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1.1 LEARNING OBJECTIVE

Students will get the basic knowledge of computer after learning this chapter. As
computer is developed as a multipurpose machine; we will get the information about
its components, methods, generations and its types in this discussion. Computer is
working as a model, hence we will also understand about characteristics, working of
different components and its fundamental knowledge. We will discuss about different
parts of physical components like Processor; Input devices and Output devices along
with their usage and limitations. In short, students will be familiar with all types of
primary information about computer at the end of this chapter.

1.2 INTRODUCTION OF COMPUTER

Human being is an amazing animal. He does fantastic inventions. He always tries to
make his life easy. This journey of making life easy started from the ancient era and
has reached to a digital information era. Digital Information is an electronics
information system which is based on computer processing.

Each type of work is dependent on gathering of information, usage of information;
management of information and providing information to others. Computer is capable
to do proper processing & storage of information. As decades are passing;
computers are becoming smaller in size with increase in the data storage.
Embedded computers without keyboard and mouse are also invented which are
used in our day to day instruments like VCR, Automobiles, Aeroplane, Train, Power
Plant, Library, Bank, Cinema, Space Centre , toys etc. These embedded computers
are very small in sizes which entertain each & every moments of our life. They are
affecting so much that they are controlling traffic light; metro train; aeroplane and big
ships.

The human nature of inventing new things lead to the invention of a machine:
computer, which performs the calculations easily and is easy to handle.

1.3 CLASSIFICATION OF COMPUTER’S GENERATIONS

Computer’s generations can be classified in two types:-Hardware based generations
and Program/ Software based generations.

1.3.1 Classification of Computer’s generations (Hardware Based)

Hardware and Technology based computers can be divided into five categories
depending on their characteristics.



Generati Time Technolog Characteristics Example
on Period Y
First 1945 Vacuum Less speed, Less IBM
AD to Tubes efficient, Less useful | UNIVAC- 1,
1955 or not useful, Big in ENIAC
AD size.
Second | 1955 Transistor Small in size IBM 1620
AD to compare to previous
1965 generation, Use of
AD coded (Assembly)
Language, More fast
Third 1965 Integrated Small in size, Easy to | IBM 360,PDP 8,
AD Circuits use, Useful in PDP 11
to 1980 | (ICs) business, one type of
AD small computers
Fourth 1980 VLSI (Very | Useful in personal | IBM PC, Apple
AD to Large Scale | work,Useful for | Il, Cray Series
1989 Integration) | Business,fast in | Computers
AD action &
reaction,Computer
which can give very
fast output
Fifth 1989 Latest Very Modern,Simple | IBM Notebook,
AD -till | Software network connection, Pentium Series,
date Technology | Portable,Very fast, PARAM 10000
& Artificial User Friendly etc.
Intelligence
(Al)

1.3.2 Classification of Computer’s generations (Programming/ Software Based)




Computer’'s generations can be classified based on programming or software
technologies.

First First generation’s programming language is called a Machine language or Binary
language. Only 0’s and 1’s are used in this type of language. It is very difficult to
provide data and information using this language. As computer is an electronics device,
it can understand this type of two (bi) digit languages.

Second This generation’s language is called an Assembly Language. This language was written
using coded symbols. This was very cumbersome.
Third These programming languages are called Higher languages. It was very cumbersome

to exchange information in the previous generations. Hence, considering this fact,
Higher level languages were developed as a part of English language. Translator
(Compiler or interpreter) was used to convert this English language into machine
language. Translator's main work is to convert instructions written in English language
into machine language.

Fourth In this generation’s programming language; “What to do” method was adopted instead
of “How to do” to reduce coding or programming work and process was made faster.
SQL (Structured Query Language) is an example of this generation.

Fifth “Artificial Intelligence” was used in this generation’s programming languages. Hence
programming languages were developed in such a way that computer started to solve
the given problems without the help of a programmer. As these programming
languages are useful to find mistakes, to work, to understand and recognize audio or
video and for complex calculations, Artificial Intelligence was used in this generation of
computers. Gradually with the use of artificial intelligence; computer is becoming like a
human.

1.4 TYPES OF COMPUTER

Famous computers using different technologies are as under.

Digital Computers: Computers, which are using the binary
method, i.e. two digits: 0 and 1 are called as digital
computers. They describe information like words and
symbols in binary form. These types of computers are useful
in industrial process and to control machinery work. They
also do management, analysis or copying of huge business
data.

Analog Computers: These types of computers use linear
composition of voltage, current and frequency. Hence this
machine represents continuously changing physical
properties in terms of numbers.

Figure 1.2 Analog Computer



Figure 1.3Hybrid Computer
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Figure 1.5 Mini Computer

Figure 1.6 Personal Computer

Figure 1.7 Laptop

Hybrid Computers: These types of commuters use 0 and 1
i.e. binary method as well as linear composition of voltage;
current and frequency method. Hence computer which uses
both digital and analog technologies is known as Hybrid
Computer.

Mainframe Computers: These types of computers are large
in size and can store huge information. Multiple users can do
multiple jobs simultaneously. Generally many terminals are
connected with Mainframe Computer. They look like small
computer but they are devices only. They transmit and
receive information to main computer through cable. Big
companies, government agencies and universities use such
type of computers.

Mini Computers: These computers are small in size and
less expensive compared to mainframe computers. They can
store huge amount of information. Medium or small scale
business units use such computers.

Micro Computers/ Personal Computers/ Desktop
Computers: These types of computers are very famous.
They are user friendly and affordable. Normally, they are
used in routine work, personal work and business work.
These types of computers are also used in doing routine
transactions. Keyboard, Monitor and Mouse are used in such
type of computer systems.

Laptops: Such types of computers have thin display. They
are light in weight and portable enough to move easily.
Laptop computers are personal computers which can be
used in a mobile manner. As they are small in size; they are
also known as Notebook computers. Single unit of laptop
computer consists of Screen, Keyboard, Touchpad, Pointing
stick and speakers.

Nowadays, a thin version of laptop computer is very famous
and is known as Ultrabook computer. Ultrabook is small in
size and light in weight. Battery life is also very long in this
computer. Very strong and low voltage processor is used in
such computers.



Handheld Computer: Such type of computers can be
accommodated in our palm, are also known as Personal
Digital Assistants (PDAs). They are smaller in size compared
to laptops and are easily portable. In this type of computers,
the commands can be given directly on the screen through
hand. Touchscreens are used in Such types of computers.
They are very useful to store personal information like name,

address, appointments etc.

Figure 1.8 Hand held Computer

Tablet Computer: Computers which are wireless and
portable in nature are called Tablet computers.This is a
mobile computer having touch screen facility. In such
computers, keyboard is not required. Instead of an actual
keyboard, an image of the keyboard is kept. It is used with a
finger or a digital pen. With the help of such kind of
computers, users can send or receive messages, use
Figure 1.9 Tablet internet, can upload or download audio and video files, can
play or see movie, can do photography or listen music.

Like mobile phones, in some tablets making phone calls is
also possible. Computers which can work like phone as well
as tablet are known as Tablets.

Wearable Computer: Computer that can be worn by
humans is known as a Wearable computer. As they are
wearable on human body, they are small in size and light in
weight. These computers are available in the form of Belts,
Spectacles or Rings etc. Using them, it is possible to interact
being in touch with the calculating system. They are turned
on and off less frequently. They can do many works
simultaneously. One programmed chip is installed on one
part of human body using which wearablecomputer is
Figure 1.10Wearable Computer connected. They are useful for the activities in our daily
chores, for some specific movements, observations and also
as a complement to the human brain.

1.5 CHARACTERISTICS OF COMPUTER

Characteristics Details

Speed Computer calculates very fast. E.g. - A Professor or a Mathematician needs
minimum one minute to multiply some numbers and in comparison to that,
being an electronic device, it can do the same calculation within fractions of
seconds. As electronic signal moves very fast, calculations can be done very
fast. In fact speed of computers can be measured in second or milliseconds,
rather in Micro, Nano or Pico seconds.

Accuracy Generally computers never mistake. There is no chance of mistakes, if it has
been given the correct information. Computers do not only mathematical
calculations, but also logical calculations very easily.

Versatility Computer is capable of doing different types of work. Nowadays, computers
are used everywhere- in hospitals, schools, factories, shops, banks, weather
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Characteristics Details
department, for various reservations and also at home.

Storage capacity is one of the most important characteristics of a computer

Storage Capacity through which we can store and retrieve important information as and when
required. It is easy to store any information in computer. Large data
accommodates in a small space of computer. Thousands of pages can be
stored in a small disc and computer can find a single word or data from a large
data base within seconds.

Reliability Computers are reliable. Each and every component of computers is made in
such a way that it fails rarely. .

Repeatability We feel bored if we have to do one job repeatedly. Our efficiency will decrease

(Can do repetitive  and more mistakes will happen. Whereas computers do the same job

tasks efficiently) repeatedly with same accuracy, lightness and concentration. As computer is a
machine, it is never affected by feelings like sadness or boredom.

Automation Computer work on its own. Computer implements all instructions one by one

which are given to it and keep on working until it is instructed to stop the work.

1.6 THEORATICAL UNDERSTANDING OF COMPUTER

We know that computer is a machine. Now, it is also necessary to know on which
principle it works. We know that a mother uses Mixer or food processor in the
kitchen for preparing food. Suppose, if we want to prepare a sauce, we put all
ingredients in a mixer for crushing and the mixer would crush them and prepare the
sauce. This theory is required to understand how a computer works. Computer can
be known as an Information processor as it processes data and provides the
information. Prior to that, we need to understand what the data are and what the
information is.

DATA: Numbers, figures, alphabets or other facts are called as Data. For example:
Marks of students, distance between two places, time and name of a place are not
useful in their original form. But after processing this data, they become useful. If we
compare these data with other data, they will be useful. Data will become more
useful if we compare marks of two students. Such as,

e Akshar scored 450 marks out of 500.

Now after comparison, we can understand that Yogi scored more marks compared
to Akshar. If we have marks of all students then we could have known about Yogi’s
rank in the entire class.

Information: The result which we get after processing data is referred as
Information. Information is useful in its original form itself. Thus, we get information

from data.
Common Examples of Information:

e Akshar got more marks than Yogi.
e Train is late by 40 minutes.
e Distance between Bhavnagar and Ahmedabad if 180 kms.




Processing: Work done on data is Process. Ex: Summation: subtraction or
comparison. Data is converted into information by processing. So let us now define
computer.

A machine which processes data and provides information is known as a Computer.

Computers provide information as follows:
e Instruction and data are fed into the computer.
e Computer processes the data as per the given instructions.
e Thus gives us the information after processing data.
Input—->Processing—>Output
Data—>Processing->Information
The difference between data and information can be represented in a tabular form as
follows:

A set of statistics and facts Organized Data

Less Useful More Useful

Can be converted into information Can be used to take decisions

Considering all the above factors, computer is a simple model which functions with
its basic components input, memory, processor and output.

Input Unit: To perform any kind of task, computer has to be given commands.
Arrangement has been made such that computer can accept commands and
instructions given by the user for processing, and is known as the input or import
unit. For example: Mouse, Key-board, Scanner etc.

Memory: Information entered through input devices is stored in computer memory.

Processor: Processing unit or Processor does various types of processing on
information stored in computer memory.

Output Unit: Results generated by the processing unit is presented to the users by
the Output unit. Examples of Output Devices: Monitor, Printer, Plotter etc.

After looking at four main components, let us concentrate on where these
components are connected in computer.



System Unit Screen Monitor

Speaker

Keyboard

Microphone

Mouse

Figure 1.11 Different parts of Computer

Figure 1.11 shows different parts of a computer. Thus computer is a collection of
different parts.
Let’s study them in detail.

System Unit: System unit is an internal part of a computer system. Normally, you
will find one rectangle box below your desk is the CPU, with many useful electronic
sections. They are useful in data processing. CPU is the main component among all
components which works as the brain of a computer. There is a second component
which is the memory unit, which stores the information for short time until the CPU is
ON. When the computer is turned off; all the stored information will be erased.
Besides this, there are some disc devices which store the data permanently, retain it
even when the computer is turned off.

Now let us see the functioning of computer’s brain which is the Central Processing
unit.

Function of CPU: CPU is the main part of a computer system, is divided into three
parts.

Control Unit: Control unit is a part of CPU. Function of CU is to bring out the
information stored in memory and to monitor the execution of commands after
decoding. It also takes the help of ALU (Arithmetic and Logical Unit) for doing
calculations.

Functions of Control Unit: Control unit controls and does proper management of
data flow sent by the processor through electrical paths. It manages different
activities done by the unit:

e To get the command from memory, to decide the type of it, to implement it
and to store the result in memory at the end.
Directs the information flow of different parts.
Interprets the commands.
Controls the processor time.
To transmit control signals to variety of devices and to receive the same.



1. Arithmetic Logic Unit (ALU): ALU is a part of computer which does different
logical works and mathematical calculations like addition, subtraction,
multiplication and division. It is a high speed digital circuit which solves puzzles
and does comparison too.

Functions of Arithmetic Logical Unit: It executes almost all mathematical and
logical functions done by the computer. For this, it takes required information
from a fixed computer memory which is known as the Processor Register. After
getting the information; the ALU processes it and the result is stored in the ALU
Output register. It does addition and subtraction kinds of activities too. Complex
calculations are also carried out in this unit only.

2. Register: These are high speed storage components. Each datum is recorded in
registers before it is processed. For Example: While multiplying two numbers,
both the numbers will be recorded in register as well as their results will also be
recorded in register. (Apart from actual information, information about the location
where information is stored is also recorded in the register)

1.7 STORAGE DEVICES

Human beings are capable of storing data in brain and can recollect it when
required. Likewise computer can store both data and information in the storage
devices.

There are two types of computer memory: Primary Memory and Secondary Memory.
Let us see both these memories in detail.

1.7.1 Primary Storage

Primary storage is also called as the Main storage or Memory.

Primary memory is a memory that remains in touch with CPU constantly. It stores
information, gives proper commands and takes care of them as per requirement. All
types of information, data and applications are stored here systematically. Primary
storage is of three types as shown below.

Primary Storage

RAM ROM Cache Memory
(Random Access Memory) (Read-Only Memory)

RAM (Random Access Memory)

RAM is a storage place where information is stored and can be accessed fast. RAM
is one kind of volatile memory. Volatile memory is a memory in which electricity
power is required to access a memory. If electricity is not available during that time,
then stored data cannot be retrieved.
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There are two main types of RAM:

1. Dynamic RAM: Dynamic RAM stores information for fraction of a second. It has
to be refreshed thousands of time per second. It is slower and cheaper than static
RAM.

2. Static RAM:Static RAM uses a completely different technology. Static RAM
stores information till the power is on. It is expensive and consumes more power
and is faster than Dynamic RAM.

1.7.1.2 ROM (Read Only Memory)

It gives a facility to read only from a computer. Data and commands are stored in it
when it is being manufactured. It is a kind of static memory. Data can be stored here
permanently. The information is retained in it even if the computer is turned off. Data
in ROM is not modifiable. ROM is suitable to store the data which are not required to
be modified. Even during power cut, it is capable to store them, thus it is permanent
and Non-volatile in nature.

Non-Volatile Memory: There are various types of ROM available as:

e Programmable Read Only Memory (PROM)

e Erasable Programmable Read Only Memory (EPROM)

e Electrically Erasable Programmable Read Only Memory (EEPROM or Flash
ROM)

e Electric Alterable Read Only Memory (EAROM)

Some ROM are Non-Volatile but can be reprogrammed.

e Programmable Read Only Memory (PROM): In this ROM, data program is
written on empty chip using a special unit named PROM writer.

e Erasable Programmable Read Only Memory (EPROM): It is the kind of
ROM, where data written on it can be erased by exposing it to Ultraviolet light.

e Electrically Erasable Programmable Read Only Memory (EEPROM): In
this PROM, electrical signals are used to erase information instead of
ultraviolet light.

e Ultraviolet Erasable Programmable Read Only Memory (UVEPROM): This
memory can be erased and reprogrammed using ultraviolet light.

1.7.1.3 Cache Memory

Cache: Cache is a high speed memory which is between the CPU and the Main
memory. In this, data which are in use at present and data which have been used
recently used can be stored. It is effective because it is faster than the main memory
but its storage capacity is less as it is more expensive than the main memory.

1.7.2 Secondary Storage

Secondary storage technology is related to storage devices and storage media that
are not directly accessible through computer. Hard disk, CD, DVD is examples of

12



secondary storage media. It is generally used for storage and backup purposes.
When computer stops working, secondary storage devices are used to restore the
backup in the new system. Hard disk and magnetic tape works on magnet principle
whereas CD, DVD and Blue Ray Disk work on the principle of light. Let us see some
of the examples of secondary storage of computer.

Secondary Storage Description

Magnetic Tape: Magnetic tape is a very thin plastic strip on which Iron
Oxide has been coated. In this storage, information can be written and
read sequentially. Storage capacity of tape is from Kilobytes to
Megabytes.

Figure1.12Magnetic
Tape

Floppy Disk: Floppy disk is also used to store information permanently.
Floppy disks are available in various sizes such as in 2”7, 5.25” and 3.5".
Storage capacity of floppy disk is 1.44 MB.

Compact Disc: Compact discs (CD) are used to store Audio, Video, text
or any other information in digital format. 120mm CD has a storage
capacity of 700 MB.

Figure 1.14 Compact
Disk

Types of Compact Disks:

Disk Type Description

CD-ROM CD-ROM data can only be read. Data is recorded on this disk from the
beginning and stored information cannot be changed. It is mostly used for audio
CD recording.

WORM/CD-R WORM (Write Once Read Many) is meant to be written once and read many
times. Using CD-R drive connected to computer, computer gives permission to
make their own CD-ROM disk to WORM users.

CD-RW CD-RW Compact disk is used to re-write the data in the CD. Here the data can
be written on a CD through a CD Burner. Unlike CD-R (CD-Record), data on the
CD-RW can be re-written.

A DVD is called as Digital Versatile Disk or Digital Video Disk. It is useful for
/ N storing information permanently. DVD has minimum storage capacity of 4.7 GB.
f . | DVDs are one sided or two sided and every side can have two layers. Two layer
\ | DVDs are capable to accommodate video, audio and other information up to 17

- / Gigabytes.

Figure 1.15DVD
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Let’s give a look on different types of DVDs.
DVD Type Description ‘

DVD-R Information’s can be recorded for one time only on DVD-R and data is retained
permanently on the disk. This disk cannot be recorded for second time. DVD-R
has a storage capacity of 4.71 GB generally.

DVD-RW DVD-RW is suitable to re-write the data. Information’s written on DVD-RWcan be
removed without any problem and can be recorded for number of times.

DVD-ROM DVD-ROM Digital disk is useful mainly for storing huge software programs only. It
is just like a compact disc (CD-ROM) but has more capacity. Storage capacity of
DVD- ROM is approximately 4.38 GB.

Blu-Ray Disk: Blu-Ray disk is known as BD. It is a new Optical disk format, jointly created by Blu-
Ray Disk Association and world leader consumer electronics group. Blu-Ray disk
has been developed for mass storage of high quality videos (HD video playback)
and recording. Its storage capacity is five times more than a DVD. Storage
capacity of one BD is 25 to 50 GB. Blu-Ray disk having storage capacity of 500
GB is under development.

Hard Drive: Hard Disk is a magnetic disk, is set in a sturdy box which is known as
a Hard Drive. The hard drive is configured in CPU box. According to the

instructions, computer can read and write the content from the Hard Disk. Hard

disk stores all the information in its magnetic area. So even if there is power failure
) or computer is turned off by mistake, stored information will not be erased. Hence
Figure 1.16 it is known as Local Storage device.Hard disks are faster than the floppy disks. To
Hard Drive transfer large amount of data, external hard drives are available in the market
which can be connected externally to the CPU through USB port.

Pen Drive:Pen drvie is able to store the data for long time. It is solid and is a highly
> durable storage device. It does not need any extra software and is compatible to
s connect with most computers..

Figure 1.17 Pen A pen drive can be used easily by students, professionals and academicians

Drive being small and handy device.Currenlty it is available with storage capacities of
8GB, 32GB and even more. Graphics, heavy documents, photographs, music,
videos and movies can be stored in a pen drive. A pen drive is plugged into
computer's USB port and is a plug-and-play device. It comes with a USB port.
Using pen drive data can be transferred easily from one machine to another
machine. Moreover being small in size, it can be handled easily, and can be kept
in pockets or purse.

1.8 INPUT DEVICES

The unit that puts or feeds data into the computer is known as the input device,
through which the data or informations are entered into the computer. Computer
input devices are used to provide data as well as control signals. Here we will get
information about some importanct input devices of computer.
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Keyboard: The most common and
popular inpur device is the keyboard.
The keyboard is used the input of
data into the computer. keyboard has
82 or 102 keys. Keyboard with 104
keys are available for internet and
windows.

Figure 1.18 keyboard

The utilities of various keys on the keyboard is shown in the following table:

Ke _ Description
Alphanumeric These keys include characters (A-Z,a-z) and numbers(0-9)
Key

Numeric It is used for inputting the statistical data or for cursor movement. In general, it

Keypad has a 17 key set

Function Key These keys are used to control cursor and screen. Keys F1 to F12 are the
function keys.

Special Key These include “Enter, Shift, Caps Lock, Num Lock, Space bar, Tab, and Print

Screen" keys. Each key is used for a particular purpose.
It also includes Home, End, Insert, Delete, Page Up, Page Down, Control(Ctrl),
Alternate(Alt), Escape(Esc) and four directional arrow key.

Mouse: The mouse is the most popular pointing device. It is very
famous cursor control device. In general, a mouse contains two
buttons — left button and a right button and a scroll bar in the
center. Mouse can be used to control the position of the cursor on
the screen.

Figure 1.19 Mouse

Joystick: Joystick is used to move the cursor on the screen of the
monitor. It is a directive device. Joystick can be moved in all the
four directions. The function of the joystick is similar to the mouse.
It is primarily used for Computer Aided Design (CAD) and playing
computer games.

Figure 1.20 Joysick

Light Pen: Light pen is a pen like pointing device.lt is useful to
display the selected menu item. It is an optical system that is
placed in a small tube, which sends corresponding signals to the
CPU.

Figure 1.21 Light Pen

Track Ball: Track ball is mostly used in laptops or notebooks. It is
a semi-rounded ball where in the indications are given by the
movement of the fingers on the ball. The track ball takes up less
space than the mouse. The track ball is available in different
shapes like ball, button or square.

Figure 1.22 Track Ball
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Scanner : Scanner is a device which is used to copy the
information from paper to hard disk. The copied data can be edited
using the softwares.

Digitalizer: The Digitalizer converts the analog data into digital
form.It can be used by computers to create pictures. It converts the
graphical and pictorial informations into binary form. It is also
known as digital tablet or a graphics tablet.

Touch Screen: The users of the touch screen interact with the
computer by touching the pictures or words on the screen. The
Touch screen is sensitive to human touch. Touch screen kit
includes a touch screen panel, controller and hardware driver.
Touch screen can be used by moving the hand or fingers on the
screen. Touch screens are the most popular device for tablets and
smart phones.

Microphone: The use of microphone is to store the input voice
into digital format. Microphone is used to add sound and mix music
for multimedia presentations.

Magnetic Ink Character Reader (MICR) :MICR is useful in a
large number of banks to process check. Bank code numbers and
cheque numbers can be read into this machine. This process of
reading is referred as Magnetic Ink Character Recognition (MICR).
The main advantage of MICR is that it is fast.

Optical Character Reader (OCR): OCR is useful for reading
printed text. OCR optically scans the characters and stores the text
in memory.

Bar code Reader: Bar code reader is a useful tool for reading bar-
coded information (the information in the form of light and dark
lines). Bar-coded data usually found on books and some other
products also, is being scanned by the Bar code reader and is
converted into alphanumeric value.

Optical Mark Reader (OMR): OMR pen or pencil is useful to
identify the type of account. OMR is used to check marked
answers of MCQ exams by verifying against the correct options for
answers.

Figue 1.23 Scanner

Figure 1.24 Digitalizer

Figure 1.25: Touch Screen

Figure 1.26: Microphone

Figure 1.27 MICR

|

7

Figure 1.29Bar code reader
OMRS50FS »

Figure 1.30 OMR
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1.9 OUTPUT DEVICES

Output devices are those parts of the computer, that provide information processed
by the compouter as output. Lets take a look on some of the output devices listed
below.

1. Monitor 2. Printer 3. Plotter 4. Projector 5. Speakers
Monitor: Monitor is the most popular and commonly used output device.
The output by Monitors is similar to telvesion screnes and is intanigable in
nature. However the output can be printed on paper. Various types of
monitors like Cathod Ray Tube (CRT), Light Emiting Diode (LED)/ Liquid
Crystal Display (LCD) are available. These types of monitors are thin in
size, light-weighted and occupy less space.

Figure 1.31 Monitor

Printer: Printer is a very useful output device. Prinnter is used to print the
infomration on a paper.Printers are of various types. Followng is the classification of
printers:

Types of Printers:

1. Impact Printer
a. Character printer
e Dot Matrix printer
e Daisy Wheel printer
b. Line printer
e Drum printer
e Chain printer
2. Non-Impact Printer
e Laser printer
e Inkjet printer

1. Impact Printer: In this type of printer, ribbon is used to print the characters. The
characters hammered on the ribbons are printed on the paper.The paper and the
head (head like part of hammer) containing the characters are in physical contact
with each other.

Characteristics:
. Very low consumption cost
Produces too much noise
Useful for low cost bulk printing
To print, it gets in physical contact with the paper

1.1  Character Printer: This printer prints one character at a time.
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1.1.1 Dot-matrix Printer:

In dot-matrix printer, for character

formation, a specific pattern of matrix of pins is used where-in the
size is pre-decided (5*7, 7*9, 9*7 or 9*9).

Advantages:
° Reasonable in price
° Used very widely
. Characters of other languages can also be printed. Figure 1.32Dot Matrix

Disadvantages:

. Only text can be printed.

. Speed is slow.

. Poor printing quality

Printer

2. Non-Impact Printer: This printer prints one line at a time. In this type of printer,
there is no physical contact between the printer and the paper.

Characteristics:

. Faster than other printers.
Does not produce noise.

[ ]
° High quality printing
[ J

Printing facility with various sizes and font.

2.1 Laser Printer: In this printer, printing is done by the laser beam.
Advantages:

Faster.
Text and graphics output with excellent quality.
Characters with different size and font.

Disadvantages:

Figure 1.33 Laser Printer °

2.2 Inkjet Printer

Figure 1.34 Inkjet Printer
3. Plotter

Figure 1.35 Plotter

4. Projector

Expensive.
Cannot be used to produce multiple copies of a single page.

Inkjet printer is a non impact printer based on relatively new
technology. This printer prints the characters by spraying tiny
drops of ink on the paper. Inkjet printer offers high quality output
with better facilities.
Advantages:

. High quality printing.
Disadvantages :

o Costlier.

. Slow in compared to laser printing.

Is a graphics printer, that makes the graphs, diagrams, line
drawings and images with one or more automated pen. Plotters
are used to print very high resolution point-to-point lines.

Engineers use plotters because they are larger in size and are
very precise. It is mainly used to print maps.

Projector is an output device that can display the computer
screen and can project the bigger version of the same on a flat
surface. Projectors are used in meetings so that the presentations
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could be seen by all, present in the room.
Types of Projector:

e Cathod Ray Tube (CRT)
e Liquid Crystal Display (LCD)
¢ Digital Light Processing (DLP)

Figure 1.36 Projector

5. Speakers
The speaker is used to listen the audio file and the files recorded
in a computer. It is convenient to reduce and increase the volume
of sound. It produces the sound by converting the digital data of
the computer into analog data.

Figure: 1.37 Speaker

1.10 TYPES OF SOFTWARE

Software means set of instructions. Physical devices which can be seen and
touched, e.g. Keyboard, monitor, CPU, etc. are known as hardware whereas that
part which can only be seen but can’t be touched, is known as the software, for e.g.
Operating system. Software can be divided as:

Computer Software

System Software Application Software

System Software:

e System software is a collection of one or more programs.
It controls the computer hardware and provides a platform to run the application
software.

e The programs that are the part of System software are assembler, compiler, file
management programs, system utility and debugger etc..

e When you install the operating system on your computer, the system software
gets installed

e Examples of system software are Operating systems like windows, Macintosh,
Linux, Compiler, Scan disk, backup utility.

Application Software:

e |tis a collection of one or more programs.

e It helps the user to solve real problems and to perform specific functions.

e The programs containing the actual work of the user are the application software

e Examples of application software: word processor, spreadsheet, database,
entertainment softwares.

Relationship between system software and application software: (Figure 1.38)

e System software provides an interface by which application software can run.
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System software provides an interface between the hardware and application
programs.
Application software can be executed only if the system software is present.

APPLICATION SOFTWARE

(Computer Games, Spreadsheet, Word Processor,
Database, Internet Browsers)

SYSTEM SOFTWARE
(Operating System, Utility)

HARDWARE
(CPU, Disks,
Mouse,Printer, etc.)

Figure 1.38 The relation between application software and system software
Open Source Software:

The software whose source code (Basic program code) is available,is an Open
source software
The source code could be modified by the user.
With the open source software, the source code is readily available to the user.
Open source software, provides all the controls to the user.
Example of Open source: MySQL, LAMP, VLC Media Player, PostgreSQL
Open source software could be shared and integerated.

1.11 USES OF COMPUTER IN VARIOUS DOMAIN

Because of the human’s quatlity of inventing new things, he invented computer, a
device which can perform calculationsfast and easily and is ease to use. List of
some of the domains or areas where it is playing its major role are :

Areas where computer have stepped in :

Monthly light bill and telephone bill that we receive are prepared by computer.
Reservations of airways or railway tickets to travel to different places can be done
from any place through computer.

Payment of various bills also could be done through computer.

Complaints regarding any part of the computer are also fed in computers only.
This will help to have a better control on the complaint. The status of the
complaint like whether the complaint is resolved or not can also be tracked easily.
The markseheet of the university that we obtain, is also prepared by computers.
Computer is also widely used to exchange and share the information.

Accounts, large bills and ledgers are maintained through computer.
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The information about the products that are available and sold by the large
departmental stores is stored in computers.

News readers keep terminals on their desk. This helps them to deliver the news
quickly and with diversity.

Computer are used for providing security in shopping malls, banks, schools,
colleges, public or private hospitals, railway stations, airports etc. These days
computers are also used for reservations on the roads with heavy traffic.

Now a days computers are also required for gaming, applications and using
softwares.

Commercial organizations, public agencies etc use computers to enhance their
business.

1.12 LIMITATIONS OF COMPUTER

Lack of thinking ability: Computer is not capable to think on its own. It only
follows the instructions being given to it irrespective of whether the information is
right or wrong.

Inability to learns from the mistakes: Human mind learns from his past
mistakes, but computer repeats the same mistake again and again due to lack of
thinking ability.

Dependent on electricity: Computer is an electronic machine. So it is not able
to work without the source of electricity. On the other hand it is possible that file
may get corrupted or damaged due to sudden power cut while working. However
the work can be saved by using Uninterrupted Power Supply (UPS).

1.13 CHECK YOUR PROGRESS - POSSIBLE ANSWERS

Q1. Choose the correct option .

1

Which of the following is an example of input device?

A) Keyboard, mouse B) Scanner, joystick C) Electronic card reader, MICR D) All
of the above

Which type of data could be fed by a keyboard?

A) Alphabets B) Numbers C) Special characters D) All of the
above

When was ENIAC invented?

A) 1945 B) 1946 C) 1947 D) 1948

What is the full form of Al?

A) Arithmetic Intelligence B) American Intelligence C) Artificial Intelligence D)
None of these

Computer memory which can only be read is called what?

A) RAM B) ROM C) Static memory D) Dynamic
memory

Q2. Fill in the blanks with appropriate words.

1.

The computer that uses the binary methods i.e 0 and 1is known as
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. (Digital Computer, Analog Computer, Mobile phone)

2. Numbers, group of digits, alphabets or other facts are known as
(Information, Data, Facts)

3 The machine that process the data and converts into information is called

. (Calculator, Computer, Mobile)

4, , works as the brain of the computer. (Monitor, keyboard, CPU)

5. is a storage that stores the information and can be accessed fast.
(Control unit, RAM,Monitor)

Q3. State whether the following statements are true or false.

1. A special software is required to use a pen drive.

2. In a keyboard the keys from F1 to F12 are called the function keys.

3 Joystick is mostly used for Computer Aided Designs (CAD) and playing
computer games.

4. The users of the touch screen communicates to the computer by touching the
pictures and words on the screen.

5. Mike converts the waves of sound into electromagnetic waves.

Q4. Match the following :
Column A Column B

1. First Generation a. Transistor Answer:

2. Second Generation b. Vacuum tube
. . i . Q1.1.D

3. Third Generation c. Artificial Intelligence 2D 3A

4. Fourth Generation d. Very Large Scale Integration ég 1 Dsiéi?al

5. Fifth Generation e. Integrated Circuit Coﬁ”np.uter 2.

Data 3.

Computer 4. CPU5.RAM

Q3

. 1. False 2. True 3. True 4.True 5. False

Q4.

First Generation - vaccum tube

Second Generation - Transistor

Third Generation - Integrated circuit

Forth Generation - Very Large Scale Integration
Fifth Generation - Artificial Intelligence
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Unit 2: Introduction to Windows 2
Operating System

Unit Structure

2.1. Learning Objectives
2.2. Introduction to Windows 7 operating system
2.3. History of Windows
2.4. Windows 7 Desktop

2.5. Gadgets
2.6. Taskbar
2.7. Aero pick
2.8. Start menu
2.9. Toolbar

2.10. Pinning an application in taskbar

2.11. Notification area

2.12. Dialog Box

2.13. Windows Accessories

2.14. Security settings

2.15. Check your Progress: Possible Answers
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2.1 LEARNING OBJECTIVE

After studying this unit, the following topics will be familiar.

e Basic understanding of how Windows came into existence and how many
versions it has.

e Various components of Windows operating system like: Taskbar, Start menu,
Toolbar, Notification area, dialog box etc.

e Changing background of Windows 7 Desktop, creating shortcut, how to
display toolbar.

¢ New features like aero pick and gadgets in Windows 7.

e Utility programs like paint and WordPad available in Windows 7.

e Security system.

2.2 INTRODUCTION TO WINDOWS 7 OPERATING SYSTEM

Windows 7 is developed by Microsoft for personal computers and it is in use since
20009. It provides many new facilities as compared to previous versions of Windows.
There are mainly three editions of Windows 7.

i. Ultimate
ii. Professional
iii. Home

Windows 7 does not have some features like data security, management and
networking. These features are available in Windows Professional and Ultimate
editions. Home edition contains games like chess, which is not available in
Professional edition. Ultimate edition have all features.

To install Windows 7, it is necessary to have the following hardware’s.

32-bit or 64-bit processor with 1 GHz or more speed.

Minimum 1 GB RAM for 32-bit and 2 GB RAM for 64-bit processor.

Minimum 16 GB hard disk for 32-bit and 20 GB hard disk for 64-bit processor.
DirectX 9 graphics device and WDDM 1.0 or later.

2.3 HISTORY OF WINDOWS

Bill Gates and Paul Allen jointly started Microsoft Company in 1975. Thereafter
following versions of Windows 7 were released in different years.

Logo Year Version Main Features
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Logo

Year
1985

1992

1995

1998

2001

2006

2009

2012

Version
1.0

3.1

95

98

XP

Vista

Main Features

To do any work in MS-DOS, it require to type the command.
Whereas Microsoft Windows 1.0 has the facility to do tasks
easily by just cliking icons or options and moving the mouse
on the screen . Additionaly, it was simpler to learn and use
Windows through drop-down menus, scroll bars and dialog
boxes. It was easier to switch between two windows.
Moreover, It included facilities like file management, paint,
window writer, notepad, calculator, calander, clock and games.

This version was significantly better than the previous version.
It contains advanced graphics with 16-bit colour and improved
icons. It included programs like program manager, file
manager, print manager and was having more games. It also
provided network support.

Windows-95 was a 32-bit operating system with facilities like
internet, dial-up networking, plug-and-play fetaure to install
hardware and software, multimedia, mobile computing and
networking. Fot the first time, facility was provided for menu,
taskbar, start button and minimize-maximize-close buttons for
windows.

Using Windows-98, it was easier to get information using
computer and internet. It facilitates the use of DVD disk and
Universal Serail Bus (USB). It included quick launch bar to
open the programs quickly.

Windows 2001-XP was a speedy and better operating system
having simple visual design containing start menu, taskbar,
control panel, network wizard, media player, movie maker and
digital photo, remote desktop, file encryption system,
advanced and wireless network, windows messanger, remote
assistance facilities.

Windows-Vista provided powerful security, user account
control, bit locker drive encryption, new start botton. Moreover,
it sopported 35 languages.

Windows-7 includes more themes, desktop slide show,
gadgets and slide bar, federated serach, jump list, touch
screen, shake and snap features. One can pin the application
in taskbar, have better thumbnail view of open application. It
provides notification area and aero pick button.

Windows-8 is totally in a new look. One can work using mouse
and touch-screen. It includes window store, cloud storage,
new task manager, anti-virus defender etc..

2.4 WINDOWS 7 DESKTOP

After Windows 7 start up, the first screen seen is called the Desktop. It is shown in
figure 2.1. It contains taskbar, background image or colour, icons or shortcuts,
various gadgets selected by the user etc. Now let us understand these various

components.
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Icon Background image Gadget

Taskbar

Figure 2.1 Desktop

2.4.1 lIcon

When right button of mouse is clicked anywhere on the desktop, short cut menu is
opened as shown in the figure 2.2. On selection of the “Personalize” option, a
window is opened as seen in figure 2.3. When “Change Desktop lcons” is selected
from this window, a dialog box is opened as seen in figure 2.4. Required icons can
be selected by checking the boxes and unwanted icons can be removed by non-
selection of check boxes. On pressing OK button, icons are added or removed as

per user’s choice.

IERERNNEENNE]
W =)l  Monday

(@@ [& ) Control Panel » d

Control Panel Home

Change desktop icons
Change mouse pointers
Change your account picture

Display
Taskbar and Start Menu

Ease of Access Center

, ; T | Seorch Controt Pone

Change the visuals and sounds on your computer

Click a theme to change the desktop background, window color, sounds, and screen saver all at once.

Unsaved Theme

Aero Themes (7)

Desktop Background

® Troubleshoot problems with transpar

[T EERSNSIE]

Figure 2.3 Change Desktop icons
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= Desktop Icon Settings

Desltop lcons
: Becycle Bin
[] User's File: [ Control Panel
[ Network
ﬂ’!ﬂ" R @ &
Computer HIMANSHU Networlc Recycle Bin
fFully
G,
&
Recycle Bin
(empty)
Change lcon... ] ’ Restore Default
Alow themes to change desktop icons
[ ok || Cancel || oply

Figure 2.4 Setting desktop icon

To create other icons, the following method can be used. For example, if you want to
create a shortcut for Microsoft Excel, then select Microsoft Excel 2010 program form
start menu, right click the mouse and select “Send To”=»“Desktop (create shortcut)”.
Shortcut icon of Microsoft Excel 2010 program will be created on the desktop. In this
way, shortcut can be created for other programs.

LLLLLLLLLY
Monday

Troubleshoot compatibility 2 8

Unpin from Taskbar April 2014
Pin to Start Menu

Adobe Restore previous versions

112
ApacheToma ™ st »| 4 Compressed (zipped) folder :

GoogleChrom  Cut B Desktop (creste shortcut)

sl oy i Documents

). Java Developm & Farecipient
| Maintenance | Delete ) Mail recipient

|- Microsoft Offi¢ ¥ Rename & localDisk(C) w!ﬁ I
(] Microsoft £ - bz b

Properties

(] Microsoft ~ | 'm '
(1] Microsoft InfoPath Designer 2010 |~ [ | -

ture ")

ure y

(2] Microsoft InfoPath Filler 2010
(W] Microsoft OneNote 2010
[0 Microsoft Outiook 2010 - —
(P] Microsoft PowerPoint 2010 GRS " ' Windows Meda Cent
(B Microsoft Publisher 2010 ¥
(5] Microsoft SharePoint Workspace 201
(] Microsoft Word 2010

Microsoft Office 2010 Tools i  Default Programs

4 Back Help and Support

[ Scosch pragiums aid files ) WE‘
B - o

€ =

Figure 2.5 Create a shortcut
2.4.2 Background Image

To change the background image on the desktop, right click anywhere on the
desktop to get shortcut menu as seen in figure 2.2. Select “Personalize” option to get
the screen as shown in the figure 2.3. On the selection of “Desktop Background”, a
window is opened as shown in the figure 2.6. It has the following options.

Picture Location :When “Browse” button is pressed, it opens folders. You can
select the folder where pictures are stored and see the list of pictures in this folder.
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Select All :To select all pictures in the folder.

Clear All :To unselect all pictures in the folder.

Picture Position : To select the view of the picture.

Change Picture Every : To select the time (seconds, minutes or hours) for changing
a picture in case of multiple picture selection.

Shuffle:To specify repeated display of multiple selected pictures

After selecting above options, press “Save” button. It will change the background and
images as per the selected options.

@Qv" <« Personalization » Desktop Background v ‘ 5 ‘ ‘ Search Control Panel pel [

Choose your desktop background

Click a picture to make it your desktop background, or select more than one picture to create a slide show.

Picture location: [WindowsDesktopBackgrounds vH Browse...

Select all Clearall

4 Architecture (6)

& ff, e —
Nid"-" =
]

A

14773

>

m

4 Characters (6)

[7 [1 [ [} -

&l

Picture position: Change picture every:

30 minutes v | [V]Shuffle

- =
Zr ,\‘| Fill -

[ Save changes ] [ Cancel

Figure 2.6 Change Desktop background

2.5 GADGET

In Windows 7, gadget is a small application which provides the facility to know
frequently changing information like time, usage of computer, news, whether etc.
Manytimes, it is also called the Applet. Figure 2.7 shows “Clock” gadget.

b @l «—— To close gadget

For gadget settings

<«— To move gadget

Figure 2.7 Clock gadget
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<——— To see more gadgets

Type gadget to
besearched

\ Gadget Description

< To hide gadget details
Figure 2.8 Gadgets
To have gadget on the desktop, right click anywhere on it and select “Gadgets” to

get the dialog box as shown in figure 2.8. Double click the required gadget and it will
be added on the desktop.

2.6 TASKBAR

Usually taskbar is located at the bottom (Refer Figure 2.1). Taskbar always remains
present on the screen. Taskbar is divided as follows:

(1) Start button: On clicking the start button, we can choose the application from
menu as per our choice and can execute it.

(2) Quick Launch or Middle Toolbar: Here it shows small icons for all open
applications. Applications can be quickly closed from here. Usually, when
Windows is installed, applications like browser and media player are launched in
the taskbar.

(3) At the right end, it shows system time and date. Nearer to this, it shows various
tools for computer settings which enables to perform certain tasks very easily.
For example, increase or decrease the volume.

(4) Minimize or maximize applications using taskbar:The icon of the application
which we are using currently is seen on the taskbar. On single clicking of the
icon, the application can be minimized.. clicking it again will maximize the
application.
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There is another way to minimize or maximize an application. In the title bar of the
application, three buttons are available on the right side at the top. On clicking
minimize or maximize button, application will get minimized or maximized.

2.7 AERO PEEK

With the help of Aero Peek feature, you can see the desktop whenever you want. To
do so, press “Show Desktop” button (refer figure 2.9) available at the rightmost end
of the taskbar. It will minimize all the application windows and will show the desktop.
When pressed “Show Desktop” button again, all application windows will be seen as
before.

FHNNNNNNNNN
Monday

28

April 2014

112
2
9 3

8 4
7 6

Lal =l

B o e =]
Figure 2.9 “Show Desktop” button

Preview open window: when more than one windows are open, you can see the
thumbnail (refer figure 2.10) of the window by clicking the application window icon in
taskbar. Thumbnail view will help to know what is going on in an application window
and can select it by clicking.
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Figure 2.10 Thumbnail preview of an Application

For example, as per figure 2.10, task bar contains icons of many open applications
like word, excel, PowerPoint. We are working in word. Now it will preview excel when
a mouse is moved on excel application icon and it will open when clicked.

Check your progress

N =

o gk w

Add icon of Control Panel on desktop.

Set the background picture using any picture from your folder such that it is
changed after 1 minute.

Add CPU Meter gadget on desktop and then remove it.

Add shortcut of Microsoft Word application on desktop.

Change system date and time.

Set volume to 80%.

2.8 START MENU

With the use of start button, one canopen computer programs, files, directories
(folders), settings, installation etc. Using start menu, we can easily open the
application of our choice, shut down the computer, search any file or directory, install
new fonts etc. Start menu can be activated or opened in three ways.

1.
2.
3.

By clicking the start button available on the desktop.
By pressing the start key from the keyboard.
By pressing ESC key (on the left-top of the keyboard) and CTRL key together.
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Figure 2.11 Start menu

As soon as the start menu is activated, we can see various components as shown in
the figure 2.11.

1.

“Search Programs and Files” option is seen just above the start button.
Whatever files or directories are to be searched, we can enter here and
system will display the corresponding list of files or directories.

When “All Programs” option in start menu is clicked, it will show the list of all
applications being installed. To open the application, we should either move
the mouse on it and click or select the application using arrow key and then
press ENTER key. Thus we can open required application from “All
Programs” and start working.

In the start menu, various utilities are shown on the right side in blue colored
portion. It includes options like Documents, Pictures, Music, Games,
Computer, Control Panel, Devices and Printing, Default Programs, Help and
Support, Shut down etc. These options are explained below.

Documents: By default, the saved files are stored in the folder named “Documents”.
If we have specified a fixed path, then only it is stored at different place. Required file
can be directly opened from the list of files shown in the Documents folder.

Music: By default, downloaded audio files are stored in a folder named “Music”.

Games: When we install Windows 7 operating system, specific games are stored in
the folder named “Games” by default.

Computer: “Computer” is very important utility. In previous versions of Windows,
this utility was known as “My Computer”. On clicking “Computer” from start menu, a
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window is opened as shown in figure 2.12. “Computer” icon is available on the
desktop also.

=l

Organize « System properties Uninstall or change a program Map network drive Open Control Panel s« O @
i Favorites — 4 Hard Disk Drives (3)
B Desktop Local Disk (C:) Local Disk (D)
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= Recent Places
VIMAL (E:)
. Ty = -
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@ Documents 1 B i
N ) 4 Devices with Removable Storage (1)
Music
Pictures 2
& . DVD RW Drive (F:)
B Videos =
4 Other (1
& Homegroup i 0

Mero Scout
1% Computer i System Folder

&, Local Disk (C)
= Local Disk (D) 7
HK-PC Workgroup: WORKGROUP

-/ Processor: Intel(R) Core(TM] i3-2350M CPU @ 2.30GHz
| Memery: 200 GB

Figure 2.12 Computer

e “Computer” is used to quickly see what is available in the computer.
e On double-clicking it, will open window showing files and folders.
In status bar, it shows number of objects (files and folders) and the amount of
consumed memory space.
By double-clicking the folder, its content is shown.
When file is double-clicked, it will open the file and will show its contents.
One can see the number of divisions made in the hard disk.
One can see total number of files and folders on each disk.
One can see free space and used space on each disk.
File or directory from one disk can be easily copied to another disk or folder.
One can change the name of file or folder.

e One can easily delete file or folder.
Control Panel: As seen in figure 2.13, changes can be made in computer system
using “Control Panel” utility. We can install new fonts, install printer, install or
uninstall programs, change the background of desktop etc. To get the window given
in figure 2.13, press right arrow in “Control Panel” window and then select “All
Control Panel Items”.
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Figure 2.13 Control Panel

(a) Fonts: “Fonts” icon is available in control panel. Select “Fonts” to install new
fonts. Some fonts automatically get installed at the time of installing the operating
system. When we click on “Fonts”, it asks for the path from where new fonts are
to be installed. When the path is entered, new fonts get installed.

(b) Display: We can change the background of the desktop very easily with this
utility. Moreover, we can also set some message or picture to appear on the
desktop screen when the computer is on and it is idle for some time.

(c) Backup and Restore: With the use of “Backup and Restore” option available in
the control panel, a backup of all the data stored in the computer can be taken
to some other place and necessary data can be restored back from this place to
the computer again.

(d) Date and Time: “Date and Time” option is used to set the system date and time.

(e) Devices and Printers: Using this option, we can install devices like printer, fax,
scanner etc. which are connected to the computer. See figure 2.14.

(f) Default Programs: We need different applications to perform different tasks. For
example, web browser, photo editor, music-video player, email etc. For this, we
can specify certain settings so that each such task can be performed using the
application as per our settings.

(g) Help and Support: This option is used to get all information related to Windows
7 operating system.

(h) Shut down: When mouse is moved or clicked on the arrow appearing near the
“Shut down” button, a box appears as seen in figure 2.15. It displays options as:
Switch user, Log off, Lock, Restart, Sleep, and Hibernate.

When more users are working on a single computer, then the user should select
‘Log off’ option after completing their work. Once a user completes log off,
another user can login using his/her user identification and password.

“‘Restart” option enables to restart the computer. Computer can also be restarted
by pressing ALT+CTRL+DEL keys altogether twice.
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Figure 2.14 Devices and Printers

Switch user
Log off
Lock

Restart

Sleep

IE Hibernate

Figure 2.15 shutdown button

2.9 TOOLBAR

By right clicking on the windows taskbar, a shortcut menu is opened as seen on the
lefthand side of the figure 2.16. Selecting “Toolbars” option from this menu, will
show various toolbars available on the taskbar. . You can create new toolbar by
clicking New toolbar option.

Toolbars 4 Address
Links
Tablet PC Input Panel

Cascade windows
Show windows stacked
. . . Deskto
Show windows side by side P

Show the desktop Mew teclbar...
Start Task Manager

v Lock the taskbar
Properties
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Toolbar

Tablet PC
Input
Panel

Figure 2.16 Toolbars

Use

PO © i gricoms

This toolbar is used to open any website. When address of some website is enterd here, website is
opened in your browser.

Links This toolbar gives the list of your favorite websites. A website can be opened in the
m browser by just clicking it.

This toolbar displays a panel as shown in above figure. Without using keyboard, one can do free-
hand writing by dragging a mouse. Free-hand writing gets converted to text.

Desktop

New
Toolbar

This toolbar displays the list of shortcuts available
on desktop. A progem can be opened by clicking on
the shortcut from the list.

. Libraries

A HIMANSHU

M Computer

fj Metwork

@ Control Panel

& Recycle Bin

@ Control Panel

& Google Chrome

= @ Microsoft Excel 2010

* v w w w ¥

—Ié:'« o w4

» . |.__ i ) 12:23 PM

2 4/29/2014

==

This option can be used to quickly open the file in your folder. Here it displays the list of files in
the selected folder. You can click on any file to open it.

2.10 PRINTING AN APPLICATION

When windows is opened for the first time, icons of programs like Internet Explorer,
Windows Media Player, Windows Explorer are available on the taskbar. When
clicked on this icon, the program gets opened. You can pin the frequently used
programs on the right side of start button in the taskbar area. Programs can be
pinned in taskbar in any of the following ways.

1. Select the program from start menu or desktop. Right click the mouse to have
shortcut menu as shown in figure 2.17a. Select option “Pin to Taskbar” from
shortcut menu.
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Figure 2.17- A To pin an application

2. Drag program shortcut on taskbar as shown in figure 2.17b.’

s20PM

o e
RO ||

Figure 2.17-b To pin an application

2.11 NOTIFICATION AREA

The collection of icons in the area on the right end of the taskbar is known as the
“Notification Area”. These icons display details about the status of the computer or
enable to do certain settings. When mouse is moved on these icons, will display
their names and related information. For example, when mouse is moved on
“Volume” icon, it displays “Speakers: 10%” as shown in the figure 2.18. It shows that
the speaker’s volume is 10%.

Speakers: 10%

Figure 2.18 Volume

When a tool in notification area is double-clicked, a program and its associated
settings are opened. For example, double clicking “volume” icon will open volume
control. When there is an increase in number of programs or applications in the
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notification area, ‘<’ symbol is observed. It shows that notification area is small to
accomodate all these applications, so some applications are hidden. To see hidden
applications, click on ‘<’ symbol.

About Taskbar: We can move the taskbar anywhere on the desktop i.e. towards
left, right, top or bottom. Using mouse, we can even widen the taskbar.

Default arrangement of windows: We know that windows can be moved and its
size can be changed. For automatic arrangement of windows, there are three types
of arrangement. (i) Cascading (ii) Vertically stacked (iii) Side by side

2.12 DIALOG BOX

Dialog box is a feature of Windows. When we try to delete any file or folder, it asks
for confirmation. When we install any application, then it gives message with the
options Next, OK, and Finish buttons. Thus computer proceeds ahead only after
getting the confirmation from the user through the dialog boxes... Dialog box cannot
be minimized or maximized, but it can be positioned elsewhere by dragging.

Check your progress
1. Prepare a list of names and size of hard drives available on your computer.
2. Add “Address” toolbar in the taskbar.
3. Create a folder with your name in “Documents” folder. Copy it in C:\ drive and
name it temp. Now delete this temp folder. Remove it from recycle bin also.
4. Using “Search Program and Files”, search Microsoft PowerPoint and open it.

2.13 WINDOWS ACCESSORIES

| Accessories -

There were four important Directories [ Calculator
when Windows was first introduced in the B Command Prompt
market. This includes “Accessories” and 93 Connect to a Network Projector

B Connect to a Projector
=1 Getting Started
#) Math Input Panel

“‘Main” apart from two other directories.
Since then the applications like Paint,

Notepad, WordPad, Calculator and 7| Notepad =
Systems Tools which are wused in @l Paint

everyday work, were included in the %5 Remote Desktop Connection
group named “Accessories”. As the =] Run

‘R Snipping Tool

operating system gets advanced with 1. Sound Recorder

time, it updates the existing applications

Sticky MNotes
as well as includes new applications in @) Sync Center
the Accessories group. Accessories 4 Windows Explorer
group in Windows 7 is shown in figure E8 Windows Mobility Center
2.109. [Z] WordPad

. Ease of Access

. System Tools -

4 Back

Here we will study about four
applications: (1) Paint (2) WordPad (3)
Calculator (4) Sticky Notes.

Figure 2.19 Windows Accessories
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2.13.1 MS PAINT

MS Paint application is used usually to draw any kind of picture or to write text as per
the requirement and to edit or make small corrections in any photograph / picture...
This application is known as Paint.

To start the Paint application, we have to first click on the Start button, then “All
Programs” using mouse or with the help of navigation keys. By right-clicking on “All
Programs", many folders can be seen. Accessories group is one of them, clicking on
which will show all the applications included in this group. “Paint” is one of these
applications... Thus to open paint the flow is Start = All Programs =» Accessories
=>paint.

Shown below is the layout of paint.

AN e Untitled - Paint

[ ReEEs mEEE gy
Color | Color . Edit

1 2 colars

o
H
]

aaaaaaaaaa

‘R II”

4 = 10 1360  615px 100% (=) O]

Figure 2.20 Screen lay-out of Paint
The first line where Untitled-Paint is written is called The Title bar.

The second line where we see different options like Home, View etc. is called the
Menu bar.

In Windows 7, the appearance of the application is different. The group of different
tools in it is known as the Tab. This includes Clipboard, Image, Tools, Shapes, Size,
and Colors etc. Below this is the Working area and at the bottom of the screen is the
Task bar.

Let us study about different tabs and menus. Here, File menu is not seen on the
screen, but it can be seen with the options as shown in the figure 2.21 by pressing
ALT+F.
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Figure 2.21 Paint menu
Following are the uses of the options shown in the Figure 2.21
New: We use this option to create a new file in Paint.
Open: This option is used to open an existing file that is created in Paint application.

A dialogue box appears on the screen as shown in figure 2.22. Select the required
file and it will be opened when OPEN button is clicked.
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.| Open

(Il » Libaries » Pictres » <[4 seonpicues 9]
=~ 0 @

Organize « Mew folder

3¢ Favorites —  Pictures library
Bl Desktop Includes: 2 locations
& Downloads

1=l Recent Places

m

3 Libraries
@ Documents
Jz’ Music Sample Pictures
(5] Pictures —

B videos

& Homegroup

M Com puter =

Arrange by:  Folder ~

Select a file to
preview.

File name: | VIMAL| ~| [l Picture Files -

[ open || concel |

Figure 2.22 Open dialog box

Save: We use this option to store our work done in Paint application. Selecting this
opens a dialogue box as seen in figure 2.23. The file created here has an extension

“.bmp” (Bitmap image).

Figure 2.23 Save Dialogue box

Save as: If we want to store the file opened in Paint application in a different format

or want to store it with a different name, then this option is used. Here, we can save

the file in formats like png, jpeg, gif etc.
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]"J Open
Save
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Send in e-mail
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Properties
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About Paint

4

Save as

| BNG picture
Save a photo or drawing with high quality
and use it on your computer or on the web.
— JPEG picture
1| Save a photo with good quality and use it
on your computer, in e-mail, or on the web,
EBMP picture

Save any kind of picture with high quality
and use it on your computer,

N | &

GIF picture

Save a simple drawing with lower quality
and use it in e-mail or on the web,

1

&

i Other formats

Open the Save As dialog box to select from
all possible file types.

Figure 2.24 Save As option

Print: This option is used to take print out of a file created in Paint application.

From Scanner or Camera: This option is used to bring a photograph in a Paint

application from a scanner or digital camera attached to the computer.

Send in Email: This option is used to send any file opened in Paint application to a

person through email.

Set as Desktop Background: If we have created a picture and want to keep it as a
desktop background, this option is used.

Properties: This option is used to change the length or width of a screen in Paint

application.

Exit: This option is used to exit from the Paint application.

TITLE BAR

We see following different tools in the Title bar.

Save: The file created in Paint application is saved by clicking on this tool.

Redo: By clicking this tool, we can redo an undone change.



Undo: On clicking this tool, will show all the operations performed that can be
undone.

Customize Quick Access Toolbar: This option can be used to insert or remove the
menus to be shown in the Title bar. Avialble tools are to create new file, open
existing file, save file, print file, see the print preview of file before printing. Refer
figure 2.25.

In addition to this, it contains tools to send an open file in email, undo as well as redo
last operation, to show quick access tools below the ribbon and to hide the ribbon.
The line of group of tabs below menu bar is known as ribbon.

S E 5~ uniteaaran
Customize Quick Access Toolbar
Mew
Open
v | Save
Print
Print preview
Send in e-mail
¥ | Undo
v | Redo
Show below the Ribbon
Minimize the Ribban

Figure 2.25 Quick access toolbar

Now let us study about tabs.

Tabs:
Here, one can see two options: Home and View. Let us first study about Home tab. It
contains groups like Clipboard, Image, Brushes, Shapes, and Size etc.

Home View
2 b ([FRlEcw |raral g |[NWODOE AL o ovtie- | = EEEEE e
0o Elon. 7o% & 300060 2o = ML FgSa s
- -~ | “hRotate - il . - G+ w000 =l 1 2 s
Clipboard Image Tools Shapes Colors
Figure 2.26 Paint tab
Home Tab:

Clipboard: When we cut or copy a selected object in Paint application, generally it is
first stored in the Clipboard. Then only, it is moved elsewhere. If we want to delete
any information, we can use cut option available in the clipboard group. If we want
to have a second copy of the same object, we can use the copy option. After copy,
place the cursor to the place where the copied information is to be inserted. Then
clicking on the “paste” option will bring that information to the cursor position.

Image: We can see Select, Resize, Rotate, and Crop options in this tab. In general,
Image tab is used to copy the object, to remove the object, to change the size of the
object, to rotate the object to a specific degree or to remove some portion of an
object. To perform any of these actions, first it requires an object to be selected.
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Select: Using the Select option, we can select the required section of any object.
Various Rotation options are available as seen in the Figure 2.27 which can be
applied to the selected object. The available Rotation options have been shown.

However the effects can be observed only when the data/object is selected.
"l Rotate = | =

“h
j‘h

i

e |

h

Fotate right 20°
Rotate |eft 90°
Rotate 150°
Flip vertical

Flip horizontal

Figure 2.27 Options to rotate

Resize and skew: This option is used to increase or decrease the size of an object
or to skew an object at some degree. As seen in figure 2.28, object can be stretched
horizontally or vertically. In the same manner, an object can be skewed at certain
degree horizontally or vertically.

s o st S

Resize
By: @ Percentage () Pixels
+—*

L]

B

Maintain aspect ratio

Horizontal: 100

Vertical: 100

Skew (Degrees)
+—

s
QI Vertical: 0

Lo Jf

Figure 2.28 Resize and Skew dialog box

Haorizontal: 0

Cancel ]

Crop: This option is used to select specific potion of an image and to create a new
image.

Tools: This group includes options that can be considered to be the core part of
Paint application.

Pencil: We can draw a picture of any shape using Pencil tool. We can use different
colors to draw lines from Colors group available in the Home tab.

Fill with Color: We can use this option to fill color in the created shape.

Text: This option is used to write some text content in Paint application. A new tool
(text tool) appears when we start typing text. This tool provides the options to change
the style and size of font, , ‘B’ option to make the text to bold, ‘I' option for italics,
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‘U’ option to underline and strike-through option to draw a horizontal line in the

middle of the text.
As soon as we click outside text object, the text tool disappear Different color options

can be used change the color of the text. The text tab has been shown in the Figure
2.29.

Home View Text

j h Cut - {%}-D“q”e D DDDDDDDDDD ﬂ

II:'aste E coPy ~|B I 0O —Eé}"iransparent| Color | Color DDDDDDDDDD Edit
- —— 1|2 LD cotors

Clipboard Font Background Colors

‘DR BAOU ’
"AHMEDABAD  °
O------- O------- b

Figure 2.29 Text Option

Brushes: Brushes option is useful in Paint to create pictures using brush of various
sizes or to shade around the object. Brushes tool has been shown in the Figure 2.30.

Figure 2.30 Brushes option

In the Paint application, different shapes are available in the Home tab. Thus
different shapes can be drawn as shown in the Figure 2.31.We can type anything in

these shapes.

Some other features are also available as seen in the Figure 2.31 to color the border
and to change the thickness of these shapes. Further they can be filled with selected

colors using the ‘Fill’ option.
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Figure 2.31 Shape option

Sizes: Using the ‘Size’ option, we can change the thickness of the border or line of
the object being created as seen in figure 2.32.

= 4o

Figure 2.32 Size option

Slze

Colors = Edit Colors: When this amrcoos . =

option is clicked, it opens a dialog = [ssceles g S | I_ml_ R — -
qu as seen in figure 2.33. Using =Tt rrr
this, we can select any color of our EEEEEEEN
choice, Further any new color can EEEEEEN
be created and added to the : : : : : l! : l!
Custom color.
Custom colors:
-
ol ol el il el ﬁmG:F
Define Custom Colors > ColoriSolid |- g4 Blue: 21
[ Add to Custom Colors

Figure 2.33Color option

View Tab: As shown in figure 2.34, Zoom, Show or Hide and Display groups are
available in this tab.

Rulers ' =
[

. Gridlines
Zoom Zoom 100 Full  Thumbnail

in out % /| Status bar | ggreen
Zoom Show or hide Display

Figure 2.34 View Tab
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Zoom: The Zoom in and Zoom out options can be used to view the objects in the

increased or decreased size. To see the real appearance of any object, we can use
100%.

Show or Hide: This group is used to show or hide the rulers and grid lines on the
screen as shown in figure 2.35. Thus objects can be created with specific
measurements as per our need for better quality.

1uu|
) N T TN I T Y T |

Figure 2.35 Grid Line
Display: To see only the object on the screen, we can use Full Screen option. It will
not display any of the tabs, menus or taskbar. . On pressing ESC key, we can return
back to the normal view.

Check your progress

1. Start Paint and create a picture as shown below. Save this file with the name
‘smile.jpeg’.

Keep Smiling.... U

2. Change the background of the picture. Create black border around the
picture.

3. Set your picture as the desktop background.

2.13.2 Wordpad

WordPad application is generally used to write draft letters or to create documents.
The name ‘WordPad’ itself implies a word processing application.. WordPad is the
first application where use of Toolbar was started. The layout of WordPad screen
has been shown in the Figure 2.36.
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Figure 2.36 WordPad Screen layout

Let us see different tabs and menus available in wordPad. The File menu is not
visible , but can appearwhen ALT+F is presssed. The options avialble in it have
been shown in the Figure 2.37.

e
5 oo
i
Sawve
=]
Save as
i .
- Print
=?) (3]
/

~ Page setu
= ;_ L= P

Send in e-mail

.
|

-
L. About WordPad
[T t

Figure 2.37 WordMenu
New: We use this option to create new file in WordPad.

Open: This option is used to open a file created in WordPad. A dialog box is shown
when Open option is selected. When the required file is selected, it opens the file.

Save: This option is used to store the work done using WordPad application. The file
created in WordPad has an extension .rtf (Rich Text Format), but we can also
specify the extension to be .doc also.

Save as: This option is used to save a file opened in WordPad in different format or
with different name. A file can be saved in different formats like txt, rtf, doc etc.

48



Print: Once the file is created in WordPad, It can be printed using this option.Page
setup: On selecting Print option, it opens a dialog box as shown in figure 2.38 for set
up. It provides facilities for setting paper, margins, orientation etc. which have been
explained below :

Page Setup ﬁ

Paper
Size: ’ELetter v]
Source: ’Auto Select v]
Orientation Margins (inches)
@ Portrait Left: 1.25 Right: 1.25
() Landscape Top: 1 Bottom: 1
Print Page Numbers

| ok || cancel

Figure 2.38 Page Setup Dialog Box

Paper:
e Size: As shown in figure 2.39, different sizes of page are available here. Page
size can be Letter, A4, legal, Postcard etc. By default, page size is set to be of
letter type.

Size: [Lettﬂ -

16K
8.5:d3
Ad
A
Ab
B5 (150)
B5 (J1S)
Double Post Card
Envelope #10
Envelope BS
Envelope C5
Envelope DL

. Envelope Monarch
Executive

Legal

Paost Card

Figure 2.39 Paper Size
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e Source: It has two options, ‘Manual feed’ and ‘Automatic Select’.We should
keep ‘Automatic Select’ as the default option so that we need not to feed
pages one by one at the time of printing.

e Orientation: Here, the options are avialble for landscape or portrait printing.
Default option is ‘Portrait’. If the content is not fitting in the portrait option,
‘Landscape’ option can be used.

e Margins: Using Marigin option, we can set the margins for left, right, top and
bottom. Finally, on pressing the OK button, page will be opened with the
applied settings.

Send in Email: A file opend in WordPad can be sent to any email address using this
option.

Exit: This option is sued to exit from WordPad application.

TITLE BAR

We can see various tools in the title bar.

Save: It is used to save the file created in WordPad.

Redo: On clicking Redo, all the editing effects can be reapplied back.

Undo: On clicking this tool, all the operations performed t can be undone.
Customize Quick Access Toolbar: As shown in figure 2.40, this option can be
used to insert or remove the menus to be shown in toolbar. Tools are to create new

file, open existing file, save file, print file, see the printview of file before printing etc.

Bl i ;| | Document - WordPad

Customize Quick Access Toolbar
Mew
Open
v | Save
Send in e-mail
Chuick print

Print preview

<.

Undao

<.

Redo
Show below the Ribbon
Minimize the Ribbon

Figure 2.40 Quick-Access Toolbar

Tools can be selected or unselected so as to appear or not in the Title bar.. Ribbon
is a row that shows the collection of tabs. The ‘Show below the Ribbon’ option can
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be selected to show the Title bar below the ribbon and the ‘Minimize the ribbon’
option to minimize the ribbon.

About Tabs: In WordPad, two types of tabs are available in WordPad as shown in
figure 2.41.These tab types are Home and View. Let us first see the Home tab.

Home View

calibri -l <A AT ||EEEE

.||
w

. — | FY|
B 7 U ahe X x| &~ A~ = || Picture Paint Dateand Insert
~ drawing  time object

Figure 2.41 Home Tab

Home Tab contains groups like Clipboard, Font, Paragraph, Insert, Editing etc.

Clipboard: In general, when we cut or copy some object from a file in WordPad, the
object is first stored in the clipboard. Thereafter only, it is copied or moved
elsewhere. To remove the selected content from any file, the Cut option is used.
To copy the selected content, Copy option is used. Thereafter, to insert such cut or
copied content to other place, take the cursor to that appropriate position and
choose the Paste option.

Font: This group gives the options: Font Style, Font Size, Font Color, Bold, Italic,
Underline, Strikethrough etc.

Font Style: Whatever we write or draft, the font style can be selected using
this option. Font styles can be like Calibri, Times New Roman etc.

Font Size: Using this option, we can incraese or decrease the font size of the
selected content.

Grow Font: Font size of the selected content can be increased using this
option.

Shrink Font: Font size of the selected content can be decreased using this
option.

B, I, U, abe: Using these tools, the fonts of selected contents can be given the
effects like Bold, Italics, Underline and strike-through.

X2: Using this subscript tool, selected content can be displayed as subscipt.
X% Using this superscrip tool, selected content can be displayed as
superscipt.

Text Highlight Color: This option is used to highlight the content. After
selceting the content, and clicking on the highlight tool, the content is shown
with the selected background colour to differentiate it from the other contents.
Text Color: Using this tool, the colour of the text can be changed.

Paragraph: Using this tab, we can easily format paragraphs with bullets, numbering,
line spacing, alignment etc. as explained below:

]
.
"

£

Decrease Indent and Increase Indent == == We can increase or decrease
the indention of any paragraph using these tools. (Tools with right arrow and
left arrow).
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e Start alist *= "': If the content contains points, usually some symbol is used
before the beginning of the point so as to differentiate it from the other points.
We use symbols like * or + etc. The List tool can be used to fulfill this
purpose. . To do so, first the content is to be selected and then clicking on the
List tool, will open a box with list options as shown in figure 2.42. This tool
contains numbers, symbols and alphabets which can be used to list the
points.

= v|

| Maone . 2

] 3.

a. DR.BABASHAHEB AMBEDAKAR OPEN UNIVERSITY, Al | 8 A I
b. B. ii

b. DR.BABASHAHEB AMBEDAKAR OPEN UNIVERSITY, Al | c. C. iii.

C. | Alphabet - Lower case

Figure 2.42 List Options

e Line Spacing: Line Spacing tool =" is used to set the distance between
two lines in a paragraph. If the paragraph is already written, it needs to be
selected first and then clicking this tool, opens a box as shown in figure 2.43.
Here, one can specify the value for distance between two lines. Generally,
distance between two lines is 1.15. We can also specify the distance to be
kept before and after the paragraph. We can set line spacing from the
beginning.

[
*:

1.0

v | 115
1.5
.

v | Add10pt space after paragraphs

Figure 2.43 Line Spacing

e Alignment: Four types of alignments = are available in WordPad.

They are Left, Centre, Right and Justify will do the following when selected

o0 Left: Content is aligned towards left.

o Right: Content is aligned towards right.

o Centre: Content is center aligned.

o Justify: Content is aligned along both left and right side by inserting

extra spaces as needed.

If the content is already written, it first needs to be selected and then
alignment is applied.
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Paragraph: This tool can be used to specify all above settings from a single
dialog box as seen in the Figure 2.44. One can specify the space to be left on
the left side (left indentation) and right side (right indentation), distance on the
left for the first line, distance between two lines and alignment using
Paragraph tool.

Paragraph - [&
Indentation
Left: |
Right: o
First line: 0"
Spacing
Line spacing: 115 i
[¥] Add 10pt space after paragraphs
Left
[ Tabs... ] [ 0K l ’ Cancel ]

Figure 2.44 Paragraph Dialog Box

These settings can be specified before writing the content. If the content is
already written, it is to be selected first and then the settings can be applied.
we can specify the values for all these settings. The Alignment option given
at the end, has the options left, right, and justify.

Insert Tab: This group is used to insert picture, change picture or change the size of
the picture in a file. It also enables to insert date, time and other objects.as explained

below:

Picture: Picture tool is used to insert an image stored anywhere in the
computer, floppy, CD, pen drive etc. in WordPad. As shown in the Figure
2.45, clicking on Picture tool shows three options: Picture, Change picture and
Resize picture. On selection of Picture option, it asks to specify the path
where an image or picture is stored. After selecting the required file and
pressing OK button, the image will be inserted in the document at the
specified location.

—

~

Picture

-

m=| Picture

o,

Figure 2.45 Picture Tool

The inserted image can be changed by using Change Picture option.
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We can change the size of the image using Resize Picture option. To do so,
select image first and then choose Resize Picture option. It will open dialog
box to specify the size. Also, one can resize the image by stretching the
mouse from the corners or sides of the selected image.

e Paint Drawing: While working in the WordPad application, if we want to insert
some object created in the Paint application, then this tool can be used. On
clicking it, opens the Paint application in the WordPad file, with the provision
to draw an object, when the mouse is clicked in the working area of the
WordPad, the object created in the Paint application will be inserted in the
WordPad file.

Date and Time: This tool is used to insert date and time at the position of the cursor
in the WordPad file.

Date and Time l&

Available formats:

472172014

47114

04/21/14

04/21/2014

14/04,21

2014-04-21

21-Apr-14

Monday, April 21, 2014
April 21, 2014

Monday, 21 April, 2014
21 April, 2014

2:05:29 PM

02:05:29 PM

14:05:29

[ ok || cancel |

Figure 2.46 Date and Time dialog box

On clicking it, opens a dialog box with various available formats as shown in the
Figure 2.46. It inserts the date and time, at the cursor positionusing the selected
format.

Insert Object: This tool is used to work with Word, Excel, PowerPoint and some
other applications while working with WordPad. On clicking this, it shows most of the
applications available in the computer. . After completion of the work in the selected
application, the created object can be inserted in the WordPad file when clicked on
the WordPad application.

Editing Group: With the help of this group, it is possible to select any word or
phrase, find any specified phrase and to replace it with another phrase.

Find:Without using any tool, if we want to find any word in a file, delete any word, or
to substitute all the occurrences of specific word with another word, we need to read
the file content one line at a time very carefully. and it is a time taking task also .
But using the tool ‘Find’ it is very easy to do such tasks irrespective of the number
of pages in the file.
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On selecting the ‘Find’ option, a dialog box is opened as shown in the Figure 2.47.
Specify the word to be searched in the box appearing near ‘Find What:’. On clicking
the ‘Find Next’ button, first occurrence of this word is highlighted. To search another
occurrence, click the ‘Find Next’ button again and so on. In this manner, we can find
all the occurrences of any specified word one after the other. At the end , a
message will appear saying that wordpad has finished searching the document.

B X8

Find what:  UNIVERSITY
[] Match whole word onlty

[ Match case

Figure 2.47 Find dialog box

Replace: This option is used to replace any word with another. For example, if we
want to replace the word ‘UNIVERSITY’ with ‘DRBAOU’ in the WordPad file, first
click on the Replace option from Editing group. A dialog box will appear as shown in
the Figure 2.48. Write UNIVERSITY in the ‘from what:’ box and DRBAOU in the
‘Replace with:’ box. Now click on the ‘Replace All' button, to replace all the
occurrences of the word ‘UNIVERSITY’ with ‘DRBAOU’. To replace only specific
occurrence, we need to use ‘Find Next’ and ‘Replace’ button.

Replace @
Findwhat:  UNIVERSITY
Replace with: | DRBAOL]

Replace Al
|:| Match whaole word only
Cancel
[ Match case

Figure 2.48 Find and Replace dialog box

Select All: This tool is used to select the entire content of the file. On clicking the
‘Select All' option, the entire content is highlighted showing the selection. To come to
the normal view from selected view, the arrow keys or the mouse can be clicked.

VIEW TAB: View Tab contains three groups: Zoom, Show or Hide and Settings as
shown below.

View
@ Q T | Ruler g\ﬂford wrap
' | Status bar 3*1 Measurement units
Zoom Zoom 100
in out E

Zoom Show or hide Settings

Figure 2.49 View Tab
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Zoom Group: Using the Zoom In’ and ‘Zoom Out’ options, we can have the
increased or decreased view of any object. Option ‘100 %’ can be used to see the
real view of an object.

Show or Hide: This group is used to enable or disable the ‘Ruler’ and the ‘Status
bar’ in the WordPad application. (Refer Figure 2.49). Using Ruler, we can create
objects with specific measurement to have better quality objects. Status bar is shown
at the bottom of the window.

Settings: Using this group, we can set our content inside or outside the ruler. When
‘Word wrap’ is clicked, it gives three options as seen in the Figure 2.50. If ‘No wrap’
option is selected, the content is not wrapped in the window. If window size is
changed, the look of the content does not change. Activating ‘Wrap to window’
shows the content wrapped as per the window size. Enabling ‘Wrap to ruler’ ensures
the content to be wrapped within the rule.

Fl | Id 5 ¢ = | Document - WordPad = | B |

@

B - Home WView

q ({_{ 51| V] Ruler =+ Word wrap -
—r | Status bar v | Nowrap
Zoom Zoom 100 -

in out % Wrap to window

Zoom Show or hide ‘Wrap to ruler

B IS S R N O I

g

DR. BABASHAHEB AMBEDAKAR OPEN UNIVERSITY, AHMEDABAD

R S I I AR SE A IR

DR. BABASHAHEB AMBEDAKAR OPEN UNIVERSITY, AHMEDABAD

Figure 2.50 Word Wrap

Measurement Units: This is the second option in ‘Settings’ group. It provides the
options for unit of measurement to be used in the Ruler. Available units are Inches,
Centimeters, Points and Picas as shown in the Figure 2.51. The scale on ruler is
changed according to the selected option. Figure 2.52 shows the ruler line in various
units.

E,‘, | Id % ¢ = | Document - WordPad e (S
Home View @
@ = | @] ruter = Word wrap ~
\‘{ —r V| Status bar 3*} Measurement units -

Zoom Zoom 100
in out %

Zoom Show or hide Settings
'1"""'0"'1"'1"'"‘2"'l"'3"""'4"""'5"""'0"'"‘?'

8

DR. BABASHAHEE AMBEDAKAR OPEN UNIVERSITY, AHMEDABAD 3

DR. BABASHAHEB AMBEDAKAR OPEN UNIVERSITY, AHMEDABAD

m
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3+3 Measurement units -

v | Inches
Centimeters
Points
Picas

Figure 2.51 Measurement Units
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Figure 2.52 Ruler in different units

Check your progress

1. Open WordPad and type your bio data. Save the file with the name
‘mybiodata.rtf’.

Set the line spacing to 1.5 and show your hobbies using bullets.

Insert today’s date and time at the end of the file.

Insert some picture in the file.

Replace specific word with another word.

abrwn

2.13.3 Calculator

Nowadays, calculator is the most needful device everywhere. With the use of
calculator, mathematical and scientific calculations can be performed very quickly
and easily. Calculator in Windows 7 provides more functionality.

To open Calculator, first of all we should go to Start button. On activating Start
button, Accessories group is seen when All Programs option is selected. In this
group, Calculator is available. [Thus the sequence of applications for opening
calculator is Start = All Programs =» Accessories = Calculator]

On clicking Calculator option, it gets opened as in the Figure 2.53a. Here, we can
easily perform addition, multiplication, division and multiplication. If we require
performing some specific type of calculations, we can see different types of views in
Calculator and can do such calculations easily.

Here, select View (ALT+V) option to see different types of calculators available as
shown in the Figure 2.53b.we can quickly get the correct result by selecting the
option as per need. We can select any of these calculators as per our need and can
do the calculations.
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D Calculator
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Figure 2.53-a
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View | Edit Help
I @ | Standard Alt+1

Scientific Alt+2
Programmer Alt+3
Statistics Alt+4
History Ctrl+H
Digit grouping

@ Basic Ctrl+F4
Unit conversion Ctrl+U
Date calculation Ctrl+E
Waorksheets »

| 'l 'l 'l |

Figure 2.53-b

When we click on scientific option, the scientific calculator is opened which has been
shown in the Figure 2.53c. Using scientific calculator, we can easily perform

scientific calculations like Sine, Cosine, Tan, Int, Degree, Logarithm etc. very fast.

The third option is Programmer in the View menu, for the programmer calculator. In
this calculator various functions like Mod, RoR, And, Not, Byte etc. are available to
be used by the programmers as shown in the Figure 2.53d.

Statistics option available in View menu opens Statistical calculator for performing

statistical calculations as in the Figure 2.53e.

D Calculator Elllﬂ
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Figure 2.53-c
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Figure 2.53-d
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Figure 2.53-e

On selection of Unit Conversion option from View menu, a window is seen as in the
Figure 2.53f. On the right side pan, the first drop-down menu is for the type of unit
we want to convert. . Now suppose we want to convert area from acre to square
meter. Then select Area from the unit option. Now enter value in acres and select the
option Acres from the second drop-down list “From”. Select ‘Square meter’ in the
last line of “To” drop-down menu. It will show the converted value immediately in the
text box above the “To” drop-down menu as in shown the Figure 2.53g.

When the Date Calculation option is selected from the View menu, a screen appears
as seen in the Figure 2.53h. On the right hand side, the first option is to select the
type of calculation to be performed on date. To find the difference between two
dates, select the respective option from it. As shown in figure 2.53h, the two dates
entered are 1/05/2014 in from date and 15/05/2014 in to date. On clicking on the
Calculate button, it shows the difference in weeks and days.

12| Calculator = [t |2 Calculator - = e
View Edit Help View  Edit | Help
~ 1 ¥ | | selectthe type of unit you want ta convert 4 7| | Selectthe date calculation you want
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607028 46336
— ||cap|| ¢ || FE || Exp +— ||can|| € || FE || Exp
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Figure 2.53-i Figure 2.53-j

On selection of the option Worksheets from View menu, a screen appears as shown
in figure 2.53). Financial calculations related to mortgage, vehicle lease etc. can be
easily performed using this option.

At the end, Help menu is given in the Calculator. If we have any difficulty in
understanding the available options, we can easily take the help and can complete
our work.

2.13.4 Sticky Notes
+ > + >

DR, BAOU

CCC COURSH
Figure 2.54-a Figure 2.54-b

DR. BAOU

CCC COURSE

Figure 2.54-cFigure 2.54-d
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I Delete Mote (Ctrl+0) |

Figure 2.54-e

In general, Sticky Notes becomes useful when we want to rememebr something at
the time of working with computer or when we need to follow certain instructions
while working with specific application.

To open Sticky Notes, first click on Start button and go to All Programs. Now click on
Accessories group and the Sticky Notes option is available here. Thus the sequence
to open it is: Start =» All Programs =» Accessories = Sticky Notes.

On clicking Sticky Notes, a yellow slip (note) is seen as shown in the Figure 2.54a. In
figure 2.54a, three items can be seen in the sticky note. On the top, two buttons ‘+’
and ‘X’ are seen. Symbol ‘+’ informs that a new sticky note (as seen in the Figure
2.54c) can be inserted by clicking it. Symbol ‘X' is used to delete or remove
unwanted sticky notes. When we click on button X, it asks for confirmation to remove
the sticky note. If “Yes’ is selected, then the sticky note is immediately removed from
the computer.

Third item is a blank area where we can write any information in sticky notes as
shown in the Figure 2.54d. There can be as many sticky notes as we want. Thus,
‘sticky notes’ is helpful to remind certain things in our day-to-day work.

2.14 SECURITY SETTINGS AND SOFTWARE

Action Center: Action centers are used to run Windows operating system without
any problem. To run Windows smoothly, action center is a place which takes
necessary action as soon as a security related problem occurs.

Windows Defender: When Windows is installed, an anti-spyware software named
‘Windows Defender’ gets automatically installed. Windows Defender is used to
protect our computer from spyware. Spyware enters our computer through internet,
Cd or DVD with our knowledge. At this time, anti-spyware software ‘Windows
Defender’ is proved to be very useful in protecting the computer.

Windows Defender protects the computer in two ways:

(1) By providing real time protection.
(2) Scanning through Windows defender.

User Account Control: Whenever a need is raised for changes in the program, the
User Account Control (UAC) informs or instructs at the administrator level. Changes
are made only after the permission granted by the user. We can use only those
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rights which are granted to us. For example, check email, listen music, create new
documents etc. If access rights are not granted on these applications, neither the
application can be opened nor can it be executed.

Windows Update: In Windows operating system, everyday new features are being
added or utilities are getting modified to add or improve some features. In licensed
operating system, “Windows Update” option should be kept ON so as to
automatically update the system. When this option is ON, updates are automatically
accepted and installed so that the computer remains updated with the new system.

Windows Firewall: Windows Firewall is helpful in protecting our computer when it is
connected to any network. It protects the data and information stored in our
computer from other computers or other programs.

Parental Controls: Nowadays, children are wasting lot of time in playing computer
games. Thus Parental Controls can be used to control such activities.

To activate Parental controls, click on the start menu, type “Parental Search” in the

search box as shown in the Figure 2.54. On pressing ENTER key, it will open dialog
box as shown in the Figure 2.55.

Figure 2.54

Control Panel Home

Choose a user and set up Parental Controls

Game Rating Systems What can I de with Parental Controls?

A One or more administrator accounts do not have a password. As long as an
administrator account has no password, any user can bypass or turn off
parental controls. Click here to add a password for these accounts,

HKAC

Computer administrator
Mo Password

If you want to apply Parental Controls te someone who isn't in this list,
create a new user account for them to use,

Why do I need an account for this?

S?JCreate a new user account
Additional controls

If you want to use additional features like Web Filtering and Activity

See alo Reporting on this computer, you need to install additional controls,

How do Linstall additional controls?
User Accounts

Figure 2.55
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Figure 2.56

The option “Parental Controls” is available in Control Panel also as in the Figure
2.56. On selecting this option, a new window is opened as seen in the Figure 2.57.

Figure 2.57

When a computer is used by more than one users, normally users are assigned
separate user ids and passwords. If we do not want to allow some user to access
particular application, we need to have admin password. Admin password should be
kept secured or should be changed at times. If the system is not secured with
password, any user can change Parental Controls. To secure ‘Parental Controls’,
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password can be set for “Ensure Administrator Passwords”. A window will be seen
where we can set the time, games and other programs.

Here we can set the time such that computer will shut down after a specific time. We
can decide the rating of games. We can block some applications such that it can be
seen but cannot be executed.

Check your progress

1. Prepare a list of your important work using sticky Note.
2. Decide the time of playing video game for children using parental control.
3. Convert a value given in one unit to another unit using calculator.

2.15 CHECK YOUR PROGRSS: POSSIBLE ANSWERS

Q1. Select the appropriate option.

1. In how many ways can a Start button be activated?

A)3 B)4
C)1 D) 2
2. Which option is used to uninstall or remove a program installed in computer?
A) Control Panel B) System Panel
C) File panel D) None of these
3 Inwhich group a calculator is included?
A) Accessories B) Control Panel
C) System panel D) None of these
4. What is the full form of UAC?
A) User Account Control B) Uses Account Circle
C) Utility Account Control D) User Account Concern
5. Which of the following is required to secure computer when it is connected to
network?
A) Firewall B) Internet
C) Word application D) None of these

Q2. Fill in the blanks with appropriate word/words.

1. Sticky notes is included in __ group.

2. Animage seen in the background of desktop is also known as

3 Taskbar is divided in main ____ components. Taskbar is divided into
main components.

4. Tabs and are available in the paint application.

5. The collection of icons on the right side of taskbar is known as

Q3. State whether following statements are true or false.

1. Windows is an operating system developed by Sun Java company.
2. Printer or scanner can be installed in the computer with the help of control panel.
3. The file created in Paint application has file extension “.bmp”.
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4. WordPad application does not provide a facility to search word.
5. Action center provides help to run Windows operating system smoothly without
any hindrance.

Q4. Match the following.

1 Paint a Find

2 Fonts b Save

3 Citrl+S ¢ Start button

4 Esc+Citrl key d Control panel

5 Citrl+F e Accessories

Answers

Q-1. 1-A (3), 2-A (Control Panel), 3-A (Accessories), 4-A (User Account Control),
5-A (Firewall)

Q-2. 1-Accessories, 2-Wallpaper, 3-3, 4-Home ,view, 5-Notification area
Q-3. 1-False, 2-True, 3-False, 4-False, 5-True
Q-4. 1-e, 2-d, 3-b, 4-c, 5-a.
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Block-2

Word Processing
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Unit 1: Introduction to Word
Processing

Unit Structure

1.1.
1.2.
1.3.

1.4

15

Learning Objectives

Introduction to Word Processing

Introduction to Microsoft Word

1.3.1 Microsoft Word Window

1.3.2 Tabs of Microsoft Word

Document Creation

1.4.1 Open and Save a Microsoft Word File
Check Your Progress: Possible Answers
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1.1 LEARNING OBJECTIVES

After studying this chapter student will be able to:
e Create a file in Word 2010 and format it.
e Understand the functions of different Word 2010 Tabs.

1.2 INTRODUCTION TO WORD PROCESSING

Paper and pen have been used to create documents from ages. It is undisputable
that our life style has changed in today’s electronic era due to the arrival of
technology in every aspect of our lives. The process of storing, editing and printing
letters, report or book with the help of computers is known as Word Processing.
Word processing program primarily uses text. The current Word Processors though
besides the text, make efficient use of pictures, images, figures, diagrams, graphs,
etc. A computer program that uses all these mediums for the purpose of
documentation is known as a Word Processor. We can create high quality document
by using the work capabilities of today’s Word Processor.

Some benefits of the document created using Word Processing instead of

handwritten or typewritten documents are as under:

e Simplicity: Word Processor facilitates WYSIWYG, which means, “What You See
Is What You Get.” The word processor provides a user with simple GUI
(Graphical User Interface) to create a document. After adding the details, the
user can easily create very attractive and informative documents by giving just a
few clicks and commands. Furthermore, today’s computer is equipped with
modern keyboard, using which textual and numerical data can be added quickly
and easily. In addition, many word processors provide templates of different type
of documents. By replacing the sample details given in the templates with the
appropriate information, it is easy to create a document in a short span of time.

e Editing: Once a handwritten or typewritten document is prepared, it is difficult to
change it. If there is a need to change such a document then updating such a
document makes it look unattractive or efforts have to be put in to create the
document once again which is boring as well as time consuming.

Before storing and printing a document created using word processor, it can be
checked and corrected one or more times. Editing the text and other details is as
simple as adding the details. The errors occurring during typing or changes
occurring real time can be accommodated in the document very easily. It is
possible to add details in-between the existing details. Also if the added details
seem unnecessary, they can be removed from the document. It is also easy to
update the details by using various keys available on the keyboard.

e Replication: Sometimes we need to create a new document by changing a small
portion of an existing document. For example, the birthday invitation card created
for your younger brother or sister needs to be sent to more than one friend or
relative. Majority of the text in the invitation card being sent to these people will
remain the same, only the name of the person and address need to be changed.
In such cases, more than one copy of the same letter with name and address of
different persons is required. Word processor can be very useful in such
situations.
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A word processor is equipped with features using which we can produce multiple
copies of the same document. It is possible to incorporate the required changes
in copies so created. Once the document is ready, it is possible to make required
copies, do the necessary changes, store and print each copy.

Storage of document: Word Processor stores document in digital form.
Normally the information is stored on magnetic disk medium like hard disk or
optical medium like CD/DVD. These mediums guarantee long storage duration of
the information. After a period of time the information stored on physical medium
like paper is affected by environment. Also there is a possibility of the information
being lost as the paper becomes worn-out after a long period of time.

Moreover, storing information in form of a paper or book occupies much physical
space, while the plenty of information saved in digital form requires much less
space. Data card used in a mobile phone is an example of such digital storage. It
is possible to store many GBs of data in an extremely small-sized data card.
Thousands or millions of pages of documents can be stored on few DVDs; this
also resolves the storage problem.

Rearranging Sections: Once the documents have been prepared, a word
processor provides the facility to rearrange sections within it. It often happens
that the order of the details being entered is not determined or due to some real
time requirement the order of the sections needs to be changed. Word Processor
provides features of ‘Cut’ and ‘Copy’, using which a section can be removed (cut)
from its original place and put (paste) into another place very easily. Also
sometimes it is required to put a section as it is or with minimal changes in a new
place, and in such cases the ‘Copy’ and ‘Paste’ feature of the word processor can
be used. Using this feature, a user may replicate a sentence, a paragraph or a
section many times, and thus can be spared out from the task of repeated typing.

Formation: After adding details in the word document it is possible to set Font
type, Style, Color, Alignment, Border, Background or other such formation quickly
and easily. Such formation increases the attractiveness and legibility of the
document considerably.

Spelling and Grammar Check: Word processor provides a feature to find and
correct the spellings and grammar of the text keyed into the documents. With the
help of this feature, a document can be made error-free very easily.

Currently, word processors created by a number of different organizations are
available, often the features provided by every Word Processors and its working
mechanism is almost same. A list of some popular word processors is given
below:
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Figure 1.1 Different Word Processors

Word available in Office package developed by Microsoft Corporation.
Writer available in Open Office developed by Oracle Corporation.
Quick office available on Android and iOS.

Word Pad one of the accessories in Microsoft Windows.

Word Perfect developed by Coral.

Apple Pages developed for Mac system.

Online Google Docs provided by Google.

1.3 INTRODUCTION TO MICROSOFT WORD

Microsoft Word is the most popular word processor developed by Microsoft
Corporation. Microsoft Word was first launched by Microsoft in 1983 for the Xenix
system by the name of Multi-Tool Word. Over a period of time, several versions of
Word were released, which were available not only for the Windows operating
system but also for other operating systems like Mac.

Currently, Microsoft Word is available as a part of the Microsoft Office 2010 software
package. In addition to Microsoft Office Word, the package also contains other
software such as Excel, PowerPoint and Outlook; we will study them in later
chapters. Microsoft Office is proprietary software; hence it is essential to take a
license before using it.

1.3.1 Microsoft Word Window

If Microsoft Office program is installed on a computer, any of the following methods

can be used to open the Microsoft Word application:

e Select the option Start > All Programs > Microsoft Office >Microsoft World
2010.

e Open a Run dialog box by selecting the option Start - Run, type WinWord
command in the dialog box and click on OK button.

o Ificon for Microsoft Word 2010 is available on the desktop then double-click on it.

Figure 1.2 Icon of Microsoft Word
When Microsoft Word application is started using any of the methods mentioned
above, the window shown in Figure 1.3 is provided to the user.
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Figure 1.3 Initial window of Microsoft Word 2010
When Microsoft Word 2010 is started, the components as shown in the figure are
presented on the screen. Let us get the introduction of different components used to
create a document.
e Title Bar:

(w]| LRk — T Document2 - Microsoft Word ——E‘@ )

Figure 1.4 Title Bar

The vertical bar on the top of the Microsoft Word 2010 window is known as Title Bar.

The name of the program Microsoft Word along with the name of currently open

document is shown in the middle of the title bar. In case the document is yet to be

saved then Document1, Document... appears on the title bar. In addition to this, the
title bar also provides few simple buttons that can be used to create a document.

The tool bar appearing to the left of the title bar is called Quick Access Toolbar. The

functions of the buttons present on this toolbar are mentioned below:

e Control Menu: The Control Menu appearing on the left side of the title bar has
options that allow us to show the window in a particular portion (Restore), move
the window from one place to another (Move), change the size of the window
(Size), minimize the window and make it appear as a task button on the task bar
(Minimize) and close the window (Close).

e Save Button: As learnt in the previous chapter, when information is added to the
computer, it is stored temporarily in the primary memory. To store the information
permanently, it needs to be put on permanent storage place like a hard disk. This
activity is known as ‘To Save’. When this button is clicked the information added
to the document is saved in form of a file. Alternatively, a shortcut key ‘Ctrl + S’
on the keyboard can also be used. If the user is saving the document for the first
time,a ‘Save As’ dialog box is displayed. The information can now be stored as a
file by entering the name of the document in this dialog box. We will learn about
the other options of this dialog box later.
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Undo Button: We know that word processing software provides a feature to
correct the information added within the document. The Undo button is used to
cancel the effect of last change done in the document. If the Undo button is used
more than once, all the actions performed by us to add or edit the document are
cancelled in the reverse chronological order. Alternatively, a shortcut key ‘Ctrl +
Z’ on the keyboard can also be used.

Repeat Button: This button is used to repeat the last action. For example, if a
user needs to add similar text or perform similar adjustments, he can perform the
desired action by using this feature, but unlike the undo feature, this feature can
be used only once at a time. Alternatively, a shortcut key ‘Ctrl + Y’ on the
keyboard can also be used.

Customize Quick Access Toolbar Menu: Thismenu is used to add or remove
buttons from theQuick Access Toolbar. A tick sign is visible in front of the tool
buttons that are already selected. By clicking on the desired option, it can be
made visible or invisible from the toolbar. Just like the other open Windows in the
Windows operating system, the Microsoft Word 2010 window’s title bar also has
three buttons on the right side a shown below:

PRI
Minimize Close

Restore/
M aximize

Figure 1.5: Control Buttons

e Minimize Button: When this button is clicked, the active windows of Microsoft
Word get minimized and are visible in form of a task button on the task bar.
These windows can be brought back to their original size by clicking the task
button present on the task bar. While working with a word document, if we
need to work with some other software program or need some details, this
button is very useful. By using this button, a document can be temporarily
removed from the screen which saves time taken for closing and reopening a
file.

e Restore/Maximize Button: Microsoft Word window is usually presented as a
full screen (maximized). But sometimes, a need arises to open different
software programs and work in them along with Word. During such times,
clicking on the restore button arranges the Word window in some specific part
of the screen. The restore button changes to Maximize button during this
period. Clicking again on the same button shows the window in full screen.

e Close Button: This button is used to close the active window of Microsoft
Word. An alternative to this button is ‘Alt + F4’shortcut key. If only one window
of Microsoft Word has been opened and close button is clicked, Microsoft
Word program also gets closed along with the open document.
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Figure 1.6 Ribbon

The menu and toolbars used in previous versions of Microsoft Word have been
replaced as Ribbon in Windows 2010. The Ribbon has many tabs used to perform
different tasks. The ribbon has eight tabs as shown below: File, Home, Insert, Page
Layout, References, Mailings, Review and View.

Let us now learn about different facilities provided by each tab of the ribbon in brief.
We will look into the details of the important options later.

1.3.2 Tabs of Microsoft Word

1. File tab: Clicking on the File tab, opens the screen as shown in Figure 1.7.
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Help Related Dates
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Related Documents
Open File Location
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Figure 1.7 File Tab on the Ribbon

This Tab is used to perform some basic functions associated with the document
such as creating a new document (New), opening existing documents (Open),
storing document (Save), storing a document with another name or at another
location in the hard disk (Save As), closing a document (Close), obtaining
information about a document (Info), listing of documents recently opened by the
user and opening a document (Recent), printing a document (Print), storing a
document and sending it via e-mail or web (Save and Send), getting help with
document preparation (Help), etc., Figure 1.7 shows the Info section of this Tab.
2. Home Tab:
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Figure 1.8 Home Tab on the Ribbon
Several options to adjust the text inserted in document (Formatting) such as
changing font style (Font), changing size of the fonts (Font size), changing the
character style (Bold / Italic / Underline), applying different effects to the text (Text
effect), highlighting text (Highlight), changing position of the text (Cut / Copy /
Paste), aligning the text (Left / Center / Right / Justify), applying border to the text
(Border), searching text and replacing it with another text (Find / Replace) are
included in this Tab.
3. Insert Tab:
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Figure 1.9 Insert Tab on the Ribbon
This tab is used to add some supporting features to the contents of the
document. Using this tab an initial page (Cover page), an empty page (Blank
page), a table (Table), an illustration /clip art (Image / ClipArt), various shapes
(Shapes), a graph (Chart), screen appearance (Screenshot), hyperlinks
(Hyperlink), header and footer (Header and Footer), text boxes (Text box), text
decoration (WordArt), equation (Equation), signs (Symbol) and many other
features can be added.
4. Page Layout:
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Figure 1.10 Page Layout Tab on the Ribbon
This Tab is useful for adjusting the pages within a document. This Tab is required
to make changes in a predetermined arrangement of the pages. The Page
Layout tab is used to change many properties like the theme of the page
(Themes), margins (Margins), orientation (Orientation), page size (Size), page
numbering (Page numbers), watermark (Watermark), page color (Page color),
page border (Page Borders), indent and space (Indent and Spacing), etc.
5. References Tab:
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' Figurgml.ll Reférences Tab on the Ribbon
Once the document is prepared, this tab is used to perform various activities like
inserting a table of contents, updating the index as per changes done in the
document (Update table), adding Footnote / Endnote, showing Bibliography,
adding Caption, etc.

6. Mailings Tab:
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Figure 1.12 Mailings tab on the Ribbon
This tab is used to create envelopes, create labels that have addresses, as well
as prepare a table that contains list of recipient. Sometimes a letter needs to be
sent to more than one person with few changes. The feature of adding names
and addresses of individuals in the original contents of a letter is known as Mail
Merge. The Mail Merge feature is also provided in this Tab.
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Figure 1.13 Review Tab on the Ribbon

To make a document free from spelling and grammatical errors, this tab provides
an option of Spelling & Grammar. In addition this, it also provides the feature of
Thesaurus which is used to replace a given word with its synonym or antonym.
Word count feature gives us the count of total number of pages, paragraphs,
lines, words, and characters within a document. Translate feature allows us to
translate the document to another language. Language feature allows us to
change the language of data entry. New Comment feature allows us to add
notes. Compare feature allows us to compare two or more documents.
Accept/Reject features allow acceptance or rejections made to the document.

Gridlines @3 Two Pages
Print |Full Screen Web Qutline Draft Zoom 100% _ w ange  Split Switch Macros
t Navigation Pane = page Width | window  All Windows *| -

Sho Zoom Window Macros

. View Tab:
Home  Insert  Page Layout  References Mailings  Review View o @
= = = | Ruler ] () one Page | (11 view Side by Side
9@ @ EE R 3 = B8 3 D B

Figure 1.14 View Tab on the Ribbon

This Tab facilitates viewing of document in various ways (Views). It provides the

option to view the document layout before printing (Print Layout), view the

document in full screen (Full Screen Reading), view the document as web page

(Web Layout), display the text within the document as title and subtitle (Outline),

enlarge or shrink the document (Zoom), view one or more pages on one screen

(One page / Two Pages), organize multiple open documents on the screen in

different ways in a window (New Window / Arrange All), go to another window

(switch Windows) and perform any action by issuing series of instructions once

(Macros).

e Ruler: At times need arises to work as per fixed measurements within a
document. The feature of vertical and horizontal ruler is provided for the
same. The default unit of the ruler is Inch. It can be changed as per the
requirement of the user. The Tab stops are provided at a distance of half inch
in the ruler. It is possible to move half inch every time a Tab key on the
keyboard is pressed. The default setting of half inch Tab stop can be modified
by applying mouse click at the desired interval on the ruler. The default Tab
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stop is shown as L. When a Tab key is pressed the cursor directly jumps to
this place. The figure below shows a horizontal ruler along with different Tab
stops.

Oy s e ey

Figure 1.15 Horizontal Ruler with Tab stop
e Work Area: The white area (initially blank) shown after the Word window is
opened is known as Word’s word area. All the information to be added in the
document is shown here. The work area can be divided into one or more
pages. The Print Layout view allows us to see the space between these
pages.

e Scroll Bar: It is not possible to display all the information within a document
on a single screen. If the information in a document is more than the screen
size, some information becomes invisible. To see this information the
document needs to be scrolled up/down or left/right. To perform this
operation, a feature of vertical and horizontal scroll bar is provided in Word.
The document can be moved on the screen by clicking the arrow-shaped
button at both ends of the scroll bar. To perform this operation faster, the
scroll button on the scroll bar can be dragged using the mouse pointer. The
figure below shows the horizontal scroll bar.

Figure 1.16 Horizontal Scroll Bar
e Status Bar: The horizontal bar shown at the bottom of the Word window is
known as a Status bar. Brief details of the active document are shown on
this bar. The figure 1.17 shows the status bar and some of its components.

Page Number
T Word Count Language Different Views Zoom Button

t t t t

Page: 10 of 10 | Words: 2440 | 53  English (US) Bl 130%

Figure 1.17 Status Bar

The Status bar displays following details in the Microsoft Word 2010:

e Current page number and total number of pages.
Total number of words in the document.
Proofing Icon to check Spelling and Grammar.
Current Language.
Button to change the layout of the document (Print Layout, Full Screen
reading, Web Layout, Outline, Dratft).
e Zoom control button of the document.

It is possible to change all this information by clicking the options available on the
status bar. After getting introduced to the main screen of Microsoft Word 2010, let us
obtain some basic knowledge about how to create a word document.
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1.4 DOCUMENT CREATION

1.4.1 Open and Save a Microsoft Word File

To open a new file: As seen previously, when a user opens Microsoft Word 2010, he
is presented with a blank file. A user can start adding information into this blank file
without using any other options. Following methods can be used to create a new file
in Word.

e Click on the File Tab on the Ribbon. This will open a back stage view as shown in
Figure 1.7.

e Click on the ‘New’ option on the left side. This will provide options to create a new
file as shown in Figure 1.18.

e As shown in Figure 1.18, there are many templates available to create
documents with predefined structure. From all these templates, the default blank
template is the most popularly used.

e Select the desired template icon and click on the Create button visible on the
right side.

e A document as per the selected template will be visible on the screen.

e Alternatively, a shortcut key CTRL+N can also be used to perform this operation.
Using CTRL+N key option will open a blank document on the screen.
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'Figu're 1.18 Optiohs to create a new file

Add some text to the new document opened using the keyboard. To perform this
action we simply need to start typing the text. For example, Figure 1.19 shows a
document that contains information about different parts of computer.
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Parts of Computer : There are mainly four prts of a computer system.

Input Devices
QOutput Devices
Storage Devices

1
P NPE

Processing Unit

1. InputDevices : A device, using which, we can enter the data to the computer system, is
known as an Input device. The most used input device is keyboard. One can insert text data
using keyboard.

Page:1of 1 | Words:62 | <88 English (U.S) | IEEEE e, L} (+)

Figure 1.19 Data Entry done in New Word Document

Adding information within a Word document is a very simple task. While adding text
within a document, Microsoft Word 2010 verifies the spelling and grammar of the
added text. As shown in Figure 1.19, wrong spellings are displayed using a red
underline and grammatical mistakes are displayed using a green underline. To get
instructions and options to correct the erroneous text, you can put the mouse pointer
on the erroneous text and right click. Many alternatives will be displayed on the
screen. An option which suits your requirement can be selected to correct the
mistake or this option can also be ignored.
To Save a File: We know that when any information is added to a word document, it
is stored in temporary memory called Random Access Memory (RAM). Before
closing the program or turning off the computer, it is necessary to store this
information on permanent storage places like hard disk drive. Save command is
used to perform this operation.
Let us use the steps shown below to save a file:
e Click on the File Tab and select ‘Save’ option. Performing this operation will
present a ‘Save As’ dialog box as shown in Figure 1.20. As an alternate,
‘CTRL + S’ shortcut key on the keyboard can also be used.

e As shown in figure 1.20, using the features shown in the ‘Save As’ dialog box,
a file can be saved easily.
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Figure 1.20 Save As dialog box

e Decide the place to store the file from the section visible on the left side of
dialog box. By default a word file will be stored in the folder called Documents.

e Desired file name can be selected from the ‘File name:’ drop down menu or a
new name can be assigned to the file.

e By default a file is stored as a Word document. With the help of ‘Save As
type:’ drop down menu, the file can be saved in different formats (for example,
old format of Microsoft Word).

e Using the options given in the Tools menu, the images in the file can be
compressed or security can be added to a document.

e After adding all the required details, click on the Save button to save the
document in the form of a file. The dialog box can be closed without saving
the file by using the Cancel button.

To Open Existing Document: We saw how Microsoft Word saves a document in
form of a file. Now perform the steps mentioned below to open and view the file on
the screen.
e Click on the File tab and select ‘Open’ option. Performing this operation will
present ‘Open’ dialog box as shown in Figure 1.21. Alternatively, ‘CTRL + O’
shortcut key on the keyboard can also be used.
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Figure 1.21 Open Dialog Box

e This dialog box lists the files that have been saved. Select the desired file and
click on Open button, the information in the file will be displayed on the
screen.

e Using the left section of the Open dialog box, the file stored in the different
folders can be opened.

e Clicking on the arrow button visible near the Open button, a file can be
opened with some more options. For example, a file can be opened as Read
Only. To repair a damaged file choose Open and Repair.

Shortcut Key: Microsoft Word provides many different features. To use these
features, the option given on Ribbon or commands within the menu can be used.
The Word program provides shortcut keys for many of these features. The time
taken to search a button or option for performing a required action can be reduced
by using shortcut keys. Word provides shortcut keys for most of the features used
regularly. Table 1.1 lists the shortcut keys used in Microsoft Word 2010 along with its
command and use.

Shortcut Key Command Use |
Ctrl+F1 Show/Hide Ribbon  To make the Ribbon invisible or visible.
Shift+F10 Show shortcut To display a shortcut menu for the active component.
menu
F12 Save As To store the file with another name or at another location.
F7 Spelling and To find and correct spelling and grammatical errors.
Grammar
Shift+F7 Thesaurus To find the synonyms and antonyms of a word and to
change the original word.
Ctrl+A Select All To select all the information in the document.
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Shortcut Key Command

Use

Ctrl+B Bold To make the selected text bold.

Ctrl+C Copy To copy the selected data to the clipboard (memory).

Ctrl+D Font To open the Font dialog box having several options for
letters.

Ctrl+E Align Center To align a paragraph in the center of the page.

Ctrl+F Find To find specific text in a document.

Ctrl+G Go to To reach directly to a specific location (page) in the
document.

Ctrl+H Replace To replace a text with another text.

Ctrl+l Italic To skew (italics) the selected text.

Ctrl+J Align Justify To align a paragraph on both sides of the page.

Ctrl+K Insert Hyperlink To add hyperlink.

Ctrl+L Align Left To align a paragraph on the left side of the page.

Ctrl+M Increase Indent To increase the indent of the paragraph.

Ctrl+N New File To create a new file.

Ctrl+O Open File To open a saved file.

Ctrl+P Print File To print a file.

Ctrl+Q Remove Indent To remove the indent of a paragraph.

Ctrl+R Align Right To align a paragraph on the right side of the page.

Ctrl+S Save File To save a file.

Ctrl+T Hanging Indent To increase the hanging indent of the paragraph.

Ctrl+U Underline To underline a selected text.

Ctrl+Vv Paste To add data stored in clipboard (memory) at the current
cursor position.

Ctrl+W Close Window To close the window.

Ctrl+X Cut To remove the selected text from the document and place
it in the clipboard (memory).

Ctrl+Y Redo To re implement the last given command.

Ctrl+z Undo To remove the effect of the last given command.

Ctrl+— One word right To move the cursor one word towards its right.

Ctri+— One word left To move the cursor one word towards its left.

PgUp Page Up To move document up by one screen.

PgDn Page Down To move document down by one screen.

Home Beginning of line To move the cursor to the beginning of the current line.sa

End End of line To move the cursor to the end of the current line.

Ctrl+Home Top of document To move the cursor to the beginning of the document.

Ctrl+End End of document To move the cursor to the end of the document.

Ctrl+Shift+D

Double Underline

To create double lines at the bottom of the selected text.

Ctrl+Shift+w

Word Underline

To underline a word.

Ctrl+Shift+A

All Caps

To convert the selected text to uppercase (capital).

Ctrl+Shift+K

Small Caps

To convert the selected text to small caps. (example:
HELLO WORLD)

Ctrl+Shift Superscript To convert the selected text to superscript (example: X°).
Ctrl+= Subscript To convert the selected text to subscript (example: H,O0).
Ctrl+ Erase formatting To remove the formatting of the selected text.

Spacebar

Ctrl+Shift+>

Increase font size

To increase the font size of selected text.

Ctrl+Shift+<

Decrease font size

To decrease the font size of selected text.

Ctrl+1

Single line spacing

To keep one line spacing between the lines of a selected
paragraph.

Ctrl+5 One and half line To keep one and half line spacing between the lines of a
spacing selected paragraph.
Ctrl+2 Double line spacing To keep double line spacing between the lines of a
selected paragraph.
Ctrl+Enter Page Break To start a new page at the cursor position.
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Shortcut Key Command Use \

Ctrl+Shift+8  Show/Hide To make the formatting of characters visible or invisible.

CtrI+Alt+ Print Preview To see the view of the document before taking a print.

Ctrl+Shift+G ~ Word Count To count the number of characters, words, lines and
paragraphs inserted in the document.

Alt+Shift+D Today’s Date To add today’s date to the document.

Alt+Shift+T Current Time To add current time to the document.

Alt+Ctrl+V Paste Special To use the paste command with additional options.

Alt+Ctrl+F Footnote To add a footnote to the document.

Alt+Ctrl+D Endnote To add an endnote to the document.

Alt+Ctrl+M Comment To add comment to the selected text.

Table 1.1 Shortcut keys available in Microsoft Word 2010

After discussing the basic functions and shortcut-keys used while creating a
document, let us now learn about some special features provided by Microsoft Word.

1.5 CHECK YOUR PROGRSS: POSSIBLE ANSWERS

1. Create a word document that gives information about your village/city and
save it with the name of your village/city.
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Unit 2: Formatting in Microsoft
Word File

2
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2.1 LEARNING OBJECTIVES

After studying this unit student should be able to understand:

Add a cover page in Word 2010 file and change Page Layout.
Customize Word 2010 Ribbon.

Arrange Word 2010 file as per column.

Add a watermark to Word 2010 file.

Print Word 2010 file.

Add images and chart to Word 2010 file.

2.2 INTRODUCTION

In this part we are going to discuss how Formatting can be applied on a word file.
Microsoft Word provides many options to do so. The document can be made
attractive using different available options. Let us discuss it in detail.

2.3 FORMATTING IN MICROSOFT WORD FILE

Word Wrap: Microsoft Word provides the facility to add an image along with the text.
Word wrap command can be used to arrange the image in different ways. Let us
learn Word Wrap facility using an example.
e Open a new file and add two three paragraphs of text to it. Now, click the
Insert option on the Ribbon and select Picture option from it. Performing this
operation will present ‘Insert Picture’ dialog box as shown in Figure 2.1.

Figure 2.1 Adding Image using Insert Picture Dialog box

e Select the desired image file and click on the Insert button. The image will be
added to the document. Figure 2.2 shows a screen in which an image has
been added to a document.
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Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent

: leader of Indian nationalism in British-ruled India. Employing nonviolent civil disobedience,

- Gandhi led India to independence and inspired movements for civil rights and freedom across the
world. The honorific Mahatma applied to him firstin 1914 in South Africa. is now used

I &
worldwide. He is also called Bapu in India.

Born and raised in a Hindu, merchant caste, family in coastal Gujarat, western India, and trained
& in law at the Inner Temple, London, Gandhi first employed nonviolent civil disobedience as an

o expatriate lawyer in South Africa, in the resident Indian community's struggle for civil rights.
Afterhis return to India in 1915, he set about organising peasants, farmers, and urban labourers
to protest against excessive land-tax and discrimination. Assuming leadership of the Indian
National Congress in 1921, Gandhi led nationwide campaigns for easing poverty, expanding
women's rights, building religious and ethnic amity, ending untouchability. butabove all for
achieving Swargj or self-rule.

(Taken from http://en.wikipedia.org/wiki/Mahatma_Gandhi)
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Figure 2.2 Adding Image within a Text in a document

4

)|« o »

%0% (=) L]

e The process of arranging the text around the image is known as Word Wrap.
The default word wrap setting of an image is ‘In Line with Text'.

e By selecting the image, the Picture Tab on the Ribbon will be enabled, and
Wrap Text button will now be visible. Using this button, other options of Word
Wrap feature can be used. Alternatively, the Word Wrap submenu of the
context menu that is obtained by right clicking on the image can also be used.

e Table 2.1 below shows how to arrange an image around the text along with its
different options, usage and example.

Option
In Line with To align the See Figure 2.2
Text image in the line

of text

Ex le

Sq uare To allg n teXt Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
H leader of Indian nationalismin British-ruled India. Employing nonviolent civil disobedience,
aroun d anim ag € Gandhi led India to independence and inspired movements for civil rights and freedom across the
world. The honorific Mahatma b applied to him firstin 1914 in
South Africa, is now used worldwide. He is also called Bapu
in India.

Born and raised in a Hindu, merchant caste, family in coastal

Gujarat, western India, and ’ trained in law at the Inner Temple,
London, Gandhi first emploved - nonviolent civil disobedience as an
expatriate lawyer in South - Africa, in the resident Indian

community's struggle for civil rights. After his return to India in
1915, he set about organising peasants, farmers, and urban labourers to protest against excessive
land-tax and discrimination. Assuming leadership of the Indian National Congressin 1921,
Gandhi led nationwide campaigns for easing poverty, expanding women's rights, building
religious and ethnic amity, ending untouchability, but above all for achieving Swaraj or self-rule.
(Taken from http://en.wikipedia.org/wiki/Mahatma Gandhi)
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Use
To align text
tightly around an
image

Through

To leave small
amount of white
space between
the text around
the image

Top and
Bottom

To align the text
above and below
the image

Example

Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalismin British-ruled India. Employing nonviolent civil disobedience,
Gandhi led India to independence and inspired movements for civil rights and freedom across the
world. The honorific Mahatma e applied to him first in 1914 in South
Africa, is now used worldwide. He is 3 ™, also called Bapu in India.

Born and raised in a Hindu, Is) " merchant caste, family in coastal
Gujarat, western India, and trained ¥ b’_ﬂﬂ = inlaw at the Inner Temple, London,
Gandhi first employed nonviolent o civil disobedience as an expatriate
lawyer in South Africa, in the resident Indian community's struggle
for civil rights. After his return to Indiain 1915, he set about organising
peasants, farmers, and urban labourers to protest against excespive land-tax and
discrimination. Assuming leadership of the Indian National Congress in 1921, Gandhi led
nationwide campaigns for easing poverty, expanding women's rights, building religious and
ethnic amity, ending untouchability. but above all for achieving Swargj or self-rule.

(Taken from http://en.wikipedia.org/wiki/Mahatma Gandhi)

Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalism in British-ruled India. Employing nonviolent civil disobedience,
Gandhi led India to independence and inspired movements for civil rights and freedom across the
world. The honorific Mahatma g applied to him firstin 1914 in South
Africa, is now used worldwide. He is 3 "\, also called Bapu in India.

i

Born and raised in a Hindu, ) merchant caste, family in coastal
Gujarat, western India, and trained _“‘ ba e inlaw at the Inner Temple, London.
Gandhi first employed nonviolent - civil disobedience as an expatriate
lawyer in South Africa, in the resident Indian community's struggle
for civil rights. After his return to Indiain 1915, he set about organising
peasants, farmers, and urban labourers to protest against excessive land-tax and
discrimination. Assuming leadership of the Indian National Congress in 1921, Gandhi led
nationwide campaigns for easing poverty, expanding women's rights. building religious and
ethnic amity, ending untouchability, but above all for achieving Swargj or self-rule.

(Taken from http://en.wikipedia.org/wiki Mahatma Gandhi)|

-’

Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalism in British-ruled India. Employing nonviolent civil disobedience,
Gandhi led India to independence and inspired movements for civil rights and freedom across the

world. The honorific Mahatma applied to him first in 1914 in South Africa. is now used
worldwide. He is also called Bapu in India.

Born and raised in a Hindu, merchant caste, family in coastal Gujarat, western India, and trained
in law at the Inner Temple, London, Gandhi first employed nonviolent civil disobedience as an
expatriate lawyer in South Africa, in the resident Indian community's struggle for civil rights.
Afterhis return toIndiain 1915, he set about organising peasants, farmers, and urban labourers
to protest against excessive land-tax and discrimination. Assuming leadership of the Indian
National Congress in 1921, Gandhi led nationwide campaigns for easing poverty, expanding
women's rights, building religious and ethnic amity, ending untouchability. butabove all for
achieving Swargaj or self-rule.

Taken from hitp://enwikipedia.org/wiki/Mahatma Gandhi)

Behind Text

To align image
behind the text

Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalismin British-ruled India. Employing nonviolent civil disobedience,
Gandhi led India to independence and inspired movements for civil rights and freedom across the
world. The honorific Mahatma applied toJyi#first in 1914 in South Africa. is now used
worldwide. He is also called Bapu in In A

g&%tal Gujarat, western India, and trained
in law at the Inner Temple, London Qﬁd@f’rs?’éﬁed non'vlolentclwl dlscbcdlence as an

National Congress in 1921: Gandhi led na®® mpaigns for easing poverty, expanding
women's rights, building religious and ethnic amity, ending untouchability. but above all for
achieving Swaraj or self-rule.

(Taken from http://en.wikipedia.org/wiki/Mahatma Gandhi)

In front of
Text

To align image in
front of the text

Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
leader of Indian nationalism in British-ruled India. Employing nonviolent civil disobedience,
Gandhi led India to mdependenceand 1nsp1red movements for civil rights and frebdom across the
world. The honorific Mahatma { 714 in South Africa, is now used
worldwide. He is also called Bay

Born and raised in a Hindu, mer|
in law at the Inner Temple. Long
expatriate lawyer in South Africi
After his return to India in 1915,

astal Gujarat, western India, and trained
red nonviolent civil disobedience as an
community's struggle for civil rights.
peasants, farmers, and urban labourers
to protest against excessive land: Assuming leadership of the Indian
National Congress in 1921, Gane Jaigns for easing poverty, expanding
women's rights, building religious and ethnic amity, ending untouchability. but above all for
achieving Swaraj or self-rule.

(Taken from http://en.wikipedia.org/wiki’'Mahatma Gandhi)
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Option Use Example
Ed It Wrap To Change the Mohandas Karamchand Gandhi 2 October 1869 — 30 January 1948) was the preeminent
H H leader of "<<——— _ __Indiannationalismin British-ruled India. Employing
PO n t S Wrap po | nts by nonviolent civil T~ T ——— | disobedience, Gandhiled India to
H independenceand inspired | 1 movements for civil rights and
USIng mouse freedom across the world. \ \_ The honorific Mahatma applied to
H him firstin 1914 in South . Africa, is now used worldwide. He
a Adrica.
ClleS an d is also called Bapu in India. Y ‘T - \\
i i Tate AN
al I g n I n g th e Born and raised in a Hindu, - ~ \\msrcha_m caste, family in
. - coastal Gujarat, western 3 India, and trained in law
Im ag e as pe r th IS at the Inner Temple, London, w \\ Gandhi first employed
H nonviolent civil discbedience | as an expatriate
Wrap pOIntS lawyer in South Africa, inthe ® — \ resident Indian
community's struggle for civil rights. After his return to India 2, in 1915, heset
about organising peasants, farmers, and urban labourers to protest against excessive land-tax and
discrimination. Assuming leadership of the Indian National Congress in 1921, Gandhi led
nationwide campaigns for easing poverty, expanding women's rights, building religious and
ethnic amity, ending unfouchability, but above all for achieving Swargj or self-rule.
(Taken from http://en.wikipedia.org/wiki/Mahatma Gandhi)
Table 2.1 Options of Wrap Text
H ‘ [IXH H ‘
e To use more settings of word wrap, the ‘Layout’ dialog box provides ‘More

Layout Options’ which can also be used. It contains additional options of

wrap text.

Toggle Switches: Microsoft Word provides several other options for formatting
which provide two states for the tool button-On and off. A button that can have ‘On’
or ‘Off state is known as a toggle switch. The ‘On’ state shows the indication of the
effect that has been applied, while the ‘Off state displays the lack of the said effect.
Table 2.2 below shows some of the important toggle switches available in Microsoft
Word 2010 and their usage.

lcon Name Use |
F Format To copy the formatting of a selected text and apply it to
Painter another text.
B Bold To make the selected text bold.
g Italic To make the selected text italic.
u Underline To underline the selected text.
abe Strikethrough  To strike the selected text.
X, Subscript To write the selected text slightly below the line.
x* Superscript To write the selected text slightly above the line.
ab Highlight text ~ To highlight the selected text.
= Bullets To apply bullets to the selected text.
= Numbering To apply numbering to the selected text.
q Show/Hide To make formatting characters visible or invisible.
Border To apply borders to selected paragraph.

Table 2.2 Toggle Switch
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2.4 PAGE BREAK & COVER PAGE IN MICROSOFT WORD
FILE

Page Break: Microsoft Word 2010 allows us to add information in more than one
page. When a new Word document is opened, we get a page of predetermined size
(usually A4) on the screen. Sometimes it so happens that instead of using the whole
page, we may leave some portion of the page blank and intend to add a new page at
this pointer we may want to move the text added to the next page. The Page Break
command can be very useful in such cases. To use this command following steps
are required:

e Set the cursor to the location where Page break (i.e., all the text is to be

moved to the next page) in the document is to be added.

=l
|

Page
Break

3

Figure 2.3 Page Break Command

e Select the Insert Tab on the Ribbon. Click on the Page Break option in it. A
new page will be found added to the document. The text (if any) after the
cursor will be seen positioned on the next page.

Cover Page: Usually, the first page of any document is typically decorated. This
page usually includes title of the document and author information. Microsoft Word
2010 provides special facility to create a Cover Page. To add a cover page to a
document you can perform the steps mentioned below:

¢ Open the document in which the cover page is to be added.

e Click on the Insert tab on the Ribbon and select the Cover Page option. This
will open a menu as shown in Figure 2.4.
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Figure 2.4 Cover Page

e Select an appropriate template from the different templates displayed in the
menu. By performing this operation, a new page with sample information can

be found added in the beginning of the document. Figure 2.5 shows one such
cover page.

home

[Type the document
title]

[Type the document subtitie]
=

[Year]

Figure 2.5 Cover Page Template

e Sample data can be seen on the cover page as shown in Figure 2.5. This
sample data is replaced with the actual data to prepare a cover page. A cover
page designed with actual data is shown in Figure 2.6.
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Dr. Babassheb Ambedkar Open University

Microsoft Word 2010
Learn easily...

et v

2014

Figure 2.6 Cover Page after adding actual data

2.5 CUSTOMIZING THE WORD

The users can change or arrange most of the Microsoft Word 2010 options
according to their needs. The look of the Word window that is favorable to us
provides easy and quick access to our work. The next section discusses how to
configure some options of Word program.

e Customizing Quick Access Toolbar: As we already know, the toolbar on
the left side of the topmost title bar in Microsoft Word 2010 window is known
as the Quick Access Toolbar. By default it contains Save, Undo and Redo
buttons. Perform the following steps to add or remove a button from the Quick
Access toolbar.

= Click on the Customize Quick Access Toolbar button visible on the right
side of the Quick Access toolbar. By performing this, the menu as shown
in Figure 2.7 will be presented.

Customize Quick Access Toolbar
Mew
Open
Save
E-mail
Quick Print
Print Preview and Print
Spelling & Grammar
Undao
Redo
Draw Table

Open Recent File

Maore Commands...

Show Below the Ribbon

Figure 2.7 Customize Quick Access Toolbar
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= The options that can be shown on the Quick Access toolbar can be
seen in the menu shown in Figure 2.7. The options that have a tick
mark in front are the currently available options on the Quick Access
Toolbar.

= By clicking on any of the options, they can be added or removed from
the Quick Access Toolbar.

e Customizing Ribbon: During the introduction of Word window, we saw that for
creation of documents various options are available as buttons on different
tabs, and the ribbon has been created with a group of such tabs. We can now
add desired tab on the ribbon according to our convenience and can also add
tool buttons for different options on this tab. The customized tab created by the
user can make document creation easier and faster. The steps to add a new
tab on the ribbon are mentioned below:

= Click on the File tab and select ‘option’. Word Options dialog box shown in
Figure 2.8 will appear on the screen.

= Several options for organizing the Microsoft Word program are given in the
Word Options dialog box. Click on the Customize Ribbon option seen in
the left panel. All options available to change the ribbon are displayed on
the right side section of the dialog box as shown in figure 2.9.

= To add a new tab to the ribbon click on the New Tab button at the bottom
of the dialog box. By doing so, two new elements named New Tab
(Custom) and New Group (Custom) will be added to the list on the button.

= The name of the newly added tab can be changed using the Rename
button. Here we have assigned My Tab as a new tab name.

Figure 2.8 Word options dialog box
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General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

@ Customize the Ribbon and keyboard shortcuts.

Choose commands from: .

Popular Commands

[=]

Align Left
S Breaks

Bullets

Center

Change List Level
Copy

cut

X

Delete

Draw Table

Draw Vertical Text Box
E-mail

Find

Font

Font...

e BRERE

Font Color
Font Size
Format Painter
Graw Font
Hyperlink..

[

% Accept and Move to Next

Define New Number Format...

A

Custornize the Ribbon:

Main Tabs

Main Tabs

& [/]Home
Clipboard
® Font
Paragraph
Styles
& Editing

[V]msert

Page Layout

References

Blog Post
Insert (Blog Post)
Qutlining

| »

1

— 0 T

Import/Export ¥ |0

=]

= Any option shown on the left side section of the dialog box can be
added to the new tab. For this, choose the option that is to be added on

Figure 2.9 Customize Ribbon

the new tab and click on the Add button between the two lists. Here we

have added New, Open, Save, and Cut Copy, Paste, Print Preview and

Print options to a new tab named MyTab.

= After adding a new tab, the Word Options dialog box will appear as
shown in Figure 2.10.

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

@ Customize the Ribbon and keyboard shortcuts.

Choose commands from:'i

Popular Commands

=]

Align Left

Breaks

Bullets

Center

Change List Level
Capy

Cut

v g B T WS

Define New Number Format...

Delete

Draw Table

Draw Vertical Text Box
E-mail

Find

Font

Font...

e BEREAE

Font Color
Font Size
Format Painter
Grow Font

L

Hyperlink...

Accept and Move to Next

I~

T~

Keyboard shorteuts:

<< Remove

Customize the Ribbon:'i
Main Tabs

Main Tabs
Home
= [V]MyTab (Custom)
= New Group (Custom)
New Blank Document
Open
Save
Cut
Copy
Paste
Print Preview and Print

B dr e D

=

Insert
Page Layout
[¥] References
[¥] Mmailings
[¥] Review
V\ew
DDEVE\opEr
m [ aedd-Tne

m

I New Tab ] [Nemeup] l Rename... l

Customizations: i
Import/Expart ¥ (i

Bk

Figure 2.10 Word Option Dialog Box after Adding Desired Options

Click on the OK button to close the dialog box. A new tab with name
MyTab will now appear on the Ribbon of the Word window. By clicking on
it, we will see the tool buttons for the selected options, which can be used
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when working with the document. The tab-MyTab and the tool buttons
added by us are shown in Figure 2.11.

Figure 2.11 The tab-Mytab with Tool Buttons

e Page Options: Sometimes while creating a document, a need arises to
change the options such as size, margins, orientation, etc., of the page. To
perform any such action, Microsoft Word 2010 has been given the facility
of Page Layout Tab. Various options to change document available in the
Page Layout tab are mentioned below:

e Themes: This option can be used to select different themes for the
document. “Theme” is a kind of template for the document that has
arrangement for different colors and style. Figure 2.12 shows various
themes available in Word 2010. By clicking on a theme, the document can
be displayed according to the selected theme. To change the color, font
and effect of the selected theme the Colors, Fonts and Effects menu
adjacent to the theme can be used.

Figure 2.12 Themes
e Margins: This menu is used to change the size of the margins of the page in
a document. The Margins menu contains several predefined margin names
like Normal, Narrow, Moderate, Wide, etc. These are shown in Figure 2.13.
By clicking on these names, required margins can be selected.
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Figure 2.13 Margin Menu
If a user wants to give margins as per his/her requirement then he/she can
choose Custom Margins option given at the end of this menu. By doing this, a
Page Setup dialog box is presented to the user. User can change the size of
the margins as per the need. The Page Setup dialog box is shown in Figure
2.14.

e Orientation: By default the pages are arranged in a vertical manner. But if the
width of the contents being added to the document is more, the page can also
be arranged in a horizontal manner. To perform this operation, Orientation
menu is used. Orientation menu as shown in Figure 2.15 provides two
options: Portrait and Landscape which arrange the page in vertical or
horizontal manner respectively.

Margins Paper Layout
Margins
Top | % Bottom 1 =
Left: 1.25" 2] Right: 1 = J—
Gutter: o 2 Gutter position: | Left EI E‘ ‘E I j
Orientation B
Orientation| Size Cc
1M Portrait Landscape - N
Pages
Multiple pages: Nermal L .
1 Paortrart
Preview
= Landscape
Apply to: | Whole document E
Set As Default Cancel
Figure 2.14 Page Setup Dialog Box Figure 2.15 Orientation

Size: This menu is used to determine the size of pages in the documents. By
default the size of the page is defined as A4. This menu as shown in Figure 2.16
provides other options to change the page size.
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[j J = Breaks ~

H3 Line Numbers

Size |Columns
N " b¥ Hyphenation

Letter -
‘ 85" x 11

Tabloid
11 x 17"

Legal
J 85" x 14"
Executive

| 7.25"x 10.5"

A3
1169 x 16.54

A4
J 827" x 11.69"

B4 (JIS)
10.12" x 14.33"

B5 (JIS)
717" x10.12"

More Paper Sizes...

Figure 2.16 Size

Columns: Sometimes the user needs to arrange the information added to the
document into more than one vertical row. You must have seen more than
one vertical rows in the newspapers. This vertical row is called Column. The
Columns menu option available in the Page Layout tab can be used to
arraange the data in more than one column. The options available in Column
menu are shown in Figure 2.17. Figure 2.18 shows a document view in which
the information is divided in three columns.

v= Breaks *

3 Line Numbers

Columns| . .
b~ Hyphenation ~

QOne

Three

Left

Right

[T A P TR T

EE  mMore Columns...

Figure 2.17
Columns

Mohandas Karamchand
Gandhi 2 October 1869 —
30 January 1948) was the
preeminent leader of
Indian nationalismin
British-ruled India.
Employing nonviolent civil
disobedience, Gandhi led
India to independence and
inspired movements for
civil rights and freedom
across the world. The
honorific Mahatma
applied to him firstin 1914
in South Africa, is now

used worldwide. He is also

called Bapu in India.

Born and raised ina
Hindu, merchant caste,
family in coastal Gujarat,
western India, and trained

in law at the Inner Temple,

London, Gandhi first
employed nonviolent eivil
disobedience as an
expatriate lawyer in South
Africa, in the resident
Indian community's
struggle for civil rights.
After his return to India in

(Taken from http://en.wikipedia.org/wiki/Mahatma_Gandhi)|

1915, heset about
organising peasants,
farmers, and urban
labourers to protest against
excessive land-taxand
discrimination. Assuming
leadership of the Indian
National Congressin 1921,
Gandhi led nationwide
campaigns for easing
poverty, expanding
women's rights, building
religious and ethnic amity,
ending untouchability, but
above all for achieving
Swargj or self-rule.

Figure 2.18 Information divided in three columns

Breaks: The options like Page Break, Column Break, etc., used to take
information on one page or column to another page or column are given in
this menu.

Line Numbers: Using this option the pages in the document can be given
numbers.

Hyphenation: This option is used to decide whether the word at the end of
the line is to be broken or moved to a new line.
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Page Color: This option is used to change the color of the page.

Page Border: This option is used to add borders to all the pages in a
document. By clicking this option, a Border dialog box as shown in Figure
2.19 will be seen. A page can be given different types of borders by using the
options in this dialog box.

Borders and Shading » { X
Borders | FPage Border | Shading
Setting: Style: Preview
- Click on diagram below or use
None £ buttens to apply borders
| IE‘ |
Box =
i IE‘ Shadow | | . ___.________
! D Color
3-D
- Automatic E
Width:
s s
m -“ Apply to:
Art: Whole document EI
(none)
Options...
Horizontal Line... [ 0K l | Cancel ‘

Figure 2.19 Page Border dialog box

Watermark: The watermark effect is used to add distinct text or image as a
background in the information added to all the pages of a document. At times,
this effect is also known as Hologram. Generally, the watermark is used to
show the ownership of the information in the document. Use of watermark
stops unauthorized user from copying the document.

Microsoft Word 2010 not only provides the feature of page with predefined
watermark but also allows a user to create a watermark and add it to a
document. The steps to use the watermark are mentioned below:

= Open the document in which the watermark is to be added. The document
may be blank or it is possible that it has text in it.

= Click on the Watermark menu available in Page Layout tab. The options
shown in Figure 2.20 will be visible after performing this operation.
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j E J Indent Spacing

= Leftt 0" Before: O pt

4

Watermark Page Page | _
Color - Borders | X Right: O

oA

After: 0 pt

T &

Confidential -

CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY 1

DO NOT COPY 2 -
Enable Content Updates from Office.com...
A Custom Watermark..

B Remove Watermark

Figure 2.20 Watermark Menu
Selecting any of the options given in the watermark menu will add the
effect of that watermark in the current document.
It is possible to change the watermark as per our requirements. To
perform this operation click on the Custom Watermark... option in the
Watermark menu. This option presents a Printed Watermark dialog box.
Two options namely Picture Watermark and Text Watermark are available
in this dialog box. For example, to add a text Dr. Babasaheb Ambedkar as
a Watermark in our new document, the options as shown in Figure 2.21
can be selected.

Printed Watermark @ ——

Mo wiatermark

Picture watermark

cale: Auto A Washout

195]

|| (@ Text watermark

Language: | English (U.5.) E
Text: Dr. Babasaheb Ambedkar| E
Font: Century Gothic E
Size: Auto E|
Color: EI | Semitransparent
| Layout: @) Diagonal Horizontal N
| Apply ‘ l OK l | Cancel i

Figure 2.21 Printed Watermark Dialog Box
Once all the information is added, click on the OK button. The watermark
added in the new document is as shown in Figure 2.22.
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Figure 2.22 New documents with watermark

Spelling and Grammar: It is always desired that the contents of a document should
be free from spelling and grammatical mistakes. Microsoft Word 2010 provides the
feature to identify and correct the spelling and grammatical mistakes in a document.
This feature is enabled as soon as the document creation starts, and every word that
is typed as well as every sentence that is formed is checked for spelling and
grammar mistakes. For performing this operation, Word uses its predefined
Dictionary. The spelling mistakes are shown using a red underline and the
grammatical mistakes are shown using a green underline.

The mistake found by Word can be easily corrected. Word gives suggestions for the
mistakes that it has found. To see the suggestions, right click on the text. Performing
this action opens a context menu as shown in Figure 2.23.

organizing

Ignore
Mohandas Kara Ignore Al ober 1869 — 30 January 1948) was the preeminent
leader of Add to Dictionary  pationalismin British-ruled India. Employing
nonviolent civil AutoCorrect R disobedience, Gandhi led India to
independence an - o movements for civil rights and
freedom across tl Language ' i, N The honorific Mahatma applied to
him firstin 1914 | ¥ speliing.. 5 ) Africa, is now used worldwide. He
is also called Bag {*\‘\‘E‘l

Look Up | LI :—'_;YZ
Born and raised i .k merchant caste, family in
coastal Gujarat, v ﬁ India, and trained in law
at the Inner Temy . — Gandhi first employed
nonviolentcivil¢ £ Paste Options: I as an expatriate
lawyer in South =) resident Indian
community's stru er his return to India in 1915, he set
about organfsing Additional Actions * |rhan labourers to protest against excessive land-tax and

discrimination. Assuming leadership of the Indian National Congress in 1921, Gandhi led
nationwide camp Times Ni - 12 - A" o i iE 1ding women's rights, building religious and
ethnic amity, end Ul for achieving Swargj or self-rule.

(Taken from http B I H‘ tma Gandhi)

V- A-

Figure 2.23 Spelling Correction

As can be seen in the figure, there is a red underline under the word ‘organizing’.
This indicates a spelling mistake. The context menu opened by right clicking on the
text suggests the correct spelling 'organizing' available in Word dictionary. The
following tasks can be performed by using this menu:
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The correct suggestion is accepted by clicking on it. Thus the text in the
document is replaced with this text.

By selecting the Ignore option, the mistake identified by Word can be ignored.

By selecting Ignore All option, mistakes due to a particular word in the entire
word document are ignored and the red underline under each occurrence of
that word disappears.

By selecting Add to Dictionary option, the text can be added into the dictionary
of Word. Then on, Word considers this text as correct.

Once the document is ready the Spelling & Grammar option on the Review tab can
be selected to check and correct all the spelling and grammar mistakes.
Alternatively, a shortcut key F7 can also be used to perform this action. This
command finds the spelling and grammar mistakes in the document one by one and
opens the Spelling & Grammar dialog box as shown in Figure 2.24 to correct it.

Spelling and Grammar: English (U.5.) M

Mot in Dictionary:

After his return to India in 1915, he set
about ol‘gmlisingl peasants, farmers, and
urban labourers to protest against excessive
land-tax and discrimination. Add to Dictionary

Ignore Once

M| »

Ignore All

1

i

Suggestions:

organizing ¢ Change

Change All

AutoCorrect

Dictionary language: | English (U.5.) E

[] check grammar

l Options... J l Undo J Close

Figure 2.24 Spelling & Grammar dialog box

Using the options shown in the dialog box, the mistake can be corrected or ignored
and new words can be added into the dictionary.

Document Views: Microsoft Word 2010 provides facility to view a document with
different viewing options. This feature is known as Document Views. The document
views along with its features provided by the Word are mentioned below:

Print Layout: This view shows the look of the document when it is going to
be printed. This view shows the real-time appearance of the document. In this
view the margins, page break and other components of the document are
displayed on the screen.

Full Screen Reading: This view becomes important when only details of
document are to be read. In this view, whole document is displayed on the
screen and title bar, ribbon, margins, ruler and other such components are
made invisible from the screen. Esc key can be used to close this view.
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e Web Layout: Word also provides a feature of saving a document as a web
page. This file is stored in form of HTML. But while creating the document if a
need arises to see how this page is going to look on a web browser then this
view is used.

e Qutline: This view is used to display only text that has been added to the
document. In this the titles of the document (Headings) and its subtitle
(Subheadings) are displayed as a list, and pictures within the document are
not displayed. This view is best used to change the order of details added to
the document. To perform this operation, the bullet point before the detail to
be rearranged is clicked and dragged to a new location.

e Draft: This view is used to show the document after removing images,
column, header, page break and other such components.

All these views can be used in two ways:
1. By using View tab available on the Ribbon. (See Figure 1.14)

2. By using the icon at the bottom right side of the Word window. (See Figure
1.17)

Zoom: The zoom command is used to see the information within a document with
different resolutions. The effect of this command is applicable only on that particular
screen and the same effect cannot be obtained on the printed version of that
document. To use the zoom command, the Zoom button on the View tab needs to be
clicked. By performing this action, a Zoom dialog box as shown in Figure 2.25 will be

displayed.
Zoom @d—hJ

Zoom to

200% Page width
100% Text width

75% Whole page —
Percent: |110% =

-

Preview

AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz

[ — AaBbCcDdEeXxYyZz

[ OK l | Cancel

Figure 2.25 Zoom dialog box

The Zoom dialog box shows the current zoom level of the document. If needed, this
can be changed as per our requirement. The zoom level is shown in percentage. As
shown in the figure, zoom level of 200%, 100% or 75% can be chosen. For all other
levels a number needs to be entered in the Percentage text box. It is also possible to
increase or decrease the percentage level.
e Page width option when selected sets the zoom level of the document as per
the width of the page.
e Text width option when selected sets the zoom level of the document as per
the text width within the document.
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e Whole page option displays the entire document along with all its information
on a screen.

¢ When more than one page is to be displayed on a screen, the Many Pages
button is clicked. From the menu that opens up the number of pages are
selected. For example, if three pages are selected then the view of the
document is as shown in Figure 2.26.

Figure 2.26 Zoom level that shows three pages

Compatibility Mode: The files created in the older version of Microsoft Word can be
opened in Microsoft Word 2010. When a file saved in the older version of Word is
opened in the latest version of Word, some special features available in this version
are not applicable to the information stored in that file. Microsoft Word 2010 displays
[Compatibility Mode] on the title bar of such documents, which enables the user to
realize that the currently opened file was saved in the older version of Word.

Backup options: When the information is stored in a digital format, its security
becomes a very important aspect. If the saved file cannot be opened due to some
reasons, there is a major loss of data. At times, there is a possibility that the saved
file is harmed either accidently or deliberately. If the file stored on the computer
cannot be retrieved, one might have to face many difficulties.

This type of problem can be solved by using the backup feature available in
Microsoft Word 2010. The process of storing the information in the traditional storage
medium as well as some another safe place is known as ‘backup’. The backup
feature available in Microsoft Word stores the file created by the user at some
predefined place without the knowledge of the user. Accidentally if the original
document gets damaged, the copy of the document stored in this place can help
getting the original information back. The location of the backup can be changed by
using the steps mentioned below:

e Click on the Option button of File tab.

e Click on the ‘Advanced’ option available in the left panel of the Word Options
dialog box. Scroll down the options visible in the right panel till ‘Save’ section
is visible on the screen. See Figure 2.27.

e Select the check box in front of the option ‘Always create a backup copy’ in
this dialog box. By performing this action, whenever a file is saved its backup
copy is automatically created.

¢ |If the file has been opened from network, its backup can also be created by
selecting the check box in front of the option ‘Copy the remotely stored file
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onto your computer, and update the remote file when saving’.

Word Options * o — & - -:‘T—T £ X

Genera| | Save

Display [Z] prompt before saving Normal template i
[ Amways create backup copy

Proofing

[T] Copy remoately stored files onta your computer, and update the remote file when saving
save Allow background saves
Language

Preserve figelity when sharing this document: | 8] Chapter-3vicrosoftiordzo10| = |
Advance

[] save form data as delimited text file
Customize Ribbon Embed linguistic data
Quick Access Toolbar

General

Add-ins
[ provide feedback with sound

Trust Center Provide feedback with animation

[7] confirm file format conversion on open

Update atomatic links at open

[] allow opening a decument in Draft view
Enable background repagination

[7] Show add-in user interface errors

Show customer submitted Office.com cantent

Mailing address:

1l

File Locations... | | Web Options..

Figuré 2.27 Advanced Save Options

Document Inspector: By using the Document Inspector feature provided by
Microsoft Word 2010, the hidden contents and personal information in a document
can be checked. As a document can be used by more than one author, generally it is
better to perform this check before sending it to another place electronically. The
steps mentioned below need to be followed to get the document checked by the
Document Inspector. It is advisable to take a backup of the original document before
using this command.
e Open the document that is to be inspected.
e Click on the ‘Check for Issues’ button of Info menu available on File tab.
e Click on the Inspect Document option from the menu opened using
previous action. A dialog box as shown in Figure 2.28 will be displayed on
the screen.

Document Inspector - @i—hJ

To check the document for the selected content, click Inspect.

Comments, Revisions, Versions, and Annotations

Inspects the document for comments, versions, revision marks, and ink annotations.

Document Properties and Personal Information

Inspects for hidden metadata or personal information saved with the document.

Custom XML Data
Inspects for custom XML data stored with this document.

Headers, Footers, and Watermarks

Tnspects the document for information in headers, footers, and watermarks.

Invisible Content

Tnspects the document for objects that are not visible because they have been formatted as invisible. This
does not include objects that are covered by other objects.

Hidden Text
Inspects the document for text that has been formatted as hidden.

Figure 2.28 Document Inspector dialog box

e As shown in the figure Document Inspector allows checking of six different
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aspects.

one shown in Figure 2.29.

To start the inspection click on the Inspect button.
Word inspects the document and shows the result which can be similar to the

Document Inspector l B
Review the inspection results.
@ Comments, Revisions, Versions, and Annotations
MNo items were found.
& Document Properties and Personal Information
No document properties or personal information was found.
& Custom XML Data
No custom XML data was found.
& Headers, Footers, and Watermarks
Mo headers, footers, or watermarks were found.
& Invisible Content
No invisible objects found.
! Hidden Text Remave All
Hidden text was found.
/1, Note: Some changes cannot be undone.

L Figure 2.29 Result shown by Document Inspector

e The result shows that the document contains hidden text. By clicking on the

Remove All button this text can be removed from the document.

2.6 PRINTING OF DOCUMENT IN MICROSOFT WORD

Printing of Document: When the document is saved, it is stored on hard disk or
some electronic storage similar to it. Most of the documents after being stored need
to be printed on paper. The document printed on paper is known as a hardcopy. To
print a document an output device named printer is used. Once the document is
ready, the steps mentioned below will enable you to take a printout of the document.

o After the document is created, click on the Print option in the File tab
alternatively, the shortcut key CTRL + P on the keyboard can also be used.
The Print dialog box as shown in Figure 2.30 will be displayed on the screen.
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Figure 2.30 Print dialog box

By clicking on the Print button available in the Print dialog box, printing of the
document will get started as per the predefined settings of the document and

the printer.

A list of the printers installed on the computer system is shown in the Printer
section visible below the Print button. Desired printer can be selected from

this list.

To change the properties of the installed printer, the Printer Properties link
can be used. Figure 2.31 shows the dialog box with Printer Properties. Note
that this dialog box may vary as per the printers installed in the computer

system.

Advanced | Paper/Qualty | Effects | Firishing | Services

Print Task Quick Sefs

€ HP LaserJet Professional M1213nf MEP Properties

Paper Options

Sizeis

M = oum

™ Use Different Paper/Covers

Source s

[ £uto Select

Typeis

=]

| Plain Paper

I¥ Show important instructions for printing on short media

a3

=]

8.27 by 11 B9 inches

Pint Quality

|FastRies 00 -

I™ Econoiode
{May Save Piint Carlidges)

[ or J[ cancel J[ hHep |

Figure 2.31 Printer Properties dialog box

This dialog box is used to set the page size, source, printing quality, and other
effects of printing.
Page numbers are entered in the Pages textbox of the Settings section within
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the Print dialog box to instruct which pages of the documents are to be
printed. The Print All Pages button can be used to print all the pages of the
given document.

Document Properties: ‘Document properties’ option is used to get details of
properties of the document prepared in Microsoft Word 2010. The details of the
current document are given on the right side of the screen opened by clicking on the
File tab. Figure 2.32 shows one such sample.

E»

Figure 2.23 Document Properties

As shown in the figure the following document information is shown in the Document
Properties:
e Size of the document.
Total pages and words in the document.
Total editing time of the document.
Title and Tag of the document.
Comment.
Document creation date.
Last modified date of the document.
Last printed date of the document.
Author of the document.
To get more information you can click on the All Properties link.

2.7 TYPOGRAPHY IN MICROSOFT WORD FILE

Typography: When a word processor such as Microsoft Word is used, the text
inserted in the documents can be displayed with different types of characters.
Characters can be represented by different typeface, font and size.

A set of characters such as Times, Arial, Courier, etc., with same appearance is
known as typeface. This typeface is called ‘font’ and has styles and sizes. ltalics,
Bold and Underlined characters may be included in the font style. The size of
character is represented by the unit called Point.

Font typefaces can be divided into two categories: Serif and Sans Serif. The
characters in Serif type font have little decoration at the ends. Times, Bookman,
Century, etc., are Serif type fonts. If document is to be printed, such fonts are easier
to read. In French language Sans means ‘without’. Sans Serif fonts are without
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decoration. Arial, Verdana, Helvetica, etc., are the examples of Sans Serif font
types. Usually these type of fonts are used in the title of the documents. Figure 2.33
shows an example of Serif and Sans Serif font types.

Microsoft Word Microsoft Word

Serif Font Sans Serif Font
Figure 2.33 Serif and Sans Serif fonts

Font Attributes: It is possible to make the document attractive by changing different
characteristics of the fonts. Many features of font are provided on the Home tab of
the ribbon. To obtain all the features of fonts at once the Font dialog box is used.
The steps mentioned below can be used to open the Font dialog box.

o .~
Font Advanced
Latin text
Font: Font style: Size:
Times New Roman E| Regular 11
NEE -
Tralic 10
Bold T | [~
Complex scripts
Font: Font style: Size:
L +Body CS E| Regular E 11 |Z| "
All text Ml
Font color: Underline style: Underline color:
Automatic IZ| (none) El Automatic -
Effects
N
[] strikethrough [] small caps
|| Double strikethrough [] ANl caps
[] superscript [] Hidden
L || subscript
Preview
Sample Gelerel |
This is the bady theme font for Complex Script text. The current document
theme defines which font will be used.
\ Set As Default ‘ \ Text Effects... ‘ [ oK l I Cancel

Figure 2.34 Font dialog box

e Click on the buttons besides the Font group on the Home tab.
e Press Ctrl+Shift+F on the keyboard.
e The Font dialog box as shown in Figure 2.34 will be displayed on the screen.

The facilities provided in this dialog box are listed below. Before applying any of the
effects from this dialog box, one should remember that the text in the document
needs to be selected first.

e Font: The names of all the fonts available in the Windows Operating System
are shown in this drop style down menu. When any font is selected, a sample
text is shown using characters of this font within the Preview section. Times
New Roman, Arial, Calibri, Verdana, etc., are few commonly used fonts that
can be selected from this section.
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e Font Style: This selection box is used to change the style of fonts in the
selected text. In this if bold style is selected, the characters become dark, and
if Italic style is selected the characters get slightly skewed. The characters
become more eyes catching when font style is used. Hence, generally its
effect is applied to text added as title.

e Size: This option is used to decide the size of the characters. Generally to
differentiate the title and the normal text from each other different text sizes
are used.

e Font Color: The font color option is used to change the colors of the selected
characters. Different font colors can be selected by clicking on the Font Color
drop down menu. To get the shades other than the ones given in the palette,
click on the More Colors link. It should be noted that a printout taken with the
help of a color printer will only show the effect of different colors used. So, a
color printer is required to take out such a printout.

e Underline Style: This option is used to create different types of underlines
under the selected text. Different underline styles like Words only, single,
double, dash, etc., can be selected from this drop down menu.

e Underline Color: This palette provides a variety of colors which can be used
to underline the text.

e Effects: The selected text can be given the effects as mentioned below:

e Strikethrough: To draw a horizontal line on the characters.
Example: Microsoft-\Word

e Double strikethrough: To draw two horizontal lines on the characters.
Example: Mierosefi-\Word

e Superscript: To write the characters slightly above the line.
Example: 1%, 2" 3 X2

e Subscript: To write the characters slightly below the line.
Example: H,0, X,

e Small caps: To write all characters in capital letters, with the first
character of the word being slightly bigger than others.
Example: MICROSOFT WORD

e All caps: To write all characters in capital letter.
Example: MICROSOFT WORD

e Hidden: To make the selected characters invisible.

The above options are available under Font tab in the Font Dialog Box. By clicking

on the nearby advanced tab, the look of the dialog box will appear as shown in
Figure 2.35.

107



o .
Advanced

Character Spacing

Scale: 100% |Z|
Spacing: |Normal IEI By:
Position: | Normal E By:

D Kerning for fonts: = Points and above

Alb( dp

M | OpenType Features
Ligatures: Mone
Number spacing: | Default

Number forms: Default

FEIEIEE]

Stylistic sets: Default

[ use Contextual Alternates

Preview

Sample Geleral

This is a TrueType font. This font will be used on both printer and screen.

’ Set As Default ] i Text Effects... ] l 0K ] ’ Cancel ]

L Figure 2.35: Advanced tab of Font dialog box

e Scale: This option is used to change the width of the selected
characters. By default the scale value is set to 100%. The value greater
than default increases the width of the characters while value less than
the default narrows down the width of the characters.

This text has150% of Scale
This text has 100% of Scale {Default)

Figure 2.36 Scales applied to characters

e Character Spacing: This option is used to control the space between
the characters of selected text. Three sub options are available in this
drop down menu:

e Normal: Indicates default space between characters.
e Expanded: Indicates slightly more space than default between
characters.
e Condensed: Indicates slightly less space than default between
characters.
Figure 2.37 shows an example of all the three different types of spacing.

This text has ‘Normal’ character spacing

This text has ‘Expanded’ character spacing

This text has ‘Condensed’ character spacing

Figure 2.37 Spacing applied to characters
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Change Text Case: At times there is a need to change the case (capital/small) of
the text after it has been inserted in the document. Microsoft Word 2010 provides a
feature called Change Case to perform such action; it saves the effort of removing
and rewriting the entire text again. The Change Case menu is available in Home tab.
Figure 2.38 below shows five options available to change the case of the text
inserted in a document.

- -

Aa~| 4
Sentence case.
lowercase
UPPERCASE
Capitalize Each Word

tOGGLE cASE

Figure 2.38 Options of Change Case menu

Sentence case: To make the first character of the selected text capital.
Lowercase: To make all the characters of the selected text small.
UPPERCASE: To make all the characters of the selected text capital.
Capitalize Each Word: To make the first character of all the words in the
selected text capital. (It is also known as Title Case.)

e TOOGLE CASE: To invert the case of all the characters in a selected text,
that is used to change capital letters to small and small letters to capital.

Figure 2.39 shows example of the five cases.

Figure

Not

Avialable

Figure 2.39 Change Case

Text Highlighting: At times certain text being important needs to be highlighted
within a document. The highlighted text becomes more eye-catching within a
document. Microsoft Word 2010 provides a feature of highlighting text with different
colors. Perform the steps mentioned below to highlight the desired text:
e Select the text within the document.
e Click on the Text Highlight Tool available on the Home tab. This opens a
menu with different colors. See Figure 2.40.
e Select a color in the menu and click on tithe selected text will now be
highlighted with this color.
e To remove the effect of the highlight, select the No Color option from the
menu.
e If Highlight Color is selected without selecting the text, all the text that is
selected later is highlighted with the said color. To stop this process, Esc key
can be pressed or Stop Highlighting option can be selected from the highlight
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Figure 2.40 Text Highlight Color

2.8 PARAGRAPH FORMATTING IN MS WORD

=-iE-E- EE T

== == = = -“:

= = = = = & i
Paragraph =

Figure 2.41 Paragraph Formatting

The names and usage of all the tools available in the Paragraph Group are shown in
Table 2.3.

Icon Name Use

Bullets This option is used add an unordered list. It is possible to select the

bullet sign that is to be displayed in front of the list by clicking on the
arrow sign besides this tool button. See Figure 2.42

11
4

Bullet Library
*
Mone Y @] ] + R4
> v
Document Bullets

- - © QA O e

O

Define New Bullet...

Figure 2.42 Bullets

i Numbering | This option is used add an ordered list. It is possible to select the

number style that is to be displayed in front of the list by clicking on
the arrow sign besides this tool button. See Figure 2.43
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Icon Name Use
+ Numbering Library |
1 1)
|| None 2. 2)
k3 3)
I A a)
I B b)
I C. c) I
y
Document Number Formats
1. a.
2 b N
3. c.
Define New Number Format...
Figure 2.43 Numbering
i Multilevel This option is used to add a multilevel list to a document. This
R list tool plays an important role when adding Hierarchical lists that
contain points and sub points. To select the number style that
is to be displayed in front of the points and sub points in the
list, click on the arrow sign besides this tool button. See Figure
2.44
(- |
Current List -
1
List Library |
1) 1
None a) 1.1
i) 111 |
< Article [ Headin| | 1 Heading 1
> Section 1.01 Hea | 1.1 Heading 2
(a) Heading 3 1.1.1 Heading 3 |
B Define New Multilevel List...
Define New List Style...
Figure 2.44 Multilevel List
= Decrease This option is used to move all the contents of the paragraph to a
= Indent predefined distance on the left side.
o Increase This option is used to move all the contents of the paragraph to a
= Indent predefined distance on the right side.
Al Sort This option is used to arrange the tabular information in a
=

sequential order. When this tool button is clicked a Sort dialog
box as shown in Figure 2.45 gets displayed on the screen.
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Name

Use

Sort SAx)

—

Sort by

| |Z| Type: |Text

Using: |Paragraphs

EI (@) Ascending
E| () Descending

EI (@) Asgending I
E| () Descending

Then by
|Z| Type: |Text
Using: |Paragraphs
| Then by
M| TEE = v | @ Ascending
Using: |Paragraphs p— Descending
[ My list has

0 Header row No header row

=

— =

o ][ oo

Figure 2.45 Sort Dialog Box

Using the Sort by drop down menu of this dialog box, the field
name of the information that is to be arranged sequentially is
selected. Selecting the Ascending option arranges the
information in an increasing order whereas Descending option
arranges the information in a decreasing order. A multilevel
sorting can be obtained by selecting the Then by option. It
means that for the similar first fields the sorting is done based
on the information in field that follows it.

Show/Hide

While formatting the document as per our requirement, Microsoft
Word program inserts some white spaces in between the text. Using
this button, it becomes possible to view different white spaces
inserted between the texts. For example, normal space is
represented by a dot and a tab space is represented by an arrow
sign. It is necessary to note that while printing the document they are
not displayed on the paper.

Align  Text
Left

This button is used to arrange all text toward the left side with
respect to the ruler.

Centre

This button is used to arrange all text in the centre with respect
to the ruler.

Align Text
Right

This button is used to arrange all text towards the right side
with respect to the ruler.

| ]

Justify

This button is used to arrange all text with equal spacing
towards left and right side with respect to the ruler.

L d

1]
1

Line and
Paragraph
Spacing

This option is used to control the spacing of lines in-between
the lines of the paragraph. By default the line spacing value is
set to 1.15. This is known as single line spacing. To increase
the spacing between the lines, values such as 1.5, 2.0 or
greater are chosen. To get more paragraph arrangement
options click on the Line Spacing Options... given in the menu.
The Paragraph dialog box as shown in Figure 2.46 will
displayed on the screen.
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Icon

Name

Use

= —

Indents and Spacing | Line and Page Breaks |

Paragraph

General
aigrmens; T~ |

Outline level: | Body Text E

Indentation

Left Special By,

(none) [=]

Right:

o
o
Mirror indents

Spacing
Before: 0 pt = Line spacing: At
After: opt [ single [
["] Don't add space between paragraphs of the same style

Tabs.. | [ seaspefar | [ ok | [ cancel

Figure 2.46 Paragraph dialog box

With the help of Indentation section provided in this dialog box
following paragraph arrangements can be selected:

Left Indent: To move all the lines in the paragraph towards
right side from the left side ruler.

Right Indent: To move all the lines in the paragraph towards
left side from the right side ruler.

Special:
First line: To move only the first line of the paragraph towards
right side from the left side ruler.

Hanging: To move all the lines of the paragraph accept the
first towards the right side from the left side ruler.

Shading

This option is used to fill the background Colour in the
paragraph. Many colours are shown in the menu that can be
selected by clicking on the arrow sign besides this button. See
Figure 2.47

Theme Colors

| Standard Colors |
] | EEEEN

| No Calor

i More Colors..

Figure 2.47 Shading Menu

When any colour is selected from the menu, it becomes
applicable as a background to the current paragraph. By
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Icon Name Use

selecting More Colours... option additional colour shades can
be obtained, and by selecting No Colour option, it is possible to
remove the background colour applied to the paragraph.

T Border This option is used to apply borders around the selected paragraph.
The menu displayed by using this tool button is shown in Figure 2.48.

As shown in the figure, it is possible to apply different types of
borders to a selected paragraph or table. The No Border option
removes the border applied to the paragraph. To apply border around
all the four sides of the paragraph, the All Borders options is used.

1| Bottom Border

Top Border

[i3| Left Border

i) Right Border

i1 No Border

H Al Borders

E | outside Borders

4 Inside Borders

& Inside Horizontal Border
I4 Insice Vertical Border
®} Diagonal Down Border
i Diagonal Up Border

£ Horizontal Line

j Draw Table

B view Gridlines
o

(1 Borders and Shading...

Figure 2.48 Border Menu

Table 2.3 Paragraph Formatting

2.9 TAB FORMATTING IN WORD

Set Tabs: The word ‘tab’ has been derived from the word ‘table’. The tab facility is
used when the information in the document needs to be arranged in a columnar form
similar to tables. We have already seen that when a tab is arranged on ruler, it is
possible to make the cursor directly jump on it by pressing the tab key on the
keyboard. (See Figure 1.15)
Microsoft Word 2010 provides five types of tab facilities. To change the type of tab, a
mouse click needs to be pressed on the left hand side of the Horizontal ruler
available in the Word window. The names, usage and examples of tabs available in
the Microsoft Word are as shown below:
1. Left Tab: By using this tab, the text is arranged towards the right side of the tab
stop.
For example,

Hello Friends

This is a demonstration of

Left tab stop.

2. Right Tab: By using this tab, the text is arranged towards the left side of the tab
stop.
For example,
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Hello Friends
This is a demonstration of
Right tab stop.

3. Center Tab: By using this tab, the text is arranged in a manner that it remains in
the center of the tab stop. For example,
Hello Friends
This is a demonstration of
Center tab stop.

4. Decimal Tab: This tab is used especially to add decimal numbers. By using this
tab, all the decimal numbers that are added are arranged as per the decimal point.
For example,
12.34
12345.67
0.1234
-5.234

5. Bar Tab: By using this tab, a vertical line is inserted between two columns in a
document. This tab is used to separate text using a vertical line. For example,

This is this is

First column. Second column.

To remove any kind of Tab, the Tab sign on the ruler line is dragged using the ruler.

2.10 BORDERS AND SHADING IN WORD

Figure 2.49 Border and Shading dialog box

Borders and Shading: In the previous discussion we have already seen how to
apply border and background color to the selected paragraph. To perform this action,
the Border and Shading menus on Home tab are used. To get more options about
border as well as shading, click on the Border and Shading... option available in the
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Border menu on Home tab. On performing this action, a Border and Shading dialog
box will be displayed on the screen as shown in Figure 2.49.
The Border and Shading dialog box is divided into three sections:

Borders: Using this section Box, Shadow and 3D type of borders can be
applied to a paragraph. To select different styles of borders the Style box is
used. To select color and width of the border the Color and Width menu is
used respectively. The look of the selected border can be seen in the Preview
section.

Page Border: The Page border section is used to apply borders to the entire
page. The Page Border tab has been shown in Figure 2.50.

Borders and Shading SRR mﬂ

Borders | Page Border | Shading

| | Setting: Style: Preview

Click on diagram below or use
buttons to apply borders

None

z

o
©

S | O
E B
@9
-

o
e
a
3
w
h -

Horizontal Line...

Figure 2.50 Page Border Tab

As seen from the figure, the options given in Page Border tab are similar to
the options given in the Border tab, but the effect of the options given in this
tab are applicable to the entire page. Over and above, an Art border option is
also given in this section, using which some attractive borders can be given to
a page.

Shading: The third section of the Border and Shading dialog box is shading,
using which background color can be applied to a page. Figure 2.51 shows
the Shading tab.

116



Borders and Shading re e & 237

| Borders | Page Border | Shading |

Fill Preview

Mo Color E]

bz Theme Colors

2
H EEESE

Standard Colors
[ ] | ENEEE

Mo Color
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Apply to:
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Figure 2.51 Shading Tab

2.11 BULLETS AND STYLES IN WORD

Bullets and Numbering: Creation of a list is a normal process while creating a
document. Microsoft Word 2010 provides features to create two types of lists:
Unordered (Bulleted) and Ordered (Numbered).The information about both the lists
are given in Table 2.3.

The unordered list can be created using the Bullet menu available in the Home tab
as shown in Figure 2.42. To get additional bullets, other than those available in the
menu, click on the Define New Bullets... link. This action will open a Define New
Bullet dialog box as shown in Figure 2.52.
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Font: Wingdings E
50| GR|fnjed w2(wo| + || OO0 @@ O] = (O]4|+|* °
|0 ||| B O || OGO D3 S| S
TS| O Y |G @ &P CXEHEE N Je D
QER| < » |AlY|C20|0< DMV R A N €
> AVR AN e F|L]e 5|5 A ey o|x
v @|@)a n
| Recently used symbols:
nl—|-lels[¥[e|@[m«]#[< =] | ||n[a|p|z]
Wingdings: 183 Character code: |183 from: | Symbol (decimal) E
I [ oK ll Cancel ‘.

Figure 2.52 Define New Bullet dialog box

Click on the Symbol button of this dialog box to get additional signs as bullet options.
A Symbol dialog box as shown in Figure 2.53 will be displayed, wherein different
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fonts can be selected and an appropriate symbol from the available symbols can be
chosen as a bullet symbol.

Define New Bullet ? P3Y

Bullet character

Symbel... ]| PBicture... H Eont... |

Alignment:

Left ]

Preview

0K Cancel

Figure 2.53 Symbol dialog box

The ordered list can be created using the Numbering menu available in the Home
tab. Generally, the order of all the components given in the ordered list is of utmost
importance. The method to add an ordered list is shown in Table 2.3. (See Figure
2.43)

In Microsoft Word, it is possible to change the default numbers of an ordered list in a
document. To do this a Define New Number Format dialog box as shown in Figure
2.54 can be opened by clicking on the Define New Number Format... link in the
Numbering menu. This dialog box can be used to prepare an ordered list with
different number styles.

Define New Number Format &Iéj

Number format

Number style:

1,2, 3, .. Font...
none
I, I, ... |

[FRTANITA

»

m

A, B, C, .

| a b, ¢ ..

1st, 2nd, 3rd ... il
Preview

[ 0K l | Cancel |

Figure 2.54 Define New Number dialog box
Another list can also be added within an ordered list which is known as a multilevel
list. The method to create a multilevel list is shown in Figure 2.54.
Style: We have already learnt about the different ways used to apply formatting to
the text in Microsoft Word 2010. For faster creation of professional documents, Word
provides some predefined formatting known as ‘Styles’. Using styles the text in a
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document can be uniformly formatted using lesser efforts. The different styles that

can be applied to text are available in Home tab. This is shown in Figure 2.55.

AaBbCcDd | AsBbCeDd AaBbCe AaBbce AaB

T Mormal Mo Spacing  Heading 1 Heading 2 Title

| AaBbhCcl AaBbCcDd AaBbCcDd AaBbCcDa AaBbCcDc

Subtitle Subtle Emp..  Emphasis  Intense Em.. Strong

AaBbCcDd AaBbCcDa AnBBCcDD AABBCcDD AABBCCDD

Quote Intense Qu... Subtle Refe... Intense Ref.. Book Title

!
AaBbCcDd
T List Parag...
Save Selection as a New Quick Style...
%, Clear Formatting

4 apply styles..

Figure 2.55 Style

Users can also create a new style as per their requirement. The Change Style menu
available in the Home tab can be used to change the selected style. Table 2.4 shows

examples of some predefined styles.
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Style Example
Normal The quick brown fox jumps over the lazy dog.
Heading 1 . .
The quick brown fox jumps over the lazy dog.

Heading 2

The quick brown fox jumps over the lazy dog.
Heading 3

The quick brown fox jumps over the lazy dog.
Heading 4

The quick brown fox jumps over the lazy dog.
Heading 5

The quick brown fox jumps over the lazy dog.
Title Th . .

e quick brown fox jumps over

the lazy dog.
Subtitle The quick brown fox jumps over the lazy dog.
Subtitle The quick brown fox jumps over the lazy dog.
emphasis
Emphasis The quick brown fox jumps over the lazy dog.
Intense The quick brown fox jumps over the lazy dog.
emphasis
Strong The quick brown fox jumps over the lazy dog.
Quote The quick brown fox jumps over the lazy dog.
Intense quote

The quick brown fox jumps over the lazy dog.

Subtle THE QUICK BROWN FOX JUMPS OVER THE LAZY DOG.
reference
Intense THE QUICK BROWN FOX JUMPS OVER THE LAZY DOG.
reference
Book title THE QUICK BROWN FOX JUMPS OVER THE LAZY DOG.
List paragraph The quick brown fox jumps over the lazy dog.

Table 2.4 Different Styles

2.12 GRAPHICAL OBJECTS AND CHARTS IN MAS WORD

Graphical Objects: The adage ‘A picture is worth thousand words’ refers to the
notion that a complex idea can be easily conveyed by a single image. People always
prefer to view images instead of reading long text. The document’s informative
capability and attractiveness can be increased by adding information in form of an
image. It is possible to add many different types of graphical objects in Microsoft
Word 2010.The section below introduce them.
e Picture: Using this option the images that have been stored in a form of a file
can be added to a document. By clicking on the Picture button, available in
Insert tab, an image that has been stored as a file can be added. As shown in
Figure 2.1, by clicking on the Insert button the selected image can be inserted
in a document.
e Clip Art: Microsoft Word 2010 contains a library of some predefined images
known as ClipArt Gallery. The ClipArt Gallery can be opened by clicking on
the Clip Art button available on Insert tab. performing this action a ClipArt
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Gallery as shown in Figure 2.56 will be displayed on the right side of Word
window.

Clip Art X
Search For:
Animal

Results should be:
All media file bypes w
[ tnclude ©Ffice, com content

&) Find mare at Office.com
@ Hints Far finding images

Figure 2.56 ClipArt Gallery

To search an image of a particular subject, type the keyword in the Search for
text box of the ClipArt Gallery. For example, here we have used Animals as
keyword and pressed Enter key. The images related to animals can be seen
in the ClipArt Gallery. Any image can be inserted in a document by clicking on
it.

Shapes: Microsoft Word 2010 has a facility to add different type of shapes in
a document. Place the cursor at the position where the shape is to be inserted
in the document and click on the Shapes button available in the Insert tab.
Many shape options in form of different menus will be visible as shown in
Figure 2.57.

The steps to add different shapes in the document are as mentioned below:
¢ From the menu shown in Figure 2.57 click on the desired shape.

e Drag the mouse pointer on the position where the shape is to be
inserted in the document.

¢ Release the click to stop the process of inserting the shape. The shape
will be inserted in the document as shown in Figure 2.58.
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Figure 2.57 Different Shapes

e To change the size of the inserted shape, the white edit points on the
boundary can be dragged using the mouse pointer, and with the help of
yellow-colored edit points, the style of the shape can be changed. The
green-colored edit point is used to rotate the shape.

Figure 2.58 Edit Points

SmartArt: To add non sequential components in a document, Microsoft Word
2010 provides shapes known as Smart Art. It is possible to add text within this
shape. The dialog box that shows different types of Smart Art can be opened
with the help of SmartArt button available in the Insert tab. As shown in Figure
2.59, the desired SmartArt can be selected and inserted in a document.
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Figure 2.59 Smart Art
4. Chart: Sometimes a graph is used to compare the information stored as text.
To add a chart in the document, the Chart button available in the Insert tab
needs to be clicked. On performing this action, Insert Chart dialog box will be
displayed on the screen, which contains different graphs as shown in Figure
2.60.

Insert Chart
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[ Manage Templates... | | setas Default chart | [ ok [ coneel |

Figure 2.60 Insert Chart dialog box with different graphs

By selecting the desired graph and clicking the OK button, Microsoft Excel
2010 program is opened for a temporary period, and it is possible to see
sample information needed to create a graph. This information can be
replaced with our original information. For example, here we have created a
graph that shows the sales of hardware items for a period of three months as
can be seen in Figure 2.61.

123



M Jan

H Feb

Drive

March

Figure 2.61 Graph showing sales of hardware items in three months

2.13 CHECK YOUR PROGRESS: POSSIBLE ANSWERS

Add an image of your village or city in the previously created file.

Arrange the image using different Wrap Text options.

Add a cover page to your file.

Change the look of your previously created file by applying different themes to

it.

Add page border to your file.

Add your name as watermark in the previously created file.

Correct the spelling mistakes in the file.

Set your file in a manner such that its backup copy is created.

Take the printout of the file created by you.

10 Convert the fonts of the file created by you to ‘Tahoma’.

11.Change the Color of one of the paragraphs to red.

12.1In the file created by you, add a list of sightseeing places of your village using
Bullets.

13. Align the text in your file as Justify.

14.Use a symbol as a bullet and create the list of sightseeing places of your

village.

rwn R

© o~
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3.1 LEARNING OBJECTIVES

After studying this unit student should be able to understand:

How to use a table,

How to add or update a table,

How to arrange the table data in a specific order and
How to use mail merge.

3.2 INTRODUCTION TO TABLE IN WORD

Table is a 2-dimensional structure. Width and height are the two dimensions of the
table. The data can be arranged in a tabular format within the table. This tabular
format can be details of employees in an organization, credit and debit details of an
event, mobile numbers and email ids of friends, etc. The data present in the tables is
easily readable. Hence it also improves the look of the document.

The horizontal lines in the tables are known as Rows whereas the vertical lines are
known as Columns. Blocks formed by intersection of row and column are known as
Cells. To enter data in a table, it is to be written in the Cell. The figure below shows a
table.

Column
~ ~
First Name Lastname DOB City Mohile No.
Alkhil Dave 12/1/1990  PRajkot 1234367800
Row Bhavin Pandva 24/53/1991  Ahmedabad 1234398760
Mitul Bhatt 10/3/1990  Surat 0276343210

Figure 3.1 Table

In Table 3.1, First Name is the first column, Last Name is the second column, DOB
(short form of Date of Birth) is the third column, City is the fourth column and Mobile
No. is the fifth column.

Akhil Dave 12/1/1990 Rajkot 1234567890 is the first row. Similarly,

Bhavin Pandya 24/5/1991 Ahmedabad 1234598760 is the second row.

The student name Akhil is written in the intersection of first column (First Name) and
first row.

Hence, it can be said that Akhil is written in the first cell. Generally, the cell is
recognized by its cell address. The column name is generally written using alphabets
while a row name is written using numbers.

Hence, column names can be A, B, C, etc., and row names can be 1, 2, 3, etc. In
Table 3.1, Akhil can thus be considered as written in cell A1l. Only one type of
information should be entered in the cell so that the table can be used effectively for
counting and analysis.

3.3 CREATING A NEW TABLE IN WORD

To add a table in the word document, the Insert tab available on the Ribbon is used.
By clicking on the Insert tab, options shown below are obtained.
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Figure 3.2 Insert tab

The Table icon arrow is clicked to insert a table. Word gives us the following options
to create a table:

Insert Page Layout References

| bd 58 @

Table Picture Clip Shapes Smar
- Al't -

|| Insert Table i

1 o o o

& Insert Table...

‘_,]’ Draw Table

._E| Excel Spreadsheet

[ QuickTables >

Figure 3.3 Table opfions of Insert tab

To create a table, the Insert Table... option can be clicked or rows and columns
under the Insert Table option can be selected.

If the table is selected using the mouse movement then it will be visible as shown in
Figure 3.4.

Insert Page Layout FRefearances
| el BE 4p®
Table Picture i Shapeas Smar
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i
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A cwuick Tables »

Figure 3.4 3x3 Table
When the Insert Table... option of Insert tab is used, it opens an Insert Table dialog
box. This dialog box is used to decide the number of columns and rows that will be a
part of the table. It is also possible to increase or decrease the number of rows or
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columns once the table is created. To decide the table size, it is possible to enter the
number of columns required in the Number of Columns text box. The spinner control
can also be used to decide number of rows and columns in a table.

Insert Table ? “

Table size
Mumber of columns: 5 =
Mumber of rows: 2 =
AutoFit behavior
(®) Fixed column width: | Auto =

() AutoFit to contents

() AutoFit to window

[ ] remember dimensions for new tables

QK Cancel

Figure 3.5 Adding Table
Insert Table dialog box has two main sections. The two main sections are:
1. Table size
2. AutoFit behavior
With the help of Table size, it is possible to create a table with number of rows and
columns depending on our needs. Once the table is created, the rows and columns
can be increased or decreased as per our needs.
AutoFit behavior provides the feature of arranging the text within the cells. Fixed
column width means that the column width is predefined. With the help of spinner
control given besides the Fixed Column Width text box, it is possible to set a fixed
column width, or we can also enter the value of the width in the spinner control. If the
Fixed Column Width is set to auto, the width of the column can increase or decrease
as per the contents of the text. Auto usually means that the width of all the columns
will not be the same. It is possible that the width of all the columns may be the same
or different. The column width does not change until we change the values in the
Fixed Column Width.
AutoFit to contents option changes the cell width automatically as per the contents
of the text.
AutoFit to window option increases or decreases the column width and fits the
table in the Window. The AutoFit to window option is a good choice when multiple
users are going to view the table, as the screen size of the users may vary.
Additionally, there is one check box. If this checkbox is checked and OK button is
clicked, Word will remember the size (in form of row and column) and when a new
table is created, it will be created with number of rows and columns.
Once a table is created, the text can be added to a cell. Any object like number, text,
picture, etc., can be inserted in a cell. It is possible to the apply formatting to the
contents of a cell. The formatting to the text in the cell can be done in the manner
similar to the formatting applied on Font and Paragraph without tables. For this, the
text in the cell is selected and desired formatting option is clicked; this applies the
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selected formatting to the contents of the cell. Formatting can be applied to a single
cell or more than one cells together. To apply formatting to more than one cell at a
time, all the cells should be selected. To select more than one cell at the same time,
press the left mouse button and move it across the cells to be selected. Once all the
cells are selected release the mouse button. This technique is known as drag and
drop. To select more than one cell using keyboard keep Shift key pressed and move
the arrow keys, the cells will be selected as per the arrow key movement.

The Tab key can be used to move from one cell to another within a table. Whenever
a Tab key is pressed the cursor moves towards right by one cell position. If the
cursor is in the last column of some row and the Tab key is pressed, the cursor will
move to the first column of the next row. If the cursor is in the last column of last row
and Tab key is pressed, a new row is added to the table. To move from the right cell
to the left cell within the table press Shift and Tab key together. When a cell is
selected, it gets highlighted as shown in figure 3.6.

First Name | Lastname | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandvya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 0876543210

Figure 3.6 Moving from one cell to another

3.4 FORMATTING A TABLE IN WORD

Once a table has been created, the entire table can be selected. Generally, entire
table is selected when it needs to be formatted in a specific way or it needs to be
moved from one place in a document to another.

It is necessary to select the entire table to apply predefined style on the table. To
select the entire table, click on the symbol with four arrows. The four-headed arrow is
visible near the left top corner of the first column whenever the mouse is moved over
the table.

2
First Name | Lastname | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 0876543210

Figure 3.7 Table selection
As soon as you click on the four-headed arrow, entire table will be selected. The
selected table will be highlighted.

&
First Name | Lastname | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 0876543210

Figure 3.8 Selected table
As soon as the table is selected, Table tools will be added to the title bar and a
Design and Layout tab will also be added to the Ribbon.
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Figure 3.9 Design and Layout Tab

Table style and other options will be visible on the Ribbon as soon as you click on
the Design tab of Table tools. As the mouse will move on different style options, the
selected table will be previewed with the effect of that style.
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First Name | Lasiname | DOB City Mobile No.
Alkhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Figure 3.10 Table design

We can also decide the border width of the table as well as its design. To see this
effect, select the table and choose different options of border.

3.5 INSERT AND DELETE ROW/COLUMN IN TABLE IN
WORD

The Layout tab of the table allows us to select different layout options such as add
new row or column, merge two or more cells of table (convert two or more cells into
a single cell), AutoFit behavior, change the cell size, align the text within the cell and
options for performing operation on the data stored in the table.
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Home  Inset  Pagelayout  References Mailings ~ Review  View  Developer  PDF
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~  Gridlines - o BT b R\gm Cells  Cells  Table o = = = D\recuon Margins Header Rows to Text
Table Rows & Calumns Merge Cell Size Alignment Data

Figure 3.11-a Table Layout

To add a row or column in a table, select a row or column and from the Layout tab
given in the Table tools on Ribbon select appropriate option. For example, assume
that we want to add a column between the City and Mobile No. columns. To perform
this operation select the column Mobile No. as shown in Figure 3.11-b. To select the
Mobile No. column go to the top of this column and click on the mouse. When the
mouse is moved to the top of the column, the cursor gets converted to a solid
shaped arrow, and now when the left mouse button is clicked, the entire column gets
selected.

: First Name | Lastname | DOB City Mobile No.
Alchil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandva 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 0876543210

Figure 3.11-b Selection of single column
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Now as shown in Figure 3.12 by clicking on the Insert Left button given in the Layout
tab, a new column will be inserted to the left of Mobile No. column as shown in

E\ = B R i [+ Document3 [Compatibility Mode] - Microsoft Word (Product Activation Failed) | |
Home Insert Page Layout References Mailings Review View Developer PDF Design Layout
& 2 I EEH | [ a7 e . ) BEEE
~ J {_J Height: 0.22° - :E Distribute Rows -
rEE EHEEEE EES -o:
Select  View Properties = Delete Insert Insert | Insert Insert Merge Split  Split AutoFit '7-1 Width: 0.98" . *J'j Distribute Columns
- Gridlines i Above Below Left  Right Cells  Cells Table - ===
Table Rows & Columns Merge Cell Size
E Insert Columns to the Left NN 1 SR El-2 . [E -3-- Iﬁ ca o S
R Add a new column directly to the
= left of the selected column.
[ First Name | Lastname | DOB City Mobile No.
I~ Akhil Dave 12/1/1990 | Rajkot 1234567890
1 Bhavin Pandya 24/3/1991 | Ahmedabad | 1234598760
= Mitul Bhatt 10/3/1990 | Surat 9876343210

Figure 3.12 Adding new column to the left of selected column
e

First Name | Lastname | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandva 24/5/1991 | Ahmedabad 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Figure 3.13 New columns inserted to the left of selected column

Data can now be added into this newly inserted column. For example, we will give
the title of this new column as E-mail. As shown in Figure 3.96, student’'s E-Mail ID
can be stored in this column.

First | Last DOB City E-mail Mobile No.
Name | name
Akhil | Dave 12/1/199 | Rajkot adavel?@yahoo.com 123456789
0 0
Bhavi | Pandy | 24/5/199 | Ahmedaba | Bhavinpl1991@gmail.co | 123459876
n a 1 d m 0
Mitul Bhatt 10/3/199 | Surat Mbb10@yahoo.co.in 987654321
0 0

Figure 3.14 New columns E-mail inserted to the left of column Mobile No.

Similarly, we can add a new row between two rows. We can also add more than one
row or column at a time. For this, we need to select more than one row or column.
For example, assume that we want to add three rows after the last row. We need to
select all rows and then click on the Insert Below option in the Layout tab as shown
in Figure 3.15.
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Figure 3.15 Adding three rows below the last row
First | Last DOB City E-mail Mobile No.
Name | Name
Akhil Dave 12/1/199 | Rajkot adavel2@yahoo.com | 1234567890

0

Bhavin

24/5/199 | Ahmedabad | Bhavinp1991@agmail.
1 com

Pandya

1234598760

Mitul

Bhatt 10/3/199 | Surat Mbb10@yahoo.co.in

0

9876543210

Figure 3.16 Three rows added below the last row

Similarly, it is possible to delete one or more than one rows or columns. To delete a
row, select the row to be deleted. As shown in Figure 3.17 from the Delete tab of the
Table layout, click on the Delete Rows option.
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Figure 3.15 Insert three rows below to the last row.

First | Lastname | DOB City E-mail Mobile No.
L Name
] Akhil | Dave 12/1/1990 | Rajkot Adavel2@yahoo.com 1234567890
] Bhavin | Pandya 24/5/1991 | Ahmedabad | Bhavinp1991(@gmailcom | 1234598760
] Mitul | Bhatt 10/3/1990 | Surat Mbb10@vahoo.co.in 9876543210

Figure 3.17 Deleting last three rows

First | Last DOB City E-mail Mobile No.
Name | name
Aknhil Dave 12/1/199 | Rajkot Adavel2@yahoo.com 123456789

0

0

Bhavi

Pandy | 24/5/199 | Ahmedaba | Bhavinp1991@gmail.co
a 1 d m

123459876
0

Mitul

Bhatt 10/3/199 | Surat Mbb10@yahoo.co.in
0

987654321
0

Figure 3.18 Table after deleting the last three rows
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Similarly, one or more columns can also be deleted. For example, to delete the E-
mail column, select the E-mail column, and then as shown in Figure 3.19 from the
Delete tab of the Table layout, click on the Delete Columns option. Figure 3.20
shows the table with E-mail column deleted.
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Bhavinp1991(@gmail com
Mbbl0@yahoo.co.in

Pandya
Bhatt

Figure 3.19 Deleting E-mail column

First Name | Last name | DOB City Mobile No.

Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Figure 3.20 Table after deleting E-mail column

3.6 MERGE AND SPLIT CELL IN TABLE IN WORD

We can merge (convert two or more cells into a single cell) or split (convert a single
cell into two or more cells) the cells in the table as per our needs. Assume that a row
has been added before the first row of the table as shown in Figure 3.21. The text in
the first column is ABC and in the second column is School.

ABC School
First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Figure 3.21 Before cell merge operation
As ABC School is a title, we want to align it in the center of all the columns in the
table. It means that we want to merge the text ABC School and put it in center of the
table. As shown in Figure 3.22, select the first row.

ABC School
First Name | Last DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandva 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Figure 3.22 the cells selected before being merged
After this as shown in Figure 3.23, by clicking on the Merge Cells option from the
Layout tab, all the selected cells will get merged and become one cell as shown in
Figure 3.24.
Now if you wish the text in this cell can also be aligned in the center, and as shown
in Figure 3.25, the additional spaces can be removed using delete or backspace
keys.
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ABC School

First Name | Lastname | DOB City Mobile No.

Akhil Dave 12/1/1990 | Rajkot 1234567890

Bhavin andya 24/5/1991 | Ahmedabad | 1234598760

Mitul Bhatt 10/3/1990 | Surat 9876543210

Figure 3.23 Selecting Merge Cells option from layout for merging the selected cells

ABC
School
First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Figure 3.24 Display of table after merging the cells

ABC School
First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Figure 3.25 Display of table after merging the cells and removal of extra spaces
Similarly, a cell can also be split. For example, to split the text ABC School as shown
in Figure 3.26 again in two cells, select the text ABC School and click on the Split
Cells option on the Layout tab. This will open a Split Cell dialog box as shown in
Figure 3.26. In this dialog box, you are supposed to enter the details of number of
rows and columns in which we want to split the cell and click the OK button. The cell

will now be split.
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Figure 3.26 Clicking the Split Cell button to split the cell

134



If we want to split the cell in 5 columns and 1 row, as shown in Figure 3.27, enter 5 in
the Number of columns field and 1 in the Number of rows field and then click on the

g R ==
Home  Insert  Pagelayout  References  Mailings  Review  View  Developer ~ PDF | Design | Layout
\ @ | R G =2l == . ' EEE A=
L\? ~ J 4] Height: 0.3° + i pistribute Rows == J
[ = # [ === EEE —
Select  View Properties  Delete | Insert Insert Insert Insert Spiit  Split | AutoFit | 2 wigth: 457 = | HY Distribute Columns Tet  Cell
- Gridlines Above Below Left Right Cells Table - e ks =l = = pirection margins
Table Rows & Columns Merge Cell Size Alignment
@ Feotiovs Tooonooe " TS SN SRS R SRR A ERIN: ORI
B ]
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1 First Name | Lastname | DOB City Mobile No.
. Akhil Dave 12/1/1990 | Rajkot 1234567890
H Bhavin Pandya | 24/5/1991 | Ahmedabad | 1234598760
- Mitul Bhatt 10/3/1990 | Surat 9876543210
- Split Cells ~ ?
. Number of columns: 5]
Number of rows: 1
. Merge cells before split

Figure 3.27 Details of number of rows and columns for splitting the cell
Clicking on OK button will split the cell in 5 columns and 1 row. This is shown in

Figure 3.28 below.

ABC School

First Name | Last name | DOB City M obile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Figure 3.28 Cells after splitting
By using the Split Table option it is possible to split the tables. For example, for
splitting our existing table into two tables, select the last two rows of the table and as
shown in Figure 3.29.As soon as the Split Table option of the Layout tab is clicked,
the table will be split from one table to two tables as shown in Figure 3.30.
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- ABC School
= First Name | Lastname | DOB City Mobile No.
. Akhil Dave 12/1/1990 | Rajkot 1234367890
~ Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
= Mitul Bhatt 10/3/1990 | Surat 9876543210

Figure 3.29 Split Table option for dividing the tables

ABC School
First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot | 1234567890
| Bhavin | Pandya | 24/5/1991 | Ahmedabad | 1234598760 |
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| Mitul | Bhatt | 10/3/1990 | Surat | 9876543210 |

Figure 3.30 Tables after splitting

3.7 MODIFY HEIGHT AND WIDTH OF ROW AND COLUMN
IN TABLE

It is possible to change the row height and column width after the table is created.
The row height and column width of the table can be changed by selecting the Cell
Size option of the Layout tab. For changing the row height, select the row and in the
Height: text box of the Cell Size option, enter the value for row height. The height of
the selected row will now change. For example, by setting the height of the second
row shown in Figure 3.31 to 0.5, its height will be changed to 0.5” from 0.2”.This has
been shown in Figure 3.32. Similarly, it is possible to change the width of the

column.

‘Table Tools Gujarati My Content BAQ)
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ABC School

First Name | Lastname | DOB City Mobile No.

Akhil Dave 12/1/1990 | Rajkot 1234567890

Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760

Mitul Bhatt 10/3/1990 | Surat 9876343210

Figure 3.31 Changing the row height of table
ABC School

First Name | Last name | DOB City Mobile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Figure 3.32 View after change in table’s row height

Other option is also available to change the row height and column width after
creation of the table. For using this option, select the table and right click on the
mouse, from the context menu, click on Table Properties. This will display a Table
Properties dialog box. Many options like Table, Row, Column, Cell, etc., will be
visible in the Table Properties dialog box. For example, we will change the width of
the City column. For performing this operation, select the table and right click on the
mouse button. Click on Table Properties from the context menu. This will open a
Table Properties dialog box as shown in Figure 3.33. Click on the Column tab in the
Table Properties dialog box. This will give the option for changing the column width
as shown in Figure 3.34.
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[ Table Properties @Iﬂ_hr
Table Row |Colgmn | Cell |5ItText|

Rows
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Options
Allow row to break across pages
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[‘ Previous Row ] [V Mext Row

oK |[ Cancel ]

e

Figure 3.33 Table Properties dialog box

i 5
Table Properties @I&J
m Column Cell Alt Text
Columns
Size
|H] Preferred width: |1 | Measurein: |Inches
[wﬁ Previous Column ] [9 Mext Column
I OK. i [ Cancel ]

Figure 3.34 Column tab of Table Properties dialog box

Now to select the column whose width is to be changed, click on Previous Column or
Next Column button. This will select the left or right column as per the click. If we
want to change the width of City column then by clicking the Next Column four times,
the City column will get selected. Now as shown in Figure 3.35, in the Preferred
Width text box, enter the value of the desired width. Using the Measures in combo
box, decide whether the unit is to be kept in Inches or in Percentage. Now by clicking
on OK button, the width of the selected column will be changed as shown in Figure
3.36.
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Figure 3.35 Options to change the column width in the Table Properties dialog box

ABC School
First Last name | DOB City Mabile No.
Name
Akhil Dave 12/1/1990 Rajkot 1234567890
Bhavin | Pandya 24/5/1991 Ahmedabad 1234598760
Mitul Bhatt 10/3/1990 Surat 9876543210

Figure 3.36 Table after changing the column width using Table Properties dialog box

3.8 POSITION AND ALIGNMENT OF A TABLE IN MS WORD

The position of the text in the table and the space (Margin) between the two cells of
table can be changed as per our needs. To change the position of the text, select the
cells whose text position is to be changed and then from the Layout tab select the
desired position alignment and click on it. By doing this, the position of all the
selected text will change. For example, we want to align the column headings in the
center of the columns. To perform this action, select the row with column heading.
As shown in Figure 3.37, click on the Align Center option of the Layout tab. The

selected column headings will now be aligned in the center as shown in Figure 3.38.
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Figure 3.37 Aligning the text in table
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ABC School
First Name | Last name DOB City M obile No.
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Figure 3.38 Table text after alignment

Additionally, the Alignment tab can also be used to change the direction of the text
written in the cell. For example, to change the text direction of the column headings
in our table, select the column heading row. As shown in Figure 3.39, click on the
Text Direction option of the Layout tab. The direction of the selected column

headings will now be changed as shown in Figure 3.40.
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Figure 3.39 To change the direction of the text
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Akhil Dave 12/1/1990 | Rajkot 1234567890

Bhavin | Pandya | 24/5/1991 | Ahmedabad | 1234598760

Mitul Bhatt 10/3/1990 | Surat 9876543210

Figure 3.40 Table text after change in text direction
Margin: The space between two cells of the table can be changed using the Cell
Margin option available in the Layout tab. For example, to increase or decrease the
spacing between the cells of second row in the table, select the row as shown in
Figure 3.41. A Table Option dialog box will be displayed by clicking on the Cell
Margin option of the Layout tab. By using this dialog box the Top, Bottom, Left and
Right spacing of cell can be decided.
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First Name | Lastname DOB City Mobile No.

Alkhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234398760
Mitul Bhatt 10/3/1990 | Surat 9876543210

Table Options ?

Default cell margins
Top: o7 ¢ Left: |0.08"
Bottom: |0 +| Right: |0.08"
Default cell spacing
[] Allow spacing between cells
Options
Automatically resize to fit contents

Figure 3.41 Options to change the cell spacing between cells
Now enter the value of the cell spacing, and by clicking on the OK button, the new
spacing will be applicable on the selected cells. For example, select the second row
and set the values of Top, Bottom, Left and Right. Figure 3.42 shows the application
of new spacing after clicking on the OK button.

Table Options ?
Default cell margins
G Top: 0.057 + Left (008"
Bottom: |0.03" % Right: |0.08"
Default cell spacing
. [] Allow spacing between cells
Sorsl s Tobile No.
[] Automatically resize to fit contents
Akhil Cancel | | 23456789
Bhavin Pandya 24/5/199 | Ahmedaba | 123459876
1 d 0
Mitul Bhart 10/3/199 | Surat 987634321
0 0

Figure 3.42 Look of table after changing the cell spacing

3.9 SORTING OF A TABLE DATA IN MS WORD

The data stored in the table can be sorted in Ascending or Descending order. To do
this, select the column and click on the Sort option available in the Layout tab. This
will open a dialog box as shown in Figure 3.43. Using the Sort dialog box, the
column on which the data is to be sorted and the order (ascending or descending) of
sort can be decided. For example, by selecting the Last Name column and clicking
on the Sort option, a Sort dialog box is displayed. In the Sort dialog box, the Sort by
text has Column 2 selected and as Last Name is a field that contains textual data, in
Type: text box ‘Text’ is selected. We have selected the Sort order to be Ascending.
Now by clicking the OK button, the data stored in the Last name column will be
arranged in ascending order. It can be observed here that although the sorting was
applied on the Last name column, the entire table gets sorted. This does not change
the details of any student.
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Figure 3.43 To arrange the Last name column in ascending order

ABC School
First Name | Last name DOB City M obile No.
Mitul Bhatt 10/3/1990 | Surat 9876543210
Akhil Dave 12/1/1990 | Rajkot 1234567890
Bhavin Pandya 24/5/1991 | Ahmedabad | 1234598760

Figure 3.44 after arranging the Last name column in ascending order
In Microsoft Word 2010, the data can be sorted on maximum three columns.

Check Your Progress
1. Crate cricket score board in word using table
2. Display name of the cricket team on the top of the score board after inserting
the raw and merging the cells.

3.10 FORMULA FOR TABLE DATA IN WORD

It is possible to perform calculations on table data by applying formulas. Let us
create a new table to learn the concept of calculations in table.

Sr.No. | Item Name | Unit Price | Quantity | Net Price
1 Ball Pen 25 4
2 Pencil 10 5
3 Eraser 4 3
4 Sharpener | 3 5
Total

To calculate the Net Price in this table, multiply the Unit Price and Quantity fields of
the table. To perform this operation, keep the cursor on the Net Price field. Click on
the ‘Formula’ option on the ‘Layout’ tab. This will open a Formula dialog box as
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shown in Figure 3.45. Using this dialog box, formula to be used, number format and
the function to be used can be decided.

Figure 3.45 Formula dialog box

Sr.No. | Item Name | Unit Price | Quantity | Net Price
1 Ball Pen 25 4
2 Pencil 10 5
3 Eraser 4 3
4 Sharpener | 3 5
Total

In the above table to calculate Net Price, keep the cursor in the first row under the
Net Price column. Now click on the Formula option in Layout tab. This will open the
Formula dialog box. In the Formula dialog box we need to multiply the Unit Price and
Quantity. Hence from the Paste Function combo box choose Product as can be seen
in Figure 3.46.

Sr.No. | Item Name | Unit Price | Quantity | Net Price
1 Ball Pen 25 4
2 Pencil 10 3
3 Eraser 4 3
4 Sharpener |3 5
Total
Formula @éj ]
Formula:
=SUM{LEFT)PRODUCT(
Number format:
Paste function: Paste bookmark:
[ OK ] | Cancel |

Figure 3.46 Formula in Table

As both the left side columns are to be multiplied, write Left in parenthesis besides
PRODUCT and delete SUM (LEFT). The = sign is compulsory. Thus, now the
formula will look like the one shown in Figure 3.47.
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P
Formula

Eormula:
=PRODUCT(Left)]

Mumber format:

Paste function:

Figure 3.47 Product

This formula is not case sensitive. Hence product and left if written in small letters
will not have any effect on the formula. The Net Price will be calculated as the OK
button in clicked as can be seen in Figure 3.48.

Sr.No. | Item Name | Unit Price | Quantity | Net Price
1 Ball Pen 25 4 100
2 Pencil 10 5
3 Eraser 4 3
4 Sharpener | 3 5
Totd

Figure 3.48 Calculation of Net Price
Similarly, the Net Price for all rows can be calculated. Now to add all these Net Price
values, again the Formula option will be used and in that Sum function is used. Here
as the Total row will store addition of all the rows, the function written should be SUM
(Above) as shown in Figure 3.49.

Sr.No. | Item Name | Unit Price | Quantity | Net Price
1 Ball Pen 25 4 100
2 Pencil 10 5 50
3 Eraser 4 3 12
4 Sharpener | 3 5 15
Total |

f Formula @I&r

Faormula:

=SUM{ABOVE)

Mumber format:

Paste function: Paste b arl

[ Ok ] [ Cancel ]

Figure 3.49 Sum Function

As can be seen in Figure 3.50, when OK button is clicked the values of all the above
rows is added and we get the value of Total.

Sr.No. | Item Name | Unit Price | Quantity | Net Price
1 Ball Pen 25 4 100
2 Pencil 10 5 50
3 Eraser 4 3 12
4 Sharpener | 3 5 15
Tota 177

Figure 3.50 Output of Sum Function
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It is possible to calculate the product even if there is one column between Unit Price
and Quantity. For example, assume that there is a column Description between
columns Unit Price and Quantity. Now to calculate Net Price, Unit Price and Quantity
are to be multiplied. When calculation is done in such a manner, it is desirable to
give a name to each row and column. Consider Sr. No. column as A, Item Name
column as B, Unit Price column as C, Description column as D, Quantity column as
E and Net Price column as F. Similarly consider first row as 1, second row as 2, etc.
Keep the cursor in F2 row, and by clicking on Formula, a Formula dialog box will be
displayed. Here write the formula C2*E2 and the Net Price will be calculated when
OK button is clicked. As the Net Price here is multiplication of Unit Price and
Quantity, in Figure 3.51, we have written C2*E2. To calculate Net Price of Pencil

C3*E3 has to be ertten The Net Price of all the records can be calculated similarly.
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Figure 3.51 Calculation of Net Price

Sr.No. | Item Name | Unit Price | Description | Quantity | Net Price
1 Ball Pen 25 Cdlo 4 100
2 Pencil 10 Natrgg HB | 5 5
3 Eraser 4 Camlin 3 3
4 Sharpener | 3 Apsara 5 5

Total 113

Figure 3.52 Final Calculation of Net Price

3.11 CONVERT TABLE TO TEXT IN WORD

We can convert a text to table and a table can also be converted to text. For
example to convert the table shown in Figure 3.53 to text, select the table and from
Layout tab select the Convert to Text option. This will open a Convert Table to Text
dialog box.

Convert Table To Tet 7| X|

SrNo. | Item Name | Unit Price | Description | Quantity | Net Price
1 Ball Pen 25 Cello 4 100 Separate text with
2 Pencil 10 Natraj HB |5 50 8 ‘Paragrauh marks
3 Eraser 4 Camelin 3 12
4 Sharpener |3 Apsara 5 15
Total 177
¥ Convert nested tables

Figure 3.53 Convert Table to Text dialog box
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By selecting desired option in this dialog box and clicking on OK button the table will
be converted to text as shown in Figure 3.54.

Sr.No. Item Name, Unit Price, Description, Quantity, Net Price
1, Ball Pen, 25, Cello, 4,0

2, Pencil, 10, Natraj HB, 5

3, Eraser, 4, Camlin, 3

4, Sharpener, 3, Apsara, 5

, Total, 177

Figure 3.54 Convert Table to Text dialog box using comma option

Check Your Progress
1. Display total score of the team using formula in the table created for score
board.
2. Display average run scored by the player of the team using formula in the
table created for the score board.
3. Convert the table created for the score board into text with the help of the tab
separator.

3.12 MAIL MERGE IN MS WORD

Mail merge can be used when we have a document that contain similar text and
needs to be sent to multiple people. For example, if we need to write a letter for
meeting, the text of this letter will be the same but the name and address of the
officers receiving this letter will be different. If this letter is to be sent to all the
officers, first a letter needs to be created with the name of one officer, then the letter
needs to be copied and new letters need to be created by changing the name and
address of the officers. If mail merge is used, the need of doing such copy-paste
does not arise. Additionally if we have name, address, phone numbers, etc., details
in the database then by using mail merge we can filter on name, address or phone
number and send the letter to the specific officers. Assume that we want to mail
merge a document that contains the following message:

“There is a meeting for annual academic planning on 1/4/2014. You are informed to
remain present in the meeting.”

Now on clicking the Mailings tab, options for mailing will be available. Click on the
Start Mail Merge option. This will open mail merge options as shown in Figure 3.55.
From the available options, click on Step by Step Mail Merge Wizard. This will open
a wizard to perform mail merge. There are six steps in the mail merge wizard.

By clicking the Step by Step Mail Merge Wizard, we will get the first step of the
wizard as shown in Figure 3.56.1t will open a mail merge pane on the right side of the
document. In this pane, we need to select the type of document that we are working
on. We will click on Letters option as we are writing a letter here.
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w9~ E=RENES Gujarati My Content BAOU CCC [Compatibility Mode] - Microsoft Word

Home Insert Page Layout References Mailings Review View Add-Ins
&y
O = =
:—‘ _; ;ij & B3 pictch Field ) £ Find Recipient
Envelopes Labels | |Start Mail Select Edit ghlight Add ng Insert Merge N Preview R . .
Merge = |Recipients = Recipient List ge Fields Blo eld 2] Update Labels | pesures Auto Check for Errors erge
Create 2l Letters sert Fields Preview Results Finish
EJ [=d E-mail Messages _E'L1'2'3'4'5'/\
=3 Enyelopes...
B = Labels..
- = Dpirectory
(W] Hormal Ward Document
- (] Step by Step Mail Merge Wizard...
- There is a meeting for annual academic palnning on 1/4/2014. You are informed to
remain present in the meeting_
pient L Line eld~ |9 Update Labels | peq, &, Auto Check far Erro
B Write & Insert Fields Preview Results Finish
i 3 2 T S I R F S R SR N SR R 7 Mal\MergE - X
-
There is a meeting for annual academic palnning on 1/4/2014. You are informed to 12 Select document type
remain present in the meeting. What type of document are you
working on?
| Letters
E-mail messages
Envelopes
® Labels
Directory
Labels

Print address labels for a group
maiing.

Click Next to continue.

Step 1 of 6

Py & Next: Starting document

Figure 3.56 First step of Mail Merge
Now when the Next button is clicked, it provides an option to select a document for

mail merge as shown in Figure 3.57-a. As we are going to use the same document,
select the first option 'Use the current document' and click on the Next button.
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“ | Select starting document
There is 2 meeting for annual academic palnning on 1/4/2014. You are informed to

. . . How do you want to set up your
remain present mn themeﬂmg, |

letters?

# Use the current document
Start from a template
Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add redpient
information.

Step2of 6
-
z @ Next: Select recipients

O @ Previous: Select document type

Figure 3.57-a Second step of Mail Merge

“| select recipients

There is a meeting for annual academic palnning on 1/4/2014. You are informed to Use an existing list

remain present in the meeting. | Select from Outlook contacts
® Type a new list

Type a new list

Type the names and addresses of

recipients.
(&3 create...
Step3of 6
+ % Next: Write your letter

©| @ Previous: Starting document

Figure 3.57-b Third step of Mail Merge

As can be seen in Figure 3.57-b, in the third step mail merge provides an option to
create a list of people to whom this letter is to be sent. The list can be selected from
Outlook also. Here we will select the option to create a new list. The Create option is
available under the section Type a new list. By clicking on the Create option, a New
Address List dialog box as shown in Figure 3.58 will be displayed. In this dialog box,
we will enter the details of the person to whom the letter is to be sent.
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Mew Address List 7| x|
Type recipient information in the table. To add more entries, dick New Entry.
Title w | First Name w | Last Name w | Company Name w | Address Lline 1w |
]
4 L3
New Entry | Find... |
Delete Entry | Customize Columns. .. | oK | Cancel |

Figure 3.58 New Address List of Mail Merge

In this dialog box with the help of Customize Columns, a column can be deleted,
column name can be changed and order of columns can also be changed. By using
the New Entry button a new record can be added and by using the Delete Entry
button a record can be deleted. Here we will use the Customize Columns... button
and use the fields Title, First Name, Last Name, Address Line 1, Address Line 2, City
and Pin Code. The Zip Code field has been renamed to Pin Code. Now we will add
records in it and save the list.

Mew Address List 1
Type redpient information in the table. To add more entries, dick New Entry.
w | Last Name w | Address Line 1w | Address Line 2w | City w | Pin Code -
Sharma Park Avenue MNavrangpura Ahmedabad 380009
Mehta 204, Rani Tower Kalawad Road Rajkot 360004
Vyas 6 - Paradise Park  Gulmohar Road  Ahmedabad 380020
390123
4 [ »
MNew Entry | Find... |
Delete Entry | Customize Columns... | oK | Cancel |

Figure 3.59 New address list of mail merge

We will now be able to see Recipients list in the Mail Merge Recipients dialog box as
shown in Figure 3.60. Using this dialog box, the records can be sorted or filtered.
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Mail Merge Recipients 7] %]

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, dick Ok,

Data Source [v | Last Name w | First Name w | Title w | Address Line 1 w | Address
Mail Merge List.m... Sharma |Abhay | Mr. | Park Avenue
Mail Merge Listm... [¥ Mehta Ravi Dr. 204, Rani Tower Kalawad
Mail Merge List.m... [¥ Vyas Kaushik Prof. 6 - Paradise Park Gulmoh
Mail Merge List.m... [¥ Mathur Heena Ms. Athva L
1 »
Data Source Refine recipient list
Mail Merge List.mdb ] 2] sort...
V3 Filter...
"‘:rl Find duplicates...
J d-’ Find redpient. ..

| il Validate addresses...

Figure 3.60 Mail Merge Recipients

In Figure 3.57-b when Next option is clicked, step four is displayed. It has an option
‘Write your letter’. In Figure 3.61 from Mailings tab, click on the Field option of the
Insert Merge Field. Thus the selected fields will be inserted in the document. Now we
can insert the merge field by giving desired space and center alignment.

Page Layout References Mailings Review View Add-Ins

3 _j _j _j j 2P Rules ~ iE%—’i H :‘

= =21 B2 maten Fields ! : o
Select Edit Highlight Address Greeting Insert Merge Preview 2 Finish &
lecipients ~ Recipient List | Merge Fields Block Line Field ~ Jpdate Labels | Results + Auto Check for Errors | perge -

tart Mail Merge Write & Insert Fields Preview Results Finish
|2 1 1 [ I T T T

T 0 T 0 T 0 T

«Titlew
«First_Name» «Last_Name»

«Address Line 1»
«Address Line 2»

«City» - «Pin_Coden

There is a meeting for annual academic palnning on 1/4/2014. You are informed to
remain present in the meeting.

Figure 3.61 After the fields are inserted in Mail Merge
We can now preview the mail merged document by clicking on the Next button. The

Preview of the Mail Merge can be seen as shown in Figure 3.62 by clicking on the
button besides the Recipient: option under the Preview your letters section.
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- .
Preview your letters

Mr.
Abtay Sharms e
Park Avenue another letter, dick one of the
Navrangpura following:
Ahmedabad - 380009 << | Redpient:1 |
97 Find a recipient...
Make changes
There is a meeting for annual academic palnning on 1/4/2014. You are informed to You can also change your
= recipient list:

remain present in the meeting. ot
T Edit redpient list...

Exdude this recipient

When you have finished
previewing your letters, dick
Mext., Then you can print the
merged letters or edit individual
letters to add personal comments.

Figure 3.62 Preview letter in Mail Merge

Now by clicking on Next button, our letter can be printed or it is possible to edit each
of them as shown in Figure 3.63.

“| Complete the merge

Mail Merge is ready to produce

Mr your letters.
Abhay Sharma To personalize your letters, dick
Park Avenue “Edit Individual Letters.” This will

open a new document with your
Navrangpura merged letters. To make changes

to all the letters, switch back to
Ahmedabad - 380009 the original document.

= | Merge
25 Print...

There is a meeting for annual academic palnning on 1/4/2014. You are informed to

remain present in the meeting. ) Editindividual letters. ..

-
+ | Step6ofe

o 4 Previous: Preview your letters

Figure 3.63 Print letter in Mail Merge

Check Your Progress

1. Create an invitation letter using mail merge inviting your five friends on your
child’s birthday party.

3.13 CHECK YOUR PROGRESS: POSSIBLE ANSWERS

Q1. Choose the correct option.

1. Using which of the following a Word application cannot be closed?

A) Exit option in File tab B) By pressing Alt + F4

C) By clicking on X button on Title bar D) By clicking on Close Sub Menu option
on File tab

2. What are the fonts without decoration known as?

A) Serif type fonts B) Sans Serif type fonts C) Scientific type fonts D) All of these

3. Portrait and Landscape is

150



A) Page Orientation B) Paper Size C) Page Layout D) All of
these

4. Which of the following option is a type of page margin?

A) Left B) Right C)Center D) Top

5. Which of the following option is not available in the table’s AutoFit behavior?

A) Fixed Column Width B) AutoFit to Contents C) AutoFit to Window D)
AutoFit to Column

Q2. Fill in the blanks using correct option.

1. is not a font style. ( Bold, Regular, Superscript)

2. A character that is little below and smaller than other characters is known as

. (Raised, Superscript, Subscript)

3. The extension of Word 2010 file is . (.doc, .docx, .txt)

4. Shimmer, Sparkle text, Blinking Background, etc., are known as
(Font styles, Font effects, Text effects)

5. The intersection of row and column in table is known as . (cell, border,
tab)

Q3. Say whether following statements are true or false.

You can set different header and footer for odd and even pages in Word 2010.
The Left Indent Marker controls the indent of all the lines except for the first line.
The ClipArt cannot be added through the Insert tab.

A new column cannot be added once a table is created in Word 2010.

The table data can be arranged in ascending or descending order of some
column.

arwnN e

Q4. Match the following

A B
1. Saving a Word file a.Ctrl +S
2. To save the file with another name or in a new location b. Ctrl +V
3. To darken the selected text c. F12
4. To paste the copied text d.Ctrl + F
5. To find a desired text in the document e.Ctrl+B
Answers
Q1

1. D [By clicking on Close Sub Menu option on File tab]

2. B [Sans Serif type fonts]

3. A [Page Orientation]

4. C [Center]

5. D [AutoFit to Column]

Q2 1. Superscript 2. Subscript 3. .docx 4. Text effects 5. Cell
Q3 1.True 2.True 3.False 4.False 5.True
Q4
1. Saving a Word file - Ctrl + S
To save the file with another name or in a new location - F12
3. To darken the selected text - Ctrl + B

n
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4. To paste the copied text - Ctrl + V
5. To find a desired text in the document - Ctrl + F
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Block-3

Spreadsheet and Presentation
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Unit 1:

Unit Structure

1.1.

1.2.
1.3.

1.4.

1.5

1.6.

Learning Objectives

Introduction to Excel 2010

Entering Data and formatting
Saving File in MS Excel
Printing File in MS Excel

Check your Progress: Possible Answers

Introduction to Microsoft

Excel 2010

1
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1.1 LEARNING OBJECTIVES

After studying this unit student should be able to:

e Enter data in Excel-2010 .

Arrange data .

Format data .

Can use the Workbook and Worksheet efficiently.
Save an Excel-2010 Workbook in different Formats.
Print an Excel-2010 Workbook

1.2 INTRODUCTION TO EXCEL 2010

Generally we use Microsoft Word to create project reports, letters and  other
documents. Microsoft Word can also be used to put information in the form of rows
and columns which is known as the table., But in order to deal with high volume of
data involving huge amount of calculations, where lots of changes and
rearrangements are required , charts are plotted for better analysis of data, Microsoft
Excel works better under such circumstances. This section we will give a detailed
overview about Excel-2010. Excel is a spreadsheet program which helps in storing
big collection of data in the form of large tables, and to arrange and analyze them for
better decision making.

Excel-2010 is a useful spreadsheet program that is part of Microsoft Office Suite.
Excel-2010 is used to perform the operations as mentioned below:

Perform different types of calculations easily.

Create Charts.

Create Lists.

Use previously created information.

Create Graphics and Diagrams.

Perform complex tasks with the help of Macro etc.

Additional facilities have been added in Excel-2010 as compared to its previous
versions. Some of them are as follows:

e Sparkline.
e Slicer.
e Formatting option in Pivot Table.
nt]
e Back stage view instead of Office button" *
e Changes can be done in better ways in Conditional Formatting, Functions and
Image.

e Screen Capture Tool to convert a part of a screen to image or picture.

e Paste Preview option which shows how the data will look like before being
pasted

e Ribbon Customization option which allows to customize the Ribbon
Equation Editor so as to write and edit equations
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Starting Excel-2010

Method 1: To start Excel-2010 click on the Start button of Windows-7, Microsoft
Office Program Group will be opened. Clicking Excel-2010 will start it (Figure 1.1).
Method 2: First select the Start Button followed by Run, and then type Excel, press
the Enter key. Under Programs, clicking Microsoft Excel 2010 will open Excel-2010
(Figure 1.2).

The simplest way to start Excel is to double-click on the Excel shortcut available on
the desktop, but to perform this action the shortcut must be available on the desktop.

' 3 Windows Fax and Scan
€ Windows Media Center
3 Windows Media Player
&1 Windows Update
A XPS Viewer
). Accessones
4 Games
b Maintenance
. Microsoft Office
@ Microscft Access 2010
[Z] Microsoft Excel 2010
(1] Microseft InfoPath Designer 2010
(] Microsoft InfoPath Filles 2010

HIMANSHU

Documents

Pictures

@ Microsoft OneNote 2010 Computer
O Micresoft Outiook 2010
'j.} Microsoft PowerPoint 2010 Control Panel
[R] Microsoft Publisher 2010
5! Microsoft SharePoint Workspace 201 Devices and Pantes
(W] Microsoft Word 2010
| Microsoft Office 2010 Tooks Default Programs

Help and Suppont

Figure 1.1 Starting Excel Figure 1.2 Starting Excel

Introduction to important parts of Excel-2010
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Row Number Quick Access Toolbar Name Box

Ribbon Show/Hide

Title Bar Tab List
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Figure 1.3 Important parts of Excel-2010 screen

Once Excel-2010 is started the screen, we can see different parts as in the Figure
1.3. Table 1.1 gives us the introduction to the important parts of this screen.

Name of the Part
Title bar

Description

Shows the name of the software and the file, also has minimize,
maximize and the restore button that helps in handling the
window.

Quick Access Toolbar

This toolbar shows the commonly used commands. It can be
customized to make visible the selected tabs. .

Ribbon Collection of tabs is the Ribbon, is a place for Excel commands.
Clicking a tab, changes the look of the ribbon.

Tab List Various tabs show different type of commands.

File Button Clicking on this button opens a back stage view, providing
options to print, open, close, save or to perform some other
operation on a file.

Name box It shows the address of the active cell, range or name of the
selected cells.

Formula bar The information or equations entered in a cell are visible here.

Sheet Tab Scroll Buttons

These buttons are used to navigate between different sheets in
a workbook.

Status bar Shows different messages along with the status of the Num
Lock, Caps Lock, Scroll Lock keys etc.
Scrollbars Used to move the sheets in the horizontal or vertical directions.

Page View Buttons

Used to view the worksheets in different forms.

Zoom Control

Zoom Control is used to shrink or grow the worksheets.

Insert Sheet Button

This button is used to insert a new worksheet.

Ribbon Show/Hide
Button

This button is used to show or hide the ribbon.

Column Character

The worksheet has 16384 columns, having column index A to
XFD.

Row Number

Each row in a worksheet has number starting from 1 to
1,048,576.

Active Cell

Shows the active cell in which data is being entered, usually
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Name of the Part

Description

shown with dark borders.

Table 1.1 Different parts of Excel

Back Stage View / File Tab

File Tab Microsoft Office button G is provided in Microsoft Office 2010 instead of
the File menu used in the previous versions of Microsoft Office, clicking on this
button opens a back stage view (Figure 1.4)

File Tab is the only colored button present on the top left corner of Microsoft Office
2010 and is shown as a green colored tab. With the help of the Back Stage View we
can create, save, open, close or print a file, can see the properties of a file, can see

A P C

Home

the list of the last opened files, , and also can send a file as an Email too.

7[5

r

Book! - Microsoft Excel

Insert Page Layout Formulas Data Review View Load Test Acrobat Team

= save
Save As
ﬁ Open

d Close

Info
e

Recent

New

Print

Save & Send

Help
Add-Ins ~

2] Options

[ Exit

Ribbon

Information about Book1

@ Permissions
\_B.EJ Anyone can open, copy, and change any part of this workbook.
Protect
Workbook »
Properties ~
Size
— Prepare for Sharing Title
| ﬁ Before sharing this file, be aware that it contains: Tags
Document properties, printer path, author's name and related dates Categories
Check for
=Ir=° Related Dates
Last Modified
Versions Created Today, 10:41
-7@ \J There are no previous versions of this file, Rl G LAl S
Manage Related People
U Author HIMANSHU

Last Modified By

Show All Properties

Figure 1.4 Back Stage View

The traditional menu has been replaced by the Ribbon in Office 2010, grouping the
related commands separately. The brief idea about different tabs available in Excel
has been described below.

Tab Usage

Home This tab includes the commands for Clipboard, Formatting, Style, Deleting
rows or columns and changes in worksheet.

Insert This tab is used when we need to insert table, picture, clip art, diagram, chart,
symbol, equation etc. in a worksheet.

Page This tab has the commands that affect the entire look of a worksheet; it

Layout includes commands like print settings.

Formula This tab is used to enter equation, assign name to a cell or range of cells and
to enter functions.

Data This tab allows to get data from outside the Excel file, to arrange them in
ascending or descending order, to separate the important data, to group and
ungroup them etc.

Review This tab provides commands that allow checking the spellings, find synonyms,
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Tab Usage
add comments, and protect the worksheet or workbook with password.

View The view tab provides commands that allow us to control different views of the
worksheet. Some of the commands of this tab are also available in the Status
bar.

Table 1.2 Tabs available in ribbon
Contextual Tab

In addition to the Standard Tab, Excel-2010 also includes a Contextual Tab.
Whenever a Chart, Table or a Smart chart is selected, a desired set of operations
can be performed on it using a specific set of tools available in the ribbon, known as
the Contextual Tab.

Figure 1.5 Contextual Tab for Chart

The red box in figure 1.5 shows the Contextual Tab when Chart is selected. Design,
Layout and Format are the three contextual tabs in it. The details of this Contextual
Tab are shown in Chart Tools title bar. We can also use other tabs when Contextual
Tab is visible.

Types of Commands present on the ribbon

Command Type Example Usage
Simple Button A A Clicking on it an action is taken immediately.
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Command Type Example Usage

Toggle Button = This works as On/Off.
Drop Downs N Clicking on it shows additional options.
*g
Conditional
Formatting -
Split Button Split button is a combination of Simple button
and Drop Down button.
Check Box Works as “On” when checked and “Off” when
unchecked.
Spinner ] seale: 100 * Used to increase or decrease a value.
Scale to Fit u

Table 1.3 Different types of commands present on the ribbon
Many command groups in the ribbon contain a small symbol on its right hand side
known as the “dialog box launcher”. For example see the symbol in the Home —
Font Group (Figure 1.6). On clicking this symbol, shows an Excel Font dialog box, t
listing the font options generally not present on the ribbon.

Book1 -
Home Insert Page Layout Formutas Data Review View Load Test Team
= X Cut a v = -
\ Calibri *11 * A A =gy W Sy Wrap Text Generz
— 4} Copy ~ :
Paste . . - bt s S & C . @9
. J Format Painter B I U — v A EEW EFE ﬁ”"gc & Center .“,
Clipboard » Fomt - Alignment
A23 - Je | Format Cells: Font (Ctri+Shift+F)
A B C D [EEE—— show the Font tab of the Format i
— Cells dialog box |
1 Course No of Student -—
2 BCA 4526
3 MCA 2635
4 MSc.IT 4523
5
6

Figure 1.6 Dialog box launcher button
Shortcut Menu

Along with the ribbon Excel provides us many Shortcut menus that can be seen by
clicking the right mouse button. Shortcut menu shows the commands that are
normally used for a selected object. For example, figure 1.7-a, shows a shortcut
menu that is available when we right click in a cell. This shortcut menu is visible at
the position of the mouse cursor thus allowing us to select the command quickly and
easily. .

The displayed shortcut menu depends on what work is being done at the moment of
clicking. For example, if you are working with charts then the shortcut menu will look
like the one being shown in the figure 1.7-b.
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Figure 1.7-a Shortcut menu for cell Figure 1.7-b Shortcut menu for Chart
Quick Access Toolbar

Normally the Quick Access Toolbar is visible above the ribbon on the left side of the
title bar. However it can also be displayed below the ribbon also. To perform this
action right click on the Quick Access Toolbar, this will open a shortcut menu as
shown in the Figure 1.8 below. Here selecting the highlighted option will show the
Quick Access Toolbar below the ribbon. -

P— T e
I )y - . RAnLT TN
: Remove from Quick Access Toolbar

Customize Quick Access Toolbar
— " Cut Lusio € LJICK ALCesS 10050
L -

' 43 Cop

Paste

Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon
Minimze the Ribbon

Figure 1.8 To show Quick Access Toolbar below ribbon

The ribbon is very much useful for keeping and using preferable commands to be
visible always instead of selecting them from various tabs. Initially the Quick Access

Toolbar shows three commands: Save, Undo and Redo.

Additionally you can add frequently used commands to Quick Access toolbar. To add
a new command, right click on the desired command and select the option Add to
Quick Access Toolbar, this will add the command to the Quick Access toolbar. Thus
you can show commands from different tabs at one place and can avoid moving
between tabs. (See figure 1.9: Adding Column Chart to Quick Access Toolbar).

: .
€3 ™ o A Book1 = Microsoft Excel [
File Home nsert Page Layout Formulas Data Revie ew Load Test Team Deshy

i 4 5o s Bl 2@ ol )

PivotTable Piture Clip Shapes Screenshot  Column  Line Pre Bar  Area Scatter Other
v ant . v v v v ’ . . Charmes
Add to Quick Access Toolbar
Chart1 - fe Customize Quick Access Toolbar
A 8 C D E Show Quick Acces olbar Eelow the Ribbon
- .
1 Course |No of Student Customize the Ribbon
2 BCA 4526

Migimaze the Ribbon

Figure 1.9 Adding Command to the Quick Access Toolbar

Alternatively clicking the down arrow key on the right hand side of the Quick Access
Toolbar, you will be able to see a drop down menu with additional commands. By
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putting a check in front of the desired command, it can be added to the Quick Access
toolbar. (Figure 1.10)

70 = e ey = e
g Home CustomiEe Quick Access Toolbar
T=C= ¥ Cut Mewwr
J S= Copy — Spen
Baste ' Save
Clipboard E-mail
Chart 1 Ciuick Primt
= Print Previews and Print
1 Course Mo spelling
> B ' Undo
ERREY, [y v Redo
5 _MSC. 1T Sort Ascendinag
= Ssort Descending
& Open Recent File
ra
= More Commands...
= Show Below the Ribborn

Figure 1.10 Adding commands to the Quick Access Toolbar
Workbook and Worksheet

The file that you work with in Excel is known as the Workbook. The extension of a
file in Excel-2010 is .lax. Each workbook consists of one or more Worksheets. The
worksheet is made up of group of cells. In each cell a number, text or equation can
be entered. A picture, diagram or chart can also be inserted in a worksheet. A
worksheet helps us in arranging information properly and allows us to use it easily.
Every worksheet is a collection of rows and columns. The rows range from 1 to
1,048,576, while the columns are named as A, B. Z, AA, and AB..., AZ, BA, BB ....
And so on and is continued up to XFD. Thus it has 16384 columns in total. The
intersection of the row and column is known as the cell. At any given moment of
time, one cell is active and is highlighted by dark borders as shown in the Figure
1.11. A single worksheet contains more than 17 billion cells. In a single cell,
maximum of 32,767 characters can be entered.

Note

You cannot undo all type of activities. Normally the activities done using the File
button cannot be undone. For example, if you save a new file, then the old file
cannot be brought back using the undo command.

1.3 ENTERING DATA AND FORMATTING

The Excel workbook consists of worksheets which inturn consists of cells. In every
cell we can enter three types of data. 1) Number 2) Text and 3) Formula.

Entering Data

To enter data:
e Select the desired cell by using the mouse or arrow keys.
e Type the data in the selected cell.
e Press the Enter or arrow key.
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Excel interprets Date and Time as a number. Thus, 1-January-1900 is considered as
1, 2-January-1900 as 2, and so on. . By this, calculations can be done more easily
on dates, for example: to know the number of days between two dates it can be
subtracted.

Changing the data

Once data has been entered in a cell, it can be changed in many ways:
e By deleting the data.
e Replacing the data with another data.
e Changing the data in the desired way.

To delete data from the desired cell or cells, select one or more cells and then press
the Delete key. More than one cell (Range) can be selected by pressing the Shift +
Arrow keys or using the mouse (Keep the left mouse button clicked and drag it on
the desired cells).

You will get five options as shown in figure 1.11 to delete data by selecting Home —
Editing — Clear. With the help of this we can delete data and formatting, only format,
only data, comment or hyperlink.

i d JLawis Book! - Microsoft Excel - 8 “
R Catty M AN Tmiy P S5 Wrap Text Genenal . 3 Tl f_ o "/\!-’ M
s BIE-E A EE EE Fuoses $ s o Fomt | ety
L
Al S % v
A B ) F G H ) X L M N 0 T =]
N —

Figure 1.11 Clear command available on Home tab

To change the data within in a cell with new data, select the cell and type the new
data, the old data will be replaced with the new one.
The edit mode of Excel gives us following options to change any specific data in a
cell:

e Double click on the cell

e Select the cell and press F2 key or

e When the cell is selected its contents are visible in formula bar, change the

contents in the formula bar and the change will be reflected in the cell. (See

figure 1.12)
' d 2 g n
+ B Calibri s oA A s ':' I AutoSum f}
e B U- A- r s ' Format | o enss Fc
83 v (* X v £ Sl ouciido widss? wWue yRallEl

B C D E F G H 1 ] K L M N o P Q

[s ctoumudol uidss2 ulud yeadl?l |

Figure 1.12 Changing the data in the cell with the help of formula bar

Filling data series using Autofill

163



When the data comes in the form of series like 1, 2, 3... 10 or Sunday, Monday...
Saturday or January, February..., December or 01- Mar — 2014 to 31- Mar — 2014
etc. then we can use the Autofill option of Excel. Other than this we can also fill data
as per any desired order. To use the Autofill fill option, enter the initial value and
select the number of cells that are to be filled as shown in figure 1.13, then choose
Home — Editing — Fill>Series, which will open a dialog box as shown in figure
3.14.

Figure 1.13 Filling data

- 9
Series :
Series in Type Date unit
) Rows (®) Linear ® Day
(®) Columns () Growth Weekday
() Date Month
() AutoFil Year
[ Trend
Step value: ||l Stop value:

Figure 1.14 Fill Series dialog box

Series In: If you want to fill in horizontal direction then select Rows, or if a vertical fill
is to be done as shown in figure 1.13 then select Columns.

Type: To fill in series select Linear, to fill date select date, to multiply select Growth.
Date Unit: If Date is selected only then this last option will be visible.

Step Value: It shows the incremental value from initial value, while Stop Value
displays the last value.

Alternatively enter first two values in the first and second cell, select both these cells,
a small plus sign (+) will be visible near the bottom right corner, this is known as fill
handle. Drag the mouse by keeping it on the handle, Excel will automatically fill
values based on the initial values.
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Figure 1.15 An Example of Fill Series

Number Format

Excel provides us facility to store data in different formats. List of formats provided by
Excel is as follows:

Format Usage

General This is a default format. It is used to show an integer, fraction or a large value using
scientific form.

Number It gives options to display number of digits after decimal place, whether a coma is
to be used to separate thousand values and to show negative values.

Currency Used to show currency. It give options to display number of digits after decimal
place, whether a coma is to be used to separate thousand values, which currency
symbol is to be used and to show negative values.

Date Used to show date in different formats.

Time Used to show time in different formats.

Percentage Used to Show % symbol as wells as how many digits to be displayed after decimal
place.

Fraction A fraction can be displayed in 9 different ways.

Scientific Shows a number in Scientific form. For example, 205,000 is shown as 2.05E+05.

Text A number is also considered as text in this format by Excel.

Special Displays additional number formats.

Custom Used to define your own format that is not available in any other format.

Table 1.4 Number Format

Formatting a number with the help of ribbon

As shown in figure 1.16, the Home — Number group provides you the facility to
format a number. When a mouse pointer is kept on the desired option it shows a
brief description about it.

Figure 1.16 Number group available in Home Tab
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Formatting Number with the help of Format Dialog Box

We can also do formatting with the help of Format Dialog box. To open the Format
Dialog box, click on the button in the bottom right corner of the Number Group in the
Home Tab, as shown in the Figure 1.17. You can see different formatting options

here.
Format Cells ?

Font Border Fill Protection

Text alignment Orientation

Horizontal: . .
General ¥ | Indent: e .
Vertical: 0 5
Battorn W

Justify distributed

oxomo—

Text control .
[ wirap text 0 +|Degrees
[ shrink to fit
[ Merge cells

Right-todeft
Text direction:

Context W

Cancel
Figure 1.17 Format Dialog box

Formatting Text

As shown in the Figure 1.18, the Home — Font group give options to apply
formatting to the selected text in a cell such as changing the font and style, to make
it bold, italics, or to underline, to apply border, to increase or decrease the font size,
to change the font color of the cell as well as to fill the cell with different color.

Figure 1.18 Font group in the Home tab

To get more options of formatting, click on the button at the bottom right corner of the
Font group, as shown in the Figure 1.19.
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Number | Alignment % | Border Fill Protection

Font: Font style:
Calibri
i Cambrria {(Headings ~
Calibri (Bod
" ADARSHN
T Adline

Bl adobe Arabic
Bl adobe Caslon Pro

Underline:

Mone v| I | [Y]tormal font
Effects
[ strikethrough

[ superscript AaBbCcYyZz
[ subscript

Regular

Preview

This is a TrueType font. The same font will be used on both your printer and your screen.

Figure 1.19 Font Tab of Format Dialog Box

As shown in the Figure 1.20, the Home — Alignment group has options that allows
the selected text to be aligned horizontally (Alignment) and vertically, to move the
text within a cell (Indent), to show the text at a specific angle (Orientation), to merge
or separate more than one cell in different ways (Merge & Center), and to move the
text to a new line so that it does not move out of the cell (Wrap Text).

Figure 1.20 Alignment Group and its options available in Home Tab
Clicking on the button at the bottom of right hand corner of the Alignment group, will

open a Format dialog box as shown in the Figure 1.21.It gives additional options for
cell formatting.
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Figure 1.21 Alignment tab of Format Dialog Box

1.4 SAVING FILE IN MS EXCEL

Once an Excel worksheet is ready, it can be saved permanently and is stored in the
hard disk in the form of a file. Further it can be opened again to see the contents and
required changes can be done when needed. . When Excel file is saved, by default it
is assigned with the extension name .xlsx. However it can be but stored in other
formats also. List of some of the commonly used file format is shown in the table 1.5.
To save a file the Save or Save As command available in the Back Stage View as
shown in the Figure 1.22 is used, when this command is clicked the Save dialog box
as shown in the Figure 1.23 is opened, where the filename , file format, and the path
of the file is to be entered .

X]1"

Home Insert
= save

Bl save As

(.7 Open

[ Close

Figure 1.22 Save Options on the Back Stage View
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Figure 1.23 Save dialog box

File Format Extension Usage
Name
Excel Workbook Xlsx A default file format for Excel-2010 and Excel-2007 based on
XML.
Macro Enabled Excel | .xlsm A file format for Excel-2010 and Excel-2007 based on XML
Workbook that also stores Macro code.
Excel-97 and Excel- | .xIs A binary file format that opens in Excel-97 and Excel-2003.
2003 Workbook
Template XItx A file format to store Excel-2010 and Excel-2007 file as
template.
XML Data xml Data is stored in XML format.
Text xt In this format Excel stores data as tab or comma separated

simple text file, it can be opened in DOS, Macintosh, and
Linux operating system.

DBF 3, DBF 4 .dbf You can open this file in Excel but cannot save with this
format in Excel.

Open Document | .ods The file saved in this format can be opened in Google

Spreadsheet Document or Open Office CALC program as well as in any
other program that supports this format.

Portable = Document | .pdf This format is popular for web.

Format

Hyper Text Markup | .html This format is used to save file as web page.

Language

Table 1.5 Excel File Formats

1.5 PRINTING FILE IN MS EXCEL

As shown in the Figure 1.24, to print an Excel workbook the Print command available
on the Back Stage view is used, giving different print options. Page Setup link is the
last entry available in the Print option, clicking on this option opens a Page Setup
dialog box as shown in Figure 1.26, proving additional options to set page, margin,
header and footer. By clicking on the Print button, the default printer prints the
document as per the desired settings.
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The document can be viewed before printing it in the right side of Back Stage view
but the view cannot be changed. To make changes in the view, View — Workbook
Views — Page Layout View is to be selected as shown in the Figure 1.25.

Figure 1.24 Options for the Print Command

If you want to see from where the pages will be separated during printing, then the
View — Workbook Views — Page Break Preview as shown in Figure 1.25 can be

used.
_________ ] B ES

Mormal | Page |Page Break Custom  Full
Layout | Preview Views Screen

Workbook Views
Figure 1.25 The Page Layout View

Ji=]]
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|Margins I Header [Footer | Sheet |

QOrientation

Scaling

) Fit to:

(®) Portrait

(@) Adjust to:

() Landscape

% normal size
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Paper size:

A4

Print guality: |

First page number:

Cancel

Figure 1.26 The Page Setup Dialog Box

1.6 CHECK YOUR PROGRESS: POSSIBLE ANSWERS

1. Different type of data is filed in the data given below that you try to enter in excel

using fill series.

N

before.

Nookw

Give two decimal points to the data of column A.
Give accounting symbol to the data of column B.
Apply 45° rotation to the column heading text.
Save the file you created and create it's pdf file.
Take printout of the file you created.

Apply different text colour and fill colour to the column of the series you filled
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Unit 2: Formulas and Functions
In MS Excel 2010

2

Unit Structure

2.1. Learning Objectives

2.2. Introduction

2.3. Calculating with the help of Formulas and Functions
2.4. Working with Worksheet, Rows, Columns and Cells
2.5. Table Format

2.6. Sorting
2.7. Filter

2.8. Data Tools
2.9. Outlines

2.10. Check your Progress: Possible Answers
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2.1 LEARNING OBJECTIVES

After studying this unit student should be able to:

e Understand how to perform different calculations.

e How to use various functions for performing fast and specific calculations.

e Arrange information in Ascending, Descending or in a specific order.

e Filter important information, sort information based on groups and to bring
data in different formats to Excel.

2.2 INTRODUCTION

As we have seen the introduction of Microsoft Excel 2010 in previous chapter that
gives us idea of how to enter data and how to format it, how the file is saved and
how to get print of excel file. In this chapter we are going to see the use of functions
and formulas as well as we will also understand how calculations are performed
using it. This chapter explains the concept of sorting in Excel as well as how filtering
of data is done using different filter options available. Use of different Data Tools and
Outlines is also explained in this chapter.

2.3 CALCULATING WITH THE HELP OF FORMULAS AND
FUNCTIONS

As mentioned earlier Excel is used extensively for calculations. Formula is used to
perform calculations on the data entered within the cells in the Excel worksheet. The
advantage of the formula is that, Excel automatically calculates the new value of the
cell in which formula is written, when value of the cell used in this formula changes.
Formula mainly consists of the following components:

1. Arithmetic operators like +, -, *, /, %, »

2. Cell address, for example A1

3. Value, for example 10 and

4. Function, for example sum(A1:A10)

A formula always starts with an = operator. Example of some formulas is given in
Table 2.1.

Formula Meaning |

=5%*6 Multiplication of 5 and 6
=A1+B1 | Addition of the values in cells A1 and B1
=A1"3 The value in cell Al raised to the power of 3

Table 2.1 Example of Formula
Operator

Table 2.2 below shows the operators used in a formula based on their precedence.
If a formula contains more than one operator, then the operators are evaluated
based on their precedence. If you need to change the precedence of an operator
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then it needs to be written in brackets. The formula written in the brackets will be
evaluated first.

Operator Example Meaning Precedence
N

Al "Bl Power of 1

* Al * Bl Multiplication 2

/ Al/B1 Division 2

+ Al + B1 | Addition 3

- Al -B1 Subtraction 3

& Al & A2 To concatenate two text values 4

= Al =B1 True if values in A1 and B1 are same, else false 5

< Al <B1 True if value of Al is less than B1, else false 5

> Al > B1 True if value of Al is greater than B1, else false 5

<= Al <=B1 | True if value of Al is less than or equal to B1, else 5

false

>= Al >=B1 | True if value of Al is greater than or equal to B1, 5
else false

<> Al <>B1 | True if value of Al is not equal to B1, else false 5

Table 2.2 Precedence of operators used in formula

For example the formula (3 +5) /4 *5 ” 3 — 2 will be evaluated as shown below:

(3+5) /4*5"r3 -2 Given Formula

8/4*57r3-2 As brackets will be evaluated first, 5 + 3 = 8 will be calculated
first.

8/4*125-2 The power sign will be evaluated hence 5 * 3 = 125 will be
calculated

2*125-2 Now as precedence of / and * are same, as division comes first
8/4=2 is calculated, then * will be evaluated and 2*125=250 is
obtained

250-2 Finally subtraction will be done and the final result 248 is
obtained

248 Answer

Cell reference and Cell range

Cell is the basic unit in which data can be entered. A cell is identified by its address.
A cell address is the combination of column character and row number. When a
formula is to be applied on a consecutive set of cells (more than one cells), all these
cells need to be selected. These set of cells is known as the range.

More than one cell can be selected with the help of Shift + Arrow keys or by clicking
on the first cell and then dragging the mouse. For example, the range of the cells
selected in the Figure 2.1-a: is B2:E4 (Address of the first cell: Address of the last
cell).

A | e [ ¢ | o [ e |

[

N (WM

Figure 2.1-a The Cell range B2:E4
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Looking at the data of the workbook shown in the Figure 2.1-b, to find the total
marks of Ajay, formula needs to be written in the cell F4, and the formula will be =C4
+ D4 + E4 as C4, D4 and E4 contains Marks-1, Marks-2 and Marks-3 respectively.
You can type the cell address in the formula or it can be automatically added in the
formula by clicking the desired cell whose value need to be used in the formula.
Perform the actions mentioned below to write any formula:

1. Select the cell in which answer is desired

2. Type “=" sign

3. Type the desired formula

4. Press the Enter key

You can copy a formula, which helps to avoid writing it again and again. To calculate
total marks of other students, select cell F4, drag the fill handle using mouse.

Figure 2.1-b Example of Formula

Cell references are of two types, 1) Relative and 2) Absolute. By default the cell
references are defined as relative. The position of the rows and the columns
changes as per the situation when you copy a cell. For example, if you copy the
formula (=C4+D4+E4) in the fourth row, and paste it in the fifth row, then the formula
will be changed to =C5+D5+E5.

When an absolute reference is used and a cell is copied or filled then the formula
does not change, it is used when the value need not to be changed. To make an
address absolute “$” sign is used. Table 2.3 explains how a value of row and/or
column can be fixed.

Formula Meaning |

$ASP2 Row and column both will not change when the formula is copied
A$2 Row will not change when the formula is copied
$A2 Column will not change when the formula is copied

Table 2.3 Absolute reference

Figure 2.1-c shows a formula to calculate Mass, using the formula mass = density *
volume. Here the value of the density(Value in the cell E2 ) does not change while
the value of the volume changes, hence the formula to calculate mass in second row
within cell C2 is =B2*$E$2, when this formula is copied to cell C3 using fill handle the
new formula will be = B3*$E$2. Thus if the value of any cell is not to be changed
within a formula then absolute reference is used.
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Figure 2.1-c Example of Absolute reference
Function

Excel has a library of predefined formulas (functions) that can be used to do things
faster or to do calculations. It can be used for adding, multiplying, finding average, or
to find the maximum or minimum of a range of cells. Excel gives hundreds of
functions for text formatting, cell references, financial calculations, and to analyze
numbers.

It is necessary to follow a predefined syntax for each function, to-do the intended
work properly. To use a function in a formula, an “= “sign, name of the function
followed by the list of arguments/parameters need to be provided. Arguments are to
be written in brackets. A value or cell reference range can be given as an argument,
and is separated by ', or "' sign. Figure 2.2 shows how to calculate the total marks

using the SUM function.
A B C D E F G H [

Ad itz oM Hisd2 wsda 5 sel ulRoud

[SUM(number, [number2], .. |
85 33 66 | |
Figure 2.2 Example of function

[= T R - T S

Auto Sum Command

To enter a function in a cell we can use Home — editing — AutoSum command as
shown in the Figure 2.3. AutoSum automatically selects the cell range to add, to
calculate the average or to perform other operations. In the above example by
selecting cell F4 and clicking on AutoSum, Excel automatically shows the function,
we only need to check whether it is correct or not.

x AutoSum v S }}

. Find &
o/ Clear = Salact *

Editing
Figure 2.3 AutoSum command

Function Library

As shown in the Figure 2.4, Function Library group available on the Formulas tab
can be used to enter financial, logical, text, date, time and other functions.
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Figure 2.4 Function Library

Some very useful functions and their uses are listed in the Table 2.4.
Function Usage

ABS Gives Absolute/positive value if the given number is negative.

AND Gives true if all the arguments are true, else false.

AVERAGE | Used to find the average from the argument list.

CHAR Gives a character value for the given integer code.

CODE Gives integer code value for the given character.

COUNT Counts total values in the argument list.

COUNTIF Counts total values in the argument list if some given condition is true.

DATE Shows the numeric value (order) of a given argument starting from 1 January
1900.

EXACT Checks whether two texts are same or not.

EXP Used to find exponent e (2.71828182845904) of a given number till the
specified value.

FACT Used to find the factorial of given number.

IF Used to perform a logical operation.

LEFT Used to separate number of characters from the left side of the given text in
the argument.

LEN Used to find out the number of characters in a given argument.

MAX Used to find out the maximum number from a given argument list.

MID Used to separate number of characters from the middle of the given text in the
argument.

MIN Used to find out the minimum number from a given argument list.

MOD Used to find the remainder when a number is divided by another number.

NOW Used to display the current date and time.

Pl Shows the value of pi 1 (3.14159).

PROPER Capitalizes the first character of each word in the argument.

RAND Generates a random number between 0 and 1.

RIGHT Used to separate number of characters from the right side of the given text in
the argument.

ROUND Used to round off a number after a specific decimal digit.

SQRT Used to find the square root of a given number.

SUM Used to add numeric values of an argument list.

SUMIF Used to add numeric values of an argument list if some given condition is true.

TODAY Used to show today’s date.

UPPER Used to convert text to upper case/ capital.

LOWER Used to convert text to lower case.

Table 2.4 List of some useful functions

Insert Function Command

You can find out any function as well as select the arguments for a function using the
Insert Function command. The steps to use the Insert Function command are as
shown below:
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Figure 2.5 The Insert Function Dialog Box
Select the cell in which function is to be entered.

. An Insert Function dialog box as shown in the Figure 2.6 will be opened.
When a function name is typed followed by the pressing of the Go button, the
function or a list of similar functions will appear.

Select the desired function from the list and press the OK button, an
Argument dialog box as shown in the Figure 2.6 is opened so as to pass the
required arguments for the function. The arguments shown here will change
based on the function being selected.

. The function will be written in the active cell when an argument is selected
from the worksheet or manually typed and the OK button is pressed.

Figure 2.6 The Argument Dialog Box
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2.4 WORKING WITH WORKSHEET, ROWS, COLUMNS AND
CELLS

When you start Microsoft Excel 2010 you will be presented with an empty Workbook
that has three Worksheets by default. You may add or delete desired number of
worksheets in a workbook. Also it is possible to hide as well as change the order of
the worksheets, copy or move a worksheet. Additionally a worksheet can be grouped
and un-grouped, the rows and columns can be freeze such that they are visible even
when scroll button is used.

You can add or delete rows and columns, can hide or un-hide it, as well as change
the height and width of the cells.

A new worksheet can be inserted in three ways (Insert)

1. As shown in the Figure 2.7, by clicking on an Insert Worksheet button a new
worksheet is added.

2. By right clicking the mouse button on the sheet tab, an Insert option in the
shortcut menu is visible; selecting this option opens an Insert Dialog box. Now
from the General tab select worksheet and press OK button, a new worksheet is
inserted.

3. By pressing Shift + F11 a new worksheet is inserted before an active worksheet.

A worksheet can be deleted in two ways (Delete)

1. Right click the mouse button on the worksheet to be deleted on the sheet tab, a
shortcut menu as in the Figure 2.7 will be visible. Selecting the Delete option
from it will delete the worksheet.

2. The active sheet can be deleted by selecting Home — Cell — Delete — Delete
Sheet.

In both cases if the worksheet contains data, Excel seeks your permission before
deleting the data.

A worksheet can be renamed in two ways (Rename)

1. Right click the mouse button on the worksheet to be renamed on the sheet tab. A
shortcut menu, as shown in the Figure 2.7 will appear. Selecting the Rename
option will highlight the worksheet name. By typing the new name and pressing
the Enter key the new name will be assigned to the worksheet.

2. Double click on the worksheet whose name is to be changed on the sheet tab,
which will highlight the worksheet name. By typing the new name and pressing
the Enter key, will assign the new name to the worksheet.

Change the colour of the worksheet tab

To differentiate a worksheet from other sheets, the tab color can be changed.
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Figure 2.7 The Shortcut menu in sheet tab
Move or Copy a worksheet

You can move a worksheet in a specific order or copy a worksheet as desired. Right
clicking on the worksheet on the sheet tab which we wish to move or copy, will open
a shortcut menu as shown in the Figure 2.7.Select the Move or Copy option from it.
This will open a dialog box as in the Figure 2.8, with the help of which it can be
decided whether the selected worksheet is to be moved to a new workbook, to put it
before a desired worksheet or to be moved or copied. By clicking the OK button the
desired task can be done.

Figure 2.8 The Move or Copy Dialog box
Hide or UnHide the worksheet

If you do not want to show the worksheet to someone else, then you can hide the
worksheet and can be made visible again, when needed. Right clicking the mouse
button on the worksheet on the sheet tab that is to be hidden, a shortcut menu will
appear as shown in the Figure 2.7. Selecting the Hide option the worksheet will be
invisible.

To make the hidden worksheet visible again, right click the mouse button on the
worksheet, a shortcut menu will be appeared as before. Now selecting the Unhide
option will display a list of the hidden worksheets in a dialog box. Select the sheet
that is to be unhidden and click on the OK button, it will be visible again.

Viewing more than one worksheet of a workbook in multiple windows

180



To view more than one worksheet you can create a new Window for the workbook.
To do this select View — Window — New Window option, which opens a workbook
in a new Window. As shown in the Figure 2.9 the windows then can be viewed as
tile, horizontal, vertical, cascaded or other way with the help of View — Window —
Arrange All option. In the Figure 2.10, a workbook is viewed with vertical option and
is seen as two different worksheets.

- 2
Arrange Windows  *

Arrange
() Tiled
() Horizontal

[] windows of active workbook

Figure 2.9 Arrange Windows Dialog box
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Figure 2.10 Two worksheets of a single workbook shown in two different Windows

o)

Viewing two different parts of a worksheet in different panes at the same time

The option View — Window — Freeze Panes when selected divides the workbook
into four parts as shown in the Figure 2.11.When one of the parts is scrolled the
others parts are still visible. Then we need a single worksheet, it can be seen again
by selecting View — Window — Unfreeze Panes.
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Figure 2.11 Freeze Panes option
Working with rows and columns

In Excel you can add or delete data in a single cell, entire row or column, hide and
unhide rows or columns, can change the height of the rows and width of the
columns.

Adding rows and columns

As mentioned earlier the number of rows and columns in Excel are fixed, hence
when you add a row, the last row is removed while all the rows after the new row are
shifted down. Similarly when a column is added all the columns move towards the
right side. If the last row or column contains data then you cannot add an additional
row or column.
New row can be added in two ways.
1. Right click on the row number above which the new row is to be inserted. This
opens a shortcut menu, from which select the Insert option.
2. Arow is inserted above the active cell by selecting Home — Cells — Insert —
Insert Sheet Rows.

New column can be added in two ways.

1. Right click on the column name before which the new column is to be
inserted. A shortcut menu will be displayed. Select the Insert option from it so
as to insert columns in the left side.

2. A column is inserted in the left side of the active cell by selecting Home —
Cells — Insert — Insert Sheet Columns.

Deleting rows and columns

If a row or column is not needed, it can be deleted. If a row or column gets deleted
by mistake then it can be brought back using Ctrl + Z or the undo command.

Row can be deleted in two ways.
1. Right click on the row number that is to be deleted, this opens a shortcut
menu. Select the Delete option from it, the row will be deleted.
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2. A row of an active cell can be deleted by selecting Home — Cells — Delete —
Delete Sheet Rows.

Column can be deleted in two ways.
1. Right click on the column name that is to be deleted so as to open the
shortcut menu. Now select the Delete option from it, the column will be
deleted.

2. A column of an active cell is deleted by selecting Home — Cells — Delete —
Delete Sheet Columns.

Hide or Unhide arow or column

To hide a row/column select it, click the right mouse button. Select the Hide option
from the displayed menu, the row/column will be hidden.

To show the row/column again, click the right mouse button on the nearby
row/column. Select the Unhide option from the displayed menu, the corresponding
row/column will be visible again.

Changing the column width and row height

The width of the column is measured in points. By default the width of each column
is 64 pixels (PX) or 8.43 points.

The column width can be changed by using any one of the following methods:
1. Bring the mouse pointer towards the right side border of the column. Now

drag the handle ( + ).

2. Enter the value of the width in the dialog box by selecting Home — Cell —
Format — Column Width.

3. The column width can be adjusted according to the longest text contents by
selecting Home — Cell — Format — AutoFit Column Width.

4. The column width can also be adjusted as per the longest text contents by
just double-clicking on the right border of the column.

The row height can be changed by using any one of the methods shown below:
1) Bring the mouse pointer towards the top border of row. Now drag the handle (
+).
2) Enter the value of height in the dialog box by selecting Home — Cell —
Format — Row Height.
3) The row height will be automatically set to the largest text content by selecting
Home — Cell —» Format — AutoFit Row Height.
4) The row height will be automatically set to the largest text contents by double-
clicking on the top border of the row.
Copy and Paste a Cell

Select the cell that is to be copied with the help of a mouse or arrow keys (see cell
reference and cell range). Copy the cell by using any of the methods shown below:

e PressCtrl + C
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e Right click the mouse button on the selected cell, select Copy option from the

shortcut menu.

e Click on Home — Clipboard — Copy

Paste the cell where ever desired by using any of the methods shown below:

e Press Ctrl +V

¢ Right click the mouse button on the selected cell, select Paste option from the

shortcut menu.

e Click on Home — Clipboard — Paste, Excel will show you how the contents

are going to look before pasting.

e Click on Home — Clipboard — Paste, Excel will give you different paste

options as shown in the following table :

Option Usage

Paste

To paste data, format and validation of the cell.

Formulas

Only formula is pasted but not the formatting.

Formula & Number

Only formula and number formatting is pasted.

Formatting

Keep Source Formula as well as all formatting is pasted.
Formatting

No Borders Everything except border is pasted.

Keep Source Column
Width

Formula and the column width from where the data is copied are
pasted.

Transpose Interchanges row and column data.

Values Only the value of the data is pasted.

Values & Number Value of the data and number formatting is pasted.
Formatting

Values & Source Value of the data and all formatting is pasted.

Formatting

Formatting Only formatting is pasted.

Paste Link Exact formula (not relative) as in the copied cell is pasted.
Picture Pastes data as picture.

Linked Picture

Pastes data as picture but when the data in the cell from where
copy was done changes the picture also changes.

Moving the Cell

A cell can be moved by first selecting the cell, cutting it and then pasting it.
Alternatively a selected cell can also be moved by dragging the mouse. Remember
that when a cell is moved if it contains data then that data is removed and new data

comes in its place.

Cell Comment

Cell comment is used to give additional information about the cell contents. To

Table 2.5 Paste Options

assign comment first of all select the cell and can apply any of the following ways:
e Select Review — Comments —> New Comment
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e Right click the mouse button on the selected cell, select Insert Comment
option from the shortcut menu.
e Press Shift + F2

Then type the comment. Figure 2.12 shows a comment (already assign) that is
visible when a mouse pointer is moved to that cell.

P Microsoft Excel - Book1 - DO
B2 - Jfx | Interest -

A B c D E =

1 - THIMANSHU: Simple =

Z Interest Rate 1 Interest

3 10%

a

5

ﬁ -

4 4 » | Sheetl . Sheet2 . Shdil 4 » [i]

Figure 2.12 The Cell Comment

In Excel to remove the comment, Review — Comments — Delete option is used.
Also to hide or show the comment, Review — Comments — Show/Hide Comment
option is used.

2.5 TABLE FORMAT

To work easily on data ranges, you can convert it to a table format, which provides
the following benefits:

To apply predefined formatting.

Allows filtering and sorting the data.

Calculations can be done easily on rows and columns.
Duplicate rows can be automatically removed.

The size of the data can be easily changed.

To create a table, first select all the cells that need to be converted to table, and then
select Insert — Tables — Table, which will open the CreateTable dialog box.
Clicking on the OK button will create a table as shown in the Figure 2.13(ribbon: in
Design tab->Tools).

m Home Insert Page Layout Formulas Data Review View Acrobat Team Design

Table Name: Q Summarize with PivotTable T Header Row D First Column | (S0 00 | pe—— Eeees === a
y ) = e e e Fo===] ===== 5==== ——-—- Z==== —----
Tablel 3" Remove Duplicates [ Totaslrow [ Last Column | [=[==[=[= e | ] e B B e -
———-
E=——-l

Export Refresh ., | —_ | e e | e e e Ee===
S S Banded Rows [] Banded Columns

Properties Tools External Table Data Table Style Options Table Styles

T Resize Table | ] Convert to Range

Figure 2.13 Table Design Tab

The Style group in the Table Design tab provides facilities to change the look of the
table as shown in Figure 2.14. The Table Styles option in Table Design tab provides
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options to show/change Header Row, Total Row, First Column, Last Column,
Banded Row and Banded Column as shown below.

First Column Last Column
|
Ay B C

1 - - - g e Row Header
2 odel  |Z 325500 USA 2
3 @aa |2 486500| uUsA 4
4 ueR [T 9,339.00 UK 2
5 ocdel | %14,808.00| USA 4 —
6 ol$l4 | 1,39000| UsA 3 |+
7 (@2 |2 7,433.00 UK 1 //
8 (@Qda |2 921300 uUsA 4 |
9 oislu ¥ 9,698.00 USA 1 Total row contains formula
10/ adlkR [% 1675300 UK 3 hich can be changed any
11 adlk [z 18919.00] UsA 3 '
12 &R |Z 10,644.00 UK 2
13 yHlz Z 12,438.00 UK 1
14 %del  |%14867.00] USA 3 | | Dblesmecmbe
15 [@Qea |2 19,302.00 UK a / ;
16 Total 37 ¥

Figure 2.14 Table Format

If a table has duplicate rows as shown in the Figure 2.14, the Remove Duplicates
option can be selected to remove them as in the Figure 2.15. It is required to identify
the duplicate entries to be removed and then clicking the OK button will make the
necessary changes to the table.

The row header gives option to sort and filter, we will understand about sort and filter
in detail later. To remove the table format and convert the data to a normal cell
range, Convert to Range option can be selected as shown in the Figure 2.13.

- ?
Remove Duplicates E

To delete duplicate values, select one or more columns that contain duplicates.

2= select all 5= Unselect All My data has headers

OK Cancel

Figure 2.15 Remove Duplicates Dialog Box

2.6 SORTING

Sorting allows you to arrange the data in ascending or descending order or to
separate the data as per the requirement. By sorting, data (text, number or Date and
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Time) can be arranged as per the required order of choice. data can be sorted on
more than one level in the custom sort, for example you can arrange employee data
first based on the Department, then by Name and then by Age.

To sort data based on single column, select any cell of the column on which data is
to be sorted, then use any of the following method:

1. Home — Editing — Sort & Filter — Sort Smallest to Largest/Sort Largest to
Smallest

2. Data — Sort & Filter — %} or Al

To sort data based on more than one column, select any cell then use any of the
methods mentioned below:

1. Home — Editing — Sort & Filter — Custom Sorting

2|4
2. Data — Sort & Filter — Sort =ort

By selecting any of these methods a sort dialog box as shown in the Figure 2.16 will
opened and Excel will automatically select all the data. Then the required column
and sort order can be chosen and then by pressing Add Level button the next
column on which sorting to be done can be added.

Sort ?

”’%1 Add Level X Delete Level 23 Copy Level & || w || Options... My data has headers

Column Sort On Order

Sorthy | zun w || |Values w | AtoZ W
Thenby | aysei-g w | |values v | Smallest to Largest v
Thenby |wysd-2 w| |Values w| | Smallest to Largest "
Thenby | gz w | | Values w | | Smalest to Largest W
Thenby |get wuib w | | Values w | | Smallest to Largest W
Thenby |ulFeus w || |Values v | AtoZ W

Figure 2.16 The Sort Dialog Box

2.7 FILTER

Filter shows only those rows that satisfy a predefined condition. The use of the filter
thus provides facility to reduce data, and shows only the important data and hides
the unnecessary data. You can apply more than one filter and if not needed the filter
can be removed and the entire data can be displayed back. You can filter the data
based on number, date, text or color. Select any cell of the data that is to be filtered,
then use any of the below mentioned methods to apply the filter.

1. Home — Editing — Sort & Filter — Filter
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2. Data — Sort & Filter — Filter

The Figure 2.17 shows the data before being filtered and the Figure 2.18 is after the
filter has been applied. As shown in the Figure 2.19 clicking any of the check boxes
including the Select All the corresponding filter can be applied

» AT DT — - A B C
1 | RollNo | Name |Date of Join 1 | RollN *| MName - |Date of Jo -
2 1 Jatan | 01-05-2001 2 1 Jatan | 01-05-2001
3 2 Sanjay | 06-08-2003 3 2 Sanjay | 08-08-2003
4 3 Kiran | 07-05-2007 = 3 Kiran | 07-05-2007
5 4 Savan | 09-01-2002 3 4 Savan | 09-01-2002
6 5 Nisarg | 05-06-2003 ] 3 MNisarg | 05-06-2003
| 6 Flaguni | 02-03-2002 7 ] Flaguni | 02-03-2002
8 7 Anal | 01-05-2001 B 7 Anal | 01-05-2001
2 8 Devyani | 06-08-2003 3 8 Devyani | 06-08-2003
10 9 Ajit 07-05-2007 10 9 Ajit 07-05-2007
11 10 Mitesh | 09-01-2002 11 10 Mitesh | 09-01-2002
Figure 2.17 Before Applying Filter Figure 2.18 After selecting filter

A B i D E F G

1 I-'u}IINE| NHITIE'|DEItEI}fJﬂ'|
‘H, Sort Smallest to Largest

%l Sort Largest to Smallest

Sort by Color 4
J’\
Number Filters 4 Equals...
Search o Does Mot Equal...
] (Select Al P Greater Than...
e Greater Than Or Equal To..,
....2
[ 3 Less Than...
-4 Less Than Or Egual To...
[ 5
----6 Between...
-7 Top 10...
....3
Above Average
....g v = 9
s Below Average
oK Cancel Custom Filter...

Figure 2.19 The Number Filter
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Custom AutoFilter ? ‘ﬂ' B I:

Roll N-T| MName¢ ~ |Date of Jo ~
2 Sanjay | 06-08-2003
Kiran 07-05-2007
Savan | 09-01-2002
Misarg | 05-06-2003
Flaguni | 02-03-2002

Anal 01-05-2001
Figure 2.21 Filtered Data

Figure 2.20 Data to be given for filter

Rt = L ) I o R

Excel filters data based on its type (number, date or text).The Figure 2.19 shows a
number filter for Roll No., selecting an option from the available list, will open a
dialog box as shown in the Figure 2.20.Now entering the desired conditions and
clicking on the OK button will filter the data as shown in the Figure 2.21.

2.8 DATA TOOLS

The following options are available in Data Tools.

= = Y, (ST,

= 28 = b= 5|
[ =) — & —— |

Textto Remove Data Consolidate What-If
Columns Duplicates Validation ~ Analysis ~ }

| : J
Figure 2.22 Data Tools

Data =2»Data Tools 2 Text To Columns

Depending on the data, the cell content can be splinted based on a delimiter, such
as a space or a comma, or based on a specific column break location within the
data. To implement this option first select the data that has been entered. As shown
in the Figure 2.23.Selecting Data Tools and clicking on Text to Columns, will open a
dialog box as shown in the Figure 2.24. Converting text to columns uses three
steps.

A B = D E
1
2
3 MNAME, A  SELLING
4 ASHORK, IPUR, 325000
5 ASHOK, SARANGPUR, 25000
6 BAKUL, VADAI, 9500
7 BAKUL, SAARDARNAGAR, 41000
8 DIPAK, GIRDHARNAGAR, 12500
9 DIPAK, GORDHANYADI, 35000
10 GAURANCG], NAVRANGPURA, 36500
11 GAURANG, NARANPURA, 36000
12 1AY, ELLISBRIDGE, 25000
13 1AY, MANINAGAR, 15800
14 MNEEL, KHADLA, 15000
15 MNEEL, 1A LPUR, 36000
16 RAJESH ANDLODILA, 12500
17 RAJESH EMMNAGAR, 36500
13 WVIREM, RAN ROAD, 183000
19 WIREMN, UMIWVERSITY, 25500

Figure 5.23 The Data
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Let us understand by taking an example. Enter the data as shown in the Figure
2.23. It displays column headings NAME, AREA, SELLING. Both the column
headings and the data entered thereafter are separated by comma (,). Here there is
one record in one row and 10 such records are there. Now select this data (to select
the data we can use mouse or use the Shift and the arrow keys from the keyboard).
After selecting the data we have to separate it in three different columns, by clicking
on the Text to Columns options shown in the Figure 2.24.

In this dialog box we can see the range of the selected data. Then we are asked two
options,

Delimited: If the data selected is separated by comma or tab key then click on this
option.

Fixed width: If there is space in the data that is being selected then this option is
used or if we want the data to be separated automatically based on the width of the
column then click on this option. Here we have clicked on the Delimited option. Then

click on the Next button to open a new dialog box as seen in the Figure 2.25.
Convert Text to Columns Wizard - Step 1 of @I‘g

The Text Wizard has determined that your data is Delimited.
If this is correct, choose MNext, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
@) Delimited; - Characters such as commas or tabs separate each field.

(") Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:

3 NAME, ARER, SELLING

|2 hsmoE, marruR, 35000

|s ksmoE, samawcpur, zsooo
E , VADAJ, 9500

, SARDARNAGAR, 41000

[ next> | [ mnmish |

Figure 2.24 Step 1
After clicking on next button a dialog box as shown in the Figure 2.25 will be
opened. Here in the left hand side we are asked for the Delimiters. Click on the
comma option, because the data has been separated using comma. Here as soon
as we click on the comma option, the data is displayed in the form of columns
immediately in the bottom part of the dialog box. Now clicking on Next button will
show another dialog box, as seen in the t.
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Convert Text to Columns Wizard - Step 2 of
—

This screen lets you set the delimiters your data contains. You can see how your text is affected in
the preview below,

Delimiters
Tab
|| semicolon [ Treat consecutive delimiters as one
:
ki Text gualifier: |~ |z|
[C] space
] other:
Data preview
BME | AREZ SELLING -
HOK | RAIFUR 35000 (
HOE | SREANGPUR 25000
VADRT 5500

SERDRRNAGRER | 41000

’ Cancel ][ < Back l[ Mext = ][ Einish l

Figure 2.25 Step 2
Convert Text to Columns Wizard -
This screen lets you select each column and set the Data Format.
Column data format
@ General
. ‘General' converts numeric values to numbers, date values to
) Text dates, and all remaining values to text.
() Date: |MDY |~ Advanced. ..
) Do notimpert column (skip)
Destination: |$E$3 Rz
Data preview
cenersl
SELLING .
35000 [
25000
5500
41000 -
F
[ Cancel ] l < Badk ] Mext =

Figure 2.26 Step 3
Here we are asked the format of the data like General, Text, and Date. Clicking on

the General option, followed by clicking  the Finish button, the result will be
displayed as shown in the Figure 2.27.
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1

. [
3 MNAME AREA SELLING
4 ASHOK RAIPUR 35000
5 ASHOK SARAMNGFUR 25000
o BAKUL WVADAL 9500
7 BAKUL SARDARNAGAR A1000
8 DIPAK GIRDHARMAGAR 12500
9 DIPAK GORDHAMNVADI 35000
10 GAURAMNG NAVRANGPURA 36500
11 GAURAMNG MNARANPURA 36000
12 AAY ELLISBRIDGE 25000
13 Ay MAMNINAGAR 15300
14 MEEL KHADILA 15000
15 MEEL JAMALPUR 36000
16 RAJESH CHANDLODIA 12500
17 RAJESH MEMMAGAR 36500
18 VIREM ASHRAM ROAD 13000
19 VIREM UNIVERSITY 25500

Figure 2.27 The Final Result

Data =»Data Tools ®*Remove Duplicates

At times when we enter data, there can some records being entered multiple times
accidentally, leading to the duplicity of data. Such records are known as the duplicate
records. The Remove Duplicates option can used to remove such duplicate records.
Let us understand by taking an example, enter some records as shown in the Figure
2.28. Then select the data and click on the Remove Duplicates option available in
Data Tools. This will open a dialog box as shown in the Figure 2.29.

|Mame Box | g C
I Roll No Mame Course
2 1jMayamn P14,
3 | 2|rekha BCA
4 zlajit MCA
5 | alvijay MCA
- SKamlesh |BCA
i GPriya BCA
8 | 7IBhavesh |BCA
9 slBrijesh  [MCA
_ 10| Sfisamir PACA,
11 10QAjJIT PICA,

Figure 2.28 The Data

Remove Duplicates Warning @ﬂl

Microsoft Office Excel found data next to your selection. Because you have
not selected this data, it will not be removed.

What do you want to do?
(") Expand the selection

@) iContinue with the current selection:

Remove Duplicates. .. ] [ Cancel

Figure 2.29 The Remove Duplicates Dialog Box
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This will give the option either to remove the duplicate from the current selection or
to expand the selection. If the selection needs to be increased then Expand the
selection option is to be chosen.

Since we want to remove the duplicates only for the selected area, here we click on
the Continue with the current selection option. Then clicking on the Remove
Duplicates, it will show another new dialog box as in the Figure 2.30

To delete duplicate values, select one or more columns that contain duplicates.

4= select Al 5= Unselect Al My data has headers

Columns

Mame

Figure 2.30 The Remove Duplicates Dialog box

If we had selected more than one column then their names would have been also
visible here. Additionally if needed a column from the selected set of columns can be
unlisted (unselected). Finally clicking on the OK button a final result as shown in the
Figure 2.31 is visible. Here we can see that there is a difference in the number of
records shown in the Figure 2.28 and 2.31.i.e.the number of records are less in the
Figure 2.31. Finally Figure 2.32 shows the number of duplicate records that have
been removed.

Name
MNayan
Rekha o 1 duplicate values found and removed; 9 unigue values remain.
Ajit

Vijay
Kamlesh Was this information helpful?

Priya
Bhavesh Figure 2.32 Number of records removed
Brijesh
Samir

Figure 2.31 Final List

Data =»Data Tools =» Data Validation
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Data Validation is used when we need to enter the data in a specific manner, thus
restricting the entry of the invalid entries. For example, the selling price should be
between 15000 and 35000. Let us understand by taking an example.

As shown in the Figure 2.32 Name, Area, Selling Amount, etc. data is already
entered. Let us now see how to make a circle around values that are greater than
15000 and less than 35000 so that they can be differentiated.

A B C D E F G H 1 J K L M

1 Data Validation B [
2
2 NAME AREA SELLING REGECT Settings | Input Message | Error Alert |
4 ASHOK RAIPUR 35000 Validation qriteria
5 ASHOK SARANGPUR 25000 Allow:
3 BAKUL VADAJ 0y Whole number IZ| Ignore blank
7 BAKUL SARDARNAGAR 41000 Data:
8 DIPAK GIRDHARNAGAR 12500 between |z|
9 DIPAK GORDHANVADI 35000 Mird

inimum:
10 GAURANG NAVRANGPURA 36500 [ —=

15000
11 GAURANG MNARANPURA 36000 -

Maximum:
12 JAY ELLISBRIDGE 25000 35000
13 JAY MANINAGAR 15200
14 NEEL KHADIA 15000 Apply these changes to all other cells with the same settings
15 MNEEL JAMALPUR 36000|
Clear all OK Cancel

16 RAJESH CHANDLODIA 12500 [ ] [
17 RAJESH MEMMNAGAR 36500
18 VIREN ASHRAM ROAD 13000|
19 VIREN UNIVERSITY 25500

Figure 2.32 Data Validation

First select selling amount. After the amount is selected click on the Data Validation
option in Data Tools. A dialog box as shown in the Figure 2.33 and 2.34 will appear.
Three tabs can be seen in this Data Validation dialog box, Settings, Input Message
and Error Alert.

Settings: In this tab we are asked about validation. In the Allow: option the
acceptable data format is chosen. Here we are talking about selling amount, hence
select Whole Number. If in case a value has not been entered in a cell, then to
ignore entries in such cells check on the Ignore Blank option.

Based on the option selected under the Data, list the options below and it will
change. Here we need the values greater than 15000 and less than 35000, hence
select Between option, thus we are asked the Maximum and Minimum value. Here
we need to enter the decided values. After entering these pre-decided values, move
to the Input Message tab.
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Input Message | Error Alert

Show input message when cell is selected

When cell is selected, show this input message:
Title:
REGECT
Input message:
ERRCR| -

o) [onm ]

Figure 2.33 Input Message tab

Input Message: This option is used so that the user does not enter wrong
information. The input message written by us will be visible in a box near the
selected cell in which validation is applied.
Error Alert: Normally the user enters correct data after giving an Input Message. But
if any mistake happens, then to show such mistakes in a dialog box this option is
used. Three styles Stop, Warning and Information can be used to show the mistakes.
We can select any of these styles as per our choice. We will see different symbols
based on the style being selected. The steps of data validation will be finished, after
entering the Title as well as the Error Message and finally clicking on the OK button.
Now if the output of the data validation is to be seen then in Data Tools a Data
Validation option is available named Circle Invalid Data. As soon as this option is
clicked an output as shown in Figure 2.35 comes on the screen. It shows a red
colored circle on the data with wrong selling amount.
We can clear the red colored circles on the wrong dataset, by clicking on the Clear
Circle Validation option in the Data Tab of the Data Validation group.

Data Validation

Show error alert after invalid data is entered

When user enters invalid data, show this errar alert:

Style: Title:
Information [»| |REsECT
Error message:
ERROR. -

o) (o

Figure 2.34 Data Validation Dialog box
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1
2
I3 NAME  AREA SELLING REGECT
‘a4 ASHOK  RAIPUR 35000
‘s ASHOK  SARANGPUR 25000
6 BAKUL  VADAJ 9
- 7 BAKUL  SARDARNAGAR (__41000

8 DIPAK  GIRDHARNAGARC_ 12500

9 DIPAK  GORDHANVADI 35000

10 GAURANG NAVRANGPURA (26

11 GAURANG NARANPURA
' 12 JAY ELLISBRIDGE 25000
13 JAY MANINAGAR 15800
‘14 NEEL KHADIA 15000
{15 NEEL JAMALPUR

16 RAJESH  cHANDLODIA (125000

17 RAJESH  MEMNAGAR (36500

18 VIREN  ASHRAMROAD 18000

19 VIREN  UNIVERSITY 25500

Figure 2.35 Result of Data Validation

Data =»Data Tools=»Consolidate

This option is used to summarize and consolidate the results of the data available in
different worksheets into a single master worksheet. The worksheet in which you
consolidate the data can be stored in the same workbook as master worksheet or in
another workbook. With the help of Consolidate option you can store information in a
single worksheet and update it easily. Different status of data, type of data can be
consolidated in some another format in a single worksheet. Let us take an example
to understand this.

A B C D A B C D
1 January Sales 1 February SEII
l  clic] @lcl o8| 2EY il did] Mlal ool 254
3 | Monitor 5000 5 25000 3 | Monitor 4000 3 12000
4 | Printer 7000 6| 42000 4 | Printer 5000 5 25000
5 | Keyboard 500 7 3500 5 Keyboard 750 & 4500
6  Mouse 250 8 2000 6  Mouse 500 7 3500
? | ] ? L | |
a Q
4 4 » M| Inroduction | Sale-Jan .- Sale-Feb M 4 » M| Inroduction Sale-lan | Sale-Feb

Figure 2.36 Data

As shown in the Figure 2.36, the sales details are stored in two different worksheets.
Then go to the worksheet in which data is to be consolidated and click on the
Consolidate option in Data Tools group. A dialog box will be opened as shown in the
Figure 2.37. Here we need to specify the function that is to be applied on the data to
be consolidated, then go to both the worksheets one by one, and select the data and
add its cell references to All References by clicking on the Add button. Clicking on
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the OK button will show the consolidated data of both the worksheets in the third

worksheet as shown in the Figure 2.37-a, 2.37-b.

rs B C
1 January Sales
2 e @iLel _
2 | Monitor 5000 5 ELTELIE
4 | Printer 7000 6 Sum
5 | Keyboard 500 7 L=
6 Mouse 250 8 'SaleFeb'ISAS2: 505 5
Al references:
% 'SaleFeb'l $A$2: D4
'Sale-Jan'l $AS51: 5055
9
10
1 Use labels in
12 Top row
13 Left column []iCreate links to source data:
-
Figure 2.37 Consolidate Dialog Box
A B C D E
1 Lo osgll  2HH
4 |Monitor 9000 8 37000
7 |Printer 12000 11 67000
10 |Keyboard 1250 13 3000
13 Mouse 750 15 5500
Figure 2.37-a Output of Consolidate
A B C D E
1 el awesll &M
2 Lecture-2 AQ00 3 12000
o 3 Lecture-2 5000 5 25000
=] | 4 Monitor 9000 g8 37000
o 5 Lecture-2 5000 5 25000
o o Lecture-2 000 B A2000
|£| 7 |Printer 12000 11 7000
- | B Lecture-2 730 o 4500
=9 Lecture-2 500 7 3500
=] | 10 Keyboard 1250 13 8000
[ . 11| Lecture-2 500 7 3500
- (12 Lecture-2 250 8 2000
=] |13 Mouse 750 15 5500

Figure 2.37-b shows the addition of the rate, quantity and amount of all the items

Figure 2.37-b Detailed output of Consolidate

from both the worksheets. Lecture-2 is the name of the file.

Data =»Data Tools=>What-If Analysis =»Scenario Manager

Browse...
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Figure 2.38 Scenario Manager

Scenario Manager: This option provides you the facility to see different values
(scenarios) of a formula result. Let us try to understand this with an example.

Enter data as shown in the Figure 2.39, containing values for the Principal Amount,
Rate of Interest, No of Years, and Interest Amount. Under the Interest Amount, the
value in first row is calculated using the formula of simple interest, while in the
second row formula of the compound interest is used.

A B C D
il Principal Amount Rate of Interest No of Years Interest Amount
2 10000 10 2 2000
3 10000 10 2 2100
Figure 2.39 Data
Scenario Manager ? Edit Scenario ?

Scenarios: _ Scenario name:
Twenty Thousands

Changing cells:

Mo Scenarios defined. Choose Add to add scenarios. Cirl+dick cells to select non-adjacent changing cells.

Merge... Comment:

Changing cells:
Comment: Protection

Prevent changes

[ Hide

Close Cancel

AZ:A3 i

Figure 2.40 Scenario Manager

Let us now think of the scenarios in which simple interest and compound interest
need to be calculated on the Principal amounts of 20000, 30000, 40000 and 50000.
To create these scenarios, select the data and click on What-If-Analysis in the Data
Tools. Clicking on the sub option of Scenario Manager a dialog box as shown in the
Figure 2.40 will appear. On clicking the Add button in it, will open the Edit Scenario
dialog box as shown in the above figure.

In this dialog box, Scenario Name is to be given. The scenario name can be any
name of our choice. Here we want to see what an Interest amount will be, when the
Principal Amount is 20000.Hence in the Changing Cell type A2:A3 and on clicking
the OK button, will open a dialog box as shown in the Figure 2.41. In this dialog box
enter the values of A2 and A3 as 20000 and click on the Add button, thus adding a
new scenario. Similarly other scenarios can be added for 30000, 40000 and 50000as
shown in the Figure 2.42.
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Enter values for each of the changing cells.
$AE2 | 20000

1:
2: $As3 | 20000]

Figure 2.41 Scenario Values
Name of all the scenarios created will be shown as below. To remove a scenario,
select its name and click on Delete button, similarly the scenario can be changed
using the Edit button. To see the output of the scenario, select it and click on the
Show button, this will display the scenario sheet with the new values.

Scenarios:

Twenty Thousands
Thirty Thousands
Fourty Thousands
Fifty Thousands

Chanaging cells: |$A$2:$A$3

Comment:

Figure 2.42 Multiple Scenarios

Clicking on the Summary button a dialog box as shown in the Figure 2.43 is visible.
Select the Scenario summary option in it, followed by entering the interested formula
range in the Result Cells and click on the OK button. This will show the summary of
different values and its result in different worksheets. (Figure 2.44)

Report type
@ SCenario summary
(") Scenario PjvotTable report

Result cells:

Figure 2.43 Scenario Summary
We can change the data using this option, enter new record as well as view all the
data in a summarized form.
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: =
A B C D E F G H |
L
2 Scenario Summary
3 Current Values: Twenty Thousands Fifty Thousands
5 Changing Cells:
T - |6 $A%2 10000 20000 30000 40000 50000
-7 $A%3 10000 20000 30000 40000 50000
3 Result Cells:
-9 $DS2 2000 4000 6000 8000 10000
- |10 SDS3 2100 4200 6300 8400 10500

Motes: Current Values column represents values of changing cells at
time Scenario Summary Report was created. Changing cells for each

e
[TON

scenario are highlighted in gray.

Figure 2.44 Scenario Summary Output
The Scenario summary sheet shows the current values of the cells, values of cells
as per the scenario, the value of current Result cell and value of Result cell after

scenario is applied.

Data =»Data Tools=»What-If Analysis =»Goal Seek

Goal Seek: This option is used to get an exact desired output of a mathematical
calculation. Three sub options Set Cell, To Value and By Changing Cells are
available in the dialog box for this option. In Set Cell, only the address of cell that
contains a formula can be entered, the value of the target is to be entered in To
Value. In By Changing Cell enter an address of any one of the cells (by changing
whose value the result is to be obtained) that has been used in the resultant formula.
Let us take an example,

In this example the principal amount, rate of interest, number of years for which the
principal amount is invested, and how much interest will be obtained is given. Here
the principal amount is Rs. 250000, rate of interest is 10 percentage, number of
years for which the principal amount is invested is 3. The interest is calculated with
the help of simple interest formula (I = P * R * N /100), the interest calculated here is
Rs. 75000.

F G H I . .
PRIMCIPLE AMOUNT 50000
RATE OF INTEREST 10| §ieo st 3
MO OF YEAR 3 _ uﬂj
I ?SDDDI Set cell: Ga E&‘i
-
|| Te value: 50000

By changing cell: | Gg|

I

| ok || cancl

Figure 2.45 Goal Seek

But now we want to see what needs to be done if only Rs. 50000 is to be obtained
as interest instead of Rs. 750007 We need to change either the principal amount or
rate of interest, or keep the amount for less number of years. To perform this

200



operation Goal Seek option is needed. A dialog box appears as soon as we click on
the Goal Seek option.

When this option is to be used, initially the cursor has to be placed in the cell that
needs to be changed (the cell containing the formula). The dialog box which opens
when this option is clicked automatically contains the address of the Set Cell. As
mentioned earlier in the two value box we need to type the value of the result that we
want. Assume that we enter 50000 in it and then in By changing cell box select
address of any one of the cells (cells containing principal amount, rate of interest or
number of years) that we want to change, the address of the selected cell will be
visible. By clicking on the OK button, the desired output will be obtained. Normally
this option is used when large calculations are to be done.

2.9 OUTLINES

@t L@L= = ~
it E Aj -
2E L=l &

Group Ungroup Subtotal - l

il

Figure 2.46 Outline

When there is huge amount of data in a worksheet, this option facilitates to arrange
and view the data in groups. Also is it possible to show or hide the data based on this
group. The data can be un-grouped using the ungroup option when not required. The
Subtotal option allows to perform analysis and to total it for faster calculations.

Data =»Outlines = Group

Group: As shown in the Figure 2.47 different persons sell products belonging to
different vendors. If we need to arrange this data in such a manner that the details of
a person is shown together then with the help of Data — Sort option the data can be
sorted on name, then select all the data and from the Outline group select Group
option.
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il (5] cUH sC dauel dAuwl ol ysiz  Geules
3 o clot £ 1,390.00 DF-3 wel
3 GEE < 1,243.00 FD-2 vitel
a @ £ 9,339.00 DC-1 wel
5 o clot % 7,433.00 DF-7 wel
6 olglu % 3,255.00 FD-2 [Azidlan
- GCEE < 1,930.00 A-34 PEEIE
g GCEE % 1,064.00 EE-2 Bsoldl
g olgly % 4,865.00 EEE-45 Bsoldl
10 Uz % 9,698.00 F-3334 Bsuldl
11 Uz % 1,675.00 EEE-312 el
12 @ < 1,480.00 DC-1 el
13 w2 < 1,891.00 EEE-312 el
14 o clot < 9,213.00 FG-5 el
15 CEE < 1,486.00 A-34 A

As shown in the Figure 2.48, we can decide whether the group is to be created

based on row or column.

As soon as we click on Rows we get the desired output. The output can be seen in
the Figure 2.49. If the grouping was done based on Columns then it was possible to

show or hide columns.

Figure 2.47 Data

Figure 2.48 Group

202



Bl c2l(5cle] otd §CL AARL AAUWL <1l Ysik  Geules
2 ueR Z 9,339.00 DC-1 el
3 YRR T 1,480.00 DC-1 A
a % clet < 1,390.00 DF-3 wd
5 % clot % 7,433.00 DF-7 wd
6 % clat % 9,213.00 FG-5 A
E ol$lu % 3,255.00 FD-2 (deteflen
8 ol§lu % 4,865.00 EEE-45 Fsodl
9 (At Z 1,243.00 FD-2 ud
10 CEE % 1,930.00 A34 (eteflen
11 (Aetat  1,064.00 EE-2 ¥soi?l
12 (Aetat % 1,486.00 A-34 vl
13 R % 9,698.00 F-3334 ¥so?l
14 aulz Z 1,675.00 EEE-312 =l
15 adlz T 1,891.00 EEE-312 A

[

[y
[=)]

Figure 2.49 Output of Grouping

As seen in the Figure 2.49 a line is visible on the left hand side. A ‘+’ (plus) sign
comes on the top and a ‘—‘(minus) sign comes on the bottom of this line. Here when
the ‘—'sign is clicked, the data is hidden and when a '+’ sign is clicked the hidden
data becomes visible on the screen again. Due to this option on the right side of the
Ouitline tool, options like Hide Details and Show Details are given.

Once the group are created we can see options like 1 2 on the left side. This
indicates that if we have created more than one group then the output of each of
these groups can be seen by clicking on these numbers one by one.

Data =»Outlines = Ungroup

When we want to convert back the data that has been grouped into a normal
dataset, then if the ungroup option of the Outline tool is clicked we get two sub
options as shown in the Figure 2.50. Here if we directly click on the Clear Outline
then we need to use the ungroup option.

Ares C= =
= +
e

Ungroup | Subtotal

A | Ungroup...
Clear Cutline
Figure 2.50 Ungroup
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il 2lde] Ad set dulpl dull ol uslk  GAlles
3 % elol T 1,390.00 DF-3 ucl
3 EEE £ 1,243.00 FD-2 s
a u @2 < 9,339.00 DC-1 wd
5 %ol £ 7,433.00 DF-7 pitel
6 Wl % 3,255.00 FD-2 REIEE
- EEE % 1,930.00 A-34 REEE
3 ECED % 1,064.00 EE-2 Bsowdl
3 ol % 4,865.00 EEE-45 Esodl
10 w2 % 9,698.00 F-3334 Bsedl
11 ulz % 1,675.00 EEE-312 el
12 w g £ 1,480.00 DC-1 el
13 2 % 1,891.00 EEE-312 meel
14 %clol £ 9,213.00 FG-5 el
15 EED % 1,486.00 A-34 A

Figure 2.51 Data after Ungroup

When the Ungroup option is selected, it will ask whether the group was based on
row or column. Select the correct option, as soon as we click on either row or column
the data will again become normal as shown in the Figure 2.51.

It is important to note that if the Subtotal has been done then that data will not be
removed. To remove it, first we need to open the Subtotal dialog box by clicking on
the Subtotal command, and then click on the Remove All, only then the groups and
the subtotal can be removed.

Data =»Outlines =» Subtotal

Subtotal option provides a facility to outline the data in different ways. The Subtotal
option uses function like Sum, Count, and Average to summarize the data and keeps
them in a group.

The subtotal option is used only when the data available is already sorted. If we have
not sorted (ascending and descending) the data, then select the data and sort it
using the Data Tools. Once the data is sorted select the entire data set as shown in
the Figure 2.51. Now click on the Subtotal option which will open a new dialog box
as shown in the Figure 2.52.
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At each change in:
celEiad ol
se function:

Surm

Add subtotal to:
[] celEvia] aun

HEETTEETEE
| [Grues

Replace current subtotals
[ |Page break between groups:
Summary below data

Eemove All K

Figure 2.52 Subtotal Dialog box

In the ‘at each change in:’ box select the column name that has been sorted, and in
the ‘Add subtotal to:’ box select the column in which subtotal is to be added. Here
we need to find sales of an individual person, hence in the each change in: box
person name and in the Add subtotal to: box Total Sales has been chosen. If a
subtotal has been calculated previously then check Replace current subtotals option,
which replaces the old subtotal with the new subtotal. If Summary below data is also
checked then we will get the Grand total at the end. The output similar to the one
shown in the Figure 2.53 will be visible when the OK button is clicked.
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- Mame Box I,

il cai(50ic] oM 56 AU UL ol UsIR  GeUlEs
[T 3 R % 9,339.00 DC-1 ulel
3 R % 1,480.00 DC-1 A
=] | 2 w&= Total |=10813.00
[ 5 el % 1,390.00 DE-3 uidl
5 e % 7,433.00 DF-7 ulel
7 e % 9,213.00 FG-5 A
=] | 8 %del Total | =18,036.00
[ g i gl % 3,255.00 FD-2 (lzt={lan
10 i gy T 4,865.00 EEE-45 Bsod|
(=] | 11| oifld Total |= 812000
IEREE (dlatal % 1,243.00 FD-2 utel
13 EED % 1,930.00 A-34 FECIE
14 EED % 1,064.00 EE-2 Bsod|
15 EED T 1,485.00 A-34 A
[=] |16 [Qel2 Total |= 5,723.00
[ 17 iz T 9,698.00 F-3334 Bsod|
18 iz % 1,675.00 EEE-312 A
19 iz = 1,891.00 EEE-312 A
=] |20 #Ml2 Total = 1326400
(=] 31 Grand Total = 55952.00

Figure 2.53 Output of Subtotal

As can be seen in the Figure 2.53, on the left hand side three group options 1, 2, 3
can be seen. When the number 1 is clicked we will be able to see data as shown in
the Figure 2.54. Here only the Title and the Grand Total have been displayed.

1]z |3 A B C D
Sl ci50ie] UM 56 AUE e <l usiR

21

Grand Total

% 55,962.00
Figure 2.54 Output when 1 is clicked

When the number 2 is clicked, we will be able to see data as shown in the Figure

2.55. It displays the name of the person, total sale done by him along with the Grand

Total. When the number 3 is clicked we will be able to see data similar to the one

shown in the Figure 2.53.

1]2]z A B c B

il callcie] oM 56 AR AR Gl UsR  GAUES
I 2 W8R? Total |=10,819.00
5 | %del Total | % 18,036.00
11| oifl4 Total | 812000
15 [@elal Total [T 5723.00
5o Ml Total = 13264.00
= 31| Grand Total = 55,962.00

Figure 2.55 Output when 2 is clicked
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To remove the effect of subtotal, we first need to choose the Subtotal option. A

dialog box as shown in the Figure 2.52 will be opened, on the left bottom of which,
there is Remove All option. Clicking on this option the effect of the subtotal will be
removed and the data will come back to its normal form.

2.10 CHECK YOUR PROGRESS: POSSIBLE ANSWERS

=

According to figure 2.2 create excel sheet and find total marks and percentage

with the help of formula and function.

Find maximum and minimum marks in each subject.

Make a file in excel and sane it with name Myworksheet.

Add a new sheet in excel and name it mysheet and make it's tab colour brown.

Move mysheet to first sheet and copu it by the name Mysheet-1.

Hide mysheet and then unhide it.

Create excel sheet as figure 2.14 and remove all duplicate data that repeats in

every columns.

Sort the data by the country name if data name and name are equal.

Display vinay’s data of selling above 5000 with the help of data text and number

filter.

10. According to figure 2.23 convert excel sheet data into three columns from one
column .

11. After converting into three columns .circle the record with red colour which has
selling less than 15000.

12.Insert a duplicate record of any record in the table and remove it using option
‘remove duplicates’.

13. Collect quarterly exam data from one sheet and semester exam data from other
sheet

14. Add name of the student and marks of three subjects and find total marks and
percentage. And to find different values of percentage ,find marks needed in
particular subject with the help of goal-seek.

15. Create different scenarios of marks of the student and make it's summary sheet.

Nooakrwn

©
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Unit 3: Pivot Table, Charts and

Review Tools in Excel 2010

Unit Structure

3.1.
3.2.
3.3.
3.4.
3.5.
3.6.
3.7.
3.8.
3.9.

Learning Objectives

Introduction

Pivot Table

Chart, Spark lines and Graphics
Review Tools

Keyboard Shortcuts

Check your Progress: Possible Answers
Further Reading

Activities
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3.1 LEARNING OBJECTIVES

After studying this unit student should be able to:

e Create different types of Charts .

e Use Sparkline and Graphics in Excel.

e Consolidate and separate important data as per the requirement from a huge
data set using Pivot Table

e Create chart for this using the Pivot Chart.

3.2 INTRODUCTION

In the previous chapter we have seen how to use different functions and formulas in
Excel sheet. As well as Table formatting, Sorting of data. How different filters are
used that is also discussed and how different Data Tools and Outlines are used that
we have seen. This chapter provides detailing of Pivot Table. How it is used for
different purposes. How different data can be represented in graphical form with the
help of Charts that is discussed. This chapter also discusses about Spark lines and
Graphics. Use of Review Tools is also covered in this chapter. With it, it also
discusses Keyboard shortcuts.

3.3 PIVOT TABLE

-

=] ~cxx3 DjyotTable| Table

PivotTable Table Q-I PivotTable

fl3)| PivotChart

Figure 3.1 The Pivot Table

Pivot table is very fast and is a useful tool, used to summarize, analyze and present
huge amount of data. With the help of pivot chart you can compare data, view type
and variation of data easily. Pivot Table and Pivot Chart help you in taking efficient
decisions for important dataset. Also it is feasible to answer some difficult questions
very easily.

Let us take an example where sales of different products (vegetables and fruits) of
different countries are listed. Now select all the data and go to the Insert tab, click on
the Pivot Table option. This will open a dialog box as shown in the Figure 3.2. It
shows an option that asks us whether the pivot table is to be placed in the same
worksheet or another. Here as soon as OK button is clicked a dialog box will be
opened as in the Figure 3.3.
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Figure 3.2 Pivot Table Example

In the right side here we are able to see the Field List as shown in the Figure 3.4.
We can see Report Filter, Column Labels, Row Labels, and Values in it. We need to
select the field names in the field list first. To select the field list go to the field and
click on it, a Blank Pivot Table on the left side as shown in Figure 3.3 will be filled
with data.

To get the desired output when the Pivot Table is used, we need the fields like
Report Filter, Column Labels, Row Labels and Values.

Row Labels: The value of the column names selected from the main table will be
shown in the pivot table rows.

Column Labels: The value of the column names selected from the main table will
be shown in the pivot table columns.

Values: Shows the sum, average, maximum, minimum or other function being
selected at the intersection of the rows and columns.
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| PivotTablel

To build a report, choose
fields from the PivotTable
Field List

—

=

OEO

i

Figure 3.3: Blank Pivot Table

PivotTable Field List w X

Choose fields to add to report: 'ﬁ T
ENEEE

Beulest

[usz

[¥]Bud sl

el

£l

Drag fields between areas below:

“W Report Filter 1 Column Labels
gel -
1 Row Labels = Values
Geulgm hd sum of (Exa ., ™
[] Defer Layout Update
||EE|E B 100

Figure 3.4 Pivot Table Field List

As shown in the Figure 3.4 in the Pivot Table Field List, Product is selected as Row
Labels, Country is selected as Column Labels and under the Values, and Sum of
price is selected, hence in Pivot Table as shown in the Figure 3.5:

The row will contain name of the products from the main table.
The column will contain name of the countries from the main table.
The intersection of the rows and columns will contain the sum of the price
for a product sold in the corresponding country.

The row will contain total of all products sold.

The column will contain total of all products sold in each country.

Pivot table also provides you the facility to filter the data stored in the rows and

columns. Thus we can hide unnecessary data.
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Figure 3.5 Output of Pivot Table

Source Name: (8Mct sl

Move Up Custom Name: |Sum of (Bt i
Move Down
Show Values As |
Move to Beginning
Summarize value field by
Move to End Choose the type of calculation that you want to use to summarize
Y Move to Report Filter data from the selected field
i Sum
42 Moveto Row Labels Count
: Aver.
3 Moveto Column Labels M:x o
\ Min
Y~ Move to Values Product
X Remove Field
l Q) Value Field Settings...

Figure 3.6 Value Field Setting

On the right hand side of the Pivot table a Field List option is given, within which
when we click on the Values part a popup menu as shown in the Figure 3.6 is
visible. Using different options of this menu we can move a field, remove a field, or
change a function.

Check Your Progress

1. Make pivot table entering data as figure 4.28 that shows total selling of
vegetables and fruits in all countries.

3.4 CHART, SPARKLINES AND GRAPHICS

ITRR =1 K5

Column Line Pie Bar Area Scatter Other
- - - - - - Chartsv

Figure 3.7 Charts
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Chart is also recognized as the graph. In Excel charts are used to display specific
data set graphically or to segregate information. As shown in the Figure 3.8 we have
data of students, their marks in different subjects, total marks and the corresponding

percentages.

A A B C D E F G H |

1

2 STUDENT NAME| COMP ([ HISTORY | ENGLISH |SANSKRIT| TOTAL |AVERAGE
3 ASHOK 66 88 T7 54 285 71.25
4 BAKUL 24 65 23 65 207 51.75
5 DIPAK 26 76 43 34 179) 4475
i} GAURANG 48 45 56 24 173 43.25
7 IayY 69 T7 66 7 289 72.25
8 MNEEL 78 23 32 53 186 46.50
9 RAJESH a9 a6 24 23 224 56.00
10 VIREN 18 77 87 12 134|  48.50

Figure 3.8 Data
To create a chart the Insert tab is used. As soon as this tab is clicked a Chart tool is
displayed. We can see different types of charts here. Almost 11 different types of
charts like column, pie, line, bar, area, scatter chart are available here. Thus we have
an opportunity to show the data in different ways.
Here we will create a graph based on the student names and their marks in four
different subjects. For this, we will have to first select the name of the student and all
the four subjects. (The data can be selected using shift + arrow keys or using a
mouse drag).

Once the data is selected we need to select the type of the chart (graph) that we
want to create. Here we are selecting Column chart. As soon as the Column chart is
clicked, it asks the sub option of what type of column chart is to be created. See
Figure 3.9.

Here we select the first option, as soon as we click on it a chart as shown in the
Figure 3.10 is visible to us.
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Figure 3.10 The Column Chart
A Chart tool as shown in the Figure 3.11 will be visible on the screen as soon as the
chart is created.

Figure 3.11 The Chart Tool
It is possible to change the design of the graphs with the available designs.
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A Move Chart tool is available in the Chart Tool. We can easily move the chart to
another sheet with the help of it. When we click on the Move Chart option a dialog
box is opened. It displays the list of the sheets where the chart can be moved,
selecting the desired sheet the chart is immediately moved to that sheet. (Figure

3.12)

Figure 3.12 The Move Chart Dialog Box

g

Change Save As

Chart Type Template

a3

Switch Select
Row/Column Data

Figure 3.13 Chart Tools

The first tool available in the Chart Tools is ‘Change Chart Type’. With the help of it
we can easily convert the column chart to pie, line or any other chart type. We simply
need to select the chart type and the current chart will be converted to the new type.

(Figure 3.14).

VIREM

RAIESH

MEEL

JAY

GAURANG

DIPAK

BAKLUIL

ASHOK

0

20 40 B0 BO 100
Figure 3.14 Changing Chart Type

W Seriesd
W Series3
M Series2

lSeriesl[

The second tool of Chart Tools is ‘Save As Template’. With the help of it we can
save the chart. Here the chart will be saved with the desired name , with the
extension .crtx.(Figure 3.15).
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Figure 3.15 Saving Graph
The third tool of the Chart Tools is ‘Switch Row/Column’. In this example we have
created the graph based on row (based on the name of the student). Now if we want

to create a chart based on the column, then when this tool is clicked a new graph is
created. (Figure 3.16).

Select Data Source M
L] L3
Chartdata range: | =Sheet?)$C43:4G5810 5.7
|' | : [ ZE Switch Row/Column ] ’ | .|

Legend Entries (Series) Horizontal (Category) Axis Labels
| ")Add |[ = Edit ][ X Remove | @ [ & Edit ]

Series1 ASHOK Il

Series2 BAKLIL -
Series3 DIPAK R
Seriesd GAURAMNG

JAY -

[ Hidden and Empty Cells ] [ QK ] [ Cancel l

Figure 3.16 Select Data Source
‘Select Data store’ is the fourth tool in the Chart Tools.. With the help of it we can
see the range (rows and columns) that we has been selected for the chart. We can
change the range of cells using the Edit Series option.as shown in the Figure 3.17.
Edit Series

Series name:

HISOTRY] Select Range

Series values:

|
—Sheet?l §E£3:6E510 — 88, 65, 76, 45...

[ Ok, ] [ Cancel

Figure 3.17 Edit Series
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There is an option of Legend Entries (Series), as in the Figure 3.14 which have
been displayed on the right hand side as Series 1, Series 2, and Series 3 and so on.
Instead of it if we want to write the names of the individual subjects, then it can be
done by clicking on the Edit button. (See Figure 3.18)

VIREM
RAJESH
MEEL
u
JAY SANSKRIT
B ENGLISH
GAURANG
B HISOTRY
DIPAK = COMP
BAKLL
ASHOK

a 20 40 &0 B0 100

Figure 3.18 Changing Series
‘Chart Layout’ is the next tool in the Chart Tools. With the help of it we can add a
Chart Title. We can also show numeric data, for example marks or average of the
subject as shown below. Charts can be displayed in different ways like with the chart
title, with the data table, with Axis title as shown in the follwing figures (Figure 3.20,
Figure 3.21 and Figure 3.22) respectively.

5% A A
i A
0EE die

Figure 3.19 Chart Layout
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Figure 3.20 Chart Title
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Figure 3.21 Chart with data table
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Figure 3.22 Axis Title
Sparkline

Normally the charts that can be embedded in a single cell is called sparkline. As
sparkline is small we can work by keeping them along with the worksheet. In the
previous example we have used name of the students, their marks in different
subjects, total marks and their percentages. Let us now create a sparkline for the
subject of Computers. To perform this operation we first need to select the marks in
the subject of computer. Then select a line chart. Click on the first option (Line), you
will be able to see a sparkline as shown in the Figure 3.23. Intialy the sparkline will
come with a horizontal line. we can deselect the option of the horizontal line from the
Line chart.. We can also change the size of this sparkline if required.
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Figure 3.23 Sparkline
We can get coloured sparklines by selecting different designs.

N

Figure 3.24 Different Designs

Check Your Progress
1. Create a column chart entering data as figure 2.1-b that shows name and total
marks.
2. Enter data as figure 2.27 and create a pie chart that shows what percentage
of selling is done of the total selling by a person.
3. Enter data as figure 2.1 —b and for each marks create a sparkline at the end
of the column.

3.5 REVIEW TOOLS

{4 = % - ) Show/Hide Comment T3 &) &''] Protect and Share Workbaok
H4 = a 3 _3 Show/Hide Cor mmer = =R }| Protect and Share W ak. |
v e |Q b AN

J _‘ S ‘] 4.3 Show All Comments ’" = @AllowUser
Spelling Research Thesaurus Translate New  Delete Previous Next . ) Protect  Protect Share B )
|| Comment now Ink Sheet Workbook ¥ Workbook ¢ 'fack Lhange

l

s to Edit Ranges

Figure 3.25 Review Tools
Review =Proofing = Spelling

Normally whenever we enter data, there is the possibility of some spelling mistakes
always. . The Spell Check option can be used to check the spellings.

This option is available to us under the Review Tools, Proofing option. The shortcut
key to activate the spell check is F7. This option when activated will check each and
every spelling, and for the wrong spellings it will provide suggestive list of other
relevant spellings that can be used. But the computer will display all the available
spellings in its dictionary to us. If the suggestion is to be accepted then we need to
click on the Change. If we don’t want to use the suggestion then Ignore has to be
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clicked. The Spell Checker in this case will move on to the next word. Once all the
data is checked a message Spell Check Complete will appear on the screen,

Spelling: English (United States)

Mot in Dictionary:

X
Suggestions:
.
- AutoCorrect
Dictionary language: | English (United States) |Z|

Options. .. Cancel

Figure 3.26 Spell Check
Review =»Proofing = Research

This option is used usually when we need to find out a reference or a gist (how or
where can the word be used) of a word from the available reference books. Let us try
to understand with an example: Assume that we have written a word above, a
research box will be opened as soon as we press Alt key and click the left mouse
button on this word. We will be able to see the reference and the gist of this word in
this box.

Review =Proofing = Thesaurus

This option helps us to find the synonyms of any word. For example for the word
Above, Thesaurus will give the list of synonyms words as shown in the Figure 3.28

Review =Proofing =» Translate

This option is used to translate the text written in English language into any other
language. For example if we want to convert the word this into French language,
then select the word and click on Translate, This will open a dialog box as shown in
the Figure 3.29. Selecting French from this list in the dialog box, followed by
pressing the Enter key, will translate the word into the French language. (Figure
3.29)
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Figure 3.27 Research Figure 3.28 Thesaurus Figure 3.29 Translate

Review 2*Comment

When we want to provide additional information for data then this option is used. We
can write the meaning, reference or any other detail about the data in the comment.

Review 2Comment @ New Comment

We can write comment on any word. As shown in the Figure 3.30, a box appears as
soon as we keep the cursor on the word above, and click on the Comments option in
the Review Tools. We can write the desired comment in this box. Once the comment
is written, a red colored dot is visible in the cell where comment has been written.
When the cursor is brought on to this red dot, the comment that is written for this cell
will be visible.

0 a2 )
< DRBAOU: CCC COURSE

3 .

& i s

above

Figure 3.30 The Comment

Review 2Comment = Delete
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This option is used to delete any comment that has entered for any word. To do so,
go to the cell whose comment is to be deleted, and select this option. .

Review 2*Comment = Previous

If we have written more than one comments in our sheet, then using this option we
can see the previous comment.

Review 2*Comment = Next

If more than one comments are there in a sheet, then this option allows us to see all
the comments one by one.

Review 2Comment = Show/Hide Comment

This option is used to show or hide a comment that has been written within a cell.
For performing this action, t we need to go to the cell where the comment is written.
Clicking on this option, the comment can be made visible and invisible alternatively.

Review 2Comment = Show All Comments

This option is used to see all the comments in worksheet. It is possible to see all the
comments given by the user at once.

Review =»Changes = Protect Sheet

This option is used if we need to protect our worksheet, a cell or a specific column. It
is necessary to protect our sheet so that no one can copy the data or change the
data. . Suppose we have some data as in the Figure 3.31.

A A B Cc D E F G H 1 1 K L M
1
2 Protect Sheet ? =
3 NAME AREA SELLING o
a ASHOK RAIPUR 35000 Confam Password 7} o E5 Protect worksheet and contents of locked cells
5 ASHOK SARANGPUR 25000 Password to unprotect sheet:
Reenter password to proceed.
6 BAKUL VADAJ 9500 s bkl
7 BAKUL SARDARMAGAR 41000 Allow all users of this worksheet to:
8 DIPAK GIRDHARNAGAR 12500 Caution: If you lose or forget the password, it cannot be [Ed[select locked cells r
recovered. Itis advisable to keep a list of passwords and Select unlocked cells -
9 DIPAK GORDHANVADI 35000 their corresponding workbook and sheet names in a safe b | Format cells
10 GAURANG NAVRANGPURA 36500 || Place. (Remember that passnords are case-sensitve) | | o ot columns =
11 GAURANG NARANPURA 36000 | Format rows
T [l nsert columns
12 JAy ELLISBRIDGE 25000 [ Insert rows
13 JAY MANINAGAR 15800 E Inslert hvluerhnls
Delete
14 NEEL KHADIA 15000 Clodeterone .
15 MNEEL JAMALPUR 36000
16 RAIESH  CHANDLODIA 12500
17 RAJESH MEMNAGAR 36500
18 VIREN ASHRAM ROAD 18000
19 VIREN UNIVERSITY 25500

Figure 3.31 Data

We can see the Protect Sheet in the ‘Changes’ option of the ‘Review Tools'.
Clicking on this option will open a dialog box as shown above. It asks us whether we
want to protect the whole sheet, some specific cell, column or row. This effect will be
applicable to only that option being selected from the list.

We need to enter a password to protect the data. The password can contain
alphabets as well as numbers. Once the password is entered and the OK button is
clicked, a Confirm Password dialog box will appear. Entering the same password
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again and clicking on the OK button, the data can be protected. . If anybody tries to
delete the data being protected, then a message as shown in the Figure 3.32 will be

displayed.
e

Microsoft Office Excel

The cell or chart that you are trying to change is protected and therefore read-only.

_I_l To modify a protected cell or chart, first remove protection using the Unprotect Sheet command (Review tab, Changes group). You may be prompted for a
password.

Figure 3.32 Message (displayed when data is accessed or deleted by anybody)

If we need to unprotect the sheet, then the option ‘Unprotect Sheet’ available in the
Changes option of Review Tools can be used. Clicking on this option will show a
dialog box as shown in the Figure 3.33. By entering the correct password the sheet

will get unprotected.

Unprotect Sheet @ﬂ]

Password: |eee

Ok ]| Cancel |

Figure 3.33 Unprotecting Sheet

Review =*Changes = Protect Workbook

This option is used to protect an entire workbook, thus protecting all the worksheets
within the workbook.

. Clicking on this option will show some sub options as in the figure below.

e

Protect
Workbook =

Restrict Editing

Protect Structure and Windows

Restrict Permission
v | Unrestricted Access
Eestricted Access

Manage Credentials

Figure 3.34 Protect Workbook
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. In case we want that no one should be able to make changes, then we need to
select Unrestricted Access. In order to provide some limited editing
Restricted Access has to be selected.

Review =»Changes = Share Workbook

This option is used when we need
to share a workbook.

Selecting this option will open a
dialog box as shown in the Figure
3.35. We can see the workbook
name here. Selecting the workbook,
followed by clicking the Enter key,
the workbook can be activated for
sharing.

Check Your Progress

Share Workbook

i | Advanced

alzo allows workbook merging.

Who has this workbook open now:

[ Allow changes by more than one user at the same time. This

HKAC (Exdusive) - 09/04/2014 12:51PM -

Figure 3.35 Protect Workbook

options

1.correct spelling mistakes in your worksheet, find synonyms and use translate

option.

2. make your worksheet password protected.

3.6 KEYBOARD SHORTCUTS

A list of useful Excel keyboard shortcuts is given in table below:

Key

Arrow Keys

‘ Meaning

To move up, down, left or right by one cell

Page Down/Page Up

To move up or down by one screen size

Alt + Page Down /Alt + Page Up

To move left or right by one screen size

Tab/Shift + Tab

To move right or left by one cell

Ctrl + Arrow Keys

To move to the next cell containing data from the active cell

Home To move to the starting of a row

Ctrl + Home To move to the first cell of the worksheet

Ctrl + End To move to the last cell that contains data from active cell
Ctrl + f

Selects find option in Find and Replace dialog box
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Key
Ctrl +h

‘ Meaning

Selects replace option in Find and Replace dialog box

Shift + F4

To find the last find option again

Ctrl + g (or f5)

Goto dialog box

Alt + Arrow Down

Auto complete option

Shift + Space To select an entire row
Ctrl + Space To select an entire column
Ctrl+a To select an entire worksheet

Ctrl + Shift + Page Up

To select the last worksheet

Shift + Arrow Keys

To increase the selection by one cell

Ctrl + Shift + Arrow Key

To take the selection to the last cell containing data in a row
or a column

Shift + Page Down/Shift + Page Up

To move up or down the selection by one screen size

Shift + Home

To move selection to the first cell of the desired row

Ctrl + Shift + Home

To select the cells up to the first cell containing the data

Ctrl + Shift + End

To select the cells up to the last cell containing the data

F2 To edit an active cell
Alt + Enter To enter a new line in the active cell
Enter To complete an entry

Shift + Enter

To complete cell entry and to move up

Tab/Shift + Tab To complete cell entry and to move towards the left or right
side

Esc To cancel an entry

Backspace To remove the character on the left side of the cursor

Delete To remove the character on the right side of the cursor

Ctrl + ; (semicolon)

To add the current date

Ctrl + Shift + : (colon)

To add the current time

Ctrl + ¢, Ctrl + x, Ctrl + v

To copy, cut and paste data

Ctrl + Alt + v If clipboard has data then it shows the Paste Special dialog
box

Ctrl+z To undo the last change

Ctrl+y To redo the last change again

Ctrl+9 To hide a row

Ctrl + Shift + 9 To unhide the previously hidden row

Ctrl + 0 (zero)

To hide a column

Ctrl + Shift + 0 (zero)

To unhide the previously hidden column

Alt + Shift + Arrow Right

To group rows or columns

Alt + Shift + Arrow Left

To ungroup rows or columns

Ctrl + Space To select an entire column

Alt + o, ca To make the width of a column equal to the length of the
data

Alt + o, cw To make the width of a column as per the requirement

Alt + o, ra To make the height of column equivalent the height of the

data
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Key ‘ Meaning

Alt + o, re To make the height of a column as per the requirement

3.13 CHECK YOUR PROGRESS: POSSIBLE ANSWERS

Q1. Choose the correct option

1. What is the cell that contains the data in Excel-2010 known as?
A) Active cell B) Select cell C) Current cell D) None of these

2. Which of the following type of data can be entered in a cell within Excel-20107?
A) Numbers B) Text C) Formula D) All of these

3. Which of the options given below are not available in the fill series dialog box of
Excel-20107?
A) Max value B) Type C) Step Value D) Series In

4. Which of the following operator has first precedence in Excel-20107?
A)* B)/ C) ~ D) +

5. What can be used in Excel-2010 for calculations?
A) Formula B) Function C)aandb D)onlya

Q2. Choose the correct option and fill in the blanks.

1. In Excel-2010 reference does not change the value of the cell when
copied. (absolute, relative)

2. In Excel-2010 refers to a chart that can be embedded in a single cell.
(Sparkline, Slicer)

3. The is a shortcut key to select an entire row in Excel-2010.
(Ctrl+Space, Shift+Space)

4. In Excel-2010, chart is used for only one series. (Pie, Column)

5. The function is used to find an average of numbers in Excel-2010

(Average, Sum)

Q3. State whether the following statements are true or false.
1. In Excel-2010 comment is used to give additional detail for the entry within a cell.
2. In Excel-2010 the continuous information separated by comma (,) can be
converted to columns using Data — Data Tools — Remove Duplicates option.
3. In Excel-2010 the Goal Seek option is used to get a specific output for a numeric
calculation.

4. In Excel-2010 to use the Subtotal option the information needs to be in a sorted
order.

5. In Excel-2010 once a chart is created it can be moved to another sheet.

Q4. Match the Following.

A B
1. A$2 a. Predefined formula
2. $A2 b.  Written with the help of variable, constant and
operators.
3. Function c. When formula is copied, column will not change.
4. Formula d. Shows selected rows only, when some given

conditions are true.
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5. Filter e. When formula is copied, row will not change.
Answers

Q1 1-A (Active Cell), 2-D (All of these), 3-A (Max value), 4-C (*), 5-C (a and b)
Q2  1-Absolute, 2- Sparkline, 3- Shift+Space, 4-Pie, 5-Average

Q3  1-True, 2-False, 3- True, 4-False, 5- True

Q4  1-c (When formula is copied, column will not change)

2-e (When formula is copied, row will not change)

3-a (Predefined formula)

4-b (Written with the help of variable, constant and operators)

5-d (Shows selected rows only, when some given conditions are true)
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Unit 4: Basics of Microsoft

Power Point 2010

Unit Structure

4.1.
4.2.
4.3.
4.4.
4.5.
4.6.
4.7.
4.8.

Learning Objectives

Introduction

Introduction of PowerPoint 2010

How Does PowerPoint 2010 work?
Saving Presentation

Printing Presentation

Slide Transition

Check Your Progress : Possible Answers
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4.1 LEARNING OBJECTIVE

After studing this unit student will be able to do the follwing:

e Create 'Efficient Presentation' using Power Point 2010 by creating different types
of slides.

e Add Text, Theme, Picture, differet Shapes and Audio and Video to make the
slides attaractive.

e Save a presentation in various formats and print a Presentation.

e Give different effects using Slide Transition option when the slide changes.

4.2 INTRODUCTION

Nowadays, many skills are required to stand out in this competitive world. A skillful
person becomes more successful in his work. Presentation skills (Art of Presenting
Information) have gained a great deal of importance these days. Presentation
means to convey our ideas and information effectively, so as to make them
acceptable by the audience. A professional presentation can provide more
information to the audience in less time, and the audience can easily comprehend it.
It enables a person to inform, persuade and entertain the audience, and thus forms
an integral part of our academic or professional career. At times it becomes difficult
to understand a piece of information or an event narrated verbally; the same task
can be performed more effective and within no time if aided by a picture. Picture
makes your presentation more attractive and colorful and its impact can be
increased by adding sound. Animation can also be added to a presentation which
can ultimately work wonder. All these features enable us to make pace with the
today’s world where it is necessary to present more information, most effectively and
in less time.

4.3 INTRODUCTION OF POWER POINT 2010

Power Point is well-known presentation software. The basic version of Microsoft
Power Point has undergone many changes through the years, and the new versions
are available in the market. Currently, Power Point 2010 is more in use. Power Point
2010 is a Program item of MS Office 2010. Previously, Office 2007 and Office 2003
were most commonly used.

With the help of Power Point, we can address a large audience with fewer efforts.
We can also present our ideas or information more clearly and exquisitely because
the presentation can be accompanied with pictures, audios and videos, thus making
the presentation more meaningful. The information becomes more interesting
because of this. Move rover with the help of various tools available in Power Point,
we can select different fonts, font size and colors for textual information. With the
use of multimedia technology, we can convey information to audience more
effectively. This presentation can be presented by overhead projector or by 35-mm
slides. Generally, the presentation is used in following scenarios:
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To render information about a new product
To narrate an event in order

For Company Meetings

For Training and aids in Education Field

Let us discuss different parts of Power Point 2010 and the facilities it provides.

4.4 HOW DOES POWER POINT 2010 WORK?

Slide

A slide is used to prepare a Power Point presentation. A Presentation can consist of
a group of slides put together to render information. We can use more than one
slide to cover a lengthy topic and can also include more than one topic on a single
slide. Once the slides are ready, we can arrange them sequentially and run the
presentation. Text, Graphics, Audio and Video can also be included in a slide. As
per requirement, we can add a new slide as well as delete or change a slide. One or
more slides can also be printed whenever required. We can also decide the number
of slides in a presentation. The slide show command can be used anytime to start a
presentation. Collection of presentation slides can be saved as a file with .pptx
extension.

It is very important to understand Ribbon and its Tabs along with their working to
navigate and to get familiarised to the usage of various tools of Power Point. Ribbon
is located at the top left hand side of the screen. It consists of various Tabs like File,
Home, Insert, Design, Transition, Animations, Slide Show, Review and View. To
work smoothly in Power Point, groups are created gathering various commands—
Font Group, Paragraph Group, Drawing Group, etc. For example, different functions
related to formatting text like Font Type, Font Color, Font Size, Text to be Bolded or
Italicised can be grouped under the Font Group.
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Figure 4.1 Power Point Screen
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Figure 4.1 shows a toolbar on the left side of the Ribbon. It includes commands like
Open, Save, Quick Print, Undo, Redo, etc., which are frequently used while creating
a presentation. We can also create a Quick Access Toolbar as per our choice. This
toolbar enables a user to include commands of his/her choice. By doing so, though
we may be working anywhere on the Ribbon, we can directly use any commands on
the Quick Access Toolbar.

Ribbon and various tabs
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. Figure 4.2 Tabs on‘ ‘I‘R"’ii:’)bon

As shown in figure 4.3, Power Point provides us a Zoom control which helps in
enlarging or reducing the size of a slide. The Zoom-in and Zoom-out buttons can be
seen on the lower right side of the screen. They have + and - signs respectively.
Using these buttons, slide on the screen can be enlarged or reduced as per our
wish. The size is also shown in percentage (%) on the left side of the button. There
is a slider—'Zoom' between these two buttons. Size of the slide can be enlarged or
reduced by dragging the slider. The 'Fit Slide to Current Window' button, on the right
side of Zoom Control, enables the user to resize the slide as per the size of the
window on the screen by zooming-in or zooming-out automatically. A slide can be
zoomed in to the maximum of 400% and zoomed out to the minimum of 10%.

Figure 4.3 Zoom Control and View Buttons

With reference to figure 4.3, the first four buttons to the left hand side of the bar
enable the user to view their presentation in different ways—Slide Sorter, Reading
View, Slide Show and Normal.

Slides tab on the left hand side 'Pane’ is very useful to work in different slides at a
time and to navigate from one slide to other (figure 4.1). Here we can also change
the order of slides, rearrange the slides, duplicate the slides and delete the slides.
On clicking the Outline tab, near the Slide tab, we can see only the textual
information in all the slides on the left side.

By dragging the scroll button on the right side bar, a user can smoothly navigate
through slides. There are two buttons below this scroll bar through which a user can
navigate a slide forward or backward. By using Ctrl + Home key combination, one
can straight away reach the first slide, and to reach the last slide, one can use Ctrl +
End key combination. Thus, Power Point 2010 provides various types of options to
navigate through the slides of a presentation.

Steps to create new Power Point (Presentation) file

To create a new Power Point presentation, click the start button; a pop-up menu will
be displayed on the screen. If not, findthe Microsoft PowerPoint 2010 from the menu
displayed while clicking all the programs. You can also begin this program if it is
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available on your desktop. By doing so, a new Power Point Presentation will open
up which has a slide pane. We work and create slides in this area. We can see
different slides in form of thumbnails on the left side of the screen (see figure 4.1 for
reference). The slide in which we are working is highlighted in this left side area.
There is a Notes Pane at the bottom of the screen. Here, a speaker can write
additional necessary notes at the time of presentation. Speaker’s notes can also be
printed. After selecting the desired layout for each slide, details are entered in the
slides. Different layouts can be selected for different slides of a single presentation.
Add a new slide
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Figure 4.4 Slide's Layout

When we create a new Power Point presentation, it has only one slide. On clicking
the Home Tab, New Slide icon will be displayed on the screen. On clicking the
upper portion of this icon, a new slide will be added automatically after the slide
displayed on the screen. Whereas, if we click the lower portion of this icon, a gallery
consisting different types of layouts of slides will be displayed on the screen from
which we can select the desired layout (see figure 4.4 for reference). The selected
slide will be added to our presentation. Now, we can enter the desired text on the
slide. Various layout displayed on the screen are Title Slide, Title and Content,
Section Header, Two Content, Comparison, Title Only, Blank, Content with Caption
and Picture with Caption. We can also add a new slide to the presentation by using
the Ctrl + M key combination.

Text Formatting

Font and Paragraph groups are in the Home tab, which include various commands
to enter the information in the slide. When we enter text in the place holder box of
the slide, it gets automatically converted into a bulleted list. Information in the sub
points is arranged below the main point. If the information in the place holder box is
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excess, the size and space in between the lines of the Power Point text gets
automatically reduced.

We can change Type, Size and Color of fonts with the help of different commands in
the Font group. We can also make the text Bold, Italics and/or underline the lines of
text. See figure 4.5a for reference. With the help of various commands in
Paragraph group, we can set the type of bullet, indentation and space between two
lines as per our wish. Example of the same is shown in figure 4.5b.
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Figure 4.5-b Text Effects

Add Design Theme

Very often, we wish to have the same background in each slide of our presentation.
The Design tab provides different themes with attractive background colors, fonts,
filling effects which can be used to make the presentation unique, thus enhancing
the presentation (Figure 4.6). Every new presentation starts with a predefined
theme, which is called Office theme, which has a white background and black text.
Many themes are provided by Power Point. If we wish to use a theme in our
presentation, by clicking Design tab, we can get a group namely themes which
provides us a series of designs for our selection. When we hover the cursor on the
thumbnail, we can see (preview) its effects on the slide. When a theme is selected,
the corresponding effects will be applied to the entire presentation.
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Figure 4.6 Design Theme
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Include Picture, Audio, Video on the Slide

As shown in figure 4.7, by clicking the Insert tab on the Ribbon, Images and Media
group can be obtained. We can add pictures from a file on a slide as well as pictures
and audio-video files from the library of Power Point by using the commands of
Image group. Any photograph or picture can be added to the presentation. . We
can select various types of media files (e.g. pictures, photographs, video and audio)
available in Power Point library and can add them to the slides using Clip Art
command. As shown in figure 4.8, Search command is available in Clip Art to find
the required image. For example—to add a picture of a computer, it is needed to
search for the keyword ‘Computer’ in the search for: option (Figure 4.8). Now we
can select any one of the available images for computers to be inserted in the slide.
On clicking the 'Image’ it gets automatically aligned on the slide. We can change the
place of the image by dragging it.
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Figure 4.7 Image and Media Group in Insert Tab
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Figure 4.9 Options of Media Group and Video Command

In figure 4.9, video and audio commands of the Media group can be seen. By using
the video command, a video can be added to the slide from any file from the website
or from the Clip Art. In the same way, audio from any file, audio from Clip Art and
recorded audio can also be added to the slide by audio command.

Include different types of Shapes

Shape command on Insert tab can be used to enhance the appearance of a slide
and also to add graphics. Various shapes are displayed on the screen by clicking
the Shapes command. Various types of lines, rectangle, circle, arrows, symbol of
flow chart and call outs are available in this feature. We can select from these
shapes as per our requirement, and by double clicking over that shape, it gets
automatically displayed on screen. We can drag the shape to different places by
clicking its border. We can also reduce or enlarge this shape and can rotate it in all
the directions.

Note: Text Box available in the Insert tab can be added to the slide as is in the

Figure 4.9. Whenever it is added, the cursor is seen in the text box so that we can
write within it.
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Figure 4.10 Diffrent types of shapes available under Shapes command

With reference to the Figure 4.11, we can add different shapes available in the
Drawing group. The similar shapes are available in different groups as shown in the

Figure 4.12. Also different textures and filling options
being inserted. (Figure 4.13)
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Figure 4.12-b shows the slide with added shape.
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4.5 SAVING PRESENTATION

The presentation that we prepare is used by us very often; therefore, its storage is
very necessary. A presentation is saved as a file in Power Point with .pptx
extension. The saved file can be re-edited and can be used whenever required...
'Save' or 'Save As' command in the File tab on the Ribbon is used to save the
presentation prepared by us.

e Save As — This command is used to save the presentation for the first time. As
soon as we click the Save As option, it asks us the name of the presentation and
as to where should it be saved. If corrections are made in the presentation and if
they are temporary, the earlier version of the file without corrections can also be
saved by using this command but by giving a different file name. We can save
the presentation with a new name so that this new presentation can also be
detected if not required after its use. This option also gives us a facility to save a
file in different formats. A list of some traditional file formats and the extensions
used by Power Point are as follows:

o PowerPoint Presentation (.pptx)

o PowerPoint 97-2003 Presentation (.ppt)
o0 PDF Document Format (.pdf)
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PowerPoint Design Templates (.potx)
PowerPoint Show (.pps, .ppsx)

PowerPoint 97-2003 Show (.ppt)

Windows Media Video (.wmv)

GIF (Graphics Interchange Format) (.gif)

JPEG (Joint Photographic Experts Group) File Format (.jpeg)
PNG (Portable Network Graphics) Format (.png)
TIFF (Tag Image File Format) (.tif)

Device Independent Bitmap (.bmp)

PowerPoint Picture Presentation (.pptx)

Open Document Presentation (.opd)

O 0000000 O0OO0Oo

e Save: By giving this command, the presentation is saved again with the same
name and in the same directory. Save command can be run from the File tab.
This command can also be given from the Quick Excess Toolbar.

m Home Insert Design Transitions Animations Slide Show
|l save
&l save As
[ Open

[ Close
Figure 4.14 Commands available on File tab

4.6 PRINTING PRESENTATION

Print command from File tab is given to print some or all the slides which we have
prepared for our presentation. Therefore when print command is given, a preview of
document is displayed on the screen with the option of print command. By looking at
the preview, we can come to know how the presentation will look after being printed.
Figure 4.15 shows the window which is displayed on giving the print command,
along with the preview window.
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Figure 4.15 Parameters of print command with preview window.

Now, let us go through the parameters required while giving the print command:

We are supposed to enter the numbers of copies to be printed in the box near
Copies.

We need to mention in the Settings section whether we want to print all the
slides, selected slides or the slide displayed on the screen. Under custom range
we can only provide slide numbers or range. For example, 5-12 means all the
slides from number 5 to 12. If we write 1,4,7,10-13,18, slide number
1,4,7,10,11,12,13 and 18 will be printed.

On clicking Full Page Slides in the check box, an option as shown in figure 4.16
will be displayed on the screen. This option gives us the facility to select number
of notes from Notes Pane along with the slide to be printed or only the text from
the slide (outline) to be printed. We can print one, two, three, four, six or nine
slides in a page.

If more than one copy of presentation is to be printed, Collated option will print
1,2,3,.....,n and once again will start printing 1,2,3,...,n. But if uncollected option
is selected and if 3 copy option is given, it will print the slides in
1,1,1,2,2,2,3,3,3,.......... ,n,n,n manner.

We get two options in Orientation to print slides. If Portrait Orientation is selected,
slide will be printed vertically; whereas, on selecting the Landscape Orientation,
the slide will be printed horizontally. This effect of orientation can be seen in the
preview window.
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For color, we can select any one option out of the three available color options:
Color, Gray scale, and Pure Black and White. If we have the color printer, then this

option can be used.
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4.7 SLIDE TRANSITION

Figure 4.20 Commands of Transition tab

As shown in the Figure 4.21, on clicking the Transition tab on the Ribbon, various
effects can be seen while displaying the slides on the screen—Cut, Fade, Push,
wipe, Split, Reveal, Random Bars, etc. On clicking the tringle (More) on the bar near
this option, all the transitions available in Power Point can be seen on the screen. If
any option is clicked, we can see the preview on the screen and how it has effected
the slide. We can also select an option from the Effects options for all these
commands. Options of Effect options are different from each other as per the
command. For example, if we select 'Zoom' command in transition, we get two
options Zoom In and Zoom Out in the Effect option as shown in figure 4.21. But if
we select ‘Box’ command, we get From Right, From Bottom, From Left and Top
options in the Effect option as shown in figure 4.22.
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Figure 4.22 Options of Box command
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We can select different types of audio—Bomb, Breeze, Click, Coin, Explosion, Wind,
etc., or any other audio that we have saved, and by mentioning the time in Duration
can play it during the slide transition. See figure 4.24.

;,& Sound: [No Sound] r Advance Slide

®© Duration: 01.00 On Mouse Click

130 Apply To All [ After: 00:00.00 2

Tlmtg

[No Sound] A

[Stop Previous Sound]
_) Applause

Arrow

Bomb

Breeze

Camera

Cash Register

Chime

Click

Coin

Drum Roll

Explosion

Hammer

Laser

Push

Suction

Typewriter

Voltage

Whoosh

Wind

Other Sound... B

Loop Until Next Sound

Figure 4.24 Sound options with Timing group

This sound can be applicable to all the slides of presentation by giving Apply to All
command.
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We have two options to display the next slide of the presentation on the screen.
First option is by using a mouse click while second is automatic slide change after a
prescribed time mentioned in the check box as shown in Figure 4.24.

4.8 CHECK YOUR PROGRSS: POSSIBLE ANSWERS

1.

o gk

Prepare a presentation which gives information of your school/college/city and
add text into to the slide with different slide layouts. Use various text
formatting effects.

Apply design theme to your slide.

Add relevant pictures, clip art, shapes, audio and video to the presentation
prepared earlier and make it more attractive.

Save the presentation prepared earlier in any other format.

Take a printout of your presentation.

Give various slide transition effects to the slides you have prepared.
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5.1 LEARNING OBJECTIVE

After learning this chapter students will be able to :

e Use Table, Smart Art, Chart, Link, Symbol and Equation to present information
effectively in a slide.

e Use Animation to make your slide more live and how to run your Slide Show?

e Give overall common lock to slide using 'Slide Master' and also use 'Review
Tools' to varify information.

e Become conversant with important words and some shortcut keys used in Power
Point.

5.2 INTRODUCTION

In previous chapter we have discussed How Power Point works and how you can
save it. Printing options are also discussed. We have also seen Slide Transition in
previous chapter. This chapter introduces some advance features like use of Table,
Smart Art and Charts in a Slide. How you can insert Hyperlink, symbols as well as
equations for calculation in a slide that is also discussed. How you show will run and
how to use Slide Master that is explained in this chapter. The chapter gives immense
knowledge of Review Tools , Dictionary of Power Point and Key board Shortcuts.
Now let us start our Discussion.

5.3 USE OF TABLE IN SLIDE

Add Table

Table is used to generally show numeric information so that it becomes easy to
compare and contrast the values. Tables can be added to the slides by using one of
the following methods.

1) Select Insert->Table—~>Insert table option. A dialog box as shown in the Figure
5.1-a will be opened.

2) Now enter the number of columns and rows as required for the table to be
inserted followed by pressing the OK button, the table with desired number of
rows and columns will be inserted.

Insert Table ?

Mumber of columns: |5

Ak 4k

Murnber of rows: 2

Figure 5.1-a Insert table dialog box
Table can also be added by clicking the Table icon as shown in figure 5.2. If you

have prepared a table in Excel earlier or if you want to prepare a table in excel
format, click the Excel Spreadsheet as shown in figure 5.1-b. As shown in figure 5.3,
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Excel sheet can be seen in the slide. Here you can type or you can open spread
sheets prepared earlier. Once the data is typed, it looks like only a table as in the
Figure 5.4.

Elld9- 0=
?um Click to add title
hal g5 @+

Table | Picture Clip Screenshot ¢ Click to add text
= Art = |
6x4 Table

To add table —_—p

cli

k here

L o |

.j Insert Table...
lﬁ Draw Table

(@ Excel Spreadsheet < \:igure 5.2 Add table by clicking on table icon
T

Figure 5.1-b Add table through

Selection 0 add table from Excel click here
(2] ion1 - Microsoft PowerPoint - o
File Window
I1d9- I=
Home | Insert  Pagelayout  Formulas  Data  Review  View  loadTest  Team & |
= ] ] = -
& cut Calibri MUYy - | SEwrapTet General - ij‘ iﬁé Q Z Autosum Aﬁ lﬁ
—— 3 Copy ~ - A == - @] Fin - i
Paste X B I U-| & <A~ i= Merge & Center - | @8+ @, 3 | %8 ;% | Conditional Format Cell rmat Sort & Find &
7 Format Painter U~ = = EMerge s Center - | B - % % % | Formatting = as Table = Styles+ |+ B v | @2Cear~  Filterr Select~
Clipboard = Font ) Alignment G Number ) Styles Cells Editing
[ B7 - %
Slides | Outline x
1 AsACA 2
S
A B c D E F G H
1 el s
2w au
ERIEEER sy
4 oRc ¥e
2 5
WA 2oe 5 el w
= 3
E 7] :!
8
2 B 2L et
10
1
3 12
13
14
15 -
HAr M — w ]
Sheet1 %] [14 Il » [l
Click to add notes
Slide 2 of 3 | “Office Theme™ | <% English (ndial | ‘@gg B3 2 s9% (- & [

Figure 5.3 Insert data in Excel sheet
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Figure 5.4 After inserting data into Excel sheet only table is seen

Table Formatting
On selecting a table, Design tab and Layout tab are displayed in the Table Tool
Group where options are available to format a table.

As shown in figure 5.5, Design tab has the following options:

1) To give Table Style (predefined shading, border and effect)

2) Various options for Table Style

3) To change the color of Text, Style and to change Border (WordArt Styles)
4) Border Style (Draw Borders)

Rlld9-0= Presentation1 - Microsoft PowerPoint | |
m Home Insert Design Transitions Animations Slide Show Review View Acrrobat Design Layout
Header Row  [] First Column T [E—— - &Shadmg' f_j\ A - - ﬁ = f
Total Row [ tastcolumn | ===== | == —— | === == ————- ——_—_ - ———__ |~ il Borders ~ g - 1pt -
___________________________________ Quick Draw Eraser
Banded Rows [ Banded Columns s=8Ea | BsRes | anses I ~| < Effeds - Styles = (84" %PEH Calor = Tahle
Table Style Options Table Styles WordArt Styles Draw Borders

Figure 5.5 Design tab
As shown in figure 5.6, Layout tab has the following options:

1) Table select and view gridlines (Tables)

2) Addition or deletion of rows and columns (Row and Column)

3) Merging or separation of more than one cell (Merge)

4) Changing of heights and widths of rows and columns (Cell Size)
5) Alignment of cells (Alignment)

6) Changing of height and width of table (Table Size)

7) Arrangement of table (Arrange)

e Width: 22.86 cm

RIld9-0= Presentation? - Microsoft PowerPoint | ‘ - a
B Home  nset  Design  Transitions  Animations  SlideShow  Review  View  Acrobat | Design | Layout a g
L@ E < ﬁ.@ ‘E‘ GE ﬁ E‘i" 5[ Height: 1.03cm % BF Distribute Rows == HH&I J Ll Heignt: 721em 2 JJ *&l FL'\; :-‘J
! H

Select | View | Delete | Insert Insert Insert Insert Spiit | = wigth: |457cm = |5 Distribute Coumns | [ [5] (o] Tet Cell Bring Send  Selection Align
- |Gridlines - Above Below Left Right Cells - o —[—l—[mremnnvmargms- [ Lock Aspedt Ratio Forward ~ Backward*  Pane -

Table Rows & Columns Merge Cell Size Alignment Table Size Arrange

Figure 5.6 Layout tab
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5.4 USE OF SMART ART IN A SLIDE

Figures are created with SmartArt Graphics in Power Point. You can shift, change or
write in these figures which are very useful. In other words, you can use it to create
figures and can change these figures easily as per your choice.

You can use anyone of these methods to add a SmartArt:
1) Click the Insert tab and select the SmartArt option (Insert=»SmartArt). A dialogue

box is displayed on the screen as shown in figure 5.7 from which you can select
the diagram of your choice.

SLRADUHAA YS1R SLRAAUH UdE 53 SIUAH o aaglet
Choose a SmartArt Graphic
List "

oAl :
— - es ——
%  Process == L | .- -
L Cyde C— — |

) z |
sEn  Hierarchy e { |
EE Relationship ~
Matrix EeEmE I i I !
A Pyramid -
a yram R Basic Block List

Picture e 9 - T T &+ Ise to show non-sequential or grouped
U Office.com “i blocks of information. Maximizes both
= harizontal and vertical display space for

—_— shapes.
222 o HEE =
-1-1= Il. — — v
e

Figure 5.7 SmartArt Dialog box

2. Click the 'SmartArt' icon in the slide as shown in figure 5.8.
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To add Smart Art click here

Bl D
Insert SmartArt Graphic

Figure 5.8 SmartArt icon

Following diagrams are available in SmartArt:

Diagram Usage

List " Related information, to show steps and to show the order of work and process.
Process To narrate the changes with time in form of an idea or process.
Cycle Shows cyclic progress without beginning or end, to show balanced parts.

Hierarchy To narrate the hierarchical relationship between people, divisions or other
things and to narrate such relations that leads to decision making or process.

Matrix To show relationship between four different divisions.
Pyramid Shows balanced or hierarchical relations.
Picture To create figure that includes photographs and pictures.

Office.com To download different figures from Office.com.

Figure 5.9-a shows SmartArt with hierarchy type of Diagram.
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[Text]

[Text] [Text]

l [Text] \l [Text] \l [Text]q\

I~ To write text

click here

Figure 5.9-a Slide with SmartArt

Figure 5.9-b Shows slide after inserting SmartArt

HS Wl

VC

m

I
| |
l . \ Non Teaching
Teaching Staff Staff

Figure 5.9-b Slide after inserting text

Registrar

Asst.
Registrar

When clicked once, Power Point shows Design tab in SmartArt tab as shown in

figure 5.10 and in the same way shows Format tab as shown in figure 5.11, which
helps to change the SmartArt.

Design tab provides the following options:

1) Add any shape of SmartArt to the front, back, above or below another shape,
remove and/or change its position. (Create Graphics)
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2) Change the look of SmartArt. (Layouts)
3) Change the color of SmartArt. (Change Colors)
4) Remove format or its conversion into text and shape.(Reset)

[Plld9- vz Presentation! - Microsoft PowerPoint SmartArt Tools -8
NG| Home  inset  Design  Transitions  Animations  SlideShow  Review  View  Acobat | Design | Format ol
] Add Shape * @ & . 20 — ¥ $ )=
: = = me - OO = o =25
3 4 ¥ 0o s=as KNG === EaE - ‘sl — |—-T- ﬁr- -
: 2 =a] i [ Il = Lo o i o s i ]| Jeet. Comet
T]TextPane 2 Right to Left oo Graphic

Create Graphic Layouts SmartArt Styles Reset

Figure 5.10 Design tab
Format tab provides the following options:

1) Change the shape of SmartArt—reduce or enlarge as compared to others.
(Shapes)

2) Change the style of a shape—fill color, border color or change effect. (Shape
Styles)

3) Change Text color, outline color or to change its appearance. (WordArt Styles)

4) Shift a shape in front or back of another shape, to group or to rotate it from centre
or around its axis, etc. (Arrange)

5) Change the size of shape.

) Shape Effects =

Shapes Shape Styles WordArt Styles Arrange

Text Effects » | 3 Selection Pane

Plld®-0l= Presentation - Microsoft PowerPoint SmartArt Tools -l
B Home  nset Design  Tanstions  Animations  ShideShow  Review  View  Awobat | Design | Format
L shape Fill ~ ) A TextFill + L4 Bring Forward = |2 Align ~ 3] Helght: 1257em *
Abc Abe Abc Abe Abc Abc [ shape Outline = /1% A - & Text Outiine = | [ Send Backward - g Group - =
[ = o} width: 2286 m
Size

Figure 5.11 Format Tab
Check your progress

1. Add a table with information related to School/College/City to your presentation and
format it with the help of Design tab.

2. Shows the proper information of School/ College/City in presentation with the help of
SmartArt.

5.5 USE OF CHART IN A SLIDE

Power Point provides us with the facility to add different types of charts to our
presentation, as shown in figure 5.12. With the help of charts, audience,
students/trainees or members can easily understand the meaning of figures, their
importance and comparisons.
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XY (Scatter)

Stock

Surface

Doughnut

Ao o] AR | an] o]
|| SetasDefault Chart | | ok

Bubble

Radar

Br*oBEEFTMe R

| Manage Templates. ..

Figure 5.12 Types of Charts
Charts can be added to a slide by following one of the following methods:

1) Click on the Insert tab and select the chart option (Insert=»Chart). A dialog box
as shown in figure 5.12 is displayed on the screen. By selecting the desired
type of chart and by pressing the OK button, it gets added to the slide. Excel
opens up in a new window as shown in figure 5.13, and after entering the data in
it and on closing it, the chart in the slide also shows the relevant changes. (See
figure 5.14)

2) Click the Chart Icon on the slide. (See figure 5.15)

Presentation1 - Microsoft PowerPoint

View ‘ A(mha(‘ Des\gnl Layuutl Fnrmat‘ -y

x|

Chart in Microsoft PowerPoint - Microsoft Excel
Hume‘ Insert‘ Design ‘T sitiv ‘A imati ‘ Slide sr‘ evi Home | Insert Page layout Formulas ata Review View LloadTest Team & 0 o @
ﬂ -'h @ % i@:} -} % Calibri - = - Seinset~ X - 47~
Ga- B 1 %y B Delete - | [@]- A~
Change Switch Select Edit Refresh Quick Paste Styles
Chart Type Temp\ate Row/Column Data Data Dita Layout * Styles - - B e - | [EFormat- | @~
Type | Data | Chart Layouts| Chart Styles| Clipboard s | 5 | cels | editing |
= 5 ¥ 3 25 E
1 A ] F [ e T v T v %
1 Series1 Series2  Series3 ]
2 Categoryl 4.3 24 2]
o e . . 3 Category2 2.5 4.4 2
Click to add title 2 Categorys 25 e :
5 Category4 4.5 2.8 3
3 = c _6‘,
5 k] To resize chart data range, drag lower right corner of range.
9
4 E'D 4 10
i 11
on= . mseries1 )
E mSeries 2 12 =
5 N = Series 3 13
" "
Ak . =
16
) 17
Category 1 Category 2 Category 3 Category 4 18
19
20
> 21
20 22
M L]
24
Click to add notes | E I
> ||« < » ¥| Sheetl /¥ il » 1
Slide Sof 5 | “Office Theme” | X3 English (India]

[Esam = s O—U——@H

Ready | Saolllock 3 |

\IIEI s @—U—® A

Figure 5.13 At the time of Inserting Chart
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|
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5 = = - A19 - (- £ | v
1 A | 8 [ ¢ [ o 3 F & | H | 1 [ 1 %.
Avg Avg. Avg.
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B
17
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) |
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21
Click to add notes N B2
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Figure 5.14 After the data Inseration

Click to add title

* Click to add text
A& GRRc W

As s

Figure 5.15 Insertion of Chart through Chart icon

Understanding of the various parts of a chart is given in figure 5.16.
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Figure 5.16 Parts of Chart

On clicking the chart, Power Point displays a Chart Tool Tab group. Design, Layout
and Format tabs are available under the Chart Tool tab. These tabs enable us to
make changes to the chart even after the chart has been created.

Options provided by the Design Tab are as follows:

[Elldo-~-0 = Presentationi - Microsoft PowerPoint w =
;‘E: Insert DE%I %\sltmns Animations Slide Show Review View Acrobat Design ‘ Layout Format
= i
cﬁgéﬂiﬁ:ﬁ:; s . ‘S':é‘ = “E." . h ‘ Ei ‘ h ‘ i ‘ h ‘ h ‘ i ‘
Type Chart Layouts Chart Styles
Figure 5.17 Design Tab
1) To change the type of chart (Type)
2) To change the data in the chart (Data)
3) To change the layout of the chart (Charts Layouts)
4) To change the style of the chart (Chart Style)
Options provided by the Layout Tab are as follows:
= AN A Presentation1 - Microsoft PowerPoint
Home Insert Design Transitions Animations Slide Show Review View Acrobat Design | Layout‘ Format
e e |12 D ] [5] (] o] (] (8] ] (] ]l ) (A L L
Eresettomatcnstie | U TS Tox | Thier Tieae o e toblae | e e Wal Hloar- Rotaton | e Hnes UpDown B

Current Selection Insert Labels Axes

Background

Analysis

Figure 5.18 Layout Tab
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1) To change the format of the selected area of a chart (Current Selection)

2) To insert picture, shape or text in the chart (Insert)

3) To show the title of a chart, axis titles, value of data used in the chart and to
show the table along with the chart. (Labels

4) To show

the Axes differently and to show or not to show the gridlines. (Axes)

5) To change the background of the chart (Background)
6) Options for analysis of the chart (Analysis)

Options provided by the Format Tab are as follows:

Pld9-0 =

B

Chart Area

&5 Reset to Match Style

Current Selection

Presentation1 - Microsoft PowerPoint Chart Tools - a
Design Transi itions. Animations Slide Show Revie View Acrobat Design Layout | Format

L shape Fill ~ A Text Fin - % Bring Forwa = Align ~

Shape Effects ~
Shape Styles . WordArt Styles

w
. - 4[] Height: 19.05cm 2

By Format Selection Abc Abc Abc Abc | - I shape Outline ~ A A -| &2 Text Outline ~ | Ly Send Backwa I8 Grou
= = O metete . | Tad Width: 254em 3

Text Effects = S Selection Pane
3 Arrange Size

Figure 5.19 Format Tab

1) To change the format of selected area of the chart (Current Selection)

2) To change the color of selected area of the chart/give border color and effect
(Shape Styles)

3) Format the text of the chart in terms of text color, text border, text effect (WordArt

Style)

4) Arrangement of selected area of the chart (Arrange)
5) To change the size of the chart (Size)

When and where to use which type of chart in general is given in Table 5.1

Chart Usage

Area Observation of how the values change with time and see the ups and downs
of values.

Bar Useful in comparing the values of different category with one another as the
time passes by. The information is displayed in form of horizontal lines in
this chart.

Bubble This chart is useful in observing the information by the study of the size and
place of a bubble in the chart.

Column Generally, useful in comparing the values of different categories with one
another as the time passes by. The data is shown in form of vertical lines in
this chart.

Doughnut Useful in showing values as a part of overall percentage.

Line To see the ups and downs of values with the passage of time. Data is
displayed in a single line.

Pie Useful in showing values as a part of overall percentage.

Radar Useful in examining information and plotting values of different category
along a separate axis starting from the center point with the minimum value
and the edge with the maximum value. Thus for each category the value of
the point is the distance from the center of the chart.

XY Useful in knowing the relationship between numerical datas along the

(XY- Scatter) horizontal and vertical axes

Stock Useful in knowing the daily, weekly or annual variations in value of a item.

Surface Display relation betwen information and values on 3D surface or layer with
different colors.

Table 5.1 Types of Chart
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5.6 INSERTING HYPERLINK IN A SLIDE

Information can be easily accessed by adding a hyperlink to a slide. Hyperlink is
useful in performing the action of going forward or backward or to a predefine slide in
a slide show. Link group in Insert Tab is used to add a Hyperlink.

On clicking Insert = Links =» Hyperlink, a dialog box is displayed on the screen as

shown in figure 5.20.

Here on entering the text of the hyperlink, providing the

address of the link and clicking the OK button, a hyperlink gets added as shown in
figure 5.21. When the slide show is running and meanwhile if the link is clicked,
website of Dr. Baba Saheb Ambedkar opens up.

Insert Hyperlink
Link to: Text to display: |Visit BAOU Website ScreenTip. ..
_E] Look in: | My Documents v| |CH Q .__}'
Existing File ar
Web Page . Add-in Express ~ Bookmark...
%’lg‘:}t . Adobe Captivate Cached Projects
;;__‘] , Any Video Converter
Place in This , AVS4YOU
Document Browsed | CyberLink
Pages . DVDFolder
E . Google Talk Received Files
Create New Recent . History
Document Files . hp.applications.package.appdata
| hp.systemn.package.metzdatz A
Address: http: /fbaou. edu.in (%]
E-mail Address

2 |

Figure 5.20 Insert Hyperlink dialog box

BAOU AGM(E52

* Visit BAOU Website

Figure 5.21 Slide including Hyperlink

To add Action Button
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Action Button is used to go forward or backward in a slide and also to open a
Programme. By clicking Insert=»Shape=>»Action Buttons, any desired action button
can be inserted in a slide. (Figure 5.22)

Action Buttons

[ (=] [ (1] (] [@)] (] [=] (O] [<] (2] ]

Figure 5.22 Action Button

Action Settings ?

Mouse Click | Mouse Over

Action on dick

Mext Slide v

() Run program:
Run macro:

Object action:

[Irlay sound:
[Mo Sound]

| Highlight dick

Figure 5.23 Action Settings dialog box

Use the Mouse Clicktab if you want to open a link by a click of themouse. , and if
you want to open a link by moving the mouse over it, then use “Mouse Over” tab and
can select the options as described below

1) None: No action is to be taken.

2) Hyperlink to: On selecting this option and clicking on one of the options from the
drop down menu, you can select forward, backward, first or last slide or can even
select the option to close the slide show.

3) Reprogram: This option is useful for opening a program. You can also give a
path of the program you want to open by using the 'Browse' button.

4) Play Sound: By clicking this checkbox, when a new slide is opened, any
audio/sound—hand clapping, applause, hammer, breeze, etc., can be played from
the gallery saved in the computer.

Finally on clicking the OK button, Action Button setting gets completed.

5.7 INSERTING SYMBOL IN A SLIDE
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To add any 'sign' which is not seen on the keyboard, we can use the Symbol
command available in the Insert tab. On clicking Insert = Symbol, a dialog box as
shown in figure 5.24 is displayed on the screen. Now by selecting the desired
symbol and clicking the Insert button, it gets automatically added to the slide.
Different fonts can be selected from the Font drop down list. The added symbol is
added in Recently Used Symbols and can be promptly used once again.

Symbol ?

Font: |Symbaol W

OIY| || /|| fla]|o|v|alol« T|l=+ "
Di"Eer@-—iE::..|—.J
NIT|R|@|®|@|DnjuDo|lc|clcle|e
zlviele ™l - [=|Alv]e|ls[ 2]V
ol @™z (I T[] L]
oy LAY T ) o
Recently used symbaols:

VI¥ |~ o€l El¥|©|®|™|2|2|<|2]|+]x

Symbaol: 214 Character code: | 214 from: | Symbal {decmal) | w

Figure 5.24 Symbol dialog box

5.8 INSERTING EQUATION IN A SLIDE

Equation command of Symbols group in the Insert tab is used to add an equation to
the slide. With the help of Equation editor, you can add mathematical equations and
you can also create your own equations.

Various types of predefined equations are seen on clicking Insert = Symbols =
Equation button as shown in figure 5.25. We can add any of these to our slide by
clicking over it.

If you want to add a new equation, you are supposed to click on the “Insert New
Equation” button. As shown in figure 5.26, a Equation Tools tab is added to the
Ribbon. You can select the type of the equation you want to add. Also built in
symbols and equation elements can be added to create custom equations.
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Figure 5.26 To create Equation

5.9 ADD AN ANIMATION TO A SLIDE

You can make your text, clipart, shape or picture alive by using Animation. It is used
to draw attention of the audience on a particular point or to make the slide easier to
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read. Animation tab is used to add Animation to a slide. First of all, we have to
select the text or object which requires animation.

Animation is divided in four categories as shown in figure 5.27:

Entrance: Controls the entry of any item in a slide.

Emphasis: This animation takes place when an item is on the slide.

Exit: Controls the exit of any item from a slide.

Motion Paths: This is useful in moving an object on a predefined path in the slide.

None -
None
Entrance
, o A
~ -r " =
* r Kk e X W k %
Appear Fade Fiy In Float In Spit Wipe Shape Wheel Random Bars
FLN L) AP 4
‘:‘ t*‘ * ;
Grow & Turn Zoom Swivel Bounce
Emphasis
= L - !
{ v - A o X k ) %
Pulse Color Pulse Teeter Spin Grow/Shrink Desaturate Darken Lighten Transpatency
X KX *® X K & om B ®
Object Color Complemen... Line Color Full Color Brush Color Font Color Underline Bold Flash Bold Reveal
;,.\/
Wave
Exit

| = A [ud
k & # * * %k K
Disappear Fade Fly Out Float Out Spint Wipe Shape Wheel Random Bars
L A <
* & ¥
Shrink & Turn Zoom Swivel ounce v
More Entrance Effects...
More Emphasis Effects...
More Exit Effects..

el AR S

More Motion Paths...

Figure 5.27 Types of Animations

Animation Tab is used to select animation options in Power Point as seen in figure
5.28.

i - 0= 232 - Microsoft PowerPoint |Mu._‘ -l
mHumE Insert  Design  Transitions | Animations | SlideShow  Review  View  Acobat Format ]
t} "™ N ; N 30 Animation Pane b Start On Click *  Reor ion

X * l’ * o hig o ‘I:( * - 7 Trigger ~ © Duration: 0050 2
P'E':'EW None Appear Fade Fly In Float In split Wipe Shape Wheel = ‘E:‘f’n‘ Amrﬁ:t“jm « g Animation Painter | @ Delay: w000 v
Preview Animation ] Advanced Animation Timing

Figure 5.28 Animation tab

Table 5.2 discusses various options available in the Animation tab.
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See how the animation will look before starting a slide show
byclicking this button.

Animation Add animation as discussed earlier.
Ai Provides options for some animation effects. You can change them.
Options for effects change as per the type of animation—Direction
Effect of an object in the slide can be controlled.
Options -
# Add animation and see how it will look.
Add
Animation -

[E.E:ﬂ Animation Pane]

Displays Animation pane as shown on the right side of figure 5.53
will be displayed on the screen. It will enable you to control when
to begin the animation and in which order.

J Trigger =

enables to choose the embedded object for triggering the animation
effect

*‘}Animatinn Painter

You can copy the animation effects of one object to another object
with the help of animation painter.

p Start: On Click
D Duration:
B Delay:

00,50
00.00

4

4 F 4

Can be set to decide , how to start the animation , the length of an
animation effect, and the gape between the end of one animation
and the start of the new animation.

Reorder Animation
& Move Earlier

w NMove Later

Helps to change the order of the animation selected in the
animation pane.

Table 5.2 Options of Animation tab

You can give more than one animation at a time, record animation, preserve how it
will start, and decide how much time it will run.
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Figure 5.29 Slide including animation
Check your progress

1. Prepare a chart to show statistical information of school/college/city in the
presentation.

2. Add hyperlink to website and email address of school/college/city in the
presentation.

3. Use 'Action button' to move forward/backward in the slide.

4. Add a mathematical equation to your presentation.

5. Give different animation effects to various objects your presentation.

5.10 START SLIDE SHOW (RUN YOUR SHOW)
E] Home  Insert  Design  Transitions  Animations | SlideShow | Review  View

T _5"" _E“iT = = ) = , J v'{’ Play Marrations Resolution: Use Current Resolution =
» X ® & e [ W &

Use Timings -
From From Broadcast Custom Set Up Hide Rehearse Record Slide . i
Beginning Current Slide  Slide Show Slide Show = | Slide Show Slide  Timings  Show = Show Media Controls | [[] Use Presenter View
Start Slide Show Set Up Monitors

Figure 5.30 Commands available on Slide Show tab

Once the slides are ready, you can run the slide show and see the actual
presentation. The Slide Show tab can be clicked from the Ribbon. If the
presentation is supposed to be started from the first slide, select the 'From
Beginning' command; whereas, if it is to be started from the slide displayed on the
screen, select 'From Current Slide' command. On giving the Slide Show command,
active screen will disappear and a slide show will start on the entire screen. We can
display the next slide on the screen by clicking on the separator, pressing the Enter
key or mouse key. Presentation can be terminated by pressing the Esc key. We can
also start a presentation by pressing F5 Key on the keyboard.

Note: We can also begin a slide show by clicking the right hand side button from the
four view buttons, at the bottom right corner of the screen as shown in figure 4.3.
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Apart from the above-mentioned commands, there are other commands on the Slide
Show Tab, which enable us to run the presentation as per our requirement. For this
settings of slide are necessary.

e Broadcast Slide Show: This option is used to broadcast the show for the
audience who are far away and wish to see the slide show on web browser.

e Custom Slide Show: This option is used to display presentation by selecting
different slides for different audiences from a single presentation. Some slides
are not displayed for certain presentation, using the Hide command. This Custom
show is saved separately with a different name. We select different slides as per
our requirement for different audiences by giving their names in the Custom
Show and apply that presentation.

e Set up Slide Show: We can set the timing of each slide displayed on the screen
during a presentation. Hence, the slide gets automatically changed once the time
limit is over. If we do not want to set the time for a slide, we can click the radio
button of manually option. In addition to this, if a Presentation is to be continued
while you are preparing the next part of your presentation so as to keep the
audience entertained, then select the check mark in front or the loop continuously
until Esc option.

e Hide Slide: This command is used to prohibit the display of a slide in the
presentation though it has been created along with other slides. The slide does
not get deleted with this command, but it is not displayed in the presentation.

e Rehearse Timings: We can rehearse before the presentation, and can set up to
play it at a certain speed without having to click through the slides throat
Rehearse Timings. If the time seems right, you can also set the time for each
slide, and also come to know how much time the entire presentation will take.
We can also change the time of each slide if required.

In addition to this, Slide Show Tab also provides us certain distinctive facilities like
different displays on different monitors. For example, if our system has two monitors,
one monitor displays the slide show while the speaker’s view is displayed on the
other monitor.

Thus, the Slide Show Tab provides us many commands to display the preseentation
prepared by us along with numerous facilities and options.

5.11 SLIDE MASTER

Slide Master saves the information of Theme of presentation and Slide Layout, which
includes background, color, font, size of place holder and its placement. Each
presentation has minimum one slide master, and you can also create more number
of slide master for a lengthy presentation. Having many types of slides is always
considered worthwhile. As shown in figure 5.31, Slide Master Command is available
on the View tab of the Ribbon. As shown in figure 5.32, by opening the view of Slide
Master using this command, enables you to change the design and layout of the
master slide.
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Figure 5.31 Slide Master command on View Tab
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Figure 5.32 Slide Master View

The customization made in the Slide Master can be seen in the entire presentation.
Therefore, we can modify the backgrounds, can change the place holders, can
customize the text formatting’s too. ) If we want to have two or more different
themes (e.g. background, color scheme or font) in a presentation, a slide master for
each theme has to be added. (Figure5.32)

There are options of Handout Master and Notes Master in Master View group.
Options of working in all these three master slides are the same. There is a
checkbox to select options for Ruler, Gridlines and Guides, for the easy editing of
Master Slide. Zoom command can be used to zoom the slide; it allows maximum
400% zooming. Fit to Window command when used enlarges or reduces the size of
the slide and makes it equal to the size of the screen. We can also select Color,
Gray scale or Black and White option to view the presentation.
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Figure 5.33 Master Slide view along with Ruler, Gridlines and Guides

5.12 REVIEW TOOLS

There are four groups namely Proofing, Language, Comments and Compare on the
Review Tab of the Ribbon. By using the New Comment option under the Comments
group, we can add new comments to the slides. Existing comment can be edited or
can be deleted by using the Edit Comment or Delete options. Previous and Next
commands help us to go to the previous or next comment.

Figure 5.34 Groups available on Review Tab

Power Point provides an excellent facility of spelling command to check the spellings
of the text entered in the slides. It also provides us the option to select another word
if the spelling is not available in the dictionary or to ignore it. We also get an option
to add a word in the dictionary. Figure 5.35 shows various options to correct the
spelling of the word—Iearners.
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Figure 5.35 Options available when spelling mistake occurs

Alternately, Spelling commandcan also be run by pressing F7 function key on

keyboard.

With the research task pane under Review—>Proofing can search through reference

materials, Dictionaries and from Encyclopedias, thus giving an advantage of
number of research and reference services. (Figure 5.36)

“ | Research
Search for:
Ambedkar

m|

HighBeam (TM) Research

ABOU BAOU =

Gujarat has realized importance of distance and open HH'E';PS?S}"J]

learning in higher education, which has inspired the More than Search ... it's Research

establishment of Dr. Babsaheb Ambedkar Open University 4 Ambedkar, B. R, and The Buddhist Dalits

(BAOU) in the state in the year 1994 Encydopedia of India, 1/1/2006. AMBEDKAR, B. R., AND THE BUDDHIST

DALITSAMBEDKAR, B. R., AND THE BUDDHIST DALITS Dr. Bhimrac Ramji Ambedkar
(1891-1956), independent India's first law minister, was a leader, scholar, and activist of
the "depressed dasses,” or untouchables, who are now known as Dalits (meaning the
“oppressed” or

B Read now ...

Dr. Ambedkar and Untouchability: Fighting the Indian Caste System.(Book
review)

Buddhist-Christian Studies, 1/1/2008. DR. AMBEDKAR AMD UNTOUCHABILITY: FIGHTING
THE INDIAN CASTE SYSTEM. By Christophe Jaffrelot. New York: Columbia University Press,
2005. xii + 205 pp. Qutside of India, Bhimrac Ramji Ambedkar remains virtually unknown.

.

Everyone knows that Mahatma Gandhi led the fight for Indian independence and that
B readnow ...

4 Bhimrao Ramji Ambedkar
Encydopedia of World Biography, 1/1/2004. Bhimrao Ramji AmbedkarBhimrao Ramiji
Ambedkar (1891-1956) was an In dian sodal reformer and politician who devoted himself to
impraving the life of untouchables, particularly of his own caste, the Mahars, Bhimrao
Ambedkar was born at Mhow, Madhya Pradesh. He attended Columbia University during
B readnow ...

12003014
Ronk Cosnl . Poweroint 2010 o

“m 4

Figure 5.36 Use of Research command

a

Further in Research pan we can go for Thesaurus for synonyms and antonyms for

the word under search.

Selected text can be translated with the help of Translate command. There are

many options of languages available for translation; Hindi being one of them.
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Thus, commands on Review Tab enable us to prepare a presentation without
mistakes and are useful in finding and adding necessary information to our
presentation.

Check your progress

1. Set up a slide show for your presentation and rehearse your presentation.
2. Prepare a Slide Master of your requirement and apply it.
3. Correct the spelling mistakes in your presentation.

5.13 DICTIONARY OF POWER POINT

Word Meaning

Animation Movement of any type

Bold Thicken a word/text. It is generally used to emphasisea keyword.

Border Border around a picture.

Chart Presentation with graphics which makes the data more meaningful.

ClipArt Graphic images that can be inserted from a file into a power point slide. They
can also be online pictures.

Clip Board Memory field to save information temporarily or a place where we can save
one or more items and then paste it back in the office documents.

Copy Paste To copy an item on the clipboard and paste it to another place.

Drag It is the process pressing the left button of the mouse and relesing it , can be
used for moving an object.

Drag Drop  An object ( word text or image) can be placed in a desired location being
dragged from another place.

Gallery Library where various options are avilable.

Handout To print information on slide for the audience. One, two, three, four, six and
nine slides can be printed on a page for handout.

Navigate To go to different parts of presentation.

Normal Power Point window is divided into three parts—Slide/outline pane, Slide pane

view and Note pane.

Help To be used to learn and use powerpoint

Print A facility to see the document on the screen before printing as to how it will

Preview work after it is printed.

Ribbon Arragement of various commands on Tab and to prepare a group of related
commands to do certain type of work.

Slide A page of presentation.

Slide pane  Big image of active slide is shown in slide pane.

Slide show Presentation—slides are displayed one by one on the computer screen.

Slide sorter To make global changes in the presentation and reviewing the entire
presentatiion with small slide thumbnails.

File All the slides of presentation are saved in a file. Extension of Power Point file
is .pptx.

Transition During the slide show, display of a new slide on the screen. New slide can be

displayed in various ways.

Table 5.3 Some Keywords in PowerPoint
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5.14 KEYBOARD SHORTCUT

Generally, a command is clicked to perform a task in Power Point, but we can also
use certain key combinations from the keyboard to perform the same task. These
combinations are known as shortcut key. The key is separated with + sign, when
two key are to be pressed together. A list of Shortcut Keys used frequently has been
given in the following table. Working in Power Point becomes easier and faster if we
navigate with the Shortcut Keys.

Shortcut-Key Work

Alt+F1 Help—to open window

Alt+F4 Help—to close window

Ctrl+F1 Display Ribbon or to close the display of Ribbon

Ctrl+M To add new slide

Ctrl+C To copy informationor an object to the clipboard. (Copy)

Ctrl+V To paste from clipboard. (Paste)

Ctrl+X Tocut the selected information and keep it in the clipboard. (Cut)
Ctrl+B To bold the selected text. (Bold)

Ctrl+l To italicize the selected text. (Italic)

Ctrl+U To underline the selected text. (Underline)

Ctrl+Shift+> To increase the size of fonts.

Ctrl+Shift+< To decrease the size of fonts.

Ctrl+L To align text to the left side.

Ctrl+E To align text in the center.

Ctrl+R To align text to the right side.

Ctrl+F To find text in a document (Find)

Ctrl+H To find text in document replace it with another text (Replace)

Ctrl+K To add a hyperlink

F5 To start a slide show beginning from the first slide of the presentation.

Shift+F5 To start a slide show from the current slide.

F7 To check spellings.

Shift+F7 Thesaurus—provides a list of words having the same meaning as the selected word.

5.15 CHECK YOUR PROGRSS: POSSIBLE ANSWERS

Q1. Select appropriateoptions.

1. Power Point 2010 is a program item of which of the following software?

2.

4.

A) Microsoft Office 2010 B) Microsoft Visual Studio 2010
C) Oracle 10g D) Microsoft Word 2010

Which key combination can be used as a shortcut to add a new slide to the
presentation?

A) Ctrl + C B) Ctrl + V

C) Ctrl+ M D) Ctrl + B

Presentation document prepared in Power Point is saved as a file. What is the
extension of that file?

A) .docx B) .jpg
C) .pptx D) .pdf

Which key cannot be used to go to the next slide during a slide show?
A) Esc Key B) Space bar
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10.

C) Enter key D) Mouse button
When you open a new presentation, which of the following is not available on
the left side Pane?

A) Outline B) Slides

C) Notes D) All of the above

How to start a slide show?

A) F5 Key B) F1 Key

C) Giving Rehearse Timings command to the slide show D) A and B both
Which key combination will take us to the first slide of presentation ?

A) Page up B) Ctrl + F

C) Ctrl + Home D) Ctrl + End

Which key combination will take us to the last slide of presentation ?

A) Page down B) Ctrl + E

C) Ctrl + Home D) Ctrl + End

What is the maximum limit of zooming of a slide in Microsoft Power Point 2010?
A) 100% B) 200%

C) 400% D) 500%

Which key combination is used to get help in Power Point 2010 ?

A) F1 B) F2

C) F5 D) F10

Q2. Fill in the blsnk eith proer option.

To get help in Power Point function key is used.

First slide of the presentation can be reached by giving Ctrl + on
keyboard.

Maximum slides can be printed on a page.

We can print a slide in Portrait orientation as well as orientation.
By giving command, we can see the words of common meaning in
Research Pane, related to the word of our choice.

Q3. State whether the statements are True or False.

1.
2.

3.

4
5.
6

Microsoft Project software is required to prepare a presentation.

On clicking any slide displayed in the Slide Sorter View and then clicking the
delete key, automatically deletes the slide from the presentation.

Power Point 2010 is a hardware of one kind through which a presentation can be
prepared.

. Slide in presentation can be seen on screen and can also be printed on a paper.

If Hide slide is activated on a slide, it is not displayed in the presentation.

. Extension of file in presentation is .docx.

Q4. Add proper link

A B
1. Animation a. Selecting an item and moving it to a new place
2. Drag and Drop b. Memory field to save information temporarily
3. Clipboard c. Slide show
4. Slide d. Movement of any type
5. F5 key e. A page of presentation
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Answers:

Q1. 1. A (Microsoft Office 2010) 2. C (Ctrl+ M)
3. C (.pptx) 4. A (Esc Key)
5. C (Notes) 6. A (Pressing F5 key)
7. C (Ctrl + Home) 8. D (Ctrl + End)
9. C (400%) 10. A (F1)
Q2. 1.F12.Home 3.9 (nine)4. Landscape 5. Thesaurus
Q3. 1. False2. True3. False4. True 5. True 6. False
Q4. 1.d (Movement of any type)

1

2. a (Selecting an item and moving it to a new place)
3. b (Memory field to save information temporarily)
4
5

. € (A page of presentation)
. € (Slide show)
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Internet and Networking
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Unit 1. Computer Networks

Unit Structure

1.1.
1.2.
1.3.
1.4.
1.5
1.6.

1.7

1.8

1.9

Learning Objectives

Introduction

Elements of Commnication
Benefits from Computer Networks
Types of Computer Networks
Transmission Media

1.6.1  Wired/Cable Medium
1.6.1.1 Unshielded Twisted Pair
1.6.1.2 Co-axial Cable

1.6.1.3 Fiber Optic Cable

1.6.2 Wireless

1.6.3 Satellite

Devices used in Computer Network
1.7.1 Network Card

1.7.2 Modem

1.7.3 Hub

1.7.4 Switch

1.7.5 Access Point

1.7.6 Bridge

1.7.7 Router

1.7.8 Gateway

1.7.9 Amplifier and Repeater

1.7.10 Crimping Tool

Network Topology

1.8.1 Bus Topology
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1.8.4 Star Topology

1.8.5 Tree Topology

1.8.6 Hybrid Topology

Computer Network Model
1.9.1 Client-Server Model
1.9.2 Peer to Peer Model

1.10 Check Your Progress: Possible Answers

1
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1.1 LEARNING OBJECTIVES

After studying this unit student should be able to:

e To get an overview of computer networks and its types.
e To understand various transmission media used for computer networks.
e To understand various devices used in computer networks.

1.2 INTRODUCTION

We are all familiar with the term ‘network’. In our day to day life, we use terms like
road network, canal network, railway network, bus network, telephone network, etc.
Recently in the 213 century, few more terms have been added like mobile networks,
social network, etc. Broadly speaking, network means group of
components/elements connected together. These groups can be of people or
devices. When we use the term ‘computer network’, these components can be
computers, laptops, lets, etc. Let us now study computer networks in detail.

1.3 ELEMENTS OF COMMUNICATION

In this section, we will familiarize ourselves with few terms used in computer
networking. The following terms are used when two or more computers exchange
information. These terms are known as elements of communication.

» Message: The data or information that is being transmitted is usually known
as message. After a network is established, computers can exchange
information with one another. When we transfer a file from one computer to
other, it takes the form of a message and gets transmitted. Such messages
can be made up of single packet or multiple packets. These packets are
converted into electrical signals or waves, and they are delivered to other
computer.

» Sender: The computer that sends the message is usually known as a sender
or source.

> Receiver: The computer that receives the message is usually known as a
receiver or destination.

» Transmission Media: To exchange data or information across different
computers, wire/cables or space (air) is required. With the help of wires, the
data travels in the form of electrical signals; whereas in space, the data
travels in the form of electromagnetic waves. Optical fibers allow the data to
travel in form of light rays. Such communication media are known as
transmission media. We will discuss different types of media in subsequent
sections.

» Protocol: Well defined set of rules are required whenever messages get
transferred between computers. For example, when two persons talk with
each other, there are few rules like in which language will they communicate,
how long will they wait for each others reply, etc. Similarly in computer
networks, sender and receiver communicate with each other using certain
well-defined rules. Each computer over the network has to follow certain rules
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while communicating with other systems. These well defined set of rules are
known as protocols.

Note:In computer networks, terms like computer/workstation, host or node can be
used interchangeably. A host or node can be either a sender or a receiver.

Following are a few protocols that are widely used:

HTTP -Hyper Text Transfer Protocol

FTP -File Transfer Protocol

SMTP -Simple Mail Transfer Protocol
IMAP -Internet Message Access Protocol
TCP -Transmission Control Protocol

IP -Internet Protocol

Figure 1.1 Elements of Communication

In computer networks, the speed of transmission of data is known as bandwidth. As
we use terms like Km/h while driving a vehicle, the following is a list of few units used
to identify the amount of data transferred with respect to the time:

Kbps = Kilobits per second
Mbps = Megabits per second
Gbps = Giga bits per second
KBps = Kilobytes per second
MBps = Megabytes per second

1 Giga =1024 Mega

1 Mega = 1024 Kilo

1 Kilo  =1024 bits Or bytes
(1 byte =8 bits)

> In layman terms, the transmission speed of 256 kbps is known as broadband
connection.
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1.4 BENEFITS FROM COMPUTER NETWORK

Computer can store a lot of information. When we want to transfer the information
from one computer to another computer, we need storage media like CD, DVD or
Pen-Drive. This process consumes a lot of time and money; however, in the
presence of computer networks, the transfer of data and information can be done
very easily.

If we attach a microphone, speaker and webcam to a computer and connect the
computer with a network, we can perform face-to-face meeting and can chat with
many people at the same time. Computer networks can be extremely helpful in Tele-
Conferencing and Video-Conferencing. Using these techniques, people can
communicate at a very low cost.

In most of the corporate offices, each and every employee may not be provided with
the facility of printers, scanners, etc. With the help of computer networks, a single
printer or scanner can be shared by many people. By this way, an employee can
take prints remotely from his computer even though the printer is not on his desk.
This is how a computer networks can help in saving costs.

We have discussed few benefits that can be achieved through computer networks;
however, there are few precautions which need to be taken while working with
computer networks. Malicious programs like viruses, worms, Trojans can easily
spread over computer networks. Moreover, the data and information stored in a
computer can be easily accessed from other computers. Proper security measures
are required to ensure the safety of data while using computer networks.

1.5 TYPES OF COMPUTER NETWORK

Computer networks can be classified into 5 major categories depending on the type
of work it performs and its geographical span.

a. Local Area Network (LAN): Whenever a computer network is established in a
room, a building or a small campus of single organization, we identify it is a Local
Area Network (LAN). Computers placed in LAN are very near to each other. For
example, computer network created in computer laboratory of schools or
colleges.

b. Metropolitan Area Network (MAN): Whenever a computer network is created for a
city, we identify that network as Metropolitan Area Network (MAN). For example,
networks used by municipalities or local bus transportation (BRTS).

c. Wide Area Network (WAN): Whenever a computer network covers a wide
geographical area, it is known as Wide Area Network (WAN). A network spread
across the state, country or continent is a WAN. These networks usually range
from 50-100 Km to several Km in geographical coverage. For example, Gujarat
State Wide Area Network (GSWAN) connects the collector/ mamlatdar offices of
Gujarat state. Few other networks like NIC, ERNET are the examples of WAN.
Internet is also considered WAN which we will discuss in the next chapter.
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d. Personal Area Network (PAN): We are familiar with many families where more
than one computer is used at their home. Such types of networks found in
homes are known as Personal Area Network (PAN). These networks are
restricted to a single house.

e. Body Area Network (BAN): With the increased use of smart phones, many people
nowadays connect wireless headphones, laptops with their smart phones. Most
of the time they use Bluetooth technology to establish the connection. Such kinds
of networks establish within a person's peripheries are known as Body Area
Networks (BAN).

Network Geographical Need of Persons involved
Type (span(approximate Security
BAN 1-2 metre Less Single
PAN 1-20 metre Less House/Family
LAN 1-100 metre Medium Small

Organization
MAN 1-100 Km More City/Metropolitan
WAN 100 Km or more More State/Country

Figure 6.2 Summary of Classification of Computer Networks

1.6 TRANSMISSION MEDIA

A computer network is created whenever various computers are interconnected.
There are two different ways to interconnect different computers:

a) Using Wire/Cables for connection
b) Wireless connection

Whenever the computer network is fixed, that is the computers are not required to
move now and then, wires or cables are used to interconnect the computers. But for
a businessman who has to travel a lot with his computer or laptop, a wireless
network is preferable. Let us explore both the types of transmission media in detail.

1.6.1 Wired/Cable Medium

Usually metals like copper or aluminum are used in electrical wires. Such types of
metals are good conductors of electricity. When two computers are connected
through wires made up of conducting material, the data gets converted into electrical
signals with the use of hardware and software. These signals can be transmitted
from one computer to other with the help of wires. The amount of current flowing
through the wires is negligible, and therefore there is no threat of accidents.

Different types of wires are available for networking. For instance, the wires used for
landline telephones are thin and are known as twisted pair cable whereas the wires
used in televisions (that the connect dish antenna to the set-top-box) are thick and
are known as co-axial cables. Nowadays, small fiber-like cables are also being used,
which are known as optical fiber cables. Depending on the need and circumstances,
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different types of cables can be used to establish a computer network.
1.6.1.1 Unshielded Twisted Pair — UTP

Unshielded Twisted Pair (UTP) is a type of cable used for data transmission. This
type of cable has eight thin wires twisted in pairs and so it is known as a twisted pair
cable. These cables are widely used in LANs. The quality of twisted pair cable is
considered to be superior with the increase in number of twists per
centimeter?(Please check for the meaning of this sentence, hope it is not distorted)
There are different categories of UTP cables, for instance CAT3 cables are used for
telephone lines whereas CATS5, CAT6 or CAT7 cables are used for computer
networks. The transmission capability of CAT5, CAT6 and CAT7 cables is more as
compared to CAT3 cables. Nowadays, CATS and CAT6 cables are widely used to
enhance computer networks. These cables can connect two different computers
which can be nearly 100 meters apart and can transfer the data at a speed of 100-
250 Mbps.

The cable shown in figure 1.3 is a UTP cable. These cables are covered with a
protective material. The connectors used to connect such cables with a computer
are known as RJ-45 connectors. A special type of protective material can provide
more security to the data. When such special covering is used with UTP cables, the
cables are known as Shielded Twisted Pair Cables (STP). The cables available for
computer networks have more number of twists per centimeter.

Figure 1.3 UTP Cable Figure 1.4 UTP Cable with RJ-45 Connector

1.6.1.2 Co-axial Cable

In earlier years, co-axial cables were used in computer networks. However, recently
they are hardly being used. These cables can be used for LANs. They are widely
used in televisions. As shown in figure 6.4, these cables are covered with a plastic
sleeve. At the center of the cable, a thick metal wire is present for the transmission
of data. Co-axial cables can be used even if two computers are up to 5 Km apart
from each other. The data transmission speeds varies from 10-100 Mbps in the
presence of co-axial cables. The connector used with co-axial cables is known as a
BNC connector. These cables are more expensive as compared to UTP cable and
they require more care as well. For this reason, co-axial cables are not found
frequently in computer networks; however, they can transmit data more reliably when
compared to certain UTP cables.
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Figure 1.6 Co-axial Cable with BNC Connector

Figure 1.5 Co-axial Cable

1.6.1.3 Fiber Optic Cable

With the development in technology, a new type of cable has started taking up the
markets. These cables are known as Optical Fiber Cable (OFC). Such cables are
created from glass-like material that can transmit data with the help of light rays.
(Imagine that we are sending message to some distant person with the help of a
torch.)

These cables are prepared by taking special care so that the data can be easily
transmitted with the help of light rays. It is ensured that the light gets reflected within
the cable and does not get refracted (emerge out from the cable).

When compared to other cables, OFCs can transmit data several times more and
can also transmit it more reliably with minimum errors. However, OFCs are
expensive and difficult to manage as compared to other cables. Special type of
connectors like SC and ST connectors are used with these cables.

Figure 1.8 OFC Cable with Connector

Figure 1.7 OFC Cable

1.6.2 Wireless Medium

We are all familiar with the term wireless. FM radio is a good example that uses
wireless technology where we can listen to audio with the help of waves. Various
utilities that we use at home like remote control, cordless phone, mobile phones, etc.
use a wireless technology. These devices operate on different frequencies. As such,
there are different categories for wireless medium like radio waves, micro waves, x-
ray, light rays etc., but in computer networks radio waves and micro waves are being
used

We can connect our computer, laptop or let in a network without using wires. Such
devices are connected to existing networks using wireless technologies like 3G or
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Wi-Fi. The data is transmitted in air with the help of radio waves. Different types of
technologies like Wi-Fi, GSM, WiIMAX, Bluetooth, CDMA, etc. operate on different
frequencies of radio waves, and that is the reason why their features keep on

varying.

As we have different channels (91.1 FM or 98.3 FM) in FM radio; similarly in wireless
networks, different computers operate on different frequencies to transmit data. As
the devices operate on different wireless technologies, the range of connectivity and
bandwidth vary with the frequencies on which they operate. For example, wireless
LAN or Wi-Fi technology can transmit data at the speed of 300 Mbps and within the
periphery of 100 meter; whereas, Bluetooth technology can cover at the most 10
meter periphery with the transmission speed of 700 Kbps.

Note: The desktop computers that use wireless technology require special hardware
equipment which are generally not present in consumer desktop computers.

However, laptops and lets do have the in-built hardware to support the wireless
medium.

P~y Ta—
€3 Bluetooth
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Figure 1.9 Wireless Media
1.6.3 Satellite

Data transmission can also take place with the help of satellites. With the help of 3
satellites, data can be transmitted to any part of the globe. As we can receive various
channels in television using DTH technology; similarly, our home computers can be
connected to word-wide computers. As this technology is very expensive, it is being
rarely used. The technology used to establish computer networks with the help of
satellites is known as Very Small Aperture Technology (VSAT).
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Figure 1.10 Communication with the help of Satellite

1.7 DEVICES USED IN COMPUTER NETWORK

Different types of devices are used in computer networks. Following points are
usually considered before making the appropriate selection of a network device:

How many rooms or buildings are to be covered by a computer network?
Distance between these rooms and buildings?

What type of computers will be used (desktop/laptop)?

Type of network topology (we will discuss network topology in subsequent
section) is used?

Will the organization be connected to any other organizations?

e What kind of work is to be achieved through computer network?

e Will the local network will be connected with internet or not? Let us take a
brief overview of widely used devices in computer networks.

1.7.1 Network Interface Card

Network Interface Card (NIC) is an inveigle device for computer networking. NIC
usually accompanies the motherboard of the computer. The main job of NIC is to
convert data (bits form) into electrical signals for wired medium or electromagnetic
waves for wireless medium and later transmit over those medium. At the receiver’s
side, the NIC of that computer does the reverse process, i.e., it receives the signals
and converts them back into bits form.

Nowadays most of the computers and laptops have in-built NIC on the motherboard.
However, NICs for wireless transmission are available in the form of external USB
Dongles.

1.7.2 Modem
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Modems are required when a computer at home
needs to be connected with Internet (global
network). With the help of modem, a home
computer can be connected to various other
computers over the internet using telephone
lines. A modem is also required at the other end
in case if they are using telephone lines.
Different types of modems are available in
market; they are generally known as dial-up R o
modem like DSL, ADSL, and ASDL+ etc. The Figure 1.11 Modem
main job of these models is to convert analog

signals into digital signals and digital signals into

analog signals (modulation & demodulation).

1.7.3 Hub

Hub is a device used to connect different
computers into a single network. The
cables coming out of the computer NIC
are connected with the hub. Whenever a
message is sent by a computer, it is
passed on to another computer via hub.

Figure 1.12 Hub

1.7.4 Switch

The working of a switch is similar to that of a hub; however, it operates at a faster
rate and is capable of attaching more computers into a single network. A single
switch can connect 64 computers into a single network. In case one needs to
connect more computers, these switches can be interconnected to accommodate
hundreds of computers into a network. Switches are more expensive than hub.

Figure 1.13 Switch

1.7.5 Access Point or Wireless Access Point

The role of wireless access point is similar to that of a hub or a switch in the
presence of wireless networks. Recently, there has been a major increase in
number of devices like lets and smartphones. Such devices have the wireless
networking capabilities (wireless card) and can easily connect to Wi-Fi networks with
the help of access point. An access point is connected with the switch so that it can
connect various devices to the computer network of any organization. Using a single
access point, at least 4-5 computers can get connected by a network without the use
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of wires.

Figure 1.14 Wireless Access Point

1.7.6 Bridge

Bridge is used whenever an interconnection of two or more LANs is required. For
example, suppose there are two different LANs in different buildings, these LANs can
be connected with each other with the help of a bridge device.

1.7.7 Router

Routers are used whenever LANs need to be connected with WAN. Routers are also
used to decide the path of flow of data (Route discovery and forwarding). A device
which is capable of performing the work of a router as well as a bridge is known as a
Router.

AN Jazn.
STORAGE KOUTIR
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Figure 1.15 Router
1.7.8 Gateway

Gateways are widely used to interconnect two or more networks of diverse types.
These networks might be running different applications. For example,
interconnecting telephone network and computer network or mobile network and
computer network. Modern routers and switches do possess limited capabilities of
gateways.

1.7.9 Amplifier & Repeater

Whenever computers are connected with the help of wires, we must keep in mind
the total length of the wire. In case of UTP cables, if the length of wire exceeds 100
meters, gradually the electrical signals being transmitted get weakened. Under such
situations, devices like amplifiers or repeaters help to improve the signal strength so
that they can propagate longer distances. Few devices can help in reducing noise
present in these signals. Such devices are similar to pumping stations found in
water pipelines.
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Figure 1.16 Repeater

1.7.10 Crimping Tool
To attach connectors like RJ-45 to the UTP cables, crimping tools are required. With
the help of such tools, connectors can be easily attached to UTP cables.

Figure 1.17 Crimping Tool

1.8 NETWORK TOPOLOGY

Network Topology identifies the way in which different computers are connected in
LAN. Few well known network topologies are bus, ring, mesh, star, tree and hybrid.
Most of the LANs nowadays use star topology. Let us explore each topology in brief:
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Figure 1.18 Network Topology

1.8.1 Bus Topology

Bus topology was widely used earlier. In this topology, all the computers in a network
are attached with a main cable (bus). It is similar to a water pipeline found in a
society. In early days, co-axial cables were being used. A special device known as
'‘Central Controller' is used in the bus topology. The job of this device is to decide the
path and the computers that will communicate at any given instance of time. Due to
such a provision, only two computers can communicate at a time. There are other
problems like scaling issues, i.e., as the number of computers attached to the bus
increase, the network slows down. Major issue is that in case the bus gets
damaged, entire network will stop functioning.

1.8.2 Ring Topology

In the ring topology, all the computers are connected with each other in a circular
fashion. It is also known as a loop. The transmission of data in ring topology is
unidirectional. At any instance, only two computers can communicate with the use of
ring topology. To avoid multiple computers transmitting data at the same time, a
concept of 'token' is applied. With the help of tokens, each computer can transmit
data turn by turn. The computer that possesses the token will be able to transmit
data while the rest of the computers will listen. After a fixed time interval, the token is
passed on to the other computers. Ring topology shows drawbacks like slow
network speed when we try to add more computers into the network. This network is
not fault tolerant; in case if the loop gets damaged, it can bring down the entire
network.

1.8.3 Mesh Topology
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In mesh topology, each computer is connected with rest of the computers with
dedicated cables. Special kinds of network cards are required to implement this
topology. Such network cards can accommodate multiple cables. Practical
implementation of mesh topology is very difficult, apart from which, as the number of
computers increases, more and more wires are required.

1.8.4 Star Topology

In star topology, each computer is connected with a special device called hub or
switch. This device works like a controller; it works like an intermediary while
transmitting data from one computer to another.

Nowadays, switches are used in most of the LAN networks. Each computer is
connected with the switch using UTP cables. Hubs and switches are low price
products and are easily available in the market. Modern switches allow fast
transmission of data as compared to the rest of the topologies. The main advantage
of the switch is that in case of damage to the cable, only one computer will get
disconnected while the rest of the computers can still be a part of the network.
However, in case if a hub/switch fails, the entire network goes down.

1.8.5 Tree Topology

Whenever the computers are arranged and connected in a sequence of tree
structure, a tree topology is formed. Tree topology can accommodate multiple
topologies. Tree topology is best suited when multiple computers are to be
interconnected.

1.8.6 Hybrid Topology
In certain cases, different topologies are required to construct a single network from

different LANs. A hybrid topology is a combination of various topologies applied to a
LAN.

1.9 COMPUTER NETWORK MODELS

Computer networks can be classified into two different categories according to their
functions.

1.9.1 Client-Server Models

In the client-server model, various workstations or desktop computers are connected
to the Server(s). Figure 6.18 illustrates a network that works according to client-
server model. These servers can be file server, print server or network server.
Servers are usually high-end computers that offer various services like hosting of a
website whereas client computers are normal PCs or workstations from where the
users can run their programs. Client computers depend on servers for data
processing, storage requirements and/or accessing shared devices.

Servers can store a lot of information. Usually, the client computer sends a request
to the server to access the information and the server provides response for the
same. Client-server model works according to request-response mechanism. The
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best example is when we read emails from gmail.com, our system works like a client
that sends request to the server.
Server PC PC PC PC

Printer Network Switch ADSL modem
Figure 1.19 Client-Server Model
1.9.2 Peer-to-Peer Model

In peer-to-peer model, each workstation can behave like a client as well as a server,
i.e., each computer can send a request or give response to others request. In this
model, each computer has equal status. In this model, there is no separate server
with higher status. Bit-torrent protocol is an example of peer-to-peer model using
which we can upload or download files from any network.

1.10 CHECK YOUR PROGRESS: POSSIBLE ANSWERS

Q1. Select the appropriate choice

1 Internetis a type of network?
(A) LAN (B) MAN (C) WAN (D) PAN

2 Data transmission rate in computer networks in known as
(A) Protocol (B) Bandwidth (C)Waves (D) Topology

3 Device increases the strength of signals.
(A) Modem (B) Router (C)Hub (D)Amplifier
4 Topologyrequires hub or switch.
(A)STAR (B) BUS (C)RING (D)MESH
5 Type of cable uses light rays for data transmission.
(A) UTP cable(B) Co-Axial cable (C)Fiber Optic cable(D)STP
cable

Q2. Fill in the blanks with appropriate answers.

1. Set of standardised rules and procedures are known as in computer
network.

Type of network has its span throughout the city.

RJ-45 connector can be used with type of cable.

Wi-Fi network uses type of transmission medium.

Device is used in Star topology to connect different hosts.

In wireless networks, device works similar to a Switch.

R
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Q3. State whether the followings are true or false.

Brouter is the device that does the function of abridge as well as a router.
Private network of any organization is known as BAN.

Gateways are required to establish Wi-Fi network.

Client-Server Model follows request-response mechanism.

Crimping Tool is used to attach connectors to Fibre Optic Cables.

arwnE

Q4. Match the followings:

1. RJ-45 connector a. Fiber Optic cable
2. BNC connector  b. Satellite Communication
3. SC/ST connector c. Dial-up Connection

4. VSAT d. UTP cable

5. Modem e. Co-Axial cable

Answers

Q1. 1. C (WAN) 2.B (Bandwidth) 3. D (Amplifier) 4. A (STAR) 5. C (Fiber Optic
Cable)

Q2. 1. Protocol 2. MAN 3. UTP 4. Wireless 5. Hub or Switch 6. Wireless

Access Point

Q3. 1. True 2. False 3. False 4. True 5. False

Q4. 1. RJ-45 connector- d (UTP cable) 2. BNC connector —e (Co-Axial cable)

3. SC/ST connector- a (Fiber Optic cable) 4. VSAT-b (Satellite communications)
5. Modem — c (dial-up connection)
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2.1 LEARNING OBJECTIVES

After studying this unit student should be able to understand:

e To get an overview about Internet and its services
e To learn various techniques of establishing Internet connection

2.2 INTRODUCTION

Internet is a network of networks. Internet word is derived from combination of two
words, 'INTER Connection' and 'NET Work'. Internet means a collection of huge
number of computers or we can say it is network of various computer networks. The
computers connected with Internet can easily exchange data. Today, most of the
countries are well connected with the Internet.

Internet is not restricted or controlled by any single organization; it is jointly governed
by various organizations, industries and citizens. Few countries have formed their
own policies and standards on Internet usage, some of them have also formed
policies for penalizing in certain cases. Internet has evolved rapidly in short span,
which is an achievement to human race. The penetration of Internet among people is
more compared to the increase in human census, it won't be an exaggeration if all
people world-wide will start using internet in near future.

Origin of Internet:
A brief summary of evolution of Internet is as under:

1962: First computer network was invented
1964: Packet Switching was invented

1965: Hypertext was developed

1969: ARPANET was formed

1972: TCP/IP protocols were developed
1984: Internet nomenclature was established
1989: WWW was developed

Initially, in 1969, the Advanced Research Project Agency (ARPA) of US Defense
department developed ARPANET. In short period, ARPANET was extended to
connect various Universities,

Scientific Labs and was later extended to other countries. Initially ARPANET
connected only few networks which later on scaled to world-wide network.

During 1980s, networks like BITNET, CSNET were developed. In the same year
National Science Foundation of USA developed NSFNET to interconnect various
colleges, universities and scientific organization. Later, in 1993, International national
information Centre (INTER NIC) was formed by NSF which worked with the
collaboration of Network Solutions Incorporation (NSI) and AT&T.

Protocol: Usually, TCP/IP protocol suite is used over Internet. Apart from TCP & IP,
few well-known protocols like NETBEUI, Point-to-Point protocol (PPP), Serial Line
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Internet Protocol (SLIP) and application protocols like simple mail transfer protocol
(SMTP), file transfer protocol (FTP), terminal emulation protocol (TELNET) etc. are
also being used.

Browser: Browsers are tools used to open any website running over Internet. By
entering the website address and pressing the enter key will load the website in our
browser. While browsing, we use 'WWW' that stands for World Wide Web. The
information stored in web-pages is linked with each other and it is similar to the
spider’s web. Huge information is available over internet with the help of WWW, we
can surf websites over internet and collect the information. To create such web-
pages, special tools and technologies are used. Hypertext mark-up language
(HTML) and Dynamic HTML (DHTML) are the most familiar technologies used to
create web-pages. Few well-known browsers like Netscape navigator and internet
explorer were famous for browsing the websites. Internet explorer is a widely used
browser till date.

Using Internet Explorer: The icon of ‘Internet explorer’ is usually present on the
desktop. However, the option of internet explorer is also present on the Start Menu.
By clicking on the icon/short-cut, the browser gets loaded as shown in figure 2.1 We
type the website name in the address bar, later by pressing the enter key
corresponding website gets loaded in the browser. We can surf multiple websites
with the help of tabs in Internet Explorer.

+You Gmail Images II: m

A faster way to browse on

Windows
€
Install Google Chrome

Google

India

Google Search I'm Feeling Lucky

Google.co.in offered in: Hindi Bengali Telugu Marathi Tamil Gujarati Kannada Malayalam Punjabi

Figure 2.1-a Internet Explorer (Browser)

Although there are many advantages of Internet, but few disadvantages also exist. A
big threat of hacking exists over Internet. Hackers are those people who try to steal
or modify important information from the servers. Rumors or un-authentic information
can easily spread over internet. Presence of pornographic content and objectionable
content cannot be restricted over internet. Apart from it, various viruses try to spread
over internet with the help of online free games, screen-savers, advertisements etc.
Malicious software like viruses can easily spread through Internet. This leads to loss
of revenue and our time.
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2.3 INTERNET SERVICES

Usually, internet is used for e-mailing, chatting, group discussion, video
conferencing, online shopping and entertainment. Let us explore each one of them in

brief.

)

e

=

Store-house of Knowledge: Generally it is said that Internet means
information hidden in vast ocean. Within seconds, we can get lot of information
related to industries, education, people, and tribes, geographic areas, banking
sector, travelling, defense or any subject.

E-mail: Electronic mail is a very important service of internet. With this service,
one person can exchange messages, images, and audio/video with any other
person or group of persons residing anywhere in the world. E-mail services are
very cheap. However, to use e-mail services, proper user-id like
baou@rediffmail.com must exist. Here, baou is Account Holder's id;
rediffmail.com is the domain and @ is the separator. Few terminologies used
with e-mail are:

Outlook Express: It is an e-mail service where client can read email delivered
from any person or organization, type and send emails, reply to any emails,
sending or receiving important documents with messages

Inbox: It is a folder that stores the incoming messages (emails)

Outbox: It is a folder that stores the emails that are already typed and to be sent
Sent Items: It is a folder that stores the emails that were sent earlier

New Mail: It is a button used to type emails

Send: It is a button to send the emails that have been typed

Deleted items: It is a folder that stores the emails that were deleted previously
Attachment: It is a button used to attach any file along with the message
Addresses: This option is used to store the email contacts

Chatting: Chatting is very famous among youth. Usually chatting involves two
or more people exchanging messages by typing it live. Chatting can be used
to stay in touch with others, for example, Facebook, WhatsApp etc. provide
such facilities. Chatting has found its wide use in students where at any time,
one person can send messages to any other person or group of person sitting
anywhere in the world within seconds and for any period.

Video Conferencing (Group Discussion): In video-conferencing, two or
more people staying far away, can see and talk with each other live over
internet. It is very important; websites like skype, webex provide such kind of
services. We have seen in televisions that the news reader can communicate
from studio with the correspondents who are at incident sites. Let us see
another practical example, a director who is in USA can talk with the
employees of his company in India using video-conferencing just by sitting in
his office, there is no need for him to personally visit India. Video-conferencing
can also be known as online group discussion. Gradually, the use of video-
conferencing is widening, now-a-days interviews are also being conducted
with the help of video-conferencing. In near future, the education system will
start using video-conferencing through which the students in India can attend
live lectures from their home of any other universities of Germany, USA, and
London etc. without traveling to such places. The main advantage of video-
conferencing is that we can see the expressions while interacting over
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Online Shopping: Now-a-days, there is no need to visit any shop for the
purchase, most of the purchases can be done online through websites with
the help of Internet. Most of the companies have their websites, just by
visiting the website, we can select appropriate model and place an order. The
product is delivered at our place with the help of agents/courier in very short
span. The advantage of internet is that we can compare various products just
by sitting at home with the help of websites. According to a survey, in
America, nearly 40% of purchase is done online. A well-known website
amazon.com is famous for online shopping.

Job Search: Whenever any organization requires employees, they can put
the advertisement of their requirements over Internet; the needy people can
search and apply to respective positions. Lot of jobs are being posted over
Internet, there are few special websites that can be used for job search. We
can upload our information over such websites, which becomes our bio-data,
later various job related announcements and information is sent to our emails.
A well-known website for job search is timesjobs.com

Entertainment: There are lots of websites for online entertainment and to
remove boredom. Websites for online games, films, commercials are
available over internet.

Railway and bus booking: We usually use railways, state transport and
private buses for travelling. It consumes lot of time to book tickets physically
as we have to stand in long queues. However, with the help of internet, these
booking can be done online with confirmed tickets. A well-known website for
railway ticket booking is irctc.co.in

Information about geographic location: We can get information about
places, maps along with pictures over internet. e.g. Google maps

News: We can use internet to know the latest news and events taking place
world-wide. Websites like divyabhaskar.in (Gujarati),
timesofindia.indiatimes.com - Times of India (English) are widely used for the
same.

Admissions in School/Colleges: Websites running over internet are very
helpful in choosing a particular school or college and securing admissions.
For example baou.edu.in, gtu.ac.in, siksha.com

Travel Planning: Internet can be helpful to plan national or international visits
and do online booking of tickets and hotels. For example yatraa.com

The above listed are few uses of internet in our daily life. Apart from which, internet
is also helpful in huge business, government, exchange of information for education

etc.

2.4 INTERNET ADDRESS

As we have to remember different roads and paths to reach at a particular address
or home, similarly each computer connected with Internet is identified by a unique
address. These addresses are known as internet address.
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Figure 2.1-b Internet Address

Internet address of our computer can be viewed by opening control panel or My
Computer icon. To view or modify the internet address, select Network Connection
which shows the devices used to connect to the internet. In the above screen, the
computer is connected using “Local Area Connection”, by double clicking on this
icon, we can see the status, further navigate to Support->Details tab which opens a
new dialog box. This dialog box shows Physical Address, IP Address, Subnet Mask,
Default Gateway, DNS Server and Wins Server.

2.4.1 IP Address

Internet Protocol (IP) is a standard protocol for Internet. Each computer connected
with internet is uniquely identified by a unique number known as “internet number”.
This number has 32 bits and is divided into four parts. Each part has 8 bits ranging
from O to 255. So, each part has different numbers from 0 to 255, for example
203.52.42.36 is an IP address. These addresses are unique for each computer;
however, if a computer has multiple internet connections, it may have multiple
internet addresses.

2.4.2 MAC Address

MAC address is Medium Access Control Address. It is a unique address found on
network hardware like NIC card. It is usually of 48 or 64 bits. MAC address is a
permanent code found over internet adapter. It is given by the manufacturer of the
NIC and adheres to Institute of Electrical and Electronics Engineers (IEEE)
standards.

2.4.3 Port Address / Port Number
Computer network or Internet provides various services like file transfer, email, web

services etc. Each of these services is offered on a pre-defined port. A port number
or port address is an integer number that identifies each service uniquely. For
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example file transfer protocol (FTP) uses port number 21, HTTP uses 80 and E-mail
service of sending mails (SMTP) uses port number 25.
We generally apply port numbers to enable or disable any service from firewall.

2.5 TOP LEVEL DOMAIN

It is difficult to remember IP addresses over internet. A service called Domain Name
system (DNS) was established to easily remember names of computers/websites. It
maps each IP address to some domain. Depending on the type of services being
offered, there are various domain names available as shown in the following table:

.gov Government
.mil Military

.edu Educational

.com Commercial

.0rg Organization
.net Network

Domain names are also assigned depending on the country name. The below table
illustrates county level domains.

in India

.au Australia
.us America
.uk England

.ca Canada

As it is difficult to remember the IP address of different websites, an easy technique
of domain name system was developed. Using which, we can remember websites
easily like google.com, yahoo.com, baou.edu.in, gswan.gov.in, gujarat.gov.in etc. In
fact for each of these websites, there are corresponding IP addresses with the help
of which they function.

To know the corresponding IP address for any domain name, we can use lookup
command at command prompt as shown below:

C:\>nslookup gswan.gov.in

2.5.1 Domain Name System

Whenever we open any website, our computer first contacts the domain name
system (DNS) to fetch the IP address of that website. Later, using the IP address,
our computer contacts the web-server and finally loads the webpage into our
browser. This procedure is known as DNS resolution. Figure 2.2 explains the
procedure in graphical form. In the figure, various message exchanges of DNS
resolution are shown when our computer is trying to open hubpages.com website.
As of now, there are thousands of DNS servers spread worldwide.
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Figure 2.2 DNS Server
2.5.2 Uniform Resource Locators —URLSs

Uniform resource locator (URL) is also known as web address. A website is a
collection of web-pages. Each of the webpage can be uniquely identified over the
internet and can be loaded in the browser. To identify each of the webpage, we use
URLs. A URL is a combination of protocol, website (domain name), path of file and
filename. For example, the library timings details of Santa Rosa College can be
gained using the following URL

Uniform Resource Locator

http://www.santarosa.edu/library/about/hours.html

protocol
address of host computer path  filename

Figure 2.3 Uniform Resource Locators (URLS)
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2.6 TECHNIQUES TO ESTABLISH AN INTERNET
CONNECTION

With the recently developed technologies, the following are different ways to connect
with Internet.

i)
i)
ii)

iv)

)

i)

Using Direct / Leased Line

Using Remote / Dial-up connection
Using SLIP / PPP

Using Commercial Online Services

Direct / Leased Line: With the help of telephone line or dedicated line, internet
connection can be established. The fee/tariff is charged depending on the
bandwidth, usage and number of users. Usually, leased line connection is more
expensive.

Remote Dial-up: Whenever a personal computer is required to establish
connection with Internet through gateway computer or telephone line, under
those circumstances the internet service provider (ISP) provides dial-up
connection service through telephone lines. It is also known as remote dial-up.
SLIP/PPP: With the help of remote dial-up connection, the client computer can
connect to other host computer with the help of point to point protocol (PPP) or
serial line interface protocol (SLIP)

Commercial Online Service: Various other commercial services that use phone line
or cable lines cater online environment and internet service. They help connecting
personal computer with other host computers over internet.

2.7 CHECK YOUR PROGRESS: POSSIBLE ANSWERS

Check Your Progress:

1. Tryto know the IP address of your computer if it is connected with the
Internet.

2. Try to know the IP address of google.com if your computer is connected with
the Internet.

3. Visit the following websites:

www.baou.edu.in

www.gujaratuniversity.org.in

www.pmindia.nic.in

www.hostindia.net

www.ril.com

"0 T

300


http://www.baou.edu.in/
http://www.gujaratuniversity.org.in/
http://www.pmindia.nic.in/
http://www.hostindia.net/
http://www.ril.com/

Unit 3: E-mail Client

Unit Structure

3.1.

3.2.

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

3.9.

3.10.

3.11.

3.12.

3.13.

3.14.

3.15.

Learning Objectives
Introduction

Browser

MS-Outlook

Adding and Configuring E-Mall
Attachment and Signature in E-Mall
Calendar

Contacts

Task and Note

Virtual Private Network — VPN
General Security Concepts
Firewall

Infrastructure Security

Network Troubleshooting

Check Your Progress: Possible Answers

3

301



3.1 LEARNING OBJECTIVES

After studying this unit student should be able to understand:

To understand the role of Browsers and its features
To understand the role of E-mail and MS-Outlook configurations

3.2 INTRODUCTION

In Previous lecture we have seen the origin of Internet, its services, Internet Address
and different techniques to establish an Internet Connection. This chapter introduces
E-Mail Client. Also explains how to add and configure E-mail. It also discusses

faci

lities like Calendar, Contacts and Task and Note. Gives idea about general

security concepts and Network Troubleshooting.

3.3 BROWSER

ii)

Once the internet connection is established, we must harness the benefits of it.
Browsers were developed to use Internet and get the benefits of Internet. Browsers

are

also found in laptops and smart-phones. Browsers can be classified as follows:
Line Browser: This type of browser uses command line interface. It only displays
textual data. Here, the user can enter various commands to surf internet. At the
bottom of browser screen, various commands and its usage are displayed. Lynx
is a widely used command line browser.

Graphical Browser: Line browser cannot display multi-media data like images,
audio, video etc. Graphical browsers are helpful in displaying such kind of data;
mostly they rely on mouse instead of keyboard while surfing. These browsers can
display hyperlinks in different colors; users can easily distinguish the web-pages
they have already visited as such hyperlinks are shown in violet color, while the
non-visited hyperlinks are shown in blue color.

Java Enabled Browser: These browser support java language. With the help of
such browsers, java applets can be downloaded from the server and can execute
within the browsers. With the help of such browsers, dynamic content can be
accessed.

Figure 2.1-a Different Browsers

The above figure shows icons of four widely used browsers.

i)
i)
ii)

iv)

Internet Explorer
Mozilla Firefox
Google Chrome
Safari

These browsers are famous among computer users. Internet Explorer is pre-installed
and available on all windows computer. Browsers come with various facilities,
although there are different browsers, most of the features are available in all these

bro

wsers. Let us briefly study the features available in the browsers.
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(a) Back and Forward Button: These buttons help us to easily navigate during
internet surfing session. It helps to see the previous visited web-pages and
subsequent web-pages during the session.

(b) Refresh/Reload and Stop button: Refresh/Reload button can be used to load
the web-page again in the browser so that it can provide updated detalils, if the web-
page is taking lot of time to load, the stop button can be used to stop loading of the
page.

(c) Zooming: The browser fonts and display can be enlarged.

(d) Home Button: It helps in loading the Home page (default website); in few cases
it opens a blank page in the browser.

(e) Search bar: With the help of search bar, we can search for any specific keyword
using a pre-configured search engine.

(f) Address bar: The website is typed in address bar, after which the corresponding
web-pages start getting loaded

(g) Status bar: When a website is being loaded in the browser, its progress is
displayed in status bar

(h) Pinned Websites: Favorite websites can be pinned using this button, so that
they can be easily launched from the task bar.

() Bookmarks: Favorite websites can be bookmarked, so that the browser
remembers such websites, it helps us to easily load websites in another browsing
session (some other day) and reduces the burden of typing websites in address bar.
() History: All the websites that have been visited are remembered by the browser
as browsing history. We can get the details of our browsing history of any previous
day by using this option.

(k)In private browsing: Each of our browsing session's data and history is stored by
the browser. At times it is not preferable to store our data in the browser, for instance
when we are using public computer from cyber cafe. In such cases, we can use
‘private browsing' option so that the browser does not store our history and data; this
ensures that our browsing session is secure and protected.

() Internet Options: To configure the behavior of browser during surfing, 'internet
options' is used. Various aspects of browser like security, history, content etc. can be
configured using it.

Figure 3.1-b Internet Explorer Browser
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Internet Options l T -

e

| General | Security |Privaq-' I Content | Connections | Programs | .Advanr_edl

Select a zone to view or change security settings.

@ &« v 0O

Internet Local intranet  Trusted sites  Restricted
sites

Internet

Sites
@ This zone is for Internet websites, S
except those listed in trusted and
restricted zones,

Security level for this zone
Allowed levels for this zone: Medium to High

] High
- Appropriate for websites that might have harmful
content
- Maximum safeguards
- Less secure features are disabled

Enable Protected Mode (requires restarting Internet Explarer)

[ Custom level... H Default level ]

[ Reset all zones to default level ]

[ OK H Cancel H Apply l
S ———————————————

Figure 3.1-c Internet Options in Internet Explorer

Check Your Progress
1. Set the website google.com as your default page
2. Open and check the website www.baou.edu.in in different browsers.

3.4 MS OUTLOOK

Outlook is a product of Microsoft. It has facilities to create and store E-mails,
Calendars, and Addresses etc. Outlook can be used to send or received emails
when connected with the internet. The advantage of outlook is that we can view old
emails without live internet connection. Today, outlook is being used in various
organizations. Outlook is very simple to use, let us explore in more detalil.

The figure 3.2 is the initial screen when we open outlook. The screen is divided into
four parts including a menu bar as seen in other programs. Part-1 displays the
information about mails, on clicking an option in part-1; the details of those items will
be shown in part-2. For instance, when you click on inbox in part-1, the details of
inbox will be shown in part-2. After clicking on any mail in part-2, a small preview will
be seen in part-3. Part-4 contains calendar, apart from viewing the dates, it can help
to remind various events according to dates. It saves the information about work to
be done on particular dates.
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Figure 3.2 Outlook Express

3.5 ADDING AND CONFIGURING E-MAIL

Account Information

No account available. Add an e-mail account to enable additional featu

Modify settings for this account and configure addit

~ L
&)
Account
Settings ~
Onibaas Add Account..,
B Options Add an e-mail account or other
connection,

Exit

=" | Account Settings...
", Addand remove accounts or change
existing connection settings

Figure 3.3 Adding an Email Account to MS Outlook 2010

E-mail means electronic mail (electronic post). With the help of internet, any
message can be sent or received instantly. To use e-mail, there must be a unique e-
mail address. We need to configure outlook to send or receive e-mails. Configuring a
single email address is one time process. As soon as we start outlook, the first dialog
box appears that displays configuring outlook. Subsequent dialog box will show
'startup’, after clicking on 'next’, it asks to enter the e-mail account. If you already
have an online e-mail account and want to proceed further, click 'yes' else click on

no'.
Enter the details required by outlook, further click 'yes'. If all the details entered are

configured successfully, you may click on 'finish' else it shows error message. To
open a new account, click on the sign present in left hand side top corner. Later

305



enter into 'Profile’ and click on 'Add account'. Fill all the details in the screen, on
confirming the details, your e-mail address will be added.

3.6 ATTACHMENT AND SIGNATURE IN E-MAIL

To send any file with e-mail, we use the 'Attach’ button in 'Insert’ menu. After
selecting the file, it will be seen as an attachment in your email that can be sent to
any person through email.

Now, to send any file or attachment to any person, go to 'Files’ menu and click on
'‘New', this will open up the screen as shown in figure 3.4. Then click on 'Attach
Item’, browse the file from your system to attach the file with the message.

To attach a 'Signature' to your email, click on the 'Signature' button, this helps to add
our signature (name & contact details) that we have already configured.

Al | = Untitled - Message (HTML)

=
| ‘ Message Insert Options Format Text Review Developer  Add-Ins MyTab
o d )
\ = = 23 gie 0 > -y ¥ FollowUp ~
coiEoEe B B0 B8 F e
¥ High Importance
Paste B I U L \ = = =  i= i= Address Check | Attach |Aftach |Signature = Assigh
* Book MNames File |Itern ~ * poli) - # Low Importance
Clipboard Basic Text Names 3  pusiness Card » Tags Zoom
B calendar..
From v offdevdx@microsoft.com =
4 9 outlook Item
=i To.. -
Send A\ »

(#7e75

Subject:

Figure 3.4 Attachments in E-mail

Check Your Progress
1. Configure the outlook as per your email id.
2. Send an email to your friend from outlook.
3. Send an email with attachment and signature to your friend from outlook.

3.7 CALENDAR

By clicking on the calendar option, it pops up the calendar similar to that we use at
home. Using this calendar, we can easily navigate between dates, months or years
back and forward. We can prepare an organizer to identify the tasks to be done on
particular date and time.

The following steps are necessary to setup an organizer:
o By clicking on 'New' button will open up a new window
° Go to 'Action' menu and click on 'New Appointment' to open up another window.

e  Enter Subject, Location, time and other details.

As shown in figure 3.5, a calendar for the month of April, 2014 is shown with dates.
By clicking on a particular day, we can enter tasks to be performed on those days.
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Figure 3.5 Calendar in Outlook

3.8 CONTACTS

After we send a new email to any person, there is a facility to add their contact
details in outlook. The 'Contacts' menu will display icons to manage contacts from
outlook. From the 'Address Cards List', we can see the phone numbers and other
details using the 'Current View' icon. We have to add details of any person by
selecting the emails sent to them. It is a onetime process to enter the detail of any
person, later we have to save and close the window.
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Full Name... [ |
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Job title: [ | } '\‘j
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() E-mail... - |
Display as: [
[

[
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Phone numbers

susiness.. | - | | |
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Figure 3.6 Adding Contacts in Outlook
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3.9 TASK AND NOTE
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Figure 3.7 Task in Outlook

By clicking on 'Task' button, it displays all the tasks till date with the ending days of
each task. To add a new task, a dialog box opens by clicking on 'new' button. We
can add the task details like subject, start date and end date etc. and later save and
close the window. The inserted details will be shown in a dialog box.
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Figure 3.8 Facility of Notes in Outlook

Calendars can be used to insert daily tasks, however if we forget to visit the calendar
on daily basis, the entire schedule may get disturbed. ‘Tasks’ is another functionality
of outlook which allows us to remember our schedule by sending alerts (reminders)
on scheduled date and time.
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In outlook, there are features to organize tasks and reminders by using notes. A user
may enter notes for the task to be done on time to time basis.
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Figure 3.9 Reminder Note

Check your progress

1. Create your schedule for the current month in outlook.
2. Create a reminder for the birth-days of your father and mother in outlook.
3. Add the contact details of your friends in outlook.

3.10 VIRTUAL PRIVATE NETWORK - VPN

Let us understand the concept of VPN through an example. Suppose a company has
two branches, one in Jamnagar and the other in Mumbai. Now, if we want to
establish a computer network between these two branches, it is known as private
network. This network will be limited to the company. We have three ways to
establish a private network for the above case:

1. Use a dedicated wire to connect both the branches
2. Use satellite communication to connect both the branches
3. Use internet to connect both the branches.

From the above alternatives, options (i) and (ii) are more expensive, in certain cases
they might not be possible. For instance option (i) may face problems if there are
sea/mountains in between the branches.

In virtual private network (VPN) all the branches of any organization can be inter-
connected with the help of internet. Being a private network, no other person except
the authorized people of the organization can use it. In VPN, the transmission of data
takes place with the help of internet. In VPN, the security of data is a key concern, as
private information is flowing through the public internet. In VPNs, the data is made
secure using IPsec technology. Using IPsec, the data gets encrypted (cipher text)
and is transmitted over internet. No one in the middle can understand the data. Once
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the data reaches the destination, it gets decrypted (plain text) and can be used by
the organization. To establish VPN, special types of routers are required.

Figure 3.10 Virtual Private Network — VPN

Types of VPN Connectivity: Usually, VPNs are classified into three categories. Let
us explore each one of them in brief:

(a) Virtual Private Dial-up Network (VPDN) — Whenever an employee of any
organization wants to access the company's private network being out of station,
under those circumstances VPDN is used. An employee can connect his
computer with the internet, through which he can login to his company’s network.
A special kind of software called VPN client is required to establish this type of
connection.

(b) Intranet based VPN — It is also known as site-to-site VPN. Whenever, two or
more branches of an organization (sites) want to interconnect, they can connect
their LANs with Internet. This helps to establish intranet based VPN.

(c) Extranet based VPN — This type of connectivity is generally used when different
organizations want to interconnect with each other. LANs of various organizations
can be inter-connected with the help of internet. For example, a company (customer)
can order goods from another company (supplier) through VPN.

3.11 GENERAL SECURITY CONCEPTS

Each and every computer is a store house of information. Lot of information can
exists which may be personal information or belong to some organization. Most of
the time, the information is confidential which has to be protected from public.
Security is required to ensure that the data is protected, integral and safe. There are
various aspects of security like:

Securing the Computer

Securing the Network — outsiders cannot access private network
Securing the data being transmitted

Securing the data residing on the Server
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For the above aspects, different technologies exist to ensure security. For example,
username and password are used for authentication purpose while encryption and
decryption are used to maintain confidentiality of data being transmitted. Now, let us
understand various principles and techniques in security in detail.

Figure 3.11 General Security Concepts

Importance of Password: Whenever we use the Gmail or Yahoo mail services, we
provide username and password which plays an important role. They are used for
authentication purpose so that no other person can access our emails. Depending
on the situation, username and passwords can be different. For example, the
username and password used for home PC is different from those of e-mails.

In some cases, only passwords are used to secure a file. Whereas in other cases,
apart from username and password, one time passwords (OTP) are sent to mobile
via SMS for security purpose.

In case if our username and password are known to other people, our data becomes
unsecure. Although username can be known by others but password must always be
kept secret. Passwords are similar to keys that must be kept in private to secure the
data.

Note: Most of the websites uses captcha which asks to type few characters and digits that are distorted and
difficult to identify. Captcha is different from passwords, it is used to ensure that the data being entered
comes from aliving person and is not being entered automatically through some program.

Points to consider while selecting a password:

o Password must not be too small.
e Ideally a Password must be between 6-20 characters.
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e A Password must be a combination of digits (0-9), alphabets (a-z or A-Z) and
special characters ($, @, #).

o Password must not be a dictionary word.

o Password must not be a mobile number, car no., date of birth etc.

Examples of Passwords:

Username  Password  Particulars
Mahesh Mahesh Insecure
Mahesh Mahesh123 Insecure
Mahesh M123 Insecure
Mahesh 9879100000 Insecure
Mahesh 29feb Insecure
Mahesh GJ-6 Insecure
Mahesh Vanilla Insecure
Mahesh Iw@nt2fly Secure
Mahesh Lx2%$a33pqgr Secure
Mahesh TobeOrNotzb Secure
Mahesh  Trouble$hoot!ng Secure

Things to take care while using passwords:

Passwords must be changed at regular intervals.

If possible, different passwords must be used for different accounts.
Password must not be kept in written along with you.

Password must not be told to anyone.

3.12 FIREWALL

Network Firewall helps to secure the data in our computer and networks. Firewall is
like a fort that provides safety to our computer. It secures the information flowing out
from our computer and the information entering into our computer. As the 'Great Wall
of China' used to provide safety to China, similarly a firewall provides safety to any
computer or a network.

Basic Firewall Configurations: With the help of administrator login, we can either
enable (on) or disable (off) a firewall. There are two ways to configure a firewall:

a) By clicking on Windows Firewall Icon from Start button -> Control Panel ->
Windows firewall
b) By clicking on Left Pane and selecting "Turn Windows Firewall On or Off'
c) In a computer, when the data arrives from outside (enters our PC) through
network, it is known as inbound connection, while the data leaving our computer
(output of PC) to some network is known as outbound connection.

With the help of firewall configuration, we can ensure what type of data must be

allowed to enter our system or leave our system. For example, allowing data that
enters our system using HTTP or HTTPS protocol but denies the data of FTP
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connection. Firewall allows us to set rules and configure it according to different type
of network services like HTTP, FTP, and SMTP etc.

f‘:_\ . @ » Control Panel » All Control Panel ltems » Windows Firewall > Search Control Panel

&
&

&
&

Contrel Panel Home

Allow a program or feature
through Windows Firewall

Change notification settings

Turn Windows Firewall on or
off

Restore defaults
Advanced settings

Troubleshoot my network

See also
Action Center

Network and Sharing Center

Help protect your computer with Windows Firewall

Windows Firewall can help prevent hackers or malicious software from gaining access to your computer
through the Internet or a network.
How does a firewall help protect my computer?

What are network locations?

. '@-‘ Domain networks Connected V

. @‘ Home or work (private) networks Not Connected (>

. g‘ Public networks Not Connected (%)

Figure 3.12 Basic Configurations of Firewall

o=

@ . & <« All Control Panel rems » Windows Firewall » Customize Settings - Search Control Panel

Customize settings for each type of network
You can modify the firewall settings for each type of network location that you use.
What are network locations?
Demain network location settings
al @ Turn on Windows Firewall

Home or work (private) network location settings
al @ Turn on Windows Firewall

Public netwerk location settings
al @ Turn on Windows Firewall

() Turn off Windows Firewall (not recommended)

=) Turn off Windows Firewall (not recommended)

() Turn off Windows Firewall (not recommended)

[T Block all incoming connections, including those in the list of allowed programs

Notify me when Windows Firewall blocks a new program

[7] Block all incoming connections, including those in the list of allowed programs

Notify me when Windows Firewall blocks a new program

[T Block all incoming connections, including those in the list of allowed programs

Notify me when Windows Firewall blocks a new program

Figure 3.13 Customized Settings of Firewall
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Advanced Settings of Firewall Configuration: We can provide different inbound
rules or outbound rules to configure a firewall. If similar rules are required for
different computers over the network, we can configure a single system and copy
those rules to rest of the computers. For this, the option of ‘Import policy' and 'Export
policy' are used from the advanced settings of firewall.

With the help of firewalls, we can configure only inbound or only outbound
connections. We can generate log files with the help of firewall, these log file records
all the incidences. It can record the malicious activities (incidences) taking place in
the network that violates the rules. The configurations are shown in figure 7.18.

File Action View Help
«= @8
P Windows Firewall with Advance [IR RS TSR R Ty PP e Security on Local Computer Actions

E3 Inbound Rules + | Windows Firewall with Advanced Security ... &

g S:::::::::l:c:rity Rules e Windows Frewall wth Advanced Securtty provides network securty for Windows computers. 7 &/ Import Policy...

B, Monitoring 4a| Export Policy...
Overview - Restore Default Policy
Domain Profile is Active Diagnose / Repair

@ ¢
¥ Windows Firewal is on View »
® Inbound connections that do not match a rule are blocked.

G Refresh
@ Outbound connections that do not match a rule are aliowed.

[Z] Properties
Help

Private Profile

@ Windows Firewal is on.

© Inbound connections that do not match a ne are blocked.
@ Outbound connections that do not match a ule are aliowed

i

Public Profile

@ Windows Firewal is on.

© Inbound connzctions that do not match a rule are blocked
'(l Qutbound connections that do not match a rule are allowed

BY Windows Firewal Properties

| Getting Started -

Authenti Pl b

P

Create connection securty ndes to specfy how and when connections between computers are authenticated and
protected by using Intemet Protocol secunty (IPsec)

B Connection Securty Rues

View and create firewall rules

Create firewal rdes to allow or block connections to specfied programs or ports. You can also alow a connection only if
it is autherticated, or f 2 comes from an authorized user, group, or computer. By defauit. inbound connections are
blocked unless they match a rule that allows them, and outbound connections are allowed unless they match a rule that
hinclee tham

i ] K il )

Figure 3.14 Advanced Configurations of Firewall
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(T —

Domain Profile | Private Profile | Public Profile | IPsec Settings

Specify behavior for when a computer is connected to its corporate
domain.

State
i P Firewall state: [On ({recommended) -

Inbound connections: Block (default) hd

Outbound connections: Allow (default) hd
Protected network connections: Customize...
Settings

! ) -
— Specify set'tlngls that control Windows Customize
v— | Firewall behawior.

Logging

Specify logging settings for —
‘ troubleshooting. omize. .

Leam mare about these settings

[ ok ][ cance | & 2onh

Figure 3.15 Dialog box showing Inbound/Outbound and Log File Configurations in Firewall

Check Your Progress

1. Identify whether the firewall of your computer is enabled or disabled. If it is
disabled, put on the firewall of your system.

3.13 INFRASTRUCTURE SECURITY

Now-a-days, most of the organizations possess their own computer networks. Their
computer network and various devices work like an infrastructure. Security is very
essential for any infrastructure. Security concerns can be classified into two parts:

a) Physical Security
b) Logical Security

Physical Security: Computers and various devices of an organization must be
made secure from natural calamities like earthquakes, hurricanes, heavy-rains etc. It
must be secured from fire accidents, terrorist attacks, riots etc. Apart from this, it
must be ensured that the infrastructure is protected from the employees of the
organization. Any employee must not be able to steal the devices or do not start
using without the notice of managers or supervisory staff.
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Figure 3.16Infrastrucutre Security

Logical Security: As it is necessary to secure the computer hardware, similarly the
concern for security of data is required. Confidential data of any organization must
not be available to the outsiders or must not get corrupted by viruses. Lot of research
has been done to ensure the security of the data. Techniques like authentication,
authorization are applied to ensure the security of data and information. These
techniques are based on the mechanism known as cryptography.

Authentication: It is used to check the identity of the user. It allows identifying only
the allowed users can access the system.

Authorization: It is used to identify that the users can access the resources they are
allowed to on the basis of certain permissions (having proper rights to read/modify a
file).

Cryptography: It is the art and science to convert plain text (understandable data)
into cipher text (non-understandable form of data). The process of converting plain
text into cipher text is known as encryption while the reverse is known as decryption.
The encryption-decryption process requires keys and certain algorithms. However,
with the help of crypto-analysis, if the keys or algorithms are not good enough, hack
attacks are possible.

Operations Security: It is necessary to ensure that the daily operations of any
organization are carried out safely without any disturbance. The following points are
necessary to maintain operational security:

a) Development of Policies for computer usage and its implementation

b) To identify and design the Standards for the usage of data by various employees.
c) Necessary procedures to be developed and followed for each task.

d) Necessary guidelines to be prepared for the usage of systems and devices.

Organizational Security: New threats are being recognized daily, it is essential to

maintain security for the organization's network and systems. Few widely used

software to maintain security in an organization are:

a) Firewalls

b) Intrusion Detection systems (IDS) — it detects unauthentic users or programs
entering into the system or network.

c) Intrusion Prevention Systems (IPS) — it prevents unauthentic users or programs
entering into the system or the network.

d) Anti-Viruses, Anti-Malwares
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To enforce hardware based security, devices like bio-metrics authentication system,
smart cards, RFID cards etc. are used.

Communication Security: Whenever the transmission of data is taking place, the
following concerns are necessary to enforce communication security:

a) Confidentiality — to keep data confidential

b) Integrity — to ensure that the data does not change while transmission

During transmission of data, the following criteria must be satisfied:

a) Availability — data must always be available

b) Accuracy — data must be accurate and integral (without any change)
c) Authentication — data must arrive from authentic source

Note: https protocol provides confidentiality compared to http protocol. It is advisable
to use https protocol when sending passwords or confidential information.

3.14 NETWORK TROUBLESHOOTING

The following are few issues and solutions that arise in computer networks:

Question: A message occurs saying “Cable Unplugged”

Solution: Usually there are two reasons for the above message:

(a) The cable attached with the network card is not properly connected, or maybe the
cable is damaged. For this remove the cable, check it and again insert it.

(b) Hub or Switch is switched off, ensure that it is working properly.

Question: Computer is not connecting with the network.

Solution: Usually, when the IP address is not properly configured, the computer is
not identified over the network. The following things are to be done:

(a) Configure proper IP address, Sub-net mask.

(b) If the organization uses DHCP server, ensure that “Obtain an IP address
Automatically” is selected and check that the DHCP server is functioning and
reachable.

Question: Computer is getting connected to network but internet is not
working.

Solution: Although there can be many reasons, the following are few alternatives
that can be tried

(a) IP address is assigned but the Gateway or DNS is not configured properly.

(b) Internet is blocked from firewall.

(c) Computer is infected by virus or malware.

(d) Modem or USB dongle is not configured properly or not working.

(e) Services from ISP has been stopped (Internet account might have expired)

3.15 CHECK YOUR PROGRESS: POSSIBLE ANSWERS

Q1. Select the appropriate choice from the followings

1 Which of the following is requred to surf Internet ?
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A) Browser B) Microsoft OfficeC) Outlook D) Wi-Fi
2 URL stands for

A) Unified Research Location B) Uniform Resource Locator
C) Uniform Resource Link D) Unified Research Link
3 In the E-mail address: abc@baou.edu , is the domain name.

A)abc B).org C)baou.org D) None of above
4 Which of the following is a valid website address ?

A) www.baou.edu.in B) www.baou@india.baou
C) wwww.baou.india.uni D) wwwbaou.university.com
5 is the owner of Internet.

A) USAB) UK C) India D) None
Q2. Fill in the blanks

is not a Search engine. (Bing, Outlook, Google)
Outlook is a product of . (Google, Apple, Microsoft)
Wireless Internet cannot be established using (Wi-Fi, Hotspot, Hub)
cannot be accessed with Internet. (PDA, Mobile, Stand-Alone
Computer)
Software Applications running on Internet are known as applications.
(desktop, web, mobile)

A ON -

(6)]

Q3. State whether the followings are true or false:

Every mobile phone has internet connection.

Previous emails (old emails) can be viewed in Outlook.
Netscape is a browser.

For any business application, Internet is mandatory.
The length of IP address must be 12 digits.

AP WN -

Q4. Match the pair
A B
1 a. Firefox Mozilla

2 b. Internet explorer

3 c. Safari

4 d. Chrome

Answers

Q1. 1. A (Browser)

2. B (Uniform Resource Locator)
3. D (None of above)

4. A (www.baou.edu.in)
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5. D (None)

Q2. 1. Outlook 2. Microsoft 3. Hub 4. Stand-Alone Computer 5. Web
Q3.1.False 2.True 3.True 4.False 5. True

Q4. 1-b, 2-a, 3-d, 4-c.
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Unit 1;

Unit Structure

1.1 Learning Objectives

1.2 Introduction

1.3 Windows-7 Practicals

1.4 Word-2010 Practicals

1.5 Excel-2010 Practicals

1.6 Powerpoint-2010 Practicals
1.7 Outlook Practicals

Practical Exercise

1
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1.1 LEARNING OBJECTIVES

After studying this unit students will able to:

e Apply Theorical knowledge learned in previous chapters
e Enhance their Practical knowledge

1.2 INTRODUCTION

This chapter is for the practice of students. Whatever discussions the students are
having in previous chapters their practical exercises are given here so that they can
apply the concepts learned. This will also help them to enhance their knowledge by
applying theory concepts. So now let us move further to see the exercises.

1.3 WINDOWS-7 PRACTICALS

Q1. Change Background and screen saver in Windows 7.

Q2. Draw Natural Scene in MS-Paint.

Q3. Write your computer hard disk drives and their storage capacity.
Q4. Change date and time of your computer.

Q5. Write IP address of your computer.

Q6. Use any gadgets of your choice in your Windows 7.

Q7. Type any paragraph in notepad and copy it in WordPad and format the
paragraph in WordPad.

Q8. Prepare your important task list in sticky note.

Q9. Pin calculator program in taskbar.

Create short cut of Word, Excel and PowerPoint on your desktop.

1.4 WORD-2010 PRACTICALS

Q-1 Type the following text in Word-2010.

The Panchatantra

The Panchatantra stories are written by many years ago. Each stories of
Panchatantra has some lesson at the end of the story. The stories like “The thirsty
crow” has lesson “Necessity is the mother of invention”.

These stories use generally animals as characters of the story. This story makes
children interesting in reading the story.

Some of the popular stories are:
e The talkative tortoise

e Who will bell the cat?
e The clever jackal
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Do as directed.

(1) Save your file with name “Panchatantra”

(2) Check your document for spelling mistakes

(3) Bold and underline the text “The thirsty crow”

(4) Make line spacing of paragraph as 1.5

(5) Give hanging indentation to the paragraph starts with “These stories use...’
(6) Replace word Lesson with Message using find and replace option.

(7) Insert header in your document and write your name in header.

(8) Change bulleted list to number list

Q-2. Type following paragraph in Word-2010 :

Curriculum Vitae of Sachin Tendulkar
OBJECTIVE

To seek career challenges keeping in view my past achievements and future goals.
And to set new industry benchmarks in everything | endeavor.

PROFESSIONAL EXPERIENCE

¢ International Cricketer: Indian National Cricket Team [1989 -2013 onwards]

e First Class Cricketer: Mumbai, West Zone, Yorkshire [1988 - 2013 onwards]

e Junior Cricketer: Shardashram School, Bombay U-15, West Zone U-15 [1985-
1983].

KEY OPERATIONS & MISSIONS UNDERTAKEN

1. 155* — Operation Deflate Warne [Chennai, 1998]

2. 143 & 134 — Operation Desert Storm [Sharjah, 1998]

4. 98 — Operation Tame Vile Green Warriors [Centurion, 2003]
CRISIS MANAGEMENT EXPERTISE

1. 119* — Operation Bat Till Bedtime [Manchester, 1990]

2. 82 — Mission Find New Opener [Christchurch, 1993]

3. 1-0-3-0 — Operation Hold South Africa [Kolkata, 1993]
OTHER BUSINESS INTERESTS

| have interests in the food and beverages industry. | partly own two restaurants in
Mumbai:

e Tendulkar’s (Colaba, 2002).
e Sachin’s (Mulund, 2004).

[Reference: xa.yimg.com/kq/groups/18137660/.../cv+of+sachin+tendulkar.pdf]
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Do as directed.

(1) Save your file with name “Sachin” in My Documents.

(2) On left side of first line, insert image of sachin Tendulkar.
(3) Insert border in word document.

(4) Insert “Confidential” as watermark text.

Take print out of your file.

Q-3Create following table in Word-2010

Surname | Name | Computer | Guajarati | English
Mehta Anjali 75 65 70
Kotari Zarna | 60 68 55
Gandhi | Vandna | 90 55 86

(1) Add row between Zarna and Vandna

| Patel | Rachana | 85 [ 80 | 90 |

(2) Give Right alignement in second row

(3) Add column “Total” as a last column

(4) Using formula Find total of marks in “Total” column.

(5) Arrange data in table surname wise in ascending order.

Q-4 Mail Merge

Write letter using mail merge feature of Word 2010 for inviting your friends at party.
Invite at least your five friends.

1.5 EXCEL-2010 PRACTICALS

Q1 Type the following data in excel and calculate values as per following
instructions.

Employee Name Bharat Patel

Designation Assistant Professor

Month-Y ear Oct-13

Allowances Amount  Deductions Amount
Pay 15600 IT ?

GP 6000 GPF ?

DA ? PROF. TAX ?

HRA ? GIS ?
COMPLOALLOW ? FOODGRAIN DAVANCE ?

MA ? FESTIVAL ADVANCE ?
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TA ? HOUSE RENT ?
OTHER ALLOW ? EPF ?
OTHER ? OTHER ?
TOTAL EARN ? TOTAL DED. ?
Net Pay : ?

(1) DA is 90% of Pay+GP

(2) HRA s 20% of Pay+GP

(3) MAs 1% of Pay+GP

(4) TAis 10% of Pay

(5) IT is 10% of Pay

(6) GPF is 12% of Pay+GP

(7) Prof. Tax is to be calculated as follows
a. Prof. Taxis 100 if total earn is between 0-6000
b. Prof. Tax is 150 if total earn is between 6001-12000
c. Prof. Tax is 200 if total earn is > 12000

(8) Enter all other information manually

(9) Calculate Total Earn, Total Deduction and Net Pay

(10) Format the pay slip

(11) Create same sheet for Nov-2013 and Dec-2013 and Group all three sheets.

Q. 2 Create worksheet as shown below in Excel and calculate as per below
instructions

A 2] C D E F G H |
1 Student ID Student CCC-1 CCC-2 CCC-3 CCC4 Total Percentage Result
Name 35 70 35 100 240
2 1 Kiran 28 56 20 80 ? ? ?
3 2 Sanjay 25 45 25 75 ? ? ?
4 3 Hardik 20 52 29 69 ? ? ?
5 4 Jatan 15 47 30 72 ? ? ?
6 5 Komal 18 18 30 55 ? ? ?
7 6 Sparkline
Chart
8 7 Average ? ? ? ? ? ? ?
9 8 Minimum ? ? ? ? ? ? ?
10 9 Maximum ? ? ? ? ? ? ?
11 10 No of Pass ? ? ? ? ? ? ?
12 11 No of Fail ? ? ? ? ? ? ?

(1) Calculate total marks using formula

(2) Calculate percentage using formula and give percentage format up to two
decimal points.

(3) Generate students result. To pass in exam student must have at least 40%
marks in each subjects. Write SC in result if student is pass and NC if student
fails.

(4) Sort student data in ascending order of percentage

(5) Show fail students row with red background using conditional formatting.

(6) Using filter feature separate student with more than 70% marks and copy all
rows and paste at J1 cell.

(7) Prepare column chart showing student name and Marks obtained in CCC-1

(8) Prepare pie chart showing pass and fail student’s percentage.
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(9) Calculate Average, Minimum and Maximum marks in each subjects using
function.

(10) Count number of pass and number of fail students in each subject using
function.

(11) Create Sparkline chart for CCC-1, CCC-2, CCC-3 and CCC-4 in cell C7, D7, E7
and F7 respectively.

(12) Convert information in table format and apply style of your choice.

Q3. Create Excel worksheet for following information and calculate values as per
instructions .

>

1  Transaction ID Date Description Debit Credit Balance
2 1 01/07/2013 Initial Balance 50000 50000
3 2 13/07/2013 Purchase Row material 8000 42000
4 3 24/07/2013 Food 4000 38000
5 4 10/08/2013 Cheque Received #25632 7500 45500
6 5 12/08/2013 Furniture 5000 40500
7 6 15/09/2013 Bank Interest 2500 43000
8 7 01/10/2013 Sdary 7000 36000
9 8 20/10/2013 Cheque Received #45263 10000 46000
10 9 30/10/2103 Fuel 1000 45000
11 10 03/11/2013 SalesIncome 8000 53000
12 Total

Minimum

Maximum

Average

(1) Find Balance using formula.

(2) Find total income and total expense.

(3) Calculate maximum, minimum and average income, expense and balance
using function.

(4) Sortin descending order of date.

(5) Format income with greater than 10000 and expense greater than 5000.

(6) Create date wise bar chart for income and expense.

(7) Prepare Sparkline chart for balance

(8) Convert information in table format.

(9) Calculate no of days on which balance is greater than 50000.

(10) Prepare pie chart for showing income and expense percentage

(11) Find month wise subtotal of income and expense

(12) Copy October month information and paste at some other place in your
worksheet.

Q4 Enter following information in excel worksheet and do necessary calculations as
per instructions.

A B C D E = (€]
m———|
2
|3 Question-1 Question-2 |
4
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|5 Gender Frequency Percentage Marital Status Frequency Percentage|

6 Made 650 Married 750

| 7 Femae 750 Widowed 160 |
8 Total Divorced 78

| 9 Separated 50 |
10 Un-Married 250

| 11 Total |

(1) Find percentage and total using formula.

(2) Draw column chart for gender in separate sheet and give proper name to chart
sheet.

(3) Draw pie chart for marital status in separate sheet and give proper name to chart
sheet.

(4) Give tab color to work sheet and protect file with password.

(5) Save file as pdf file.

1.6 POWERPOINT-2010 PRACTICALS

Q1

Open PowerPoint 2010 and Prepare different slides for providing information
regarding Dr. Babasaheb Ambedkar Open University. You can include information
such as university establishment, vision, mission, objectives, various courses run by
university, staff information, year wise student information and university program
photos. You can collect these information from university prospectus and from
university website http://www.baou.edu.in available on internet. Arrange proper
information in slides.

Change slide as per following instructions

1) Prepare bulleted list for university objectives.

2) Show current date and slide number in slide footer.

3) Use different slide transitions effects sounds such as braze, click, push,
applause etc. for slide transition.

4) Check Spelling mistakes in slides prepared by you using Spelling command of
review tools.

5) Print all slides such that two slides print in one page.

6) Insert University event photos in slides at proper place using clipart command
from Insert tab.

7) Prepare custom slide shows for selected slides.

8) User predefined time for each slide to automatic change slide when slide show
presented.

Q 2 . Prepare PowerPoint slides as per following instruction and slide given below.
(1) Prepare title slide as shown in slide-1

(2) Prepare table as shown in slide-2

(3) Prepare chart as shown in slide-3. You can use necessary data from chart itself
(4) Prepare slide as shown in slide-4 and obtain necessary picture from clipart.

(5) Give slide design

(6) Setup slide show to automatically show each slide for 5 Seconds.

(7) Give animation effects to text in slide 4 and slide 7.

(8) Give slide transition effect to each slide.
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(9) Add slide-9. Insert any table already prepared in excel in slide-9.
(10) Add Slide-10. Insert any video in slide-10, video should be played when mouse

pointer is place over video.

(1)1)

Student Information

2)

Course Enrolment

I = s
Course Course

2009 20000 5630 15000 6000 7500

2010 17850 4785 12563 4256 6585

2011 25000 8562 17523 7523 7256

2012 25630 4639 18523 4444 3698

2013 15630 4500 16963 6321 7456

(12)
3) 4)
Results Certificate Course
Chart Title + Computer Courses + CCC
mPass% mFail% m Absen % . CIC
[’m * CCC-In Service
5=
Certificate Diploma Bachlor Master Vocational
5) 6)
LS AL Ruacllet v YA
1
- | J e
’——|1|
l Director l Registrar ‘
ITeachingStaﬁ INOH‘;T:f?hng l Rs.l‘qg-?sst.rar
7) 8)
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1.7 OUTLOOK PRACTICALS

Q1. Add your email ID and other information in outlook.

Q2. Prepare your email signature.
Q3. Add information on calendar for email.

Q4. Prepare task and note for email in outlook.
Q5. Send email to your five friends using CC.
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Unit 2:
Utility, Troubleshooting, Installati
on and Best Practices

2

Unit Structure

2.1 Learning Objectives

2.2 Introduction

2.3 Microsoft Office Indic

2.4 TBIL Data Converter

2.5 The use of different storage devices (CD, DVD, Pen Drive)
2.6  Copy and paste the file from LAN

2.7 Upload and download file from the Internet using FTP
2.8  Scanner

2.9 Installation

2.10 Best Practices

2.11 Troubleshooting

2.12 Portable Document Format (PDF)
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2.1 LEARNING OBJECTIVE

After studying this unit you will get an understanding of the following issues.

e Download, Install and do various settings in Microsoft Office Indic to type in
Guijarati. Also be well informed about the different types of keyboards.

e Downloading, Installation and use of TBIL software to convert text written in one
Indian language into other Indian languages and in the language of one format
into another format.

e To copy and paste data in CD, DVD & pen drive in Windows 7.

e Copy files from your computer and paste on another computer attached in the
LAN in Windows 7.

e How to utilize FTP protocol to copy and paste file on internet in Windows 7.

e Scan the Picture, document or other information through the scanner attached to
the computer.

e How to install and Uninstall Microsoft Office 2010, fonts, printers or any hardware
or software in Windows 7.

e How to get information about software patch, upgrade and new version to
install, viruses and anti-virus, backup and scandisk.

2.2 INTRODUCTION

It is necessary to learn downloading, uploading as well as several other important
features like installation when you are using software for documentation purpose.
This chapter gives students detailing about this points as well as other facilities like
conversion of one language into other language. Utilization of FTP protocol as well
as how to install and uninstall any software.

2.3 MICROSOFT OFFICE INDIC

www.bhashaindia.com has specially created font for people to easily write in Gujarati
language. It is required to install the Gujarati IME (Input Method Editor) Indic. After
installation, some settings in computer need to be done to work in Gujarati.

Indic IME is an open source project. So it does not require a license. Currently, it is
available in multiple languages. First you have to go the website
http:\\www.bhashaindia.com and download the software.
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J 01 Re: Al Formated - Letter s x Y © Know Your urisdictional  x ¥ 3 Google Translate %V [ Bhachalndia - Downloads x Y Download Micrasaft Offic %

€« C | [} www.bhashaindia.com/Downloads/Pages/home.aspx o =
Punjabi Download Download Download -
Tamil Download Download Download
Telugu Download Download Download

* Indic Input 2

Who should use Indic Input 2?

Users working with latest operating systems should use Indic Input 2. It is suitable for -

 32-bit version of Windows Vista or Windows 7 or Windows Server 2008

« 64-bit version of Windows XP or Windows Vista or Windows 7 or Windows Server 2003 or Windows Server 2008

Language Vista/Windows-7 32 Bit Vista/Windows-7 64 Bit Help

Assamese Download Download Download
Bangla Download Download Download
Gujarati Download Download Download
Hindi Download Download Download
Kannada Download Download Download
Malayalam Download Download Download
Marathi Download Download Download
Nepali Download Download Download
odia Download Download Download
Punjabi Download Download Download
Tamil Download Download Download
Telugu Download Download Download

* Indic Input 1

Who should use Indic Input 1?

Users working with older operating systems should use Indic Input 1. It is suitable for -
 32-bit version of Windows 2000 or Windows XP or Windows Server 2003.

* Indic Input 1 is NOT supperted on newer versions of operating systems.

Language | Windows XP 32 Bit

|1 Gujaratiindicinput2_6..zip | |1 Gujarati IndicInput3..zip ~ ¢ languageinterfacepa...exe ¥ Showall downloads... %
| It I

Figure 2.1

Now, let us see how to install Indic IME software. After the ZIP (.zip) Indic Input 2 file
has been downloaded from the website,itwill have tobe un-zipped. By
double clicking on the ZIP file, it is extracted (un-zipped) and extracted files will be
available in a new directory.

Welcome to the Gujarati Indic Input 2 Setup
Wizard

The installer will guide you through the steps required to install Gujarati Indic Input 2 on your
corputer.

WARMIMG: This computer program is protected by copyright law and intermational treaties.
Uhauthorized duplication ar distribution of thiz program, or any portion of it, may result in severe civil
or criminal penalties, and will be prozecuted to the masimumn extent pozzible under the law.

Figure 2.2

Here, we have to double-click on the Setup.exe file. When we Double-click on .exe
file, a screen appears as shown in Figure 2.2.

Here, click on the Next button and the new dialog box appears as shown in Figure
2.3.
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Select Installation Folder

The installer will install Gujarati Indic Input 2 to the following folder.

Toinstall in thiz folder, lick "Mest". Toinstall to a different folder, enter it below or click "Browse".

Folder:

C:\Program Files [#8E]vw ebduniatGujarati Indic Input 24 Browze...

Install Gujarati Indic Input 2 for yourself, or for anyone who uses this computer:

(") Everyone
(@) Just me

Figure 2.3

Here, click on the Next button and the dialog box opens, as shown in Figure 2.4

Installation Complete

Gujarati Indic Input 2 haz been successfully installed.

Click "Cloze'" to exit.

Cancel

Figure 2.4
Then, click on Close and Indic IME application will be installed.

2.1.1 Setup for the Gujarati language

To write in Gujarati Language, we have to go to control panel and then go to a
Region and Language option as we can see in Figure 2.5.
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BN Bl ==

~
@Uv|9 v Contrel Panel » Clock, Language, and Region - | $¢| | Search Control Panel R |

Control Panel Home I Date and Time

Setthetime and date | Change thetimezone | Add clocks for different time zones
Add the Clock gadget to the desktop

Systermn and Security
Network and Internet
Region and Language

'f'_i' Install or uninstall display languages | Change display language | Change location
Programs Change the date, time, or number fermat | Change keyboards or other input methods

Hardware and Sound

User Accounts and Family
Safety

Appearance and
Personalization

* Clock, Language, and Region

Ease of Access

Figure 2.5

Here, we have to select Keyboard and language tab. Then click on Change
keyboards. On doing so, a dialog box will appear as shown in Figure 2.7.
¥ Region and Language [E5

Keyboards and other input languages

To change your keyboard or input language click Change keyboards.

Change keyboards...

How do [ change the keyboard layout for the Welcome screen?

Display language

Install or uninstall languages that Windows can use to display text and
where supported recognize speech and handwriting.

[ @Installfuninstall languages...

How can linstall additional languages?

Figure 2.6
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L. Text Services and Input Languages @

General | Language Bar I Advanced Key Settings |

Default input language
Select one of the installed input languages to use as the defautt for all input
figlds.

[ English (United States)-US -

Installed services
Select the services that you want for each input language shown in the list.
Use the Add and Remove buttons to modify this list.

English {United States)
&) Keyboard
= Us
= Other
= Ink Comection

o ) [ ][ ]

Figure 2.7

Here, click on Add button, so the dialog box appears as in Figure 2.8.Select the
Gujarati (India) Gujarati Indic IME option from the Ilist of languages and
select OK. We can see a Language bar on the desktop, as shownin 2.9. We can
write text in English as well as Gujarati by selecting a language in Language bar.

= Add Input Language @
Select the language to add using the checkboxes below. ok
-- German (Switzerland) -
-- Greek (Greece)
-- Greenlandic (Greenland) T
= Gujarati (India) -

- Keyboard
i [CGujarat
:..[¥| Gujarat Indic IME 1 [v 5.1]
E----DHindi Traditional
i ‘.| Show Mare. ..
[+ Other
L[]k Correction
- Hausa (Latin, Migeria)
- Hebrew (Israel)
- Hindi (India)
- Hungarian (Hunagary)
- Icelandic (Tceland)
- Igbo (Migeria) hd
1l r

T

C O o IO OO prog DO O A
e

Figure 2.8

2.1.2 Changing language: from English to Gujarati
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m = ol @ @ BB 5‘;'1379/;;;147

Figure 2.9

English or Gujarati language can be selected from the toolbar. You can see that
Gujarati Language is chosen in the diagram shown above.

2.1.3 Introduction of the Gujarati Keyboard

As shown in the figure, Gujarati Indic IME keyboard provides a facility like
following keyboards. By selecting the last option ‘Shoe Keyboard’, the selected
keyboard layout will appear on the desktop as shown in in Figure 2.11. If the
first option is selected, keyboard layout will not appear.

Gujarati Transliteration
Gujarati Typewriter
Gujarati Typewriter (G)
Gujarati Inscript
Godrej Indica
Remington Indica
Special characters

Gujarati Terafont

Show Keyboard
Figure 2.10
Guijarati Transliteration: This keyboard is phonetic. When we type in English here,
English words are automatically typed in relevant words in Gujarati. This is very
useful when you know the English spellings of the Gujarati words and want to type in
Gujarati. While typing, you get On Fly Help as shown in Figure 9.11-a. If you want to
type ‘computer’ in Gujarati, you haveto typek + m + p + yoo + Ta + r. More
examples given below are from Software Help Manual.
Input Output
auShadhee w4
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Rtu ]
Ofar SR
Anukulan Uelg ol
sangeet Aolld
atH uct:
shuddha Y&
vidhya Qe
satyam AN
slnzge? |
Help b
ra |rma | |ree [ |roo [re |rai |0 Jrau | |H [ M [D | |Ra
!zzlﬁé’tzs%'&é‘lz‘léz:éﬂl‘zz
Figure 2.11-a

Gujarati Typewriter and Gujarati Typewriter (G): The layout of this keyboard is similar
to the Guijarati type writer keyboard.

Gujarati Typewriter |
Al zf2 ;3 w5 s 7oals s el sl sl of e[
& 4 2 2 ¥ u g & I & 0 ) @ &
q Jlw tle e#fr z]t oy 2ju afi exfe e AL =]l =
& * ul w| o al o 2 5 s 2
a oz |: d L)t j g aolbh Al ok |l o =
s Lo wl 5] w] e A« af w| O] P
I3
] r Afx =2lc v -Jp vlm Alm 7| ¢ & Shift
shift 2 5L 5 W, W E. 3L el B
Space Bar |
Gujarati Typewriter (G) I
© ool gl2 i3 efda s e efr afs ela slo sf. a2l e
& il 3 3 b u S 9 [ e O o &
e 17 AF Y Fr 3y gu i eiye B Bl 3] ¢
® ] T w, d 7 aL 2 % | 5 2
a ol (ld f e <fh Bl <k eh &, = = Erter
i 5 H, al o, K1 o, 2 al . o
Shift z E A e JYE G M Al S Gl o Shift
% 8L 5 ul, W, E ol e} B
Shace Bar
Figure 2.11-b

The keyboard shown below operates as per the key indicated on it.
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Gujarati Inscript
oo e 33 oezfd zfs als AfF afe afs ([0 j-o;==l-a'l.?'.d1(_
[ i 4 2 3 , g @ (2 & 0 - 2 ol )
n g wlfw e nfr &t Sy Hju sl dwlo wip B[ | =L
| 7 al & al, <l 2 o, ) al, z o o
a ulilz Tld |t Blg &k sl ko owll =, s &
N ! Enter
| o L G 2 (@ 2 1 Z 5 d. i 2
.. z lx -;.:-”Ic: llle 'lb 'ln Ullm %Ll, H.l. |l.l’ 7 Shift
é y ol oL g1 gk 2,
— Space Bar ———————
\Gujarati Godrej Indica Typewriter
ozl a2 F 3F xP wlf off e <P | of : B W
Y& 5 ? m - a 2 & 5 a 4 /
8 g™ ot ot 3t ¥y gfv o 20 Pogll 3§ =
Ik o L7 -1 ] a ual o al 8 2
off ald aff 1o = fi &k O B ] =
prs Loy | ol ] o 4| @ Al o« % "
| EA T Y [ !v =B 0 glm 5| el At r Shift
Shift 2 5L 5 L W E B L 2 0 :
Space Bar
Gujarati Remington Indica Typewriter
D O R D O G G G E
| a & & ) | 1 1, 4.
I eff =t ¥
=8 T ul al u o )
I3 "
F = B W ‘E .
Caps Lock ] o, 8 u, al ol %
3
| I g% alc | LN | ]
=hift 2 1 5 L W
Space Bar
\Gujarati Terafont Keyboard
Cogl 92 %3 34 w¥[5 e ¢f7 ofs of8 cJo 2] o A 2
L g & G2 ! U 1} QL 2 & 5 2 o b |
q o|lw e @r 2|t dy #u 3l =l e & ] ¢
| o8 b al e uw] Al nf a] 5 _ =
a ofs [fd 3t e alh i clk 2|l Lk[; T = Ert
phs Lo o R E E E E B E B 9 ;' ]
2
| r Blx 2=c Il -lb wn 2fm Z{, el. & @ Shitt
=hift 2 5L 5 u W £ 3L cl ] 0
Space Bar
Figure 2.11-c

The keyboard shown in Figure 2.11-d is used for special characters in Gujarati.
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Figure 2.11-d

2.4 TBIL (TRNASLITERATOR BETWEEN INDIAN
LANGUAGES) DATA CONVERTER

TBIL is a software to convert information from one Indian language to other Indian
languages. Data in Word, Text or Access file in ROMAN or UNICODE format can be
transliterated in other Indian languages through this software. Currently it
supports seven languages. The software is an open source, which can
be downloaded for free. The free of cost software can be downloaded from
www.bhashaindia.com.

It is necessary to have Windows XP or higher operating system for TBIL and MS
Office version should be Microsoft Office 2000 or higher. Installation of TBIL starts as
soon as we double click on the setup.exe file. At the end, click on Finish and its
icon appears on the desktop.

TBI/Converter Setup

% Welcome to the TBIIConverter installation program.
=

etup cannot install system files or update shared files if they are in use,
re proceeding, we recommend that you dose any applications you may

Figure 2.12
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http://www.bhashaindia.com/

2 will add items to the group shown in the Program Group box,
-an enter a new group name or select one from the Existing

ps list.

Program Group:

BIl Converter

Existing Groups:

Accessories
Administrative Tools

Continue | Cancel |

Figure 2.13

Let’s understand with an example. We have created one file which we want to
convert its text in any other language. To do so, first we click on TBIL icon and the

screen appears as shown in Figure 2.14.
TBIL Data Converter

il B

TBIL Data Converter
(Transliterator between
Indian Languages)

-0

Select One of the Conversion Options
{_} Access (MDE) Files

(1]

") Excel Files

Exit

Figure 2.14

We have to select the file type by clicking on the radio button from the given options-
Text, Word, Access and Excel. After selecting, click on Go button and the dialog box
as shown in 2.15 appears. We can see the Source Font Selection Wizard

340



S

TBIL Data Converter - Font Selection -

Select Source Language, Source Font and Target Language for Conversion.

Source Language | Gujarati j

Source Format | Unicode j

Source Font | Shruti j

Target Language | Hindi -

Target Format | Unicode j

Target Font | Mangal j

Next ” [ Back ]‘ | about ”
Figure 2.15

Options Use
Source We have to select the language in which we have written the
Language | information such as Hindi, Gujarati, Tamil or any other language.
Source Here, ASCIl, UTF, UNICODE options are given. It is usually
Format recommended to click on ASCII or UNICODE.
Source We have to select the fonts of the language that we have used.
Font
Target We have to select name of the language in which the data is to be
Language | transliterated.
Target We are given ASCII, UTF and UNICODE options here, out of which it
Format is usually recommended to select ASCII of UNICODE.
Target We have to select the font in which we want to covert the font. E.g.
Font Here, we want to select fonts for Hindi language, so we should select

Mangal font.

After this selection, we should click on the Next button to go to the new dialog box
which appears in Figure 2.16.

TEIL Data Converter - File Selection (Select Doc Files) (X
Source Language : Gujarati Source Font : Shruti
Target Language : Hindi Target Font Mangal

Click Browse to select DOC file(s) to be converted to Unicode,when done Press Convert to start..
[ Ahout ]

[ Remove Al Files ]

[ Fernove File ]

[ Exit |

Browse,, | [ Convert l| [ Back ]
Figure 9.16
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By clicking on the Browse option here, we have to select Word, Excel or Access file.
As soon as we click on ‘Convert’ and completion of the process, the converted file
can be seen at the location of the given path.

Figure 9.17

2.5 USE OF DIFFERENT STORAGE DEVICES

CD-ROM / DVD data writing (Burning Data Disc)

Windows Explorer is used to write data in Windows 7 so that it can
be viewed or copied in another computer. Windows allows you to  write data
in two formats.

1. Live File System format: This format is useful to use data ona
computer with Windows XP or later operating system.

2. Master Format: This format is useful to view the data or play data
on any computer or on a CD, DVD or Blue-Ray player. To writing the data in this
format to the hard disk which has space should be twice the size of disc.

Write data into the live file system format

=

Put writable CD or DVD in your computer's CD, or DVD Writer.

2. As CDor DVD s placed in Writer, the Auto play dialog box appears. Click on
Burn files to disc using Windows Explorer.

3. Type the name of a disk in Disc title box in Burn a Disc dialog box. Click on like a
USB Flash Drive and click next. The disk formatted in Live File System format
and shows disk empty folder.

4. To make a copy in blank disc, drag one by one or all at the same time in blank
folder. As you drag the file, it will be automatically copied to disk

5. In Windows Explorer, click on CD or DVD drive then click on the toolbar and then

click on the Close Session. After following these steps, you can use the disk on

another computer.

Master writing data format

1. Put Writable CD or DVD, in your computer's CD, or DVD Writer.
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As CD or DVD is placed in Writer, the Auto play dialog box appears. Now click on
Burn files to disc using Windows Explorer.

Type the name of a disk in Disc title box in Burn a Disc dialog box. Click with a
CD / DVD player and click next.

To make a copy in blank disc, drag one by one or all at the same time in blank
folder.

Now click on Burn to Disc in the toolbar and follow the steps in the wizard. Files
will be copied to the disk after above steps are followed. When the data are
written to the disk, the disk tray opens and user can take it back from the trey and
use it in another computer or DVD player.

Pen Drive

Files can be copied from Hard disk to Pen Drive in the following way.

1.

In windows explorer, select the file from Hard Disk. Click right button of mouse
and then select Copy option from shortcut menu or press Ctrl + C. Select a
path on Pen Drive and click the right button of mouse. Select Paste option from
shortcut menu or press Ctrl + V and the selected file will be copied in Pen Drive.
In windows explorer, select the file from hard disk and click right button of mouse
and then select Send to option from shortcut menu and within that select pen
drive option to copy the file in the Pen Drive.

Files can be copied from Pen Drive to Hard disk in the following way.

1.

In windows explorer, select the file from Pen Drive. Click right button of mouse.
Then select Copy option from shortcut menu or press Ctrl + C. Select a path on
Hard Disk and click the right button of mouse. Select Paste option from shortcut
menu or press Ctrl + V and the file will be copied in the Hard Disk.

2.6 TO COPY AND PASTE FILE FROM LAN

Follow the following steps to copy files from the network computer to your computer
in Windows 7.

1)
2)

3)

4)

5)

Press Windows Key + E or click on Start —Computer to open File Explorer.
Click on the Network icon in the left side, which shows the list of connected
computers to your computer.

Select the computer from the list, from where you want to copy the file and
double-click on it.

If the computer is protected, than a dialog box will appear. You have to enter
correct user name and password. When you press OK, shared folder / file will be
shown on the computer that you need to copy.

Copy and Paste the file wherever you want in your computer.

Follow the following steps to copy files from your computer to the network computer
in Windows 7.

1)
2)

Press Windows Key + E or click on Start— Computer to open File Explorer.
Select the file which you have to copy from the File Explorer.
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3) Click on the Network icon in the left side. It shows the list of connected computer
to your computer.

4) Select the computer where you want to copy the file, from the list and double click
on it.

5) If the computer is protected, than a dialog box will appear. You have to enter
correct user name and password. When you press OK, shared folder/ file will be
shown on the computer that you need to copy.

As mentioned earlier, paste the file you have copied in the computer. However,

the computer on which the files are to be pasted should have Write permission.

2.7 UOLOAD AND DOWNLOAD FILE ON INTERNET USING
FTP

FTP (File Transfer Protocol)is used to download or uploada file from
one computer to another computer using Internet. Address of any ftp site start with
ftp: //

To download File: Type the site address from where you want to download a file in
the address bar of |Internet Explorer. E.g. ‘ftp://ftp.microsoft.com’ as
shown in Figure 2.18. In doing so, it shows a list of available folders and files on the
site, which can be viewed by clicking on the file or folder. For saving the file, right
click the mouse on the file or folder to be saved and select Save Target as an option
to download the file.

Index of / x ¥\

€« C [ ftpy/ftp.microsoft.com

Index of /

Name Size Date Modified
bussys 28/04/2010 19:21:00
deskapps 28/04/2010 22:17:00
developr 28/04/2010 23:14:00
KBHelp 28/04/2010 23:15:00
MISC 28/04/2010 23:15:00
MISC1 29/04/2010 06:54:00
peropsys 29/04/2010 08:47:00
Products 29/04/2010 17:10:00
PSS 29/04/2010 17:13:00
ResKit 29/04/2010 17:22:00
Services 29/04/2010 19:51:00
Softlib 30/04/2010 08:37:00

Figure 2.18

To Upload File: It is necessary to have specific permission granted to the ftp site on
which we want to wupload a file or files. In addition, the user
name and password are required to login.

1) Type the name of a site from where you want to download data in the address

bar of Internet Explorer. As shown in Figure 2.19, type
ftp://ftp.microsoft.com and press Enter to open the site.
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ftp://ftp.microsoft.com/

EM English (United States) (Z)Help EI@

@uvl p://ftp.microsoft.com/developr/ - | +5 | | Search developr ol
Organize ~ &S v @
-
- Favorites adc Beic
Pl Desktop File folder File folder
4. Downloads
| Recent Places DEVCAST devutil

File folder File folder

m

a Libraries

J drg dstlib

£| Documents File folder File folder

@ Music

=] Pictures fortran fox

E Videos File folder File folder
Figure 2.19

2) Press Alt+F to open file menu. Login dialog box appears when you press Login as
from the file menu. Type correct username and password to login.
Now you can upload a file in folder on ftp site.

Log On As @

f? To log on to this FTP server, type a user name and password.
4

FTP server: ftp. microsoft.com

User name: -
Password:
After you log on, you can add this server to your Favorites and return to it easily.

& FTP does not encrypt or encode passwords or data before sending them to the
server, To protect the security of your passwords and data, use WebDAV instead.

Log on ananymously Save password

Figure 2.20

2.8 SCANNER

Usually we use scanner to store any photograph in digital format in computer.
However, scanner is also used for many other data like text, certificate etc to store
them in digital format. Currently many scanners like hand-held scanner and Flat Bed
scanner are available in different sizes. We have to first install the scanner, which
ever is best suited to our needs, in our computer. When we purchase a scanner, it is
accompanied with a CD to install scanner. The scanner can be installed by running
the CD and installing the software in our computer.

After successfully installing the scanner if we want to save a photograph in digital
form, we have to put the photograph in the scanner. Then, click on the scanner icon.
When Scan Picture option appears, click on that button and then the photograph
image will be scanned and will appear on the screen. Now select the image and
store at the location we wish to. We can usually store the scanned object in different
formats like.jpg, .pdf, .omp, .png etc.

2.9 INSTALLATION

2.9.1 Microsoft Office Installation
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Following steps are there to install Microsoft Office. You must have a licensed copy

of the Office.

1) When we run the Setup programme of Office 2010, following dialog box appears.

(Figure 2.21)

@

Read the Microsoft Software License Terms

To continue you must accept the terms of this agreement. If you do not want to accept the
Microsoft Software License Terms, dose this window to cancel the installation.

|PLEASE NOTE: Your use of this software is subject to the terms and conditions
of the license agreement by which you acquired this software. For instance, if
|you are:

« a volume license customer, use of this software is subject to your volume
|license agreement.

* a MSDN customer, use of this software is subject to the MSDN agreement.

You may not use this software if you have not validly acquired a license for the
| software from Microsoft or its licensed distributors.

|EULAID:014_RTM_VL.1_RTM_EN

I accept the terms of this agreement

Figure 2.21

2) Click on checkbox and click on the Continue button. A Dialog box shown below

appears.

\

Q'\);'\ Choose the installation you want

@

Please choose your preferred type of Microsoft Office Professional Plus 2010
installation below.

Install Now ’

Customize
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Figure 2.22

3) As you press Install Now button, installation will start and the dialog box shown
below will appear to show the progress of the installation.

Figure 2.23

4. Following screen appears as soon as the installation is over.

4 Microsoft Office Professional Plus 2010 g A H&
. . @
no0.0ffice

Thank you for installing Microsoft Office Professional Plus 2010. To use an Office
program, open the Start menu, find the Microsoft Office folder, and click the program
icon.

Complete your Office experience

= Store and share your documents online
= Get free product updates, help, and training

Continue Online

Close

Figure 2.24

5. Once the installation is over, start Microsoft Word 2010 as shown in the diagram
to activate office.
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Microsoft Office

|£| Microsoft Access 2010

[¥] Microsoft Excel 2010

|I| Micrazoft InfoPath Dezigner 2010

|I| Microsoft InfoPath Filler 2010

@ Microsoft OneMote 2000

U | Microzeft Outlook 20100

|E| Microsoft PowerPoint 2010

[B] Microsoft Publisher 2010

|£| Microsoft SharePoint Workspace 201 Help and Support

| W] Microsoft Word 2010
Microseft Office 2010 Tools

Computer

Control Panel

Devices and Printers

Drefault Programs

1 Back

| CEmprh AEAORTRE ang filees O |

Figure 2.25

6) Go to File tab, click on Help available in the right-hand side of the screen.
Activation process begins as you click on Change Product Key. Internet
connection is required during the entire process.

- e ——
(W]l : - Documentl - Microsoft Word
Hom. Insert  Pagelayout  References Mailing R
I save
Support .
[ save As J ' Microsoft
1 Ice
2 .
(& Open A Get help using Mi
[ Close
Info Prod vation Required
resources to help you Micro Office Professional Plus 2010
Recent This product contains Microsoft Access, Microsoft Excel, Microsoft SharePoint Workspace, Microsof:
OneNote, Microsoft Outlook, Microsoft PowerPoint, Microsoft Publisher, Microsoft Word, Microsoft
New InfoPath.
Change Product Key
Print s This product is unlicensed. Connect to your corporate network or contact your system administ
=3 for further assistance.
Save & Send

Tools for Working With Office About Microsoft Word
Version: 14.0.4760.1000 (32-bit)
sior

] Options
Exit
J Check for Updates
Get the latest updates available for Microsoft

Figure 2.26

7. You have to enter the product key in the dialog box that opens after you follow the
above mentioned procedure.
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r vy
.+ Microsoft Office Profassional Plus 2010 H’-J‘

Enter your Product Key

Need to find your Product Key?

Figure 2.27

8. After entering the product key, click on the Continue button to begin the process
of Configuration in which the following dialog box appears.

Figure 2.28
1) When the activation process is completed, the following dialog box appears and
installation process gets completed. If you have opened any Office program, turn
it off and start it again as we have to close and begin Word 2010

349



.
. Microsoft Office Professional Plus 2010 t—i"J

o Microsofts (7]
2.Office

The configuration for Microsoft Office Professional Plus 2010 is complete. To make your
changes take effect, exit and restart any open Office programs.

Close

Figure 2.29

2.9.2 Printer Installation

It is necessary to have information about which printer do we have or we wish to
have. Currently Dot Matrix, Inkjet and Laser printers are more common. Among
these, laser printers are faster and give better quality results. First, the printer is
connected to the computer. The printer is installed in two ways.

1)

2)

We have to run the CD that is provided along with the printer and follow the steps
by clicking on Yes or Next. After the last step, the printer will be installed.

After the printer CD is inserted into the computer, we have to move to printer
option in control panel and click on Add Printer. First, it asks the company name
and model number. Insallation process automatically begins after entering the
correct company name and model number.While installation, the printer asks us
whether we want to set up the printer in network or setup it as personal. Here we
can select the option as required. Finally, click on the Finish button and the
printer will be installed.

2.9.3 Font Installation

Font installation (addition) is quite simple in Windows 7. Many of the fonts in are
provided by default in Windows 7, but we can also add new fonts. The following
steps are there to install the font.

1)
2)

3)

Copy the font file to install it.

Open the Font folder as per the shown path. Start - Control Panel
—>Appearance and Personalization ->Font. The window as Figure 2.30 opens
when we open the Fonts folder.

Paste the copied font at the right-hand side where you can see a list or icons of
fonts. In doing so, the dialog box appears and the font installation gets over.
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w-Lﬂ » Control Panel » App eand P ization » Fonts » - ‘ ‘,| | Search Fonts yel ‘
Control Panel Home . . .
Preview, delete, or show and hide the fonts installed on your computer
Font settings
Organize ~ = -
Get more font inf e
online — e i
Adjust ClearType text L‘, | L“ El
Find a characts o
ind a character BLHE Ahg ‘ PN ABG &<
Change font size  E—
Adline A Regular Agency FB Aharoni Bold Algerian Regular Andalus Regular
L
nAL nAg) b i Abg
Angsana New AngsanalUPC Aparajita Arabic Arial
Typesetting
Regular
'|:v]-- o=
See also
Text Services and Input Arial Rounded Arial Unlcode MS Baskewllle Dld Batang Regular BatangChe o
e PN -
e 238 items
Personalization

Figure 2.30

Installing Adline & (2 of 2 fonts)

Figure 2.31
2.9.4 Un-install the program from control panel
To remove (un-install) programs from the control panel, first open control panel. To
do so, go to start menu, click on Control Panel and the Control Panel window opens.
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o) o=

Control Panel e [

v|¢,|

QQ @ v Control Panel »

Adjust your computer’s settings View by: Category =

User Accounts and Family Safety

Y Add or remove user accounts

il  System and Security
f Review your computer's status
\9 Back up your computer
Find and fix problems

'\“;' Set up parental controls for any user

Appearance and Personalization
Change the theme
Change desktop background

w,_ Network and Internet w
&l View network status and tasks
Ce= Choose homegroup and sharing options Adjust screen resolution
Hardware and Sound “  Clock, Language, and Region
View devices and printers (R
[@]

Add a device

-

Change keyboards or other input methods

Change display language

[

Ease of Access
Let Windows suggest settings

Programs

<%
o A

Uninstall a program S -
Optimize visual display

Figure 2.32

New window as shown in Figure 2.33 opens when you click on Uninstall a
programme.

[E=3) Bl =5
@thf} » Control Panel » Programs » Programs and Features - |&,,‘ | 5 L |
Control Panel Hogg Uninstall or change a program
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
‘E’i‘ Turn Windows features on or
i Organize *  Uninstall  Change B - '@'
MNarne : Publisher Installed On  Size Version
[ Adobe PageMaker 7.0 Adobe Systems, Inc. 4/25/2014 701
@Apa:heTnmcatﬁﬂ Tomcath (remove only) 3/27/2014
€ Google Chrome GoogleInc, 3/27/2014 34.0.1847.137
[ Gujarati Indic IME 1 V5.1 Webdunia.com(India) Pvt. Ltd. 5/17/2014 109MB 51
| £ Java 7 Update 55 Oracle 3/2172014 118 MB  7.0.550
ava SE Development Kit 7 Update 51 Oracle 3/2172014 192MB 170510
5% Microsoft JNET Framewerk 4 Client Profile Micresoft Corporation 4/29/2014 388MB 4030319
55 Microsoft JNET Framework 4 Extended Microsoft Corporation 4/29/2014 5189MB 4030319
-.a Microsoft Office Professional Plus 2010 Micresoft Corporation 3/26/2014 14.0,4763.1000
57 Microsoft Visual C++ 2005 Redistributable Micresoft Corporation 3/2772014 344KB 8050193
[ Oracle VM VirtualBox Guest Additions 4.2.18 Oracle Corporation 3/26/2014 42180
DPnstgreSQLS.d PostgreSQL Global Developmen...  3/27/2014 264 GB 84
B WinRAR 5.01 (32-bit) win.rar GmbH 3/27/2014 5.01.0
« Oracle Product version: 1.7.0.510 Support link: http://java.com Size: 192 MB
| E’ Help link: http://java.com/help Update information: http://www.oracle.com...

Figure 2.33

Now selects that program from the list to uninstall and press the Uninstall button.
The selected programme will be uninstalled.

2.9.5 Installation of a new hardware driver

When we connect a new hardware with the computer, we have to add the driver
software. Software for that is provided with it in a CD, a DVD or from the website of
the company that manufactured that hardware. To update or add any new device,
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click on Start - Control Panel >Hardware and Sound - Add Device. Following
window will appear.

- |

¥ Add a device

Choose a device or printer to add to this PC

Searching for devices

Cancel

Figure 2.34

A list of device and printer attached to your computer will be displayed. You have to
select the device or printer and by pressing the Next button. The following window
will appear and it will be installed.

— |

[* Add a device

Installing device...

Please wait while Setup installs necessary files on your system. This may take

= | - several minutes,

Close

Figure 2.35

2.10 BEST PRACTICES FOR PC

2.10.1 Patch, Upgrade, and Version

Patch is generally created to remove critical software bugs, problems or security
problem in software, while the updates are available to provide additional facilities.
Patch is needed when a fault is indicated by the user or found by any other way.
The Company that has created the Software updates the software to improve the
utility of software. Usually software patch or update can be installed via the Internet.

The software version provides a uniqgue number to each release of the software.
There are two types of versions, major and minor. Usually version numbers aregiven
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in ascending order and they suggest major or minor changes in the software. The
following are various ways of providing version number.

1.
2.

candidate, and 3-Final)

Change based streamlined version number (1.3.1, 1.3.2,1.3.3,1.34 ... 1.4.1)
Software Development based version number (O-alpha, 1-beta, 2-release

3. Date based version number (e.g. Ubuntu 11.10 was released on October, 2011,).
4. Year based version number (Office 2010, Office 2013)

2.10.2 Disk Cleanup

Windows 7 allows disk cleanup utility
to remove unnecessary files running
on your computer so you have more
storage space on your hard disk and
your computer can work faster. Disk
cleanup removes additional files
such as temporary file, deleted file in
recycle bin and unnecessary files.

To remove the file using Disk
Cleanup, type Disk in search box
and the disk cleanup appears in
program as shown in Figure 9.36. As
you click on it the dialog box opens
up as shown in Figure 2.37.

Programs (2)

=, Disk Cleanup
[ Disk Defragmenter

Control Panel (8)

#2 Create a password reset disk

%‘ Protect your computer by encrypting data on your disk
+] Create and format hard disk partitions

rs) Manage disk space used by your offline files

B Free up disk space by deleting unnecessary files
-] Defragment your hard drive

md Play CDs or other media automatically

B Check the Windows Experience Index

' See more results

disk * |

| Shut down | » |

Figure 2.36

Disk Cleanup

complete.

Calculating...

= Digk Cleanup is calculating how much space you wil be
= able to free on (C:). Thiz may take a few minutes to

(]

Scanning: System emor memony dump files

Figure 2.37
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=, Disk Cleanup for () @

=
L_ul

Disk Cleanup

You can use Disk Cleanup to free up to 124 MB of disk
space on (C:).

Files to delete:
"] Downloaded Frogram Files D bytes [P
=) Temporary Intemet Files 243MBE |E|
[T 38 Offline webpages RBO0KEB —
] E_ Recycle Bin 0 bytes
[] || Setup Log Files 165KB -
Total amount of disk space you gain: H43IMB
Description

Downloaded Program Files are Active controls and Java applets
downloaded automatically from the Intemet when you view certain
pages. They are temporarily stored in the Downloaded Program
Files folder on your hard disk.

[ Iﬂjlll::haan up system files ]

How does Disk Cleanup wordg?

| oKk || cancel |

Figure 2.38

You can see in Figure 2.38 a list of file which can be deleted. Out of these files,
check the unrequired file and press the OK button as shown in the diagram. Tt ask
you for your consent. When you give your concent by pressing Delete Files button,
the selected file will be deleted. By pressing Clean up system files button we can
delete unnecessary system files.

¥

Disk Cleanup ==

Are you sure you want to permanently delete
these files?

[ Delete Files J[ Cancel

Figure 2.39

2.10.3 Virus and Antivirus Awareness
Virus: In Modern era, Computer and Internet are widely used in every sector.
Important information, business details, confidential data and software are stored in

computer. We wish to make it safe and secure.
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Virus:

e Virus is a dangerous program created by computer experts, which causes
destruction to computer data.

e Just like biological virus, which spreads from a person to person, the computer
virus also moves from one computer to another through floppy disk, hard disk or
pen drive. In addition, if Internet is available; virus may enter through the Internet
too.

e Generally, some computer experts prepare the virus programs in a way that they
are activated on a particular date and time; so many computers are found
affected by virus at some specific time.

e Computer virus attacks on the computer software.

e Some virus is placed automatically or intentionally with common and widely used
software such as Games or Word Processor. When a user of computer
downloads or copy of such a program, the virus program immediately becomes
active automatically. Then the virus loads itself into memory and finds other
programs in the memory and damages them.

e When virus finds such type of program, it immediately spreads in it and also
spoils a good program. Some of the dangerous viruses are Morris Worm,
Melissa, Rontoubro etc. Types of virus: There are mainly three types of virus in
computer.

1. Boot Sector Virus
2. Macro Virus
3. E-maill

Boot Sector Virus:

e This type of virus damages the boot sector of hard disk, floppy disk that is used to
turn on the computer or any secondary storage.

e |t comes into effect as soon as the computer starts.

e It may happen that the computer does not start due to loss of the Boot Disk.

Macro Virus:

e This virus is a Macro or Script that attaches them with Template or file. Hence,
when the file is loaded into memory, the immediately connected Macro or Script
is activated.

e Macro viruses more often damage Microsoft Word application and add
unnecessary words in it.

E-Mail Virus:

e This Virus moves around E-Mail messages. It automatically collects the E-malil
addresses from E-mail Address Book and sends e-mail by itself. They spread
themselves from one computer to other computers.

Virus and file:

e Some viruses get connected with .com or .exe program file.

e Some viruses damage the programs that ask for permission for the execution in
addition to .sys, .ovl, .prg and .mnu.

Harmful software:
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e Some programs, which are not actually considered as virus, but are harmful to
computer. Such programs spread while downloading from the internet. Such
viruses are hidden in software. Such harmful Softwares are introduced below.

Malware:

e Malware is a program, file or a set of instructions (Code) that damages the
computer without a permission of the user.

Spyware:

e Spyware are different from the virus. Some are similar to the behavior of
the virus.

e This is a program that enters into our computer to collect information on
our computer and forward it to the advertising company or other interested
persons.

e Spyware enters into our computer without our permission and without
informing us.

e Spyware enters during the process of downloading information from the
internet or clicking the pop-up window option.

Worm:

e It is theoretically similar to virus. It is improved version to the virus
program.

e Worm does not change the program, but it frequently causes duplication of
data and multiple copies. The numbers of these unnecessary programs
are increasing to the extent that eventually the computer on the network is
slowed down and at the end computer shuts down.

e Thus, the intension of the Worm attack is different from that of Virus.
Worm attack victimizes a computer or network resources to destroy it and
make it unusable.

Trojan horse:

e Just like virus, it is a hidden part of instructions.

e The main objective of Trojan horse attack is to deliver confidential
information of the computer to attacker. Trojan horse hides itself quietly in
instructions and waits for the login screen. When the user of the system
enters the user-id and password, it immediately activates and gets user-id
and password unknowingly to the user and sends it to attackers.

Browser Hijackers:
e Browser hijacker is a program to change our computer browser’s settings
so that it will automatically open some of the websites.
e Most of the browser hijackers change the default Home Page and Search
Page.

Spam:
e Spamming is used to send the unwanted messages through the email.
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e E-mail spam is also known as undesirable email or unwanted commercial
e-mail.

e It repeatedly sends unwanted e-mails and business detail e-mail
operations to the recipient group. To prevent spam, we have to configure
Spam Guard in Email account. Such unwanted e-mail goes to spam folder
that we can delete later.

Rescue virus:

e A virus generally spreads through various media such as floppy, hard disk, pen
drive, CD, or Internet. Many antivirus programs are available in the market to
prevent virus. But it is essential to regularly update antivirus software.

Kaspersky, Netware, Quick Heal etc. are known antivirus. Antivirus keeps constant

watch on computer and prevents it from virus entering through floppy, Internet, CD or

pen drive and it scans the data before allowing further action.

2.10.4 Scandisk Utility

Sometimes the hard disk runs slow because of the bad sectors. One reason to occur
bad sector may be a sudden power failure. If the number of bad sectors is increased,
it will create difficulties to store data. To solve this problem, we have to format the
hard disk, floppy disk etc so that the life of hard disk can be extended and search
can be made faster.

We can use Scandisk utility of windows (The term utility referes to the need of the
application for the user). Followings are steps for using scandisk utility.

Click to open Computer.

Right-click the drive that you want to check, and then click Properties.

Click the Tools tab, and then, under Error-checking, click Check now.

To automatically repair problems with files and folders that the scan detects,

select automatically fix file system errors. Otherwise, the disk check will report

problems but not fix them.

5. To perform a thorough check, select Scan for and attempt recovery of bad
sectors. This scan attempts to find and repair physical errors on the drive
itself, and it can take much longer to complete.

6. To check for both file errors and physical errors, select both Automatically fix
file system errors and Scan for and attempt recovery of bad sectors.

7. Click Start.

PwpnPR

Depending on the size of your drive, this might take several minutes. For best
results, don't use your computer for any other tasks while it is checking for errors.

2.10.5 Backup Utility

Though all the data in the computer are safe, generally we copy all the files and
store them at some other safe location for more safety. This is known as backup.
Backup helps us restore or retrieve the data even though our computer faces some
major problem or the data gets damages or deleted occasionally.

Usually backups are taken into external drive, pen drive, DVD or CD. It is even

possible to take a backup with an application. Its best example is the database
management system. Here, whatever the information is stored is known as the data.
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The database management software has a separate backup facility. The application
may be given the same option. Click on the backup and all data are stored into
another drive or folder. It is a simple and small utility through which we can safely
back up the files and rescue out computer from data loss.

2.11 Troubleshootings

Some common problems may arise in our computer many a times. We should have
the information to overcome these problems. Solving such problems is known as
troubleshooting. Let us know some of the simple and basic troubleshooting that may
be applied when we are or somebody is struggling to turn on the computer.

(1) Itis required to check that all cables of computer are properly fixed or not.

(2) It is necessary to check the power cable (cord) of the computer to verify that
whether it is connected to electricity supply or not.

(3) It is required to check whether the UPS (Uninterruptable Power Supply),
responsible for proper electricity supply, is properly connected. It is also
needed to check whether its electric supply is appropriate or not. We must also
check that UPS/Voltage Stabilizer has no error.

(4) There are possibilities of occurrence of fault if there is some error in RAM or if
the RAM is not fixed properly into the motherboard.

(5) There may be a fault in the Microprocessor (CPU).

(6) There may be a fault in CPU fan or it may not be working properly.

(7) There may be fault in the motherboard or its circuit.

(8) Problem or fault may occur in SMPS (Switched-mode power supply), which
supplies the electricity to different parts of a computer.

(9) If computer is connected to LAN, it is required to check whether the LAN card
has been fixed correctly on the motherboard or not.

(10) It is also required to check that sound cards, graphic cards, key-board, monitor
cable, mouse cable, printer cable, scanner cable or other cables are connected
at appropriate place.

(11) If possible, clean the input and output devices daily since dust may damage the
device and cause early breakdown in the device.

(12) Cool environment enhances the life span of computer hardware. So turn on AC
or fan while using the computer.

(13) Improper installation of the new hardware may also create fault in the computer.

(14) If the operating system is corrupted, the computer can not be startted. In such a
scenario, we have backup of operating system or a bootable operating system
disk then we can immediately re-install the operating system and resolve the
problem.

(15) Virus can cause severe damage to the computer hardware and software. The
computer may slow down, files may be damaged, and applications can be
corrupted or entirely removed due to virus. We should have anti-virus software
in our computer to protect our computer against virus attack and keep it secure
and safe.

It is required to remove garbage files from a computer at a regular time interval.

Unnecessary files may waste disk space. There are some good utilities available to

do this. The disk cleanup utility removes unnecessary files from your computer.

Another utility is Scandisk, which is used to find or correct the bad sectors in the
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storage device like hard disk. Hard disk data are stored at scattered locations.
Defragment Drive utility is to be used at regular intervals to systematically arrange
data on hard disk for faster access of the information.

2.12 PORTABLE DOCUMENT FORMAT PDF

Portable Document Format (PDF) is the open standard file format developed by
Adobe Systems. It is used for representing two dimensional documents. PDF file can
be viewed on any device. PDF format allows you to make a document with different
resolution, fonts, graphics, colors and images.

As shown in the preceding chapters, file created in Word, Excel or PowerPoint 2010

can be saved as a PDF file. PDF file format consists of the following characteristics:

e Multi-platform: It can be seen and printed on any operating systems like
Macintosh, Windows, and Unix etc.

e Data integrity: A PDF file crated in one device or computer can be seen on any
other computer or device without any changes.

e Information Search: It allows the user to easily find any word, bookmarks and
data field from text data.

Information accessibility: PDF document makes the information accessible for

people with disabilities with the help of assistive technology.
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