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                                                                  NATIONAL INSITUTE OF COMPUTER TRAINING

                     COMPUTER (LkaxM+d)
Full form of Computer

C            - Common       
   - izR;sd LFkku ij miyC/k] ¼lkekU;½
O            - Operator       
   - pykus okyk
M           - Machine        
   - ;U=
P             - Particular      
   - ges”kk] lnSo
U            - Use For              - iz;ksx] viukuk
T             - Trade                 - “kk[kk 
E             - Education          - f”k{kk

R             - Research           - [kkst
What is Computer?

“A Computer is an electronic machine that receives data as an input, processes it and prints output according to a set of information.”

“Computer is an electronic machine, operating under the control of instructions stored in its own memory that can accept data (input), manipulate the data according to specified rules (process), produce results (output) and store the results for future use.”

Characteristics of Computer:   dEI;wVj dk pfj= ;k ¼fo”ks’krk;sa½
1. SPEED (xfr)
Computer receives information and process it out tremendous in speed. The time taken to execute an instruction is a few micro-second.

2. STORAGE CAPACITY  Hk.kj.k {kerk
Besides a high speed another advantage of computer is its storage capacity. It can store a vast amount of information for future use and can recall it at any time.

3. ACCURACY  fo”olfu;rk
The accuracy of computer is unmatched by an another machine. Computers are 100% accurate. If the wrong data feed into the computer then only we get wrong result.

4. LOGICAL DECISION rqjUr fu.kZ;
Computer has capability to take decision which impacts its some intelligence. It is capable of comparing data and depending upon the result it chooses its path. 
5. VERSATILITY  fofo/krk
A computer is a versatile machine. By this we mean that computers can be linked with any other machine. So as to serve automatic controls or remote control operating. Computers are used in different field to solve the problems such as: it is used to solve scientific problems, handle the traffic efficiently, making balance sheet for industries etc.

6. DILIGENCE yEck le;
Computer can perform endless function without getting tired. It is a very hard working machine. It has super high diligence and never get tired even after working for hours.

History: Evolution of Computer dEI;qVj dk lf{kIr bfrgkl
The history of computers started since the need of computing come into existence. Number of calculating device have been developed and build since them starting with a simple calculating device “ABACUS”. We have moved into the age of Super Computer.

ABACUS

The First mechanical calculating device was developed in 3500 B.C. in Samaria by the “EGYPTIONS”. It was the first calculating device in the history of computer. “ABACUS” means a board on a calculating table. This device was invented by the “EGYPTIONS” but later on it was perfected by Chinese and Japanese. It consists of a rectangle frame having iron rods. 
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                                                            ABACUS     

                                                                                             ARITHMATIC MACHINE

ARITHMATIC MACHINE
The first mechanical calculating machine was made in 1642 by the great France mathematician “Blaise Pascal”. The machine consisted of gears, wheel and dial, this machine could perform addition, subtraction, division and multiplication.
LEIBNITZ CALCULATOR - 30 years after Pascal adding machine was developed a German Scholar “GOTTFRIED LEIBNIZ” who invented a calculating machine called “Leibnitz Calculator”. This machine besides performing addition and subtraction could also performed multiplication and division. The machine was also based on the same principle as Pascal adding machine.
PUNCHED CARD
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The next major contribution to the development of computers come from “Dr. Harman Hollerth” his punched card machine could since the punched notes recognized the  number written on punched card feed into it and make the required calculation.
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                                                                                                    DIFFERENTIAL ENGINE


PUNCHED CARD

DIFFERENTIAL ENGINE

In 1792 “CHARLES BABBAGE” made a machine called ‘Differential Engine’. This could calculate mathematical tables up to 20 decimal places. It could also algebraic expression.
ANALYTICAL ENGINE
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In 1823 “CHARLES BABBAGE” the Father of Computer developed a machine which could not only perform advance arithmetic calculation but could also store data. This was the first machine have input device.
                                                Classification of Computer

Classification of computer can be done in three ways:

1. Generation wise classification of computer

2. Operation/Data wise classification of computer

3. Capacity/Size wise classification of computer

I. Generation Wise Classification of Computer:

The term generation in computer means the major changes in the field of technology. Historic development of the computer can be divided into five generations: 

GENERATION OF COMPUTER
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GENERATION

PROPERTIES
	First Generation (1946 - 1955)
	Second Generation     (1956 - 1964)
	Third Generation (1965 - 1975)
	Fourth Generation (1976 - 1990)
	Fifth Generation (1991 – As on)
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Technology
	Vaccume Tube
	Transistor
	Integrated Circuit (IC)
	LSIC/VLSIC
	Artificial Brain

Parallel Processing

	Size
	Very Large
	Reduced
	Reduced
	Reduced
	Reduced

	Speed
	Very Slow
	Increased
	Increased
	High
	Very High

	Cost
	Very High
	Decreased
	Decreased
	Low
	Very Low

	Memory
	Very Less
	Increased
	Increased
	High
	Very High

	Language
	Low Level / Assembly
	COBOL, FORTRAN
	BASIC, PASCAL
	FOXPRO, C
	JAVA, VB DOT NET

	Example
	ENIAC, EDVAC, EDSAC, UNIVAC
	IBM1620, IBM1401, CDC3600
	IBM360, ICL1900, IBM370, VAX750
	DESKTOP, PC
	LAPTOP, PALMTOP, PDA
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       Fifth 

II. Operational/Data Wise Classification of Computer:

1. Digital Computer

2. Analog Computer

3. Hybrid Computer
1. DIGITAL COMPUTER

The digital computers are operating by counting. They express all quantities in number. These computers accept data in discrete form. They perform calculations on number & operate them mathematically.
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2. ANALOG COMPUTER

These computers are operate by measuring quantities and process the information that is physical & continuous in nature. These are special purpose computer which perform a particular task and are most often used in the field of science.
3. HYBRID COMPUTER
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These computers are the combination of Analog & Digital computers. They are used for special application.
III. Capacity/Size Wise Classification of Computer:

1. Micro – Computer

2. Mini – Computer

3. Mainframe Computer

4. Super Computer

1. MICRO - COMPUTER

The most common type of computer is micro-computer. It is low cost digital computer. It is micro because of its miniature in size, ranging from the size of a notebook to that of a desktop, they are called personal computer (PC). Storage capacity of micro-computer is low as compared to mini or mainframe computer. Micro – computer is consists of a “Silicon Chip” which occupies less space and is called “Microprocessor”. It is able to accept most high level languages.

Example: Desktop, Laptop, Palmtop & Pda (Personal Digital Assistant).

2. MINI – COMPUTER

These computers are small & general purpose system and at least 5 times faster than micro-computer.

It has high storage capacity and operates at high speed. It can support all high level languages & 15 to 25 terminals.

Example: These computers are used in payroll preparation, accounting & for other uses.

3. MAIN-FRAME COMPUTER

It is a fast & most powerful computer than mini-computer. These computers are used in huge business and government sector, airlines etc. Mainframe computer has faster processing speed and greater storage capacity. They are able to accept any high level language. A mainframe computer can support 100 to 500 terminals.

4. SUPER COMPUTER

Super computer is peak of computer range. They use several processors working simultaneously. They process at incredible speed of 10,000 MIPS (Mega Instruction Per Second). Their main memory ranging from 8 MB to 64 MB. They have operations done in parallel, rather than sequently.


They are used for weather forecasting, supersonic aircraft design &other such work that requires billion of calculation per second.

ORGANIZATION OF COMPUTER

OPERATION OF COMPUTER

Every computer completes five main functions as follows:

1. Inputting
: Feeding/entering of data or instruction into the memory.

2. Storing

:  Keep the data, instruction and information for future use.
3. Processing
: Reading, writing and manipulation of data or any problem is known as processing.
4. Outputting
:  The data has been processed into a useful form (either on monitor or paper print) is called output.
5. Controlling :  Coordinates the task performed by all others. Send the signals to the individual device to perform a particular task. This controlling lies in ‘Control Unit’ of CPU.
Computer system essentially consists of the following devices:

· Input Device

· Central Processing Unit (CPU)

· Output Device
INPUT DEVECES

These devices are allowing us, to communicate with the computer. We can send instructions and data with the help of these devices, to the computer for processing. The main popular input devices are : keyboard, mouse, joystick, light pen, scanner, track ball, touch screen, optical mark reader (OMR), bar code, microphone etc.

KEY BOARD

Keyboard is one of the most important input device. It is a typewriter like device with key. The keys on the key board can be classified into five groups.

1. Numeric Keys: With numeric keys we can type numbers from “0 to 9”.

2. Alphanumeric Keys: Alphanumeric keys can type alphabets “A to Z” in both capital and small form.

3. Special Character Keys: These keys can print-

$-Dollor

#-Hash

^-Exponent
@ Addred

& And

? Question Mark

      >Grater Then 

    / Ablic 

    . Dot

    : 
These symbols or characters are located on the numeric keys and can be use after pressing shift key and special character key simultaneously.

	I/P DEVICE

· Keyboard

· Mouse

· Joysticks

· Touch screen

· Scanner

· Voice input

· Audio input

· Web cam

· Digital Camera

· Punchcard Reader

· Barcode Reader

· Optical Mark Reader

· Magnetic Ink Chacter- Recognition(MICR)

· Light Pen etc.

	MASS STORAGE UNIT

· Hard disk

· Floppy disk


· CD & DVD
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Magnetic tape etc.


	OUTPUT UNIT
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CONTROL UNIT
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(Directs all operations)


Memory Unit

(program & data are stored)

ALU

(Arithmetic and Logical Unit)




	INPUT  UNIT

	O/P DEVICE
Monitor

Printer

Video card

Speaker

Plotter etc.


4. Function Keys: These keys perform special function. They also perform pre-defined function that come with every software.

5. Special Purpose Keys: Enter, Delete, Caps lock key etc.

Caps lock key – This key is used to type in Capital letter.

Shift key – There are two shift keys on the key board, it is used to type symbol show in the upper position on the top of key.

Control key – Control key is used to combination with some other keys to carry out some functions. For example – for saving the document press Ctrl+S.

Alt key – This key also use in the combination with other keys to make some functions. Example Alt+F is used to open file menu.

Space bar key – This key is the longest key of the key board. It is used for giving the space.

Tab key – This key is used to skip a number of space at a time.

Delete key – It is used for removing the character for word.

Back space key – It is used for removing the character back word.

Escape key – This key is used for quit from one position to another.

Number lock key – It is used to activate the numeric key pad.

Arrow key (cursor movement key) – These keys are used for cursor movement  (backward, Forward, up a line & down a line).

Home key – Cursor jumps at the beginning of the line.

End key - Cursor jumps at the end of the line.

Page up key – This key is used to move one page up at a line.

Page down key – This key is used to down one page at a line.

MOUSE

Mouse is an input device which is used for pointing and selecting the option on the windows based operating system. Mouse action includes pointing. Left click, double click and dragging. A mouse has a small ball fitted underneath which rotates when the mouse is moved on the mouse pad. If we dragged the mouse on a flat surface the pointer moved on the screen. The mouse has two and three buttons.


There are two types of mouse-

1. Mechanical Mouse

2. Optical Mouse

SCANNER

With the help of scanner we can input picture graphic matter or photograph in the system and convert them into a digital form. That is understand by the computer. We can scan a photograph and see it on the computer screen or store it on a storage device for future use and reference.

TRACK BALL - Track ball is an input device in a laptop, design as an underneath of the mouse. A track ball is an inverted or upside down with the ball visible from the top. The ball is rotate with it causing it to move the cursor in the forward, backward, left and right on the screen. 
JOYSTICK

A joystick is an input device having a vertical stick which resembles the gear handle of a car. It allows to move the object on the screen. The gear normally includes buttons called triggers that we can press to activate certain events 

LIGHT PEN

It is an input device which has a special light sense. It is connected with monitor by a wire.  A light pen is also used to draw directly on the screen.

TOUCH SCREEN

Touch screen is an input device with special monitor which takes input by sensing the area of the screen touched by user.  The user can moved the cursor and enter the choice by touching the desired option on the screen with with a finger. Touch screen is used widely in Banks as ATM machine, in shopping mall and other public information system. The advantage of touch screen is that anyone can use it without any training.

OMR

Optical Mark Reader is an input device that can scan and identify a pre-specified type or mark with a dark pencil or ink. OMR is used to check the objective and multiple choice answer sheet use for competitive examinations now a day.

MICROPHONE

It is an input device that converts human voice into electronic signals. The circuit connects microphone voice into electronic signal. 

OUTPUT DEVECES

Output devices are used for extracted the processed values from a computer. The final result after processing of data are displayed or printed on the output device. The most common output device is monitor(VDU: Visual Display Unit).

MONITOR

It is the most important and common output device. With the help of this device we can see the processed data and information before printing and change them in case of any error. 

PRINTER

An output device that produces text and graphics on a physical medium such as paper, is called a printer. Printed information , which exists physically is called hard copy.

VIDEO CARDVideo card is also known as a display adaptor. It is an expansion board that plugs into a motherboard of desktop computer and converts the images created in the computer to electronic signals required by the monitor.
SPEAKER

Speaker is an audio output device of a computer that produces music, speech or other sounds such as beeps.

PLOTTER

Plotter is an output device which is used to create better graphics & design.

CPU (CENTRAL PROCESSING UNIT)

The CPU occupies the most important place in the computer system. It is known as “Brain of Computer”. It is a part of the computer system that actually does the computing such that addition, multiplication, comparison etc. CPU has memory hard disk, floppy drive, CD drive and other components. The CPU consist of three units:

1 ALU –Responsible for the arithmetic logic function

2 CU -  Responsible for control of flow of data & information

3 Memory Unit

1. ALU (Arithmetic and Logic Unit) 

This is the part where the actual data processing is done. All arithmetic and logical operations take place in this section. Arithmetic operations are those where the calculation involving the numbers. Logical operations are those where comparisons are required like finding one can vote or not, greatest number etc.

2. CU (Control Unit) 

No calculations are done in the Control Unit. Control Unit gets the programs, instructions from the memory and executes them one after the another. The CU is also control the flow of the data and information to all input, output and storage device.

3. MEMORY UNIT

 Memory as applied to a computer system is a device for storing digital 1’s and 0’s. This Binary information and data can be recalled again and again. The CPU includes a certain amount of storage memory called system memory. This memory is used for storing operating system, application programe and data necessary, for that part of the programe are various kinds of permanent and temporary memories.


When we give any instructions to the computer through input device firstly it goes to memory of computer then it goes to CU. Control Unit decides how the work will be done? If we want store the input, the CU sent it back to the memory and show its output on the screen. If we have given any arithmetic or logical function to the computer, CU sent it to the ALU as all the calculation and logical problems are solved by the ALU. After solving the problem it sent the result to the memory then output device.

STORAGE UNIT & ORGANISATION OF MEMORY

Memory place a very important role in a computer. Memory in a computer system is device for storing digital 0’s & 1’s. Memory holds both the data that needs to be process, as well as the data that has been processed. The memory is a temporary storage place for data, instruction and information is called Primary Memory. The memory is a permanent storage place for data, instruction and information is called Secondary Memory.


Normally the computer memory can be classified into two parts:

1. Primary or Main Memory

2. Secondary Memory

1. PRIMARY OR MAIN MEMORY

Primary memory is the internal storage with in the computer, that stores the un-processed and processed data as well as the program instruction. Primary memory can classified as follows:

RAM (Random Access Memory):
This is a part of computer local memory where the computer stores all the data instruction. It receive from the input and produces the result as it works through calculation. RAM is a short term volatile memory. So, that when  the computer is switched off all the instructions disappears.

ROM (Read Only Memory):
ROM is permanently inbuilt into the computer, at the time of its production. It stores a set of instruction permanently which instructs the computer, how to work. It is Non-volatile in nature. So that it does not get erased when computer is switched off. 

2. SECONDARY MEMORY

Here the computer stores raw data and processed information for future use. It stores unlimited data or instruction which is not possible in the primary memory. It is permanent memory and it stores the data for a long time. It is also known as secondary storage device.

Example: Hard disk, Floppy disk, Compact disk etc.

HARD DISK: Hard disk is a secondary storage device which is fixed inside of the computer system. Usually it can not be remove from the disk drive. It locate inside in side the computer. A hard disk can normally store several hundred million bytes or information. 

FLOPPY:
Floppy disk is used to record or store data for later use. It is made of a flexible plastic coated magnetic oxide. It is available into two size – “3.5” inch and “5.25” inch.

CD ROM (Compact Disk Read Only Memory)

The CD ROM is most recent development in secondary storage device. CD ROM are very good for distributing large amount information or data. This is a compact disk that  contains data accessible by a computer. CD ROM are popularly used to distribute computer software including game and multimedia application through any data can be stored. A standard 120 mm CD ROM holds 65 0 or 700 MB of data.

MAGNETIC TAPE:

This is a sequential access device, in which data can be access sequentially instead of randomly
Introduction to GUI
A graphical user interface is a type of user interface that allows users to interact with electronic devices with images rather than text commands. GUIs can be used in computers, hand-held devices such as MP3 players, portable media players or gaming devices, The actions are usually performed through direct manipulation of the graphical elements Basic Elements of Windows

Desktop

Windows Desktop

Desktop is the working area on Windows 
operating systemwhere we place and arrange
application and document windows to work
 efficiently. When you turn on a computer, the desktop is displayed first.
Desktop contains icons of useful applications 
and shortcuts offrequently required documents.
We use wallpapers on desktopbackground to
 make desktops attractive. Wallpapers are the 
images displayed on the desktop background.

Windows Taskbar

A horizontal bar at the bottom of desktop is taskbar that displays the icons of opened windows, start button and system tray. Quick launch toolbar, language toolbar and some other toolbars can be enabled to display on taskbar if preferred. 


My Computer


A section of Microsoft Windows that was introduced with the
 release of Microsoft Windows 95 and included with all versions 
of Windows after that. My Computer allows the user to 
explore the contents of their computer drives as 
well as manage their computer files.  

My Documents Icon


My Documents as a central file store, Windows has
 gone a step further by placing other special folders
 including My Pictures and My Music within My 
Documents.


Recycle Bin

Recycle Bin icon

The Recycle Bin provides a safety net when deleting files or folders. When you delete any of these items from your hard disk, Windows places it in the Recycle Bin and the Recycle Bin icon changes from empty to full. Items deleted from a floppy disk, pen drives or a network drive are permanently deleted and are not sent to the Recycle Bin.

Start Button and Menu

A button on the bottom left corner of your desktop on the TaskBar used to
 begin almost any task on your computer is Start Button. Windows 95, 98,
 NT and later up to Windows 7 use the Start button.

A single left-click on the Start button opens the Start menu. In the Programs 
section of the Start menu, you have access to many of the applications on 
your computer. In the Settings section of the Start Menu you can access your 
computer’s settings, printer, TaskBar and Start Menu options. From the Start
 menu you can also Shut Down your computer and install programs.

If you right-click your mouse on the Start button, a local menu appears. Two items on this menu are particularly useful:

Open: clicking this item opens the Start Menu folder as a window on your desktop. The Start Menu folder contains a Programs shortcut you can double-left-click to open your Programs folder as a window on your desktop. This is an alternate method for accessing your programs and documents.

Explore: clicking this item opens the Windows Explorer. [Source: MFM Software Inc]

This page is a part of ICT Trends Prepare eCourses. ICT Trends is an earnest attempt to assist the candidates of Computer Jobs exams such as Computer Operators, Data Entry Supervisors, IT Assistants and so on. Please visit www.icttrends.com to learn more about ICT Trends. Go to ICT Trends Prepare to enroll in an eCourse.


Following are some of the basic tasks in file management:

Searching for Files

Creating Folder Directories

Saving Files

Copying Files

Moving Files

Deleting Files

1. Title bar 
2. Menu Bar 
3. Tool bar 
4. Address bar 
5. Status bar
The tool in Windows for this task is Windows Explorer. Windows Explorer is the file management application in Windows. Windows Explorer can be used to navigate your hard drive and display the contents of the folders and subfolders you use to organize your files on your hard drive. Windows Explorer is automatically launched any time you open a folder in Windows XP. You can also right-click on a folder and select Explore to open that folder using Windows Explorer.

The sizes of the windows on your screen can be changed so that more windows are visible. Following is a list of common features that can be implemented on all windows.

MAXIMIZE

This function allows you to concentrate on one application by making its window cover the entire screen.

MINIMIZE

This function allows you to keep an application running, but remove it from the desktop area so that other applications can be accessed. The minimized program becomes a bar at the bottom of the screen, and can be accessed by clicking on the bar.

RESIZE

If an application window is not maximized, it can be resized so that more or less content can be seen. If you move your mouse pointer to one of the edges of the window, it will become a two-way arrow. At this point, hold down the left mouse button and drag the

perimeter of the window in or out. When you release the mouse button, the window will resize to your specifications.

CLOSE

This function closes and exits the application you are running. However, if you are running an application such as Microsoft Word, the window of each document will have a close button, and clicking this button will only close that particular document, and not the entire program. It is important to always save your work before using the close feature, as any unsaved changes will be lost.

Shut down

To shut down windows xp computer system , click on  Start button. On the menu that pops up, click on Turn off computer. This will bring up a dialogue box with more options in it. Click “Turn Off.” It is important to remember that turning off the computer by pressing the power button without going through the shut down process may damage the computer.


DOS

WHAT IS DOS?
Dos is a disk operating system with a set of programs that act as a translator between the user 

and the computer in order to perform the task of the user. Ms-Dos is a popular operating system 

on Micro-Computers.

Dos commands are of two types: 

Internal Commands:
Cls : This command is used to clear the screen.

Ver : This helps us to know the later version of dos.

Vol : This command shows the label of the current drive & and its serial number.

Date : This command display the current date. Also called as the system date.

Time : This command display the current time and also the message to enter the new time.

Dir : This command display the list of files and directory in the mentioned directory or drive.

Dir/P : This command show all the files pagewise. Once the screen is full of filename a message saying “press any key to continue” is displayed, he user can take his/ her own time o view the files & its details.

Dir/w : This command is used to display the content of disk i.e files width wise i.e:- five filenames perline.

Wild Characters : There are 2 wild characters.

?: denoted any one single characters.

* : denotes any no of characters.
Type : This command is used to see the content of a specific file on the screen.

Rename or Ren : This command is used to change the filename.

Del (Deleting) : This command is used to erase the file from the disk.

Copy : This commands is used to duplicate the content of one file in to another file.

Directories : A directories is a separate area on the disk to store some files.

Md<directory name>

Rd<removing directory>

External Commands :

External commands are ones which requires certain special Dos files for their execution.

Tree : This command display path and optionally list the content of each directory and sub directory on the specified drive.

Sort : The sort filter reads input ,sorts the data and then writes the sorted data screen or to a file or another device.

Find : Locates all the lines which contain a specific string of text in a file or files.

Print : This command used to print to content of the files.

Chkdsk: This command is used to display the report regarding the status of the disk.

Diskcopy: This command is used to copy the content of one disk to another.

Attrib: Each and every file has some attributes stored for it.

Backup: The hardisk can sometimes suffer a head crash. In such occasion all data on the disk is lost and irrecoverable.

Format : To make a floppy or hardisk capable of storage.

Del tree: It is used to delete all files or directories from the drive or directory from drive or directory.
Computer Software

                                                                    MS OFFICE

MS Office includes a rich collection of the most popular application in use today.

It includes the following programs:


MS-Word (Word Processor Application)


MS-Excel (Spread Sheet Application)


MS-Access (Data Base Application)


MS-Power-Point (Business Presentation Application)


MS-Outlook (Scheduler Planner Information Application)


MS-Publisher (Desktop Publishing Application)

MS-Front Page (Web Page authoring Application)

MS Word

W

ord is a full featured word processing programe in use today. It helps to create document without mistake. We can move selected text from one place to another. Word automatically checks the spelling & Grammar mistake. We can also make more than one copy of a document without retyping word processor can perform the following task:

1. Type the document through keyboard and save it in the desk.

2. Correct, delete, insert, a word character a piece of text. Picture anywhere we  want.

3. Move or Copy any paragraphs or images from one place to another.

4. Reduce and increase the left, right, top and bottom margins of document.

5. Change the font style of text.

6. Search a particular word.


The word window displays many items where we can use to create and work with the documents.

Title Bar

:
Title bar shows the name of the displayed document.

Menu Bar

:
Menu bar is a special tool bar that displays the Word menu names.

Standard Tool Bar
:
Standard tool bar has buttons that we can use to select common commands, such as open, save, print etc.

Formatting Tool Bar
:
Formatting tool bar has buttons that we can use to select common formatting commands, such as Bold, Italic and Underline etc.

Ruler

:
Ruler allows to change tab and indent setting for the document.

Insertion Point
:
Insertion point is a flashing line on the screen that indicates where the text has to type.

End Mark
:
End mark is a short horizontal line that indicates the end of the document.

Views of Document
:
Provides access to four different views of the document.

Scroll Bars

:
Scroll bars allow to browse through documents.

Status Bar
:
Status bar provides information about the area of document displayed on the screen and the position of the insertion point.

FILE


The File menu is used to perform variety of file and printing operation in addition to page setup (size, margin and orientation).



New (Ctrl+N)
:
This option is used to create a new , blank document.

Open (Ctrl+O)
:
This option is used to open an already existing file.

Close
:
Close the active file/document without exiting the application.

Save (Ctrl+s)
:
Save the active file with its current file name, location and format.

Save as
:
Save the active file with a different file name, location and file format.

Save as web page
:
Start the internet assistant, which operates an HTML document from the presentation document work sheet or chart ready to publish World Wide Web (www).

File search      
:
It is used to search a file in M.S word

Version          
:        
Save and manages multiple versions of a document in a single file. After we save versions of a document, we can go back and review, open, print and delete earlier versions.

Web page preview
:      
Show how a file will look in web page format. 

Page setup       
:
Sets margins paper source paper size page orientation and other layout option for the active file.

Print preview
:
Shows how a file will look when we print.

Print (ctrl+p)
:           Print the active file or selected items. To select print option the file menu click print.

Send TO      
:              
Mail Recipient
:
Sends the current file as an attachment to a mail massage.
Microsoft power point:
Opens the active document in micro soft power point, where we can create a presentation.
Properties
:
Display the property sheet for the active file.

Exit
:
Close the active files with exiting the application if the file contains any saved changes, you will be prompted to save the file before exiting.

EDIT

Undo (Ctrl+z)
:
This option is use to cancel the last action performed.

Redo (Ctrl+y)
:
Use to repeat the last action performs. 

Cut (Ctrl+x)
:
Remove the selection from the active document  and place / store it on the clipboard.
Copy (Ctrl+c)
:
Copies the selections  on the clip board.
Paste (Ctrl+v)
:
This option is used to get the cut or copied matter stored in clip board at the  insertion  point.
Paste special
:
This option paste links or embeds the clip board contains in the current file in the format specified.
Clear    
:
This options is used to delete the selected text or object

Clear Formats
:
Clear the formatting of text only.

Clear Contents del
:
Clear the selected text. 

Select All (Ctrl +A)
:
This option is used to select the entire mater available on page at once.

Find (Ctrl+f)
:
Searches text, formatting, symbols, footnote or endnotes in the active documents.

Replace
:
This option is used to replace the find what value with a replace with value.

Go To
:
In Microsoft word moves the insertion point to the item you want to “go to” you can move to a page number, comment, footnote, bookmark, or other locations.

Links
:
VIEW


The view menu is used to display the document in a number of ways. View is also used to turn off/on the display of the toolbar. The ruler, footnotes and annotations and to zoom the page size. It is also used to create and edit headers and footers.

Normal
:
It is the default view for most tool in MS Word.

Web Layout
:
Switches to web layout view, which is best for      displaying and reading document on the screening.

Print Layout
:
Switches to active document to print layout or page break preview which is an eding view that displaying the document as it will print.

Reading Layout
:
Switches to active document to reading layout. Reading layout view hides all toolbars except for the reading layout.

Outline
:
Switches to outline view where we can examine and work with the   structure of the file in classic out line form.

Task Pane (Ctrl+F1):
A window with in an office application that provides commonly used commands. Its location and small size allow us to use these commands while still working on files.

Toolbars
:
Toolbars allow to organize the commands in word. The way we want  so we can find and use them quickly. We can easily customize toolbars. For example we can add & remove menu and buttons.

Ruler
:
Display or hide the horizontal ruler which we can  use to position objects, change paragraphs, indents, page margin and other space setting.

Document Map
:
Turns on/off document map, a vertical pane along the left edge to the document window that out lines the document structure, use the  document map to quickly browse along or on line document and keep track of  your location in it.

Thumbnails
:
Tumbnails are small rendering of each page in your document, display in a separate pane.

Header and Footer:
Adds or changes the text that appears at the top and bottom of every page or slide header and footer are used to put such information at document or chapter, title or page numbers at the top (header) or bottom (footer) of each page.

Footnotes or Endnotes:
A Footnote or Endnote are normally reference to a supporting item such as a book or magazine, article and describing information type in the foot note or end note. Foot notes are placed at the bottom of a page while in End notes are placed at the end of the document

MS EXCEL

The Microsoft Excel Window
This tutorial teaches Microsoft Excel basics. Although knowledge of how to navigate in a Windows environment is helpful, this tutorial was created for the computer novice. To begin, open Microsoft Excel. Then, if necessary, click the [image: image1.png]


in the upper right corner of the task pane to close the task pane. 
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The screen shown here will appear.
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The Title Bar
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This lesson will familiarize you with the Microsoft Excel screen. You will start with the Title bar, which is located at the very top of the screen. On the Title bar, Microsoft Excel displays the name of the workbook you are currently using. At the top of your screen, you should see "Microsoft Excel - Book1" or a similar name.

The Menu Bar
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The Menu bar is directly below the Title bar. The menu begins with the word File and continues with Edit, View, Insert, Format, Tools, Data, Window, and Help. You use a menu to give instructions to the software. Point with your mouse to a menu option and click the left mouse button. A drop-down menu opens. You can now use the left and right arrow keys on your keyboard to move left and right across the Menu bar. You can use the up and down arrow keys to move up and down the drop-down menu. To choose an option, highlight the item on the drop-down menu and press Enter. An ellipse after a menu item signifies additional options; if you choose that option, a dialog box opens.

Do the following exercise, which demonstrates using the Microsoft Excel menu bar.

1. Point to the word File, which is located on the Menu bar.

2. Click your left mouse button.

3. Press the right arrow key until Help is highlighted.

4. Press the left arrow key until Format is highlighted.

5. Press the down arrow key until Style is highlighted. Press the up arrow key until Cells is highlighted.

6. Press Enter to choose the Cells menu option.

7. Point to Cancel and click the left mouse button to close the dialog box.

When using Microsoft Excel, you can set an option to tell Microsoft Excel to always show full menus or to show only the most frequently and recently used options. All the lessons in this tutorial assume you have your menus set to Always Show Full Menus. To set your menu to display full menus:

1. Point to the word Tools, which is located on the menu bar.

2. Click your left mouse button.

3. Press the down arrow until customize is highlighted.

4. Press Enter.

5. Choose the Options Tab by clicking on it.

6. If Always Show Full Menus does not have a check mark in it, click in the Always Show Full Menus box.

7. Click Close to close the dialog box.

Toolbars
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The Standard Toolbar
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The Formatting Toolbar

Toolbars provide shortcuts to menu commands. Toolbars are generally located just below the Menu bar. Before proceeding with this lesson, make sure the toolbars you will use -- Standard and Formatting -- are available. Follow the steps outlined here:

1. Point to View, which is located on the Menu bar.

2. Click the left mouse button.

3. Press the down arrow key until Toolbars is highlighted.

4. Press the right arrow key.

5. Both Standard and Formatting should have a check mark next to them. If both have a check mark next to them, press Esc two times to close the menu. If either does not have a check mark, press the down arrow key until Customize is highlighted.

6. Press Enter. The Customize dialog box opens.

7. Choose the Toolbars tab.

8. Point to the box or boxes next to the unchecked word or words, Standard and/or Formatting, and click the left mouse button. A check mark should appear. Note: You turn the check mark on and off by clicking the left mouse button.

Point to Close and click the left mouse button to close the dialog box

The Formula Bar
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Formula Bar
If the Formula bar is turned on, the cell address displays in the Name box on the left side of the Formula bar. Cell entries display on the right side of the Formula bar. Before proceeding, make sure the Formula bar is turned on.

1. Point to View, which is located on the Menu bar.

2. Click the left mouse button. A drop-down menu opens. On the drop-down menu, if Formula Bar has a check mark next to it, the Formula bar is turned on. Press the Esc key to close the drop-down menu.

3. If Formula Bar does not have a check mark next to it, press the down arrow key until Formula Bar is highlighted; then press Enter. The Formula bar should now appear below the toolbars.

Note that the current cell address displays on the left side of the Formula bar
4. Computer Communication

Network: E-Mail & INTERNET

1. Introduction

Low cost, high computation power user friendly interfacesin desktops have made computers a very popular

and useful tool for wide areas of activity. 

2. Local Area Network (LAN)

Computer networks having a small number of nodes,located either in an office or in a building normally withina limited geographical area of a few kilometres is called a

LAN. Such networks are owned by organisation themselves.They have high data transfer rates of 10 Mbps

(Megabits per second).
3. Wide Area Network (WAN)

Computer networks consisting of nodes spread over awide geographical area like different cities or far off places is called a WAN. The data transfer speeds are relatively lower. National Informatics Centre’sNICNET which connects all District and State Headquartersis an example of such a WAN.
4. Metropolitan Area Network (MAN)

A need was felt for connecting the LAN owned by various users within one city. This is possible by laying of optical fibre cables or by laying high speed dedicated telecommunication lines. 
5. Services on Computer Networks

(1) On-Line Databases Access

(2) E-mail

(3) INTERNET

(4) EDI

(5) Remote login facility

6. E-Mail

Mail provides a comfortable, flexible environment for sending and receiving electronically. Simply speaking, E-mail is nothing but sending a file from your account across the Internet to someone else’saccount.

The general format of mail command is:

7. Options

The options start with a dash (-). Some of the important

options are: protected.

3. WAIS - A Wide Area Information Server 

4. World Wide Web - A system that provides access to documents wherever they are located.

Each one of these serves a particular purpose. Mastery

of all four of them can directly enhance our ability to
CREN – Computer Research and Education Network
Domain Name System (DNS) – The Internet namingscheme which consists of a hierarchical sequence of names, from the most specific to the most general (left to right), separated by dots, for example nic.ddn.mil. (See also: IP Address).
Downloading – The electronic transfer of information from one computer to another, generally from a

larger computer to a smaller one such as a microcomputer.
FTP – File Transfer Protocol allows a user to transfer files electronically from remote computers back to the user’s computer. Part of the TCP/IP/TELNET software

Gateway – Used in different senses (e.g., Mail Gateway, IP Gateway), but most generally, a computer that forwards and routes data between two or more networks

of any size.

HTML (HyperText Markup Language) – The coding language used to crate Hypertext documents for use on the World Wide Web. In HTML you can specify that a block of text or a word is ‘linked’ to another file on the Internet by surrounding them with codes called "tags", which indicates how they should appear. HTML files

are meant to be viewed using a World Wide Web client program, such as Lynx, Mosaic, Netscape, etc.
HTTP (HyperText Transport Protocol) – The protocol for moving hypertext files across the Internet. Requires a HTTP Client programme on one end and an HTTP Server programme on the other end. HTTP is the most important protocol used in the World Wide Web
Hypertext – Generally, any text that contains “links” to other documents words or phrases in the document that can be chosen by a reader and which cause another document to be retrieved and displayed.
Internet – The series of interconnected networks that includes local area, regional, and national backbone networks. Networks in the Internet use the same telecommunications protocol (TCP/IP) and provide electronic mail, remote login, and file transfer services.
IP (Internet protocol) – The Internet standard protocol that provides a common layer over dissimilar networks, used to move packets among host computers and through gateways if necessary.

IP Address – The numeric address of a computer connected to the Internet, also called Internet address.
NIC (Network Information Centre) 
NREN – The National Research and Education Network
OPAC – Online Public Access Catalog,.
OSI (Open Systems Interconnection) – 
Protocol – A mutually determined set of formats and procedures governing the exchange of information between systems.
                                          PowerPoint
Introduction

Microsoft PowerPoint 2003, part of the Office 2003 suite, is a presentation graphics application. A presentation is a combination of slides, handouts, notes, and outlines all in one file. You can add text, graphics, photos, clip art, sound and video to your slides. PowerPoint 2003 can help you present a topic at work, home, or school.

The Parts of the PowerPoint Window

The PowerPoint Window has toolbars and panes to help you quickly create presentations. Most of the toolbars are common in Office applications but may feature options unique to PowerPoint.

· Title Bar - displays the document name followed by a program name.

· Menu Bar - contains a list of options to manage and customize documents.

· Standard Toolbar - contains shortcut buttons for the most popular commands.

· Formatting Toolbar - contains buttons used for formatting.

· Status Bar - displays slide position and the type of design in PowerPoint.

· Drawing Toolbar - contains tools for drawing lines, shapes and objects.

· Task Pane - located on the right side of the computer screen, this pane allows you to select tasks in different categories and allows you to quickly enhance your slides in a few steps. It provides quick access to the most common actions and features in PowerPoint.
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More Views

Here are some other views that may be useful as you create your presentations:

Slide Sorter View [image: image10.png]


 lets you see small versions of all the slides you have created. You can delete, copy, and move slides in this view.

Slide Show [image: image11.png]


 lets you see your presentation electronically as it will appear to an audience.
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