~ FUNDAMENTALS OF COMPUTER

2 After completing this fesson; you will This is 10 periods Chapter
be able toy , /

including practical work.
* Know about the evolution of computer :

* Describe brief history and generations of
computer

-+ Define the types of computers (Analog,
Digital and Hybrid)
¢ Differentiate between mainframe, mini and
microcomputers

¢ Describe the use of computers in various
fields

* Know the scopé of the careers in the field of _
Information Technology

» Describe the components of computer
" (input/output devices, system unit and
computer memory)

* Differentiate between port, expansion slot and expansion card -

e Explain the input/output, processing and storage operations

e Define operatihg system, device drivers, utility srograms and language processors
¢ Identify the use of productivity; business, entertainment and education software

‘e Elaborate open source software, shareware and freeware

UNIT INTRODUCTION

This Unit “Fundamentals of Computer” covers a foundational understanding of computer
hardware and software along with how to get the most value and: impact from computer
technology. In this unit the history of computer is described so that students can understand how
have computers evolved from very simple calculating devices to the modern electronic
computing. It also provides material on application of computers in various fields to describe the
‘role of computer in modern society and its impact on our daily life.
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1.1 INTRODUCTION TO COMPUTER

Today's world is an inf i
0 .

know about computers. A cor;':)‘ztlon--rmh world and it has become a necessity for everyone t0
SR er is a general-purpose programmable machine. Computer i

Fig.1-1 Computer processing system

?hneaccl\;at?;eodf t:Ieetc;;c.)m(: de\{lce that takes raw data as input from the user and processes it under

' ‘|ns ructions (called program), gives the result (output), and saves it for future
use. It 'has the al.)lllty to store, retrieve and procéés data. It processes data at very high speed
according to the instructions given to it and produces accurate results. The instructions given to
a computer to perform a particular task is known as computer program. Computer processing
system is shown in Fig.1-1. ‘
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Evolution of computers means how the computers evolved from the first mechanical

device, abacus, to electromechanical and then to the modern electronic digital computers.

Abacus ) TITBITS :
Abacus is still seen at some toy shops,

|
| A
Abacus was the earliest calculating device most | made of plastic or wood for small |
probably invented in China. | children. !

It consisted of a wooden frame having parallel rods as
shown in Fig.1-2. These rods had a number of wooden beads |
which could slide freely along the length of rods. While
performing calculations, beads were moved up and down with
fingers. Abacus was used to perform addition, subtraction,
‘multiplication and division. It has been used in China and
some other Asian countries till the end of 20™" century.

Napier's Bone |
John Napier, a Scottish mathematician invented a
calculating device called Napier's Bone in 1614 which is
<hown in Fig.1-3. It consisted of a wooden box containing
rotating cylinders each of which had the digits frqm O0to9.
It could multiply, divide and find square roots of numbfars by
using simple addition and subtraction. His biggest
achievement/iivas the invention of logarithm.

Fig.1-3 Napier's Bone
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wes| Pascaline

~ Blaise Pascal, a French mathematician invented a
|| calculating machine called Pascaline in 1642 when he was
:‘a only 19 years old. Pascaline used rotating wheels as shown in
S| Fig.1-4. Each wheel had ten parts having digits from 0 to 9.
Calculations were performed by the rotation of wheels. When
one wheel completes a rotation, the next wheel moves by one

digit. It had a number of small slots for displaying the result. It
could perform addition and subtraction on whole numbers.

Difference Engine and Analytical Engine L

In 1822, the English mathematician Charles Babbage
started working on a big, calculating machine about th_e size
of a room. He called it Difference Engine.

Babbage worked for mény years on this machine but he could
not complete it. Later, he came up with idea of Analytical
Engine which is shown in Fig.1-5. He could not complete it

7 : because the technology was not advanced enough but he laid
Fig-1-5 Analytical Engine the foundation ‘stone of modern digital computers. Today's

modern digital computers are based on the idea of analytical
engine. Charles Babbage is known as the father of modern
digital computers.

Hollerith Desk

In 1890, Herman Hollerith built a tabulating machine called
Hollerith Desk as shown in Fig.1-6.- This machine was
invented to help with the census of 1890 in America. Hollerith
2 e 5350 | Desk consisted of a card reader which sensed the holes in
i I.'-'ig‘.1-6 Hollerith Desk the cards, a gear driven mechanism which could count and a
large set of dial indicators to display the results. After building
Hollerith Desk, Hollerith started a company by the name of Tabulating Machine Company.
Eventually this company changed its name to International Business Machines (IBM).

4ol i

Slide Rule
B TS Based on the idea of logarithm, English
Side P L mathematician, William Oughtred developed a
\(’ ,*'Z_,-:.‘% 7 //’ device called Slid Rule in |14, It was very
| il \ useful for solving problems that involved
Curser

" Fig.1-7 Slide Rule
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multiplications and divisions, |t &

and a transparent sliding Cursorhas three parts, side, ryie """
as shown in Fig.1-7 DO YOU KNOW?

X Slide rule was replaced by electronic |

. : . pocket calculator in the early 1970s. j

mputmg machine . i A G e g U

puter known as Mark- | =

d Aiken in 1944, Mark-

K& 1 Fundamentals of Computer

Mark-l

The next successfyl co
invented was a digital com
. It was invented by Howar
| could add three numbers havi

aving eight digit

one second. It could print oyt its resuﬁssolg i |
punched cards or on an electric typewriter. Mark- ‘J;

| was 50 feet long, 8 feet hi i
' gh and weighed ab
S tons. It used 3,000 electric swi e
' tches. -
shown in Fig.1-8. PR

More over Mark I, Mark 11l and Mark IV were

lis |

g vt Fig.1-8 Mark-l Computer
also built under the supervision of Howard Aiken with extended capabilities. ]

w3 Ssl;;(;z nc:(;m:r:teg ;:/]olu(tjlon iIs a continuoug process, it has not stopped in the modern era.
i dyiaces, Fhfimirios ’?1 eveloped t(? provide yoice recognition and understand natural
G = ance computing (HPC) is being used in today’s data centers for fast

.p ng. High-performance computing (HPC) is the use of parallel processing for
running advanced application programs efficiently, reliably and fast.

Tr?e concept of “Cloud Computing” has been introduced. In the simplest terms, cloud
computing means storing and accessing data and programs over the Internet instead of
computer's hard drive. The current advancements in computer technology are likely to transform
computer into intelligent machine having thinking power. The evolution of computers will

probably continue till their processing capabilities have become equal to human intelligence or
even beyond that.

— ALy, —~ g -
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History of computers is a chain that runs from the ancient abacus and the analytical engine
of the nineteenth century, through the modern computers of present age. It is generally divided
into five generations. Each generation of computers is characterized by
major technological developments of that time. - @
First Generation Computers (1940 - 1956) ﬁ
Vacuum tubes were used in the first generation computers. Vacuum tubes ' I:'-”
generated so much heat that they had to be cooled by air conditioner. i
Vacuum tubes burnt out very often and it was difficult to repair and maintain
the computers of first generation. A vacuum tube is shown is Fig.1-9. iﬁ‘ ‘3

The following are the characteristics of first generation computers.
o First generation computers used vacuum tubes.

o Speed was slow and memory was very small.
e They were huge in size taking up entire room. Fig.1-9 Vacuum Tub
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First generation computers were very expensive and unreliable.
They consumed a lot of power and generated a lot of heat.
Input was based on punched cards.

Output was obtained on printouts through electric typewriter.
Machine language was used in these computers.

Some examples of first generation Mini/Mainframe computers are ENIAC (Electronic
Numerical Integrator and Computer), UNIVAC (Universal Automatic Computer), IBM 604, Mark-|
and EDSAC. Electronic Delay Storage Automatic Calculator.

Second Generation Computers (1956 — 1963)

In 1947, three scientists, William Shockley, John Bardeen and Walter
Brattain invented transistor shown in Fig.1-10. Transistor functions like a
vacuum tube. It replaced the vacuum tubes in the second generation
computers. Transistor was faster, more reliable, smaller and much
cheaper than vacuum tube. '

‘®

Fig.1-10 Transistor ~ The following are the characteristics of second generation computers.

 Transistors were used‘instead of vacuum tubes.

o Transistors reduced the size of computers and increased the speed and memory
capacity.

e Computers became more reliable and cheaper.

« Second generation computers used punch card readers, magnetic tapes, magnetic disks
and printers.

~» Assembly language was used in these computers.

 High level programming languages, FORTRAN and COBOL were introduced in this

generation of.computers.

Examples of second generation computers are UNIVAC I, IBM 7030, 7?80 and 7090, NCR
300 series, General Electric GE 635 and Control Data Corporation’s CDC 1604 computers.

Third Generation Computers (1963 - 1971)

Integrated  Circuits  (ICs), also known as
semiconductor chips were used in third generation of
computers instead of transistors. IC chips were
developed in early 1960s. A single IC chip contains a
large number of transistors. IC chips increased the
power and decreased the cost of computers. Invention
of IC chips was a great breakthrough in advancing
computer technology. IC chips are shown in Fig.1-11.

The following are the characteristics of third

BglLIcehipe generation of computers. o
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e IC chips improved  the :;22(:(: . | bovouknowr
computers. and memory of | Intel invented the world's first

e Com microprocessor, the Intel 4004 in
puters consumed less electricit November, 1971 |

h y, became smaller IR
cheaper and more reliable tha R

) N second generation co
* Keyboard and monitor were used with the computer fsicki

» These computers could run diff

erent application programs at the same time.
Some examples of third generation

System 3 and Control Data Corporation’s 3C0mputers Tl bbby el

: 300 and 6600 co
Fourth Generation Computers (1571 - Present) i

In this generation of computers LS| (Large Scale Integration) and VLSI
(Very Large Scale Integration) chips having millions of transistors were
developed. Microprocessor was also developed in fourth generation of
computers. A microprocessor is a single chip that can handle all the
processing of a computer. A microprocessor is- shown in Fig.1-12.

The following are the characteristics of fourth generation of computers. Fig.1-12 Microprocessor

* Microprocessor was developed which resulted in the development of microcomputers.

Fourth generation computers are very fast, have large storage capacity and use
advanced input/output devices.

Microcomputers are very small in size, very reliable, consume less power and are
affordable.

e Large variety of software is available for use in microcomputers.

o Operating system having Graphical User Interface (GUI) was developed in this
generation. | '

¢ These computers support multimedia software that combines-text, image, sound and video.
« These computers support modern programming languages such as Visual Basic, C++,
Java and Python for developing powerful software. :

e Fourth generation computers support a large variety of portable and wireless input/output
devices.

Some examples of microprocessdrs developed in fourth generation of computers are Intel
Pentium series, Dual Core, Core2 Duo, Core i3, i5, i7 and AMD Athlon.

Some examples of fourth generation computers are IBM ThinkPad series, HP Pavilion

series, Dell Inspiron series and Apple's MacBook Pro and MacBook Air series.
", Fifth Generation Computers (Present and Beyond) :
_The goal of fifth generation of computers is to develop devices that For your Information "\
can understand natural languages and have thinking power. Thi§ is | Artificial Intelligence is the |
a big challenge for computer developers and programmers to design 11 2;?;?26 cg; cer::‘ce):\p:;;:
such systems and software for them. | ,
1

' , making computer behav
The following are the characteristics of fifth generation of computers. | ke humans. ~
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* Fifth generation computes are based on Artificial Intelligence (Al).
* Inthe fifth generation of computers, Al will minimize the need to write programs.
* These computers will allow users to give commands in any natural language such as
English. :
Examples of fifth generation computers are robots and expert systems.

1.1.3 TYPES OF COMPUTERS

On the basis of data representation, processing, Input and Output, Computers can be
classified into the following three types.

*  Analog Computers
*  Digital Computers
e  Hybrid Computers

Analog computers represent and process data by
measuring quan\tities such as voltage and current to solve
a problem. They work on supply of continuous signals as
input and display output simultaneously. Analog
computers are special purpose devices, designed to

Fig.1-13 Analog computer perform single specific task. Mostly these devices are
used in engineering and scientific applications. The
accuracy of analog computers is low but they are faster in speed as compared to digital
computers. They mainly consist of electrical devices such as resisters, capacitors, transistors,
etc. An analog computer with volt meter is shown in Fig.1-13,
Digitai Comy,

Digital computer works with digits. Everything in a digital computer is represented with
binary digits Os and 1s. It manipulates them at very fast speed. Data and instructions are fed into
the digital computer through an input device in the form of Os and 1s. The computer performs
calculations on data according to the
instructions given in a computer program. The
results of calculations are displayed on

monitor or printed on printer. A digital
computer is shown in Fig.1-14.

Digital computers can store and process
large amount of information at high speed.
The results produced by digital computers are
reliable and accurate. Digital computers are
general-purpose computers, used in various
fields.

Fig.1-14 Digital Computer
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Hybrid Computers

Hybrid computers are the combin
digital computers. They combine the
analog and digital computers. Hybrid
used for _scientiﬂc applications. These
spaceships, missile systems, scientific
for controlling industrial processes.

ation of analog and
characteristics of both
computers are mainly
Ccomputers are used in
research, hospitals and

A hybﬁd comput(‘ar known as Vital Sign Monitoring Unit is
shown in Fig.1-15. It is used in hospitals to monitor patient's

important data such as blood pressure, temperature, respiration
and heartbeat.

1.1.4 CLASSIFICATION OF DIGiTAL COMPUTERS

Digital c.oreruters are classified into super, mainframe, minicomputer and microcomputer
based on their size, speed, storage capacity and the number of users they can support.
Super Computer e T

Fig.1-15 A Hybrid Computer
(Vital Sign Monitoring Unit)

e

Super computers are the largest and the most
powerful computers. Super computers have been used for |

computation. These computers are very expensive. Their
speed is measured in TIPS (Trillions of Instructions per % ’
Second). These computers are used in nuclear research
and forecasting weather reports worldwide. Government
organizations use these computers to meet their extra Fig. A-1-16 Super computer
ordinary demand for processing data which require tremendous processing speed, memory and
ot ar services. Fig A-1-16 shows The “olumbia Supercomputer located at the NASA Ames
Research Center, USA. |

Mainframe Computer

Mainframe computers were developed in early 1940s.
A mainframe computer is a very large, very powerful and
expensive computer that can support hundreds and even
thousands of users at the same time. Therefore, these
computers are used in large organizations. The modern
mainframe computers that use cutting edge technology are
the foundation of today’s business in banking, insurance, |
education, air travel, research, health care, governmer1\_th and
ublic and private organization. ese ‘
::noar:;ut::e;anpexeéute mor: than trillion instructions per second (TIPS). .Some examples .Of
mainframe computers are IBM's z Enterprise EC12, EC 196, HP 16500.Series and HP Integrity

Superdome. A mainframe is shown in Fig.B-1-16.

Fig. B-1-16 Mainframe computer

Scanned with CamScanner


https://v3.camscanner.com/user/download

NX 1 Fundamentals of Com‘p |
Ulgr

16

Minicomputer
Minicomputer was introduced in the 19608 when IC chips were introduced. A minicompy,,
is bigger than a microcomputer but smaller than a mainframe. These computers can execuyty
— billions of instructions per second (BIPS)

Therefore, they can process more data tha,
microcomputers.  Today, ~minicomputerg
with cutting edge technology are playing ap
important role in business organizations for
their data processing requirements. These
are used in organizations that have
hunareds of users such as PIA, NADRA,
police departments, hospitals, etc. A
minicomputer is shown in Fig.1-17.
Examples of minicomputers are IBM
Fig.1-17 Minicomputer System/36 and HP 3000.

Microcomputer

Microcomputers are the smallest and the low cost computers. These computers are most
commonly used in homes and offices. Microcomputer was introduced in 1970s when
microprocessor was developed. A microprocessor is a single chip that controls the operations
of the entire computer system. Modern microcomputers have large storage capacity and they
can execute millions of instructions per second (MIPS). A variety of software is available for use

in these computers.

Microcomputers are available in various forms such as Do you know?

desktop, laptop and tablet as shown in Fig.1-18. Some popular | Today, microprocessor is not
only used in microcomputers,

companies that manufacture microcomputers are IBM, Dell, HP, ¢
Toshiba and Acer. A microcomputer is also known as Personal they are also used in the
Computer or PC. IBM Len ies, Dell XPS seri d HP devicss: ~Indlidng . frecle

. ovo series, Ue series an phones, microwave ~ovens,

Envy series are some popular microcomputers. ~siieras, washing machines,

.m.l-- T

Fig.1-18 (a) Desktop ~ (b) Laptop (c) Tablet Microcomputer
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1-2 ROLE OF COMPUTER

Computer plays important role
the best invention ever made in the
in various fields of life.

hn' modern sociely and it has changed it in many ways. Itis
|

story of modern technology. It has brought advancement

1.2.1 USE OF COMPUTERS IN VARIOUS FIELDS

Eduqation

Role of computers in education has been given a lot of importance in the recent years.

Computer technology eases the process of learn
: earning. Man i nts
to learn the subjects of Physics, Miftematics g y programs are available for stude

Chemistry, Biology, etc. Multimedia softw
makes the process of learning interactive and int e o

s - efectt . eresting. It combines text, graphics, sound and
video for efiective learning. Internet has enormous information on a wide variety of subjects.

Stud'ents.can r‘efer to Internet to find information on any topic. Nowadays computers with
multlm_edla prole.ctor's are being used in classrooms for effective teaching. All the activities
rela” -« examinations are also being controlled using computers. Therefore, it plays an

ir .,.Jurta'nt role in education. Today, computer education is a part of curricula from elementary to
university level. Use of computer in education is shown in Fig.1-19.

Fig.1-19 Use of computer in education
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Business

Computers are used in a|| types
of businesses as shown in Fig.1-20, to
improve productivity. They help in
running business activities efficiently,
They are used to prepare business
documents, reports, charts,
presentations, invoices, etc. They help
in staying in contact with employees
and customers. The following are some

Fig.1-20 Use of computer is business Important  business areas . where.
computers are used.

» Computer technology has revolutionized the banking business. Deposits and withdrawals
are instantly logged into a customer's account. Accurate monthly bank statements are
generated with the help of computer. Computer networks allow amount of bill to be
transferred from customer's bank account to the store. People can obtain cash any time
anywhere through Automated Teller Machine (ATM).

» Computers are used in retail stores. Bar code readers are linked to computer system that
are used to read the bar code printed on each product sold to prepare the bill. With the use
of computers at retail stores, the checkout process is faster and the bill produced is
accurate.

¢ Electronic commerce, also known as e-commerce allows to sell products and services by
means of computer networks such as Internet. |

e Computers are very helpful in running many other types of businesses that include hotel,
hospital, school, travel agency, real estate, stock exchange, etc.

Defense

- There are -various applications of
Acomputer technology in defense. Computers
are used in tanks, planes and ships to target
enemy forces. They help in tracking missiles
' and destroying them. Modern defense
-~ weapons and other equipment are
controlled by computers. Computers are
used for designing and testing of weapons.
| Computers are also used in communication
neet W 3 systems in defense. Fig.1-21 shows
cockpit of fighter plane application of computer in a fighter plane.

2 N

Fig.1-21 Use of computer in
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Media : -
Computers have lot of applications in
print and electronic media. Print = .
media refers to mass communication e sren @ ! B .
through printed material. Computer o) O wby M08 "_’"Y,

technology helps in preparation ang
production of newspapers, magazines

releases and books. Electronic media
refers to broadcast media that includes
radio broadcast, cable and sateliite
television broadcast and the new-age
media like Internet and mobile devices.
Computer is used for television
broadcasting as shown in Fig.1-22,
Manufacturing

Now days, computer technology is
widely used in manufacturing industry. It
has improved the accuracy, quality and
speed of manufacturing. Computers are
used for product design and automation of
manufacturing process in factories as
shown in Fig.1-23. This is known as
Computer-Aided Design (CAD) and
Computer-Aided Manufacturing (CAM).
CAD involves the use of computer
hardware and graphics software to create e < Sy
product designs. CAM involves the use of Fig.1-23 Computer controlled manufacturing mac¥iras
computer in planning and management of production operation. It helps in automatically
producing finished products. CAD/CAM technology has been applied in many industries,
including automobile, electronics, machine components, textiles, fashion, etc.

1.2.2 CAREERS IN INFORMATION TECHONOLOGY (IT)

Information Technology (IT) refers to anything related to computing technology, such as
networking, hardware, Software, tﬁe Internet, or the people that work with these technologies.

" Many companies now have IT departments for managing the computers, networks, and other

technical areas of their businesses. Many jobs are offered in these departments. A few are

~ discussed as below.
Software Engineer

Software engineer is a highly skilled person in the field of IT whose responsibilities involve
the analysis, design, implementation and maintenance of computer software. Software engineer

" ean be further classified into programmer and system analyst.
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* Programmer d e
Computer programmers are IT professionals who have extensive knowledge and expertise in

programming languages. Computer programmers write programs to solv.e problems related with
business, education, engineering, government offices, hospitals, entertainment, etc.

e System Analyst g
System analysts analyze the data processing requirements of organizations and develop

information systems to implement them. They investigate problems., plan soluti'ons, and
" recommend the type of hardware and software required for implementing the solution.

Hardware Engineer
Hardware engineers design and manufacture computer hardware. Their work also involves

repair and maintenance of computer hardware. They have in-depth knowledge of internal
working of computers, processors, circuit boards and other electronic equipment.

Network Administrater

Network administrators are responsible for installation, configuration and maintenance of
computer networks in organizations. They are in charge of maintenance of computer hardware
and software that make up a computer network.

Database Administrator .

Database administrator is a person who is responsible for the design, implementation and
maintenance of a database in an organization. He is also responsible for maintaining security
and monitoring the performance of database.

Web Designer

Web designer is a person whose job is to plan and create websites. He designs web pages

that include text, images, sound, video clips and make the website interactive. HTML (Hypertext

Markup Language) is the most commonly used language for creating websites.
Multimedia Designer

Multimedia designers are people who organize and present information in an easy to
understand and attractive manner. They combine text, graphics, animation, audio and video.
Multimedia designers create digital images and arrange them in sequence for animation using
computer software. They have the skills to edit and manipulate audio/v!deo files. They usually
work in film/TV industry, computer software companies and advertising companies.

Information Security Analyst
Information security analyst is a person whose job is to protect information and information

systems from unauthorized access, use, modification, recording or destruction. He implements
procedures and policies to ensure information security within the organization.

Computer Teacher
Computer teacher teaches the subject of computer science to students to make them

comggter literate. He conducts lessons on how to operate computers and the working principles
and concepts of computer hardware. He also teaches how to develop computer programs using

- “various programming languages.

R L R

Scanned with CamScanner


https://v3.camscanner.com/user/download

5 W
[N 1 Fundamentals of Computer 21
1.3 COMPUTER HARDWARE

C t
omputer hardware refers to the physical components that make up a computer system.
1.3.1 HARDWARE COMPONENTS OF COMPUTER

Hardware components of a co
o mputer s m il { j .
storage devices, output devices and mpemoryy.5 VT80 ekl ot deyicms, systamiin’

INPUT DEVICES

All the devices used to feed data into the computer are |-  POINTTOPONDER:
known  as mpgt devices. Input devices allow us to Wiy e keybc}ardiarfé
communn?ate with the computer. Some commonly used “noctg ;ﬂaqgeqﬂ"} "?‘Igha-'b'?ﬁ?ar
input devices are keyboard, mouse, microphone, scanner T R e
barcode reader, digital camera and touch screen. - —_—
Keyboard: It is the main input device
to communicate with the computer. It
allows the computer user to enter
letters, numbers and special
symbols into the computer. A
keyboard is shown is Fig.1-24.

Mouse: It is a hand-held device used
to control the movement of cursor or
pointer on the screen. It has two or three buttons at the front that allows the |
computer user to make selection in menu, draw
graphics or open files, folders and programs. A mouse
is shown is Fig.1-25.

Joystick: A joystick is a pointing device with a vertical
lever mounted on a base. The lever usually includes

Fig.B-1-25 Joystick p ttons called triggers, which activate certain events when pressed.
Joysticks are mainly used for computer games. -

* Fig.A-1-25 Mouse

Microphone: It is a device that allows computer user to input audio into
the computer. It changes audio signals into electrical signals which are

translated into digital form by the sound card for processing in the
computer. A microphone is shown in Fig.1-26.

Scanner: It is a device that captures images from |
photographs, magazines, books etc. and stores  Fig.1.26 Microphone
them in computer in digital form. These images

can be edited, displayed on the screen or inserted in documents. Many
scanners also include optical character recognition (OCR) software,
which can convert an image of textinto a text file that can be edited. A

Fig.1-27 Scanner scanner is shown in Fig.1-27.
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Barcode Reader: It is a device that reads the barcode printed on —

products that represents product code, description and price. This
information is used by the computer to print bill for the customer. A
barcode reader is shown in Fig.1-28.

Digital Camera: It is a device used to
capture pictures and store them in digital
form. These pictures can be downloaded to
computer for editing, viewing or inserting in
documents. A digital camera is shown in Fig.1-29.

Fig.1-28 Barcode Reader

Touch Screen: Itis a pressure-sensitive display screen that is usgd
to interact with the computer by touching pictures or words with
Fig.1-29 Digital Camera  inger. Touch screen is more commonly used with mobile phone and

tablet. A touch screen is shown in Fig.A-1-30.

Touchpad: A touchpad is an input device on laptops and some keyboards to mpve a cursor
with finger. As user moves finger on the surface, the mouse cursor moves in that same
direction. A touchpad is shown in Fig. B-1-30.

Fig.A-1-30 Touch Screen ' i Fig. B-1-30 Touch Screen
SYSTEM UNIT

System unit is the main part of computer. It includes motherboard, power supply and drives
(such as DVD and hard disk) inside the computer casing. All the input/output devices of a
computer are connected to system unit through the ports.

e Motherboard

Motherboard is the main circuit board inside the system unit. It contains microprocessor,
main memory, expansion cards, many IC chips, connectors and other electronic components. It
has many buses (electric pathways) printed on it. These are used to transmit information

between various components of the computer. All the input/output devices are connected to the
motherboard. A motherboard is shown in Fig.1-31.
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Expansion slots

RAM memory slots

Ports for connecting

Socket for microprocessor input/output devices

Fig.1-31 Motherboard

¢ Microprocessor

A microprocessor is the main chip on the motherboard that controls all the activities of the
computer. It is also known as Central Processing Unit (CPU) or simply processor. It contains

Control Unit (CU), Arithmetic Logic Unit (ALU) and registers. A microprocessor and the block
diagram of CPU are shown in Fig.1-32.

(a) (b)

Fig.1-32 (a) Microprocessor (b) Block diagram of microprocessor

ALU is the part of the computer that performs all the calculations and cornparisons. It consists
of arith.metic unit and logic unit. Arithmetic unit performs all the arlthmetnlc operatlor-\s such as
addition subtraction multiplication and division. Logic unit performs logical operations which
include comparisons of numbers or alphabets.
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Control unit controls the operations of
working of all lhé input/output devices,
memory and executes them. It consists
s inside the microprocessor used to temporarily store Somg
am. Some commonly used registers are '”StrUCtion
d Memory Address Register.

24 ; _@ﬁ Fundamentals of Comput':;
all lh‘e components of the computer. It controlg th\f
storage devices and ALU. CU loads programs intov”

f very complicated circuits.

Registers are small memory unit
. . \ St ogr
information during the execution of a [)log Hi
: : iste
Register, Accumulator Register, Dala ey

STORAGE DEVICES
Storage devices are used to storé programs and data that are not currently used by the

i they are also known as mass stq
. storage capacity. Therefore, : rage.
ve huge g K is the most commonly used storage device that is fixeq
devices are CD, DVD, memory cards and USB flah
s storage capacity than hard disk but they are Cheap

computer. They ha '
devices or secondary memory. Hard dis
inside the system unit. Portable storage
drive. Portable storage devices have les

and easy to carry.

eHard Disk _
A hard disk is a magnetic storage device used to store computer data. It

has storage capacity of hundreds of Gigabyte (GB). It is fixed inside the

computer casing. Portable hard disk is also available that is attached fg.
b i) - tiyy

Fig.1-33 Hard Disk |JSB port. i )

CD stands for Compact Disk. It is a portable optical storage device with a storgge capacity
of 700 Megabytes (MB). A CD is 1.2 millimeter thick with a diameter if 120 millimeters. CD drive

is used to read data from or write data to a CD.

° DVD

DVD stands for Digital Versatile Disk. It has the same thickness and
diameter as CD but has more storage capacity. Its storage capacity is in
the range of 4 to 16 GB. A DVD writer is installed in the computer to read
Fig.1-34 cp/pvp  data from or write data to a DVD. A CD can also be used in a DVD writer.

¢ Memory Card
= |
TEAnscenty Memory card is a small storage device having storage capacity of

5 few Gigabytes. It is available in different sizes and storage capacities.

e g% ~‘> Memow cards are generally used in laptop computers and portable

""'ﬂﬂ” dew'ces such as mobile phone and digital camera for storing pictures,
audio and video. A memory card is shown in Fig.1-33.

Fig.1-35 Memory Card

' !
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o USB Flash Drive

USB flash drive is a small
A portable drive that Is connected t
computer through USB port. Itis also known as USB memory. It is ver())(

fast in operation and its storage capaci
pacity is u .
USB flash drive is shown in Fig.1-34. y 1S up to 128 GB till now. A

/tBUT DEVICES

- : Fig.1-36 USB Flash Drive
Output dev ; /A
‘nformatign on I;eserar;a fused t-o d'SP|ay text, graphics, and images on the monitor or to print
' sdening efispk - \nformation displayed on monitor is known as softcopy and anything
pr!n P nown as hardcopy or printout. Commonly used output devices are monitor,
printer, plotter and speaker.

+ Monitor

It is an output device that has a screen on
which information is displayed. It has two
common types i.e. CRT (Cathode Ray Tube)
monitor and LCD (Liquid Crystal Display)
monitor. CRT monitor is very similar to old
television. It is almost obsolete due to its big
size and low display quality. LCD monitor is
slim, uses less power and has better display

quality -than CRT monitor. CRT and LCD @ L
monitors are shown in Fig.1-35. . Fig.1-37 (a) CRT Monitor (b) LCD Monitor
o Printer e Eor

 FOR YOUR INFORMATION:
Printer is an output device that prints text and | The first high-speed printer was developed in 1953

. . ; by Remington Rand (an early American business
graphics on paper which is known as machines manufacturer) for use on UNIVAC

hardcopy. There are two types of printers | computer.
which are impact and non-impact printers. s s

Impact printer

Impact printer uses electro-mechanical mechanism which causes the character shape to strike
against the paper and leave an image of the character on the paper. Dot matrix printer is the
most commonly used impact printer. The printing speed varies from 50 to 500 cps (characters

(a) (b) (©)
Fig.1-38 (a) Dot Matrix Printer (b) Inkjet Printer (c) Laser Printer
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t quality is poor. They produce lot of noisg Whi
8

per second). Their printi .
- nting is heap but prin e
; U g Invoices, bank statements, utility bills, ete A

printing. These printers are still in use for printin
Dot matrix printer is shown in Fig.1-36(a)

Non-Impact printer

Non-Impact printer prints without striking the paper Therfa are two :){Zez c;fnréon-lmpact p””fers
which are inkjet and laser printers. Inkjet printer stores ink Inhca: On gSim"arstzra}r,‘S on pap
through fine nozzles on the print-head. Laser printer uses €C I:]O "?ty s comp otocopyi,
machine. Laser printer is more expensive, faster and has very hlg l ptr) usi?less é’s Las;;arreq o e
printer. Inkjet printers are used in all s€ctors such as homes and simplé e 1-36 o Printers g
perfect for large scale businesses. Inkjet and laser printers are shown .1-36.(b,c).

e Plotter

Plotter is an output device used for printing engineerin

designs, maps, charts and panaflexes etc. on large size papers/sheetS: Such large s|Ze. Printng
| is not possible on printers. It is more expensive thy,

printer. There are two types of plotters, tha? is, ink plotey
and pen plotter. Ink plotter is used for printing image,
whereas pen plotter is used for printing engineerin,
drawings, machine parts, building designs, etc. Plotter
a slow-output'device but its printing quality is'good, A

plotter is shown in Fig.1-37.

g drawings, machine parts, buiing

Fig.1-39 Plotter

e Speaker
Speaker is a device used to produce audio output. A pair of speakers

is attached to the sound card on the motherboard. Speakers are
commonly used with multimedia software and for playing music and
videos on computer. A pair of speakers is shown in Fig.1-38.

Fig.140 S ‘akers MEMORY
B e Memory unit stores data and programs that are being executed by the

computer. It also stores the results produced by the ALU after processing the data. There are three
types of memories on the motherboard which are ROM (Read Only Memory), RAM (Random
1] iA ‘ i Access Memory) and Cache. These are known as main memory or
Q‘; primary memory of computer.

ROM (Read Only Memory)

ROM is a single IC chip which is installed on the motherboard
as shown in Fig.1-39.

4
..........

--------------

- oo It stores the Basic Input/Output System (BIOS) of computer that
Flg.14 1 ROM'chip controls input/output devices and the start-up or boot process. BIOS
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e omputer ready for operation.
programs are permanent| i

) y stored in ROM it ‘ -volatile
memory, that is, the programs storeq Al ho when it is manufactured. It is non

tlost when the computer is turned off. There are
three common puter is turned off.
e ararinable gg;s) aOdeOM which are PROM (Programmable ROM), EPROM (Erasable
nd EEPROM (Electrically Erasable Programmable ROM).
RAM (Random Access Memory)

RAM is high speed memory installed on the
Information can be read from or written into it. Pro
storage devices such as hard disk or USB
flash ~drive for execution by the
microprocessor. It is volatile memory which :
means information stored in it, is lost when Sascye A g Ee )
the computer is turned off.

motherboard. It is READ/WRITE memory.
grams are loaded into RAM from secondary

e

RAM modules are installed in the

memory slots on the motherboard. RAM
modules are shown in Fig.1-40

Fig.1-42 RAM modules

Cache Memory
Cache is a very small amount of extremely fast memory inside i gl
the microprocessor or on the motherboard. It is faster and more Slosehe
expensive than RAM. It stores information that is most frequently ‘ i
used by the computer. The purpose of using cache is to improve the L2/L3 cache
processing speed of computer. T

There are three types of cache memories which are Level 1 (L1), Main Memory
Level 2 (L2) and Level 3 (L3) as shown in Fig.1-41. L1 cache is built (RAM)
inside the microprocessor whereas L2 and L3 are on the
motherboard. L1 cache is faster than L2 and L3 cache.

Fig.1-43L1,L2and L3
Cache Memories

1.3.2 PORTS, EXPANSION SLOTS AND EXPANSION CARDS

PORTS

Port is an interface for connecting
various devices to the system unit.
These are located on the motherboard
and are usually seen at the back of the
system unit. There are various types of
ports for connecting keyboard, mouse,
monitor, microphone, speakers and Fig.1-44 Ports on motherboard
other input/output devices as shown in

2xUSB20 VOA 2xUS03.0 AN

.

ovi HOMI xS0 20

= (R IR BB RAER T SRERERTHEL PN T T I
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rsal Serial fus), HOMI (High Definjy..
Audio and LAN (L ocal Area Network) ¢

¢ These devices include digital s

gB memory, elc.

usn (Unive
interface),

the compute
rand U

Fig.1-42(p). In modem computers.
Multimedia Interface), DVI (Digital Visua!
are used for connecting various devices 10 T
scannert, printer, edprﬁal hard disk of pPVD write
LOTS AND EXPANSION CARDS

Expansion slots are
ling expa
ese car
nly used exp

long narrow sockets on the mothe b
nsion cards. Expansion cards are .. _4
ds add new capabilities to g |
ansion cards are sound

d network card. In m

EXPANSION §

——

1
|
!
|
i

‘ dem card an
graphics card, mo g
| computers these cards are built-in on the motherboarg,
| Fig.1-45 Network card network card is shown in Fig.1-43
1.4 BASIC OPERATIONS OF A COMPUTER

puters which aré shown in Fig.144

The following four basic operations are performed by com

lnput'opefation
Prooessing operation
Storage operation

Output operation

input Operation
A computer is a data processing machine. Users enter data and instructions into the

computar through keyboard or mouse. It can also be provided to the computer from a storage
device such as hard disk, CD or USB memory. The input data/instructions are stored in memory
for further processing.

Processing Operation
Mi . .
il msmjm prgcess'es the data according to the instruction given to it. The microprocessor
ctions from the memory and stores it in instruction register. The control uni

thén decodes the instruction to find out whi ion is to be performed. Afte
cod ich operation is to be perfor Aft '
' . After decoding the
instruction, it sends signals to other parts of the computer to execute it :

Storage Operation

The results prod i
produced after processing are stored in memory before they are sent o e

output device or permanent storage device

like hard disk.

B
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Output Operation —————

The results of data processiﬁg stored in m
by the user. The control unit displays the results;e

mory must be output so that they can bé so
can also be saved in a storage device such ag

on the monitor or prints it on the printer. Results
hard disk for use in the future.

system software and application software, and how to do. It is classified into two categories,
1.5.1 SYSTEM SOFWARE

System software is a co||ecti6n
ot L of programs which mak
efficient. Highly experienced computer pro akes the use of computer easy and

grammers devel ;
the types of system software. elop system software. Following are

Operating system
Device drivers

Utility programs
Language processors
Operating System

An operating system is system software that is responsible for the management and
coordination of all the activities performed by the computer. It provides the environment in which

the user can interact with the computer hardware to operate the computer. The most popular
operating system used in microcomputers is the Windows.

Thtﬁéflowin@ tasks are performed by the operating system.
i. Itloads programs into memory and executes them.
ii. It controls the operation of input/output and storage devices.
iii. It manages files and folders.
iv. It allows to create password to protect computers from unauthorized use.
v. It detects hardware failures and displays messages to fix them.

Device Drivers
A device driver is system software that controls the operation of a computer device. When

users attach a device such as printer o‘r' scanner to their computer, they should install its d* =r
to make it operational. Device drivers are provided by device manufacturers.
Utility Programs

Utility programs perform specific tasks that are related to the management of the compuci.

The following are some commonly used utility programs that perform specific tasks.
o Windows Explorer: Itis used to manage files and folders.

o Backup utility: Itis used to make backup of data. -

ATt e
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 WinZip utility: It is used to compress files.
ms.
o Diagnostic utility: It is used to detect hardware and software proble

e Antivirus software: It is used to detect and remove viruses.

Language Processors , .
used to translate computer programs into

is a system program
A language processor IS a Sy prog derstood by the computer. Therefore, all the

machine language. Machine language is directly un : :
programs must be translated into machine language before extecutlon by the computer. Com;'mler
and interpreter are language processors used to translate high level language programs into

machine language. A program called assembler is used to translate assembly language

programs into machine language.

1.5.2 APPLICATION SOFTWARE

Application software is developed for computer users to solve their problems such as
preparing a letter, creating a presentation or managing a database. Commonly used application
software includes productivity software, business software, entertainment software and

education software.

Productivity Software

Productivity software includes word-processing, spreadsheet and database managemept
software packages. These software packages are used by individuals to speed up their daily
routine tasks by doing their work in an organized and efficient way.

Business Software

Any software that helps in running business in a more efficient way to improve
productivity is known as business software. Some examples of commonly used business
software are accounting, sales and marketing, inventory control, project management and

payroll software.

Entertainment Software

Software developed to entertain people is known as entertainment software. Video games
are one of the most popular forms of entertainment software. Many games are lot of fun to play
but sometimes they can also help to improve skills such as tping or reading. The term
edutainment merges games and education software into sincle .oftw; e. Edutainment software
is used mainly for entertainment but it educates as well.

Education Software

' Software developed for educational purpose is known as education software. A large
variety of education software has been developed. Education software includes typing-tutor,

spelling tutor, language leamjnla, medical and healthcare, driving test and flight simulation
software, etc. . _
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1.5.3 OPEN SOURCE SOFTW
ARE, § ,
Open Source Software HAREWARE AND FREEWARE

It is computer softw. '
3 e improv:ri(te g\s; : available in the form of source code that allows users to
; Source software is free for use, modification and distribution.

Some examples of

i s%ﬂware)olp;:ghfzjrce s'oftwa.re are Linux operating system, OpenOffice (office
; ear (flight simulator) and Java programmin 'I t

Shareware g language, etc.

Shareware is distri
trial version of softwalf;”gbil\jteendtfree of cost for 2 limited period, usually one or two months. It is
O people to decide whether they would like to buy the full version

of the software. Some shareware is i n d. Examples
5 w computers when they are so P
of shareware are antivirus software and computer games, etc r “ |

Freeware

Freeware is gi i :
S havls given free.of_ cost and it is full version of software for an unlimited period of
. y e some restrictions such as allowed for personal or academic use only.

Examples of freeware are Google Chrome, Mozilla Firefox, VLC media player, etc.

o Computer is a general-purpose programmable machine that has the ability to store, retrieve
and process data that is represented in the form of Os and 1s.

o First generation computers used vacuum tubes and their period was from 1940 to 1956.
o Second generation computers used transistors and their period was from 1956 to 1963.
o+ Third generation computers used IC chips that were developed in early 1960s and their

period is from 1963 to 1971. |

« Fourth generation computers use LS| and VLSI chips and their period is from 1971 to
present.

« Fifth generation of computers is concerned with developm
natural languages and have thinking power.

ent of devices that can understand

o Analog computer represents and processes data by measuring quantities such as voltage
and current to solve a problem. It works on supply of continuous signals as input and displays

output simultaneously.
¢ Digital computer works with binary digits 0 and 1. Data and instructions are fed into

digital computer through an input device such as keyboard. The computer performs
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calculations on data according to the instructions and displays results on monitor
prints on printer. , ,
©* Hybrid computer is a combination of analog and digital computers. It combines,. tn,
characteristics of both analog and digital computers.
« Mainframe computer is a very large, very powerful and expensive computer that can SUPpor
. hindreds and even thousands of users at the same time. '
« Minicomputer is bigger than microcomputer but smaller than mainframe. It is used i

organizations that have hundreds of users. :
t and the low cost computer. It is the most commonly useqd

i

Microcomputer is the smalles
computer in homes and offices.
ield of IT whose responsibilities involve

Software engineer is a highly skilled person in the f

tne analysis, design, implementation and maintenance of computer software.
edge and expertise in

Computer programmer is an IT professional who has extensive knowl : '
programming languages. He programs the computer by writing step-by-step instructions that

tell the computer what to do. 52,
System analyst analyzes the daia processing requirements of organizations and develops

information systems to implement them.

Hardware engineer is an IT professional who designs and manufactures computer hardware.
lation; confiauration and

Network engineer is a person who is responsible for instal
maintenance of computer networks in organizations..

Database administrator is a person who is reSponsibIe.ft'J'E'the design, implementation and
mginténance of a database in an organization. ' :
Web designer is a person whose job is to plan, design and develop websites.

Multimedia designer is a person who designs multimedia software bv combining text,

graphics, animation, audio and video.
» Information security analyst is a person whose job is to protec. inf~- ~ation and

information systems from unauthorized access, use, modification, recording and

destruction.
o Computer teacher is a person who teaches the subject of ¢~ .pu«  science to students.

o Computer hardware refers to the physical components .at make up a computer system.

o Computer software i< a set of instructions :-.i»- .. . computer what to do and how to do.

« System software is a collection of programs which makes the use of computer easy and

efficient.
o Operatin  system is sy.‘~= software that is responsible for the management and

coorclinaiion of all the wJtivities performed by the computer.

T
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o Application .SOftWare is developeg " 33
letter, creating presentation o manag?:lve th
o Open source software s a gad

progr.
allows users to study, change agn:rlnmt

e Shareware is trial versjon
of sof
usually one o two monte. tware that is distributed free of cost for a limited period

€ problems of computer users such as writing
atabase,

hat is f ,
prove it,reely available in the form of source code that

Q1. Select the best answer for the followi;

i. Who invented logarithm?

A. Blaise Pascal B. John Napeir

C. Charles Babbage " D. Herman Hollerith

. Which generation of computer used transistor?
A. 18t Generation of Computers B. 2" Generation of Computers

~ 2 :
C. 3" Generation of Computers D. 4™ Generation of Computers

iii. In which generation of computer microprocessor was introduced?

A. 1%t Generation of Computers B. 2" Generation of Computérs
C. 3" Generation of Computers D. 4 Generation of Computers

iv. Which of the following computer supports thousands of users at the same time?
A. Microcomputer B. Minicomputer
C. Mainframe computer C. Laptop computer

v. Who is responsible for protecting information and information systems from unauthorized
people in an organization?

A. System Analyst B. Information Security Analyst
C. Network Administrator D. Hardware Engineer
vi. Which of the following is the fastest memory?
A. USB flash drive B. RAM
B. ROM , D. Cache
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Gt ice driver is?
vii. What type of software a device Business softwareé

» H B'
A. Application software D. Productivity software

C. System software

viii. Which of the following is volatile memory?
B. ROM

A. RAM
d disk
.C. USB flash drive D. Har

as a trial version?
ix. Which software is distributed free |

of cost for a limited period

re
A. Open source software B. Sharewa
' D. Productivity software

C. Freeware
x. When were IC chips developed?

A. Early 1960s
C. 1980s
juestions.

Q2. Write short answers of the following au
i,  Describe Napier's Bone and Slide Rule.

i. Compare 15tand 3™ generation computers.

ii. Differentiate between analog and digital computers.

iv. Ahmed, a class IX student is asking his father to replace his home computer CRT
monitor with LCD monitor. How will you justify his demand? :
What will happen if storage devices are removed from a computer?

vi. Differentiate between systems software and application software.

vii. How a student can use computer to improve academic performance?

B. Early 1970s
D. 1990s

viii. Give any three uses of computers in a school library.
ix. . Name few house hold appliances in which microprocessor is used.
x. What are the tasks performed by operating system?
<3. Write long answers of the following auestions.
i. Describe the five generations of computers.
ii. Write a note on mainframe, minicomputer and microcornputer.
iii. Explains the basic operations of & compulter.
iv. Write short note on the following.

a. Hardware Engineer

b. Network Administrator
C. Database Administrator
d. Web Designer
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v. Describe the following types of ap

plicati
a. Productivity software LA,

b. Business software
c. Entertainment software
d. Education software

| Lab Activities

Activity 1: Demonstrate how input/output devices are connected to the system unit of the
computer.

Activity 2: Students should be shown components of computer such as RAM, ROM,
microprocessor, ports, expansion slots and power supply attached to the computer system.
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This is 20 periods Chapte,

’E V4 \ After campleting this lessan; youWilll - § including practical wor_
' haeabjeta: ¢

« Know the objectives of operating system

Get familiar with functions of operating system

Differentiate between common types of operating
systems (Command Line Interface, Menu Driven

Interface and Graphical User Interface)

Define single user and multi-user operating systems :

« Describe batch processing, time-sharing processing
and real-time processing

« Identify the basic icons of operating system having
graphical user interface

» Manage data (files/folders)

e Install operating system

¢ Install office automation software

e Install anti-virus software

UNIT INTRODUCTION

Computer user must know how to give commands to the computer to operate it properly.
Therefore, this unit is dedicated to provide basic knowledge about operating system. It teaches
the user how to use the operating system to run programs and manage files and folders. It
describes the steps involved in installation of operating system, office automation software and
antivirus software in computer. It presents material about the operating system used in modem
computers and those used in the past. This will teach the user about the advantages of modern

- operating system over the old operating systems.

[N
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21 INTRDDUCTION

Operating system is i
sYstem.plt acts a_gan inter?a(czgllbe:tt\:):e?\ft?\?tem Software that controls the working of computer
it ntdds developing appllcatlozog:g;rz:n user and computer. It facilitates program
s.
2.1.1 OBJECTIVES OF OPERATlNG SYSTEM (0.8))

computer more convenient { ting system are convenience and efficiency. It makes the
inputioutput devices and In 0 use. It allows COmputer resources such as CPU, memory,
" ntemet to be used in g efficient manner. It can be viewed as a
resource manager. :

2.,1_2 FUNCTIONS OF OPERAT_ING SYSTEM
The following are the main functiong

e Process Management

e Memory Management

e Input/Output Management
» File Management

» Resource Management

e User Management '

of operating system.

Process Management

Process management is an essential part of operating system (OS). A process is a
program in execution. In computer system multiple processes are executing concurrently or
waiting for their turn to be executed. A process in execution needs resources like processing

resource, memory and I/O resources. The OS must allocate resources to processes, enable

processes to share and exchange information, and protect the resources of each process from
other processes.

Memory Management

Memory management is the process of allocating memory space for user programs in main
memory. When programs are run by users, the operating system allocates portions of fr.ee
| memory to programs. When a program is closed, operating system will free the memory portion

used by that program for reuse. The operating system automatically loads user programs in
available memory space and executes them.

Input/Output Management

Input/output management is the process of controlling the operation of all. the i.nputloutput
devices attached to computer. User communicates with computer through various m'put/o.utput
devices such as keyboard, mouse, monitor printer, etc. Management of these devices is the
responsibility of operating system. Operating system uses Input/Output cqntroller to manage and
coordinate the operation of all the input/output devices.
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File Managémehf 3§

File management system is part of operatin
of computer files and folders. Computer files can
Operating system controls the common operations
creating, opening, editing, renaming, moving, copY

Resource Management

: i the reso A -
Operating system automatically manages er include micropy
Drogrargs are Sxe};uled by computer user. The resources Ofat(i;r?.(;n :):J;tem allocates re‘::o(::?c3 b/
memory and all the devices attached to the computer. Ope:.a‘ requirement in an efficien; wes of
a computer to the application program according to the users Aty

improve the performance of the computer.

urces of a computer when app; iy

Iser Management L PR
= le'se1r i;;jtggement is an important feature of operatln? Tf:::"a f:;mn:;t':?mm
secure computer system. The operating system gives ff’" contiro aleibragian Systen,
to a person known as administrator. Administrator installs va countngh on fh,
computer system for users. He also creates and manages user ac : >- WWhen a yg,,
account is created, the user is assigned a user name and a password. Administrator allowg
the users to run various application programs that are installed on the computer. A User
can login to the computer system by entering the user name and password, run Programg
and save his files in his personal folder. Operating sys_tem does not allow the users to insta
programs or create new users. ‘

2.1.3 OPERATING SYSTEMS INTERFACES

There are three types of operating systems based on ways of interaction with computer
(interface). The three types of interfaces are:

e Command Line Interface
¢ Menu Driven Interface
* Graphical User Interface (GUI).

Command Line Intérface (CLI)

In CLI, commands are given to computer with keyboard. It is based on textual input. The
user types in a command and presses the Enter key to execute it. Two commonly used operating
systems that use CLI are DOS (Disk Operating System) and UNIX. CLlI is difficult to use because
users have to remember the commands to perform any task. i

* Disk Operating System (DOS)

DOS was the most popular CL| operating system. DOS displays the prompt (C:\>) to enter

commands. User must know the syntax of the command. DOS commands are difficult to
remember. Some DOS commands are still supported b

: y the new Windows operating system. It
is a single user and single task operating system.

b

Scanned with CamScanner


https://v3.camscanner.com/user/download

é’i 2 Fundamentals of Operating System =

The r\;oltliz\:‘nng are some ®Xamples of ppg commands with their [~ po you KNOW'?«'. 1
‘desc SIR Displ | Microsoft introdubel‘:
ISplay the content | the MS DOS in 1981
FORMATD:  Format Hah s of current directory (folder) |

drive and it was rap|a16330 by
i 3.0i :

CD\PICS CD stands for Change Directory, which makes | il o .

PICS the current directory t

some DOS commands are shown in Fig.2-1,

2 00 Labt‘.‘_:
2 7EBA=FA7D

Fig.2-1 DOS Interface
¢ UNIX

UNIX is a multi-user CLI operating system introduced in 1969. It allows multiple users to
run different programs at the same time. UNIX'was developed for use on large computer system

'r-d;:,"l..l
-l P4 B i
sSysiem L Hain Kanu

I REERALI A YR

1980, 200200 S

Scanned with CamScanner


https://v3.camscanner.com/user/download

o i
4\‘ 2 Fundamentals of Operating Syste F
& : ;
o hical User Interface wag ™
| ce but later GraP Ay,
(Mainframe). It uses a command

introduced. UNIX commands are show
user makes a choice and then ¢

. Menu Drive reen
on the ST ars. The :

Menu driven interface presents & menu next menu aF?Pe user Makg,
another choice and so on, Men

Gt e L a1 |

oniln Beesen
TRETRYE U IR 168 R

driven interface is easy to ysg au
compared to CLI. The user readg t,
options and makes his ChOices
Menus contain the commands to ¢
the operating system. Menu drivey
interface is also used in sop.
application programs  and  otpe,
devices such as mobile phone apg
iPod. |

The following are two common men,
driven operating systems

Fig.2-3 Novell Netware Interface
o Novell’s Netware
‘Novell's Netware was a meng.
driven operating system that was
used in the past. Its first version was
released in 1993. Novell's Netware
interface is shown in Fig.2-3.

-
= :

Pl

=<
Jsm-—-:_qH(_nm,_a..T,_.

¢ ProDOS

ProDOS was another menu-driven
operating system that was used on
some Apple computers. ProDOS
interface is shown in Fig.2-4.

3
i
(=)
3
9
9

A=
[ [N

AONQr ’11.? ym
o maomo
ORI Aa M~ —

pa L]

T s R L L (T o)

G O El VP~ T
- (e b 1
o e v e e o P (e

jreluelneldrlenlEnidpldnlneldp]

IBLOCKS FREE: = 11 BLOCKS
1%

m

Fig.2-4 ProDOS Interface
Graphical Usq

. GUlis agraphical interface for computer users to interact with computer. (t uses windows,
E;Jnlsa, r:;nltxs ar?d pointer. 'Wlndow is a rectangular portion of monitor in which information is
play ){ con Is a graphical symbol that represents a file, folder, program, device etc.)To

perform a task, the user has to select i
’ ect icons or ices i I e :
such as mO,use.) make choices in menus using a pointing device
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The following are the advantages of Gui |
i. Much easier to learn ang use ‘ -
ii. No need to memorize the Commands
iii. Allows users to run more than one pro
iv. most of thlt_a GUIs provide good help facgjirliircrals":]t
v. Many application programs
s e i e terface so it is easy to use a new program
i. Takes up lot of memory.

ii. Needs faster computer as com
: Pared to other inte '
Examples of operating systems that use GUI are Macintg:I:elS_inux and Windo
- , WS.
o Macintosh Operating System

was introduced in 1984 ;i iQi -
GUI. The latest version is Mac OS . Qt e UNA;)ZVSZ Stze original Macintosh computer and has

are some specialized versions of Mac OS X d user-friendly operating system) here

. used on devices such as i i g
new Apple TV.)Mac OS Xinterface is shown in Fig.2-'5 AR P el G

e e T L B A L /T L

inder  Fun By vigw

— b 207 20N
- e | L

| T
i ‘ '
i \ | W
R E St
, 4 Mac OS X : =
f : % “ . '\.; : bl
nu X i | -
L : , ~X. --"_.‘l_l
i =1 = *ﬂ"-—-————-"'
3. 2 @ = PR
m VANt 10 U up y: m 1‘:
v i
1
Y;i:ﬁ:' Six LA
T A AU @ LB

Fig.2-5 Mac OS X Interface

* Linux Operating System

(Linux is free open-source operating systemj)introduged by Linus Torvalds in 1991.@ is
faster)but(difficult to use as compared to Macintosh and Windows operating systems)lt is not a
popular operating system. Linus Torvalds started the development of Linux operating system
and laid its foundation. Millions of@rogrammers around the world work on Linux to improve-it

Scanned with CamScanner


https://v3.camscanner.com/user/download

Q 2 Fundamentals of Operating Syst :

lts source code) is freely
available on Interne‘
Programmers can view, edi
and publish —an  improye,
version.

42

(Linux OS can be installgq
on PCs, laptops, netbooks
mobile and tablet devices
video game) consoles, servers,
supercomputers and more. The
Linux OS is frequently
packaged as a Linux
distribution for both desktop
and server use, and includes

the Linux kemel (the core of the operating system) as well as supporting tools and libraries.
Popular Linux OS distributions include Debian, Ubuntu, Fedora, Red Hat and openSUSE. Linux
operating system interface is shown in Fig.2-6.

Fig 2-6 Linux Interface

o Windows Operating System j)’ sh)

(<N|ndows is the most popular operating system used on mlcrocomputers ) It was
developed by Microsoft. Many/different versions of Windows operating system were developed
and used successfully in the past. Some of these versions are Windows 95, Windows 98,
Windows Millennium, Windows XP, Windows Vista, Windows 7, 8 and 10. The latest version is ’
Windows 10. Windows 10 interface is shown in Fig.2-7. M Vb Y RN qi0dows 1@

\/ . .;l.;,l

MRt ey

g 2
<

EWGQGUIU.Q\Q.A.;?;

Fig.2-7 Windows 10 Interface
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2.2.1 CLASSIFICATIQN

operating systems,

4 2 fundamentals of Qperat_ing_ System

22 OPERATING SysTem
F OPERATING
Operating systems can ATING SYSTEM

be class;
sified | i ;
hto two major Categories, single-user and multi-user

single-user Operating System

Cc : :
with other computers. PU, memory ang input/output devices are not shared
It is used on microcomputers.
User can open many programs at th i '
X e same. ; : :
It requires less memory ang St e time and switch among them as required.

Some examples of single-user operati
atin
Windows 7, etc. = 0P g systems are DOS

Multi-user Operating System

Operating system that allows man

. , Yy users to use a computer at ame time i i
multi-user operating system. P the same time is known is

It allows many users to login to a sin

i gle big computer and run different programs at the
same time.

It shares the resources of the computer with other users over the network.
It is used on minicomputers and mainframes.

Users can communicate with each other and share files.

A person known as administrator is responsible for assigning and managing user names
and passwords. ‘

It requires a powerful CPU, large memory and large hard drives.
It supports multiprogramming and time-sharing.
Windows NT, UNIX and Linux are popular multi-user operating systems.

2.2.2 TYPES OF OPERATING SYSTEMS

There are three types of operating systems. These are batch processing, Time-sharing

and real-time operating systems.

Batch Processing System

(In a batch processing system, jobs are grouped in batches and the.computer executes
them one.by.one. When the current job terminates, tt.1e computer automa?lcally loads the next
job and starts executing it:") Batch processing operating systems greatly improved the use of

S
In oo
bot fomr )

computer system.
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M
amount of data hag ~
(Batch processing systems are suitable for tasks where lazigi]tecard bl aystans atlcl) be
collected and processed on a regular basis.)For example, in crdeaS st ai s o c;f bi||t'h
data of credit card holders is-collected and held until proces® g

all the data of studens
cycle. As another( example, in examination report carc.i sysk:)m()th iy ntg
examinations is collected and processed as a batch for printing rep

44

Timesharing System
Timesharing system is a feature of op

different programs on a large-scale computer. It all'ows ma imesharing system, the centrg)
computer at the same time and share the computer's time. Inatim

ra

processing unit is switched rapidly between the progr amskso th""_t all th(taelrjssearn%mg‘lair:f?a?;:
executed simultaneously.)The operating systems used In mlnicomPU. o
computers supporttimesharing) imesharing operating systems are used in orga i e
as airline, bank, hotel, university, etcxwhere many Users need access to the centr puter

at the same time.

erating system in which multiple users can ryp
ny users to have access to 5

For example, hundreds of students access the university’s mainframe computer at the

same time and they run different programs in a timesharing system in interactive mode.

Real time Systems :
(Real time operating systems must process . At
specified ﬁmerfhese operating systems are developed for special applications.

These are used to control industrial processes such as oil refining. Real time operating
thin limited time. For example, a

systems are used to supply immediate response Wi : ' |
measurement from an oil refinery indicating that temperatures are getting too h]gh_ might demand

: : X&f"f"e-t Gool indicat?s [’?,77/7?/&/'1/3?’ / jﬁ/." &l
quick response to avert an explosion. ol @ j .

information and produce a response within a

There are a number of real-time operating systems used in military and space research
programs. For example, real-time operating system is used to monitor the position of rocket in
the space. Many cities are installing real-time traffic control systems to facilitate smooth flow of
traffic at busy intersections.

2.3 GETTING STARTED WITH GUI OPERATING SYSTEM
A GUI Operating System provides a user-friendly interface. This makes it easier for people
with little computer skills to operate the computer. A GUI combines four elements which are
Window, Icon, Menu and Pointer. All the information displayed on the screen is presented inside
a window. Small graphical symbols known as icons are used to represent files, folders, drives,
programs and commands. Menus present various commands from which the user makes a
s'election with a pointing device. Mouse or touchpad is used as pointing device for performing

different tasks such as selecting an option or opening a file, folder or program.
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2.3.1 BASIC ICONS OF g, OPERATING SysTEM

Anicon is a small graphicg| Symbol that re
some special system icons

uch as
Icon has a label at the bottom g

Recycle Bin

It is a temporary place (folder)
deletes from the hard disk. When a

from a hard disk it goes to the Rec
restore it to its original location. User
folder permanently from the Recycle

Computer lcon

Computer icon allows the user to access th

and folders. When user double
shown in Fig.2-9 that displays

ig.2-8(a) Recycle Bi
Fig.2-8(a) Recycle Bin, (b) Computer icon, (c) Folder icon, (d) File icon (e) Program icon (f) Shortcut icons

45

Presents g file
Recycle Bin and

escribing its name,
The basic icons of Windows 7 are sho

, folder, application or device. There are
Computer that are kept on the desktop.

wn in Fig.2_-8 and are described below!

()

for items that the user |
file or folder is deleted | -
ycle Bin. The user can |

can also delete a file or |.
Bin.

Tip: You can delete a file from your
hard disk without sending it to
Recycle Bin by clicking the file and
then pressing Shift + Delete keys.

e contents of computer drives and manage files

-clicks on Computer icon, it will open a window similar to the one
the drives present in the computer. It is used to navigate and

manage the computer i
| 7 — — ) =

resources. OOFTW - e

Fadericon ST S el e Wk, GGt 5008
FOIder iCOl"l resembles a }(;imadsz e DI:E;"“(Z) Leeab DSk (TE) :

physical file folder. It is used to || e T < T Pe—

store files. A folder can have | ™= e e )

another folder inside it which is | <= P

known as subfolder. Folders are i Lo “S"‘WA)«W.- q e

used to keep files in an | - [ hamail g o

organized manner on a storage ! A i % o Q{f; Gy )

device such as hard disk so that | .. - ‘%\ oy

they can be accessed easily. PR “, Ml |

| | o W sem ol

| Tip: Right click a shortcut icon,

| select Properties and click Open il i

1 File Location to know the location L" it e g

| of program, file or folder to which a

!

shortcut belongs.

Fig.2-9 Computer-lcon window
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" File leon

Use

Pro@@®m Icon

Executable pro
used for different program icons. P

Shellbut Icon

. Shortcut ico
arrow at the bottom left
in Fig.2-8(f).

2.3.2 MANAGING DATA (FILES/FOLDERS)

comer and the name below it. Shortcu

()

' in text, image, mugjc .
Ina GUI, files are also represented by icons. A file may Cof'ta':own in Fig.2-8(d) cor "ld%
S recognize a file by its icon. Icon of a Microsoft Word file Is S B !

gram files are also represented by icons. Different gra-phfl:cialzs}e,mbOIS
rogram icon of Acrobat Reader is shown in Fig.2-8(g)

NS are created to access a program, file or folder quickly. They hay,

"',. (2%

2 Fundamentals PLQperau X

al‘Q

15
ticon of Google Chrome js Show:

Managing data means sto
storage devices such as hard dis
organized way. This helpsin
Files. are stored in folde
Windows is the default fold

ring files in secondary
k or USB flash drive, in an
finding files easily and quickly.
rs. The Document folder in
er where the.user saves files.

| Tip: You can create a new folder|
- Windows Explorer by simply pressing
' the Ctrl+Shift'N keys and the
_rename it. :

The fallowing are the steps to create a new folder.
1. Goto the location where a folder is to be created.

2. Right-click a blank area, point to New in the shortcut menu and then click Folder a

R TR

o o ()
OGS T T TR T T e
Crqinit v Inctodéinibialy ¥ Slidwih ¥ Born iléwiélé{e: e * 0 e
< . HNeme - Date modified Type e
! 3 £ & EBARB RESULT 3541 05-SAia12 848 OL___ Fita titae =
*Ea o B52RB RESWLT 343 o6 # Fe
? Beeumel |2 Phenewt
B i , - .,,Hg) Meisesot Aciess Datatase
Vit ja Bimeg fmage
bigag ks ;‘E‘J Eeatant
¢ BeeLmen Erepty V@) hest i becumeny
o Maiie fiefesh o eka Marpes Document A
5 iﬁw Eulemiae this feldes. ‘-g) Whiseseht Dfice Pe ebein 253 Presantaticn,
B v 2] Miseseh Putlisher Bozumeny
- Em s s WRRAR ikie
- . Pastathorcnt Tet Becument
‘“.‘e”-, By uth . YIE) MirssR ofce iod 3 pRfEeck
o BB ¢ Ryndfeke iaceonacn 8 Wi bt
- Heias Fe V@ bk
Frpeti [
L i
2

S showp
in Fig.2-10.

3. Type a name for the new
folder and then press Enter ey,

The following are the steg: fo
copy or move files.

1. Go to the location from Where
files are to be copied or moveq

2. Select the files to copy or
move.

To select consecutive grow
of multiple files or folders, create
a selection around the outside
all the items by dragging the

Figz1 0 Shortcut menu to create a folder

[l
'1-’.—5 3 7

mouse pointer.
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To select non-consecy
then click each item one by one

3. Right-click on any selected

as shown in Fig.2-11.

. DO
[i There are six different versions o ikl

Crganize v ¥ apes

% Faverites
& Bewnlcads
- Recent Places

* Bozuments
[ Ouhcp

2 Libraries
« Bocuments
3 Music
B Pictures

E Videcs

lu ’Ccmpulgr
£ 05 ()
1« Lecal Bisk (D)

O Hetwork

(‘;’\. J® .« DESKTOR FiLgs

G _J § iféfis 618ciéd i

9 System
tive

; JE"_L" Eﬂ_g‘rpiessinnal Fnternri

SKarg with w
tame

i) Acey|
i) ACCU
i) anzwe
i) CLASS
i) €Lags
1] Classn
] COHD
i) Bapers
i) RESUL
1] RESUL
afFEsL o
) REUL @
QJFELL g
i) RESLL
] RESUL
i1} RESLL
i2) ThN

i

{la Add

Séjja

file icon and

¥ EXAM CELL FILES ¥ MIEC pocs

T ——

47

roup of fi C nd
group of iles or folders, press and hold down the Ctrl key a
To select all the items in a Window click Or

ganize on the toolbar and then click Select all.

then select Copy or move from the shortcut menu

fw

SR and Lltimata

Fiint v Buipy Nay foliler

Dave fyedifet Toe
]

Open o !
Edit d
ey (
Print ‘

Savt As

Scan yith ESET Smat Security
Advanced CRticns

Ehare with [
Add e archi ..,

Add te “MISC BOCS.rar

Cempress and email...

Cempress te 'MISC DOCSrar” and email
fendtc

Cut

Cep,

Create chemeut
Delete

Fename

Preperties

o Add atag

Fig.2-11 Shbrtcut menu for copying or moving files

4. Go to the location where the files are to be copied or moved.
5. Right-click a blank area and click Paste.

The following are the steps to delete files or folders.

1. Go to the location from where files or folders are to be deleted.

2. Select the items to delete as describe earlier.

3. Right-click any selected item and then click Delete in the shortcut menu.

2.4 SYSTEM INSTALLATION

A computer system consists of hardware and software. Before the use of computer, user
must install the operating system and other required software.
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2.4.1 INSTALLATION OF WINDOWS 10 OPERATING SYSTEM

The following are the steps for installation of Windows 10 operating system.

1. Tum on the computer and insert the Windows 10 DVD and boot the computer. Make su
DVD is set as the first boot device. ’ 's

2. When the screen shown in Fig.2-12 appears, select the Language, Time and curre

format, Keyboard. or input method and click Next. L

Fig.2-12 Screen to seléct language and time and currency format

3. Click Install now in the screen shown in Fig.2-13 to start installation of Windows 10.

frpslr your CoOmpuler
O DL s et L@y A g ki

Fig.2-13 Screen to Install now
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i9. 2-14),

Figure 2-14

5. If you have a product key, enter it, otherwise click on Skip (Fig. 2-15).

OO e Ve tey Luate W H W

L T o L PR LIy R TS T | Ve fsn il Wyrnsewe ;nmr 0 RS A sB s gk
KRS PO A ' ;

Foor e ) hey Tek bbe 1 SRR AR SaRKR R4RAH AHANE K4akg

e e ke diovniate gty

[ s I];_l,'fi,‘_i]

Figure 2-15 - : o fllegea
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6. Accept the license terms and click on Next (Fig. 2-16).

\‘n’ ,,j Woditira y fart g

Lo e tein
Last Updnted July 2015 =
MICROSOF T SOFTWARE LICENSE TERMS

WINDOWS OPERATING SYSTEM

IF YOU LIVE IN (Ol iF YOUR PRINCIPAL PLACE OF BUSINESS 15 IN) THE
UNITED STATES, PLEASE READ TiHE BINDING ARBITRATION CLAUSE
AND CLASS ACTION WAIVER IN SECTION 10 (1 ATFECTS HOW
DISPUTES ARF RESOLVED.

Thank you for choosing Micinsnfi!

tebwe WAl Tt e s Hoenss
Sadreliti it e ol pelibpimal e Wi
Ulegiaiantiont b boaw Voo rlibs oif e HEVIER TTARUEAL RO BE 658 settvears instalier o

agteement hetiveen o yeinh

|2 § provpt U hopinne thers

Figure 2-16

» (Fig. 2-17
7. Select “Custom: install Windows only ( Advanced ) (Flg, _, ,)

it Setupt

i tuge o Ifatllatibe 3

Ypgiede: inztsh WInHBET R " j"' il'-—'.' i A

$ir -
- f i

¥ 2 GEEY
ie Vastall tindowe oitty 13FTINEET
3 £l

w

1,0k

Figure 2-17

/
P 4 ¥4
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g. Select the drive where You wan

i‘? Y8 Werdvna St

Wisew
"ML W b
ak
el Wirwd TS

———
R Ay “M&.
O B Wotiame i Tete sy Py
A& b
| LN Ve pl 130 e
ey

‘ M4
e 2 Rt el A n i

o Be2 Gy
n "
e 4 et Sy T
. et U T A
| pre “"*'"Muw'nt‘n.vmn IPYIpcommy
| 1935

: Antreis N
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‘ e

a vij*xmn
b e

Figure 2-18

Wait for a sometime until Windows is being installed. This may take from a few minutes to

an hour depending on the hardware of your personal computer. Once this process is
complete, your PC will restart (Fig. 2-19). '

By WVemndve vy

» soadbbingy ‘;'. bt "'.E"r'.‘ <

£ s, A pantiiad bl i
Vet Vidng e vesdty Tea tnanailarion Tae)

4 L]

Figure 2-19
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10.Choose Windows 10 (Fig. 2-20).

Figure 2-20

11. Wait for some more time (Fig. 2-21).

e
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1. Enter a serial k “beraling Systen
" 42.Ente ial key,

& it o
4
i e - ¥

Otherwise Bliglcs s o SR
' ck on Do thjg later to skipihlsoptlon(Flg 2-22). ;

14 - r
’l 2 [H}\t f,' 5

LOORCION B O the bt
WO O Oy 1)

e

XSRS

Figure 2-22

13.Click on Use express Séﬁihgs to use the recommended settings. Alternatively you can even
click on Customize settings to customize the settings (Fig. 2-23). ’

B ST e

Get doing fast

Crange thess st Bry time. Select Use Kxr mom settings 1o :
Persdirialize yois AYPINQ AN bing Inpait by ending contacts and Calandat Betsik, akong e
oate o Mromcit Let MCrosnt 1its That 1l 1 impeovs 1ty pgestion <

SR ol iocationtintiuding edation HINETY: 800 Usé yout, sdvertisig 1D
¢ SercMCrosoll we 1Usted Paffiers sonse iocation tats o morove:

: m{’ mﬂ‘“!“ﬂ uﬁlw precictainin lﬂz;xmﬁ:m#éim'izm TR
R BT I0 Winticws hrwsers - Yous Drownsleg data witl Se

At r:ma(\chlhr X
TOUTe. ¥

AR ) o BN b T

Figure 2-23
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% 4.ﬁ~~?éw seconds more (Fig. 2-24).‘“1_ ;

mait for

o

JUST B mMoment.

SERsE e i

Figure 2-24

i 15.Enter a name and password to create your account (Fig. 2-25).

Creata an account for this PC

W yox) et 15 st 8 [idanmcrd), (OO somattang Gl wall hq*mhwnwh

oAby 15 glaesd A

Wha's peteg 16 wae shils PCT - g -— ' 240

St S o)

Maio 1t sgciwn

DAy

5
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| 55
16.Wait for a few seconds more ( '

Fig. 2-26).

We're setting things up for you

'

Figure 2-26 a

1
A A R o

Figure 2-26 b
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17.There you go, YO

u are finally on Windows 10 (Fig. 2-27).

~

Figure 2-27 @

ST R
Figure 2-27 b

AT
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142 INSTALLATION OF ANITiRyg g 3
' RE
he following re the steps for installation f AVG Antiy,
viru
1. Download the AVG At weoware DO YOU KNOW?
from Internet t Antivitus Free Egitio | The first antivirus
‘ atruns on MiCrosoft Windo software was
z 2 Double-chck on the insta WS. 1 developed by Bernd
_al_2012_ . ! sta : .

o e shown in Fig 2.0g BN program R i i

e 3. Welcome screg

i
Wil appear as shown in Fig.2-29. Click the Next

rig228con of AVG button to proceeq iy, g installation

Antivirus program

AVG Softeam e tret allog

o
N

|

Y
X 4 L -'l"'w; ayg

Welcome to Avg Installer

RALLLTPTS P b

Flaatd fe'ent yoy a0

2t e
Y

- 3

www hantoahswer com

- Fig.2-29 Welcome screen of AVG Antivirus

4. License Agreement screen will be displayed as shown in Fig.2-30. Ciick Accept to continue
with the installation.

AVE SolYwars Bnst aler

Lreo
‘*a AVG Welcome to AVG Installer

( v'l
| MPORTANT: RFAD THIS ACEEEIENT CAREFULLY / iTACT
| GOVERIWRG YOUR USE Of WV \ ‘

Fig.2-30 License Agreement screen
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) Flg.2-31 and click Next. :

o

Select Express Install in the screen shown I

select type of installation

8 Eoprers Jastal L oossanondad) =%
ek g pLiter B EM
Seadply g gty geg b e gl soe i i plies Tritels (€ 01 egeiv iy Toolker do profect vour complier Ty
TR E Yeliey ! izEr
Syde heens el prdenis 416 Senive bewvck o vl tlefell Beenh peo iler

Cusdom Pretall
heay vdnd prniaNe vt es vou v biglelerl, Resningeicled chiing foF pelvenzed Lsers:
R e N O N S e R R 3 U TR SRR )

Vgl e £ Bl Tt dn soten veie soipyler Som eliegeeoys vebaites

g kel

o g S O8I FENIZ

V.A = <, = “:J l ,Vﬂvgng‘e.‘.v. ” pefault J

Fig.2-31 Screen to select type of installation

6. Click Next to accept the default Component Selection shown in the screen of Fig.2-32,

?G Softeze Eetadier

5’% AVG Custom Options

| Epl figlention sténs Intoming #nd Sidgeing
exgly Inclidieg Fitering of spam.

Worw howt aanswer.com

Fig.2-32 Screen to select custom options

]

-
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7. Tick (v ) the option jp { 59

he scr
installation. ®en of Fig..a3 |
ins 433 1f tequired and dlick Finish to complete the :

Irists artiey viag

Sucoesstisl

Wetatling Ave 2019,
o ToeN g Y T— ,
RN N 0 o oty SRS Y 121 14
AT // >

¥ dia 2 i,
TR e g S).-‘.' SN,

R0 ve it
YW € et acox Bss - = E i‘jiﬁ?f‘
9 e e T ﬂt-,'
=)
oo »
PERE N 5 8 PP O E s s -
: e t-*m»:tsé.:»@'.-w:mw~'m:f.af» j e ety &
WREE & She e FESEON oy i SRV e Sl section: (o ¥
{40 S e N@r
Koo eembov SOV 008 fet gy ig —

Fig.2-33 Screen to finish the installation

2.4,3 WINDOWS DEFENDER

Windows 10 comes with Windows Defender which is anti-virus software. Now, computer
users do not have to buy anti-virus software. When Windows 10 is installed on a computer,
Windows Defender is also installed as built-in anti-virus software. It runs in the background and
checks for viruses. It automatically scans programs and files that user opens or downloads. If
any type of malware is detected, it will display warning message and recommend what to do
next to keep the computer safe.

7
7.4l ey points
Ll o e s

‘
e A,

RO A B S S I

system software that controls the working of

erati tem is a collection of
i o interface between the computer user and -

computer system and acts as an

computer.

. .Th in obiectives of operating system are conveniénce and efficiency. It makes the
€ main obje

computer more convenient to use.
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ce for user programs in main

60
g memory spa

Memory Management is the process of allocatin

memory and managing it. .
n of all the input/output

put Management iS the process Of controlling the operatlo

o Input/Out
puter.

devices attached to com

ement System is the pa
les and folders.

it of operatind system that organizes, stores and keeps

« File Manag
track of computer fi

« Resource Management refers

computer by the operating sys
r. Resources of a com

resources of a
e executed by
, input/output

he automatic management of

tot
ation programs ar

tem when applic
computer usé puter are C

devices, etc.
g and managingd

portant feature of operating system for creatin

computer system.
pe of computer interface tha

User Management is an im
user accounts for a securé

*
t is based on textual input.

isaty

Line Interface (CLI)
tha keyboard.

« Command
en Wi

In CLI, commands are giv
d the user makes a choice aﬁd _

creen an
erate the

ts a menu oN the s
nother choice and so on to op

Menu Driven Interface presen
The user makes a

then the next menu appears.

computer. ;
eract with computer. It uses windows

rface for computer users to int
To perform @ task, the user has to select icons or make choices

. GUlis a graphical inte
icons, menus and pointer.
in menus using @ Mouse.

ed by a single user at a time is known as Single.user

« The operating system that is us
crocomputers.

Operating System. It is used in mi
users to use a computer at the same time. These

o Multi-user Operating System allows many
nicomputers and mainframes. They manage a

are used on large computers such as mi
large number of users.

o Batch P i 1 i
rocessing System groups jobs in batches and the computer executes them

one.by.one.
o Time-sharing S '
g System is a feature of operating system in which multiple users can fun

different programs o
n a large-scale com
puter. It allo
computer at the same time and share the computer’s \’:\ll; e o
e.

* Real-time System
) must process inf ,
time. It ormation a
. Itis developed for special applications nd produce a response within a speciﬁed
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Recycle Binis a temporary place

Deleted items can be restoreq if (folder) for ltems that the user deletes form the hard disk-

required,
computer icon allows the user to a

and folders. °°°§S the contents of computer drives and manage files

icon rese
Folder mbles a physical filg folder and it is used to store files.

In a GUI files are representeq by fi

icon. It opens by double l& icons. A file can be easily recognized by looking at ts

~Clicking on it,

ram icons re (
Prog present executable program files. They open when the user Double-clicks
on them. '

Shorteut icons are created to access a program, file or folder quickly. They have an arow
at bottom left comner and the name below it

Managing Data means storing files in secondary stc;rage devices such as hard disk or USB

flash drive, in an organized way in folders so that they can be accessed easily and quickly
when needed. | :

Q1.

i.  Which interface is based on textual input?

iv. Which of the

Select the best answer for the following MCQs.

A. GUI B. CLI
C. Menu-driven interface D. Windows

. Which of the following interface uses window, icon, menu and pointer to interact with
computer?
A. GUI B. CLI
C. Menu-driven interface D. DOS

ii. Which of the following operating system was introduced in 19697
A. Macintosh B Linux

" C. Unix D. Windows

following operating system must process information and produce a
response within a specified time? :

A. Batch Processing System B. Time-gharing System

C. Multiprogramming System D. Real-time System
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RN Wthh of thefollowmgls opéh source dpéfa‘liing_ s')}étem?
A. UNIX B. Linux
D. Novell's Netware

c. DOS
vi. Which of the following u

ser interface is the easiest oné to learn and use?

A. CLI B. GUI
C. Menu driven interface D. DOS
vii. Which of the following operating system allows many users to useé a computer at the samg
time?
B. Batch processing system

A. Single-user operating system
D. Multi-user operating system

C. Real-time processing system
itched rapidly between all the

e following operating system, CPU is sW
ute all of them?

B. Time-sharing S

viii. In which of th

programs to simultaneously €xec
ystem

A. Batch Processing System

B. Real-time System D. DOS
ix. Which of the following Windows icon allows user to access @ program, file or folder
quickly?
A. Program icon B.. Computer icon
| ' D. Recycle Binicon

C. Shortcut icon
x. Which of the following Windows icon allows user to access the contents of computer

drives and managée files and folders?
B. Computer icon

A. Program icon
D. Recycle Bin icon

B. Shortcut icon

Q2. Write short answers of the following questions.

s important software for a computer? Give any five reasons.

i.  Why operating systemi
perating system?

DOS.

ii. Give any three objectives of 0
ii. Mention few disadvantages of using
iv. Name two operating systems which are used in modern mobile phones.
What difficulties a student may face if he/she is not familiar with the operating systerm

of a computer?

vi. Define UNIX and Windows operating system.

V.

vii. Differentiate between single-user and multi-user operating systems

viii. What is meant by managing data and why is it important?

-
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. What is meant b
iX. Y resourceg 63
f compyt
er?

May

% What types of Problemg A siug
ent .
computer system face if no antivirus is installed in his/her

o write long answers of the followip,

, X 9 Questiop
i Explain the main fungtiong of o s.

i, Describe the following computeii::f::: tem.
a) Command Line Interfage
b) Graphical User Interface
¢) Menu-driven Interface
ii. Describe the following types of Operating systems.
a) Batch Processing System
b) Time-sharing System
c) Real-time System |
iv. Write notes on Macintosh ang Linux Operating systems.

v. Describe the basic icons of Windows opérating system.

Activity 1: The commonly used commands for using Windows operating system should
be demonstrated. Students should be shown how to open and close a program. The

commands for setting date and time, adjusting resolution, changing desktop background,
color scheme, screen saver, etc. should be demonstrated.

Activity 2: The file management commands such as create folder, copy, move, delete, |
rename files and folders are to be demonstrated. Use of Recycle Bin should be i
demonstrated.

Activity 3: Installation and un-installation of a program and antivirus software should be
demonstrated to students.
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OFFICE AUTOMATION

This is 28 periods Ch:
3 A0 P » hdptﬂ?

- (s leason, you will - . : 19t
After complating this | y . !nnludi“{l’ ot bl

be abla 10

Recognize and define word processor
Manage a document (Create, Open, Save, Save as, Print)
Edit text, show/hide Ribbon, insert symbols and use Equation Editor

« Format text, paragraph and page
Insert page break, section break, header, footer and page number

Insert and position pictures within a document
s |

« Insert Word Art

« Create table with formatting

« Change the margins of document

« Use Hyperlink

« Know the basics of spreadsheet 2 i

« Work with functions and formulas in 2  WEEERNGEIIN

» Represent spreadsheet data
graphically

e Manipulate and format spreadsheet RS
data

e Use Urdu editor

UNIT INTRODUCTION

Computer users have to prepare documents in whichever profession they are. Iti
essential for all the users to learn how to create documents such as letters, reports, proposas
resumes, etc. Spreadsheets are also commonly required in business and office. These are usé
to store and process numeric data. Hence, all the users should have basic knowledge to creat
documents and spreadsheets. This unit describes how to prepare professional-lookit
documents and spreadsheets using a word processing and a spreadsheet program respectivel
The last section of the unit describes how to prepare documents in Urdu with an Urdu editor
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& aoffice Automation

ardwar ce Automation System (OAS). Office Automation

mation consists of word-prog "€, Software and network. The software used for office
autohics olatForic Ml & a essing, Spreadsheet, database management, presentation,
i to create letters reports ©0 conferencing software. Office automation software allows -
::;risve email from L;Sers on’ ?ﬁ;eidfheel:s, graphs, manipulate images and send email to or

. % i etwork, Ofﬁce aut . gha @ rovin
productIVIty and saving money and human efforts omation software helps in improving
m i ;

T'he tm (r)Isst (I:to cor:qn:y used office automation software is Microsoft Office. It is an office suite

of pplca ons: Sists of MS Word, Ms Excel, MS Access, MS PowerPoint and MS Outlook.

It was first announced by Bill Gates on 1 August 1988, Its latest version is Microsoft Office 2016
released on 22 September, 2015, ‘ " R

Some other examples of office automation software are Apache OpenOffice, LibreOffice

and NeoOffice. All of these are based on OpenOffice office suite. These can be freely
downloaded and installed on Windows, Linux and MacOS operating systems. :

3.1.1 INSTALLATION OF OFFICE AUTOMATION SOFTWARE

The common office automation software is Microsoft Office. It is productivity software for
windows operating system. It includes word processing, spreadsheet, presentation, database

and e-mail communication programs. These programs provide facilities that are commonly
required to run an office or business. : '

The following are the steps to install Microsoft Office 2010 software.

1. Runthe installation program. [T iens one imbmon it S

2. Enter the Product Key and
click Continue button as

Neaod 1o find your Product Key?

shown in Fig.3-1.
Your Product Key Is 25 characters and is typlcally found in your

3.  Read the Microsoft Software
. . product packaging. If you cannot find your Procuct Key, dick
L|Cense TermS Shown in the “Learn more about Product Keys and see examples” Ink.

Enter your Product Key

Lean mars about Prociuc L Kevs 20d 156 S rampiey

DO YOU KNOW? '

Microsoft Office 2010 cannot
be installed on a computer an_
which Windows XP operating
| System is installed. '

Fig.3-i Screen for entering Product Key

Scanned with CamScanner


https://v3.camscanner.com/user/download

Fig.3-2, check the box to accept the terms of ag

\

.

I T R Ly Y
Moroseh Ot roteonal P N0 <0 Tt

S e A

| Readthe Microsoft Software License Terms

eement, If yeu darotrantio wieptthe

To contine you must acceot the tems of 1 a8 o the atalaton.

Maroteh Saftnare License Term, cose tha v ndow 19 (o

MICROSOFT SOFTWARE LICENSE TERMS

MICROSOFT OFFICE 2010 DESKTOP APFLICATION SOFTVW/ARE

Selow are threa separate sets of licansa tarms. Only ang sat apphes 1o you.
Ta determine which kcense terms apply to you chati the license dasignation
printed ether on your product key, near the product name on your
Certficate of Authentiatty, or on the download page f you ebtaned your
product key onlne, If your des:gnation i¢ F7T, then the Retail License Terms
below apply to you. It your designation is OEM, then the OEM License Terms
below apply to you, If your designation is Product Key Card or FKC, then the
Product Key Card License Terms below apply to you.

I you need assistance finding your heense type, please goto:
vovvi.microsoft. comoffice/eula to determine which Icanse you have.

1. RETAR LICENSE TERMS. . )

These beense tarms are an agreamant betwaen Microsaft Corporation (or
based on where you bve, one of its affiiates) and you, Fiease read them,

They apply to the software named above, which includes the media on which *

lmhlmoiv;saqeenect

———— o st e

srtied hed2ab A0d a- oot

—

)
we
4.-,?
g
.

reement and click Continue.

S i D A Ly~

e

Fig.3-2 Mlg‘rosoﬂ Software License Terms

4. Click Install Now button shown in Fig.3-3 to start the installation.

|, Microist Ofice Professonal PLis 2000 20 - =

ah T N it 5

‘

vx' Choose the installation you want

Fiease choose your preferred type of Micre Fice Profecsional Fiue 20
ingtalabon below. typ icresoft Office Professional Fius 2010

Install Now

Customuze

Fig.3-3 Screen to choose preferred type of installation
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r0gress bar lndlcaung how MUch ‘ 1 3
n mah Ry 3 o
‘. 4 This may take several minutog 1o z?tm:tn has progressed will appear as shown In Fig.3-
Q.

Fig.3-4 Progress bar Indicating installation progress

6. Click the Close button shown in Fig.3-5 to exut the lnstallauon program.
MnmchQRMP'QMMM, : '.j’ A

R A

J;.,‘z%‘Offi”c“é”

Thank you for mstalling NicrosoRt Offize Professions) Plus 201, To usa an Offc?

PrOgram, Ipen tha Start manu, ind he Nicrosonr Office fotder, 243 Tick tha program
wwon.

SrwRITT T L ey

Complete your Office experience

« Htore and share your documents anling
o Gt froe product updates, help, and alnng

Cortinue Qolne

Fig. 3-5 Screen indicating that installation has completed

DRSNS Lt

" DO YOU KNOW?
The first version of Microsoft Word was released in 1983 for DOS and
first Windows version Was released in 1989.

2 " A e P
o i et
e S

Scanned with CamScanner


https://v3.camscanner.com/user/download

g
g;

3 ;
’ o
«“"'\,4“"'

‘ create,
cessing refers to the use of computer to
Word pro

documents.

Word processor is computer app

types of documents on computer.

ion of computer, Word

000 | mmonly used applicat : 1Y

o p ;s;;':ai;z document without retyping any of the GXIstmg text, Wor,
e ::)dgea:dvantage of reducing time required to prepare docume

. ——
a v
-“x—i-,\ n s
- N %
3

Smdens Mediz Fla.er

Sindoss Update -

~3LT

A Miicrozeft Infok atp, Ceziamer 2010
L Mcrezoht Infep e, Filler 2313
* thorezch o neldcte 2319
Wicreses Cutleck 2uyn
Wlicrezoh Fe erFeing 2010

A WMizrezcht Fullizher 2310
Micrescft FrereFeing 2. erhzpace 2
| Vicrezeft £ ory 201

Iicrescft Siice 2000 Teels

Fig.3-6 Opening Worg

L
)

TR TR T
b .

T ey e— B |

o7l

| S

edit, formgy ang p

lication software that is used for the Creation of i,
oy

Processor all

Ows USQHO
I ‘
nts. [t Provides ?e:tclizsmg
Create appealing p ofess;: s
documents, With worg proces.sinal
Programs, yser Can create ma:g
types of documentg Such as gy
reports, résumes, newsletters

MeMos, flyers, etc,

A common word Processing -
Program useq js Microsoft Word, i

is a part of Microsoft Office
Software, Microsoft

Office Containg
word Processing, record-keeping,
Spreadsheet and presentation
Software,

The following are the steps for
opening the MS Word program.

1. Tumn on the computer and
click Start button,

2. Click All Programs.

3. Click Microsoft Office tg
display the submenu, The
submenuy contains g the

Programs included in Microsoft
Office software.

4. Click Microsoft Word 2010.to
open the Word program shown i
Fig.3-6.

|
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Quick Access T 69
Toolbar e bay Rib,
~on
/ / Yerteal Minimize Pestcre

Scroll bay and C'lc.;w:
. \\

‘\ \

Status bar

Biant: Zoom in &
Docwmen: Zoom out bar

Fig.3-7 Word Windew
\”Ox\ Window

The main components of Word window consist of Quick Access Toolbar, Ribbon, Horizontal / Vertical
Scroll bars and Status bar as shown in Fig.3-7.

hlf

(A9 )‘

|71 v -
|58 rs v

{
Quick Access Toolbar is located at the top left corner of Word window. It provides easy

access to commonly used Save, Undo and Redo commands. If the user clicks the down arrow
at the right side, Word will display a list of commands that can be quickly added to or removed
from the Quick Access Toolbar.

.‘s,:l}L‘ J B
Ribbon is located below the title bar of the Word window. Ribbon consists of tabs, groups
and commands as shown in Fig.3-8. It provides access to the commands that are performed

While working on a document.

ribbon which are File, Home, Insert, Page Layout,

; in the
There are nine types of tabs d-Ins. Home tab is the most commonly used tab. To

References, Mailings, Review, View and Ad
dismay any of these tabs just click on it.
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- h,ml‘uﬂqeu\ References  Maitngy  Review  View  Addilng
_ Memy |

.« s ' - - ae [ i A ‘.‘;.’
{ “j L ey YO LINREY. S AR VU VO R E R L B JARE LR -
b-r... wd « . ’ n_‘.x. " *"A‘ m' ’a‘ :6. EAN - ‘.“i’
; Pae Pormat Pantet i "i,_‘
P,/ fomt a ! DO i . J '3
. N’}\ / ) o

Groups

Fig.3-8 Ribbon

Horizontal and Vertical Scroll Bars

Vertical scroll bar is located at the right edge of the document window. It is useq o scrol
down or up the document that is too large to fit in the document window. Horizontal scrg) bar
appears automatically at the bottom of the document window if a document is too wide to fit i
the document window. |

Status Bar

Status bar is located at the bottom of the document window above the Windows task bar,
It presents information about the document such as current page, total number of pages in the
document, number of words in the document, etc. It also provides controls for viewing the

document in different layouts. The right edge of status
bar presents zoom in and zoom out bar. Zoom in is
used to get close-up view of document and zoom out
is used to view more of the page at a reduced size.

bsen Fage Layeut Refefenies

Aveileble Templates

@ Home

4 3.1.3 MANAGING A DOCUMENT

Creating a New Document
s g % Qm,".;}i The following are the steps to create a new document

| decument J ) j
Offen.com Tamplates 1. Click the File tab. :
Bt 2. Click New in the pull-down menu as shown

$ Ly Ly Fig.3-9.
Save & send L 3. Select Blank document which is be®”
| velp | e Mwin Available Templates. User can also start @ "‘?‘”
ia T ‘ dqcument by selecting a template. _ i
g Tivieh 4. Click Create. A new blank document quI.aPP

hw
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Another way to start a ney b

. pressing the Ctrl key while
ening A Locument

1 Chck the File tab

Press

Locum

lank document |
ing the

\‘nt\ hll‘] ‘j\\n

e 2

< Favontes Lar
E Dennleags o
Recent Places Aregly
-+ Decuments wlittooth Bichange Folder
2 Deshtep C-Free
el tebCam Central
. Librsies -eenledde
) Becarnnt 7= Cah Andreas User Biles
S Music Fezlluzien
< ietuitn o1 Jtendance Sheet
E Videot 13 Class Test delutien:
-
File name: -

Sp
N key

7

888 Ctrl+N on the keyboard. Ctri+N means

Arrange by Folder ¥

Date medified

A-Jul-128:33 PM

07-May-11 6:53 PM
21-0ct-11 11110 AW
12-May-11 107 PM
26-Jun-1110:15 AM
20-)ul-11 217 PM

10-Mar-1010:09 A...
29-May-121041 P...

03-0ci-11 24 AN

v |ANWerdDecuments -]

o [ [ omea ]

Teels v

Type ks

e e ) Documenty o ——————
\ b oLibesdier » Dge Ny @]
‘ | O e — :
Qrganize » Wew folde
3 . Re 0 @
) Micreseft Weid

File folder

File folder L
File folder

File folder

Filefolder

File folder

Filg folder

Wicreseft Weord €

Microsoft Werd [
-

J

Fig.3-10 Open dialog box

2. Click Open. The Open dialog box as shown in Fig.3-10 will appear.
3. Select the document and click Open.

If the user has recently opened the document that he Wa‘nts to open then he can follow the

steps given below.

1. Click File tab.
2. Click Recent.

3. Select the document from the Recent Document list.

Saving a Document
1. Click File tab.

2. Click Save or Save As.

3. Select the folder where the documen

4. Give a file name to your document-

tis to be saved as shown in Fig.3-11.
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|
1
| v i
! NG
3ali 3 Qﬁ'c° Aw
x = '.'u 3 I -\ 0
— TR Y
‘ ;\ 3 ) " '—r ' Q yrih ;) urent F; \
;', » ';;_5 AT o e |
Oy mh.*' ESRSSRSeS L / Arange by:  Felder »
. RGO * pocuments library ‘
e I} Inchodes: 2 locations 3 e edied ype |
MOoaniad (e , -‘ e !
Jul-12833PM  Filefolder &
};‘N;‘ ! J, MG ;;-P.A:Qy-ll 6:53 PM  Filefolde: ;
L E ,,W!M"’”" 21-0ct-11 1110 AM  File foider
G Deitod
), C-Free 12-May-11 1:07 PM File folder
B K D WebCom i 25-Jun-i1 10;1;:’.».-% :.'z :c,usu
i B ot DI 2TPM_ Flefelder o
J Wi 4 mas-nm I i ’
Sove s types | Word Document
3 Tegs: Add atag
; Authors: Sejjad
] [ Save Thumbnel ‘
] Tecs v [ Sawe | Concet ]
= Hide Folders _
2 Fig.3-11 Save As dialog box
5. Click Save.
Save icon
@Wid9- 0l
LTI Save As option is used when changes have been
. T v e e wee == | made in an existing file and the user wants to save the
lan . . . .
A s - new version of the document with a different file name.
T 2
o G .
J oo Mool Another way to save a document is, click the Save icon
- "".,__m on the Quick Access Toolbar and give the new document
o o ’| afile name,
Taw Pog B st
- "f'_’_‘__ Printina a Document
+grognl O The following are the steps to print a document.
b [ Prwe Dre Sctes . .
demm | Sermemsseny L1 Click the File tab.
D= s : N
@if_:_’_ 2. Select Print.
2 i -| 3. Change the print settings shown in Fig.3-12 'f

Fig.3-12 printing a document

required and Clle Print.
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Q’: 3 Office Automation
344 INSERTING AND Epyp;, TE
| . XT
Toinserttextin a docyme
. nt, ty [
| Wiy Pe it ugin t
oint. When Paragraph i, . | |
when the user reaches the rizh’ there i N0 ng oy;)rzzrsdihT he text will appear at the mser?lon
the peginning of the next line. Th u gin, Worg will 8 Enter key at the end of the line.

Automatica|| it e int at
: text, start a new Bl . Y position the insertion point a

a ine of 'SW paragr nly press t
are shown in Table 3.13, 9raph or insert g blan he Enter key when he wants to end

kline. Shortcut keys for cursor movement

. 5 T —— g, ‘
Beginning of the Jing Shortcut Key
End of line Home

T ——
| Top of the document End

End of document Ctrl + Home

G+ End

Table 3. '
€ 313 Shorteyt keys for cursor movement

73

Selecting Text

To move or copy words, sentence
. ! S Or para
‘location in the document, first select the Paragraphs to another

: ext and then iand.
paste or copy-and-paste technique. Co 7o e

: mmands shown in Table 3-
14 are used for selecting various items in 5 document with mouse

Tip: To search text in a
document, press Ctri+F,
type the search text in the
box and press Enter.

ltem to Select

Mouse Command
Characters Drag through characters
Single word Double-click the word
Words Drag through words
Sentence

Press and hold down Ctrl key and click anywhere in the sentence

Une . Move the mouse pointer to the left of the line until it changes to a right-
pointing arrow and then single click

Paragrah Move the mouse pointer to the left of the paragraph until it.changes to a
0rép right-pointing arrow and then Double-click

Entire document Move the mouse pointer to the 'Ieft of_the document until it changes to a
right-pointing arrow and then triple-click

N Click at the beginning of the text to be selected. Move the mouse

Block of text pointer to the end of the selection and hold down Shift key and then
click or drag through the text.

| Graphic Click the graphic

Table 3-14 Mouse commands for selecting items
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P

< 30ffe
e AUt
om,
74 aﬂqn
i i ove the first two gentences of the paragrapp, .
The following are the steps to COPY orm O
in Fig.3-15. et L —
[ Werepsn Hant ‘o
TR A L Pewr VR e | TR U ‘ Asl2ul Arg
F wa W i .":.‘. oY R we v ne A-uacmg"":"‘f“".“::"f:"(" :MII’“ I\qnlll Jubtag Tublie tn :::;;: '0:'\"0"
o~ ) o RN L \ 4 " i el | [LLRLLUS i ) 0’.:“%
: ; |
, e modern world, It helps
Compuier eduetich : essenﬂ;\l gt t?lt‘i::; sclgl‘::m;rce, technology.
; to prepare people for careers 1} usi st O every obr feld. In
. engineering, health care, educat onmlb’ involve use of computer,
‘ our modern ociey, 1M bF 1 'Iod ily life and so is computer
! Computers are ail integral part of our daily
i education. |
| ! |
\
3 ;
3 :
i g ORI AP RN L e
R il Fed M S g e et i S A Sl
F T s o e A
Fig.3-15 Paragraph in Word window
1. Select the text that is to be copied or moved as shown in Fig.3-16
[ -
MNew Dotument? + Micipscht Word
e peme | lmed Psgrlgedt  Peenneay  Maling  Reitw  Viey  ddddb i Q,O
a3 teteaton 8 0 K4 A # 0T RE O AT A.smm’nab(rmfl\al!ho e AdB ‘A\ . r::'u
e -;::_'”M'_ By dxx ¥ A EFAIE N Stomal [ffetrad.| Hissngd Hesdmgd  Te Subitle  Subtaee. SRl S
| Computer education is essential in today's modern world. It helps
i | {o prepare people for careers in busitiess, commerce, technology,
; SRR | engineeriug, health care, education and almost every other field. In
4 : our modern society, most of the jobs involve use of computer.
{ Computers are an integral part of our daily life and so is computer
i education.
%
o ;
Bk
n:qum | Veerds 38 yu Englith W 5) | 7 J_:l, 1 :

2 P R A

Fig.3-16 Text selected for copying

Y,
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@ cut
ation w ‘:m he
3. o move the text. here you wantto copy | ") 14 copy

_ Paste t Painter |
ick Paste inthe Clipboard group, copiaq 1oy 1o shown In Fig:a- | i

4
Clipboard
'

ue-O Oetumenn) « Bigre

* SR LS PO Mgy Ry Wi 2 n.,» o\ Werd By
'
~ g P N TR TRNLIE A TR
\

EUECE e Wy I

nvr_l'
o J.,...m-r Bl x WA ERam 1950 80 natbeeon asucene AaBbCe Anbce AAH 4 a0 , PA b taperd

b J i
tHorma thotpun. Wendingl Wensingl  Twe Suy  fusieta ---,:J-
Poiagiapy

. TP e e
\‘\.'_“ } [ i | STRCNrS

Computer education is essential i today’s modern world. It helps
10 prepare people for careers in business, commerce, technology,
enginreering, health care, education and almost every other field. In
our modern society, most of the jobs involve use of computer.

Computers ate an integral part of our daily life and so is computer
education,

Computer education is essential in today’s modern world. It helps
to prepare people for careers in business, commetce, technology,
engineering, health care, education and almost every other field|

L R aantala

Ll
= e —- G 5 ﬂ’.':\',._“;c’:;:';
Gt e i ; u
- l ‘,‘l,',t A h\ﬂ' i\l -

Fig.3-17 Text copied at the end of paragrap.h'a,ft‘er leaving one blank line

There is another method for copying and moving text using shortcut keys. The steps for
this are given below.

1. Select the text.

: Press, plabagiih Ctr|+)|( fort'r:: ‘;:/’;\2:: );tc'm want to copy or move the text.
3. Position the mouse pointer to the local

4. Press Ctrl+V for pasting the text

' " text. The following are the steps for
' [ opying and moving
There is also a third method for €
this method.

1. Select the text as shown in Fig.3-18.
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2. Right click anyw
3. Click Copy oOr M

4. Move the mouse poin
5. Right click and then ¢l

Deleting Text

To delete text, select the tex

Delete key.

here inside the selected te

ove in the sho
ter where
ick Paste in the shortc

// ' e
- . ek v »y puc ° V
RO L " Ll

LT IR DL e

W AN rx

s 0 -..' --‘Lul’l “ hflps

< netet N0 B eccentit] n t(’nlx) :.‘..u... Ttk
g e for career i bugines * b ote 4
o prepore P are, education ! By s m“p“}"
engmed ;, most of the jobs ;mmpm“.
oo mt integral part of our dat
CompV r
education -

E fueevd

y

w s

l\;\ i

R T [
o

o (g aly
s g

L , “
°’"°°Au‘°fn |
i

/.2'& Hiay. 9

! g,

rtcut menu @
you want o COPY or
ut menu.

3.1.5 MINIMIZE/MAXIMIZE RIBBON

To minimize the Ribbo
n for more scr i
corner of the Ribb o een space, click the a ' i
ol Ui bt g A
isappear again when it is not in use. To max’imize the Ribbor

click the arrow again.

Arrow to Minimize/Maximize

5 =% ' Ribbon

ol 7]

Fig.3-19 Minimizing or maximizing Ribbon

«t to display the shortcut menu.

s shown in Fig.3-19
move the text.

t using any of the methods described earlier and then
Presy

natablo
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A
o
{
: e |

Fig.3-20 Inserting Symbols in document
1 :

4, Click Insert tab.

9, Click symbol which is at the right end of ribbon. A

in Fig.3-20 group of symbols will be displayed as
shown | 0-2U. .

3, Click the symbol that is to be inserted in document, The symbols will be inserted in the
document as shown in Fig.3-21.

PP LR

] e umeptsse Moo v . @ =
E?J Wy ) el M B P Vi b ) 5
%) * 7
Bl ‘4 Rl k) A P 44 AL S o Tt Q
“ LN » \ Wartaly Drep ey
l W M
™
tTme
X
-aa
1
A I

Fig.3-21 Symbols inserted in document
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0s mbols ol May,
18 1o display mor me Ick an :
- TS| | bols In the Symbol meny,
Vot 2l pox will open with twg tg W
poten  Tgatw Dy : = M dialog | Ch §,
o e 2 el [ale [ | symbots and Spects el
uﬂyﬁﬂé'ﬁ‘;‘“d\,,ﬁss | shown I Flg.3-22. Now, Select
olt|v]o|x|V]|® %1 thy
f_ i{T +Tolx]O[e S LS IE W : U | gymbol and click lhe Insert button
mqusach‘f‘"' |
prors. cvee poeen o elel¥ cl@l!hﬁ |
TTeTels] [ [l 1M TelEd Lo 3.1.7 INSERTING EQUATION
| V“ . Caate o8 oxe o RS
ST, e U oz Word allows user to insert commy,
oo | 4 i Idu
mathematical equations or bul bp ‘h's Oy
Fig.3-22 Symbol dialog box equations using  library of symbols
. o insert by;
A 4R Signature Line - ! TE Q The following are the steps t rt bU|lt.
1) Oate & Time :Eeuatlon Symbol In equation.
st ."vbjfc‘ ¢ ) w ¥
| v 1. Click Insert tab.
':":':' 2. Click Equation button on th|
Symbols group.
3. Select the type of equation yqy
— — | wantto insert as shown in Fig.3-23.
Een “)u;(:)x*a-'* To following steps allow the user to insey
his/her own equation.
= (n—1)x* \ 1. Click Insert tab.
(1+x)"=1+2 "—n-,—i"" o A
2! 3 Click 1 button on the Symhol
group. This will open the Design ta)
PO i " shown in Fig.3-24 that allows inserting
flx) .—.a,+z (a,cos"Lﬂ +busin"—:-£) : common mathematical equations or buil
equation using a library of math symbols.
,‘ U Insert New Equation
Fig.3-23 Inserting equation
E'u e Jis Decument? l.huo\,u:ﬂ'\".‘ord i e ‘":" 1 < %
Hq_n_c_ ,E"i,.‘.'t-, Faqu,*:u;z Rf’(fll\(i] Lhailingy Raviaw Vi A-‘Iltni | Design :5
s :"t;:aftal'{ﬁzf\x”( hJI'Ik‘\"‘H i’ } "\}ijp!!:ll-l"» !\“" ‘:‘ éx
B vt | |G [V NU:!“!;UU%H : 1'“? l ¢lialivlla] {a e llalfe '1 1 haen e
Faols 2 TN A I T A ' ! !
Fig.3-24 Design tab for inserting equation
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(R TING TE
A FoRMATT ING TEXT, PARA(SRAPH AND PAGE
¥ rmamng Text
0 ing text means chang|
" pormatting 910 the font type, size, style, color and effects of text
ing the Font Type and Size of Teyt
(" the Home tab
ick the arrow on the
gnd cs| 4o of the currently

> 4 font type as
selecwdIn Fig.3-25 and

Font type Font size

i HOme : Inseﬂ Pagetayout Refarences MallinQ‘S

A
e

snowne anotherfont type. ¥ cut

e @ & Al
£hoo® nge the font size, 5 ) - TimesNewRom » 12 * A A° A7
1o che Paste : , W . A~
ok o arrowfont Stirz‘e v Sromatpaintey B U voabe X X 2
: ht side Of the ton e ) C!ﬂzl?o‘.‘v‘.qw" |

ngd select @ font size Ry ;
rom the drop-down list or - Flg.3-25 Changing font type and font size

ype @ NeW font size. To change the font type or size of existing text, select the text and
ke the changes. -

hen Ma :
changing Font Styles and Effects (Font ' s
The following are the steps for changing || rem [adced|
font styles and effects. PR
\ Eont: Font style: Sz
1. Click the Home tab. I' Times New Reman [ZI Regular e
TR T .| (10 4|
2. Click the dialog box launcher on the | e |l |
lower-right corner of the Fo.nt group. llmmscm RS,
This will open the Font dialog box | rent Fontstle: S |
shown in Fig.3-21. Now, the user can |  TmesNewRoman ] e [] 2 Bf
change font styles and effects of text. | | ' _
‘ l Font golor Underline styla:
Some changes that are available in || svemate  [2] e (7]
the Font dialog box can be made directly || &fests - e
. (| | strikethrough Shadow My
from the Font group in Home tab. b i ety sl
The following are the steps to clear the text || “:t:z;;”‘ E“\‘\ hdden
formatting‘ i Preview
1. Select the text you want to clear the  Sample i W
formatting. | T T et T Nk TR S e o S e e
2. Click the Home tab.
3. Open the Styles dialog box and select [setbepstoit | e 5 ~: ;“{\
Clear all as shown in Fig.3-26. e :

Fig.3-26 Font dialog box
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" T s Aalt - N b
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- Dy pav it ¢ peo) wei ML thne!
1 ' . ' ) e L 3 law val
» b OO L LA o ¥ el L}
. ¢ . L ER B ?"-‘ A
PR i
ey "
L » ‘
) " |
) 8 |
| i wedn L] |
e ey o
\ ,cr(m"' oftestofan - ::;.mm s i
ap et R RENRT U
pagrd & ""‘&".. qoten, (e “Jﬁw of e - 8
e Parsdt |
g e nM || paserwrrs [
amanin N‘! I":H e 1 ‘M » B By L
'“q--"l""‘, o My M
ey v
of lnws @ A |
v o ® N "'"‘"‘-":“lch( g e |
h"f?\ "'l.:!::‘q W o v e PEITST
LA : 2wt
b b K aagph oo e | e
, v N\ g g o
! Seaistiof refery 1 e \‘c(ll[‘\“‘” o : ]
. Parwgreh ¢ | '
' ol",\"‘."ﬂ‘ { "
JA ‘»‘
e e e S B
2 \ o Ji SRSt
El_._—___-____‘————"' |-‘|g_3-27 style dialog box

paragraph FCme“ing . ! raph s
i refers to changé of format of text of paragraph such as fony Sizg,

t etc. Paragraph formatting tools are provided in the paragraph
Fig.3-27 and Page Layout tab.

Paragraph formatting
color, line spacing, alignment
group of Home tab as shown In .
« Changing Paragraph Alignment and Indenting | |
Increase Indent Paragraph alignment refers tqg e

appearance of lines in a paragraph in relaf,
to left or right margins. Left align is the defay
2l ¥  setting for paragraph alignment.

Decreate Indent

Paragraph indentation refers to the
.+ distance of paragraph from left margin.

Select the paragraph to change the
alignment and then select an alignment from
Alignleft  Cemter  Allsnright  Justify the Paragraph group on Home tab as shown

Fig.3-28 Paragraph alignment and indenting in Fig.3-28.

Align left: It will align the text to the left margin,

Center: It will center the text within the left and right margins.
Align right: It will align the text to the right margin,

Justify: It will align the text both to the right and left margins
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é‘: y office Automation
To increase paragrapy, ;
|ncrease Indent bution
323, in e Paragrap, or
¢ tab. TO decrease g pa?Up on
jdent click the Decrease Inggpy igraph
|ncr935i“9 indentation  wj el Utton,
agraph 10 the right side o ¢
sition. Decreasing indentation e tab

Will m
raph to the - Ove
ihe _p_arag P left side by one ta
posmon.

d changing Spacing between
paragraphs and Lines

ndent, Click
S own In

The following are the steps for changin
spacing between paragraphs and fines

{. Select the paragraph or paragraphg

9. Click Home tab. '

3. Open the Paragraph dialog box
shown in Fig.3-29 by clicking the
small arrow at the bottom right corner
of the Paragraph group.

4. Make the required changes.

5. Click OK to apply the changes.

page Formatting

Page formatting refers to formatting
ihat affects the entire page such as changing page orientation,

P 0 tpaarg :
',ﬁ:v.!“ \he “w:“ﬂ ! R
]
M&M " — RS, ;
) o SRy v |
Q"m’ﬂhq foa o = |
A Hallo Towa :j "
Cif$eagsy i*ﬁ"ﬁ
WilEstzng, ek B BB l
o |
[ . -
-ﬁ'ﬂ?g'. By T - @iiﬂ ~ l
A re — P b .
ik A R O P |
AT AT 4 o '\ ;g
g‘t?é@i@ | !
! %!" fzﬁ - | kﬁé e g l!
M wmoE  we B3|
(= e e e ==k
L Bl 2 spiace beveen pisdrigre of T e wie | i
|
) = ‘ i
 Brsvin |
B e G T g T L e Sl M S B S i
R TR = ‘——’_]_
¥ z’-?;"ﬁuar r ' gii‘ié@ﬁﬁfad {_— m J ’ W g ‘,

Fig.3-29 Paragraph dialog box

margins, page numbering,

header and footer, etc. Page formatting commands are included in the Page Layout tab on the
Ribbon. These are in the Themes, Page Setup and Page Background groups as shown in

Fig.3-30.

Commonly used page formatting comman

page size and background.

@EIGTE

v

gt st
L4

Sjze b
v

33018

ds include changing theme, margins, orientation,

(irseet Paps Layaut Rafaranias kbl
" vt e *
i A% i i
! E s ] 8 ]L“‘ i““|ﬂﬁ‘"’9? "
- L et by o PAHTes
PR - f by

Tty

K -’;ié_;_éd.Page‘ Layout tab

P iRt

Fupsiibo Wi

Sudddng

0 4l
dvmemiak. Pape  Fage
- e v Baedas

Page Backgrasind

Py
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251 30fce

. i X
the entiré ocument, including cqjq,

« Document Theme
nce 0
peard™* 4 effects:

Themes change the overall apP
- 2 iz 2 THE following aré the steps to apply 5 th
Page L8l d“ﬂ'ﬂ'-’“"‘ '/l‘ : | e
. R B S &g g, Clicktne page Layout tab. Mg,
'r-ulk'm B Cohamet (g prendion © e o{f:""'g" . i " Themes butt i
o e e 0ot e = 8 click the on in the T
e T |, e
e g Spteor heme 10_B0AY fror
m;{;ﬂﬁ | (v ] chown in Fig:3-31. If the user dog ® Map,
=== rgf‘_x the selected theme, he can SE|ecS N0t i
ERI N , one. To remove a them ! anojp
B e awem S Compa 4 2 S ent select Offi ® from
A ] A2 [A'___D . abing lobas usnged ¢ docum ice theme, the
e S e cm«th'“d . Page Margins
1 0 M R
g = ‘::ﬁ:::::i page Margins refer to the ap
B o acom ' blank space that appears at the top bottoum of
O Bouetor omes— [arernet umdﬁﬂf’ﬁ‘:’;ﬁ and ﬂght edges Of d dOcument om' Ieﬂ
plying a theme to a document The following are the steps to set marging

Fig.3-31 Ap
1. Click the Page Layout tab.

2. Click Margins button. :
menu that appears as shown in Fig.3-32.

3. Select margins from the
H"'U 7 Comprstay ’9\'.jv,,;|— )—4:1 o sl S——
g wome et Pageiout fdeences  Mallings Revew Ve A dm
@ g cotns - fj_ R 13 Brests ©
i 14 J / - - B ':’Y’ .
i Ef“’, | ) [_] __, T—— 3 11 § oy paing "
m'.“bredu :"',WW" Size Cohnm!._ _ Watemat Page  Page i ¢ : ::5’?;!? fpt (4 y
5 S Tt be Myphenation B C"‘l’"‘j" ';',,' ¥ . 3@ -
Themes e —— 080 © Dovers - s smiar Opt .
s ; Last Custom Setting Fage e 5
i) AT T o me— o s
- left 03 Pight 03 __: KK 1 = e
7 e R s 7
1 flp 1 Battonx 1
,")’ Lt 15 Pgpt 1S
i 624
op 05  Bottom 05
i _ e R e oy
.
& J {g I Bottom 1 ompmﬂ'RﬂOIUH(m
s iee 075 kg 075
| = : Compater is an .
B Bottom 1° 5 machine with mmbeeratle cayi’loies that 3¢ persed o2
.'. Sk Right 7 dmhm“wmw“u“md&” o : -
S ; Compurer (achnsis T s todsy by guoiding 3 vasiery of fad
' 5 J lf } T U gmemy ogy bas changed ti< fice of modem seoery ;
A Cdl] e 125 gy B oW wdi { modenn sociery It s bronght 1St
ans in soliinz vrohiems aad < :
f ; 2 jritiems and paling decsent. Compt®
— e making our ife easier b1 oo idin: 2
T ¢ povidag mee effident semvices i busnes abal
: I d
wm departments eduoyr
: Fi LT efulien, Cominnaons, ac
‘;.:.” i | '3 £ /
R ~32 Setting page margins
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' entation
page O" 83
E page orientation refers tq the r
rectangmaf page is Orientaq M 4
,vfr\f wing. There are two typeg o Home e
nentatuons which are Portrait | (A Mo, P'O! layout  References
landscape. - In  portrgip | 1 g0, & (REE f“mm
tatlon- the helght of d'splay is R teqs "a'vms |Omnhtion Slze Columm N
reatel than width. In landscape | mﬂ,& b2" Hyphenation *
gn ntation, the width of display g LEJ L]I Portrait =
e reater than height. : K
The following are the steps to |1 | D Landscape
apply @ PAG8 orientation. N —
;. Click Page Layout tab, [ 1
9. Click Orientation button in the e
page Setup group. Flg.3-33 Applying page orientation
ct Portrait or Lands 54 ake
3. Sele | Cape orientation as shown in Fig.3-33
2 @aa o
Page size refers to the height n Home st } [y  Raterences __“Wy %
d width of page. A ciors - i
an _ . ¢ J lAf K . ‘ FE ;-_;;ww-
The following are the stepsto | " [O]Ettect - Mrging Qriantation sgt .cm-ns ™ o,
age size. _ e | ‘ , ,__“!"""""m_‘_ _
set pag ‘ N 1: . Leter “:_é_
1. Click Page Layout tab. ] B g
2. Click Size button in the Page | |: ] v ]
- Setup group. N b
3, Select a page size from the e :s 109 :
menu shown in Fig.3-34. 7 . 1] sarener
+ Page Background 0 8 i | ll
The Background group has '

three items to set for the document

Fig.3-34 Selecting a page size

which include Watermark, Page Color and Page Borders. Watermark inserts dim text behind

the content of the page. Page Color sets the page
inserts or changes the border around the page.

The following are the steps to set watermark

1. Click Page Layout tab.

background color and Page Borders option

2. Click Watermark command in the Page Background group.
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e T * — ot + = - % -
oe - = == - : - 48 —a L \\" ey s
1
i '}\3.\ \’ ?x;
=== \-‘| (K‘s
<‘ i \"\
4 Y
3 OfﬁCQ !
n In Fig.3-35. User can al
e meé S0
3. Click Custom Watermark from th bt f Irllq the coquirement. seh u% -
watermark that is displayed in the men /—ﬁ ", :
LA
Rpind oM ey A X s daaed bt
e 1 | P N T T 8
5 v et Lot fl‘,- r“:!t‘l’ B foat i ;2.,“,' i :
!
g PTAL | AnRDENTALS  BGMGTCRRL
) .
‘ T
i W
tn
] u
i T “siercorri
- s abie Cantent pda -
- b Custom Ak,
£, f:,ema\f.‘.‘.u:vmxrk

: Fig.3-35 Creating a watermark

watermark as shown in Fig.3-36

4. Type the text for
5. Click Apply and then dlick Close to close the dialog box.

r--;_-—.‘., -
A

Fl;m.d Watermkk

r-_xawawm&rk
. Pighure wabermark
Scale Auta
O Teyf watermark
Language: gl (15
. - ‘I i |

Text: Do ot Wil Cogy
Font: Times Mew RKopia |
Size: Auin E =
Color: v
’ k- e hc ‘ {L] «| Semvrarsoarent
Senadekal

L_é?_':{h ‘“_f o | :

Fig.3-36 Dj
6 Dialog box to create watermark

M
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1 2 office Automation

mef Jlowing are the steps 1o et page
ol kpage Layout tab,

' , Of jck the Page Color COMMang.
, 9 Jlecta page color from the
m Fig:3-%7

The following are the steps tg St page

porde"
Click page Layout tab,

" click the Page Borders o,
' page Background group,

seleC‘ a page border style f

98 colgy

mand i

oM the
" gorders and Shading dialog poy shown
in Fig.3-38

19 gnabqr HG | PAGE BHEA“’{.S

m\'ﬂ SECTION BREAKS

A page break is a marker that tells
Word program that the contents which follow
gre 0 @ppear on a new page. Worg
qutomatically inserts a page break when the
yser reaches the end of a page. Page break
is inserted in document when user wants to
add a new page to the document.

A section break also inserts a new page

4\‘-‘:\\ 85
] r“‘llu," b —_ e ——
\ A fe'er ] i im
% m‘ ‘ l‘“' I ""uh : ‘”" Ty gt
T E ol I Wiy | & J ,"m »
iy " Wyebananup o2 4k i:'r!l'1 l" ’lllv ' P r
P ¢ vmfm
CENCER b "
1
| 'Iiiillll
Starilen) Eobar;
; CERREETT [
1 '< “otar
- Hiore zater;
x g.lgmu:,

Fig. 3-37 Settlng a page color

ﬁf'!!'fsweh,g,ﬂg —
st Pmem M ke i
"'“ug St m‘;r —_——

=i E:m;:’nw»g

1 =

& e |

—

'Fig.3-38 Selecting a page border style

but it allows the user to change the page format without having any effect on the formatting of

the previous pages. For example, section break can be
used to break a document into sections having different
header and footer for each chapter of a book.

The following are the steps for inserting page break and

section break.

1. Click the Page Layout tab.

2. Click the Breaks icon to open the drop-down menu

shown in Fig.3-39.

3. Toinsert a page break click the first option under the
a section break

click the first option under the “gection Breaks | =

Page Breaks heading and to insert

heading.

Ll s
| Bage Bresws
Bage
y—=1 " Maf} thi peirt 3t whish QR: pags SRE

-ﬂ andl the wayt pags baging

N £81URA
lucll by that Pl tent following ths column -
|m..n wili b:unu 11ty payt mlumn
1‘
Bechian Breaks

i| Mext Bags
y— inseita seetlon break and start the rew
S“ilull :u tm ng npqu\.

|
| S0

eyt WispRIfg
thNl eyl arauisd ohjacks erwgh
pagss mctux ciptwutmlmhu sy tark

Fig.3-39 Breaks drop-down menu
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1.1.10 INSERTING HEADER, FOOTER A
ppears at the
t the bottom ofa

Header refers t0 information that a

footer refers to information that appears @

r—:J y N A7) = A A ENBREY ]
o ) sa) X\ Date & Time
:;‘;"?’WM- Box ~ S::-w' v WAONE
| I*
Qi @wem TR
h-—ﬁl
P B S —
ol
st €08 Pag)
g e Suengmers Vie] s
Fram G St al—
Lmosore :
o —— A D sk
et
P —
\
Enabie {ortent Upaates trom Offace (OM...
3 ot rease
3  Bemowe teader
Fig.3-40 Inserting a header

Double-click anywhere on the header or footer and make the changes.

ND PAGE NUMBER

top of a page and
page. The type
of information that may
appear in the header Orf
footer includes book title,
document title, chapter number and fitle, P

R

number, company name, etc.

The following are the

footer.

1. Click the Insert tab. |

2. Click the Header or Footer in the Headg, :
Footer group shown above 10 open
drop-down menu.

3. Select a predesigned header or footer fron,
the drop-down menu shown in Fig.3-4
Header or footer will appear in the documey
arlld the Design tab will appear in t
Ribbon as shown in Fig.3-41. e

4. Type the information in the header or fogt

5. After entering the information, click Cl 2
Header and Footer in the Design tab &

To edit the information in the header or footy
[

ERRE

Header Footer Py
- - " QQ
b"v

Headar & Foot
e e

steps for inserting headg,
O

Document? - Microsoft Viord [" 1 oA “""’;.""‘"""""i
b, sl £
Pelcences  Maiogs  Pevew  View  Adains buan 1)
1 T Previous T Ditesent Fi AT o —
a2 e g e
; Go ) et [ Difterent O e : B
iy | ote 10 J dd & Even Pages 7 Foolerfrom B - g
ohe B0l o e 7 m Bottom: 05 < :
4] Show Documerd Ted :
Nawgation ¢ ) Ingeit “ignment Tat Close Header
: T etions . and footer
] C 4 s A 3 P ——— .
= < s : = e ——— :-::.n.,.,._,_,,_, Position 2 e Clase
P s B AR R R A TR et a——ce-:
. » L eSS e e i TR LR RS % PR
| Tithe |

[Type the document title] |

Fig, . |
g §-41 Entering Information In header

hn
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& ffice Automation
(90 Numbe 87
> ding page o
We fo"owmg are the |Steps for
M ing page  numbers iy | | A | y L apint]
v e ~- .: B gratune iew
“‘\5 men‘s' "'T';ty-:;. ;::" Ol woqap A n ’Sz
d b Yoo o "4l popet - "'f""",w
oK the |nse|1 tab. : P o Poge o
Cl'c i ' Q'v'"'.m“p'“ y 4 |
i G“ck Page Numbel’ in the Header b Pes g Sunpie
' 3 g T
enu will appear. e : ’,*M : ¢ | ;
Move the mouse pointeron Top of e i i———— e i) {
g Mumoar |
3 page or Bo'ttom' of Page g M 7 [ i
mmand. This will open g :. |
cubmenu as shown in Fig.3-42. _ i
. $i Suebar 2 y i
" gelect an option from the f
submentu. Page number wil' be E
nserted in the document &nd PR
pesign tab will appear == the Acentsn? | l
Ribbon' i |
5, Setthe value for Header from Top R e S ) ¥
or Footer from Bottom in the )
position group of Design tab if Fig.3-42 Inserting page number at the bottom of page
required.
6. Click the Close Header and Footer button on the Design tab. {
3.4.11 INSERTING AND POSITIC! 1{G PICTURE
: e _—-—’——‘—*_'——_’_-_]
The following are the steps | RGN -
for inserting @ picture in a W B o L34 Bice O 2
document. o g 115 e 113 NS
1. Place the cursor where bt
to insert the picture. AT
2. Click Insert tab. The ire o o
, W e fus 8
3. Click Picture command Bowmr e o
in Nlustrations group. s oo
The Insert Picture S el
dialog box will appear ¢ . irﬂ
as shown in F|g3'43 S i e R S S u;?p:
SN TR LS oy Sl e
4, Browse and select the | Wl .h-:-* @ 1',|n'.l\!'| I O o AR s
' | @ sy Rt eyt s O (W YA A A G
picture file to insertand | . oo e s Y
click Insert button. g7 I

Flg.3-43 Insert Plcture dialog box

— e
——r =
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o
L

oning picture on page.

ed. ’Format tab will appeq
On

e ——————— .

Pasxthm"'v Fcctum within a page

Thafollowin gare
jcture thatl

re the steps for posill
s o be position

n the Arrange group-
_ Top right corner is sel

et

‘wmweﬂ g
M s bltamyula’__
gt e elisHE
?Pw R e i, i b Fereliiial th 8
feig wememk id Bialiiig

1

el Memms lmmm!s 1 8

Mm* ‘BRmisR 7 g o dfe engisr B
BB el Rl "y e, i

W g deparmERs EHcHBh:
wﬂmnmea'm e

3-44 _Positioning a picture within a page

Fig.
4. Picture positioned at top right cormner of page is shown in Fig.3-45.
Faow .ru-x-h;«.n;_sh_:y»wz ..%

&
--ﬁ-m..-__...,_
g

S v 8§ 5
. Ry WD = i ’511 N Y oymse ..%_,‘ Al AR

T T
positioned at to o

2d at top right corner of
o page
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| / Automatton 4

NSERTING WORDART

,1 ATt is @ text modify,
ecoratwe effects suc!
3p effects, Changm

outllne Fig.3-46. Itis alsg

no“’ e 10 convert existing

Poss'b WordAtt.

¥ owing are the steps to

TﬂefowordArt in a document,

ot
§ the Insert tab.

I C|I-ck wordArt in the Text
: grouP-
gelect character style from
e drop-down  meny
shown in F|g.3-47. Format
b Wil appear on the
Ribbon-

5, Type the text in the text
hox shown in Fig.3-48.

_______________________

gk g
b
v oy e

bl\ap Of o t’ Colors

—-—;—-—"""r‘
*-q‘,u
SRRl AL

Fig.3-48 Entermg text in WordArl

e‘ﬂtur

sh&d

e e

\l. "' “
- . S_'s )

B\

COMPUTER SC\ENCE

Fi
0.3.46 Toxt created with WordArt

? Vs 4 t nn =
| .@, A0 A S
AAAAA
LAMNA
AAAA

M B
. Qe
ia. . Sws Y
i
4
|
{
| ‘
{
X :
'\
i BUeie \’r‘
T : A!é@ «r}";i
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5. Click Text Effects com
6. Move the mouse pointer over

-
- - g -

-
.

mand in the WordArt S Iyl
Transform anq selé

in Fig.3-49. 5
" v _*‘_T\ o MWemer® Nord e sl '."',“l,,,,, " 7'.,, v L I
¢t d - e Nt (PR | [ " E J-,,Tr” [l 3 o sthhins 4 ,'_;hx I;
u g 10 ey ; by o B 4
A i E] [:1 Ly 1 A s i Vam- Gy
, : 1 Ctey Wt B % . i
pferdon .
P tig “ramstarrt -
Wi
gerdt
1 opow Pt
T IR A 3 ) i
aay Jonsiorm P
alicde Abede apgde e
, e abede 2400 13
!L"‘ e i 0 N“ % ‘|*‘ "/..:\'
awde b thede abede
e apale Al alkede
dbgde asede e A j
3 : : TR w,“'._;‘:“_,__{";f: : ’
P 11 j m‘...a l l ’ ' ‘11 ‘:/..,\\j
(3 P47 il B A LA
Fig.3-49 Applying text effect
3.1.13 CREATING AND ,FORMATTING TABLE
A table consists of rows and columns. The intersection of a row and a column s called
cell. Text is entered in the cells. Before inserting a table in @ document, user should know th
number of rows and columns required. This is called the dimension of the table. User can easi)

add more rows or columns as required. In table dimension, the first number is the numberd
columns and the second number Is the number of rows. For example, a 5x4 (five by four) tabk

means it has 5 columns and 4 rows,

inserting Table in a Document
The following are the steps for inserting a 5x4 table,

1. Click Insert tab.

Tlp Another way to insert table ls c!id(
Insert tab, click Table and then seled’
Insert Table. Specify the number o
rows and columns in the dialog box& |
click OK.

- ~~—"’/

-

Scanned with CamScanner


https://v3.camscanner.com/user/download

read lnh“‘ﬁ\d.m s Aedh Oue row of e hobdy one

e o0 gy

|
|

|

4

\

338 W 2

1

i
'

Fig.3-50 Inserting a 5x4 table in a document

B

positon the MOUSE pointer on the cell in the fourth row and fifth column and click- A blank
" tgble consisting of 4 rows and 5 columns will be inserted in the document.

5. Now, user can enter data in the cells.

N table with data is shown in Fig.3-51.

) Drrraeal - Mmaait lined = @ ;.
. et Pgzined  Fctmmer Wy ke N dagan >
.. . 5 A Brez
TowsRm-1l AN da- %, T-E-T- ! i pa
. : ” Friav il ¢ 1S aan) LBHG 1230 MB j 2 e
AT i e BIg -wxx VA EEIE 5 o»_- i DUsee! gl Nemeg:  Te ey s > e
RELATINAL DATABASE
There we murs nees of Dinbise Mimgener Svsvems (DBNE) availabie: The muw
mmqwdﬂmmhmddmwwwkkmd@‘n«tuﬂnfnm
fiens microTmmmrers 1o muime Sepuer Tis ¥ velaticenl danabase, duts v beld
nbiudwhnhhdh'm:dmﬁddthcmdmww:m
recerd: Each coumms in e abie b oue fleld o wnibue:
§.5¢, | Bock Tite | A Yea Puktished | Prce
1 | Leaming € Al Nebit wou | R
[—1 Cumpter Architecrwe Mustim Rhwr 2064 Redld
[ [t Biecmonic_| Yot Al Sl Wy | R
Auu.wuummwnnmx-m»wml v
1
. ’
~ 5 - V355 a t
Repidl  Semnd 5 lgme bl II_T’r_:_r___—-———' s e
Bt 7 : % . v w (= s
B /. o 4 =85 : = |

Flg.3-51 Data entered In a 5x4 table
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Adding and Deleting Rows or Columns

The following are the steps for adding and deleting oW
which a

g or columns.

a column. click in the cell to the right or left of w

and Layout tabs will appear on the Ribbon.
2. Click the Layout tab.

3. Click the command in the Rows & COIunI::::
column. If you want to delete a row or c0 5
Columns group. Select the Delete RowsI o
User can also delete the entire table by selé i

selec
User can delete multiple rows of columns by

the Delete command. ~

g Delete Table.

blank row is i
i ick i w or above ' ;
1. Toinsert a row, click in the cell belo hich @ blank column iz to be '”Seﬂeq_ g Ing

group shown in Fig.3-52 to inge
n click the Delete command i, the
Delete Columns from the drop-gq R°ws y

Je insefte
q
&glg:
S| o
W 0

Wn '“en:’

ting them by dragging ang gy, | '
Click;
g

WMWM‘E Werd \1
(W] g+ % s % <
a st Page Layeut meferences  Wailings  Review e,
e Home L bt SAPE i s = Lt
N R M Y el = EHe
- - —+ . =
Vi insert Inseft Split )
i t Insert Insert onec Split  spg
Selet  View Properdies D@l@te i’;’;:a églqw Left  Right Cells Table
Grighnes Rows & Columns = ”,:._“Je . '
i Table P e e C0F =SS
Fig.3-52 Adding or deleting rows and columns
Resizing Rows and Columns
Following are the steps for resizing row or columns.
1. Click in any cell of row or column to change the height or width.
2. Click Layout tab as shown in Fig.3-53.

Bocument? - Microseht Word
Befesences  Mailings  Beview  View  Adddas Basign + layout
= B SRl 8/ = ';E‘ o TR = =y
e B Y = ‘ﬁ == = 3§ Height 83 3
Inset et dnsedt  Vege Spit Splt  AuteBt = wigwe 332 :
Beiow Let Bight (el Celis Rable o« 0 MR TR ¥
Columns Merge Cell Size

23 Bistiibute Bows

|

o

[ Bistibute Calumng

It

Fig.3-53 Resizing row and column size

3. Resize row height or column width in the Cell Size group.

To resize multiple rows or columns, first select multiple rows or columns. Last three rors
of table are selected for resizing in Fig.3-54. Table after resizing the last three rows is showni

Fig.3-55.

-
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Fig.3-55 Tz "sizing the last three rows

adding of Changing Border

e following are the steps for adding or changing border lines and shading.

(. Select the cells
9. Click the Design tab.

3. Open the Border drop-down menu in the Table Styles group and select a border as shown

i Fig.3-56.
iim u;e '~ ) by D n o Lyo i -

Fig.3-56 Changing border lines of a table
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]

4o
94 - 3 Office A
S Ies
4. For shading, open the Shading drop-down menu in the Table tyles group ap, d sq ::%
shading color as shown in Fig.3-57. ;///'_\ N
Decument? - Mierensh Werd I . : ok : V
\ sden  View Asa I et o T . _:
P-rua.o_-'m:,_—_w “—:#: AN .:::am e o:j_j
‘ Sioe &oicd -.-‘ -_- ‘.f:'.l - lll'llllu o B
e | Iasaa e s g '”"““14
e T 4|||| puann
: W .-wlnlnlll
l tdo Colar
b
Fig.3-57 Selecting a shading color for a table :
Merging and Splitting Cells
1. Select the cells for merging Of splitting.
2. Click the Layout tab.
y n the Merge group as shown in Fig.3-58. Table after i
ng

3. Click Merge Cells command i
i g Fig.3-59. For splitting cells, click the Split Cells commg), di
in

the selected cells is shown in
the same group and enter required values in the split Cells dialog box and click OK.

) T ] L C S LA
E—.—n—imu—ph—mm#-m‘”“ ~ Q|
- ' d =3 ¥l g H s oo #s9 A= _J Al sy S
- B » PR I B R e Raw = s s G,
‘ ¥ 2 . e B et tet Rapew
e o Swow Bee e T z“::..".‘"-ﬁ""""' 3 Tlovante om0 o pasan Hoges (Mot Aridang
Calis Angranerd o
o R AT ey o i.i T _!‘_ Lo e s = b
Gt | gt oaed e b .
- H
1
{
]
“
¢
A
]
]
¢
5
1 {
j i
¢
- 3 i
i ¥ 4 § >4
et ! '
ﬁlldl v\nl ,‘,’ m'u. i :
e - i =
B RS A : TERLE . Yo de i

Fig.3-58 Selecting cells for merging
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14 CHANGING MARGINS
3' '

elolowing are the steps for changing iy ‘
cick Page Layout tab.

2’ Click Margins in the Page Setup G, =

3' select margins from the drop-down men, as show

 gnd set the required margins in the Margins tab of
4, Click OK. '

n in Fig.3-60 or click Custom Margins
Page Setup dialog box.

Apage with Normal margins and Narrow margins is shown in Fig.3-61.

F
19.3-60 Changing margins

B

< Page Lagout References 1y =
=7 3 o »— Breay !
X . Copm v & ta- v .-
> — — $ Y une o . -~ Y"
e Otiectation  Size  Column: - fa ' ‘ ]
2 a - - . 137 Hypt e ~ a h‘
Ea I -3 " o .
Last Custom Setting i . o . & -
— Top 9 Eottam 0 | wesemiee . . e
| Lt o0 Right 0 .5 -
2 et ¢ e o i b T e M Daig
. Normal e e D Ap Tewetaibuies Gaee | = -
| Tap 1 Bottom 1 gl et w p— e s
| et 125 Right  1.25 ey e s sy e 3 adly -
| s e w mdng wg e s W 3 -
—D »hy Wit Clowal veive B bt B3R :“, :m:‘;‘: ‘..;“ -: .:-mn-':.‘
: | Narcow m-,k rrrme sramw LN . SURTY A LS EPRS (R T @O0 t0en
| Top 05 Bottom: 0.5 DI | by St ¢ ulinan )
2 - - N
Left 05 Right 0.5 Moot w e AIINNG W5 el B e a el | b R
~._J p it b Be ] G A Dy e s e | Cotvom &f OS] B BREIE D0 & BARES B Selag pUons
" ke L Tl ‘-'d‘:'*“l { D oy Lo Vet B0 © memtd bu o e
oder. e . Beat W AE madey soew !
Top 1 Eottom L Tampwe B S A oSS B ENIE R W OF ier s oorn S wome (cmgwin o me ¢f Ge v mpee graded O |
b Lert 275 Right Q.75 tar Ve wd B bev v maew men wpe ol B Al e
v [
. a0 1 b B e BT g2 o o o Te mger =
1§ Wide e ) & EpeET ke @ waley BE | aweens ladachr ke YNt S b B Sl o l
| Top 1 Bottom 1 anve gy TGP RS v |t e RO WL b D Bhaumad T emelana b
et Lert 2 Right 2 2ah Themws 2 e tW) epoe BF | swiitemet w2 v o7 neenre e b @) s ewwe |
] e I e N ——
| e
= Micrared !
JJ Top 3 Bottom 1 ST —
slde: 1,25 Qutsige t et s
\} Custom Margins (a) (b)
i
Cuttom Myiging..,

Fig.3-61 (a) Page with Normal margins (b) Page with Narrow Margins
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3.1.15 USING HYPERLINK aent WOt Inks | A Webpage is 4 m 1

Gt : doct be displayed in . "t w.

ink is text in a Web page or ent | canbe displayed in o Nty
Hyperlink is tL‘ srother place in e gamédocum such a3 Google (i eb br%;v:
to another Web page or ' Explorer or Edge. Thes:' '“‘erne
when the user clicks on it. often called jyg . - are 3 \

k.
te @ Her‘m collection of web 9es,

- : he steps to crea Pages
The following are t ertink as | together to from 5 Websi?; Moup b

1 Select the text that is to be displayed 05 Hyr

in Fig.3-62. \
shown in FIg 3 D““""!ﬁe}‘,,

Fasew  View  Add-fig

p eramy et Ntaliings

=l - 7 8 ‘;) Eué ﬁl] O @g j i‘

2
&)

|

| ;—
' " b a_‘T. j o bl
i

!

! . i Shapes Stk Ot Sgrevadak  Hupailink Exekrary (r"{i‘e*ri-f'!ﬁﬁ(_!
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w 3 ’ ST, 37 &3] 3y G ory
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]

Creating a Hyperlink

v v Jy e

wwwamail.yahoo.con

R S e g &

Fig.3-62 Inserting 2 Hyperlink

2. Click the Insert tab,

3. Click Hyperlink in the Links group as shown in Fig.3-63,
4. Click OK.

There is also an easy wa

Y o create a Hy erliﬁk toWw link text and
press Spacebar or Enter key, P 3 eb page. Type the Hyperlin

o Ble
e r@jum.r text, that is, it should not beinb"

J !
¢ the text format of Hypedink, Right-click the Hyperink and s

€ Shortcut meny,.
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|/ Automation i
“ | EADSHEET
re gsheet 1S used to store, organizg cal .
g ndabl® fofmat ' ~lCulate and present numerical data in an easily

o ODUCTION
L 1 INTRODUC TO SPREADSHEET

Ys s eadsheet is a grid of rows ang ¢q

; e progfaf"s are powerful Multipurpos
g8 wo to solving problems that involve ¢
MoP'” o 10 organize data, perform calcylati
a“owssional looking reports.

MNS in which user enters numbers and text.
€ calculators, capable of everything from adding
Omplicated calculations. Spreadsheet programs
ons, draw graphs of numeric data and develop

P common spreadsh;aet' Program is Microsoft Excel. It is a part of Microsoft Office 2010
Jre. Therefore, use of Microsoft Excel 2010 will be explained.

oning the Microsoft Excel Program ;

' | DO YOU KNOW?
me following are the steps to open the Excel program, Microsoft was founded by Bill Gates and

| Tumon the computer and click Start button, B

| Clck Al Programs.

3‘ Click Microsoft Office to display the submenu.

4: Click Microsoft Excel 2010 to open the Excel program. The opening screen of Excel will
appear as shown in Fig.3-63.

Active Cell

Address Formula Bar
— i Smpessemrens ; IS
ral" I s - %

¢ tEse Sesart Fage e Formuss B2
I d Contorr PP TRy =
|| —— daqeer- ]

t ;'::‘ T Qormet Parter

B 7 U- o A

| R T | A
w.—_—..>;ﬂA 8 ! lc | ﬂ; @’

I'l
|32

11 3
|E
i - W srlsfoers Windonw
s
7
z
9,
10
I
[y a2
|23
.RE) Headin: Achive Cell <P |
R g |
i |
7 ing jcrosaft Excel |
£ 3-a5 Opening screen of M 3
[dansie s
Gntifying Cells

ion of individual rOWs and columns are known as cells.
f their column letter and row number. For example, the
¢ 3. This is known as cell's address.

C The boxes formed by the inter.sect
s_ells are identified by the combination © |
" cell in the third column is known as cel
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Active Cell

At any moment user is po
cell has dark border as shown in

Sheet Tabs

N

3

24

-

RT3 o sheety | Sheet2 | Sheet3. T
Ready

sitioned in a single cell know
Fig.3.63. When the user e

Fig.3-64 Sheets of Excel workbook

Size of Spreadsheet
Each worksheetin a workbook has

a movable window. The user can move the win

as up and down to view additional rows.

Filling Columns and Rows

The following are the steps to fill a series of number

and drag it downwards through A7.

-3 Office Ay,

n as active cell or current cgy| Koo
nters data, it goes in this | Clyg

aﬂon

Excel Workbook

When user starts Excel, it creates a ngy, bi
workbook, called Book1. A workbook containg She:nk
each of which is called a worksheet. Exce| opensls,
workbook with three worksheets as shown iy, Fi 3&

64.
e

DO YOU KNOW?

Tip: You can rename @ worksheet. For this, right licy "
sheet tab of the worksheet that you want to rename, sele

Rename in the shortcut menu, type a name and pregs Ente,

16,384 columns and 1,048,576 rows. Work areg jg "
dow sideways to view additional columns ag w&ﬁ

srfrom 1to07.

Enter 1 in cell A1 and 2 in cell A2 below it.
Select the two cells, position the mouse pointer on the fill handle at the bottom right comg,

®

{

3. The cells will be filled with series from 1 to 7. .
4. You can open the drop-down menu at the bottom right corner as shown in Fig.3-65 and selegt
another option. '
. SR 1 K1 s
= { Yo R N ol F s |
2
Fill Handle 3
\_4\,
5

L)

8 [2F

9 ‘ (> Jgop' C

7 | G y Cells

1 ‘G' Fill Series |
12 O Fill Eormatting Only |
1 O

Fill Without Formatting

Fig.3-65 Filling a serjes in cells in rows
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\\\"ﬁ s";“,
i S R VA
b .
yé 01‘ﬂ0e utomatlon.
1 3 15 88 filled with odd numberg i, . 99
700" g the fill handle to cell F3 -3-66 by eneyi,
e : 015 in cell A3 and 17 in cell B3 and
el A3 . .
| ey ik ] 1)
| SRRBEL B Al o T
: I
i 2 @ H |
* y [ 7 I T
i 8,
| : s
i 7 0 CopyCellg
8 _:(13 Fill §eries
] 0 Fill Egrmatting Only
10 € Fill Yithgut Fermatting
1 e
| 12
13
| 7]
! 15
16
Fig.3-66 Filling cells with odd numbers in columns
Rglative cell Addressing
SSes.

In Excel, cel
Relative cell

address means w
to reflect the formula’s new location.

| addresses };ncluded in a formula or function are relative cell addre
en a formula is copied to other cells, the cell references i

n the

formula change
[ﬁ‘ d 9" v '
({9 Home Insert  Pagelayout  Formulas Dsta . Review  View
| 1554 &< Callbri R O YRl g[lE] e 1
P:,‘t» - Copy * ‘ : o e
‘e v it v v iF &
. J Farmst Painter I oo 1-" A EE= tFE
fipboard ‘| B A_‘.;?!“,.._.._, .A-_f'," _ Alighmant
ES v fe| =BSHC3HDS
A T | D Ly [ F G H
| 1 MARGALLA COMPUTER SYSTEMS
% 2 First QuanerLaptopCompu!erSales
|3
| 4 Brand - January february  March Total Sales
5 Acer 1 50 4
6 Toshiba P 15 2
7 Dell 52 58 7
8 HP 41 37 5
8
10
11
Fig.3-67 Entering formula in worksheet
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nsidor the worksheet shown iy F

I 'co L} Q
100 jative add“’ss'rzg coll E5 to caloulate the tota) ge it A%”‘a |
To unders‘f'“drfa =85fC5*05 compUiers eoly In thr i Aeg \
Enter e fOV/ " Sopythe o Mty by
e 7 - G h . REew ? The fo UIal arla
R ure rm ! ;
_/—“-»—” o parmy UIa | Qen .
S 2 1 3 ‘,;?l”.' x 2 = o = ecome ~B n CQ Ee
R it / R |
s " gEa shown in g 6“%L " )
s e g ' i s The cel| 9-3-60. DB %
, p 7 " fefgy a%
) s b ‘ automanca“ chencos A
seaie el wan B on the relatiyg - "Gag
= : and colum pcsiiic %
TN ! * bocay, Y,
M(M“?.w‘,:usb'“ ce addresSIng iusereht%
| WA poop ¢ i
; :mmw i yots! 5@1.{; fO.ITTTUIa in cel| ES S USQUW‘Q
e T ooy, the g
. o 1 2 become = Orm
oo O W SR 5 e =Br4Cru, W
Bad 52 55 E7 and in Tin
L . s | Cell Bg . G
e . become =g Ity
il 8+C W
; Ja to another cell what IS requrs ,
, REEE _ 'S Tequireg i
Copying formt Quireg ;"
Fig.3-68 COP. worksheet. T thiy
weatute Cell Adaf‘csslng i
o CU can address @ particular cell location no matter where the formy, aPpear
" : 3
ueng absolute cell address. Absolute cell addressing keeps a cell reference COnstant Wh:
| ) 2y !
‘ aa cormula or function. Absolute cell addresses begin with a dollar sign in the formy,
such as =$CS5 + SDS5.
= =
B e et Fagelnout Pt Data < Review
e & cat ¢
= "Iffd .
i f r-lﬂ :
, MK el % o S| ]
. % S é e < i 'l'_{l £ -
i AT SOFTWARE COMPANY |
: Sl s e B B35
5 SNe. SOCTUAREMTLE  pWCE Tax
a; 2. ::xnimm»g (6522993 =cescs3 ]
Tei. Amri ;‘umfe':am s E5EAT
b3 o oS Sovtndrs . (Fe 22 AT
: : fI@J ; AT Sofadns: (7 75 @D
Fig.3.65 ¢ .

g absolute ce|| addressing in formula
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\ tion
W™ ¢ Fig.3-69, sales tax |
o rksheet of Fig.3-09, sales tax is gq
ﬂma Y o for the cell C3in the formy|

101
acu\ated 8 6% for software it Absolute cel
gy S nos Whah ik =C6'gC re items. Absolute ce
slﬂ? sh0”|d not chang € formula wjy be C0§‘3e N cell D6 for calculating sales tax

J d'to cells D7, D8 and D9 as shown

P | ] e v / =
’1 . ‘_,_f‘ oty \
| s 4 ! Home

it p
: BE Lnye
3. ae 4 ol u Eotmutps OMs ,
' Calibn Paviays
v 1‘

4w lopy Y
““:“' J Formnt Prirte B 7 u -
_ N SARIRC Ny

‘ Font
07 v '
Fo ey
’ LT +C
A 3] c i »‘531 —
1 CITY SOFTWARE COMPANY . )

y,
“

SacsTax 6% 0.06

(R ~ A L

w
2
o

w o~ e
bL\JNH

SOT “RETITLE

wS Wireows 7

PRICE  Tax:
Rs.220.00 Rs.13.20
Rs.350.00]_Rs.21.00]
Rs.24.00 Rs.1.48
Rs.75.00 Rs.4.50
=

145 Off e 2010
Anii-virus Sofiware
Accouniing Soflware

LTS

Fig.3-70 Copying formula that has absolute addressing
paste special

13 T

Excel copies all the information in the selecte
paste Special command allows many
oiher options while pasting cells such
as paste only formafs of selected cells

yithout contents or paste contents
without formulas.

d range of cells when you paste data. Excel’'s

ol Home  Insert Pagelmot  Famus D3 Revign

' = 1 h ot Calibri AN T==  JECAL AR

7 AR v . 3 =
paste p2u- &V A === 23 |
05 fFoimst Painter |

Paste
Il v

s fe 'LI‘ 5y
vi 40l

The following steps describe the use of
Paste Special command.

paste Values
(IS, 12, % o

1. Select the cell range to paste.

TITLE PRICE TaX

mhetPas\cOpiions .
% o AL ¢s 22000 Rs.13.20

2. Open the Paste drop-down menu in
Clipboard group of Home tab aqd
select Paste Special as SoW™ in
Fig.3-71. Paste special dialod bQX
will open.
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|

R = - J

Al using Souirce tiame

Al except borders

celumn yidths
- Fotmulas and number formats
¢ Values and Aumber formats

All el ging ¢ afithiviag = Foffrizifs

(0 Multiply
' blvide

| | Transpose

ok,

e as e

Fig.3

) sales Tak 6% 6:06

‘ - ~

5 oo SOSTWARETITLE BRICE
e i wswindows7  As2N00

7 2 MsOffice 2610 f5.350.00

¢ 3 Antiinds Software ﬂé.-i«?:oﬁ

& & Accounting Software 7500

.72 Paste Special dialog box

Commonly useq ¢
Special dialog box
below.

pﬁons
are

All: Used to paste g the in
the selected cell range, Thj
normal paste commanq.

formati0n 3

S is same g

Formulas: Used to paste text NUMbery
and formulas without formatting,

*The formula in cell Dg iy the
worksheet shown in Fig.3-73 i

Fig.3-73 Formula in cell D6 is formatted

formatted. When this formula is copiedty

cells, D7, D8 and D9 using paste specia,
£ | the format of cell D6 is not copied &

shown in Fig.3-74.

s A
A g T 7'6_'— «:--T"DA?—‘—‘
1 CITY SOFTWARE COMPANY
Sales Tax 6% 6.6
SMo. SOSTWARE TiTie PRICE

L MsWindows 7
2 s offies 2010
3

W'~y @ w am ow ra

wr

Brti-ids Sohiiare
AeeodAbing siftuara Rs:75.60

TAX
Rs:220.69 Rs.13.20

R84t Rsqag
Rs.4:50

Values: Used to convert formulas i e
selected cell range to their calculte!
values and then apply the past

' command. |

‘ :
| | Formats: Used to paste © Iyithg:ﬂ
formatting of selected cell rang®

Fig.a: | |
8:3-74 Formula In cel| pg Is copled to ce)y D7, D8 and P gontents. |

D9

4

Scanned with CamScanner


https://v3.camscanner.com/user/download

e i

)"ﬂ‘ used formaq i the s t 103
cted

V&ers 0 KlNG WITH FUNCTloNS N range without copying any

,i.z ith Functions FORMULA

o re built-In fo

pr stions @ rmulas |

co’“rﬂmg Keyboard to Find Average
S

| wing are the =teps to a41p, |
(Tjarier using the AVERAGE funcijon, age sale for Acer laptop computer during the

1q
ﬁbcolect cell E5 where the resu:!* will appear,

) ;ype _av to display the Feror '3 AutoComplete [ist 5

: ff’?ﬁ“{' N .’-..’;j ?c v ;;," =ay

MARGALLS COMPUTER SYSTEMS '
First Quarter Laptop Sales

s shown in Fig.3-75.

BN s

Average

Brand  January February March

|

5 |Acer M 50 =] 1
6 Toshiba 23 15 28 [P
7 Dell - 58 70 '{f’:VERig; S
: ) y i g5 | Vo AVERAGEA
4 4 .2 L tfe) KYERAGEIF
9 (o) AVERAGEIFS |
15 '
- Fig.3-75 Calculating average
3 Point to AVERAGE function and Double-click. ‘
: tion.
4. Select the range B5:D5 to insert it as argument to the AVERAGE functl .
. Press Enter key. , ot
alu
' Using Insert Function command to Find the Highes
alue.

|

The following are the steps to find the highest v
or wil BpPeA” .76. Insert Function dialog box will be

1. Sel answ
ect cell B11 where the 4 shown In Fig:3

 Click Ingert Function comman

displayed
t K.
b Selecy MAX in the function list and click O y i

|

- B A—
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g &>
! ] peial
: a Guemhens
R -
2 =pd L

m.man.‘"!"

¢ Bew —————
s A =
¢ T =
r el =
R =
hd
4
11 Nea v 8
S S—

-

." L———— .
i__/’ﬁ;u/nglon command to insert a function
e
:0.3-76 Using Ins
i . Using AutoSum Drop-dowp, Men,
FRmidl™ | t

el s fusiel

the Lowest Value
The following are the steps tq fing "
value in the range. B5:B8 using Autosu; '0:%1

5o downmen. i
L > 7| 4 selectcell B12 where the answer wjj 5

i o Click Formulas tab. ey

il I} “Open the AutoSum drop-down mep,
2 = Function Library group as shown ip Fig 3;
= : and select Min. -
= 4. Type the range B5:B8 and press Enter.

=

cell addresses. Th

Fig.3-77 Using AutoSum command

Working with Formulas
A formula is an expression that perfom;

. calculations. It consists of operators, constantsa
e standard operators used in Excel formulas are given in Table 3-78.

Arithmetic Operation | Excel Operator
Addition +
Subtraction
Multiplication *
Division

| Exponent A

Table 3-78 Arithmetlc. operators used in "xcel

2
-_l“
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| formula
the Exce S begln
P‘“ two numbers 4 and 7 W

ioly _A* » the 105
mu\tlp 5 will e =4 7. User can gg, Usg || 0
forml:i 4resses | in formulag SUch g ' B
Ge” 4 /5' Th|s fOI'mula Wi” f||‘st 2_ !Flrstq M UTeR SYSTEM

M of cell Ad and B4 ad |y top S| Y
jfe contentsum oy 5 and they, |, iBran e
! es ' | J )
iVide d . h 2 iACer FEeraW March
Following are the steps to Calculate |2 |Toshing G /50 a“
potal number of laptop compyter sale ; Dell m 15 28
6 S |Hp 58 70
?:,rt o months ©f Jar?”ary' Februaryang [ Lo 3 s
(e n e WORSNESt shown in gy [15) [ Bsasia7ag
' Fig.3- V ,
click cell B9 where the answer will appear. 9379 Using formula to find sum

Type thel fc:rr?r:l(leat;ils+86;87+88 as shown in Fig.3-73 and press Ent
ofe il : er.
Tocalcu " MDEr of laptop compyters sold in the months of Feb d March
copy the formula from cell B to C9 ang | i

D9,
. Clckthe cell B9, point to the fill handle ang drag it through cell D9
The user can also calculate the total numper '

<orming the following steps of laptop computers sold in January by
pe :

1. Click cell B9.
9. Click Formulas tab.

3. Double-click the AutoSum command in the Function Library group.
Excel Automatically Recalculates Formula Results

Whenever the user changes the value in a cell, the result of the formula in which that value
is used will be automatically updated. This feature known as automatic recglculation is one of
the main advantages that spreadsheets have over calculators. _ '

3.2.3 GRAPHICAL REPRESENTATION OF DATA

A chart is used to [ [ a P O R 3 F G
represent data  graphically. |1 jMARGAlLACOMPUTERSYSIEMS
Charts are very helpful in |2 'Half Yearly Sale of Laptop Computers

explanation and representation 3§mnd an feb  Mar  Apr  May  Jun
of data. A commonly used chart |

20
14 2 27 3 y
_ 5 |Acer ' 26 40
is the column chart. Therefore, | . 1oniba 4 :: 33 ;; 85 b
creation of this chart will be |7 pel ii 37 55 45 38 '
described for the worksheet |g P ’ :

' . t omputers
shown in Fig.3-80. Flg.3-80 Half yearly sale of laptop comp
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Creating a Column Chart d
The following are the steps for creating a column chart.

0. L i

e o ik bl s
1 MARGALLA COMPUTER SYSTEMS
2 Wall Yearly $ale of Laptop Compurters

:
&
3
€t
7
3
¢

Fig.3-81 Selected cell range for column chart

The chart shown in Fig.3-82 will appear on the screen.

Omce AUO
mal.i()n
1. Select the cell range (g, our
as shown in Fig 3. 81 t::edala)
want to represent in the at y%
chart. Iurhn
2. Click Insert tab.
3. In the Charts group,
drop-down meny Of gen th
command. Olup,

4. Select a chart from the

e
example, the chart on the ':u For
corner of menu. O lg

9" s
. Mews  puan Papelmoet Fomuls Oty Radsl Vel ‘

coma i =
5 Jebun it A4 Swmlg oA Fuw
‘545«: _
Tras

C L&A EEE FF

Aflanment

Btrigisttis Wiarlbtid |

Sl & Gtz < |

Tip: To select a Predefing
style, click the chart that yo,, wart
to format. This will display Chary
Tools. On the Design tap, b, i the

Chart Style group, select the chq ant

style.

[
=

&

FoIIowmg are the steps to giy give
titles to the chart and horizonty
and vertical axis to make it
more meaningful. -~

1. Click anywhere in the
chart to make the Chart
Tool tabs appear in the
Ribbon.

2. Click Layout tab as
shown in Fig.3-83.

Fig.3.82 Column chart

ykshest - Iicrosoft Evcel
dmuf#

6"@:., o Review & \new Y asiin §
&) x| "‘=N| sl & ] w5
Gh!rf M§ d Drsts B'd'lﬁ &S (St
i Title ¥ Titl€s ¥ ¥ Lahﬂ-: Tatpa v -
S — a5 LM'I .J._ —— pavrs

e R

: Flg 3-83 Layout tab of cmn Tools

' ; |

. ‘««-—.-‘_ e

Bul

]

e a
Tip: To only print the chart In

worksheet, click Enywhere ll:
the chart and gi}ve the prif
command.

—e

==
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(DD e
n FARE L W pagey o
n\ :.f,..! i WA Ppwant  Bes  Pedew - z noe
. Capy v . RS ’ Y e d e
i 111t A ST G W
120 - ':'. ' . g naeh ;
1 w:onum:wmw‘"m ey G B e . i ] B ’
: Mah Yeary $oie of Laptag Computnry
4 ‘@rand jon fan .
: ,:ee;m 1" u pe ‘:; tay o
‘ athine " " i ) "
b (T S -
’ i " “ .~ & -t
1 - : |
i Hal Yoarly Sale
1 " 1
"‘ ol ( '.;
15 @ B .'
| e ”\ \ “ J\ o
191 |- E ameee |
13 8 | eow |
) 12 ‘ ‘ o
ii ’ AT A R O Py “' l
ical 2 i B b o e
ver! ' shown L —— e ———
' it Fig.3-84 Column chart after labelling
:Fig-s'
ULATIN_G AND FORMATTING DATA
A
! g Data o el _— e
g™ g data means dispia Y' 9 s (R | student NaTE e
F“t ‘:lnformation that the user ;-"j;-;—:‘;’;x;:; T;_Ja’:'r"-‘é&-- » 0 j
in Sgs -
oy ased on @ condition. FOT | TeINo ~A8°
| peed® user could filter @ list of Sy A @mgog
| exampl-e'for‘Viewrng who belong toa "'é“ Fayyst Khﬂﬂ? IX-C . 57!.1"3
sudents User could also [y uyuhammad Usmah IX-8 6076545
ylar class: - | e c 3409877
" f people whosé ages are | s liaved Al IX: 1201574
ﬁ“e’a"sto P & ItahirMehmood  1%B :
zbove | 7 |Reban A A 789903
_ e following are the steps to filter a :-E:
ist of students who belong to class 9 |ails! B
' 10|
K. J for filtering
ta selected
f. Select the rows Yyou want to filter Flg.3-85 Da
including the header row as shown )
In Fig.3-85. i
). Select the Data tab on the Ribbon. i | \ \
3 Click the Filter command in the sortand | . | e 4B
: i~ the header of each column. 1‘ \ :
4. Drop-down arrows will appear In i
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% N

™ g! 3 Office AUtomatl
AL . imwma] 5. Click the drop-down arrow for class column, T:"
7 i i Je joon s filter menu will appear as shown in Fig.3-86, 9
’llls?“’:e‘n‘?:m S 'bm X 6. Uncheck the boxes next to (Select All), 1x o an
gl - IX.C. d
Z :: 7. Check the box next to IX.B.
Yo piten ; ]l 8. Click OK. Only the information of students Wh
‘ Fg T— belong to class IX.B will be displayed. The otherdato
;“ﬁ:mm | will be temporarily hidden. | 3
= ‘ The following are the steps to clear the filter.
1. Click the drop-down arrow in the Class column,
! 2. CIick Clear Filter From “Class”.
Co ) @ 3. Click Filter Command in the Ribbon.

Fig.3-86 Selecting filter condition

Data Validation
Data validation is used to control the values or the type of data that user enters into 3 cell

The following steps will define criteria for entries in class column of student worksheet {,
IXA, IX.B and IX.C. If the user enters any other data, an error message Wwill appear.

1. Create a list of valid entries in the worksheet that contains the data IX.A, IX.B and IX.C.
2 Select all the cells in Class columns without the column header.
3. Click the Data tab on the Ribbon as shown in Fig.3-87.

Student data fer validstion + Micresaft Excel

Sdo-t v
ﬁ Home Insert Page Layout Farmulsi Data Review View
W o \ \ Slconnections.. 51 AT o = R ha 2
R RS T | 3 ) s Mokl owo oyl @ =g oy )
Fr F F Fiom Other Eslstin Pefresh Sart Filter ., Testto  Remove Daty Cansoligate wnatlt G
5:?."“. ‘-'.:: 1?:"1“ ;quuu- cqnnmngm Al Fary Al . XZAdenced  Columns Duplicates Validation * i ;u'.a:,ni*
2t Leternal Baly Connectiong Seit & Fine BataTocls
7 - S IX-A | Data Validation
A B | € ) E F G H | ) Frevent invalid data from being
1 entered into A cell
|
2 | Far exan yOu LOUN et
3 |oinvanac o1 Nubels gieate:
than 1
& {
P [ You tan al:a tarce DUt 1o be
: | (hosen fioma dopdown lit of
¢ studant Nema Class Tel No Age | valuetyou spedity
7 Amirilyas - KA 4578630 13 ‘\} Prest 1 tor more help
L2 Fayyst knan X-C 6758733 u - i
5 Wuhammad Usman fiX-8 6076545 15
1 lavad Al X-C 09877 14
11 Tahirtvehmood  |%-8 2201874 i)
12 Rehan Alvl IX-A 7653024 15
13 Khalid Sohail KB £007442 18
) Bllal Saeed X8 7841455 u
13
15
R Y Ustof yalid entres
u 1A
13 1X-8
2 1X-C

Flg.3-87 Using Data Validation command

|
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Automatlon

’/ OfﬁG t
’:5 ::lck D: athe Dvahda“on
100mﬂ‘ d ! ata Tooly

pata Validation djq|q

(oUp
?,o)‘ ghown in  Fig.3-88 Wil

o’
the  drop-down  argyy

oK
‘ (;Il Allow heading and selggt
it
k the button on the right side

i
b gel w Source:

sel o the cell range that
atains the list of valid entries

hck OK to apply validation.

ps another example, restrict
zia €n ntries N the Age column to
o between 13t0 17.

A select all the cells in Age
column without the column
header.

9. Click Data tab on the Rlbbon

3. Click Data Validation command
in the Data Tools group. Data
yalidation dialog box  will
appear.

4. Click the drop-down  arrow
below Allow.

5. Select Whole number from the
menu as shown in Fig. 3-89.

6. Enter 13 for the minimum value and 17 fo

7. Click OK to apply validation.
Protecting a Worksheet

When a worksheet iS protec
cannot be made.

The following are the steps to protect

‘-;A._'Q’_‘,',-/.:[ Cancel |

Data Validation

1281UNngs §| Input Message I Emor Alert |

Fig.3-88 Data Validation dialog box

Validation aiteria
A“Ut\

ted, other users can

,L.———,_...*

‘Clwﬁl'

= }

(Wrdenumber |7 ) Tgrere ik

D hnd: ﬁ‘léiéd!mqesbuﬂ che o:llsnu':h tha same stings

=

e —

/7:3

| Fig.3-89 Data Validation dialog box

rthe maximum value

a worksheet.

only view the information in it but chang 2

_’_’J———ﬁ____e“_.zﬁx
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CSAgtomat
Rib roup o
tab changes 9
1. Click R.ths qmand in the
tor 8 passWOrd e nd click
3. En oword 10 confirm @
r
4. Reenter pa ovent changes to the entire Workshegy
jocking Cell 4 notlike to PF want to all " hey
Unio erWOUI — 'OW other us sser’ha
] changes in WOrkshee, dtomakz
A prevent changeg @ titlata by
wx I formul.as. For this, Unlogy tf;s ang
;,:;: s Cmﬂjg! in which data edifing ;g © gy,
i s roefctunt OO || allowed. to
formedss
m;";:;:.fw) f ? :
\ The fO"OWIng are the
| unlock cells. Steps 1,
| 1. If your worksheet ;
! heet IS prOtect

click the Unprotect g

command in the Chan
group on the Review tab. o

Fig.3-80 Format Cells dialog box

||| 2. Select the cells YOU wan
; unlock.

! 11 3, Press Ctr+1 to ¢

| e pen e
{ Cancel .

| A & ]l e J]|  Format Cells dialog box and

click the Protection tah
shown in Fig.3-90.

4. Click the Locked check box to remove its check mark and click OK.
5. Protect the worksheet as explained earlier.

Conditional Formatting
Excel provides commands to apply formatting to one or more cells based on the value of the

pell. This is known as conditional formatting. User can apply one or more rules to cells such as
if the value in the cell is less than 33 then color the cell red. The advantage of applying sueh

rules is that the user can easily view which cells have value less than 33.

. ¢ ——— e — i i"
-;_-,;ME:_N e C D | F e | n 1| The following steps 'wm
Lntuameg g ™ P Chem  eg uaw 1| color the text red with
3 avedkhan 4 :: 352 “ & & 47 red background in ¢

| :
4 Mk 2 g BB . 35| that have value less t
3 Waseemabbas 45, 3% 51 4 3 _ «sheet s°
6 ' Nouman Al 3 ¢ 35 52 63 sg| 33in the worKS

$.2 B g 13| in Fig.3-91

g Fig.3.91 Result sheei of students

_.‘\A
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tom
, ofﬂ cells 10 which you want tg
th CO f
o Nditi M
#° jome tab on the Ribbon, "alformatng,
N (lrﬁk G |onal Formattlng cOmm and in Sty
| |gh|'9ht Cells Rules as shOWnl tyleg S group 1
ew el — "Fig39, open the drop-down menu and
! ‘ "" |
B Ty EU b
E‘A,mi FG::at C:I/ :‘(U j }:L] L Ay
far:adamns «las Table - Styles dond Delte. Formy dtns L
- T L ess Than command
H =

;J;_!; Highlight Cells Rules »

,"'..l

-‘ :—ﬁLJJ Top/Bottom Rules | y |1

I H

1) New Rule..
al
</

Clear Rules

|
|

2,

i

IManage Rules..

ﬁreatzr‘ry

_ilj kess Than,,

3 f
Data Bars ' LS Between,, r
l ;
C §
S| Color Scales ’ EJ EquaiTo.., ’
| 14 r:.n
f‘:l Jcon Sets | _L"ICKtthatConhlns.

. E; A Date Occurring,

Duplicate Values...

| ‘ MoreRules

.Fig.3-92 Condltlonal Formatting

4, Select Less Than in the submenu.

| 5, Enter 33 and select Light Re
| failing marks in red color with light re

6. Click OK to apply the formatting.

d Fill wnth Dark Red Text in Less Than dialog box to view the
d background as shown in Fig.3-93.

j' — T g —— i

A B PR B o [g S e Qiat)s a3l
1 Student Name Math§ ‘/C'Jr;\p phy  Chem Eng  Urdu sl
2 Afzal Ahmed e R R R a7
3 laved Khan g % B 2 39 :i ::
4 AliHaider Hox °© 3 :: 5 »
5 Waseem Abbas 6 B ¥ i: 2 ~ 2

& Nouman All /L’L/g—/f

fter condltlonal formatting

-
-

Fig.3-93 Worksheet
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3.3 URDU EDITOR TR Ay

3.3.1 INTRODUCTION TO INPAGE URDU EDITOR
Inpage Is widely used Urdu language editg

LW " { M intrg

b ] 1994. It runs on Windows operating system anq s Uogy N

, ;aqsh’:::;!mw . | creating documents In' Urdu/Arabml !anguagesl etc, |1 o ”?eq o
-.:x?mm.q.mwm.my the standard formalling and editing tools availabg OVidgg 4

; t&";"é‘m | processors used for creating documents in English, It i in Worg

| Wacrosoh Wers leam and use. Inpage allows user to create de Se.asy \

L Oerd documents such as letters, reports, books, Magazineg i a”ety "

and brochures in Urdu. Urdu word processing is g, i “Papery
MS Word. That option may be useq. Next year yo may lanlable i
Word Urdu using the language bar in windows 7 onwarg ®am Mg

.:’0‘7: l '-»;f-"f" *- | Opening the Inpage Program

Fig.3-94 Opening Inpage The following are the steps for opening the Inpage Progr
Program m,

1.Turn on the computer and click Start button,

2. Click All Programs.
3. Click Inpage 2009 Professional to display the submenu.

4. Click Inpage 2009 as shown in Fig.3-94. The opening screen of Inpzs ~ will appearas s

iy - o
in Fig.3-95. .
Titte Car ~ Menu Bar Formatting Toc! Bar +o..ontal Ruler
B Fie Eor vew Fommt lner Symboh Uniives Lyfuage Window Help .
T o | | O 1 SN L we—
' W zz‘fl—‘ — I :J m[-,w‘- ﬁcoIL ':" “.,' —1; —r ——

i
1
]
L]
| |
4

Paragraph
Align
Tool Bar

- Document Window
Graphical |=
ar

Shapes 1
Tool Bar &
al |
/ ‘& | -
=al :__
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mns

Edlt to open
1- Edlt pull-down

menU

? aClick’
' preferences 0

open the submenu
and select
Keyboard
preferences as
shown in Fig.3-98.

3. Select a keyboard
from the Keyboard
Preferences
window shown in
Fig.3-99 and click

w in the pull-dowy
5hown in Fig.3-96,

cl,ment window wij
N 51 @ shown in Fig.3-97,
e

ne Page: Margins ang
setting and click

Clear i
Select AN G
Find and Repiace _ Q!H-
Top Mest
= Send To Back
‘ Bring To Front
Lock Guides
Story Editor 5, R £
~ Dile}e Fage.. A+ Del
|8 "d!{;’ga o S Application.. AR+
1 Documens. CuieFLl
f Typographic.. al
Y Stocy[d?tor...___ % TS
| Keyboand Preferences..
1 1

" Fig.3-98 Selecting a keyboard layout

Keyboard: [Monotype®
Morolype® Keyboad (View)
= Enable Sindhi [~ Eneble Push

—] |
Cancel |

e ]

Fig.3-99 Keyboard 4

,efereni:é’dlalag box to gglept
keyboard 2

id
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OK. User can also view the ke

yboard layout as show

- u
n in Fig.3-100 by clicking the » t?N a,

N

3 OffICe A

option.
/.
Monotype& Ktyboard (View Only) T T
r—ran e ol &
e g (PR - &
. .‘J’ 7 -
-fHu" P & AL 0 (F
=17 & ¥ U | {
fE R & 2 & ,1’ :on
- e;}riual";;)s’ Ou.b';:. L' '
e /DfF}GF‘H"“J" A
E:gl: rod,"_éfgg Jhot ekt &F
QC,A' LB \[’N'QMI""<V>
Shift T}c-av;bjnjm_), o,
(a)

[ Phonetic Keyboard (View Only) 4 E
PP kPl o rP ol 97 2P AP 3P o - 5hie!
5O ":’-.'e'f.,_".)‘t oi’\éu gl o alp ,:,,‘[ rfl 3

cos (FEP PP SF VB EH D PR EL BF 1 =
Lock a,s‘/dbf-g “th < \-,- .g Enter<- | |
Shit 2 B Y I Oy P ¢ ] |
: zf}x;}cGVl’bL_;nUm? ¢ "”025 Shift &
i |
(b)
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@ 5 Office Automation_

oning 2 Document —
,, Clck the File tab, R e S
. ' : \lnh: a0 Tau b PP ;.
. click Open. The Open Dogygy, dialog | e i
box shown in Fig.3-101 wj appear og || W s
: , Downloads - Shorteut
3 gelect the document ' ﬂ!h }'“'*_8«
4. Click Open. ‘ ’] T | a
an Urdu document prepared iq — Ll s 5o (o=
pwgram is shown in F|g3-102 ;""“M‘! [P wPage Fies Crp-r0) =] Cancel l/

wii *ice

R g K B PN P ER FE L P S s AP LI N By
AEINE = RSRSEA_T YA LS S S S T U ey A
o E LA T AL AS s o U T B 3 GRS Tt St 7
NS TSt Bl PR T e enAfi S a2 KU A Teun
RSOSSNy [V e ywu@‘_il.g_d‘{d/.surtﬁ»k)ﬁé

RZA ]
Fig.3-102 Urdu document

Saving a Document
1. Click File tab. @sovcoamenss T
2. Select Save or Save as. Save Document | sxein: [ Destor Kl = i:

As dialog box shown in Fig.3-103 will | , _ s

appear. = )| System Felder
3. Select the folder where document is to be h Sojed

saved. Ve T ~
4. Give a file name to the document. UL Compuer . x
5. Click Save. Feame:  [FEEEE

ashype: v Cancel

3.3.3 FORMATTING DOCUMENT | == et 3 o |
Copying or Moving Text Fig.3-103 Save Document As dialog box

1. Select the text to copy 6r move by dragging the mouse pointer. The selected text will be
highlighted. e

2. Click Edit to open the Edit pull-down menu as shown in Fig.3-104.

3. Select Copy or Cut.
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SRR ‘.30

4 Posmon the mouse pomter at the location where the text is to be COpled OF moy A"‘%
5. Open the Edit menu and click Paste. ed g,
\

e
h@mmmmmwﬂm’ﬁ,

N T Tt ki row—e" J-:—:' :: .
ca e —
Lo Ol
Fave Yracit
Tow ¥
o ~
Sea 8 .
Rt ond Depiecy. et
vy Ll <LK
:-.!'.: u.‘? 1:;3"{' M ) vi"u“’-ﬂ-'&"bv)d”"?’f’”" “‘Zafb d’}"’”v"-‘
e : VRV LA S ALY [ R S 3 d
| BE B S QN AR (e O AUty /)
| .
f °ﬁ’{~ IS mt.%ﬂ
i
\

Fig.3-104 Text selected for copying

The shortcut commands Ctrl+C, Ctrl+X and Ctrl+V can also be used for Cop
Paste respectively. PY: Cut ang

Inmmmmmmwn \‘ﬂndvn an : B —
S T ~ B ,:}“»r"_- R - e
S e ] S I EOag
GO e, w0, [ED 100, W, W g e —,
| 4 0 3,
= | FBr ARGt e SIE gt 8 ww# F)
< 3 o 3 , B - I ‘ ‘e\
uj ;A!:’C‘J'J“":‘”V =2 ‘ Loy - X}U'w-—g“ ’-r-v.”“% (\4
L'f ] ‘I"\;{E"VU ﬁ&va‘@“p‘fg_)l a3 "";"ss{.'tts_é} \{I) ;\‘?L&‘

o

; -,W&):Wwﬁv WA ¥, /d M3y Tkl 2 W'm\;u "3 "fﬁ"
= L AR Tt fis Jl; wl‘ i w, 253 \‘J ’iv e-.é/;ﬁ'ééf'ﬁ

- o e ufu*.ff-@.unu‘&-*-_:éya”m I dpdsa em;s’»w@
g A A #
tf?;cye*r;?w\a‘w

e Fig.3-105 Document after copying the text

A
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ote text, select the text as shown in Fig.3-10 b

37 o5 the Delete key. y dragging the mouse pointer and
e’

f ———‘rn:—lrﬂ" e TR Trvre
wmww s, A, L m.nu. . SRR Sl st i L Gl o
B o o : R
' 'r‘m F—’ L ke 7 | 1
i 1 L Y

"‘li"f'! 3B =
“AEh ‘-., -

o % x - ’ » 40 sV at ‘
r -;fw)f'-‘,g.vﬁ.f“\iwnsf’%mf&wy'»7 WA | ,
..'.;.:‘Llé?ifi;uu/::/'\fE’,‘;r&’{g}(ﬁ;ﬁ%L:..':JW d ' il

S e

4 (
I‘?' !
ELEY ’
1] |
52
L3

'x . .-:I
i _-—‘—-v—';
B s e Ejr;’;.; ey e

Fig.3-106 Text selected for deletion
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* Fig.3-107 Document after deleting the text
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¢ hanging LM‘Q"“Q"
The following are the stens for changing to English language.

1. Click Language in Menu Bar as shown in Fig.3-108.

o —— e

2. Click Togale Languagqe.
3. Perform the séme steps to return back to Urdu typing.

Language Menu

Lelie g, Al %
._,_'Uu‘ i "J"’er u/t'dv p‘r}’p('f.f

Jr:_u“v.gl C

v'L

Sy uugj LS UUJUH}" c.dld/-c

-c._JL

s = A%, ; FigJ\ —~ = —

-3-108 Changing Ianguage :
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yrduFont Type  English Font Type

" Beld

119

[talics Font Size

e

- ‘lnse" $\m!:¢|s Uthlm ng-.uqclmza
: r-'rl‘) T

Lo

formatting is shown in Fig.3-110.

InFege - [Qund Saidd ingl

]FT“"’UJ
P M\:\:‘muu v”.,, " ™ i mats
LY N .J[i_{!l:h i l e
Text Color \
Space Between Hm“
Characters Length of
Characters

Fig.3-109 Text Formatting Tools'
Select the text and apply the appropriate commands given in Fig.3-

109. Text with different

EA Fie B4t Gies Fomat (nset Symbels UKiike:s Language indce m

N L T o T L T R e e
EEEEEE feenasa: v WE f:l- e T
T eeo eW 20, a0y 180 160 TNy 120, LY Y o) ) )
‘. :

FETT R 1

100

—

anoa s

(Textin font size 24) U. f“ A6

(Text in font size 14) 5%)&.;‘9\»»’

(Textin Jameel font) 2\ )Baspxm\w.‘s

(Textin Sadat fort) Lo 3D =D nBos KB

WAL

(Text in ltalics and centered)

(Text with increased space between characters) & \ / & r‘y (A

(Text with increased horizontal length) .U- )L.. r‘bﬁ; >

d

Fig.3-110 Formatted text
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e, edit, format and print docuy
e

0 . i S — e P
2 ey parts
use of computer to creat

refers to 1he at is used for t .
is computer application software [ he Creatj,
is

Mg,

» Word processing
« A word processot
documents on computer.

Ribbon is located below the
and commands. it provides ac

document.
Page breakis a marker that tells Word prod
on a new page.

Section break inserts a new p

having any effect on the forma
rs o information that appears at th

Word window and it consists of tapg i
' 910y

ds that are needed while WOTking Ps
On

title bar of
3

cess to comman

ram that the contents which follow are o S
Car

age but it allows the user to change the page format Vit

tting of the previous pages.
e top of a page and footer to informatig, i

« Headerrefe
appears at the bottom of a page.
ure in Word to create decorative effects such as shaqg,

WordArt is a text modifying feat

colors, 3D effects, changing shape of text; etc.
Hyperiink is text in a Web page or document that links to another Web page or anqther

place in the same document when user clicks on it.
Spreadsheet is a grid of rows and columns in which user enters numbers and text.
A workbook consists of sheets, each of which is called a worksheet. Excel opens workbo%k
with three sheets but user can add additional worksheets if required. '

Relative cell address means when a formula is copied to other cells in Excel, the cel
references in the formula change to reflect the formula’s new location.

Absolute cell addressing keeps a cell reference constant when copying a formula or

o
{

function.
¢ Achartis a used to represent d i
: ata graphically. It helps i i - gl
of the meaning of data in a worksheet. y ps in explanation and communication

¢ Filtering data i i :
i vjlidatio:fans displaying only the information that is needed based on a condition.
IS Us
ed 1o control the values or the type of data that user enters intoa cel

* Conditional formatting me
ans applyi :
the value of the cell, PPlying a particular format to one or more cells based 0"
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elec he best answer for the following MCQs

o of the following software is used for creating professional doc
uments?

i
N Spreadsheet Software B. Word processor

. Typing Tuter D. Both A
i which Of the following tab of Word Ribbon cor;tains Cli al:d ;
\ Page Layout el pboard group?
c. File D. Home
i, BY default how many tabs are there in Word Ribbon?
A. 1 B.8 .
c. 9 D. 10
iv. What is used for creating decorative effects in Word?
A. Paragraph formatting B. Text formatting
Cc. Page formatting D. WordArt *
v. Which of the following tab contains the commands for creating charts in Excel?
A. Home B. Formulas |
C. Insert D. Data

vi. Which of the following command in Excel allows the user to view only certain dataina

worksheet pased on a condition?

A. Data validation
C. Conditional formatting D. Data manipulation
vii. Which of the following command in Excel restricts user from entering wrong data in cells

ofa worksheet?

A. Data yalidation

C. Conditional formatting
viii. Which of ine following command is used to ap

on the value of the cell?

A, Data validation

B. Data filtering

B. Data Filtering
D. Data manipulation

ply formatting 0 one or more cells based

B. Data filtering
D. Data manipulation

: Conditional formatting
ix. Which of the followind shortcut keys are used for pasting selected text?
A. ctr+C B. Ctri+X
C Cirl+V D. Ctrl+P
d changeés to a right-pointing arrow, which

ointer is at extreme left an
in Word to select the entire document’?

of the following command 1S ' '
A Doub\e-click B. Tnple-chck
' D. Shift+Single-click
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Q2. Write 'short answers of t

Q3. Write long answers of the following questions.

. Differentiate between rela

he following questions. e i
processor? Write some advantages of it over 3 Ypewr §_t|%
s of documents which can be prepares in Worg

Differentiate between page break andl section greak_

Why header and footer are important Ir'l a Wor CfOCUm'e:nt?

What is the purpose of control buttons In Word?wmdow_

Why hyperlinks aré created in Word document?

Name any three areas of application of Excel. |
tive and absolute cell addressing in Exce|

What are the advantages of protecting an Excel worksheet?
How graphical representation of spreadsheet data can be helpfy| i

What is a word
Name any three type

Which shortcut keys are used in Word to move cursor to the beginnin
top of the document and end of the document? _

Write the mouse commands used for selecting various items is a Worgq do
single word, sentence, paragraph, etc.

9 Otline, eng n
nel

cument Such &

iii. Explain text and paragraph formatting in Word.

Describe the Paste Special command used in Excel.
Describe how functions are used in Excel with examples.
Describe how formulas are used in Excel with examples.

52 | Lab Activities

1. Type the following text and apply the commands given at the end.
COMPUTER ETHICS

Computer ethics is concerned with the moral guidelines for the ethical use of computer
technology. It emerged with the invention of computer. It specifies what is right and what

is wrong when using computer technology. The following are some important points of
computer ethics,

Computer should not be used to harm other people
Computer should not be used to commit any type of crime
Computer users should not create computer virus

a.
b.
C.

Center the title and make it bold
Apply font size 16 to the title
Justify the paragraph

.16
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i tomallon

] ) .
\ g, 9‘““"dérnne and bold the words Computer ethicg® jn 123
/1  talics and bold to the words “com
0 A oy pullets to the last threq lines
AP
f

& weekly timetable of yoyr class i d ang
re? ‘ \ give fitlg o Itusing wo dA
) Jte the following worksheat in Excel and calgy s
cre AlCulate Sum and ay
o s ®rage using
for S
S s
; lUarter * 954
S.No. | Expense Jan | Fep ] M e T&;J
SN L gy ar ofal | Ay
1. | Salary 87000 | 102200 | Ry b
0| 102400 113800 !
2. | Rent 2500 | 2500 | 250 o
5| ites o0 T T +— |
tilities 3250 3500 3080
_\\\\\\N
4, Transport 7830 | 6885 8940
5: Miscellaneous 4500 | 6708 7740

4. Create a column'chart for ex

|
Penses in the months of January, '
for the above worksheet.

February and March

5. Create the following worksheet in E

the range 0 to 75. Restrict data entri
using data validation command.

xcel and enter marks in the subject columns in
es in the subject columns to the specified range

SNo. | Student Name - Mathematics ‘Physics | Computer '(_fhemistry'_
1. | Abrar Nabi
L 2. | Mumtaz Akbar
| 3. | Muhammad i \
| 4 | vaved Achtar \ \
L o) \ Afzal \ \\ \ k
\

| 6 | Musim Khan \ \ L

6. Write a leave application in Urdu using the Inpage Urdu editor.
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;, Receiver, Messad
and Transmission Medium)

d
n message delivery: accuracy a.n
m of a good communication

system

Describe synchronous and asynchronous
transmission

« Differenticte  between
unguided media
Describe guided media (twisted pair, coaxial and fiber optic cables)

Describe unguided media (radio waves, microwave, infra.red and satellite)

* Bxplain transmission impairments in communication media (attenuation, amplification, distortion and cross tak)

guided and

* Describe the use of communication devices (di i
ron (dialup modem, network interface card, router and switch/access
¢ Understand communicati i i
ication terminologies (data rate, baud rate, bandwidth and signal to nOise ratio)

* Use appropriate form ‘
ulae to determine the characteristics of a communication channel

commonly yseq System is astapr:
. s : .
Communicatioy, evicestaba:::j]ed' This unit describes the functions °
fransmission ' ol
media that allow
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communication

{

s communication is th ATA COMMUNICATION e
- Snaesiooldats between two points. A data communication

40 is a collection of hardware and software g
sycati on to another. rranged to communicate information from one
4

1.1 BASIC TERMS OF DATA COMMUNICATION

he following terms are associated with data communication
o Data |
« Data transmission

Analog signal

« Digital signal

pata

Data means any types of raw facts and figures which can be provided as input to the
computer for processing. Data can be in the form of text, sound, graphics, image or video.
Data transmission

Data transmission means.sending information from one place to other using computer
networks and data communication systems. In :

computer technology, it means sending g
streams of bits or bytes from one place to

ta
another using copper wire, Fibre optics, satellite l/\\j/\\j/\ /\ [\ I\

communication, etc.

Analog and Digital Signals

A signal is a variation of physical quantity
with time. The physical quantity can be
temperature, pressure, rate of heart beat, etc. P
An electrical signal is a change in voltage or [
current with time. Electrical signals can be _ Time
divided into two main types, analog and digital ® J
signais
Fig.4-1 (a) Analog and (b) Digital Signals

» A

Analog signal is in continuous form. It varies
continuously within a range as shown in Fig.4-1(a). For example, sound is an analog signal.
Analog transmission uses signals that are exactly the same as sound waves. .

Digital signals are not continuous. They switch between two discrete, low and high voltage
levels as shown in Fig.4-1(b). In digital computers, low voltage level represents binary 0 and
high voltage level represents binary 1. Information represented in dis.;it.a| form can be easily
transmitted by series of “ON" and “OFF" signals by pulses of electricity. A pulse “ON” can
represent 1 and the absence of pulse “OFF" can represent 0.
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é"f_j 4 Data Co \

- ‘“ e M
= \TS OF A COMMUNICATIO SYSTEy, "y,

: ONENTS/ELEME
4.1.2 COMP lowing five basic components as shown , -

on system consists of the fo

Communicati 9.4.2‘
» Sender
« Receiver

« Message
Transmission Medium

« Protocol
<~ (3) Message g
&‘ e (4) Transmission Medium
. (1) Sendex

Q) Recaver I

T (5 Protocol
.2 Components of a communication system

Fig.4
ds the message. In other words, it is the source of Mesg
dage

Sender: It is the device which sen |
handset, etc.

that can be a computer, telephone
Receiver: It is the device which receives the message. In other words it is the desting

message that can be a computer, radio, telephone handset, etc.
Message: It is the data to be transmitted. It can be text, graphics, image, sound or videg,

Transmission Medium: It is the physical pathway (also known as channel) over which the
message is sent from sender to receiver. Some examples of transmission media are coayiy

ion of

cable, Fibre optic cable, microwaves, etc.
Protocol: It is the set of rules between the two communicating devices that governs the process

of data communication. Without a protocol, two devices may be connected but they cannot
communicate with each other. '

4.1.3 CHARACTERISTICS OF A GOOD COMMUNICATION SYSTEM

Following are the properties of a good communication system.
Delivery

e bData cqmmumcation system must deliver the message to the correct destination. Message
st be received by only the device or user to whom it is sent

F = oo f
is addr:;:::n':"::? , when e-mail is sent to a person, it is received only by the person to whom
- Ihis Is managed by the protocol used in the data communication system.

Accuracy

System must deliver the me '
: _ ssage accurately withou ‘ ect data 18
transmitted by the system, it may not be usable by J] - reCei\:e?ny change. If incorr

A“\q
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is transmitteq ove

S is ensure

celf nication system, d by the protocol used in the data

ommt!
Time"ness

The system must deliver the data without significant delay in a timely manner. It is very

important in real time transmission such as video conferencing that video and audio are delivered
a5 soon as they are produced. Data delivered late may be useless.

Some real tlme.systems require immediate transmission of data within limited time. For
exar 2, acomputerized real time system is used to monitor the temperature in an oil refinery.

If the ieinperature is getting too high, it must be transmitted immediately otherwise there can be
an explosion.

4.1.4 ASYNCHRONOQUS AND SYNCHRONOUS TRANSMISSION MODES

Asynchronous and synchronous transmissions are the methods by which characters are

transferred between components within the computer or between the computer and an external
network.

Asynchronous Transmission

The transmission mode in which time interval between each character is not the same is
known as asynchronous transmission. This is shown in Fig.4-3.

* In asynchronous transmission, each character is transmitted with additional control
information. Control information consists of additional start and stop bits. Start bit indicates
that transmission is about to start and stop bit indicates that it is about to stop.

e Start bit is generally O and stop bit is 1.

o Between the start and stop bits, the bits representing a character are transmitted at uniform
time intervals.

» Asynchronous transmission is slow because of the additional bits transmitted with each
character. It is suilable for low speed connection between system unit and keyboard or
mouse.

HaE

Time -_—

Time berween characters is varable

Fig.4-3 Asynchronous transmission

e i

ra long distance, it may get corrupted due
correctly received at the destination is
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Synchronous Transmission

The transmission mode in whi bty
is known as synchronous transmission.

us transmission, there is n

d 1s is transmitt
4 recognizes the ©

etween the characters is always ™
is shown in Fig.4-4. €5, o

o control information added with the Charag 4
er

« In synchrono od as one long stream of bits. The reCeivg,

« Data consisting of 0s an haracters. (lounts

the bits as they arrive an

s
« Synchronous transmission is faster th?:r : .
require extra start and stop bits. There

computers in computer networks.

—— D
1 s FLEALE o H <}

/ Time ————»

Time between characters is constant

ynchronous transmission becayge g

it is used for fast data COMMunica Ogy o
lOnb Oty

Een

—

Fig.4-4 Synchronous transmission

4.2 TRANSMISSION MEDIA

Transmission media provide the means by which data travels from source to deStlnatmn
In other words, it is the pathway for transmitting data.

4.2.1 TYPES OF TRANMISSION MEDIA
There are two types of transmission media, Guided Media and Unguided Media,

4.2.2 GUIDED MEDIA

Guided media uses cabling systém that guides the data signals along a specific path.
Different types of guided media are twisted pair, coaxial cable and Fibre optic cable.

Twisted pair cable

Twisted pair cable is the most commonly used cable for
w It consists of pairs of copper wires twisted
around one another as shown in Fig.4-5. The purpose of twisting
the cables is to reduce cross talk and electromagnetic
interference and make the transmission more reliable
Telephone cable consists of two twisted insulated wires:
Computer network cable consists of 4 pairs of twisted cables.
Transmission speed of twisted pair cable ranges from 2 milion
bits per second to 10 billion bits Mnd

s -

L

Fig.4-5 Twisted pair cable
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L'./‘xia| cable

i television systems. It consistsof Gopper e
; Md_by_msulaﬁ\nm The insulating layer itsel?
s surrounded by conductive layer as shown in Fig.4-6
jnsulation reduces interference and distortion:
TM ranges from 200 million bits per

| coaxial cable is used for local area networks and

second to more than 500 million bits per second. Sy
Fibre Optic Cable Fig.4-6 Coaxial cable

Fibre optic cable consists of smooth hair-thin
strands of transparent material. In Fibre optic '
communication, the transmitter has a converter , Z.
that converts electrical signals into light waves. //
These light waves are transmitted over the Fibre :
optic cable. Another converter is placed at thé ! e
receiving end that converts the light waves back to == ‘

electrical signals. Fig.4-7 Fibre optic cable

A single Fibre optic cable can carry up to 50,000 communication lines. It provides high
quality transmission at extremely fast speed. It can transmit trillions of bits per second. It is not
affected by electromagnetic fields and can transmit both analog and digital signals.

Fiber optic cable is more expensive than twisted pair and coaxial cables. It is used for data
transmissio_g over long dislance. Fibre optic cable is shown in Fig.4-7.

4.2.3 UNGUIDED MEDIA

Unguided media signals travel through open space and nothing guides them along any
specific path. They do not use cables for data transmission. Unguided media can be classified
into radio waves, microwave, infra-red and satellite communication.

Radio Waves

Radio waves are electromagnetic waves that are propagated Ly antennas. Radio
transmission consists of a transmitter and a receiver. A transmitter transmits a radio signal to a
receiver which receives it. Radio waves are used to transmit music, conversation, pictures and
data. Data can be transmitted over long distance using radio waves. These waves are invisible
and undetectable to human beings.

The following are some applications of radio waves.

+ Radio and television broadcast as shown in Fig.4-8.
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i

d‘_"‘ »r.,‘ o 8
Fig.4-8 Television broadcast

s shown in Fig.4-9

Receiver

eae
' :
'l

Home

,%::_-—_'

W

Base Station1  Switching Center _ Base Station 2

Fig.4.9 Cell phone communication

« Radio-controlled toys as shown in Fig.4-10
» Satellite communication
o Wireless networks and wireless Internet

Microwave

Fig.4-10 Radio controjjeq car

Microwave signals travel through open space like radio waves. Microwaves provide much

Transmission Line

Antenna

- other

faster  transmission rate than
telephone lines or coaxial cables.
Microwave antennas are installed on
high buildings or high towers as
shown in Fig.4-11. The transmitting
and the receiving sites must be within
sight of one another. Microwaves aré
used for satellite communication and
long distance  wireless
communications.

/
Aaﬂié
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ofrer red waves are light energy that we cannot see, |t
o ¢ through space at the speed of light, It is used for short
trﬂ" ¢ communication. Infra-red waves are usually used In
2 ote controls for television, DVD players and other similar
® ces. Infra- -red wireless signals are disrupted by persons or
ects in between the transmitter and receiver but it does not
otinterference of other radio signals. It is also used in industrial,
clentlﬂc and medical appliances and night-vision devices. Infra-

d communication between television and remote control is e

hown in Fig.4-12, communication ‘
5

Bluetooth

Bluetooth is a wireless communication technology that uses radio waves to connect
portable e|ectrome dewces over short distance. It eliminates the need for cable connection on and
provides fast and reliable transmission. It supports nefworking of wide range of portable devices
that work on low battery . These devnces include mobile_phone, mouse, keyboard, wireless
speaker, wireless headset, tablet, laptop computer and personal computer. Laptop ‘computer
has built-in Bluetooth but personal computer can use Bluetooth adapter to communicafe with
Bluetooth devices. The most common use_of Bluetooth is connecting a moblle phone to a
wireless headset orto a Iaptop computer to transfer voice data. Bluetooth technology can
transmlt text lmage vmce a'nd V|deo ,

Satelllte

A satellite is an object that is placed in an orbit around the earth and revolves around it with
speed that is slightly faster than Earth's average orbital speed for communication. Itis a wireless
Receiver and Transmitter used for transmitting data over long distance at high speed. Ground
stations beam signals through antennas to satellites. Satellites amplify and retransmit the signals

Satellive

Signal Transmitted to Satellite Siznal Transmicted from Satellite
from Earth (Uplink) 7 to Larth (Downhink)

/

4

b S

'-’. s P
willing Ewih Reveiving Emih
“‘mé\t:ﬂ(: Slaton

Fig.4-13 Satellite Communication

\\\ .

e —————— .
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¢ kel OF SPaCE shutles and pree., g N g,
natches With the rotation speed of y, ezg i

gSION -+ com : i
424TRANSMl urduringdatim;(;irments. When a signal s | i

C H .
The rmor hat O(t:ransmiSSIOn odium, it may have different typeg

lle gtion MEC ™. ist '
aother & c?a Con’mumcau:cur due 0 imperfect ?ha(;aCthf e e
ansnitd O\t,se Impaif™® SOconsequence' the received and the transpiy, Sgng |
. aiments: . ga )
of Imp:::n tion med um. A ; Sal’e n()l ,
e icati i are attenuatj ' |
ways eSSy in communication e ton, MPlificaty
Thetypes O impairmer . ’d'stonion |
od cross talk
Mo the fall of signal strengtf with thi d|s:tance ? S Signal traygg throyg,
Attenugnor:n lzdia which is shown in Fig.4-14. If the attenuation is tog Much, the reCEIthe
ication ; o
wn;[:z?lbe able to detect the signal at all
ma

— Amplified signal | Amplification
bt Srenuated signal Amp g

o : . Amplification refers to strengthening
W w I\ of signal to solve the propjen o
| attenuation in data transmission, Ay

: amplifier is a device used in
— communication that receives wea

signals, amplifies it and then
retransmits.

Fig.4-14 Attenuation in data communication

Distortion

Distortion refers to change in shape or frequency of digital signal when it is transmited
ZYe' ? comm‘f"icaﬁ°“ line. Fig.4-15(a) shows the transmitted signal and Fig.4-15(b) shows té
Istorted received signal, Communication line delays the signal frequency by different amours
because different frequency Componfms
travel at different speed. Therefor.e, vanm::
frequency components of 3 si|gna| aes
received at different delays. This ©*
distortion in digital signals.

. (b)
M A
9.4-15 Distortion i, digital signal
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Cr0SS talk occurs in guided media. As signal is transmitted through a wire, undesired

' néls enter the path of the transmitted signal due to electromagnetic radiation. It is caused

59 quse Of putting several wires together in a single cable. Sometimes, user can hear another

pec ok i
Conversauon |r? the background when talking on the phone. This happens by the coupling
petween wwo wires that are close to each other,

4.3 COMMUNICATION DEVICES

A communication device is hardware that is used for transmission of information from one
place to another between computers and other devices.

-

The following communication devices are commonly used in computer networks in data
communication systems.

« Dial-up Modem

o Network Interface Card ' ‘ ‘

« Router e |

« Switch/Access Point

i FOR YOUR INFORMATION. 3
' The first dial-up modem was built in 1962. It had

~ aspeed of 300 bi‘ts.'[pgrfsecond. SIS

Dial-up Modem

(Dial-up ~ modem  provides Internet
connection through telephone HneQMaximum
speed of Dial-up modem is 56 Kilobits per
second which is very slow. It is being replaced
by faster DSL connection for Internet. A Dial-
up modem is shown in Fig.4-16.

; (A telephone line is used for voice
transmission which is analog signal. A modem
converts digital computer signal to analog form
for transmission over telephone \inﬂas shown
in Fig.4-17. This process is called odulationg
Another,(modem at the receiving end, converts
the analég signal back to digital form which is
called demodulation. Modem is abbreviation of
Modulator-Demodulétor.\)

i DO YOU KNOW? Earei )
“Wireless network card provides an easy way t_o
create a wireless network put it is slow and less
reliable than wired network C?[q' ‘

Fig.4-17 Transmission of data using modem
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Network Interface Gard

A Network Interface Card (NIC) or slmply network card Is use? to ‘;;’”L’te‘:t Compyt IS

----- together to crea e computer netWO,k

makes communication betwe,

computers possible. It is a card tha at jy
installed on the motherboard. In mq de
computers, it is integrated op the
motherboard. There are two typeg
network cards, wired network carq an
wireless network card.  Wireq

en

and -
(a) Wired Network Card (b) Wireless Network Card | wireless network cards are shoyy, i
Fig.4-18 Network cards Fig.4-18.
Router

Router is a communication device that is used whep two
networks have to be connected for communication. They sep, d
information from one network to another by selectlng the bESt

pathway available. .There aré o 0 3
ters i.e. wired | loca area ne 0 (LAN)usa
t ypes-a- 1o, ,.;jcomputer network: Within ‘ﬁ,

er |-
and wnrelessf. A \A{lreless rout. "__..{small geogl'aphlcal area SUch*
is shown in Fig4-19. ThiS | aq '3 home, school, computer
router is used to connect wireless devices such as laptop | :,;Iaboratory, office bu1ld|ng :
computer and mobile phone to Internet. - group of buildings.” - =

Fig.4-19 Wireless router

Switch and Access Point

A switch and access point devices
are used for connecting computers
together in local area network (LAN).
Switch is used in wired networks

' whereas Access point device is used in
wireless networks. A Switch or Access
point device receives information from
a computer in the network, inspects it
and then transmits it appropriately to

() Switch (b) Access polat the destination computer. A Switch and
; an Access point devices are shown in
- Fig.4-20 Switch and access point = Fig 4-20

4.4 COMMUNICATION TERMINOLOGIES

Communication Terminologies refers to terms or words that are related with data
transmission or characteristics of communication channel.

A
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4.1 pATA TRANSMISSION TERMlNOLOGIEs e e e A,
the following terms are used t i
transmiSSiO“ ieiia Suich i hhine |?ned,it§;r;]i;]|e the data transmission capabilities of a
D i cable, etc.
. Baud rate
o Bandwidth
o Signal to,Noise Ratio

pata Rate

e A e St

Data i H . |
-anot(wer\ i ir:tee:\S th"e speed Wlth. Wh.ICh data can be transmitted from one device to |
<soand \LThe gbbera' y.measured. in Kilobits (thousand bits) or Megabits (million bits) per
- The abbreviation kbps, is used for kilobits per second and mbps for million bits

. per second.)

Baud ARate

Bal{d is .the rate of change of electrical signals per second during data communications.
An electrical signal can have two or more than two states to represent binary digits 0 and 1.)

If an electrical signal has two states to represent binary digits then one state represents

binafy 0 and the other binary 1 } In this case the baud rate and the number of bits transferred per
second (data rate) are the same.

If an electrical signal has four states then each state can repreéent two binary digits'_For
example,[the' analog signals generated by modem can have four voltage levels such as 1, 2, 3
and 4 Volts)There are four states of analog signal one for each voltage leveQThese four voltage

levels can be used to represent 00, 01 i 10 and 11. These will double the bit transfer rate.
Bandwidth '

‘Bandwidth describes the overall data transmission capacity of a medium or chann \ It

\ el
represents the amount of data that passes through a network connection per unit of tir§e.
( Bandwidth is also measured in bits per second like data rate.

Signal-to-Noise Ratio

Signal-to-noise ratio is the ratio of signal power to the noise power that causes errors in
data transmission. In other words, it means the ratio of useful

by noise over a-transmission medium. The measurement of Signal-to-noise ratio defines the
data transmission quality of a communication medium. If a transmission line has Signal-to-noise
ratio higher than 1:1 that means more signal transmission than noise

4.4.2 CHARACTERISTICS OF COMMUNICATION CHANNEL

data transmission to errors caused

The maximum number of bits that can be transmitted over a communication line is a
characteristic of transmission media. If more bits per second are transmitted than the line is
capable of, some information will be lost due to transmission errors.
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The baud rate can be calculated as:
Baud rate = Number of signal ch

The baud rate and data transmi
the same.

anges per second

ssion rate measured as bits per seconds gre Not Al
Ays

a transmission line that uses modemiis 28 kbps, Ifthe o -
inary digits 0 and 1, then the Baud rate and datq rale Icy)
resent 00, 01, 10 and 11 as Mentionggy the
Data rate will be calculated as: earller,

For example, the Baud rate of

i entb
signal has two states to repres
same. If the electrical signal has four states to rep

i e.
then Baud rate and data rate will not be the sam
Data rate = 2 x Baud rate = 2 X 28 = 56 kbps

Key Poiﬁis

_ iagi i ation from one locatj
Data communication refers to transmission of |nform‘ ation tg aNothe
using copper wires, Fibre optics, satellites, etc. ‘

« A data communication system is a collection of hardware and software arangeq 1,
communicate information from one location to another.

« Analog signals are continuous. They vary continuously within a range. Analog transmission
uses signals that are exactly the same as sound waves.

« Digital signals consist of binary digit 0 and 1 to represent information. These signals are
transmitted by a series of “ON" and “OFF” signals by pulses of electricity or light. The <y
signal represents binary 1 and “OFF” signal binary 0.

* Transmission medium is the physical pathway over which message is transmitted from
sender to receiver. '

» Protocol is a set of rules between two communication devices that govern the process of
data communication. '

 In asynchronous transmission, time interval between each character is not the same. Each
character is transmitted with additional start and stop bits.

* In synchronous transmission, time interval between each character is always the same. It
does not require start or stop bits,
» Guided media uses cabling system that guides the data signals along a specific path.

* Unguided media signals travel through o

Pen space and nothing guides them along any
specific path, : :
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. nter the path of the transmitted signal due to
electromagnetic radiation.

» ANetwork Interface Carg (NIC) is used to connect computers together to create computer
network and make Communication between computers possible.

networks.

* A switch is used for connecting computers to

gether in wired local area network whereas
access point connects computers in wireless local area network.

Q1. Select the best answer for the following MCQs.
i In which type of data transmission start/stop bits are used?
A. Synchronous transmission

B. Asynchronous transmission
C. Satellite transmission

D. Microwave transmission

In which of the following transmission, the time interval between the characters is always
the same?

A. Synchronous transmission B. Asynchronous transmission

C. Satellite transmission D. Microwave transmission

iii. 'Which of the following transmission media uses light waves for transmitting information?

A. Coaxial cable B. Twisted pair cable

C. Telephone line D. Fibre optic cable

: A
iv. Which of the following is used for short distance communication’

. Microwave
A. Radio signals B

s mimcereiine

A —
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' C. Infra-red

1 of the following impairment the strongth of signal falls off with distapq, N
v. Inwhich©

B. Attenuation

istortion
A. Distortt b. Nolse

C. Cross talk

vi. Which of the following im
transmitted signal duetoe

pairment refers to undesired signals that enter thg
lectromagnetic radiation?
B. Attenuation

Path of the

A. Distortion _
D. Noise

C. Cross talk

Vil Which of the following device is used for connecting computers together in Wirelagg loc
- a

area network?
A. Dial-up modem B. Roluter
C. Switch D. Access point

viii.Which of the following device is used for connecting computers together in Wired locg|

area network?
A. Dial-up modem B. Router
C. Switch D. Access point
ix. Which of the following device forwards information from one .network to another p
selecting the best pathway available?

A. Dial-up modem B. Router
C. Switch - D. Access point
x. What represents the overall data transmission capacity of a computer network?
A. Data rate B. Bandwidth
C. Signal strength . D. Baud rate

Q2. Write short answers of the following questions.
I.  Differentiate between analog and digital signals.
ii.  Why digital signals are used in computer systems?
il.  Name the properties of a good communication system.

Iv. lee.any three reasons why guided communication medium is more reliable than
unguided medium. ‘ ‘

v.  What is meant by transmission impairment?
Vi. Differentiate between attenuation and distortion.
vii. What is cross talk?
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‘v"" What is Dial-up modem'? Why is it used?
~ Define data rate and baud rate.

s, Define bandwidth.

q3. Write long answers of the following questions.

139

i,  Describe the components of communication system with the help of diagram

Explain Vasynchronous‘ and synchronous transmission modes with examples
“iii.  Describe the following guided media.

a) Twisted pair cable
b) Coaxial cable

c¢) Fiber optic cable

iv. Describe any three types of unguided media.
Describe the functions of the following communication devices.
a) Router

b) Network Interface Card (NIC)
c) Switch/Access point

@ Lab Activities.

Activity 1: Students should be shown twisted pair, coaxial and fibre optic cables and their
usage in data communication.

Activity 2: Students should be shown ‘communication devices such as network card,
router, switch, etc.
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COMPUTER NETWORKS

This is 24 periods Chapte,
including practical work_

After completing this lesson, you will
be able to:

* Define computer network

» Describe the uses of networks

» Define data transmission modes

» Define network architecture =

« Differentiate between Client/Server,
Peer-to-Peer and Point-to-Point
networks

e Describe the types of networks (Local
Area Network, Metropolitan Area .

Network and Wide Area Network) il
¢ Define network topology : A —

i
- -
N Fre PO

4

» Describe bus, ring, star and mesh f -
topologies
» Describe the types of lines which use
the telephone network for data communication
» Describe dial-up, DSL and ISDN modems o

Compare data communication lines on the basis of transfer rate, cost per month, advantages and
disadvantages

UNIT INTRODUCTION

Computer networks are installed in almost all the organizations to exchangé information
among users and share resources such as printer, Internet, etc. Therefore, students must
have basic knowledge about operation of computer network. This unit provides fundamentals
of computer network, types of networks and how information is transmitted from one

computer to another. It also presents material about types of Internet connections and their
characteristics. ‘ A :

A
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e 5-1INTRODUCTION TO NETWORKS |
computer network is interconnection belyg . .
racilities among users to exchange information g Aiirea ot devices. id provide

nd share resourc [
es.
a be shared over a computer network include S feagiices .

- rogra
and Internet. Without a computer network, Compup grams, documents
of their own computers. ‘

511 COMPUTER NETWORK

m i i
A computer network can be defined as an interconnection of two or more computers to
share data and other resources such as documents

]

computer network is shown in Fig.5-1.

AW

printers and Intgrnet connection. A small

iy

- . For Your Information
Internet is a world-wide
network that interconnects
millions of computers and
provides information and
communication facilities.

DO YOU KNOW?
A Server is a main

- E:omputer in  computer
"~ | network that manages all \
Computer 3 - network resources. \

Fig.5-1 A Small Computer Network \

5.1.2 USES OF NETWORKS \

| ‘\
The following are some common uses of networks. . 1
Hardware Sharing

Network allows sharing of computer hardware such as hard disk and printer. A hard disk
can be attached to a server to share it with other network users. A

single hard disk can provide
storage space to many Users. A printer can also be connected to a computer to share it with all

the other computer users across the network. Every user on network can use it for printing
documents and there is no need to buy a p'rinter for every use_r‘.‘

Software Sharing

Application software can be installed on a server and shared over the network. There is np
pplica ! :
need to install it on all the computers in network.
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File Sharing e network. £ :
A user of a network can easily share files with other users;l :[\)/;rt:)hother usersAUL;Zer Can

place a file in a shared location on one computer and make it i\t/:r ihe riatwork 'S can

access, view and modify information stored on another comp

Internet Sharing o
A single high speed Internet connection can be shared Wcz alL?eer giet:] SeOnV:t:N?) r?(Etw rk
There is no need to provide a separate Internet connection to every :

5.1.3 DATA TRANSMISSION MODES

Data transmission is the process of sending data from one device to another. |t Consists of
sender, receiver and the medium which carries the information.

There are three modes of data transmission which are simplex, Half-duplex and Fyl.
duplex.

Simplex Transmission Mode

A simplex mode provides data transmission in only one directign. One.end is the sender
and the other is receiver as shown in Fig.5-2. Transmission of data/information from keyboarg
to CPU or from CPU to printer is always in one direction. Therefore,. th.ese are simplex
transmissions. Radio and television broadcastings are also simplex transmissions,

Computer Printer

Fig.5-2 Transmission through simplex mode

Half-duplex Transmission Mode

A Half-duplex mode can send and receive data/i
D
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: mode i i
Full duplex mode is used to transmit data/information in both directions simultaneously

g5

own in Fig.5-4. A Full-duplex mode can transmit more datafinformation at higher rate.

Computer

Computer

Fig.5-4 Transmission through Full-duplex mode

-

examples of Full-duplex mode are communication between computers in a network and

communication over telephone line.

5.4.4 NETWORK ARCHITECTURE

Network architecture refers to |layout of network that consists of computers, communication

devices, software, wired or wireless transmission of data and connectivity b
be as small as two computers linked together by a single cable

A computer network can

etween components.

whereas large networks connect thousands of computers and other devices.

5.1.5 TYPES OF NETWORK ARCHITECTURES

Threé types of network architectures are commonly used which are:

« Client and Server network
o Peer-to-peer network
« Point-to-point network

Client/Server Network

A Server is amain computer inane
facilitates ~ other computers. Clients
are computers in @ network that access
services made available by a server.

In a Client and Server network, each
computer on the network acts as either a
server or a client. Servers are not used as
client computers and client computers are not
used as servers. In 2@ Client and Server
network, server shares its resources such as
hard disk, printers and Internet connection with

client computers.
is illustrated in Fig.5-5.

twork which is used to manage network resources and

A Client and Ser_ver network

a2 AR E
T
\\

_ Fig.5-5 Client/Server Network
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Characteristics of Client/Server Networ
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| BT ol

5 Compyte, Netw
Ork%

m
C as lwo CcO
i) Client/server network can be as olvu\:sllll

even thousands of computers as

nsure that resources are not accessed ;
to e
i i lized security
ii) It provides centra
unauthorized users.

v rk Administrator is respong;
lient/server network, a person known as Netwo
iii) In a client/ '

puters and it can have h“ndreds i
q

nsj |ef
' . Wi Qr
i ccounts and assigning privileges to all o Userg of
sharing resources, creating user a the network.

Peer-to-Peer Network

In Peer-to-Peer Networy al
computers have the same Statyg
Every computer is Capablg 0%
playing the role of client, Server o,
‘both at the same time, Eac
computer on the network is knowy
as peer. A peer on the Network
can share as wel| g5

access
available  resourceg on  he
network. Peer-to-peer network g

illustrated in Fig.5-6.

Fig.5-6 Pee-.t-Peer Network

Characteristics of Peer-to-Peer Networks

i) In a peer-to-peer network, each computer can Play the role of server, client or both 3t
the same time, ' :

ii) Peer-to-peer networks are

suitable for a smal| number o
to ten computers, Large pe

f users, ranging between two
er-to-peer networks become

difficult to manage.

Point-to-Point Networks

Itis a type of network in which g messa
. Computers in the network. g

countries are organized in sy

ge is sent from 0
rge networks Such as wide area

ch away, Point-to—Point network j

N€ computer to another via other .
networks that connect cities and
S shown in Fig.5-7.
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Fig.5-7 A Point-to-Point Network

Characteristics of Point-to-Point Networks

i) Point-to-Point networks are generally used for long distance communication.
if) There may be different paths for transmission of information.

5.2 TYPES OF NETWORKS

A variety of computer networks exist based on the geographical distance covered and the
type of topology used.

5.2.1 TYPES OF NETWORKS BASED ON GEOGRAPHICAL AREA

Based on the geographical distance covered,
computer networks are classified into Local Area
Network, Wide Area Network and Metropolitan Area
Network. :

L.ocal Area Network (LAN)

) Local area network is commonly used
network. It is a network that covers a limited area,
usually ranging from a small office to a campus of

nearby buildings.
Examples of LAN include networks within a

school, college, business and organization. A local 2
area network is shown in Fig.5-8.
Fig.5-8 Local Area Network
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- i imited geographical area Y
¢ n \
Character's is fast.
js restivt™ ed 18 cur.
) & lransnnss'on w roblems rarely 0C r organization
i) Data g pication pls owned by the use '
Data © di
i
missio
v) Trans AN) ti :
X nnecting severa| |q
Wide Ared Network (wrk gpans a lar eAa ;?/i(Nc?s often made up ofijvtcl,o S of an o :
Wide Area Nel}V:a d continents: and these LANs might bg °°"neocrt Morg | A?\fnizaﬁo
h loca Mo, 1
MANS 8t 685 banks, airlj oy
a WAN. the networks used In » alrlingg

; Natig
examples of WAN areklsta“' Internet is another good eXamplg o War e

| 0
tay
' Pa AN. p as
authorities like NADRA In A bigg %

.9. ‘ \
network is shown in Fig.5-9 \ a

Leased Line

Fig.5-9 Wide Area Network

Characteristics of WAN

i) WAN spans large geographical area. It can connect computers between cities ang
countries,

ii) Data transmission speed is slow.
iii) Data communication problems often occur.

iv) Transmission medium is leased lines or public systems such as telephone lines or
satellite links.

Metropolitan Area Network (MAN)

A Metropolitan Areg Network (MAN)

falls between LAN and WAN. It spans area larger than
a LAN but smaller than 4 WAN. A

metropolitan areg network is shown in Fig.5-10.

Examples of MAN are networks useq iy telecommunication companies for providing Cable
TV and Internet services. '
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i %
;/a'r‘écteristics of MAN
o -
; can conn i
MAN ect computers within several blocks of buildings to entire city

Data tranimission speed is slower than LAN but faster than WAN
ibre optc ' [ '
Fib p cable or wireless microwave transmission is used as communication

medium.

i
ii)

Branch Office 1 Head Offc
e

Fig.5-10 Metropolitan Area Network

Personal Area Network (PAN)

A personal area network (PAN) is
person.. Personal area networks typically involve a mobi
handheld computing device such as a PDA. Users can use these networks to transfer files

‘ including emails, calendar appointments, photos and audio/video files.
ess. USB and FireWire technologies often

etworks can be wired or wirel
less PANs typically us€ Bluetooth or sometimes infrared

zed around an individual

a computer network organi
| phone and/or 2

le computer, @ cel

Personal area n
link together a wired PAN, while wire

connections.
The following is t

Bluetooth Network

The process of setting up @ Blu
through interaction between two USErs. The user interaction is require

the devices. When pairing process completes, @ network forms betwee
now the devices can co It is possible to pair one device t0 multiple
k connecting various

other devices. Bluetooth Cré k. A Bluetooth networ
Bluetooth devices is shown in Fig. 5-11. :

he example of wireless PAN using Bluetooth technology-

“Pairing’. Pairing is done
d to confirm the identity of
n the two devices and

etooth network is referred to as
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Fig.5-1

Communication

. +i-c of Bluetooth

cnaractenstlcsth cansission climinates the need of cable to form a network,
) Bluetoo

: i d fast.
- ission is secure, reliable and fas :
u)) thrar;saT;zsl‘D‘;“rsona| Area Network in which Bluetooth devices are close to each other.
iii) It cr

iv) It can transmit text, images, audio files and video files.

Internet (international Network)

Internet is the largest computer network that connects millions of computers all over the
world. Computers on the Internet are connected together using telephone lines, fiber optics or
wireless signals. Each computer on the Internet has an IP address. IP stands for Intemet
Protocol. It identifies each computer on the Internet with its location.

Internet has brought a huge revolution in our daily life. It allows people to send e-mail, chat
with fri'ends arognd the world and obtain information on any topic. Computer users pay bills, do
Isr?tzpp"t]g'sﬂn'd jobs, wo.rk at home and do reservation for trains, flights, and hotels through
over”:r?é wgggalt :etworkmg websi.tes such as Facebook and Twitter allow millions of people al

communicate with each other and share their views and ideas.

World Wide Web (ww
W) o i . )
access the Internet, It jg a col)lec:ixe:f '3/:2;”- = 0 Tet fopulgr and widslpal pY Rl

related webpages that can b tes available on the Internet. A website contains
Explorer. To acgess 4 webs?t 2008ssed using a browser such as Google Chrome or Internet
t!Eesource Locator (URL) into ae ’beOV:/“p“tef USers enter a string of characters called Uniform
i s
€ user will enter the URL P :;onor example to access the website of Federal board,
3.2.2 NETWORK TOp ‘90V.pk into a browser.

OLogy
The physica arange

a computer of netw . : ;
Ora network device, Ork nodes g called network topology. A node represents
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TYPES OF NETWORK TOPOLOGIES

Four types of network topologles are commonly used which are bus, ring, star and mesh.

gu 5T°p°| ay
Wlmplest network topology |It consists of

a single central cable known as bus. AII

‘e devices are connected to the — i
buS along its length to !_ ;-
communicate with each other as ; Mg.gzj J@
shown in Fig.5-12. A computer | |
sends a message on the bus) The ' B 0
computer to whom the message Terminator , | . | Terminator
is sent receives it while others 3!; !
ignore it.(At each end of bus a - g
device called terminator is
attached so that the signals do not Flg.5:12 Bus topdlogy
bounce back on the bus causing errors.\
Advantages of Bus Topology

« Lowest cost topology to implement due to short cable length.

L]

Easy to add new computers.

Easy to setup as compared to Star or Mesh topo_|ogy.

Suitable for small networks.

Limitations of Bus Topology

If bus is damaged at any point, the entire network stops working.

Difficult to detect and fix faults.
Ring Topology

The ring network topology is shaped
just like a ring as shown in Fig.5-13. It is
like a bus with both ends connected
together. All the messages travel in the
same direction. Message from one node is
sent to the next node. It is received by it if
it is addressed to it otherwise it is |gnored
and passed on to the next until the
destination is reached.

Advantages of Ring Topology

s High network performance.
« Server or switch is not required to

-
|
P
)

: EetY
- )
ety =

—— A ~
TR e = N

a
J&

manage the n.etwork.

Fig.5-13 Ring topology
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i smit data.
All the computers have equal opportunity to tran
]

» . f Rin TopO'Ogy . .
Limitations o b :: + at any point, the entire network stops functioning,
If ring is bro

; is difficult. .
Detection of flz:}l:l:i:sllfe ring is not working the whole network is affecteq.
If any compu

Expansive than Star and Bus topologies.

Star Topology

In star topology all the Nodes are con
|3 * | a central device called switch or hub 2 nected f
e B | Fig.5-14. Itis a one of the commy )

.~-'.

Ow ;
. : . nly Useq net\: in
~==_ | topologies. A switch can Connect 4, 8, 1 Ork

6,
\ / nodes. A switch can be connecteg to anog, Sjsor 3R
E .

to expand the network. Witeh
Advantages of Star Topology

e  Provides fast Communication pe
computers.

& - o Easy to connect new devices to
- e  Easyto detect and fix faults.

e Failure of one computer does
functioning of the entire network.

tween

the Network

not stop
Fig.5-14 Star topology

Limitations of Star Topology

* Atleast one switch/hub is required for connecting two computers.

Lengthy cable is required to connect all the computers to the switch.
* Costly to implement.

- | Mesh Topology

In mesh network topology, all the network
nodes are connected to gl the other nodes as -
shown in Fig. 5-15. Message sent on a mesh
network, can take any possible path from source

to destination. It is not commonly used since it is
costly and difficult to implement.

Advantages of Mesh Topology

Itis the most reliable network topology
Alternative paths are available in case a path
broken from source to destination

53] .
-" 3
B is

Fig.5-15 Mesh topology
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Z,ﬁ‘i:’::s - Mesh Topology
. itd

jir Most expensive topology to implement since it requires more cable then Bus, Ring or 8tar -
v t0p0|09ies' ‘
. pifficult to implement as compared to other topologies.

, Difficult to add new computer.

5.3 COMMUNICATION OVER NETWORKS

Communication over network refers to transmission of data/information from one computer
to another through a communication medium.

5.3.1 COMMUNICATION VIA TELEPHONE NETWORKS

Telephone network is now commonly used for data communications. The main reason for
using telephone network is that it exists all over the world.

Following four types of communication lines are provided via telephone networks.

o Dial-up line
« Digital Subscriber Line (DSL)
« Integrated Services Digital Network (ISDN) lines
e Code Division Multiple Access (CDMA)
Dial-up Line

Dial-up line uses standard telephone lines for Internet connection. It requires a Dial-up
modem that provides a maximum Internet connection speed of 56Kbps. The main advantage
of using Dial-up line is that it uses complex network of telephone lines that allows data to be
transmitted to almost any location in the world. It is becoming outdated due to very slow
Internet connection. -

DSL

DSL (Digital Subscriber Line) provides a very high speed broadband Internet connection.
It is called broadband because it has broad range of frequencies for transmitting digital data.
Any type of Internet speed that is 2566Kbps or above is knowh as broadband. A DSL modem is
required for setting up the DSL Internet connection. Internet Service Providers (ISPs) have
several DSL speeds available with different monthly rates.
ISDN

ISDN stands for Integrated Services Digital Network. It provides a maximum speed of |
128Kbps which is more than Dial-up connection but less than DSL. It can transmit both voice
and data at the same time over a single cable. It requires that the user has \SDN digital telephone
service from telephone company and uses a faster modem than Dial-up modem. |SDN service

is being replaced by faster DSL service.
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Cmuc\:g:llc:ggr?:; for Code Division Multiple haget is: :Zlfrlnzswdeo transmlsmg:l(:?tlo &,

technology. CDMA services include short messaging, voice, @ Ca

provide speed of several Mbps for video transmission:

5.3.2 TYPES OF MODEMS b uvsed A

h are commo : A m,
There are three types of modem whic
DSL modem and ISDN modem. ;

Dial-up Modem , ) .
: ection. It is the short form

ial- i ired for Dial-up Internet connecliQ : of

A Dial-up modem is requiré < digltal daie c om the computer in the form of -

m acce
MODulator/DEModulator. Mode p -y \ransmission over {5 telorhai 1

' nverts them into analog signa
level signals and co cond modem at the receiving end is used to conyert

This process is called modulation. A se
the analog signals back to digital form which is called demodulation. Dial- up modems are

shown in Fig.5-16.

@ (®)

Fig.5-16 (a) Internal Dial-up modem (b) External Dial-up modem

DSL Modem
A DSL modem is used to connect microcomputers to high-speed DSL connections. It is

designed to provide high-speed Internet access.

A DSL modem is an external device that connects to a computer via USB or
Ethernet port. These ports are usually available at the back of system unit. Wireless
DSL modems are also available for connecting laptop and other wireless devices such
as mobile phones to Internet. DSL modem converts the digital signals into analog high
frequency signals that are carried by the telephone lines and vice versa. DSL modems

are shown in Fig.5-17.

—", |

Scanned with CamScanner


https://v3.camscanner.com/user/download

@5com@@.ryftwork§_.

153

T IS
¢ 8
AL
edn o

=SSN e )

Fig.5-17 (a) Wired DSL Modem (b) Wireless DSL Modem

ISDN Modem '

digital signals used in computers to the signals
that can be transmitted over the ISDN lines. It
provides both voice and data transmission on a

single line at the same time. ISDN modem is
shown in Fig.5-18.

5.3.3 COMPARISON BETWEEN DATA ——
COMMUNICATION LINES | Fig.5-18 ISDN Modem

ISDN modem is a device that converts

Dial-up Line

Maximum speed is 56 Kbps.

Easily available anywhere, no extra lines required.
Cheaper than other Internet services.

Internet connection is not permanently available.
Voice communication is not possible while using Internet.

Typical épeed is 256Kbps or above.

DSL connection is always available. |

Telephonic conversation and Internet access are available simultaneously. -
Costly than other types of Internet services. |

Various monthly rates are charged depending on the speed. £
Connection is available as soon as computer and DSL modem are turned on.
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- |ular gommunic

ation technology.
o a several Mbps.
ple at the same time.

It is a wireless cel bt
Transmission speed can

i 0
Can provide service t0 many F)e
Provides improved voice quality:

f?ﬁ Key Points’

interconnection between computers and deviceg "
TOvj

A computer network is an .
p hange information and resources such as i - Vide
» 11ard digy

facilities among users t0 exc

Internet, etc.

Simplex transmission mode provides data transmission in only one direction

Half-duplex transmission mode can send and receive data in both directions but ot
simultaneously.

Full-duplex transmission mode provides data transmission in both directions at the same
time.

A computer that shares resources for others to use on a network is known as a server,

A computer that accesses the resources shared by other computers on a network is known
as a client.

In a client/server network, each computer in the network acts as either a server or a client.
Server cannot be used as client computer and client computer cannot act as server.

In peer-to-peer' network, all the computers have the same status. Every computer is
capable of playing the role of client, server or both as the same time.

(F:’:l.nt-ttt)-P:)mt networ!< is a type of network in which when a message is sent from oné
mputer to another, it usually has to be sent via other computers in the network.

Local Area Network (LAN) covers a |imi
Imited area, u : fhice 10 3
campus of nearby buildings, sually ranging from a small offl
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.~ , Wide Area Network (WAN)

sl Spans g
organization across cities, coy

sever ons
htries and continents, g al locations of an

In star to
pology, all the nodes are connected to a central device called switch or hub.

In
mesh topology, all the hetwork nodes are connected to all the other nodes.

Dial- i icati i '
Up modem is a communication device that converts digital signals to analog signals

fc?r transmission over telephone line. The analog signals are converted back to digital
signals by the modem attached to computer at the receiving end.

DSL modemis a communi;ﬁation device that provides high-speed connection to Intemet.

ISDN modem is a device that converts digital signals used in computers to the signals that
can be transmitted over the ISDN lines.

atei®
e
® ‘

Q1. Select the best answer for the fol.lowing MCQs.
i.

Exercise

In which .of the following transmission mode, information is transmitted in both directions
but not simultaneously?

A. Simplex mode - B. Half-duplex mode

C. Full-duplex mode D. High speed mode

ii. In which of the following network, every computer can act as client, server or both at the

same time? ' '
A. Client and server network B. Peer-to-pe*’g\[,gs work
C. Point-to-Point network D. Local aréd network

iii. ' Which of the following network provides centralized security?

A. Client and server network 7 B. Peer-to-peer
C. Point-to-Point network » D. Local area network
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. =2 Com
mputer shares resources on a network fo, Otherg "‘-‘-‘*’me
" \

= iv. Which of the following © B. Client 0 Uggy 'h"‘?rk;
™ A Deskiop computer D. Microcomputer ‘
. nsive to impleme
A following topology 8 most expeB ; plement?
: he . Bus
V. WhICh Oft
A. Star D. Mesh
C. Ring he folowing network topology, switch is required?
Vi. In WhiCho e B Bus
A. Star D. Mesh
C. Ring twork is used to provide Cable TV and Internet SeMViceqs
. , $;

vii. Which of the following né
A. Local area network

i twork

C. Metropolitan area né | .

iii. Which of the following provides high speed Internet connection?
= B. DSL connection

D. CDMA connection

B. Wide area network
D. Point-to-Point network

A. Dial-up connection
C. ISDN connection

ix. Which of the following network connects computers across citieé, COUNtrigg i
continents?
A. Local area network B. Wide area network
C. Metropolitan area network D. Client/Server network
x. Which of the following network topology uses a device called terminator?
A. Ring topology | B. Mesh topology
C. Bus topology ' D. Star topology

Q2. Write short answers of the following questions.

I. - Describe any three difficulties g Company may face in running a business without having
computer network. '

ii. — What is meant by data transmission?

iii.  Differentiate between Half-duplex and Full-duplex transmission modes.
Iv.  Define network architecture?

vi.  Compare LAN and WAN,

Ml Why star topology is more reliable than bus or ring topologies?

Viii. ' ' : '
Mention any threg Problems which may oceyr if peer-to-peer network is used for a large
number of users in an Organization, .
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"« Whatis ISDN? - 157

x. What is CDMA technolc)gy?

q3. Write long answers of the following questions.
i. -What are the advantages of using networks?
i. Describe Client/Server ang Peer-to-Peer networks.
iii. Describe the types of networks based on area covered.
iv. Explain the types of network topologies.

v. Write a note on Dial-up and DS Internet connections.

y

-
#

A
iy
ALY

| The students should be shown/explained a switch and network card and its use to create

a local area network in school computer lab. The cables and-connectors used for creating
a local area network (LAN) should also be physically shown to students.
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g this lesson, you will

After completin :
& be able to: G AR R
: related with website (WWW, Webpage, Website, Web browser, Web Server, yg_

¢ Define terms /
S:alrch Engine, Home Page, Web Hosting)
Describe various types of websites

Define Hypertext Mark-up Language (HTML)

nd save an HTML file

e Createa
« Display a Web pagé :
« Identify the tags used to mark-up HTML elements

d Body section of HTML file

|dentify HTML, Head section an
involved to specify a page title, create a paragraph, insert line breaks, insert

Describe the steps '
spaces and add heading/sub-heading
Identify the text formatting tags used to format text

w the use of various text formatting tags

e Kno
d, ordered, definition and nested lists

Differentiate among unordere
Add an image and border to the image

Specify width and height of an image
Apply background color to a Web page
Assign a background image to a Web page
Define and create hyperlink

o Define and create anchor

e Create a graphical hyperlink
Create table and apply various table attributes
Define a frame and differentiate between a frame and a frameset

e Create a frameset

UNIT INTRODUCTION

- World Wide Web (WWW) enables users to find documents on the Internet in a variety of
formats that includes text, graphics, images, audio and video. It allows documents on the Internet
to be linked to other documents and enables the users to search for information by moving from
one document to another. Documents on the Internet are created in Hypertext Mark-up
Lan.guage'(HTML). HTML is the main language of Internet's WWW. Therefore, students need
basic knowledge about WWW, types of websites and how to create Web pages using HTML.
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Web Browser

A Web browser is a software that enables users to retrieve information on the We,
Information on the Web is accessed by the URLs. Web browsers allow users to open myjjp,

Goog \
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Fig A-7-3 Google Chrome Web browser
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e d HTML
gmm\mde Web B =

ot the same time, either in different browser windows or i different tabs of the same

}r"bs:,w. All the browsers have graphical interface which is very easy to learn and use. Two
" opuler Web browsers are Intemet Explorer from Microsoft and Google Chrome from
o o which is shown in Fig.7-3. It can also be opened in other languages, e.g. Urdu as

. Fiq.B-7-3.
own 'nﬁl—g—-»—-‘e"*

Web Server

A Web server is a computer that makes
Web pages available through the Internet as
shown in Fig.7-4. Web servers are used to host
websites, data storage and also for running
applications. Web,  Servers deliver HTML
documents when an Internet user types a URL of

a website in the browser.

er can be turned into a Web server
server software and connecting the
the Internet.

Any comput
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computer t0
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Fig.7-4 Web Server on the Internet
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Unifo;rnm Resource Locator e
Uniform Resource Locator (URL) is the address of a file.or resourceec;no‘tfl'\tcre]at :ité When the
user types the URL of a website in the browser it retrieves the Web pag ,

o
—

It consists of three parts.
- Protocol: The first part, http:// is known as protocol. It tells the server what type of file is
being requested.
- Resource name: It is the address of a specific computer where the website is located., |t
consists of three parts, separated with dots (.) between them.

o Domain name — This is the name of the website. This is the name that the browser
uses to check with the web server whether this site exists or not.

o Top-level domain — The .com is referred to as the Top level domain (TLD). This
is the name the browser will use to resolve the location of the requested site. Most
common TLDs are .com, .org, .net etc. Some sites have another part next to the
top level domain for example .pk (for Pakistan), .uk, .us etc. This is called country-
code top-level domain (ccTLD). They are specific to each country.

- File path: It links to a specific page or resource in the website.

Different parts of a URL are explained with the following URL.
[

Protocol Domain name Top-level domain

—l— f | N l -
http:\\www.aiou.et,iu.pk/ NewStudents.asp

1 e ——

Sub-domain Type Country code File path

In this URL, www.aiou.edu.

o pk is the Resource name of th i
Website is stored. The letters edy ® Web server on which the

' ; ' mean it is an educational website and pk means the Web
i\'ase,:\(/;rniz Ic:_cate(cjl in Pakistan. NewStudents.asp is file name given to file path. If a file name
i 7_sn loned in the URL then the Home page of the website will open. This URL is shown
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Ngine is a website or software that allows people to find information on the World
Wide Wep, :

"user is looking for is not easy with bi

llions of Wep Pages on the
es have been designed to help users

find specific informatjon on

| om of the Page. If the user
0 0pen any site, he Just clicks on the hyperlink. |

.  Most popyjar Search engines are Yahoo! and Google. Finding i
Oine jg Shown in Fig.7-6.
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Fig.7-6 Finding information using a search engine

Home Page S e :
Home Page refers to the maln/flrst Web page ofa websrte that opens in a browser when
users access it. Home page also means the Web page that automatlcally loads when a Web
browser starts or when the browser Home button is pressed ‘Home page of the website

Zameen.com is shown n Frg 7 7

G | buoms ety FOMEE PLUTS "1,.3. B RENY Ha'z,.‘ A.iz?i

Lo -

NEEPROGITE

Flg 7-7 Home page of a website

Scanned with CamScanner


https://v3.camscanner.com/user/download

R
“'

. ot Jwide Web and HTML

ing i ice that T N S ERIEy S
hosting 1S a serv Uploads ; '
rbusers. It makes the website runnin or\\N :bsne on a Wep g
DﬁP“t: website a_Web SEIVer and a permg Computer_ail the ti
W"o:e administratlon such as Managin
I

rver and makes it available for
me that is connected to lnternet.
9 and conﬁgurinc on lo the Internet is required. It also requires
mputer users' first design Wep, P 9.8 Web server ang virus protection.

98s on the;
Web pages are ready they are Uploadeq o, ae\llrvgct;ns‘zlrjvter and test it to ensure they work properly.
er

' i to make them available for others.
companies that prq ,

ere are ! pntrol f p vnlie Web hostlng Service. The 2 ide 24 hour

and online co OF Managing the Website + 1Nese companies provide

" ) TYPES OF WEBSITES
1 v

" There are 3 large variety of yepgy o the W

2. Most popular types of Wep gjto Veb, each providing a particular type of
e d here.

S are discygge

S NATONL UNERSITY i B
NUST o SCENCES 8 TechnoLogy

A | Awacaay s

g Siropan Unwn (543
sty W Py

Sy, spwaiyg 10 't
e

Sy e YR e et AR W Sl [d

e o,
LR N T T e Y
J ' Mg gk

« S gETAEE, o . - .
TR i i, PR 3 ; v $ e v
L det R R ity 1§v:_h;‘f“'fM! w”'{c

o
.

&

: = ﬂ :‘kb\g: DB e e e ————— — T

Scanned with CamScanner


https://v3.camscanner.com/user/download

:1‘!5

% 7 Worldwide Wep g HTMm
L

| BEER
News Websites

i News websites provide information about current events and 9pinion§. Th.ese Siteg Publis

< sories and let thei visitors' voice be heard. These sites provide t.helr Yn§|tors a way tq
owS houghts and views published. Very often at the end of news stories, visitors are askeq {
.;r:::; tr(:ei? experience of knowledge about the topic. Therefore, a link for the readers Commer:)t

is provided for feedback. |
Some examples of news websites are www.paktribune.com, www.dailytimes ¢,

WWW. thenews.com.pk, www.pakobserver.net and www.nation.com.pk. The News web p

WWW. ! Site
is shown in Fig.7-9-
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Fig.7-9 The News website

ln?ormational Websites

;Informational websites provide information on any topic in the form of text, graphics, sound
?nd videos. For example, www.wikipedia.org is an informational website that provides
information on thousands of articles. It allows users to contribute and edit articles as well AS
anotr]er exgmple;.Www.ask.com is another informational website that provides information on
alarge variety of topics including arts and humanities, automotive, animals, business, computer

and lterature, beauty and.personal care, health, real estate, education, etc. This website is
shown in Fig.7-10.

vRolaeniaaT b o
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Fig.7-10 The ww w.ask.com informational website
Educational Websites

Educational websites are created for educational purpose. These sites contain animation,
slide presentations and tutorials to educate people on various topics. Information is presented
in a very well organized way. The purpose of any educational website is t0 impart knowledge to

- people who are looking for better understanding of a topic and pursue knowledge:

Some examples of Pakistahi. ‘educational websites are www.ilmkidunya.com,.
www.pknotes.com, www.knowledgepk.com, and www.sabaq.pk.

The home page of educational website www.knowledgepk.com is shown in Fig.7-11.

b aanrswa e i >\ SR TR ST EY v, o e L SIRTELI

3

Live Las

-F. — www.knowledgepk.com website
ig.7-
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Business Websites

e

Ml 7 Worldwide W_'eb';v;_nd HTML

" Personal Websites

- As the name’ suggests, 4

| -personal website is created ang

maintained by an individual for
It - contains
information about ‘a- person’s
interests, hobbies, etc. The

‘purpose of personal sites is to

share personal information with
family members and friends.
Personal websites are also open
for public and anybody can visit

‘and leave comments. A personal

website is shown in Fig.7-12.

Business websites provide facilities to maintain business relationships and selling
information, services and commodities via Internet. These sites facilitate exchange of business
documents, such as orders or invoices between suppliers and customers. Services provided by
business sites include sale of goods, provision of services, such as banking, ticket reservations
and stock market transactions and even remote education. A business website for ticket

reservation is shown in Fig.7-13.
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Fig.7-13 Business webéite for ticket reservation
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is shown in Fig.7-14.
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Fig.7-14 A sports website

7.2 INTRODUCTION TO HTML

HTML is a mark-up language used to create Web pages. A browser such as Internet
Bnlorer or Google Chrome is used to read HTML document and display it on the screen as . °
% pages. ' |
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7.2.1 HYPERTEXT MARK-UP LANGUAGE
alled mark-up language because it

HTML stands for Hypertext Mark-up Language. Itisc .
the Web page. It is the language of

uses mark-up tags that tell the Web browser how to display ;
Internet's World Wide Web. Websites and Web pages are written in HTML. Itis used to create
s, video clips and links all in one

hypertext documents that bring together text, pictures, sound ! _ '
place. HTML files are plain text files, so they can be created using @ simple editor such as

Notepad or Wordpad.
7.2.2 CREATING AND DISPLAYING HTML DOCUMENT

Creating the First HTML Document
Open the Notepad program and type the text shown in Fig.7-15.

. T (AR B L A (L TR s T R C — =
[ CAHTMUirsthtml - Notepade+ S
file Edit Search View Encoding Language Settings Macro B“”?_"ﬁ'“_’.m,__x_
[Py e SR R Ty e e e ), . = . o o 3
L0BE > -8lsuk/pcink| ¢ s|BBH 1027
(=] first html E3 .
1 <html>
2 [H<head>
3  <title>Firsc HIML Document</title>
¢ p</head> : ' '
s  H<body> S
‘I LOVE BAKISTAM.
7  F</body> ' :
g L</html>
N
length: Ln:6 Col:4 Sel:0]0 DosWindows  UTF8w/oBOM  INS

Fig.7-15 Creating a HTML document

Now to save your first HTML document, open the File menu and select Save As... and

give it the name first.html.
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4, i 5 R
: '“ung the HTML documeny (Web Dage) e et e i i—
J piﬁp open the first.htm| docume

nt |n the bTDWser

Jble click on itto open, The browser l
0o

Window, go to the location where you saved

1 oW Will display it as shown in Fig.7-16.

 Fint HTML ot . %
e 3 G (DTG TI Aty 0
: Lb\;ﬁ PAKISTAN. ‘ 52 3

———

Fi97-16 Browser window displaying the first.html document

123 TAGS USED TO MARK-UP HTML ELEMENTS

An HTML tag is @ command or code that specifi
dcuments consist of text files that contain HTML elements. HTML elements are defined using
HTML tags. HTML tags are surrounded by the two ch

aracters < and > and generally they come
npaits, such as <head> and </head>. The text between these two tags is known as element
wntent. The first tag is the start tag and the second tag is the end tag. HTML tags are not case

sensitive, so the user can write them in upper-case or lower-case letters. Lower-case letters will
leused throughout this unit.

24 THE HTML, HEAD AND BODY TAGS

The following tags are used to mark-up the HTML elements in the first.html document.
Sinb> <htmi> Tags

es how a Web page is formatted. HTML

el tag in the html document is <html> that indicates the start of the HTML document. The
ltagis </html> that tells the browser that this is the end of the HTML document. g
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<head> </head> Tags

It is used to give title to the Web page.

<body> </body> Tags

Anything typed inside the body tags will be displayed in the browser win

If there is any change required in HTML file, it can be done by opening it again in text editor.
To open it, click on the file to select it and then right click, select Open with and click the text
editor in the shortcut menu. Now edit and save it again.

0 T3TEXT FORMATTING 4
Text formatting refers to the use of HTML tags to format the appearance of text in a Web page.
7.3.1 BASICS OF TEXT FORMATTING
Specifying a Page Title S S
The <title> <ftitle> tags are used to specify page tite.

dow as shown in Fig.7-16,

The text between these tags is used to set the title to the page. It is displayed on the title

bar of the Web browser. }
For example, <title>First HTML Document</title> will display the text, First HTML
Document, on the title bar of the Web browser. '

Creating a Paragraph
The <p></p> tags are used to define paragraph. HTML automatically adds an extra blank

line before and after a paragraph.

Inserting Line Breaks
The <br> tag is line break tag. Itis used to end a line wherever it is placed and it does not

have a closing tag.

Inserting Spaces

Very often, spaces are needed in HTML documents. If the user inserts more than one
space anywhere in a document, the browser will show only one space, rest of the spaces will be
truncated. If the user wants to have many spaces in a HTML document then the &nbsp character
entity must be used. Some characters have special meaning in HTML, like &nbsp (non-breaking
space) and <, these are known as character entities.

Adding Headings/Sub-headings :
There are six heading tags, <h1></h1> to <h6></h6>. The <h1></h1> tags are use
specify the largest heading and <h6></h6> tags specify the smallest.

The HTML document in Fig.7-17 demonstrates how to use the above mentioned tags in
Web page.

dfo
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A _
Fie EOR Search - view Enc I USSR T e A
; »t 1 AY "‘"’ L.ﬂﬂ\ll'. AT
o '8 el & Settings  Macro Run

. A

e ® M| Pluging Vindow : ‘
AN 13 e ny tlmGn r@eE@OF " |
[ [<hemiy

[T<heady Jos PP

| <uitlesey
e
]4 </heads ting Headyp

et
(J<body> Paragraphe/cacias
|

\

REMCLY Word hag i "Orits in

Which a on of a<br>
w 2 no are Cctual physical locati
Iite into thag 3 ect o

R how long 1t takes to read from or<br>

* &Ny addre 7+ In other words, the access cime 13 the<dr>
4nd magneesc disk ;s o TemOrY, Most sem.'tconduc:oz rermories<vr>
2 -</body> AMOrims ara Tandom access memories.</p>
3 -</html> )

length 1483 lines:1( Ln; 14 Col:1 Sel:0]0

Dos\Windows UTF-8 w/o BOM NS

e T .

Fig.7-17
g HTML Document to demonstrate the use of basic tags

=

The browser window will display it as shown in Fig.7-18. :

Erenme

cemcats

[

iy : ¥

C U fle//CMMUeambiml
Random Access Memory

This refers to memories in which actual physical location of a
memory word has no effect on how long it takes to read from or
write into that location. In other words, the access time is the
same for any address in memory. Most semiconductor memories
and magnetic disk memories are random access memories.

Fig.7-18 Browser window showing heading and paragraph
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1 <html> *———1:
2 <head>
_:, ctitle>Types of Headings in HIML</title> ]
4 </head>
5 [H<body> !
6 <h1>This is the largest heading hl</hl> :
7 <h2>This is heading h2</h2> |
8 <h3>This is heading h3</h3> -
9 <hd>This is heading h4</h4>

10 <h5>This is heading h5</h5>

11 <h6>This is the =mallest heading hé</hé6> :

12 -</body> L_

13 L</html> . .

14 |

ls s ———— A =N

Fig.7-19 Usmg all the headmg tags in a HTML document

The browser window will display it as shown if Fig.7-20.

| » @D fule///C/HTML/headmgs ftmi
| Tlus is the largest headmo hl Y
fl]hiSAESIIeﬂmdﬁhnggllz o ol m e u:rx'i-ﬂ rete s syl ]

This is beading b3 =~ 0

thobipsl

-
-
—
-

........

’
‘T L X [ ] ] - ‘ . - ' H - ’ H i
. JRI P Kt (S SN s ISR R IR Y w fass 4
This i heading by
Re p [ ¢ s - } .
IO 225000 QTOLn Y 96 2 SITnSifl WA SO pilk
-

Thsia s tth snilbast hanibing 466

FiglZr20:Browser window displaying:variaus headings i-1.pi?
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TEXTFORMATTING TAGg ™
13 oxt formatting tags are useq t, format i
omatting 180 are described beig,, 'oXtin HTML document, Some commonly used

4 gold <b></b>

. ose tags will make the text bold that is

Th Within the tags.

Result: Chapter 5 Output Deyjges

underline <u></u>

hese tags Will underline the ey that is within
For example: <u>Please Note:</y>

Result: Please Note:

the tags.

alic <j><li>
These tags are used to make the text italic that is within th

i e tags.
For Example: <i>l Love Pakistan<i>
Result: / Love Pakistan
strike-out <strike></strike>

These tags will put a line right through the center of the text that is within the tags. This is
known as strike-out.

For Example: <strike>Obsolete Computer Devices</strike>
Result: Obsolete Computer Devices

v Superscript <sup></sup>
These tags are used to convert the text to superscript that is within the tags.

For example: X<sub>Y</sub>.
Result; XY

+ Subscript <sup></sup> o A
These tags are used to convert the text to subscript that is within the tags.

For example: X<sub>5</sub>
Result: Xs

Ceonter <center></center> . :
These tags will make the text centered that is within the tags, the text will appear in the

Middle of the left and right margins.

;or €xample: <center>UNIT 2 PROGRAMMING |
esult:

N C</center>

AR Srew .
TR SN (YN %3 =
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Font Size <font size=?></font>

These tags are used to change the font size. Replace the ? symbol with a number in the
range 1to 7. One is the smallest and seven is the largest font size.

For example: <font size=3>Types of Computers</font>
Result: Types of Computers

Font Color <font color=7></font>

These tags are used to change the color of text that is within the tags. Replace the ? symbol with
color such as black, blue, brown, gray, green, maroon, orange, pink, red, white, yellow, etc,

For example: <font color=red>Laptop Computer</font>
Result: Laptop Computer
Font Face <font face=7></font>

These tags are used to change the font face of text that is within the tags. Replace the ?
symbol with font face such as arial, courier, calibri, new times roman, etc.

For example: <font face=arial>FORMATTING TAGS</font>
Result: FORMATTING TAGS

7.3.3 USING TEXT FORMATTING TAGS
The following HTML document demonstrates the use of various text formatting tags.

Using Bold, Underline and ltalic Tags

Any combination of these tags can be applied to text at the same time. For example, tex
can be made bold and underline or bold and italic at the same time. The HTML documer
in Fig 7-21 demonstrates the use of these tags.

..\_.—__.,_ e R D e 3

Fale da Swth V»ew Encoeing I.mg-.agt Smings an Run Hugm wm ?_ . % ’
T A NS T wing bod undatne wd ko tags vt 03] '
1 -i<htmly
2 <head>
7 <titlesTitle of Paged/titled>
4 </hesd>
5 <body>
0 <b>This texc is bold,</b><bx>
7 <udThis zext 13 underlined.</u><br>
8 <i>This text is italic.</i¥<br>
3 <b><i>This text is bold and italic.</i1></b><br>
10 [l<b><i»<u>This text is bold, italic and underlined.<u></1></b><br>
11 -4 /body>
12 -</html>
i3
14
p 4 }
| B o remm——— ST OS] S
length:205 Ln:13 Col:l Sel:0)0 Dos\Windows UTF-3w/oBOM IS |

Fig.7-21 Using bold, underline and italic in HTML document
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(3 Using Formatting Tag,

X
ho' =D ‘\‘\.‘:m‘\\*\s____
"i—”;'f“r*u‘ﬂi/’-/icﬁtwU".““Q%ZObold%ZOunderliﬁ(l =
This text is bold, et

This text is stabe.
This text is bold and itaje.

Fig.7-22 Use of bold, underline and italic tags in Web page

, Using Superscript and SUbscﬂpt Tags

The HTML document in Fig.7-23 demonstrates the use of superscript and subscript tags.

R = STy 3 R s )
 File Edit Sewch View Encoding language Settings Macro Run Plugins Window ? X
 Elusng wp end sbtags i | -

1 [Hcheml> N
.2 <head> : B
"3 | <ritledTitle of Page</titley

1 </head> ;

§ [<body> ;

§ | X<aup>Y</aup> Here Y is in superscript.<br><br> L

7 X<sup>2,37¢</sup> Here, 2,37 i3 in suparscript,<bri<br> 4

8 H<aub>2¢</sub>0 Here, 2 i3 in subacript,<br><br> 9

| % [H<sub>2</sub>50<aubd4</aub> Hexe, 2 and 4 are in subscript.<br> |
| 0 p</body> ;
14 b</humly i
| 12

| 13 &
| (53, X Tkl L R U AL SR R

€ m— e ) )
[lngth; 30 Ln; 12 Celi1 $eli0]0 Dos\Windows  UTF8wioBOM | INs| |

-

Fig.7-23 Using superscript and subscript in HTML document
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The browser window will display it as shown in Fig 7-24

[ Usingsupandsubtags x § |

¢« > C (:1 ﬁleJ//cmrMuusmg%zosup%mand%éns:f

%237 Here, 2.37 is in superscript.
HJO Here, 2isin SlleCfipt.

H,SO, Here, 2 and 4 are in subscript.

Fig.7-24 Use of superscript and subscript tags in Web page

« Using Strike-out and Center Tags
The HTML document in Fig.7-25 demonstrates the use of strike-out and center tags.

T e e e B o T YA e e S T

;M\uﬁgwm:mtmw Notepad+s -
File Edt Search View Encoding language Settings Macxo Run Plugms Wmdow ?

Above twe lines are in the center of left and right m:qms.

-</body>
-</herl>

w

] using strike and certer tags hml L3
i <html> -
2 [H<head> ¥
3 <title>Using Strike-out and Center Taga</title>
4 </head>
§ [J<body>
6 | <strike>This is sTrike-ouf TEXT.</sTriked<br><br> B
? <center)CHAFTER 2</center><br> ;
g . | <center>Input and Output Devices</center><br><br>
G
0
i
Z

b Pl g ja

e —————— m"”ul

PR VI EOes ISTRSS

Wh ln:12 Col 1 Sel: OIO Dos\Wmdm UTF-&w/oBOM INS

Flg 7-25 Using strike-out and center tags in HTML document

R

5
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Input and Output Devices

bove twa lines are in the center of left and right marg;
gins.

Fig.7-26 Use of strike-out and center tags in Web page

, Using Font Tags
The HTML document in Fig.7-27 demonstrates the use of font tags.

= |

|
- !
E 1
J

B’C:\HM\wngfontugs html - Notepads» :
File Edit Search View Encoding Language Seﬂmgs ‘Macre Run Plugms Window ? X
Bw'gﬁnwiﬁ!i E!]
1 1 Q<>
2 H<zead>
3 <title>Using Font Tags</title>
4 </bead>
5 H<kedy>
£ <foczt size=3>This font size is 3.</font><br>
7 <font size=6>This font =ize is 6.</font><br> z
g <font color=plue>This text is in blue gglqx.</font><br>
9 <font face=ar1z1>This 1s Axial font.</font><br>
10 <fort face=courier>This is Courier font.</font><bz>
i3 lJ-](!c:t facesrcckiell size=4 color=red>This L3 Rockwell font
12 Fin size 4 arnd glex red.</font><br> L
13 -</Eody>
i¢ L</Boml>
15 4
b ———
| P —
length:Ln:15 Col:1 Sel:0[0 DosWindows  UTF-8 w/a BOM

Fig.7-27 Using font tags in HTML document
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The browser window will display it as shown in éig.?-ég'

() Using Font Tags X

& @ 1) flev/C/HTMLAsing3620fontk20tagsh 1] &

This font size is 6.

This text is in blue color.

This is Arial font.
This is Courier font.

This is Roqkwell font in size 4 and color red.

Fig.7-28 Use of font tags in Web page

7.4 CREATING LISTS IN HTML
Lists are very commonly required. in Web pages. HTML provides various methods for
specifying lists of information.
7.4.1 TYPES OF LISTS |
Four types of lists are commonly used in HTML pages. These are unordered list, ordered
list, definition list and nested list.

¢ Unordered List
In an unordered list each item of the list generally starts with a bullet. Unordered means

the list items are not having a number. The <ul></ul> tags are used for creating an unordered
list and each item of the list is surrounded with <li></li> tags.
e Ordered List

In an ordered list all the items of the list start with a number and the numbers are in
ascending order. The <ol></ol> tags are used for creating an ordered list and each item of the

list is surrounded with <li></li> tags.

o Definition List

Definition list is used to defi
explanations. A definition list is created using <dI></d|
<dI></dI>: These tags are used to define a definition list.
<dt></dt>: These tags are used to define each term of definition list.
<dd></dd>: These tags are used to explain each term of definition list.

ne terms. It is not a list of items. Itis a list of terms with their
> <dt></dt> and <dd></dd> tags.
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de Web i
\ e

N4 list means a list Within an
b asﬂ:her unordered list. Any goo1o er list

" COmbinatign of .. °8N Create a nested unordered list
n i on of
| " :ting nested lists. Ordered or Unordered lists can be used

<titlexlmg 2
heagy T Uaneseggg,

<body>

< L]

'ou)hn ot em;m »
<u>}umcuputeu<tu>

(xl’mxcm“x“llb
<u»muxmul 11>

A>Spercamputense \
</ul» g ‘:
</Bedy> : L
19 ¢ S¢/hemdy

-

et i

B 4t KD O 1O ) B B R

i o

(2

length: Ll Clid seligo oo Oodlindves  UTFquwioBoM 1S
Fig.7-29 Creating an unordered list of items

iy {142 CREATING LISTS
I. creating an Unordered List

The HTML document in Fig.7-29 demonstrates the creation of an unordered list.
g nebrowser window will display it as shown in Fig.7-30.

o T R/ O A e o

" "7 C DR 5y =
e Types of Computers

. .\ﬁaoco;rwtm
i d .\bﬂkmm
e * Mainframes

* Supercomputers ‘
ihte

= Fig.7-30 Use of unordered list in Web page

b, ating an org
ered List _ _
e ML document in Fig.7-31 demonstrates the creation of an ordered list.

1
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<html>

<head>

<titledOrdered List¢/title>
</head>

<body>

<h3>Types of Secondary Memories</h3>
<el>

<li>Hard disk</1i>

¢11i5CD and DVD</1i>
¢1i5US8 Flash Drive</1i>
¢lisMamary Cards</1i>
-¢/ol>

L& /body>

Lg/htnlsy

(=
P 1o @ W WO o O e G R

b g

Ll
e s Gy

M Ln: 15 Col 1 Sd 0]0 Dos\Wndows

UTF-8 w/o BOM

Fig. 7-31 Creatlng an ordered list of items

The browser window will display it as shown if Fig.7-32.

> @ [ ﬁIeli/CJHTMUOrdered%ZOUst.hml

W

Tvpes of Secondary Memories

1. Hard disk

2. CDad DVD
3. USB Flash Drive
4. Memory Cards

Fig.7-32 Use of ordered list in Web page

« Creating a Definition List

The HTML document in Fig.7-33 creates a definition list that defines local area and wide

area networks.
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ceitinrbefinition
l«/nonu; Weivie
J«bouv)
| 1¢dly

caryenidrlecal Area Natws

the/hire

cad>l doe
[ Sehl Aren Netverk (LAW) 44 the
netverk, It 18 a netwery gt hemege B g i

that sp

urublly ranging frem o N8 & limited physical area,<pr>
Mmall office O aae Laaaat

A LAN us R to e

Ry :;.hlch *peed vired or wireless e..-’“. ey e

petveen eemputars.</ady Snntctions <br>

cdt><hi>Nide Area Netwarke/ndre/des

{}edd>¥nen & metvork covers a lar

% N taprties 9er area, making it ispracticalepry
Lt neccnen & Nigy pUtIRET VIth high-speed cemmunicatien lines, DFY

physical area, eonnc::l:;'::::t{:“:. ¢ of i aricateie o

L eities, countri fites of an erganizaticn across<PEy

b ' 8 and continents.<¢/dd>

L ¢/body>

-¢/ntmld

L e

lengtht 770 tinestilnid2 Cehil Seli00

Des\Windows

UTF-8 w/o BOM L

i this 1
The two

«d></dt> 1ags-

The explanati
The browser window wi

Fig.7-33 Creating a definition list of terms

TML document, the entire definition list is within the <dl></dI> tags-
terms Local Area Network and Wide Area Network aré

Il display it as shown if Fig.7-34.
,mcn Liat | “
- o @ [} fle//C/HTML/Definition320Listhtm

Local Area Network

Local Area Network (LAN) is the most common type of
petwork. It is a network that spans o kmited physical area,
umnnymm&omnmnnwunoumuduﬂdhu:
A LAN uses high-speed wired or wireless connections
between the computers.

Wide Area Network

When a network covers a larger orea, making it hupractical

to Wire computers together with high-speed communication lines,
it becomes a Wide Area Network (WAN). A WAN spans a large
physical area, connecting several sites of an organization asross
citles, cowntries and continents.

enclosed within the

on of the terms is written within the <dd></dd> tags in paragraphs-

Fig.7-34 Use of definition list in Web page

— .
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o Creating @ ;
sometimes, itis required in a Web page to nest a list inside another list. This m

for the reader to understand the information presented in a Web page. Consider t
example:

Type of Memories

1. Primary Memory

o Random Access Memory
o Read Only Memory

%)
@\ 7 Worldwide Wep, and hryy
L

akes it eas
he f°"0Wing

2. Secondary Memory

o Magnetic Memory
o Optical Memory
o USB Flash Drive
o Memory Card

In this example, an unordered list is nested inside an ordered list. The HTML doc

Fig.7-35 creates this nested list. ument in

Here, heading tags <h3></h3> are used for the title, Types of Computer Memories

The ordered list has two items having the subtitles, Primary Memory and Seconda
Memory. The first subtitle has a list of two unordered items and the second subtitle has a i try
four unordered items. Ist of

[ CAHTRE WNested List bt - Notepada : ; = @ﬁ
Fle Edt Search View Encoding languags Settings Nm Rua quimﬁdii’
[ Neted Lt e ) . 3

1 [Bchirl>

2 <head>

3 <titled>Nastad lList</tatle>

4 </head>

5  [El<body>

f <a3>Types of Computer Mamorsea</ni>

<01y '

<13>Primary Memory</1i>

Hel>

<1i>Randon Acgess Mamoyy</1i>
<11>Read Caly Memory</li>

F</ul>

<li>Secondary Memoxy</1i>

Flcul>

<diMagrevae Memory</li>

<l1>0prica) Memozy</l1iy

<11>U83 Flash Dyivec/1i>

<lid¥emory Caxd</1id

19 b</ul>

20 F</ol>

21 F</body>

22 L¢/meml>

T el e

-~
P A N W N B O D 10

- ge 8

e ——————

€ - - —
» - ———

e e | \

Jenghla:d Colil se:0p0 © Desindoas  UTFSwoBOM, D&

Fig.7-35 Creating a nested list
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@m\"s r window will display it as shown i Fora—————

—[\-pes of Compnter Memoms

1. Primary Memory
© Random Ace
© Read Ouly Mﬁiunqy

2. Sccondmy \{emm-y

e \{ngneuc \{mm!}’

o Optical Mamory

© USB Flash Drive

o Memory Card

Fig.7-36 Browser window displaying a nested list in a Web page

7.5 IMAGES AND BACKGROUNDS

instead of reading a lot of text which takes time and effort, people prefer Web pages with
relevant images. Images can be of great value in a Web page. Images attract attention and
provide an easy way to improve the visitor's expenence of a Web page.

151 ADDING IMAGE IN A WEB PAGE E

The image tag, <img> with its src attribute is used for displaying an image in a Web page.
image is not part of HTML file, it is a separate file stored in computer's memory.
dmg> tag: It is the HTML tag that inserts an image in a Web page. It has attributes but no
closing tag.
src attribute: It stand for source. It tells the browser where the image file is located. <img> tag
has many attributes but src is the most important one.

The HTML document in Fig.7-37 demonstrate how to display an image in a page. Assume
lhat the image file, mosque.jpg and HTML document are in the same folder.
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l-ahmﬁ
| <html>
il 2 <head>
| 2 <title>Inserting Imagec/title>
o </head>
| 5 [<vody>
: & <imQ src="mosque.jpg">
& ? </body>
| e le/memis>
i 9
'] 10
I 1n
:'E ¢ (‘a" i’ = poy 2k o) b S TalmAEL v v a B m-»-.'"g‘v-ﬂ-u‘ B AL Tt 1o T e pundd {1 L2 Sikaggs '.z'_J v
...,o. tn:9 Col:1 Sel:0]0 _ Dos\Windows. UF8wioBOM M5 |
AM—B«V-""—‘-' — ~e - - s

Fig. 7-37 Usmg image is HTML document

The browser window will display it as shown in Fig.7-38.

Fig.7-38 Image displayed in browser window

Adding Border to an Image

Border is a box of lines that is around the boundary of an image. A border can be set
around an image using the border attribute in the <img> tag as given below.

<img src="image.jpg" border=5>
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1 the number 5 specifiae 1. =
7 Here. . Cifieg the wi e ¥ R wm

: image with bord Width of i e ndow

| the imas 78S Shown I Fig 7 e POT08T It pixels, The browse” wi

, F'9'7'39 Image with border displayed in browser window

15.2 SPECIFYING IMAGE SIZE IN A WEB PAGE ‘
User can use the height, width and alt attributes in the <img> tag to resize the image in

Web page. L

neight attribute: This attribute is inserted in the <img> tag to specify the height of the image in

pixels. This can be different than the real height of the image. The browser resizes the image gs
specified in the <img> tag.

width attribute: This attribute is inserted in the <img> tag to specify the width of the image in
ixels. This can be different than the real width of the image. The browser resizes the image as

specified in the <img> tag.

alt attribute: If for some reason the browser cannot display an image, the user can insert the

alt attribute in the <img> tag to tell the reader what image is missing in the page. The value of
the alt attribute provides alternative textin place of image in the Web page. '
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cument in Fig.7-40, demonstrates the use of hej
. o resize an image in Web page.

{3 CAMTMUReRE! ncod lon vage s«m M s
¢ search  View E ’“’ 9 “9' mo Run "'Wim WIMW‘

e EG oy
D> \1
2 :::::: mecmm‘g Image Size</title>
3
y </nead>

| : ﬁ‘f;&_.m,e;mn Width=200 height=150 alg="Inage op F |

: ai

| 8 </heml?

i

!Mm lmU' 9 Coll Sel 0|0 AL e Dos\Wndows UTF-8 wosom o

— i —— = ALLLLEEI IR

an 7-40 Resizmg an image in HTML document “*«—M_;N :

The browser window will displ"a_yqi,tvas, shown in Fig.7-41.

[} Spedifying Image Size x : ;
> 0 D f|eJ//c/HTML/Resnzing%mlmage html » i{el

w——_.‘_ﬁ_ﬁ_‘ e —

~ Fig.7-41 Resized image in Web page
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A

Fig.
i9.7-42 Web Page if image is not displayed.

75.3 APPLYING BACKGROUND AND FOREGROUND COLORS

Toapplya background colorin a Page, insert the bgcolor attribute and for foreground color,
nsert text attribute in the <body> tag as shown in F|g T7-43.

f‘——-—- ':
& *c\nmmsgwrgcumm Nﬂq»u!» --

‘e Edt _Search _View Enmﬁng_}mggm.g; Macre: haw Plugins Window 2 X
EngngCukxs}m B
<html> ‘ w
<head> ;

<title>Background & Foreground Color<ltit1e>

</head>

<body bgcolor=red text=yellow>

<font size=4>

[orputezs are used in all types of businesses tocbr>
8 irprave productivity. They help in succassfully<br>
9 running business activities. They are used to<br>

0 prepare business documents, reports, invoices,<br>

-1 o v b W R e

i1 charts, etc. Computers help in ataying in contact<br>

i | wich employees and customers.</font>

13 F</body>

14 </html> -
length:4 Ln:7 Col:1 Sel:0]0 " oWt (VTS WOBOM IS

Fig.7-43 Using background and foreground color in HTML
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In this HTML docume;t.Athe Eackground color is red and foreground color is yellow. The
browser window will display it as shown in Fig.7-44

() Background & Foregrour x & 5
© o @ ) fley//CYHTML/Bg320anf3$20FgH20Colorshtml 1

Computers are used in ll types of businesses to
improve productivitys “they help it siiccessfully
running busiiess activities, They are used to
preparc busuiess documents, rEports, INVOICES,
charts. ete. Computets help in stayifig i cuntact

with emplovees and custoners:

Fig.7-44 Web page with background and foreground color

7.5.4 APPLYING BACKGROUND IMAGE
An image can be set as background of a page using the background attribute in the <body> tag.

<body background="image.jpg"> : :
If the image is smaller than the browser window then it will repeat itself till the entire window is filled.

The HTML document in Fig.7-45 demonstrates the use of image fle computer.jpg as
background of a Web page.

o

File Edt Search View
[ Bg mage and Fg Colors html 3

3 <html> - : »
2 $<h||d> ‘
p| G critleyBackground & Foreground Galox</title>
{ 4 -¢</head>
} £ [l<bedy background=corputer.Zpg textayellowp
| 6 Ef}aam: sizewmSh
| - Computeras are used in all typas of buaineasas to<kbe> E
i (i improve produgtivity. They help in aucceaafully<br>
I ¢ running business activities, Thay are used to<br>
£| 10 prepare businesa dogumanta, repoxts, invoicaa,<br>
4 B} charts, &%g. Computers help in ataying in contact<br>
gl 32 .with employeea and cuatemara.</font> . =2
k] 13 -</body»
: 14 Le¢/hemly L
il e (s s AL AN B
i{,hng(haLmu Col18 Sel10]0 Dos\Windows UTF-8 w/o BOM INS

Fig.7-45 Using image as background in HTML document

[
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N: ill display i
‘T . 0 wser will display it as shown iy, Fig.7-4¢

'520aHda,’20F 5
* 0 £ . ’ 2 ZOC ' ' |
Computers arc used i al y g%20Colors htm

mll‘mvc l)r().dllcll\'lly hey ]lclp
ﬂ”mmg bus?ncss achvities. They are
! l,rcparc business dOCUmunls, rci)otr ;
| charts, ete. Computersthely iy, stq
| with employees and customess

pes of
f |>l|\lllcsx‘cs to

In Successfully

Fig 7-46 Using image as background of Web page

7.6 HYPERLINKS

The entire World Wide Web is connected by hyperlinks. Web pages
pyperlinks, each sends the user to a related Web page or pictureffile.

contain many

76.1 HYPERLINK

a Web page that links it to another Web page or another
Hyperlinks are usually blue and underlined.

rlink, the pointer changes to a small hand.

A hyperlink is text or image in
section of the same page when user clicks on it.
When the reader moves the pointer over a hype
Clicking on it allows the reader to jump from page to page.

762 ANCHOR TAGS

The <a></a> tag is known as anchor. It is used to create a hyperlink which may be text or

image, with the href attribute.

———
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6.3 CREATING A HYPERLINK TO A WEB PAGE
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The syntax of creating a hyperlink to another web page Is:

<a href= “url">text to be displayed</a>

For example:

<a href= *http://www.fbise.edu.pk">Visit Federal Board</a>

It will be

displayed as Visit Federal Board in the browser window and when the reader clicks on

it, it will open the Federal Board website that has the URL www.fbise.edu.pk.

Few more examples of creating hyperlinks are given below.

<a href= “http:l/www.ilmkidunya.com”>||mki Dunya</a>

<a href= “http://www.nation.com.p_Ig">The Nation</a>
<a href= “http://www.gau.edu.gk”>Quaid-i-Azam University, Islamabad</a>

The HTML document in Fig.7-47 demonstrates the use of hypérlinks in a Web page.

[ N —

' {Z C:\I-I'i'Ml\AnchorTags.htnﬂ - Notepad++ 28 v E’@@—]w

File Edit Search View Encoding Language Settings Macro  Run _Plugins Window 7 X
T S RIS 2 )
[=) Anchar Tagshtml £3

2 <head> »
3 <title>Pzk Websitea</title> =
4 </head> !
S <body> i
6 <font size=5>Educational Websitas</font><br> !
2 <a h:ef="http://mm.ilmkid;mya.com">Ilrr ci Dunwa<l/a><br> %
8 <a href="http://www.knowledgepk. cor">¥nowladgePk</a><br>
g <a h:ef="http://mm.fbise.edu.pk">}:'edera1 Baard</ax<br><br>

10 <font size=5>News Wabsites</font><br> £

i1 <a href="nttp://wwsi.nation.com.pk">The Natcion</a><br>

12 <a nref="nttp://wnr.davn.con">DEWN . cam</a><br> |

i3 <a href="nttp://www.jang.com.pk">Jang Mawa</a><br> ‘7

14 <a href="nttp://waw.nawaivagt.com.pk”>Nawalwaqe MNaws</a>

s -</body> .

16 L</ntml> L]

18 -

|« . “mo R ! )

length: Ln:18 Col:1 Sel:0]0

RS RNEEE

DosWindows UTF8 wfo BOM NS

Fig.7-47 Creating hyperlinks in HTML document

B |
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o

gshtml ¢ =

Educational Webgiteg "
Jimki Dunya
Eederal Board

News Websites
he Nai

DAWN com

Jang News

lawaiw: Jew

- Fi9.7-48 Hyperlinks in Web page

6.4 CREATING A HYPERLINK WITHIN A WEB PAGE

Anchor wit.h a name attrit'>ute is used to create a hyperlink within a Web page. It involves
wo steps: creating the anchor itself and then creating a hyperlink to the anchor.

creating the Anchor

Create the label in the anchor tag at the location in the page where you want to hyperfink.
The syntax for creating the label is: ‘

<«aname="label"></a>
creating @ Hyperlink to the Anchor

The user can make a hyperlink to the anchor using the normal <a></a> tag with the href
atribute. The syntax for this is:

<ahref="#label">text to be displayed</a>
The # symbol must be put before the label.

For example, create the following anchor before Chapter 5 and this is the location where you
want to hyperlink.

<aname="chapter5"></a>

Now, create the hyperlink to the anchor at any location as given below.

Click <a href="#chapter5">here</a> to go to Chapter 5.
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The browser window will display it as:

Click here to go to Chapter 5. ,

When the reader clicks on the word here, it will take him to the location where Chapter 5
starts within the Web page.

The HTML document in Fig.7-49 demonstrates how to create hyperlinks within a Web
page. There are three hyperlinks in this HTML document. When the user clicks on the second
hyperlink, it will take him to the second topic which is about minicomputer. When the user clicks
on the third hyperlinks, it will take him to the third type of computer which is mainframe. If the
user clicks the first hyperlink nothing will happen since the first topic about microcomputer is

already displayed on the screen.

f}';.1"(::\M'!‘M.\AnchorTagsw”i'tlm\uinc.html Notepad++ SRRy ' L_.J
File Edit Search View Encoding Language Senmgs Macro  Run Plugms W'mdow s X |

{4 Anchor Tags within a doc html E3

<html>
<head>
<title>Using Anc‘ors</tic1e> i
</head> !
-I<body> R
<font size=4>Types of Computers</font><br><br>
<a href=fMicrocomputer>l. Microcomputer</a><br>
<a href={Minicomputer>2. Minicomputer</a><br>
<a href=§Mainframe>3. Mainframe</a><br><br>
1.<a name=}icrocomputer ></a><b>M1crocomputer</b><br>
Micrccomputers are the smallest and the cheapest computer.<br>
These computers are the ones, most commonly used in homes<br>
and cffices. Microcomputer was introduced in 1970s when<br>
microprocessor was jnyedied. A microprocessor is a 3ingle<br>
IC chip that controls the operation of the computer.<br><br> |
2.<a2 name=Minicomputar></a><b>Minicomputer</b><br> 5
Minicomputers were introduced in the 1960s when IC chips were<br>
introduced. A minicomputer is bigger than a microcomputer but<br> |
emzller.than a mainframe. These computers can execute billions<br> ‘
of insc:uctionq‘per second. Therefore, they can process more<br><br> |
3.<2 name=Mainframe></a><b>Mainframe</b><br>
Mazinfreme 1s a very large, very powerful and expensive<br>
computers that can support hqureds and thousands of users<br>
at the same time, Mainframes are used in large organizations<br>
such as banks, airlines, big universities, research gentexs,<br>

and government departments.<br>
-</body>
L</ntml)]
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Flg 7-49 Usmg hyperlinks within a Web page in HTML document
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1.l\ﬁcmcomputer

\ficrocomputers are the smallest and the cheapest computer

These computers are the ones, most commonly used in homv.:s

and offices. Microcomputer was introduced in 1970s when
microprocessor was invedted. A microprocessor is a single v
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Fig.7-50 Hyperlinks within a Web page’

NG A GRAPHICAL HYPERLINK

165 CREATI
eating a graphical hyperlink to another Web page is:

Tne syntax for cr

ghref=“ur™><img scr="name of image file></a>

ror example:
"http:/lwww.fbise.edu.pk"><img src="image.jpg"></a>

¢ href=
browser window. When the reader moves the

itwill display the image.jpg image file in the
mouse pointer over the image, it will changetoas
e Federal Board website that has the URL www.fbise.edu.pk.

The HTML document in Fig.7-51 demonstrates how t0 create a graphical hyperlink.
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Py <head>
3 <title>Inserting Image Anchor</title> !
4 </head> :
s <bedy>
s <a href="http://www.fbise,edu.pk"><img s:c-"imqe.m"x/a:»
7 <br><br>
¢ | <font size=3>Click on the image to visit Federal Bosrd Web site</font>
S </bedy>
i0 </html>
12
i3
L e el 3
bvpl 1237 lina Ln: 8 Col: 53 Sel: OIO Dos\Windows UTF-8 w/o BOM NS

Fig.7-51 Using graphical hyperlink in HTML document

The browser windows will display it as shown in Fig.7-52.

[ Inserting age Anchor
» Ljfle///c/HTML/|mage%20anchor.html ik Al 'ﬂf‘ =

Click on the image to visit Federal Board Web site

Fig.7-52 Graphical link in Web page -
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|nter“et is a worldwide network of 661
of Internet for accessing and sharing |

ol wOridwide Web and HTML
'.'7/”"' g
7

Puters and World Wide Web is the main application
nformation,

age is a document
, Web Pag on the Internet that can be accessed through a Web browser

ite is a collection o :
: Webs't Int t h feidisd Web Pages hosted on a Web server and accessible
through an Interne address known as Uniform Resource Locator.

wser is a so
, Web bro ftware that enables users to retrieve information on the Web.

, Web server s a computer that makes Web pages available through the Internet.

uniform Resource Locator (URL) s an Internet address that identifies a website.

, Search engine is a website or software that allows people to find information on the World
Wide Web.

, Home page refers to the main Web page of a website that opens in a browser when users
access it. It also means the Web page that automatically loads when a Web browser 1S
opened.

» Web hosting is a service that uploads a website on a Web server and makes it available
for computer users.

+ Web portal is a website that offers a large variety of services such as online shopping mall,
news, stock prices, e-mail, search engine, etc.

+ HTML is the language of Internet's World Wide Web. Web pages are written in HTML.

» Hyperlink is text or image in a Web page that links it to another Web page or another
section of the same page when the user clicks on it.
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m gwer for the following MCQs,

golect the b: leret address called that identifies g Webig
i. wna\x::;age B. Websj
2‘ Web server D. URL
. w.hat  a collection ©f Web pages hosted on a Web sgpyq, Callegy
i. o Web address B. Website
C: Home page | D. Web browse,
jii. Which language is used for creating Web pages?
‘ A HTML B. Clanguage
c. URL D. Web browser
iv. What is text of image in @ Web page called that links it to another Weg g
icks on it? i
f\l.l web link B. browser fnk
C. hyperlink D. search link

v. Which of the following refers to uploading of Web pages to Web Server so that oth
access it? Al

A. Configuring Web pages B. Web surfing
C. Installing website D. Web hosting

vi. How many types of lists are commonly used in HTML pages?
AR B. 3
C. 4 D. 5

vii. Anything typed inside which tags is displayed in the browser window?
A. <body> </body> , B. <html> </html>
C. <head> </head> D. <title> </title>

Viii. Which of the following tags does not have a closing tag?
A <tr> B. <br>
C. <center> D. <li>

B ]
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iv. Describe HTML,
' v. What is hyperlink?

03. Describe any four types of webgiteg y
4. Write the HTML tags for the following’?

i) Paragraph Vi) * Center text

i) Heading Vi) Strike out

iii)  Bold Viil) - Superscript

iv)  Underline iX) Subscript

v)  ltalic X)  Font size, color and typeface )

Q5. Create a Web page in HTML that displays image of a computer. The width of image should -
be 350 pixels and height 220 pixels.

Q6. Describe how background col'or' and image are applied to Web page.

Q7. Create an HTML document that contains a graphical hyperlink.

1. Create a Web page in HTML that contains unordered and ordered lists and a definition as
shown below.
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Types d!g_‘mmc language

1. for loop
2. while loop
3. do while loop

Compiler

A compiler is @ software that translates a program written in a high level

tanguage nto machine language for execution by the computer.

—

2. Create an HTML document that contains hyperlinks to three websites of encyclopedias as

shown below.

B ———

T e : e
\(g: =31 81 causers\Sajjad\Desktop\TEMPAHTML NOTES BOOKI( 0 ~ @ || & Inserting Image

The following are some hyperlinks to Encyclopedias.

Encyclopedia Britannica
Wildpedia
Encyclopedia.com
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L URL of Website

Name of Website

www.br britannica.com Encyclopedia Britannica
www.wil ww.wikipedia.org Wikipedia

/___qmw Encyclopedia. com

create the following table in HTML.
/""”f_ -

 RESULTSHEET =
Wrgudent Name
”T”J;ved Akhtar
/Z_ﬂ_;fzal Khokhar
"”Z{/'M_uslim Khan
— 4. | Syed Najaf Ali Shah
IR EE@ Heder
e
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RIiT 4 |
U:‘ Se;act the best answer for the following MCQs.
S i.B i. C iii. C iv. B
v.D vi. G vii. D viii. B
UNIT 5

Q1. Select the best answer for the following MCQs.
D  i.C iii. B iv. A v.B
vi. C vii. B viii. A ix. B x.D
UNIT 6
Q1. Select the best answer for the following MCQs.
i.B ii. A iii. D iv. C
v.B ViA  vi.C  viii.C
UNIT 7

Q1. Select the best answer for the following MCQs.
i.D ii. B iii. A iv. C
v.D “Vi.C vii. A viii. B
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@ pnswers to MCQs of Exercises

Ansviers toMCQs of Exercises.

uNIT 1
Qi gelect the best answer for the following MCQs |
i.B ii.B iil. D v.C  wB

vi.D vil. C vill. A ix. B X A

UNIT 2

Q1. Select the best answer for the following MCQs.
i.B ii. A iii. C iv.D v.B
vi. B vii. D viii. B ix.C x.B

UNIT 3
Q1. Select the best answer for the following MCQs.

i.B ii.D iii. G iv.D v.C
vi. B vii. A viii. G ix.C x. B

UNIT 4

Q1. Select the best answer for the following MCQs.

iii. D iv. C v.B

i.B i, A
vi. C vii, D viii. C ix. B x. B
UNIT 5

best answer for the following MCQs.

iii. A iv.C v.D

Q1. Select the

g B
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Answers 10 MCQs of Exercigeg

174 | | . &
UNIT 6
Q1. Select the best answer for the following MCQs.
i. C i.p . iii.B iv.C v.C
vi. D vii. D viii. C ix.D x. B
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A type of maly ]
Internet an{in la l;N are that attaches fiself to free software on the
and infects other computers when it is downloaded.

A com '
puter that represents and processes data by measuring

quantities
such as voltage and current to solve a problem-

Softw
are developed for computer users {0 SoIvé their problems:

me interval petween

A
hmethod of data transmission in which ti
characters is not the same.

Strength of signal fall off with distance in guided or unguided

media. ///

Overall data transmission capacity of a medium ©f channel.

Biustooh is @ wireless communication technology that uses radio
waves to connect portable electronic devices over short distance-

A t‘?PO‘Ogy that consists of a single central cable known as bus, to
which all the devices are connected along its length 1O

communicate with each other.
nside the

Client Computer

Client/Server Network

Command Line

Very small amount of oxtremely fast memory i

microprocessor or on the motherboard.

A computer that accesses the resources that aré shared by other

computers in a network.

A network in which each computer acts as aither a server or @

client. :
r interface in which commands

are given 1o computer with

Use

Interface (CLI) keyboard.

Computer Ethics Moral guidelines concerned with the ethical use of computer
technology-

Computer Network Interconnection  between computers and devices to provide
facilities among users to exchange information and share
resources such as printer, hard disk, Internet, etc.

Computer Softwaré A set of instructions that tells a computer what to do and how to

‘ - do.
e

-

S
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Computer Virus

A type of malware that spreads by Inserting a copy of itself intg
another program or file.

Ge that occurs In gulded media when undesired signajs |

Administrator

Cross Talk Interferen
enter the path of transmitted signals. )
Cybercrime Any crime committed by means of computer and Internet |
technology.
Data Validation Aliowing only certaln values or the type of data that is defined by
the user to be entered Into cells ln Excel. FR
Database A person who is responsible for the design, implementation and |

maintenance of a database in an organization.

Digital Computer

A general-purpose programmable machine that works with binary
digits and has the ability to store, retrieve and process data at ‘highj

speed.

Distortion

Change in form of digital signal when it reaches the receiver du'ring
data transmission.

Expansion Slots

Long narrow sockets on the motherboard used for installing
expansion cards. A :

Filtering Data

Displaying only the information that the user needs based on a
condition in Excel.

Full-duplex Mode

A type of data transmission mode used to transmit data/information
in both directions simultaneously. -

i

Graphical User

A type of user interface that is based on windows, icons, menus

Interface (GUI) and pointer.

Guided Media Transmission media that uses cabling system that guides data:
signals along a specific path. e

Hacker A person who illegally breaks into computer systems to destroy,
modify or steal information.

Half-duplex Mode A type of data transmission mode used to transmit data/informationi

kil _ in both direction but not simultaneously. 7

Hybrid Computer A type of computer that is a combination of analog and digita'll
computers.

IC Chip | A silicon chip that contains a large number of transistors.

]

Language Processor

System software used to translate computer programs “int
machine language.
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A network that covers a limited ar L
a limit
campus of nearby buildings, ed area such as a small ofﬂww a

A topology in which & ‘
all
B the network nodes are connected to all thg

A network that span
s are
§ilchias b i a larger than LAN but smaller than WAN

Main circui o
Uit board inside  the system unit that contains

microprocessor, mai
SR and' main memory, expansion cards, many IC chips,
other electronic components.

by tes e

ork Admmustrator A person responsible for installation, configuration “and

NetW
ma
intenance of computer networks in orgamzatlons e

qwork Interface Card | Expansion card used to connect computers together fo create
(N|C) computer network.

yetwork Topology Physical arrangement of network nodes. A ode represents 2

omputer or a network device.

rols the working of

operating System A collection of system software that cont
computer system.
Output Devices Devices used to display text, graphics and images on monitor Of
print on paper. : SRIR LT W oy

which all the computers have the sameé status and
| between servers and clients.

4 to authenticate @ user to get.

peer-to-Peer Network A network in
there is N0 distinction at al
A confidential numeric password use

Personal |dentification
accesstoa computer system.

Number (PIN) . 5
Ports Interface used for connecting various devices to the system it
myctncol Set of rules between two communicating devices that govem thejE
BT process of data communication. : :
. // - g o
Registers Small memory units inside the “microprocessor used to temporanly

g the execution of a program.
nnected

store some information durin
earing to which nodes are €0

A topology shaped just lik

Commumcatlon n device that is used when two networks have to be

connected for communlcatlon

Ring Topology

Router

Server Computer

A type of transmission mode that provi

Simplex Mode
transmission in only one direction.
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Synchronous
Transmission

ol sofware. By,
a5 of software for use or sale for finangan

c Making illegal cop!
2 penefit. | -
e ﬁmnd —amns in which numbers and text are entereq
gpreadsheet A type of malware Saveloped to spy on computer users by
gathering information about their activities. 5
| A topology in which all the nodes aré connected to a central m
olo
it called switch.
| Switch/Access Point Communication device used for connecting computers together iy

a local area network.

A method of Jata transmission in which time interval between

characters is always the same.

System Software -

/// 7
A collection of programs which makes the use of computer easy
and efficient. '

System Unlt

Main part of computer that consists of motherboard, power supply |
and drives inside the computer casing.

Transmission Medium

Physical pathway over which data is sent from sender to receiver.

Unguided Medié“

Transmiséion of data signals through open space, that is, without'
using cables.

Wide Area Network

A network that spans a large area, connecting several locations of
an organization across cities, countries and continents.

Wb_rd Pmt-:essihg“

Use of computer to create, édit, format and print documents.

Word Processor

Computer application software used for the creation of documents
on computers. :

\Nonﬁ

A type of malware that transmits itself over a network to infect other
computers. s
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I>C. Abbreviations

Abbreviation

LCD

o .A‘I_J»breAv»iaAtio.ns

Description

Artificial Intelligence
Arithmetic Logic Unit
Automated Teller Machine
Computer Aided Design
Computer Aided Manufacturer
Code Division Multiple Access
Command Line Interface
Central Processing Unit
Cathode Ray Tube

Control Unit

Disk Operating System
Digital Subscriber Line

Digital Visual Interface

Electronic Discrete Variable Automatic Computer
Electronic Numerical Integrator and Computer

G‘raphica'l User Interface

High Definition Multimedia Interface
Hypertext Mark-up Language
International Business Machines
Integrated Circuit

Integrated Services Digital Network
Internet Service Provider
Information Technology

Local Area Network
Liquid Crystal Display
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LS|
MAN
MSl
NIC
0S
PAN
PDA
PIN
RAM
ROM .
SSi
UNIVAC
UsSB
VLS|
WAN

Large Scale Integration
Metropolitan Area Network
Medium Scale Integration
Network Interface Card
Operating System
Personal Area Network
Personal Digital Assistant
Personal Identification Number
Random Access Memory
Read Only Memory
Small Scale Integration
Universal Automatic Computer
Universal Serial Bus
Very Large Scale Integration

“\Wide Area Network

\/a -

= Abbreviations

s
- ——
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