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UNIT 1
COMPUTER HISTORY

1.1 Understanding Generations

The computers are classified into 5 generations based on the technology used during the

period.

# Generations of computer controls electric

First-Generation Computer an evacuated container.

o

o

©)

Second-Generation Computer

IV-STD

0

@ Vacuum tube is a device that

current between electrodes in

Period: 1945 to 1956
Technology: Vacuum tubes were used.

=

Language: Machine language was used for storing and processing data.
Examples: Some of the first-generation computers are:

» ENIAC (Electronic Numerical Integrator And Calculator)

» EDVAC (Electronic Discrete Variable Automatic Computer)

» Univac-1 (Universal Automatic Computer).

Advantages:

» Fastest calculating devices at that period.

» ENIAC was capable of performing 5000 additions and 350 multiplications
per second.

Disadvantages

» It was huge in size, so occupied more space.

» They emitted large amounts of heat because they used lots of vacuum
tubes and a Water cooling environment was required to control the heat
generated.

» They were prone to frequent failure hence they were unreliable.

> Not portable. (Cannot carry from one place to another).

Transistors are more compact than vacuum
o Period: 1956-1963 tubes as they are made up of semiconductors.

o Technology: Transistors were used.
o Language: Assembly language was used for storing and processing data.
o Examples: Some of second generation computers are:

> IBM 1620, IBM 1401 and Honeywell 400.
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Advantages:

o

» Its size was smaller as compared to the first-generation computers.
Disadvantages

» Required Air Conditioning environment to control the heat generated.

» Frequent maintenance was required.

» Quite expensive.

e Third -Generation Computer

o

o

Period: 1964-1975
Technology: Integrated Circuits (ICs) were used. A Single IC has many
transistors, registers and capacitors, placed on a single thin silicon.
Language: High-Level language such as BASIC, C, COBOL and FORTRAN.
Examples: Some of third generation computers are:
» IBM- 360, PDP -8, PDP- 11 and CRA 1.
Advantages
» Smaller in size as compared to the second-generation computers.
Cost is less compared to the second generation computers.
Generated less heat.

Reduced computational time. (Increased calculation speed)

YV V V VY

Maintenance cost was less.

> Easily portable.

e Fourth-Generation Computer

IV-STD

o

©)

(@]

Period: 1976-1989
Technology: Very Large Scale Integration (VLSI) technology was used.
Language: Object Oriented Programming language such as C++ and Java.
Examples: Some of forth generation computers are:

» IBM-PC, Apple Macintosh and Sun SPARC station
Advantages

» Cost is less compared to the third generation computers

» Huge memory capacity and high functional speed.

» Consumed less power.

» Generated a negligible amount of heat.
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Super-Large Scale Integration (SLSI) is a
form of circuit construction with 50,000 to

o Period: 1990-Till date. 100,000 circuit components on
an integrated circuit.

e Fifth-Generation Computer

o Technology: SLSI technology.

» The fifth generation computers are using Super Large Scale Integrated
(SLSI) chips that are able to store millions of components on a single
chip.

» Language: Prolog, Mercury are the examples of fifth generation
languages. They are based on Artificial Intelligence (Al). They try to
simulate the human way of thinking and reasoning. Artificial
Intelligence includes areas like Expert System, Natural Language
Processing. Speech Recognition, VVoice Recognition, Robotics, etc.

o Examples: Some of fifth generation computers are:
» IBM notebooks, Pentium PCs, SUN Workstations and PARAM 10000
o Advantages

» These computers are much faster than other generation computers.

» Much smaller in size than other generation computers

> Easily portable and easy to handle.

» Advancement in Superconductor technology.

[D Artificial intelligence is Intelligence displayed by machines, in contrast
with the natural intelligence (NI) displayed by humans and other
animals. Al research is defined as the study of "intelligent agents™: any
device that perceives its environment and takes actions that maximize its
chance of success at some goal.

\/

Applications of Al include Natural Language Processing, Gaming, Speech Recognition, Vision
Systems, Health care, Automotive etc.
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Vaccum Tubes - Technology used in 1% Transistors - Technology used in 2™
Generation Computers Generation Computers

Integrated Circuits - Technology used Very Large Scale Integration -
in 3" Generation Computers Technology used in 4™ Generation
Computers

- e - | —— /
Super-Large Scale Integration — Technology used in 5" Generation Computers

Figure 1. 1: Technologies used in different Generations of Computers
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1.2 Classification of Computers

Computers can be classified based on the size, purpose, working principle etc.,

In this chapter we will discuss the classification based on Size and Purpose.

# Classification of computer based on the size

e Micro Computer

e Mini Computer

e Mainframe Computer
e Super Computer

e Micro Computer

o Micro Computers are the smallest, most affordable and most reliable.

o Micro Computer is a computer that has a microprocessor chip as its CPU.

o Microcomputers include (i) portable computers and (ii) Desktop computers.
(i) Portable Computer

> Portable (users can carry it) computer is a very small, easy to use
microcomputer.

» Portable Computer includes personal digital assistant (PDA), notebook
computer and laptop.

(ii) Personal Computer or Desktop Computer

» The Personal computer is a microprocessor based, single user computer.

Figure 1.2: Micro Computer
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¢ Mini Computer

o A Minicomputer is a medium sized computer developed in 1960s.
o An early and highly successful minicomputer was Digital Equipment
Corporation's (DEC) 12-bit PDP-8.

Figure 1.3 : PDP-8

¢ Mainframe Computer
o A mainframe computer is a large, powerful computer that handles the

processing for many users simultaneously (up to several hundred users).

o The mainframe computers have large storage capacities, very high speed of
processing (compared to micro and mini computers).

o They are kept in air-conditioned environment.

o Applications: They are used by big companies, banks, government

departments, etc.

Figure 1.4: Mainframe Computer
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e Supercomputer

o Itisthe largest computer.

o A supercomputer is the fastest and the most expensive computer.

o This has extremely large storage capacities and computing speeds that are at least
ten times faster than that of other computers.

o It can perform hundreds of millions of instructions per second.

o Applications: The super computer is used for specialised applications such as
large-scale numerical problems in scientific and engineering disciplines. These
include applications in electronics, petroleum engineering, weather forecasting,

medicine and nuclear energy research.

Figure 1.5: Supercomputer

# Classification of computer based on usage

e  Special purpose computer
e General purpose computer

e Special Purpose Computer

o Special purpose computers are designed for the requirements of a particular task or
application.

o Application Specific Integrated Circuit, Pronounced "a-sick.” A chip that is custom
designed for a specific application rather than a general-purpose chip such as a
microprocessor.

o For example,computers used for weather forecasting. It incorporates the instructions

to perform the specific application into the design of internal storage.
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Figure 1.6 : Special Purpose Computer
e General Purpose Computer

o The general-purpose computer is designed to meet the needs of many different
applications.

o The instructions needed to perform a particular task are not wired permanently
into the internal memory. When one job is over, instructions for another job
can be loaded into the internal memory for processing.

o Thus, a general-purpose computers can be used to prepare paybills, manage

inventories, print sales reports, do scientific calculations and so on.

Figure 1.7: General Purpose Computer

EXERCISES
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I. Match the following Computer Generations given in the column-I against
the technology used during that generation given in the second column and
write the respective alphabets in the below given line.

Column-| Column-11
Computer Technology Used
Generation 9y

1. 1% Generation A. Very Large Scale Integration

2. 2" Generation | B. Vacuum Tube

3. 3" Generation | C. Super Large Scale Inegration

4. 4" Generation | D. Transistors

5. 5" Generation | E. Integrated Circuits

Answers: 1. 2. 3. 4, 5.

Il. True or False

1. 1* generation computers emited large amounts of heat.

2. Object Oriented Langages were used in 4™ generation computers.
3. Prolog, Mercury are the examples of 1% generation language.

4. A mainframe computer has large storage capacities.

5. Portable computers cannot be moved from one place to another.
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I11. Solve the crossword puzzle. (Clue: Use, the terms of “Types of
computers”).

(5]

ACROSES DOWVN

4 Large computer

—

Srmallest computer
Largest comng
Medium sizeq

[ |

CmpLUtes
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UNIT Il
WORD PROCESSOR
2.1 File Menu

In MS Office 2007, the basic commands of File Menu such as New, Open, Save as, Close

are available in Office button. E:',
2.1.1 Create a new file

e Steps to Create a new file
o Click on Office button. =3
o Click on New option. [ mew

o The New Dialog box will appear as shown below.

e » .‘ - — - __- h; Aan - =)

Templates Sl | RO Search Microso! tt Office Online for a template @ Blank document
Blank and recent m—

Installed Templates Blank and recent

My templates...
New from existing... g
Microsoft Office Online
Featured

lank docum: New blog post

Agendas

Award certificates
Brochures
Business cards

Calendars

Contracts
Envelopes
Faxes
Flyers

Forms

Gift certificates

. T

Figure 2.1 : New document dialog box
o Select Blank Document option.

o Click on Create button.

o A new document will be displayed.
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2.1.2 Open an Existing file

e Steps for Opening an Existing file
. . Ca
o Click on Office button. @
o Click on Open option. 7 open

o An Open Dialog box will appear as shown below,

Click here and
select the folder

= o f which contains the
= 4 e file to be opened

Date modified Type

17-10-2007 1202 DOCK Fale
17-10-2007T 1202 DOCX Fale

- ! examplel.docx is
[l Woed Docnionante fz does i) the file to be opened
Teels v | Open |vl | Concel | {Click on Open button|

Figure 2.2 : Open dialog box

o Select the location of the file to be opened .
o Open the file by double clicking on it
o Click Open button.

2.1.3 Save the current file

Whenever a new file is created, it must be saved in the specific location, so that the user can

access the file for further use.

e Steps to save the Document for the first time

o Click the Office button.

Click on Save option.
© p H Save

o Save as dialog box appears as shown below, type the file name.
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=| || TNormal (TNoSpac.. Headingl Heading2 Ttie Subtle  SubtieEm.. Emphass _ Ehange
- =

OQ (W > Computer + HCLDISK2 (D) » NVSTD Lol Loy ap Select the

Orgenize v New folder = ® folder location

o Music 4 Neme Z Date moddied Type
= Pictures
B videos No items match your search.

o Homegroup

% Computer %
& Lo ()
s HCLDISK2 (D)
s HCL_DISKS (F)

- o«

File name:  eamplel.docx Type the file
Save &3 type: | Word Document (".docx) = name here
Authors: AEES-HCL

[ Save Thumbnail

|Click on
[Save button |

Figure 2.3 : Save as dialog box

o Click on Save button

The word file is saved with the .docx extension
Word saves the document in a default location. To save the document in a particular location,
select the appropriate folder name as shown in the figure.

2.1.4 Save As- saving the file with different name (Copy file)

e “Save” and “Save As” both are used for different purpose.
e “Save” option is used when the file is to be saved for the first time.

e Save as option is used when a already saved file needs to be saved with another name
(like making another copy), in this case the previously saved copy also available.
e Steps to save the file with different name (Save As)
o Open the file, which is to be saved in another name.
o Click on the Office button
o Click on Save As option shown in the menu ﬁ s P
o The Save As dialog box appears as shown below,
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CT¥ e

Micoscteword 0 _——

Home | Inset  Pogelsyout  References  Malings  Review  View  Developer  Addins

| @ 3:; | cobr Booy “[u-fawE) &@@E@@‘ AsBbCed | AsBbccDc AaBbC: AaBbce AAB aasbce. acet
e matpanter |B L U e x M [¥-A EEEE Sy - | 1homal |nNospaci.. Headingl Heading2 Titie Subtitle  Subtls
| Clipboard S| ] Paragraph i styles
@) Sove s A
OO [+ computer » HL OISR ) » VSTD [ 4 || Search 1vsTO o
Organize v Newfolder = ©

& Music ~ Neme
& Pictures

B videos [ examplel.docx
i

[7) example2.docx

Date modified Type

17-10-2017 12:59 DOCX File
17-10-2017 12:02 DOCX File

& Homegroup

% Computer H
& HeLoisk ()
s HCLDISK2 (0)

s HCLDISIG (F)

- <] m J

v
File na samplel is the another copy of examplell -
Save as type: | Word Document (*.docx) -

Authors: AEES-HCL Tags: Add atag

7] Save Thumbnail

Click on
Save button

A Hide Folders

Tools ‘ Save D Cancel

Figure 2.4 : Save as dialog box

o Select the location of the file.
o Type the new file name
o Click on save button.

2.1.5 Close the file
Before closing the file, save the file as mentioned in 2.1.3

o Steps to Close the file
o Click on the Office button.
o Click on the Close option. ﬁh‘ Close

Or
o Click on the Close button on the windows control.

2.2 View Menu

2.2.1 Print Layout
Print layout is used to view the document as it will appear on the printed page.

o Steps to View the file in Print Layout view

o Click on View Menu

o Click on Print Layout icon in the Document views group.

o The document appears as it will appear on the printed page.

IV-STD Atomic Energy Education Society
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Click on
Print Layout

Welcome to Microsoft Word application.

(Pagelofl  Words:5 (5 English(United States) | 7]

Figure 2.5 : Print layout view- A sample screen shot

2.2.2 Web Layout

Web layout is used to view the document as it would look as a webpage. This layout can be

used for designing documents for the web. So the view enables you to get an idea of how the

document would look as a webpage.

o Steps to View the file in Web Layout view

o Click on View Menu

IV-STD

- = o =
ERT]r E e Qe e B D O RSN B
femrgo i [ Message Bar Toom 1% Birage wion | w4 Ruset Window Poition | vinaens e ||
X Showtede 1 Zoom J‘ Window | Mstos
|welcome to Microsoft Wolg application.
Cilck on
Web Layout,
Words: 8 Engesh Unitea States) | 7 |
) @) E KT E S

Figure 2.6 : Web layout view- A sample screen shot
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2.2.3 Full Screen

Full screen layout is used to view the document in full screen reading view in order to

maximize the space available for reading or commenting on the document.

e Steps to View the file in full screen view

o Click on View Menu

i N icon i ; Full 5
o Click on Full Screen Reading icon in the Documents view group. “g =2
o The document appears in the full screen reading view as shown in the screen shot

given below,

‘Welcome to Microsoft Word application.

Figure 2.7 : Full Screen view- A sample screen shot

2.2.4 Zooming
Zoom is used to get a closure view of the document.
Zoom controls are also available on the status bar at the bottom of the window.

o Steps to View the file in full screen view _
Click on View Menu Q

Click on the Zoom icon in the Zoom group. Zoom

O

O

o The zoom dialog box appears as shown below,
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(2) Page width (Z) Many pages:
() Text width ﬁ

() Whole page =,
Select the %
Percentage

AaBbCcDdEe
XxYyZz

Figure 2.8 : Zoom dialog box

o Select the value of percentage to be zoomed.
o Click on Ok button.

o The document is zoomed as shown below,

0 "B " Dowment a4 1)
: - g erm’ + ’ ax::, @‘ E = ‘mm:m ;
Layout { e <2} Page Width ”" _uaunwammmn Windows ~ u'-a“jy
Document Viey Show/Hide Zoom Macros

Zoom

Open the Zoom dialog box to
specity the zoom level of the
document.

1In most cases, you €an also use the.
bar at

Welcome to Microsoft Word application.

L W—
Pageilofl  Words5 (5 English (United States) | ¥ |

e R
) Tom—C

~ ®d¢

Figure 2.9 : Zooming view- A sample screen shot
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2.2.5 Ruler

The ruler is used to measure and line-up objects in the document.

e Steps to use Ruler

o Click on View Menu

o Click on the ruler icon in the Show/Hide group. Ruler

o The document appears with a ruler as shown below,

 Samplel docx - Microsoft Word W . E—

=@ = |

Mailings  Review | View | Developer  Adddns

Vertical
Ruler

IV-STD

uler Document it Map q ‘ | one Page @ E D 13 View Side by Side @
idiines Thumbnails BE (13 Two Pages 137 synchranous Seralling
Zoom 100% Amange  spit Switch

Zoom Window

‘Welcome to Microsoft Word application.

Hew
=] Page Width || window Al A4 Reset Window Position | windows =

€ 9 FallallE [

Figure 2. 10: Ruler screenshot
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EXERCISES

|. State True of False.

1) For a newly created document both "Save" and "Save As" options work as
same for first time.

2) We can not insert tables inside a word document.

3) We can also use Escape (Esc) key present on the key-board to come from full
view mode to normal view mode.

4) With the help of ruler we can re-size the margin size.
5) To quickly edit we use Draft view.

1. PRACTICAL EXERCISES

1. 1. Create a word file
1. Type your name, class, section, roll no. and your ambition one by one.
Iii. Save the file with the name “AboutMe”
iv. Close the file
2. 1. Open the file named “AboutMe”
Ii. Write your hobbies at the last line of the file.
i11. Save the file with the name “MyHobbies”
3. 1. Open the file “AboutMe”

ii. View the file using Print Layout view, Web layout view, Full screen and

Zooming.
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UNIT- 11
EXPLORING WINDOWS

3.1 Staring Windows Explorer

Windows Explorer is the file management application in Windows. Whenever the user
accesses adisk or opens a folder containing files, they are using the Windows Explorer
utility.

When a file is selected within the Windows Explorer interface, users can perform various
actions such as renaming, moving, copying, emailing, printing or deleting the file. Entire

folder can also be opened, explored, shared, copied, cut, pasted, moved or deleted.

« Steps to start windows explorer

o Right-click on the Start button e_ Button|

o Click on Open Windows Explorer option. The explorer window appears as
shown in figure 3.1

Or

o Press Windows+E on the keyboard (shortcut for opening windows explorer).
3.2 Components of Explorer Window

The windows explorer has several components as shown below,

— — ey | Seorch Co. P
‘W Open Control Panel_| B . =\0O @
4 Harc Drives (3) 7
m, Address Bar

0] uttos
e -ws P P

4 Libraries HCLDISKI (C)  HCLOISK2(D)  HCLDISK3 (F)

~~~~~~ ents. 4 Devices with Removable Storage (2)

M
e Pictures 4
B Videos

% Homegroup

OVDRWDrive  DVD Drive (H)
(€)

1 Computer

& HeLoisa ()
ca HCLDISK2 0)
ca HCLDISK3 (F)
@ Network Content Area

® B €0 I NES) Mol

Figure 3.1: Components of Windows explorer
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e Back/Forward button: It is used to go back to previous location and again come

back to the same location respectively.

e Address Bar: It shows the current location of the file or folder selected. Use the
Address bar to navigate to a different folder without closing the current folder

window.

e Tool Bar: It consists of the tools for organizing the folder contents, for showing the

system properties, to uninstall or change a program, to open control panel etc.,

e Windows control: It consists of three buttons for Minimizing, Maximizing and

Closing the windows explorer.

e Search box: It is used to look for a file in the current folder by entering a word in the

search box. As soon as a single character is entered, it starts searching the files.

e Content Area: It contains the folders and when the folder is open it shows the files in
the folder.

3.3 Panes of Explorer Window

ég Wl Search Vs o

J: v Computer » HCLOISK2 (D) » NVSTO

Organize v v, Open v  Print  E-mail  Bumn  Newfolder E= I )

o ~ Name . Date modiied Type Size B
W Favorites Welcome to Microsoft Word i

B Desktop 1) eamplel docx 1511-20171304  DOCX File 2k8 application.
1 Downloads () eample2.docx 17-10-20171202  DOCXFile 28
3 Recent Places |15 samplel.doex 15-11-20171205  DOCX File 21K8|
% Computer

4 Libraries
[ %) Documents
& Music

e Pictures
B videos Navigation
Pane Preview
Pane

«§ Homegroup

% Computer
& HeL ok (C)
. HCL_DISK2 ()
a HCLDISK3 (F)

€ Network

Details Pane

*‘ samplel.docx  Title: Add a title Size: 207 KB Tags: Add atag Content status: Add text Pages: 1
vocx| DOCX File Authors: AEES-HCL Date modified: 15-11-2017 1205 Categonies: Add a category Content type: Add tet

Figure 3.2: Components of Windows explorer
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e Navigation pane or left pane: The Navigation Pane appears on the left side of

the windows explorer. By default, the navigation pane displays five sections:

Favorites, Libraries, Homegroup, Computer and Network.

e Details pane: It shows the common properties of the selected files, such as file name,

authors, size, date modified, pages etc.,

e Preview pane: It shows the content of the file without opening it in a program.

3.4 Working with folder in left pane

e Using the Navigation pane or left pane, you can navigate directly to the folder that

contains the files you are looking for.

e Navigation pane or Left pane is used to directly navigate to the required file.

0 Favorites
B Desktop
& Downloads
“‘*_-_—J Recent Places

18 Computer

4 Libraries
@ Documents
JF Music
[ Pictures
B videos

4 Homegroup

18 Computer
£, HeL DIskl (C)
s HCL_DISK2 (D7)
= HCL_DISK3 (F)

e- Network

Navigation Pane
or
Left Pane

Figure 3.3: Left Pane

3.5 Managing files and folders in Windows Explorer

# Create a new folder

IV-STD

Steps for creating a new folder

keyboard.

B Windows key

o Open the Windows Explorer by pressing Windows key+E on the
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Click on New option.

Right click on the content area of the Windows Explorer window.

o Click on Folder option as shown below,

View
Sort by
Group by
Refresh

»
3

»

File folder
ile folder
ile folder
ile folder
hortcut 1KB

Figure 3.4 : Creating a new folder — screen shot

o A folder named New folder is created.

Paste lext Document 2KB

Paste shortcut l'ext Document 23 KB

Undo Rename Ctrl+Z

Share with 2

| New v lli: Folder

s # Shortcut
B Microsoft Office Access 2007 Database
Contact
2 WhiteBoard.Document
% Microsoft Office PowerPoint Presentation
@ Microsoft Office Publisher Document
B WinRAR archive
| TextDocument
g WinRAR ZIP archive
ﬁ Briefcase

.. New folder

Open the drive (Say for D: or E:) in which new folder needs to be created.

o When the folder is created for the first time, the name “New folder” is

highlighted, if the user wish to rename the folder, type the required folder

name. . IW5TD

# Delete a folder or file

IV-STD

Steps for deleting a folder

o Open the Windows Explorer by pressing Windows key+E on the

keyboard.

o Open the drive in which the folder or file to be deleted is saved.(Say for D:

or E:)

o Select the folder to be deleted.

o Right click on the folder

o Click on Delete option.

o A dialog box appears asking that “ Are you sure you want to move this

folder to the Recycle Bin?”” as shown below,
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Ll Eile ol

-
Delete Folder g —— —

"= Areyou sure you want to move this folder to the Recycle Bin?

Y
[l -~ IV STD
| L. Date created: 15-11-2017 11:54

=

Figure 3.6: Delete folder — dialog box

o Click on Yes. The folder and its contents will be moved to Recycle Bin.

3.6 Modes of View

The files and folders displayed in the content area of the windows explorer can be viewed

in one of the following modes.

IV-STD

Different modes of file views are,

©)

o

Extra Large Icons
Large Icons
Medium Icons
Small Icons

List

Details

Tiles

Contents.
% Extra Large Icons

= Large Icons

s Medium Icons

Small Icons
FF List
[ G5 Details

j:: Tiles

jE Content

Figure 3.6 : Different Modes of Views
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In the following table the screenshot of different file views is shown,

Extra large icon View Large icon View Medium large icon View
W e W | - - | .- — -
DOCX DOCX DOCX
Small icon View List View Details View
[— i - Y k| — L i L 9
Tiles View Content View
- L 9 - o B l_‘ _...-_

Figure 3.7:Screen shots of different modes of file views

3.7 File naming convention

e Standards for naming the file is called file naming convention.
o Use a period (dot) to separate the base file name from the extension in
the name of the file.
o Use the underscore ( _ ) as element delimiter.
o Do not use spaces or other characterssuchas: '#$% &'@ " "~ +, . ;
=)(
o Do not assume case sensitivity. For example, IV STD, IV std and IV

Std are same.
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3.8 Searching Files

e A file can be searched from a folder, disk or computer by entering a word in the
search box shown in figure 3.1 of the windows explorer.

e If the user does not remember the file name, by using the file extension also the files
can be searched.

e For example, if the user is searching for a word document typing “*.docx” in the

search box, displays all the word documents.

3.9 Creating Shortcuts

e A shortcut is useful for accessing a file or software program easily without looking
through the Start Menu.

e For example, a file is saved in D: drive, IV std folder, with file name samplel.docx
and the shortcut for the file (samplel.docx — Shortcut) is created and placed on the
desktop, whenever want to open samplel.docx file click on the “samplel.docx —

Shortcut” on the desktop.

e Steps to create shortcut

o Open the location of the file or software program for which shortcut needs to
be created.

o Select the file or software program and right click on it

o Click on Create shortcut option.

o A shortcut file is created in the same location with a small arrow in the bottom
left corner of the icon.

o Once the shortcut is created, it can be copied or cut and passed on the desktop

for easy access.

ﬂ In Windows shortcut file extension is .Ink.
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IV-STD

D camplel_daee |

5

=

i i i o

Open

Edit

MNew

Print

Edit with Motepad++
Open with

Quick Heal Internet Security Scan

Add to archive..,

Add to "samplel.rar”

Compress and email...

Compress to "samplel.rar” and email

Restore previous versions
Send to

Cut
Copy

Create shortcut I

Delete

Rename

Properties

Figure 3.8: Creating shortcut
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EXERCISES

I. Write True or False.

1) List view shows the size of file.

2) When we delete a file or folder, it is moved to MyDocuments.

3) Confirmation Dialog box appears before deleting a file or folder.

4) We can use @ symbol in the file name even though it is not a file name
convention.

5) we can give the file name with any length.
PRACTICAL EXERCISES
1. i. Open windows Explorer using shortcut.
iIi. Create a folder in D drive with your name.
iii. Move the files “AboutMe” and “MyHobbies” to this folder.

Iv. View the files in this folder in different file views(Extra Lagre Icons,
Large Icons, Medium Icons, etc.,)

v. Create shourtcuts for both the files. And place it on the desktop.

2. Search the “MyHobbies” file using the search box. Open the file.
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UNIT- IV

POWERPOINT PRESENTATION

4.1 Starting Powerpoint

Powerpoint is an application software used to create presentations.

4.1.1 Create a new file

e Steps to create a new file

IV-STD

(@]

(@]

o

(@]

Click on Start button

Click on All Programs

Click on Microsoft Office

Click on Microsoft Office PowerPoint 2007

o The New Presentation dialog box will appear as shown below,

New Presentation

. - -
-

Templates

Blank and recent
Installed Templates
Installed Themes

My templates...

New from existing...
Microsoft Office Online

Featured

Agendas

Award certificates
Calendars
Content slides
Design slides
Diagrams

Flans
Fresentations
Resumes
Schedules

Mare categories

‘ 5earch Microsoft Office Online for a template |

Blank and recent

B

Blank
Presentation

i.Select the

required template
design from here

Blank Presentation

2. Click on
Create button

;

— l Create I Cancel
Figure 4.1: New Presentation dialog box
o Blank and recent Template was selected by default.
o Click on Blank presentation will be created.
Atomic Energy Education Society 29/71




ERSNEeTe|HE
AL LSS G

Paragraph n Drawing

Click to add title

Click to add subtitle

) &% Shape Fill -
i [ Shape Outline -

S ) A K
2 converttosmartart - || % N o = AE s%,u“:sv ) Shape Effects -

Figure 4.2: A Blank Presentation

4.1.2 Opening an Existing file

e Steps for Opening an Exiting file
o Click on Office button

o Select Open.
o An Open Dialog box will appear as shown below,

1. Click here and

r Y
(G Open - -—-—u
w » Computer » HCLDISK2 (D) » IVSTD =

Organize v Mew folder =~ 0 @
1% Computer i Mame ° Date medified Type
=5 Librari samplel.docx - Shortcut 22-11-2017 14:42 Shortcut
8 ' D'a"es [ Presentationt.pptx 2-11-0171659  Microsoft Office P...
ocuments
Ji Music
[&=] Pictures
B videos

& Homegroup

1% Computer
£, HCL_DISKI (C)
—u HCL_DISK2 (D)
— HCL_DISK3 (F)

Ll ] ] 3

select the folder
which contains the
file to be opened

2. Presentation.pptx is
the file to be opened

- IAII PowerPoint Presentations (¥ v]

File name: IPre;entationl.ppb( I

Tools ~ l Open |vl I Cancel l

Figure 4.3: Open dialog box

o Select the file location and click on it.

o Click on Open button. The selected file opens.
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4.1.3 Save the current file

o Steps to save the current file for the first time

o Click the save option as shown here, H on the Quick Access Toolbar.

o Save as dialog box appears as shown below, type the file name.

()_C)v'_,. <« HCLDISK2 (D) » IVSTD = ol
- - ——

Organize * New folder Bz - @

1. Select the folder
in which the file
has to be saved

= =
J‘ Music & Name Date modified Type
yp
Pictures .
g - samplel.docx - Shortcut 22-11-2017 14:42 Shortcut
ideos

i@ Homegroup

- Computer
&, oL pisk (c)
(s HCL_DISK2 (D:)
(s HCL_DISK3 (F)

LR [T} »
File name: | Examplel ppbc : 28 I}[]E the file
Save as type: | PowerPoint Presentation (*.pphd) - name here

m

Authors: AEES-HCL Tags: Add atag

3. Click on
=) Hide Folders Tools ~ | save [T Cancel | Save button

_—

Figure 4.4 : Save as dialog box
o Click on Save button

The power point presentation is saved with the .pptx extension

4.1.4 Save As- saving the file with different name (Copy file)

e “Save” and “Save As” both are used for different purpose.

e “Save” option is used when the file is to be saved for the first time.

e “Save as” option is used when a already saved file needs to be saved with another

name (like making another copy), in this case the previously saved copy also

available.

e Steps to save the file with different name (Save As)
o Open the file, which is to be saved in another name.
o Click on the Office button @ =
. . . ﬁ Save As |k
o Click on Save As option shown in the menu

o The Save As dialog box appears as shown below,
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1. Select the location of file
where it has to be saved

Dutemodted  Type CLASS - IV

23-11-2017 1606 Microsoft
22-11-2017 1442 Shortcut

COMPUTER SCIENCE

2. Type the new
name for the file

Figure 4.5 : Save as dialog box

o Select the new location of the file.
o Type the new file name.
o Click on save button.

4.1.5 Close the file
Before closing the file, save the file as mentioned in 4.1.3

o Steps to Close the file
o Click on the Office button.
o Click on the Close option. ﬁh‘ Close

or

o Click on the Close button on the windows control.  [EIEkRESS: Close
S| button
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4.2 Formatting a Presentation

Formatting means organizing the text and images in the presentation. Formatting includes

changing the font size, style, color, line spacing and text alignment etc.

4.2.1 Changing the font

e Steps to change the font

o Select the text for which the font style has to be changed.

o Right click and click on font option

o The font dialog box appears as shown in the figure

Font -
[ Font | Character Spaing |
Latin text font: Font style: Size:
| el T A Click on the drop
Hiexdng 2 down box and
+Body _
Agency FB B select the font
Aharoni = _ . style from the list
Algerian none. : Underline color -/) - % 3
RS — and click on it.
Angsana New
AngsanaUPC [C] small Caps
Aparajita | [C] Ancaps
Arabic Typesetting I Equalize Character Height
Arial i
Ar@ LR ised on both printer and screen.
|_|Arial Narrow
Arial Rounded MT Bold
i Uricode s (o ]
(s e Pr——
Batang
BatangChe
Bauhaus93 [ TTTTTTTTo B
Bell MT
Berlin Sans FB
Berlin Sans FB Demi
Berling Antiqua
Bernard MT Condensed
Blackadder ITC

Figure 4.6 : Font dialog box

4.2.2 Changing the Font size, Style, Color

e Steps to change the font size, style, color

IV-STD

o

o

(@]

Select the text for which the font size, style and color has to be changed.
Right click and click on font option.

The font dialog box appears as shown in the figure.

Select the font style, size and color.

Click on OK button.
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Click on the drop down
box and click the
Latin text font: Sy Gae: required font style
[sseadog : =] [ea = H { Select the font size
Complex scripts font:
| +Heading CS (=]
All text
: . Click on the drop
Font color I [~ |mderhe style)  (none) ¥ | underline color | &n v
. EX down box and
Strigethrough Small Caps ! select the font
Double Strikethrough All Caps colour
Supersaript  Offset: (0% 1+ [0 Equalize Character Height
Subscript
) Click on Ok
oK
Igllﬂl button

Figure 4.7: Changing font Size, Style, Color
4.2.3 Formatting Paragraphs

# Steps to format Paragraphs

e Select the text to be aligned
¢ In the Paragraph group of the Home tab, click on any one of the option from left,

center, right or justify.

~ 1118} vert Direction ~

R k| B b
L Align Text ~
= F B I R4 EComcntoSNnM'
Paragraph &

Figure 4.8: Paragraph group on Home tab

2.2.4 Change Text Alignment

Text can also be vertically aligned within a text using the Align text button.
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# Steps to Change text alignment

e Select the text to be aligned.
e In the Paragraph group of the Home tab, click on the Align Text button.

e Click on any one of the options from left, Top, Middle or Bottom.

—
1] adign Test =

{ |+ = Top

Middle

Bottam

(| More gptions...
Figure 4.9 : Options in Align text button
4.2.5 Modifying Line spacing
# Steps to change the line spacing

e Select the text for which line spacing needs to be changed.
e Click the Line Spacing button in the Paragraph group of the Home tab. The following

options will appear,

Cs—._ 1 Mlit Text Direction =

bl |

WSl 1.0

3.0

Lime Spacing Optionsd...

Figure 4.10: Line spacing options list

e Click the required line spacing from the list shown in figure 4.10
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2.6 Creating Bulleted and Numbered List
# Steps to create bulleted list

| Bullets button
e If the list is already available, Select the
list of items for which the bullets needs to : Paragr;; Eill
be inserted. E— .
Start a bulleted list.
Click the arrow to choose different
bullet styles.
e Click on the Bullets button in the Figure 4.11 : Bullets Button

Paragraph group on the Home Tab.

e The options available under the Bullets button appear as shown below,

. A Text Direction - : .
Bl e 'Z\ Click on Bullets
% button in the
S o]
— . . paragraph group
. o e on Home tab

: g ¢ Click on the
] 0 A . required

| star Bu:let—s’ bullet symbol
b v
> v
> v

i=  Bullets and Numbering...

Figure 4.12 : Different types of bullets available.

e Click on the Symbol, the symbol will be applied to all the items in the list.
e For adding more items in the list, keep the cursor at the end of the last item and press

Enter button.

4.2.7 Copying Formatting

As we copy and paste the text (content) , it is also possible to copy the format of a text such
as font size, style and color of the text and apply it to another text.
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# Steps to copy formatting

o Select the text from where the format has to be copied.

e Click on the Format Painter Button in the

Clipboard group on the Home Tab. : —
| Click on the
e Along with the cursor a brush symbol will be fxtp“““

inserted.
o Place the cursor on the text for which the copied
format needs to be applied.
Figure 4.13: Format Painter

4.3. Insert Menu/ Inserting

We can insert images, tables, ClipArt, Screen Shot, Shapes and SmartArt, Chart, Text box,

Date & Time, Slide Number and Symbols etc. in the presentation.

4.3.1. Images
# Steps to insert an Image

e Click on the Insert menu

¢ Click on the Picture button on the Illustration group.

Figure 4.14: Picture button
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e The following Insert Picture dialog box appears,

€ ?0:

Organize v New folder = > @ . |image file
18 Computer - D — k ‘ bty i :__]‘ E_; l A
pr—— ,
[ Libraries Blank bulletl,jpg bullets.jpg changing the
s Pi tationl.j font,j
Documents ’ese"f '_u i - BIALE A“l
J Music =) — 1_ z J
=] Pfctuls ) I Wt
- Videos create a new format new presentation open an existing
filejpg painter.jpg dialog box.jpg filejpg =
& Homegroup
(]
1% Computer —
&, HeL piskt (C) e \
s HCL_DISK2 (D:) = h"" s
7 save the current windows key.jpg |2
ca HCLDISK3 (F) filejpg o |
R T T |
File name: | Picture jpg + | TIPEG File Interchange Format " ~ | Selec! the image
to be inserted
Tools ~ Insert v ncel
_ =~ Click on
Insert button

Figure 4.15: Insert picture dialog box

o Select the location of the picture to be inserted.
e Select the image to be inserted.

e Click on Insert button.
4.3.2. Table

# Steps to insert an Image

e Click on the Insert menu

e Click on the Table button on the Tables group.

R

J Home ‘Insert DeSIgn Anlmatlons Sllde Show Revuew Vi Developer Add-Ins Format

D-Esr2d @5 3430w 8

Table Picture Clip Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date  Slide Symbol Object Movie Sound

Im

At Album~ ~ Box & Footer > & Time Number = =
Tables \ Illustrations Links Text Media Clips
N . el
Click on the

Table button

Figure 4.16: Tables button
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4.3.3. Clip Art

# Steps to insert ClipArt

@ﬂﬂ') Vil

The following Insert Table options appears,

At Album~

EW@T

Clip Photo Sha

| Insert Table

|

| | O
I
I
I |
I |
I |
I I
I

[ Insert Table...
g Draw Table
% Excel Spreadsheet

Figure 4.17: Insert Table

Press Enter. The table is inserted on the presentation.

Click on the Insert menu

Click on the ClipArt button on the Illustration group.

\/ Home | Insert | Design

Animations

Slide Show

Developer

Select the number of rows and columns to be inserted in the Table

Table Tools
Add-Ins

Design

Layout

D‘_}EII

343

- R " | Q)[QIQ

4300w 69

Table “ Picture | Clip | Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date Slide Symbol Object Movie Sound
g [ Art | Album~ [ Box &Footer v & Time Number X b
| Tables || T Tlustrations ‘ Links Text Media Clips
1
Click on the
ClipArt button
Figure 4.18: ClipArt button
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e The following ClipArt dialog box appears,

Clip Art v x

e Enter the keyword
plants TTeo] | for searching the
Search in: Clipal‘t

|Selected collections [=]

Results should be:

‘Ai media ﬁle?ypes B

Click on the
required ClipArt
* ¥

Organize dips...

EEJ Clip art on Office Online
8 Bing Privacy Policy

(@ Tips for finding diips

Figure 4.19: ClipArt dialog box
e Click on the ClipArt which needs to be inserted.
4.3.4 Screen Shot
A screen shot, records what's on the computer screen at that moment in time.

The snapshot can be copied to the clipboard and use it as an image in most Windows

programs, including Microsoft PowerPoint 2007.

# Steps to Take a Full-Screen Snapshot and use it on the Powerpoint

e To take a snapshot of the entire screen press on the "Print Screen,” "PrtScn" or
"PrtSc" button on the keyboard.

e Everything visible on the screen, including the Windows 7 task bar, is captured.
e Open or create a presentation.

e Select the slide in which the snapshot needs to be imported.

e Press "Ctrl-V" to paste the snapshot from the clipboard into the PowerPoint slide.

e Click and drag the small circles and squares that delimit the snapshot to resize it.
Click and drag the entire snapshot to reposition it on the slide.
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4.3.5 Shapes and SmartArt

# Steps to insert Shapes

e Click on the Insert menu
e Click on the Shapes button in the Illustration group

Home | Insert Design Animations Slide Show View Developer Add-Ins

S Lom 5
3 | b B b= £ =5 Q

Table Picture Clip  Photo |Shapes SmartArt Chart Hypernnk Action Header WordArt Date  Slide Symbol Object Movne Sound
. Art Al_bum' 2 Box & Footer = & Time Number

Tables Tilustratiohs Links Text Media Clips

Click on
[}

Shapes button

Figure 4.20: Shape button

e The Recently Used Shapes appear as shown below,

2wl @ L}

Shapes SmartArt Chart Hyperlink Action

»

Recently Used Shapes
BE\NOCOALL2L G
K IRTAG G ¢

Lines
NN 3 RSO &%
Rectangles
OooLoatanonooo

Basic Shapes
EOANIACOOOO®
®GoUOr Ly oo
OO@AHOV RGN
B C € &

Block Arrows

DG TRTRPLPR IS
€ v »HLIEMH
DA

Equation Shapes

F=R==7

Flowchart
Oo<conoidcoay
CudN®D X ¢ AVED
Qoo

Stars and Banners

DT RGO HHEE
TR TR IR [T PRI

Figure 4.21: Recently Used Shapes
e Click on the required shape

o Keep the cursor on the slide where the shape needs to be inserted.

e Click the mouse and drag it. The shape will be drawn.
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# Steps to insert SmartArt

e Click on the Insert menu

e Click on the SmartArt button in the Illustration group

' Home llnsertl Design  Animations  Slide Show  Review  View  Developer

N EEEREEe I EH4P000 8¢

Table || Picture Clip Photo Shapes(SmartArt| Chart | Hyperlink Action | Text Header WordArt Date Slide Symbol Object | Movie Sound
v, At Album~ ~ Box &Footer v a_t?ime Number -
Tables Hiustrations Links Text Media Clips

Click on
SmartArt button

Figure: 4.22: SmartArt

e Choose a SmartArt Graphics appear as shown below,

Choose a SmartArt Graphic )
[ m— 3
l
8= List == Bl o= %
()
2% Cyde 9 ;
2 - e 0.0
skn  Hierarchy S el a2 Q C
@] Relationship "
. i} £ [ [ (|
Matrix o
. BE. B5° mau sonc st
A Pyramid ' )
Use to show non-sequential or grouped
2 ] = : ‘:) blocks of information. Maximizes both
=) = : ‘ ) horizontal and vertical display space for
i = a8 vV R

Figure 4.23: Choose a SmartArt Graphics
e Double Click on the required SmartArt
e The chosen SmartArt will be inserted in the Powerpoint presentation.
e Add the text in the SmartAurt.
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4.3.6 Charts

# Steps to insert Chart

e Click on the Insert menu

e Click on the Chart button in the Illustration group

Home Insert Design Animations Slide Show Review View Developer  Add-Ins

HEw D 2 e s

Picture Clip Photo Shapes Sma Chart ||| Hyperlink Action
At Album~  ~

Tllustrations

= g = o
a4 3E 0
Text Header WordArt Date Slide Symbol Object
Boc &footer - &Time Number

89

Movie Sound
E 3

ks Media Clips

Click on the
Chart button

Figure 4.24: Chart button

e Choose a Chart window appears as shown below,

35 XY (scatter)
i Stock
(&) surface

o me e ] e ) ] 1]

Wy Radar

_Manage Templates...

Figure 4.25: Insert Chart Window

e Double Click on the required Chart type

e The chosen Chart will be inserted into the powerpoint presentation.
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4.3.7 Text Box, WordArt, Date & Time, Slide Number, Symbols.
# Steps to insert WordArt

e Click on the Insert menu

e Click on the TextBox button in the Text group
Ot

Home Insert Design Animations Slide Show Review View Developer Add-Ins
—— P | [p— 1 p G
} A =22 [ = ) = (8
ol B B8 P 2 l) & S |A) 2 5 G Qe
Table Picture Clip Photo Shapes SmartArt Chart Hyperlink Action Text | Header WordArt Date Slide Symbol Object Movie Sound
N At Album ~ ¥ Box J& Footer > & Time Number S i
Tables Tilustrations Links '[ Text 1 Media Clips
Click on
Text box

Figure 4.26: Text box button

e Keep the cursor on the slide, a textbox will appear where text can be entered.

# Steps to insert WordArt

e Click on the Insert menu

e Click on the WordArt button in the Text group
w il

Home | Insert Design Animations Slide Show Review View Developer Add-Ins

DL Em P2l @ L I4EE046 &
Table Picture Chp Photo Shapes SmartArt Chart | Hyperlink Action Text Header W Date  Slide Symbol Object Mowe Sound
e At Album~ - Box & Footer X Time Number
Tables Tusts Links Text | Media Clips
1
Click on
WordArt button

Figure 4.27: WordArt button

e Different patterns of WordArt appear as shown below,

AA”AA
AA A AA
AAAAA
AAAAA
ALAAA
AAAAA.

C
=

r~

T

Figure 4.28: Different patterns of WordArt
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e Double Click on the required pattern

e The chosen WordArt will be inserted
# Steps to insert Date & Time, Slide number

e Click on the Insert menu

e Click on the Date and Time button in the Text group

Home | Insert l Design Animations Slide Show Review View Developer Add-Ins

LEE PR QLA 4dEEow &9

Figure 4.29 : Date and Time button

e Header and Footer appear as shown below,

GoaER o —————————— ==
Header and Footer . =2 S
[ Slide | Notes and Handouts
Include on slide
@ Update automatically
T m—
Language: Calendar type:
|Endiish (india) [~] [western -]
Fixed Preview
[02-02-2018 |
Slide number '""-'
Footer ! A
I ] e
Don't show on title slide

Figure 4.30: Header and Footer Window
e Click on the Date and Time check box for including the date and time on the slide.

e Click on the Slide number check box for inserting the slide number on the slides.
# Steps to insert Symbols

e Click on the Insert menu

e Click on the Symbols button in the Text group

IV-STD Atomic Energy Education Society 45/71

Table Picture Cllp Photo Shapes SmartArt Chart Hyp:rhnk Action Text Header WordArt] Date | Slide Symbol Object Mowe Sound
> At Album~ - H Box & Footer 2 & Time |Number
| Tables || i Links | Text || Media cnsz
Click on Date
and Tme



Drawing Tools

Home [ Insert LDeslgn Animations Slide Show Review View Developer Add-Ins Format

B E D e @ Ll AL Aﬂ@

Picture Clip Photo Shapes SmartArt Chart | Hyperlink Action Text Header WordArt Date  Slide | Symbol JObject
Art  Album - | Box &Footer - &Time Numbe

Il Links Text

& &

MOVIE SOUH

o
Table

__Media Clips |

_Tables ||

Click on
Symbol button

Figure 4.31: Symbols button

e The Symbols dialog box appears as shown below

gybol
Font: l[‘I’m‘les New Roman E] Subset: iMisoeIlaneous Symbols
AENE|[E|P|R|4|¢[H|L|K|K|Z

E] v = - + o
v w| v |F|Er|lo]| =
- =[] ]S 2|y|R]|T
oo n|c|v|v|¥ | x|[x|X[2]3
wnarqua’aaaoqsxpm
Alw(n|i|al3[s|k|T|l|ele]|]]ee.
Recently used symbols:
#|T]s|alB] [v]Y]v[v]- €€
MUSIC SHARP SIGN Character code: i266F ] from: }Unicode (h;()—E]

[ et ][ concel |

=—r— = = —

Figure 4.32: Symbols dialog box
e Click on the required Symbol
¢ Click on the Insert button.

e Click on Close button.
4.3.8 Moving & Resizing an Image
# Steps for Moving an Image

e Select the image.
e The arrow move icon appears on the image

e Click the mouse, drag and drop the image.
# Steps for Resizing an Image

e In the Size group of Picture Tools tab, mention the required Height and Width.

IV-STD Atomic Energy Education Society 46/71



X
i Brightness A(ompms Pdtures = \—-: — — o §
O Contrast = Xz Change Picture il wd e ‘ d « & Picure Border + | % Sendto Back + 18] Group + ;
Crop |3 width: 1847 cm

Design  Animations  Siide Show View  Developer  Adddns | Format |

. (P Pidure Shape = || T Bring to Front + | Align * yﬂ 5] Height: 10.58 cm

- 5 Picture Effects = | % Selection Pane Sk Rotate +

S Reset Pture
"- Arrange Size

Adjust

Picture Styles.

Specify the
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Figure 4.33: Height and Width
Or

Click and drag a corner handle of the image

Select the image to resize smaller or larger.

4.4. Slide Show.Menu

4.4.1 from Beginning
# Steps to view the slide show from the beginning

e Open the power point presentation which needs to be viewed in the Slide

Show.
e Click on the View menu.
e Click on Slide Show button in the Presentation Views Group.

Add-Ins

Review | View l Developer

| | Ruler q “@ @ = Arrange All @ .
- 22 ™! Gridlines | = Grayscale i B Cascade g
ormal| Slide Notes Slide Handout Notes Zoom Fitto . New ) Switch Macros
Sorter Page | Show | Master Master Master | || Message Bar Window || el Pure Black and White || window 53 Move Split | windows ~
Pr 13 Views Show/Hide Zoom Color/Grayscale Vind || Macros
Click on
SlideShow

Figure 4.34 : Slide Show button

e The Slide show will be displayed from the first Slide onwards.

4.4.2 from current slide

# Steps to view the slide show from the current slide

e Open the power point presentation which needs to be viewed in the Slide

Show.
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e Click on the slide from where the presentation has to begin.

e Press Shift + F5.

The Slide show will begin from the slide which was selected.
4.4.3 Custom Slide show

Use a basic custom show to give separate presentations to different groups.

e For example, if your presentation contains a total of five slides, you can

create a custom show named "Site 1" that includes just slides 1, 3, and 5.

# Steps to view Custom slide show

e Click on Slide Show Menu

Click on Custom Slide Show in the Start Slide Show
Click on Custom Shows option.

Custom Shows dialog box appears as shown below,

[ Custom Shows M
Custom shows: E :_::ue:m Click on New
— button
i Edit...
[ Remove |
Copy |
Close [ Show i
4

Figure : 4. 35: Custom Shows Window
e Click on New button

e Define Custom Show dialog box appears as shown below,

Define Custom Show M
S de show name: ICushom Show 1 : Enter the name
§ des in presentation: Sies 1 i S of Custom showl
| T I~ here
| 2, Computer
| 3. Slide 3 \
| 4. Input Devices - S -
|5. slide 5 TETRD (& Selet the Slide
|6. Slide 6 = - =
_ Remove \-i.
Click on Add
o

Figure 4.36: Define Custom Show Window
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e Under Slides in presentation, click the slides that you want to include in

the custom show
e Click Add.

Note: To select multiple sequential slides, click the first slide, and then hold
down SHIFT while you click the last slide that you want to select. To select

multiple non sequential slides, hold down CTRL while you click each slide that
you want to select.

e To change the order in which slides appear, under Slides in custom show,
click a slide, and then click one of the arrows to move the slide up or down
in the list.

e Type a name in the Slide show name box, and then click OK. To create
additional custom shows with any slides in your presentation, repeat steps
1 through 5.

4.4.4 Setup slide show
# Steps to Setup slide show
To set up a PowerPoint presentation to run automatically, do the following:

e On the Slide Show tab, click Set Up Slide Show.
ANEEE" " —— PresentationL.ppx - Mic

L - -
Home Insert Design Animations l Slide Show I Review View Developer Add-Ins

i)

@- @ ¥ Record Narration | Resolution: ;'Use Current Resolution ~
- @ Rehearse Timings } {=F Show Presentation On: ‘ - ||
From From Custom Set Up Hide 5 X —
Beginning Current Slide | Slide Show - | ||slide Show| Slide V| Use Rehearsed Timings || | Use Presenter View ,
| Start Slide Show | Set Up | Monitors
Click on Set
Up Slide Show

Figure 4.37: Set up Slide Show button
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e Click on Presentation by a speaker, under Show type.

IV-STD

—
oo R =)

Sho Show slid: .

il i Click on Presented
e e by a speaker (full
) Browsed by an individual (window) ® Erom: To: Y asp

[]show scrolbbar G screen)
() Browsed at a kiosk (full screen) [ [z]]
She v options Advance slides
Loop continuously until ‘Esc (©) Manually
Show without narration (@ Using timings, if present
Show without animation Ml morstors

Display slide show on!
o ] [y o g
Show Presenter View
Performance
Use hardware graphics acceleration
Slide show resolution: | Use Current Resolution =
14 Click on OK
I OK | Cancel
I—I button

O

Figure 4. 38: Set up Show dialog box
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EXERCISES

|. State True of False
1. In Power point we can add animations (Motion to the pictures).
2. There is a limit to the number of slides present in the Power point.

3. We use bullet list instead of Numbered list when there is no priority among
the list items.

4. We can use Escape (Esc) button on the key-board to stop the slide show
presentation.

5. We can not insert a table in a slide.

PRACTICAL EXERCISES

1. i. Create a power point presentation on the topic “Flowers” with minimum
5 slides.

(Hint: Write about flowers. Insert some images of the flowers.)
ii. List out the names of some flowers using bullets.
Iii. Save the file with the name “Flowers”.
2. Create a power point presentation on the topic “Computer” using ClipArts .

3. Create a power point presentation on the topic “Shapes” with minimum 5
slides, include one shape per slide and name the shape using SmartArt.

4. 1. Open the presentation named “Flowers”, insert date, time and slide
number.

Il. Save it with the name “Flowers for print”.

Iii. View the presentation in the Slide show.
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UNIT-V
EXCEL SPREADSHEET
5.1 Working in Excel
Excel is an application software to create tables and perform calculations.

5.2 Introduction- Workbook & Worksheet
# Workbook

e The Workbook is a collection of worksheets.

e When a new excel file is created, a new workbook opens.
e By default the workbook consists of three worksheets.

e More Worksheets can be added to the workbook.

e A worksheet can also be deleted from the workbook.

o A worksheet is used to organize various kinds of related information.

Home | lInset  Pagelayout  Formulss  Data  Review  View  Developer  Addns @ -

| = b Catibri S - A A ||| SiwipTe General - : : P | o e = Ak 5{
;XE o ooy Bry-u-o A EE "&7¢‘ S Merge & Center - | |~ %+ |18 M) c«ﬁénn g % ﬁen Dzi(e r:n:ln aﬁ"‘. son& ﬂ
= J Format Painter = = Formatting * as Table - Styles~  ~ - v ZClear™  Fier~ Select~
| Clipboard o Font “ Angnment - Nomber - Styles Cells Editing
| Al ~Q S| ¥
A 8 c [ 3 F G H ! J K L ™M N o 3 Q R s T ulp

RRBEENGEGEEERESC®Nanswn =L

2
2
2

Figure 5.1: A workbook

# Worksheet

o A worksheet is a collection of cells, where data is entered and can be manipulated.
e Acellis an intersection of a row and a column.

e Rows are named with Arabic numbers.
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e Columns are named with Alphabets.

e A cell is named as a combination of intersecting column name and

respectively. Example: Al

Bookl - Microsoft Excel
Home | Inet  Pogelsout  Formulss  Dats  Review  View  Developer  Addlng
o ¥ ¢ o
‘_j;c“‘ MEII SN el B[
opy
R pormat painter || [PARAE -lE - A W W3 EMegeacenter- | [E- % 08 8 f::'..m':'- :o'::sﬁ:

stytes

faaiSe

Calibri S wrap Text General

Insert  Delete Format
T peste PR 2 crear-

Clipboard Font alignment Number Celis

row name

"L L L

Filter = Seiget =

Sort & Find &
- |

£

-~ @

[T |

<

o E E 6 H [ ] K L M N o P a |

R s

]

Figure 5.2: A worksheet

An active cell is a cell which is currently selected. It will be highlighted by a

rectangular box and its name will be shown in the name box. In the figure 5.2 Al is

the active cell.

5.3 Use in day to day life.
Excel is used to perform

» Calculations
» Analysis

» Visualization by creating charts and graphs of data and information.

5.4 Steps to start Excel

# Steps to start Excel are

» Click on Start button
» Click on All Programs
» Click on Microsoft Office

> Click on Microsoft Office Excel 2007

> An Excel workbook will be displayed as shown in the figure 5.1
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5.5 Components of Excel Screen

Mame Box
Office Button | Quick Accass Toolbar Formula bar
=1 s - s
= Home Indeit Page Layout Forsmilas Data Revifw L'
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;.,_-m F 1| R By _& - iE B e b e | 3¢ Cell Styles = : Formad -
M - _.f-
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o
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1? Scroll
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W 4 W[ Shostl Sheet Shests vd o] [ '

Reacy I | I (R ] :'JI 1“"' i-l o L:.I

|
Sheet tabs Status bar Layout Selector Zoom control
Worksheet Arza

Figure 5.3: Components of Excel Screen

e Office Button: It provides the option to open a new worksheet, existing worksheet,
saving the worksheet, save the worksheet in a different name, print and etc.,

e Name box: It displays the name of the active cell. A cell is named as a combination
of intersecting column name and row name respectively. Example: Al

e Quick Access Toolbar: A toolbar to quickly access the options which you frequently
use. You can add your favorite options by adding new options to the quick access
toolbar.

e Formula Bar: Formula bar is an input bar, below the ribbon. It shows the content of
the active cell and you can also use it enter a formula in a cell.

e Row: A row is a horizontal set of cells. A single worksheet contains 1048576 total
rows. Every row has its own number for identity, starting from 1 to 1048576. You can
select a row clicking on the row number marked on the left side of the window.

e Title Bar: The title bar will show the name of your workbook, followed by the

application name (“Microsoft Excel”).
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File Menu: The file menu is a simple menu as like all other applications. It contains
options like (Save, Save As, Open, New, Print, Excel Options, Share, etc.).

Ribbon Tab: Ribbon tabs are the bunch of specific option group which further
contains option.

Sheet Tab: This tab shows all the worksheets which are present in the workbook. By
default, three worksheets are there in a new workbook with a name of Sheetl, Sheet?2,
Sheet3 respectively.

Status Bar: It is a thin bar at the bottom of the Excel window. It will give you an

instant help once you start your working in Excel.

5.6 Various data types

Microsoft Excel is able to identify the type of data you key into the worksheet. You
can enter various kinds of data in a cell.

Text: Text is an alphabetical representation that could includes descriptions, sentence,
and headings.

Number: This type of data consists of numbers, which could be used to represent
integers, prices, percentage and other numeric information. Most tables are consist of
numbers, and chart could only be plotted by numbers. Some of the numbers could
includes comma, decimal points and maybe represented by currency symbol.

Dates and Times: This datatype is to be used while entering the date and time.

5.7 Entering Data in Spreadsheet

Select the cell and type the new data.
Click the formula bar, make the edits and Press enter.
Double click the cell to place the insertion point in it, make the desired edits and press

enter.

5.8 About the cell and cell address

A Cell: A cell is an intersection of a row and a column. Rows are named with Arabic
numbers. Columns are named with Alphabets.
Cell Address: A cell is named as a combination of intersecting column name and row

name respectively. Example: Al
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5.9 Auto Sum

AutoSum is a function used to enter the appropriate formula automatically. For example, if
you wanted to add the values of cells Al through A5, highlight cells Al through A5 and click
the AutoSum button, as shown in the picture to the right. Clicking this button after
highlighting the cells creates the formula =SUM(A1:A5) in cell A6 (first cell after last
highlighted cell) and gives you the total of all those cells.

# Steps to calculate AutoSum
e Select the cells, which contain the values to be added.
e Click on the AutoSum icon available in the Editing Groups.
e Click on the Sum option.
e Automatically the formula for adding the selected range of cells will be inserted in the

next cell and the total will be displayed.

2 AutoSum ji F\7 ;:‘
2 | Sum F
f
J
\
!
\
[

Average
Count Numbers
Max

Min

More Functions...

Figure 5.4: AutoSum icon

5.10 Formatting the Data in the table

e Select the cells which contains the data to be formatted .
e Right click on the selected cells.
e Click on format cells.

e Format Cells dialog box appears as shown below,
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[ Format Cells M
| Number |

Text alignment Crientation
Horizontal:

* .
|General Izl Indent: ; L2

Vertical: | 0 lﬁ"
[=]

| Bottom
[ Justify distributed

oRom o

Text —*|

*
Text control oy o "
Wrap text

-0 +| Degrees
Shrink to fit -

[ Merge cells
Right-todeft
Text direction:

e ]

[ o« J[ coneel ]

e —————————————————————

Figure 5.5: Format cells dialog box
Text alignment of the data can be formatted using alignment tab, font style, size of the
data can be formatted using of the Font tab in the dialog box.
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EXERCISES

I. Fill in the blanks with the correct answer by using the words given below
in the box.

Title bar, Workbook, 3 Workbooks, Cell, Datatypes

1. The Is a collection of worksheets.

2. The workbook consists of by default.

3. show the name of the worksheet.

4. Text, Number, Dates and Times are some of Excel.

5 A IS an intersection of a row and a column.

I1. State True or False.
1. In Excel-2007 we can put different colours in the same cell .
2. By using MS-Excel we can draw paintings.

3. Basic file operations (Creating, Deleting, Renaming, Editing) are
mostly same for both MS-Word and MS-Excel.

4. With the help of View-> Gridlines option we can make the sheet as
blank paper.

5. When we open a new Excel sheet cell Al is in actived (selected) state.
I11. Answer the following.

1. Write the components of Excel screen.

2. Write the use of excel in day to day life.

3. Define - Cell Address

4. Write the purpose of AutoSum function.

5. Define - Active Cell.
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UNIT- VI
WINDOWS ACCESSORIES

Accessories are a set of standard applications in Windows.

Windows accessories are Calculator, Paint, Notepad, Word Pad etc.

The Calculator can be opened also by typing calculator or calc in the search box

6.1 Calculator

The calculator looks like a pocket calculator. It has number keys, memory keys and standard

math operations. The Calculator can be operated with the help of keyboard or mouse.

View Edit Help

|

[

e | [ | [ | [ |

|

|1/

llileBH

:
i
Ennmnn
|

|0 | - Jlms

Figure 6.1: Calculator

There are three menus in the calculator
1. View menu
2. Edit Menu

3. Help menu
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e View menu

o It allows you to use different programming capabilities like scientific,
programmer and statistical calculator.

o The view menu provides other useful features such as Date calculation, Unit
conversion.

o The Date calculation option is used to calculate the difference between two
dates in terms of years, months, weeks and even days.

o The Unit conversion option is used to convert values from one unit of
measurement to the other.

e Edit menu: It allows the user to copy values from the calculator and paste it in
another location and vice versa.

e Help menu: Help menu guides the user about how to use the calculator.
6.2 On-screen Keyboard

e On-screen Keyboard can be used instead of the physical keyboard to type and enter
data.
e On-Screen Keyboard displays a visual keyboard with all the standard keys.

e Keys can be selected using the mouse or another pointing device.

# Steps to include Onscreen Keyboard

e Click on the Start button. e

e Click on All Programs.
e Click on Accessories.
e Click on Ease of Access.

e Clicking On-Screen Keyboard.

&8 On-Screen Keyboard =

e 1115l als Lo lir Lol o] o] T -Jow
CS N 2 O Gl 20 I O 28 O B G 9
(SIS I Gl CI (D I 0 0 3 U G el
N I CH I 28 8 O 0 90 S 72 O
(S 0 3 (3 IS I il G o

Figure 6.2: Onscreen keyboard
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# Steps to use a Numeric Keypad in the On-screen Key

e Click Options
e Select the Turn on the numeric key pad check box
e Click OK.

6.3 Magnifier

e Magnifier can be used to magnify all or part of the screen and has three different
modes of operation:

o Full-screen mode—In full-screen mode, the entire screen is magnified.

o Lens mode—In lens mode, a separate window around the mouse pointer is
created that acts like a magnifying glass. When you move the mouse pointer,
this window moves along with it.

o Docked mode— In docked mode, the magnified area is docked to the top of

the screen. This is the only mode available if Aero is disabled.

6.4. Games

# Steps to include Games

e Click on the Start Button @

e Click All Programs.
e Click the Games folder.

e Click the game you want to run.
# Some of the games are,

e Minesweeper

Spider Solitaire

Purple Place

Mahjong Titans

Windows 7 also includes Chess Titans, Hearts, Internet Backgammon, Internet Checkers,

Internet Spades, Mahjong Titans, Purple Place and Spider Solitaire.
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# Minesweeper
¥ Minesweeper !El

Game Help

R R

Figure 6.n: Minesweeper
Windows Minesweeper is a software game that has been included with all versions of

Microsoft Windows up through Windows 7.

6.5 Virus & Anti-Virus

# Virus: A computer virus is a type of malicious software program that, when executed,

replicates itself modifying other computer programs and inserting its own code.

# Anti-Virus: It is an application program which is designed to detect and remove Viruses

from the Computer System.

The Windows 7 operating system from Microsoft simplifies computer security, making it

easier for you to reduce the risk of damage caused by viruses, spyware and other malware.

e Defend the computer against viruses, spyware, and other malware

o Microsoft Security Essentials is a free download for Windows 7 that helps protect
your computer from viruses, spyware, worms, Trojans, and other malware.

o Windows 7 also includes Windows Defender, software that helps protect your
computer from pop-up ads, slow performance, and security threats caused by
spyware and other unwanted software.

IV-STD Atomic Energy Education Society 62/71


http://windows.microsoft.com/en-us/windows7/get-know-windows-7
https://www.microsoft.com/en-us/safety/pc-security/virus-whatis.aspx
https://www.microsoft.com/en-us/safety/pc-security/spyware-whatis.aspx
http://go.microsoft.com/fwlink/?LinkId=168949
http://windows.microsoft.com/en-US/windows7/products/features/windows-defender

EXERCISES

I. Fill in the blanks with the correct answer by using the words given below
in the box.

Anti Virus, Help menu, On-screen, Virus, Accessories

1. Windows are Calculator, Paint, Notepad,
Word Pad etc.,

2. Is a type of malicious program.

3. Is an application program designed to detect
and remove Virus form the computer.

4. Instead of physical keyboard keyboard can be
used to type the data.

5. allows the user about how to use the

calculator.

I1. State True or False.
1. Indian rupee symbol is present on the present day key-boards.

2. We can use the same key-board to type different languages by
changing the settings.

3. Generally functional-keys present on the top row of key-board.
4. Key-board and Mouse are the basic output devices.
5. We can remove the virus by Restarting the computer.
I11. Answer the following.
1. Name the menus available in the calculator.

2. Write the three different modes of operations available in the
magnifier.

3. What is Minesweeper?
4. \rite the use of Edit menu in the calculator.

5. Write about Windows Defender.
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UNIT-VII
CONTROL PANEL

7.1 Display Properties

# Setting Monitor Display Properties

e Windows allow the user to change the look and feel of the desktop by changing the

display settings of the monitor.

e Changing these properties lets the user to set the background of the desktop, screen

savers, sound schemes and more.
# Steps to do change the display properties
e Right-click anywhere on your desktop (except on an icon or shortcut).

e Select “Personalize” from the menu that appears.

e A window that allows you to change the display properties of the monitor will appears

as shown below,

v |43 ) Seerch Con.. £

a » C » Apj ion »

File Edit View Tools Help
\ )

‘ontrol Panel H g
Coatrol Pancl Hogee Change the visuals and sounds on your computer

Change desktop icons Click 3 theme to change the desktop background, windew color, sounds, and screen saver all at once.

Change mouse pointers My Themes (1)

Change your account picture
@

Unsaved Theme
Savetheme  Get more themes online

Windows 7 Architecture Characters Landscapes Nature

Aero Themes (6)

(

Installed Themes (1)

=

See abso ) =3
ra 2 s

Teckbarand Start Menis Desktop Background Window Color Sounds
y Sky Windows Default None

Ease of Access Center Harmony

Figure 7.1: Windows Personalize window
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# Steps to change the screen saver in Windows 7
e Click on Start button
e Click on Control Panel
e Click on Appearance and Personalization
e Click on Change Screen Saver in the Personalization group

e Screen saver settings dialog box appear as shown below,

EZ' Screen Saver Settings @

Screen Saver

Screen saver

UN one) v] Settings... Preview

Wit 1 = minutes [E] On resume, display logon screen

Power management

Conserve energy or maximize performance by adjusting display
brightness and other power settings.

Change power settings

| OK. |[ Cancel ] Apply

Figure 7.2: Screen Saver Settings

e Click Settings to open a settings window for the selected screen saver (if settings are
available).

e Click Preview to see how the screen saver displays on the computer screen. Move the

mouse when finished previewing the screen saver.

e Select the number of minutes in the Wait field. This is the number of minutes of

inactivity before the screen saver opens.
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NOTE:

Make sure the Wait time for the screen saver is lower than the number of minutes

before the computer enters a sleep state.

e If you want the computer to require login credentials when the session is resumed,

select On resume, display logon screen.

e Click OK to save the settings and close the Display Properties window.

7.2 Setting of Mouse

# Mouse pointer

e The mouse pointer is the graphic image of the cursor displayed on-screen when the

mouse is active.

e As the pointer moves over objects, the image changes to reflect the associated

function.

e For example, the standard pointing image of an % arrow is Normal

Select. However, when the computer is processing a command, ir"j.

the Busy circle displays on the screen.
# Steps to change the mouse pointer (cursor) image

(Changing the look of your mouse pointer)
e Click Start €.
e Click on Control Panel .

e The Mouse Properties dialog box appears as shown below,
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3 hl
¥ Mouse Properties . ﬂ

Wheel r Hardware l Finger Sensing Pad
Buttons I Pointers , Pointer Options
Scheme
[thdows Aero (system scheme) v] %
Customize:
% -
Help Select ?
) |=
Working In Background [}
Busy [ 7)
Precision Select —|—
Text Select I -
[¥] Enable pointer shadow [ Use Default ] [ Browse... ]
[¥] Allow themes to change mouse pointers
[ ok ][ Cancel || 20

Figure 7.3 : Mouse Properties Window-Pointers Tab

e Click on Pointers tab.
¢ Click the pointer function, in the Customize box or click on Browse button to choose

a new pointer image.

(Note: To change the entire scheme of pointers, for example, to change the size of all
the pointers, click the down arrow in the Scheme field and select a new pointer scheme

from the list.)

e Click on Apply button to save your changes.
e Click on OK button.

# Changing mouse pointer speed

Use these steps to change the mouse pointer speed:

e Click on Start button. ﬂ
e Click on Control Panel.

e The Mouse Properties dialog box appears as shown below
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e Click the Pointer Options tab.

¥ Mouse Properties -

Switch primary and secondary buttons

Select this check box to make the button on the
right the one you use for primary functions such
as selecting and dragging.

Double-click speed

Double-click the folder to test your setting. If the
folder does not open or close, try using a slower

setting.
07 Fast

Speed: Slow .

ClickLock
Tum on ClickLock

. e o
[ Wheel | Hardware | Finger Sensing Pad
Buttons | Pointers | Poirter Options
Button configuration

Settings...

Enables you to highlight or drag without holding down the mouse
button. To set, briefly press the mouse button. To release, click the

mouse button again.

[ ok ][ Cancel || Aoy

J

€

Figure 7.4 : Mouse Properties Window- Pointer Options tab

1. In the Motion field, click and hold the slide bar while moving the mouse to the right or

left, to adjust the mouse speed.

2. Click Apply, and then click OK to save your changes.
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7.3 Taskbar and Start Menu
# Taskbar

e A taskbar shows the currently running programs list.

e The default settings for the taskbar in Microsoft Windows are at the bottom of the

screen.

e This includes the Start button, taskbar icons, notification area, Date and Time from

left to right as shown below,

% |
Start button \ Windows Notification Area r
Taskbar icons Time and Date

Figure 7.5: Taskbar
7.4 Date and Time Settings

# Steps to change Date and Time

e Click on Start button, Click on Control Panel, Click on Clock, Language and Region
option and Select Date and Time
Or

Click on the clock in the icon tray at the bottom right of the " 626MM IP

computer screen.

e A Date and Time dialog box appears as shown below,

;= Date and Time

Date and Time | Additional Clocks | Internet Time

Date:
Tuesday, 3 January 2012

Time:
6:46:16 PM

@ Change date and time...

Time zone

(UTC+08:00) Perth

There are no upcoming Daylight Saving Time changes.

Get more time zone information online
How do I cet the clock and time zone?

Figure 7.6: Date and Time dialog box
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e Click on Change date and time button.

e A Date and Time Settings window appears as shown below,

7y Date and Time Settings - — -
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Set the date and time:
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Change calendar settings

EEZE

OK

] [ Cancel

Figure 7.7: Date and Time settings dialog box

e Select the Date, Time.
e Click on OK button.

IV-STD

Atomic Energy Education Society

70/71



EXERCISES

I. Fill in the blanks with the correct answer by using the words given below
in the box.

Look and Feel, Task bar, graphic image,

1. shows the currently running programs list.

2. The mouse pointer is the of the cursor
displayed on the screen.

3. Windows allows the user to change the of the
desktop.

I1. State True or False

1. Even though computer is switched off it will maintain current date and
time.

2. To rotate the screen we use Ctrl+Alt+ Arrow buttons.

3. By using Date and Time settings in the control panel we can add more
clocks.

4. Auto-hide the task bar option is used to hide the task bar.
5. Windows Notification Area is present on the left bottom cornor.

PRACTICAL EXERCISES

1. Change the screen saver of the computer.
2. Change the mouse pointer of the computer.

3. Set the Date and Time of the computer.
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