromtheFilesofTypeoptionselectAllFilesoption.

4. SelectthetypeofthefileyouwanttoviewfromtheFilesoftypelistbox.
5. Double-clickonthedesiredFilenametoLoadthedocument.

Toopenadocumentasread-only,thestepsare:

1. SelecttheOpen optionfrom theFilemenu.Theopen dialogbox getsinvokedas
displayed in Figure.

2. Selecttheappropriatedriveandfolderinwhichthedocumentislocated.

3. Selectthetypeoffileyouwantto viewfromtheFilesoftypebox.

File name: | Open = E

Files of type: | all Files v Open

i Open Read-Only |

Open as Copy
COpen in Erowser
Cpen willl Translorm

Cpen and Repair




4. Click on the down arrow of open button and Select the Open Read-only option from
this drop-down menu.

Save&Saveas
When your key in the document is stored in the internal memory of the computer, in
order to preserve the document for future use, you must save it on the disk, to do so.

Select the save option from the File menu. The Save asdialog box gets invoked as
displayed in figure below:

Save in: |3 My Documents M @ [E2] = Tools =
-~ 1 ;5‘_’|Camtasia Studio
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My Recent | |5 py Music
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Enter a filename in the File name box and click on the Save button. By default the new
document is saved Word document with an extension.doc.

Alternatively, you canclick onthe Save buttononthe standard toolbar or press Ctr+S to
open the Save as dialog box.

SavingaFileinaSpecificLocation:

To save a file in directory other than the default directory, which is the directory thatis
highlighted in the directory list of the Save as dialog box, select the name of the directoryin
which you want the document saved and click on the OK button.

Tospecityadifferentdriveonwhichtosaveyourfile,followthesesteps:

e C(ClickontheSave inthetext boxintheSaveasdialog box.
e A listof available drives will be displayed Selected the drive on which youwant tosave

your file by clicking on it.
e ClickontheSavebuttontocompletetheprocess.

Autosavefeature:

Word has an Auto Save feature which saves your documents after every 10 minutes
automatically. To utilize Auto Save for the document more often than every 10 minutes, the
steps are:

1. Click on the Tools Option in the Save as Dialog box and click on Save Options. Save
dialog box is displayed as shown in figure below:



2. SelecttheSavetabandselecttheSave AutoRecoverintoeveryoption.

3. Decreasethenumberofminutesbysuingthedecrement/incrementbuttonorby typing
different number in the text box.

4. ClickonOK.
Save !
Save options
i [ Prompt: For document propetties
[T Ao £ [ Prompt: to save Maormal kemplate
Allow background saves [ save data only For Forms
[1Embed TrueTvpe fonts Ernbed linguistic data
[1Make local copy of files stored on netwark or removable drives
Save AutoRecover info every: [ID % | minukes
Embed smart tags
D Saye smark tags as XML properties in Web pages
Defaulk Format
Save Word files as: iWord Document (*.doc) v !
[ pisable features introduced after:
O ] [ Cancel
PageSetup

Page setup can be used tochange page orientation,setleft,top,bottom margins,pages sizes
etc. To change page size and orientation

1. SelectthePageSetupoptionoftheFilemenu.Thepagesetupdialogboxgetsinvoked as
displayed in the figure.

Page Setup

Margins | Paper Layout

Margins e
Biotkarn: II" =
right: [1.28" 3]

! Gutter position: |LeFt vi

Top:

Left:

Gutker:

Crientation

A ®m

P Eortri"' Landscape
Pages —
Multiple pages: |Normal ~

Preview
Apply ko
iWhD|E document N

Ok ] [ Cancel




2. SelecttheMarginstab.

3. In the orientation area, select Portrait of Landscape. After selecting, see the preview
area to get an idea of the appearance of page with the text. Figure above shows page
orientation as Portrait.

4. ToclosethePageSetupBoxClickonOKbutton.

SettingMargins
1. SelectthePageSetupoptionoftheFilemenu.ThePageSetupdialogboxgets invoked as
displayed in figure below.
2. Selectthemarginslab.
3. EnterthemeasurementintheTop,Bottom,LeftandRightboxes.

rBurders and Shading @ﬂ
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[ Horizonkal Line. .. I [ ik J [ Cancel ]
4. Click onthe OK buttonto close the dialog box. When you set margins, Word applies

the measurements to all the pages in a document unless your select text or divide the
document into sections.

PrintPreview:

Previewingadocumentmeansviewingascreenrepresentationofoneormorepages before you
print them. To print preview a document, the steps are:

1. Select the Print Preview option from the File menu. Alternatively, click on the Print
Preview button on the standard toolbar. The Print preview window gets invoked as
displayed in the given figure.

2. Use the Magnifierbutton or select the Zoom option from the view menu to enlargethe
document.

3. By default, the ruler bar is not displayed in the Print preview, to adjust margins and

indents by using the ruler bar.

IntheprintPreviewselecttheRuleroptionfromtheview menu.

ClicktheMagnifier buttononthetoolbartoclosetheZooming.

PositiontheMousepointerontheMargin.

Movethemousepointeruntilitchangestoablackdoubleheadedarrow.

N ow R



8. Clickanddragthearrowlefttoright(in thehorizontal ruler)oruptodown (inthe vertical

ruler)
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9. ClickontheClosebuttonofthePrintPreviewtoolbartoclosethePrintpreview window.

PrintingofDocuments:

Toprintadocument, followthesesteps: e
| EETTmmEE | (oo |

1. Select the Print option from the File 1\3’: et DP
menu. Alternatively, click on thePrint | sormen _ L
toolbar button of the standard toolbar. | ca e
If printer is installed on the computer, | & ST S
Print dialog box gets invoked as | cotepesemmbers ondforpogeranges
displayed in the given figure. e o] Zon

2. In the Name box, selected the printer | eue: [aipagesinrange g et e B
onwhichyourdocumentgetsprinted. it OET
Ifprinteryouuse hasoptionsyoucan
accessthembyclickingonthePropertiesoptionfromtheFile menu.

3. ClickonthePrintto filecheckboxtoprintthedocumentto afileonthedisk.

4. EntertheNumberofcopiestobeprintedintheCopiesarea.

5. To print arangeofpages, specifytheportionofthedocument youwant to print inthe Page
Range box.

6. Click on the Pages radio button to include the page numbers or the page range, or the
page numbers or the page range, or both.

7. To print a complete copy of he document copy of the document before the first page
of the next copy is printed, click on the Collate check box.

8. Ifyouwanttoprintallthecopiesofthefirstpageandthenprintallthecopiesof subsequent
pages, clear the Collate check box.

9. ClickontheOKbuttontosendthecopiestotheprinter.



ToPrintintheReverseOrder:

1. SelecttheOptionstabfromthePrintDialogBox.

2. PrinttabintheOptionsdialogboxwillbedisplayed.

3. Click on the Reverse Check box under printing options area. Word prints the
document in the reverse order, beginning with the last page. Do not select this option
when you are printing an envelope.

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

TextCreationandManipulation:

There are severaltypes of Word documents you can start from like blank document, web
page and template. Blank document should be used when you want to create a traditional
printed document. Use a template when you want to reuse text custom toolbars, macros,
shortcut keys, styles and AutoText entries. The text can be copied, moved to a different
location. Basic cut, copyand paste featuresofwindowscan beused here. Text can bealigned in
different ways.

DocumentCreation
MSWordallowsyoutocreateadocumentfromthekeyboardandsaveitonthedisk.
Followthesestepstocreateadocument.

1. Select the new option from the file menu of the menu bar. Task Pane with various
options will be displayed as shown below.
2. YoucancreateBlankDocument, XML, WebPageande-mailmessageortemplate.

: Mew Docunient . A

M
_1 Blank document
E3 =ML docurment
@ Web page

1 E-mail message

[ | Frorm existing docurnmenk. ..

Templates
Search online For:

D%j. Templates on OfFice Cnline
IE_J 2n ey compuker, .,
[l On oy Web sites, ..

3. ClickontheBlankDocumentlcon.
4. Ablanknewdocumentisdisplayed.

EDITINGTEXT:

This section includes how to insert, delete, modify and copy text. You can undo or redo
the edits in a Word document by using the Undo or Redo options. Before you can start
editing, the cursor must be moved to the location where the changes have to be made.
Following Table lists the arrow keys used to move around in a document



ArrowKey(ShortCutkeys) Functions
Uparrow,Downarrow,Leftarrow,Rightarrow Onecharacterup,downleftandright
Ctr+Rightarrow Nextword

Ctr+Leftarrow Previousword

Home Beginningoftheline

End Endoftheline

Ctr+Home BeggingoftheDocument
Ctrl+End EndofDocument

Ctr+Pageup Previouspage

Ctr+PageDown Nextpage

WORD-WRAP FEATURE:
Considerthefollowingparagraph:

When the end ofthe lines is reached, word automaticallywrap text, eliminating the need to
press the Enter key until you want to start a new paragraph.

InsertingText:

Word is normally in the insert mode. The insertion point always stays with the text area.
As you type in the text, it is pushed to the right and down. Pres insert from the keyboard to
put Word back into the insert mode. A character is deleted by pressing either the Backspaceor
Del key. The del key removes a character from the current cursor position, the backspace key
removes the character to the left of the cursor one position to the left. To insert a line, position
the cursor at eh beginning of the liner or at the end of the line and press the Enterkey.

UndoingEdits:

Theundo command is used to reverseactions. Suppose you have drawnacircleofradlus 4
cm and you decide to delete it. Select the Undo option from the Edit menu, or click on the
Undo button of the standard toolbar to do so.

Alternatively,pressCtr+Z.

RedoingEdits:

TheRedooptionisusedtoreversethelastUndo.Toredoachange,selecttheredo option from the
Edit menu, or click on the Redo button of the Standard toolbar.
Alternatively,pressCtr+Y.

3.4.3.TEXTSELECTION:
Textcanbeselectedbyusingthemouse,thekeyboard,orboth

Toselectoneword:
Placetheinsertionpointonthewordanddouble-clickon it.

Toselectasentence:
HolddowntheCtrlkeywhileclickinganywhereinthesentence.




Toselectaparagraph:
Placethemousepointerintheselectionbaranddouble-clickonit.

Toselectspecifictext:

Click and drag the I-beam pointer over one character, one word or the entire screen as
desired.

CUT,COPYANDPASTE:

These tools of word are most extensively, used to copy move text from one place toother.
To use them text must first be selected the Cut option fromthe Edi menu, or click one the Cut
button of the standard toolbar. Alternatively, select the text and press Ctr+X.

MovingText:
Tomovetext fromonepoint toanother,thestepsare:

1. Select thetexttobe moved.
2. SelecttheCutoptionfromtheEditMenu.
3. Positiontheinsertionpointwhereyouwantthetextto appear.
4. To paste the text to the required position select the paste option from the Edit menu,
or click on the Paste the text to the required position.
CopyingText:

Itispossibleto copytexttoanotherpartofthesamedocumentofinadifferent document.

1. Select thetexttobecopied

2. Right-click onthe highlighted text. Ashortcut menu appears near the highlighted text
as shown in figure below:
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Bullets and Numbering. ..
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Look Up...
SYNONYms F

dg ' Translate

Select Text with Similar Formatting
3. Selectthecopyoptionfromshortcut menu.
4. Movetheinsertionpointtothelocationwhereyouwanttopastethenext.
5. SelectthepasteoptionfromtheEditmenutopastetheselectedtextinthedesired location.



SpellCheck

Word checks your spelling and grammar as you type. Spelling errors display with a
redwavylineunder  theword.Grammar errorsdisplaywithagreenwavylineunder  theerror.

Ifyouwant to spellcheck your entiredocument, pressF7 and clickthespelling icon ,or
chooseTools>Spelling andGrammar fromthe menu. Ifyouwant to spell checkpart ofyour
documenthighlight the area you want to spell check. Then press F7 and click the spelling icon

v

, or choose Tools > Spelling and Grammar from the menu

Thesaurus

The Thesaurus is used to find meaning of the word from different dictionary.If you want
look up words in the thesaurus of another language. If, for example, your document is in
French and you want synonyms, click Research options in the Research task pane, and then
under Reference Books, select the thesaurus options you want

OntheToolsmenu,clickResearch.

IntheSearchforlist,select Thesaurus.

PressALTandclickthewordyouwanttolook up.

Resultsappear intheResearchtaskpane.

Touse one of thewordsin thelistof results ortosearchformore words,do one of the

following:
a. Touseoneofthewords,pointtoit,clickthedownarrow,andthenclick Insert or Copy.
b. Tolookupadditionalrelatedwords,clickawordinthelist ofresults.

Nk b=

FormattingtheText

Textthathasbeenwrittencannowbemadeelegantwiththehelpof formatting.
Bullets and numbers highlight the portions that you want to highlight.

Font&Sizeselection:

Font refers to the manner or style in which text is displayed in the document.Different
fonts contain different collection of characters and symbols. Word offers manyways to change
fonts and font styles. The text to be formatted needs to be selected first. Follow these steps to
change fonts and font styles.

[l Use the drop-down fontliston theformattoolbar as displayedin thefigurebelow or type
the name of the desired font name box on the toolbar and press the Enter key.

"1 UseBold(B),italics(I),Underline(U)buttonsontheformattoolbar.
[l Toaddboldformattingtothetext,followthesesteps:
U] Selectthetext andclickontheBoldbutton.

[ Alternatively, click on the bold button and type the text. Similarly, the characters
canbe underlined and italicized.
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ChangingFontSize:

Font size is measured in points and picas are used for measuring spacing, linethickness,
and so on. There are 12 points to a pica and six picas to an inch; therefore, thereare 72 points

to an inch. Normal template the font size, follow these steps:

Use the drop-down front size on the formatting toolbars, type the font size, in
the font size box on the format toolbar and press the Enter key.

Useanyofthesekeyboardshortcutstoincreaseordecreasethefontsize.

To increase the Font size select the matter and press Ctrl+Shift+> keys. To
decrease the font size select the matter and press Ctrl+Shift+< keys. Alternativelyyou
can use Ctrl+] or Ctrl+[ to increase or decrease the font size.

Usethefontdialogbox:

Fontdialog boxcontainsmostcomprehensivecollectionofformattingoptions.
Toopenthefontdialogbox,followthesesteps:

1. Select the font option fromthe format menu. A font dialog boxgets invoked as
displayed in figure given below.

2. Select any option fromthe Font Style scroll list. You can apply one or more of
these styles to the selected characters and to the subsequently typed text. Click
on the Regular option to remove the effects. More than one style can be

combined.
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3. Inthe Effect area, a black check mark on anoption in indicatesthat allthe selected text
exhibits that particular attribute. Acompletelyclear box for anoption indicates that the
selected text does not have the specific attribute and a grey check mark indicates that
some of the text does not some of the text does not exhibit the character formatting

option.

AlignmentofText

Alignmentis a way of organizing the text. It refers to the position of the text relative

tothemargins. Wordenablesyoutoleft-align,right-align,centre-alignandjustifythetextin



your document in order to enhance it. Certain lines, like the main heading, might need to be
center aligned; subheadings might need to be aligned left. You can do this by using the four
formatting toolbar buttons as displayed in the figure below; word’s default alignment is left
alignment. It is a good policy not be use space to center your text. Type the text at leftmargin
and press the Center button to center your text.

Right-Aligned Text:

Text is said to be right-aligned with the right margin of the page. This is the default
mode of alignment. To left-align a paragraph, position the cursor on any line within the
paragraph and click on the Align Right button on the Formatting toolbar.

Left-aligned Text:

Text is said to be left-aligned if it is aligned with the margin of page. This is the
default mode ofalignment. To left-align a paragraph, positionthe cursor onany line withthe
paragraph, and click on the Align Left button on the formatting toolbar as displayed in the
figure of Aligning Text paragraph.

CenteredText:

The center option is normally used to center the heading and text; to center a line of
text position the cursor on the line and click on the Center button on the formatting toolbar.

JustifiedText: This is Left Aligninent.
This feature aligns a paragraph )
with both the left and the right This is Center Alionment
margins. Inter-word  spacing s -
adjusted such that each line of text This is Right Alicnment.

begins at the left margin and ends at
the right margin. To justify a line of
text, position the cursor on the lineand
click on the justify button on the
formatting toolbar. Figure below
illustrates different alignments.

This is Justifyv Alignment. This is Justify
Alignment. This is Justify Alignment. This is
Justify Alignment.

Paragraph Indenting:

In word, each time you press the Enter key you create a new paragraph. Word
paragraph always end with a paragraph mark when you open a new document, the default
paragraph setting stored asstyle (Normal) is applied. You canpressShift+Enter combination of
keys to force new lines without starting a new paragraph.

LineSpacing:

Spacing can be used to design your document and make it more readable. The default
spacing is single. Word enables you to change the line spacing in your can set spacing to
single, double or one and half lines.



Tosetthelinespacing,followthesesteps.

1. SelecttheparagraphoptionontheFormatmenu.Theparagraphdialogboxgets invoked as

displayed in given figure.

2. SelectthelndentsandSpacingtab.

3. SelectanoptionfromtheLinespacingdrop-downlist.

4. SelectavaluefromtheAtbox.

5. ClickontheOKbuttonofthedialogbox.Thepreviewareaforgettinganideaof formatted text

will be displayed.
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ParagraphSpacing:

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

IndentingText:

Indenting is making your text look more eye-catching. Indents are added to margins,
therebyincreasingthewhite space anddecreasing thetext area for specificparagraphs, to set the

indents for text by using the dialog box.

Enterthespecificationforleft,rightand/orfirstlineindentsintheindentationareaof paragraph dialog

box.

Select anoption fromthe Specialdrop-downlist. Click onthe OK button.Everyparagraph in the

document will shave the same indentation settings.



HangingIndents:

When you create a bulleted list, numbered paragraphs or bibliography, you want the
first line of every paragraph to stick out. The first line in an hanging indent is called ahanging
indent is called a hanging indent. The subsequent lines beneath are called turnover lines.
Word can also create hanging indents for bulleted and numbered lists.

CreatingHangingIndentsUsingaRuler:
Tocreatehangingindentsbyusingtheruler, youneedtofollowthestepslistedhereunder:

1. Placetheinsertionpointintheparagraphyouneedtoformat,orselectmultiple paragraphs.

2. Drag the button half ofthe left indent marker to the right. This will set the position of
the left (indented) edge of the turnover lines.

3. Dragthetophalfoftheleftindentmarkertotheleftpasttheturnoverindent.

4. Release the mouse button when you reach the desired point for creating the hanging
indent. The hanging indent is created. Figure illustrates the hanging indents.

Many factors determme how text s positioned. Marzins determine the
distance from the edgze for all the text on a page, while paragraph
indentation and alizment determine howr paragraphs fit betareen the
margins, fou can also determune how nmach space ocoours betareen
lines, and before and after paragraphs.

Many factors determme how text s positioned. Marzins determine the
distance from the edgze for all the text on a page, while paragraph
indentation and alizment determine howr paragraphs fit betareen the
margins. fou can also determine how nmch space coours betareen
lines, and before and after paragraphs.

CreatingHangingIndentsUsingKeyboardShortcuts:

Therearekeyboardshortcutsfor movingthe left indent.Movements inthe increments are
used for default tab settings (usually 0.5 inch). Press Ctrl+M to move the left tab marker to
the right margin. Press Ctrl+Shift+N to move the marker to the left margin.

BulletsandNumbering:

You can use bullets and numbers to make the lists in your document attractive and
easyto read. You can bullet or number your lists byusing either the formatting toolbar

TogetBulletsornumbersautomaticallyasyoutypeyourlist:
1. Typeanasterisk(*)andaspaceoratab.
2. EnterText andpresstheEnterkey.
3. Wordturnstheasteriskintoabulletandsetsthespacing.

In the same way you can do for numbered lists. You can also bullet a paragraph by clicking
on the bullet list button.



ToChangethebulletstyle,followthesesteps

l.

Typealistofyourfavouriteauthors.

SelecttheBulletsandNumberingoptionoftheformatmenu. Thebulletsand numbering
dialog box gets invoked as displayed in figure below.

ClickontheBulletstabintheBulletsandNumberingdialogbox.
Clicktoselect astyleofyourchoice.

ClickontheOK button.
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ToSpecifyCustomBullets,followtheseSteps:

1.

2.

ClickontheCustomizebuttonintheBulletsandNumberingdialogbox.The customize
bulleted list dialog box is displayed as shown in figure below.
Changethebulletandtextpositionaccordingtoyourrequirement.

Selectthebulletfromthebulletcharacterlist.

Tousebulletsnotshowninthebulletcharacterbox,clickontheFontbutton.

ClickontheOKbuttontoclosethecustomizebulletedlistdialogbox.

ClickontheOKbuttontoclosethebulletsandnumberingdialogbox.
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ChangingCase:

Toconvertthecaseofthetextyoushaveinsertedfollowedthesesteps:
1. Selectedthetextyouwanttochange.

2. SelecttheChangecaseoptionfromtheformatmenu



Achangecasedialog boxisdisplayedonthescreenbelow:

Change Case

(:} Sentence case,

() lowercase

() Title Case
() EOGGELE cASE

QK ] [ Zancel

Thechangecasedialogboxhasthefollowingoptions:

1. Sentencecase :Capitalizeonlythefirstletterintheselectedsentences.

2. lowercase :Convertsallselectedtexttolowercase letters.

3. UPPERCASE :Convertsallselectedtexttouppercaseletters.

4. TitleCase :Convertsfirst characterofeachwordto uppercase letter.

5. tOGGLE cASE : Changes uppercase to lowercase and lowercase to uppercasein
o selectedtext.
TableManipulation:

Tables help you to organize complex columnar
information. You can use tables to create divers
documents and forms, television scripts, financialreports,
catalogs and resumes tables are made up ofrows and
columns. Rows are the horizontal lines, columns are
vertical lines and their intersection makes a cell the
content of cell can be formatted with the same methods
as are used to format any text.

Drawtable
Tocrateatable,followthesesteps:

1. Placethe insertion point where you want to place
the table.

2. Select the Insert table option from the tablemenu.
Alternatively, click on the insert table
buttonofthestandardtoolbar anddragthe mouse
overthepalettetocreateatablewiththe

Insert Table

Tahble size
Murmber of columns: E|_ :
Mumber af poves: 2 |

AutoFit behaviar
(%) Fixed colurnn width: Auto &
() Autofit to conkerks
) AukaFit to window

Table style: Table Grid autoFormat, ..

[ ] remember dimensions For new tables

QK ] [ Cancel




highlightednumberofrowsandcolumns.
Theinserttabledialogboxisinvokedwhichisshownbelow.

IntheNumberofColumnbox,typethedesirednumber.
IntheNumberofRowsbox,typeinthedesired number.

Clickonthe Autoformatbutton. Atableautoformatdialogboxgetsinvokedas displayed in
the figure below:

Thetableautoformat dialog boxlets youselect thestyleofthetable youwantto create.
Alternatively, follow these steps.

1.

2.

Positiontheinsertionpointinthetable.

Select the table auto format option from the tablemenu the table auto format
dialogbox gets invoked as displayed above.
FromtheTablestylesscrollbox,anypredefinedborderandshadingstylecanbe selected.
Select the auto-fit check box to automatically adjust the size of the table to fit its

contents. To automatically fit the contents the options given are fit to content, fit to
width and fit to window.

Table AutoFormat

Cakeqory:

ol &

Table styles:

| Table Classic 4 A o
| Table Colorful 1 el ik

| Table Colorful 2 |
| Table Calorful 3 ‘ Delete. ..
| Table Columns 1 =)

| Table Columns 2

| Table Columns 3
| Table Columns 4

el
| Table Eleﬁant 3l
E‘review h
Jan Feb Wdar Total

Eazt i i 3 19

West & 4 7 17

South 3 7 9 24

Total 21 13 21 &0

Apply special formats ko
Heading rows Last row
First column Last column

[ apply ]’ Cancel ]

With the Modify option you can change the Borders, Shading, Font or Color in the
selected table.

In the apply special formats to area, select the corresponding check box to apply the
special formats. The table is formatted as per requirements.



ChangingCellwidthandHeight:
Cellwidthandheightcanbechangedinseveralways.

ToChangethecolumn/rowwidth/heightinatable

Rest the pointer on the column / row boundary you want to move until itbecomes, and
then drag the boundary until the column / row is the width/height you want.

Tochangeacolumn/rowwith/heighttoaspecificmeasurement:
Clickacellinthecolumn/ row.

Onthetable menu, clickTablePropertiesandthenclicktheColumn/rowtab. Choose the
options you want.

Tomakethecolumns/rowinatableautomaticallyfitthecontents:
Clickatable

PointtoAuto-fitonthetablemenu. Click
Auto fit to contents.

AlignmentofTextinCell:

The text in the cell can also be aligned with the same process as normal text. First of
all select the text in table and then click on the desired alignment icon. Selecting text in atable
in similar to selecting text ina document. You candrag the I-beampointer over thetext to select
it, or click on the selection bar to select an entire row.

Somespecifiedtechniquestoselecttextinatableareasfollows:
Toselectonecell,triple-clickonthatcell,orclickontheleftinsideedgeofthecell.

Selectan entire row by clicking on the selection bar to the leftof the table; drag up or down

to select more than one row.

To select an entire column,place the mouse at the top ofthe column. The pointer changes toa
black down arrow. Click on it to select the column.
Toselecttheentiretable,placetheinsertionpointinthetableandselecttheselecttable option from the
table menu.

DELETE/INSERTIONOFROW&COLUMN:
Thetable’sformatcanbechangedtofitthedatathatistobedisplayedinthetable.
Youcanaddordeleterowsandcolumnsinatableasperyourequirements.

Todeletecells
1. Selectthecellstobedeleted.
2. SelecttheDeletecellsoptionfromthetablemenu.TheDeletecells.
3. SelectoneofthefollowingoptionsintheDeletecellsdialogbox

Table—Todeletetheentiretable.

Column-Todeleteentirecolumn inwhichcursorispresent. Rows
- To delete entire row in which cursor is present.
Cells—Todeleteselectedcell.

Todeletea row:
e Select therowtobedeleted.



e SelecttheDeleterowsoptionfromthetable menu.



Delete Cells

X

) shift cells up
() Delete entire pow
() Delete entire column

| I | [ Cancel

Todeleteacolumn:
e Selectthecolumntobedeleted.
e SelecttheDeletedcolumnsoptionfromthetablemenu.

InsertingRowsandColumns:
Toinsertarowinthetable,followthesesteps:
1. Placetheinsertionpointintherowbelowwhereyouwantthenewrow.

2. Selecttheinsertrows option from thetablemenu.Alternatively,click on the Insert Rows
button of the standard toolbar.

Youcanalsoeitherofthefollowingmethodstoaddaroworcolumn:

1. With the insertion point in the last cell, press tab to add another row at the end of a
table.

2. Select the right side of the column and select the insert column option from the
shortcut menu (Right-click on the mouse button to invoke the shortcut menu) as

displayed in the figure given below:
= f&  Cut

Copy

Pas:e

=

Insert Columns
Delete Columns
Merge Czlls

Listributs Hows Evenly

B & K

Listributzs Colimns Evenly

Borders and Shading...
Uﬁ Text Direction. ..
=1 cellahgnment b

AUEakIE b

Table Propertes.,

Borders&Shading:

Bydefault, table borders are inserted when you insert atable in a document. Theyget
printed with the document. If the default is removed, the table’s gridlines are displayed.
Gridlinesoptionfromthetablemenutotogglethedisplayofgridlinesinatableonthe



screen. Word hasmany paragraph and border shadingfeatures. You can apply borders
andshading to single paragraphs or to a group of paragraphs.

Tochangebordertoaspecifictype,
1. Clickacellinthecolumn/row.

2. Onthetablemenu,clicktable,propertiesandclicktheBorderandshadingtab.
3. Choosetheoptionsyouwant.

CheckyourProgress:
HowtostartMs-Word?
Whatistheuseofthesaurus
WhatdoesStandardToolbarProvides?
Howdoyoucreatedocuments?
Howdoyousavedocument?

Summary:

e Microsoft office is a software package that offers new features for sharing data and
documents, Dbetter-than-ever communication tools, internet/ intranet access and
publishing capabilities.

e There are manyways to start Microsoft Word. The most common are the Win2K start
Menu or the Office shortcut bar.

Therebasiccomponentsofthedefaultwordscreenare:
o Title bar, Menu bar, Ruler bar, Statusbar, Workspace, Taskbar, View buttons,
Insertion point.
Word’sfilefindingutilityhelpsyoutolocate, list,sort,examine,openandprint documents on
simple and complex criteria.
WordhasthreekindsofOnlinehelp

o OfficeAssistant, Topic-specificHelp,PointandshootHelp

Wordautomaticallywrapsthetext,eliminatingtheneedtopress theEnterkey until you want
to start a new paragraph.

SelectthePasteoptionfromtheEdit menutomovethetextfromonepointto another.

SelecttheChangecaseoptionfromtheFormatmenutochangethetext case.



Chapter-04

UsingSpreadsheet

Introduction
Objectives

ElementsofElectronicsparedSheet
ManipulationofCells
FormulasandFunction

Summary

ModelAnswers

INTRODUCTION:

MS-Excel is an electronic spreadsheet. A spread sheet is a generic term for the
software package that simulates a paper worksheet often used by people in management.Most
spreadsheetsstarted aselectronic versionsofhard copyaccounting worksheetswithone major
purpose- simple row and column arithmetic. It has various features to offer namely,fast
calculations, what if analysis, charts (also called graphs), automatic recalculations, and many
more.

A variety of applications for which MS-Excel can be used include automating
financial statements. Excel comes across as a powerful and flexible graphical presentation
tool. Data stored in database formats can be accessed through MS-Excel. Graphs or chartscan
be created based on data for quick assessment of a situation.

OBJECTIVES:

Aftergoingthroughthisunit, youwillbeableto:

e UnderstandthefeaturesofExcel

e Navigateworksheets

e Makedifferenttypesofentriesinaworksheet

e Createtext,numbers&dataseries

e Manipulatecells

e Createsmallbudgets/salesreports

ElementsofElectronicsSpreadSheet:

When you start Excel, workbook is displayed. It is here that Excel stores all its data
and allows manipulation. Aworkbook isa collectionofindividualworksheets, each ofwhich can
hold data. All actions and operations of Excel take place in the worksheet. Excel has 65536
rows and 256 columns in its worksheets.

OpeningofSpreadSheet
MicrosoftExcelcanbestartedinfollowingway:
1. ClickonStartbuttonintheWindowsenvironment.
2. SelectProgramsoptionfromtheStartmenu.

3. Select Microsoft Excel option from the Programs submenu. The following screen
isdisplayed.
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Ithasuser interfacefeaturescommontootherMicrosoft OfficeApplication.Each
worksheetis made up of cells that are the basic units for storing data.

NamingtheSheets:

Excel has its worksheets named as sheetl, sheet2, sheet3 and on. Sheets can be given
other names which may prove to be more convenient for task identifications; for example,
workbook1 may contain sheets called Student, Mark sheet, Attendance and so on.

Tonameasheet,followthesteps

Double-click the sheet tab to which you want to give a new name.
Therenamedialogboxgets invokedwherethenewnamecanbespecified. Or
1. Youcouldgotothesheet tabandclickontheright mousebutton.
2. Selectrename.

Oncethedialogboxisdisplayed,givethenewnameandclickontheOKbutton.

AddressingOfCells

Each worksheet is made up of cells, and cells are a result of intersection of rows and
columns. They are the basic units for storing data. Each cell gets its name from this
intersection. The address ofa cell that is in column A and has its row number as 4 is referred

to ascell A4. Agroup ofcontiguouscells is called a range. An example ofa cellrange would be
G1:G3.

CellA1,A2containsthetableChandan, Yashpal.

CellsB4andC4containthevalue400and800respectively. Cell G4
contains the formula = C4-B4.
PressingtheEnterkeywillresultinG4holdingtheresultoftheformula=(C4-B4).



Allformulaentriesshouldbeginwithan=(equalto)sign.

You can make a cell active by clicking on it. Files created by a spreadsheet package are
known as worksheets. Automatic recalculation featurehastens the calculation tasks. Ifdata in
cell C4 is changed from 800 to 900, then the formula in cell G4 would calculate the result
basedonthe new C4cellcontent. This is duetothe fact that,oncethe formula is createdwith cell
references in it, it establishes a relationship with the specified cell references or address. You
can movearound inaworksheet withtheaid ofa mouseorthekeyboard,or byusing the menu bars.

You can use the arrow keys, page up, page down and a host of other keys in combination, to
move around in the worksheet.
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Tomoveintheworksheetbyusingthemenubar:

Selectthe Go to option from the Editmenu or press the F5function key to open up the
Go todialogbox and E2, type thereference of the cell,click on the OK button of the go to
dialog box. The cell pointer moves to cell E2 immediately.

TomoveintheworksheetusingtheMouse:

Select the cell you want to activate. Place the mouse pointer on it. Click to activate it.
Several cells can be grouped to from a cell range, cell ranges are required to be selected for
calculation and clicking on each one of them becomes a very tedious task. Cells can be

selected using keyboard, mouse. To select a cell range for an instance, you can do the
following:

UsingKeyboard:

1. Movethecellpointeratthecornerofthecellrangewhichyouwanttoselect.
2. Clickonthestartingcellofthe range

3. Pressand holddowntheshift keyandthenpressthearrowkeystoselecttherange.
UsingMouse:

1. Clickonacorneroftherange youwanttoselect.
2. Dragthemouseovertherange.

3. Whenyoureachtheendoftherange,releasethemousebutton(referfigure)
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PrintingofSpreadSheet:

Excel offers you various printing options for your worksheets. It enables you to havea
preview of worksheet data with the aid of the Print preview option. You can set margins,
fonts, headers and footers to enhance you worksheets.

PrintinganArea

By default, Excel prints the current worksheet when the Print command is selected from
the file menu. However, if you require a particular area of the worksheet to be printed, then
you are offered this facility also. To dos, you can follow these steps:

Selecttherangethatyouwanttoprint.
Selecttheprintoptionfromthefilemenu.

Theprintdialogboxgetsinvokedasshowninfigurebelow.
InthePrintwhat sectionofthedialogbox,choosetheselectionoption.
SelecttheOKoptiontocompletetheprocedure.

A e

DefiningandDeletingaPrintArea

There may be situations where you need to print the same range repeatedly. To avoid the
tedium of specifying the same range for printing several times, you can conveniently define
ranges as the print area.

1. Selecttheareayouwanttospecify.

SelectthePrintareaoptionfromthefilemenu.
SelecttheSetprintareafromthePrintareasubmenuasshowninthefigurebelow.
SelectthePrintoptionfromthefilemenu.

ClickontheOK button.
YoucanselectClearPrintareawhenyouwanttoremovethedefinedPrintArea.

O NGBS N

Toprintworksheets,thestepsare:
1. SelectthePrintoptionfromthefilemenu. Thisinvokestheprintdialogbox.

2. Thisdialogboxis verysimilaras youused inthe Ms-WordPrint dialogbox.Theonly
difference is the three extra button which are given below:

Selection—printsselectedcells:
Activesheet(s)—printsonlyselectedworksheets. Entire



workbook — prints open workbook.



PrintingWorksheets:

WorksheetscanbeveryconvenientlyprintedbytheuseofthePrint commandthat sends your
worksheet pages to the printer immediately.

DeviceOptions:

Controlstheprintqualityandallowsyoutoadjustprintermemorytracking(this affects how
the driver tracks printer memory usage).

SavingWorkbooks:
Whenever workbooks are created, they are named, by default as workbookl,

Workbook2andsoon. Savingtheworksheetsoftheseworkbooksmakesthempermanent. To save
the work on you worksheets, you should follow the steps:

Save As

Save in: | () My Dacuments v @ @ Q X i B - Teos-
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LD |[3edm
My Recent || Camkasia Studio

Dacuments |\ filechi maiti

= I.’ﬂMy Music
L5 E:'ﬂMy Pictures

Desktop @My videos

|[Zvideo Editar
\ -@Bookl
My Documents
w58
My Camputet
MMy Network. — = =
Places U Save as bype! | Microsaft Office Excel Warkbook v

1. SelecttheSaveoptionfromthefilemenutosaveitthedisk.
2. Youcanalso clickonthesavebuttononthestandardtoolbar.

3. Namethe file youhavesavedandspecifythe locationat whichtheworkbookshould be
placed.

SavingMultipleFiles

Whenyouhaveanumber offilesthat areopen, youveryconvenient savethemall. You
canselect the Exit option fromthe File menu and click onthe Yesto allbutton inthe Save as
dialog box that is displayed.

SavingasanHtmlFile:

Excel allows you topublish you workbook data on the web and even move to
otherfiles by using hyperlinks.
You can alsosave an excel worksheets as an HTML filefor publishing on the WorldWide Web.
To do so, you can select the Save as HTML option.

ManipulationofCells

Active cell is indicated by a rectangle boundary over that cell. Data entry is
accomplished by feeding the data in the active cell. Al is always the active cell in a new
worksheet bydefault, butif you want tomove on to another cell for data entry, then you can



make that cell active by moving the mouse pointer on it and clicking on it. As you type, the
data is displayed in the active cell as well as in the formula bar.

EnteringText,Numbers&Dates:
EnteringText:

Text entries can be numbers, letters or symbols. Numbers can also be treated as text,
especially in cases where calculations are not required; for example, telephone numbers,
record numbers, zip codes, roll numbers and so on.

Excel studies the entered data to determine the type. If you type an address which is
alpha-numeric in nature, it is automatically taken as a text entry, for example, Electronics
Niketan, 6 CGO Complex, New Delhi-110003.

Numeric entries that are to be treated as text should be preceded with an apostrophe; for
example, 64. it is them considered as text entry.

EnteringNumbers:

Data and time entries can also be made in Excel worksheets. Excelallows calculation
on dates because it converts the entry to a serial date number; for example, you can find out
the age ofa person by reducing the current date from his date of birth. Excel recognizes date
and time only when they are specified in the right formats.

ValidDateFormatValidTime
6/10/,6-OCT,6-OCT,0CT-612:30:20am

CreatingText,Numberanddateseries:

You may sometimes find yourself in a situation where you need to key in a series of
text, dates, time or numbers. A time series, for example, can include increments of days,
weeks or months. It can include repeating sequences suchas weekdays, monthor quarters. In
such cases, specifying the initial time selections and the lastvalue of the series would resultin
the entire series being generated automatically by Excel. A few examples of time series have
been given below:

InitialSelection ExtendSeries

1,2 10:00,11:00,12:00
Mon Tue,Wed, Thursday
Jan Feb,Mar,Apr

You canalso generate liner series and growthseries by selecting the initial values for
the series and positioning them in the first two cells ofthe range of cells ofthe range ofcells to
be generated. Examples of linear and growth series are given below

InitialSolution ExtendedLinearSeries
1,2 3,4,5

100,95 95,85

1,3 5,7,9

e Auto-fill feature (Auto-fill handle is the small plus sign at the bottom right corner of
the active cell)
e Menubar






CreatingTextSeries

To fill a range ofcells with text entries, such as days months, and so on or fill a range of
cells with text using the Auto-fill feature, follow the steps:

Enterthefirstvalueinthecellwhichwouldbeatthebeginningoftheseries,and select the cell.
DragtheAuto-fillhandleacrossthecellthat youwanttofill.

Releasethemousebutton.
Excelfilestherangeofselectedcellswiththeappropriatetextentries.
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Usethemenubartoperformthesametaskbyfollowingthesesteps:

1. Enterthefirstvalueandselecttherangetobefilled.
Select thefilloptionfromtheEdit menu.
Selecttheseriesoptionfromthefillsubmenu.
Indicatewhether youwanttofillyouseriesinrowsorcolumns.
Specifythetypeofseriesyouwantyoucreate—Liner,Growth,Dateor Auto-fill
Youcannowspecifythestepandthestopvalues.
Youcancreateseriessuchas:

Nk wD

4:00,5:00,6:00, 7:00
Redg100,Redg101,Redg102 Jan,
Feb, Mar

Sun,Mon, Tue
North,SouthEast, West

The method for entering series of dates, series of numbers is same as given above.
You can enter a series of numbers or series of dates where increments and decrements of
numbers is byaspecific value. Suppose youwant to generatealist ofevennumbers.Youcan do it
in the following ways:

UsingtheAuto-fillFeature

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

2. Select boththecells.

3. DragtheAuto-fillhandleovertherangeofcellsyouwanttofill.

4. Releasethemousebutton.

Excelfillstherangeofcellswiththeappropriateentries.
Youcan alsouse the series optionfrom thefill submenuof the Editmenuforgeneratinga series of
numbers.

EditingWorksheetData:

The data that exists in cells may require some editing, such as moving data from one
locationto the other, clearing cellcontentsand so on. You canedit the contentsofthe cell by
using the formula bar or the In-cell editing option as described below:



FormulabarMethod:
1. Selectthecellyouwanttoedit.
2. ClickontheformulabarorpresstheF2 functionkey.

In-CellEditing:
Toeditthecontentsofcell:

The insertion point appears at the end ofthe cell which can be moved to he required position
for editing.

ClearingaCell:

To clear a cell is to erase the cell content but it is not similar to deleting a cell.
Deletingacellor cells causestheother cellsonthe rightor bottomtoshift positions. Clearing cells,

on the other hand, does not cause the other cells to shift. There are different ways of clearing
cell contents.

(1) Toclearacellusingshortcut menu:
1. Highlightthecellorrangeofcellstobecleared.
2. Clickontherightmousebutton.
3. SelecttheClearContentsfromtheshortcutmenu.
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(i)  ToclearthecellcontentsbyusingtheDeletekey,followthesteps:

1. Select thecellandusetheDeletekeytoclearacell.
2. Excelclearsallthedatafromthecell,but doesnotchangecellformatting.

(iii))  Toclearthecontentsofacellusing menubar,followthesteps:

1. SelectthecelloptionfromtheEdit menu.
2. SelecttheClearoptionfromtheEditmenu.



Contents-clearsthecellcontents
Comments-clearsthecellcommentsinthecell

All-tocleareverythingfromthecell,includingformattingandcellNotes.

Formats—toclearonlycellformatting formthecell.

CopyingData

To create multiple copies of worksheet data, you use the copy and paste feature of
Excel. This makes it easier to copy the contents of the cells than typing the data all overagain.
The task can be accomplished in several ways.

(1) Usingthemenubar,youneedto:
Select thecellorrangeofcellshavingthecellcontentsthataretobecopied
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2. Select thecopyoptionfromtheEdit menu.
3. Selectthecellsinwhichyouwantto pasteacopyofthedata.
4. selectthepastoptionfrotheEdit menuorpressCtrl+V
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(1)  Youcanusetheshortcutmenuto copyandpastebyfollowingthesteps:

1. Select therangeofdatathatyouwantcopy.

2. Clickontherightmousebutton

3. Selectcopyfromtheshortcut menu.

4. Selectthecellsinwhichyouwanttopasteyourdata.

5. Clickontheright mousebuttonagainandselect thepasteoptionfromtheshortcut menu.
DragandDropMethod:

(iii))  Tousethedraganddropmethodto copyandpastedata,followthesesteps:
Selectthecellsorrangeofcellsthatcontainsthedatayouwanttocopy
Positionthe mousepointerontheFillhandle.
Dragthefillhandleovertheadjacentcells.
Thecellcontentswouldbecopiedintheadjacentcells.
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(iv)  ToAuto-fullCommandenablesyouto copyto adjacent cells.To doso,youcan
follow these steps:
1. Selectthecellorrangeofcellsthat containsthedatayouwanttocopy.

2. Positionthe mousepointerontheFillhandle.

3. DragtheFillhandleovertheadjacent cells.

4. Thecellcontentswouldbecopiedintheadjacentcells.
5. Releasethemousebutton.



CutandPaste

When you select thecut command to movethedata, acopyofthedata isstored inthe
window clipboard. Later when you use the paste option, the data is placed in another are of
the worksheet. The method for performing cut & paste is similar to copy except the fact that
instead of copy, cut is selected from menu.

InsertingandDeletingRows,Column:

Youcaninsert rows,columns, andcellifrequired. Insertionofrows, columnsandcell
ranges always cause the data already in the worksheet to shift position to accommodate the
insert object. The method for deleting/inserting rows/ columns similar to deletion/ Insertionof
cell except that new cell is to be selected.

1a)Toinsertacolumnusingthemainmenu,the:

Positionthecellpointeronthecolumnwhereyouwantthenewcolumnshouldbe inserted
Select the column option from the insert menu.
Excelinsertsanewcolumnandtheexistingcolumnsshifttoright

1b)Tolnsertacolumnusingtheshortcutmenu,thestepsare:

Position the cell pointerin the column where you wantyour new column should
beinserted.

Clickontherightmousebuttononthecolumnheaderandselecttheinsertoption from the
shortcut menu as shown in Figure 5.10

2a)Todeleteacolumnusingthemainmenu,thestepsare:
Clicktheletterof thecolumnyouwanttodelete.Selectthedeleteoptionfrom the Edit menu.

2b)Todeleteacolumnusingtheshortcutmethod,thestepsare:

Select the letterofthecolumnyouwant to delete.Clickontheright mousebuttonand select
the delete option from the shortcut menu.

3a)Toinsertarowusingthemainmenu,thestepsare:

Select a cell in the row below the location where the new row should appear.
Selectthe now option from the insert menu.

3b)Toinsertarowusingtheshortcutmenu,thestepsare:

Selectacellintherowbelowwherethenewrowshouldappear.Clicktheright mouse button
on the row header and then select insert option from the shortcut menu.

4a)Todeletearowusingthemainmenu,thestepsare:
Selecttherowwhichyouwanttodelete.SelectthedeleteoptionfromtheEditmenu.

4b)Todeletearowusingtheshortcutmenu,thestepsare:

Selecttherowwhichyouwanttodelete.Clicktherightmousebuttonand select the
delete option from the shortcut menu.

ChangingCellHeight&Width:

The data that you enter in the cells is sometimes too long for the column width to
accommodate. You can increase the column width and row height to display the entire cell

entry.



ChangingColumnWidth
Columnwidthcanbechangedbyusingthemouseorthemenucommands.

1. Position the mouse pointer on the right border of the heading of the column that
hasthe width to be changed

2. Pressthemousebuttonanddragittotherighttoincreasethecolumnwidthor towards the left
to decrease the width.

3. Oncetherightwidthhasbeenselected,releasethemousebutton.

(i1) Tochangethecolumnwidthusingthemenubar,thestepsare:

1. Clickontheheadingofthecolumnthat hasthewidthyouwantto change
2. Selectthecolumnoptionfromtheformatmenu.
3. Selectthewidthoptionfromthecolumnsubmenu.
4. Enterthecolumnwidthinthecolumnwidthtext box.
5. SelecttheOKoption
ChangingRowHeight:

Changetherowheightbyusingthemouseandthemenubar.
(1) Tochangetherowheightbyusingthemouse,thestepsare
1. Positionthe mousepointerontheheadingoftherow(wheretherownumbersare
specified) having the height you want to change.
2. Pressthemousebutton. Adoubleheadedarrowisdisplayed.

3. Dragthearrowdownoruptoincreaseordecreasetherowheight.
4. Releasethemousebuttonwhentheappropriateheightisselected

(11) Tochangetherowheightbyusingthemenu bar,thestepsare
Clickontheheadingoftherowwhoseheightyouwanttochange.

Selecttherowoptionfromtherowsubmenu
Selecttheheightoptionfromtherowsubmenu
Entertherowheight intherowheight text box.
SelecttheOKoption.
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Asampleofincreasedcolumnwidthandrowheight hasbeenshowninthe figure.

FormulasandFunction:

Excel user’s formulas for calculations. Formulas can be simple as well as complex in
nature. Charts are introduced in worksheets to make analysis tasks easier. Charts are
introduced in presentation aid. They not only enhance the worksheet but also allow a user to
gather a lot of information in much lesser time.



UsingFormulas:

Using a formula, expressions can be calculated by typing the formula in the
appropriate cell: for example, = B4+CS5 is a formula that adds the cell content of cell B4 tothe
cell contents of cell C5. The formula must be preceded by an equal to (=) sign.

=35 *44

=23 12

=C5-C3
=C1+C2+C3+C4+C5
=53 — D6* 44/3

Formulas can also contain named cells or cell ranges. Excel formula a functionalities lie inthe
fact that it canrelatethe formulatothecells referred init and ifthecontentsofthese cells change, a
new result is calculated with the aid of the automatic recalculation feature. The formula
entered in an active cell, press the enter key. It is to observe that the cell displays the result,
and the formula bar displays the formula or expression.

Function:
Functions are predefined formulas that performcalculations byusing specified values
called arguments is a particular order, called the syntax; for example, the SUM function adds
the values or ranges of cell

Toenterformulathatcontainsafunction,followthesteps:

1. Clickonthecellinwhichyouwant toentertheformula

2. To type the formula with the help of function, click on Auto Sum button on the
Standard Tool bar.

3. Click onthe downarrow, head right next to the Functions boxto invoke a drop-down
list of available functions, which included SUM, COUNT, AVERAGE, MAX and so
on.

4. Click on the function you wantyou want to add to the formula. If the function does not
appear in the list, click on more Functions.

5. Entertheargumentsforthefunction

6. Whenyoucompletetheformula,presstheEnterkey.

7. The other convenient way of choosing functions is by using the Insert function that
appears on the standard toolbar as fx symbol.

YoucanalsoselectafunctionoptionfromtheinsertmenutoselectanExcelfunction.
Boththeactionsinvokethepastefunctiondialogbox.

Thefunctioncategorylist displaysExcel’sbuilt-infunctions.Selecttherequired function
fromthe list. If you are not surewhich functiontoselect, there is a Help button inthe Office
Assistant to guide you.

Charts

Growth rate analysis or monthly sales reports which would be a very tedious job can be
made quite interesting and time conserving if depicted through charts. To create a chart, you
must select a range of cells containing both labels and numeric values. Then you can use the
Chart Wizard buttononthestandard toolbar, Chartsarecreated aschart sheets inaworkbook
bydefault or can be embedded ina worksheet. You cancreate a chart using the Chart wizard by



following the steps listed hereunder:



Selectarangewithnumericdataandlabels.
ClickontheChart Wizardtoolonthestandardtoolbar.

3. When the mouse button is released, the chart wizard dialog box gets invoked asshown
in given figure. The chart wizard then guides you to different steps of creating chart of
your own choice.

4. ClickontheFinishbuttontocompletetheprocessofcreatingcharts. Achart using the
default format is drawn.

5. You can select the next option to go the next step which would show step 2 of 4dialog
boxand inthis manner, youcanmovetostep3to 4ofdialogboxto make your charts more
detailed and according to your convenience.

6. Thestep2of4dialog boxlets youspecifyyour rangeofdatathat youwant to include in the
chart.

7. TheDatarangetabdisplaytherangerecognized bythechart.Ifyouneedto change, it then
type in the new range.

8. Theseriestaballows you to add and removeadataseries. You canalso specifythe x- axis
labels.

9. Step3to 4 dialog boxofthe chart wizard has number oftabs. Eachone has a specific
button to perform.
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Titlestab:adds/removestitlesto chars.
Axes:togglestheaxisvaluesonandoff.
Gridlinestab:displaysgridlinesparalleltoxandyaxis.
Legendtab:togglesalegendsonandoffanglesit,andplaceit tothecharts.
Datalabelstab:addsorremoveslabelsandvaluestoseries.

Datatabletab:linksorremovessourcedatafromthechart.

This chart wizard helps you to specify the location as embedded chart on a worksheet, or
as a chart sheet.

Selecttheoptionasobjectinandclickonfinish. Yourfinalchartwouldbeplacedon your
worksheet.

CheckYourProgress:
Intheblankarea,writetheletterofthecorrespondingtermsor phrases:
1. provides the information about the setting that are currently being

as well as for date & time.
agroupofcellsonwhichaoperationistobeperformed.

acommonlyusedcalculationthatisbuiltintothespreadsheet.

designatesthe intersectionofarow&column
containsthemainmenuandtheeditline.

anumberthecanbeusedinmathematicaloperation
indicatesforoperationcurrentlybeingperformed
anequationenteredintothespreadsheet bytheuser.
theareawhendatacanbeenteredorchanged.
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Summary:

O]

Spreadsheetissoftwarethatsimulatesapaperworksheet.

MS-Excelisa windowsbased spreadsheet package. Movement ina worksheet is
possible by using the keyboard, mouse or the scroll bars.

Data entrycan be oftext, numbers, date and time. Seriesoftext numbersdates
and time can be conveniently created.
Savingaworkbooksavesalltheworksheetscontainedinit.

Worksheet can also be saved in different formats; making modification in
worksheet is possible. Editing a cell or a cell range can do it copying and
moving data from one place to another in a worksheet can be done.
Worksheets can inserted, renamed and deletion of these worksheets is also
permitted. Column width can be changed by using the format, column and
width captions.

Row height can be altered byusing format, row and height option. Charts can
be embedded in your worksheets by using the chart wizard feature of excel.



Chapter 5

Communicationusingthelnternet

Introduction

Objectives
BasicsofComputerNetworks
Internet

summary

modelanswers

Introduction

Computers in organizations have been used to extract and correlate information.
Resource sharing, high reliability and communication can be achieved by connecting these
computers. Computer Networks offer better price / performance ratio over mainframe
computers. Network also delivers services to individuals like access to remote information,
paytheir bills, managetheirbankaccountsandhandletheir investmentselectronically. World Wide
Web contains information about almost everything. Another important category of network
use is person to person interaction and Email is already widely used by millions of people and
now also contains audio, video besides text. Irrespective of its place, Internet can be used for
a number of purposes like accessing World Wide Web, email etc.

Objectives
AfterCompletingthislessonyouwillbeableto,

e KnowthedifferentconceptsofLocalAreaNetworks
BecomefamiliarwithWANterminology.
Learnaboutdifferenttypesof WANterminology.
ConfiguretheEthernetCard.
ConfigureModemCardforDialUp
KnowaboutdifferentprotocolsandtermsusedinInternet.

BasicsofComputerNetworks

The merging of Computers and communications has had a profound influence on the
wayComputer systemsareorganized. Theold modelofa single mainframecomputer serving all
of organizations need has been replaced by one in which a large number of separate but
interconnected computers do the job. These systems called Computer Networks.

LocalAreaNetwork

LocalAreaNetworkastheworditselfdefines isa networkconfinedto asmallarea. It is a
network of Computers that is privately owned and limited to a small room, singlebuilding or
at most spread acrossthe campus. There are three characteristics ofLANs, which distinguish
them from other types of networks.1) Size,2) Transmission Technology,3) Topology
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Size:
Asmentioned above,LANsarerestrictedin sizeandusuallyspreadacrossarangeof
lkmofradius.

TransmissionTechnology:
Itrefers tothetechnologybywhichdatafromsourceis transmittedtothedestination.
Thesedaysvariesfrom10Mbpsto 1000Mbps(1GigaBitspersecond)orevenmore.

Topology:

Topology refers to the physical arrangement of placing computers. There are anumber
of topologies possible. One commonly used topology is Bus. In a bus ( a Linear Cable)
network only one computer is allowed to an arbitration method is required to resolve the
conflict. Other topology is star in which a hub is required to connect the Computers. The
hubcan beused to connect 4/8/12/24 Computers. In morethan90% ofthe LAN installations,
this topology is used.

Most commonly used standard defined for LAN is IEE 802.3, which is popularly
known as Ethernet. It defines the types of cables and connectors that can be used. The data
transmission rate is 10 Mbps in following implementations,

Thick Ethernet which used thick Coaxial cable is called Thick Ethernet and can be
used to create a LAN segment of500 meters. It is also called 10 Base — 5 network.

Thin Ethernet or 10 Base-2 LAN is implemented through thin coaxial cable and its
LAN segment 1s limited to 185 meters. BNC connectors were used in this network.

These days UPT (Unshielded Twisted Pair) cable is used in more then 90 % of the
LAN installations. Theadvantageofthis implementationisthat it iseasyto maintainandcost
effective. The segment size is limited to 100 meters and computers are connected to a central
hub or switch using star topology.

10 Base-T standard uses UPT category 3 cable and RJ 45 connectors. With the UTP
CATS ( Category 5) cable and Switch, it is possible to achieve a data transfer rate of 100
Mbps in LANs. This implementation is called 100 Base-T.



WideAreaNetworks

A wide area network (WAN) spans a large geographical area, often a country or
continent. WAN 1is a geographically dispersed telecommunications network. For the
transmission of data beyond a local area, communications is typically achieved by
transmitting the data from source to the destination through a network of intermediate
switching nodes. These switching elements are specialized computers used to connect two or
more transmission lines. When data arrives on an incoming line, the switching element must
choose an outgoing line to forward them on. There is no consensus on the term used to
represent switching element but Router is much widely used. The term distinguishes abroader
telecommunication structure froma local area network. A wide area network may be privately
owned or rented, but the tem usually denotes the inclusion of public (shared user) networks.

o Mot

In most of the WANSs, the network contains numerous cables or telephone lines, each
one connecting a pair of routers. If two routers that don’t share a cable nevertheless wish to
communicate, they must do it indirectly via other routers. When a packet is sent from one
router to another via one or more intermediate routers, the packet is received in its entirely,
stored there until the required output line is free, and then forwarded.

Internet

Internet is the world’s largest computer network and is described as a network of
networks. One of the greatest thing about the Internet is that nobody really owns it. It is a
global collection of networks, both big and small. These networks connect together in many
different ways to form the single entity that we know as the Internet. In fact, the very name
comes from this idea of interconnected networks. The term “The Internet” was first used in
1982 to refer to the enormous collection of inter-connected network that use TCP/IP
protocols.

ConceptofInternet

APRANET (Advanced ResearchProject Agency Networks),theoriginatorofInternet
emerged in 1957 from the U.S. Department of Defence as a fault-tolerance Wide Area
Computer Networking paradigm, one that would survive a nuclear attack. Within a decade it
became the largest, the most powerful and definitely the most uncontrollable force in the
world. Since its beginning in 1969, the Internet has grown from four host computer systemsto
tens of millions. Although nobodyowns the Internet, but it is monitored and maintained in
different ways. The Internet Society, a non-profit group established in 1992, oversees the
formation ofthe policies and protocols that define how we use and interact with the Internet.
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When internet innovators developed its infrastructure, their primary intension was to
create a tool that could advance communications and research across academic institutions.
Even in the early nineties when a broad consumer audience began to use the Internet, people
viewed it as a speedy version of postal mail. Only in the past ten years have consumers’
begum using the Internet for entertainment, shopping, business, banking and personal
productivity.

A computer on Internet can be addressed using a Internet protocol (IP) address and
can also be located using Domain Name Service (DNS). The IP address consists of Address
of the Network and Address of the computer within the Network. A typical IP address look
like this.
216.27.61.137

To make it easier for us (humans) to remember, IP addresses are normally expressed
in decimal format as adotted decimal number like theone above. But communicate in binary
form. Look at the same IP address in binary:
11011000.00011011.00111101.10001001

The four numbers in a IP address are called octets, because they each have eight
positionswhenviewed inbinaryform.Ifyouaddallthepositionstogether,youget 32,which is why
IP addresses are considered 32- bit numbers. Since each of the eight positions
canhavetwodifferentstates(1 or0),thetotalnumberofpossiblecombinationsperoctetis28 or
256. So each octet can contain any value between 0 and 255. Combine the four octets andyou
get 232 or a possible 4,294,967,296 unique values.

Out ofthe almost 4.3 billion possible combinations, certain values are restricted from
use as typical IP address. For example, the TP address 0.0.0.0 is reserved for the default
network and the address 255.255.255.255 is used for broadcasts.

Theoctetsserveapurposeother thansimplyseparating the numbers. Theyareused to
create classes of IP addresses that can be assigned to a particular business; government or
other entity based on size and need. The octets are split into two sections: Net and Host. The
Net section always contains the first octet. It is used to identify the network that a computer
belongsto.Host(sometimesreferredtoasNode)identifytheactualcomputeronthe



network. Thehost sectionalways containsthe last octet. Thereare five IP classespluscertain
special addresses.

When the Internet is its infancy, it consisted of a small number of computers hooked
together with modems and telephone lines. You could only make connections by providing
the IP address of the computer you wanted to establish a link with. For example, a typical IP
address might be 216.27.22.162. This was fine when there were only a few hosts out there,
but is became unwieldy as more and more systems came online.

The first solution to the problem was a simple text file maintained by the Network
Information Center that mapped names to IP addresses. Soonthis text file became so large it
was too cumbersome to manage. In 1983, the University of Wisconsin created the Domain
Name System (DNS), which maps text names to IP addresses automatically.
TheDNSschemegivesusmeaningfulnametotheaddresses.Forexample:
username@Organisationname.Organisation Type.Geographymailto:Unsername@QOrganisationname.Organi
sationType.Geography

InternetArchitecture

The internet architecture can be broadly classified into three layers. The very first
layer consistsoflnternet Backbonesandveryhighspeednetworklines.  TheNationalScience
Foundation(NSF) createdthe first high-speed backbone in1987calledNSFNET, it wasa T1 line
that connected 170 smaller networks together and operated at 1.544 Mbps (million bits per
second). IBM, MCI and Merit worked with NSF to create the backbone and developed a T3
(45Mbps) backbone the following year. Backbones are typically fiber optic trunk lines. The
trunk line has multiple fiber optic cables combined together to increase the capacity. Fiber
optic cables are designated OC-48 can transmit 2,488 Mbps (2.488 Gbps). The nodes are
known as Network Access Point (NAPs). The second layer is usually known as Internet
Service Provider (ISP). The ISPs are connected to the Backbones at NAP’s with high speed
lines. The end users which are part of third layer are connected to ISPs by dial up or leased
lines and modems. The speed of communication is usually 1400 bps to 2048 kbps.
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Inthereallnternet, dozensoflargelnternet providers interconnect at NAPs in various
cities, and trillions ofbytes ofdata flow between the individual networks at these points. The
Internet is a collection of huge corporate networks interconnected with one other at theNAPs,
backbones and routers to talk to each other. A message can leave one computer and travel
halfway across the world through several different networks and arrive at another computer in
a fraction of a second.

The routers determine where to send information from one computer to another.
Routersarespecializedcomputersthatsendmessagestotheirdestinationsalongthousandsof
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pathways. It joins two networks, passing information from one to the other. It also protectsthe
networks fromone another, preventing the traffic on one fromunnecessarily spilling over
totheother. Regardlessofhow manynetworksareattached, thebasicoperationand function of the
router remains the same. Since the Internet is one huge network made up of tens of thousands
of smaller networks, its use of routers is an absolute necessity.

WorldWideWeb(WWW):

It integrates all the information from the Internet in one big web. It is the most user-
friendly service. It is the most user-friendly service. It allows connecting to any computer
having information. It offers the capability to links with sites. Web Servers are software that
run on the Internet servers and provide information to the Web users and other servers.
Internet servers store information on the Internet are either servers or clients. The machines
that provide services to other machines are servers. The machines that are used to connect to
those services are clients. There are Webservers, e-mail servers, FTP servers etc. serving the
needs of Internet users all over the world.
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The information on the web server is compiled in Hyper Text Markup Language
(HTML). It has useful text and images linked to different documents. HTML provides 2-D
effect. But to have 3-D effect of the images and to have sound effect etc. , Virtual Reality
Modeling Language ( VRML) can be used very efficiently. Web browser is software, which
provides interface to WWW. This softwarerunsonuser’s machine. Web browser is available in
two formats: Graphical format and Textformat. Once a client has connected to a serviceon a
particular port, it accesses the service using a specific protocol. Protocols are rules that
describe how the client and server will have their conversation. Every Web server on the
Internet conforms to the Hypertext Transfer Protocol (HTTP).

For locating any document on the WWW, a unique address known as a Uniform
Resource Locator (URL) is required. It consists of three parts: protocol name, server address
and document location within the server’s space. When you connect to
http://www.doeacc.org.in/info.htmto read a page, you are a user sitting at a client’s machine.
You are accessing the DOEACC web server. The server machine finds the page yourequested
and sends it to you. Clients that come to a server machine do so with a specific
intent,soclientsdirecttheirrequeststoaspecificsoftwareserverrunningontheserver
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machine.Forexample,if youarerunningaWebbrowser onyourmachine,itwill wantto talk to the
Web Server on the server machine, not the e-mail server.

Applicationofinternet
E-mail:

It is way to communicate offline between different Internet users. With electronicmail
you can send messages to people across town, across the country, or across the globe
instantaneously. It is a concept that is radically reshaping how the world communicates.Email
goes even further- you can also send and receive digitized pictures, sounds, and entire
computer programs, using Internet email as a “carrier”. Hundreds of electronic libraries and
archives all over the world can be accessed using this technique to provide access to their
resources. Finally, you can subscribeto mailing lists— electronic equivalentsofmagazines or
newspapers. Except onthese magazines, thesubscriberscanalso talk with eachother,turning the
list into a private forum.

Chat:
ChatorInternetRelayChatisamulti-user,multichannel,realtimeChat.Itallows

multiple users to take part in the conversation. It can be used for marketing, giving
production, etc. in business sector.

NewsGroups:

Many Users can communicate and share their views through this Internet Service. A
newsgroup is a discussion about a particular subject consisting of notes written to a central
Internet site and redistributed through Usenet, a worldwide network of news discussion
groups. Usenet uses the Network News Transfer Protocol (NNTP). Newsgroups areorganized
into subject hierarchies, withthe first few lettersofthe newsgroupname indicating the major
subject categoryand sub-categoriesrepresentedbya subtopic name. Manysubjects have
multiple levels of subtopics. Some major subject categories are: news, rec ( recreation),
soc(society), sci(science), comp (computers), and many more. Users can post to existing
newsgroups, respond to previous posts, and create new newsgroups.

OtherInternetServices
Telnet:

This InternetTool enables ustologin hostcomputeron the Internet.Many companies
provide guest login, which can be accessed through Telnet. It has two operating modes:
Command mode and Input mode. Command mode is used toopen, close and quit the remote
host computer. The input mode can be used for inputting different data.

Gopher:

It is a menu-based information retrieval tool. It is used to search the keywords to get
the closest menu. It was used to retrieve information by linking up to Telnet. It was very
popular www came into existence.

FTP:

FileTransferProtocol(FTP)isusedtotransferinformationintheformoffilefrom
oneuser computertoanother  computer.FTPisanapplicationprotocolthat usedthelntenet’s
TCP/IP protocols. FTP is commonly used to transfer Web page files fromtheir creator to the
computer that acts as their server for everyone on the Internet. It’s also commonly used to
download programs and other filesto user’s computer from other servers.



Connectingtotheinternet:
Dial-up:

In dial-up Internet Access can be taken with the help of Telephone Lines. With the
help of Modem your computer can be connect to Internet Service Provider and dial for
Internet Access. Dial-up type of services mostly need only telephone network, other type of
architectureisnot necessary. At remoteplacesdue tolowpopulation,broadbandsetupcannot be
established therefore dial-up connection is available at lower rates. In dial-up type connection
telephone cannot be accessed while using Internet.

BroadBand:

In broad band type of communication large range of frequencies are used for
transmission of Information. As the bandwidth is increased, Information Transmission
Capacityalso increases. Analog modems areused for transmitting thedataontelephone lines to
achieve the speed of56 kbps or more. When ADSL (Asymmetric Digital Subscriber Line) is
used onthese telephone lines datatransmissionspeed canbe increased up-to several mbps. With
the use of various Medias, variable transmission speeds can be achieved therefore particular
transmission speed is not set for broad band transmission. Many packets of information can
be sent simultaneously. Compared to dial-up broad band transmission is faster and telephone
can be used while accessing the Internet.

Wi Fi (Wireless Fidelity) — Wi Fi is a wireless technology. In this type of network
computers are connected to each other without cable of wire. Therefore the expenses on
configuration and maintenance of the network are reduced. There are some places where
setting up the network with cables is difficult or sometimes not possible, on such places
wireless networks are very helpful to be connected. In this type of networks information can
be send over the network nodes as personal computers, and many other devices. In wireless
networks there is a limit on the size of the network and also these networks are less secure
compared to other networks with cable.

To prepare the Computer for Internet access and LAN, you would require some
information that you can get from the Network Administrator. The Ethernet card can be
configured in the following steps:

1. Click on start, select control panel and click on Network or Right click on My

Network places at Desktop and select its properties.

2. This screen informs about the network and dial up connections. Select the one thatyou
want to install.

3. To install Local Area Network, select the icon, a new screen appears with the details
of the Ethernet card and the bland area where components can be installed.

4. Click on install button and add the components like Client for Microsoft Network,File
and printer sharing for Microsoft, NetBEUI protocol. TCP/IP protocol should be
added if you want to access Internet.

5. ToconfigureTCP/IP,selectitandclickonproperties.

6. SelectobtainIP addressautomaticallyifDHCPhasbeenconfigured onWindowsNT
/2000domain. Otherwise specifythe IP address manuallyand subnet mask. IfDNS is
configured in the network, specify its I[P address. DNS is used to resolve the name
with IP address.

7. Click on Advanced and Select WINS configuration Tab. As your computer is
identified by a name and actually any computer needs IP address to connect to
networksoWINSisrequiredtobeconfiguredtoresolvenamesinWINNT/2000



server based network. IfWINS is installed inthe network,enable WINSresolutionby
giving the IP address of WINS server.

Onceallabovedetailsaregiven, thecomputer isreadyfor accessthroughLAN. To
Configure Dial up Connection

8. The dial up connection should be configured if you want to access Internet from the
computer at your home through telephone lines. Select dial up connection option as
mentioned in point2. Network connection wizard will help you in creating this dialup
connection.

9. Follow the instructions and give the desired information. Select the connection type
and click next.

10. Now the wizard requires to know about the availability of this connection. Select the
type and click next.

11. Giveanametothisdialupconnectionandclickfinishtocomplete.

Troubleshooting:

Anyoneofthe following issuescancauseproblemswhenyoutryto communicatewitha server
on the Internet:

Theserver is notfunctioningcorrectlyorhasbeentemporarilyremoved fromthe
Internet.
YourInternetbrowserisnotconfiguredcorrectly.

TheTCP/IPconfigurationforyourdial-upconnectiontoyourISPisincorrect.
YourISP'sDomainNameService(DNS)serverisnotworkingcorrectly.

Hosts files in the System_drive:\Windows,
System_drive:\Windows\System32\Drivers,andSystem_drive:\Program
Files\Network Ice\Black Ice directories may be damaged or corrupted.

To determine the cause and resolution of the problem that you are experiencing,

followtheproceduresineachofthe followingsections, intheorderthat theyarepresented in. After
you complete a procedure, try again to see whether you can successfully communicate with
servers on the Internet.

Ifyoucannotcommunicatewithaspecificserver onthelnternet,tryto connect tothe

Microsoft Web site by using its fully qualified domain name (FQDN):
http://www.microsoft.com

AnFQDN is madeupofahost name(inthiscase,"microsoft")andadomainname (".com").

If you can connect to the Microsoft Web site byusing its FQDN, the TCP/IP configuration on
your computer is correct.

IfyoucanconnecttotheMicrosoft Website but youcannotconnecttoanotherspecific

Internet site after severaltries, the other site may not be functioning correctlyor may be
temporarilyremoved fromthelnternet. Tryto connect tosomedifferent Websites. Ifyoucan
connect to some Web sites but not to other Web sites, contact your ISP if you need help.

If you cannot connect to any Web sites, there may be an issue with your Internet
browserconfigurationorwiththe TCP/IPconfigurationforyourdial-upconnectionto your ISP.
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Make sure that your Internet browser (for example, Microsoft Internet Explorer) is
correctly configured to connect to the Internet through the dial-up connection to your ISP,
and makesurethat yourInternet browserisnot configuredtoconnectthroughaproxyserver. (A
proxyserver is a computer or a programthat acts as a "go-between" barrier between a local
area network (LAN) and the Internet. A proxy server is a firewall component that presents
one single network address to external sites.)

To verifythesesettings,start InternetExplorer,andthenclickInternet Optionsonthe Tools
menu. Click the Connections tab, and then view the settings that relate to your ISP.

Toseewhether yourbrowserisusingaproxyserver,click LANSettings. Confirm

your Internet Protocol (IP) address

If your ISP has given you a static (permanent) IP address, make sure that the TCP/IP

configurationfor your[SPconnectioncontainsthecorrect information.Followthesesteps:
1. ConnecttoyourISP.

2. Startacommandprompt,typethefollowingcommand,andthenpressENTER:

ipconfig/all:

The ipconfig /all command displays Windows TCP/IP settings for all your network
adapters and modem connections. The address for a modem connection is displayed as
"NDISWAN x adapter", where x is a number. The default gateway for the NDISWAN x
adapter isthesameasthelP address. This isbydesign. MorethanoneNDISWANxadapter may be
displayed. Any NDISWAN x adapters that are not currently in use displayzeros for the IP
address.

If the IP address that is displayed for your dial-up connection to your ISP does not
matchthelPaddressthat your ISPgave you, changethelPaddressthatisdisplayedsothatit matches
the address that your ISP gave you. Follow these steps:

a. ClickStart,pointto Settings,clickControlPanel, andthendouble-click
Network Connections.

b. Right-click yourInternetconnection,clickProperties,andthenclickthe
Networking tab.

c. ClickthelnternetProtocoladapter,andthenclickProperties.

d. Ifthesettingsarenot correct,changethe TCP/IPsettingstomatchthesettings
provided by your ISP, click OK, and then click OK again.

Turnontheoptiontouseadefaultgatewayontheremotenetwork

If you connect to a local network byusing a network adapter and, at the same time,
connecttoyour ISPbyusinga modem, configureyour dial-upconnectionsothatanyrouting
conflicts are resolved in favor of your dial-up connection to your ISP. Follow these steps:

InControlPanel,double-clickNetworkConnections.
Right-click yourInternetconnection,clickProperties,andthenclicktheNetworking tab.
ClickthelnternetProtocoladapter,clickProperties,andthenclick Advanced.

ClicktoselecttheUsedefaultgatewayonremotenetworkcheck box,andthen click
OK.

Ao



Checkthetransferandreceivelights

If you connect to a local network byusing a network adapter and, at the same time,
connect to your ISPbyusing a modem, a conflict between your networkadapter and your
modem can prevent your modem from sending information to servers on the Internet. To
verifythat TCP/IPpacketsarebeingroutedthroughyour modemtoyourISP,followthese steps:

1. Connecttoand logontoyourISP.
2. Usethepingcommandtocause yourmodemto sendtestinformation. At acommand
prompt, type the following command, and then press ENTER:

pinglPaddress:

where [P address is the IP addressofa knowngood server onthe Internet. If you do
notknowthelPaddressofaserver onthelnternet,usethelPaddressfor ftp.microsoft.com,
207.46.133.140.
Dial-UpNetworkingMonitoruseslightstoshowthemodemstatus.

e Ifthe transfer (Tx) light inDial-Up Networking Monitor flashes when you ping a
server onthelnternet, TCP/IPinformationisbeing routedthroughyour modemto your
ISP.

e I[f the transfer (Tx) light in Dial-Up Networking Monitor does not flash when
youpingaserver onthelnternet,packetsarenotbeingroutedthroughyour modem. Make
sure that the IP address that your ISP assigned to you for your dial-up connection is
different from the IP address for your network adapter or loopback driver (if one is
installed). Also, the IP address of your network adapter or loopback driver must notbe
on the same network as the IP address that your ISP assigned for your dial-up
connection.

e Ifthereceive(Rx) light inDial-UpNetworkingMonitordoesnotflashwhenyouping a
server on the Internet, packets are not being received from your ISP. Contact your ISP
if you need help.

e Ifthe receive (Rx) light in Dial-Up Networking Monitor flashes when you ping a
serveronthelnternet,but youstillcannotconnecttotheserver byusing itsFQDN, there
may be a name resolution issue.

Testthenameresolution:

A DNS server provides host name resolution. If you cannot connect to a server onthe
Internet byusing itsFQDN,theremight beanissuewiththeDNSconfigurationofyourdial- up
connection to your ISP or with your ISP's DNS server.

Todeterminewhetherthereisanissuewiththe DNSconfigurationofyourdial-up connection to
your ISP, follow these steps:

1. At  acommandprompt,typeipconfig/all,andthenpressENTERto  displaythelP
addressyour DNSserver. IfthelPaddress for your DNSserver doesnot appear,
contact your ISP to obtain the IP address for your DNS server.

2. Toverifythat yourcomputercancommunicatewithyourDNSserver,ping yourDNS

server's IP address. The reply looks something like this:

Pinging### #i#H ## #Hwith32bytesofdata:

Replyfrom### . #t# #iH ##:bytes=32time=77msTTL=28

Hw



5. Replyfrom### ##H# ## ###:bytes=32time=80msTTL=28

6.  Replyfrom### #iH #H# #i#:bytes=32time=78msTTL=28
Replyfrom### . #t# #iH ##:bytes=32time=79msTTL=28

Theseriesofnumbersigns(###.### ##H ###)representsthe]PaddressoftheDNSserver.

IfyoucannotsuccessfullypingthelP addressoftheDNS server, contactyour ISPto
verifythat youareusingthecorrect [PaddressandthattheDNSserver isworkingcorrectly. Ifusing
another DNS server resolvesthe issue, contact yourISPto correctthe issuewiththe original
DNS server.

Examinethehost files

Open Internet Explorer. Connect to the Internet. Type www.microsoft.com and other
FQDNaddresses intheaddressbar, andthenclickGo. MSNSearchreportsthatno pageis found.
However, if you type the IP address for anyone of the Web sites, the Web site appears.

Toresolvethisissue,followthesesteps:

1. Searchforhostsfilesonthelocalharddisk(s).

2. Iffile nameextensionsarevisible, findanyhostsfilewithoutthe.samextension, open
it with Notepad to verify that it contains references to the sites that are
unavailable.

3. Deleteallhostsfilesthat donot havethe.samextension.

When you have verified the correct IP address for your DNS server, update the TCP/IP
settings for your dial-upconnectionto your ISP. To changeor addavalid IP address for your
DNS server for a Dial-Up Networking phonebook entry, follow these steps:

InControlPanel,double-clickNetworkConnections.

Right-click yourInternetconnection,clickProperties,andthenclicktheNetworking tab.
ClickthelnternetProtocoladapter,andthenclickProperties.
ClickUsethefollowingDNSserveraddresses, andthentypethecorrectIPaddress in the
Preferred DNS Server box.

5. ClickOK,andthenclickOKagain.

-hb)!\)»—l

DoitYourself
Whatarethedifterenttypesoftopologyused inLAN.

ConfiguretheEthernetCardafterconsultingtheNetwork Administratorofan organization.
Configurethemodemcardfor‘“Dialupconnection”withyour ISP.
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Summary

Whenseveralcomputersareinterconnectedtosharetheresources,itiscalleda network.
TherecanbeseveraldifferenttypesofNetworklikeLANandWAN.

Whenthis networkis confined to smallarea, i.e. a room, a building, it is knownas Local
Area Network.

ThereareseveralwaysbywhichL ANcanbeimplemented.Morethan90%o0fthe organization
implementations are through UTP cable.
Whenthenetworkisspreadacrossawidearea,i.e.acrossthecountry,indifferent countries,
continents, is called Wide Area Network.

Internetisanetworkofnetworks.

Different protocols are used in Internet like www, SMTP (email), FTP, Telnet
(RemoteLogin)

LANCardor Ethernetcanbe configuredsothatcomputercan access Internetor email through
Internet or email through Internet Service provider (ISP)
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WWWANDWEBBROWSER
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Summary
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Introduction

The Internet is a collectionofcomputer networks that connects millions ofcomputers
around the world. The WWW incorporates all the Internet services discussed in last chapter
and much more. You can retrieve documents, view images, animation and video, listen to
music and sound files, retrieve and transmit voice, and view programs that run onpractically
anysoftware intheworld, provided your computer hasthe hardware andsoftwareto do these
things.

Internet browser enables you to connect to the Internet and gain access to the vast
storage of information on these computers. Whether you’re searching for information or
having it delivered to your computer, takea look at some ofthe features that make themeasy to
browse the Internet.

Objectives
Aftercompletingthislessonyouwillbeableto
Explain world wide web.
UnderstanddifferenttypesofBrowsers Configure
the browser.

Searchwebsitesorwebpages.

DownloadandsearchthroughInternetExplorer.

WorldWideWeb

The World Wide Web, abbreviated as WWW or W3 and commonly known as the
Web, is a system of interlinked hypertext documents accessed via the Internet. With a web
browser,onecanviewwebpagesthat maycontaintext,images,videos,andother multimedia and
navigate between them via hyperlinks.

The terms Internet and World Wide Web are often used in every-day speech without
much distinction. However, the Internet and the World Wide Web are not one and the same.
The Internet is a global system of interconnected computer networks. In contrast, the Web is
one of the services that runs on the Internet. It is a collection of interconnected documentsand
other resources, linked by hyperlinks and URLSs. In short, the Web is an application running
on the Internet.



"The World-Wide Web was developed to be a poolof human knowledge, and human
culture, whichwould allow collaborators inremotesitesto sharetheir ideasand all aspectsof a
common project."”

WebBrowsingSoftware’s:

A web page is an electronic document written in a computer language called HTML.
Web pages can contain text, graphics, video, animation, and sound, as well as interactive
features, such as a person, business, organization, or a subject, such as sports. The first pageis
called the home page, which acts like an index, indicating the content on thesite. Fromthe
home page, you can click hyperlinks to access other web pages.

A browser is a computer programs that resides on your computer enabling you to use
the computer to view WWW documents and access the Internet taking advantage of text
formatting, hypertext links, images, sounds, motionand other features. Netscape and Internet
Explorer are currently the leading “graphical browsers” in the world (meaning they facilitate
the viewing of graphics such as images and video and more). There are other browsers also
like Mac web, Opera. Most offer similar features and can be successfully used to retrieve
documents and activate different kinds of programs.

When you log onto the Internet using Netscape or Microsoft’s Internet Explorer or
some other browser, you are viewing documents on the Worlds Wide Web. It is HTML and
other programming embedded within HTML that makes buttons or icons using graphics on
which user can click mouse button to retrieve another documents into the computer. Every
document, file, site, movie, sound fileor anything you findonthe Webhas auniqueaddress
called Uniform Resource Locator (URL)

Browsers all rely on “plug-ins” to handle the fancier files you find on the Web. Plug-
ins are sub-programs stored within a browser or elsewhere in your computer especially to
supportspecialtypesoffiles you mayclickon. Ifyouclickonalink, and your computer does not
currently have the plug-in needed for the file you clicked on, you are usually prompted with
an opportunity to get the plug-in. Most plug-ins are free and easy and safe to install on
computer, the user has to follow the instructions that are given.

PopularWebbrowsingSoftwares:
InternetExplorer

MicrosoftInternetExplorer enables youtoconnecttothelnternettogainaccesstothe vast
stores of information on these computers. Subscribe to your favourite sites so that the content
is automatically updated whenever you want-daily, weekly or monthly. Internet Explorer can
downloadupdated Web Pages or entire sites in the background while you do other work on
your computer, or even while you sleep. Then you can browse through them later online,
offline, at work, at home, oronthe road. You canadda Webpage to your list of favourites for
easy access from the Favourite menu or Explorer bar.

With Auto Complete, when you start typing a frequently used URL in the Addressbar,
Internet Explorer completes the address for you. Using security zones, you can set different
levels of security for different areas of the Web to protect your computer. With Content
Advisor, you can screen out objectionable or offensive content. Once you’re set up, takealook
at someofthethings you cando ontheWeb. Frombasic browsing and searching, to viewing
channels and subscriptions.
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One of the most popular ways people use Netscape is to browse the Web. Navigator,
the Netscape component that lets you visit web pages, offers many ways to visit web pages
and search the Web. When you start Netscape, you see Navigator, your browser. A “What’s
New” page appears automatically in the browser window when you first launch Netscape.
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After the first launch, you will normally see your home page when you launch Netscape.
Unless you choose a home page yourself, your home page is chosen by your network or
Internet service provider, or you see Netscape’s home page. We have given
www.doeaccchennai.edu.in<http://www.doeaccchennai.edu.in> as our home page.
GoingDirectlytoaURL
1. Click on File, Open page. Enter a URL in the white box and press to retrieve the
document. You may also invoke it using Ctrl key + O key.
2. URL / Location / Go to box ( While box above the document window) also works to
go directly to a URL.
a. ClickoverthetextoftheURLcurrentlyintheURL/Locationbox.

b. Whileitishighlighted,typeinthenewURLandpress.
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c. The advantage ofusing the URL / Location box is that a history of URLs you
retrieve is available by pressing the gray pop-down arrow at the right end of
the URL / Location box.

SearchEngines:

A search engine is an information retrieval system designed to help find information
storedona computer systems accessed throughthe means suchas the World Wide Web. The
searchengine allows you to make a queryusuallywitha wordor phrase and retrievesa list of
items that best match the criteria you have requested. This list is oftensorted with respect to
some measure of relevance of the results. Search engines use regularly updated indexes to
operate quickly and efficiently. While all search engines “Search” for data, it is important to
understand that there several “types” of search engines which range from searching for
newsgroups and directories to databases.

v/ Verticalsearchengines

v’ Category-focusedverticalsearchengines
v Media-focusedsearchengines

v Forumanddiscussiongroupsearchengines
v Metasearchengine

v Imagesearchengine

PopularsearchEngines/SearchingforContent
Thetopfivesearchenginesare:

GoogleSearch
Yahoo!Search

MSN/WindowsLiveSearch
AQOLSearch
Ask.comSearch

AR S

To understand and appreciatewhythesearchengines have gained popularity, let usknow the
basic working of Internet search engines.

There's loads of information available on the World Wide Web, but how do we get the
exact info we require?Theanswer to thisInternet searchengines.These are special web sites
which are designed in such a way that they help people find information stored in other sites.
The way each one works is different but they performthree basic tasks namely searching the
web for select key words, build an index of the words they find and their location and
facilitate users to look for those key words or their combinations. The software robot called
spiders does the work of building the lists of words and the process is known as crawling.
Next happens the indexing. The search engine stores the keyword and the URL where it has
been found. These words are assigned rankings depending upon where they appear in the
page, in title or sub titles or the body text. Each search engine has different formulas to
calculate or assign these rankings to the words which cause variations in search results when
searched for the same keyword in different search engines. Now when the user submits a
query the engine searches through the index and based on the weight and relevance of the
wordthe results are displayed withthe most useful ones at the topofthe list ofsearchresults.
How efficient these processes happen earns popularity of the search engine.

Google search has gained repute as the top choice for those searching the web. The



crawler-basedserviceprovidesbothcomprehensiveandrelevantcoverageoftheweb.



Google uses multiple spiders, three at a time. Each spider connects to as many as several
hundreds of Web pages at a single instance crawling over 100 pages per second, generating
hundreds of kilobytes of data per second. Another important feature of the Google search is
the PageRank which finds how many times other sites link to a particular page. Hence sites
which are more popular gain higher ranks and appear in the top list of queryresults.

Google search, through its ranking algorithms, gives weight to the user preferences.Based
on their searches, it returns the most sensible result to the querydepending upon what the
person actually looks for. Their constant fine tuning of the search engine has gained
popularity all over the world bridging the gap between what the users are looking for and
what is listed as search results. As new pages constantly get added to the net, Google while
changing formulas to get those pages included in the search results, takes care of the quality
by verifying whether the topic is hot and current. Else they retain the old pages which can be
linked by other sites easily. While displaying the results, the comprehensive text which
appears below the link called snippets gives users hints about a certain site’s content. The
users are briefed about site's content even before they look into it. Attractive features like
excellent spellcheck, easyaccessto dictionaries, street maps, telephonenumbersandtheuser
friendly Google Toolbar for easy access to Google and its features directly from the Internet
Explorer browser have made it the user's first choice.

Closely following Google is the Yahoo search engine which has become a web crawler
based search engine since 2003. Earlier it was dependent on other search engines for its
results. Yahoo’s reinvented search engine combines the capabilities of Alltheweb and
AltaVista owned previouslybyOverture Services, Inc. More specialized options like images,
yellow page listings are offered by Yahoo and serves as excellent shopping search engine.
Yahoo directory services offer results from human compiled Yahoo directory when searched
from Yahoo directory home page.

Listed as the third most popular search engine, MSN search engine comprises ofa search
engine by Microsoft, index and a web crawler. Now this has been christened as Live Search.
Specific types of information can be accessed using search tabs provided for Web, images,
news, music, local, desktop and Microsoft Encarta. While it receives more than a few billion
queries per month, it still provides required answers to user’s query and improved access to
information. MSN search has beenupgraded to use itsownsearchengineto queryresultsand the
index is updated on a weekly basis. It also provides its search results to other search engines
in order to be on par with its competitors.

AOL search uses the Google search engine to query results. So most of the time, results
turned out byGoogle and AOL remainthe same. What makes AOL search special then?lt is
that the internal version of AOL search provides links which can be accessed only by AOL
online users. It provides precise results for the query from Google but with one click to get
required images, pictures, maps or stock quotes and news. The safe search filter in AOL
search engine filters out unwanted adult images if it is set in preferences. Domain specific
searches are also possible with this search engine.

Rated as fifth in terms ofpopularity, Ask.com(previously known as Askjeeves.com) was
first started as a question-answering search engine. It answered all the questions posed to it
daily in natural language (English). It also responds to search terms, thus being very user-
friendly. Since Indexing was rather slow inthis searchengine compared to Google, Yahooor
MSN,itwasnotaftectedbylinkspamwhichpreventedimportantwebpagesfrombeing



accessed. Its ExpertRank algorithm goes beyond Google in delivering which is best rather
than which is bigger. By identifying the subject specific sites they bring more relevance and
editorial touch to their queryresults. Ask.comowns sites which are country—specific for UK,
Spain, Italy, Japan and The Netherlands thereby increasing the user traffic and gaining

popularity.

Ultimately, the number of visitors to a particular search engine website, the search
sessions happening on daily or weekly or monthly basis, length of the session, user
preferences and how frequent they return to the same website determines the popularity.

You can find information on the Web in a variety of ways. When you click the Search
buttononthetoolbar, Theexplorer bar appearsat the left ofthewindow. It providesaccessto a
number of search services that offer different kinds of searching capabilities. In Internet
Explorer, if you are looking for some website. But don’t know Its URL address. Then there
are some websites called Search Engines which helps you to search that website. For
example, www.yahoo.com,www.google.com. To search about specific topic, follow these
steps:

1. Open Internet Explorer and Type the URL address of search engine website e.g.

www.google.comin the Address Bar. The following screen appears as shown in the
figure.
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http://www.yahoo.com/
http://www.google.com/
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3. The new window will open with all the websites related to the topic that you give in
search bar as shown in the figure below. Then click on the any of the topic.

Accessingwebbrowser:

Open a web browser software, that contain the title bar in this place we can type the
particular URL and click go button near the title bar.

ToNavigateTheWebUsinglEorNetscape

1. Clickonlinksor buttonswithinadocument inthedocument window. Linksarethe
highlighted areas of hypertext in the document itself. Theywillretrieve other documents. To
click on a link, move the mouse over the highlighted area and click once.

2. Back ( the first toolbar button) returns to the previous document. Use the Forward
toolbar buttononlyafter you’ve already backed up to a previous document. It will return you
to the document you were viewing before you chose to go back.

3. Go inNetscape and HistoryinlE show you a list ofsites you have recently visited.
Using them may be faster than clicking Back several times. Home ( a little house toolbar
button on the in both IE and Netscape) returns you to the DOEACC Web Home Page.

GivingtheURL

Ifyou havetheURL(UniformResourcelLocator)ofaspecificdocumentyou want to see,
type the URL into the white Location or Address box, and press the Enter Key. ( Youwill
need to highlight and delete the text in that box before you can type in a new URL)

ToMoveThroughaDocumentusinglEorNetscape

Click the mouse inthearrowsat theendsofthescrollbarsontheright(or bottom) side of the
document to move through the document. You may hold the right mouse button down
onthepad in thescrollbars and drag it to movethedocument aswell. Thespace bar key will also
take you down through the document, and the backspace key will bring you back up. Page Up
and Page Down keys or the arrow keys also let you move.

Thescreens
The main way in which browsers differ is in the convenience features they offer for
navigating and managingthe Webandallthe URLs you maywant to keeptrackof. Netscape and
Internet Explorer both offer the ability to e-mail documents, download them to diskette,
printthem,andkeeptrackofsitesvisitedandimportantsitesyouwanttobookmark”. For most of the
purposes, one browser is sufficient. IE and Netscape are excellent browsers. For a long time,
Netscape was the more heavily used of the two. In the last couple of years, bothhave become
verypowerful. Netscapecontinuestooffer Bookmarkcapabilitiesthat IE’s “Favourites” cannot
match. Most other features are quite similar in both of these browsers. The layout
ofthesebrowsers. The layout ofthesebrowsers isorganized fromtoptobottomin the following
manner.
[] Themenu bar(toprow,startingwithFile inbothlEandNetscape)
[] The toolbar buttons (usually second row, starting with Back and Forward, in both IE
and Netscape)
[J The location or address field, a white box which displays the URL of the current
document and in which you can type the URL of a document you want to retrieve
Todocumentwindow(thelargeareainthecenter)

'] The scroll bars on the right and bottom, for moving through the document (appear
whenever a document is too tall or wide for the screen)

O



[] The progress or status bar chosenappears, and where the URL of link displays before
you click on it.

FastSearches

There are three ways to search quickly: From the Location bar, from My Sidebar, and fromthe
Net Search page.
SearchingfromthelLocationBar
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Searching for webpagesonaparticular topic isas easyastyping aquestion, or just aworkor two,
into the browser’s Location Bar. For example, if you want to find information about
DOEACC:

1. Double—ClickintheLocationBartoselectthecurrenttext.
2. Typetheword“DOEACC”.Yourtypingreplacesthecurrenttext.
3. Performoneofthese steps

a. ClicktheSearchbutton.

b. Click “Search Netscape Search for “Doeacc” at the bottom of the drop —down
list in the Location Bar. (Your default search engine may be different). The
default search engine you choose in Preferences is used. Search results for
“Doeacc” appear in both the browser window and in My Sidebar. Click the
links to visit web pages about doeacc.

DownloadManager

YoucanuseDownloadManagertokeeptrackoftilesyoudownload.Download Manager
shows the following information:

1. Filename

2. Time
ThefollowingmenuoptionsareavailableinDownloadmanager:
Properties : Select a file being downloaded and click Properties to show the progress dialog
box.
Cancel:SelectafilebeingdownloadedandclickCanceltostopthedownload.
RemovefromList:SelectafileandclickRemovefromListtoremoveacancelledor finished
download. This will not delete the file from your hard disk.
LaunchFile:Clickthistoopenaselectedfile.

ShowinExplorer:Clickthistoshowthelocationofaselectedfile.



DownloadingDocumentsandOtherTypesofFiles

Downloading refersto the method by which you access digital information fromaremote
computer.Asitturnsout,almosteverything youdoonthe Webissomeformofdownloading

Todownloaddocuments.
1. ClickonFile(attop)withdocumentinyourscreen,andselectSaveAs.

2. Complete Save As Window — Select disk drive and name the file ( If you keep the
extension “.htm” the document will “replay” in Netscape and other browsers, but not
in any word processor. If you add the extension. “.txt” the document will be a plain
text ( ASCII) file readable in work processors.) then, Click OK.

Images,soundandothertypesofFiles
These do not download with the text ofthe document in the procedure described above. You
must save each image or other files as a separate file if you want it.
Withthecursoroverthe imageor whatever containsa linktothefile youwant, clicktheright mouse
button. Click on Save Image As or equivalent for other files.
CompleteSaveAsdialog boxasabove,and allowthefileextensionto remainasis(e.g..jpg,
Jjpeg,.gif,.wav)
You may verify whatyou have saved in Netscape by typing in the URL / Location box,
thedrive (a: for example), then click on the file name when it appears in the document
window. Retrievingdocumentsandimagesandotherfilessavedtodisketteviewingorplayingin
Netscape 7.x:

1. ClickonFile(attop),thenOpenPage.

2. ClickonBrowseButton.

3. Locateyourfile(Standard Windows98or2Kdialogbox.)

4. ClickOK.

5. Netscapeshould invokeor prompt youto get theappropriateplug-in(software) if you

don’t have it.
ForolderversionsofNetscape,clickonFile,OpenFile, locateyourdriveand file.
You can also view .txt files in almost any word processing program. Image, sound and other
files may viewed in any image viewing or audio / video programthat supportsthetypeoffile
designated in the extension.

Documenttakingmoretimetoload?

1. Tryclickingonthestopbutton,thenonReload

2. Try turning off the Automatic Loading oflmages when any document is retrieved. In
Netscape 7.x, click on Edit, Preferences, Advanced and then uncheck the box
“Automatically Load Images”This option is not available in the most recent Netscape
Versions.

3. Java Downloading can tie up your computer. To prevent this, you may go to Edit,
preferences, Advanced and the uncheck “Enable Java” (You do not have to disable
Java Script, which does not slow down your computer.)

ModifyingNetscapePreferences

In Netscape 7.x,choose Edit, Preferences. In the panel to the left of the window that opens,
click on any ofthe terms in the list to display the types of options you can modify under that
term.

Appearanceallowsyoutochangetoolbarappearance.
FontsandColors-Allowstochangefontsandcolors.



Navigator Provides box where you can specify the URL of the page you want to be
HOME on your computer. Netscape willopento this page automaticallyunless you specify a
different option.

Setthenumberofdays(upto365)foryoursearchHistorytoberetained.

If you do not want your history or the URLs you’ve entered in the Location bar to beretained,
you may Clear either or both using buttons under Navigator.

RightMouseButton

This allows you shortcuts to do several things, including adding a bookmark without
going to thepage forthat item. Clicking theright mousebuttonproducesapop-up menu with
items that are shortcuts for several commands. The items in the menu depend on the type or
contentsofthewindowyouareon. For example, whenpressingthe mouse buttonover a link,
menu items refer to the page specially by the link; over an image, menu items refer to the
image file specified by the image; over a pane in the Mail or News window, menu
itemsapplyspeciallyto mailthe image file specifiedbythe image;over apane inthe Mailor News
window, menu items apply specifically to mail or news features. When a frame is selected,
Back and Forward menu items refer to the individual frame.

[J Back (or Back in Frame) — Displays the previous page in the historyor frame history
list.

[J Forward(orForwardinFrame) (SameasGo, Forward item)—Displaysthe next page in the

history or frame history list.

OpenthisLink(Filename)-Displaysthespecifiedpage.

'] Add Bookmark for this Link — Creates a bookmark atthe bottomofthe bookmark list
for the specified page.

[l New Window with this Link — Displays the specified page into a newly opened

Netscape Window instead of the current window. You can haveseveral versions of

Netscape running at the same time, each at a different page.

SavethisLinkas—Savesthespecifiedpageto disk(insteadofdisplayingonscreen)

CopythisLinkLocation—Copiesthespecifiedpagelocation(URL)totheclipboard.

ViewthisImage(filename)-Displaysthespecifiedimageinaseparatewindow.

SavethisImageas—Savesthespecifiedimagetodisk(insteadofdisplayingon screen)
CopythisImageLocation—Copiesthespecifiedimagelocation(URL)tothe clipboard.

O
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UsingFavouritesFolder
The address for your favourite websites can be stored in a folder so that you can later on
retrieve that address from favourite Folder.

1. Click on Favourite on Menu bar, Add to Favourites. This invokes a properties screen
as shown in the given figure.

2. The name ofthe website automatically appears in the Name Box. You can Click x on
the icon to Make available Offline.

3. NoweclickOKtostorethisaddressinfavouritefolder.

DownloadingWebPages
When you access a web page, for instance, you actually downloading the document
and all its associated graphics from a web server. To download files is to click on the link to
the file with your right mouse button and select Save to Disk form the pop-up box. In some
cases,youwillbepromptedtosavethefilesomewhereonyourharddrive,orthefilemay



downloadautomaticallytoyourdesktop, dependingonhowyourbrowserisconﬁgures. Another
way to Save or Download a Document toa Diskette is given below.

Dimeninad it Fur

1. FromtheFlleMenulnIEorNetscapeselectSaveAs Follow1ng1a1gboxw111 appear.

I 1#]x]
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2. Select Save thisto disk radlo buttonandchckOK It w111ask for the folder wherethis
web page is to be stored and file name. Give folder and file name and click Save.
ThewebpageisnowavailableinthespecifiedfolderinyourComputer

PrintingWebPages
Most browsers have a Print buttononthe toolbar that lets you print a webpage. Click
File in the Menu bar, Then Print. Select desired options. Click File, then Page Setup to alter
margins, select landscape view, and other details.
Some web pages are divided into multiple sections called frames. You can only print
one frame at a time. To print a particular frame, first select it by clicking it. Then click the
Print button or select Print Frame from the file menu.

UnderstandingURL:
Every Web page has a unique address called a URL (Uniform Resource Locator)
which identifies where it is located on the Web. For example, the URL for CSM Library's
home page is: http://www.smccd.edu/accounts/csmlibrary/index.htm

ThebasicpartsofaURLoftenprovide"clues"towhereawebpageoriginatesand who might
be responsible for the information at that page or site.

URLSs havethreebasicparts:theprotocol,theservernameandtheresourcelD.Look again at
CSM Library's URL below to see these three parts. The protocol is shown at the beginning of
the URL before the double slash (//); the server name is between the double


http://www.smccd.edu/accounts/csmlibrary/index.htm

slash(//)andthefirst singleslash(/);andtheresourceid iseverythingafterthefirst single slash (/).

http://www.smccd.edu/accounts/csmlibrary/index.htm
protocol | server name | resource id

Let'sexamineeachpartofthisURL:

Firstpart:protocol(http://)

Theprotocolidentifiesthe method(setofrules) bywhichtheresourceistransmitted. All Web
pages use Hypertext Transfer Protocol(HTTP). Thus, allweb URL's (including CSM
Library's) begin with http://.

Secondpart:Servername:

The server name identifies the computer on which the resource is found. (Computers that
store and "serve up" Web pages are called remote servers.) This part of the URL commonly
identifies which company, agency or organization may be either directly responsible for the
information, or is simply providing the computer space where the information is stored. Web
server names often begin with the letters www, but not always.

The server name always ends with a dot and a three-letter or two-letter extension
called the domain name. The domain is important because it usually identifies the type of
organizationthat created or sponsoredthe resource. Sometimes it indicatesthe countrywhere
the server is located. The most common domain names are:

.comwhichidentifiescompanyorcommercialsites
.orgfornon-profitorganizationsites

.eduforeducationalsites(mostcommonlyfour-yearuniversities)
.govforgovernmentsites
.netforlnternetserviceprovidersorothertypesofnetworks

* ¥ ¥ X ¥

Ifthedomain name istwo letters,it identifiesacountry, e.g..usfortheUnitedStates,.ukfor the
United Kingdom, .au for Australia, .mx for Mexico or .ca for Canada.

The server name for our library's Web site is: www.smccd.edu.The server name may
also be the name of a Web site. (A Web site is a complete group of Web pages that are
organized as a comprehensive set.) Web sites can be either all of the pages on one server
(computer)or allofthepagesunder aspecificsubdirectoryonaserver. For CSMLibrary, the server
name  (www.smccd.edu) identifies the San  Mateo County  Community
CollegeDistrict. TheCSMLibrary Websiteconsistsofallofthepagesunderthesubdirectory:
/accounts/csmlibrary.

Thirdpart:resourcelD(/accounts/csmlibrary/index.htm)

The resource ID is the name of the file for the page and anydirectories or subdirectories
under which it is stored on the specified computer. The resource ID for our library's
homepage is: /accounts/csmlibrary/index.htm. (A "homepage'is the opening or main page
for any web site that provides links to all of the other pages onthe site.) The part of the
resourcelDafterthe last slash(/) isthefilename forthespecificpageorother resource.The file
name ends witha threeor four letter designationthat specifies the file type (e.g., .htmor
.htmlforastandardWebpage,.jpgor.gifforcommongraphic files.)


http://www.smccd.edu/accounts/csmlibrary/index.htm
http://www.smccd.edu/
http://www.smccd.edu/

SurfingtheWeb
AccessingthroughlnternetExplorer
Here we are using Microsoft Internet Explorer to access World Wide Web and showing you
the screen shots. Follow the given steps to use this client-based software.

1. Double-clickonthelnternetExplorericonontheDesktopasshowninthe figure.

2. This invokes explorer screen which is shown below. This screen contains the URL in
AddressBar and the Home Page ofgivenwebsite. The process for settingsthis screen is
given below.

3. If you make the current website as your Home Page. Click on Tools / Internet /
Options. The screen will appear as shown in the figure

File Edit View Favoritss Tools Help
x Google = | 4] Search - | More> = Signln &, -

r Favorites | @+ Welcome to DOEACC Centre Chennai =.. |

To get a desired website, type the URL (name of the website, e.g.
www.doeaccchennai.edu.in) of the site in the Address bar.

Usinge-governanceWebsite:

e-Government (short for electronic government, also known as e-gov, digital
government, online government, or connected government) is digital interaction betweena
government and citizens (G2C), government and businesses/commerce/eCommerce (G2B),
and between government agencies (G2G), Government-to-Religious Movements/Church
(G2R), Government-to-Households (G2H). This digital interaction consists of governance,
information and communication technology (ICT), business process re-engineering (BPR),
and e-citizen at all levels of government (city, state/provence, national, and international).

The National e-Governance Plan of Indian Government seeks to lay the foundation
and provide the impetus for long-term growth of e-Governance within the country. The plan
seeks to create the right governance and institutional mechanisms, set up the core
infrastructure and policies and implement a number of Mission Mode Projects at the center,
state and integratedservice levelsto createa citizen-centric and business-centric environment
for governance.


http://www.doeaccchennai.edu.in/

DoitYourself

what isawebsite?
howwebsitescanbeaccessed?
whatistheuseofe-goverence

Summary

o AwebpageisanelectronicdocumentwritteninacomputerlanguagecalledHTML

e A website is one or more web pages that relate to a common theme, such as a person,
business, organization, or a subject , such as sports.

e A browser is a computer program that resides on your computer enabling you to use
the computer to view WWW documents.

e Navigator, the Netscape components that lets you visit web pages, offers many ways
to visit web pages and search the web.

e The Internet Connection Wizard in Internet Explorer will guide you through
establishing a connection to the Internet.

e Theaddresses for your favouritewebsitecanbestoredina folder so that youcanlater on
retrieve that address from favourite Folder in Internet Explorer and Bookmark in
Netscape.

e YoucanfindinformationontheWebinavarietyofways.



Chapter7

Communicationandcollaboration

Introduction

Objectives

BasicofE-mail

UsingE-mails
DocumentCollaboration
InstantMessagingandcollaboration
Summary

ModelAnswers

Introduction

With an Internet connection and email software like Microsoft Outlook Express, you
can exchange messages with anyone on the Internet and join any number of fascinating
newsgroups. You can set up Outlook Express to receive mail from multiple accounts. If
several people share one mail account, you can set up folders for each person and then
automatically route incoming messages to individual folders. For example, if you have email
accounts for home and work, you can set up Outlook Express to receive messages for both
accounts and sort them into separate accounts for each, note, however, that each person must
logonasadifferent userto useadifferent mailaccount,it isalso possibletosendandreceive mails
through a browser like Internet Explorer.But wewill concentrateon email software to send and
receive emails.

Objectives
Aftercompletingthischapteryouwillbeableto
Knowdifferentcomponentsofemails
Knowthedifferentcomponentsofemailaddress
ConfigureEmailclienti.e.outlookexpress
WorkwithOutlookexpress
Compose,Sendandreceiveemails
Replyandforwardemails
Senddocumentandattachmentasemail

Storeandmanipulatecontactsinanaddressbook

BasicsofE-mail

If you have several mailaccounts withdifferent Internet service providers (ISPs), you
canusethemall fromonewindow. Thelnternet Connection Wizard helps you connect toone or
more mail servers. Mail serveris a Computer thatmaintains all the emails of the users of an
organization. All the mails are received and sent through this server. You will need the
following informationfromyour Internet Service Provider (ISP)or localarea network(LAN)
administrator. To add a mail account, you need your account name and password, and the
names of an incoming and an outgoing mail server.

If your ISP used an IMAPmail server for incoming mail, you can read, store and
organize you messages in folders on the server without downloading the messages to your
computer. The way, you view messages from any computer that can connect to that server.



You cansave names and addresses in your address book either byimporting them fromother
programs,typingthemin,addingthemforme-mailmessagesyoureceive,orsearching



popular Internet directory services (white pages). The Address Book supports Light weight
Directory Service Access Protocol (LDAP) for accessing Internet directory services. Insert
essential information (such as your phone number) into outgoing messages as part of your
personal signature, or add stationery patterns and backgrounds to make your messages more
attractive.

WhatisanElectronicMail
E-mail (electronic mail) is the exchange of computer — stored messages by

telecommunications. E-mail messages are usually encoded in ASCII text. However, you can
also send non-text files, suchas graphic imagesandsound files, asattachments sent inbinary
streams. [-mail was one of the first uses of the Internet and is still the most popular use. A
large percentage of the total traffic over the Internet is e-mail. E-mail can also be exchanged
between online service users and in networks other than the Internet, both public and private.
E-mail can be distributed to lists of people as well as to individuals.
Ithasthreemainparts—

1. Header

2. Messagebody

3. Signature

Header: Anemailheaderhasfollowingparts
a) To:Whichcontainstheaddressesofrecipients
b) CC: The CarbonCopy, addressesofadditionalrecipientswhoma copyofemailisto be
sent
¢) Subject:SubjectofEmail

Message Body: This is the place where the actual text of the email is written.
Signature:Ituniquelyidentifiesthesender. Thedetailsthat canbepartofit areName,
Phone-Fax No. and Address etc of the sender.
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EmailAddressing:

A Computer on Internet can be addressed using an IP address and can also be located
using Domain Name Service (DNS). The IP address consists of address of the Network and
Address of the computer within the Network. An Internet address (sometimes called a URL,
or Uniform Resource Locator) typically starts with a protocol name (A protocol is a set of
rules and standards that enable computersto exchange information), followed bythe nameof
theorganizationthat maintainsthe site;the suffix identifiesthekindoforganizationit is. For
example, the address http: www.doeacc.edu / provides the following information.

http: WebServeruseshttp:protocol
WWW Thisplaceisonworldwideweb
doeacc Webserverislocatedat “doeacc”
.edu Thisisaneducationalorganization

Generally, commercial site addresses end with .com, and government site addresses
end with.gov, siteaddressofnonprofit organizationend with.org.this naming convention is
followed inUSA. Inother countries, nameofthecountryintwo letters isalso mentioned. For
example, http://www.doeacc.org.in . In this address .in refers to India. For England it is .uk,
for Singapore it is .sg etc., Type of organization .ac refers to academic institutions.
Emailaddressofauser onthelnternet issimilar toabove internet addressesexceptthe
protocol name is replaced by the user name.
Mailto:Username@Organisationname.OrganizationType.Geography

For example sjasola@doeacc.org.inmailto:sjasola@doeacc.org.in is email address,

where sjasola is the name of a user. A mail server maintains all the email addresses of an
organization.

UsingEmails
Your messages in electronic form can be sent through email client like Outlook
Express. Operations on emails like Composing, sending, replying and forwarding are very
easy.
Similar to other office software, mails are systematically kept in different folders.
Incomingemailsarekept inlnboxfolder andoutgoing mails arekept inOutboxfolder. Mails that
have been partially written and not sent can be kept in Draft folder.

OpeningEmailAccount:

Manysiteprovidethee-mailaccount free for everyuser.Somepopular e-mailaccount
website are yahoomail,gmail,rediff etc.

Forexampleconsidertheyahoomailwebsite
1. GothehomepageofYahooatwww.yahoomail.com.
You will see a new page that looks like this:


http://www.doeacc.edu/
http://www.doeacc.org.in/
mailto:Username@Organisationname.OrganizationType
mailto:sjasola@doeacc.org.in
http://www.yahoomail.com/

mHOO.' Mail E Yahoo! - Help

Nelcome to Yahoo! Mail

You must sign in to read or send mail.

New to Yahoo!? Existing Yahoo! users
Get Yahoo! Mail, CNET Editors’ Choice! Enter your 1D and password to Sign in
Free email Yahoo! D Il
Free 4MB storage - up to twice as much as
- other free email providers! Password: I
Free state-of-the-art spam protection :
Access from wirtually anywhere, anytime " Remember Iy ID on this Computer
Easy access to Tahoo! services like Address Si I
Book and Calendar 1gn in
3 s Mode: Standard | Secure
o Sign up now ol
1 : -
':mproved. S Sign-in help Password lookup
e v

.
2. ClickontheSignupnowhyperlink.

Free Yahoo! Mail Yahoo! Mail Plus rew Custom Email Address

Loaded with Great Features  Incredible Tools, Incredible Email Made Just For You

* Free 4B storage Value * Your own domain

* State-of-the-art spam ® POP Access & Forwarding * Personalized email address
protection s Larger attachments (ex: me@my-own-name.com)
& pdvanced wirus protection e Extra Storage, and mare! + Professional email solution
2 (ex:
Slgn UQ Now o S =1 R, sales@widgetdesigns.com)
Learn More S|gn UD Now « Starting at $35/year
Learn More Sign UE Now

3.Fillouttheformliketheonebelow

Yahoo!ID: ’— @ yahoo.com
(examples:"lildude56"or"goody2shoes")
Password: li
Re-typePassword:

Ifyouforgetyourpassword,wewouldidentifyyouwiththisinformation.
SecurityQuestion: | [selectaquestiontoansw er] j

YourAnswer: |

| [selemnr\Birth(f,;]IZ |

CurrmW

, (MonthDay,Year)

First Name:

LastName:



Language&
Content:

Zip/Postal Code: - [

Gender:

| English-UnitedStates j

Occupation [selectoccupation] j

.
Industry: | [selectindustry] j

PeopleSearch —
Listing: ListmynewYahoo!Mailaddressfor free

Listingincludesrealname,city,state,andcountry. &
terest(optional):
B Business Computers& Shoppi]:g
Ente Technology Sports&Outdoo
Travel ™
- SweepT_takes &
Business FreeStuff

PersonalFinance Small

A~ R AR =



ntertEnterthewordasitisshownintheboxbelow. il

()
i
i
=t

!

Ifyoucannotseethisimageclickhere.

ishedfillingouttheform,clickontheSubmitbutton.

Submit This Form it confirmthee-mailaccountidandpassword.Usingthisidand password
We can open a e-maN_account.

Mailboxes
Inbox

Inbox folder is places your incoming e-mails. To open you Inbox, click Inbox iconon
the bar or folder list. Once the messages are in Inbox Folder, theycan be read. You can read
your messages using a small preview pane, or in a separate message window. If you receive
lotsofi-mails, youwillprobablyusethepreview paneto sort interesting messages. For really
importingor long messages, youcanopena separatewindowthat willgive you morereading
room.

Toviewamessageinthepreviewpane,followthesesteps:
Inthemessagelist,clickthesubjectlineof themessageyouwanttoread. Thetextof the message will
appear in the preview pane located beneath the list.
Toviewamessageinthepreviewpane,followthesesteps:



Inthe message list, click the subject line ofthe message you want to read. The text of
the message will appear in the preview pane located beneath the list.
Toviewthemessageinaseparatewindow:

Inthe message list,double-clickthe message youwant toread. Aseparatewindowforthe
message will open as shown in figure
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When you are finished reading the message, close it byclicking the button x in the top right-
hand corner of the window.

CheckingforNewMessages

If you want to check for new messages, simply click the Send and Receive button on
the Outlook bar. Outlook Express will download your e-mail and show you a list of subject
titles in your Inbox.

Outbox

It is not necessary to be connected to the Internet to compose a message. With Outlook
Express you can write a message while you are “Offline” and send it later when you are
online. Composing your e-mail while you are offline will save you valuable connection time
and lots of money.

1. Composeyoure-mailmessage.

2. OntheFilemenu,clickSendLater.

3. Yourmessagewillbesaved intheOutbox.

You may want to compose several messages and save them in your Outbox before
connecting to thelnternet. When you areonline again, click theSend and Receive buttonand
your messages will be delivered all at once.

CreatingandSendingaNewMail
WithOutlookexpress,youcancreateanewmessagewithfollowingsteps:
1. ClickonMailMessageofNewoptionformFile menu.

2. The above screen appears with options for writing e-mail address of recipients,subject
and area for writing the contents of mail.

3. In the To box, type the e-mail address of the person you are sending the message to.
For example ccc@doeacc.org.in
mailto:courses@doeacc.org.in;sjasola@doeacc.org.in<mailto
sjasola@doeacc.org.in> as shown in above figure.

4. Type the e-mail addresses of the recipients in the CC box. If there is more than one


mailto:ccc@doeacc.org.in
mailto:courses@doeacc.org.in
mailto:sjasola@doeacc.org.in
mailto:sjasola@doeacc.org.in

address, separatethemusing a semi-colon (;) . This means the e-mail addresses ofthe
peoplereceivingitdonotappearonthee-mailmessage. Thismeansthee-mail



recipients will not know who else has received the message. Type the e-mail address
of the recipients in the Bce box.

5. Type your message in the message area. As shown in the message area. As shown in
the above figure.

6. On the toolbar, click the Send Sutton. Depending on the connection you have to the
Internet, a message box may appear telling you that the e-mail message is being
moved to the Outbox. If it does appear, simply click OK. To send the message from
the Outbox, click the Send and Receive button. Are you sure your message has been
sent? If not, look inside the Sent Messages folder. To open this, folder, double-click
the Sent Items button on the Outlook bar.

SavingaMessageforLateruse.
You don’t need to worry about finishing that message you’ve started. You can save it for later.

1. To keep a work-in-progress in a safe place: In the window that you are composing
your message, go the File menu and select Save.

2. A message boxwill appear to tell you that the message has been saved to your Drafts
folder as shown in the figure.

RetrievingaSavedMessage
Whenyouhavetimetofinishyourmessage,retrieveitusingfollowingsteps:
1. OntheoutlookBar, clicktheDraftsicon. Alist ofmessagetitleswillappear asshown in the
above figure.
2. Findthe message youwant toworkonanddoubleclick it. Yourmessagewillopenin a new
window.
3. Completeyourmessage,andclicktheSendbutton.

Replyingtoane-mailmessage
With Outlook Express, replying to an e-mail message is very easy. All you have to do is
decide who should see your reply, then click the appropriate button. A simple reply to the
person who sent the e-mail is used most often. Follow these steps to reply tothe author:
1. In themessagelist,clickthemessageyouwanttorespond to. Themessagewill be
highlighted with a blue box.
2. On thetoolbar,clicktheReplybutton.Amessagewindowwill open.Youwillsee original
message in it.
3. Inthemessagearea,typeyourmessage.
4. ClicktheSend buttontotransfer yourmessagetotheOutbox.
Replying to everyone who received the Message
Followthesestepstoreplytoeveryonewhoreceivedthemessage:
1. Inthemessagelist,clickthemessageyouwanttoreplyto.
2. Onthetoolbar,clicktheReplytoAllbutton. Ane-mailmessagewindowwillappear.

3. Type your reply, and click the Send button. All the people who received the original
message will now receive your response.

Forwardingane-mailmessage
When an e-mail message is very interesting, you want to share it with others. With
Outlook Express, you can simply forward the original message to other e-mail addresses
using the method given below.
1. Inthemessagelist,clickthemessageyouwanttoforward.
2. Onthetoolbar,clicktheForwardbuttonasshowninfigure.



3. A forward message window will appear. The original subject line will appear in
theSubject box, along with the abbreviation.

)
g )

Subject: Fw: New XPS 15 laptop with 2nd gen Intel® Core™ processor

# Attach Files Plain Text
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— COn Tue, 197411, Dell Home & Home Office
=Dell Home@message.email.in.dell.com=> wrote:

From: Dell Home & Home Office <Dell Home@message email.in.dell com:
Subject: New ¥P5 15 laptop with 2nd gen Intel® Core™ processor

To: nobleraj2050@yahoo. com

Date: Tuesday, 19 April, 2011, 10:31 AM

ol T n b

4. IntheTobox,typetherecipient’se-mailaddress.
5. You can add your comments by typing in the message area. On the toolbar, click the

Send button.
6. Oncethee-mailissent,theForwardmessagewindowwillbeclosed.

Sortingandsearchinge-mails
You can sort your messages based on different kinds of information: the date you
received them, who you received them from, or their subject. You can sort messages in a
couple of ways: using the Actions menu or using the column headers.

TosortmessagesusingtheActionsmenu:

1. Opena folder.
2. ClickActionsandchooseasortingoption.

Select All Emails Ctrl+a
Select Emails in View

Unread
Sender
Subject

~ Date
Attachment [%

Flag

Print Email.... Ctrl+p



Tosortmessagesusingacolumnheader:

1. Opena folder.
ClicktheDatecolumnheader.

Date o=

Vved B.IEQAIS PM
Fri 8/7, 9:35 AM

3. Thedirectionofthearrowchanges,andthecontentsofthefolderarerestoredin ascending
order, so the most recent message appears at the bottom of the list.

£ From Subject Diste - |
Yahoo! Reminder Trombone Lessons, 852009, YWed 8/5, 4:45 P
Yahoo! Reminder Soccer, 852009, 6:00 pm Wed 85, 5:45 PM
Yahoo! Reminder Gyrn, 87772009, 10:00 am Fri 8/, 9:35 AM
Adrian Middlefield It's almosttime. . Sun 89, 10:08 Fh

4 Adrian Middlefield Ski Trip Mon 810, 3:26 P

#  Adrian Middlefield Meed new deadlines Mon 810, 8:56 FM
Chrissy Fw: Heed new deadlines Mon 810, 9:09 PM
Yahoo! Reminder Staff Meeting, 8/11/2009, 1:0... | Tue 811, 12:50 PM

4. Tosortthemessagesbythedatainadifferentcolumn,clickthedesiredcolumn header. For
example, click From to sort by the senders of the messages.

Fram

Yahoo! I@ninder

Yahoo! Reminder

The sort order arrow appears on the selected column header, and the contents
of the folder are restored based on this column’s data. The sort order (that is,
ascending or descending) remains the same as it was on the last column—ascendingin

this case.
m

#¥| Adrian Middlefield Meed new deadlines hon 810, 8:56 P

| Adrian Middlefield Ski Trip Mon 8710, 3:26 P
Adrian Middlefield It's almosttime... Sun 89, 10:08 PM
Alyssa Reining Fw: MASA PHOTO PLEASE D... Tue, 12/23/08 7:32 .. #'
Amanda Edmonds | Amanda Edmonds added you... Fri 7i31, 114 P
Andy Miller Have you heard amything fro... Fri, 1114/08 11:55 ...
Jessie Canton hook donation Thu, 12M18/08 12:4...
Mel Jackson Don't forget about Dad's birt...  Fri, 1114/08 11:53 ...




TofindmailinYahoo!Mail:

TypeyourqueryintotheFindMessages...box.

You can search for an exact quote by surrounding your terms with quotations marks.
Type "'melodic enthusiasm™ (including the inner but not the outer quotation marks),
for example, to find messages containing "melodic enthusiasm" as a phrase.
Seebelowforoperatorstosearchspecificemailfields.

HitEnterorclickGo.

Yahoo!MailSearchOperators

You can precede search terms with special operators to search only in certain fields, not
across all of an email's content and headers.

from: — Search for email addresses and names (or parts thereof) in the From. fields
of your emails.
Type"from:homer"(notincludingthequotationmarks),forexample,tofindall messages
from, say, "Homer <sim@yahoo.com>" or "Dad <homer@yahoo.com>".
Youcanalsosearchforafullnamebysurroundingitwithquotationmarks: 'from:"Homer
Simpson" (including the inner quotation marks), for example.
subject:—SearchforwordsorphrasesinSubject:lines.

Type'"subject:email” (excluding thequotationmarks)to find emails that have "email" in
the Subject: line, for example.

Use 'subject:"about email"" (including the inner quotation marks) to find emails with
the phrase "about email" in the Subject: line.

To search for two terms anywhere in the Subject:, use two "subject:" operators, such
as "subject:about subject:email".

to:,cc:,bcc:—SearchCc:andBcc: fieldsinamanneranalogoustothe 7o0. field above for
email recipients.

CombiningSearchTermsandOperators

Youcancombinesearchtermsandoperatortofurthersearchresults'precision:

e Separate multiple search terms, phrases and operators with a white space character to
create queries whose results must match all terms.
Precedeaterm,phraseoroperatorconstructwith"-"toexcludeitfromresults.

To search for all mail from Homer that have "about email" but not "caramba" in the
Subject: line, use 'from:homer subject:"about email" -subject:caramba’ (not including the
outer quotation marks).

Advanceemailfeatures

Now you know how to send a plain e-mail. You would also like to send a multimedia rich
mailto your friends. It is also possible to send a document directlyas anemail message. You
don’t need to remember the address of your friends; Outlook Express will do this for you. It
maintains an address book that can be used to store details of your friends. Spellings and
grammar can also be checked using spell feature of outlook express.


mailto:sim@yahoo.com
mailto:homer@yahoo.com

SendingDocumentbyemail
1. Gotothepageyouwanttosend.
2. OntheFilemenu,point toSend,andthenclickPagebyEmailorLinkbyemail.
3. Typetheaddress you want to send theWebpageto, and thenclick theSend buttonon the

toolbar.
4. ToincludetheWebpageorlinkinane-mailmessage,youmusthaveane-mail account.

Activatingthespell-checker

Outlook Express can automatically check the spelling in all your messages. The spelling
command may not be available if you do not have Microsoft Office 97/XP programs (e.g.
Microsoft Word, Microsoft Excel, or Microsoft PowerPoint) Installed on you computer.
1. IntheOutlookWindow, clicktheTools menu, andclickOptions. TheOptionsdialog box
will open as shown in figure
2. Select thespellingtab.Clickthecheckthecheck boxnextto “Alwayscheckspelling before

bh 1Y

sending”, “Suggest replacements for misspelled words” and Click OK.

UsingAddressbook

Addresses of your friends can be kept in Address Book. The Address book is a convenient
place for you to store e-mail addresses. You can add new contacts to your Address Book by
typing them in or by adding them directly from e-mail messages.
1. On the toolbar, click the address book button. The address book window will open as
shown in figure.
2. On the Address Book toolbar, click the New, Contact button. The Properties dialog
box will open as shown below.
3. Select the Personal tab and type the contact’s first and last name in the name boxes.
The fullname isautomaticallyaddedtotheDisplayBox. Ifyouwant adifferent name to
appear in the box, type it in.

% Address Book - Main Identity

File Edit Wiew Tools Help
= X B @
Mew Properties Delete  Find People Action
-l”SlhareclIEantlacts. : 'j Type name or seleck From lisk; I
{23 Main Identity's Conta Marme 7 E-Mail Address Business Pho
[E=ldoeace Aurangabad aurangabad.doeacc@gma. ..
[EZlSanar Darakh sagar200400@amail.com
[EZ]sahas entertainment sahas. ent@agmail, com
[EZ]Sushila Banswal ruchasoft@gmail.com
EZ]Swati Jape swatijape@yahoo.com
£ | 2| >
5 ikems

4. In the Add new box, type the contact’s e-mail address, and click OK. The contact is
now saved in your Address Book



Mame | Home | Business | Personal | Other | Metkeeting || Digital IDs

E Enter name and e-mail information about this contact here.

Firsk: Middle: Lask:

Title: Display + | Mickname:

E-Mail fddresses:

[[] 5end E-Mail using plain texk anky.

0K H Cancel ]

AddingaContactDirectlyfromaMessage

You canadd contactsto your Address Book directly froman individual message byusing
following method.

1. Inthemessagewindow,clickthecontact’snametoselectit.

2. ClicktheToolsmenu,pointtoAddtoAddressBook,andclickSender.

3. The Properties dialogbox will open.The e-mail address will alreadybefilledin as
shown in figure.

4. Add any additional information, and click OK. The contact’s nameisnow added to
your Address Book.

CheckName

Instead of looking-up the information, you can fill in a partial name or address in the To:
box. Outlook Express will search your Address Bookto find anentrythat matches and fill in
the rest for you.
1. In the To: box, type the first few letters of a name in your Address Book. Outlook
Express will try to complete the entry. If it doesn’t proceed to the next step.

2. In the message window, click the Tools menu, and click Check Names as shown
inthegiven figure. ACheck Names dialog boxappears. If morethanone personin your
Address Book has the same first name, the dialog box displays all matching names.

If the name you want is shown, select it and click OK. The name will appear in the To:
box of your message window.



H: Mew Message

File  Edit WView Insert Format BRGEEEE Message Help h

§ f Spelling. .. F7
= 1 | |- 4! .
Send o Ete Request Read Receipt Priority
Check Mames Chrl+k
Tor Select Recipients. ..

G e | Address Book... Crrl+-Shift+6
Subject: | Encrypt

Digitally Sign

||| vt ] [10 v

SavingyourAddressBooktoDisk

Itispossibletokeepacopyofyouraddressbookonafloppydiskisbetterthanpaper. Follow these
steps to perform above task:
1. OpentheAddressBook.

2. IntheAddressBooklist,selectthecontactsthatyouwanttosavetodisk.
3. ClicktheFilemenu,pointtoExport,andclick AddressBook.TheAddressBook Export Tool
will open as shown in figure.

4. IntheExport ToolWindow, select “Text File” ( CommaSeparated Values )fromthe list,
and click Export. The CSV Export dialog box will open.

Address Book Export Tool

Select the program or file type you want to export your addrezs boak to, and
then click the Export buttan.

Text File [Comma Separated Y alues)

Cloze

5. ClicktheBrowsebuttontoopentheSaveAsdialog box.
6. Fillinthefollowinginformation:
e IntheSaveinbox,scrolluntilyou locatethefloppydrive[A:],thenclick it.

e Inthe File name box, type a name for the file (e.g.Address Book), then in the
Save as type box, select “Text Files”

e C(Click the Save button. The Save As dialog box will close and you will returnto
the CSV Export dialog box.

7. In the CSV Export dialog box, click the Next button, then click Finish. The Export
dialog will close. A message box will appear confirming that the Address Book has
been successfully exported. When you open the Address book file from your floppy
disk, it will automatically open using the Notepad program on you computer.



SendingSoftcopyasAttachment
If you are attaching a link or picture, make sure HTML formatting is turned on byclicking
the Format menu in the message window and then clicking Rich Text (HTML). A black dot
appears by the command when it is selected.
1. In the message, click where you want the image or file to appear, or select the textthat
you want to link to a file or Web Page.
& & =lE3kchment,andthendouble-clickthe  file

: ™ .
: : “|as shown in figure.
: ; Insert Attachment 2
=
© Send Laok in: | (£} My Documents e W A e
To: E |16 png |2 Corel User Files
: |Z)6 screen recarding |ifive prig —
E3: (S 5]
“ Iy 17 prg Dmaya
Subject: |E ([ adim |2y eBooks
I)Adobe dMy Tusic I
|)Camtasia Studio ﬁMy Pictures
Dear Sir, < >
Hope you File name:
Files of type: leg [ v Cancel
—— ye |4 Files [+
[ Make Shortcut to this file
Thank Yo
CCC develTpMerT Team

3. To insert animage, clickthelnsert menu, andthenclickPicture. ClickBrowseto find the
image file, and then double-click the file name.

4. To Insert a link, click the Insert Hyperlink buttononthe formatting toolbar, select the
file type, and then type the location or address of the link.

5. Ifmessage recipients are not able to view your insertedimages, click the Tools menu,
and then click Options. Click the Send tab, click Settings and then make sure that
Send Pictures with messages is selected. Then resend your message.

SpamHandling

Spam mails are also known as Junk or Unsolicited Bulk Mail. In spam same message
is delivered to lot of recipients. 1990 onwards there is remarkable increase in the number of
Spam mail. According to the information noted in April2008, the number ofspam mails was
morethan100billionper day. Morethan80percent spammessagesarecreatedanddelivered by less
than 200 spammers. With the help of Bot net’s Virus Affected Computer Network more than
80 percent spasm are delivered.In case of spam mails, lot of times the expenses have to be
paid by the recipients and not the sender, thus they are used as the inexpensive media of
advertisement.

In last few years the attempts are done to reduce the number of spam mails. Various
filters are used to block the contents of spasm.The technologies like Domain Name based
Black Hole Lists, GreyListing, SpamTraps, systemcheck for bulk mailand others are being
used to reduce the number of spam mails.

Smiley
Asmileyorhappyface,isastylizedrepresentationofasmilinghumanface,

commonlyrepresented asa yellow (manyother colorsare also used) circle (orsphere) with
twoblackdotsrepresentingeyesandablackhalfcirclerepresentingthe  mouth.“Smiley” is also
sometimes used as a generic term for any emoticon.



JohnSmithdesignedthefirst Smileyface. Thegraphicwaspopularized intheearly 1970s.
Smiley has been a registered trademark in some countries since 1971

Smiley Expression
[_L'} SimpleSmileisusuallywrittenlikethis,:)or(:or:]or[:or=)or(=or:-)or(-:

@ ConfusedSmileyisusuallywrittenlikethis,:SorS:or:/or:\or/:oro_OorO_Oor
= 0.00r0.0

(= | SimpleFrownisusuallywrittenlikethis,:(or):or:[or]:or:'(or )":
(&) | ShockedSmileyisusuallywrittenlikethis,:OorO:or:00ro:

3 SmileywithTonguestickingout isusuallywrittenlikethis,:Por q:or:p. Ifyouuse ASCII
keys then, :P, is also possible. Press ALT + keypad0222 for "b"

il Smileywithbiggrinisusuallywrittenlikethis,:Dor:]]or|][:

DocumentCollaboration:

Documentcollaborationishowyousharedatainaconsistentmanner,soitcanbe retrieved,
reviewed, approved, and audited by authorized individuals.

This means that your success in using document collaboration depends on selecting
tools that provide a secure way to upload, find, and review documents — and then involving
others in the review process.

Let’s take a look at some of the risks associated with sending documents over email
compared to more secure methods.

SevenDocumentCollaborationRisks

When companies come to us, they’re usually looking at how to move from email —
whichtheyknow is fraught withtechnicaland legalissues—andexploreweb-basedtoolsthat
simplify the Document Review process.

During our workshops, we explore the risks associated with document collaboration and
how they can improve their business processes. Here some examples of how we get started.

1. Guidelines— Weworkwithorganizationsto developaset ofguidelines for reviewing the
documents so each contributor understands what is expected of them during the
review process. What may be obvious to you, especially if you are more proficient
with web technologies, may be more challenging for other individuals!

2. Ownership — Each document must have a Document Owner. This person is
responsible for driving the document through the review cycle and ensuring that it’s
approvedontime. Furthermore,thissinglepoint ofcontactcancoordinate input from
different authors and smooth out anypolitical issues that mayarise — for example, if
several C Level executives are contributing to the same text



3. Security — Sharing documents by email creates different security risks, especially for
confidential documents. For instance, you’re in a hurryto send an email, you type in
theaddress, addthe attachment and hit Enter. One wrong letter, character,or number —
that’s all it takes. That confidential contract for Anne goes to Anna instead. Youcan
imagine the damage this can be to one’s credibility.

4. Progress Reports — While we all enjoy the convenience of email, there is no way to
tell if others have started reviewing the document or if they’ve even opened it.
Wouldn’t it be great if when someone reviewed your document, you received a
confirmation message telling you what they’d written? One of the nice features in
Agilewords is that you choose between automatic and daily emails whenever a
Reviewer provides feedback on the document. This provides an audit trail all the
comments and changes over the document lifecycle.

5. Scheduling — One of the limitations of email is that while you can remind others to
complete the document review by a specific date, they may ignore this or simply not
see it in the email. When we developed Agilewords, we designed it so that you can
schedule review tasks across the team and merge their comments into the final
document, so it’s approved on time — every time. For legal firms, this helps avoid
liability issues that may arise when incomplete or invalid documents are submitted.

6. Version Control — Firms have told us that most employees don’t know how to use
Track Changes or Version Control features in Microsoft Word correctly. And, from
one angle, they shouldn’t have to. Their expertise lies elsewhere. Time spent
wrestling with documents is billable time lost. One way this can be addressed is by
creating a Master copy online, which is accessible by all authorized personnel. This
avoids ‘version madness’ where multiple versions of the same document are in
circulation, making the review process virtually impossible. Tools like Agilewords
help you avoid this since the service assigns Access Rights to each document,
meaning that the right person reads the right document. Furthermore, it also ensures
that someone in a junior positiondoesnot haveauthorityto overridetext writtenbya
senior manager.

7. Workflow — The true measure of success with Document Collaboration lies in
improvements to the current processes, reduction in costs, and satisfied clients. You
don’t want a scenario where highly-paid team members spend hours cutting and
pasting between documents. The benefit that Agilewords offers our clients is that it
simplifies the document review process. It reduces the steps involved in the review
process, so your staff can contribute faster and move onto the next task.

InstantMessagingandCollaboration

Instant messaging (IM) is a collection of technologies that create the possibility of
real-time text-based communication between two or more participants over the internet or
some formof internal network/intranet. It is important to understand that what separates chat
and instant messaging from technologies such as e-mail is the perceived synchronicityof the
communication by the user - Chat happens in real-time. Some systems allow the sending of
messages to people not currently logged on (offline messages), thus removing much of the
difference between Instant Messaging and e-mail.

IM allows effective and efficient communication, featuring immediate receipt of
acknowledgment or reply. In certain cases Instant Messaging involves additional features,
which make it even more popular. For example, users cansee eachother byusing web-cams, or
talk directly for free over the Internet using a microphone and loudspeakers.



UsingInstantMessaging:

The Internet has revolutionized the way we communicate. E-mail has been the most
rapidly adopted form of communication ever known. Less than two decades ago, not many
people had heard of it. Now, many of us e-mail instead of writing letters or even calling
peopleonthephone. Peoplearoundtheworldsendout billionsofe-mail messageseveryday.

But sometimes even e-mail isn't fast enough. You might not know if a person you
want to e-mail is online at that moment. Also, if you're e-mailing back and forth with
someone, you usually have to click througha few steps. This is whyinstant messaging (IM)
has become so popular.

WithIM, you cankeep a list ofpeople you interact with. You canIM withanyone on
your buddy list or contact list as long as that person is online. You type messages to each
other into a small window that shows up on both of your screens.

MostIMprogramsprovidethesefeatures:
e Instantmessages-Sendnotesbackandforthwithafriendwhoisonline

Chat-Createachatroomwithfriendsorco-workers
Weblinks-Sharelinkstoyourfavorite Websites
Video-Sendandviewvideos,andchatfacetofacewithfriends
Images-Lookatanimagestoredonyourfriend'scomputer
Sounds-Playsoundsforyourfriends
Files-Sharefilesbysendingthemdirectlytoyourfriends
Talk-Usethelnternetinsteadofaphonetoactuallytalkwithfriends
Streamingcontent-Real-timeornear-real-timestockquotesandnews
Mobilecapabilities-Sendinstantmessagesfromyourcellphone

InstantMessagingproviders

AOL Instant Messenger (AIM) became the IM leader. In the past few years,though,
a number of services have cut into AIM's audience. Windows Live Messenger
(formerlyMSN Messenger) and Yahoo! Messenger, in particular, have become widelyused
around the globe. Google recently introduced its IM system, Google Talk. Proprietary
multiprotocol applications like Trillian and Pidgin, which allow users to IM on several
services at once, are also rapidly gaining in popularity.

netiquettes

While using Internet some etiquette has to be followed. These Etiquette / Netiquettebegan
before the 1989, start of the World Wide Web.We will discuss some etiquette to be followed
while using the e-mail services.

e First, there are the users who have no idea that the 'Cc' exists. Every address is listed
in the 'To' even if the email is only directed to one person. Secondly, there are users
who feel that every single e-mail should be copied to their entire address bookwhether
it'srelevant tothosereceiving itornot.Theaddresses inthe 'Bec'are like'Cc' except that
the addresses in "To' and 'Cc' do not know that the addresses in the 'Bec'are included in
the conversation. The 'To' and 'Cc' addresses are blind to the 'Bee' addresses. As you
can imagine, use of the 'Bcc' is somewhat unethical and thereforeits use is



discouraged.



e The 'Reply to All' button is just a button, but it can generate tons of unnecessary e-
mails. For example, ifl send adozenpeopleane-mailasking ifthey areavailableat a
certain time for a meeting I should get a dozen replies and that's it. However, if each
person hits the "Reply to All' button not only do I get a dozen replies, but so does
everyone else for a total of 144 messages!

e First check the recipients of the e-mail which you have received before forwarding it
to other, it may be possible that the message may be already received simultaneously
when you received the message.
Don'tgetcaughtupingrammarandpunctuation,especiallyexcessivepunctuation.

Therearelotsofe-mailclients(andsomeservers)whichcannothandlemessages when they
are highly formatted, so try simple formatting for your messages.
Inabusinessandnon-businesssituationusepropertypeofsalutations.

UseabbreviationsthatarealreadycommontotheEnglishlanguage.
Makeyourmessagesshortandtothepoint.

AvoidtheuseofCapitalletters,Boldofsimilar typeofformatting for allthe matter.It means

avoid over highlighting the matter.

e Since there are no visual or auditory cues with e-mail, users have come up with
something called "smilies". Theyare simple strings of characters that are interspersed
in the e-mail text to convey the writer's emotions.

e Sometimes it may be possible that the recipient is not familiar to the person who is
sending the message. So it isgood practiceto includetheSignature linesat theend of the
e-mail. It will help the recipient to find out the sender’s name, post working location
etc.

e While sending the attachment file size is up-to 1 MB for dial-up and more for

broadband communication.

CheckYourProgress
Howreplayingtoane-mail?
Howsortandsearchingthee-mail.

Summary

e Electronic mails are new mode of communication; they have header part where
address and subjects of recipients are mentioned, message area where actual
message is written and signature part which defines the identity of sender.

e Dial-up connection can be configured so that computer can access Internet or
email through service provider (ISP).

e DifferentprotocolsareusedinemaillikePOP,SMTP,IMAP,LDAP.

e Outlook Express can be used to send and receive emails through dialup and LAN
connection.
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Introduction:

Power Point is used to create overhead transparency, 35mm slides, photo print or on-
screen presentation. Speakers’ notes and audience handouts can be generate, presentation
contents with outlines can be organized with the help of different components of PowerPoint.
Presentation can be created by typing the text, and inserting picture, sounds and animation. It
also provides galleries of image and sounds. Design elements like auto layouts and
presentation templates make the creation of any presentation offers a way to preview show,
add special effects to the slides as displayed onscreenand rehearse the timings ofeach slide.

Navigation through on-screen slides and jumping to the first or the last slide is
possible by using the action buttons options from the Slide Show menu. A particular
combination of slides can be made by creating a custom show. One can preview and insert
slides from another presentation by using the slide finger, animation charts and enhanced
custom animation another. Presentation may also be run from a kiosk.

Objective:
Aftergoingthroughthisunityouwillbeableto:
° CreateaPowerPointPresentation
Insertanddeleteslidesinnewpresentation
Viewapresentation
Viewwithcolours
Addheaderandfooter

Basics:

In this section we discuss the elementary operations like opening, saving of Power Point
files and different options of Power Point dialog box.

UsingPowerPoint:
TousePowerPoint:
1. Clickonthestartbuttonlocatedatthebottomleftcornerofyourwindowenvironment.
2. SelecttheProgramsoptionfromtheStartmenu.

3. Select the Microsoft Power Point option from the Programs submenu as displayed in the
given figure.



4. PowerPointdialogboxwithfollowingoptionsappears



PowerPointPresentationScreen:
ThefouroptionsinthePowerPointdialogboxare:

AutoContentWizard

if you click onthe Auto-Content Wizard option, it displays a list ofpresentations that
you can select. After this, a series of Wizard dialogs you through the creation of the new
presentation.

DesignTemplate

Presentation templates are built-in designs that contain colour schemes and design
elements that provide a background for a slide. They are also referred to as design in Power
Point slide.

BlankPresentation

Open a presentation with no elements or design background in place. This selection
offers a lot of flexibility in creating you presentation elements.

OpenanExistingPresentation
OpensabrowsedialogboxtolocateaPowerPointfilethathaspreviouslybeensaved.

OPENINGAPOWERPOINTPRESENTATION

You can open a presentation by selecting the Open an existing presentation option
from the Power Point Task Pane. You can also open a presentation by selecting the Open
option from the file menu.

SAVINGAPRESENTATION
1. Select Save as option fromthe file menu. ASave as dialog box is displayed as shown
in the Figure.
2. Enterthefilename
3. ClickontheSavebutton.
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Ifyouwant to savethechangesto anexisting file, select theSaveoptionfromtheFile menu.
The latest version of Power Point also allows you to make a Web page out of any presentation
by saving it in HTML format. Select Save as HTML option fromthe File menu.



CREATIONOFPRESENTATION:

Power Point offers a variety of ways to create a new presentation. You can create the
presentationbyusingawizardortemplates,or youcancreateblankpresentationsthat contain no
colour or style or enhancements.

CREATINGAPRESENTATIONUSINGATEMPLATE

When predefined slide and title masters, colour schemes and graphics elements are
saved in a presentation file, it is called a presentation template. A presentation template
includes masters with preformatted fonts and styles.

If you select the Template option from the Power Point Task Pane, the New Presentation
dialog box is displayed as shown in the given figure.
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Select the Auto layout you want and click onthe OK button. It lets Power Point to do
the work for you, it saves the time and trouble of creating new objects fro new slides and
arranging and aligning them. Each Auto Layout contains placeholders for various kinds of
objects such text, clip art, organization chart and so on. Select the layout you want for your
new slide and then click on the OK button or double click on the layout you want to use.

CREATINGABLANKPRESENTATION

Whenyou createablank presentation, thedefault templatescalledDefault Designuse no
colour and include no styles or enhancements as shown in the figure given below. When you
createa blank presentation, you havea fullcontrolofthecolour scheme, layout and style or your
slides. You can add a template, colours and other enhancements selectively at any time by
Tocreateblankpresentation:

1. SelecttheNewoptionfromthefilemenu.Taskpanewillbedisplayed.

2. Select a suitable layout and click on the OK button. You can also create a blank
presentation by pressing Ctrl + N keys.



Click to add title '

ENTERINGANDEDITINGTEXT:
Every slide’s in a presentation contains text of some kind, even if it is just the title.
Entering and editing text in Power Point is similar to entering and editing text in any Office

application.
The slide normallyconsistsoftitlepart and subtitle bar. Dependinguser need we can

change the documentation area.
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Click to add subtitle

TypingtheContentforSlides

A method of entering slide text involves replacing the sample text in a slide
placeholder with your own text. The slide shown in Figure, includes tow placeholders, one
that contains a sample title and one that contains a bulleted list. A faint dotted line appears
around each placeholder. Click anywhere within a placeholder to select it. A wide hashed
border replaces the faint outline. The sample text disappears and an insertion point appears
inside the placeholder. In a bulleted list, placeholder, the sample text disappears and thebullet
remains, with the insertion point positioned where the text will begin. In a title or
subtitleplaceholder,theinsertionpointmaybecanteredorleftaligned. Whenyoufinish



entering text, deselect the object by clicking by clicking on a blank area of the slide or the
gray border around the slide.

CreatingNewTextObject

Select text box button on the drawing tool bar. Place the cursor where you want to
insert the text.Click with left mouse button. Click with left mouse button. Text box with
insertion point will be displayed. Inter the desired text in the text place, the text box will be
resized according to the text entered inthe text box. If you want to type in the next line press
enter key.

ChangingTextandCorrectingErrors

Click on the text object to make changes. An insertion point is displayed, indicating
that you can edit the text. You can use the cut, copy, paste, clear and select all options from
the Edit menu to edit the text. When text is selected on a slide, the Cut, Copy and Paste
commands appear when you click the right mouse button to display the shortcut menu.
Expand Slide is new feature of Power Point the allows you to easily break up a single slide
into severalindividualslides. Displayaslidewith agreat dealoftext onit, andthenselect the
Expand Slides option from the Tools menu. Power Point breaks up the text to create several
slides.

When you finish editing text, deselect the object by clicking on a blank area of the
slide or the gray border around the slide.

Inserting&DeletingSlidesInAPresentation:

After you create your presentation file, you can add, insert or delete slides wherever
necessary.

AddingSlides:
1. Selectthe New SlideOptionfrom the Insertmenu.Thisinvokesthe NewSlide dialog
Box displaying the slide layout.
2. SelectanappropriateAutoLayoutfromtheNewSlidedialogbox.

3. ClickontheOK button.

If you want to add your own objects, text or pictures to a slide, select the appropriate option
from the insert menu.

InsertingSlides:

Slides can be inserted before or after a particular slide. You can select in the Slide
Sorter View and then add a slide by using the New Slide option from the Insert menu. This
action will result in the new slide being inserted after the selected slide.
To insert the slides from another file, select the Slides from Files option from. With the help
of browse button you can start the slide finder dialog box. With the help of this box we can
select the file fromthe available files and insert the desired slide fromthat file.
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ChangingText&CorrectingErrors:

Click on the text object to make changes. An insertion point is displayed, indicating
that you can edit the text. You can use the Cut, Copy, paste, Clear and Select All options;
fromthe Edit menu t o edit the text. Whentext isselected ona slide, the Cut, Copyand Paste
commands appear when you click the right mouse button to display the shortcut menu.
Expand Slide is new feature of Power Point the allows you to easily break up a single slide
into several individual slides. Display a slide with a great dialoftext on it and then select the
Expand Slides option from the Tools menu. Power Point breaks up the text to create several
slides.

When you finish editing text, deselect the object by clicking on a blank area of the
slide or the gray border around the slide.

Contents:

The insert menu, Selecting the Browse buttondisplays the Insert slides fromthe Files
dialog box. This allows youto browsethroughother presentationandselect slides fromthose
presentation sets.

DeletingSlides:

To delete the slide mark the slide to be deleted and select the Delete slide option fro m
the Edit menu. You can select the slide in the Slide Sorter View and press the Delete key to
delete a slide.

PreparationofSlides:
InsertingwordTableandExcelWorksheet
Atableofdatacanconveyusefulinformationonaslide.

Toinsertaable:
1. ClickthelnsertTableButtonontheStandardtoolbar.
2. Clickanddragthe mousepointer acrossthecells to indicatetherowsandcolumns you
want.

3. Releasethemousebutton,PowerPointinsertsaspecialobjectintoyourslide.
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Tocreatethecontentsofyourtable:
1. Select thearea inwhich youwant to addtext,or pressTabto movethe insertionpoint from
left to right across the cells in the table.
2. UsetheUpandDownarrowkeytomovefromonerowtoanother.
Usethestandardeditingconventionstoenterandeditthetextinthetable.
4. To deselectthe Table or Worksheet, click on any blank area outside the table or
thegray are that surrounds the slide.
5. Youcanmakechangestoatablebydoubleclick insidethetable.

(98]

InsertingExcelWorksheet:

The great thing about the Microsoft Office Suite is the fluid interaction of each
applicationtype.ByembeddingtheExceldocument into yourpresentationordocument you can
use it to make a point more effectively with numbers or even graphs.

First let’stakealookateasilyembeddinga newblankExceldocument.Openupthe
PowerPoint presentation (or Word document) to add the Excelworksheet, then Insert

UObject.

IntheInsertObjectdialogboxselectMicrosoftOfficeExcel WorksheetandclickonOK.

Insert Chject

Chject type:
@ Create new | Microsoft Office Excel 97-2003 Worksheet -
Y Croats Fom Ha Microsoft Office Excel Binary Worksheet Cancel

Microsoft Office Excel Chart ;

| Microsoft Office Excel Macro-Enabled Worksheet | |
Microsoft Office Excel Worksheet | ) ]
| Microsaft Office PowerPaint 97-2003 lsesentation [ pisplay as icon
| Microsoft Office PowerPoint 97-2003 Slide

|Microsaft Office PowerPoint Macro-Enabled Presentation ™ |

gtz |

Result

- Ingerts a new Microsoft Office Excel Worksheet object into your
Eﬂ; presentation.




Nowyoucanstart enteringdata intothenewExcelworksheet. Youwillnoticethat allof the
Excel controls will now be shown in the Ribbon.This can come in very handy when you
need to create a new worksheet within presentation quickly.

Enter New Data Into Excel Sheet
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Afterembeddingthe file youcanworktoadjusttheslide forthepresentationandalso
continue to work on the Excel sheet.

AddingClipArtPictures

Clip art a collection of graphics files. Inserting a Clip Art drawing is one of the
best wayto enhance a slide show. Using this artworkin your presentationcan help you make
apoint, addhumour or simply makethepresentationvisually more interesting to the viewers.
Power Point is supplied with a library of Clip Art.

ToaddClipArtPictures:

1. SelecttheslideintowhichyouwanttoinserttheClipArt.

2. SelectthePictureoptionfromthelnsert menu.

3. Select the Clip Art option fromthe Picture submenu. If your slide contains a Clip Art
placeholder, double-click on it. The Microsoft Clip Gallerydialog box is displayed as
shown in the following figure.

4. The Insert menu, selecting the Browse button displays the Insert slides from the files
dialog box. This allows you to browse through other presentation and select slides
from those presentation sets.

DeletingSlides

To delete the slide, mark the slide to be deleted and select the slide to be deleted and
select theDeleteSlideoption fromtheEdit menu. You canselect theSlide in theSlideSorter View
and press the Delete Key to delete a slide.
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InsertingOtherObjects
Toinsertanewfileanotherapplication:
1. DisplaythePowerPointslideintowhichyouwanttoinsertanobject
2. SelecttheObjectoptionfromthelnsertmenu. TheinsertObjectdialogboxis displayed as
shown in figure.
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Selecttocreatenewoptionfromthedialogbox
Ifyouwanttodisplaytheobjectasaniconthenselectthedisplayasiconoption.

Fromtheobjecttypelistdisplaysthetypeoffileyoucaninsertyou’reyourslide.

Fromtheobjecttype list,selectthetypeofobjectyouwantto insert.
ClickontheOKbutton,thisclosesthelnsertobjectdialog  boxandthewindowor the
appropriate application opens on the top of the Power Point window.

8. To use the application for the cases in which you select an item, Power Point
inserts the item and closes the application. In case you create a new file, return to
PowerPoint byselecttheExit optionandReturnto(filename) command fromthe
openapplication file menu. The Applicator window closes and the file you crated
is inserted into the current Power Point slide.

9. Click on any blank area ofthe slide ofthe grayarea surrounding to be deselect the

N ad






Toinsertanexistingfilefromanotherapplication

When you insert anexisting file fromanother application, the file is insertedtothePower
Point directly; Power Point doesnot openthe applicationwhich isused to create a file. Ifyou
want to modify the file,you must openthe application bydouble clicking on the object afterit is
inserted into your Power Point slide, to insert an existing file fromanother application.
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_ Inserts the contents o the file as an object inzo your
presentation so that vwau can activate it using the
applization that created it.

DisplaythePowerPointslideintowhichyouwanttoinsertanobject.

Select the Object option from the Insert menu. The Insert Object dialog box is
displayedas showninprevious figure. Select theCreatefromfileoption. The new
insert object dialog box is displayed as shown in figure.

If you know the name of the file, type the complete path name in the File Box. If
not, click on the Browse button, which displays the browse dialog box with the
directory tree.

Select the correct file name and click on the OK button. The selected file name
appears in the file box.
Ifyouwanttodisplaytheobjectasicon,themselecttheDisplayasiconoption

ClickontheOK button

Click on any blank area of the slide or the gray area surrounding the slide to
deselect the inserted object.

Resizing&ScalinganObject:
The resize handles that appear at he corners of an object enable you to resize theobject

in two dimensions. When you click ontheresize handle in theupper right corner ofan object,
you can change the height or width of the object by dragging the handle in any direction. If
you want to maintain an object’s height-to-width ratio, hold down the Shift keyas you drag
any corner’s resize handle. If you want to resize the object in two dimensions
simultaneously,from the center of the object outward, hold down the Ctrl key as you drag
anycoroner handle. Byholding boththe Shift and Ctrlkeys as you drag a corner handle, you
can maintain an objects height-to-width ratio and resize from the center outward.

Scaling is another way of resizing an object. Scaling enables you to specify an object’s size
by percentage.



Toscaleanobject:

l. Selecttheobjectforscaling.
2. Select the auto shape option fromthe Format menu. Following format AutoShape
dialog box is displayed.
3. SelectthesizetabfromtheFormatAutoShapedialogbox.
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4. IntheHeightandWidthboxes,enteranumbergreaterthan100toenlargethe object or a
number smaller than 100 to reduce the object
5. SelecttheLockaspectratiocheckboxtokeeptheheightorwidthintact.
6. ClickonthePreviewbuttontopreviewtheobject

7. ClickontheOK button.

PowerPointdeterminesthescaleforapicturebyselectingtheBestScaleforslideshow option in the Size
tab of the Format AutoShape dialog box.

PresentationofSlides:

[H 2=

Viewing a Presentation:

Power Point offers several ways to view a presentation. Each view has a particular
purpose and advantage. The quickest way to select a view is to click on the View buttons
located all the bottom left corner of the Power Point window as shown in Figure. You can
also select the View option from the view menu.

ZoomingIn&Out:

Regardless of the view you select, Power Point displays the Presentation at a present
percentage of its full size. The percentage Power Point uses varies, depending on your video
driver, thescreenresolutionyouuse andthesize of your monitor. Power Point useadifferent
zoom for percentage for each view.

ToSpecifyTheZoomPercentage:
1. SelecttheZoomoptionfromtheviewmenu.Azoomdialogboxisdisplayedas shown in
previous figure.
2. Selectthepercentage.
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You canalso select thezoomoption fromthe ZoomControldrop-downlist fromthe standard
toolbar.

NormalView

TheSlide view isusedto createandedit slides,thisisthedefault viewwhenyourfirst open
Power Point. The Slide view displays individual slides in the current Power Point window. In
this view, all the menus and toolbars are available for use, to display the Slide view. Select the
Slide option from the View menu.
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SlideSorterView:

The Slide Sorter view gives you a miniature picture of each slide as shown in given
figure. Youcanusethis viewto select anddrag slides fromonepositionto another withinthe slide
show. The slide number appears near the bottom-right corner of each slide. When the
presentation output is intended to be a slide shown and you have added the display duration
byrehearsing the presentation, the amount ofthe time eachslide is displayed during the slide
shown appears near the bottom-left corner of each slide.



To select aslide inSlideSorter view, usethearrowkeysto highlight theslideor click onthe
slide your want to select a bold outline surrounds the select slide.
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NotesPageView:

The notes Page view is used to enter notes forth sides within a presentation as shown
in the figure given below. Each Notes Page includes an image of the associated slide. Below
that, there is an area where you can enter any text. Notes Pages act as a script for the
presentation. You can write out the information you want to include about each ofthe slides. It
canhold as muchtext as you can fit onone page. To displaya Notes Page view, Select the
Notes Page option from the view menu.
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SlideShowView:

TheSlideShowviewdisplaystheslide fullscreen, whenyouusethisview, thePower Point
windows is not visible and each slide occupies the complete screen areas as shown in figure.
This view helps you to check the final sizes, colours, animation, transitions between slides,
soundsandother controls. Todisplaytheslideshowview, select theshowoptionfrom the view
menu.

ChoosingaSetupforPresentation:

You can display a presentation as an on-screen slide show, as 35mm slides, as
overheads or as some other type of printed output. You can also specify other properties of
presentation, of presentation and Power Point adjusts the presentation to best suit you
selections.
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Toselectaset-upforslidenotes,handoutsandoutlines

1)  Openthepresentationforwhichyouwanttospecifyaset-up
2)  Select the Page Setup option form the File menu. The page Setup dialog box is
displayed as shown in Figure.
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3)  SelectanappropriateoptionfromSlidessizedfordrop-downlist.
4)  EnteranumberotherthatlintheNumberslidesfrombox.

5)  To change the print orientation for slides, Notes, handouts or an outline, select eitherthe
Portrait or the Landscape option. When you select Portrait, the slide is taller than it is
wide and landscape creates slides that are wider than they are tall.



PrintingSlides& Handouts:

Toprintapresentation:
l. Openthepresentationyouwanttoprint.
2. SelectthePrintoptionfromtheFileprintdialogboxisdisplayedasshownin Figure. The
current printer is displayed at the top dialog box.
3. Select fromdifferentoptionsandClickonOKbuttonto closethePrint dialog box and

print the active presentation.
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MakingSettinginthePrintDialogBox:

Once your printer is set up, Power Point allows you to print any component of a
presentation: slides, notes, pages handouts and an outline. To print a component, select the
Print option from the File the File menu to display the Print dialog box as shown in above
figure. In this dialog box, you can select the component you want to print, the number of
copies, the specific pages to print and other printing options.

PrintingDifferentKindsofOutput:

The Print what option of the print dialog box controls which type of output you want for
your presentation. There are few variables to keep in mind, depending on whether you have
chosen to print a slide, an outline, a notes page or a handout. When you are printing slides,the
print range area of the Print dialog box gives you a number of printing options- you can print
only the current slide, all slides, the slides selected in the presentation or a range of slides that
you specify.

e If you select notespages in theprint what select oftheprint dialog box, you willprint a
reduced slide at the top of the page and speaker’s notes at the bottom of the page.
Since Notes pages print one slide per page, you follow the same basic steps for
printing slides.

e Ifyou select HandoutsinthePrint what selection ofthePrint dialog box, Power Point lets
you print by using one of three different layout styles: two, three or six slides per
page. To print select handout pages, it is not necessary to determine on which page a
slide will print. You need to specify the slide number- set in the Slide Setup dialog
box- that you want to print in the Slide box.

e Youcanprintapresentationinoutlineviewalso.



SlideShow:
One of the most effective ways to present on screen show is on the computer screen,
theentire screen area is used, and Power Point’stitle bar, menu and toolbars arecleared from

the screen.
An on-screen slide show offers several slide show offers several advantages over

transparencies or 35m slides:
e [thelpsyoutoeasilymovearoundthepresentation
e It makes other information available during the presentation, for example, you can
openother computer programs, to get additionaldataor you can link to aWorld Wide
Web site.
e [tenablesyoutoutilizemultimediaeffects,suchasanimationandvideoclips.

e [tallowsyoutoannotateyourslidesasyougiveyourpresentation.

RunningASlideShow :

TorunaslideshowfromwithinPower Point:

1) Openthepresentationforwhichyouwanttoruntheslideshow.
2) Selectanyviewsuchasslide,outlineslidesorter,notespageorslideshowviews.
3) Select the setup shown option from the slide show menu. The setup show dialog box

is displayed as shown in figure.
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4) IntheSlidesareaofthedialogbox,selectallenterarangeofslides.
5) IntheAdvanceslidesarea,select manuallyorselectusingtimings,ifpresent.
6) Foracontinuouslyloopingpresentation,activatethe loopcontinuouslyuntil‘Esc’
check box.
7) Tohave yourpresentationappear fillingtheentirescreen,select eitherpresentedbya
speaker (full screen) or Browsed at a kiosk (full screen) check box.
8) If you have added narrationor animations to your presentationand do not wishto use

these sounds and videos files when you run the slide show, select shown without
narration or show without animation check boxes.

Youcanalsorunaslideshowbyclickkingontheslideshowviewoptionoftheview buttons.



SettingTransitions&SlideTimings

If you want to add more visual interest to your presentation, you can specify transition
style between slides. The transition style determines how one slide is removed from thescreen
and the next and the next one is presented.

1.
2.

Displaythepresentationinslidesorterview.
Selecttheslideforwhichyouwanttosettimingsandtransitionsoptions.For multiple
slides, select the slides as group.

Selectthe slide transition option from the slideshowmenu. The slidetransition
dialog box is displayed as shown in Figure.
SelectanappropriatetransitionstylefromtheEffectdrop-downlist.

Selecttheappropriatespeedoption.

Select one of the options of the Advance area to set time between the two slides.
When the set times expires, the next slide is displayed.

If you want to add sound, select an appropriate option from the sound drop-down
list. Select the loop until next sound option, if you like to continuously loop the
sound.

Click on the Apply button to apply to the current slide only or apply to button to
apply to all the slides in the presentation.
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AutomatingaSlideShow

You can select to advance to successive slides automaticallyduring your presentation
and you can set slide timings to control advancement to successive slides. You can also set
slide timings as you rehearse a presentation.

Toautomateaslideshow:

1) SelecttheRehearsTimingsoptionfromtheSlideShowmenu.TheRehearsal dialog box
is displayed as shown in Figure.

2) When you are ready to advance to the next slide, click on the arrow button on the
Rehearsal dialog box.

Rehearsal
% I ||mooos | % | o:ooos

3) Alternatively,pressEnterorpressPageDown.
4) Repeat Step2untilallslidesareshown.

Microsoft Office PowerPoint

3 ) The tatal time For the slide show was 0:00:03. Do wou want to keep the new slide timings ko use when you view the

slide show?

A message is displayed informing you of the total time for new slide timings. Select yes to
record the new timings or select No to ignore the new timings and retain the previoustimings.

CheckYourProgress:

1) Whatisapresentationtemplate?
2) Howtodo createablankpresentation?

3) Howdoyouspecifythezoompercentage?

Summary:

'] TheorderinwhichslidesaredisplayedcanbealteredbyusingtheSlideSorterView.

'] PowerPointhasalltheeditingfunctionsyouneedtocreateaneffectivepresentation.

[l Changingthelookofapresentationissimpleandeasywithcolourschemeand colours and
line styles.

[l Templatesdeterminethecolourscheme,frame,fontsizeandtypeandother characteristics
that alter a slides appearance.
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Recovery tools
HackerandCracker

Summary

ModelAnswers

Introduction:

Overtheyears,theuseofcomputershasbecomewidespreadinareassuchasbusiness,
government,defense,andevenathome. Thismeansthatlargeamountsofvitalandsensitivedata
areincreasinglybeingprocessedandstoredincomputers. Datasecurityhas,thus,assumedgreat
importance.Inthischapter, wewilldiscussthevariousthreatstotheintegrity,confidentiality,and
availabilityofdataandwhat canbedonetocombat them.

Virus:

Acomputervirusisaprogramthatattachesitselftootherprogramsinordertoaltertheir
behavior, often in a harmful way. A computer virus must enter a 'host' program in order to
activateitself. Almostallvirusesareattachedtoanexecutablefile. Acomputersystemisinfected
whentheuserrunsoropensthehostprogram.Sharinginfectingfiles(e.g.,overanetwork,through
infectedfloppy disks/CD-ROMs, and through e-mail)spreads a computer virus fromone
computer systemtoanother,mostlyunknowingly.Differenttypesofvirusaredescribedbelow

Didyouknow?
Theterm'computervirus'wasfirstdefinedbyFredCohenin1983

Program/Fileinfectorvirusorparasiticvirus:

Thistypeofvirusinfectsexecutablecodefilessuchas.exe,.com,.drv,.dll,.bin,.ovl,and
.sys.Itbecomes active whentheinfectedfileisexecuted.

Macrovirus:

Amacroisasetofcommandswrittenbytheusertobeexecutedlater,amacrovirususes the
macro language for its program. Documents created using Microsoft Office applications
suchas MS Word, MSExcel, and MS Access, whichuse macro language, oftenget infected by
this type of virus.

Multipartitevirus:

Thistypeofvirusinfectscomputersystemsandspreadsitselfinmultipleways.



Polymorphicvirus:

This type of virus changes its code when it passes to another computer system, which
makes it difficult for an antivirus program to detect it.

Stealthvirus:

This type of virus uses various techniques to avoid detection by the user and/or
antivirus programs.

Worm:

A computer worm is a program capable of reproducing and spreading itself toanother
computer system, usually by means of a computer network. It spreads without any human
action. Computer worms usually do not cause direct damage to the programs andfiles in the
computer system. However, they consume large amount of computer memory and/or
network bandwidth, thus slowing down the computer and making it almostimpossible for the
user to work on it

Trojanhorse:

ATrojan horse isaprogramthat appearsusefulat first, but isactuallyprogrammed to pi
the user's data or access rights (e.g., passwords) to someone else. Trojan horses do not re-
produce by infecting other files or by self-replicating like viruses and worms, respectively.
When aTrojan horse isactivated, it typically causesa change in theexisting desktopiconsor
creates new ones. It may also delete some important system files. Its main aim is to steal
sensitive information stored on the infected computer.

Antivirussoftware:

An antivirus software is a program designed to detect and remove maliciousvirus
i.e., viruses, worms, and Trojan horses. The following is necessary in order for an
antivirus program to be effective.

* Itneedstoruninthebackgroundat alltimes.
* Itshouldbekeptupdatedsoitrecognizesnewversionsofmaliciousprograms.

 Itshould havethecapabilitytoscane-mailattachmentsand filesastheyare loaded from
the Internet.
* Theusershouldrunfulldiskscansperiodically.

SomeexamplesofantivirussoftwareareMcAfee VirusScan, NortonAntivirus. Kaspersky
Anti-Virus.

SpywareandMalware:

Spyware is a computer program that secretly gathers information about the user and
relays it to advertisers or other interested parties. It is also called spy-bot or trackingsoftware.
Spyware is often installed without the user's consent when

+ theuserdownloadssomethingfromthelnternet or
* Whentheuserclickssomeoptioninapopupwindowthatappearswhile browsing.



Spyware can also consume a lot of computer memory, making the computer veryslow
and difficult to work with it.

Malware (malicious software) is any program designed to infiltrate (and harm) a
computer without the user's consent.It includes computer viruses, worms, Trojan horses, and
spy-ware. Malware is not the same as defective software, which has a legitimate purpose but
contains harmful errors.

Precautionsagainstmalware:

Run anantivirusprogram/a programspeciallydesigned to detect and remove spyware
(e.g., Windows Defender) at least once a week and every time you have been doing a lot of
web surfing. It will scan your hard drives and registryand give you a list ofmalware on your
system. You can then quarantine or remove these programs. You should also avoid using
pirated software/downloading and running executable files fromunreliable sources to protect
your computer from malware.

Spam

Spamrefersto anyunsolicited,unwantede-mail. Itmaycarryadvertisementsorserve
asameansofspreadingmalwaresuchasvirusesandworms.

Disadvantagesofspam:

e [twastestheuser'stime(inreadingunwantede-mail).
e [twastesnetworkbandwidth.
e [tmaybeusedto spreadmalware.

Avoidingspam:
Someofthewaysofavoidingspamaregivenbelow.

e Do notgive youre-mailaddressto unknownpersons/enterthesameat unreliable
websites.

° Usethespamfilterofyoure-mailprogramtoblockunwantede-mails.

Delete spam mails without reading them

DataBackupandRecoveryTools:

Data backup means to make copies ofdata in a removable, long-term storage device.
It allows the data to be stored in another location and, when required, an individual file or a
set of files can be restored to a computer system. The additionalcopies are called backups.

Whyisbackuprequired?

Datalosscanoccur asaresult offilecorruption, fire,theft, harddiskcrash, etc.Ifyou
regularly make backup copies of files on your hard disk and keep them at a separate place.
You can get the lost data back if anything happens to the original files on your computer.



Whattobackupandwhere?

Any file of folder containing important information should be kept as back-up. The
following are some storage devices that can be used to back up your files: external hard
drive. CD. DVD, and USB Plash drive.

Howtobackupfiles?

Filescanbebackedupbysimplycopyingandpastingthemorbyusingthebuilt-in backup utility
in Windows 2000. To use the backup utility in Windows, do the following.

1. ClickStart» Programs® Accessories» SystemTools > Backup

2. MicrosoftBackupdialog boxwillappear.SelecttheoptionCreateanewbackup job
and click OK

3. Backup Wizard window appears. You can either back up everything on your com-
puter or specific drives, folders and files. Select the correct option, click Next, and
follow the instructions of the wizard

SomemorebackupsoftwareareEASEUSTodoBackup,Autobackup, TaskZip,Compara- tor,
Rapid Backup Beta I, and Backup4all.

Howtoprotectbackupfiles?
Herearesomesuggestionstoprotectyourbackupfiles.

e Thebackupfilesshouldbeprotectedwithapassword.

Thebackupfilesshouldbeplacedawayfromacomputerhavingoriginalfiles.
Youshouldmakemorethanonecopyandplacethemat separateplaces.

Recoverytools

Ifdata is not backedupproperlyand lost dueto anyreason, it canbe recoveredusing
recovery software. A few examples of data recovery software are R-Data Recovery Studio
5.0, Restorer Ultimate Data Recovery 5, R-Undelete 4.0, Virtual Lab Data Recovery
Software, and PC Inspector File Recovery.

Backupmethods

The four backup methods are full backup, incremental backup, differential backup,
mirror backup, and Online backup. There are three factors that help in deciding which
method to choose.

» Thestoragecapacityofthebackupmedia.

» Theperiodoflimeavailableforbackup.

» Thelevelofurgencywhenafileisrestored.
1. Fullbackupmethod:

In thismethod,theentiredataon theharddiskiscopied.Itisdoneon aweekly or monthly
basis. Each full backup contains the entire copy of the data.

2. Incrementalbackupmethod:

Inthis method, onlythe files that have modified since the last full backup are copied.
Backup levels are used to distinguish between different types of backups. A level 0 is a full
backup.A level 1 incremental means backing up everything that has modified since the last



level 0. A level 2 incremental means backing up everything that has modified since the last
level 1, and so on.

3. Differential backupmethod:

In this method, all files that have modified since the last full backup are copied.
Backup levels are used to distinguish between different types of backups. A level 0 is a full
backup. A level I differential means backing up everything that has modified since the last

level0. Alevel2differential meansbackingupeverythingthat has modifiedsincethe levelO and so
on.

4. Mirrorbackupmethod:

In this method, selected files and folders are copied without any compression. It
keeps all the individual files separate in the destination. That is, the destination becomes a
mirror of the source.

5. Onlinebackup

Online backup refers to the copying of data (files, folders, or the entire contents of a
hard disk) to some other computer on the Internet for online storage. The other computer
actsasaremotebackup. Ifyou loseanyfile fromtheoriginalcomputer, youcanconnect to the
computer on the Internet and restore that file. Examples of online backup software are
Back2zip 2.0 beta and Sync Back.

HackerandCracker:
Hacker is a termused for a computer enthusiast, i.e., a person who enjoys learning
programming languagesandcomputer systemsandcanoftenbeconsideredanexpertonthe subject.
Cracker isatermusedtorefer to anindividualwhogainsunauthorizedaccessa computer
system for the purpose of stealing and corrupting data.

InformationSecurityProvisionsinE-commerce

The informationsecuritysystemine-commerceshould meetthefollowing requirements.
Privacy:
Nounauthorizedpersonshouldbeabletoaccesstheinformation.

Authenticationofsenderandrecipient:

Bothsenderandrecipientmustprovetheiridentitiestoeachother.
Integrityandnon-repudiation:

The information must not be tampered with and there should be a proof that the
information is intact.

Secure SocketsLayer (SSL) isa protocolused for securedata transmissionacrossthe
network. It is an integrated part of most web browsers and web servers. It plays a very
important role in the e-commerce activityon the web.SSL makes use of the following.



Publicandprivatekeyencryption:

Privacy of information is handled by encryption. Encryption is the process of
modifying data so that unauthorized users cannot read it. Decryption is a process of
convertingencrypteddata into ahuman-readable format. This methodsolvesthe problem by
creating a set of two different keys called a key pair. While one of the two keys is used to
encrypt the data, the other can be used to decrypt it. The two keys in a key pair are as
follows.

Privatekey:

Onlytheownerknowsaprivate key.
Public key:

Itisdistributedtoanyuserwho requestsit.

Digitalcertificate:

A digital certificate is a kind of digital code or credential that authenticates the
identity of the server. It is signed by an independent, recognized, and mutually trusted third
party to ensure its validity. The signer of the digital certificate is known as Certificate
Authority (CA). Some examples of Certificate Authority are Verisign, digicert, COMODO,
Entrust, and GlobalSign. A digital certificate typically includes the following information
regarding its owner and CA that issues it.

» Thenameoftheowner, itse-mailaddress, andURLofthewebserver usingthecer- tificate.

» Theowner'spublickey. Thepublickeycanbeusedto encrypt sensitive informationfor the
certificate holder.

* ThenameoftheCAthatissuesthecertificate.

* Aserialnumber

+ Thevalidityperiodofthecertificate(astart andanenddate).

+ Thedigitalsignatureof CA ,sothatanytamperingwiththecontentsiseasilydetected.

Exampleofane-commercetransaction:
SupposeAlinawantstobuyaportablemusicplayeronline.

1. Alina'scomputer isconnectedtothelnternet,SheopensthewebbrowserInternet Ex- plorer
and types the address www.ebay.comin the address bar and presses ENTER.

2. The webserver responds bysending Alina's computer its digital certificate, which in-
cludes its public key

3. Theweb browser verifies thedigital certificateof thewebserver. Basically, it checks the
digital signatureto CA and expiration date. If any abnormalities are found, a dialog
box will pop up with an alert. Otherwise, it proceeds with the secure connection.

4. Thebrowser willgenerateaone-Lime, uniquesessionkey. It encryptsthesessionkey with
the public key and sends it to the web server.

5. The web server decrypts the encrypted session key using the private key and gets the
session key. Mow, both have a copy of the session key.

6. Both parties, Alina's web browser computer and the web server, identify each other.
Any further communication is confidential and sample proof.


http://www.ebay.com/

WhenAlinachoosesthedesiredproduct  andproceedsto  buyit,thefollowing isob-
served.
e TheURLofthewebsitenowstartswithhttps:insteadofhttp

o A lock icon appears after the address bar of the browser, as shown in the
following figure, indicating that the browser is now in secure mode. When the
browser is running in normal mode, this icon does not appear.

MEMORYBYTES
e Virusesareoffivetypes;program/file infectorvirus,macro virus, multipartite
virus, polymorphic virus, and stealth virus.
e A virus attaches itselfto anexecutable file and infectsthecomputer whenthis file is
run.

Acomputerwormcanspreadwithouthumanaction.

ATrojan horse does not reproducebyinfecting other files (like viruses) or byself
replicating (like worms).

e Antivirus software can be used to detect and remove malicious programs such as
viruses, worms, and Trojan horses.

Viruses,worms, Trojanhorses,andspywareareexamplesofmalware.

Files can be backed up by simply copying and pasting them or by using the built-
in backup utility in Windows XP.

e Thefourbackupmethodsarefullbackup,incrementalbackup,differential backup,
andmirrorbackup.

e The information security system in e-commerce should meet the following
requirements: privacy, authentication of sender and recipient, and integrity and
non-repudiation.

e SSLmakesuseofpublicandprivatekeyencryptionanddigitalcertificates

Summary:

o A program that attaches itself to other programs in order to alter theirbehavior,
often in a harmful way

o A program capable of reproducing and spreading itself to another computer
system, usually by means of a computer network

o A program that appears useful at first, but is actually programmed to pass the
user's data or access rights to someone else

o A program designed to detect and remove malicious programs, i.e., viruses,
worms, and Trojan horses

o Computer program that secretly gathers information about the user and relays
it to advertisers or other interested parties

0 A computer enthusiast, i.e., a person who enjoys learning programming
languages and computer systems and canoften be considered anexpert onthe
subject

0 An individual who gains unauthorized access to a computer system for the
purpose of stealing and corrupting data

o Theprocessofmodifyingdatasothatunauthorizeduserscannotreadit



Tryyourself?

1.

. Whatisnecessaryinorderforantivirussoftwaretobeeffective?

© N oL kW

Howisavirusdifferent fromaworm?

Whatisspam?Listitsdisadvantagesandthemethodsbywhichonecanavoidit.
Whyisbackuprequired?Howcanbackupfilesbeprotected?
Explainthefourbackupmethods.

Differentiatebetweenhackerandcracker.
Whataretherequirementsofsecurityine-commerce?

What informationdoesadigitalcertificateinclude?
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Chapter—IKnowingComputer
Model Answers

1. CPU

2. Memory

3. Mouse

4. RandomAccessMemory
5. 1024Kilobytes

Chapter-20peratingComputerUsingGUIBasedOperatingSystem Model
Answers
Answer1ControlpanedholdsagroupoftoolsthathelptochangetheSoftwareand Hardware
settings.
Answer 2 Recycle bin is an area which usually holds deleted files until it reaches a user
configurable percentage ofa disk’s capacity. At that point it discards them. It canbe openup to
restore something which had been thrown away earlier.
Answer 3 Right click on the blank area in desktop and choose properties. With the help of
screensaver tabonecanset thedesiresscreen saver, Set thetiming, assignapassword forthe
screen saver to protect your files. To change the settings of the screen save you can use the
settings options.
Answer4

1. Inthewindowexplorer,selectNewOptionfromFilemenu.

2. SelectFolderoptionfromthesubmenu.

3. Typeanameforthenewfolderandthenpressenter.
Answer5SCharactermapisusedtoinsertspecialcharactersintoadocument.

Answer6DiskDefragmenterisusedtorearrangefilesandunusedspaceonthedisk.

Chapter-03Understandingwordprocessing
Model Answers:
1. SeeSection3.2.1

Seesection3.4.6
Itprovidesshortcutsformenucommands.
SeeSection3.4.1
SeeSection3.3.2

Nk

Chapter-04UsingSpreadsheet
Model Answers:

1. Statusline
Range
Rangefunction
Celladdress
Controlpanel
Value
OperatingMode
Formula
ActiveCell
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ChapterSCommunicationusingthelnternet Model
Answers



AnswerlThetopologiesusedinLANareBus,Ring,Star
Answer2refer5.2.1
Answer3referto5.3.3

Chapter06 WwwandWebBrowser

Model Answers
Answerl.Awebsiteisoneormorewebpagesthatrelatetoacommontheme,suchasa person,
business, organization, or a subject, such as sports.
Answer2.BrowsingSoftwarelikeInternetExplorerorNetscapecanbeusedtoaccess valuable
information present in the computers worldwide.

Answer3.Referto6.6.1

Chapter7Communicationandcollaboration
7.7ModelAnswers
1. SeeSection7.3.4
2. SeeSection7.3.6

Chapter-08MakingSmallPresentations
Model Answers:
Answer 1:Power Point offers a variety of ways to create a new presentation. You can create
the presentation that contains no colours or style when predefined slide and title masters.
Colour schemes and graphics elements are saved in a presentation file; it is called a
presentation template. A presentation template includes masters with preformatted fonts and
styles.
Answer2:Tocreateablankpresentation:

v SelecttheNewoptionfromtheFilemenu. Anewpresentationdialogboxis displayed.

v’ SelecttheGeneraltabandoubleclickontheBlankPresentationicon

v Enterthefilename.

v/ CreatePresentation

v’ ClickontheSavebutton.
Answer3:Tospecifythezoompercentage:

v Selectthezoomoptionfromtheviewmenu.

v’ Selectthepercentage

v’ ClickontheOK button

Chapter9AntivirusTechnology
Model Answer

1. Pleaserefer9.1and9.2

2. Pleaserefer9.3

3. Pleaserefer9.3

4. Pleaserefer9.4

5. Pleaserefer9.5

6. Pleaserefer9.6

7. Pleaserefer9.6

8. Pleaserefer9.6

9. Pleaserefer9.6
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