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Introduction

A computer is really a system of many parts working together. Each
component of acomputer is either called hardware or software. The physical
parts, which we can see, touch and feel are collectively called hardware.
The computer and all the peripheral devices such as printers, scanners,
microphones, speakers, and webcams etc. connected to it that are used to
input and output the data are hardware. Peripheral devices are hardware
devices that are connected to the motherboard but not part of the main
computer system and were added later to the system.

The program needs a kind of documentation that gives a comprehensive
procedural description of a program. It shows as to how software is written.
Program documentation even has the capability to sustain any later
maintenance or development of the program. The pregram documentation
describes whatexactly a progeaim doesby menﬂﬂmng;about themgulrem ents
of the input data and the'effect of perfofming a programming task.

Software, on the other handjrefers to the set or séries, of instructions
or programs, ‘that tell the hardware what to do. It is the gombination of
Instructions and Data, that form’_s the buﬂding blocks of ap‘phcatmns such
as Word Frnemm‘ Computer Game or Spreadsheet. The main purpose
of software is to process the data into 1nf0rrn:ah0n The interface between
a human and a Emnpttter is calle_ﬂ ‘a user interface. Interfaces between
hardware components are physital. Operating system provides interface
between hardware and software. Compatibility, in regard to computers,
refers to the software being able to run on the computer. The person who
writes and tests computer program is called a programmer and a person
who determines a buyer’s need and matches it to the correct hardware and
software is called a computer sales representative. The process of writing out
computer instruction is known as coding. Copying computer program or
software without the permission of its author is called a software privacy.

Thus, if we want to know what a program is meant to do and how it
has to be executed, we should refer to the program documentation. The
most common examples would be the instruction manuals for a software
product, which is given to the end-user. The discription languages used are
informal and are intended to make life easy for the end-user.

Software is often divided into two categories

S-cnfl:ware
* - -
System Software Application So
1. Operating System 2. Translator L. Mechcal Software
3. DBMS 4. Utility 2. Education Software

3. Business Software

5. Data Communication Software o
4, Entertainment Softwa
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System software : The user interacts primarily with application software.
System software enables the application software to interact with the
computer hardware. System software is “background” software that helps
the computer to manage its own internal resources. Itis not a single program.
Rather itis a collection of programs, including the operating system, Utilities
and Device drivers etc.

System software includes the operating system and all the utilities that
enable the computer to function. It refers to the files and programs that
make up our computer’s operating system. System files include libraries of
functions, system services, drivers for printers and other hardware, system
preferences, and other configuration files. The programs that are part of
the system software include assemblers, compilers, loaders, linkers, file
management tools, system utilities and debuggers. The system software
is installed in computer when we install operating system. Since system
software runs at the most basic level of computer, it is called “low-level”
software. It refers to the operating system and all utility programs that
manage computer resources a low level. It generates the user interface and
allows the operating system to interact with the hardware. Every computer
that receives some sort of human input needs a user i ce, which allows
a person to interact with the eemputer. While dﬂﬂcﬁﬁke keyboards, mouse
and touch-screens make up the hardware end of this task, the user interface
makes up the software for it. The tWwo most common fopms of auser interface
are the cofimand -line intérface, where'computer ¢ commands afe typed
line-by-line, and the Graphlcai user interface, where & visua
(such as WﬂuiQWS buttons, 'lmns] is present.

Operating system

The operating system wnrks ‘as a mediator between hardware,
application software and user. Operating systems are programs that
coordinate cumpuﬁéfl%esourm::s provide an interface between users and the
computer, and run applications. They manage the computer’s processes
functioning as an interface, connecting users with the application software
and hardware. Every general purpose computer must have an operating
system to run other programs. It performs basic tasks, such as recognizing
input from the keyboard, sending output to the display screen, keeping track
of files and directories on the disk, and controlling peripheral devices such
as disk drives and printers. It controls different components of a computer
and allows users to interact with computer. For large systems, the operating
system has even greater responsibilities and powers. It makes sure that
different programs running at the same time do not interfere with each
other. Memory management is also a function of an operating system in
which rearranging and allocating memory for multiple computing task. The
operating system is also responsible for security, ensuring that unauthorized
users do not access the system. It makes computer work properly. Some
most popular operating systems are MS DOS, Windows 95, Windows 98,
Windows XP,. Windows 2000, Windows Vista and Mac OS X etc.

As a user, we interact with the operating system through a set of
commands. Forexample, the DOSoperatingsystem containscommands su ch
as COPY and RENAME for copying files and changing the names of files.

s§ "
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The commands are accepted and executed by a part of the operating system
called the command processor or command line interpreter. Graphical user
interfaces allow us to enter commands by pointing and clicking at objects
that appear on the screen.

When we first turn on computer, the only thing it is capable of doing is
finding the BIOS (Basic Input Output System), ROM (Read Only Memory),
chip on computer’s system main board. This BIOS chip has a program
burned onto it that knows where to look for, and how to access the different
expansion slots, ports, drives, and the Operating System.

The computer begins the start up process or boot sequence, it loads the
programming code and instructions on the BIOS chip into memory and
then carries out the instructions in order. It takes an internal and external
inventory of equipment and performs several self-tests which are called
Power on Self Tests (POST). The POST is a built-in diagnostic program
that checks hardware to ensure that everything is present and functioning
properly. The POST checks things like the bus, ports, system clock, display
adapter memory, RAM, DMA, keyboard, floppy drives, harddrives, and so
forth. The CPU sends signals over the system bus to makaasm!e that these
devices are functioning. If the POST is successfiilly curﬁpleted}thg computer
has to locate the Operating S?’E.Tem

Booting also known as, buorung up”, is a htlotbtrﬁypmg Drog cess that
starts th@loperating system when the user turns on a comiputer system. A
boot sequence is the initial set of operations that the computer performs
when power'is switched on. The Boat-loa&er loads the main operating
system for the computer. ‘Warm beot. is pressing the restart button while
the computer is &n and a cold bootis pressing the power switch when it is

turned oft.

Types of operating é“}iétem

Operating systems can be classified as a method of operating the system
and a mode of system access. As computers have progressed and developed
so have the types of operating systems. Many computer operating systems
will fall into more than one category.

1. Real time operating system : A real time system is a computer system
capable of processing data so quickly that the results are instantly available.
There is often a need for front end processor in the system. A real-time
operating system is an operating system that guarantees a certain capability
within a specified time constraint. If the calculation could not be performed
for making the object available at the designated time, the operating system
would terminate with a failure. A Real time operating system typically
has very little user-interface capability, and no end-user utilities, since the
system will be a “sealed box” when delivered for use. A very important part
of an RTOS is managing the resources of the computer so that a particular
operation executesin precisely the same amount of time, every timeitoccurs.
Some real-time operating systems are created for a special application and
others are more general purpose. General-purpose operating systems, such
as DOS and UNIX are not real-time.
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2. Multi-access operating system : It allows two or more users to run
programs at the computer’s resources simultaneously. Some operating
systems permit hundreds or even thousands of concurrent users. The
operating system must make sure that the requirements of the various
users are balanced, and that each program they are using has sufficient
and separate resources so that a problem with one user doesn’t affect the
entire community of users. Unix, Linux and Windows 2000 are examples of
multi-user operating systems.

3. Multiprocessing operating system : It is an operating system when
two or more processors are present in a computer system sharing some or
all of the memory. It supports running a program on more than one CPU.
Unix, Linux and Windows 2000 are examples of multi-processing operating
systems.

4. Multitasking operating system : It allows more than one program to
run concurrently. An operating system that is capable of allowing multiple
software processes to run at the same time. Unix and Windows 2000 is an
example of multi-tasking operating systems.

5. Timesharing operating system : Processor time i§ dlv‘l&ed into small
units called time-slices and isshared in turn between' users to pmde multi
access.

6. Mulh—pmgramming oparatlng system : More ihan one program
resides inffnain storage and is being processed agparenﬁ}r at the same time.
This is accm’tp]&.shed by taking turns at short bursts of processing time.

7. Batch processing operating system : Thejob is not processed till there
is full input. Thl!jtlbs are entered and stored on a disk in a batch queue and

then run tngetheﬂmﬂ'me contrgl of the operating system. A job may wait
in a batch queue for minutes or hours depending on the work load.,

8. Single tasking Operating system: Single-user, single task : As the name
implies, this operating system is designed to manage the computer so that
one user can effectively do one thing at a time. The Palm operating system
for Palmtop computers is a good example of a modern single-user, single-
task operating system.

9. Single-user, multi-tasking : This is the type of operating system
most people use on their desktop and laptop computers today. Microsoft’s
Windows and Apple’s Mac operating system are both examples of operating
systems that will let a single user have several programs in operation at
the same time. For example, it's entirely possible for a Windows user to
be writing a note in a word processor while downloading a file from the
Internet while printing the text of an e-mail message.

There are some important operating systems

1. MS-DOS : It was the main operating system of Microsoft installed
in personal computers. It's most popular version is 7.0. It is simple, non-
graphical and command line operating system but remembering all
commands are very ditficult task. So it was gradually replaced on desktop
computers by operating systems offering a graphical user interface (GUI).
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2. MS Windows : Microsoft Windows is a series of operating systems and
graphical user interface produced by Microsoft. It has other versions like
Windows 95, Windows 98, Windows XP and Windows vista. The most recent
client version of Windows is Windows 7; the most recent server version is
Windows Server 2008 R2.

3. UNIX: Unix is a computer operating system originally developed in
1969 by a group of AT&T employees at Bell Labs including Ken Thompson,
Ken Thompson, Denis Ritchie, Brian Kernighan, Douglas Mcllroy and Joe
Ossanna. Today the term Unix is used to describe any operating system that
conforms to Unix standards, meaning the core operating system operates
the same as the original Unix operating system. Unix operating systems are
widely used in both servers and workstations. First time it was written in
assembly language butin 1973 it was rewritten in C programming language.
Unix was designed to be portable, multi-tasking and multi-user in a time-
sharing configuration.

4. Linux : It is a Unix-like operating system based on the Linux kernel.
The name “Linux” comes from the Linux kernel, originally written in 1991
by Linus Thorvald. Linux is predominantly known for its usein servers and
it is also a example of open source software.

Virtual memory : It is a@§pace on hard disk wh}tch is used by CPU as
extended RAM. It cangbe called lggical memory whichifis controlled by
operating system. It i an imagifary" memory area which is supported by
operating$ystem. It is@an alternate set of memory address. Virtual memory
permits the central processor to tempnrarﬂy store instructions that are
currently used on a direct-access storage device on-line with the computer.
Programs use these virtual addresses rather than real addresses to store
instruction and data., When the program is actually executed, the virtual
addresses are converted into real memory addresses. Its main purpose is
to increase address space.

Translator

Translator is a computer program or set of instruction that converts
instructions written in programming languages or source code to machine
language or object code.

1. Assembler : The assembler translates the source program in assembly
language into machine code.

2. Compiler : The compiler is a program that translates the user source
program written in high level language to an object code ready for execution.
It reads the entire source code, collecting and reorganizing the errors. We
haveto correct the syntax oritwon’t compile. After correcting all the mistakes
it translates the entire source code into object code.

3. Interpreter : The interpreter is also a program that translates the user
source program written in high level language to an object code. A compiler
translates an entire program but, an interpreter translates individual lines
and instructions and execute the translated object code without saving it.
So, when all programs are executed, at the end it gives result.

1. Database management system : DBMS is a computer software system

which constructs, expands, sorts and maintains the database. It also provides
the interface between the user and the data in the database.
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Utilities

It is also called service program . It is a small system program which
provides a useful service to the user and enhances the capabilities of
operating system. It makes it easier to use computer. It performs a very
specific task, usually related to managing system resources and tells the
computer how to use its components. The operating system contains a
number of utilities for managing disk drives, printers and other devices.
Some utilities are :

1. Disk formatting : Disk formatting is the process of preparing a
hard disk or other storage medium for use according to operating system,
including setting up an empty file system.

2.Disk cleaner : Disk cleaner is a computer maintenance utility designed
to free up disk space on a computer’s hard drive. The utility first searches
and analyzes the hard drive for files that are no longer of any use, and then
it removes the unnecessary files.

3. Disk Compression : Disk compression increases the amount of
information that can be stored on a hard disk by compressing.all information
stored on a hard disk. A disk compression utility works automatically and
the user doesn’t need to be aware of its existence:’

4. Backup programg Backup prc(:%ram is a.ecomputer program used to
perform a complete’'copy or backup of a file, data, database system. The full
backup pregram erf%sl’gﬁ a user to make an exact duplicate of everything
contained ‘on the original source ar computer system. This software must
also be used to perform a recovery of the data or system in the event of a
disaster. _ - :

5. Virus Scanner : It is also called anti-virus. It is used to prevent, detect,
and remove computer viruses, worms, adware, spyware and other types of
malware. -

6. Debugger : In a computer a bug is a coding error which causes wrong
result. The process of searching and correcting bugs in a program is called
debugging and debuggerisa program thatisused as anaid to removing bugs
from program. Debugging starts after the code is first written and continues
in successive stages as code is combined with other units of programming
to produce a result, such as an application or operating system. After a
product is released bugs are discovered and then patch is released from the
originators of the code. A patch is a piece of object code that is used to fix
a known program bug. It is also available free of cost over the Internet to
download.

7. Disk defragmentation : Fragmentation happens to a hard disk over
times as we save, change or delete files. Disk defragmenter is a tool that
rearranges the data on hard disk and reunites fragmented files so computer
can run more efficiently.

Device driver: Adevice driver or software driver is acomputer program
that allows high-level computer programs to interact with a hardware
device. Adriverinteracts with the device through the bus or communications
subsystem to which the hardware connects. Device drivers are hardware
dependent.
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Application software '
Applications software perform the specific jobs for the user such as

producing a payroll, or stock control program or solving problem etc. It is
on top of systems software because it is unable to run without the operating
system and system utilities. It includes programs that do real work for
users. It is also called end-user programs and it includes word processors,
spreadsheets, and database management systems etc.

There are two types of application software

1. Special purpose application software : Special purpose Software is
a type of software that can only be used for only one specific thing. For

example weather forecasting, aeroplane control etc.

2. General purpose application software : General purpose application
software is generally tools that provide specific capabilities, but not in
support of a specific purpose. For example, a spreadsheet program is a
general purpose application.

There are some general application packages : Application packages are
programs available in market for use in computer.

1. Electronic Spreadsheet : It is a computer saﬂ\m allowing large
numbers of mathematical computations on numbérs arrangad in rows and
columns, in which the numhers can.dépend on the valiies in other rows
and columns, alléWwing large numbers. of calculatighs to be ¢arried out
simultaneoiisly. We can also represent these numbers in graph afid charts.

Examples are MS Excel, Lotus 123, K-spread, Open Cale and Star Calc etc.

2. Word Processor:Itisa computer software thatis used to create written
documents on the screen and lets Bo back to edit and make corrections as
necessary. It can be p’nnted and storfed on disk. Examples are MS Word,
Word star, Word per

3. Computer Gfaphrcs It is a computer program that is used to create
and amend design, graphs, charts etc. Examples are CAD /CAM, Harvard
graphics,

4. Desktop Publishing : DTP software is used to produce high quality
publications at low cost. It takes in text created on a word processor or input
direct to the DTP system and combine this electronically with a variety of
graphic element and the resulting completed pages are then printed on a
high resolution output device. Examples are Page-Maker, Coral Draw and
Microsoft Publisher etc.

5. Database package : . It allow users to manipulate large amounts of
information and retrieve any part of the information that is of interest. It is
electronic filling system which allow us to define what information we wish
to store and then provide powerful facilities for entering, changing, sorting,
searching and reporting the information. Examples are D-base, MS-Access
etc.

6. Report generator :Itextracts data from a database and creates different
kind of reports to meet user’s requests. Examples are RPG.

7. Accounting Package :A computer program that performs accounting
operations, bank accounts, stock, income and automated cheque writing
and record keeping. Examples are Tally etc.
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8. Presentation Software : Presentation software is used to create
presentations of slides containing text and graphics. It typically includes
three major functions: an editor that allows text to be inserted and formatted,
a method for inserting and manipulating graphic images and a slide-show
system to display the content. Examples are MS Power-Point, Freelance,
page etc. lt is also called presentahnn graphlcs

MS-DOS Word Star

MS-Windows Word Pad
MS-Word

Linux K-Word
Ab-Word

Turnkey system : A computer system that has beg;nl e tomi
particular application. The ternuderives from theiided that theend user can

just turn a key and the %t&l@ﬁr&adx to'go. TﬁgﬂLkey systems i im:lude all
the hardware and software necesaar?iﬂf—:ﬂle particular amjhcdm

Free ,wate” Itis a ﬁhvaia@ﬁred ﬁmaf chqrge, &mnlaﬁdaﬁfe from

the mtem"

- m-m Qb]ectﬁagmggﬁm wemsws oasesem

1. ] am whichmake . easy to use a computer.
(a) Operatmg aym (b) Application (c) Utility
(d) Network " (e) None of these
2. Anerrorin a program which causes wrong result is called a ............ .
(a) bug (b) byte (¢) attributes
(d) init problem (e) none of these
3. Each component of computer is either ............
(a) hardware or software (b) suftware or CPU/RAM
(c) application software (d) inputdevices oroutput devices

(e) none of these
4. The main purpose of software is to convert data into .........

(a) web site (b) information (c) program
(d) object (e) none of these

. S— is a process of searching bugs in software.
(a) Compiling (b) Testing (c) Running
(d) Debugging (e) None of these

6. What is virtual memory ?
" (a) Memory of hard disk which is used by CPU as extended RAM
(b) Located in RAM
(c) It needs when there is no any RAM in computer
(d) Backup device for floppy discs (e) None of these
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Wi icaiiins tells the computer how to use its components.
(a) utility (b) application (c) operating system
(d) network (e) none of these

The transfer of data from a CPU to peripheral devices of computer is
achieved through—

(a) Modems (b) Computer ports

(c) Interfaces (d) Buffer memory

Repair for known software bug, which is generally available free of cost
on internet is called ...................

(a) Version (b) Patch (c) Tutorials
(d) FAQ (e) None of these
What is backup ?

(a) Connect his network to more component

(b) Copy to save a data from original source to other destination
(c) Filter an old data from new data

(d) Access data from tape

(e) None of these

The o manual tells you how to use a softyware’ pmgmm.

(a) Documentation B) Programming’ (€) User

(d) Technical __ (e) Designet '

A (n) ....ds a set of programs destgned ta manaﬁ the mwmces of a
computezg, including starting the computer, managing programs,
managing memory and coe:dmatmg !asks between ‘input and output
devices.'

(a) Appliﬁt{a;n sﬂjtﬁ- (b) Gompller “(0) Input/outputsystem

(d) Interface (e) Operating system (OS)

The set of instruetions which tells a computer what to do is called .... .
(a) matter A (b) instructor (c) compiler

(d) program (e) debugger

Linux is an example of .............

(a) Freeware (b) Open sources software

(c) Shareware (d) Complimentary  (e) None of these

The physical structure of acomputer is called a .

(a) hardware (b) software {c} keybnard

(d) memory (e) none of these

Generally which software uses to keep record of data ?

(a) Database software (b) Word processing software

(c) Operating system (d) Utility software

(e) None of these

Which database package uses on Ms-DOS based personal computers?

(a) D base 3 (b) Coral () Word star
(d) Auto CAD (e) None of these

DOS stands for ............. o

(a) Disc of system (b) Disc operating system
(c) Device operating system (d) Door operating system

(e) None of these
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19. To work on a computer mainly we need ........c.coevevee.

20.

21.

a7

31.

32,

" (a) hardware (b) software (c) scanner

(d) aand b both (e) none of these

Tangible, physical computer equipment that can be seen and touched
is called ...............

(a) Hardware (b) Software (c) Storage

(d) Input/output (e) None of these

A collection of programs that controls how the computer system runs and
processes information is called—

(a) Compiler (b) Linker

(c) Operating System (d) - Assembler

When was Unix developed ?

(a) 1950 (b) 1955 (c) 1960

(d) 1969 (e) None of these

Basic language of Unix is .......c..vcuue. -

(a) Cobol (b) Basic (c) Assembly
(d) Java (e) None of these

What is Linux ?
(a) An operating system . . ’
(c) A site {ﬂ) Agraphlcs < (e) Non& B e

Which softwaref6t work at is usés a computer ?

(a) System - lication (c) Pro a;m

(d) Paeka,ge ?:) ﬁﬁa of these >

A software which controls ﬂl&ha:dw&ﬂérafa computer is .

(a) applimﬁnn (b) sys (c) pmgram

(d) memory (e) none'of these

A computer’ a&n\?&ts a high'level program into a low level program
with the help of wus....... .

(a) compiler o {'b} interpreter (¢) (a) and (b) both
(d) package (e) none of these

In a computer which is the main part of system software ?

(a) Compiler (b) Interpreter (c) Operating system
(d) Package (e) None of these

A program available in the market to use in a computer is called .....

(a) software program (b) software package (c) software system
(d) software language (e) none of these

What is turnkey system ?

(a) Complete hardware and software

(b) Complete software (c) Complete language

(d) Complete hardware (e) None of these

Who developed Unix ?

(a) Rod Fenson (b) Ken Thompson  (c) Ramavart Cathrin
(d) Jahnson (e) None of these

Characteristics of Unix are ................. -

(a) Ata time more than one work

(b) At a time more than one people can work
(c) More safe (d) Kernal manages data
(e) None of these
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33. Thesetof instruction which tells acomputer how to perform any special
N workiscalled .......ccoeceuennee.

(a) data calculation (b) program (c) file
(d) information (e) none of these

34. Which of the following works as an agent between hardware and user?
(a) Compiler (b) Operating system (c) Translator
(d) All of these (e) None of these

35. Programs written in an assembly language are converted into machine
language in a computer by ............
(a) assembler (b) cumpﬁer (c) interpreter
(d) processor (e) none of these

36. Any program translated into machine language is called ................ :
(a) analog program (b) object code (c) personal program

(d) official program (e) none of these
37. The original program written in programming language is called .....
(a) Youth program  (b) Source program (c) Ferm program
(d) Loop program (e) None of these ==
38. The word CAD is related to . ) !
(a) account (b) de51gn ©  (¢) media
(d) science " (&) arts, ' <.
39. What is.theé use of backupiina da’mbﬁe ?
(a) Tbcha:k the working of the system(bj For safety’ =
(c) To provide record of transaction fﬂ} To find the lost data
(e) None ﬁ!f these
40. Page makersoftware is related t&whlch operating system ?
(a) MS-DOS  »  (b) Unix (c) Windows
(d) Allof these. = (e) None of these
41. A Software which converts a high level language program into machine
language is called—
(a) Compiler (b) Assemble (c) Loader
(d) Interpreter (e) None of these
42, QOracleisa.......... ;
(a) An operating system (b) Word processor
(¢) Database software (d) All of these
(e) None of these
43. Which software is used in word processing ?
(a) Pagemaker (b) Word star (c) MS-Word
(d) All (e) None of these
44, CAD stands for—
(a) Computer algorithm for design
(b) Computer aided design (c) Computer application in design
(d) All of these (e) None of these

45. The function of an assembler is ....... :
(a) To convert basic language into machine language
(b) To convert high level language into machine language
(c) To convert assemble language into machine language
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49.

50.

51.

52.

53.

55.

(d) To convert assemble language into high level language
(e) None of these

The legal right to use software based on specific restrictions is granted

(a) Software privacy policy (b) Software license
(c) Software password manager (d) Software log
(e) None of these

Which software is used for creating resume ?
(a) MS-Word (b) Pagemaker (c) a and b both
(d) Java (e) None of these

MS-Word is an example of—

(a) Operating system (b) Application software
(c) Processing device (d) Input device

(e) None of these

People who write and test the programs are called—
(a) Programmer (b) Computer smentists
(c) Software engineer (d) Project dev__

(e) None of these

When you turn on the eamPuter the boot mutme wxll perfcnrm this
test— ol

(a) RAM test ' (b) Disk dm test (c). MEmG!ymt

(d) Péwer-on-self-test (e) ane of lheae !

A detailed written description of the pmgramrmng cycle and the
program, alﬁmg with the test mlts and a printout of the program is

called ............ -

(a) Documentation  (b) Ouﬁ:rut (c) Reporting

(d) Spec sheets ~ (e) Directory

After turns on computer light the process of start is called ............. .
(a) application (b) system (c) boot strap

(d) strap (e) none of these

The type of software that controls the internal operations in the computer
and controls how the computer works with all its parts is which of the
following ?

(a) Shareware (b) Public domain software

(c) Application software (d) Operating system software
(e) None of these

Physical components that make up your computer are known as ..... .
(a) Operating system (b) Software (c) Hardware

(d) Web browsers (e) None of these

What is correcting errors in a program called ?
(a) Compiling (b) Debugging (c) Grinding
(d) Interpreting (e) None of these

A compiler translates a program written in a high level language into .....
(a) machine language (b) an algorithm
(c) adebugged program (d) java
(e) none of these
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Computer
THE ...orn of a system includes the programs or instructions.
(a) hardware (b) icon (¢) information
(d) software (e) none of these
This can be another word for program—
(a) Software (b) Disk (c) Floppy
(d) Hardware (e) None of these
The person who writes and tests computer program is called a .... .
(a) Programmer (b) Computer scientist (c) Software engineer

(d) Project developer (e) None of these

Hardware includes—

(a) All devices used to input data into a computer

(b) Sets of instructions that a computer runs or executes

(c) The computer and all the devices connected to it that are used to
input and output data

(d) All devices involved in processing information including the CPU,
memory and storage

(e) None of these

The roleof a ....... generally is to determine huyers, needaamd mate it to

the correct hardware and software.

(a) computer scientist (b) cr.‘)mputer sales gﬁfp@entahve

(c) computer consultant (d) corporate trainer

(e) none®f these -

Which is the part of a cnmputer thatm can touch and feel ?

(a) Hardware (b) Software (c) Programs

(d) output (e) None of these

A series of iﬂsttucﬁnns that tellsi_a computer what to do and how to do

it is called a .i.iis

(a) program (b) command (c) user response

(d) processor (e) none of these

What happens when you boot up a PC?

(a) Portions of the operating system are copied from disk into memory

(b) Portions of the operating system are copied from memory onto disk

(c) Portions of the operating system are compiled

(d) Portions of the operating system are emulated

(e) The PC gets switched off

Which of the following statements is true concerning ?

(a) Virtual memory is the space on the hard drive where to the O.S.
begins to store data when it because memory bound

(b) Accessingdatafrom RAM isslower than accessing data from virtual
memory

(c) Both of these
(d) If a computer is memory bound, adding more RAM w1ll not solve
the problem

(e) None of these

Copying computer program or software without permission of its
author is called—

(a) Highway robbery (b) Larceny (c) Software piracy
(d) Embezzlement (e) None of these
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Peripheral devices such as printers and monitors are considered to be
(a) Hardware (b) Software (c) Data
(d) Information (e) None of these
Another word for software is .......... ;
(a) input (b) output (c) program
(d) system (e) none of these

Antivirus software is an example of ............. .
(a) business software (b) an operating system (c) a security utility

(d) an office suite (e) none of these

¥ - backup contains a copy of every program, data and system file
on a computer.

(a) restoration (b) bootstrap (c) differential
(d) full (e) none of these

Restarting a computer that is already on is referred to as—

(a) Shut down (b) Cold booting (c) Warm booting
(d) Logging off (e) None of these

Which is not an item of hardware ? P

(a) An MP3 file (b) A keyboard (q} iA monitor

(d) A mouse (é) None of these .

Compatibility in fegazrd to comptiters refers to ... .

(a) Thesoftware doing the right job for the user

(b) It being versahieenoughmhandlaﬁmlﬁb -

(c) The software being able to run on the computer

(d) Software running with other prevmuﬁy installed software
(e) None of these, |

A device that is. mnnected to the mntherbﬂard IS veeeeursseenernes

(a) called an external device (b) called an adjunct dev:ce
(c) called a peripheral device

(d) must connect using ribbon cable

(e) none of these

Documentation of computer programs is important so that ............. ;

(a) users can learn how to use the program

(b) other programmers can know how to maintain the program

(c) the programmer can see why the code is written that way while
hunting for sources of error

(d) all of the above (e) none of these

The process of preparing a floppy diskette for use is called ............... .
(a) assembling (b) translating (c) parsing

(d) formatting (e) none of these

The physical components of a computer system ..........ccsueuees :

(a) software (b) hardware (c) ALU

(d) control unit (e) none of these

The ability of an OS to run more than one application at a time is called

(a) multltaskmg (b) object-oriented programming
(c) multi-user computing (d) time-sharing
(e) none of these
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Computer

. Developing sets of instructions for the computer to follow and to do the

task the same way as many times as needed is called ............. :

(a) listing (b) sequencing (c) programming

(d) directing (e) none of these

The term used to define all input and output devices in a computer
system is ...............

(a) monitor (b) software (c) shared resources
(d) hardware (e) none of these

Which is not an item of hardware ?

(a) An MP3 File (b) A keyboard (c) A Disk drive
(d) A Monitor (e) None of these

Which of the following is not an example of hardware ?

(a) Mouse (b) Printer (c) Monitor

(d) Excel (e) None of these

Hardware devices that are not part of the main computer system and
are often added later to the system are ................

(a) clip art (b) highlight {c} e

(d) peripherals (e) none of these ' .

A computer cannot ”bnﬁf" if it does not havg; the........ B

(a) compiler g (b loader (c) op&rétilfgﬁystem
(d) asse;nhler A (e)rfione of t

ng ramﬁﬂgslgneispem flcailg"ﬁ) addreﬂﬁeneral-purpose appllca tions
and special-purpose applications are called ............ .

(a) operating system T (b) system software

(c) application software

(d) managemmtiﬁarmatmn systems

(e) none of these

What is the name for the process that is used to convert a series of
instructions or programs, written in a high-level language into
instructions (or a program) that can be run on a computer ?

(a) Assembling (b) Compiling (c) Translating

(d) Uploading (e) None of these

Which of the following peripheral devices displays information to a
user ?

(a) Monitor (b) Keyboard

(c) Secondary storage devices (d) Secondary storage media

(e) None of these

An assembler is used to translate a program written in .......... .

(a) Alow level language (b) Machine language

(c) A high level language (d) Assembly language

(e) None of these

The capability of the operating system to enable two or more than two
programs to execute simultaneously in a single computer system by
using a single processor is .................

(a) multiprocessing (b) multltaskmg (c) multiprogramming
(d) multi execution (e) none of these
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90. A program which helps create written documents and lets you go back
and make corrections as necessary .............
(a) Spreadsheet (b) Personal wnter (c) Word printer
(d) Word processor (e) None of these

91. Start or restart of the computer ................. :
(a) Exit (b) Kick (c) Boot
(d) Kick-start (e) None of these
L » PSR, is when the computer is turned on and the operating system is
loading.
(a) Booting (b) Flashing (c) Tracking
(d) Taping (e) None of these
93. A compiler is used to translate a program written in ...............
(a) alow level language (b) a high level language
(c) assembly language (d) machine language
(e) none of these
94, Computer programs are also known as ................
(a) operating systems (b) documents
(c) peripherals (d) apphcatmﬂﬁ
(e) none of these :
95. The operating systen is the mostc8mmon iype nf v SE:RWarE
(a) communication (b) apphcaﬁm (), sy&tern .
(d) war&-pmcessmg (e) none of _
96. In Mnm 95 as a word processing 11'.:1....‘.@.c o
(@) Unix_ (b) Write pro {c} Word

(d) Animation (e) None of these
97. A computer system includes«.....
(a) hardware ° (b) software (c) peripheral devices

(d) All of these ©  (e) none of these

98. One who designs, writes tests and maintains computer programs is
called a........

(a) User (b) Programmer (c) Designer
(d) Operator (e) none of these

99, The human-readable version of a program is called ......... .
(a) source code (b) program code (c) human code
(d) system code (e) None of these

100.A (n) ...... converts and executes one statement at a time.
(a) compiler (b) interpreter (c) converter
(d) instructions (e) None of these

101.The term ...... designates equipment that might be added to a computer
system to enhance its functionality. ~
(a) digital device (b) system add-on (c) disk pack
- (d) peripheral device (e) None of these
102.Which is the best definition of a software package ?
(a) An add-on for your computer such as additional memory
(b) Asetof computer programs used for a certain function such as word
processing
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(c) A protection you can buy for a computer
(d) the box, manual and license agreement that accompany commercial
software
(e) None of these
103.1f a new device is attached to a computer, such as a printer or scanner,
' - S must be installed before the device can be used.
(a) butfer (b) driver (c) pager
(d) server (e) None of these
104.Compiling creates a(n) .......... .
(a) program specification (b) algorithm
(c) executable program (d) subroutine
(e) None of these

105.What disk is used to cold boot a PC ?
(a) Setup disk (b) System disk (c) Diagnostic disk
(d) Program disk (e) None of these
106.The process of writing out computer instructions is knowns as........ .
(a) assembling (b) compiling (r:} Exﬂﬂﬂﬁng
(d) coding (e) None of these
107.The general term “periph@fal equipment“§s uséd for ....... .
(a) any device thati$ attached to. ammputer system !
(b) large-scale cnmputer sys"éems '
(c) agprogram collection ' e
(d) other office equipment ‘ﬁat:assuc: ated with a desletﬁp computer
(e) None of these
108.Which process checks to ensure the components of the computer are
operating and connected properly ?
(a) Booting * (b) Processing (c) Saving
(d) Editing “"  (e) None of these
109.What happens when you boot up a PC ?
(a) Portions of the operating system are copied from disk into
ITIEII'IGI'}T
(b) Portions of the operating system are copied from memory onto
disk
(c) Portions of the operating system are compiled
(d) Portions of the operating system are emulated
(e) Noze of these
110.Hardware includes ....... .
(a) all devices used to input data into a computer
(b) sets of instructions that a computer runs or executes
(c) the computer and all the devices connected to it that are used to
input and output data
(d) all devices involved in processing information including the central
processing unit, memory, and storage
(e) None of these

111. A(n) ....... is a program that makes the computer easier to use.
(a) application (b) utility (c) network
(d) operating system (e) None of these
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112. The ...... manual tells you how to use a software program.
(a) documentation (b) programming (c) technical
(d) user (e) None of these
113. A computer cannot “boot” if it does not have the ........ .
(a) Compiler (b) Loader (c) Operating System
(d) Assembler (e) None of these

114. The combination of operating system and processor in a computer is
referred to as a computers’ ......... .
(a) firmware (b) specifications
(c) minimum requirements (d) platform
(e) None of these

115. What is software ?

(a) A type of computer code (b) A computer language
(c) A set of instructions for your computer
(d) A cover for the computer (e) None of these

116. What are two example of freeware ?
(a) WinZip and Linux (b) Shareware and file sharing
(c) Microsoft Word and the Google toolbar

(d) Instant messaging and the Google toolbar
(e) Microsoft Power Point and Microsoft Excel

117. Vendor-created prograf modifications are called ..........
(a) patches o (b) antivifuses (c] htﬂes
(d) fixes. - (&) nver‘laps
118. Every computer has a(n) w.....; many also have ......s
(a) Operating system; a client system
(b) g syStem; instruction sets’
(c) applléﬂﬁ(‘m programs; an operating System
(d) appllcatmn- rograms; a client'system
(e) operating systém; application programs
119. Which of the following is not a type of computer software whcih can
be bought ?
(a) Off-the-shelf (b) Tailor-made (c) Custom-developed
(d) Off-the-shelf with alterations
(e) All of these can be purchased
120. Computer software can be defined as ........ x
(a) the computer and its associated equipment
(b) the instructions that tell the computer what to do
(c) computer components that act to accomplilsh a goal
(d) an interface between the computer and the network
(e) the interaction between the computer and its database.

121. Computer equipment itself is called ....... :
(a) hardware (b) byte (c) mouse
(d) software (e) default

122. A......is the general term for hardware not necessary to the basic function
of the computer, connected extemally.

(a) icon (b) bit (c) keyboard
(d) printer (e) peripheral

123.The ...... of a system includes the programs or instructions.
(a) peripheral (b) software (c) information
(d) icon (e) hardware
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124.A(n) ..... backup contains a copy of every program, data, and system file
on a computer.
(a) restoration (b) bootstrap (c) differential
(d) full (e) None of these
125.Every component of your computer is either ......... ;
(a) application software or system software
(b) software or CPU/RAM (c) hardware or software
(d) inputdevicesoroutputdevices () None of these
126.All the characters that a device can use is called is ?
(a) Skill set (b) Character alphabet (c¢) Characters codes
(d) Keyboard characters (e) Character set
127.”Booting the System” means—
(a) Loading the operating system (b) Dismissing the computer
(c) Running an application program called ‘Booting’
(d) Ph}rsmally kicking the computer
128.A compiler is—
(a) A program which translates an assembly lang1.1age program into
machine language
(b) Any program written in machine language-
(c) A program which translates a high level Jafzuage into machine language
(d) A program which translates.a promm ‘written' in a high level
language® another highlével |
129.In M_S DOS the command that is used to :lear thescremin

 ClS ﬂ}} Clear
{c] G.'Iear screen | [d) Vﬁp&
130.Pick the odd manout.
(a) UNIX {h}"ﬂM‘i‘ﬁDDS - (c) WINDOWS 98
(d) ACCESS
131.Related to computers, what'is ‘meant by ‘software’ ?
(a) Computer programs (b) Computer circuitry
(c) Human brain (d) Floppy discs
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Introduction

Data communication is the transmission of coded data between remote
terminals and a centralized computer installation, or between two or more
computer centers over established communication links.

Advantages of Data Communication System

> Saving of time in data preparation and physical transportation of
prepared data.

> Full utilization of processing power and storage capamt}r of modern
computer.

> Quick retrieval of information from files.

> Eliminates duplication of files. '

> Reducing the coSt of data transmission.

Types of trfansmission channel
There are mainlsy two types of transmmm channel
1. Simplex Channel :

A. (Sender) ———» B (Receiver)
In this channel transmission of data is always in one direction, i,e. after
receiving the radio signal from radio-station, the receiver can’t send back
the signal to radio-station. Transmission always flows from A to B.

2. Half Duplex Channel :
>

A (Sender) €<—— B (Receiver)
In this channel transmission of data is in both directions, but at any one
instant of time itis only in one direction. It means there is flow of transmission
from either A to B or from B to A at one time , such as telephone line.

3. Full Duplex Channel :
_ - — 3 )

A (Sender) <—— B (Receiver)
In this channel transmission of data is in both directions simultaneously.
It means there is flow of transmission from A to B and from B to A at any
one instant of time.

Parity Check : In communication parity bit is used to check data that
has been transmitted accurately. The parity bit is added to every data unit
that are transmitted. The parity bit for each unit is set so that all bytes have
either an odd number or an even number of number 1s. Parity bits are used
as the simplest form of error detecting code.
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~ Information Transfer speed : Information Transfer speed is measured
by bit and baud rate-:

Bit rate indicates the speed of bits transmitted within one second.
Baud rate counts the number of times of a transmission change state.

Data communication channels

Data is transmitted from a terminal to a computer system or from a
computer system to a terminal over communication channels which are also
called communication lines or data links. They are of the following types:

1. Standard telephone line 2. Coaxial cables
3. Microwave transmission 4. Satellite communications

5. Fiber optics.

1. Standard telephone line : It is widely used as
communication channels. It is very effective useful
to the user of data communication because itis easy
to join and the complex network of telephone lines
has been already established all over the world.
It consists of two wires of copper covered with
insulator.

2. Coaxial cable : These are highoquality cnmmumqahnn lines that
have been under the ground orea. These cables are also used fﬂr clata
communication.A typeofwire thatconsists -
of a centre wire surrounded by insulation
and then a gmtmded shield of braided
wire. The shield minimizes electrical and _
radio frequency interference. The Jlayers . |
of insulation help minimize interference
and distortion. Transmission speed ranges |
from 200 million to more than 500 million
bits per second. Coaxial cabling is the
primary type of cabling used by the cable |
television industry and is also widely used
for computer networks, such as Ethernet. Although it is more expensive
than a standard telephone wire, it is much less susceptible to interference
and can carry much more data.

3. Microwave transmission : [t transmits signals
through open space like radio signal. It provides a
much faster transmission rate than telephone line or
coaxial cable. In this system data transmits on a line of
sight path and needs antenna. Microwave antennas are
usually placed on top of buildings, towers, hills, and
mountain peaks. It consists of series of relay stations
approximately 30 miles apart. For transmitting to long
distances, signals are amplified and retransmitted from
station to station. It provides higher bandwidth but it
is affected by rain, dust, cloud and bad weather. It is
used in cellular network and television broadcasting.

Copper
Wire

Insulation
Copper Mesh
Cutside Insulation
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‘4. Satellite Communication : A satellite communication is known for fast
communication. It is ideal for long distance communication. An artificial
satellite station positioned in space for the purpose of telecommunications.

These satellites serve as relay stations for

R i Satellite

the transmission of signals generated *
from the earth. The satellite amplifies

signal received from one earth station

and retransmits the signals to another % §
earth station which can be located many
thousands of miles away. They are also

used for mobile applications such as Signal Station o

communications to ships, wvehicles,
planes and hand-held terminals, and for TV and radio broadcasting, for
which application of other technologies, such as cable, is impractical or
impossible.

5. Fiber Optics : These cables consist of one or more thin filaments of
glass fiber wrapped in a protective layer. It is a new technology that may
serve to replace conventional wire and
cable in communication. It is a glass or
plastic fiber that carries lightaalong its
length. Optical fibers aretwidely used
in fiberoptic communications, which permits ttatmnussiﬂn uvvei' l:mger
distances and@t higher bandwidths than other forms of communications. It
works on the theory of total internal reflection, Itis free from radio frequency
interference. Thespeed of fiber optigsishundredsof times faster than coaxial
cables and thousands of times faster than hn.rlsted—palr wire.

Network

A computer nenvﬂi'-k is a group of computers that are connected to
each other for the purpose of communication. A computer network allows
computers to communicate with many other computers and to share
resources and information. It is a combination of hardware and software
, which provide facility of sending and receiving of information between
computersorsharingofinformationbetweencomputingdevices. Toestablish
any network needs sender, receiver, medium and protocol. ARPANET was
the first operational computer network in the world.

Computer networks can be used for several purposes

1. Facilitating communications : Using a network, people can
communicate efficiently and easily via e-mail, instant messaging, chat
rooms, telephone, video telephone calls, and video conferencing.

2. Sharing hardware : In a network environment, each computer on
a network can access and use hardware on the network. Suppose several
personal computers are on a network and each requires the use of a laser
printer. If the personal computers and a laser printer are connected to a
network, each user can then access the laser printer on the network, as they
need it.

3. Sharing files, data, and information : In a network environment, any
authorized user can access data and information stored on other computers

Viva Technologies



Viva

Teclsmalgjibes

on the network. The capability of providing access to data and information
on shared storage devices is an important feature of many networks.

4.Sharing software : Users connected to anetwork can access application
program on the network.

Some network related terms

Protocol : A protocol is a set of rules and standards which is used
by computers to exchange information or data with each other across a
network. It can be defined as the rules governing the syntax, semantics, and
synchronization of communication.

Nodes : In a network a node is a connection point where either data
transmission ends or redistribution of data starts.

Server : A server is a main computer that manages resources to other
computers connected to a network . Any user on the network can access the
resources store on the server. It is main and powerful computer on network.
It is a central computer which holds collection of data and program for PCs,
workstation and other computers. Servers are often dedicated, meaning
that they perform no other tasks besides their server taskssAserver in this
case could refer to the program that is managing resofirces rather than the
entire computer. Server is a' ﬂﬂmputer whlch pmmdﬂi resources to other
computers connectedgfi a network. Sefve computer needs tah]:-ﬁe fast and
to have a Iarga stﬂrage qzapacxtghard diﬂkand Igta of Fq‘,AM X

Terminal : In data €@mmunication terminal uite
at the end of the link from the host;ﬂ'ncessur.’l‘he ten'nmaT may be another
computer or a general purpose tem:ﬁnal device such as keyboard, VDU or
a special purpose terminal cash registers, banking terminals. A computer
terminal is an electronic device that is used for entering data into, and
displaying data from a computer. It is used to share the resources of
mainframe or supercomputer.

Dumb terminals : Dumb terminals are display and input devices
which don’t process data and input locally, instead transmitting input to a
computer to which it is connected and displaying the resulting output. A
dumb terminal refers to a monitor and keyboard that have no processing
power of their own. It is simply an input and output device wired into
another computer.

Networking device
There are devices to establish a network :
1. Repeaters, 2. Hub, 3. Switches, 4. Routers, 5. Gateways

Types of Network :

There are different types of network

1. Local Area Network (LAN) : A local area network is a computer
network covering a small geographical area like a home, office, or small
group of buildings, such as a school, or an airport. It is small in size but
usually provides higher data-transfer rates. It is suitable for small sites.
Computers connected to a LAN can share information and share peripheral
equipments, At present LAN is based on Ethernet technique.

Viva Technologies



Viva

Teclsmalgjibes

Data Communication 11
2. Wide Area network (WAN) : A wide area network is a computer
network thatcoversabroad areasuchasany network whose communications
links cross metropolitan, regional, or national boundaries. WANs are used
to connect LANs and other types of networks together, so that users and
computers in one location can communicate with users and computers in
other locations. WANs are often built using leased lines or switched circuit.
Internet, Indonet developed by CMC in India and ATM services of bank are
good examples of WAN. :

3. Metropolitan Area network (MAN) : A metropolitan area network
is a large computer network that usually spans a city or a large campus. A
MAN usually interconnects a number of local area networks and provides
up-link services to wide area networks and the Internet Routers, switch and
hub all together forms a MAN.

Network Topology
There are different types of network topology -

1. Mesh Network : Mesh networking is a type of networking wherein
each node in the network may act as an independent routex, regardless of
whether it is connected to another network or not dt =
may be used for instances ﬂfﬁ}gh traffic conditions to
provide alternate routés for fransmission. It allows for |«
continuous_cennections and réconfigurati |
broken.of blocked p&&ls by “hoy pmgalr ﬁ'ﬂm mde m i
node until. ﬂl&deshnaﬂun is reached. A mesh ne
whose nodes &te all connected to each uth&;‘ ﬁ called
a fully connected network. The @ost of fully connected -
mesh network is high because Uflal‘gé amount of cable required and each
node required intelligence. As a result, the network may typically be
very reliable, as there is often more than one path between a source and a
destination in the network.

2. Star Network : Star networks are one of the most common computer
network topologies. In star network consists of one central node which has
intelligence called hub. Thus hub, other nodes
and the transmission lines between them form
a graph with the topology of a star. The star
topology reduces the chance of network failure
by connecting all of the systems to a central
node. The failure of any one transmission line
linking any peripheral node to the central node
will result in the isolation of that peripheral node
from all others, but the rest of the systems will be
unaffected. If the central node fails then the whole system goes fails.

3. Ring Network : A ring network is a network topology in which each
node has equal amount of intelligence. The direction of data flow around
the ring is usually one way. Each node connects to exactly two other nodes,
forming a single continuous pathway for signals through each node like a
ring. Because a ring topology provides only one pathway between any two
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nodes, ring networks may be disrupted by the failure of a single link. A node
failure or cable break might isolate every node attached to the ring.

4. Bus Network : A bus network topology is a network in which a set
of nodes are connected by a single communications line, called a bus. Bus
networks are the simplest way to connect multiple nodes, but may have
problems when two nodes want to transmit at the same time on the same
bus. When a node wishes to transmit data to another node it must listen to
the bus to see if anyone else is transmitting. If no data is onvthe bus then it
will transmit. The node must be intelligent enough todisten to the bus and
recognize their own address imforder to receiveiincoming data. |

N =1

Modulation : Medulation is used to send an information bearing signal
over long distances. It usually involves varying one waveform in relation
to another waveform. Modulation is a process to change the analog signal
to digital signal and digital signal to analog signal. A device that perform
these operations is called a modem.

There are three types of modulation
1. Amplitude modulation : It is a process to change the amplitude of
carrier signal according to digital signal having information.

2. Frequency modulation : It is a process to change the frequency of
carrier signal according to digital signal having information.

3. Phase modulation : It is a process to change the phase of carrier signal
according to digital signal having information.

Data Transmission Service
The service used to transmit data from one place to another place is
called data transmission service and the organisation which provide this
service is called data transmission service provider.
1. VSNL ( Videsh Sanchar Nigam Limited )
2. BSNL ( Bharat Sanchar Nigam Limited)

3. MTNL ( Mahanagar Telephone Nigam Limited)

ﬁva .I
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Various Data Transmission Services
1. Dial up lines : Dial up lines are related with telephone connection

which are connected to a telephone connection in a system of many lines
shared by many users. It is used by dialing the number like telephone and it
is used to already established telephone lines over the world. Dial-up lines
are sometimes called switched lines. Broad band technique is also used by
dial up lines.

2. Digital subscriber line (DSL) : DSL is a very high-speed internet
connection that uses the same wires as a regular telephone line. The speed
is much higher than a regular modem. DSL doesn't necessarily require new
wiring; it can use the phone line we already have.

3. Leased line : A leased line connects the two locations for voice and
data transmission. It is also called dedicated line and it makes transmission
possible near and far both. It is not only dedicated line between two points,
it is reserved circuit between two points. Generally, leased lines are used
by businesses to connect geographically distant branch offices, because it
makes sure to provide higher quality bandwidth in network traffic.

4.ISDN (Integrated services Digital Network ) : ISDNdstiSed to transmit
voice, video, images and data through switched telephone network. Voice,
video, images and data are’ transmitted through this system are noise-
free and digital form«There is no need ®f modem in ISDN because data is
transmitted indigital form. _ . TN ' -

Network Interface Card : A network interface ‘card«s a hardware
component designed ta allow computers to communicate over a computer
network or enablés our computer to connectto other computers. Computer
sends and receives data packets in neétwork under a protocol.

Wireless Technelogy : It is a technology which make possible to send or
receive data withotit €able and saves the cable cost,. It uses electromagnetic,
microwave and infrared waves etc. at the place of cable. The applications of
wireless technology are television remote control, Cellular phone and Wi-fi
etc.

WIMAX (World wide Introporability for Microwave Access) : It is a
wireless transmission of data using a variety of transmission modes. The
technology provides up to 10 Mbit/s broadband speed without the need
for cables.

WLL (Wireless Local Loop) : It is another name for fixed wireless.
Wireless local loop is a term for the use of a wireless communications link
in which a user connects with network through radio frequency. It is popular
to that locations where land-line telephone connection is not available. It is
based on CDMA (Code Division Multiple Access) technology.

i wwas Objective Question === o
1. Users use often ....... for access to mainframe or supercomputer.
(a) terminal (b) node (c) desktop
(d) hand held (e) none of these
2. Tocreatea.......... personal computers can connote together.
(a) server (b) super computer (c) enterprise
(d) network (e) none of these
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3. What is used to identify whether a data word has an odd or even number
of1s ?
(a) Cary bit (b) Zero bit (c) Parity bit
(d) Sign bit
4. A combination of hardware and software, which provides facilities of
sending and rationing of information between computer devices.
(a) Network (b) Peripheral (c) Expansion slot
(d) Digital device (e) None of these
5. Server is a computer which provides resources other computers
commuted in a .............
(a) network (b) mainframe (c) super computers
(d) clients (e) none of these
6. LAN, WAN and MAN are computer networks covering different areas.
Their first alphabets L, W and M respectively stand for
(a) Local, Wide and Metropolitan (b) Long, Wirelessand Metropolitan
(c) Local, world and Middle
(d) Least, Wireless and Maximum -
7. In.....topology, network components are cumemd b}t ﬂeﬂlv one cable.
(a) Star | (13‘) Ring . 9 (E} Bus
(d) Mesh (Ej M:x&d '_
8. Two or mﬂﬁ! than two cnmpnters cmmete& to eaﬁh otherm sharing
orma 1..nfﬂrrnﬂa N
(a) netwiﬁtk (h) rf@l.;@ﬂ (<) serves
(d) tunnel " ~ (e) none of these
9. Onthe large see '_,‘?.‘g@graphu@ﬂyspreaded LAN's office are connected
by using :
(a) CAN ¥ (b) LAN (c) DAN
(d) WAN (e) TAN
10. Which of following is a small single site network ?
(a) LAN (b) DSL (c) RAM
(d) USB (e) CPU
11. Computer connected with LAN ............. .
(a) work fast (b) go online (¢) can e-mail
(d) can share information or peripheral devices
(e) none of these
12. LAN is useful for ............... ...
(a) railway (b) bank (c) businessman
(d) transport office  (e) none of these
13. Telephone broadcast is an example of .......... transmission.
(a) Simplex (b) Half duplex (c) Full duplex
(d) Automatic (e) None of these
14. A parity bitis:

(a) Used to indicate upper case letters
(b) the last bit in a byte
(c) the first bit in a byte
(d) Use to detect errors
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16.

17.

18.

19.

20.

21.
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The first computer network of the world is .............

(a) Inet (b) NSF net (c) Arpanet

(d) Vnet (e) None of these

Which of the following techniques needs source device and destination
device in line of sight for data transfer ?

(a) LAN (b) Bluetooth (c). WAN

(d) Infrared (e) All

When more computers are connected at one place, it is called ........ .
(a) LAN (b) WAN (c) Infinite

(d) WON (e) DON

Bank's ATM facility is an example of ...........

(a) LAN (b) WAN

(c) Mixed networking (d) Multipurpose networking

(e) None of these

Which of the following is not of the same group ?

(a) Internet (b) Apple talk (c) Bus

(d) Ring (e) None of these

WAN is not useful for— o

(a) Ministry of Foreign affairi(b) Foreign ban'ks

(c) Municipality™® (d) Airport department

(e) None®f these : \ ~ .
.............. 18 & central computer whlch is mneemed il collections of
data and programs for PCs workstation and other computers.

(a) Super computer (b) Mtniﬂnmputer ~ (c) Laptop

(d) Server | (e) Noneofthese

A device that connects to a network without the use of cables is said to

(a) distributed (b) wireless (c) centralised

(d) open Source (e) none of these

Several computers linked to a server to share programs and storage
space—

(a) Network (b) Grouping (c) Library

(d) Integrated system (e) None of these
Computers connected to a LAN (local area network) can .......... ..

(a) run faster (b) go on line
(c) share information and /or share peripheral equipment
(d) e-mail (e) none of these

What type of resource is most likely to be a shared common resource in
a computer network ?

(a) Keyboards (b) Speakers (c) Floppy disk drives
(d) Printers (e) None of these

The ....... enables your computer to connect to other computers.

(a) Video card (b) Sound card

(¢) Network interface card (NIC) (d) Controller card
(e) None of these
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27. A(N).cccrnees isasmall group of computers and peripherals linked together
\ in a small geographic area.
(a) MAN (b) PAN (c) CAN
(d) LAN (e) None of these
28. To access a mainframe or supercomputer, users often use a ............
(a) terminal (b) node (c) desktop
(d) hand held (e) none of these
29. A word in a web page that, when clicked, opens another document.
(a) Anchor (b) Hyperlink (¢) Reference
(d) URL (e) None of these
30. Dumb terminals have terminals and ............ ;
(a) mouse (b) speakers (c) keyboard
(d) mouse or speakers (e) none of these
31. A ... typically connects personal computers within a very limited
geographical area, usually within a single building.
(a) LAN (b) BAN (e} TAN
(d) NAN (e) None of I:hese Y '

32. Computers connected ta: a LAN can .
(a) run faster '
(b) shaminfﬂrmatﬁan anﬁfm' shan! i:senpheral eq].ﬂpment
(c) e-maﬂ . L (d) g{} online  (e) None of these

33. The most tmpmtaﬂt or pnwe‘r;l‘ul cnmputér in a typical network.
(a) desktop™ \ (b) network station  (c) network client
(d) network server  (e) None of these

34. Which of the following refers to a small, single-site network ?
(a) LAN (b) DSL (c) RAM
(d) UsSB (e) CPU

35. What type of resoruce is most likely to be a shared common resource in
a computer network ?
(a) printers (b) speakers (c) floppy disk drives
(d) keyboards (e) None of these

36. A(n)....... is a combination of hardware and software that facilitates the
sharing of information between computing devices.

(a) network (b) peripheral (c) expansion board
(d) digital device (e) None of these
3. A is a set of rules.
(a) resource locator (b) domain (c) hypertext
(d) URL (e) protocol

38. Terminal is .......... .

(a) a device to give power supply to the computer

(b) a point at which data enters or leaves the computer
(c) the last instruction in a program
(d) any input/output device
(e) None of these
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39. A device that connect to a network without the use of cables is said to

(a) distributed (b) wireless (c) centralized
(d) open source (e) scattered

40. A computer ....... consists of two or more computers and other devices
that are connected for the purpose of sharing data and programs.
(a) network (b) system (c) workstation
(d) device (e) None of these

41. The method of internet access that requires a phone line, but offers faster
access speeds that dial-up is the .......... connection.
(a) Cable access (b) Satellite access (c) Fiber-optic service
(d) Digital Subscriber Line (DSL) (e) Modem

42. Which of the following items is not used in Local Area Networks
(LANSs)?
(a) Computer (b) Modem
(c) Interface card (d) Cable,

43. Which is the name of the network tﬂpd‘lﬁ,gy in whmh there are bi-
directional links bemeen Each possible node ? _

(a) Ring. ~ (b) Star
(c) Trée | (d). Mesh
44. LAN stands for
(a) Local Area Nodes \ (b) Large Area Network
(c) Large Area Nodes . (d) Local Area Network

45.An alternate name for the completely interconnected network topology
is:

(a) Mesh (b) Star
(c) Tree (d) Ring
T — is the most important/powerful computer in a typical net-
work—
(a) Desktop (b) Network client (c) Network server

(d) Network station (e) Network switch

L@ 3 () A B 6 @) 7 (O

1. (a) 2

8 (@ 9. (d) 10. (a) 1L (d) 12. (c) 13. (b) 14. (b)
15. (c) 16. (d) 17. (a) 18. (b) 19. (b) 20. (c) 21. (d)
22. (b) 23. (@) 24 (c) 25 (d) 26. (c) 27. (d) 28. (a)
29. (b) 30. (c) 31. (a) 32(b) 38.:(d) 34 a) 35 (@)
36. (a) 37. (e) 38. (b) 39. (b) 40. (a) 41. (d) 42. (b)
43. (d) 44. (d) 45 (a) 46. (0
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Introduction

The Internetis a massive body of networks, a networking infrastructure.
[t connects millions of computers together globally, forming a network in
which any computer can communicate with any other computer as long as
they are both connected to the Internet. In other words, it is a global system
of interconnected computer networks, connecting millions of computers
through which exchange of information such as data, news and opinions
etc. is possible. It uses the TCP/IP (Transmission Control Protocol / Internet
Protocol) to serve billions of users worldwide. So, TCPfﬂ? can be called
backbone of Internet It is a network of networks that consists of millions
of private and public, academﬁiﬁ businessyand gﬁvermnent networks. The
Internet is often called®The Infn:maﬁtm}ii ghway,” tha,t:fmp!éﬁr_that there
is a straight, «clear paﬁl of ahtaimng ‘information. If conneets thousand
of computer networks. Each mmPuter in Internet ‘is called a host, is
independent. 'I}.‘Iﬂugh ﬁelephom wires, Fiber optical cable and satellite
links, Internet users can. share variety of information.

The Internet is a huge ocean of information of resources and services
such as inter-linked hyp&rtext documents of the World Wide Web (WWW),
online chatting, online banking, file transfer and sharing, online gaming,
online education, books, movies, sports and e-mail etc. It allows users to
connect to server all around the world, view web pages and send e-mailsetc.

During 1991-1993 commercial use of Internet took its speed. For the
first time, on 15 August 1995 VSNL (Videsh Sanchar Nigam Limited) and
ISP (Internet Service Provider) launched Internet services in india. The First
political party of India is Bharatiya Janata Party, which created its own
website on internet. First telephone directory on internet was made available
by Sikkim state. India's first Hi-speed rural broadband network has been
commissioned in district of Idukki, Kerala.

Equipment required for using Internet
1. Computer 2. Modem

3. Web browser 4, Telephone line
5. Internet service provider (ISP)

Computer : Any good IBM compatible ,Macintosh or UNIX computer
that has good storage space 4 GB or more hard disk, 32 MB RAM and 300
MHZ processor.
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Modem : It is a short form of modulator and demodulator. To connect
the Internet through telephone or telecommunications line a modem is
required. It is a link between Internet service provider and browser. Our
computer sends data in binary code to our modem which converts the
binary-coded data to an analogue signal. This data then travels along the
telephone network. When the data reaches the destination computer ,the
modem connected to that computer converts the analogue signal back into
binary coded data which can be read by destination computer. Thus the
modem transmits data in pulse form over the network through telephone
line. To maintain compatibility in between computer system and telephone
line needs modem which converts digital signal to analog signal and analog
signal to digital signal. The speed of modem measures in BPS (Bits Per
Second). '

There are two types of modem:s :
(i) External Modem and (ii) Internal Modem.

The External Modem has to be connected to our computer and telephone
line with cables and electric socket while the Internal Modemigalready built
inside our computer. The billing of our telephone. stafts from fﬁe moment
we get connected to InternetiSe a modem with good speed ensures low
telephone bills.

Web Browsér : Web Browser is a soﬁwam that is dsed to mvigate the
world wideweb. It connects computer to Internet. Before, start working on
the Internet, we make sure that we have a web browser in our computer
otherwise, we will not be able to surf the net. The most popular types of
browser today are Netscape Navigator and Microsoft Internet Explorer,
Mozilla Firefox, Safari, Opera Chfome etc.-We can get available resources
from any location through visit site of that location. Each location has a
unique address called URL (Uniform Resource Locator), which we type in
Web Browser to get resources. )

Internet Service Provider (ISP) : ISP is an organisation that provides
Internet access to users. If we have a computer with a web browser, amodem
and a telephone line connected to our computer ,we also need an Internet
connection. We can get an Internet connection from various ISPs. Earlier
in India, Internet connection was only available through VSNL (Videsh
Sanchar Nigam Limited). Now, we can choose from popular Internet service
providers of India such as VSNL, BSNL, Satyam online, Mantra on Line,
MTNL etc. These companies have DNS servers in different cities of India.
DNS server is a computer which translates domain name to IP address.

At present BSNL provides the following types of connections to access
Internet to users.

1. PSTN : Public Switched Telephone Network

2. ISDN : Integrated Services digital Network

3. Leased line access

4. Direct Internet Access (DIAS)

5. Account free Internet dial up access based on CLI
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6.Broadband connection: Broadband serviceisbased on DSLtechnology
(on the same copper cable that is used for connecting telephone).This
provides high speed Internet connectivity up to 8 Mbps. This provides
continuous Internet access service with speed ranging from 256 Kbps to 8
Mbps.

7. Wi-Fi : Wi-Fi Services have been introduced for providing high speed
Internet access at convenient public locations such as like Airports, Railway
Stations, Universities and their campus etc.

8. Sancharnet card : BSNL has also launched “SANCHARNET CARD”
recently. The Sancharnet Card is a prepaid Internet Access Card for users.

Browsing the websites using Web Browser : To browse the websites
first we open the browser of our computer. It opens automatically with our
chosen homepage. The homepage is the first page of URL that automatically
loads, when a web browser starts or when the browser’s “home” button is
pressed. Homepage is a main page of website, which acts as a doorway to
the rest of the website pages. We can select a homepage according to our
choice or keep itblank. Now, we type the URL of specificweébsites in address
bar, which we want to visit (open). At resultanbywe gct all the resources
and services of that websites. We use BACK button to go one page back of
current page and FDP';W?.RD butt;:nntgganne page forwansd of gurtent page.

At anyhmeby using HQME bu:tl:tam we m‘n go to homej ge or by typing
the other URL go to other websites, Websites are collection of web pages,
images, sound and animation and names of all websites start with www
such as www.google.com, www.msn.com etc. If we use any site repeatedly
then instead of type itagain and again we should bookmark it.

Uses of Interne't_ Internet has become a part of our everyday life.
From being used in defence purposes by the United States military for
communicationinitially, tobeing used worldwide forhundreds of thousands
of different purposes of our every day life now.

There are millions of applications of Internet and we are in fact as
dependent on Internet as we are on other utility things like electricity, water
etc. Before a few years, people used to get up in the morning and read the
newspaper or watch television. Now most people log onto the Internet first
thing in the morning. So Internet has become so essential in our daily life.

These uses of the Internet

1.Search engine : It is a specialized program that assists users in locating
information on the web. It can be used to search anything and everything.
Most popular search engines are Google, MSN, Lycos, Yahoo, Khoj and
Cyber 411 etc. Cyber 411 is a mega search engine that queries over a dozen
major search engines in parallel, then returns queries ranked by relevancy.
It gives the search results of 16 parallel queries.

2. Online shopping : Shopping has become easier with the use of
Internet. We can buy or sell online. Itis an important component of electronic
commerce.
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3.Netbanking :Net banking or Internet banking meansbanking through
internet. It has replaced the conventional way of banking. Now, there is no
need to stand in long queues for deposit/ withdrawal to check the account
status. All these are possible with just a few clicks of a mouse. Marketing of
internet banking means marketing the uses of banking transactions through
internet.

4. Communication : This is a major role of the Internet. It helps people to
communicate either with the use of social networking websites or through
e mails or through chatting. A chat is a real time typed conversation that
takes place on a computer. Internet telephony allows voice conversation to
travel over internet.

5. Job search : Nowadays, many people search for their jobs online as it
is quicker and there is a larger variety of job vacancies present.

6. Hobbies : Those who are having certain hobbies can try to improve
on it by reading up on many aspects of their hobby.

7. Research : Research papers are present online whlch helps in the
researcher doing a literature review.

8. Studying : Now right from kindergarten.children are exposed to
Internetand computers. Theyﬁnd many usefuithmgswlea:nm the Internet
though with supervision of the elderS. Upto doctorate level education,
people rely ondnternet for their@ducation. Online educahunal bﬂnks have
even reduced the need for a llbmrjr

9. Usenet:Usenet has diminished in importance with re-spect to Internet
forums, blogs and mailing lists. The difference, though, is that Usenet
requires no personal registration with the group concerned, thatinformation
need not be stored 6n a remote sérver, that archives are always available,
and that reading the messages requires not a mail or web client, but a news
client. The format and transmission of Usenet articles is similar to that of e-
mail messages. The difference between the two is that Usenet articles can be
read by any user whose news server carries the group to which the message
was posted, as opposed to email messages which have one or more specific
recipients.

10. File download and upload : To download or upload any file to the
Internet FTP (File Transfer Protocol) is a common way for users, our Web
browser can also make FTP requests to download programs we select from
a Web page. Using FTF, we can also update files at a server.

11. Videoconferencing : Videoconferencing is a service that allows
multiple participants to converse with each other regardless of their location
through personal computers and Internet It uses telecommunications of
audio and video to bring people at different sites together for a meeting,.
It's about connecting people. Besides the audio and visual transmission
of meeting activities, videoconferencing can be used to share documents,
computer-displayed information, etc.

The components required for a videoconferencing are :

1. Video camera or Webcam 2. Computer system
3. Microphones 4. Speaker
5. Internet
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12. E-Commerce (Electronic Commerce) : In other words, E-Commerce
is a technology enabled communication of a business organisation with its
customers and suppliers. It is conducting business through the electronic
media, particularly through paperless IT (information technology) over the
internet. E-commerce is the buying and selling of goods and services on the
Internet. It allows us to carry out transactions without the barriers of time
or distance. It minimizes the cost of transaction.

13. E-learning : A popular way to learn about computer without ever
going to a classroom.

14. E-mail : It is the most widely used application on the Internet. It
is simple, very fast and a reliable tool for sending and receiving messages
from an individual or a group of people across the world via the internet as
similar to writing a letter. In 1971, Ray Tomlinson created the first ARPANET
email application, so he is considered to be the father of E-mail. Hotmail was
the first free email service launched in June 1996 by Sabeer Bhatia. Today,
hotmail is still one of the biggest free email services.

An e-mail message consists of two parts, the e-mail address and the
message. We can get the e-mail address by creating an e-mailaecount. Each
account has an e-mail address and a password. Each ena@il address has two
parts user name fallowed by @sign and domainfiamé, Password is a secret
code or string of character§thatrestrictsenifry of ‘unknownuéer and retains
confidentiality. It is used for authentication, to prove idesitity or gain access
to a resouseel The password should be kept secret from these fiot allowed
access. ‘E-mail address’ identifies a location to which e-mail messages can
be delivered and password maintains securﬂ:y of users e-mail account.
Sent messages are stored in electroni€ mailboxes until the recipient fetches
them. To see if you have any mail, you tay have to check your electronic
mailbox. ‘Subject’ of e-mail gives information about contents of messages.
Email has the option to attach any separate file like image, graph, sound
and document etc from another program, that is called attachments. The
draft folder retains copies of messages that have started but are not ready to
send. E-mail saves time of sending and receiving messages and stamp’s cost.
At present popular free-mail service provider sites are www.hotmail.com,
www.gmail.com, www.yahoomail.co.in, www.rediffmail .com and www.
india. com etc. Junk e-mail or unsolicited e-mail is known as Spam. It is
unwanted messages or advertisements with e-mails which is not requested
by users.

15. On-line entertainment : [t allow us to visit on-line an electronic zoo
or museum or favourite movies or songs, story books, puzzles, computer
games, and more etc.

Internet related terms

1. URL : URL stands for Uniform Resource Locater. It is a standard
way to locate a resource such as file or document on the Internet. The URL
specifies the address of a file and every file on the Internet has a unique
address. Every URL consists of three parts. The first part of the URL contains
the name of the protocol to be used to access the file resource, the other is IP
address or domain name that identifies a specific computer on the Internet.
Such as a URL is http:/ /www.hotmail.com in which http is protocol an
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www.hotmail.com is IP address or the domain name where the reso is

located. urce

Theactual URLis asetof fournumbersseparated by periods. Anexample
of this would be 202.147.23.8 but as these are difficult for humans to use,
addresses are represented in alphanumeric form that is more descriptive
and easy to remember. The Internet Domain Name System translates the
alphanumerical address to numeric.

2. World Wide Web (WWW):Itis commonly known as Web, is a way of
accessing information over the medium of the Internet. In March 1989, Tim

Berners-Lee played an active role to develop the World Wide Web. World
Wide Web is interlinked hypertext documents that contain resources. It is
a vast collection of information related pages called web pages. Web pages
are written in HTML (Hyper Text Markup Language) computer Language.
Each page may contain text, images, videos, sounds and other multimedia
and navigate between them using hyperlinks. Mouse pointer appears like a
hand when it points to a hyperlink. A hyperlink which is often called link
is the “address” to a document or a resource on the web. When we click it
then it makes available the resources of linked web pages.:'TD:-’rElDad a web

page, we use reload button.

3. Web server : For a wéb site to be available in év'e-r}rnneall ﬁver world
at all times, it needﬂ:mbe stored orhﬁﬂed ona mmpul‘:ﬂn Sud‘t-ammputer
is known as@ web Server. Aiieb server can mean two things, a computer
on whiéh a web site is hosted or stored' and'a program. thatruns on such a
computer and ¢an send web pagm out to other ‘computers over Internet. But
the most Lrnpﬂrthnt is to have a'Permanent Internet address also known as
an L.P. address. If the LP. address changes, the web site would not be found
and will appear Gﬁﬁﬂe the bmm will display an error ‘cannot find web
site’.

4. Bookmark ;Aﬁ%ﬂkmark is a saved link to a Web page that has been
added to a list of saved links. When we are looking at a particular Web site
and want to be able to quickly get back to it later, we can create a bookmark
for it. If we are going to a site that we often use, instead of having to type
in the address every time we should bookmark it.

5. HTML (Hyper Text Markup Language) : It is a computer’s language
used to create hypertext documents for the World Wide Web. Web pages

are created using HTML.

6. TCP/IP (Transmission Control Protocol /Internet Protocol) : TCP /1P
is the communication protocol for the Internet, it defines the rule which

computers must follow to communicate with each other over the Internet.

7.FTP (File Transfer Protocol ) :Itis a standard network protocol used to
exchange and manipulate files over the Internet. FTP represents the network
functionality that enables users to upload web page files like simple text
files, images, multi-media files, etc. from their personal computers to the
server where their websites are located and vice versa - to download files
from a particular server to their own machines.

8. HTTP :It is short for Hyper Text Transfer Protocol, used by the World
Wide Web. HTTP defines how messages are transmitted, and what actions
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Web servers and browsers should take in response to various commands.
For example, when we enter a URL in our browser, this actually sends an
HTTP command to the Web server directing it to fetch and transmit the
requested Web page.

9. ICMP (Internet Control Message Protocol) : It is one of the main
protocols of the internet protocol suite. It is used by network devices, like
routers to send error messages.

10. IP address : The format of an IP address is a 32-bit numeric address
written as four numbers separated by periods. Each number can be zero to
255. For example, 1.177.10.248 could be an IP address. It is an identifier for
a computer on a TCP/IP network.

11. Domain name : Domain names are specific names used in URLs
to identify particular Web pages. A name that identifies one or more IP
addresses. For example, in the URL http:/ / www.hotmail.com, the domain
name is hotmail.com. Every domain name has a suffix that indicates which
top level domain it belongs to. There is only a limited number of such
domains. For example:

.acro : aviation .jobs : Jobs

.gov : Government agencies .name : Ferm'élf

in : India edus Eduﬂhonal institutions
.org : organisations{nonprofit) “mil : Military

.com ¢ Cﬂmmert:lalbusmes; \net : Network' ﬁrgaﬂiB&hOHE
.asia ; Asia ' . . biz ; Business mgmﬁsaﬁm

12. Upload : The term upload can refer to the sending of data from a
local system to a rempte system such as the remote system should store a
copy of the data being transferred. When we are sending the copy of file
from our system to a remote Systemh}r using Internet, then we are uploading
the files.

13. Download : T‘he term download can refer to the receiving of
informationtoa lncﬂlﬂj*stem from a remote system or server on the internet.
When we are receiving a copy of the file from a remote system to our system
by using Internet, then we are downloading the files. Software piracy is
the act of copying or down loading a program from a network and making
multiple copies of it.

14. Gateway : A gateway is a network point that acts as an entrance to
another network. A gateway can accept a packet formatted for one protocol
and convertittoa packet formatted for another protocol before forwardingit.

15. Flash : Flash is a vector animation software, originally designed to
create animations for display on web pages. It is a small application that
allows animations, interactive forms, games etc. It is to be embedded in web
pages.

16. Web Surﬁng Internet is a necessity for today’s computer users. It
is the world’s largest encyclopedia. Whatever we need, we can find it and
download it over the Internet, often for free. To search and explore the
resources from websites which we need is called web surfing. Web surfing
is usually seen as fun, dangerous, or a tremendous waste of time.

17. Virus : A computer virus is a computer program that can load and
replicate itself without even the user knowing about the damage being done.
It infects a computer system. It replicates by being copied and uses all
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over memory, resulting into system being slow or crashes. Some viruses
are initiating its copying to another program such as computer boot sector
or document. If our computer keeps rebooting itself, then it is likely that
if has a virus. It can be transmitted as attachments to an e-mail or in a
downloaded file and it is the most common way to get a virus in computer.
So, if we get an e-mail from unknown user we should erase it without
opening. It is a program designed to destroy data on computer system,
which can travel to infect other computers. As with all code, viruses use
the host’s resources memory and hard disk space amongst others, and are
sometimes deliberately destructive such as erasing files, formatting hard
disks or allowing others to access the machine without authorization across
a network. If a virus corrupts the file allocation table, the operating system
DOS cannot retrive any data from the dist. File allocation table provides a
map of clusters in which the file has been stored.

Viruses are categorized to several parts based on then features

(a) Boot Sector Viruses (b) Macro Viruses
(c) Multipartite Viruses (d) Link Virus
(e) Parasitic Virus (f) Worms

(g) Trojansor Trojan Horses

To prevent, detect andg@move these computer viruses a software is
used which is called anti®virus. Such seftware may also préventand remove
adware, spyware and other forms of malware, It also/provides the facility
of auto-protection and real time protection.which detects the virus in files
before downloading from Internet. If virus activates then itinforms the user
by pop-up window and after that user removes it by system scan. To protect
from virus the computer system needs periodically full scan.

The first actual computer virus was the Creeper, which first showed
up on a very early edition of the Internet, the ARPANET. ‘Happy Birthday
Joshi’, virus was first discovered in India in June 1990. Brain was the first
virus to hit computers running Microsoft’s then popular operating system
MS-DOS. Elk Cloner is regarded as the first virus to hit personal computers
worldwide, it spread through Apple II floppy disks.

Some computer viruses are

1. Creeper 2. Brain 3. Monkey 4. Michelangelo

18. Hacker : A person who used his or her expertise to get access to other
people's computers to get information illegally or do damage for personel
gﬂ].['l.

19. Phshing : Phishing is a way of attempting to acofuire sensitive
information such as username, password and credit card details. Phishing
scams attempt to trick people into providing sensitive personal information.
In order to carry out this trick the phishing scammers send a fraudulent
email disguished as an official reguest for information from the targeted
company. They also create a lookalike website that is designed to closely
resemble the target company official site.

Multimedia : We use to different medium to say any information to
others. These mediums can be text, sound, pictures, animation, and video.

Multimedia is the presentation of information through more than one
presentation medium or the combination of text, sound, pictures, animation
and video.

'Il'lH:-.iniEl::ﬂ/
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Hardware and Software requirement for Multimedia : To develop the
multimedia system, the required various hardware/software components
are :

The basic elements of multimedia on a computer are

1. Graphics Accelerator Card 2. Sound Card

3. CD-ROM drive 4. Microphone

5. Camera 6. Multimedia Software

Elements of Multimedia : The elements of multimedia are the
following

1. Text : Text is the most fundamental element of any multimedia project.
Of all multimedia elements, text is the easiest to manipulate. It is used to
add special visual effects to text to create a more appealing presentation by
using special tools such as bold, blink and underline etc.

2. Graphics : Graphics can be added into a multimedia project in the form
of photographs or designs. It can be imported from a variety of resources
such as the Internet, a digital camera, a scanner etc. Original graphic designs
also can be created with the help of graphic applications; [tisused to inform
about anything to people easﬂg.r because 1mag&m a&y more than text.

3. Sound : Sound _gafl be added t&amultlr&ed:a pre&ﬂﬁtaﬁnn from a
variety of sources. Dngmal sounds can be also recorded dsing a mhone
and pmgrams such as Hwersmdm MovieWorks, or SmartSound.

4.Video: !'Javing images or VIth:anbermpnratEd intoamultimedia
project as chkc-’l’imﬂ maovies. :

5. Animation *ltisa group of gaph‘fts images that contain movement
and look like a mﬂﬂe. It 18 used for making cartoon film, video game etc.
Uses of Multimedia

1. Entertainment : Multimedia is used in the entertainment industry,
especially to develop special effects in movies and animations. It is also
used in video games.

2. Education and Training : In Education and training multimedia is
used to produce computer-based training courses and reference books like
encyclopaedia and almanacs.

3. Engineering : Software engineers may use multimedia in Computer
Simulations for anything from entertainment to training.

4. Business : In business, multimedia is used as a way of helping present
information to shareholders, superiors and co-workers. Multimedia is also
helpful for providing employee training, advertising and selling products
all over the world through unlimited web-based technologies.

5. Mathematical and Scientific Research : In Mathematical and Scientific
Research, multimedia is mainly used for modeling and simulation.

6. Medicine : In medicine, doctors can get trained by looking at a virtual
surgery or they can simulate how the human body is affected by diseases.

Teclsmalgjibes
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T wemmmm (b jEEﬁVE Quesﬁun — 4
A word on a web page which opens other document when clicks on it
(1
(a) Anchur (b) Hyper link (c) Reference
(d) URL (e) None of these
Internet banking means ..................
(a) Meeting of banks on internet {'b} Net practice
(c) Banking from internet (d) All of these
(e) None of these

Which of following is a example of continuity ?

(a) Internet (b) Floppy disk (c) Power cord

(d) Data (e) None of these

When sending an e-mail, the .......... line describes the contents of the
ITIE'ESElg'E.

(a) Subject (b) To (c) Contents

(d) CC (e) None of these

............. is a device which uses for data transrrussmn through
telecommunication line.

(a) Drives (b) Modem (c) Elat‘ﬁm_n

(d) All of these (e)#None of these .= T
Specialized pmgramﬂ that assist um in locating i
Web are called ................ _
(a) Inforfmation engines (b lﬂcatnr' )
(d) Resource locators (e) Sear zines
Unsolicited e-mail is called a .................. %

on on the

{c} Web bmwm

(a) Newsw:p (b) Usenet " (c) Backbane
(d) Spam (e) None ofthese

A code of webpage has been written by using ...............

(a) Hyper text mﬂﬁ(up language (b) 5th generation language

(c) Winzip . (d) Perl (e) None of these
Small application program which runs on webpage and sores that forms
completed correctly of provide animation is called ............ :

(a) Flask (b) Spiders (c) Corkies

(d) Applets (e) None of these

When pointer points ........... then pointer appears like a hand.
(a) Grammar error  (b) Hyperlink (c) Screen tip

(d) Spelling error (e) None of these

What is an E-mail attachment ?

(a) A receipt sent by the recipient

(b) A separate document from another program sent along with and
E-mail message

(c) A malicious parasite that feeds off of your messages and destroys
the contents

(d) Alistof CC: or BCC : recipients

(e) A friend to whom E-mail is sent regularly

The first political party of India which created its own web-site on

internet is ......oeee

(a) Bhartiya ]anata Party (b) Lok Janshakti Party

(c) Rastriya Janta Dal (d) Samajwadi Party

(e) Janata Party
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13. Which state of india first available the telephone directory on internet?

% (a) Sikkim (b) Arunachal Pradesh(c) Andhra Pradesh
(d) Bihar (e) Uttar Pradesh

14. Which of the following must be contained in a URL ?
(a) A protocol identifier (b) the letter, WWW.

(c) The unique registered domain name
(d) WWW. and the unique registered domain name
(e) A protocol identifier, WWW. and the unique registered domain

name
15. Who runs internet ?
(a) 1&B (b) IETF (c) Inter NIC
(d) VSNL (e) MNone of these
16. ............. is a device that connects two or more networks.
(a) Gateway (b) Pathway (c) Roadway
(d) Bus (e) None of these
1 L uses HTTFE.
(a) Workbook (b) Server (c) Worksheet
(d) Web page (e) None of these _
18. WWW uses ............... protocol. Vo
(a) FTP b)aHTTP ' (¢€) WBC
(d) MTP None of. these - v -

19. Website is a colléctio & WA
(a) HIME documents (h] {fgmphm ﬁ]es (c) (Lock key: =
(d) A]].t:_iftlmae . (e) Iig&;enfﬂlese ' . Yy "

20. A website's S main page is called its ...
(a) Home-.' vage  (b) BWE:‘ page‘ ) (c] Search page

nark (e) None of these

21. Which of the fﬂﬂm cannot be part of an email address ?
(a) Period (.) © (b) Atsign [@} (c) Space ()
(d) Underscnre C ) (e) None of these

22. For document exchange on network which of the following is not

necessary ?
(a) Floppy (b) Telephone line (c) Conncetor
(d) Satellite (e) None of these

23. It helps to connect a computer from internet.
(a) Browser (b) Netfit (c) Windows-95
(d) Cable (e) None of these

24. Which fild .org is related to ?
(a) Education (b) Non-commercial (c¢) Commercial
(d) Organization (e) None of these

25. .com is related to
(a) Personal characteristic (b) Art
(c) Commercial organization (d) Information

(e) None of these

26. Internet was started in India at—
(a) 15 August, 1995 (b) 9 August, 1995 (c) 8 August, 1994
(d) 7 August, 1996 (e) None of these

27. What is used in computer for communication purpose ?
(a) Netsurfing (b) Software (c) Language
(d) Modem (e) None of these
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ET.P. stands for—

(a) File transfer protocol (b) File transfer

(c) File transfer premium (d) File transfer perfect
(e) None of these

An address that starts from WWW is related to—

(a) Modem (b) Internet (c) Telephone

(d) Website (e) None of these

............. is selling and buying of goods and services through internet.
(a) E-commerce (b) Internet (c) E-mail

(d) Website (e) None of these

Address of a website is called an ................

(a) UserID (b) URL (c) Time stamp

(d) All of These (e) None of these

Which of the following uses to send a data of one computer to the farthest
other computer ?

(a) Telex (b) Modem (c) Fax

(d) Telegraph (e) None of these

Internet service is provided in India through ........ :

(a) VSNL (b) MTNL (c) Both

(d) WLL (e) None of these &

Full name of Modem is—+= :

(a) Modulator demédulator (b) Modulator dgx_n bdulati
(c) Modulator diseussion.«" Ed} All of these

(e) Neorie of these '

Full name of E-mail is .........co * <

(a) English mail (b) Electnc mail' (c) Electronic mail
(d) Essential mail (e) None of these

Full form of Internet is . corassnsans

(@) Intercontinental network (b) International network
(c) Internal network (d) Intercom network

(e) None of these
A device which sends data by telephone is ...................

(a) Modem (b) Monitor (c) Mnuse

(d) O.CR. (e) None of these

............... is called information highway.

(a) E-mail (b) Page (c) Cellular phone
(d) Internet (e) None of these

Inventor of e-mail—

(a) Bill gates (b) Timothi Bil (c) Linkan Galitobery
(d) Ray Tomlinson (e) None of these

Full form of WWW is .........ccccuuu.

(a) World working window (b) Window world wide

(c) World wide web (d) World working web

(e) None of these

Inventor of WWW s ..............

(a) Bill Gates (b) Lee. N. Feyong (c) N. Resscl

(d) Tim Berners Lee (e) None of these
Yahoo, Google and MSN are ................
(a) Internet sites (b) Computer brand

(c) Saturan ring (d) Watch made in sartzor land
(e) None of these
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43. Which of the following is not termof of information technology ?

_(a) Cyber space (b) Upload (c) Light storage
“(d) Modem (e) None of these
44. Spam is related to .......
(a) Computer (b) Art (c) Music
(d) Game (e) None of these
45. Which of the following is not defined in information technology?
(a) Login (b) Modem (c) Password
(d) Pinaca (e) None of these
46. The first computer virus seen in India is —
(a) C-Brain (b) Calambus (c) Mac bug

(d) Michel Angelo (e) None of these
47. When internet is used to send a message then this facility is called.....

(a) Cyber space (b) Nicknet (c) E-mail
(d) I-net (e) None of these

48. Which of the following is not a computer virus?
(a) Wanhaff (b) Monkey (c) Change mange
(d) Manoj (e) None of these

49, In Michel Angelo virus was subject of thinkifig in‘world.
(a) 1999 (b), 1992 (@ 1994,
(d) 1993 (e N(me of thesé&"

50. Passwords enabiés users to .,.i....?,,d._,.,.ﬂ. '
(a) Getinfo the system qu (b) Make efhcﬁen’t useﬂfﬂme
(c) mcnnﬁdaﬂuahty ofﬁles " ﬁmtyhfy ﬁlgmm
(e) None of these
51. What is an e-mail 2 '
(a) An mterlaﬂtstanﬁard which a]]uw users to upload and download files
(b) An onlmﬁmﬂ on which .iuﬁer can converse in written form about
any special subject
(c) Transmission of files and messages through computer network
(d) A real time typed conversation
(e) None of these
52. A chatis—
(a) An internet standard, which all users use to upload and download
files
(b) An online area on which a user can converse in written form about |
any subject
(c) Transmission of files and messages through computer network
(d) A real time typed conversation
(e) None of these
53. Secret code that restricts entry in the same programs is—
(a) Password (b) Passport (c) Entry code
(d) Access code (e) None of these
54, Sending an e-mail is like a ................. X
(a) Creating an image of any event
(b) Telling a story (c) Writing a letter
(d) Creating an image (e) None of these
55, The process of a computer receiving information from a server on the
internet is known as—
(a) Pulling (b) Pasting (c) Downloading
(d) Transforming (e) None of
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56. IT stands for—
(a) Information technology (b) Integrated technology
(c) Intelligent technology (d) Interesting technology

(e) None of these
57. Sending an e-mail is similar to—
(a) Petering an event (b) Narrating a store (c) Writing a letter
(d) Creating a drawing(e) None of
58. E-commerce allowes companies to—
(a) Issue important business reports
(b) Conduct business over the internet
(c) Support decision making processes
(d) Keep track of paper based transaction
(e) None of these

59. Junk e-mail is also called—

(a) Spam (b) Spoof (c) Sniffer script
(d) Spool (e) None of these
60. The internet allows you to—
(a) Send e-mail (b) View web pages
(c) Connect to servers all around the world
(d) All of the above (e) Noneof these

61. Aprogram designed to destroy data onyour eomputer which ¢an travel
to infect other computers is calleda—
(a) Disease (b)s Ihtped ' (c¢) Hurricave
(d) Virus (e) Nmseofﬂm : .
62. What is the most common wa;yﬁ) get a virus
disk ?
(a) By mstalling games from CD R,{:)Ms
(b) By ﬂpenmge-mmls
(c) By uploading pictures from mobile to the computers
(d) By sending e-mails(e) None of these
63. Marketing of internet banking means—
(a) Meeting of banks on the net (b) Net Practice
(c) Marketing the usage of banking transactions through internet
(d) Transactions with forcing countries
(e) None of these

, in your computers hard

64. ....ccoovenn. are devices used to transmit data over telecommunications
lines.
(a) Drives (b) Drive bays (c) Modems
(d) Platform (e) None of these

65. Most websites have a main page, the .......... which acts as a doorway to
the rest of the website pages.
(a) Search engine (b) Home pa (c) Browser
(d) URL (e) None of

66. If you are going to a site you use often, instead of having to type in the
address every time, you should ............
(a) Save it as a file (b) Make a copy of it (c) Bookmark it
(d) Delete it (e) None of these

67. Output which is made up of pictures, sounds, and video is called .......
(a) COM (b) Hard cop (c) Graphics

(d) Multimedia (e) None of
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68, WWW stands for ..............
(a) World Work Web (b) Wide Work Web  (c) Wide World Web
{d} World Wide Web (e) None of these

. The vast network of cnmputers that connects millions of people all over
the world is called ..

(a) LAN {b) Web (c) Hypertext
(d) Internet (e) None of these

70. Coded entries which are used to gain access to a computer system are
called ..
(a) Enl'ry codes (b) Passwords (c) Security commands
(d) Codewords (e) None of these

71. The “home page” of a website is ............
(a) The largest page (b) The last page (c) The first page

(d) The most colorful page (e) None of these
72. The internet is a system of ..

(a) Software bundles (b) Web page (c) Website

(d) Interconnected networks (e) Nnne_nf these
73 The .o also called the web, contains billions.ef ddtume

(a) World Wide Web (By HTTP . “ (c) Web pﬂﬂﬂl

(d) Domain | " (e} None.of ﬂiaasre )

74. What is ane- l'I‘lall at&mhnmﬁ 7

(a) Arfec '_tsentbgthe recipie I

(b) A Qmmte document fm'anuthﬁt ymgram se‘lﬂr«alung w:th an
e- ma‘ilmﬁsage o

(c) A mahw pamfn te that feeds off of jﬂfmr messages and destroys
the contents. . =

(d) A listof cQ ;trﬁCC rec1p1éﬁf5
(e) None of theﬁe _'
75. Which of the f(:nllcﬁvmg are all considered advantages of e-mail ?
(a) Convenience, speed of delivery, generality and reliability.
(b) Printable, global and exposing
(c) Global, convenience and Microsoft word
(d) Slow delivery, reliable, global and in expansive
(e) None of these

76, A....... is a software program used to view Web pages.
(a) site (b) host (¢) link
(d) browser (e) None of these

77. ...... allows voice conversations to travel over the Internet.
(a) Internet telephony (b) Instant messaging (c) E-mail
(d) E-commerce (e) None of these

78. Which of the following is not true concerning user IDs and
passwords ?
(a) When you enter your user ID and password, the computer knowns
it is you
(b) If your computer asks for a user ID and password, you can create
your own
(c) Sometimes you are assigned a user ID and password for security
reasons
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(d) Youshould share your user ID and password with at least one other
person
(e) None of these
79. What is a modem connected to ?
(a) processor (b) mother board (c) printer
(d) phone line (e) None of these
80. Ane-mail address typically consists of a user ID followed by the ... sign
and the name of the e-mail server that manages the user's electronic post

office box.
(a) @ (b) # (c) &
(d) * (e) None of these
81. A web ....... consists of one or more Web pages located on a Web
server.
(a) hub (b) site (c) story
(d) template (e) None of these

82. A computer ... is a set of program instructions that can attach itself to
a file, reproduce itself, and spread to other files.

(a) worm (b) virus (c) tmjan herse
(d) phishing scam (e) None of theses
83. ....... makes it possible for shoppers to mals’.t: p@has&?@mg their
computers. T .
(a) E-World = (b)’i-"E'—Cm:_g.;_n_;ﬁzg?e
(d) E-business | (e) None of these
84. Programis such as Internet xplc '
into the Web are called.... o -
(a) H}'pem {b) NEH‘F&I‘I(S \ (c) Internet
(d) Web browsers | (e) None of these =
85 s thisis th@dﬂ?ﬂf €opying or dﬂmﬂoadmg a program from a network
and making multple ¢opies of it.
(a) Network piracy =~ (b) Plagiarism (c) Software piracy

(d) Site-license piracy (e) None of these

86. Which of the following is the communications protocol that sets
the standard used by every computer that accesses Web-based

information?
(a) XML (b) DML (c) HTTP
(d) HTML (e) None of the

87. A ... is a computer attached to the Internet that runs a special Web
server software and can send Web pages out to other computers over
the Internet.

(a) web client (b) web system (c) web page
(d) web server (e) None of these
88. ... are a type of inexpensive digital camera that remains tethered to a
computer and used for videoconferencing, video chatting and live Web
broadcast.
(a) Webcames (b) Webpics (c) Browsercams
(d) Browserpics (e) None of these
89. The standard protocol of the internet is ......... A
(a) TCP/IP (b) Java (c) HTML
(d) Flash (e) None of these

90. The acronym HTML stands for ........ ;
(a) High Transfer Machine Language
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(b) High Transmission Markup Language
(c) Hypertext Markup Language

(d) Hypermedia Markup Language (e) None of these

The software that allows users to surf the internet is called a/an....... :
(a) Search engine (b) Internet Service Provider (ISP)
(c) Multimedia application (d) Browser

(e) None of these

A modem ......... :

(a) translates analog signals from a computer into digital signals that
can travel along conventional telephone lines

(b) translates digital signals from a computer into analog signals that
can travel along conventional telephone lines

(c) demodulates digitals signals from a computer

(d) modulates signals an analog telephone line

(e) None of these

A Web site address is a unique name that identifies a specific ..... on the

Web.

(a) Web browser (b) PDA (c) Web . siten

(d) link (e) None of these &y

The Internet allows you to @i\ = = I

(a) send electronic mail™ : (b) view,-%h;mes

(c) connect to servers all ammaﬁ the wvorld | &

(d) All of thiese fe) aﬂﬂmftheﬁe .

Most mail programs autnmatlckll)gtomp ete th

an e-mail ... o

(a) From : andﬁiﬁﬁ {hj From' and Date :

(c) From:and To: - fﬁ) ‘From : and Subiject :

(¢) None of these. &

The Internet allows you to ..

(a) Send electronic mail (b) view Web pages
(c) connect to servers all around the world
(d) All of these (e) None of these

What is the most common way to get a virus in your computer's hard

disk ?

(a) By installing games from their CDROMS

(b) By uploading pictures from mobile phones to the computer

(c) By opening emails (d) By sending emails

(e) None of these

Achatis......... :

(a) an Internet standard that allows users to upload and download
files

(b) atyped conversation that takes place on a computer

(c) an online area in which users conduct written discussions about a
particular subject

(d) the transmission of messages and files via a computer network

(e) None of these

99, The Internetis .......... .

(a) a large network of networks
(b) an internal communication system for a business
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(c) a communication system for the Indian government

(d) All of these (e) None of these
100.Junk e-mail is also called ......... a
(a) spam (b) spoof (c) sniffer script
(d) spool (e) None of these
101.To view information on the web you must have a ......... ;
(a) cable medem (b) web browser
(c) Domain Name Server (d) hypertext viewer

(e) None of these
102.A word in a web page that, when clicked, opens another document...

(a) anchor (b) URL (c) hyperlink
(d) reference (e) None of these

103........ is the most popular internet activity.
(a) Art (b) Shopping (c) Searching
(d) Entertainment (e) Communication

104.What is e-commerce ?
(a) Buying and selling international goods
(b) Buying and selling products and services over the internel
(c) Buying and selling products and services not found in stores
(d) Buying and selling products having to do with cémputer
(e) Buying and selling of electronic goods _»

105.What are the four thingsiieeded to conneét to thEInterr.tei?
(a) telephone linezmodem, computer, and an ISP '
(b) modem, -::Dmput‘er, PDAjand ISP :
(c) talfgihone line, PDA, modem, and ::nmputer N N
(d) computer, ISP, modem, mdcommﬁnicﬂhon snftware
(e) mun?iﬂr,"&eybﬂard mouse, modem

106.Which of ﬁieﬁalluwmg functions are not performed by servers ?
(a) e-mail processing (b) databas sharing (c) processingwebsites
(d) storage . (e) weord } processmg

107.The process of t:‘msferrmg files form a computer on the Internet to your
computer is called ..

(a) downloding (b} uploding (c) FTP
(d) JPEG (e) downsizing
108.To reload a Web page, press the ...... button.
(a) Redo (b) Reload (c) Restore
(d) Ctrl (e) Refresh

109.you can use the ... bar to type a URL and display a Web page, or type
a keyword to display a list of related Web pages.
(a) menu (b) Title (c) Search
(d) Web (e) Address

110.The collection of links throughout the Internet creates an interconnected
network called the ........ :
(a) WWW (b) Web (c) World Wide Web
(d) All of the above (e) Wide Area Web

111L.A(n)...... is composed of several computers connected together to share
resources and data.
(a) Internet (b) network (c) backbone
(d) hyperlink (e) protocol

112.A popular way to learn about computers without ever going to a
classroom is called ....... .
(a) i-learning (b) isolated learning (c) e-learning
(d) close learning (e) Distance Learning
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113. A person who used his or her expertise to gain access to other people's
computers to get information illegally or do damage is a ....... :
(a) spammer (b) hacker (c) instant messenger
(d) programmer (e) analyst
114.The ....... folder retains copies of messages that you have started but are
not yet ready to send.
(a) Inbox (b) Outbox (c) Drafts
(d) Sent Items (e) Address Book
5 & L — are attempts by individuals to obtain confidential information from
you E‘/ falsifying their identity.
(a) Phishing trips (b) Computer viruses (c) Spyware scams
(d) Viruses (e) Phishing scams
116.Which of the following is not true ?
(a) Chatting is like e-mail
(b) Chatting can only be done with a single person
(c) Chatting can involve multiple persons
(d) Chatting is an electronic dialogue
(e) None of these

117.What are the two parts of an E-mail address ?
(a) User name and street address -
(b) Legal name and phoné number
(c) Initials and password ; V4 _
(d) User name and &omam.nﬁme - (e) None of these

118. SendmganE-mall is slmllar {ro .
(a) wrltm,gﬁ letter! (b) dmwh'lg a pmture
(c) talking on the phone
(d) sending a}:ia;nkage (e) None oftthese
119.1f you are gmngt&a site you use often, instead of having to type in the
address every time, you should ..
(a) make a copy of it (b) save it ¢ as a file (c) memorise it
(d) bookmark it (e) note it in your diary
120.What does a Browser do ?
(a) Looks through magazines and books in the library
(b) Reads meterial really fast (c) It wastes your time
(d) It provides help menus
(e) Itis software used to view web pages

121.An email account includes a storage area, often called a(n) ........ :

(a) attachment (b) hyperlink (c) mailbox
(d) IP address (e) None of these
122.What is a modem connected to ?
(a) processor (b) mother board (c) printer
(d) phone line (e) None of these
123.Mr. XYZ wants to send an electronic message to a friend. He should use
this type of application ......
(a) word processing (b) e-mail (c) spreadsheet

(d) paper and pencil (e) None of these
124.If you computer keeps rebooting itself, then it is likely that .............

(a) Ithas a virus (b) It does not have enough memory

(c) There is no printer (d) There has been a power surge

(e) It needs a CD-ROM

Viva Technologies



Internet 137

125. What utility do you use to transfer filed and exchange messages ?

(a) Web browsers (b) WWW (c) E-mail
(d) Hypertext (e) Search engines
126. Which of the following terms is just the collection of networks that can
be joined together ?
(a) Virtual private network (b) LAN
(c) Intranet (d) Extranet (e) Internet

127.What is the name given to those applications that combine text, sound,
aphics, motion video and /or animation ?

a) Motionware (b) Anigraphics (c) Videoscapes
(d) Multimedia (e) Maxomedia
b — a document means the file is transferred from another computer
to your computer.
(a) Uploading (b) Really simple syndication (RSS)
(c) Accessing (d) Downloading (e) Upgrading

129. What isa URL ?
(a) A computer software program (b) A type of programming object
(c) The address of a document or ‘page’ on the World Wide Web
(d) Anacronym for Unlimited Resources for Leamirlg
(e) A piece of hardware _

130. A computer hacll:erlﬁ-— ' &
(a) A son who maintains. mmptl.ter securi
(b) A Per who violates computer security with mahmuuainkenhun
fﬂfpm‘ﬂnnal gain
(c) A personresponsible for safe campuﬂ:rnperatmn '
(d) A person who repairs compu'te
131. Video conferencing is :
(a) Conduct of video calls using telecom technology
(b) Conduct of telephone calls
(c) Conduct of video conference using a set of telescopic technology
(d) None of the above

132. Which of the following is free e-mail service provider ?
(a) Hotmail (b) Rediffmail (c) Yahoo
(d) All of the above

133. HTML stands for—
(a) Hybrid Text Markup Language (b) Hypertext Markup Language
(c) Higher Text Markup Language
(d) None of the above

134. A computer virus is—
(a) A computer program that replicate itself
(b) A virus that affects health ofIlJ'lumm being
(¢) Both of the above (d) None of the above

35. The software that is used to create text-based documents are referred

(a) DBMS (b) Suites (c) Spreadsheets
(d) Presentation software (e)Word processors

136.......is a Windows utility program that locates and eliminates
mmecessar}r fragments and rearranges files and unused disk space to

optimize operations.
(a) Backup (b) Disk Cleanup (c) Disk Defragmenter
(d) Restore (e) Disk Restorer
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137.What does the “.com” in the URL : www.abcd.com indicate ?
(a) Commercial (b) Corporate (c) Co-operative
(d) Conceal

*138.DOS can not retrieve any data from a disk if a computer virus corrupts

the — of the computer.
(a) File allocation table (b) BAT files (c) Root Diectroy Area

(d) Directory Area
139. Which one of the following is an example of a Web Browser ?

(a) Opera (b) Star Works
(c) Google Apps (d) Odilla
140.ICMP is used for
(a) Addressing (b) Forwarding (c) Multicasting

(d) Error reporting
141. Which of the following is a valid domain name extension ?
(a) .com (b) .gov (c), net
(d) All of the above
142. URL stands for—
(a) Universal Resource Locator (b) Universal Resourcé Locator
(c) Uniform Resource anatnr (d) Umted Reﬁom Luﬁ'aiﬁr
143. e-Mail stands for : V :
(a) Electrical Mail« (b) ‘Electrmmau (c) Elaaﬁemﬂ
(d) None ofthe above g U

144. Ind:a'Bi"' ]?ﬁ—Speed Rural BMand \ otk has "“'_':::","~mﬁ1m“issmned
district of \ S
(a) Kerala (c) Telangana

(d) Andhra Pradesh
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Microsoft Windows

Introduction

Microsoft Windows is an operating system and GUI (Graphical User
Interface) produced by Microsoft, the software company. Bill Gates is the
chairman of Microsoft, which he founded with Paul Allen. Nowadays
approximately 90% of all personal computers are running on windows.
It was introduced as a GUI that simplified DOS commands and tasks by
converting programs and commands to icons.

In 1983 Microsoft announced the development of windows, a GUI for
its own operating system MS-DOS, which has developed for IBM PC and
compatible computers since 1981.

The first independent yetsion of Microsoft iﬁhdew&, versmn 1.0,
released on 20 November 1985, achievedlittle popularity It was originally
going to be called “Interface Mﬁ:}ager’“ ﬁut Rowland, Hﬁdsen,k the head of
marketingy a‘EMleresnﬂ:, convinced the' ﬂo:npany that the name ‘would be
more appeali to consumers. Windows 1.0 was not a complete operating
system, but it was.an improved extended MS-DOS.

Microsoft Wnﬁnﬁﬁ version 2 launched on 9 December 1987 became
slightly more pe' wlar than its predecessor Microsoft Windows version 1
because it had new Mlﬂﬂ] application, Excel and Word.

Microsoft Windows got major success when Adlus PageMaker appeared
in a windows version. At the start it could run only on Macintosh. It was
begining of the success of Windows. After that there were launched many
versions of Microsoft Windows such as 2.0X, 2.03, 3.0 etc. Microsoft Windows
3.0 released in 1990, that scored significant success. In this version Windows
introduced multitasking and virtual memory better than older DOS.

After that Microsoft Windows became the most popular operating
system. Some popular versions of Microsoft Windows are

Microsoft Windows 95 — In 1995
Microsoft Windows 98 — In 1998
Microsoft Windows ME — In 2000
Microsoft Windows XP - In 2004
Microsoft Windows Vista - In 2007
MS-Windows related terms

1. GUI (Graphical User Interface): GUI uses graphics or pictures to help
theusernavigateand access programs. Agraphical userinterfaceallowsusers

Teclsmalgjibes
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to interact with electronic device such as computers, MP3 players, portable
media player and gaming device etc, It offers graphical icons, images and
visual indicators instead of text commands. There is no need to remember
the commands. It provides easy and effective interface betweén users and
electronic devices by direct manipulation of the graphical elements. Itis user
friendly because it provides easily understood instruction. The xerox Star
was the first commercial computer developed by Xerox Corporation, which
uses a graphical user interface with the desktop with icons and a mouse.

2. Icon : Icons are small images on desktop that represent various
computer’s applications or programs, files, folders, printers and other
things. To activate the program or file or folder that an icon represents
we have to simply double click on it with the left mouse button. This will
activate the icon and either start a program or open a file or folder. By right-
clicking we have access to a menu offering options, actions and properties.
The icons can be renamed by right clicking on them and selecting rename.
They can be deleted by right clicking and selecting delete. The user can put
his own icons on the desktop that will quickly access pregrams or files -
like a shortcut. Icons can be moved around on the desktop by elicking and
dragging them. ;

3. Interface : It isa tenhmque to mnmmcam or meet’ hvo mxiependent
systems withedch other. An intérface allowsa human being to interactwith a
computeér, a telﬂphone system, or other ela;;h:mminfornmhmﬂystem It can
be of severaliyp% The user mteﬂﬂﬁe allows the user to communicate with
the operating system with the help of Keyboard and mouse etc. Languages
and codes that the applications use to:communicate with each other and
with the hardware are ealled software interface. The hardware interface are
wires, plugs and sockets that hardware devices use to communicate with
each other. Network interface allows users to communicate between two
terminals or terminal and network.

Windows Desktop : The desktop is the main screen area that we see
after we turn on our computer and log on to Windows. When computer is
booted up and ready to use, the screen we see is called the desktop. In other
words, itis a screen that comes on when we turn on our computer that shows
all the icons. When we open any programs or folders, they appear on the
desktop. It is the background for all programs and contains the commands
needed for accessing those programs. Desktops vary from one operating
system to another, and even vary from version to version of a particular
OS. It is the base for all computer operations. This background graphic of
desktop is called Wallpaper. It can be changed to a different pattern or photo
or picture by accessing “Display” in the Control Panel. A small arrow or
blinking symbol on desktop is called cursor. When programs run on top
of the desktop, the desktop itself is often partially or completely hidden.
To see the whole desktop without closing any open programs or windows
click the ‘Show Desktop button’ on the taskbar. The desktop is revealed.
Click the icon again to restore all of your windows to the way they were.
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Some important graphlc featui&s that we wﬂlﬁnd dn a -:ies :
Icons are small pmhu&&ﬂmt are iinked tuprngrams on tha wirmlw desktnp

-----

Some qfthb most ﬁq:ortantlmns on. H:iedeskmp arg

1. My mer Itis an 1mpﬂ1!l:hnt lcmtmthe desktop which allows to
access drives, printers, the Control Panel and ‘other system applications. The
Control Panel gmﬂm user access tothecomputer systemand many support
applications, such?gs 'k&dd New Hardware’, ‘Add / Remove Programs’ and
‘ Accessibility Optior . From the Control Panel, we can access hardware
settings for the keyboard, mouse speed, printers and modem; as well as
settings for the monitor display and sound. It tells about used and free space
available in computers.

2. Recycle bin : It is another important icon on the desktop. When we
delete a file or folder, it goes into the Recycle Bin where it stays until the
bin is emptied. Double-clicking on the Recycle bin icon will open a window
that will show what is stored in the Recycle Bin. If we delete something by
mistake we can find it in the Recycle Bin and restore it to its proper place.
When the Recycle Bin is emptied, everything in it is permanently deleted.

3. My Network Places : It shows all network connections, which makes
possible to connect the computer system from internet.

4, My Document : It is a location for storing all documents, such as text
files, spreadsheets, and presentations. It is available on the Start menu, and
we can also create a.shortcut to it on the desktop for faster access.

Organize the desktop icons
1. Click on the desktop with the right button of the mouse.

2. Select on the menu “Arrange Icons By”.

3. As the menu is displayed you can choose to organize them by name,
type, size or modified (date).

Viva Technologies



s§ "

Computer

Create a shortcut
1. Click on the desktop with the right button of the mouse.

2. Select the option Shortcut on the New menu. A dialog box will appear
so that we can indicate the program for which we want the shortcut
created.

3. Click on Browse button, to find the program.

4. Select the desired unit and look for the file or folder you want.
5. After selecting the file or folder click on Ok.

6. Click Next.

7. Type a name for the Shortcut.

8. Click Finish.

Taskbar : The taskbar is the long horizontal bar at the bottom of desktop
and it is visible almost all the time. It has four main sections.

> The Start button, which opens the Start menu.
> The Quick Launch Toolbar, which lets start programs with one click.

> The middle section, which shows programs and decliments we have
opened and allows us to quickly switch betweenthem.

> The notification area, oni the far rightside nfﬂ'le taskbar, vﬁu& includes
a clock and icons that ccrnunu_mmte ﬂ‘le status of Lertain pmgi'ams and
computersettings. -

> To doany changes in taskbar syfe selecl:th;e setting bphan in Start Menu
then clickon ' Taskbar and Start Menu’ insub-menu of setting that opens
the ‘Taskbar and Start menuhﬂpemEﬁ

> ‘Taskbar and Startmenu Properties’ window has several options, which
we select upon own choice. ©

1. Lock the taskbar : We can keep the taskbar in one place by locking it,
which can prevent accidental moving or resizing. lf we unlock it, we can
move it to the bottom, side, or top of the desktop. Right-click an empty
space on the taskbar, and if ‘Lock the Taskbar ‘has a check mark next to it,
the taskbar is locked. If it does not have a check mark, click on ‘Lock the
Taskbar’ to lock the taskbar.

2. Auto-hide the taskbar : The taskbar is usually located at the bottom
of your screen. We can hide the taskbar to create more space. To hide the
taskbar click to open ‘Taskbar and Start menu Properties’. Clear the ‘Lock
the taskbar’ check box. Select the ‘Auto-hide the taskbar’ check box .If we
don’t see the taskbar anywhere on the screen, it might be hidden. If the
taskbar is hidden, point to where we last saw it to show it again. If we can’t
remember where we last saw it, try pointing to the bottom of the screen first,
and then to the side or top of the screen, if necessary.

3. Keep the taskbar on top of the window : If selected, make sure the
taskbar is visible at all times, even when large maximized program windows
are covering the rest of the screen.

4. Group similar taskbar buttons : If selected, allow multiple taskbar
buttons to collapse into a single button so the buttons don’t become too
small to see on the taskbar.
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5. Show Quick Launch : If selected, display the optional Quick Launch
toolbar to the right of the Start button.

6. Show the clock : If selected, display clock on right side of the
taskbar.

7.Hideinactive Icons: If selected, hide the buttons which is not currently
used.

Start Menu

At the edge of the screen usually the bottom, we see a long, thin bar with
a box labeled “Start” on one end and a clock on the other end. If we click
on the “Start” button, a box called a start menu will appear. It is the main
gateway to computer’s programs, folders, and settings. It's called a menu
because it provides a list of choices. Some choices have small arrows next
to them which access other menus. The Start Menu can be personalized by
adding and removing programs, files and folders.

Start-menu has the following options

Programs : It is a list of installed programs, we can access the installed
programs from here. If we install a new program. it is. typioaﬂy added to
the program menu.

Favorites : It is a list of bﬁﬂbmarked web pages, we can access book-
marked web pages fmhere "

Documerits: [tisa l.lstﬂf mn’st‘mentl? opmdﬁummhwe ﬁzﬂacces'a
the most rer.:ently openﬁﬁ d{}mm from here.

Settings : It i8 a list of system ﬁppltcﬂﬁﬂﬂﬁ we can access system
applications su{‘hﬁ.ﬁ:oﬂhul Panel, Frinters taskbar and Start Menu options
from here. '

Find : Searches fcm spcc: fic files or folders.

Help : Offers helpful topics related to computer and program.
Run : User can input commands to run specific programs or open any
file, folder and document.

LogOff-Allowsapassword: Protected usertologoffand anothertologon.
Turn off or Shut Down : Shuts down or restarts the computer.

Title Bar

Most of the programs, data or information and applications run withina
rectangular area that is a window. The horizontal bar at the top of a window
that contains the name of the window are called title bar. Most title bars also
contain three control buttons in the far right hand side. These buttons are
Minimize, Maximize /Restore and Close.

The left first control button in Minimize button that is visually
represented by a minus sign | 3. Minimizing the window clears it from the
screen and application will be reduced to an icon on the task bar. But keeps
the program running. A raised button on taskbar indicates a minimized
or inactive window, and a depressed button indicates an open or active
window. Minimizing a window is helpful if the user is temporarily not
using the program, but plans to return to it soon. To redisplay the minimized
window, click on the button on the taskbar.
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The middle contrel'button in these'is Maximize button that is visually

represented by 'd or E twaismall boxes on it. When we click onvit, it
controls the size of the window display. Rentme reduces thé window to a
smaller size on the desktop. Maximize resize the window to full screen or
expand it to fit the screen.

The far right eontrol button in these is Close button and is visually
represented by a %. It closes the window, which also closes the program.
In MS-Word, if we have not saved our most recent edits, the system will
prompt to save when we click on it.

Scroll Bar

When a document, webpage, or picture exceeds the size of its window,
scroll bars appear to allow to see the information that is currently out of view.
It appears at right side and bottom of window, which are called horizontal
and vertical scroll bars. It has an arrow on both ends and a box in the middle
that we use with the help of mouse to move the pages up and down. We click
the up or down scroll arrows to scroll the window’s contents up or down in
small steps and hold down the mouse button to scroll continuously. When
click an empty area of a scroll bar above or below the scroll box to scroll
up or down one page and drag a scroll box up, down, left, or right to scroll
the window in that direction. To move down, up, right and left a pageina
document we use scroll bar.

Menu Bar

In the Windows operating system, each window contains its own menu
that contains commands which perform specific actioris when they have
been selected. It is found just under the title bar and menu contains several
choices that will access drop-down menus of options and actions. The menus
of menu bar vary from one program to another.
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There are some main options of menu bar

1. File menu : It contains options like new, open, close, save, save as
send and print etc.

2. Edit menu : It contains options like undo, cut, copy, paste and clear etc.

3. View menu : It contains options for changing things appear on the
screen such as Normal, Print Layout, and Toolbar etc.

4. Insert menu : It contains options like Header, Footer etc

5. Help menu : It contains options to access tutorials or helpful
information.

Types of Menu- Generally menu is two types.

1. Pull-Down Menu : It is also called drop-down menu. It is a menu of
options that appear just below the menu bar which we access by clicking
with mouse. Fields with a drop-down menu have a small downward-
pointing arrow next to them. You click the arrow and alist of options appears.
You select the option you want from the list. You can also open the drop-
down menu by holding down the Alt key and pressm,g the down arrow.
We can use the arrow keys toanove up and dewn in a drop-down menu.
You can also move to angitern by typingthe first few letters of the option.
Some commands are faded or dimamed means tlm;:ommaﬂd is rmfmrrently
accessible:

2. Pull-up menu : It is also a menu ﬂf optior
option which we select with mouse. .

Any option of menu can open by elicking a mouse or pressing Ctrl key
with underline letter of that option. Some options have symbols such as—

1. Triangle () : A small triangle in right side of command indicates
that has another submenu and after clicking on it opens another submenu.

2.Ellipses(...):Itindicates that command needs additional information.
So by using this command a dialog box appears for selecting or inputting
information.

3. Dot (.) : It appears at the left side of option, which indicates that only
one option can be selected.

4. Check Mark () : It appears at the left side of active options. Its boxes
allow to select one or more options at the same time.

that app:—:-ars just up of

5. Gray option : If any command is currently inactive, unavailable and
cannot be clicked, it is shown in gray or light color.

Toolbar

Under the Menubar, we will often find a toolbar. It is a bar of command
icons that allow us to perform specific tasks within a program. For example,
in WordPad, the toolbar contains buttons which we can click to apply bold
formatting to text, print a file, or open a new document etc. The toolbar
buttons provide shortcuts to common tasks frequently accessed from the
menus.

'Il'lH:-.iniEl::ﬂ/
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Shortcut Keys

It has been written in front of commands. It provides an easier and
usually quicker method of navigating and using programs. Shortcut keys
enable the user to select a command without using the menus. Shortcut keys
generally combine the Alt, Ctrl or Shift key with a letter key. If a shortcut key
is available, it is listed on the pull-down menu to the right of the command.
As example to open a file or folder we have to press ‘Ctrl+0O’ and save the
file ‘Ctrl+S’ e.t.c as shortcut keys.
Dialog box

Dialog box is a small, secondary window that contains options and
buttons for completing a task. For example, when the user saves a file first
time, a dialog box appears with options for naming the file and choosing
which folder to save it in. Titlebar of this box also contains name of the box
and close button.

Elements of dialog box
These are the elements of dialog box.

1. OK button : When clicking on the OK button, savé’ﬂi%”ﬁ’ﬁags or carry
out the commands specified mathe d:alug bmtm cfm the diale

OK button Cancel button Apply button

2. Cancel button : When clicking on the Cancel button, close the dialog
box and restore the settings in the dialog box to the state they were in when
the dialog box was opened.

3. Apply button : Use the Apply button to carry out the changes users
specify in the dialog box without closing the dialog box.

4. Tab : In some dialog boxes, options are divided into two or more
tabs. Tabs represent multiple pages of a dialog box. Only one tab, or set of
options, can be viewed at a time. Choosing a tab changes the options that
appear in the dialog box.

5. Option button: Option buttons present a group of related choices from
which we can choose only one. Simply click on the option button which we
want to select, and all others become deselected.

6. Check box : Check boxes present a single option or group of related
options. A check mark appears in the box next to an option to indicate that
it is active.
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Combo box

Tasks

Command buttons
Check box

7. Cumbq,;yax It i&—g cnm@_ﬁahnﬁﬁﬁﬁ ‘Elm nwrﬁ{ht or %ﬁw and
a single-lifie text box, a wmg the user #% ﬁ pe a\ ttiﬂ%ctly into
the control ﬁt&@ps&f om the list. isti '

8. Text boxm(@ct b  type infn;'rq@nm such as a search term,
password, name%“ﬁ&ﬁ e which wéj" ‘ant to save or a path we want to use to
find a specific file. A bl ing vertical line called the cursor indicates where
text that we type will appear.

9. Drop-down hst“f"rbx This box is a single-line list box with a down-
arrow button to the right of it. When you click on the arrow, the drop-down
list box opens to display a list of choices. We choose a choice. When closed, a
drop-down list shows only the currently selected choice. The other available
choices are hidden until we click the control.

 Dend Fdu

Text box Drop-down list box

Viva Technologies



! Teeetanalpbes A

Computer

10. Spin box : A text box with a set of arrow button on the right side that

" can be used to select one of a range of options. The user may type into the
spin box, or use the arrow buttons to scroll through available options. Often
used for numeric inputs. We use the up arrow to increment a value and the
down arrow to decrement a value. We can also type the value directly into
the box.

Fend Al

Spin box

Spm box

11. Gmup ﬁm*Gtﬁhp box 1s°meiangular Box with optional labels. It is
a group of relafﬁ'.’:‘ sntrols such @;d'ﬁﬁnn buttons, check boxes, or closely
related contents mﬁm visual unit.

12. Slider : A S].ICMTS a way to adjust a setting within a range of values,
such as from slow to fast, small to large, soft to loud etc. Simply hold down
the mouse button on the lever and move it in the desired direction. A slider
along the bar shows the currently selected value.

Help in Windows : Windows Help and Support is the built-in help
system for Windows. It’s a place to get quick answers to common questions,
suggestions for troubleshooting, and instructions for how to do things. To
open Windows Help and Support, click the Start button, and then click Help
and Support option. The fastest way to get help is to type a word or two in
the search box. For example, to get information about wireless networking,
type wireless network, and then press ENTER. A list of results appears, with
the most useful results shown at the top.

To change the date and time in computer system : To change the date and
time in computer system right-click on a clock located on the the right side of
the task bar. This is commonly in the bottom right hand of taskbar. Then click
the Adjust Date/ Time menu item. This will open the Date / Time Properties
window. Double-click the time also open the Date / Time Properties window.
In this window we can adjust the time, date, and time zone. Once the proper
date and time has been set, click Apply and then OK.
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To change the desktop appearance and background : We can change
the general look of desktop by changing the desktop appearance and
background. To open the ‘Display property’ dialog box, right-click an empty
area of desktop, and then click Properties. After changing click ,Apply to test
a changes. If we don't like to change any settings click Cancel, and return.
After that click OK to close the Display Properties dialog box.

There are following options in display property window-

1. Theme : Theme is a collection of visual elements and sounds for
computer desktop. A theme determines the look of the various visual
elements of desktop, such as windows, icons, fonts, and colors, and it can
include sounds.

2. Desktop background : Desktop background is also called wallpaper.
[t can be a digital picture from personal collection or one that comes with
Windows. We can also select a color for our desktop background or use a
color to frame our background picture.

3. Screen saver : A moving picture or pattern that appearsen a computer
screen when the mouse or keyboard has not been used fora specified period
of time.

4. Appearance dtfinetunes the colorand st}"lé of our wmddwlt provides
more potential costomizatiofi§ into one area than any other in Windows
betweeft the Windows and Buttonis, Color Scheme, and Foiits etc.

5. Settings: Using this option we adjust our monitor resuluhun, which
changes the viéw, so more or t‘m ltEITlS fit on the screen. We can also
control monitor. re&!esh rate.

Windows Expiﬁl&r The Expiurer is a necessary tool in an operating
system, since with ‘it we can organize and control the files and folders of
the different storage systems such as the hard drive, disk drive, etc.

To start the Windows Explorer
1. Click on “Start’ 2. Select ‘All programs’
3. Select ' Accessories’ 4. Select “Windows Explorer”

The explorer consists basically of two sections. On the left side there is
the directory tree, which is the list of units and folders that we have. On the
right side there is another section, which will show the content of the folder
that we have opened on the left section. This section shows its folders and
files.

Windows Explorer is also known as the ‘File Manager’. Through it we
can delete, see, copy, or move files and folders. A file is text documents,
spreadsheets, digital pictures, and even songs etc., that has been given a
name and is stored in secondary memory. A folder is the place that a user
can create to store group of files. Computer represents files and folders with
icons. Each folder has facility to Open, Explore, Search, Winzip, Cut, Copy,
Delete, Rename and Create shortcut. Files are organized by storing them in
folder.
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To change the desktop appearance and background : We can change
_the general look of desktop by changing the desktop appearance and
background. To open the ‘Display property’ dialog box, right-click an empty
area of desktop, and then click Properties. After changing click , Apply to test
a changes. If we don’t like to change any settings click Cancel, and return.
After that click OK to close the Display Properties dialog box.
There are following options in display property window-

1. Theme : Theme is a collection of visual elements and sounds for
computer desktop. A theme determines the look of the various visual
elements of desktop, such as windows, icons, fonts, and colors, and it can
include sounds.

2. Desktop background : Desktop background is also called wallpaper.
It can be a digital picture from personal collection or one that comes with
Windows. We can also select a color for our desktop background or use a
color to frame our background picture.

3. Screen saver: A moving picture or pattern that appearsen a computer
screen when the mouse or keyboard has not been usedfor a specified period
of time. ' . S .

4. Appearance :efinetunes the coldrand style of oursfindow. It provides
more potential costornizatiofis into one area than any other in Windows
between the Windows and Buttons, Color Scheme, and Fonts etc.

5. Settings : Using this option we adjust eur monitor resolution, which
changes the view; so more or fewer items fit on the screen. We can also
control monitor refrésh rate. :

Windows Explorer : The Explorer is a necessary tool in an operating
system, since with it'We can organize and control the files and folders of
the different storage systems such as the hard drive, disk drive, etc.

To start the Windows Explorer

1. Click on ‘Start’ 2. Select ‘All programs’

3. Select ‘Accessories’ 4. Select “Windows Explorer’

The explorer consists basically of two sections. On the left side there is
the directory tree, which is the list of units and folders that we have. On the
right side there is another section, which will show the content of the folder
that we have opened on the left section. This section shows its folders and
files.

Windows Explorer is also known as the ‘File Manager’. Through it we
can delete, see, copy, or move files and folders. A file is text documents,
spreadsheets, digital pictures, and even songs etc., that has been given a
name and is stored in secondary memory. A folder is the place that a user
can create to store group of files. Computer represents files and folders with
icons. Each folder has facility to Open, Explore, Search, Winzip, Cut, Copy,
Delete, Rename and Create shortcut. Files are organized by storing them in
folder.
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1. Open : Opening a file or folder is needed to editing, viewing,
printing, and sharing information. First find the file or folder that we want
to open. Then double-click the file or folder to open it. Double-clicking a
file automatically opens its associated program.

2. Explore :

3. Search : When we need to find a particular file, we will know that it
is located somewhere in a common folder like Documents or Pictures etc.
Search box is located at the top of every folder. To find a file, open the folder
that contains the file, click the Search box, and start type the of that file or
part of file name. The Search box filters the current view based on the text
that typed. Files are displayed as search results if search term matches the
file’s name.

4. Winzip : Compressed files take up less storage space and can be
transferred to other computers more quickly than uncompressed files. To
compress a file locate the file or folder that we want to compress. Right-click
the file or folder then click on winzip option. A new compressed folder is
created. To rename it, right-click the folder, click Renamm then type the
new name.

5. Cut and paste : This @ption is used to’ store the file aﬂytjﬂ'ler places.
Cut is a command uséd to removegteéxt, graphics and files ‘and it is then
stored on a clipboard so we ean paste it.

6. Deleﬁe :To delete locate’ ﬂﬁlﬂ or ﬁ}ldw that we wantto dé]ete R13ht-
click the file or folder then click Delete. m% delete a file or folder, it is
not deleted ﬁght away. Instead, ﬂ: 33 stored in the Recycle Bin and we can
get the deleted file by using Restﬂﬂ! aEtlun in Recycle Bin until the Recycle
Bin is emptied.

7. Rename : Using it we give a new name to a file. To rename a file, we
do not need to open t:ﬁe file. Right-click the file that we want to rename, and
then click Rename. Type the new name, and then press ENTER.

8. Properties : Properties are descriptive information that help us to find
and organize files. To view the properties of any file and folder Right-click
the file whose properties we want to see, and then click Properties. They
provide information such as type, location, size, created date and many
other properties of files.

There are two more option

(a) Read only : Setting a file to read-only helps to protect the file. from
accidental deletion and changes to the file's content. If a file is set to read-
only, we will not be able to save changes to it unless we turn off the file’s

read-only status.

(b) Hidden : Setting a file to hidden it shows in tree view.

In a system running Windows XP to conserve PC power, we actually
have three choices : shut down, hibernate, and standby.

Stand by :Standby drops the computer into a very low power mode. This
mode saves significant electrical consumption compared to leaving a device
fully on and idle but allow the user to avoid having to reset programming

s§ "
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codes or wait for a machine to reboot. When the is system placed in this
mode, aside from the RAM which is required to restore the machine’s state,
the computer attempts to cut power to all unneeded parts of the machine.
Because of the large power savings, most laptops automatically enter this
mode when the computer is running on batteries and the lid is closed. The
display turns off , the disk drive stops spinning, and the processor shuts
down almost completely. In standby, power is used mainly to keep the
contents of random access memory refreshed.

Hibernate : It is a feature of many computer operating systems where
the contents of RAM are written to non-volatile storage such as a hard disk,
before powering off the computer. When the computer is restarted it reloads
the content of memory and is restored to the state it was in when hibernation
was invoked. While starting from a hibernated state is usually quicker than
starting up and opening all applications, it still requires a few seconds or
more, depending on the system’s general speed.

Shutdown: It turn a machine off. To shutdown check thatif any users are
currently on the system. If they are, ask them to log off. Once all of the users
are logged off of the system, we may execute the shutdﬂwrif command.
Useful programs inside windows

1. Notepad : Notepad is a'basic text Edlt&% pﬂ-ngram m:i it is most
commonly used to ¥iew or edit textfiles. A text file is affile type t}rplcally
identified by-the .txt file name Eﬁensmn. A | V4

To opma Nntepaﬂ Chck&tart Prog ;&ccesmﬁﬁ-ﬁhtepad

2. Word pax j'WDrdPadlsatext—ﬁ:lmng' _am and we canuse tocreate

complex f{)m‘!aﬂamg and graphics. suth as pictures or other documents
within a Word Pad document. =

To open a Wurdp‘ni'd : Click Start Programs Accessories Word pad.

3. Paint : Paint is a drawing program that we can use to create drawings
or edit digital pictures. We can also use Paint to save picture files using
different file formats.

To open a Paint : Click Start Programs Accessories Paint

4. Calculator : We can use Calculator to perform addition, subtraction,
multiplication, and division. Calculator also offers the advanced capabilities
of scientific and statistical calculators.

To open a Calculator :

Click Start >> Programs >> Accessories Calculator.

5. Phone Dialer : \

To open a Phone Dialer : Click Start >> Programs >> Accessories >>
Phone Dialer

6. Imaging

To open a imaging : Click Start >> Programs >> Accessories >> Scanner
and Camera wizard.

7. Media Player : Windows Media Player provides an easy-to-use
interface to play digital media files, organize digital media collection, burn
CDs of favorite music, rip music from CDs etc.

Teclsmalgjibes
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codes or wait for a machine to reboot. When the is system placed in this
mode, aside from the RAM which is required to restore the machine’s state,
the computer attempts to cut power to all unneeded parts of the machine.
Because of the large power savings, most laptops automatically enter this
mode when the computer is running on batteries and the lid is closed. The
display turns off , the disk drive stops spinning, and the processor shuts
down almost completely. In standby, power is used mainly to keep the
contents of random access memory refreshed.

Hibernate : It is a feature of many computer operating systems where
the contents of RAM are written to non-volatile storage such as a hard disk,
before powering off the computer. When the computer is restarted it reloads
the content of memory and is restored to the state it was in when hibernation
was invoked. While starting from a hibernated state is usually quicker than
starting up and opening all applications, it still requires a few seconds or
more, depending on the system’s general speed.

Shutdown : It turn a machine off. To shutdown check that if any users are
currently on the system. If they are, ask them to log off. Once all of the users
are logged off of the system, we may execute the ‘shutdewn’ command.
Useful programs inside windows :

1. Notepad : Notepad is @ basic_text edlth% progrﬂm g:nd it is most
commonly used to*view or edittext fi’iﬂs A text file isia file t}rpe typlcall}r
identlﬁed byﬂ;\e Axt file name H’.‘ﬁenﬁlm

To open aNntepaﬂ Click Start Programs Accessoﬂgs Motepad

2. Word pad:Word Pad is a text-editing program and we can use to create
and edit documenits. Unlike Note pad, Word pad documents can include
complex formatting,and graphies. such as pictures or other documents
within a Word Pad document.

To open a Word pad : Click Start Programs Accessories Word pad.

3. Paint: Paint is a drawing program that we can use to create drawings
or edit digital pictures. We can also use Paint to save picture files using
different file formats.

To open a Paint : Click Start Programs Accessories Paint

4. Calculator : We can use Calculator to perform addition, subtraction,
multiplication, and division. Calculator also offers the ad vanced capabilities
of scientific and statistical calculators.

To open a Calculator :
Click Start >> Programs >> Accessories Calculator.

5. Phone Dialer :

To open a Phone Dialer : Click Start >> Programs >> Accessones >>
Phone Dialer

6. Imaging

To open a imaging : Click Start >> Programs >> Accessories >> Scanner
and Camera wizard.

7. Media Player : Windows Media Player provides an easy-to-use
interface to play digital media files, organize digital media collection, burn
CDs of favorite music, rip music from CDs etc.
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To open a Media Player :
Click Start >> Programs >> Accessories >> Entertainment
>> Media Player

8. CD Player : Using this we can use our computer system as a powerful
CD Player.

To open a CD Player : Click Start >> Programs >> Accessories >>
Entertainment >> CD Player

9. Sound recorder and Volume control -Using Sound Recorder, we can
record sound as a digital media file on computer from a variety of devices,
such as a microphone that is plugged in to sound card.

To open a Sound recorder : Click Start >> Programs >> Accessories >>
Entertainment >> Sound recorder

We can control the overall level of sound using Windows.
To open a Volume control :
Click Start >> Programs >> Accessories >> Entertainment >>
Volume control D
10. Game : Windows comes with a sma}l set ﬁf gai_,_',';__' \
play.
To open a Game : C‘[Jt:k Eim't ::.va: Pragrams == Aceessones >>
Entertalnmmt >> Game
0 Thaﬂtphnudi}satempora;? stura'g_'em'!ﬁa for information
that we havﬂ ﬁ’}PlEd or moved from one place to somewhere else. We can
select text or graphics and then use the Cut or Copy commands to move

our selection tofﬂiéCH?buard h‘hem will be stored until we use the Paste
command to mse#,}fglsewhere '

that we can

maes. e Objective Question == s

1. The .............. of software contains lists of commands and option.

(a) Menu bar (b) Tool bar (c) Title bar

(d) Formula bar (e) None of these
2. MS. Office 2000 was developed by ........cccouvnneeee

(a) Novel (b) Coral (c} Lotus

(d) Microsoft (e) None of these
3. Founder of Microsoft company is—

(a) Paul Allen (b) Bill Gates (c) Both

(d) All of These (e) None of these

4. Microsoft is an . .
(a) Drgamzahnn tn manufacturr_- a microchip
(b) Organization to develop a software
(c) Organization for micro engineering
(d) Organization to manufacture hardware
(e) None of these

5. A small arrow or blinking symbol on desktop is called a .................
(a) Mouse (b) Logo (c) Hand
(d) Cursor (e) Palm

Teclsmalgjibes
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10.

13.

14.

15.

16.

18.
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Which of the followiing refers to the rectangular area for displaying
information and running program—

(a) Desktop (b) Dialog box (c) Menu

(d) Window (e) Icon

A popular window environment Windows -3 launched by Microsoft
L R :

(a) 1985 (b) 2000 (c) 1995
(d) 1990 (e) None of these

Technique to link two computers is called .......................
(a) Internet (b) E-mail (c) E-pmm
(d) Interface (e) None of these

While on the desktop in Windows, what happens pressing F5 do ?
(a) Refreshes the screen(b)Opens help menu (¢) Does Nothing
(d) Opens Search

To increase or decrease a speed of mouse cursor, which option is need?

(a) Settings (b) Control (c) Control panel
(d) Drive (e) None of these
Windows software was developed by ...... -

(a) IBM (b), Apple co:pmﬁ{m ft{‘) W?m

(d) All of Theses™  (e) None' of these

Which ef'the followingt¥pe of software is biSvWihﬂows 2
(a)"CUI (b) MUT () Lur

(d) GUI (e) None of these

Which of the following te]lsasabnut used and free space available in a
computer? .

(a) My computer (b) Mjr -::lncument (c) My briefcase
(d) My search, (e) None of these

Driver software does not need ............... .

(a) Windows -95 (b) DOS (c) 3D

(d) Photostyler (e) None of these

Windows 98 was developed in ..................... .

(a) 1994 (b) 1998 (c) 2001

(d) 2004 (e) None of these

What is close button ?

(a) Window which is present at the end of tilte bar

(b) Like small button

(c) To click it opened dialogue box and document is closed ?

(d) All of There (e) None of these

Background of screen is known as ................... .

(a) Application (b) Window (c) Desktap

(d) Frame (e) None of these

................ and ................ keys are used with the combination of other key
for shortcut and other special functions.

(a) Ctrl, Alt (b) Function, Toggle

(c) Delete, Insert (d) Cops lock, Num lock

(e) None of these
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19. If text was highlighted and “Edit’ ‘Copy’ was clicked, what would happen ?

(a) Text would be copied from the document and placed in the clipboard

(b) Text would be removed from the document and placed in the clipboard

(c) Text from the clipboard would be placed in the document at the
place where the cursor is blinking

(d) Onlyband ¢ (e) None of these

20. At which button is Help Menu available ?
(a) End (b) Start (c) Turn off
(d) Restart (e) None of these

21. You can keep your personal files/folders in ...........
(a) My folder (b) My documents {c) My ﬁles
(d) My text (e) None of these

22. Data that is copied from an application is stored in the .............
(a) Driver (b) Terminal (c) Prompt
(d) Clipboard (e) None of these

23. Various applications and documents are represented on the windows
deslchop BY i a e
(a) Symbols (b) Labels (c)/Craphs
(d) Icons (e)) None of theseg® "~ i

24. All the deleted filesgo to..........eaf... . A I
(a) Recycle Bin | (b)«Task bar (c) Tool bar
(d) Mymputer (e) None ofﬂlese R &

ngular area nf the screen that displ slays a program, dataand/or

information is a . \
(a) Titlebar fb} Butiam (c) Dialog box
(d) Window" \ (e) Nme of these

26. A...... containg commands that can be selected.
(a) Pointer 7 (b) Menu (c) Icon
(d) Button (e) None of these

27. Text and graphics that have been cut or copied are stored in an area
called the .......... .
(a) Paste board (b) Copy board (¢) Clip board
(d) Cutting board (e) None of these

28. What is the significance of a faded (dimmed) command in a pull-down
menu ?
(a) The command is not currently accessible
(b) A dialog box appears if the command is selected
(¢) A help window appears if the command is selected
(d) There are no equivalent keystrokes for the particular command
(e) None of these

29. Generally, you access the recycle bin through an icon located ...........
(a) On the desktop (b) On the hard drive
(c) On the short cut menu (d) In the properties dialog box
(e) None of these '

30. What menu is selected to cut, copy, and paste ?
(a) File (b) Edit (c) Tools
(d) Table (e) None of these

s§ "
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32.

37.

41.

Micorosoft Windows 1
What is a file ?

(a) A file is a section of main storage used to store data.

(b) A file is a collection of information that has been given a name and
is stored in secondary memory.

(c) A file is the part of a program that is used to describe what the
program should do.

(d) Floppy disks can only store data, not programs.

(e) None of these

When you cut or copy information it gets place in the .............. :
(a) Clipart (b) Clipboard (c) Internet

(d) Mother board (e) None of these

Deleted data remains on a disk until ..

(a) The data is overwritten ['b] The reqrc]e bin is emptied
(c) A file compression utility is used (d) The disk is scanned

(e) None of these

Which is a graphical representation of an application ?

(a) Windows 95 (b) Windows Explorer (c) Icun

(d) Taskbar (e) None of these

The side bar in a window, or word processor that has an arrow on both
ends and a box in thefiddle that you'use your mouse to move the

pages up or dowfi—

(a) Scrollbar (b) Roll bar (a}.—:_Pagebﬁr

(d)«Box bar (e) None afthese : -

To shrink a window to an icon ......... s

(a) Oma,,gmup window | (b) Minimise a window

(c) Maximise a window L (d) Restore a window

(e) None of these

Something W’iﬁﬁh has Easﬂy-understmd instructions is said to be ..... ;
(a) ﬁnalng data (b) Digital data (c) Modem data

(d) Watts data (e) None of these

The portion that shows all the choices you can make while working in
a window is called the ............ .

(a) Options (b) Table (c) Menu bar

(d) Item bar (e) None of these

A i contains commands that can be selected.

(a) Pointer (b) Menu (c) Icon

(d) Button (e) None of these

A i is a small image that represents a program, an instruction, a
file, or some other object. N

(a) Keyword (b) Interface (c) Menu

(d) Icon (e) None of these

Kocisviinaia is an icon on the desktop that provides a user with immediate
access to a program or file.

(a) Kernel (b) Buffer (c) Shortcut

(d) Spooler (e) None of these

Date and Time are available on the desktop at .............

(a) Keyboard (b) Recycle bin (c) My cnmputer

(d) Task bar (e) None of these
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43. A symbel on the screen that represents a disk, document or program

47.

48.

49,

50.

51.

52.

53.

55.

that you can select ...............

(a) Keys (b) Caps (c) Icon

(d) Monitor (e) None of these

To “maximize” a window means to ...............

(a) Fill it to capacity (b) Expand it to fit the desktop
(c) Putonly like files inside (d) Drag it to the Recycle bin
(e) None of these

Easy to use ........cccueuueee :

(a) User friendly (b) Select (c¢) Helpful

(d) Ever-ready (e) None of these

Choices are referred to as . PR

(a) Options (b} Extt (c) Boot

(d) Folder (e) None of these

A place that a user can create to store files ..................

(a) Cursor (b) Text (c) Fulder

(d) Boot (e) None of these

Commands at the top of a screen such as FILE- EEIT—F@WI'-TDDLS to
operate and change thmgs within programs..... ..

(a) Menu bar _ (b) Tool bar’ ' (c] Us&r fuemlly

(d) Word pmcesﬁgr (e)-None ﬁfﬂtese

To insért a copy of the c'l‘Epl:oard Cﬂﬂﬁniﬁ; wham was last cut or
copied at the insertion point ... h

(a) Paste (b) Bﬁckm ' (c) Fitin

(d) Pushin (e) Nm're of these

The command used to remove text or graphics from a document. The
information is then stored on a clipboard so you can paste it.

(a) Chop w7 (b) Cut (c) Clip
(d) Cart away (e) None of these

To move down a page in a document ............. i

(a) Jump (b) Fly (c) Wriggle
(d) Scroll (e) None of these

Screen that comes on when you turn on your computer that shows all
the icons .......ccouevuene :

(a) Desktop (b) Face to face (c) Viewer
(d) View space (e) None of these

23], — on a menu performs a specific action.

(a) Client (b) Server (c) Node
(d) Command (e) None of these

A menu contains a list of .................. :

(a) Commands (b) Data (c) Objects
(d) Reports (e) None of these

Files are organized by storing them in .............. ;
(a) Tables (b) Databases (c) Folders
(d) Graphs (e) None of these
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. | K R— is when the more power-hungry components, such as the
monitor and the hard drive are put in idle.
(a) Hibernation (b) Power down (c) Stand by mode

(d) The shutdown procedure
(e) None of these

57. When you install a new program on your computer, itis typically added

tothe ... menu.
(a) all programs (b) select programs  (c) start programs
(d) desktop programs (e) None of these
58. A ...... contains buttons and menus that provide quick access to
commonly used commands.
(a) menu bar (b) toolbar (c) window
(d) action bar (e) None of these
59. Which of the following menu types is also called a drop-down menu?
(a) fly-out (b) cascading (c) pop-up
(d) pull-down (e) None of these
60. Most application software today comes with an interface called a(n).. .
(a) graphical user interface (b) character user interface
(c) icon user interface _ (d) butt;m user mtétjﬁﬁe

(e) None of these

61. ... shnws the fﬂe&,-ﬁolders,and &Emﬂn your conlﬁ‘u;te maki:ng iteasy
ate from one IDCB:til:m to am;:ithe; within the file hierarchy.
' | (b)'Windows Explorer
(c) My Camputer (d) Fﬂlders Manager (e) None of these

62 i are lists of ﬁp:ﬁ:mmds that appear on the screen.

(a) GUIs = (b) Ieons (c) Menus
(d) Windows . (e) None of these
63. Each ........ on a menu performs a specific action.
(a) client (b) server (c) node
(d) command (e) None of these
64. A(n) ............ uses pictures (called icons) and menus displayed on the
screen to send commands to the computer system.
(a) command-based user interface (b) GUI
(c) system utility (d) API (e) None of these
65. The ............ allows you to access objects and start programs.
(a) Default menu (b) XP menu (c) Start menu
(d) Stop menu (e) None of these

66. “GUI" stands for ......... .
(a) Gnutella Universal Interface (b) Graphical User Interface
(c) Graphic Uninstall/Install (d) General Utility Interface
(e) None of these

67. What is Windows Explorer ?

(a) Adrive (b) APC (c) A Wev browser
(d) A network (e) A file manager

68. The ...... is the term used to describe the window that is currently being
used

Viva Technologies



69.

70.

74.

75.

76.

Computer

(a) Web Window (b) display area (c) WordPad Window
(d) active Window (e) monitor

Files deleted from the hard disk are sent to the ....... :

(a) Recycle Bin (b) floppy disk (c) clipboard

(d) motherboard (e) None of these

The copy command saves to .........

(a) the desktop (b) the dlpbnard (c) printer

(d) Microsoft Word (e) paste

Windows 95, Windows 98, and Windows NT are known as what ?

(a) processors (b) domain names (c) modems

(d) operating systems (e) None of these

The taskbar is located .......... :

(a) on the Start menu (b) at the bottom of the screen

(c) on the Quick Launch toolbar (d) at the top of the screen

(e) None of these

Generally, you access the Recycle Bin through an icon located ........ '
(a) on the desktop (b) on the hard drive

(c) on the shortcut menu (d) in the Pmperties dialog box
(e) None of these

The Recycle Bin stores discarded items until ...<.... .

(a) another user logs.ofi, (b)«the computer H\ﬁmt down
(c) the end of the'day : (d) you empty it

(e) None of tfme a "N

{b} ‘_JI’S'I S [c) Tool bar

(e) None of these

Which of the following is the first step in sizing a window ?

(a) Point to the title bar '

(b) Pull down the view menu to display the toolbar

(c) Point to any corner or border

(d) Pull down the view menu and change to large icons

(e) None of these

In Windows, Icons such as Add / Remove program Add New Hardware,
Modems etc, are found in—

(a) Control Panel (b) Network Neighbourhood

(c) M}; Cnmputer (d) Task Bar

7. _'_(d}--__
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Microsoft Office

Microsoft Office is an office suite of interrelated desktop applications,
servers and services for the Microsoft Windows. It is a horizontal market
software that is used in a wide range of industries. Microsoft Office was
introduced by Microsoft in 1989 for Macnitosh. Again it introduced
Windows in 1990. After that many new versions were released. Microsoft
Office for Windows 1.0 started in October 1990 with three applications
Microsoft Word for Windows 1.1, Microsoft Excel for Windows 2.0, and
Microsoft PowerPoint for Windows 2.0. In 1994, Microsoft Office 4.0 was
released containing Word 6.0, Excel 5.0, PowerPoint 4.0, Mail, and Access.
More versions are Microsoft Office 95, Microsoft Office 97, Microsoft Office
2000, Microsoft Office XP, Microsoft Office 2003, Nht.’:l‘nsofbce 2003 and
Microsoft Office 2007.

Microsoft Wurd.wcmsoft Woﬂiia pu]ﬁr word: proc sgiT
which proyides facilities to wite common letters to desktop publis
means thatitis useful for typingand stﬂrhglet&!rs, e '_-»brohchers, tests,
quizzesand anything that mnsm’-l:ﬂ‘m:.amly of words. Many organisationsnow
use cumputemﬁ produice and organize written material, correspondence,
membership lists and so on. These\are possible with the most common
program M&Wcﬁﬂqﬂiﬂls used ot Most computers. It provides an incredibly
powerful tool to create and share documents.

To open or start Microsoft Word : There are two methods to open or
start Microsoft Word.

1. Double click on Microsoft Word icon on desktop.

Click on the Start button in the bottom left hand corner of computer
screen.

3. When the menu pops up, move our mouse up to Programs. A sub

menu will appear showing all the software we have.

4. Now click Microsoft office then select Microsoft Word from them.

Microsoft Word will start up.
Click Start >> Program >> MS-Office >> MS-Word

Viewing the Toolbar

In Microsoft Word the toolbar is the line of boxes and symbols that are
shortcuts of many commands and appear across the top of the computer
screen. It increases the working capacity of a user. We may recognize it by
the picture of a file folder, scissors, and paint brush etc.

If the toolbar does not appear at the top of the screen, pull down the

View menu in Menubar and select Toolbars. In the Toolbars dialog box, click
standard, formatting, drawing and then OK.

Teclsmalgjibes
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In all toolbars a standard toolbar is used more than others. The standard
toolbar has tools such as New, Open, Close, Save, Spelling and Grammar
etc. and Formatting toolbar has tools such as Font Style, Font Name, Font
Size, Margin, Paragraph and Bullets etc. When we format a document, we
change its appearance.

Creating a ¢
number, insert im
a document we s
page, where we st
go to the next page.

Another method to create a new document is
1. On the File menu from Menubar, click New.

2. Select the Blank Document in pull-down menu.

Save a document : After we create or edit a document, we try to save
it. A command that saves our work on into the hard drive, or onto a disk
is Save. When we save a document, the computer transfers the document
from memory to a storage medium such as hard disk or USB flash drive. A
saved document is referred to as a file. Hence, to save any file.

1. Select File option from Menubar, click Save.

2. Select the location or drive to store a file and enter a name for the file
or filename in the File name box.

3. Click Save.

A file name is a unique name that a user gives to a file, but two different
files can have the same name if they are in different folders. In Microsoft
Word .doc is file name extension by default. Filename extension represents
a file type such as .bas for Basic source code file, .htm for Hypertext Markup
Language file, .bat for DOS batch file and .doc for word document file etc.

ord, a new document window opens. Tlus is a blank
ing. After the first page gets over we automatically
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2.Close adocument: When we want to close adocument withoutleaving
the application, we use on the File menu from Menu bar, click Close.

Editing a document : We can open a document and modify it the way
we want. It can be possible by using the Edit features in word such as
Cut, Copy and Paste etc. To edit a document means to make changes to its
existing content. Cut is the process of removing a portion of the document
and storing it in a temporary storage location, called a clipboard. Paste is a
process of transferring an item from a clipboard to a specific location in a
document. Editing a document consists of reading through the document
created by a user and correcting the errors. The edit buttons are also found
in standard tool bar. After editing document must be saved again to store
the changes.

Formating Text: When we formata document, we changeitsappearance.
We can format a text by changing fonts, font size, and font style etc. A font
is a name assigned to a specific design of characters. Font size indicates the
size of characters in a particular font. Font style adds emphasis to a font,
Bold, Italic, Underline and colour. MS-Word provides a wide variety of text
formatting, which add a professional look to documents.

1. Select or highlight the text'by holding down left mouse button click
which we want to format.

2. Go to the Format toolbar menu and select buttons such as Font tab,
Font, Font Style, Font Size, Font color, Bold, Italics and Underline etc.
which we want to use.

Inserting a Table : Tables are an easy way to arrange data in a Word
document. With tables, we can align data in columns and rows easily. There
are many ways to insert tables in Word document. (Numbers and text in
table columns are usually left aligned). --

1. To insert a table click the Insert Table toolbar button when our cursor
is positioned at the place in our document where we would like the
table.

2. A grid will pop up allowing to select how many rows and columns
we would like in table.

3. After selecting the number of rows and columns, click on OK. A table
will be inserted.

4. While this method will create a table with uniform columns and rows,
we can still customize a table.

Inserting a picture
1. To insert a picture click the Insert option in Menubar when cursor is
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positioned at the place in the document where we would like to insert
a picture.
2. Select a Picture option in pull-down menu.
3. Select a Clip art or From File.
4. Select a picture and click insert.
Inserting page number and date/time
1. To insert a picture, click the “Insert’ option in Menubar.
2. Select one by one ‘Page Number’ and “Date and Time’.
Spell check in document

The spell check looks for spelling mistakes in the text area. To remove
spelling and grammar mistakes in a document we use a Autospellcheck
tool. It indicates the wrong word by underlining it.

1. With the document open, click the Check Spelling and Grammar

tools.
2. If a spelling error is found, a window opens with suggested corrections.

3. Toaccept the default correction, click Replace. If theinitial suggestionis

not the correct word, click on the correct word in the listof suggestions,
or enter the word into. the Replace with ﬁﬁid ﬁi&n click the Replace
button.

4. Repeat these Steps to qmt aﬂ &pﬂhng BITors, %m there are no

moré errors, the message Spel] check complete arppea :

5. Click ﬂBKtﬂ return to edlﬂng*the document. '

File operalimﬂ in word

Opening a document : Toopena dﬂﬂument or get afile from the memory
where it was stored we use Open €ommand. It retrieves a saved document
from cnmputer s rnemary and bring it up on the screen to view. To open a
document, complete the following steps—

1. Select File option from Menubar.

2. Click on the Open option in pull-down menu..

3. Click on the file from the available list.

4. Click on Open button.

Copy a document :
The copy function can create a new copy of a document. Tc:- copy a

document, complete the following steps—

1. Select File option from Menubar.

2. Click on the Open option in pull-down menu..

3. Find the document that we want to copy.

4, Select the document, then Right click. We geta pull- down menu where
we select Copy option. It creates a copy of the document and places
it on the clipboard.

5. Find the folder where we want to place the copy, then click Paste.

We can place a document copy in the same folder or a different folder.

The document copy is now placed in the selected folder, with the name

“Copy of <Document Name>"

s§ "
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Send a document : In order to e-mail a word document from within—
1. Select file option from menu bar.

2. select the option send to/mail recipient.

Move a document
We use the move functions to rearrange and create new documents. The
move function deletes the document in the original location and pastes it
into a new location. The move function can also move a folder, including all
the documents in that folder. To move a document, complete the following
steps—
1. Select File option from Menu bar.
2. Click on the Open option.
3. Find the document that we want to move.
4. Select the document, then Right click. We get a pull-down menu where
we select Cut option.
5. Find the folder where you want to place the moved document , then
click Paste.

Rename a document -

To rename a document, complete the following sﬂy&—

1. Select File option fromimenu-bar. _ .

2. Click on the Opeit option in pullfdown ITIH'IU.

3. Find the«document that we want to rename.

4. Seléét the document, then Right click. :

5. We get a pull-down menu where we select Renam® nptu:m

6. Give the new name to a f‘ﬂe-am press Enw

To save a file into new locaﬂonWiih new name we use ‘Save as’ option
in File option from menu-bar :

Delete a document”

Deleting a document removes the document permanently. To delete a
document, complete the following steps—

1. Select File option from menu bar.

2. Click on the Open option in pull-down menu.

3. Find the document that we want to delete.

4. Select the document, then Right click.

5. We get a pull-down menu where we select Delete option.

Undo and redo

Every time the document is changed, we save the previous state on a
list. To undo, we take the data at the current position in the list, and use it
to restore the document. We also need to save the document state before
we restore it. This enables us to redo. To delete a document, complete the
following steps—

1. Press arrow mark of “Undo” button in the standard toolbar and we

get a list of current work which we can undo.

2. If we do not want modification done by undo, then press ‘Redo’ to
get back.

Page preview : We can see all pages of documents in page preview mode
but cannot edit the document.
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Print a document

Print is a command that takes what has been typed and can be seen on
the screen and sends it to the printer for output on paper. When we print
a document ,the computer prints the contents of the document on paper.
By default it prints in portrait mode. To print a document, complete the
following steps—

1. Select File option from menu-bar.

2. Click on the Print option in pull-down menu.

3. We get a print dialog box where we fill the needed information and

after that click OK. Finally we get a print of a document.

Create a header and footer : Sometimes we want some information to
appear on every page. This information would normally appear either in top
or bottom of the page. We can insert it by using Header and Footer option.
To create a header and footer, we can take the following steps—

1. Open an existing document and select View option of the menu

bar.

2. Click on the Header and Footer option.

3. Click on Insert Page Number on the 'Header and FDGtEr toolbar to

insert page number onthe header. |

4 Click on Insert Date icon on the Header and Footer?toolbar to insert

date on the header.

5 Click'on Insert Time iconon the “Header and Footer’ tuotbar to insert

time on the header.

6. Click on ‘Switch between I‘mder and fﬂoter to create a footer and

repeat

7. C’l?:ka’(ﬂnie haader and footer’ on header and footer toolbar.

Insert a picture from the clipart

1. Move the cursor where we want clip art.

2. Click on ‘Insert Clip-art’ of Drawing toolbar.

3. Click on picture that we want to insert.

4. Close the clip art gallery.

Text operations in MS-Words

Find text : To find text in a document, complete the following steps—

1. Select Edit option from Menubar.

2. Click on the Find and Replace option in pull-down menu,

3. Type the text in Find what window which we want to find.

4. Click on Find Next button.

5. Cursor will be placed at the first occurrence of the text.

6. Click on Find Next button to get the next occurrence.

Find and Replace a text : Find and Replace is the easiest way to locate
and change a particular word or phrase in a document and modify it. To
Find and Replace a text in a document, complete the following steps—

1. Select Edit option from Menubar.
2. Click on the Find and Replace option in pull-down menu.
3. Type the text in Find what window which we want to find and

replace.
4. Click on Replace tab.
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5. Type the text in the replace with text box.

6. Click on Replace button if we want to replace the text at only one
place or Click on Replace All button if we want to replace the text all
over document.

Autocorrect Text: The autocorrect feature in word automatically corrects
certain spelling, typing, capitalization or grammar errors.
Change case : Sometimes we type a document in capitals by mistake.

Rather than retyping the whole section we can take the following stapes—

1. Select or highlight a text.

2. Go to Format option in Menubar.

3. Go to Change case and select any option from Sentence case, Lower

case and Uppercase. It will correct it.

Sentence case : It changes first letter of sentence into capital letter and
rest changes in small letter.

Lower case : It changes all letters into small letters.

Uppercase : It changes all letters into capital letters.

Delete Text : Deleting text means removing text and other contents.

Table-1 : Standard toolbar

the active file with its current file
name, location and file format.

Sends document as e-mail body.

Prints the active file : for more print options
go to the File menu and select Print.

Print preview : Shows how the document
will look when you print it.

Spelling, grammar and writing style
checker.

Cut : Removes the selection from the
document and places it on the clipboard.
Copies the selected item(s) to the clipboard
Places the content of the clipboard at the
insertion point.

Reverses thelast command, uses pull-down
menu to undo several steps.

Reverses the action of the Undo button, uses
the pull-down menu to redo several steps
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: hyperlink and displays the
_ destination object, document or page.
" Displays the Tables and Borders toolbar.

Inserts a table into the document, or makes
' atable of selected text .

~ Inserts an Excel spreadsheet into the Word
- document

" Enlarges orreduces the display of the active

~ document

~ Provides help topics and tips to accomplish
b '_ our task

CCIPIES the format from a selected object or
text and applies to other Db]ects or text.

'l'hble-ll Formatﬂng Tuolbal:

* Makes selected text and numbers bold.

- Makes selected text and numbers italic.
 Underlines selected text and numbers.
* Aligns to the left with a ragged :nght
ks 'Cﬂntersﬂie selected text.

13 "Aligns to the right with a ragged left

' Ahgns the palected tex 1o boti the 1okt
and right margins.
... . Makes a numbered list or reverts back to
. normal.
Adds, or removes, bullets in a selected
paragraph.
~ Decreases the indent to the previous tab
- stop.
_ Indents the selected paragraph to the next
~ tab stop.
'Addsorremovesaborderaround selected
~ text or objects.
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Marks text so that it is highlighted and
stands out.

Formats the selected text with the color
we click.

------

ST SN,

ine of the border

s -,

ecessary lines and bordex;m a table.

ns top left the contents of the selected cells.
a!l the rows in the current selection to the same

sts all the columns in the current selection to the same

s the Table Auto Format dialog box.
the text orientation.

ris t ‘contents of the selected ce]is into ascending order
the contents of the selected cells into descending

s & formula field into the active cell containing the
f the cell above or to the left of this cell.
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Footnote and Endnote : Footnote is a term used to describe additional
information found at the bottom of a page and endnote is additional
information at the end of the document.

Within Microsoft Word move the cursor to where you want to insert the
number that points to the footnote.

1. Select Insert option from Menubar. N
2. On the Insert menu, click Footnote.

3. Specify whether or not you wish to insert a Footnote or Endnote and
click Ok.

- By default, Word piaces footnotes at the end of each page and endnotes
at the end of the document.

The Ruler : The ruler is generally found below the main toolbars. The
ruler is used to change the format of your document quickly.
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To display the ruler
1. Click View on the Menu bar.
2. The option Ruler should have a check mark next to it. If it has a check
mark next to it, press Esc to close the menu. If it does not have a check
mark next to it, continue to the next step.

3. Click Ruler. The ruler now appears below the toolbars.

View a document : In Word, we can display our document in five
views

1. Normal View : Normal view is the most often used and shows
formatting such as line spacing, font, point size, and italics.

2. Web Layout : Web layout view enables us to view our document as
it would appear in a browser such as Internet Explorer.

3. Print Layout : The Print Layout view shows the document as it will
look when it is printed. It is also called page layout.

4. Reading Layout : Reading Layout view formats our screen to make
reading our document more comfortable.

5. Outline view : Outline view displays the documentinoutline form.
Headings can be displayed without the text. If. we‘move a heading, the
accompanying text moves with it. = .

Text area : Textddfea is a large-afea at just below the rules:

t iler, We type
document in e text aréa. The'blinking vertical line in the textis the cursor
which shows our position. It marks the insertion point of téxt. As we start
type, our work shows at the cursor location. o

Meaning of different colors underlines in document : If text on our
document is underlined, without applying underline formatting to it, it
could be of the following reasons.

1. Red and green wavy underlines : When we automatically check
spelling and grammar, Microsoft Word uses wavy red underlines to indicate
possible spelling errors and wavy green underlines to indicate possible
grammatical errors.

2. Blue wavy underlines : Word uses wavy blue underlines to indicate
possible instances of inconsistent formatting.

3. Blue or other color underlines : Hyperlink display text is blue and
underlined by default.

Word wrap : Word wrap is the additional feature of most text editors,
word processors and web browsers of breaking lines between and not within
words, except when a single word is longer than a line. o

Exit from MS-Word : When we have completed and saved our work
we exit from MS-Word. To exit from Word

1. Select File option from Menubar.
2. Click on the Exit in pull-down menu.

If we have typed any text, we will be prompted : “Do you want to save
your changes” To save our changes, click Yes. Otherwise, click No.

1. Specify the correct folder in the Save In box.
2. Name our file in the File Name field.
3. Click Save.
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Microsoft Excel : Microsoft Excel is an electronic spreadsheet. It is a tool
for numeric and statistical calculation, evaluation, analysis, and it also offers
capabilities for creating charts, reports and presentations to communicate
what analysis reveals. It is used by people to perform quick numeric
calculations, store and analysis data periodically, for preparing financial
statements and tax worksheet. A program that works like a calculator for
keeping track of money and making budgets. Itis a program that works like
a calculator for keeping track of money and making budgets. It is a utility
software package.

Microsoft Excel is a logical worksheet consisting of cells organised into
rows and columns. A cell is the intersection of a row and a column. In which
we can enter a single piece of data. The data is usually text, a numeric value,
or a formula. The entire spreadsheet is composed of rows and columns of
cells.

Each row and column creates a unique cell. Each cell refers to a cell
reference, or cell address, that is the row and column label of cells. cell
address is a unique co-ordinate system used to identify a specific cell. Cell
address contains first column then row’s name. They identified by a column
letter and a row number of a cell, such as C4 or D8. Eaclt ee]llisdlspla}red on
the screen as a rectangular shape which can storetext, value, or a formula.
Once formulaisspecified, calculations aredone aul:ﬂmahceﬂlmathc results
are displayed for the'iser to see. Offen text is left aligndn column, we can

change it aceofding to our neéd. A workbook is the MS Excel file iffwhich

we enter and store related data in worksheet. A worksheet is also known
as a spreadsheet, that is a collection of cells on a single “sheet” where we
actually keep aﬂd:maniibulate the dﬁta Each workbook can contain many
worksheets.

There are some Exﬂﬂ‘lples of eiectrumc spreadsheets
1. Lotus 1-2-3 2_ _l_;'}uartpm 3. VPP 4. MS-Excel

To open or start Microsoft Excel : There are two methods to open or
start Microsoft Word.

1. Double click on Microsoft Excel icon on desktop.

2. Click on the Start button in the bottom left hand corner of computer
screen.

3. When the menu pops up, move our mouse up to Programs. A sub
menu will appear showing all the software we have.

4. Now click Microsoft cZfice then select Microsoft Excel from them.
Microsoft Excel will start up.

Click Start — Program — MS-Office — MS-Excel.
Creating Formula
1. Start Microsoft Excel and open the file.
2. Double-click on the cell where you want to insert the formula.

3. Type = key on the keyboard. This tells Excel that we are entering a
formula into the cell. | fx

4. Enter the formula, then press Enter to accept the formula.

5. We can also enter a formula into a range of cells by copying a formula
from another cell.
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Adding borders to a cell : To add borders to cells, follow these steps
1. Select the cell or range of cells that we want bordered.

2. Select the Cells option from the Format menu. We will get the Format
Cells dialog box.

3. Click on the Border tab.

4. In the Border section of the dialog box, select where you want the
border applied. (Outline will surround the entire cell or cell range.)

5. Select a line type from the Style area.
6. Click on OK.

Adding shading to a cell : To add shading to cells, follow these steps
1. Select the cells or ranges of cells that we want to apply shading,.

2. To fill cells with a solid color, click the arrow next to Fill Color on
the Formatting toolbar and then click the color that you want on the
palette.

3. To apply the most recently selected color, click Fill Color.

4. To fill cells with a pattern, click Cells on the Formatimenu. On the
Patterns tab, under Cell shading, click the hackgmund color that you
want to use for the pﬂﬁem Then click the arrow neﬂ tt) the Pattern
box, and click.the pattern styled@nd pattern color.

Insertinga chart in Spreadsheet : Charts ‘are used to display,series of
numeri¢'data in a graphical format t-:i"" \ake it easier to understand large
quantitiesofdata. To create a chartin Ex cehym#tart by entering the numeric
data for the chart on a worksheet.

1. On the worksheet, arrange the data that you want to plot in a chart.
The data ¢an be arranged.in rows or columns.

2. Select the ﬂeﬂs that contain the data that you want to use for the
chart.

3. Click on the Insert, then click the chart option in drop-down menu.
Chart Wizard will appear on computer.

4. Chard Wizard is now asking for Chart Type, Data Range etc.
5. After selecting and updating in Chart Wizard, click finish.

Microsoft Power point : Microsoft Power point is a part of MS- Office. It
was introduced to generate business presentation, slide show and
graphics on computer system.

Use of Power point =

1. Creating business application presentation slide.

2. Creating graphical objects with animations. \

3. Create artistic slides for general use using art gallery.

4. To provide training in business world.

Starting Power point : There are two methods to open or start Power
point.

1. Double click on Microsoft Power point icon on desktop.

2. Click on the Start button in the bottom left hand corner of computer
screern.

s§ "
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3. When the menu pops up, move our mouse up to Programs. A sub
menu will appear showing all the software we have.

4. Now click Microsoft office then select Microsoft Power point from
them. Microsoft Power point will start up.

Click Start — Program — MS-Office — MS. Power point.

The Power Point Screen
We use Power Point to create effective slide show presentations. The

power FGL"’It screen 1""35 many elements.

1. Title Bar : The title bar generally appears at the top of the screen. The
title bar displays the title of the current presentation.

2. Menu Bar : The menu bar displays the menu. You use the menu to
give instructions to Power Point.

3. Standard and Formatting Toolbars : Power Point has several toolbars.
Toolbars provide shorcuts to menu commands. The most commonly used
toolbars are the standard and formatting toolbars. You use the standard
toolbar to do such things as open a file; save a file; print a file; check spelling;
cut, copy, and paste; undo and redo; or insert a chart or table: You use the
formatting toolbar to change the font, font size or font eﬂ!or, bold, underline
or italicize text; left align, rightdlign, center, ormﬁf}&hullet Drrmrnher lists;
highlight; or decrease ardncrease the indént.

4. Rulers ; Rulers are vertical.and horizontal gmdas. Yuu use them to
determingWhere you want to place an object, They are mark din i

5. Placeholders : Piacehnld&rﬁ hold the objects in your
placehoders to held text, clip art, and charts.

6. Status Bar: The Status bar generally appears at the bottom the screen.
The Status bar displays the number of the slide that is currently displayed,
the total number of slides, and the name of the design template in use or

the name of the background.
7. Outline Tab : The Outline displays the text contained in your
presentation.

8.5lides Tab : The Slides tab displays a thumbnail of all your slides. You
click the thumbnail to vizw the slide in the slide pane.

9. View Buttoms : The view buttons appear near the bottom of the screen.
You use the view buttons to change between Normal view. Slider sorter
view, and the Slide Show.

10. Drawing Toolbar : The drawing toolbar generally appears near the
bottom of the screen. It contains tools for creating and editing graphics.

11. Common Tasks Buttons : Using the common tasks buttons you can
select the type of tasks you want to perform.

12. Task Pane : The task pane enables you to select the specific task you
want to perform.

13. Vertical Splitter Bar : You can click and drag the vertical splitter bar
to change the size of your panes.

14. Minimize Button : You use the minimize button to remove a window
from view. While a window is minimized, its title appears on the taskbar.
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15. Maximize / Restore Button : You use the maximize button to cause
a window to fill the screen. After you maximize a window, if you click the
restore button, the window returns to its former size.

16. Close Button : You use the close button to exit the window and close
the program.

Create a new presentation

We can create a new presentation in many ways. It will cover everything
from creating a simple blank presentation to one that is created from our
favorite photograph.

1. Auto Content Wizard : It creates new presentation by providing
information about title, subject, style and output. It will help to create
presentations quickly by asking a number of questions about what users
wantand then create a presentation based on answers. A user can modify the
contents of the presentation according to his needs once he has finished.

2. Design Template : It is created so that different slide types can have
different layouts and graphics, the whole presentation goes together as an
attractive package. It creates new presentation based on provided power
point design template. e -

3. Blank presentation :Itis displayed as blankpfeséntation to ¢reate own
design. It starts with a blank ‘presentationwith

: ) il values forcolor scheme,
fonts and other design features set 16 default value. Aftér selecting blank

presentation auser selects laygiit from layouts window.

These layouts are of different types _ o
1. Blank slide 2. Title slide 3. Bulleted list
4. Two column text 5. Table 6. Textand chart

7. Chartandtext = 8. Organisational chart 9. Chart

10. Textand clipart  11. Clip art and text 12. Title only

To save a presentation : When we create a presentation, it needs to save.
So to save a presentation.

1. Select File option from Menubar, click Save.

2. Select the location or drive to store a presentation and enter a name
in the File name box.

3. Click Save.

To save a presentation into new location with new name we use ‘Save
as’ option in File option from menu-bar.

Different Ways to View Slides : Slides in any power point presentation
can be viewed in a variety of ways depending on the task.

Normal View
Normal view splits you screen into three major sections : The outline

and slides tabs, the slide pane, and the task pane. The outline and slides
tabs are on the left side of your screen. They enable you to shift between two
different ways of viewing your slides. The slides tab shows thumbnails of
your slides. The outline tab shows the text on your slides. The slide pane is
located in the center of your screen. The slide pane shows a large view of
the slide on which you are currently working. The task pane is located on
the right side of your screen. The tasks pane enables you to select the task
you want to perform.
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Slide Sorter View

Slide sorter view enables you to view thumbnails of all your slides. In
slide sorter view you caneasily add, delete, orchange the order of yourslides.
When you are in slide sorter view, a special formatting toolbar appears. It
has options that allow you to make changes to vour slides.

Slide Show
Use the slide show view when you want to view your slides, as they
will look in your final | presentation. When in Slide Show view.

Esc 5% Retumsyuuﬁuii!evlewynuwereusmgprevnﬂy
s you to the next slide or animation effect. When you reach
".yma automatlca]]}r ml:um to your lut view.

Adding Notes in Power ant
There are two ways to insert notes in Power Point
1. To insert short notes : In the normal view, click on the notes box at
the bottom of our screen and type our text.

2. To insert longer notes : Click on the view tﬁ]';i Under resentation

views select the notes page;buttnn T}rpe ourfiotes in the spm that appears
below our slide. :

Inserting Headers &Iuntm . : .

Headers and /ot footers are uSrEd: m Power pﬁh&t glide h'J mcIude
important. mfa.rmatmn about the slides. 'ﬁus can be information for the
presenter or aiu:hemag such as the date thiﬁ presentation was created
or delivered, tuhzrand the slides with your company name or simply to
automatically placea ﬂlde number on each slide. To add a header and footer,
click on the lnseﬂt tafb, then on the Header & Footer button. The date and
time and slide number buttons will bring up the same dialog box.

1. Fixed and Automatic dates : Power Point gives the option to add
either a fixed date and time, which will remain the same, or a date and
time that automatically update. If we choose to have a date and time that
automatically update, the date and time will always match the data and
time that we run our slide show.

2. Slide Number : Check this box to show the slide number,

3. Footer : Check the Footer box and add text to have text appear at the
bottom of the slide.

4. Apply/Apply to All : To insert our chosen elements into our slide,
select apply to have the information appear only on our current slide, or
Apply to all to have it appear on every slide. If any of the information is
repeated on the title slide, check the Don't show on title slide box to avoid
repeating the information.

5.Preview : The Preview boxshowsus where on ourslide the information
will appear. We can not change this from within this screen, but once we
insert the information we can click and drag the box anywhere in our slide,
just like any other text box.

6. Notes and Handouts : Under this tab, we can choose our header and
footer preferences for our handouts.
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Power Point Shortcut Key

Ctrl-B
Ctrl-W
Ctrl-F4
el Ctrl-C
Ctrl-F
Ctrl-1

Ctrl-F6
g b Ctrl-Tab/Ctrl-Page Down
tion window ~ Ctrl-Shift-F6

log Ctrl-Shift-Tab/ Ctrl-page Up
Num/
Ctrl-U
Ctrl-Z
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Microsoft Access : Microsoft Access is a relational DBMS (Database
Management System). It handles data management tasks. Microsoft Access
allows users to manipulate large amounts of information and retrieve any
part of the information. It is a structured database containsing data tables
that are arranged in a uniform structure of records and fields. A spreadsheet
is a table used by small organisations that operates with a limited amount of
data but for big organisations a Database Management System is preferred
because it needs storing huge amount of data and retrieves it much faster.
In database management system the content and the location of the data is
defined by meta data.

Terms related to Microsoft Access

Database File : A database is a collection of related
information that is organized so that it can easily be
accessed, managed and updated. We organize files by
storing them in folders. The process of arranging data
in logical sequence is called sorting. It is an integrated
collection of logically-related records that provide data
for one or more multiple uses. We can also perform
operations on the data that is in a database, For example;
retrieve data and modify data, Periodically reviewing
and altering the records in a file to emsure that the ‘ -
information they contéin is accuratew&ndu}rto-date Wean use a database
as a computerized record-keeping system that maintains information and
that makes the information avaﬂ&le Whﬂﬂ. we ‘want the iﬂfﬂrmahﬂn For
example addresses of employees in.an organisation or maintain details of
students etc.

File updatmg :In computing; m‘%&wmg and altering the records in a
file to ensure that the information they contain is accurate and up-to-date.
Three basic processes are involved: adding new records, deleting existing
records, and amending existing records. Theupdating of afileisa continuous
process because records can be accessed individually and changed at any
time. This type of updating is typical of large interactive database systems,
such as airline ticket-booking systems. Each time a ticket is booked, files are
immediately updated so that double booking is impossible.

Inlarge commercial applications, however, millions of customer records
may be kept in a large sequentially ordered file, called the master file. Each
time the records in the master file are to be updated such as, when quarterly
bills are being drawn up, a transaction file must be prepared. This will
contain all the additions, deletions, and amendments required to update the
master file. The transaction file is sorted into the same order as the master
file, and then the computer reads both files and produces a new updated
master file, which will be stored until the next file updating take place.

Database engine : A database engine is a part of a DBMS. It provides a
link between the DBMS and the physical data on the hard disk.

Data dictionary : The data dictionary contains data about data or list
of data files. It means that it contains the actual database descriptions used
by the DBMS, no original data. In most DBMS, the data dictionary is active
and integrated. It means that the DBMS checks the data dictionary every
time the database is accessed.
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Directory :Itis a hierarchical structure used to organize folders and files.
It has information about files. It is a virtual container in which groups of
computer files and other folders can be kept and organized. The topmost or
main directory in any file is called the root directory. A directory that is below
another directory is called a sub directory. A directory above a subdirectory
is called the parent directory.

Table : A table is a collection of data about a specific topic that is stored
in rows and columns or in relational database a table is a data structure that
is organized using a structure of columns and rows. A table has a specified
number of columns, but can have any number of rows. When we create a
new table, Access asks to define fields, giving each a unique name and data
type. In one database there can be multiple tables.

Field : A space allocated for a particular item of information is field. A
field is a column in a table. SQL Server supports more fields, but only 255
fields are visible in Access. The definition of a field includes the name of the
field, the type of data that is stored in the field, and any validation rules that
you must have to validate the stored data. For example a tax form, contains
a number of fields such as name, address, income and so on. In database
systems, fields are the smallest units of information. In spféadsheets, fields
are called cells. w .

Record : In database management systems, a record is a row in a table.
We may store any number of recordsdn a table. Records‘are composed of
fields, each of which contains oneitern of information. Alset of records makes
a file. ForeXample, a personnel file contains records that have fields such as

name, address.and a phone number etc. : -

Datatype:Adata type determines the type of data that the field can store.
After naming a field, we must decide what type of data the field will hold.
Before you begin éntering data, you should decide the data types that our
system would use such as in any'database numeric field can store numbers
used to perform caleulations. Data type can be Text, Memo, Numeric, Date /
Time, Currency, Auto-Number etc.

Forms : Forms are screens for displaying data from and inputting data
into tables. In Access, we can use a form as the graphical user interface to
data. Forms do not store any data but they fetch data from tables or from
queries and then present this data for us. We can use a form to insert data
in a table, to modify the existing data in a table, or to delete data from a
table.

Reports : Reports are output. Anything we decide to print deserves a
report, whether it is a list of names and addresses, a financial summary for
a period, or a set of mailing labels. Access Wizards allow us go through the
process of defining reports. A report presents the data from a table or from a
query in a pre-formatted and useful manner. You can control the appearance
of a report. Reports can use controls to improve the graphical representation
of data and to make the reports more useful.

Page : We use pages to enter or display data via Internet. Pages are
stored as HTML files, with data read from and written to the database.

Macros : An Access Macro is a script for doing some job. For example,
to create a button which opens a report, you could use a macro which fires
off the “Open Report” action. Macros can also be used to set one field based
on the value of another . Each line of a macro performs some action, and the
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bottom half of the macro screen provides the details of how the action is
to apply.

Fl':']:t"i}r:"lary Key : Primary key is a field or group of fields that uniquely
identify records in a table. Every table can have only one primary key.
Primary key cannot be null value, it always has unique value. Primary key
is used to relate one table to another as a foreign key.

Foreign key : Foreign key is a key in a table that refers to primary key
field in another table.

Relationship : A relationship is a link that is created between two
tables and enables us to accessed data from both tables simultaneously.
A relationship is an association between access tables or queries that use
related fields. It can be one-to-one, one-to-many, many-to-one, or many-to-
many.

— ==smm (OQbjective Question w=== —

1. You can use .... to copy selected text; and .... to paste it in a document.
(a) CTRL+C,CTRL+V (8) CTRL+ C,.CTRL +P
(c) CTRL+S,CTRL+S (d) SHIFT + GALT + P
(e) CTRL+D C’I‘RL+A ¥

(e

(a) rlght—a]_lgﬂeﬂ : '
(d) centered | (e) NonEOEfthes-e

3. Edchboxina spmadSheﬁtiBﬁ“E& a..... uy
(a) cell (b) empty space (c) record
(d) field (e) table

4. A collection of related files is called ..................
(a) Character (b) Field (c) Data base
(d) Record * (e) None of these

5. When a file is saved for the first time ......
(a) acopy is automatically printed
(b) file name and folder name must be the same
(c) it does not need a name
(d) it only needs a name if it is not going to be printed
(e) it must be given a name to identify it
6. In which group do we work at the time of text formatting in word ?
(a) Table, Paragraph and Indexes
(b) Paragraph, Indexes and Sections
(c) Characters, sections and paragraphs
(d) Indexes, Characters and Tables
(e) None of these

7. The letter and number of the intersecting column and row is the—
(a) Cell location (b) Cell position (c) Cell address
(d) Cell coordinates (e) Cell contents

8. To save an existing file with new name at new location we should use

....... command.
(a) Save (b) Save and replace (c) Save as
(d) New file (e) None of these
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9. Forms that are used to organize business data into rows and columns
are called ............
(a) Transaction sheets (b) Registers (c) Business forms
(d) Sheet-spreads (e) Spreadsheets
10. In power point, the Header & Footer button can be found on the insert
tab in what group ?
(a) Ilustrations group (b) Object group (c) Text group
(d) Tables group (e) None of these
11. The PC productivity tool that manipulates data organized in rows and
columns is called a .............
(a) Spreadsheet (b) Word processing document
(c) Presentation mechanism (d) Database record manager
(e) EDI creator
12. Which Powerpoint view displays each slide of the presentation as a
thumbnail and is useful for rearranging slides ?
(a) Slide Sorter (b) Slide Show (c) Slide master
(d) Notes Page (e) Slide Design
13. If a previously saved file is edited ......
(a) it cannot be saved again
(b) the changes will automitically be saved'in the file
(c) the file will onlyhave to be saved agam if it is moré'than one page
in length
(d) itsmame must be changed
(e) the ﬁhmust be saved again to stﬂﬁ! the fhanges
14. To print a docament......
(a) select the Print command and then select OK
(b) select the Ready Printer command then select OK
(c) type Print and then press Enter
(d) close the document, select the Print command, then select OK
(e) None of these
15. Which option is correct to enter the charts in ms excel—
(a) Formulas>>charts (b) Data>>charts
(¢) Insert menu>>charts (d) View>>charts
M6 A i is a collection of information saved as a unit.
(a) folder (b) file (c) path
(d) file extension (e) None of these
17. What is a list of data files of any database called ?
(a) Data diary (b) Data list (c) Data disc
(d) Data dictionary  (e) None of these _
18. What is the overall term for creating, editing, formatting, storing,
retrieving and printing a text document ?
(a) Word processing (b) Spreadsheet design  (c) Web design
(d) Database management '
(e) Presentation generation
19. What is the main folder on a storage device called ?

(a) Root directory (b) Interface (c) Device driver
(d) Platform (e) Main directiory
20. A file is often referred to as a (N) .....cccceveves

(a) Wizard (b) Document
(d) Device
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Computer

Excel workbook is a collection of .........

(a) Chart (b) Word book (c) Worksheet
(d) aand ¢ (e) None of these

Microsoft Office is an example of a ......

(a) closed source software (b) open source software

(c¢) horizontal market software  (d) vertical market software
(e) compiler

Which of the following is not related to text formatting ?

(a) Line spacing (b) Text spacing (c) Margin change

(d) Searching (e) None of these

To correct the spelling in Ms-Word we use .

(a) Spellpro (b) Spelicheck {c} Outlook Express
(d) All of These (e) None of these

In a spreadsheet program the .......... contains related worksheets and
documents.

(a) Workbook (b) Column (c) Call

(d) Formula (e) None of these

Which one of the following software applications. would be the most
appropriate for performing numerical and statistical ealeulations ?

(a) Data base : (b) Pocurnent prﬂtﬂﬁﬁur

(c) Graphics package ' Ed) széadsheat

(e) None of these _

The word wrap feature—

(a) Automatically moves the text to next line when nécess:-lr},r

(b) Appearsat the bottom of the document

(c) Allows you to type over text

(d) Is the short horizontal EM="i1idicating the end of the document

The bar:kgmundof any word document ..

(a) is always white colour

(b) is the colour you preset under the option menu
(c) is always the same for the entire document

(d) Can have any colour you choose

(e) None of these

What is a default file extension for all word documents ?
(a) TXT (b) WRD (c) FIL
(d) DOC (e) None of these

Text in a column is generally aligned .............. .

(a) Justified (b) Right (c) Center
(d) Left (e) None of these

A directory within a directory is called ...............

(a) Mini directory (b) Junior directory  (c) Part directory
(d) Sub directory (e) None of these

For opening and closing of a file in excel, you can use which bar ?
(a) Formatting (b) Standard (c) Title

(d) Formatting or Title(e) None of these

You click at B to make the text ..... .........
(a) Italics (b) Underlined
(c) Italics and under lined (d) Bold

(e) None of these
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34. For creating a document, you use ........ command at file menu.
(a) Open (b) Close (c) New
(d) Save (e) None of these
35. You can start Microsoft word by using .......... button.
(a) New (b) Start (c) Program

(d) Control panel (e) None of these

36. In excel, charts are created using which option ?
(a) Chart wizard (b) Pivot table (c) Pie chart
(d) Bar chart (e) None of these

37. In page preview mode ................
(a) You can see all pages of }TDUI document.
(b) You can only see the page you are currently working on.
(c) You can only see pages that do not contain graphics.
(d) You can only see the title page of your document.
(e) None of these

38. File extensions are used in order to ................

(a) Name the file (b) Identlfy the file
(c) Answer the file name is not last
(d) Identify the file type (e) Nonewof limse

39. Which one of the following software: appligations would be the most
appropriate for per __"rmmg nunierical.and statistical’ Ealmﬂa’hnns ?
(a) Datahase ' . (b) Pocument processor
: \ (d) ﬁﬁ:ﬁdsheef '

(e) None of these | -
40. Which elem&nﬁ of @ word dogument can be displayed in colour ?

(a) Only graphies | (b) Oniytext (c) All elements

(d) All elements, but only if you have a colour printer

(e) None of these

41. Which keyboard shortcut bolds selected text ?

(a) Cirl+B (b) Alt+B (c) File/format/bold
(d) These all (e) None of these

42, A collection of related information sorted and dealt with as a unitis a
(a) Disk (b) Data (c) File
(d) Floppy (e) None of these

43. MS-Word is an example of—
(a) An operating system (b) A processing device
(c) Application software (d) Aninput device

(e) None of these
44. The blinking point which shows your position in the text is called—

(a) Blinker (b) Cursor (c) Causer
(d) Pointer (e) None of these
45. Which application is commonly used to prepare a presentation/slide
show?
(a) Photoshop (b) Power point (c) Outlook Express

(d) Internet explorer (e) None of these

46. The quickest and easiest way in word, to locate a particular word or
phrase in a document is to use the command.

Viva Technologies



47.

48.

49,

50.

51.

52.

53.

55.

56.

7.

58.

59.

s§ "

Computer

(a) Replace (b) Find (c) Lookup

(d) Search (e) None of these

What kind of software would you most likely use to keep track of a
billing account ?

(a) Word processing (b) Electronic publishing (c) Spreadsheet
(d) Web authoring (e) None of these

What are bas, doc and htm examples of ?

(a) Data bases (b) Extensions (c) Domains

(d) Protocols (e) None of these

A ............ is a unique name that you give to a file of information.
(a) Device letter (b) Folder (c) File name

(d) File name extension(e) None of these

Editing document consists of reading through the document you've
created, then—

(a) Correcting your errors (b) Printing it

(c) Saving it (d) Defeating it

(e) None of these

In a database, .......... fields store numbers used to perform calculation.
(a) Next (b) Key (ﬁj Alpl'mmtmenc

(d) Numeric (€) None nf t]:uase -

All of the follnwing terms are assOCiz

except—" : _ G A

(a) Worksheet (b) ‘Cell : (c) Formuila

(d) Virusdetection (e) None of these '

Which of the fellowing is not true about computer files ?

(a) They are collections of dat;a saved to a storage medium.
(b) Every file hasa file namet
(c) A file extension is established by the user to indicate the files content

(d) Files usually eontain data. (e) None of these

The main directory of a file is called the ...... directory.

(a) Root (b) Sub (c) Folder

(d) Network (e) None of these

To add or put into your document such as a picture or text use—
(a) TV (b) Insert (c) Push in

(d) Squeeze in (e) None of these

What is the main folder on a storage device called ?

(a) Platform (b) Interface (c) Root Directory
(d) Home page (e) None of these

For creating a document, you use ...... command at file menu.

(a) Open (b) Close (c) New

(d) Save (e) None of these

T ) | m— is created by an application.

(a) Executable file (b) Software program (c) Document

(d) Operating system (e) None of these

Two different files can have the same name if ............

(a) They are in different folders. (b) They are on different drives.
(c) Never.
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(d) The names are capitalized differently.

(e) None of these

Meaningful filename helps in easy file .................

(a) Storing (b) Accessing {c) Identification

(d) Printing (e) None of these

A program that enables you to perform calculations involving rows and
columns of numbers is called a ............

(a) Spreadsheet program (b) Word processor

(c) Graphics package (d) Window

(e) None of these

. J—— a document means to make changes to its existing content.
(a) Format (b) Save (c) Edit

(d) Print (e) None of these

Periodically adding, changing and deleting file records is called file
(a) Updahng (b) Upgrading (c) Restructuring

(d) Renewing (e) None of these

How do you save a presentation under a new fi!_g:-mme?ﬁ’?.

(a) Select the file menu and choose saveas’ W

(b) When you closespower point the'file will autn:n_ atically

(c) Select the file menu and.chivese save :

(d) The file will automatically be md under tha new fname if you
change the title -

(¢) None of these

Saving is the process of ....... T -

(a) copying a dodument from mémnty toa stnrage medium

(b) making éhangas to a doéument's existing content

(c) changing the : appearance, or overall look, of a document

(d) developmg a document by entering text using a keyboard

(e) none of these

-.i.be saved

When computer users ........ a document, they change its appearance.
(a) Edit (b) Create (c) Save

(d) Format (e) None of these

What menu is selected to print ?

(a) File (b) Tools (c) Special

(d) Edit (e) None of these

A saved document is referred to as a ............... .

(a) File (b) Word (c) Folder

(d) Project (e) None of these

A command that takes what has been typed into the computer and can
be seen on the screen and sends it to the printer for output on paper
(a) Print (b) Return (c) Jump

(d) Attention (e) None of these

To find a saved document in the computer's memory and bring it up
on the screen to view ...............

(a) Reverse (b) Rerun (c) Retrieve

(d) Return (e) None of these
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Allows you to print ........

(a) Ribbon (b) Monitor (c) Go now

(d) Control-P (e) None of these

The different styles of lettering in a word processing program .....
(a) Font (b) Calligraphy (c) Writing

(d) Manuscript (e) None of these

To change written work already done ..............

(a) File (b) Edit (c) Cut

(d) Close (e) None of these

To exit the program without leaving the application ..........

(a) File (b) Edit (c) Copy

(d) Cart away (e) None of these

A command that saves what you are working on into the hard drive, or
onto a disk ........... .

(a) View (b) Hold (c) Save

(d) Go (e) None of these

A command to get a file you worked on from the rnemm}r where it was
stored ...........

(a) Close _{b) Delete P - ;{c} Open

(d) Getit _ ' (e) Noneof thes&

A program that works likea cale;fia;m for keepuag trackquoney and
makifng budgets ............. s )

(a) Caleulator (I:‘.t} Spreadshﬂat (). Bﬁdgeter

(d) Financier (e). Nene of these

What menu i§ selected to save or save as ?

(a) Tools = . (b) File (c) Format

(d) Edit (e) ‘None of these

A ... includes the file name and possibly a directory of folder
(a) File information packet (b) File button

(c) File directory (d) File specification

(e) None of these

To print a document, press ........... then press Enter.

(a) Shift+P (b) Ctrl+ P (c) Alt+P

(d) Esc+p (e) None of these

A(n) ....... in text that you want printed at the bottom of the page.
(a) Header (b) Endonte (c) Footnote

(d) Footer (e) None of these

What menu is selected to change font and style ? b
(a) Tools (b) File (c) Format

(d) Edit (e) None of these

Items such as names and addresses are considered ......

(a) information (b) input (c) records

(d) data (e) None of these

A telephone number, a birth date, and a customer name are all examples
of ......

(a) arecord (b) data (c) aall

(d) a database (e) None of these
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85. Which of the following contains information about a single “entity” in
the database—like a person, place, event or thing ?

(a) query (b) torm (c) record
(d) table (e) None of these
86. Numbers in table columns are usually ......
(a) right-aligned (b) left-aligned (c) justified
(d) centered (e) None of these
87. By default, your documents print in .......... mode.
(a) Landscape (b) Portrait (c) Page Setup
(d) Print View (e) None of these
88. Which type of file is created by word processing programs ?
(a) database file (b) storage file (c) worksheet file

(d) document file (e) graphical file
89. Data (information) is stored in computers as ......

(a) files (b) directories (c) floppies
(d) matter (e) graphical file

90. The name a user assigns to a document is called a(ajii . .
(a) filename (b) program \ (c}recdlﬁ \
(d) data (€) None of these’ .

91. What is the mainifolder on a stefage device called 2* .
(a) Platferm (b) Interface (c) Root directe

(d) device driver (e). None of these

92. In order to &mall a Word document fm within Word ......
(a) Go to file/Send To/Mail Recipient
(b) Save the file as an e-mail attachment
(c) Start Duﬂaﬁk and attach'the file while open in Word
(d) This is an impossible operation
(e) None of these
93. The...... feature in Word automatically corrects certain spelling, typing,
capitalization, or grammar errors.

(a) AutoFix (b) AutoSpell (c) AutoMark
(d) AutoCorrect (e) None of these

94. You organize files by storing them in ........ .
(a) archives (b) folders (c) indexes
(d) lists (e) None of these

95. In order to create columnar data in Word you need to ............ .
(a) Tab consecutively until cursor reaches the desired place,
(b) Set tabs or use the Table menu
(¢) You need to use Excel
(d) Press the space bar until your cursor reaches the desired place
(e) None of these

96. When you want to move some text from one page to a different page,
the best method is .
(a) dragand dmp (b} cut and past (c) delete and retype
(d) find and replace (e) None of these

97. Ared wavy line under a word indicates that the word .........

(a) is too long for the line of text
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(b) is not in the dictionary file and therefore might be spelt

incorrectly
(c) is not appropriate for that particular sentence
(d) is a verb (e) None of these

98. When creating a word-processed document, this step involves the user
changing how words on the page appear, both on the screen and in
printed form ........ .

(a) Editing text (b) Inserting tables and indexes
(c) Formatting text (d) Proofing documents
(e) None of these

99. The process of arranging data in logical sequence is called
(a) Summarizing (b) Sorting (c) Classifying
(d) Reproducing

100.In a Database Management Systems (DBMS), the content and the location
of the data is defined by the

{(a) Sub Data (b) Multi Dimensional Data
(c) Sequence Data (d) Meta Data
101.Software you can use to create a budget is called @00
(a) word processing software ) graphigcs software
(c) utility software {d} spmadsheat software
(e) None of these .
102. Nmnbers and formulae enfered in a cell are called 0ok ... 4
(a) dabels (b) numeric entries  (c) inm-chcm
(d) text (e) fillers

103.The red wave underline in MS-Word document indicates—
(a) Spelling errors (b) Grammar errors  (c) Address block
(d) Printing errors

104.Which of the following is in the ascending order of Data hierarchy ?

(a) Bit-Byte-Field-Record (b) Bit-Byte-Recod-Field
(¢) Field-Byte-Bit-Record (d) Byte-Bit-File-Record

3 W 4 (© 5 (€ 6 @ 7 &)
10. () 11. (a) 12. (a) 13. (e) 14. (a)
17. (d) 18. (a) 19. (a) 20. (b) 21. _';(;;)
24. (b) 25. (a) 26. (d) 27. (a) 28. (d)
31, (d) 32. (b) 33. (d) 34. (¢) 35 (b)
(d) 39. (d) 40. (c) 41. (a) 42

(b) 46. (b) 47. (c) 48. (b) 4§
(d) 53. () 54. (a) 55. (b)
(a) 60. (c) 61. (a) 62. (c) 63
(d) 67. (a) 68. (a) 69. (a)
() 74 (d) 75. (0) 76. () 77
() 81 (d) 82 () 83. () 84
(b) 88. (d) 89. (a) 9. (a) 91 _
(b) 95 (b) 96. (b) 97. (b) 98, (€
S 102 () 103, (2)104. (@)
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Abbreviation Related to Computer

ADC : Analog Digital Converter
Al : Artificial Intelligence
ALGOL : Algorithmic Language
ALU : Arithmetic Logic Unit
ASCII : American Standard Code for Information Interchange
ATM : Automated Teller Machine

BARC : The Bhabha Atomic Research Centre

BASIC : Beginner’s All-purpose Symbolic Instruction Code
BIOS : Basic Input output System

BSNL : Bharat Sanchar Nigam Limited

CAD : Computer Aided Design

CAM : Computer Aided Manufacturing

CD : Compact Disc

CD ROM : Compact Disc Read Only Memory

CD RW : Compact Disc Read and Write

COBOL : Common Busines§ Oriented Langﬂagé

CPU : Central Processing Urut :

CRT : Cathode Ray Tube

CU ; Control Unit

D RAM : Dynamic RAM

DAC : Digital Analog Converter:

DBMS : Database Management System

DCL : Digital Command Language

DFD : Data Flow D1gran‘1
DNS : Domain Name System

DPI : Dots Per Inch

DRDO : The Defence Research and Development Organisation
DVD : Digital Versatile Disc or Digital Video Disc

E Mail : Electronic Mail

E-Commerce : Electronic Commerce

E-PROM : Erasable Programmable Read Only Memory

EBCDIC : Extended Binary Coded Decimal Interchange Code

EDP : Electronic Data Processing

EDSAC : Electronic Delay Storage Automatic Calculator

EE-PROM : Electrically Erasable Programmable Read Only Memory
ENIAC : Electronic Numerical Integrated and Computer
FORTRAN : Formula Translation

FTP : File Transfer Protocol

GUI : Graphical User Interface

HTML : Hyper Text Markup Language
HTTP : Hyper Text Transfer Protocol

IBM : International Business Machine
ISDN : Integrated Services Digital Network

“,
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Computer

IT : Information Technology

KBPS : Kilo Byte Per Second

LAN : Local Area Network

LCD : Liquid Crystal Display

LSI : Large Scale Integration

MAN : Metropolitan Area Network

MB : Mega Byte

MICR : Magnetic Ink Character Reader
MODEM : Modulator — Demodulator
MS-ACCESS : Microsoft Access

MS-DOS : Microsoft-Disc Operating System
MS-EXCEL : Microsoft-Excel

MS-WINDOS : Microsoft-Windows
MS-WORD : Microsoft -Word

MTNL : Mahanagar Telephone Nigam Limited
NAL : National Aerospace Laboratories
NIC : Network Interface Card

OCR : Optical Character Reader,
OMR : Optical Mark Reader |

OS - Operating Systerft| i

PC  Fersopali€@mputef A W
PDL - Program Des.:gn [.anguage . b s
PL1: Fmgran’\mng Language 17 N

POS : Point of Sales

PROM : ngramxﬁabla Eead Dnl}r Mnry

PSTN : Public Switched telephone Network

RAM : Random Access Memory

ROM : Read Only Memory

RPG : Report Program Generator

S RAM : Static Ram

SCSI Port : Small Computer System Interface Port

TCP/IP : Transmission Control Protocol / Internet Protocol

TFT : Thin- Film Transistor

ULSI : Ultra Large Scale Integration

UPS : Uninterruptible Power Supply

URL : Uniform Resource Locator

USB : Universal Serial Bus

VDU : Visual Display Unit

VLSI : Very Large Scale Integration

VSNL : Videsh Sanchar Nigam Limited

WAN : Wide Area Network

WIMAX : Worldwide Interoperability for Microwave Access
WLL : Wireless Local Loop
WORM : Write Once Read Many
WWW : World Wide Web
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