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1.0 32T (Objective)
$H I 1 Ugad & 9T §H -

HFYX & N7, T4 G

HFYeY . fafdest reqoner

FFYX & faffiest HET Ud e gefieior

FHFeYeY Hr qfear

EEAW AT WFEAW & aX H SR Iread T Gehl
1.1 9EAEGSAT (Introduction)

FFrgX faffieet g6 & @9 § S HHER dUT S AT & AR T
gefipd foham I & FFoge A grEaWW JUT HFEAW AT gid & foerdhr dgrar &
faffiest 9o & & 3AE § R S F@hd Bl IS TAF 8T H HEge 93 4AW
R HH A form S W@ R
1.2 SHFYE T IRATT (Definition of computer)

HeAT-37eT AfFadl &, AT HFYeX IFeRr-3eT Adod @1 § AT
SAYE-AH-3M3cqe & fAged W FA #aT g1 I§ T goacias AMT § S
HAEAT & gl X I &TAT @A ¢, 3T H TFT lah, 3 W fAuiRa fomar ¢
(O vd arfdes) & )Process( & Ralee &1 3M3eYe & ® # A

Computer T& electronic data processing machine g 3t fow 3= input
FI AT AAN 7 store FHar &, 3R ™ Control unit & RAIFoT & Arithmetic
Logic Unit (A.L.U.) & @@ & 38 process s & d¢ WA garT &
fagelt & 3R output &ar ¥l
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FFYEY eE Uk Latin esg “Computer” & foram arr &1 fS@er acad g
AUTAT HTEAT| HFEGE SHA & EAMT 7 & faFdR 8, ST T AW 3 1 dg &
aer aifd & & FhaT gl
1.3 HFYCX &I &TAAIG (Capabilities of Computer):

AT, 9T STeId § 6 wecgex v @il § S Arithmetic operations &Y
perform adr &, oféhsT I arithmetic number crunching device & amer 3R
A $© a1 g1 I§ U AP § S copy, move, compare & choose & el
g 3R &35 alphabetic ,numeric 31X 3= symbols St <IfFd & garT ST &l
Tl = F T @ FF a1 € W non-arithmetic operation #Rdr 21
FFYX 3T HI Th G & FA TH INHA Fed g, F ¢aRT manipulate FRdr
gl

T QA afFd & AGen &1 fargd set & S sfood IRUMH 3cUeed Htet
& for v fAftte dAF T Frgw & [AERT FF a1 safdera 3R
goFIfed AT FERN Feard &

1.3.1 aifq 3R egar it aware (Speed and Accuracy):

Th FFGR Th AT H UH WROT (Step) W FF HAT &1 Tg s, ©erd,
3t g ereql FT gorelT, HEAT AR MART F move 3R copy FX FHAT g1 F@T I
operations # gt $ oY FE QAT ¥ FFegEX AT A FT FA Aged &1 A A
H ANFUE, AHAGUS, FAdevs 3R Wl Yewvs & A9r Srar B

T & HFER FFYR H AT W 6 Fed H I adr &l computer #H
S ST IMURAT fFar #r execute IR & fow St aIfd 3maves @ 81 98 39
yhR g, [ B8 Al A o ASH AF0s F AR g9 FMAT H 80 Ay H%vs AT
389 HA|

3. i FFoggX Te dHvs A g additions & perform &R THT B
Safh def A drel wFge f@FeA $© million additions @ gdr wEI A7
complete T Thd g

Jgd fast gl & 3faRed, FFgeX sgd Y< (accurate) 1A &1 Fogocd &
T Y% 500 ¥ 1000 operations H HT AT §H TH Il ad gl WReg
FFYEY Afhe H Ffdd & TATAT operation & T e HETS oAl ¢l 39
YR Id% deus H T circuits gsIRT operations perform & THha & 3R el
IR w3 Al a, Ig I Y a1 run & Tad &1 38T S computer &
98 # Ugo ¥ & self checking &I &#dr gidr & Sf 37 3MdReh operation &r
YT F &&= & forw 3mam & &



Ifg input data T § IR I @At & 9w wRA grer 9m#A
programmer of processing fa@@ T § dl HFcgel AT @ Yg output 3cesT
T gl Fifh HFogEX “Garbage in, Garbage” output GIGO & JIRT & gl
1.3.2 Data &' Manipulate &3 $I &HdT:

Ugdl HFYSY HEAT H manipulate A & fav saw v ¥ FEd &
arithmetic problems &I g far ST k| Numbers & IAI-ATT gH 391 daily
life & faffier Regl 3 alphabets & #f AT HA g1 Tgol & FFGX o Th
AT 3nfaser fFar & ue #fi St Numbers & accept, store, &&dr gl ar
non-numeric symbols @I & manipulate & THdr § 3 S GgaT symbols
HI manipulate AT TFEHT § IfE symbol F TH identifying code number
assign fRIT T & 3T YR NN A & code & caRT WeiRd fRarT T ehdl &,
sdT @ 378N B, addition symbol 3 sgd o
1.3.3 Data-Versus-information:

Data reg datum &7 Sgdoe &, fo@er 1Y Fact gl data I« & raw
material a1 facts g gl data &I symbols & garT wefda frar arar gl

FH ¥ I IUDEr qeT # ¥affyd data information g1 Information
data processing f&ar 31 garT gar g, St understanding # s 3R AW
3RAT f wita & faw cafed garr 39T fomar e g
1.3.4 Data processing Activities:

Data processing, raw data input & TedleuT, 38 evaluate #er 3R
HH H o 3R T TEET A @A F OEISA ¢, FEE 3uAel gIer 3¢ g g
g Data processing a1 d &Y aRT fohdl I-T AT HFYX @¥cH A @i basic
activities emfAer § data FI capture &%«, data & manipulation 3R output

results & manage S|

i) Capturing the input Data:
WA & ger fRET §9 F ST gred gl @ifed 3R IHAT Ygar H yATOIT
fhar Sem wfgd| I UREH H paper source document R record g &
Bt (TRAfEeT & ) Ad 3uanh &0 & scor ama & ar ¥ @Y paperless
machine readable form # capture f»a ST THhd gl

ii) Manipulating the Data:

i) Data w¥ # @& ¥ v & @& operations perform FF a1 FTFF

gl
1) Classifying: items &I @A AAVABT & HUR W GAZ A1 class H
SIARYTd =T @l classifying Fgd g1 30T & o v material store &

8



sale bill & @rr for a1 data @ product sold, sales department sales
person AT FelolHee & TIT 3UARN HI5 3T classification, & 3R =
foram ST HehaTr 2|
Classifying d#mIRuld  items pre determined abbreviation codes
assigning & garT U7 gld gl die 9&R & codes wAwT &Ry aad & -
Number, alphabetic 3R alphanumeric.

2) Sorting : Data & aF &I 3R T gar &, 3¢ I & logical sequence

H cgaffyd g@a gl 3aeXur & fow - first to last, biggest to smallest,
oldest to movest. 38 &R ¥ classified data & cIafETd HET sorting
g & |

3) Calculating : data &r arithmetic manipulations calculating Fgardr gl
3cetuT & fou-te sales person &7 pay Calculate &&= & fow, 3@%
Al R T ¥ & g @ "el Hr ASGY X F PN FWWE Fol AT
@ St 81 Payroll deductions S& & ¢ &I calculate 3% o
3T § ¥ g sales person H ST §

4) Summarizing :Data gedHaT (masses) & HH I Tlaled el iR
39N S A Summarizing F8d g1 Example: Te Reor i #T STeRkel
T&h summary report %ae total sales & @ information v gl
Department #Aasxk 3f0& fFga information #HIT Fwar §, IIH
department f& total sales &I product type, 3R sales person & 3R
W AT e

E)  #wfeir sifege Retee (MANAGING THE OUTPUT RESULTS):
T# §R data computer 3R manipulation I I & 91, 39+ IT Th
Ir A™F  operations F TERIHRAT BT B

i) Sorting and Retrieving: #fdsy # data & HH H o Hfavw store fHar

STar & oes o $© storage media @ # o ST &1 S - paper
@@l W, punched card ar punched tape form) #BHIfhed 3R =T
ATAfe f3&w 3R taps.
Store data 3am information & recover &= & faT retrieving activity
gt &1 WIS dhideic gaol & fov Ueh i approach gidr &1 3ifds asr &
gael arem der electronic enquiry device &1 39T g, ST Y HFcgeX
AR mass storage limit s ST g/ & & 3T grdr &1



i) Communicating and reproducing: T& location & g@X location W
data transfer &% data communication gdT g3 T process g o
RMAR TAdT § S9? a & 39l §9 # final user & 914 &1 9g o S|

1.4 SHFSYeX &1 sfdgrd (History of computer)

FFYX H g AlGld & F37 AT A AR F e & g
MURT &1 39 Re T3t & T & Far F &8 Re & T&Iidhd aF &l
aseER frar- S S §Eaiea 99, i @Cdied 99, VAT & aF
IR SETw TEaha dF| s @t A SfEua TEaiee dF A fard garT- 9w
I

IE IYFAF geHea wediea 9gfa ( 01,2, 3 4, 5, 6, 7, 8, 9 ) W
3R g1 91 #H 39 S 6 wEcgey e aig |l ot w@r Y g
gfd X MUIRA &, FaT &1 T IR Tg AT 3MTT ghem fF Frcgex guded
Tgid A A8 THSA § AR gfRar F v agad degied ggfd F 39ANeT T
gl FFGY AN & &7 # [Goprd & gl o adl W gA o=t w39
IO FIA arely A7

UTlel Slel & HSAl ol d81 HE&AT HI UG A & fow #7efel gfFd et
# difeAr oRT TS| Tgel AT Fe arel YFd HeHT FEals o0 AE T ABA &
STt garT fasfad fRar o)

UASE HIHT HT AT § T AT H AS| s afaer Rufa F o el @
g IR s AN o AT & 9w w1 AT I gan & u dfaw Rufa & o2
ol g$ &1 G H 10 Al g &ifder o9 grs, agrs, dhsT e N FeRid e

"qme

*

>

Abacus computer

* Napier's Bones : 3735l a1foidsr John Napier & 1617 A.D & 0T &L
& fow e Tif3e Ada F1 faser Far | 38 AfaR ST wer Jrar 4|
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Slide Rule 335 0Ias USHAS ey o 88 & &1 G fam g
FS HI SN I3, T, AOT IR AT HIAT g1 SHHT TAET 16dT qdredr H
T H g3 |

IR Y S5 3R "e@ f 7T

39 Blaise Pascal & STH 32T ol g9l 3egie 19 a¥ & 3 # Th
v JAMA F1 AsHR FAr o g iR I R Fear § 39 Ade A
ofgd, IR 3R R{ovst afde I

fafestsr & apm 3R smer iy wefaT

AT fhelieay 31 aIffiasr Gottffied Leibniz & o@187er 1673. & wah &t
&1 fAATOT fomar S fF IO 9T St Y AT AT

A4S T TATFA SAA

1823 # Z90lUs & AW d9oT o T AMNA §a18 St AT yopr Hr arforchr
VAN Rl A 30 BT soa ff gT Sar anl 9 # 39S ey
32201 F1 gfd & fov SeRer A a5 T vATChe ot gl IAT| 3TIhT
ST aIfgd foF ATl S9oT H FFEYEX H el Had &l

ity R gafFeFa Faagpet ¢

1981 AT & YRFH H TifFh hodgeied faapfad fohar amar foasr Al
AT & FHl YRR AT Al 1960 ¥ Ug SHH sSgddd & FAET faar
ST AT 3% aig ALl FoeyeleX & Uceer uic &t gafdgsd Al H dgal
fear s safav 38 gafdedhe Alex Fer |

adie A gaTfAw FaFyee ¢

Soagifeih hoFgeick H FANT 1960 H Folagd TIg & WY g o &
HIBr HRT BN Bl ofhel HG dlc SHHT TUE gioeel & o foar 3R
gRUTE T g3 fF 3T FoRgee] F M Sgd ol gidr 1 IngAs
Soagifae Foageiey T JHER H AR Al AR gEY AU F HR
FI FX FHdT ¢l Ig O AET H 3CT F TS & F IR Fel & HA o
AT ¥l TS FAFgIR P S AN P e & ATIAT F A9 FA1m
|

Transistor

¢
é IC Chip

Vacuum tube, Transistor, IC

11



1.5 SFegex Fr difedr (Generation of Computer) :

HY Seid 8 fb FFcger @1 Mfasehr 1687 rcied! & UREA ga3m 3R
oo g § S IS 9 q@ W} & T F FEegex # o Roer 50 avf 7 ash &
Jeod 3 §1 Ig FT a8 OT O FFogR & NfasehRr & T fFHem| Feegex
T gaRi, fFAvant & 3uR | g ffRAt F sier T g O Freegex & difear
Fgars| IAe H g afhe & 93T & YR W SAHT dier 377 B
1.5.1 wuw 9 & HFged (1st Generation of Computer):

gyH I & Foggd H thermion valves @& WAl fohar Srar oam ¥
FFEG AR A 3 T 3N 57 W 9HIA Tl Hided AT 56 G & $T HFgl
et 8

ENIAC: Tg Ugell Soidelielh ®ecged a7 S 1946 & USA &1 Ifaafddr

dfafferafaar & John Eckert 31 john Mauchy SaRrT S«ram a=m| $HHT

AH “Folaclielh TgHNGA FeaEiecl UUE shaageiel (ENIAC) T@r amm|

ENIAC 30-50 ®e o#ar 3R 30 & AR & U1 s&§d 18000 JagH

Tged, 70000 ISFew, 10000 Huffed 3R 3maea® 150000 drec &r

fasrel oot gs ol 39T &1 39T IgdT FFYY el IO ATFIRAT g,

fSa=m &% ENIAC, Siaf MR &I oer &

EDVAC : 30 3oaciae 3Ree aRusa sifcafes swecger: o #ga £

s g 1950 & fFar ar srer Hafed e &1 dF 3R aRs RAder

N 9T 3H FAT H A TS| SR Ser Faw AR A&y wger Fa #wr

SAAT T FFGEA HT ol # AHOF A gy oAt H oaoh ¥ AT @@

TEUT & hr AR arfeees 0Tt i 3malkes &7 & ot $r a7aAar enfaer o

gyd N & 37T FFgeX (Other Computer of first Genenration) :

EDVIC: & godelias B Telel 3icafes Hrcgel Fed &, 3R T8 M.V.

Wilkes gaRT 1949 # &fFsst JAafdd & Famar o=

UNIVAC: Ecker Mauchly 31X AZTel o I{Aadel Uah3feer secgel ganT

1951 & =& JIR |
gqd 9 & FrEoged i AN . [Aeafaf@a s o

1. & W @ afa o
2. 3 faegga &1 3uder
3. U W H 3™F T T IEIFAT gy B
4. GrNfHIT I I eTAar e
152 g 9 § FFegeR (11"° GENERATION OF COMPUTER) :

1955 & RTHIT JUH N & FFYI H JFGH <JF HI TATT DI Cioreexr

o o form gifSee soagiee g T g # oI gia 81 AR s F dr afa
12




A g 1 SIH FIS deg &N AT T & a9 N I’EIAHAT| STl 3T oI o
HH AT 30 YR ¥ HFgel &l ATHR FGd: & ol g 37 ATl Ig Giadrg digr o
o CPU #mT &t enfAer fomam arm, dam AARY, Senfder smer 3R seqe/3m3eqe
gFaal @1 fae frar m @anfAer dvds S8 @ied, BiéT e &1 e g|
AT & GRIeT TR 913T| gfada I & $© FFgel 56 YR U
1- IBM1620 : SH& HHR JUH Q& & FHFged T HhT BT AT,JUT SHHT
ST HEI: ATl Hral & fordr feham Srar
2- IBM1401 : S8 3R S ¥ ALIH dF A7 3R i srf & &
SHHRT JART fRar Srar |
3- CDC3600: 3HHT 3R 8T ddT dalieer wraf o forw fomar Srar |
1.5.3 g 9 & FFegex (111 Generation of computer):

Ig 1964 # y&gd U T Ig  Integrated Circuits &1 9T A Al T
IC = Rcg gl a1 g1 T IC & 3 oiaee, Toee 3R Fuff@ed v gdger
fciielel TEd W &9 gl &1 37 Ig TareTiaes & foh FecgeX & 3R AR e
g Tl 39 g fawfaa PO HFIX | IBM-3, LIC-1900, IBM-307, VAX-750
g8 oigdl oivder o Basic (Beginners all purpose symbolic Instruction code)
38 ot & fawfaa &1 15 i 58 O & Foged AHR & B, HAT H FA
Sarer AR AR g rafder afa arer &

1.5.4 aqd 9 & W(NTh Generation of computer):

JAAT FAT & FFYEX AT 3T ¢TI g IgT W & FFgeX § o 1975
¥ T | THH oo Thel H Focldcs HAfhe &I 9T fhar amam| (LSIC) st &k
tw fAfded AT W o gu A, G & ARHHNAT Fel -1 ABHNAR &
fae & ®ROT CPU & AF & R W TUEEARoT & JEe g a@ml 3
FHFYLT AGH FFYL FHgalld a6 A LSICs &I ¥4 VLSIC (very large scale
in Integrated Circuit) & afeT 38 9R & FH FFY HI dga WA & AU
g d 93 FAL HT HAITSHAT A Tg UF ¢del W AW | T FFgeX (pc) i
& 3T el A q@d § IgT I & Frge §

1.5.5 uradt W & FEege( V™ Generation of computer):

1990 & THI & FFYR Jigdi N F Froggx dgold g1 gradt N &
FF & AT IAWF Na g1 g8* Afalkea Tg paraller processing & &tar
gl FAA JigAcar & AT 3T T§ § F Feegex T 39 AU o g, AR
379 oY T TAe SIRY g

13



1.6 HFYE HI Fa0T (CLASSFICATION OF

COMPUTERS):

FFgeX data & YR W classified 7Y s €1 data ar @ IoET &
gRuA & a1 @A measuring instrument & 9ART & @R 9red T S gl
data St 0T & gaRT 9red fRI Srad § ar discrete data s g | discrete
data &7 3creXor el H facanfial & o wear g1 data St Measurement &
cart grcad T Sma § 3 g1 3EeRer & o continuous data FT 3@TEXUT,
FTESHACY & gaRT AT 315 automobile & fd § a1 YAHRT & carT FAIS &
dIHATT ATd hIeAT|
1.6.1 Sfed FFege (DIGITAL COMPUTER) :

fsfeca #FcgeX s counting device § St discrete date 9X fshar &ar
gl I8 @I number (Ir digits) & count ¥+ operate #ar § numberals,
letters a1 3= AV gl @ e FF o & 9 F BfoecT o= g &
dwvs g fAfac # count fRear &, RBfoca sRwR o soa output results &r
9T &% & T discrete values count &t &

B TR & [Aula g, arder Al gt & @iy @Y T g7
AT &1 T INUSST & AT FI HT ¢ oif continuous scale & TTT measur I
ST & 3R YEar 1 g § A $o 33 & Res aa &1 360 & o arosneT
Afcaad Thad W TH Bl & Adhedd AT ST TohdT &, dlecst hundredth of volt
& AT AT ST THhaT &1 Th AfGH A IS T TATANT BT IWT ¢
1.6.2 e FFgex (ANALOG COMPUTER) :

TSATAT HFCYEX correct value Fr 0.1 percent & 3eel-3=eX accurate g
gl g1 Weg f3faieer wecgeX decimal point &I right ¥ calculating additional
places 0T & E@RT 39S accuracy Wed et 1 23l I@ar &1 3em’or &
foT Pi (")3.1416 &1 AT I@AT g1 akdd H 21 & Fer AT 3.14159 g

TAtemeT g Bfoca srgr & sKoa A9 features F3T-&3T t&w hospital
intensive-care unit # TH gEfiE FRT Ta= F O FfFEaAfa FF I £
30T & U uarder @¥ed AdST &1 heart function, dART 3R 3=Avital
signs @ AT ThdT g1 I§ measurement d§ numbers H sgal Jd ¢ 3R TH
{ecq 7 RBfSecd FFaec F oo FY Ja &l
1.6.3 gfE FFer (HYBRID COMPUTER) :

fafees A9 ¥ & designed Frgex oad Bfoea 7 wamEieT Frogex #r
fawanstt Ak et Fr FfFAfea && Hybrid Frg@X 9 S 81 eBfes ey

14



frgd &7 @ N Feae Bvea & w@er Y o & S 98 avTs €
silfae 23 & @AY close representation gl

gsfas fieeH e Year Yaid aXal § S T FEgE & Hg gl

gred & ST Fehdl ¢ 3R 3T AgEer oY RBfoed srcgey & @ wwa g, 3R input
data @I Y 8ff T & IG0T FT FH HETH giam ¢l
FFYEY FT 3% HHR, COSt T configurationd ITUR IT FafieTor

3@ category ¥ STeh! HIGH! hEgeR, B dEcgex, A BA HEoYN, g

FFYN T W HFPY H Faficp fohar amm gl

1.6.4
1)

b)

ABH FFYX (MICRO COMPUTER)

AT HFEYX Teh Bl AT 38T processing system g it &F &
variety &I perform &t & fow gama Adelt &I execute & THhar g1 Tg
system I 3R school & users & gaRT &g FY ad &1 3¢ A=
YeRT # fasrora fRar o d&har & -

Desktop Computer: ¥ FFqeX qUIed ¥ g8 3% 359 3R wardr 3w
gizd & @y supply R Sa § 3R IRfed o tF Ay, TE A
s Keyboard 3R CD a1 DIVD drive & @rl 3T g

figure: desktop computer
T ;T T@EA @ & 3R expression card Sss & fow A g g
g | T STEr BRA g AR 3@ & 7 A6 g
Notebooks) Laptops(: Ig§ @i¢ (30 CM x 20 CM) & T goo 3R o
S F 3 g &)Y briefcase & THEE gl &1 30 Te W TH 3R
TFolc Thiel gl & 3R g@lr 31k keyboard @ mouse S ball #r form &
gar 81 ¥ 9 F caNT FAd 8 3 3§ e F FAIER change faam
ST THhaT g1 THH STHeIT HFFoggX & feature gid &1 #ABH Wigeey &l
fag=7or e & faT touch pads a1 sesT use & T &1
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2)

3)

1)

Figure: Laptop computer

AT 3R & FHROT protable gl § 3R I & o &1
gifedn.processing power & HRUT ¥ SEHSIT HT golell H FHEI 8l &1 AT
standard expression cards use =&l #X gl keyboard I hisT extended
usage ¥ fav 3 g g B

Palm-top & PDAs(Personal Digital Assitants): I8 small hand-held
computer gid g.1 ¥ ATURUIT: softwared AR 39asY gid & w9 diary,
contact database 3R word processor # F& form ¥ A & BleT

keyboard 3ar touch-sensitive ThieT 3R  handwriting recognition
software & use &d gl ¥ Y §3. FYX A shaa AT docking station
A infra-red link & @Rt 33 & &l

M

figure: Personal Digitial Assistants
&t ;. Very portable g1 &1
g ar: #iger, WfAT expression ,non keyboard versions data @r input
T F slow giad &l
Embedded Computer: #$d &HFgex H dgd F81 F&ar  built
incomputerds  F& form T@dr g1 3aeor aiffiEe #@AA, FAW,  hi-fi
system, oW, HASHIdd, 3Mad, missiles 3cAIG|  input  FTHET:
sensors giar § a Hdls 3maede Ag) gldr gl output simple display 2
motors 3R F& @HT F&= & AT relays gdr &

The important features] of Micro Computer are:

ABH FFY A BIH FFGN, THAAT FFG, SERAT FAGN AR
smallbusiness computer &7 g ST T gl
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2)

3)
4)
5)
6)

1.6.5

T oI, ®A cost & fSfca wrgw g, @d #AHRE CPU &I &G,
gAeT fRaT ST §, AART e, input device @ output device & AT gl
gl

AT HFgeX @ word length range 8-32 bits Fr gidr & &7 |

CPU # faT # g4 gl

Storage &HaT & Bl g

General purpose calculations, industrial control, object automation
scarfe 7 s use fFar amar g

qd FFgeX (PERSONAL COMPUTER) (PC'S):

gl HFeggX General purpose computations & T HISHI FFYX

gide | 3o 39 YAR ¥ gafipd fhar /@ g1 PC, PCXT, PCAT 3R Super AT (ar

JU AGH) FIHI 3o cost g configuration & IR R gafigpd forar =gl &
3H YhR & FFgx CPU,RAM,ROM,CRT, Display, keyboard 3 Secondary,

memory T&@dg |

Features :

1)

2)

3)

4)

PC U TURY T TFAT F+gX § 3R Tg INTEL 8088 (ATSsHI WA
chip) ® CPU & &7 # 640 KB RAM,8 KB POM 3R waidr fes
Thusyl FANT HT dg, PC &1 oafdr Tz 1 -5 MIPS1(ATSH SeegarleT
X HHUS) 3YIRT FCT gl

PC/XT(Personal computer extended technology) &3 3%, wadr 3% s
313d (360/1.2MB),Intel 8088CPU,640KB RAM 3k 8 KB ROM I@dT
gl PC/XT ©w& single system user system glprocessing speedl-
5MPS 3iR g5 3% 318 range 20-80 MB gidr &

PC/AT (Personal computer Advanced technology) Intel 80286
CPU,640KB RAM,64 KB ROMgrE 3w 3R wadt 3 3Ea
(360KB/1.2MB) I@ar &l 38T CPUPC/XT & CPU & ufddemelr giar &
IR 3EF 4 A1 terminals I3 ST Thd g1 TEH Tg AR a1 ol
processingspeed1-5 MIPS 3iR g3 f3&& &I &faar 20 - 80 MB gidr gl
Super AT (I1 §R #ASHE) 32-bit intel 180386 & 80486 YT FHIT |
Super Micros & RAM &I em@ar 2-MB in 803868 gt &1 o
32MB & S§erT ST Fhdr § 3R 80486 # 64MB g RIgrEsfees H
&THdT 200-800MB @Y g1 80486CPU i Processing speed3-5MIPS
3R 80486CPU & 12MIPS & 25MHZ & gidr &1
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Industrial control & oI glH HFgeT T HISH HFPeL HI processing
speedl MIPS ¥ &H gIdl gl &1 FFgel HAdRSle 0T AR g1 Adadee 3R
sha ¢Fd  calculation, investment analysis scarfe # 93T Rd I &1
1.6.6 #ft FFeger (MINI COMPUTER)
saH e Rdwa @ § -

1) world length32 bits 3ikprocessing speed10-MIPs gidT g1
2) RAMI &1AdT $r &7dar MB-96 gidr g

3) gE f3v® Hr &/@ar 380MB-2GB g &1

4) A= fAl FFoged Motorola 6803031 68040 CPU use &d gl

AT FFcgeT S ASH FFPT HT Jolelt H faster, T 3T&H ATFARAT g
g ST 64 100 terminal &Y support &dr g1 Processerd $& 318 HeCIHRE
system gl g1 S« 9ART Payroll s« # 3R scientific computer A IR
3R ST universities research organization, cgaarl, sophisticated real
time, interaction, engineering design &1 37f¢ & fRar ST gl
Al FFcgexr & 3qmERr -

1) IBMAS/400/B60
2) VAX 8842(VAX stands for Virtual address)

a) Extention- VAX Computer f3fScer 3er SRUReE & @Rl §ard I §|
3) WIPROS-6830 -680030 V & S- 6833 V built around 68030 CPU.
4) WIPRO LAND MARK 860 built around Intel 1860 -CPU.
5) HP9000 series 800 built around Hewlett Packard’'s VLSI RISC

processer .

6) HCL magnum built around 6803 CPU and 68040CPU.
1.6.7 #N-%A FFgeX ( MAIN FRAME COMPUTERS)

T FrogX el Frgex @ & fast @ 3w afFaemer gia €1 e 39T
ggr forar ST &1 STef data 981 AT # process fFar srar § a1 e calculation
# 3RTgE AR &1 F e B
saH e Rdwa @ § -

1) 3§ o= 48, 60 AT 640 bit & Tl Bl

2) #FANRT capacityrange 64-256MB 31X g 3% & &m#ar 1000 MB-10GB
I eI &l

3) wrafdT TE 3 0- 100 MIPS

ATHA HFYET IJHYTT IS, 81 industries, STTHR HISH, TIHNT
TS, doh IR TRAEEAT RSdRT scarfe # use har Jrar gl
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38T :-IBM 4300 #forar
1) IBM308 svuft
2) Lates model IBM 3090 Svuft
3) HP 9000 #vuft
4) HP 90000Model 8705/400
5) HP 9000Model 8705/300
1.6.8 W FFgqeX ( SUPER COMPUTER)
sHd T Rdwam @ § -
1) 3 I8 oY 64.96 bits §, FART T &FAAT 256 MB 3 31f8® g Bl
2) SRafdT g 400MIPS- 10000 MIPS.

W FFY AADH HFECGEI &l Jolell # e fast d f&h rfFaermel ga
gl gW FFgX & 39w & & FOPS(floating points Operations Per
Second) #I §ET HE&AT ol & fold §amr s=r g1 541 FLOPS rating igiga
flops per Second & 3f¥@® g gl TH YW FYX dgd & CPU @ §, S
FATR H Operate gid g 3R & faster saAd g4 massive 3T JrARGT
3iRsophisticated problem I g aaT HfaT use FI T &l

I weather Farecasting (F9d & s # #fgsgamon), ke H d@d H,
Seismology atomic, nuclear 3R plasma physics & g3ler fhw I g1
3aTeloT -

CRAY -X-MP/14,X-MP/24&X-MP/48
CRAY-MP,CRAYZ,CRAY3,CRAY Y-MPC
ETA 10(Development by control data corporation)

SX-3R(Development by Nippon Electric Corporation,Japan)
SX-3R(25.6 GIGA FLOPS,HITACHI MAKE)
HITACS -3000(32 GIGA FLOPS, HITACHI MAKE)

1.7 TFeEIIX JAT gIsaW;(Software and Hardware) :
T FFogeY FAECH o el H @ ST Hehell §

1. FHFY FEAW

2. FFYEY HiFeaT
1.7.1 qfsmer :

Flg M Hregey {FeA & IR # #ifds @9 FFcger & gEaI & Th AT
gl U T Ot oeg &7 T TFhd &l S FFgEX &I arsr, T, CPU I gIEaRR
g, dUT HFcge & ar AT Seg §H Q il dhd ¢@ oigl dehd ot [ FFogeXy &
I §, 39 &H AIFCRN &g &

L A

19



FR AT T JR a9 3WE AT # 3T J§ FrgX @eeA 3’k
o fed & 7y o fhar Sen| F8T 3%, WeBR] TR ST A
el feea & gEam & 3 1 SefF S § R gam @oha st &
3uferd giar §, aftheT g@r 3R T3 e o Fahar A§ FENA A & AreRR
T AT 2

S UPR ¥ FEgeX & gl Hifds HET FFogeX & gISaW F HET §, Jdfh
grer AR FEHEA S FEgER H § HECggX & AW & AET g1 gEaR R
TN & ALY FFIeY UF & o9l GERT el & ol qoaed gl

FrgeY fOFeH, Wl BIEAR & N & WY S fF 3T dIH X W g,
ey & e frdl &y & et g §1 s TR @ F98 Y fAE g wow@r
g3 AiFe o1 d9 aF FT 767 Il o d& [ SUAETRcedl 38 AT gsaa #
AT | FFYR AW W A off AFed® T ar ¢ I a8 et &
AR &

1.7.2 IRF FFG AW IURAT F1F (BASIC COMPUTER

OPERATIONS) :

T &F WD AR FFgX ATT &I & 9T 93 FrRAf F ar ¢ -

1. I§ SIYc GART STeT g fAEAT &I FAGOT & B

I 3TeT Sl FIaid @dr gl

I 31eT AT user, H Hg ol Id & IHFAR process T &

Ig output & FT H gRomHE T &I

IE FFYET T T RGO R FAIT0T 3@ &

6. H 3¢ UH-UH e Oeqd &I H T -

(i) input: IE FFYX # data T GIH T el I IRRAT gl &, Ah PFYEX
s electronic #AMT § safv oY off qadr A2l fr Rg 38 off =
TSt &I HTGRIHRAT gl gl g8 3o 3Mhsl X 8T 38 J6R F processing
Hh IROMA output &ar &1 input unit computer # AT 3T odl § T
39 HASg §T H processing T Bl

o s D

PROGRAM
& DATA

ﬂ INPUT STORAGE
T..TNIT —B UNIT » : T—

................. CONTROL

UNIT
: CENTRAL
: PROCESSING
: UNIT
»| ARITHMETIC

LOGIC UNIT

Block digram of computer
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(i) Storage: Data & instructions & 1§ ak W Wi @ i gfkar &

&' Storage %gd @l Processing Y& & & fav Data & system H
ST SR &1 T safow § fF CPU#HT Speed 3det o< gl & & I
STT & ol & AT ¥ & HH e YF N &l gl ST FO Ugel  fear
IT 3T FFYR H TUredR W gIf@d far Smar &, drfes processing ast
AT A TFYe-T g Th| I storage unit AT Primary storage & et
FH A & fav Design far aar § Ig 37 1 gIiad i & AT serg
ST & STt & er & Y@r S ah|
Storage Uniit & garT o7 &7 & aa &

o T y&R & Data (Processing g ¥ 4@ d a1g # ) g¥i@d @r

St 2
e Processing & §1g # 3 atel . result & o gIET fFar Smar g

(iii) Processing: @# 9&R & JOINT T difcher IOATHAT &I A o dIH Dl

processing @gd gICPU & 9&R & data g I« & storage &
Jar § 9 38 9hR caluclation #& Relec ¢ar &1 38 result &1 5T
storage unit &I Yare fRar Sirar 8, arfd 38 gaard fear o |

(iv)output : 3% gaRT Ratee & & Srar g1 $aqc &arr <if #ff data 9red

forr STar & 39 3eT W processing 8 & &g ST result AT & 39
output Fga &l 3§ output H AWET HNT H @S ¥ UgS U FEl
S T F A FIRT I@A §1 FH outputdr AfTST FH ITANT 31 Fr gl
o gIfard e @d Bl

(v) Control: @8 &@ & fAd@a & & control Hgerar gl Tl

1.7.3

instructions & execute AT g T YHR H  operations T
calculations &I &@=T & control & & gl T input unit Fr
operations, processing @ output 31f¢ & AT & &1 & control
unit & grdr gl Jg§ FFoYX H gl arer @ poerations F TH-Th
FATAT § T 38 W Y AR & g

Bl gfae (FUNCTIONAL UNITS):

FFYEX H gl arel AT FAF Fr 3TAT-3769T unit ISH gar g1 T unit

St A AURE fRar ar—ar § 98 @ 3E & w9 giar g1 38 1 & Function
Jar S unit 38 FEET § 38Functional Unit gd g1
Frogex RATed &1 fie raer-3raer s F RQenfod fFar 7 § a8 e R § -
(i) Arthimatic logic unit
(i) Control Unit
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(iii) Central Processing Unit

1.7.4 (i) Arithmetic logic unit

S& #f g7 intput device Hr TEAT ¥ data @Hlenter FETT & d9 Tg
data primary # gIf&d g ST §, S« actual processing $H unit ‘& arT &
gt 8138 unit & garT FHT JhRT AT T dTfeher I0TATIT FF gT fRaAT ST B
ALU a 9aR & unit & Tog & Qenfaa & a8 &1 Arithmetic @ Logic, @efr
IO oA Arithmetic Unti & @ arfdes a0t Logical Unit & gkt &1 a9
$Y ST Y WA @dr & 3% storage unit ¥ ALU TUERARAT &R Im=marR|
Processing glel & a1 output & R & storage unit H FUART T Gar Jrar
g oifr 30 #fasy & oo gfad w@r o al
17.5 (ii) Control Unit

FFYSY FT 3T HET ART  Control Unit Fgerrdr g1 S 6 srcger
gl arer @ eaf W AR I@ar g1 Control Unit &#cggx Rund gl drella
execute gl arelr @ processing & AIRT FIAT &1 FiT AT FHA R HET F
g T 30 FE YR IHoTH & § I8 Y &7 f@gFur Control Unit & gar §13g
Tt yHR & input devices @ output device H T TFEeEd fSorar § ag 3
Q&I @ g
1.7.6 (iii) Central Processing Unit

FFgEX HT ALU Unit & & @12 Central Processing &g Sirar g1 CPU
B FH HFCYX F QAW 1 FE Fhd 1 T§ 3W YER ¢ & Ay AT @i
H1f Y FHSH 3o ISTH ol Bl

HARDWARE

Computer Architechure
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1.7.7 98 FFYEY Hriewarrs (Personal Computer Configuration) :
HTEA 3T Al & TR A I A fF FYX A T & T s wgder &
g Y HH FAT § Jg 39 PR ¢ -
1. CPU (Central processing Unit)
Computer Memory (RAM or ROM)
Data Bus

parts
Motherboards
Hard disk

Output Devices

© N o 0k WD

Input Devices
I8 @l Hardwares &gald 8 9 Ig 399 & J3 81 &
1.7.8 FFgX #r A (MEMORY SYSTEM IN A COMPUTER) :
FFYET H &l TR A AN h § o F @ R § -
1. Primary
2. Secondary
Primary Memory, processing unit gart ¥i& g access g Il gl
Primary Memory & 3&el0T §RAM ¥ & Fger switch off & STdl &
Primary Memory sis¢ gl df 81 g8 data &' Primary Memory & gaRrT S3mel
dSlr & store & FHhd g 9 38 B & 9ram Y ST G
Primary Memory Secondary Memory T 319eTT Saier fast giar gl
Secondary Memory # Floppy disks, magnetic disk 37f¢ 3 g1 I8 HFegeX &
a1e 81 &1 Primary Memory, Secondary Memory & 319eT sarer #gdlt giar 21
Primary Memory &I size Secondary @ 379&T arer gidr gl
FFGEY A memory HEIA: & THE Tl F gIfda @ & v § -
e Instructions ST & EaRT YA & execute FHT gl
e Data 39 W ¥ gl
Se ot FFgeY Fg FA H JET § dr g8 srer w9 Srafder & Sl §
38 Primary Memory # I@r S1ar &1 I8 Data input device & gaRT 31ar § &
& keyboard Ir ®§ 87 Secondary storage devices o & floppy disks..
3fe|
J9 program AT instructions, Primary Memory , # gld § @ &FgX
I W & FH A F A g TIF FFYRX F e S F @ W & dg o
fegar § 389 fSogpar @1 &1 g $H memory # program data =t &
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Binary form & @faid gid &1 ¥ & gADecimal No. System Sed § & No.l
to 9 gid & 0 8 s enfAer giar g1 Binary System & f&% gr values gidr g1 @
1 $og HFYEI HT AW H Bits Fgad g 1919 & gA 3 & Dacimal System &
YR T IFASA § T 38T YR W) calculations F §1 38 TR FFcgeX Binary
System &t AT &1

tar sEfav § & FFgel & 3w 9gd ¥R integrated circuits gl gl
fSeg & switches Fgad £ 03N 1 M AT ON T off A § F@r 0 & off 7 1
A ON AT IATdr gl HFgex 0 F 1 Fr form H ST FGUT aXaT ¢ d output T
g4 0 @ 1 &I form & & a1 §1 &7 secgex & Decimal Form & 3er 2o € a8
FFoY H AT HATT H convert giar g1 3HT # output fAeTerar g1 @d A
gAY T #/ Il &% Decimal Form & Convert st g8 fg@rar gl

FHFgeX HT Primary memory IC's(Intergated circuits) &r Form # gidr
g1 31 circuits ® RAM(Random Access Memory)®gd &1 &WRAM & 379er
location & {I&IT T@CT Bl

(1 Byte = 8 bits) g 0 ar 1 & Form & g Thar & Primary
3aRE AT AT DIET-BIET storage location & T giaT gfolee cells gd gl
& cell, fix No. of bit 39 3eex I@dr & 5 wordlength &ga § & cell Fr
T No. far giar &1 5 cell & addres #gd &130 & &arT cells &I ggdr AT
ar €1 address 0 o® Y& @l §a (N-1) do SIdr & g7 ¥ar A dohd & &
memory T& &3 cabinet I Rg & A -39 T o gid &1 & Ted &
e BT & forHer address @eY & FO 3ifFd @ar &
TEAS AR $ s (CAPACITY OF PRIMARY MEMORY) :

g7 Sd & % memory & @cell 1 byte & Data I@ar gl sdAIT
capacity &' byte a1 el & YR W RN foar Srar g1 64 kilo bytes #r
AAY @ 60 TEE  1024bits TWhRIT W& @A g = 32,768 by
(1Kb=1024bytes) memory &I size Sgd F31 &IdT §lIE BT FFYX & AU F&
kilobytes & & geX Large Mainframe & super Computer & T gaRI
K.Bytes @& ST @l gl Personal Computer #AAIT capacity @I range
Hal64,4TAS AT 16MB da &1 Y & Fsdi(MB=Million bytes) gl
FFET AART A related F Usg AFT TR §

1. Random Access Memory(RAM): Primary storage & RAM gal1

IS aXd ¢ F&ifeh I8 @9d § & g7 3o off gifeld e & faw fael

T location T 3UANET & Thd ol d 3 34T TU garT R, & grar off

ST Fhdl gl 38F cal g7 HAN &1 for@-gg s & &&d gIPrimary
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Storage # gI@F f&F ¥ Data @ instructions 3rAE gidl & 4 &
FFgEY switchoff 81T § Tg T SARRAT giwd Delete g S &13F &
HAANIT Volatile Memory &gd &1 30 T gH QAT &g HHhd & [FRAM T
Volatile Memory &I

. ROM (Read Only Memory) &FcggX H Teh @l YR & HART grdr &
3% ROM (Read Only Memory) &gd &l PC & 3fweX ROM & IC Chip
gl &1 ROM 8 3=giData @I gIf@id t@dr g1 ROM & &% CPU ug
THAT § T IEH FS dead AL fFAT ST Fear §IROM F AT
input/output WA Fr for@r Sar g1 S & PC switch ON g ar § dg
oA affieds s @ Read g9 §ICPU garT iy 9afder 3mr sedr g
T AART S 3Ue-3er @ Delete AET aXdr § d9 ot S&fed Cumputer
switch OFF & a1 & 38 R @I #AART &INon Volatile Memory
Fgdel ROM ts Non-Volatile #ARY 1

. PROM (Programmable Read Only Memory): &gl # T AR IR
1 AARY g ¢ 9 & PROM &gd §IROM # fo@ ¥ swer & sdgara
T8 fRar ST HeaT g1 Weg I WemH FHIPROM WX fo@r o & 38+
SGolld X TR gl T IR WA fomsr & 9 sHH HIs Scold el T
g&d 81 afg Computer Switch off I da ff 3§ W IS B&F gl Isdr
gl dc9F J® § & PROM W /@ & 9emdA H HE sgor@ AT
modification g & THd gl

. EPROM ( Erasable Programmable Read Only Memory): fo@ &
WNIaTH TAE & S & 39 problem ¥ s9a & T EPROM ¢ | 39 &
ganrT gA for@ s program & fAer, §1 PROM W fa&r 1§ gaem #r
ultra violet fIUl gaRT el S g1 T 38 X ¥ e fo@r Srar
SIEPROM W fordr 1§ ga=m &I &A% ger a1 Tehdr gl

. Cache Memory : CPU & access speed main memory 3{J&ll Sgd

fast g &1 Main memory #r slow speed & @®RUT CPU &I access
speed #f A g I &1 30 speed & ol Hfd Cache Memory &
#H o Sdr g1 Operationg speed fast @ & fav teh SIEr & chip JEr
S & 38 Cache Memoy &gd &1 Cache #A RAM #r 3wem sgd
Sedl gordl & Ig #ff Data 3nfg ! FI@IT @l & FH H AHCg| Ig Th
3EAS Memory gt &1 5 @d & 3er & 31U § ¥ TUEeaRd fHar
ST &1 98 €@R-¢X Procesing & T 39F & wied gidT ST B
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6. Register : Ig T YR FHr AR giar g1 T 6 ser 3w s
gfa@a ear €1 Register #F A &1 omer 78 @F §1 Weg TgData I
information & FRfald @ &I’

AR ( Summary):

e Computer T& electronic data processing machine g & fow =&
input F JTT FAART F store AT g, AR BT Control Unit & =0T
# Arithmetic Logic Unit (A.L.U.) &I Wg&ar & 3& process &l & d1g
gRA ganrT g ¥ et & 3eER output &ar Bl

o FHFIX # Speed, Acuriacy ,Data Storage,Data Manupulation, Data

Processing & 0T g gl
o FHFY a YHR ¥ Fefipd fFd I1d Bl
1. Data & Y&R W (Digital Computer ,Analog, Computer ,Hybrid
Computer)
2. 3R, cost & 3R W (Micro,Mini,Main,Frame dT super computer )
T FFogY RATed o st & 2@ S HehdT §.
FFEYE BISAW
FFYEY AFCAW
Fregex faEeA & i eer-3reer Yae # fenfaa R = g
Arithmatic Logic Unit
Control Unit

NP

w np P

Central Processing Unit
FFCYSY H &l JHR HI HARY gl g

Primary

N

Secondary

HFY H memory HEIA: & FHY STal & FIETT Wl & v § -
Instructions TSieleh E@RT WA H  execute H=T g

Data 5/ W &1 gHm|

FFYeX @ Primary Memory IC's (Integrated Circuits) &r form &
g &1 =1 circuits ® RAM (Randam Access Memory) &gd &l RAM
# 39 location # 1 byte & memory gIfEid t@dr g1 (1 Byte = bits)
Ig 0 ar 1 Hr form & & Fhar gl

TEXT & REFERANCE BOOKS:
Computer Fundamentals by P.K.Sinha BPB Publications.

N

Computer Today by S.K. Basandra , Galgotia.
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Fundamentals of Information technology Vikas Publishing House, New
Delhi

A2IATH Y%A (Exercise)
HEGE I IRATNT HIfeTw?
3T T SeRAAT H FIAT e g2
Sifsted T VeATalier e &l g fifore?
AR # W FFYY Fgl W Fud 872
FFGET FT scileh 0T TeAST dAT Tcddh AT I TASTSA?
fAel, AR, ATHA JUT YW FFYI 1 aRAMNT fHST]
ALU. @ C.U. & & FI GHEY|
RAM @aT ROM # 3HecX ¥FISC HITAT|
. HIGH HFGH & YR @]
10asﬁgmﬁﬁmﬁaaﬁﬁm
11. HFFEX & fhoe! 919 IO I GASTSY

© © N o s~ wDhRE
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3PS - 2

gelqc dUT 33eye f3arsd
(Input OutPut Device)

SIS T ®IXW@T (Structure)

1.0
21
2.2
2.3

24
25
2.6
2.7
2.8
2.9
2.10
211
212
2.13
2.14
2.15
2.16
2.17
2.18

32T

qEATdeAT

sAge fEursw

-3

2.3.1 RRre-fr-as, fr-aE azg
2.3.2 fafrse &5 s Hr-aE
AZH

dse U

& el

fsfoca e

Fhel<

SrafEes

HATSHT BT

T Ehie

IR Hg P

JTCedhe HiFey YT (3N.HL3R.)
Jfearar AR PST (N.TAIR.)
HA7AfeHh g A AT (TH.AR.HLAR)
33eye fSarsa

Alellex

X

2.18.1 3c Afeww

2.18.2 3ofr e BieX

2.18.3 dlsT -3uae

2.18.4 A WX

2.18.5 3@l X

2.18.6 ook X

2.18.7 3T YR & X
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2.19 Ifhad TaleX
2.19.1 AR
2.19.2 3H TAlX
2.19.3 FolagiEcfe® TaleX
2.19.4 wolT 98 Tallex
HRTLA
P P U
3227 (Obijcettive)
$H e H Yool & gRUT §H -
1. 39e-3M3eqe f3arsds, Ay, AR, M
2. WX & [ffed 3R
3. TelleT qur Ehelk
4, Jg¥ecH. TT THhf, TREE I
5. 37 I 3., 3. TH. AR, TH 35 AT IR
6. @Bc Ud, ¢F aid, 3fee Herr
e & TR A FERRT 9red FX T

2.1 34T 313cyc f3argdsT ( Input Output Device ) :-

FFCYEY H user, WY & CPU & FF9h TUMIT sTal X Tohd ol 39T THR
CPU #ft #FoggX 3UANThal ¥ Y §Fqe TAMAT g1 X Tohdl ¢l 3d R Hl
JF9$ TAUT T & [T g5 T interface UTeog|STasl & 3TaRTehdr glar &1 S
fF & sl gl ¥ S5 #X @A g1 O interface ¢t & fav $© Device  @#r
3TGIHAT Bt &1 34 Device & peripherals #gd g1 peripherals @t & &
¥ o o g &hd § -

e Input Devive

e Output Device
e Secondary Storage Devices

2.2 39T T (INPUT DEVICE) :

soiqe fBasd HregX & s AR fdy & & faw gAer i S g1 o
FI-d1S, A3E, ¢& did, dseud 3l
2.3 f&aEIS (Keyboard) :

Standard QWERTY &I &8 &#~ggx # numeric I text data enter
el & HURYT dUH gl I3 key T ag § A I gardt Sr § aF decgex
# Th f3fSea Fs AT §1 30T & o ‘A’ key gde WX 01100001 S8

HIS 3cUeod Rl & ol lower case 3H&R ‘a’ H YR &l gl SH AT W
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shift key & g&a @A W 0100001 SBAYT IS 3Tl Il ¢ S upper case
letter ‘A’ &I YT AT &1

Figure: keboard

* tFee 3R Numbers data input & & fow faeaEsia g
* g computer & TTY 3TAT § A SHPHI 37el@T ¥ cost Agr &1 fafdrse Hr-as
39eTs g

X e O g FFaT § A g d Y csfwe AL g Fher B
* AT & access o # slow gar § 3R IE 39 g AR IR
THeT WX AT AT ded g df WA gldr gl St afFda paralysis ar
muscular dicorder If&d g ar a9 keyboard FI FH H A& of THhd &l
2.3.1 wfafore FaE si@ve FaS (Specialist Keyboard Concept

Keyboard)

Fofl-Fall 3¢ AFSA AT e HAS Fgr AT §1 TE F@T TAT HFY S §
STl fast 3eiqe &1 3@eTSAT gl g1 Selection & & fav HEE Maw o W
A A Td & AR FFoPeX HA Tl reponse & v wame fFar Smar g1

& Py

g

Figure : Specialist Keyboard
ot
* Non Text selections 3caf@& fast giar &, 3 & A=y fAFew Hr N3
qeE B § S g @ W HTs, gol, B A aeh f g @ g |
oAt E
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g
* TFEC AT ARG input o T poor § IEI FEIE #H e ~gERke FUs
glar § dr 3iaveX AT enter X FHAT Bl

2.3.2 wfafare fraldw sa FeEE (Specialist Keyboards Braille Keyboard)
Brialle Tewee 3#X §U dots & Patterns & J gidle 3iRsH &S &
keys 3+ 3R gu dots & @y Rafega gich & ot foh 3wl & fov @graes g gl

Figure: Braille Keyboards

2.4 H3H (Mouse) :

AFH F TANT BT W Ngeed & HaHAee & F0T &l & fow fmar
ST §, 9 I FAGA dde W horizontally H§F &Xar ABE g3ET Far Jr@r gl
A3E # UF did gidl ¢ 919 38 Ag fhar Sar § a I8 g\ &1 I8 & rods &

turn A § TH 9T 2 & AT 3R vE IO & e e

Figure:Mouse
ABE W 3URYT ded TR HAeg F 30T Holde oA 3R ecac &

FhIeT & IRT 3R drag &% &l §1 31 & Alsel wireless 31d g
oIt
* SEHCIT FHFYEX & AU use fHAT ST §
X UE FFCYEX F WY ells HI AT § dF 39T & cost AGT ol IS &
g
* 3HS fT HFrcgeX & 9 GACGE T 3G2TF gidT gl
A3E laptop Aledsh AT GTHSH FFPEY & 1Y AR F gAer g fmar
ST @l g1 (3T track ball) ar v o af=afed s @ g 93 Fed §)
3TEeTF gl gl
2.5 dBc 9T (Light Pen) :
Ig IR IR AT A 99 F A g1 § AR T W 3ifeside &l tdEe
WA & fov yaer fRar Smar g1 I@  light sensor  (Photodiode &T
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phototranssister) 31X amplifier & a1 gar g1 Light pen & 98¢ & & fow
TheT & 91 o T ST g1 Scanning & &RTeT 5@ cathode ray ose 9 &T T
¥ IERAT &, 98¢ U H UF Aada HFoge T Al 11 & FFgeX 39 faaetel
GaRT Tt R light & Rufy gar semar g1
2.6 TR ST (Tracker Ball) :

saH AT ABE T RNE FAT FAT A § Reg 38 @l w9 fFar Jrar ¢
STel sTheaw WfAT g §1 I8 v upside down AT T TRE &1aT & FIfR TR
§icT & gATAT § 3R ATT body part R gia €1 I8 ¥vss ABH H g o
d gl

Figure: Tracker ball
ol
* g ggl IUART § STEf PR & U A Sog AT &1 T8 Laptop &
T 3uaeh ga gl
g
* Y TUSS T g FTAS gl fhar Srar &1 SaEfAT 37T ¥ cost &t gsdr
g 3R TR T sHH FH FH oA & fov dr@er g3 gl

2.7 TfSce a7 (Digital Camera) :

SR FYURUT FAY H g BTG o & faw g7 fFar Srar g, oferad
I5 oA &1 39T a Bfocd AT 3c0ed Xd &1 YHIM UF ool & GaNT
TERAT &1 A F H A0 BT 7 &R & e § 3R a9 FFgw 7 gaw
forar S @R B

figure : Digital Camera
U FAY Fr Resoluions STedr §¢ @I gl AT compressed form &
JPEG,s # #AY # a9 g g1 3myfas Alsal # Removable AARY &S g &
ST HAY FI TERST &TAT BT Gl gl THA N FFogel H haol I AANT HE I
& garT transfer & ST FHAT B
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Figure: Memory Card

* fheH Y 3MaeTRar A& 81 3R el ed & devoloping o FEr g &
X 31TOTET 389 @ delete AT ST Gehar B
* A Tgol ¥ & S gt § df 3¢ decgex & At & transfer foRam
ST Ghar g1 3 38 ufge I Far o1 Ihar § 3 39 ufge A1 seetde W
transfer X Thd gl
gIfar
Resolution 31t fFear 1 g 3reoT @1 ofhd Ig R @I &1 A &l
compress &I ST 1

2.8 T (Scanner)
Ig 9T ;7 3ifeside A Images Digitize a¥ar & faw waer R ad &1

Figure: Scanner
Thel fFY ST arer 3ifeotaes A1 AR HiI Tag W 8- geprer srem Sram
g TIafdd Y & W F ggarem Jar & HR 3¢ BSerss & Digital Image
god A7 S ¥l 589% 9 ¥g RS 3T Tk Image File & HAWT dEogey

gfard T e Sirar gl
Ze¢ OCR WMFecaIR & ATY JANT Feh caFh hl SHS & ol e sal H
Seor fear Smar § 3R IEWRER i werar @ ufde fRar o aehdr 1
oIt
X Folc 95 TheR §gd Yg 8ld ¢ IR Bfoed &y & goar # 3z
resolution & ITT SHS 3c9ee] FT ThdT ¢l

g
X Jgd §81 SHS Blsd 3cdoed H Thdl & o view T edit T & faw
FFI AANY g SAET 3aRTH Brelr B
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2.9 Sigffesd (Joysitick) :

SR T FFCGR A Wolel & folv T S1ar &1 3 S A3F 7 giar §
3 3 directional data input I 8, Wed IE &, I, IN, AT AT HT RN
feaa dg = & FF o B

Figure: Joystick

2.10 HASHIPIT (Microphone) :

O A input T & faw g fRar Srar &1 Voice recognition
Software 39T voice & TaFe F deoa & faT wAeT fFar Sar g

figure : Microphone

2.11 T ThIT (Touch Screen) :

Tg 9 IT g S HFog F il & R 817 & § W 9307 e F
AHL &dT g1 T i PR & ¢aRT A1 df IRIfd criss-crossing infra red
beams & garT AT conducting plastic Fr & Tdel & dd Felldcha T &
CaRT F A T &

Figure: Touch Screen

2.12 §R &5 REY (Bar Code Reader) :

T IR s 3ed (@3t 3R Saces @ a1 gar &1 @3t #1 FA iR
Affed Ales &1 T gt & Fo & welRia Fear & R ST FrReEar
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Packaging W 9T J1aT g 3R s manufacture & country SR # I &l &,
manufacture &1 1A 3R 34l H AH TJGT ¢

J

Figure: Bar Code

TR A PR, A A Tead & AU 39T Far sar &1 = ook =
3UATT AT § S [T 3R Tt ¥ [3ffeT reflections & o sensitive gidr 1
I reflected omse &1 f3fSed a1 # translate FXar g1 S FFYR A Aeal I
F1T G AT storage AT transfer & T R Sirar g

IR #3 AR PN FF IR gW #Arhe 3R RRea oT | @ #1 Fea &,
Wed 3% o 8 F&ar & gt e use UrT ST &1 ST &S SR SR
Reer T & inventory & ford, gyt ¥ fhamel &t check aXat & o giftuea &
ST A ggaA & o scarfe & 39AeT fhar Srar gl
A . SR HIS ST SRR Hr fast AN gl (R g oA ¥ S9N ug

THhd & 9 ¥ curved TAg R AT upside down W g 3T Ife I8 T Jo

@ & a &5 # & check sum B3 el ardr 2
g . NO #13 & & input @fAT g 1

2.13 3ufesrar hlael ReR=e (Optical Chracter
Recognitions) :
Ig Tdh ATHURUT Thelk I Uecs AT godfalidd caee & B3fGea saa &1,

a7 use fFAT ST 81 OCR AR d9 TFEC &1 SHS I YA &R I ugdled
T IIEdfae THC BIsed H Feoidm gl

v v Atk and g W By
Brerthy Beve pen voed 1o g
e Sei u niable waren. e
e aeagine IR anwder. do% nY
D & wmader caed By any oF

g»osm 2ot
Fadie ox e o

figure : Optical Character
CHEE WIse dd I5 IR & aRT Ufse & ST dshdr &1 OCR @iféer 3iffra
H qaf | 9¢ HIE F TGd. g o & fow # 39T fomar Jrar g
A . TFH HT 99 AT Bf5ed form F sgor ST dFar &1 Y 98 vEER A
ufSe fFar ST d&Fdr §1 7 dolT ¢ g e G ¢ o @hd @ AR dfed
NRSAST TFFh T AT ST 3Ued R Thd o
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gifr . Renrfaee poor g @&ar g fawa : poor ; quality orgnials 3iR
3 @AY fond & WY TFET & I3 dlegd & AT 3HTOT suit HT gl

2.14 3fMfeshd Ah RST (Optical Mark Reader)

Ig 9R F3 IR & A § dAfhaT repared forms W AT Thed Il &
foav @1 sopte-ase use F I B S, 9g Awew qlieT 3R af¥er ar @il
el so%I¥s Sa d& Roeae A8 gdl § 9 Ig Udh HATH P Thel Il gl
AR a9 A Hr RUfY ofic fr gaar & arg A9 a&=ar gl

Rt Duate of fevt Sactor visdt
dnjue

h’ yur
aodtionl condivion,
YNt 2l shae

IFRTTAARURERA0E00ESRE

Figure :OMR sheet
g 3¢ & 37 AT & FIYC WA T Tk dgd oo 3N g [T vae awar
gl
AT | HIUNUT ST T T ATHT H SAYC el AT Teh g TaRaHAg olienr 8l
gIf | W W HUROT SeT WfAT ST H ks urar g1 S AY ¥ sheet &G
CFE 9 NO 3aqc & foIU 39dier 7@ faham o bl &

2.15 AIACh Sooh hidel RPEAAT (Magnetic Ink

Character Recognitions)

TE T AT TN FT 3T HAT § S IR FHOT WA g1 S FaehrT
g % 8, ¥ a9 9 I §, 99 s A MICR &fSer 7y & aoik oy ¢
MICR #fe &l fAAT JFahT TEI & Al Blec A Teds Al H I Hehcll
gl TE U 3Td &R I GET Yaed Fr g, Fife Ig @diell §, MICR &l el
dF 7 & use fFaT ST Bl T db W THEee AFR, dd AR R @
FFR Tge ¥ & e g &l

Oi2iLSE
(f: e U M
ST 3T S YH WU I L IN A dF AW R § O ¥ 99 W
FrahT R F AF R AUF ThEee H Bed Wee war g1 a9 39 U
clearing bank &' 3=g MICR {fsar Al & deat & foav &aw Smar g1 3R
FFYEI & GaNT Hel AT &G & Uhi3ecd & A Teddl X & Ardl 8l
A FE 3T TR AT GET 3 dF fr 9rafder & fav automation yeTe #ar Bl
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gt 138 3R Aoy sgd e g &

2.16 3ifcge Aared (Output Devices)

Jfeqe JaRHT FFYWX & aRT Nad fFY T SEr @ A & wH A
forar Smar 1 sEegex 7 Aleliex, fBeex, TaleX 3nfe Output Device gidr g1
2.17 #AfaeT (Monitor)

FFYN AR, T a1 VDU (fasgerer fBFca Ifae) dmumor 3mseye
fasd g1 I8 Th TV i & HAW gl Ig U fdesl &I aig H &l § S Hol
AT T Tk AT GG Rd e Bl
RO @ 3Uelet Aefiey 25 dfedal wefiid ava § 3R 93+ d9fdq & 80 3w
gid &l
A TEY, e g €, FoR 7 U IS H FEC I TThad H YSRd

Thd & T IW A TS AL I B
g | WAWee HIAr 781 W § AR Visual problems & I TR & o 3faa

oTel g

THIT & THR a1 & AT SAar gl 9fg 3R 15 37 (38 C.m.) 3R 17
ST (43 Cm.)?|
$u1s ¥ @ (CATHOD RAY TUBES)

ATIT FFPR H5 ISR I Tellfdold & TAW gl I HAS ¥ Tgg & 399097
d g, aH Tgg F NS Folage I gl g1 ST BRI & 3eed il IR HRORA
SIcH &I STl gl ST Solagled BREBRA 3ICH & BRR &Xd ¢ df I T gl
o & &1 Th FoR Alfe H GRGRA SH F Teddh THE Th &1, T el 3R
el 31 (RGB) & &7 giar gl

Fifeh HT FFYX ThT & Igd I8 dod & AR BIC R H ggd H
A gl & o, RNela e gl & dgd 99 gl 3aRdE 81 Nedd & #ew
space resolution & AT FIAT gl HFFYEX Al H i & g Werder Hr g
0.28 Cm gIdr &1 3fsiehel i Standard use T a1

1. VGA(RTET mfss ©¥) 640 X 480 Reer
2. SVGA (W fafzar wiftees @) 800 X 600 el
3. 884 (YFmewss Wfhd W) 1024 X768
3= f2ugea OTHER DISPLAYS :
1. (LIquid crystal Displays(LSDs) :

g B¢ fheee use aa § Sl 919 change 814 §, 3T GaRT YT Jahrer
pass #Xd &l v fhecqy & Ty 3T Ry Sa &, sHer 3T § F S«
gofdgehel ol TCATSS BT & s JehTer a1l ISR |

37



LCDs ©f$dl @ SFegeey & off 3udler fFar Srar €1 ¥ vsF ArRor Alflex

&I Jolell H A G’ YA Fd B
2. Thin film Transistors(TFTs) :

I display 3ygfas THR &, St ® For AR 39 &I & 3M3eqe &ar
gl Tl N 9AF e g8 9 & feoied & garT faaf3a foear smar g1 3R
3=g resoluction 3R 31f&& contrast g aar gl

3. Field Emission Displays(FEDs)

HAYTAT Folc Uad f3Ecel & 38 use XA ¢, T Hid H & gder efe &
39T A § Sif IFGH & GART HeldT-3HeldT gid &l 9IS & HId @i il #7 Far
glar 81 st g & On g Off 3R SAFeT A BT F bl &l T BREARY
dots Solaeld & ATY T &, aF A §Se, AT AT Fl 3T A F T glow
gid &l
2.18 ®=eX ( Printers) :

eeX 3m3eye Basw & o 3w frar arar 81 Rieex 3m3eqe & &8
HIAT ST & ST 91 YPE & o store Hr o1 Fhdr & IgT TR F &S JHR &
et 3uesy g
Classifying Printers :
ez &l T 3MUR W qafiepe fohar o & -

1) afa 2) e Farferdy
3) fec &= & (AT 4) sl I IR & TR |
1. SPEED:

By & @77 # & 3R U & T&har g1 W Pk @NTT BWeex
FEAT &, A TH a5 & e I 81 TG I FFPX & o e v Aete 7
600 376N fec #ar g a1 oo afd & ooR feex 21,000 @B W A e
T ¢l

gl Tk ANA ot & S O Meex § I8 U AT H Ut s e HT g,
Wed Ig A IT @ AT arel g b 81 FH 1T arel U9 Pl ool e g1
g 3R S HfhE &7 Igd FAa &1 O a1fd gt 9 Rieex SR, -HieEnfhes ar
SR Tehelieh &1 3UANT Xl g1 ¥ Igd Hedl gla & 3N Ay aRfeufa & fod sga
3 cgaag # 39T Ry S g

2. PRINT QUALITY:
ReeX grre Farfoidl a1 dex FaTferer & g AT ¢
Draft Quality:
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gic At R A & #Afcea & carr 3Rt & Rec war g1 I8 asa

TUS CFA I &l Bl Hl g, TN fSFcel &l Tl T W Fhid el

scarfe| @ dAfcem a1 s 7k 1 R & A & T 3YAT H ST

gl Il 3o 3T AT Rr o Fafed saa &1 fRiee & ¥&d Bl

3T TS Toll (WA T A |Ih FA) TR & T AT od

ACT R & &R & O 70 R A § S 39d 8 & Seaded

AA forge|

Letter Quality Printers:

T oS 38R 3cUee] I ¢ off JMHA TBRBEX & GaRT 3cdel fohd ST

g 3 T AT 1 ¥ I, dF IEd F v 3= Fa@fadr 3cuea W

Fohd g1 ¥ Reex e Afa Weex Fr e 78 FAger g 8|

3. PRINTING METHOD:

e a1 A sAvFe MeeX a1 A sFdee Moy & Tha &1 T sFuge R
H g depeltdhl &1 99T foham Sram g1 39 Reex &1 83 RaaT W Teresdh & g
fSH8 TR W 3Eeqe fee glar S f& Ty e ¢

AT zFEFIFE MeeX heat SR WIEEMA AT S T & JANT I ER
T &, FifF TgT W ek T IR & #7LT Tgd Flecde A1 glar g, AT gFdae
e, sFUae e I 3eT HH AT FI 2
gFiae A=eX (Impact Printers) :

Tgl W JHR-THR & F0Fe Weex g1 & - 3, dug, 37, Afeaw 3w &
Tl Tg ek A7 3F MR R fFar s/=r § &F IR W type element &r
TAHE T gl
2.18.1 3 #AfeFw (Dot Matrrix Printer) :

3R AT & Sicq F a1 g1 saH Afd 30-550 H&R gfd dFvs (cps)
gl 81 I8 |EaT AR 9gd 3marsr arer giar g1 Wfedar sga poor, g &1 A FHA
FAIfAE Y A A A WiFcT & O 3TAeh g

G

A dot matrix printer
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AT o1 e AT Ve # 38R AT & 9gd TH-99 A F FAdT R
W e A te-u-ersA f3arsd gid 81 #3 aR, Afted e sseareee gia
g, e fRee gq il 3R Hg =& a5 Ree & &, a9 Iid 3R 7 =T ¢
g s fiee. aar &1 98 SWE i @ A8, S YAF osed 9 3N ¥ Ve
£y

=0 e & g0 937 o I8 § & F Aved® & garT RERT HS o
IR Bee & TFhd &1 3 ANFT B i Farfad sAfew sedr § 3R X
FAITIET & FAA gl gl
2.18.2 sfafagsr Meex (Daisywheel Printer) :

S TEWER H 8§83 W 38R gl & 34T & 389 U @l W 38R g1 ¢
R IR W g 3R Ree Raa fr #Aeg & Niecer Fr s g

A daisy wheel showing detail of the character

59 eer #, MNec AFATT dc ST Tohal arel el [GHT T FT T A
BT & 1 IS BT g1 YAF Tk I g3 &N @l g1 el |er 31eW
WE GAAT § ST &R & T TCESF ol ol IIN sic AT ¥ SAMET Al Hiet
arer 3 A g1 &1 ¥ ReeX cggam & O use R o1 Iea &, =ifF ¥ A
FaATfdl €8 3cUeel XA &l Soff fiel et T dgarr g3 &9 dier Beex § fSraehr
§icT W 3R g1 § S THITe 3eR W gAd &

o9 SigAHee T [Wiecar gl § a9 agd 3mare d ¢ AR Wiecer ofr A
aIfd (90 cps & &) & gl §1 e &1 TUsE Foagield BB & GaRT 3cdeed
A Bee & FaA glar 81 S W 38R R gid &, R_ffea &fa &1 use &
IHR AR Plee dco T Thd 2l
der (Chain Printer):

3H YR & Ok & Rifccr 39 w Fger &1 e gar g, o &
arsfehel &1 Ao g3 FUfd W g 8ld § 3R o1 3R Wee & o o § ar
g 30 Ty W 39 W s wa § O IR 3R Nea & [Juda g &1 39
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e &1 T o I8 & o 9 o /e TR & Blecd AT TSl & folT Sgolr
ST EhT ¢l
ds (Band Printer) :

Ig U oigel fPeed § S 3000 s W JHvs e &HLar g1 gHA U o3
BT & St Sgd o a1fd & gAc ¢ 9% fec I AT R g gar & S &
g | TggF F &l
gA (Drum Printer) :

Ig T ozt BeeX § T e v 37 @ar § 3R sadr ddg W 3N
gU 38N 8Id §l 3A & IR 3N Tcd%h 3R 64 A 38R &1 Horoad g 8l
BeeX 38 Ree A H 1A gar g1 dus i &A1 3R H &A1 & N gl gl
e T oisd W e el #H TAGH gdr gl 36T & fod - 132 dus & @iy
TH 3A 132 &R Weex & & use &M Bee g 93% fee dvs &
T Al gl
2.18.3 ateT sFdee Meex (Non Impact Printer) :

Y WeeT 38R FT I W ESH 9] Hd &l STAT T sH9c Veer T FH
HETS ATl g1 8, Fifh T Fad TS & gHA alal AT @A ¢ T FAeIT: AS
faeawei gl &1 ¥ 6 R & Bd g - Foaciee &, AwResw, & Sic,
SIATheR, oo 3 A |
geFemefe® (Electrostatic) :

¥ e AW & AR H TW H Tdeg W 3T J6Y & BUfce @ &
EaRT AMe Bd g1 IR a9 Auld 39y & TEr FUT I@A drel TR & GaRT
IERT STaT | TR Fad Jgr oel IR Wy Fufy g § 9t W ARar g,
goageefed Mo Igd favawsi § i ¥ ad o AT 9¢ @A &
asEifes (Magnetic) :

¥ PeeX gaggcafits ff RE gld & Fud 38R sofdesd 3mayw & ganr
oI g1 3T WY 9 W AL STl S g,  FHAT S & gaNT AR F IR
g, ink od §1 I T 9 W AW T ST Bl 5T DA FT o1 I & F [
QR T HTERTSAT 87 Usdr &1 AT Nieear sAFaeefes WEcr & ey gy 2
AT sFdee Reex (Non Impact Printer) :

¥ RreX sr%c Meey ¥ AEST FF I g, Fifeh gaAd [Ufeedl g8 TR W
TS A6l AT &l AT Al sFuae e 3ic AfGF Ueed A 3cded XA o

AT FFIE el & A&y oK § -

* AT B
* AR e
* Zdhoic X
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sF9ec WeeX & Printer head 5@ sgd @ Ace TW=w g1 &, & use
W%Gﬁ%ﬁaﬂsﬁ%m%wé5ﬂwm% Tess +d gl

An impact printer showing detail of printer head
Fo Uec 88 & 3N & a0 & o 9 ey t@d §, $o 24 W= wWa
ST 3137 resolution 3cdea ad g
2.18.4 d5ar W=ex ( thermal Printer):
378} heated elements & dad § ot fAfse heat sensitive 99T & @rer
TFIH H @ AT &1 S 3R ST ST §, 39 elements U critical AMMAT 9
ug < ST &

A Fax machine uses a thermal printer

yHie POeeXx 9w gu g a1t ¥ exposure g7 & FRUT darken over time
fGam  Taar 1 Wee & Tvss poor giar g1 ¥ UeeX defi 9rax wagudee o
aiéed degered # use fHAT STET §
2.18.5 g=date Weex (Inkjet printers) :

AR Solfdgerell dlel AT IR W I TG & & gl § aofar gl Wi g3
#H srster 39 resolution (400 dot per inch ar 400 dpi) 3ic AfTFd 38R IcdeA
T Bl
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{

Figure : Inkjet Printer & Cartride

gdotc colour cartridge &1 use &Xd g il Asleel, el 3R Cyan Ink &t
fATTRT FeR AT 3cUee A &1 TH FHlel AABHIA 33cqe & fd o use frar
ST g1 Rifecer & aw [T 200 38R 9fad dFvs H dHl ¢l
2.18.6 asRfW=ex (Laser printers) :

oo TWeeX ook §iF 3R &Y 9Iasy TET HT Th ST 3ic AfeHFd deaT Hr
FATed Il & foduse I gl BT Fr Iy A 4 9 4 & 957 9fd BT 3cqeaT
A g

Figure: Laser printers
fic %1 ¥euss Fgd 3reoT giar § 3R IR Weex sgd FAfadr &1 anfthen
AT F T IcdeT X THd &1 TH Photoconductive Drum, Ugel aTsl gIdT g,
IR a9 37 WOdFes a7 & fBrasr & O tF 3= Tab secfaqa sk i use
T ST B FSEarer 81 Tees Sioggiee & dd &7 & A1 IR IR AT ¢
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TR U 3d 319 & AT 3H & HET W 3T W@l ¢l 57 gAar & AR
IR WX A H TP HIAT &1 ST Tk §97 Solfacehd ol gl 3ed H Tdh gl

IR W SR F fhad T &ar

Claaning
biade  Corona wire
(ﬁlﬂfoﬁl )

foader paper
happar

Figure: How a Laser printers works :
2.18.7 3= YHR & feex (Other type of printers) :
YR Reex & 3l S 3T IhR & Deed o 810 & et ganr 3=
Farfoicr &T TAeCreT &7 HI Tqehd! ¢

2.19 e TalleY (Graphic printers) :
Tl 95 Talcd YR W FoR 56 U & 1T TR W 3T &l & g 3
AICH & 39ANT AT &1 Aled X-GA@T # IR & AU-TY T {1 7T AT ¢ 3R

Th U Pl IR AR ARY-Gem #F gAdr g1 U FeagAdeieed IR W UA 39
FL Bl

Figure : Graphics Plotter

Tl &8 aR o 3R sfeafaaRer ool & g @A e, e
fie d15 3R AMNeT ada &1 FA F O use F I §1 T wRE IR Yg AR
e 1 gorem 7 Fgd a4 §1 ¥ Vs Beex H gaam 7 7@ 98 Ree 3m3c
3ol Y Hhd 81 Th BIC A F JHR ¥ 93 W 313 3cUe+ HT T B
2.19.1 warx (Plotters) :

T AE AT EF B T & o 3T R A9 gl taleX & YRR & @
el § -
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* U Tallex
* ZolggEeiesd Tallex
9T TolleY T 3 Ud T@A & Sif AT &l 3T e & oy giar §, 3R
SoFgRCicd TaleY Ueh ook eeX & T H T gl
2.19.2 g walex (Drum Plotters) :
=0 telled & O Roer vfead ¢ & Ag war § 3R 9w, 3 ufFaw ar
SEHR add e & o T RAclegidhal 37 W 7@ & o

A Drum Plotter
safaT o & IeER WfAT g1ar & 3R o1 fohder o g gerar 87

2.19.3 sawemefed galex (Electrostatic Plotter) :

Y TAleY TS 3T dlecsl & 1Y ATl JU I ATel i IEE SHA 3codd
FX THhd &l TE dlecal TR HHNT aar & oif 91 H 0T & Iy Noadar g1 59
YhR & CelleX fast 8ld § Weg FAMAEl HAWIA: poor gidl §, 519 Ul Talex &
SR Jolell T ST B
2.19.4 waes varex (Flatted Plotter) :

qE U Tl § T8l U AT Tde W U R Ear & 3R g8 &1 o
F & o 7T AT 8 TE Tl 3T el & o o AR For 9o 39T
AT gl TAlC H IHR TelleX 98 & JHR & TAT AAT gar &l

AR (Summary)

Peripherals Devices fa# diad &T g I g1
Input Devices

Output Devices

w np R

Secondary Storage Devices

gqc fasd FrgeX & 3o 3R Ady & & fow e & ardr g1 S
-3, ABEH, TF didd, dSeud e
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o HFH FH YT Hhld W WNsec & HIHee H fATF07 &t & foaw fwar Srar
gl

o WST O IR ’R AT F U9 & A T § IR TR W 3ifeoiae @t
TaSe A & folT wANET R ST B

e THR UST IT 3ifeaiee &1 Images Digintize ¥ & T va9r 7Y Siar £

o TT TR 98 IT § ot Froggx &l ThiT & Ol 819 & § w0 Aeaor ae
& GHLY ST gl

e SR FS PN, Hg & Ugad & fav 3uahr Far smar g1 d=X ook =
39ANT XdT § S @it AR e & fafdes reflecions & fodr sensitive
gidr &1 8T reflected ase = BfSed 3 & translate ar &1 S
FFYEI P Soal T HT HAE I storage & o transfer frar Jrar g

e OMR #f R &Iz X & FAA g ofdhd prepared forms W HAF Thel
T F T gSp-Es-age use & AT &l

o MFer wh Eeye fBarsd g1 Meex 3m3eye & g8 &l ¢ar § s ag &
T & o store & ST Fodl g1 T@T ok H F$ IR & POeX

39cleY g
e &l e 3MUR o gaffeper fohar e & -
1) arfa 2) e Farfads

3) Bee & Fr @dfr 4) 3Tl I IW & YRR W
e TolcX A% AT AT Fl §aled o ol 39A9T hY S g1 TelleX af 9Kk & &r
THd & -
* 9o TolleX
* ZolFgIfEeied Talle
TEXT & REFERENCE BOOKS

Computer Fundamentals by P.K.Sinha BPB Publications.

TEXT Computer Today by S.K Basandra, Galgotia

Fundamentals of Informations Technology Vikas Publishing House, New
Delihi.

I 9RA(Exercise)

1. Thegl 9T eIqc YT 3M3cqye fSarsad & «H faf@d|
2. sFlFe qUT AT sFiFe Weer ¥ 3T Fa1 gHsT gl
3. Reuoh for@t
1. IR*IE RS
2. TI GhiT
3. M.I.C.R.
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4. O.C.R.

gallex fohdel 9K & g gl
AT hdey YR HT 8T 2
gic FeRFT TUT AR e # ek Tase AT
ABH AT ¢ did ek TISC FHITAT|
gEAy MAART & 39 F1 A9 ¢l
RAMT@UT ROM &I &RT qomell gAY
10. et &1 aRenfia fifaw)

1. ROM

2. PROM

3. EPROM

4. EEPROM
11. Cache Memory & 39 T AT g1 3T &Y faf@y

© © N o g &
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gehTS - 3
TersT feasaa

(Srorage Devices)
ShIS T TIXWT (Structure)

3.0 3}

3.1  yEdwEeT
32 v B
3.3 &%
34 #HaAfew W
35 W&\

3.6 Ug &S AR JRT
3.7 3T ARt Tere AfEar
3.8 31T 3ftcad TR Hifsar
3.9 RrEsa wirdge BEr Afzar
3.10 3er WiAa Frevee 3w Afzar
311 s WA e F 3T dlh
3.12 A\, M, fac 3R a3

3.12.1 A7 FT &2

3.12.2 ¥ Fa1 82
3.13 #AAN IR f3FF RS # 3R
3.14 oA HAR T 8?2
3.15 frall sSseFar g7
3.16 HIT dIS¢ FAT §?
3.17 foear &2
3.18 SIScHIR?
3.19 #HARr
3.20 HAA Fr useraelr

AR

P P YT
3227 (Objectives)
$H I 1 oo & U &H -

1. e TR Basdst & IR #F TSR 9T |

48



gE f3rw, wardr 3w, Avefes &a
#@rd A, Sa grea

FHFYCT H AAN, gA JAT VA
FY AARY, T qur a5

3.0 YE&AMEGCAT (Introduction)

FFYY H 3T A GIAT WA F U TR Ragdsr w1 off a1
FFN # e vR & TR Basdw gt § Sad garT ser @ o 6y
deh giaTd 1@r S Jehdl,

3.1 JYFusdy Terer Zas8T (Storage Devices)

Computer Primary memory (RAM) & @@ volatile (IRaderier )

giar &1 sAfT Secondary memory #I HEIHAT gl &1 $© secondary
storage 39T AT I g -

3.2 Waldr 3% (Floppy disk)
FLOPPY DISK t& UHT udelr d disk gidl & o W gradha gerd ar

ST § A1 3T coating Fr ST &, 3R 3T disk @ o der 3K &H jacket H

Tl STar &1 floppy # data ar g« &t tracks 3R sector # store fRaT ST Bl
Siiding shutter

oA woN

Write

slot

A 3.5" Floppy disk
SIETR floppy & 3R & 9RAOT 3.5inch gidar g1 afds quelr floppy &
3R H 9R&AT 5.25inch g1 3.5inch double sided high density disk1.44MB
=T AT data A store I Hoh ¢l Th X data Fr floppy Hstore F & dIG
38 ‘write protected’ fRIT ST Fehar g1 3% favw floppy . T tab & click
LT TS|
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IE A ¥ floppy H HI1$ 747 data =1 dF store ghem 3R & & QT data
delete gl
Advantages/Disadvantages:
e 3R JE unproted § o RN ¥ IRING ®T & s g Idr g 3R
JFIHIT ATFd 38 data FF T¢ F Fohdhl ¢l
e Floppy #I' access & dgd AT giar §, Fifd Ig hard disk & JeoraTr
# R gFEdr §, T 6 revolutions per second 3R Jg a gEeT gE
AT §, o9 AT request FH IAU| 3HHI access speed AT AT 36KB
per second gl

3.3 g 3% (Hard Disk)

Hard Disk e direct access storage 39aiur § EH #oR gFaHra disk
gl Disk # data gFahg foeg & & & UF & dog & ol 37U concentric
circles (tracks) ® @I STaT §IgX track #s Tk sectors #H fasnfaa gar g1 &

disk & fder sectors 3R tracks & Ig disk T “Format’ Hgerar gl
Read/write head Magnetic disk

Hard disk showing internal mechanisms
el data &X 9ed #e & fav disk @ S afd W OgAET J&® 0§l
(raTeTeT 3,600)H% & disk gFdT &, read/write head &' track W 9g T SdT gl
Disk se¢ fFar Srar § 3raTd seal 3R lubricate fFar sirar § 3R 3@er
head a1 f&X ga1 # gFar g, aifes disk #1$ gf 7 gg a1 3 Jg floating heads
Fgalld &1 hard disk #r storage &&aT Gigabytes (Gb) g d&dr §, 3mdTq
1000 Megabytes #r ga=T disk store & Fehcl &
Advantage :
e Data W 9Yg¥ dgd ool Data &I Hard disk & el ot &t & der o
Foar g1 (randam access)Access speed o@RET 1000KB per second

gIcr &
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I ga«1 Extra Information:

3.4

Data &I 3l TolcH fSieg platters &gl ST §, H JFEHT Tl 3T
FW store AT ST, &1 TE plates a9 Afd W gAD @l g1 (SRTHT 60
¥ 120 revolution per second) Disk & ¥dg & F& FWN gal # Th
read/write head oRdT IgaT &1 I8 drive Ts sealed 39T & 3fecl &I g,
Fifer SRT AT o g head & gifel ugar &l

Programs 3R data &I blocks & & #, disk & tracks 3iRsectors #
forar e &
T drive & disk & data 9ga & faU read/write head @& &eér track
W Ggdr A @Rl (I8 seek time FEAAT §)| 38F a1 3§ Her sector,
head d& Ug el & SecdolR &Il T34

AT &9 (Magnetic tape)
Ig record I FH ATEIA ¢ Sl Idell tape ¥ e §, AR 3TH Tdg |

JFhT 96 # &9 gl ¥§ analog 3R digital data® record Fe F FH H
AT g1 data #F T H S F e frames H Store AT JTAT B

3o frames & fAema blocks Ir record sad g, S T caX & AS-2iEr

gl W gld g1 T& audio cassette @I dig Magnetic tape $ T serial access

medium $r TE FA FdT &1 STTAT data Secr I locate Ir FuRT 8T fHar
ST bl

A JAZTM drive with cartridge
One of the many tapes of magmatic storage devices available
Icaf@ g4 magnetic tape # sgd SAGT IRHAT A I H store HT

THhd &1 39T 50 &TACT I goig A 3 hard disk Fr back up & T F @ AT

gl

Advantages/Disadvantages:

data I access &= dgd € 8T & 3R 37 @Y data & TH item W
A& UgT Thdl W disk F TE F TEAT &l Tape N YENT A & T@
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ST g & data search frar Siw, #Fifes head T X% & & tape ¥
pass g1 (Serial access)

e magnetic tape JoelcA® & & HET g &1 3R tape cassettes sgd
Sa1eT data store X Hehdl g1 (ST 26GB)

e Extra Information: tape # data &I for@ar 3R ugam magnetic head &
FW IR T BT gl S T tape-recorder 3 gl &

3.5 3ufeda f3¥k (OPTICAL DISK)

Optical disk $I TUE TAdE W TFH & o UH spiral pits s gdgl
Master disk @ high -intensity laser beam & bit patterns & burn fRar Srar
g 3R 38d 3T copies §=T o AT § e optically,laser & 9eT ST HHT Bl

A CD-Rom

Optical disk & random access storage medium grdr gldisk & fRar
M I T AT I 9gT ST Fhel gl TF standard CD-ROM #9r#eT 650MB data
store &T Thar § 3T 3TH 14500 track per inch (tpi) 8 £l

CD-ROM & full form & compact disk Read Only Memory s T
CD-ROMs &1 §FHT & 737 & & 5@d  extra tracks,user & fow & € @
59 user YT AT FIAT S FH| I§ CD-ROMs read/writable CD-ROMs
gl ¢ 3R dgd 9flg § 39U T storage & 1% ¥ |
CD’s 3 format & 3uestr g\ § :

CD-ROM:- ROM &7 Aded giar & Read only memory 3R 38 &I Adas
g 7 3T disk & Fad 9 ¥ad § W data FT write g1 H T | Ig TEG HH
CD ¥ St & market & 39efsyr § 3R 38 dE U@ X software programs
IEET I

Floppy disk $I d& CD-ROM 8 3l spin &% Y& A § 9 user
request T § 3R &W IR access eI W CD-ROM & HEr speed ¥ spin
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T gIar g1 Access aXel & Ig Floppy disk & a1 gt § W™ hard disk €r
gl &l

Comparing storage devices:

3.6 Punched Cards & Paper Tape :

Ig 3H HE 1 storage HATEIH AT S Qo STA # dgd 9f8€ A1, W 3§
SEIATT A & SAEr storage space H ST gidr ff AR F@ sgd  Time
consuming #r 41 3R g@EY & storage device 3T & FAHN FEAHATA o g I

[ 1] e se¢ o8 @ seae
L2 ] L o444 ¢ & 9 0000 @ : *he
L 14 so0e L ] L1 o oa .:l
LR R L L R R R Y R Y R R L]
.. ::::.l. . .: * 0 & 9 .l..‘l.... -1
LL}
.: & sEne : "y ses L ] : :.'

L1 ] L L 1]

A Strip of paper tape
3.7 3T AIGeH FeRkol fATSAT (Other Magnetic Storage

Media)

Zip and zag drivers,floppy drives @Rg & g il & individual
disk # g# fa@re @&a g1 3R & ff o ST &g &1 | T drivers & data
store IS g1 (@187 100 MB 2GB)

T AIAfed TeRer AR (Other Magnetic Storage Media)
Digital Versatile Disk (DVD):
e SI1GT memory 3R high quality @& &7 store &l T &TFACT &l dolg o

DVD ,CD Drive #r 39§ computer S9Td H o @l g1t single sided

Jayer, DVD4.7GB data store &X Hahdl g af fh 26CD-ROMs sRTeR gl

59 @ #Aded ¢ full Motion & fhed S el sound track, subtitles it

&H 3ToTaT-37cl9T NI & T & DVD disk & store #¥ &&d gl

e T& fhed At DVD # ¥R g 3R g@d st magnetic VHS Video #

TR ¢ & 9 9gd AR &1 DVD # Ig vt § f sadr digital images

AR sound trackes #r IPMEcAT Fgd I § IR @ IR-GR SEIATT FA

W @UT Y AT g user rer Hr fRAT ot smT A directly 9g T ddr

g1 (random access)
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e Multi Layer 3R Double sided DVD17 GB data store & dhdl gl

e DVD-RW drivers(re-writable drives) 31 agd #igel § W g ¥ €R-
¢ home CD-system 3R VHS tapes & s@g film 3R music s
H deldn|

3.8 Ralzga sFde f3ew fASIT RECORDABLE

COMPACT DISK MEDIA

e CD-W Ig CD g®37d # Blank a1 @rell gt & 9 user read/write cd
drive 3R Programs 3R data ® store #X ¥&hdr & W data FHad TH
IR & fo@r S @ gl

e CD-RO- IIg CD ‘R’ &R Hr CD Hir g & gdr 81 W 3§+ user,Hard
disk &I g files ® read 3R Delete # THhdT &l

e CDROM 3R CDR gl & WORM devices &gl ST Tehdl & 3T 3T
&

Write once Read many times.

Comparing storage devices:

3.9 3 VR N & fav 3= i+
Magetic Strips:

T Magetic Strips: St f& plastic card # sa1$ St &, @ a2 gR&A©r
#I data store X THaT &l phone Cards, debit cards 3R Library cards
Magnetic strip T 3TdATe data @I store aX«T 3R change #Re H FA 37T
gl
Smart Cards:

T processing micropchip St f& plastic cards & a8 Sl &1 a8
data 3R processing information &I store &ar gl SIM Car s f& Mobile
phone & 3UANT ST ST & @8 phone numebers 3R A store aar g1 3R
gg user & Menu options provide @Xar gl dg user & 3Tk service
provider & connect = T gl
Memory Cards:
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SoThT 9T IR W% data & o store a=7 ¥ gar g1 Compact flash
TM 3R smart Media TM memory Cards @ 393eT  digital cameras #
gIaT g1 ST &AaT 512MB ¥ 3ife g #@ehdr § 3R memory card reader
floppy disk adapter 393eT data computer # transfer #d forw gidT gl

3.10 ROM ,RAM, Bits and Bytes
3.10.1 ROM #r § (What is Rom) ? :

ROM @ full form & Read Only Memory Jg T& computer memory
chip § f&&#& permantent ar semi-permanent programs store gid g1 ROM
Non-Volatile gt & computer & & & #f ROM & contents delete #gr
gId|

SR &Y computer F AET ROM 37dr § 5@ boot frimware grar g1
s qAcq gaeT g &, SEd computer 39er Hardware @' check &dr & 31k
doperating system @& RAM # load &¥dr g1 T& PC # boot firmware &IBIOS
Hgl oar g1 3@faad & RAM ‘read only’ & ROM  @programs & update
A & fav et & ffSwfar ROM chips & el a1 g2 9sa1 &1 ROM &
Fo Versions 38H FGad H FHGAT Je Hd ¢l SATIT g7 FHAAD: firmware
S & BIOS @I software install @& Upgrade & @&d gl Rewritable ROM
chips & &R @& § & PROM(Programmable Read Only
Memory),EPROM(erasable  read-only  memory), EEPROM(electrically
erasable programmable read only memory) 3iX flash memory.

3.10.2 ¥ 71 § (what is RAM)

RAM @7 full form § Randam Access Memory RAM ar &g &, Sigf
39T computer temporarily operating system application program 3iR
gIATT Fdata store .FIAR,dIfR computer  @Tprocessor 3H dd STedr 3R
HEE & UgT Th| ST AT ORI FFPeX HAARY $ 91d Fd g df al SAGIR
RAM & fau & er aar g st fvolatile g1 volatile &1 Igl Adee & &
computer off #I & di¢ RAM  # S & 819 a8 @cH g Siua|

Desktop Computer # d@#ATIT: 16 a1 a9 Mb & RAM 3T g1
3WR 3M9 graphical application 39IRT &d § df 39l memory 32 A1 64 Mb
#Fr gl SaeraRperosanal computer 38T dgdesign T a0 § 6 use & &
Saer RAM 39T motherboard WX @ |

IR AT H9a FFgX #A RAM Sisd g a 319 processor &l SR-aX
hard disk & data #a $Fr ITWRd FA =d ol (Virtual memory). THEE 3TIHT
computer 3R RAM & volatile §I138 @R electricity @rfgr afee RAM#A data
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de d& store I§ 319 d& computer Tel QT g1 SN & I FECIX Feg fohal
39 319 RAM & 3fe¢X &I motherboard 3T

SE YT FFgeX T ¥ On fRam Sfrar § ar 3m9eh &Fcgex &1 boot
firmware ROM chips# stored instructions &I read @& operating system,
3R files & disk ¥ read aar 213K 3¢ 999 RAM & load &I g &
perosnal 3,momputer # RAM 3eT-37el9T HRTHRHA IT SAGT access i A
g " gl
3.10.3 #AAr 3t B¥F TR & 3=a¥ (Defrence between memory &

storage)

HAART 3R BFd RS e & FFog HI ointernal (ATAR) storage
space @ UTd &1 S§ WRT memory & §Id Fd & aF 3l Aded chips W
data storage & 8T g o & RAM disk @I storage space @l refer &t
& foT @m=ad: 38 disk space a1 storage Fegd &l

FYX & 9 memory disk space H &A gdr gl TH desktop
computer & 9T 3231 64 MB & RAM & Tehdr g1 #IR 3@ hard disk 4 to
80 GB data store & Hehdr &

Virtual Memory T&r disk space § RAM & cqRg & ael & folT FA/=m
ar glus Personal computer H,RAM & 36T -37eldT #WT, &A AT SIGT
accessible g @&d g 34 programsa fow St fF MS-DOS #r excutable files
W based § ST IEHRT & fow "between various kinds of memory’®r
afed|

Computers gHm 213 gRATT # RAM # T@ar g st i permanent or
semi permanent firmware store &dT §, difeh FFYX & start A
hardware checking g @| Personal computer,® 38 BIOS &gl ST gl
3.10.4 Virtual Memory 4T 82

Virtual Memory T T alidr ¢ TSH software & #ATEIH dcomputer
T RAM & Jgr fGar Srar g1 39eey disk &I e AR 39T # ae,
operating system hard disk 3R physical memory & &= data & swap &
o &

Ig I T user I Ig o g T 9 aplication program load & ST
THhd &1 T AT W SAeraplication @rer ST @hd &, 3iRprogram & urddata &
store &%l HT IZT ST 3UASH Bl B

Virtual Memory & Jg gifa gidr & & operating system €fiX g Siar g
3R I® memory system & free disk space #F areg g ST &1 Virtual
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Memory & @ s operating system & 393N o SEr g1 S NUIX,
VMS, MACINTOSH SYSTEM T.X, MS MS WINDOWS, WINDOW NT,
AND 0OS/2.

3.10.5 KILO BYTE & &?

Computer & @& BT data unit |T& single binary digit § (a bit), W
FAId.computer single bit I T 7T #d| I8 bit & THE W T Hd ol
Td g HHE A byte &gl airar g1 feg K &1 Adew kilobytes g 3R ¥ 1000
# far &1 ¥ storage capacity # bytes H gl FH HFT AT g1 1k ;T
kilobyte # 1024units gla g, safaw Ifg FFeger T main memory 500 K byte
g ar ag 500x1024bytes (512,000 bytes)store &T Fehdl g
3.10.6 AdmErse F41 § what is Megabytes (MB)?

T MB #H 1,048,576 (1.24x1024) bytes g g, =f f& one million
bytes I§ odd number FafaT Fifes FFogeIbinery (Jbase two) math WX F¥
T § 3 decimal (base ten) system WX =gl

Teh ASCIl #FeX, 8 T & TR Il & ToIU Th d15¢ TIH 37T gial
gl FFEYY TR R FAA F Few a5 (MB) F AT ST gl
We count in base 10 by powers of 10:

10rM1 = 10

1072 = 10*10 = 100

103 = 10*10*10 = 1000

1076 = 1,000,000
Computers count by base2:

2N1=2

2N\2=2*2=4

2N\3=2*2*2=8

2"10=1024

2"20=1,048,576
So ,in computer terms:

1 kilobyte (KB) = 1024 bytes

1 megabyte (MB) = 1,048,576 bytes

1 gigabyte (GB) = 1,073,741,824 bytes
3.10.7 Bit 4T §?

Bit & Binary digit glbit %ae TH & value store & FehaT g, 0 a7 1,
Fifh bits BT gd §, AT &N THbit W sgd A FF A ¢l Bits Fr 8 &
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group fAEMR T byte T ST g1 Twbyte & 'h" S character @I store &t
&1 e S gl Bl
3.10.8 ar8e a1 § WHAT IS BYTE ?

Byte short form § “binary term” & T& single byte 8-bits & ¥Hg &
a1 & 31X s character & store &y $I &THAT I@AT ¢l
3.10.9 &t MEMORY:

Memory & 37 giar § f=a & & #Adata storage 3R storage usg &l
3 tapes AR disk #F Rya #AAMT & gar g1 g memory & 3F physical
memory short hand & &7 & forar amar § fS@er Ades gchips it f data &t
store &Y H&| Focomputer virtual memory 39T HJ §, S hard disk 9T
physical memoryser gag|

g computer $& fixed amount ‘Hphysical memory & & 37T g1
main memory Ir RAM &gl ST g

3T main memoryvdl Teh Array @ dRg F#g o & g7 BOX, single
byte information store & H&dT glt& computer fFEEH memory gl
1megabyte 1million information & T&hdT gl

Memory manufactures Kingston ,rambus, crucial, Samsung PNY,Mcron,
Centon

AR it MEMORY TEROMINOLOGY:
Memory Speed: 3¥ nanocesonds H &9 ST g1 I 98 THT & SOs
3IRTer # memory # store data & access fhar Sar g1 (2ns-80 ns)
Party : Teh 3md a{ler f@d memory # error & check fRam ST T g
ECC: I8 Memory correction & T 3uzer & o/r Srar g1
AN d&@ MEMORY BANKS :

g T socket grar & S@T memory install $r Jrar g

3cIeY0T 4 banks 8 MB memory &X d&dr &, df total 32 MB Memory.
There are several type of memory:

ROM Computer g&em 23 amount ¥ ROM srore I@ar g, o
computer &I start &« & instruction 8d g1 RAM &I &g ROM # F& &1
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for@r ST @&arl I Non-volatile gt & 3127 computer off & WX &
information memory # Tgar I

PROM (programmable read-only memory) :

PROM t& #A v § 99 W s % e ar fo@r a1 a@&ar g1 &
IR PROM W 9hmA fo@ I« & &g, I &Hm g8l f&ud ®ar 81 RAM &
famdld, PROM # #7ogex aeg FY o & a1g oY 2er gIfaa ®ar &1 PROM
3R ROM (read-only #ARY) & 3=k I8 & & PROM &I T Frell HANT HT RE
AT ST B, STafh ROM & §elld §AT & WA far srear g1 PROM @9 w0
3er for@sl & ot PROM 9k a1 PROM & & Tt fafdse Basa &
3MaRTHAT il g1 PROM &F UHEITA el T Gfohar &l Haf-&sfT PROM &1 sfeter
8 el ST gl
gWH# EPROM (erasable Programmable read-only memory) :

T fafise ger &1 PROM g O 39-arelc oiBc & TH&T (@ erase
fFaT ST &1 U aR erase fHU I W 38 R & Weamd FAr S1 Fhdr g
EPROM st PROM & ®HAT & &, ofhd 38 erase &l & fou fggd
HTGRIHAT BT &
$IUH (erasable Programmable read-read only memory) :

Ig THh fafse geR fr PROM § 58 geifdcael Il garT erase faam,am
THhT &1 3T YR A PROM & TA, EEPROM st dfaX e aat & arg off
ser I W@ 81 33 ROM & w#AW, EPROM 8T ROM fader aifd # aef
S8l &1 EEPROM (flash memory) weler #ARY & @A § (Fir EEPROM &t
gl S )| 3TH ATT IR Ig & &% EPROM # U TAT & U s8¢ T
for@r a1 ggr S Foar g, JFafh woler AR # Ser solle A for@r a1 9er S dehdr
g1 g wX A & AT F IF o B
¥ (Random Access Memory:

T AR (volitale) FTERST tRAT § S CPU garT waer & for Smar g
WA & T I & ggd 38 AAN A s fFAr Srar § st CPU &I SemH @t
WY Ry H Hr gl ar g1 ANY FR i srcgerdfar smarasg 3R
ITAIBM & fow 64 MB & HART 3maRds giar gl
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RAM #a #ARY & @A & &1 &9 waeT Y I RRAM & 31 AR &1 gget
IR s & § 3ed IRAM ¥ s wg iR o det a1 & #@ed
HUFRRAM volatile g § orHsr 3Y g § & 38 3o & gifad @ & fav
faegd & e warg & aeasdar gt g1 o & 9l &5 gl §, RAM #
fua g1 e Srar &
AR (Summary):

e FLOPPY DISK t& ¥ gaell disk g1l 35/ R Tqradi qeret a7 Sirar
g a1 3R coating Fr S &, IR 3T disk & ader 3R TeTE jacket H I
JTaT g1 Floppy # data ar ga@sm &I track 31X sector # storeferar Srar g

e Hard disk s direct access storage 39aRUl § fo@H FON Frahd
disk g1 data &g # Neg & ® H s § Feg & Mo 37U concentric
circles (tracks) # @I ST g1 & T& track &3 sectors & Fanfaa gar g1 &
disk & frder sectors 3iRtracks & Ig disk & "Format” &gerdr gl

e Optical disk & FUC TdEg W TH & &I Tsh sprial pits I gd gl
master disk &' high-intensity laser beam & bit patterns # burn f&ar Jrar
g 3R 399 37T copies T off ST § S optically , laser, & 9eelT T gl

e CD-R g CD Y&’ & bank @rell g & 9T user read/ write cd drive
¥ programs 3R data FI store & THaT &1 W data Fad e IR & for@r o
qehdl &l

e CD-RW Ig CD'R YR HI CD $r &g & @dr & W s8d user,Hard
disk $r atg flesh & read/write 3R delete &T F&har &l

e CDROM 3R CDR &= & WORM device gl ST d&hdT &l

e ROM @& FULL FORM g Read Only memorydg T& computer
memory chip & @& permamemt a1 semi -permanemt programs store gidl
g§ROM Non-Volatilegidr g1 Computer §eg = & a1 T ROM & contents
delete =Tgr gl

e RAM & full form & Randam Access Memory RAM ar St Sorg & Sigr
39T computer temporarily operating syatem application program 3iR
gIATT HT data store AT g, dlfh computersT processor 38 dé STedr 3R
HEE & TgT Th| FT ART HGHT FFogel AAR @ a1d XA & df a SAGIR
RAM &faw & wegr sar & IfF Volatile g1 Volatile &1 IJgl Ades & &
computer off & & a6 RAM & S & g9 98 WcH g Siaar|

e Virtual Memory T UaT dlleT § TEH software & ATEIH & computer
T RAM & §37 fgar Srar &1 3uarser disk space &l gea} 3R 39T H e,
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operating syatem, hard disk 3R physical memory & &= data & swap &
aar &

e Byte short form g “binary term” &1 T single byte 8 bits & dHg &
§oTT & 3TR U character Y store FIeT &7 &THAT IGAT ¢ |

e Memory Speed &I nanosecond # aTaT ST ¥ ¥E 98 AT § foES
3RTeT # memory # store data &I access fhar ITar gl

TEXT & REFERENCE BOOKS :

Computer Fundamentals by P.K.Sinha BPB Publications.
Computer Today by S.K Basandra, Galgotia
Fundamentals of Informations Technology Vikas Publishing House, New
Delihi.
HAFITH 9T (Exercise)
Floppy fhdel 9R &1 gy &2
Hard Disk @ flopy Disk # & 3=R §?
CD ROM fahdet &R &I gidl g2
CD dumD.V.D.#H &7 3o 8?2
BIT @ BYTE & & 3feale?
VIRTUAL MEMORY & 319 &7 dH3Idg?
PRIMARY dar SECONDARY MEMORY & 39 T T#HASId 872
CD-R dar CD-RWC & 319 &7 THSIA 87

© N o ok 0w DdPRE
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3PS - 4
TRIET A
(Operating syatem)

SIS T FTAXWT(Structure)

4.0
4.1
4.2

4.3
4.4

4.5
4.6
4.7

4.8

4.0
3H JAc H gSA & U §H -

A W DN P

32T

EEICGIE

JRfee feed & a3

4.2.1 Waw #Ae#Hee (processing Management)
4.2.2 AART Aas#Hee (Memory Management)

4.2.3 f3&F dur wsa @A (Disk & File System)
4.2.4 =cafdar (Networking)

4.2.5 YTam (Security)

4.2.6 f3arg® grgag (Device Drive)

TR Reew & sfagra (History of O/S)

e TR RBres (Mordern Operating System)
4.4.1 Y8da FegfareA (Perosnal Computer System)
4.4.2 ATHA HFgR {FeA & AT e

4.4.3 usdss @¥eA (Embedded system O/S)

3 v gR@F (Introduction to Dos)

3 FT BIsd fATed (File system of Dos)

39 & 3edRe g sieg HAvs(Internal & External DOS Command)
4.7.1 3=die HAE ( Internal Command)

4.7.2 &g HAVS (Extenral Command)

TR Rrerm & R (Types of Operating System)
R

P P YT

3527 (Objectives)

e RiveA & [ffes s

mygfaes feer feea

31w, TS aur deed 3w fweH

faffest R frew FAE & TN F JAFRT grod HEr
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4.1 9YEAGT (Introducction)

3 YAT & Aederd T FRET RB¥eA & TR H JAGHRT 9red HET| - oRfear
fFeH Frge [AFed & 1 S &l §1 3R {EeA & W FEor aar
Y TAS HEROT 3o Tl dlell HET FFell g 3ol &5 A7 & IR H 3FEqTT
FE| S 916 DOS O/S & aR #H SFdNl JUT 38F HET HedRdh ddl S5
FHAUS & IR H AR UIed FE| IS & IHed H AT IR @il Hlad O/S
fFa fF SeTe W 39T A § TUT 39H FAT JA IR §, TARE

AR RAvewm (Definition of Operating System)

ATRFETT BFeA v Froger NomA § S F Fooggy & giamw 3R dfreamX g
FI AT (manage) FaT §l TH A AHeRR & Hifa TR feed 3o
AT & #aT § a8 - @F0r (Controlling) #ART #Adedee 9IRS e
ReFd¥e (request) 9 3R 33cyc f3aTSH W aelel Acdicher T Fiaer vd wrgat
T gt HRfeT reA 3=9 Tl &7 & fou afred g@d R Seethd
UG I g

4.2 AR @¥eH & FT (Work of Operating System)
4.2.1 WA" AAsA=e (Process Management)

gAd WA ST fh FFgEY W Jodl § 38% 9IS Tk dfdd I UF TCeltenelel T
FFY W Toldl gl 38 93T (Proccess) &gd gl

arel #gATT & 3fheaax &' had UH A O J (C.P.U.) T, St Fad Th IR H Th
& A FAT ATl Ui AR FFYEX F ATRIET RBEeA s -utA w3 (MS
DOS) & & tsh IR & TH & NI i ufchar gidr oAl 1960 Fegerds H Haha
(Mainframe) FFcgegx &I ITRFET BFea e ar F5 FF (Multitasking) e Fr
&TAAT TQ@AT AT

TIAT H I 3§ NTRET [eedm off v Ty F3 9ol & T & 87T | TH &
. O g, (C.P.U.) & Feg & el & &1 2l

i &% FFgel e § (C.P.U. ) @A §, AfFd BT &1 A T d1Y el
$T &THAT WA &1 3H RE F UeUT & v FRfesr Rrea gt weomar & aisr- .2
AT Yo FHardar &[98 &7 Swithching 3 #8d €1 I8 Swithching sdel STedl-
2 gt § & 3T T Ig IaT G Jolal b T SR H UH & HF gl J|@r g aq
%S I 8 WE ¢

3CERUT & & A S T & FFged W AW music T g Fhar § a8-58a
(MS-Word) I wisel &1 fic o BT 8iar & 3R o st &1 & off aar §1 I8
gt T AT RFedm v ary v & CPU & #Ace ¥ T ¢
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TR e T i AAsT WA & T Froger F gSaRT & T 37e0r-37609T
AT (Time) CALCULATE &l § T 3+i& faw CPU Time 39eletl aIdT &
Fs T Brea vk (Application) & 9 aa @ W8T & WAfASAT
Yald aal ¢ fo| 9 f grafiewar A0 gidr §, 39 wafiear ) R Srar g
T R BEer FFoggr F F3 Tl gTSIW T Th 3ok TAfAFAT o B
AT $T TSI AT oAt TAfASAT & HgAR fGar = B

FAE  EEAA FICIGETS|
1. Key Board

2. DMD (Printer/com port 2) 3

3. Com port 1

4. Display Adaptor 11

5. IDE(Printer disk) 14

6. Secondary disk 15

7. Mice Pointing Device 12

8. Sound Card 10

4.2.2 AANY yeuar (Memory Management):-

PFYX H AAY A TER H P § - 0x00000000 (lower)
ARSI gfddige i fh teh AfRREda 3R
(Size) # g &1 FAY H gFES aEeH g
g1 IR AEer wrgey & 3ufeyd gufas
g gfacdhaes aer & AARY YdUe & R F
gl AR geus (Manager) st & #adr &
Qg AT & TAT ThfAd I T STl
g gaar § & aA &1 fOuree uafas @
HGT & A1 gfads d1

J9 fRdEr tCellhe @ T & fov HcafOw
FA HT 3ManIEar @ § Afhd wrafAw
AAR H @eTRAT & FA G (free) AART g
W i FRRET BFedm 39 voeiee & v
3dad AARY 39y HUAT gl 3H fRAr @
Fledlcdeh HART yauer (Virtual Memory

Management) &gd gl
OXRIT RATeH TR & T 39St wrar OxLLLLLLLff (upper)
g S Toeleers 3Rd alies & Telar B
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ATRFET R¥FeA 1 g AgcaqT FI Fediih HAAYN T3 (Address) F ya=T
A 8§ g FFog H U § 9HT W F3 A (Process) UH 1Y Tedl &
3R I gafr BRI (Process) AARY & Ta & @WUg (Block) T 39dlT (Share) &d
g1 ¥ Tsh BRaTd (Share) FANT & MR sollh F 37091 Jog (Value) Tmga 1
gl Jfesr fawes wslr fhamt &t 3@ AAN sollr @ 3TH 3mar Jhdl & 3HqeT
Value Yeid FXar g1 VT el & for AmRfesr Bres s fhand & o wga
@dr gl AR {ren sa v e arol saar & 5ad St O g=fRg
3eTch Sledlelsh dUT dEdideh Tadl &l I@dT gl
4.2.3 3% va wga e (Disk and File System):
TR Rrea F% IR & *Ed [¥ea I@dr § St 6 0F g@X & A9meqeT gAT
gl
asawd  (linex) AT ReeA & 98 e @A H e dga asr Ao
(Range) g o T 38. 4R § - ext2, ext3,Reiser fs , Reiser4 fs, Gfs, Gfs2,
Ocf2, NTFS 3R Google | file System. agaied (Linex) FAT,NTFS & @rg-ary
XFS aar JFS wied f@eed & 8t qff R IA7dT T g,
ol 3R fawar sfmfesr RAzeam (WINDOWS O/S ) & 9 difaa wesa RfTes §
S 7% 30 9R & - FAT12,FAT16,FAT32,NTFS wa @Tea 2| sc—rrmﬂqpﬁr-r:
et duT faeaweg § @ FAT oisa f@FeA NTFS &1 3UeT qUel § dum 3eehr
$o WA § FEF FROT F§ wfAar T A S BEw (Disk) F1 @RS (Size)
JUT GBI HISST| AET §F & Ggd [OEH &7 96 & gd &

1. Erofieg

2. 3MERONEE]
gt R¥eaA ar o arvfleea gid & a1 3@Rvileea gia gl
W Frogy fBrea [Fud arviieg ®sa @A 39T giar § 39 &gl &
fohdl RO 3EeTeh §¢ 8 S WX ARONEeE Bigel [AFeA IGIaTd Goll Brsal
gifaqfcd oXarar g1 Siafh 3MRUNded wige e A IgRieid goh g3 wisdl
afaqfct & 39AeN  Toelhere FT TEIAT o Bl

4.2.4 aeafsawr (Networking) :

HFY HigH A wicafder & 3T HS HFGEU 1 390 H U X ¥ S Wl 4 §
arfer 3 STeT &I 3G Y&l gl Tl

AT HTRTET ffFed wegedt & Acafder atet 7 ff wgrs § o -fAvss w1 &
(NT) Linux #& 3t t@ (MAC OS) 37| HFegg sicaiendl & fov SI&0 § &
AT Rrer Acafdar udla &1 Acaffer Mdda & dfAu § & 3% 3o
o o A & d@afed ®9 § S fF R e grieer & sror fow S B
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sicafeher TR RFeA TCP/IP icafdher Wicihlel &7 39T kel H F&TH gl ¢
AT TF FFgR ATeH Acad T TN ¥ g FFgely | @ ar § 3k
G FFY & T SHa-file , printer AT 3T 3YHION FHI 3TANT HI Fohell g
4.2.5 ga&m (Security)

F$ AR BEeA o BT & TR W g1 FgX g&T (Security) w1 ar
Rt @ 3menRa g &-

1. ARFET RFea Frcggr RBred & gEaR IR AR TEal #F gcgaT ar
HITET T F X A Y&l Xl ¢ A AR Beea sa& v 3we &
AFAT FIA I TH & g

2. AR BreA W NI N F FFgw gEamW g FFedm® Tt #:
39T A & fow 31fea § a1 781, F ek T H T&TA giar ¢
R HT T { HFcgeT FIE&T & ar #wEn 7 faenfad fhar mar g-

A) H=dRe& GI&T (Internal Security) & $& B¥cHA & H=dRe J&m & AT
URTH &H UH Ugdle 7K QI Sl & difh AT THR & AKX
(requester) & 3 WIMAT FT IUAET I FhdT Bl

A) sTET graT (External Security) STeT JI&T HT Aded gaR HFrgel W 38
HRT ¥ § IfF FrgeX Acad A TF AR F TNl F gE FmFge
W §& IR T 3TART W JAhd § 386 fov ok a7 (User Name) @
gqras (Password) $9¢ &Y 9saT g1 Ig Ueh RS &1 9ad § 3d ¢
Th ARFHHd WX & FFGEX sicdsw H oAcash UCihid H AGg
FFYI Acds & G TGN FHT 3TANT HT Fohl g

IMfEGT A garr Frogmr Rea &

giiara w@er [ &1 o § it s

W 3TT T AEIRG dd1 =7 gpfa &
Hacereler srer (Data) @ar gIU.S.A &R _
geem fadmer o TrustedComputer system m
evlution Criteria saar. g1 T. C. S. E. C.

AT

4.2.6 f3arzw fA¥ew (Device System)

f3asd s TH YRR F AHCIW § S T FFYEX & FEAIT A 3G H
IREaR&E fohar (INTERATION) &« & fow aefaa forar arar g1 gfe segex ¥
SIS U TS ThR o BISAW Teh g@R ¥ aTcrdlad (communication) & g &7 &l
& T 37 gl gEa & fB3arsy IR FFoggy W T ®d gl I HEegeX
AR Hefs a1 ABH M Acg § T A9 Rl @, IFRfear frer Hdfs ar
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A3H $T Acg § S FAYC g & AT HAUS fGar § 38F gew gfafear awar §
aur aRomA R (Screeen) WX g2Tar § AT foheel #ff SecygeX gTSaR &I dhad
FFGEX F SIS & ®A qUT gl @il § 39 gsdIW gAY B8 & Sradid
(communication) #X=7 & T 2aEE /AR B H IR gl ¢l Fad s
FFYEY FISAW GEY FFYCI gIsaW A 31eT (Data) AT Fohdl ¢ IT 3T Ired &
Thar g1 T Tl Al TR Reew i Acg @ N S g gaA" F tH @
YRR & FFCYEX gAMWW AR, HEIS, AlACR, Acdd 3YRUT AAY IYHOT
A &5 FFRAT G@RT T I gl ¥ FFAT AU AW H Fg glawm
STl & fF Tt ypR & IR [eew g [Fv a1 gk s QT Feger
ESRRX & AT 3uHFAT gR¥der (User manual) #gar arer & foae gsar fve
TR faFeA I FF T gRN? MG H AR 39 giar &l

4.3 3T {FeHA Fr sfag™ (History of Operating

System)
FEYE LT & IRFA H Frogedd AR RBEeA g1 47| 39aoT A 6 e
F ¥ A gd § (SoftwreTool) FFgey fAFeH & dUT 38q I3 R H HelaT
FA & FH HAT ¢ 9T T AT Shad #H R 8R FFogeT 390l & qrYd-ardy
dod ST 3 g1 1960 H Ugell cHAIUS HFYeX S&I1d1 1| St fF agd #Hgam oar
S| X o= 9@ (Batch Processing) @ &t
- T AR F FAUT F FRf F FHeST Wb 3eg PT AT glar g1 A -
qEdHIeT H GEdh 1 AT qur ST e s Nafde & seded 3dr 8
1960 & ag AR fveA A AHAT Fa U1 38 gIE & § I & s 3
gara "@HAA 3R 3 & vA f@¥eA 360 (IBM System 360) & HABH
(Mainframe) &gt $1 te sgd d81 Ao fGRfd & Sah am\ar qur g
3TSAT-37A9T T 318 2T OS/360 TR RB{rew it oY &0 Y@ &Y 75|
0OS/360T& THhd - IRATeT -dF (Single Operating System)g| TEH T TR
AAY fZasy (Hard-disk) fasfaa g€ 59 IBM 7 DASD Tl
3 AT Beea & gag Femst (Time Sharing) $r aRom &1 e fFar sm@r
T &% FFgR, gEaRT F A2- AT FAT & AT 3UWT W Fhd B
TRA RPN & FRUT F3 AGI 3YGUN F T AT F3 PR 3TAET &N Thd &
g% fou ARE faweA @t JFERY & Processor & US-A1ET HAT 3TelY
T § TEE IR A AT Idid 8T § fhfod 39T &l ag 39T & I@T & a8
3gdhr AP (Computer) § @M 3T &1 SHF G TBH AIAT H RO
(Concept) Tl 7 FRFET Beea & st 78| AFw (MULTICS) & fF 1970
F gfaem (UNIX) & a7 & e sasfaa Rt 3R o giaas eanrr &8 sitmfesr
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ey 9T g s/ 37| 3T g AT TR frew & & A
" (VMS) o1 3t {6 A secgey oY el r am|

@ A FFYR & fov (AEgd TR feen 1 FI1S 3manegsdar 06 O S F
AThA T AN Frcger & foT garar =1l IBM o 379 ASH FFcgel & faw PC-
DOS 3% 3m$ &Y vH i off &gl A7 sHF UATd ASHEFE 5 MS-DOS st &
g d Uil g3 ATfder fBEed qomR 7 3dNT|

1980 # APPLE MACINTOSH COMPUTER & MAC OS & & & 379aT
HRfear faFed e & 3aRTI 1990 & &1 # FFygeY & sfdgry & g & dgara
gU fowd G.U.l. giawr A&g @ e HROT $3 AT U A HFcged &l g
¥ I3 dU FFYR & IR A @Rl f JeEEar 991 1999 F AHEge o
WINDOWS-NT 3TRfée RFed SR # 3aRT S AT 3R feea s &
HIY-H1Y FGeU A Acafdher & faw off 3uged a1l 2001 # APPLE MACINTOSH
COMPUTER & & 39 3TqRfeer e & qRada fhv 3IRMAC-0S-X iR &
3ART|

4.4 3myfae ATRFET f@EcA (Modern Operating System)
yfas RET e ammr @it GUI & 3uder & § foas asfeeer
(Pointing) 39&ioT SR - A3E (Mouse) dur faffiT style & Foff qead (KEY
BOARD) &l 3uleT 3aqc et & forv fham Srar &

FS qg ARRT RAEca s &F WX A 3HNT F & v 48 Jaw 7w 3
Web SERVER ¥ GUI & ¥ WX CLI (COMMOD LINE INTERFACE)
39ANRT WA A T Faer H-a8 § seqe F v 3uder gar o

ST T GHR & R RATeA & dheg dd (Shell) @ § 3 & TR g@rr
T T FAs I TR Fdl-g dUT 3ThT FRAET Rl glUser garr fear smr
®AUS Key board & €sq fhar g3m a1 AE aRl [Foldh il & &7 H g1 Fehcl
g1 AT A & gag COMPUTER & g8 IR dgeR  (Hardware
Architecture) 9T T3 T&dT § &I CPU ||

Linex 3R BSD 3Rféer Reer oemrer @sft g & CPU WX Tad &IWINDOW-
NT, DEC-ELPHA Jar MIPS,MEGNUM CPU & gl TeT gl

4.4.1 v¥=ia FFgex (Personal Computer)

(I) IBM-PC- Frgsawe faesier, Jfad dur dasaed & [AffT Feaoil & 3fejge
gl

() Apple macintosh- Mac o/s S & Ifeeg AR RB¥eA & T FecRoT
¥, gad 3R BSD 3o 2
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Mac OS X in action

4.4.2 ATHA FFYeX (Mainframe Computer)
1960 & & A o fesr fwea fwfa gu ar Aapa srcgey snfdeaw
(Arachitecture) & 3fRe ¥ FHH FRUT Ig ff W Hifh Fg HFFY AW
ARt 3 A9 F AU -G gEdR JUT 39% Basd sBR AR fFrl I
AR fRAwen, 3mygfas fo¥fesr RAwern (Modern ofs) & ARl W)l

A Burrugh MCP-B500,1961 to Unisys clear path/MCPO/S

B IBM 0OS/360-IBM System/360,IBM Z Series

C UNIVACE EXECS -UNIVACE 1108,1964 to Unisys clear path

4.4.3 writz Rwew (Embeded System)

Triss RATed & #3 yaR & R [{rew 3w FY 1, @y § I Linux
dur 386 o Version & 3w A O | Fo AWG A e e
IFCd Toellalel HiFed & W 31 § 3R oas woreawa ve faRkse griereT
& faT Wene 3cuT gt &1 sy RAved & vy & ofs dur veelihed Aftedd®
H FS A A &1 W sz Bren ot [Rgd gag & A9 @a § 3w Raa
ersH of/s (Real time o/s) & A ¥ & AT JTT B

4.5 3 ts 9= (Introduction to DOS)

g @ AU Brw e fredm ¥ § I8 IBM PC & Rfesr f@wea &
AT A7 § 31, & $s &R a6k H 39asY & f5Td ASHhiade Hedel &
TH TH S, 9T IBM FFos & O € 319 9H@ Bl

S & F$ T & o -
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fager T W BIOS (Basic input output system) § TSI HT HFcgel 3T
e #dfs, fBFw sEa e &1 yeua e BT § I8 FA TS A dE WA
CanT giar g S fF ROM #ARY & T giar 8, aUT $ 30T dh BIOSH faear
¥ giar g S fr R¥eH & ggell aR a1 8l W FFged W adiss (Loaded) g1 gl
ROM- Read only memory

T TR W 3@ e TR 6T g & 3T TR A A9 JaW ygil war &1 &
TCH & Ig TR HFGEL & UYgoll ) dlef 8l W T fajIT MSDOS.SYS, DOS
0O/S & fau adur IBMDOS.COM,PC-DOS O/S & faT &l gl W &dlledd aidr
gl

T TR W Ig A gfadA™r (Command Interpreter) & T ¥ =T AT g
S TR A g7 dd & A F 0 gl Ig Th el ®sal (Commad.com) #F grdr
g S 6 FFcgex & aTel g & HANT H dIs & oar & dd (Shell) &1 & dewrel
3meer (Command Prompt) & 9¢ Sereen) X G@rar g

difes 3TN Flg FAUS A9 H A (Shell) JgR F HAUS &I gsdr § dodT

FHATUS FHI FHSAT gl
JAT HAUS F HFET GEU YHIMHA GBSl H AAN H T § o1 AT & SR QU7

glar &, ¥g @Y dohlel AU (Command Prompt) &hie w @ &1 3k
SocdolR Xl & b ok @ 3meer (COMMAND) 2189 &

4.6 319 FT B @A (File system of DOS)
BIsd ATcH & IAUT B F TR F IFH AFRRT Tafed WA F §1 TR
B HI ATH 58 bR IWdT ¢ o I8 3TD A1 TG W@ Toh| 3TK 0T T §:-
1. BISd & AH 3T &RT o 8 Tohdl & TorGH 373 JuTHTAT dUT 3e1h 3
& Al o A Reg s & 38 R & (1S4~ @,-( )., {}) 3nfg =
3TN T T &1 BIST I A TS 3R & SART HT AT gl AT 2T 3eRY
H wraem (space)*,? R + fE 7R ITANT AT F Thd| FSll & AH BIC AT
g3 3 H foI@a W 3¢ Th & YRR q FHAST JTWN, JATT 37 &l Bh gl
gIam |
2. BIEd & ATAT d TEAR FT & v dieT faRked &R 39T & oa § S
BT & fRETOT &l chFd A §1 Tl 3o e BN & FS AT AT 3T §
Sl AHAId. 39T AgT Helr argy|
.COM Tar EXE &=t & (Execultable) wsat & fa&ar (Extention) g1
TXT, ¢&Fac wsd (Text File) & fow awar §l
.BAK, Backup files & faT &I
.CPP, C++ WoH ®gal & v §
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fOrgd a7 A FEd & A7 ¥ el & & fow (DOS) Separater & 39T
A B
3GIBRUT $fdT Teh Bead "FILENAME.EXT" fS@er A 36 3718RT FILENAME
Tur et 37ERT F [FEGT A7 EXT
FFYY H FISel SRRNFET A GIAT @l § o 6 ve a9y R T wige g 2l
Sae 3ad 3uftya wregdt & =t & g (list) @t ¥ gF sl e ghR @
B gl & a T SRR H @l SRRy IE Tl § IUT 3% ATHRUT &
foT off 3ed g & AuF 81 aFead: sEed & A @1 fAvdr @@ fRar
ST
FFYEX RATCH NI TAAT SRFEA AT 9 @A ¢, PR 319 R v Faw
A Filename.ext &, & galal &d & df A% eH AT & F Ig 3MUHr add@A
SRRF H 8L g1 T JYAT BIsd HI UgalT & v v @ARwa 9w 0 § o
SRRFEY F AHT HT 3T I & fow '/ (Back slash) Reg &1 393091 3 &l
30T & dR W IfG FIg wEa lette.txt,Letter direcotory & § df 389 &5 R
T for@d § /Letter/letter.txt.
i R Afe LETTER diretory & &g directory § S AT & a1 & § a1
3% HI®T 3oh oA ¥ Letter. Txt § af 38 v R & forger
/Letter\Atul\Letter
gk Tl Foge # T HoT SRRFE gl §, FFogeX H 3ueyd Tl sraedr aur
WSl A SRRGC H 39U @l gl dlfeh 3T 39eil HISel &l Th fiRdd 99 §
ggalel |
C:\Letter\Atul\Letter|txt
3Fd BT F AR C\ UH HA SRNFY g ¢ oHd us Letter A dr
SRRFE § HAY - 3T o Atual AT T TI-3RRFT & e Letter.txt AT &
TSl B

4.7 39 & 3fedR& T 98T FAES ( Internal & External

DOS Command)
3T & HedIld & RE & FHAWS gid §, 3MedRe HAWS Command.com ATH &
wed & ©d & 9UT 9T &AUE Command.com, #F 39f¥yd FE @Y § =@ AT
T 3R BISel Sl JATRIAFAT BT ¢ [olelehl oAH HATUS & oH & AR 8idr ¢l
3eeRUT & foT, 3M9F FFcger W IS fidisk FAUS 2T ad § a 39 T W
#J (bad Command or file name) 9rcd &3 gfeh FDISK Sed 3@ FAUS &
AR Tt FF HEN J9 399k PC WFdisk.EXE  39feda gl
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S & 39T FECGEX YT BT § Aede 319 FHAUS A9 AT (Command.com)
Load g Srar

4.7.1 sm=an® st@ waws (Internal DOS command)

1.

CLS - Jg HHUS HFgY & ¢ (Screen) &1 clear Hia & fow giar
g 39 FHAUS & U gl & &g AT FIRX (cursor) ThieT & W a3 Fled
W fe@rs &ar &, 39 g7 Home Position &gd &l

Syntax — [Prompt]\cls

COPYCON — 3§ HAVS FFPY W o8 WS Follel & HIA T gl
SHH I 7T 9N §

Syntex—[prompt]\copy con FILENAME.Ext

gl filename.ext JoR E@RT AT IR”T FBA AH FIHBA Hl FPEX W
Save & & faT Ctrl+z Foit 1 T €Y & ¢l

Time Ig FAUS A F TdAT TAT @A § da7 AR H dTded
&ar ¢ T ag R{Ted &1 31 9877 s & |

Syntex—[prompt]\time

DATE J§ &Ales fR¥cH H aaAeDate & Jdidr § d2T Aaex Hr [ashed
gar gfF ag Rwea i a5 e sco Th|

Syntex—[prompt]\Date

VER — 3§ $HAUS S & &R0 & g2iiel &

Syntex— [prompt]\Ver

TYPE — J§ HHAUS FHFqged T 3URYAT BIed & Hegd 3UREUd 31l Al
¢ W @ & Fr 3T

Syntex— [prompt]\type [driver]\path]filename]

e.g.

C:\>type winnt\system32\letter.txt

DEL or Erase — 3d ®#s 3931 ®rcged W 3ufeyd fhret st wiser #r
faeeq & goat & faT & gl

Syntex— [prompt]\Del[drive]\path][filename]

e.g.

C:\>type winnt\system32\letter.txt

3 HATS & URAd Letter.tx ®E c:winn\system32 &I # & &€
SR |

MKDIR or MD— 38 &HHIUS &I HAgg & HFoYEX W &g o5 SIAFC Fall
T g
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Syntex— [prompt]:MKDir [drive]path\Driname
MD [Drive]\path\driname

9. RD -

Tg HAUS R @rell SRNFC & Hrcged faeeA & g & fav

gAeT R ST B
Ale-> @rell SRy F AfAUT § &6 387 &5 off ®isa I a9 sRiaed
39TeYa g giell =gl
Syntex— [prompt]:\RD[Drive]\path\Dir_name
10.CD or Chdir — 38 HHAUSH 39T dadA sRREey & frdr gl
SRRFC H A & foIv fohar ST gl
Syntex—[prompt]:\CD[Drive]\path\Dir_name
gfg 3@ C:\word directory ¥ § 3R 39 CPP directory W ST d@gd gdl
cleshrel 3SR fodT JR T g C:\CPP>

11.DIR -

Ig 3 HNedRe FHAUS TadAd SRRFE] # 3uud  wisar,

SREFY & ATH dUT 3¢ dRHA SRR W Riewar & & a8 wge § ar
3-sRFell P A U9 @AY W A IS § aur 3T IOr
(Attributes) Fa1-2 &1

g AT e et yar ¥ §

Ip
w
/a
Nl

/10

g qheT BIEal & X & Page-wise SIEahRY &aT B

Ig Ahed Fad Bgdar I A7 width-wise g2ifar g1

qE BTl & AH & A1 344 IO (attribute) #ft geifar g

g BISal & AN Y oI IERT F @rar gl

IN (/ON) — Wigell & AT & IRE HA F AT g

IS (/OS)- Tg WISl & IeToh AR & AHJAR G HA 7
GG

/D (/OD)— g WIsell & data - wise g2TdT &

4.7.2 s & 919 FAWs (External DOS Cmmamd)
1. COPY— copy HAWES & 39ANT HISel I COpy Fld & H H gl &
3 FHHAUS & [ gl W Th 713 HIedl IR aldl gl
Syntex— [prompt]\Copy\COPY<source file

path\file_name><Destination file path>

Igl Ife Destination file wIgel 3uf¥yd g$ & o 3% ST W Source file
& 3T ¥ g o9 [Ife Destination file 39f@ud =gF & o T Source
file dOR g STEelr

e.g.

[prompt]\Copy C:\winnt\notepade.exe.D
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2. DELTREE- 3d &HAUS & 399 FHFcged W 3uiedd fandr o directory
I HT gl & A AT L
Alc- 38 FHHAUS Fr Ace T 3T Tlell SRRFEY Pl oIg] §eT Thd olfched Tohdl
o ol g& saedr &I ger wad ¢l
H FHAUS & U gl W SRRF H 3URYT T ®gel dqT 3T SRNEFE
FFogX fAEeH § g gl gl

Syntex— [prompt]:\deltree [Drive]\path\dir_name

3. Edit —  Edit Tk @8 U U (line Editor) & I§ FAWS X &
faT wh SIS v arar § TR fFeg ¥ PR IR A5 ISl g
el &

T §S BIScil H JGelld T Thdl & 3H FAUS & v Edit.com ®Eer FHr
JTaTegSdr gl 2|

S AW dedred 3y (Command Prompt) W edit & AT ®IEd FT
A &ar § o edit.com WEA FFCGR AARY H NF gl § dUT HAUS &
HIET 3T (response) AT Bl
Syntex— [prompt]:\edit<file name>
e.g [prompt]:\edit Biodata.Txt
$H HAUS & G gl W T fdesiol] o e e BIODATE.TXT 9gel
¥ gdAT Directory # 39fyd § dr dgad & g¥dd & Srel|

4. fidisk — g 3@ H 39AAar § FEF @R o F e TR Bl
(low label format) duT g 3BT & A PN F Qenfad &= THad gl
IRNET H 3T FAUS H 3YAFT dd do olgl el dIgT I dsh o ar
Oh I H QU e TThR o g, JeIAT WX 3T 3Mer, I fF Feegex
W G §, @ FHhaT g1 IR IR BFF 35T & AP & R H SAloar
g dr SHHI 3YANT I & H Fohdl ¢ IG IR AI 3FF 3Bd &
1T ST I8l & ol 98 38 HHleG Pl 3T FAT gl
Windows 95,dos 6.0 3iX 5.0 & faU 2GB g5 3%k 3Bd &1 Ui
gler =IfeTl

5. FORMAT - Format &AUs f3&F 313d &I BIHC I & HH 37dT gl
fSFF & & & a9 § Uga 38 BEHC FAT IARIS giar & I§ BOOT
SECTOR, Hd SR dUT 3v¢ Rfegd aar ¢ dfee DOS R &3l 39
X W Fo ff f@ 7 @& DOS BT FHAUS [ gl & a1 i 8 &
30 fmar § 38 ud W Rarer gl
gl Bfe & @Y o fAheT 3ueey g
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IS — g T3FF I BHC Il & dI 39 T system HEal T Ifd TATT
gl
NV[lable] — & Jg 3% WEc gl & dIg 39 volume lable & &r
gl
IQ— UE 3T & STl A STedy BREIE el & HIA AT § 3qH 3ecdid
HIHC HAUS Fat d2T Fo SRR HF 3T AT FaT § I Bad Sector|
& ST QT HAT g
6. ATTRIB - 38 &A1US & 393 file, directory & f3RIW IOT & dgell &
fw 3uier o STar &1 FEr Bieel & TN IOT THE § -
1- [eE (ARCHIVE)
2- Y& I (Read only)
3- fa¥eH (System)
4- f¥urT (HIDDEN)
$eToh 37T HIgell & FHTAT ORI PN & FAST ¥ fAaa oo o7 o 39erey Bl

™o

Read only

System

Archive

Hidden

BT & T ASA & HHA AT ¢
BT & T T gl & HIA AT &l

'+I)>U);U%.

Syntx-- [Prompt]>attrib+/<attribute letter><<File name>

e.g [Prompt]> attrib -r-h msdos.sys

39 HAUS & YU gl W MSDOS.SYS file & Hidden dar READ
ONLY 7T g€ WM 3d: 38 ®edd H ¢@ Hbhd & dA7 38H aRader o
H THA &

7. CHKDSK and SCANDISK-Chkdsk Ig st 3ffqifesr faeeq & wisd
f@€cA $r Chkdskaddr § a1 e alih & gers 915 Higal & ax H
SHRY &1 § Ig FAUS T & T TR0 F 39y § DOS 6.0 &
SCANDISK &#AlS gl & ddsg 8T I8 DOS 6.0 # 39asy ¢
SCANDISK,CHKDSK & #iaT ®eaoT § Scandisk O/S & wsd favea
T ST HAT gl Y Ig SIGT FAT o JTem & sHGT A 38 FA
3T FRA &
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Surface #r Jra ¥ AU & &F scandisk ,disk drive, Jigr f& data
gIed @ & & Sra e g

Diskcomp:- Ig 39AfPar DOS & Tt FI=aRoit & 3uclser § Ig ar Bh
(flopy) & 39H # Jolell FT & HH A g AR Jaar & & g disk
TF ST § AT G| FE §1S TFF ea & v AL oI

e.g. [prompf]TDiskcomp A:B/1/8

/11 fereq &1 g e 3ew @1 T § e @ S aa & v giar
gl

/8 faseq &1 gaAg Ugal 316 Ve &1 Sfrg et & v f&ar e g
A: B: &A3 gt floppy &t Sra ar § & alar 3wt Sy § ar S8
DISKCOPY-Jg 3uaifiiar, t& f3& (floppy) & ufd sa=r & faw fomar
ST gl

Syntax—[prompt]\Diskcopy<source diskette><destinationdeskett>

4.8 3ARfee {TeA & R (Types of Operating
System)
HrRfesr e aferrsT EiGepicl
(Batch Processing | 9o N8 & AT 8T a1 | 3w I FH HaE-fAor
System) WRIAT @I gFsal  fRAT | (stock contorl) AT AEeHA
o gt e ST § AT G H ITH | (Billing system)
WA i S
AfFS  For Tdar Hdd
REAL TIME Sys-|RTS. # 3BT ST | gfzamor 3 qomfs someh
TEM(RTS) W R B & A T | e e fvor

Real Time Transation | qyeeo A ¥ Weg W W

Wna?ﬂ%?ﬂ?‘rmmﬁl
g1 37 RTS srer $r o
fhar & & T 3uged
g

RTT & 313CYe Sl W
Holiday 3R AlRline

FT FeeAqy wew A booking system #|
gar & i yeR & RTS @1 RTT # Ig 3R &
el 3 & e g | RTS # @A wgcaqer
g, ged & oof e & |"ew § oefk RTT & QU@T
ST & SR g fawes | SRRl AT &
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Online Processing

Offline Processing

Multi Access on Line

Interactive

Processing

Distributed System

(Booking System)

A& #r @, CPU &
gegel ®9 ¥ fAgaur gann
g &

o gt st & CPU
& UG T H e el

FFYI dicasm H fhar off
TR # e H 3
FFYY H YT T
HEHAT 596 ¥ g

$H NE & ded H
3uear  HAlog TEdT ®
feheT g fhanfeaa AT
Tl 39 d& foF 39
15 Input FET AT

TH R & o7 &§ T &
sier 1 fhaT T @AY
giaer &1 39 ad gu
®E TIEN W IEEA

3CIEROT & U -

g8 Iad fagFer & e
A TR & FHAT &
Safe booking system #
et IfT F FIS Bk A6l
EEGI

FFYX Acdm H &l TR
(user) &I 39H H A
CREI

OMR 2fic &I =]

Holidays 3arAirline booking
H 3 RE & dF A &
IfFd faaror §g Far § adr
galr 3R gqEwr afda 39 95
fAaRoT FI SEaar § 3d: TE
fdaror (Record) &I & &R
H T & IFd 3T
ThdT & 30 RE & dod H
3HIFAT AlSlg. @1 § olfdhed
gemH  fRarfead @@ @dr
J9 de F IudMEdr S
Input T&r T

3H RE & oF H UHh g 3er
@ 5 o @ATg glaur
T 39ANT Fd gU Fs TUA
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(independent) g g1
Multi Programming
S YHR & dF H T
T F UYETH TH Y
AT W fparfzad @ &

Multi Tasking 3 YHR & dF #H TH
g #$ WemE RAM &
Ed § ofeet 39 o
9eIHA & Tl dRed §
39 Tl Fohl o-|

W AT (independent)
g Bl

3H YPR & dF H Th A1y
FS UETH TH & AT W
frarfeea a1 1

3H YPR & dF H Th A1y
Fs I RAM & Td §
Afhed 3usilerar @ WA
F TAT ARd g 38 Tl

ghar Bl

ARTLT (Summary)

AR feeA tF Frogegx 9enA § O &7 e AivedR & 7 & Jed §
Ig HFG A 53 faffee grsaayr qur 3§ W FUid f&affes Teolieere |itedi
(Application) & T & #f 0 § 3T TR #H A Fegiar & JAaRfeT
f¥eA 3ueiey § g AR BreA FT FEON #F Uy § F7AT FEOT [
TERIUT T & FAAOT BT § oifehed el HERIOT I ST HIAAT T § 7T H 3899
g1 & AT § dU o A4 fAvant & 9 a9R A 3R S gl e
ReA FrgeXr 7 g arell iR & Aas wtar AART # Ao =, 37w &
wsel fATeH & FAAST e, JUT IR A GUI YeId axreTr 3fe 1 grar 21
MYfsd AT Shad 7 FA 3 e [(fFT 9oR & [eear & v [JfdT gev) &
e RFeA 3uasy &1 awyd 31 (DOS) O/S dfa g3m o IBM &Fgeir
A PC-DOS Tar MICORSOFT & MS-DOS & &AM & doIR H 39HIFd & T
3arTl st HRTET feeH & o 3walk® T aed FAUS gld gl HARE HAGS
FFYET & TTe] 8l W TGT & AAY 7 N5 81 ST § & g FARS AR
#I IMEARIFAT W IR FT § 9 AR FI 3THN SR @il § dF 385 g8
Iy wrsa AAY F Load gl § 3R g8 FHUS FRRA gldr & 3d: edRe T
USFA HAUS T fAFeHA ®Ea command.com H 39U T g1 S o deegex
& e gid & AANY A Load @t § 9T 9% A1 A%vsy (Secondary) FHUS &
foT fafdse wEa fr ST g Bl
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FAFTH 9T (Exercise)

. AR Bred Far @ar 82 Jur fFegr ug UhR & ITRET [ & SR
H garsi|

2. ARfEe RFeA, Frgy Beed & F1 FF Har §? eS|

3. 3. & HedRe dUT T HHAVS F FIT IR g2 AT 3TS el JhR &
g - 2 HHATS & 3GEROT &l

4. Real System, Real Time Transaction ¥ & &R @it 82

5. &g H Acaféer fBveAa & Far AU §? Frogel # Acafder & fav
org off TR RAEed T 3ManRTSar § 386 I} F Tdr|

6. Ifhehel o Secihd A 3T FAT AT g7 windows dUT MSC & &ef-2
¥ HEoT g glawr &d 87

7. 39 H Bsdl & A6 F v Fgat #F gasd|

8. 3iTfEr @Texm F1 & Security Y §, ¥ F1 dcad 82

9. 3myfees tfeer Aeea aur quar sitfeer freq & a1 3w 82

10. 39 3’9eT ey A ITRFET Beea & aN # & @ fod|

=
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ghTS - 5
ReEer TR RAeea

(windows Operating Systerm)

ShIS T TIXWT (Sturcture)

5.0
51
52
53
54

55

5.0

3T

SEATICAT

fa=sst o/s @1 faswra (Development of Windows OS)
fa=sat o/s & faAware (features of windows OS)
fqustsr & T (Component of Windows)

5.4.1 sircds (Notepad)

5.4.2 gsds (wordpad)

5.4.3 Useser (Paint brush)

5.4.5 fasr #ifsar ceigy (Window media player)
5.4.6 fdsr tFaTaRY (window Explorer)

fiEcsger (system tools)

5.5.1 d& 319 (Back up)

5.5.2 axa&eX HY (Character Map)

5.5.3 f3&F & A (Disk defragmenter)

IR

P P YT

3527 (Objectives)

$H IAe F Yoo & 9T EH -
1. R RBEed & TR & AR 9red 30|
2. Ruas & RAffiea #mer dAleus, a3 us,
3. fawsiar fATSAT wolY, favster TardTelX

4. SH3Y, HFeX HY, JAT BFw BHadee & T H JARRT Jed Y Tohel|

5.1

39 g H AT ABHEGE FUNA G@RT TR H 3ar T faesiar sRfer

JEATIAT (Introduction)

f@¥ed (Windows operating system) & s & eI L0

faeers Rfeer Rvew a1 §, I8 3udiear & for 59 UR F omees § dar
o fAffT dEon & F=r [Avaw § S $8& HUF AetT gl A J8d g3l
T FHiF-2 F AT T g AR e Rvea & Fur-2 3fdkea g &, s
faeaIer TR BTedm & T 3Uaey gld § JAT 37 F1 TR &1
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5.2 fa=sist T 9R=T (Introduction to Windows)

faesisr 3o fwen, GUI afveaR & Avff & Fafd 1 GUI I dF & ¢
& IuHiFar FFagex @ ThE e goifad glar §1 GUI & HTT gEdal &hiel
(Screen) keyboard,mouse 37f¢ gl

GUI| &7 HiFed} AT Ig dF Far & & Fdr off e = Fg R gefRia s
& dur 39 ag DT @A F AT FA1 FAUS ST B

dle— GUI & 31 Graphical user interface & g1

fusler T T Ared & 9 A e FOR o 39HeanRT § T s
H 3arT 1 g qf g GUI W 3R § 3 5| &y & 3usiiedr et de
FHUS P BT F FAT AT 3T F FHl 3 g [FEr ded W I FiY 5899 ®
fFa F |/ F THhaT Bl

fausier & S TEHOT IR H 39y g

5.2 fawsiet, e ATea &1 9T (Development of

windows OS)

1. #$ 1990 & f3vsre 3.0 SoX & 3anT 737 S 6 Qualer 1. 0 gur 2.0 ¥
S1eT 39ET )|

2. #% 1992 H fa=aiat 3.1 SR & 3dRT 3147

3. A 1993 # fwsisr 3.11, &t f& Point to point networking & forT
39 Al

4, Jors 1994 & faesit NT St 6 forelt off susedls & forw ugerm Rféer
Beea o

5. 39Ed 1995 # faesier 95 3mam|

6. 3T 1996 # TIesIel 95 &1 AdT TFEOT 3T S o faesier NT 4.0 %
& foIT Fellsc & §9 & 3ughd AT

7. Ta@sx 1998 # fausier 98 SR & 3dRT M=)

8. ¥« 2000 #H f3UsiaT 2000. Me 3¢ SR #H 3dR 3|

9. 25 oct, 2001 # windows XP SR # 3dRT 3T 9% &6 windows
2003 server, SSIR H 3dRT =TI

5.3 fa=siel Fr fAAYaw (Feature of Windows)
1. Tegisr & 39HFAr & ETd: Ifhed aaaRor e fRaml 38 3fecderd
3EET-2 HARS & fow ged, ey 30 G 7= &1 wEar Jar sRReeRar #r
T fid aeT & faT -2 IFa (icon) & = &1
2. Multitasking & Multithrading 388 3fAURn § & 3Usiiedr & a1 & &
AT W Hg YA &I Tl Tohell &l
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N

o

N o

9.

WSl dUT SRRFCRAT H G99 A & v sl taaeaRX (window
explorer,) 39elsy gl

WISl & T 255 &R do & & Thd & o & 3@ & 316 318/ d& &
& & " 2

PG A o3 @ gEIR dur @A fRuifead diream w1 fawaw
(setting) ISEE (Regiistry) & gidr gl

& & FAECH W T A1 &3 3THFAST H JaerT|

Romote Access Service s@ar JfRurRr: § f& 3usiear fody off see &
I HEIYEX T AAST F FehT Bl

PLUG& PLAY:- 3fTd &gl 9 HIS off &7 greaz} SAsa Iell Hehd
gl 3 A AT gEAW H T & [T AC Basy I@a)w HT 31ar JohdT ghdr
g 3R FFYR W g ®Ifd e & &6 gIRT § I+l 9sdT g
Microsoft Exchange: Jg T& $wceic 3-Hdl (E-mail) fFea g s & 3ma
arell d2aT Al S 3-Ad, Bed G F gSUd A IR B

10. Entertainment and multimedia: - f@=3ia7 3T R@EEA A GUI

5.4
5.4.1

aIeROT 8l & HRUT SEA  HId  Jooll, ToAfod  G@ell  3Me HeARolol
& & o "aa gl

fa=sist & #mer (Computer of Windows)

Aeds (NOTEPAD)
T§ T 9T @Elewh (Text Editor) €1 aAeds & &=t g8 wigel & fAEAR
(Externltion).txt & @i gl slcds #H &t g3 BIgell HI &g T AT
PRI 7 aR Tha 3T Alcds F af B 51T A Tl BISd HI Hlfa
gl Bl
dAlcds & Y& FERON A AT fGFeq § o - Y reg &1 gamer
HAT AT offche] TAUSIST & o4 TEON H Alcds # dgaid fhT I § aur
$6 o TORIVA el 715 S 8- fohdll eeq HHE T Tl Y 38 3T Asq
THE A Feoa| Ig deeiiar (find & replace) Fgard g
Aeds # o g WISl ‘FN TS 64 KB & AET AL g Thdl| Aeds
ggUg qUT AZHERE a8 A AST T A B
39IfRrar:-
Alcds Formatting & TERT (Support) =gl &1l 3PR A9 frer da 957 &
Rt e & Fdr wX 3EE 9fd Ms-word, front-page  S-feRdr
grucsh (EDITOR) #H &1d § o 39 gafosrd ared (Formatted text)
feas cam afha 3o s@dr 9fa Alcds #H §ad § dF had der 9ed
(Simple Text) fe@E &ar |
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Metepad

Gt

Notepad is ane of the most commeon text-only editors. The resulting
files—typically saved with the .ixt extension—have no format tags cr

styles, meking the program suilable for editing gystem files thet are to be
used in a DOS environment. Notepad can edit files of almost any format

5.4.2 gstds (Wordpad)

asds s dgd & AYROT 5 SHEY (Word processer) & St & fa faesiar
95 ¥ 3T I & fawaiol TEIUN A 3T §| Ig Aleds &1 & Fpfad § g
AZHEIFE I3, ISUE & g §9 B

e qEadS B QT TER A, GESSd B aur R s & gRen
3UcTsY g olfhed 38HA MS-word $r g 3130 e AT 39 TATT T IS Asg
goel &1 Fiaem 39y 78 g1 Ig 97 fawsy & fav sga & 3= veeider § fdheT
ardl Rdfe fows & AT 3uged & 81 as%s & st g3 oeel & R
(extenction).rtf (rich text format) g1 § '@ € ¥§ APHEGC T§ BT &

3R
asds fauster 95 HRfeer fwed # ugel R 3mr an| R{vsiar & qUer HEa=on &

g Write & T8 & ST ST A7)

2] L
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5.4.3 Yvear (Paint Brush)

AT 9ee S s MS PAINT ar Paint brush & a7 & o ST STar g,
T APFH Fellel Tl TCollohels] YT &1 I8 ATshade faesier & Tt Feazon
H 39arsY g?1 I 9enH fawarer feeaT (Windows bit map 24 bit, 256 color 16

color moncrome e all with.Bmp Extension) jpeg, pbg, gilf, gif, tiff 3mfe
TFEERT & BIeeT H AT aar &l

Tools & Functions — MS Paint e & 5T AFeq 3ucs § -

FREEFORM SELECT — Jg ¢ A & R AT H TaaT & A
(freely) Heae &t & faT 39eey g

SELECT — Ig T TR AT AT 38 Rl IIATHR AT
N ForFe I & AT 3UgFT ¢

ERASER a1 IR — g R o Ig A 3A & fopdll e A e
HT FHIHA AT ¢l

FILL WITH Colour — g ¢ TRET 3AS 3ifeolee S- Id, o,
Mer e & A sed W F e & fav
IHRF ¢

COLOUR PICKER — g T o g¢ oees & 3W 3uReyd e
G #F & e T W H gaAd & HA 30T Bl

Magnifier — IE T S g3 SHS HI 987 AT BT Feh @
& A AT B

PENCIL —> TE ol afhIT INAT F 3y 3ifeoiFe T F
HIH 37T g

BRUSH — ¥§ T dfead S & € dfed 3T s &
TSl JAT 3THT THR aldAl Sl Thd g

AIR BRUSH — g 3 f@fFas & (LIQUID SPARY) i @®E
F HAT B

Text — IE TA Thad H PIS text FH FT¥C A &

FH AN § T I e @ & a1 ar THae
AT A ged ST B
LINE/ CRIVE/RACTANGLE/ELIPSE/ROUNDER/RACTANGLE
T T oIS, &hd, YFeedTel 3G TeAled & HIH AT g
Oe¢ @I & A (Image) MENU # Image gHmm (Rotation),Image &I e
(Streach) =iEifed sa=T (INTER COLOUR) 31fe dshed fGU s § Setehr #Aice &
3T 3AS (Image) & gl Thd 3
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$fsc ®e (Edit colour) e 7 48 HeR AT 12 G Tdel ART FoR & BIc-2
Icon & TSI FGG & 31T FoR FH oAld Feh eotae Hl HoR I Tohd ¢l
ASHAFE Yo PR H FS W Headl (Function) 5T § I 5 38d gea 7 781 &
T S R off A & feear & doee (Seclet) e Fegrad (ctrl) key H &S
I ABH ¢anT 39 BEA F 397 (drag) FF B8 W 3THT Th HIUl g Al o
i R fRAIwe &1 (shift) &1 oy AT3E a1 38 RET &1 397 i W 37 fged
T IT dIR g ST g

Ry oS T Ales & e AT "et| @ictrl ++ td ctrl +-KEY &7 39ahr avd
gl

5.4.4 Rt AfEAr @R (Window media player)

I U f3olica AfEAr R & o & 30 At & gos & fov suaneh § I8
ATSHIAFE  FHARAA @RT ST fhar 7 Uoelshl TivedR  (Application
software) & St fawgier AT RBeea & ary 3mar §l

F5 T Beern & fow 3@ MAC O/S , MAC O/S X @1 SOLARIES
O/S% fow #ff Af3Ar oRR 39esy g

st M3 R 3 wEeat & 3eEe 2 (split), 3iifEar, afzar w=eat & CD
9T FIdY et &l 3erer-2 f3Ar AfSAr Bl & U I Iolls F S T g
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fGesr Hf3ar R #F Toa arelr wgal & Bwlee WA (Default Format) WMV
window Media Vedio & Audio), WMA(Window media audio)& ASF
(advance system format) 3mfe &

IEKAGILY

. Ig ST f3A gur At & Ioer § FeTH &1 9% arY g

dgar & oY 1 3MET IS Fa & off I8 et &

. Seedaic W 39Sy gl drell 33T IfSAT wisell 1 33 a8

Fh 3T TAAT gl

. 3UH 3UasY 3RFE X (direct X) & fheeRa (Filtrered) @i

YR T A/V BISdl I 38T g T gl

4. Ig QU AT FEar F T JeUT HT gl
. g8 Graphics equalizer 8t 3uceyr gl S & el &1 ga w®

e gl

. $H¢ ¢aRT 3T HfAReEd Tt & oot 3 AV BIgel Telleh]

gl dFd g

. 3myfae ReT gomel F sEdr 39T gl S Bl
8. sizdz afdw Err R fo® gu TR f sorg 30 A A

RS & sdisedre (Broad-cast) aX THhd & difeh dgd aR
AT 38 AR F oA & S fF TF AHcqd A J37 39l
faehr & FAfe fordl off AR A 9o & S 38 FeoAT SI1ar
T BT gl




fas1 5.4.5819 TFETARY )Winsows Explorer(
5 Iyfaw Aesier 1 & & Teehae § @ o fr qF faester gaeon 7

WIS HAoR & oA A ST SITAT AT T 3YMITAT T BISeT , STSFERAT F oo &

faT 3ol ¥ g TeolherT 3USFAT T AMRhehel JEX ST Vel Fcdl & Torgehr

AGE ¥ IUHIFAT HYel ISl SEIFeRAT 3¢ & Tk TAT & Th ¥ g TIF |

HIAT FAT FFEIYN T §CAT , BISA & ATAN Dl TGolall , AT WSl Pl oAbl 39

3R TET SHE W I@AT , 3¢ HI Wfhad 3M8HaT (Graphic Icon) & g@RT X

TFA B

R TeavaRT & @Eon)Version of Winsows Explorer(

ffelsr 95 -TFETARy,

fd=ss 3 X, (Old Version of window) Sa# &I gC srsieedl T fore a1 st &

golrdr Tl

faesiar 95 sEYaedl & s & &S A Gow & glawr & w51 qur 3§n 3ufeud

HISAl &l ¢@ & fow Ay (view) 3ucrsy |

T -

List view -38H WISd d2T SE&C Uah folde & ¥ # fga@rdr ¢

Large Icon view -8 WISe 2T SISl & O icon fe@s ¢ &

Small Icon view -3HH WIS dUT SEIF & BT icon fe@s ¢ &

Detail:- 8H ®ISel AT SEacyl HiT TAEJT AEHRT gldl § o - ag fhell alii@

frelt FAT et |, a8 sSiEed) § A1 wIsd 3|

HMFloppy & (C) New (D:)

| Control Panel  Printers DiakUp
f Networking

fay - fd8r TaTaRy 95
Window Desktop (98)-
381 98-TFaRY Feeic Cealdliol IR IMURA § Trad fF FAws & R (arrow)
& fema & gemar s €1 (back, forward) St fF ool dur 3mTel sRREFEN HI
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g XA &1 & UP 33 arell (Parent) Wee SRRFE & 3faid axar g1 fa=sr 98
TFACARY A fa=sr # 3@ SR (Address Bar) & it afFdead fFar mr § Gaa
gl g SRRy &1 AH 3Hh 99 Higd gl g1 O Seelalc TR # g, 3.
Tel. URL) o &gd &1 3 & U Wies & [olT T el a9 9o (Hidden wave
page) 81T § ST Ig Sd1ar § & SRRFed Y Bl A FY 9eR AT HT fe@Er
g1 sa% faRea A= [AAvare Win 98 Explorer & 3qerst g1

e 3ffaRed ol sX (Tool Bar) & e’ R (Task Bar) # g ¥ahd gl

e HTML, Desktop o8+ arT 39 fdest & @ & #Hw@T (background) &l

JaUS T HifT g6 FFd ¢
e TH & [Fae (single click) WX el #ff SRR &I T T gl

R - @3 vy 98
Window 2000 Window MF - Explorer:
gaA fRar off ereg & HER ) sgdec (document) &1 & gaot &1 Fiaer 3qesy
g S BIsd T FiSel, BISeT T 3¢, Bl & YHR MG 9T Y 3memRa B
Window-XP Explorer :—
Window-XP Explorer & &I deong fhd & S 3uefiorar & faw srhr 3uaeh g
S e TR ¥ 2
s ¥ (Task pane)
e 97 fast & arft 3R 3ucey g9l fF QU SEeon # SRRl gidr
A e U9 H AT AU difheE 9 H gla B, S 5 g g3
SRRFCY # 3URYT BIgd IUT SRRFE] W ATHT g Tohd ¢l
SO afe Rl sRNEEd H o§gd W AT § o 3de AW ¥ (Image
Pane) fR@$ ¢ aur g 9T & 34 AT H Togs AT (Slode Show)
fears gemi
Ifg Rl SRREE AV BIed § o Task Pane & #ifsarco—y 49 3ufeua
gr Sfrea|
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ICEREar= T (Tas Pane)

#d (Search) :-

Window XP Explorer & Search @%ed f@e Window TEROT &1 i & &
3=k I § T 58 Searching & fow Animatied Searching Assistant 39esy
gl S 7 M-S-Office Assistant 1 € s 21

Animatied Searching Assistant (tfe#ies afder 3ifeée) Searching & f&afda
gRuTAT & 3reer-2  Action @21 Music & &Y 396y aIdT gl

T -¥a (Search)

5.5 f&¥cH Tl (System Tools) -

fasist O/S & A= system tools 3ufya g1

Back up Utility, character map, disk defragmenter 3¢
5.5.1 I%-39 (Back up)

f&er & d3ra i 3TARar § F I8 T A IUe HFIYER gIsaIN AT
FARY & @UT gl W I&T document & FIET @A & FA A &1 3T IF
3T F A ¥ 39 FI®T document H gE HIAT FAGR BEF AT T W T
ahd gl
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afg frel FROT ger 3MHr IR Ser S R FFIgEY W ¥ gC S dr § AT

IRIRE UGS & SATr § A AT YN dF 3T FN TR ST HOGA: gred
X THA 8l

Rt of sficifeir Sorsal & s30T g2 R¥ER (back -up & restore) H FHRAFH
USATAT g B

Y AFIT A AgE ¥ AFT FF N FFT & -

39 sod WIS AT SRREFCT F back up o & gl

Back Up WIsel & #Age ¥ 319 30« srer & qg Rufd 7 et 5w ar
frelT sTREed 7 o ¥ohd 2

T 3F YA T 3TANRT Feh AT RIW f3FF (Emergency repair
disk) §oT T&d § S T 3R & RTeH wsd (system file) & g€ ST
H FEA 3T 2

T 9 FHEegeX F{EeA & ser & AfaRed 9fd a1 dond & oad AeeA
ISES (registery), (Boot) ®wiEel dm veH wige & enfaa gl

AlC -3YHIFAT A Tg & Ar & o dg 39« R{¥eA &7 gfdfea (day to
day) s®319 (Back up ) @l

31T FAT d2m NIFS wisa fa¥ea f3tw &1 #ft Backup o a&d &1 3fg
319 NIFS wEa f@TcH, B%F & % 3,Window 2000 O/S & 3ided
od § d 3@& Restore #f Window 2000 & NIFS f3& o & o d&d
g 3% & FAT 9T W ®Sall &7 Restore #¥e 9T 3T STl Hl WA &l
ST @l 1 Si-

Permission Encripting file system(EFS) @r #fear (setting) 3w & #mer
T AESt f g 3| 3T BFEr 2000 F 39T BEE F NIFS omer
sback up @ Windows NT & NIFST ar FAT #WT W restore  #gr

et

3 -d=3ra (backup)
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5.5.2 Character Map:-

FXaeY A9 (Character Map) &7 39317 HFIYEX T 39csY Hlee (Font) #H
39T 3R N W H I glcharacter map Jg Windows, Dos  dur
Unicode EaRT 39311 R STl aTel 376RT &l G@rar g
3T U Ace A AT T &R AT HE&RT & THE HI HidT deh fohar o
TCAlheleT # 9¥C (paste) X Tahd & AT 39T Fah o ol gU Siaggic A & Paste
X dhd gl
FFX AT H 39 Ao g, @, difadr nfe /v 7 3oaer o arer (typical)
HfSeT aRT F 8 & Thd § IT 3Tl Siagiiec H T 3o IUIET X Tohd gl

-~
i -
O

O < M {— | —| x| O

MO INET
gloj—| ®

(O] w—r v

|| O @l<|{o|l O 0| —

o f —| S = | —] T HIB

}c-—;c?ﬁ mw-—-(_—}
> x| o] — K|l -~ T

O o | U M{=Aaja|3| < m
O | O| 2| [TH

O @

O - AT

5.5.3 3% & WA= (Disk Defiragment) :-

5 3 BeorAeex U FFagex  fAFeA W 39y HeHes (Fragments)
WISAl JAT SRNFCT Fl gadT gl
AT BIATES BISl AT HadHees SRNFEY 1 AW, 3 #90 7 & 3§ $rsai a1
SRREFCY ¥ § HUT I ISl FFIPEY W FI FeT arell 39Ear fomddr wrgedl 7
VST & o1 F& 7d1 AT (Matter) SISar a1 gerdr § @l HFIIEY W ITolsH
HEA HART H FF ART H ¢ 1T § 90 I &7 38 377l IR Freld & ar AisEr
AT FTET ol AT B

Sta o Rl 3% gsd W 9gd I WS BISH $HSS @ e & ar
Window o/s 3e¢ AARY # &3 o H dgd AT Nl § FAifdh HIAES Hrsal
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& S AR ThsT dl Shool A Igd HAT oFIaT § FHT HRUT AT BISel AT SRR
F FAT F off FHT 97 &1 S FROT A BT AT SRRFEN Fl §aer 7 off o
T ¥ FAfE BTw 3sa WS @er s (free space) § af @l gF @ B
fSa® aRUMH FFT A5 BB & T F$ THs AT FHT B
fo5F &1 Paeex, T BeAees GISAl & Sl H AT Tlell STeTE A Th
g AT g a8 Tl Wedees ®gel #ART # o@maR (Continuous) g, 2T
el se1g (free space) & @1y El
fS¥F 7 HerAees ®Igal dur @rell SeE (free space) & g 38¢ Th
AT FATAT difh 3T 9 Y 3ufEAT Wl A Wil @ BEed 6T I67T &7 o a7
qS WIEA Follel & U Tell P8 T & T W e, & ufear &1 B &
HaHecesT (Disk De-frigmentation) Fgd g]
foFw & PR & favw &by GAT Ferar § S 6 et gedr W 3maRa gl
o 3% 33d & HWT (Partition) &7 A8
o f3FF W 3uffyd wigal $r Fear
o PSS BIS JAT SRR FI FEAT
o FragX faTeHA & ol TAIT (Restore) H T&am 3|
f5FF APaHA-X FIH Tgel FFIGRY W 3URYT HaHees Bl T deevor
FAT § 3% 91 3Tl ShaHee XAl ¢l Tg Ufhar ar #el & gr gidr gl
1. faeewor (-Analyze)
2. HeET-2 HET A Ssar (De fregramrnt)
3% SMIHeX & Agg U 3T FAT, TAX 32 dur NIFS wsa Rced arer B
#T9T (Partion) & WAl HT Thd gl

" Disk Defragmenter

| action wew | = & @D

Vouimne o | session stas |resystem | capadiy
=(Cy) FAT32
&a(0:) FAT32

M Fragmented fies Ml Contiguos ties [ System fies  [] Fras space

. e & BT
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AR (Summary)
R2ier 3ofeer Rven AERETe FHORAT gaRT SR fFY @ AR fwes ¢
St fF TR 9fleg AR Reea &, & AT wwor somr & 39sear & Qv
3T gF gl T FEU Wl FERON & [Woh 8ld ¢ a1 $o AJfalked glaur goa
gd &1 @8 o/s & 3. X 95, 95i, 98, 2000,ME,XP,NT vud Vista HE&HOT
3ucled g1 I8 GUI, Multitherading,Multitasking Multi-user, Remote access
Sevice,Plug and Play, E-mail-system ,Entertainment & Multimedia, 3mf¢
giaer 39eedr &I Ja T gl
e8I o/s & 39T & T slcds, Jsus, Uscew, fasr Hfsar R g f&ar
THACAIY HET AT § S fob 3udlerdr & U oMl Uoelleiel g1 Sefeh garT
39HeaT 97 o @ (Letter typing), RF&RT (Painting) 3ifsat fafsar gatem a g@em
JUT AYAT GBIl F U FTOT & HAST (manage) I Tohdl gl 0% faRed
ffESso/s & & H&T g M 3uaey § S@Back -up ,Character-Map,Disk-
Defragmenter 37fc|
SoAhl Fce ¥ IUHIGAT FFUYY W 3URYT A9l Wi (Personal) Wwiger T
backup o THAT g TUT HIH-e HISal &1 defragment FR THaT gl

FAFATH 9T (Exercise)
fiSsr a1 87 I8 frd FFael gart IR fRar arm?
fiersr & R_ffy dEaon &1 gofa &
Mulititasking T@Multiprogramming & &1 drcdd g1
f3sisT o/s T Plug and Play fawamn & gasmsd|
NOTEPAD td§ WORDPAD & FIT =R §?
faerer AfEar o =1 ¢ I8 9 e T BEdl & T S Srar 82
f8s & 5% 319 ¢ & IR A FARY|
fasrsr o/s Tafdee FERIUTT AWindow-Explorer & HHST3T
Formating and Defragmented ®ser & Far aread &2
10. &3 FDisk- Defrigmentor T & SR & FdABA?
11. fd=8IsT o/s & IR #H 379« [qOR cg&d Hi|

© © N o ks wdhPE

93



SHTS - 6
THATH. 3hA & IRATT JAT THTHAS
(Introduction of MS-Office and MS-Word)

ShIS T TIXWT (Structure)

6.0 32T
6.1  G&dIael
6.2  URFH LT

6.2.1 A=Y
6.2.2 AMEHC A

6.2.3zAER

6.2.4 HECASIS gof X
6.3  WISdl & ATT P AT

6.3.1 SEgdec FI T IR Grelalr
6.3.2 SlogHec Ud &l
6.3.3 SEgieT F RAH Tl
6.3.4 FAUS SFgHecH W HY FHIEA
6.3.5 SIFgHATC P Tog HeAT

6.4  TFAC F WY F HIEA
6.4.1 3FECT FT TET T SHE FAT
6.4.2 CHAC HI Heldc HLeTl
6.4.3 ¢FAT FI f3allc I
6.4.4 BRART To@aR
6.4.5 BRAT Yo

6.4.6 315
6.5  BRART RETH

6.5.1 WEATH VEIegeH
6.5.2 ¢FHT @I H{d, I, UFC HTE
6.5.3 FI9 15
6.5.4 Hrerd
6.6 3T FHT
6.7 fa¥e
6.7.1 ggiee 3R A5 faee
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6.2 ¥es foree

6.7.3 ®wRAET foee

R

P P U
6.0 32T (Objectives)
$H IAIc F oo & 9T EH -
MS-Office aar MS- Word T &I
Word Processing, Document &=, Save &3, Open ddT Close &E|
Text Formating, Text Selection, Insert, Delete, Redo, Undo
Formating Toolbar, Formate Painter, Paragraph Formating.

I N N

. Cut, Copy, Paste, Print, Preivew ddr Printing
MG & IR H PR UTed HEA|

6.1 9&argar (Introduction)
(Introduction to Microsoft Office)

Microsoft Office a1 AIRUT el AMS-Office cTed AfFA2Me software
& GIg (Collection) g1 =g 39 T 9 TSET STl & AT FF FT G & A
I B W fAST 1 X W@ gl IR T & IHa gen R AswEae Sl
T YE 3G HcTed 39N AT g2

MS-Office &I user &I Aeed-fAeeT IMTSTRATHT AT AT H IWH FATAT
T &1 Microsoft Office Professional # @atf®es 3gaREh gur  eafeaemet
Software & SisT =T §1 ¥ Software FeT g-

MS-Word - Word Processing Software

MS-Excel - Spreadsheet Software

MS-Access - Database Software

MS-Power Point - Electronic Presentation software
MS-Outlook - Scheduler Planner information Software
MS-Publisher - Desk Top Publishing Software
MS-FrontPage - Web Page Authoring Software

Word Processing #aT1 § ¢

FFogEY gReT # Word Processing & @Fe=g Typing Editing 3R
frel o TR & SFgHec FT BRAET & g, I & 99, TROT @, Joled A AT
3olch THATA @l Thd g, 39 IHR Held Word Processing & Text &I 3R Tohd
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Far § St & Textual o= § 319 g8 39N 931, RO, gwecy 3Ra layout
scalfe A e e & IT & dd &1 3T a1 Fig ol 39 FF I FFogex Has
T 3NN Feh FdelT ST T g

Word Processing ¥¢ typing 38 &% ways & f@e §| Jgl, Sagdec
A fBee 76 A ¢, TH TAT 38 type AT S W EAT &1 fheg sTH A
fafsar RBear e (Frger &he) w R@s & &1 Ife FeR Si9 ersfiiar &Y et &
AT TERAT FA & 916 T g6 ol § Al dg IR § ITAfAAT H GUR Fohell &
Th §R IR I8 Afgd X oar & & Sagiee & safaar A8 & O 98 59 R
F FHAT gl aoAT & Word Processor dgd fFdmer § 39 Word
Processor,& erfademell feature &7 39ART &t frdl 8 R &1 SFgfec o
(create) W g1 &I Held Word Processor # 39deyl $o feature § -

#* U5 & EHR g Alfoled cIIRTId AT

diesthd, Scfoldh IT eslalsd H Toldes text Fr FfEr =l
HaTEshte § YWIEHTT H Helaes text $HI Wiecar s
Foaes text & I8N & JHR AR Blec =]
BT SREHRIT REAMH (Tcdsh UiFd & WA &R Hl g Alfoled W Th
qfFd H  I@ell
FFeY g Gfad FI TG T
Holaes text A FFgAeC H Teh TUF H ¢y T W AT KA AT Th
SFgAC H ¢EY SIaFgHee H HI T
£50 d | &l TSC A sl giawm
Teh ¥ ¥ Sled text delrel T giawm
Seodd d ¢dol & ThoceC 3cToed e
wfeler g JAT AT
Thesaurus, el
S @HF 317 Tk Word Processor W & &Y | 819 &, Ugo Siagiee
type #d 8, R 3q 39 fNec &a § FgFec & i &xa § ar 39 39
BRAC A F fav sTorar e FAUs o 3uaer & dad 1 39 Frg
ThIT W aAfadr & SAa H 30 GUR Fhd ¢l @YROE: Word Processing
program IfAT S GURS H YR AgE Rl gl Ig 93T I 7 'Word
processer & ¥R T &

I AT Aol TRY e Hl 3UANT Fd g, af Ifg 3T T qff
& d1g Al F S@d § o IuR SagPHee Y @ ST FHET 9S4 8, fheq U
Word Processor # 39 &FcgeX &I HART ¥ Sagdec & recall & THhd g,

* % B »

* »

LR R R

96



Tefaal UR T a8 ¥ 58 e T @ 81 GUN 70 Sogieg, & B & AANT
H dfasy # 39AeT & T a9 F& T6hd &l

6.2 YRFH hIAT (Starting MS-Word)

TH.IH.38 H IRFH oA & ford

Start - Programme -MS-Office -MS-Word

Select &d § d e &Rt Display @ 21

SCREEN LAYOUT

slandard tootbar

e
cholcas

drawing
woinar

status bar previousirext
. page buttons

6.2.1 A=ggr (Menus)

S9 39 Word 2000 &1 3f=awur (Explore) a=a &, 3If¢ 3ma Word &
oo @l ¥ aRRIT gt ar 3m9s A«g Structure H AZAYUT JGad G@T M|
Word 2000 &g & &dd gl & # 39T R I arer FAws @S g €
UAH Feg H [ IR 9eRid @ld §, AT Aoy & Ad & sdd -arrow W click
I I A A F AT (button) 39T W W Fodh Tl W SHAST BRAT
AY F 9 3N g fe@d o
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a5 & TS TEW & AR Aoy Terld el fow A9 &F =& qef &
HAEROT IS
#* AP 9N ¥ View/Toolbars/customize &l doare AT
# Options tab W Fas HIfSA|
#* Hog &I Uncheck Hiiar|

aé&we A=ger (Short Cut Menus)

AY IR & Options & YANET ol &I 38T Ig feature e faffe
word FHATUSH H dof Ifd access Hel H 3TAT &l gl AT & g Fod &
CaRT AN A Teid gl & 30 Heg Foptions, elements FH R & Ferh
fFar = a1 33 W AR A1 30T F v Y aidee A9y tF ol fae W
ﬁ%%mm@rﬁ%lr

Actions (framd) S f& “Decrease Indent’ 3R “Increase Indent” &aer
fore & fow & 3foa § safor e aidee Avg W & gl ga § ar s &
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gl ecae HAeyg FAGGIX gial ¢, Fifh ford item W g fFae frar s=m a1 Fad
38T & option YERId FT § IR FAfOT & Ig 3 FHeg options F gt &
ECIGIN
6.2.3 g (Toolbars) :

ggd d oe cHe oA e Xl g, 3R editing F formatting
A ToAE 3l I &l g # select & & T A=y IR &
View/Toolbar & seclect fRar ST &1 S R il T 9gol & YSidd @il ¢
3 T check & 2T &1 @IdT g1 ook & s & fav A (9 TR &
ST §) W T fhar e g1

6.2.4 FFgATEIAT gaaR (Customizing) :

& ¢oeaR X AT actions & HFhd & oo 39 39301 8 aa & 3K

Tgl 9 HAUSH T @ Wahd § folee AT SAGT TART # od § oifehsd dg fondl

R X fAuiRa &t @ §1 Word geery sarly ST Tshcl § $fav 3 HAosd
# add T delete X THT &l

#* View/toolbar/customize @I select &d § IR commans tab W click

W Bl
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Customize

5 New Web Page

41 New E-mal Message

* ToeR # O AUE F 39T add FT RS § 3R HAUVS ded H A

seclect SIS |

* AH & WY FAUE F drag Feh ORI HAURT S9E A dcad Hr
oI5 AT

# OO ¥ Uh d¢d & gl & fav clicking  dragging garT goledR &1
g g gl

6.3 WISdl & TTY ST (Working with files)
6.3.1 sSWFgHeeH F=Iem g @een (Creating and opening documents) :
Word & 5% SIFgfec & Tl Tgol ¥ ol SFgHecd HI @olel IR a9
SFgfecd & AU s8H $© ways ¢
a1 SfagAeg Faer (Create a new document)):
# HAsg 9 & New Document e Wclick Hifal
* AgER ¥ file/New & g
# FHEE W (CLRT+N(N CTRL) gt #r &l T Tq1) gard|
o ¥ ua eg@ee F @
# HAggR & Open File sed W Fos Hiiod|
#* AR File/Open &I gl
#* FHAS WCTRL+O & &I
g3+ fafr Open dialog box &t YERid axcr § 3T 9 WSl & @refell
g ¢ oA S A AR open seT W Forer HfST
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I Word Documents

6.3.2 SagAwg FT AT F&T (save a Ducument)
# AYIR & save d¢d W fFers HAT
#* A-gIR HFile/Save ' seclect fxiAT|
#* T I W CTRL+S Key @& o]

6.3.3 AFFA+c & AH dga=1 (Renamimg Document )

T& word document &I rename & & fIT File/open & seclect &
31T f5F S FI rename FIEAT TR § 39 gled| AT H HgAGT § document
& AF W gl Fae difew AR R eiiae Ay & rename & seclect HIAT|

WSS & [T &7 BIgd A €8T aXah Enter Key & gar &IfST]

Map Netwecrk Drive. ..
| Disconnect Network Drive...

i Create shortcut

6.3.4 9gd & SFASH W FH

afE 3m9 documents  H typing I editing X T d TE AT & FO

SiFgFec g Id ¢ G gof §U SIegec Window HFeg & g gar gia ¢ ofar
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f & fe@mar = g1 gor (current) Siaggiee & ®ISd & ATH & 9H UH d&6 AR
giar 8l @R SFgHec & Fiolidh ToIT gERT a7 seclect &Xd a1 TR\ & A
window task bar & e W Feldh T &1

! New Window i
Anenge Al §

; Spie

6.3.5 BFgH+c H dwg & (Close a document) :

gol §U (current) SiFgfAee H dwa &l & U File/Close @I seclect
$fifer ar afe Standrad Toolbar W close icon f@ar & ar 38 W &Fas
FfFA|

6.4 Text & AT T AT (Working with text)
6.4.1 Typing 3 Inserting text:

Text # enter & & faT typing &M YE HIfGA| @1 gHASAT §U
cursor Rua § dgf W text G@$ &ar &1 Cursor & HF #el & fov HEE &
arrow keys &7 39IWT fRAT ST Thal § AT #ABH A UG o I-07 g [Foldh
T THA gl AT FES AHe gheg I T § S & SiFgFee & text AT
F H Acg L 2l

Move Action  |Keyswoke |

Begning of the line HOME

End of the line END

Top of the document CTRL+HOME
End of the document CTRL+END

6.4.2 Selecting text (&Fde F select FI=) :

cFac & fdT attributes T st & fow Ig gger highlight g 3maeaes
gl text F seclet FA & AT g7 ¥ text H seect AT § TgI ¥ AP & IF
g FT g @l do seclect I § F@I d& drag Fe s AT shift key Hr
gaTeRRarrow key IT dCsT HI 3YANNT I text & highlight T F&d g1 TFaC &
Th RET FT select A & T AT & 718 9 F MéFpe 79 I §
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Whole word Double-click within the word

Whole Paragraph Triple-click within the paragraph

Several Words or | Drag the mouse over the words, or hold down
line shift while using the arrow keys

Entire Document Choose Edit [Select All from the menu bar, or

press CTRL+A

Bl d% text # seclect &AT § T@l d% highlight 87 & d1g fas &
Ry o key &1 g dtext deselect g ST &1
6.4.3 Text # delete &1 (Deleting text):

Text & T delete & & fov BACKSPACE 3R DELETE Keys @&T
gAeT fRar Sar g1 Backspace key cursor & S 3 & text @ delete FHIM
3T Delete key cursor & g 3iReh & text &I delete B FAEGT 93 text  Hr
delete & & v g8 IR & 715 R o fAfr & g@rT DELETE Key & gara
gl
6.4.4 text # Formating &t (Formating Text) :

Text & attributes &I sgasl (change)® = & faT Formating toolbar
Y W e g1 I A @R 1 toolbar B W Yefid g g & ar
View/Toolbars &I select HIfSar 31k Formating & afa|

justify across page

| numberad and
bulleted lists outside border font color

left canter right increase/  highlight color

style menu font size justification decrease
indent

#* Style Menu : TEd A« & d¢ & TEAR T THASAT AT g

#* Font Face : 39ceY Blec AT A TG &l & U Blec A dFd &
gl 3§ arrowhead W Fas ST Bl F AT i IR T
(Scorll FTT 3R AT Blec AT TET & 39 ABT T T IR Folh I
select X THd §1 @Y AT ™1 Graphic INE  (e¥ew =g A<, A
3R) 3 sans-serif (Arial &Y 3R) Blec # el FTIST FAT gl

TT
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* Font Size: Wlec Sl dIFd & The AN W Fadh Tk Blec AR &
O d&r 3t adha § a1 99 F IR & arrow head W Fadh o
hlec TS HI JAT 39 gl & o off 31T &1 F o THhd 8l
Alignment- Text 9T & & #LT AT g7 AR align & Td a1 Ig Ul
& justified across g Thdr g

Numbered and Bulleted Lists: 3@l ¢ # A€dR ¥ FHSTAT 14T g
Indent &t SEIAAT AT TeIAT. WIEME & indentation & FEaT ST ThT g
Outside Border & IRT 3R ST HI AT AT FaATeAT|

Highlight: 38 option & 93197 & text & 9IS & HeR HI dgol Fohd ol
Text Color: Ig option text & HeX P dEoldl &l St HoR 8@ QT 8T &
ar 9gel ¥ ST FoR g giar ¢ A & G@® &ar &1 qET FoR select HA
& foT arrowhead W click & FeR FI selcet FIfGA|

Blec SIIeT dled 39 Formatting options ¥ S3T@T selection Fatet
Y 3TAT &1 &1 3§ 99 H access A F T Menu bar & Format Font &l
select FIfG|

*

L B R B

Times New Roman
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6.4.5 ®RAT 9=eX (Format Painter):

Text & Formatting & faT 3maEr & ganeT fRar S« arer feature
formate printer 1 Y standard toolbar & f&ua g g1 3e@ror & fow, afg 3mq
T WEME ST & Font face, 3R 3R Teda & formatting axa § 3R 3=
heading & &t W BRARIT = aEa § @ 39Ar 75 headline & JAh
attribute ® SR-IR manually a=r $ aTShdr Fg gt &1 sas for [
step & garT Formate Painter, & &H H o dHd gl

#* Text & 3fee] 3T =& & WY S Formatting 3T TEd & Ig 3T

@ gl

# Standard toolbar # Format painter e W Foe HIfFU| 3T ea=T &
f@a fF 3muss pointer & 9T F & TS Uee T BT L
# Text @ highlight A38 & ¢arm HIGRA T 39 37 & FAA format

HET ATed & 3R AE s @ o A

Sarer select A text & formatting & &= & fel—IFormat Painter @
zgd [Forh RIS a9 BRAT U fFar fharfead ®ar § a9 a& 39 sasr off
T & o Esc key T g €
6.4.6 3rs1g (Undo)

39 3796 A& foRaAT (action) & standard toolbar W Undo scsT &I
Fere e Undo &Y T § a1 A=k ¥ edit/undo Fr select Feh N THd ¢
standard toolbar 9T Redo & select & Undo f&ar (action) & ger T gl

6.5 UM T BRATEIT T (Formatting Paragraph)

6.5.1 Paragraph Attributes:
dames BRAET & fo cursor FF WEME & T F W@ § IR Ay IR
¥ Formate Paragraph @r select aXd gl

indentac

taxt is fom the
ot slbove and
befow the

paragraph

click to et tab
stops for the
paragraph
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6.5.2 Text #Ha (Frear ) &I (highlight) Moving(Cutting Text) :

5 text ® T HET § 38 highlight & § 3R fA=g@® & Edit/Cut &r
select & standard toolbar & cut Sead W Folsd g & IT Ctrl+X T SR
gt g1 I8 text fFeqels # 7T g S1ar g1 Dictext A HT #a & fod drag and
drop afr STedr & FF AT &1 T text & 3T FF FT ABA & 39 highlight
Fd §, ABH & gaRT selection aXd §, 3 selection & FF TU d& drog
d & 3R ABT Jea F; B3 & §
text MY &A1 (Copying text) :

text @ Y HA & o edit/copy F Foid &, g5 ok H copy I
R Faew X § T text & Fearh a5 F copy e & ¥ CTRL+C & g g
Text I ¥ &1 (Paste Text)

Copy cut a1 paste &« & o S@ 31T 'text & HT AT TR
g,cursor & 3 T W HI ad ¢ AR #AY R ¥ Edit/Paste & select &
g Y T3 ¢oeR # & paste dcd W Fas aXd ¢ a1 CTRL+V & gard gl
6.5.3 @egars (Clipboard) :

Word & clipboard @ 3t f@@e 12 elemants cut g copied f&d & 3o

elemants @I 3M9 view/toolbar/clipboard &' #~ggR & select ‘& clipboard
W W Hhd Bl

Clipboard # 9d& item & contents & @« & Tl ABH arrow &l
gd% elements W @ § @@ 3% contents 9&fd gla § 3R SFgdee &
3 contents & s & o UHh elements W Fasd ad §1 Sagdeec H Tl
items @I g & fold paste W Faed T &1 clipboard & contents &r clear
#A & T clear clipboard sesT (clipboard image X T "X" &l icon gidr
?) W [Foew w1a 81
6.5.4 ®raaA (Columns)

HIAA BRAC F text H Jedl W & ol Tess IR & colummns e
R Foe Fxad § 3 AT W AFF dragging & ¢aRrT SieFa A TE&AT H select
A Bl
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3% A option & o A-ggR & Formate/columns &I select &d
€1 PIoH ST T ITTHT Py & T o & A6 T gl ST didd &
Hrereg &1 digg g TEAT A select FA gl

rRMOVE COUMNS

selert a
praget

bt ol
arrangersent

ariter the
nurmber of
oolumns

srier the wigh
of gach colums

chack i all
cohumns are
egual width

6.6 3T &g (Drop Caps)
Drop cap T& W & IRFH & 37 &R Bl & AR text & Fo
GiFaat Y drop FRar § S & A @ r B

Drop Cap

" Yelcome to the

at the Flonda

webste. W

will increase your knc
Office 2000 prograzas.

TF WREME F drop cap F s F AT AT steps wA@er i Frh § -
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#* WEME & §IT H cursor & 30 TU W (@I ¢ o T Ugel 38R & drop
FT gl

A-gEgR & Formate/Drop Cap &I select aXd gl

Drop Cap 3™eileT dfgd@ 39l drop cap &I Rufd, wlee St dfda
drop &% g, 3R text ¥ gff Ig A9 o & G ST B

Sig @l selection R g S1d § df OK W fFas & &

Drop cap & guRa & foad, goORT attributes & seoed & o
Formate/Drop cap &I select & g a7 letter W e X & 3R letter
F resize 3R 7T & & oI handles F 99T F:d g

6.7 for&e (Lists)
Bullet ar Numbered list ar create for word & @arT Werd f3 List
feature & FTH F AT &
6.7.1 garee 3R AFas fare (Bulleted and Numbered Lists) :
# Formatting toolbar # Numbered list ar Bulleted list & fFeleh & gl
* Ugall entry &I type ad § 3R ENTER & press #Xd § 38d 30T line
W 5 bullet Ir number,creat grell afe 3ma A3 line 3= bullet =T
number & SIS AT IRFT FAT a8 ¢ ISHIFTkey &l gal W 3§ doh
f& ENTER press &l
# Multiple levels & list creat &« & fad formatting toolbar &
Increase Indent 31 decrese Indent &t &1 & od &1
NOTE : dgo text & type aXd § T selection & highlight a&a & 3iRbullets
I Numbers &I add & & forr Bulleted List I Numbered List scsT &l
press ad gl
6.7.2 Nested Lists:
Nested list &I create a3 & o, & & bulleted list & 3T TH
numbered a7 & forr &1 steps follows & &
#* List type ST 3Ritems & indentations & Fe& I Icda item orr
Increase buttion fFas &I WX nested list FA9M

* »

* »
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e Lists e Lists

o Butteted and Numbered 1. Butteted and Lists
Lists Numbered Lists
o Nested Lists 2. Nested Lists
o Formatting List 3. Formatting List
e Tables e Tables
o Create a Table o Create a Table
#* ltems & highlight #&a § 3R Formatting toolbar & Numbered list @
click a3 &

6.7.3 Formatting Lists :
Bullets 3R Numbering dialog box & 393T @ bullet image 3R
numbering format & sgelT ST el &l
#* qf list & @l bullets Ir numbers & sl & ford 3& highlight &
gl
#* HA-ggR ¥ Format /Bullets and Numbersing & select &t& dialog box
H access & list # right click &% eicHhe #F=g T bullets 3R
Numbering @ select & &1

Bullctz and Humbenng
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#* &1 95 Ad [AFed H & U list style &I select &I § IT 7@ icon &l

ok w DN e

g & fad picture W Few aa 1 TH number list style & oA
Numbered tab 9T fFes X 81
9 FHIH AT & I d9 OK W Fae axa gl

ARTLT (Summary)
MS-Word Document &I Ext.doc gidr &1
MS-Word &I Tgraar & e @l s &7 o1 @ g
ST &7 3SR T HAlfoled cIaeAd FHET|
dicathd, Scfoldh AT 3ealallesd H Holdes text T FfEar FHwar|
gafespee g gWiEree # Foaes eae I Miedar we|
Toldes ¢ae & &RT & JHR AR Hec el
BT SREHRIT REAMH (T UiFd & WA &R Hl g Alfoled W Th
afed # T@a)|

6. IFX TATHIT g UTFd T cTIEATIA FaAT|
7. Holgeg ¢T Al FFgHec H Th T H GEY TIH W HI F&AT AT Teh

8.
9.

SiFgHeC ¥ @Y SiIgHec H HT &L
8§50 T R F TS FA H g
Teh ¥ 30 Sl Ch3l Tl s giaen|

10.839FH T Cdol & Focee 3cUeod T
11. T9felr @ AR AR
12. Thesaurs,3caife|

TEXT AND REFERENCE BOOKS:

Learning Word 2000 for Windows by Rajeev Mature, BPB Publication
Learning Excel 2000 for Windows by Rajeev Mature, BPB Publication

A First course in Computer by Sanjay Saxena, Vikas Publishing House
Pvt.Ltd.New Delhi

Microsoft Office 2000 by Gini Courter & Annette Marquis, BPB Publicatins
Office Interactive Course by Gerg Perry, Techmedia.

o s~ wDbd PR

FAFATH 9T (Exercise)
Word Processing & 39 &7 d#HTd g7
Text &1 dies, sfad TUT e AST Fol) & fod Qe Hr AT
Cut, Copy, Paste a=t & fodr effeare &1 faf@d
Format Panter &1 &1 &7 g7

MS-WORD File &T E.xt. Name &1 g1dr g2
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. & Document '& Rename & &l Steps &
Undo dar Redo #H 3k TISC I |
Copy ddT Move & &7 3=dX g?
. AT Line, Paragraph &I Telde & & fordr Stepd i@
10. Font Dialog Box & 319 Fard#sde?
11. Text & Coliumn & Format s &feldr Steps faf@d|
12. MS-Word fa#= glfche & & & faf@d
Ctrl+ N
Ctrl+O
Ctrl+S
Ctrl+C
Ctrl+X
Ctrl+V
Ctrl+P
Ctrl+l
Ctrl+B
. Ctrl+U
. Ctrl+Enter
. Ctrl+L
. Ctrl+E
.Ctrl+R
.Ctrl+z
. Ctrl+Y
. Ctrl+A
. Ctrl+End
. Ctrl+home
. Ctrl+F

© 0 N O

© 0o N o g bk Db

I e N S N o o o el
O © 0 N o o0 W N P O
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IS - 7
HAISHIGIFE IS & IV o7

(Advanced Feature of Microsft Word)

Sh1S I FA@T (Structure)
7.0 3}
7.1 9SS
7.1.1 oI SFHC el
7.1.2 ST 3T FLAT
7.1.3 ¥ T HAH N S7HC BT
7.1.4 S B AT AR REger e
7.1.5 9o AR SIS gEeR
7.1.6 AT MU
7.2 e
7.2.1 FNT IE ST
7.2.2 WEA ¥ SHA AT
7.2.3 Ifheh & BT AT
7.2.4 3T
7.3  wfder 3R amx
7.3.1 3ifer #FC
7.3.2 wfeer AR IR d
7.3.3 IATAT
7.3.4 A9
7.4 99 BRART
7.4.1 957 A=
7.4.2 957 AsS 3R NN
7.4.3 g3V 3INGX
7.4.4 9 TFEY
7.4.5 e ey 3k RfecT
75  #HRS
7.5.1 AHr AT RAIfEr e
7.5.2 AH &I T FHAT
AR
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SHIS & T
7.0 32T (Objectives)
$H IAe F oA & 9T EH -
Making Column, Bullets, Picture, Insert &{T|
Table Insert &1, Row, Column Insert &¥=T,Movesr.
Table I Resize &1, Table Border, Table Properties.
Auto Shape, Clip Art Graphics Add Tl

Page Formating,Spelling @ar Grammer Chacking,Autocorrect
Synonyms,Thesurus, Micro 3f¢ & IR & STEIRT Ired HEar

7.1 9EAASAT (Introduction)
csd & Data & yerfd aar & fod 3uer fFar s § 3R =@t word &
T T & T aUh & SR H AT SAEf T B WA TR & el
W cursor & FUd HIfey AR & & & v [ & g

7.1.1 =« Insert &1 (Insert a table) :

Insert feature T 3UART Fh SFgdHec H cad @l add A & o g ar

J

2 A

#* Toss ok & Insert Table SeaT X fFoe & &1 A3T &1 grid & 41Y-
Ty drag #d &, T8r T & o Fed row i F&AT & highlight a3
gl

* I A-GER ¥ Table/Insert/Table & select & &1 ¢al & oI FleHA T
row FI HE&AT F select & § AR OK W fFeled & &1
7.1.2 eaa §aita (Draw the table) :
* T H HFgHee W TAIT ST ThoT &l
#* AR ¥ Table/Draw & select & T FAS ST g1 cursor 39
ofeger T SR 3mgfa G@ms &t § 3R Table @ Border toolbar & &
GEIGIN
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i

#* 9d & cell ®F ABE & 9 I 9@ AT g S §, dF cursor ST

R T HIfGT 3R AT #F drag = 3T &1F & delete HIfG|

#* 3% cells FF g7 & o F drag table sea W Fas R &l
7.1.3 Rows 3R columns & &I (Inserting Rows and Columns)

T ] ql § S & d1G, ATARFT rows & insert & & o &F
row & 9 319 row add FAT TRT § d@r W curser FH Fua FGA| Table
Insert Column to the left Ir row below & select & AT T s [Fae
FIfA| Aéawe A«g A Insert Columns & select Fad gl

Tsh 97 Hled add aa & T cursor FI Jgr RUT FI § &l &l
% 9 41 @l add geml Table/insert/Column to the left Ir columns to the
right &I select & click Faw axa § 31X Insert columns &I select & £
7.1.4 & # HF AR R@Esfer s@ (Moving and Resizing the table)

gfg AZE & table & FW @ AT §, I & FlAT (corners) W TH
four sided moving arrow @S & &l ¢S F HI Fa & forx four ended
arrow & fFad T drag Xd & 3R F@T 39 ¢ FI YT T d6d & del AT
gcoT FI BIS &d g1 ¢l FI resize a1 & ol open box gdar § & &Faes T
drag X &1 @rere &1 diss 3R row T FA$ F dea - A cell deviders
R Feeh A & 3R AT & T drag +d &l

move handle
T

resize handle
7.1.5 &« 3R AR g@ER (Table and Borders Toolbar)

Table 3R Borders toolbar 3Mgr oel & fo X Wersd, sdading
cae effects alighment 3R 3% open & &Y & § ¢al@R &I access oA &
for table Draw Table ar View Toolbars/Tables 3fRborders w fFaed ad
gl
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e & foieT cells & 39 ‘format '&=T dEd § ar 39ar 3ot highlight
AT BEMIAIl X ABE & @RI fFeldh X drag d g a1 @5 aicahed &

39T AR &l

One cell Table|Select|cell Click the bottom, left corner of
the cell when a black arrow
appears

One row Table}Select|Row Click outside the table to the

left of the row

One column

Table|Select|Column

Click outside the table above
thecolumn when a black arrow

appears
Several row (none) Click outside the table to the
left of the row and drag the
mouse down
Several columns | (none) Click outside the table above

the column

Entire table

Table|Select|Table

Triple-click to the left of the
table

7.1.6 eaa $r wufésr (Table Properties)
¢gdT & text, g alignment & modify &1 & fo&r table properties
dialog box &r 3999T #Xd &l Tables/Table properties @& select &% box @r

access &d ¢

115



Size:

* »

afe table #r -8 diss gl a1y dr preferred width box # value
ST 81

Alignment 2T &7 Y&iid alignment & highlight &a €

Text wrapping : 3¢ ¢S text & 37T line W @i ¢ =gy ar
“None” &I highlight HIfS ar Ifg text ¢qa & TRT 3R wrap gl a1l
ar "Around” # g gl

Borders and shadding : sgd & Boarder style, #oR, diss & select
#d gl back ground color, 3R pattern &I sgelst & o shadding tab
W Fead I g

Botders and Shading

Options Table properties windows & options ¢ W fFae HITT |

g text 3R oA AR F @ H € Feolel & v Default all
margins W fFad ad § | <o cells & & space & add &« & faw
cell box & value enter #a & |

Table Options

116



7.2 I%FA (Graphics)

7.2.1 @a® e add &= (Adding Clip Art)
Sagic H ABHNTE aiss ¥ [Fae 9¢ Image F add e & HEA

step follow & &l

#* AR ¥ Insert /Picture /Clip Art &I select &id g |

Bl insert ClipArt

Favaites Academic

& SRR G R

#* T&H Image F ¢&l & fodr search for clips & while box W &Fes &d
g1 “Type one or more words” & delete G 3R 5T image Fr 3T

3YIRT T dled & 399 ol keywords enter, HIfe|
31qar

# Category icons W T& Fee RIS |
#* Iagdc A 59 image & 3T add T TES § 3 image W TH dR
Foas = & O e A9 39 Ay @S e

insert clip
preview clip
add clip to favorites

find similar clips
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#* SIFgHT A image H add A & faT insert clip WX Faew FFT |

* 2FgPc & image & add W F Uge preview clip & full size & @
THhd &1 Image FI resize A & T preview windows & AT g Fed
R drag HST 3R preview & TATCT & & faw “X” close Fed W
[ECECIE R

4
#* 3IRT AqUdeq SRREer H selection image Add clip to favorities add
gl i3 Insert clip art dialog box & g &@&d &1
#* T& image T8 39 Ugal Uk SR & ol d& image finded Similar
clips & g1: ured gl
#* SFgA-c # selecting image & add #& SIFgHec # clip art & add
H 78 A & O Insert clip art window & FW g 4 7 close e
W Fad Fd g
7.2.2 I ¥ FAS F add = (add aon Image from a file) :
#* Ugol ¥ 3uRyd file & wier ar afthes &I A5 & fod o= step &l
follow & &
#* HoggX ¥ Insert / Picture/ Form & select &l
* HUF FFYX H AT F geol & fod Look in: Besr & gl 3R &
down arrow s W [Ferh HiS|
#* T & ®sd & a1 highlight Fe 3R Insert sed W e HIfo|
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insert Pictuie

History

M Documerts

fesking

Web Folders

¥ open.gif
4 pagesetup.gif
g pagesetup2.gif

R

gf paste,gif

s pgnum. gif

f panumbox, gif
wf save.gif

Y spelicheck.gif
g’ spellingbox.gif
Y switchheaderfooter.gif
4 tabletoalbar.gif
Y textborder.gif
g textcolor, gif

i;t._xj' toolbaroptions. gif

7.2.3 ik F edit F= (Editing A Graphic) :

I HT ABE A Th IR image W Fae aXd g df A editing & fow
frarfead & Sl &1 388 &t handles I & =IRT 3R @S ot @@ AT &l
HFR G FaRYd o & o 37 handles W &Fas 3R drag FEA Fa
handles & garT image JUET resize RN, Jafd I @S « handles
image & YT AT oF T A ¢l WFR IR & 39397 § AFR effect &t dgar
ST THT &1 9 3T 37T R Forh ad § a9 AR oer @ & &1 =z
ol fohaifead et & Tl A=gaR & View/Toolbars/ Picture &t select HIfS|

Moreiless  Line  Format
image Control Brighiness  Style  Picture

insert MoreiLess Crop  Text Reset

Picture Contrast Wrapping Picture
#* Insert picture 3AS TR fawst FI YeRId HAr § ST IR SHST Fl
Seoa &1 AT & B
#* Image control: 3T & gray scale, HTal 3R The IT ACIATS Folled T
egAfa & Bl

#* More/Less Control 3#ST & Hek & Contrast' & modify #dr gl
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* »

* »

*

*

More / Less Brightness S#HST &5 g1 AT §odhl M|

Crop R fFae & fharlead g8 W handles & drag &% 3T A
& Sl #eT & delete Y Heha

Line Style & earT fher & SIST 1 add R Thd &

Text wrapping & aRT IMfhe & @RI 3R document text wrap @I
modify &ar &l

Format picture W& 37eleT fawar & @t sAT &I properties &I geiid
LT Bl

Reset Picture 3&a & ford f&d I3t modification &t delete &ar gl

7.2.4 Auto shapes:

Auto shapes 3TU&I SFgFec W dgd A FAMANT HFHTAAl, arrows

FArEe, Symbol stars 3R SR O FT AT ST Bl AR Insert /
picture /auto shapes IT View / Toolbars / Autoshapes @I select &I& Auto
shapes goeR &I fhRafead #Xar g1 TR & Y% ded W fFelsd & draw
gl arell 3gfaat & & AHhd 1

*

Biock Stars and
Lines Arows Banners More

Basic Flow  Call
Shapss Chat  Ouls

Line : 3T TER & Lines dead W [Fas el & dI¢ 9gell didd &
option & et 9fFd, arrow A1 39 ended arrow ST Fhd gl SFgHeC
# ggl W Fas AT J@l W Line YW AT Igd 3R @ 580 FATCA
T § d@r W Feas S| Curved line a1 freedom shape & draw
Fe & o, Ay & curved line &1 select G| Sageeg # @l line
ffEst ofgd agl W Fere HAGA| Wihd F Tl FATT Fel & AT
starting end W e HRISFT a1 Esc key F o]

Basic Shapes : 3Cil9 IR & Basic shape sed W ar iR e
dimensional shapes icon braces 3R brackets &I select & & forr
fFore FISA| SFgfee # AT A Fa= & oI drag 3R drop F g3ET
T 9 AT g7 A §, O 38 resize & & faF open box handles
FT JIAET X Thd &1 3R 9@+ yellow diamond handles &1 JAT F:eh
modify & &&d gl
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a O

# Block Arrow: Block arrow & select & & o 9g§d ¥R & ar 3R

di diamensional & g ¥&d g1 SlFgHec H arrow & drag 3R drop
A AR U= sfew FHA A da arrowheads F yellow diamond
handles ¥ =gaffud & THd &1 3% Autoshapes 38T goleR & free
Rotate §ed W UH [Faeh aal W rotate o g THhd &1 M gusar N
SHS & IR AR 8d & 37 W e e drag & 9 5 rotate &
g AT & TS tree AT , T WY A 90 BRI W rotate FEH TS ST
gl

@
@

e o
Flow chart : warac #=g & Flow chart elements & gaa< siogeic
add FHSI 3R aRA Ay F FHA F o elements & T Foldrd Fall
" gl

Stars and Bonners : Stars bursts, banners 3R scrolls & select
e & o ded W T Hia|

Cell Outs : Speech 3iX thought bubbles 3iR line call out & select
HIfad| =1 g& text box #H call out text enter SIS

More Autoshapes : Clips art categories &I list & st & oI 38
ged WX TFerh HIfSA| Autoshapes GodR & Ued& submenu T 3feleT

7.3 Tl 3R AR A9 (Speclling and Grammar)
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7.3. 1Auto Correct:

Word & Auto Correct feature & carT o RIeg 3R W@HAET 31€
Usel H FAA: & Y H &l g1 3 wsar H list S F w@A: & Y @ AT § H
¢@=T & T Tools / Auto correct &I select aXd &1 Ig T 32T feature grar
gl safoT afg 3ffer Hae gRA listed €T §, @ tool A=y & AT 39T W W
fFeres HISA|

AutoConect: Eng

T Qe & Ugol &l 3ERT HT hUIIaTsoer 3R aFg & Ugol Uqsg & Ugol
3ER I FUNEASAUA STl IHTRA T A 38 O ¥ Tad: g fHAT AT Fehl
g1 I F@| 3T TR AT ereg & 3MeE fo@d €, dF Tad § & wafeer @i
Replace 3R with &7 & ff@|
7.3.2 Spelling and Grammer Check :

Word 3T9% ZaRT 289 & 5 Tfeier 3R IR $r safadr & F&@d: &
Sitgar §1 afe 39 3 feature Hoff =g fFar & ar Segee & TfST FHr arerch
F AT 3sTTsT & Oy Rfcead Far srar g1 IR & srafaat # &8 sesa a
GUTAT ST g1 30 HR H 3T el & o A«ggRk & Tools / Options &
select ATA HR e sied & Tl 3R IR W Fas A “Check

122



spelling as you type” ' 3R Check grammer as you type WX uncheck HIfar
3R OK fFersr RIS
w3 IR I F Y A wa@ F srgEeer fifed

# A-YEIR ¥ Tools / spelling and grammer & select S|

* TOfier 3R TR SQTT S 3TUHT SFGHC H Tgell IAdl H I &ar
¢ 3R 3YE Asg A ol W { highlight |
Spelling and Grammar: English (U.5.}

he dog run aver the hil.

# I o [=ara (spelling) §&Y § o Ignore sead W Foe IS ar afe
SFgHec H Uh ¥ I aR Yeidd giar g o Ignore All sed X e
HIr|

* Y ewsg =ard 31gyg & & suggestion box & ggma 7 & 71 spelling &
gd 3R change sead W [Forer MG A1 Sog@ec A Asq AT Hallr
3Ufeafd 1 @@ W & T change sead W Foas e afe @@
wofdlsr gama & @0 & a$ & & Not In Dictionary sted & wfdr gy
3R change sead W Fas HfGA|

* I ereg T Welr T8 § AR &5 SFgfec A BT HT W TGIAd 89iT
(S 3MUHr A1), BREY F g A Sigad & ¥ add sed W Fow
RS A A YT Uee H e TR A¢T gl

# T 3R IR ST ded # check WA SieF® checked & ar

SlFgAec HT A H word deh Hem| IfE 31T g aed fF AR AfhT g

ar 39 S99 & checkmark @ ger SR 32T, IR A & T &

forr a1 wat &1 3R AR
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* g word IR eI Cear § df Ig died A TAfeler et (error) Fr RE
fe@rs gar &1 e gttext & highlight g 21

Spelling and Grammar: English {U.5 }

#* $© I suggestion dFd F G gF w@a &1 G & select FE @,
#A & X change W Faed SIS
* IE YR ¢ @1fgd @ Ingore e W Fasd Hf|
7.3.3 Synonyms
Word 2000 # synonyms & geo & [l T #3T feature gl s W
g Fae fIfSd AR diéewe Ay ¥ synonyms HfSA| gaiad erear & g &
5| eg & AT FH A o THeg HU A HR option & T Thesaurus
fFere il
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7.3.4 Thesaurus:
Thesaurus &I SIRT & & ¥ AGIR & Tools / Language /

Thesaurus &1 select A sar & Fw fear =r g
Thesaurus: Engﬁs”l'i.[.lj.ét.] Pl iR

Synonyms 3R 3r2f & fore fawst W & g3 & &1 Meaning sfea # g W
zcl [Falh Y a1 AT & A Uqsg A W@ & T Look Up sead R Fearah HT

3 el & Synonyms @ @1 & ¥ Replace with synonyms sied & rsar
R 390 [Forh ASA| T qsg & 39 add == TE 3@ highlight T 31
Replace s WX Foreh FIfGA|

7.4 93T BRAIT (Page Formatting)

7.4.1 Page Margins:
gFgHec & U Aol page setup fa=3r 3R 97 & FeR H ITINT Fh
Jeol S ¥ohd &1 ¥R fafr W ggar 9t = §
* S8l SgISC FoRk & H Seoldl § 39 &9 W AR H HI Haid|

#* 59 I ST Tess W & Sl &, 39 Sl 918 39 TAT W HATforeT
seahey A3E A fFas 3R drag HIfS
#* A N AT AT & A W D5 Q|
ST A page setup SHATT SfFd A Y FEaAT ST AT §
#* File / Page setup & select ffSY 3R sarer dieq d afoa e &
g

125



Page Setup

S

* A dog #1 2v, ded ST R ove stead # sifed| 39 aRade &
ey faw=r R &1
* I SFgfee W g AR / I §X §, 97 & PRl ¥ 39 TFAC H g
gRafda $r o1 T T |
# 59 AT g 91, OK W} Fae RIS
7.4.2 Page Size and Orientation :
ST Fe3TT ST SiFg H T 3NV deo AT 8l
#* File / Page Setup & select S 3R 9 a5 &7 1 g

Page Setup

#* IY-334 A-g ¥ Fel 9 ITsa1 &l select HGA|
# I3A g¢T W checking aXa 97 & 3MRT=eeT (Portrait a1 Landscape)
I Teel|
7.4.3 Header and Footers :

g3 & U & eI Alfolel & text gidr g1 S Siagdiece cged a1 9T HE&AT
3R FeX ded AT | add text 8T Bl
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* SFgAee H g I X F add I e W & T T e &
AT Y

#* FAogex ¥ View /Header and Footer & select &Iy 3R o1 &1 ded
For RET highlighted 89T SRY #r Rmar rar &

L BEBOY e e e e e mmemamammm———————

insert date/
insert time

1
¥
H
1
]

format page number swilch between
- insent number of pages header and footer

insert page number

* 2 Siem H 3T erey S| AT TWUSE text BRATEIT T JA Hlec
%Y, ol dles, sefad scarfe FT 3uANT & Thd &l
#* Insert Auto Text sed WX Fodd FF STodl ¥ 3UaTsYl gl dTod 3HTReH T
foee ¢@ g B
* TR ¥ 99 AR e 3¢ 3N A add R F ¥ oER ¥ ey
AT YT X T § |
# [T F ST Hel & ¥ gk & switch between Header and
Footers s W el HIGA|
#* SF AT g 3N G A add  FAT AT H & d9 AR & close de
W Fead Fil
7.4.4 Page Number:
AFgHee A U TEI add T F O g Jher v F O 39 Rdat @
HFEIOT H|
* A=g@R Alnsert / page Numbers & select & Twd A7 sreler sied
e grem|
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‘age Numbers

* U9 JFR T REufa #1 select &t & fod doee §9-334 Aeg & “top
of page” ar Bottom of page & &
#* Alignments 39-3134 #«g H ¥ U a#sX & alignment &I select HIfFA|
#* I T 9T FFR F g W W USRI Il =TT dgd g o First page
box & show number &I uncheck #T |
#* FATT gl W OK X Fareh &l
7.4.5Print Preview and Printing:
TUSS ¢o@R & Print, Preview st W Fas #X& 0% Sagdec &l
g &@ d&d § a1 File / Print Preview & select aX& 81 9% Sagfiee &l
Preview ¢@ Tdd &l 9 Sogdec e &l & T dax § a Print Preview
EhieT AT File/ Print &I print scd W fFeer AT

7.5 #HF (Macros)

Word &I sdidad features #HI & GaRT AT I8 SFgHec H oI 319
IRFR Ui @ BRART aXd g1 38 aF aifd & N F&d | Ag ol i I
Aoft § S 319 gad § safaT Jg hansit $r Aol v ug 7 quT & ol 81
7.5.1 Recording A Macro:

FHI F RFE T & o et wal &1 31geor fo
#* F=gER & Tools / Macro / Record New Micro @I select &d gl

Record Macro

Documents (Normal.dot)




*

*

*

AM AF Hres H AR OF AU T8 a7 Rl dEar ¥ IREH A8 @
Horal 3 T & 39 a7 & S # @l T 8

Store Macro in 39-33 Sidd & SFgHec & select HIfGT T 39
AR & HIFT FGT GEd § A All Documents H gRAA S fRdr o
SFgPee & o ga €

Description field & #®r $r =arEar H yay HSA| Tg had 3TTh TgaT
& fod § afé 319 a1 @ @& & AST FA1 T g

ReIfser & & & oy OK W o Hifo|

-3 Aeg A AR A Tolge Py AR sarer seg § 39
Heeed goidl a5 RS &em S & 05 g 3R AT sgela| Fad
ar & 3CeT F Fode HIfSd S SFgFHee H modify

RelfSer goer 3muet &, 9 3R Rafser & R & & o sgafa
& Bl

RAIET CoaR & T sed W Foedr  HTAA| Fopr 319 T & A g

7.5.2 Running A Micro :

*
*
*

*

Ugel ¥ 3URPUT FH A W A F o e war # 3regEser i
A-ZER ¥ Tools / macro / Macro &I select HIfSr|

AT faesr ¥ foee 7 #AHRI a7 & highlight aa § 3R @ | &Fas &
gl

{Macro created 8/3100 by Instructional Technology

gfe AT 93T § I T I W @7 § 3R 3T 37 AhaTr Aed § af BREAK
o
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AR (Summery)

e dd & text g alignment & modify a1 & fo¥ table properties
dialog box T 39T & § Tables / Table Properties &I select @& box @I
access Hd gl

o FPAeC H AZHATC dZSd F fFad uic image H add F & oI
A-gER & Insert / Picture / Clip Art & select #d gl

e U USIHY & AEIAT ¥ 9 & Orientation, Margin Header Footer
page Size 3f¢ #r e fRAT ST FoheT Bl

e Clip Art & Trgraar & g7 Document & Picture Insert T T &l

e Micro & TgIar ¥ s IR Predefined &I T AT THh & X & FI
ST " g

e Spelling and Grammer Cheaking &I #g”Idr & A 39«7 Document &
error ¥ #T THhd &

e Synonyms & TEIAT & fRdr Word &7 TAT 3T IdT T Tohd &l

e Print Preview TgRIAT ¥ print fFT S arel 997 & B W @ Tohd &l

TEXT AND REFERENCE BOOKS:

Learning Word 2000 for Windows by Rajeev Mature, BPB Publacation
Learning Excel 2000 for Windows by Rajeev Mature, BPB Publacation

A First course in Computer by Sanjay Saxena, Vikas Publishing House
Pvt. Ltd. New Delhi

Microsoft Office 2000 by Gini Courter & Annette Marquis, BPB
Publications

Office Interactive Course by Gerg Perry, Techmedia.

FAFATH 9T (Exercise)
MS-Word Documents & table fhdel ¥6R & §15 ST Hehdl 87
MS-Word Documents # Picture Insert &t & forr Steps faf@d|
Spelling @ar Grammer Checking fra &R &1 SITdr g7
Auto Atext daT Auto Correct &I FHSTSY|
Clip Art & 39 FIT HTT &
Header Footer & 39 &1 HsTd &1
Page Margin fhdel 9R & 81T &, THE|
Macro & 39 &1 &3 ¢l
Macro Create &« & fav Steps faf@d|

© © N o gk~ DN
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8.0

SHIS -8

Hol HoT
(Mail Merge)
ShIS T TIXWT (Structure)
32T
GEATIEAT

8.1

8.0

8.1.1 I H A Hol HIaX T JAET Flch BIH oled Folledl
8.1.2 33 Wiaa AT SFYHC Fellell

8.1.3 FA AT URFH Hall

8.1.4 A SFPHeC TUST HI Helde el

8.1.5 3T W & guid

8.1.6 3T W # SeT s

8.1.7 A FYAC Fellell

8.1.8 3aT & WY SIFFHeC & Hol Hlell

8.1.9 AT A TGN

8.1.10 Usideqd fOec el

8.1.11 IS BISel STl

8.1.12 vgd e FHa

8.1.13 Ja el FISe T

8.1.14 g3 $Ies & HIY Seelided Hol Sallell

8.1.15 f3fafAes cFue wIge & 3T @ HT R IYINRT AT
8.1.16 ST WISel &I Yel: ST el

FISS MeHTH

R

P P U

3527 (Objectives)

$H I 1 oo & G &H -
1. Mail Merge Fr TEIAr ¥ oleX se=,Data Source FATT|

2. Data Source & & Document @I Merge |
3. Udeud ST § e &l
4. JAFA FT T Ve |

MG & IR A SATARRT Gred e
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8.1 YE&AIdsT (Introduction)

A HAST TAUH. 95 H Uk dgd & HAgcaQOT 9T § $HF GaRT T & 99 &l dgd
I 9T g W gal & o Te @ Bee W S gl

8.1 &« #Asr (Mail Merge)

8.1.19% # AW Al HraX T WeHAT F BH A FAT

(Using the Mail Merge feature in wor to create form letter)

G H Ad A FRR IR BIA el Folar &l o fF g@em & @y
3hel SFgHTC I AWS IfAIl Th BIA o Th g8 YRR Sagdec g fords
JHoadld Hles AT gld &l Hles AR 3¢ AT & Hles Tecra o Fufa & gafar
gl

BIF el G T & FA F FH a A Sagiec AN 3T Y, F s
BT g1 Teddd Fel Siagfec H AT g1 Tohdl ¢ I Th dRRT SIFgHeT gl Tl ¢
R sifad Segiee Reex a1 37T Sagiee & Y A (FS) Tohd &1 3T ¥
Y T AT SFPHeC H Foll Fohod § off AT 3T T &I &HHA A od § FHT FROT
A Th AT Aol ORA H BIEAT & Heddid Teh 7eldT Blesk H U I A ¢l

ST A SIHgAHTC S YHR & & Fohd ©, Wed AHGIT: T8 SIFgfA=C Th
el # UnAd ST & WY Bl gl R ST W & ocddld 3Tl H3cefh
FIcac STred, THie ¥9sele, THiS seed a1 Uah f3faffAcs ¢oe wige gidr 81 39
3 F AR O 5 g e9e F IR HY

s AF A9 ¥ IRFAT 8 & o Te8 @ e T 3601 & Sanl &Y
AT gl F IfAF AT A SEgHec F T & fOd I5 SHgFec ael, Hel
Sleggee 3R ST A AT IFE0T HL HATSd gl T ug v foee i a1@
AT F oY 3aTF B e 3R TATAT S 3cUeed HLd| TISC & F, et &
fodr SIS o ST MU ST & AR IeT Fhd 81
8.1.2 3§ @iea 3 7141 SFgdwg @ (Open Word and Create a New
Document):

g SFgHee gcd W fFereh HIGA AT BEel GT-313e0 AeG, W A 7
FAUS W Forsh PO 3R SR sof Sagaee H VARG HSR
8.1.3 A Al URFH &I (Initiate A Mail Merge):

Tools Y-33a Ay W IS 3R AT FASl HAUS & e W Folsh
R Aol 7T goR e Tef RWR 7 3R T g ¥ 78 Fesr A o
SIFgHeC H 3cUeel el & fod Al A&T wal @ yefdd & g1 Crating main
document creating the source document 3R main document & &I ST &I
S FEATI ST §H HYAT A AT SIFgHeC Tl dd gH fdesl 9 argd |
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8.1.4 Select A Main Document Type
Create §co 3R B oex HAVS W Forr RS st dieq veiid
giar & 3R goar & & afg 3mo Existing seg@ec(Active Window) & & &

ar 741 SFgF=e (New Main Documents ) e damgd g1 Default aga
Active Window 9T Fae HIfo| A AT oW G & IW & [T AR 39T

8.1.5 Specify a Data Source:

T 3T A W R fRte 3o A X Fas IS a8 & eddd w&ad: &
Fo AT $les g1d g1 St "Field names in nheader row” foRe & & Ha
WA H FH F O S &1 Tl ag Fres e & g & & 39 Ser O &
39IET Fd &1 586 AT OK X Fas fHfSd| 33maeas fies a7 & gesd &
fo¥ 3@ "Field names in nheader row” sig@ & select fifGT 3R Romove

Field Name sed WX fFash X QS| Rl 39T ties a7 & s & o
Field name sfeg & faf@Y 3k Add Field Name W fFas Hifed sw
THRASST & 332T & JgI Hles @ ¥ § v urRed &1, 3R Fegll I
YA STOGER e AT Sdr § a9 Ok W fFersr PMSA1 319 3196 Sragitee

AT HT RS § A T AT Wlest & G5 A7 Aoy I 3 AT A
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gagiec & oI T Wiest ST w8l & df 319 Save As SI@ieT aiqd ¥ Create
New Folder §gof WX [Fas &t a1 T &l

8.1.6 Add Data to he data source:
39 ufde Ser A Segdec $T prompted FET| Edit Data source seet
W [T Fah 3T Ig X Tohd ¢l

aa

T Data Form fa=sr 3eT & Tl & &1 #F I T H JGid v gl
fear 1 fres 3od dode R T Bles T HoET @ Tohd § W I8 FAT gl
I A U Fles F g@d-7 Tecd H & O tab key HBHE F 39AT Hd 2l
9 Teh AfFd & fod ST |1 8 I a9 gl & o add & & o Add  sea
R fFerer HIS|

B ata boam

I TR & & glel WY §¢aT H 39T II% seed & Rasq & oy
X dhd gl
Sample Data :
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JFIl 3T HI 3TN 3H THRARS B qUT el & ford fohar & S oo &

Vice President Al Gore Senator Russ Feingold
1600Pennsylvania Avence 502 Hart Sentate Office Building
Washington, DC 20500 Washington, DC 20510

Senator Herb Kohl Governor Tommy Capitol

330 Hart Sentate Office Building 115 East State Capital
Washington, DC 20510 Madison WI 53702

I 3T 3H9el 3CT STolell HATCH &S, al 3HUel dEAfGH solh SIFgHeC T
IgE A & o OK dead X e &Y afg 3ma A 3musl ser enter 7 §
3R ST digd & o a8 BegHec "Data Source for Mail Merge
Exercise.Doc" @& @lef| 39T 32T geX U W $les oA & T word SFgfec &l
e YSRId glar &1 309 379 3T A 57 FgHec el ar a1 #, I 3T @
ar A edit X TH g
Creating A Mail Document

I AT AT goR fawsr TI5¢ AT & o a9d o & o A AT g@eOR &
A FAS goR ded W Feen Hfo|

i

I HT TH A SiFgHec <Y &I select Fd § af AT Tgal & & A
SIFHeC T g & ofhed Ig T TH Trell Stagiec ol HIHh AT SiagHec &l
edit T F T AT FogPee AR & edit R Fow HfST| 79 sFg@=g &
edit A & A Fos HifSA|

Mad M Hadpor fia

Tk to
it the
Mamn
docament
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8.1.7 Word Mail Merge

AT SFgHeC TR I O T 98T Iled § o fob 39k 3T I
Data Source for Mail merge Exercise.dox™ & ®Hleg Tedr &I f&ufd &I gohe
FAT &1 T IS g §1 SI9 ST T Uk T AR A 3T Hes F Insert
FAT AR &, df Hel Aol goldR AT HGTH Hles & select && Insert Merge
Field sed X e HISGA| Jg Th 3GI0T AT fGar a-r g1 #Axr Hles & aRi
3R I T A A & df Hol $hleg HI 3R 3T a1 7 Ruerers g arar g1 3ifas
AT FgHec & TolF BRARCT AT agdec #H o1 fF 3o @ # wRaAfeT
wfafhded & garT Ad & S &1 S Bles ser JL W@ § S Address2 I
@rell effgeT el gl

Wednesday, June 23, 1999

“Title”FirstName”Last Name’

“Address1”

“Address2”

“City”, “State” “Postal Code”

Dear "Title” “LastName”,

Janet and | are having a little get together at our house this
Saturday and we would love it if you Could make it, whatever else
you want to include would follow, of course.

Sincerely,

Andy Speth
President, Very Large Voting Block

OHRT 3T WIS H dE A WlexX H Fg 3T I8 SFgHec (e.g
“Saturday’s” party emrites”) &I GRg 39 SFFHeC D AT X Thd g
Marging the Document with the Data

I AT A g fawsr Tuse E § N AT Ao CoOR & AT HAol go
eI W gHA! q9F ol & Ty e Rifer|

Merge to intiate the merging process ar Query Options W Fae HFA| 39
THRATSST & 32T & o A7 W Forah S|
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Ml Meryge Hilpe

wmmm%‘ﬁwmmlwemwmara%
3¢ o5 QS 3R A ded W Foh i W T 95 e =i it 39
3¢ foare & 9% RIS & T & 36 BF deX @l g1 T-ady ¥ 39
“Merge to the printer" @I aféer & F© el Tohad & IR 3H dEY T8 FISA Hr
IO R QTS A7 (AT Reprg O 39 AT FT aied § 3T select RS

&

=g SFgHeec A Al H select AFF 3R FAS Fead W Foew AT 319
TR 35 AFPHE IcUeA I o IR 3T B H TAh RAS & fod vk X
@ar g 39 Rufd T 3ot I8 Segiee A9 R diied| T 30 Nee & dod
gl
8.1.8 The Mail Merge Toolbar:

A AT TR HTOF A AT Slagiee W FO AeHhe @ 81 31 Acahe
& 3=d9id & View merge data; go to the first, previous next or last record,;

check the error; merge @ new document or to the printer; Find a record;
3 edit the data source IfE 3TIA YT ATZH TS ded W IW W@ g df STHT
function T AUNT T H R TSR g19m|
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8.2.9 Printing Envelops:

3T AT AT 3T HI 39AET Tk TAded & fod Taded 3R a9 3ceet
N THhd gl AR Far § F P ey e @ aegear g §gFd, Aol
SFgHeC H o} & AT Y Tded & eddid 319 AT o a&d §1 39 g
H 9AF UTIdeld Hol SIFgHec H Teh 3ol Uo7 glel ATied| gl oreT I8 & fF &
g% FgPec H X 9 TAdT gl Th WY @ g
8.1.10 Creating An Envelope file:

3H 3EIEI0T H 3T NN 3T T HH H o TAdeld & ol Tk 37eldT
SFgHeC S gl TE WRE B ol A S & fod FAT 3T wd S H
AT gl d¥dd #H, 39 SIFgHec # Ugol @ 1 afthes I AT q9d A dlgd
gl Tool ge 33« AW sy AR A Aot W ol FHA| gl AT Sagiec
dFaT # Create X Envelopes WX fFae IS 3masr New Main Document
next W Feed FXel HT IMaeThdl TEar AT 3M9% Original ®F o} & SiFgdec
T8Y &l Ad G|

Microsoft W
S

30Tl 9 H data source @& select FHIfSA| Second data source TeRTT
W} SR Get Data X fFee oA lopen data Source WX Fae SITSA| dge
S gU ST @ & select HTF wrn IE "Data Source for Mail

Exercise.Doc” &I dg dd UT| open W Fad G|

1 JUSTEE & FOTRS]

Click here to open
the data source
oreated earlier

IR gl @ T Seter Sied fG@rg ¢Iml Set UP Main Document
R Felr HIAT
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st Wad

HYT $S Tolderq Areerd g Rfecer et & a9 o gem ot & vedey
F PR IR Neer Flaar g Far § | AR a3 31q aea & & Baad
address @S FRear oeXx # @ ¢ @ Delivery Address Font W &
HFTA 3R "All Caps I select | Id AR & I d9 OK Feer HfA|

appear in all CAPITOL letters, olick
here ad select "All Caps™

3T AT Envelope Address fa=sr gd@drlinsert Merge Field sea &
39T FF AfIT address & TeX HSF Y TS BET oleX H Folld & o
fohar 4Tl S 3T AR 8 a9 OK W fFeleh S|

Erevelope sddiv sy

oFiretInmen «Lastamen

abddressds
e Cityy, aSeaten ¢PostalCadry

3T AT HST gowR dewsl I SIS e 8§ A AT Al otk & finish sea
¥ H Fhd §1 AT ST A ¢ET 3N g oY HaTF YUR A & a1 &1 AT
W Beer & a1 7 Sagfee ¥ A N ohd ¢l ARG 39 & Sgiee @ Al
XA ¢ dl 31T SHH qF HEAT T Hel
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Jd T Telded fec ad & o 3R & sure & ol original &S
Document & @™, 3T T TAAST IT 39 FS T Tede I N & Tahd £
8.1.11 Printing Labels:

3T 95 F A AT T &THAT FI 3UART Fh gl P TATR Todold T
o Rfecr & aFd &1 9 Th Ad A9 BIFA o], AfIT odd Th dh R
SFgHec g il Bleg AR & eddld Sel A & ST a7 Hles Teal HI RFufa
UEfdd AT 81 Th 9 W gH &3 AfT ad Ve & T 81
8.1.12 Creating A Lable File:

T ST A § Wfecer o9d e & O g Aeg, W SaR Ad At |
For HISGA| ggal A AFgRec AT H, create W R AfT dgar W Fas
FISA| 3T iaea faesr a1 =g A Sagiee @ select FGA| Iy we vhaea
faesr T g ol SFgHec § dl Ulaea fdesr & select HfS; S "Data Source
For Mail Merge Exercise.Dox", $I dig &a U7l open WX Fes FHifG|

3T TH ST dFF @l "Setup Main Document” W Fae HIfe|
"Label Options" sm@ier sied fe@rs &om otar Jgr fg@mr s=m g1 Tray oead
gis#e 3R disde FFR & select FGA| GEFe FFeR Tohot ST oldel & Ul @l
g, W 39aey gl a1fgd| OK W Fored FHIfSA| Detail & seeem @ New label
I Tl H WaUGl W A HTT ool & o Al Slagiee Wsde FAFa &l
foFe & 3=d9id g1d &1 Create Labels ST diFd YeiRid @1dT g1 JAFTel el
AT H 3T AT Hreg & Insert N Fohd &1 39T N Mg AT @y =
Ifher & AT gramm|

sy, aStates «FontatCoden

gie 3T ded & & 9o all CAPS & g ar Ifg 3mus text &, Blee 3R

ST T deolell g & af JF9d & Heg F1 select Y 3R Tse Fasr MG
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Blee & AT AR BRAC sElr S § ITaTS dgarg AfGA OK W Ferw
HIra|

IfE 3T FHIS WEMH BRAC execute T TBS & o text ¥ Th drseT
F T H FET g line F1 AT T select AfSY 3R e Far HifGA| REME
®I FoART HGeTSH dEd

I 31T AR & 6 HIF gl FT A3M3C JIaId @ 31 ogel & Tg Hel
HEH & IS 3T o9 ¥ Hegse ¢ df OK WX Ferer HIGA| wF o1 S AT Bles
I@AT § 3R veid #en| View Merge Data sed WX fFerer HIfod| Hes AR
9% ST W & 3T & AU replaced g ST Bl ARG W o S § A A Ao
o fGesr & Y g W o1 § 3R a5 w5 § Ax1 &d § a1 @ fBeex 4
A 3T WM Beed F 7o A § ool TA R s & g

8.1.13 Creating Interactive Merges with word fields:

Ad AT SIFgHeC & HA SFgHec H a8 Bles A Insert && 3R
FAINT FAAT ST Fhal &l T AA A, 9 39 A9 Sagiec HA a7 g
textblock &I Teh & AR &1 Ig RFS #H adfasd ST W AR Far g1 A,
3GIEX0T & fold, 319 T areg “We're especially looking forward to seeing our
friends from Madisom” &I ST d8d &1 ar Afeer Modsion ST WY § offeher
"We hope you can the time to get away and join us for a quick visit" 3@
3ETE0T H IEAX Pl Hel SFgHec H dgl QT @1 AT text & @ B ¢ 3R
TeR & Insert word field WX e Hifel "I then else" 3R I
select S| 3MaeTs Hres a7 F selectPHF 31K "Compare to" text sieq
# Madison faf&@J| & text blocka! TeeX HIfFT 3R OK W Fers HIfS|

We're especially fooking forward 1o seeing our fiends from Madisan,

We hope you can find the time to get away and jom us for 2 quick vist.
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@1 gl Rufa & $ies @ g Fe S FFeR A1 ST 3@ § & o
39T fRaT AT & 3R goeT 1S equel to Lessthen, a1 Creater than & &hdr
gl
8.1.14 Using a delimited text file as a data source:

3H 3 H FW Id™T 3T g, 3T JY I8 H §1dT I8 qf & olfche] ds
F 3¢ AT & o wEddl F 3T YRR HH H o Thdl gl access seEH
AT 3T A T g dH A o Id g1 vRae wsdic &t 39T fRar
Fhdl § Afhed I TSI g ATSHT Gl 37ITH g

If8F text wEal $r 3eT TRT HI dI§ 3TART RAT AT § FAih T FFoY
TCIheT & §aT ST Hohd gl text Bisdl o 3T @Y HI RE 3T i HA A,
e Rufaar e §

39 dlell ogad g3 U gl difgd| FW dlell I & elements &edA &
Focecd T UGl glell 3MaRIF gl

Line & Y% elements HAT AT ¢d & SdRT 30T elements & 3clel glet
TqIfgd| Th enter(REME AR H Jd) Tcdd osd & end AR geT AfeA| =T
e I IerEor A IR “columns” & TTY Teh IURUT BISe F @R ™7 &1 IR
e U A el & dig T A g § 3R P 3T F @R {IF B 8 TAE
A #T 3=d TH enter ¢aRT RfFgd el Jgl text Wzl F Wel ST 8T 8lar &
el 3R atefr e MiltonHollon 3R susan Holtz“Presents™ &leid & &g 4T
i foree €T T@dr § St 59 &9 & Ygid @ 915 g

FirstName - LastName - Present - Organizationy

Florance - Hawlcy -+ presenter -+ University* of* Wisconsin® -* supertiorq

Peter+Hoffman - presenter -+ universyty of* Wisconsin® -* Milwukee{

Miltion:*Hollon+ -+  University*of* Minnesotsq

Susan-Holtz- -+ Saint'Norberg: Collegeq
g & 32T ¥ 3H ¢ F1 ¢f3eeiel BRAC Igl fe@mar .= gl

First Name Last Name | Presenter | Organisation

Florence Hawley Presenter | yniversity of Wisconsin Superior
Peter Holffman Presenter | yniversity of Wisconsin Milwaukee
Milton Holton University of Minnesota

Susan Holtz Saint Norbert College
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T IR text §7 SeF W 3 traditinal 37 I T Rg 39T § fo=r &
FhT Bl
8.1.15 Reusing the Data File :

T T oY AT 3T B ¥ add g remove R THhd § IR AT A
e #wfasy &7 gy ¥ data 9T F Thd &1 TH 5 Ao FA NRA & 1T
3CT WISel &l YA &al H process UAded delled & Ugel dlel 3GIEI0T & HHI
gl

Jd AT TH Ygel ¥ il 3CT BISA & AT Th o5 HA HS SiFgHec Bl
AT dEd g, create data source @I select #Xe 39 o 39 open data
souece W Fered FE| ITg process Tgel drel & THAA gl

AR (Summary)
e Mail Merge MS-word & T& sgd Hgcaqol HTT ¢l
e AT H I AT ¥ T Document & s IR 3e@-37e9T Data Field &
e attach fRaT ST Fhar B
o I HAST FI &THAT H IUART b ogel I Fola AT WfFesr FT T £
o HA HOT HI &FAAT T 39AT Fh UAdedd DI TAR 1Y Tfecdr X Tohcl
gl
TEXT AND REFERENCE BOOKS:
Learning Word 2000 for Windows by Rajeev Mature,BPB Publication

Learning Excel 2000 for Windows by Rajeev Mature,BPB Publication

A First course in Computer by Sanjay Saxena, Vikas Publishing House
Pvt.Ltd.New Delhi

Microsoft Office 2000 by Gini Courter & Annette Marquis, BPB Pblicatins
Office Interactive Course by Gerg Perry, Techmedia.

AFATH 9T (Exercise)

Mail Merge & 39 T THST g2

Mail Merge &t & for Step faf@d|

Mail Merge tools @ garT Lable &¥ S T §?
Data Source ¥ 39 T AT g2

Mail Merge Toolbar &I Tz

o s~ wDbd PR
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SHTS - 9
TH. UH. TFdol &l IRTT
(Introduction Of MS-Excel)
Shls I FRW@T (Structure)

9.0 3T
9.1  YEdIGeT
9.2 Wefic Ifd=

9.2.1 ThIT TellAeC
9.2.2 gHheMeT &I SNeaT d ReAdT T
9.2.3 ¥USE TATR-GreleT,
o, FEAT, U FLeAl
9.3  ghellc HI ARBERT T
9.3.1 ol T ¥ FHT HT&AT
9.3.2 g&fe, I IR FeA FAsa,
U AR Frad Fr AT =T
9.3.3 U Pl Holde FHLall
9.3.4 ¥« & HI T FHIA FA
9.3.5 W 9=
9.4  wRAR A
9.4.1 WRAR Taar
9.4.2 WRAT T AT diFH
9.4.3 3¢ 3R A
9.4.4 T@EA
9.4.5 Tedd ST sSiag
9.4.6 3 TCEA FAGT
9.4.7 BRAT UrcX
9.4.8 3ffer BRAT
HRIA
P P YT
9.0 33T (Objectives)
$H IAe @ UgaA & G &H -
1. MS-Excell & §, Spearte sheet, Work sheet.
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Work Sheet s, @, §o¢, 39 FIEATI

Work sheet &I &, modify &=l cell Move &
Row 3R Column Select &= daT Add T

Cell Formating 3¢ & SR # SAHHRT Irod i

9.1 Y&AMASAT (Introduction)

Solaclfeleh TasMe FEgeleld ¥ FFafeud Hf H &l & o Igd & 3ol §
TH.TH. THAd H §H Solagifaad TS & ¢ant & & Hd gl

9.1 Electronic Worksheet Spreadsheet &1 g

o s~ WD

Electronic Worksheet Spreadsheet Taprogram g, st f& Calculation
perform & & fow, information & memory & store e & fow 3R info aT
result & user requiredformat # display &= & faw use f&ar arar g1 gy
Usal H AE Fel of Tohal ¢ o electronic worksheet & paper, pen, pencil ar
ledger &r S@IE o o gl Spreadsheet program &% information I
automatically update & ¢ar g1 3R 3% related calculation recalculation &Y
T Bl

Quantity sold 3R unit price multiply &% total sales calculate &T 3T
THar &1 3WR user unit price ¥ #$ changes FXAT & d spreadsheet
program change unit price W 34T formula & calculation &@m 3R user I
update total sales A STwafi| Worksheet program graphs & form # result
& display #ar gl

Spreadsheet & &% g H information store & T Fhar gl
spreadsheet application #§ areas # # use gir gl

1. Budgets
Annual reports of business firms
Income statement & Income Tax calculation
Payrolls
Invoicing(Billing)
Accounts payable & receivable
Production &marketing analysis
Investment & loan analysis

© 0o N o g bk Db

Banking & other financial services
10. Inventory control

11. Tender evaluation

12. Scientific calculation
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13. Cost effective analysis

9.2 YR TsMe (Spreadsheet Basics)

Excel &I Spreadsheet & automatic calculation &3 3T @&d g1 Excel
file # & Ts workbook & FS TRY worksheet gY &IWorksheet row or
column & =i gidr &1 Row or column & letters & numbers worksheet top
R A RE gray button & display g £l

Row or column & Interaction &I cell #gd gl & UT& spreadsheet &
cell #r cell address gar gl Cell text,number or mathematical formulas
contain adr gl

9.2.1 Screen Element
cell number box
formula box  menu bar standard teolbar formatting foolbar
E3 Macrovolt Decel - Baokt . (sl

Ag ST ek o

worksheet tab
scroll buttons worksheet tabs

9.2.2 Adding & Renaming worksheets (a&efic T AT IEd=T T HAIST)
Workbook & worksheet access®ia & foIlT worksheet tabs &I fFerer fohar
ST 8| Sheet & add select insert menu bar & fohar ST Thdr &
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9.2.3 The standard Toolbar
Jg toolbar menu bar & = @ar & @ ¥ excel & commands
access fRar 31 ehar gl

Print
New Save Preview CulCopyPaste Undo/Redo  AutoSum  Sort Drawing

: H
P P S(:p:ggg ;m H:;es;?nk FLF::cséin m Zoom

News & Menu bar & file option # & new select & @5 worksheet @I
open f&RAT ST ThdT gl 8@ shortcut CTRL+N gl
Opens : File open &= & foIv File option # & open click frar srar g1 Sawr
ggel ¥ el g3 fileopen & ST HHl §1 CTRL+O.
Saves: Worbook &I 5 first time save &1 § ar file & option click f&ar
ST g1 CTRL+S
Prints : Click print button worksheet &I print &%= & U]
Print Previews : 3@ option & worksheet & preview @ ST TehdT g
Spell check : Spell checker option & worksheet # spelling check T 3T
el Bl
Cut, Copy, Paste, & Format Pointers : g & action &I fd¥aR modifying
worksheet section # frar =m gl
Undo & Redos : Backword action @' cancel &&= & Undo option 3iR
backword action @I repeat &= & foT Redo option select frar rar gl
Select hyperlinks website @ hyperlink insert & & faw worksheet & cell
#H text fer@®X insert hyperlink button & click &I 9sdT &1
Autosum, Functions, Wizard & sortings :Jg features function tutorial #
discussed f&T 7 gl
Zooms : Screen 49X worksheet X size change &= & fav Zoom option &
percentage change fram a1 d&ar gl

# Select View/Toolbars/Customize & select the commands tab space

off =gl glelr =nfe|

FreHABA tHad (Costomizing Excel)
Menus :

Menu # @3 option & @« & foT menu & =T double arrow r
fFee foram Srar g1 3PR Qe excel & version & menu I display & § dr
o steps follow $r Sl gl
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# Select View/Toolbars/Customize from menu bar.
# Click on the option tab.
# Uncheck the menus show recently used commands first check box.

Toolsbars:

Toolbars & display &Rt & foT 3 shortcut available & 3mer
toolbar select &&= & faw select view/toolbar menubar & select &= gIdT gl
Customize toolbars :

Customize toolbars &I helps & F©& 2icaHc dead &I delete a1 add frar
ST Gl gl

# Select View/Toolbars/Customize & select the commands tab.

f.ustomize

# Categories box & command cat(;g\g;ies Hl \wﬁr W commands
command box # right side 9X change g 3T &l

# Command box & d& command select =T 9sar gl &4 toolbar #
add &= gl
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*

Command & mouse ¥ drag & toolbar WX o J&T ST Thdl gl
Sad & button & Ai¢He TR ¥ button remove A ST ¥&d £

Recording & Macro

Macro & common editing sequence @I Excel worksheet oW

spreadsheet speedly execute T ST el gl

*

* * B »

*

*

Click Tools/Macro/Record New Mecro from menu bar.
. v T

Macro name field # macro & 17 S| ATH 3k F IRFH A6l glell
TIfed 3 FS spaces Y AGT T AR

Macro &I easily use a1 & faw shortcut key assign &wr g1 ar
AicHhe & | letter enter &I 93T &1 Lower use letter enter &=t &
CTRL+Shortcut letter 3R capital letter enter s & T
CTRL+shift+shortcut letter.

Drop-down menu & store menu option select SIS

Description field & Macro &7 description for@r Sreem|

Recording start a1 & faT ok 9 fFes S|

Drop down menu & options select &% excel 3s1 option @I record
HQ S & user & garT dialog box & select f&Fd = gl

Select File/Page setup 3R margin & 1 set &#IfGA| OK press & T
commands a1 steps follow & W maro user call @I
instruction T record M|

%

Stop R

Click Stop button afsf Macro recording stop & ¢ 3R 3@ Macro
save g |

Running a Macro :

*

Macro & run &U« & faw Tools/Macro/Macro from the menus bar
select AT 94T &
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# Macro Window & Macro & & & highlight IS5 3k Macro run

S|

#* 39X Macro s3T § 3R user 38 &g & & stop T BT § aF 38 Break

press @eAT 9T g

9.3 g&efic ¥ GUR &1 (Modifying a Worksheet)

Moving Through Cells :

fRet o cell # data add ¥ & T mouse g@R 3& select |
Worksheet # move a1 & foT A ST I strokes T JIRET fhAT ST ThaT &l

One cell up

up arrow key

One cell down

down arrow key or ENTER

One cell left

left arrow key

containing data)

One cell right right arrow key or TAB
Top of the worksheet (cell Al) CTRL+HOME
End of the worksheet (last cell | CTRL+END

End of the row

CTRL+right arrow key

End of the column

CTRL+down arrow key

Any cell

FilelGo To menu bar command

9.3.1 Adding Worksheet Rows & Column :

#* \Worksheets:

Workbook # worksheet

add = F T select

insert/worksheet option use fRar AT g1

#* Rows :

Worksheet # Row insert a1 & foT select/insert row option

menu bar & use f&aT ST THar &1 I BT row label &1 click #%& row
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highlight $r ardr &1 31k mouse ¥ right click = W insert choose
frar S & f99& row insert g1 ST £
# Columns: Column &I add &= & faw Insert/column  menubar &
choose f&ar Srar g ar X column label & Fas e row highlight
T Sy § 31 mouse ¥ right click & W insert choose fFar Srar £
fS9& column insert g ST &
9.3.2 Resizing rows & Columns :
ar alier & column 3R row & resize ST ThdT &
# Row &I resize & & foIv 39 row & label & = line drag #Ifoa &
row &I resize &L &, 3 column & &t sy afiss & resize HifoR

31qdar

# Click the row & column label 3R select Format/Row/height 3R
column & faw Format/Column/Width 3R row hight & fow numerical
value enter &IfaF 3R column width & fa@ numerical value enter

o

9.3.3 Selecting Cell

Cell = modified a1 formatted &I & Ugel 38 select AT highlighted =T ggar

gl

One cell

click once in the cell

Entire row

click the row label

Entire column

click the column label

Entire Worksheet

click the whole sheet button

Cluster of cells

drag mouse over the cells or hold down the shift

key while using the arrow keys

Cell & content &I activate &= & foT ar dr double click ar F2 press

frar Srar B

9.3.4 Moving & copying cells

Moving cells ®

Cells & content &' cut &t g@X cell I worksheet I move =T
STar &1 Select/Edit/Cut ar T standard toolbar & cut button &t Fae =T

REG I
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Copying cells 43
Cell &I copy & & falw menu bar & edit/copy option click feFam ST
g1 a1 copy buttonar stamdard toolbar & click fRar STar gl

o

Pasting cut & copied cells =l .

39 cell & highlight frar Srar § &8 @ cut 3Rk copied content @i
paste & g1 Y edit/paste option click & ar standard toolbar & paste
button I Feler AT STAT B
Drag & Drops :

Cell constant &I shortly more &1 & faT drag & drop method use
frar Srar €1 s@e faw selected cell ® broder & highlight fFar smar g, 3R
38 mouse ¥ destination cell I drag fFar SITaT &1
9.3.5 Freeze Panes :

3R large worksheet gidr & @& f& column 3R row heading & ar
gg heading disappear g STusf Si§ user 38 worksheet @r scroll &dr gl

# Freeze panes feature & helding &I gRerm & faw visible far S @ehar
gl

# Row & Label & & click fIfaar 5@ row & worksheet & top #
frozen =T gl

*

Menubar & Window/Freeze panes select ®Ifa3|

*

Frozen panes remove &% & faw window/unfreeze panes.

January February . March
34 23 48
54 M
M B
a5 34 34
43 54 54

bel 34
2 &
28 34
3 3
8 2l
2%
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9.4 BRATET A (Formating Cells)

9.4.1 Formatting Toolbar:

fRar & highlighted cell & content & menu ways # formatted far
ST T@hdT glFormatting bar shortcut button &7 help ¥ Font ar cell attribute
add fRar ST ¥&a g1 Formattingtoolnar T visible a1 & foIT select / view /

toolbars / formatting form menu bar.

center across celis incraasel
percent decrease
style decimai border font calor

fort mernk

bold. itafics, undening

feft center fight

font size justification o style decragse

style ingant
9.4.2 Format cell Dialog box:
Forrmtting option &' complete list =1 & faT highlighted cells @
right click frar ST g1 fSer & shortcut menu & format cell choose f&ar
STar g1 Order select format/cells from the menu bar click f&ar Srar g

Format Cell

i i

# Number Tab: 8% data type T select frar Srar &1 3R cell text &
number contain &IAT & | df general category select &r Srdr g | ar
T 1S g@dr category o celect & ST AT § |

# Alignment Tabs: & option ¥ data #r postion 3R alignment change
T ST T & |

# Font Tabs : 38 tab & @3 attributes including font face, size, style,
or effects g § |

# Border & Pattern Tabs : & tab & border &I add, shading &
background colors & option g & | =& cell W use fhar STar § |
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9.4.3 Data & Times

Data & Times f&&r excel cells & enter &= W excel spreadsheet
automatically 3% data @ time formate # change & &dr & | 3R user data
& formate change &= @gdr ¢ | d 38 Foramt cell window & number tab
option select &= gar g1 T category box & Data option select &I& type
box ¥ 38+ Format W Faer fhar srar & | oad i 38 data &1 Format agr &
STar & 5 user 7 select fRar ar |

Format Celis

9.4.4 Styles:

Excel & styles & use #Xar & worksheet &I quickly format fRar Srar
g, 3R 3@HA Consistency provide @ sy &1 fS@@ & workbook &r
professional book create fRar ST T&aT g1 &% v formatting toolbar &
style drop down box select f&ar Smar g1 Excel ®% AR present ITEd
provide &Xdr gl

ey

¥4 Microsoft Excel - Book1

# Commas: Decimal poini & 4G commas & add ' T T wEAT gl
afg adding & No. 2 g digit & T g ¥ gl
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# Commas:0] I8 Comma style § St f&dr No. & Whole no. &
change a1 around & & &
#* Currency: Number currency &I format f&ar ST @ear &1 3@ dollar
sigh, commans 3R 2 digit beyond decimal point add f&ar ST &e&dr
gl
Currency [0] : Currency style & St f& whole & round &= & &1
Normals: felt #ff change @I general format & revert far ST &ehdr
gl
#* Percents: Number & percent & change f&ar amar g1 3 3@
percent sign add far SiTaT g
9.4.5 Style Dialog box:
Style dialog box & user 39« style create X TehdT gl
#* 37 cell F highlight RS 5E# ar style add = g1
#* Select Format / style darfe style cell # add &r ST Il

* »

#* Modify button & attribute &I modifiy fFar ST Thar Bl

#* Style & @A @l items & check fFar aar g, 3R 3@ format fFar
ST Bl

# Worksheet # change ¢&@«1 & faT add preview click fRar Srar gl

9.4.6 Create a New Style:

#* Worksheet W 38 cell # select fFA FH W fF formatting FET g

# Formatting toolbar & style box click @& style & sTH#  highlight gr
ST gl
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stosoft Excel - Book

# Style Box # text delete #%& 3R new style @7 A type &IAT ghar
gl
#* Finished & & fAT enter press &= gIdT &1
9.4.7 Format Painter :

Format painter T& handy feature § St standard toolbar o text @r
format a7 & foT use fhar STar &1 3R user cell & certain font style,
date format, border, other formatting option & use @& format aar § 3R
ag Ig a9 formatting gax cell # 3 agar § df 38 standard toolbar <X format
painter click #I& cell & same formatting X ThdT gl
9.4.8 Auto Format:

Excel # agd & formatting option & | 35 style &I cell # add far T FeaT gl
# Highlight cell &r active cell 8 sga g1 safaw &F cell # formatting
T § 39 active

# Menu box & Format / Auto format select.éﬁ.lﬁ?}l

# Auto format dialog box & format select #& worksheet W
formatting &r ST @ehdr g1 Option button T click F& 38 elements &r
select HFT 5/ formatting =T &1 Finished a1 & faw OK press
|
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AutofF oimat

Jan Feb Mar Total

i Jan  Feb  Mar lotal
west 6 4 717
qoouth 8 i 3. .24
Tota/ 3 19 188 M % B0 {Total § 213 18§ 21 § BO

# Elements f3@#T Formating & § & Felge & & fov
Options....button W Faer HIFTI
# 59 Finish g S af OK X Fae HifaT)

ARTLT (Summmary)
e MS-Excell File Ext. .Xls &I
e Electronic Worksheet or spreadsheet ©& Program g =7 &
calucation perform &= & faw, information @& memory # store &t
& fow 3R info ar result & user required format # display #X=T &
foT use fFar ST B
e Spreadsheet & &% Tg & information store H T Thar gl
spreadsheet application &3 areas # 8 use gxr 1
e Budgets
e Annual report of business firms
e Income statement & Income tex calculation
e Payrolls
e Invoicing (Billing)
e Accounts payable
e Production & marketing analysis
¢ Investment & loan analysis
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e Banking & other financial services
e Inventory control
e Scientific calculation

e cost effective anslysis

TEXT AND REFERENCE BOOKS:

Learning Word 2000 for Windows by Rajeev Mature,BPB Publication
Learning Excel 2000 for Windows by Rajeev Mature,BPB Publication

A First course in Computer by Sanjay Saxena, Vikas Publishing House
Pvt.Ltd.New Delhi

Microsoft Office 2000 by Gini Courter & Annette Marquis, BPB
Publacation

Office Interactive Course by Gerg Perry, Techmedia.

HAFATH 9T (Exercise)
Electronic Spreadsheet a1 & T#sms|
Work Book a@ar Work Sheet # 3R TS fhfo|
MS-Excel File &1 Ext. Name &1 8IdT g1
MS-Excel & f&dr Row Tar Columns &I Helde & & fod Steps
@
Tt Work Sheet # fdr Rows g &1
Auto Sum & FHfed Stepsfaf@d|
Cell, Cell Pointer @r Cell Address & 319 T gHsT &l
Auto Formate Features = HsSY|
MS-Excel # Micro Record &% & forr Steps faf@d|
10. Work Book & New Work Sheet && Insert & JrdT gl
11. Work Sheet # Date Formate & Set f&ar Srar gl

P wonNPE

© © N o O
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%15 - 10
TH.TH. TS & 99 o7

(Advance Feature of MS-Excel)

Shls I FRW@T (Structure)
10.0 3R

10.1 9¥draer
10.1  ®IHeT AR G

10.2

10.1.1 ®IHET
10.1.2 foifReT a&hefic

10.1.3 Reifea, vsdlege 3R Awds IHIT
10.1.4 Sf@® waAT

10.1.5 HheRreT faes

10.1.6 3ifer@d

10.1.7 TeFHe 3CEE

10.1.8 @rfeaT

10.1.9 fresRar

10.1.10FaY

10.1.11%areT

aifear 3R Referer

10.2.1 3ff® wdfser R BafEa A

10.2.2 FiFgeed A

10.2.3 3iteifper

10.2.4 TeekAfET caae AR el & TY AFR
10.2.5 3iteifpfoeT Hharra

10.3 anfhaw

10.3.1 a9 € FANS=T
10.3.2 BIgel & FHS SAlgall
10.3.3 Tfther T wfsfdor oearm
10.3.4 3iferny

10.0 322T (Objectives)

$H I @ oo & G &H -
1. Work Sheet &I Link &3]
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Relative,Absolute 41T Mixed Peferencing
Formula dar Function, Function, Wizard
. Autosum, Sorting Graphics

e & IR H FETHRT grod HEN|

10.1 9¥ATGHAT (Introduction)

TATE R A 3o fARse qor ga § Sl 6 welem, ahelie fifser
YHITAT 3N 3eT 99, Fad, $eaRld, 3T 97 Ward, dfedr, qur afider nfe &
R ST TR B
10.1 BIHAN TF el (Formulas & Functions)

Excel &1 @&s® §37 feature Ig & f& s@H mathematica Formula create
fRar ST @eRar &, AT Function &t execute fRar Sirar g1
10.1.1 Formulas :

Formulas & worksheet cell & for@r gar g, 3R Formulas “=" equal
sign ¥ start frar Srar g1 Formulas # cell address gt &1 &=t cell &r value
® manipulate =T § Formula cell # type a1 & I calculation STe<r &
ST 8, 3R Formula Formula box # 8t display gdr &1

Miciosoft Excel - Book1

aor W

12

Sub Total] $162167
Sales Tax 6%
Total: $1,718.97

10.1.2 Linking Worksheets:

Linking worksheet option & user T worksheet & &3 sheets & link
FX HohaT gl TH cell value & a1 formula $r help & gaY worksheet & cell &
transfer ar manipulate Fr 3T F&ar g1 for eg.current worksheet & cell A #r
value & gadr cell A2 value & add &% g o format “Sheetname/Cell
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address” use &TAT gam| 3R sHET Formula “=Al+sheet2 ! A2” gRI| gl W
Alcell (urgent worksheet) gadr worksheet & A2 & &/ add giem|
10.1.3 Relative, Absolute & Mixed Referencing:

Cells & 3@& column I row lables & cell & & relative
referencing =gl JTdr g1 S formula relative referencing &I contain &Idr gl
IR 38 tF cell & ga¥ cell copy fRar Smar § @ excel formula & exact copy
create g7 @XdT &l dg row a column & @ relatively cell address
change &% &ar g

For eg.:s & simple addition formula cell & cell ¢/ "=(A+B1)” &I C2
cell # copy &= gem d formula “=(A2+B2)” # change & Swem| 38
change &I prevent ar (&e & fow absolute referencing &1 use frar T g,
a1 formula & "$" & garT represent AT ST 1

Cell C1 # absolute referencing & & $& change 3wm ¥
“=($A$+$BS)”

3@ Formula & C2 Cell & & I8 Formula use gRT 3®&H row 3T
colum & f@ga™E & g change A& g9M Mixed referncing # ar @ row Ir
column & $ sigh ¥ fixed' fFar Smar g1 "=(A$1+$B2)" 38 formula # row 1
and column B Fixed gl
10.1.4 Basic Functions:

Mathematical operations &I formulas & #f Sa1Er 3T functions &
through perform f&ar a1 @e&ar g1 for eg:s cell D1 & cell D10 add &= &
ar 3@+ formula D1+D2+D3+D4+D5+D6+D7+D8+D9+D10 &M, oW 3IH!
short aXa¥ & T sum function use &A1 3T T gl

for eg.:s “=Sum(D1:D10)”

Function Example Description

SUM =SUM(A1:100) Finds the sum of cell A1l through A100

Average =Average(B:B10) Find the average of cell B1 through B10

MAX =MAX(C1:C100) Returns the highest number from cell C1
through C100

MIN =MIN(D1:D100) Returns the lowest number from cell dl1
through D100

SQRT =SQRT(D10) Finds the square root of the value in cell D10

TODAY =TODAY() Returns the current date (leave the
parentheses empty)
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10.1.5 Function Wizard
Function Wizard & excel & &3 function & use fFar Srar Bl
#* cell #1 activate #& 38 W Function place f&ar sem § , 31k Function
Wizard button Fere far ST g1
#* Paste Function dialog box & Function & browse f&ar smar gl
Function & Function category menu @ left3iik Function @ Function
name choice & right & select f»ar ST FhaT |

» Function

# Click OK Function =T select &= & foT|

# Next windows # cell address & sum Function use &% addition
frar ST W@ &

# Cells Function select & & I press OK.
10.1.6 Autosum
Adjacent cells & cluster ar group & content & add &« & fav
Autosum Function &r use far rar g1 5 9X clusterof cells & sum FawEr
g1 38 eg. C2 T& cell gl
# Standard Toolbar & autosum button click S
#* 39 group of sum & § 38 higlight TS|
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# Enterkey press &I a1 T greencheck mark button 3t f& formula

bar g1 38 Fas Hife
e

o 0 00 0 T . B

10.1.7 vFHd 3TEH ;- 3CT 90 Hold: IAT & AR g1 Faar oficdd 3 o
g Ahd & 3T S & Fs dlh gl 30T & fow Oracle, Access, Foxpro ST
3eT 99 Aot RAeed g
AT TS & dhgsh AT ghefic &1 9T off a7 o7 & § H X F6hd o
AT g3 & A & fov
1. File #=g & New 3ifcerd W Faes Hil
2. Legender & & Workbook 3gasT @i f@eide T dar OK ded W Fadh
T
TH IR I g A & T a9 31T 3TH 3¢ TeeX X T ¢l
10.1.8 Wifé&ar (Sorting)-Tg HFHAAR Hel HT Ufehdr &I f&ar s=m a1 & HicH &I
sort H & fow
1. e g3 (A,B30fE) W o i Fiad & fbede & o
2. Data #g # Sort | Fas H¥l
10.1.9 fresfar (Filtering) a8 fFdY &lad a1 foee #§ & & B¢ TH=9T W
FH A T Igfa g1 fheex fovam s foree Shae T (Row) & cifdr § S 319eh
ganr fqu 9T ATGEEr @ g aar g1 sorting & faudlid fheey 3er i cyafeyd a8
FATl Ig HId TS TAT & T IOl seT i PIT &l &
Rt fore &t ey = & fow
1. T Ffad & Cell ¥ Foiell #F fheey FA ¢, 30 I o
2. Data #=g & filter 3T & Auto Filter g1 o
3. Cell # ws 30 313 forke 3 7ar ¢ 36 foee # & 319« AMES oA o
HYST FGT FT AMGs FHURA & & foaw (Custom) & g4l
10.1.10 Fa8& (Quary) FaIr fRdT e 99 ¥ 3 RFIS F 9aT T F T g
IS aRT 3¢ & FEfdd TR & 3cal &d &l
3T FAA TS (Quary Wizard) & gaRT Fall wIgd &l AT T oo
gl
1. 39 Cell W Fa& &Y S&T & External data range [ & dm8d &l
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2. Data #=g # Get External data 3fcert # New Database query W

[ESCaCTY

3. Use the Query Wizard to Reatre Edit Queries I sied & f&odc
ey

4. 31 Data base ¢9 #H 3d 3¢ 89 W & aR fFas &Y g7 § ST olell
Ed ¢l

5. Query Wizard # feu aiv A&et & 9raer &l

6. Query Wizard finish 3/t ste@ H view data or edit Queries in
Microsoft query & g o Jar Finish W Fas & AL &1 9qRomA query #
yefd glar § SigT ¥ T &3 H dcald ¥ Fohd & A1 9RUTH & tHd J A
T g
10.1.11 BFAT - THAA VAT I & U Fg dE & BRHA AT B Jerd
AT &1 TRET 0T @1 g I A @ & v I BveRd, 38 ARIgEHCH &
oy A H 9Fe fGu S

Haele UEE e & fou

1. Insert #g H Function & T |

2. Paste function #Heg & @ 38 SR H oA o W I¥C HET B
degeard OK e W fFee &< aRund Reee fFv ¥a # veidid g Jrdr gl

1. 3TEW BFAA - THIT H W R gld § o R foe o der o & e
H IRSFd F Thd gl 3AF g HFT Function & aF T AT AT & Todh
haeled el IRIGHC sered (database) $res (field) dur wEERAT (criteria) ordr
gl

3oT Bl T Syntex 38 YhR gl
Function (Database, field, ceriteria)
3eeY0T : DSUM (), DVAPR (), DVAR 37fe
2. 3¢ dur eRY - (Data & Time) : I Haed TFEY dur A & @efda
fafesT Sy & ¥ 3eeoT & AT ard. (Year), 30 &1 &7 (Now) 37|
3. Math & Trig -¥ HaRE IJ0E gRomA o fRAr &or $r Sin, Cos,
tan, value 31fg g 1
4. Statistical - ¥ waee  Statistics & 3 aRomA HA FEMHT HF AN F
Median 3mf¢ & &1
5. Logical- 3=TeT 9T Teh & 3786 haelAlr &l Sligd H fohar Srar gl
6. Text - g ¢ &I SAHASHNT A IRSHA Fl & HH I gl 380 & fav
Rl RBgar &1 oles = (LEN) 3nfe)
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10.2 |ifésr va T (Sorting & Filling)
10.2.1 Basic sorts B &b

Basic descending Im ascending sort & execute & fav ST f&F &
column W based gl 3& perticular® highligh &% gar &1 5 sort #%em &

3R standad toolbar & sort ascending button or descending button @r
Forer forar Srar 1

10.2.2 Complex sort:
Multiple column @ sort &=, & T Fo© steps follow Hr Jrcr &1
#* 3 cells, rows a1 columns & highlight &= &1 fS@dr sorting =T g
#* Menu box & select Data/ Sort R el AT BT gl
# Sort dialog box & first column of sorting & faw select ‘HTF Tg
selection sort by drop down menu & help & fFar s FHar g1 3R
Ascending a1 descending choose &ITS|
# |l Column select ST 3R 3WR necessary g dr third column sort
by drop down menu & lelp ¥ 3T ST F&aT &1
# S cell highlight fsar s/ g1 39R 38# next heading first row # gl
Mark my list header row # g | dr first row worksheet top W
present grafr|

#* Special non- alphabetic or numeric sort Si& f& Month, Year, Day,
etc option sort WX Feed RIS
# Sort execute a1 & fATOK press.
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10.2.3 Autofill:

Autofill cell F ST fill HIT & A F 3T &1 Tg repeative sequential

data & fill =7 & fov @@ & 3mar & S & chronological dates or
number,repeated text etc.

# Beginging number 3IT incrementing series @ starting date ar T

FS text 'S F cell & repeat a=T & 39 type S|

# cell & right corner & cursor & @R drag HISd (in row).
# Mouse Button &I @i IS0

3R user column &I autofill =T @mgar § ar 3@ ar cell & highlight
b drag =TT 8T 388 column & data fill g Sreem|
10.2.4 Alernating Text & Autofill

Autofill feature alternating text or numbers & faw s use forar S
Thar glfor eg: & 3R TeaE & repeating list & foT @rg &t & 7 oPmaR
I H, Th & Pl A 289 Hfaw| 3d 7 cell F highlight % mouse ¥ drag
|
10.2.5 Autofilling function:

Autofill, copy function &faT e # forar SAR| A & I 3T #
Column A 3R Column B @4t & 37r &ir grol § 31k Column C & Column
A 3R Column B & 9% Row @1 g g1 Cell C2 & Wi "=8Sum-
(A2;B2)" grm| I8 BT C Column & C2 T & Taclde ath 3R AW &=t Cell
d% mouse ¥ drog # THhd gl fFad Autofill feature 319er 317 Row Number
# Update & &aml e Ig function @t Column & apply Rl 9T SHH row
nol change gdr w&am “=Sum (A3;B3)&faT Ig relative referencing gl

"""" B =SUMATTENT
R B T B €1 b
4 | number 1 number sum
87 49- 136
54 30 2 54 3 84
24 10 ;4 34 10 44
43 8 8 43 8§ 5
24 b B 24 23 &7
93 g7 7 93 97 190
40 EY) 5 40 32 72
59 0 9. 58 30 89
82 87 . 82 87 169
39 57 1 39 &7] B3|
?{j ’ =%

10.3 IfthadFd (Graphics)
10.3.1 Adding clip Art:
Worksheet # clip art image add &% & faU & steps follow & Sma &
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# Menu bar ¥ insert/picture / clip art option select f&ar Jrdr g
Plinsent ClipAst =

Animals

Buttons & Icons

# Image @I find out &= & fow search for clips while box # click
frar S @&ar AR “Type one or more words” & delete &% 34
image @ keyword enter fhar Sirar & fS@e! user 3197 worksheet #
insert &Y= ATEAT B

OR
Category icon &I e SIS

#* Worksheet # 5@ image & insert & g1 3& click oA zqQ

following propup menuappear grm

e insert clip

preview clip

add clip to favorites

find similar cfips '

# Worksheet # image add &<t & faT insert clip option W s
HIra|

# Worksheet # image insert &1 & Ugel image & preview c@&r Sif
Fohdr gl Preview window & 3T &t & folw window & roght corner
& Drog forar srar &1 3R "X click ¥ & preview window close &t
STl Bl

167



#* Insert clip art dialog box ﬁ add clip to favorities & reteted image
I user 39« favorites directory # add &I F&dT gl
#* Insert clip art & close button & close fFar ST THaT &l
10.3.2 Add An Image Form a File :
Existing file # $& photo &1 graphic add & & faU several steps follow
&1 S
# Menu bar & Insert / Picture / Form & select &S|
# Look in box & down arrow ' click aa & SO@ I 9ar emar S
TohaT ¢ & 38 computer W HIadT Image present gl
#* List & ¥ file name & highlight & Insert Button click frar Srar
gl

nseit Picture

pagesetup2.gf
pegesatupd.gif
pagasetup3a.gif
pagesetupd. gif
paste.gif
pastafunction. gif

10.3.3 Editing a Graphic

5& Image &1 edit & § 38 38 image H mouse ¥ Feldh F:Hh
active fRar S @&ar g1 Graphic & around nine handles ga &1 Image
resize & & foT s handles & click ar drag &1 gar & | Corner &
handles @ propertinally resize g aTar g1 ,S@f& straight lines & handles
image @I stretch &d gl Picture toolbar use &I It & | Image W e
aXa ¥ Picture toolbar appear & STt g1 Ir T menu bar # View / toolbar
picture select R JTaT g
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MorgiLess Line  Format
Image Confret  Brightness  Style  Piclure

insed Morgfless Crop Text Reset
Picture Contrast Wrapping Picture

#* Insert picture image selection window @ display #&ar g &aa &
images &I change f&ar o Il

# |mage control & image gray, sealk, black, white Ir watermark S=raT
ST EhT ¢l

# Image & colors # contrast set @X=T more/less contrast use f&ar T
FhT Bl

# Image & bright 3R dark quality & control &= & faw more/less
brightness use fRar ST T&dr g

# Image & outer option H delete FA & AT crop Fr Fae FH

activate image I drag far Smar & |

Graphic & Line style & varity of boodres add $r T Tdr |

Text wrapping & worksheet & graphics & around next wrap & way

Ir ale A modifiy Far ST awar gl
#* Format pictures & & image properties &I separate window &

display f&ar & dhar gl

#* Reset picture & image # &d s @ modification I 3T Thar g1

10.3.4 Autoshapes :

* »

Autoshape toolbar & no. Of geometrical shapes, arrows flow chart
elements, starts etc. worksheet W sa ST ¥ahd &1 Autoshape toolbar &t
view / toolbar / autoshapes ¥ select f&ar ST @ahar g1 Praticular shape @r

draw & & foIT toolbar I Autoshapes option click f&Rar ST F&hdr g

Basic Flow Call
Lines Shapes Chart Quts

Connectors 8 stin and More
Amrows Banners

# Lines: U& R Autoshape toolbar X line button click &« 9T user

straight lines, arrow, double ended arrow draw & Tedl &l 3T
worksheet =X starting position @ eding position click &I JTdr g1
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#* Worksheet # curved ar free shape draw &« & faw cuverd line
menu ¥ select =T 95dr &, 3HX Worksheet # starting position 3R
curved position click & garT a3 AT g1 Drawing TcH & & foT
end position I e fRar ST § a1 X Esc key press & ST gl

# Connectiors : Connectors &T use flow chart & elements @I connect
T & fav fFar S

# Basice shapes : Autoshapes toolbar & %% basic shapes &I #t draw
frar ST TFar g1 S F tow dimensional three dimensional shapes
icon braces, brackets Worksheet # 35T shapes &I &« & faU drag
and drop method use f&har Sar 1 9 #Y shapes s S & ar
resize #X=1 & [T open base handles & adjustments f&ar ST Hhdr

gl

%
O 0O

(] (]

# Block Arrows : Two dimensional, three dimensional arrow &t &
forT Block arrow option of choose f&ar Srar g1 Arrow darw &l &
foT Drag and drop method use f&ar aar g 3R open box and
yellow diamond handles & far Srar &1 arrow & resize fohar Srar &
| Shapes @I free rotate button ¥ rotated @RarT ST Tl gl Image
@I rotate Fall & T image & around green handles & drag f&ar

ST g1

(] (]

# Flow charts : Flow chart menu &I help & flow chart elements @t
worksheet draw fFar & @&ar g, 3R time menu & use &
elements & d™connection draw a1 Jrar § |

# Stars & Banners stars, bursts, banner Scrooll sa=7 & faT button

select fam ST gl
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# Call outs : Speech thought bubbles 3R line & call out select fRar
ST EhT ¢l
# More Autoshapes clip art categories # button choose @&
autoshapes draw far ST dd g
Autoshope toolbsr & T menu T& separate toolbar i dRg HT F
Fohd g1 Charts harts worksheet @¥ data @I visual Formet ar Graphics
desigen # Represent & & fov Use fhar Sar g1 Chart s&ed & dger
Worksheet & 3meT enter FTT 9T &l

HRILA (summary)
e MS-Excel & mathematical formula create f&ar am @har &, T

function &I execute f&IT ST Fhar Tl
e Linking worksheet & user t& worksheet & @5 sheets @l link &
FhT Bl
e Adjacent cell & cluster ar group & content & add &« & fow
Autosum function I Use far sirar gl
e Autofill cell & gy fill =¥ & FHA F 3T g1 Ig repeatative T
sequential data @ fill #= & T HF & 37T B
e Autoshape toolbar & no of geometrical shapes arrows flow charts
elements etc worksheet @ S ST Thd &l
e Excel data Base &I ®@graar & Sorting,Searching,Filtering dar Quary
3nfg & 3T & R 1 @ g
TEXT AND REFERENCE BOOKS
Learning Word 2000 for windows by Rajeev Matur, BPB publication
Learning Excel 2000 for Window by Rajeev Matur, BPB publication
A first couse in Sanjay Saxena, Vikas Publishing house Pvt.Ltd.New
Delhi.
Microsoft Office 2000 by Gini Courter & Annette Marquis, BPB Publication
Office Interactive Course by Gerg Perry, Techmedia.

AFITH 9T (Exerice)
1. Formula 3ar Function & 3feiEase o]
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© 0o N o g bk wDd

Autosum ¥ 39 FIT gHSTA ¢l

Relative, Absalute daT Mixed Refericing & 39 &1 T#HsT &1
Sum,Average, Min,Max,Count & 38T Tfgd THASTS|

AT Colum # Values &r Sort & & foid Steps i@
Function Word & 319 &1 HsId 872

Excel Data Base & Hg&dr & §H FIT-FAT H N Tohd ol
Auto Fill function &T T &I §?

Auto Shape Fr TEIAT T FIT HAT T ThdT &2
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SHs - 11
TH. . TFad die
(MS-Excel Chart)

ShIS T TIXWT (Structure)

11.0
111

11.2

11.3

32T
eI
11.1.1 91C & 3R Teolell
11.1.2 =€ & HI F&A
11.1.3 T¢ 1 fAeEr
11.1.4 aTr¢ & ufsfear
11.1.5 & s & a¢ F F g
11.1.6 e gar$ @ A€ F AL H
11.1.7 T A€ H gER IE H qRadeT e
11.1.8 G€ HRARIT oIk
11.1.9 T¢ & MS-Word # &y &alr
Osf gdfest 3R Wi
11.2.1 957 seh
11.2.2 U 3NRU=eerT
11.2.3 AT
11.2.4 §=X, Gex 3R e AR
11.2.5 fwe ey
11.2.6 W<
FEIS eMched
AR

P P YT

3527 (Objectives)
S I F T F G 6 -

1. Worksheet @link &3]

2. Relative,Absolute dar Mixed Referencing
3.

4. Autosum,Sorting,Graphics

Formula dur Function, Function Wizard
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5. Chart,Page Propertiesadr Printing

e & IR H FETHRT grod HEN|
11.1 9E&EAGSAT (Introduction)
THA. TH. THid faffiedd YR & TC T ST Thd & [oleleh GaRT AH3T & AF &
® # yefia Far a1 @har gl
11.1 =€ (Chart)

Chart s & faT Chart & @1 X & Y axes & T g1 g@X option
s & axes,gridline,legend,datalabels 3R data tables @I tab click &
change faT ST @hargl Next & W a8 Window open gidT gl
Chart Wizard

Chart Word g Us &deg SIIeler died I Wgraar & chart s« & gfaer gar

gl
# Work sheet # data 3rel 3iR 37 @t Cells & header &fgad hight light
X, [See chart & 9T & o gl

# Standard tool box 9T 3uf€Ud chart wizard sed & Fas il Chart
wizard T Ugell ST g YERid &l S|
#* Chart Type- 3Tadadl AR chart & 5&R o AR Next R Fas F

SR B

# Chart Source Data- data range & ga (3R @ Step-1 #H highlight
frT T tREr & @ 8) 3R Next R Fas |
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it Wizard

Class sizes

Chart Options- a¢ &1 = 3Rx, y, axes & faw Title & Tab &
HEIdT ¥ axes, grid lines ,Legend, Data labels, & fdseq 8T a1 ST
Thd §130Tel Step W I & AT next W Fers |

&

.
&

Cousses

Chart Locations : 3PR Chart & a% Sheet W AT gidr § af &g AT
Blank ¢fic &I as a object select far Sirar g1 Chart & existing sheet
H off 9T ST TehaT §

Chart Wizard -

Chart finish &= & faT Finish point 9X Feas HIfSA|
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e
Students
{English 34
{Biology 32
{Calculus 26 : o

28 Class sizes

39

Number of
Students
2 O
OESD

Courses

1B

11.1.1 91€ FT NFR d&aa1 Resizing the Chart:

Chart &I resize & & AT 386 border &I drag aXa& size Fichange
fRar ST ¥&ar g1Corners & handles aX& Chart &I proporitonaly resize far
ST HHT gl
11.1.2 |€ F HT F=1 Moving the Chart

I A select 3+ left Mouse button & hold & @€ & =5 location
R drag fRar Srar g1 Chart & element St & title and lable etc. & &
move AT ST TohdT g
11.1.3 9€ # f@AeEm (Deleting The Chart) I & e & fav arc & frer
AT T T Faw Hd &1 38F I16 Delete it H1 gaid & a1 ABH & gifgs dea
F gad & a8 POPUP #3 R@® &ar &1 38# cut option & TJT A W
arc AT S gl
11.1.4 =€ @ ufsfar (Editing Of Chart) 39dRhcd A9 STOMER dE &l
frer off sor$ Y ufde X Heham B

el ¢ &1 R s (Cell) 3 3187 &1 fids 3nfe & e & &
T 3hS W FET off B e, AV wfrar gy ufiefear S & e s 2
e H R ¥ aRadd & yOU W F v g #F Rl 3 Tue ) Foe
A g

Chait Wizaid - Step 1 of 4 - Chart Type [21x]
Stenderd Types. | Custom Types |
Chat tre: Crat oo

=

hiallfiil]

]
+.» XY (Scatter) -
Area ;
i i :

=
| |

9

A

Chustared Colime. Compares vakues across

Press and Hold to Yew Sample. |

cacel |0 ot [ weas | gns |




Chart Wizard

11.1.5 5t g1$ Y € # ¥ wa=nm (Remiving An Element From A
Chart)- f58 &S HT el g1 30 W A ABH & Gligel dcel &l ool I ¢
g Contet menu & Clear §e<T & gald &l

11.1.6 T 1§ & € F yaw F=w (Insert Element In A Chart) -
IIC & el Tlell TAT H ASH GaNT Glfgell dcad [Fordh @l & e Contet Heyg
# T fawed @ o Sar &1 TE A oS & A sdreT aed 9eiRid g
gl 3T% ¢ sRod 3RS F TeeX X &AT ST B

11.1.7 wHare & g@EE A 9Rader & (Chaanging a chart to
Another chart) - T&aa & T&h aIC ¥ AU IIC H IRAdT dgd 3T &l sdH
for I & @l T W ABH @ g ded A Fad fhar Smar g1 3Rk
Contet #H=g & dTE TRY & IIA fhar I1ar gl Tww o /s & A =T s
diFd & giar g1 3R 3T Agg § IE FAAT S HhT 8l

11.1.8 ar¢& ®RATET g@@r Chart Formating Toolbar

display data
by row or
by column

format legend
chart objects list button toggle

chamnt  data table angle
type VIeW text

Chart Object Lists: arc ®Format aa &faT object list ¥ select Hh
format button 9 fFee fFar Srar g

Chart Types- Chart type W arrow head select && different type
of chart 37 T ST T &

Legend Toggles: & toggle button dchart legend @Ishow a1 hide
fohar S Feharr Bl

Data Table Views: Data tablen toggle & data table & display f&=ar
ST &

Display data by columm or rows- Data sheet & according column
or row ¥ I ST TehT g

Angle Texts- Category or value axis select @& Angle Downword
Ir Angle upword & Angle sa= & T e foar T §1
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e e L E B B

Number of
Students

Courses

11.1.9 1€  MS-Word & sIdt &1 (Copying the Chart to Microsoft word
Documents)

Chart & Select @& copy option W fFea fFar amar g, 3R
destination document WX paste f&ar STaT |

11.2 997 99eiar ug ffecar (Page Properties & Printing)
11.2.1 Page Breaks-
Page break #T help & worksheet @I break f&ar ST @har g1 s@& fow
Page break & =T arell row select & U lable & e fhar Srar g1 Insert
page break option & page break far Jrar gl
11.2.2 Page Setups
Menu bar & file Page setup select frar Sar g1 & & Page
formate, set margins 3R add header ar footer option formate f"&r ST Teha
gl
#* Pages
Page &I landscape 31 portrait ssilsi & faT Page setup window # &
Page tab orientation select & St g1 worksheet @#HIsize,page W
scaling & formatting & ST @dr & Worksheet &t % t € page print
el & fov 3R T column F T € Page W Fit &« & fv Fit to 1
page wide use f&ar STaT &1
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Page Setup

AR

11.2.3 Margins :

Margin tab & top, bottom,left&right margin @ic ¥ ST dHar &1 Header
of footer # Value enter &r Jrdr g1 fSa@ & page & edge & idea

ST ST g

Page Setup.

R

11.2.4 Header / Footers:

Header tab & drop down menu click & hader or footer

ST GehT &l
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Preset hader or footer &I modify & & forw a1 T 39T §a 7 & fow

custom header and custom footer W Fos AT @ & @Y T a5
window open gidr g1 5@ & text T left center or right & enter &am™r a1
TheTT gl

Heets:

page number  date time tab name

% L

nat text tatafmmmr file name
of pages

Format Texts:Text &I change &=« & faw for eg. 3@erfont,size,
style change &% & fawbutton text of highlight fRar Srar &1
Page Number: 383% page number 9X insert far ST T gl
Total Number of Pages:Jg feature page Number & ary fear Jrar
g, 3T 33 string creat I ST THAr g1 S¥page lof 15.
Dates : Current date add &= & faT|
Times- current time add &= & U]
File Name : wordbook file ®mame enter & & faT Ig option use
frar Srar gl

3R user & worksheet #§ s $r § 3R colomn heading f&% First

page W & 3T I & dl 37 TSced A & U Ul W W@ Thal gl 0% v 33
row select & ggaft| St i title new choose N 3R esed &€ U9sT W Mo
g T
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11.2.5 Print previews :

Worksheet f&@ @& @ print g9, I8 d@« & T print privew option
1 9T fohar STar §1Next Ar previous button &1 click @& pages @1 display
fRar ST @ar g1 3R Zoom button &I use page & closer ¢@«T & fow fohar
ST g1 Page setup button ¥ page layout modification fRar Smar gl
Worksheet @ return & close button click &d g1
11.2.6 Print
Print &% & folT menu bar & ¥ file print select fFar Jrar gl

# Print ranges : Ig option & print' &= T range ¢ & faw use fRar
ST 2

Pant

# Print whats: Worksheet WX &= cells arcolumns, rows &I print T
g1 38 highlight a1 select far T gl
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#* Copies : 385 3« no of copies frar ar &1 o print &=r g1 389

arecollate box, page @ order chek &= & foIv use fRaT SITaT §1

Print ¥ & f@T OK button press f&ar simar g1

AR (Summery)
Chart Wizard g% Us HHATE SN S8 T TE¥GT & Chart ST &r
gfawr &ar ¢ |
Chart Wizard &1 @g™@ar ¥ &H Line Chart, Pie Chart, Bar Chart,
Column Chart 37f¢ &7 AA0T 3mAET ¥ FT Thd g
Page break &I help & worksheet &I break f&arT ST Fehdr g
991 Ae3g i @E™IAT ¥ Uo7 & Orientation, Margin, Header, Footer,
Page Size, 3¢ F I fhar ST FhaT
Page orientation Options & gaRT Page @I portrait d2r Landscape
form e Far a1 Fhar &)
Print Preview &I Tgar ¥ Print T St arer 997 &l TP W @ Thd
el

TEXT AND REFERENCE BOOKS:

Learning word 2000 for windows by Rajeev Matur, BPB Publication

Learning excel 2000 for windows by Rajeev Matur, BPB Publication

A first couse in computers by Sanjay Sexna,vikash publishing house pvt.
Ltd. New Delhi.

Microsoft Office 2000by Gini Courter & Annette Marquis, BPB Publication
Office Interactive course by Gerg Perry, Techmedia.

HAFATH 9T (Exercise)

N o g s~ wDdhd R

MS-Excel # dIc a7 & Tl Steps faf@|

MS-Excel worksheet & Selected Data & f=e fFar sirar gl
MS-Excel # Worksheet & Pagesetup & fRar Srar 21
MS-Excel & Worksheet & & link f&ar arar &, gasm=d|
Page Break & 319 &1 §Hgd gl

Page Orientation T giar &2

Pie Chart d2m X d1¢ & T 3ok 87
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ghlg - 12
TH. TH. YIaX Y9iSec & IRTT

(Introduction to MS-Excel Point)
Shls I FRW@T (Structure)

12.0 3=2F
12.1  gEdTEeT
12.2  URFEH AT
12.2.1 3ierhecee oS
12.2.2 SFIeIC A Yol el ATl
12.2.3 soleh Joleered Sellell
12.2.4 9gef | Seil FoleclUsT I Wiclell
12.2.5 3ifer o 33
12.2.6 9feR Wsee Thiel
12.2.7 T A3T3T
12.3 TS & AT HA HLAT
12.3.1 S TATSS SFIIT
12.3.2 TATSS I3 Seolall
12.3.3 RIS TaEs
12.3.4 gI$8 TS
12.3.5 FHECH TASS AT Folell
12.3.6 FHECH TSS AT &l TST el
12.4 Uf3T Fecee
12.4.1 ¢FAT Sied RASS e
12.4.2 ¢Fge Sied Iadsst
12.4.3 ¢Fge Sied f3ellc e
AR
P P YT
12.0 3223 (objectives)
=0 AT & g & IIAIT &H -
1. Power Point &1 &, Power Point Presentation STaT|

2. Types of Presentation, Presentation Open ,Save,Close &{T|
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3. ThIT o 3M3¢, Slide Insert &, Slide Hide #I=m, Sliude Layout
sceldT,
4. HTCH TASS M AR, HEeH TS A HI TS e
5. Text Box Add dT Delete =]
g TTHRT gred F TR

12.1 9E&EAGLAT (Introduction)
TH. TH. YR U%eC & GaRT faffied TR & Yoleedd 3o R T dhd &
e garT Rl off v & A Weg3it 1 gufar s @ar g
12.1 ek Ngee Fa1 §? (What Is Power Point):

IR Wgec Yoleeld HTFCdW § ot Ty ' TS 9FC Yoo aalley &
AU AGE FAT gl Toleed dgd AR Telgs] &l IS FiaT gl IAh Toligs
Fge A1 WMihad g Thdl &1 AT IR Y Uoeyd §e H WhnE 39 Ade
X THAT Bl
R g3 Moael & O soisd 3R grse g
AT 83 WoFe & o FoRk egR=dT|
FASS YolgeX & fold 35 #AF Tss|
dcds I HFP Thid W fafsar Farss ol
3 o Toh3ieh W Tad : I el arell Tollss Al
WS gea33c
e dAicq $r fSea
Joec el I Wees I3cTATS|
ToleeqeT N STodl A el H TR Ace & fod T 3 decee fAoms
HE gl ST ST IS F FF AT ¢l Tg fO9E @URT Soleerd S dfelr,
e, & oy 3T TSt & AT Uah STedl.. H.. soldh Yoleelusd dall 7 Ig Taors
YA FAGE F T & d9 31T TS & gaRT Tamgsl i 3T e AR v
¥ T X T TFd g1 3T TR AT Jolecd dollel & o, S fGoms & 3eaea
Ag &, @ IR Gigee Sgd W JFUS TS F AT AT g1 TE IR war €
HT Solecr e H o THR HT TSSOl dEd 8, HT AT FASS g Fhd ol
3EE0T & fod, Ife 39 Toss #/ efEses @ ff@er aga g ar 39
HREfASINRNT FASE A T Fohd gl W YHR -IfE AT G R@ET Tga §, A9
A FTAZS F o THd §, o AT FTASS ol § 387 fAROT & X AR wfse
A H e digee YT AGE Xl g| Ig ATl YANT &l 35 Tellgs H cFae 3R
IMPFT P A T BRAC T 3R TSt B FH Sl AT Joleed Follss Hl
geac I 3T et & 3T &ar g

© N o ks wDNhPRE
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3% TASS F7 & dI¢ S 31T YT Gl & Heddd IW-T I8d &,
ar 3T Toss F e X Fhd § AT FFYEX Thled T TASS AT Fl I HT Thol
gl TBE o H UIaY USec TS &l HFPel Hhled TN AT T g1 S Joleexled
FFogEX T I AT @Y T giar §, ‘A Tomss A R st Az @ highlight &
& O soacae dMgee a1 IS & F1HF & of Thd 8
12.2 YRFH HIAT (Getting Started)

gaR Uigee H o ar 3YH! IR NSH & AT Th ST sSidrd Jerd
BT 81 3T UA% iU FT 570 U7 W guial fham o= g1 Ife iR disee ugar &
& golT §3T 8 A1 I8 died YGRId w161 8 @I & of AegaR & File/New & select
HiS|

PaweiPoint

1221 3ifer s=tee fawmé (Auto Content Wizard) -
3 Feeee AOTS Uoleersdd eBY & YHRI & oy &Fuee 3R msfEar
HTARIFAGAR FoAod & MG T U7 & AT arel Next et T Ferh Fd &l

AutoLontent Wizasd : 2]

The AutoContent Wizard gets you started by
providing ideas and an organization for your
presentation,
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12.2.2 feamgsr &Fqae (Desigen Template):

e} digec 3T Joloclsd B URFEH el & fod Affiead sHhamsvs 3k
BRARST sgd & Fele Yaid Xl § fode W TFqele AF & highlight &
9% Design & §& Fd ¢l S8 gl & §1g OK &l gard|

entation

& Jnetwaork Bitz

SRS

12.2.3 sai& YsieersT (Blank Presentation) :
Joleed §olld & oI solh Jolec el & Jolde Hiford|

12.2.4 ggar ¥ =it 9SeersT @ (Open an Existing Presentation)

Tgol ¥ 3URYA Joleeqd A Wold & oY 37 3 A Joige ffS|
Look in Z9-33 Ay & 5T ®lesk # wEa U § 38 Joee Hiod 3R fore
d BEd & A1 H Highlight RIS deieersT @ & v Open R Fos Y|

Upen

12.2.5 3 a3m3e (Auto Layout)
Tolecelel TI8T &l Helae el & a1G AT s T3S & AHB3C H aoidl| ST
BT F AN goies foree IF a1 A gd §l YFeed AT W Fard Y 3R
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msg. box 3rEhreesT A Bie g ST 3 A3 T IR & 3 gBaAse Y 3R
OK WX & RIfFd |

New Slide

12.2.6 9raX Wgwc &1 (Power Point Screen) :
12.2.7 S AABE I Ngee A3M3E AdaT feq 7 ¢

standard toaidar fporaating toolbar

P - Pyesentataved}

menu bar
& 8w
L0 o
: ) poser Soint Tl
Tyl T L iadh€ SO Gy
auting
Window
screen views
slatus bar
drawing tooiber notes windcw
shite window

R Wigee YR Tolee?ed delld & o IR TheT JI33e &ar g 39
BRACH TATR & IR IR 997 & e GE0 & dead W Fad & o o &t
HolFe T Tdhd o |

187



normal  slide slide show

outline slide sorter

Training

Normal View
This Screen is split into three The slide view displays each slide
sections showing the presentation on the screen and is helpful for
outline on the left, the slide in the adding images, formatting text, and
main windows, and notes at the adding background styles.

bottom.

SRR

s

P e

,:‘,
= ‘
<

i

»

Outline View Slide Sorter View

The presentation outline is A small image of each slide is
displayed on the majority of the displayed in Slide Sorter view.
creen with small windows for the Slides can easily be ordered and
slide and notes. This view is sorted from this screen.

recommended for editing text.
Tl ThIeT FA58 AT @A & A slide show deat W Fasw Hifad|
12.3 ToB3T & AT T AT (Working With Slides)
12.3.1 @§ Twgs s=a¢ & (Insert a New Slide) :
Tolee el H o5 TIPS Al o8¢ Il & o folesT Tai &1 3Hegavor Hifo:
#* 33cAss A8l H, TABS kT W [Folh ael & 9l TSs S 39T Algd
3R S 7 Torss wEl¥a g ¥ 38 dawe AT
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#* FAgER Insert/New Slide T e RIS 31ar Tuss goaR & g Toss
e W et o]
# TS @ 9F A3M3C AT OK &I gard|
fEoger eFqae vear &1 (Applying a Design Template) :
fSomss ¢Fdgeic A Sz & o I ugel ¥ 39RYT & o Aeggr &
Formate/Design &I Helde Sifoid| SFIelc &l Telde Sifaid AR Apply W Feas
Hfo|
12.3.2 ¥a133 A3m3¢ dga«r (Chenging Slide Layouts) :
FTASS & CFUAIC W33C &l dgod & ol AsggR ¥ Formate/Slide
Layout &I Helee HIfS| Teh 33T &I Hode Hiod AR Apply R Faes Hfd|

12.3.3 Ra3itdhr Fa38 (Reording Slide)

TS AT H TAes A N3 Fa & O, FTaes W Fas Hifoy 5F
T 7 IR 3T Fh AF T W A S & Segeh ol A I I3Collsdl o &
g T IR FASS & UM dlel Eollgs Sehed W fFoleh leh 3T 3Tgehed I HT d 97
Fh A T W o ST gl
12.3.4 Fa18 F B (Hide Slide) :

Ifg 3T aga § F Tarss Y & R Torss @ 7 g, AfFd Temss #ir
fSelie off e ared § af A=y I} Slide Show/Hide Slide F Telde FH TAES
H 35T (HIDE) & Tshd g1 ToSs i H oy F TEs & g & fod, Slide
Show/Hide Slide @ a9d & delde Ad &l
12.3.5 &¥eHA FT@BS M A= (Create a Custom Slide Show) :

FECH T3S AT H AT FTASS Vode Fh Tad el $T IqAfd & &
gfg gl Torss 3UAT F A8 a8 IS g

#* A=y s} ¥ Slide Show/Custom Slide Show &I Relee Hife|
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*
*

*

istom Shows

FEreH Tass faear ANew--- sed W Fash Hifo|
3Pgd Fred M [Aear H Tass & oy Toss ot a7 fes # & AF

FEeH M H TASS s & o TASs 3 Yoo Aeal #H 3H gBse
HTA 3R Add>>Ted R Foasw HfGA| O ToEs R TS5 50 HEed A
fawar  wefia g

HECH o ¥ Fargst o RAT W & o, Togs 5 oA of faear & &
3% ATAT F gsase ST 3R Rimove sed W Fae Hifod

FEeH AT 7 RAIKN Tomsst & O, S Tomss W gl 33 gisarse fIfoy
3R e H 570 FH H deodd & foF 39 3R 530 W W Fas fifad)
AT gled W OK W Ferer FHIfS|

FECH TASS o & g & for weea of faeal & o e W Foe HIy
3R 91X 3= F oI Close W Faa HfGA|
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12.3.6 F¥cH Fa33 M A vfde &= (Edit a Custom Slide Show) :

Custom Shows

#* Y A TRE N & O Freqd A g9 H AH A gsase ey 3R
Edit--- d¢aT WiFersn S|
#* o & fBellc A & oIy AT & g8eise b Remove W Fared FIfG|
HIAT gead W fFeleh Ik A7 FT TFH FHUT FadT g1 Ay o edit e W
eI ¥k Rename fRaT ST @ehar £
* FHEcA Tss o & Vg & T Show dead W Fasw TR, 3R @ 3
& fod Close WX fFarsh S|
12.4 &ée Szam (Adding Content)
fBemser ¢Fude W geee fave (Bulled Lists On Desigen Temrlates)
Joics e & @RI 319 Fell85 W 3T Yoleeldl & HTT Wgec Hl HIH-
T TeRid W Thd &1 Bole TFaee & ¢Fae diFd & Heddid Tgol I & oS
foee g1t & ST &7 T § A F O Tss F od gesk W Fasd Ao
AR 31Tel ST T 7Y FeIeS IBCH F ABA & ¥ ENTER KeyR. gard| 30
geics & A e 3T e W AW & . Shift Key &I g & ENTER®T
card|
Bulleted List From a Text sfed
I AT T fSAmseT CFdelc W TR Tol glest ¥ goies faee 1 w@r
T §. 37YUAT AT TH 30T  Jeies fole & sl d6d &, s folee & St &
forr et wel &1 JgaRer Hife
* TASS g A HAgIR ¥ INSERT/Text Box & Helde &% U& cqdcC diad
eS|
* TASE W I ABH dcod &l ga e sidd &l g R a9 a& HI
HIT T dF & HIH HAITSAGAR CFAC A F JHER o o1 |
#* HAsggR ¥ Format/Bullets and Numbering &I delee Hifard|

*
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Bullets and Numbering

# FOIT FT HHN Taoldl & THAC & FFIeY H WHelocol dgell ST gl
#* Fo A ¥ o & fad For sgfard| oot @l & o More colors W
[ECEACAIE R
#* U I A ol <89 A & Th & Helde Hfod AR Ok W o
Hfo|
3rar
Picture bullet 3=l &I ¢@a & o picture dead W Fae FFA| o
Jeic & Helge HIGT 3R ok W Foes G
3rar
FFGR W Blec A fHAT o 38T A Helee Fe & fod character seoT
R Foed RS 3TFd & IS ToRA & o J9-3E34 Ay § BFad Blec
S8, Windings a1 Webding &I geic ¥ dode S| 390 9371 @ & O s
#H 3uRPYd FX W Foew fAfaw| a9
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*

<lvjeiole|o|le|a
gle|loi+|o|lnl+|m

I2lplejt|lo|a|la|Bd

wig{olBle|H|=|w

Irja|xlo|elolm|N

OnEOnanann

Tz R Red W ok O o A

Bulleted list and new slides from an outline:

A g 3M3cosd of H, 3M3casd [aaAs! # <FAC H LT F TIU

FEART ST FhaT &, AR a5 T3S F@a: & 3 A g1 3o g # FTSs
Frcee & AT BAFRR aaa & o et wal &1 3regaor Ao

*

*

Slide 1 3Mg&e & oA, TABS F TBCH BT HITod| TASS HAAhA &
T 319 CFHC TIBY ad & ol Ucdeh TlSs WX &3 <89 gl &l
3TN ST 8T Rt & o ENTER card| Ig 3(Ue) 3T A3 TASS &all
&I Igell TS H goies foke sad & o, TAB key @I gasd ar
fSAlc seat St &% more buttons Feg & Fya g, & Fasd & W a0
BRAET gaeR & 3ed arad “Triple Arrow” §e¢d W Foad s W
Access g@IdT g, & gard|

3rear
T delc foee 3MgeA & f3AIS o & fod ALT+SHIFT+Right Arrow
& I |
geies forke # PR ¢arae Jae e & o & golc o & o uds
s & 3f=d & ENTER g
HAedlolael foee §al & o, a9y fSAlC TRl &l Uldolagg &l Ueh
Jeics wafeee (Sublist) ST &1 More botton g & WA ded &l
O AT aEafds ke W ad 3 & o ALT+SHIFT+Left Arrow &t
gard|
WAl THAT & UlFoladg el A A5 TSS el g, dd UHh oI5 Tallss
3TSHh YeiRId 8T ¢
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#* 3 AR dAlc TR & 3TN & gaRT dINAR s Faes AR geies foee
Il § d9 Yolecdsl T gar g1 A ¥ wRaAfér Adet & 39aer
Foh foree T BRAT HI|
I Tell3s W Th § A goes foee 8, @ o dlod # @ 13 3w &
IR W Ig STATS el i fear arar 3ee’or Rwrar § fF o o 33easa ¥
T3S FAT g1 T8 & SR 3R goes fore mBeasd W ddes fare " 1 " 3R
R 3R ades foee " 2 " g B o9 Ecasd csfer g &, a5 e &
CNTRL+ENTER & gala¥ eiefer 3/ReH axa &1 38 3ae0r & "Access” @y
#A & g CTRL+ENTER g&mrm /=T g

1 Title

2 Office 2000 Tutorials Qfﬂce 20_00 Tutorials
‘Word » Word = Povrer Point

» Excel » FrontPage

.Excel u Access
Access

2 .Power point
.Front page

3 Getting started

1

Numbered list :

aqras fave sa= & oY et wal &7 srgavor fifoy
* ac Siag S|
* THEC JId F elde Id A-GER & Format/bullets and numbering @1

g

# Jorcy IR FAFRET e & 3W & d57as ¢t W Fos ffo|
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Bullets and Numbenng

* FFEY HT FR dgoled & o CHFC & TFaed H Wlecol Pl dgiord]|

* Fo Aeg ¥ A7 F o FerR gAA SAer @R & & More color
R Feaew ST |

#* ¥ 7 ag sy &1 foe & ¥ T F Folge dIoy IR OK W Fasdh

HiS|
12.4.1 e¢F¥e aiFd@ H RAFST F1 (Resizing a text box ) :

ABE & gdRT ¢HC siFd M Joge Hfod| THFee didd & dRT 3R At
geced & WY Ueh AIX UGRId @il &1 Fled & IR gesed UF aR H & aed Hr
TS g dlss @ Rarsst w9 §, Se9fF A58 arel gesed had U ferm # Rase
A gl Th gusd W TFelh X 37 ABH & 97 G| ST A8 AT Tgd ¢ I8
JT g Il W AT d¢d H OIS | ¢FET didd Pl el & ol AT s
ST & AH 4 fFereh T 391 A

{3
¢ Click to add text
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12.4.2 Text Box Properties
BRACT 3T ST Sied ¥ e digd & Fol, S5 3 JHA308 dEar
ST gl

Format AutoShape

# e dew W Fad a8 fhafead. A it Aegem @
Format/color and Lines @I delee FHIfGd|

#* FoR AR aEd & & A, Fill color & Joae AT 3 e sSiaw &
S%a3vs A Fill war g1 afg 319 aga § fF Tomss swasvs was s
¢ @ JHACAReE JFd B Th RIS |

* Th o5 HoR B Tolde HIfSY it THRC dFd & IR 3R TH Tsd
R & T s T A & O uder AT 3Rk 3y oz Ao 7
Tifigd @ dashed property o Thd g |

* e di9d ¥ W Ford A |
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* TFT SiFd & el HI AR eFe AT RueiReT & o eoee v digee &t
eferd|
* HC, THC T & hART T @ & Th, & o Feciaa AT AT
HIr|
* TFe dad & O R I Sgana A AT & o OK ) e HfS
12.4.3 ¥\ 9@ A BfAc &1 (Delete a Text Box) :

FUeIe ¥ CHRE Siad & difele T & oY, TFee  died FI 957 W Faldh
S 31K A W & DELETE Key &t gard]|
Alcw us & (Adding Notes )

AT g ¥, TES W Acd U8 Ry o1 dha &1 Y Agy 3Ihr goleerid
W @i 7 &, Weg ¥ IR W Ve & GHd § 30F TY TEE W Ay B
A W Print What : Note Pages @I felde e IR 7 I £
fafzar (Video) :

IR Toleerd H  fAfzAr wsawa & ¥, Insert/Movies 3R
Sound/Movies From File a1 ABHATE Aol & Th TARAT Se0C A & o
I T Insert/Movies 3R Sound/Movies &I Telde Hiord| Afsar wEa deec
Fh OK W TFereh il
A (Audio) :

IYHI Yolecels] H HABUS TS el & ford el & Insert/Movies and
Sounds/Sounds FI IT HET T ABUS HI Helde Hifold| AT3US FSel I Helde
Fh OK W TFereh il
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SUMMARY (IRT20)

e TR USee Yolocld HFCAIX g ST JHTET 'TASS S¥8 Wolecld dalled
YR HeG HAT &l Foleeed dgd AR FAGS] I HIS FIAT &l A
TASS ¢FAC IT AMThard g Tohdl &l T TR H Toleetsd Faled H W
AR AGG H FohdT ¢l

1. 3R g5 Noael F O sold 3R e geaR=dr|

IR g8 WoFeX & o FoR a4

FASS YoldeX & feold 35 mm T3]

sicadh AT HFEY Thid W AT Fomgs el

3 T Th3ieh W Tad: I el arell Tollss AT

WS ges33e

e Alca $r 3¢

8. USlecqsd HI Wecs H3CATSA|

TEXT AND REFERENCE BOOKS

Learning word 2000 for windows by Rajeev Mature, BPB Publication

N o gk wDd

Learing excel 2000 for window by rajeev Matur, BPB Publication

A First couse in Computers by Sanjay Saxena, Vikas Publishing House
Pvt.Ltd. New Delhi.

Microsoft Office 2000 by Gini Courter & Annette Marquis, BPB
Publications

Office Interactive Course by Gerg Perry, Techmedia.

EXERCISE (3a1H 9)

Power Point &1 §? S|

Auto Content Wizard '@ e 3mdT 87

Custom Slide Show @ YR ST ST 872

Slide & $& Hide fFar Jmar g2

Slide W Text T Line Space ¥ JgaT TaT &2

Text Box $r Properties dcelal & ford 39 1 HLN|

L A
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SHIS - 13
e digec & faQw aqor
(Advanced Features Of Power Point)
Shls I FRW@T (Structure)

13.0 3=2F

13.1  gEdrEeT

13.1 FHT & YT FF HeAT
13.1.1 ©fser e
13.1.2 ufsfear 3mmaerT
13.1.3 BRAET e
13.1.4 RO ®lec
13.1.5 @ wfdar
13.1.6 Aeol HH
13.1.7 Tfeier d&

13.2 &R T
13.2.1 FoR Thiel
13.2.2 3% M35

13.3 TES Shae
13.3.1 TR g
13.3.2 TATSS THAIA
13.3.3 TAe ey
13.3.4 TaTss giforera
13.3.5 FA1S3 AT TR

13.4 afder 3R Rfecar
13.4.1 a9 U7 &7 RE AT FET
13.4.2 U7 Je3T
13.4.3 W<

13.5 HEE dcwhe feoa
13.5.1 f3ammsaT feew
13.5.2 JoiecesT Sfeg
AR

3PS P YT

199



13.0 3227 (Objectives)

39 Ifc & Ugs & UAld gH -

Text Editing, Text Formating.

Replace Font, Line Spacing.

Change Case, Spelling Check.

Slide Bullets, Color Schemes dar Graphics Add &%T

. Slide effects ddr Enimation, Saving dr Printing &3]
371fe SATPRT 9red T Fhal |

13.1 9¥ATdsT (Introduction)

g disee H Fo 8 faftre qur gia & fOee ganr weliAe Ar3vs, TR S,
TTSS Sthae 3 &1 ToledeeT & GiFAfod &ar o g 2l

13.1 ¢FEC & AT HA AT (Working with Text)

13.1.1 eFEe sgam (Adding Text) :

TATSS A3M3C F T SIFH I ATFATIHT I CHC P oS & o THe
gieg Forh PG| Tags & SFF dFT A s & fad A=g@R T Insert/Select
Box &I ¥elee HIfo AR ABE & ganr ¢ ded & 3 oA AR &
Tool/Option HI Telde Hh care TR Fr A ST 3R Edit Tab W Feaw
Hfo|
13.1.2 eF¥e #r MT = & o 3o

Options

a bk w0 bdPE
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13.1.3 wRAfET TFFe (Formatting text) :

CHFEC P FTARE W AT 3IM3caed W highlight aXa Toee gy &
BRAC FET gl A-ggR Format/Font & AT AT geses Fodled X G fFes
ST IR 93T eiEHe Ay ¥ Font A Jolde HfGA| Blee, ST alFd d
Hlee By, TS, Tsd, 3R FoR H Foge Ao AT o & Toes Fa@Y sa&
Beg e W el FSA|
13.1.4 Reaw wec (Replace Fonts) :

feergs adele U AT ®lee glar &1 3T Read Blee HreR & gaR’T ITg
Sedl ¥ X Tohd ol H=ggR & Format/Replace Font &I Jeiede HIGT Blee &l
A T ggell S9-33 Ag ¥ Read@ e ggd § 3R Blee g@dl A=y & With
& garr Reed gem, AR Read sead ) Fasw Ao |

Arial Unicode M3

13.1.5 @« VAT (Line Spacing) :
#+g IR ¥ Format/Line Spacing &I Joiae I cFec dFd H olSal &
T TATT T AT I dgald § |

#* Line Spacing : dEd & &g aicha TF AT AMT & Jelde Hord| 1"
F AT Th S & WX & 3R "2" &7 T oABA F|
# Before Paragraph and After Paragraph : Jg ¢Fe dSod H Icda
WIATF & Igol dichel TUT T 16 & dfcshe TIT & AT H AT BT gl
13.1.6 A= ¥ (Change Case) :
A-ggR & Format/Change Case &l Holdc leh WIIME H 3R & Fd
F FEold gl
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*
*
*

*

AT FH . UcdS qFT & Ugol Asq & Ugel AR HI Hdifearse adr gl
AT 3R IRFT ;. ot ERT F FH H FEAdT ¢

TECT FH . o UsG o Ugel 3HER HI Fulfcassl aar g 3R ST &r
AR HIAT &

RIT FH | B FH & [Auld, IAF Asg & Ugl HER Fl cllaishd ATl
g AR T g3 3R &I FAfeass Far g

13.1.7 &« 9% (Spell Check) :

Tl H T & gura & o A=ggR & Tools/Spellings & daee

FT/Y a1 &S |/ F7 Key F1 gard|

mﬁwamm@r@ﬁwwﬁmwa:mm

3T HAT &

*

* »

afg e H VST T € @ AR T IR TE e YoieeRd & AN FO
TN R@E &ar ¥ ar geeR 3iter W Forer HfoA| I T5 Ueg Tolwew H
F$ IR @S &1 & G & 39 aH), BREAN F 39 s & S5 &
for Aq W Fad e W I8 ad & sad e 781 @rar #1

fe e fr T Terd &, Suggestion HF ¥ TH F gIEASE HIfoy AT
HY HIT GG HI i@ H BT HIfA| 3H AsG A FURS & o
Change W fFas ALY a1 woleces & T eedl & gurRa & forr
Change All X Fars HiiS|

Close W s HIfa|

S FFQET Yoleere & GART T d9} Ug fordr AT §, d9 UF fdesr
TefTd g & S 3o Fed & 5 feer 9% gof & 1 €1 OK | e
|
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Microsolt PowerPoint

wfaer sitcerer  (Spelling option):
A+ggR & Tools/Option Herae FHIFT 3R Spelling and Style Tab =X
[EGEAENER

#* Check Spelling as you type: afg Ig diFq a8 §, A 39 TAH s
Fr Tfeier TBT HT § 3T Ia) GIgec U M| Ield T aTell QAsg ool
TG §$ 1S & 3osTeliseT G@rdr &l

#* Hide Spelling errors in this document: 5@ ersg $r Tfeir Ire7d & a8
ST 9T AEER o oS i § 3§ 3Tl T Ak ah 3/ gerAT AT gl

#* Always suggest corrections: Ifg Ig diFg IFs §, I 3T T T
frarfead s § o I8 Tod W g & T gzma &ar g

#* Ignore Words in UPPERCASE: 9/ Uigec 39! AT AT g St
TASS esd 3T @ IWeE R F ey FE W Heha §, sHfav Ig 5§
eg T W AT g 3R 3T TN IWHI THAFT Tad T H RE
g €1 39 g3a & 3R Ty & $3aR e & o 30 died @ 9%
HIra|

#* Ignore word with Numbers: 2 it f& 38R T @@ar &1 @ffsor § &
AR I F o I ffe
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13.2 &elX 1&g (Color Schemes)
RfSIsa Fogs SFgeicH F1 FoR deal ST Tohal & IR sl Toleed H
FoR THIH I ST ST ThdT g1 39 UoT W Id:T T § 5 TASs H FoR Thied
3R SFAFUS /ST A HH ST AT gl
13.2.1 FeRX A (Color Schemes) :
# Hegex & Format/Slice color scheme @I Helde HIfSA|
* FoR ThEE did # F BT Fer Thed & @ dede ffS

#* TASs W THH HOY R gelt 58 @ & I Preview sed W Fow
|
#* Fo THFET A deoda & [, SN SiFd & FEeH o W Foaa FifoR|

Lolm Sebeme

Ttle of Shde
Eusoiptext

#* Taes Ufodee & Hok &l dgad & fod Tledee & A & 9@ Color
switch @I @elge HIfST 3R Change color Fead W Fae o]

#* ISl ¥ TF FoR FI TR Pl AT HUH FoRk & oAld & @l & ford
HECH T &l Helae HIfSd IR 9 AT & I @ OK W Fera RIS
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i

*aamqaﬁrﬂaﬁwa,mwwmﬂﬁ

AR Al & forr Apply to all R Fas HSGT A1 Hhad Fe TS W
THH &I AR I & o d Apply W Fersd HIfa|
13.2.2 3a®a3+g (Background) :
TASS W dHA3US Fol 3R Ut T8 HU & o T war &7 31geror o
#* HAeggR ¥ Format/Background & dede HIfa|

# 530S frer Weg & A AU Aeg ¥ FoR Jowe HI/R AT AR
e & T More color &1 gia

* SU33A Hog ¥ ABTee, ¢FR,ITAH AT SHAPUS & oy wh e, # w3
0 & o Fill Effect s delee Hifard |
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# Gradient Tab

1) g Sham3vs & oy B8 FHoR GaoAal ¢ I One color & Folde HGT
3R color 1 9-8E34 A=Y & For Jolae Hfod| e AT & FHeR M
39T A g o & FoR FiAd 3R g7 FeR & color 1 3R colocr 2 F9-
33 A § Holae Hifoid| TAT FHo HiFaalled & Holald H Y&kl Sl
gl T FeR -3 Ay & One & Feade A

2) AT Tsd ¥ ARBTee & YR HI Telde Fifotd]|

3) TOMSS T 4 INTcH H & Th F JAR Forh AT

Filt Effects
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#* Texture Tab :
SER fAear A, YFle AT & CaRT TR Xk RUITIT SHaAT308 FHI Jelde
HITSTT AT Th BISe A SHT I Tolde DIl I & ford Other texture W
[EGEIEAER

AN
SN

LIPS
el
7,04 4 4.4 Pl

#* Pattern Tab :
el Switches & T W el FF two-tone Yt F Jelde Hfoy 3T
Foreground 3R Background &e&l & Holae HIfS |

#* Picture Tab :

1) ®Ed & AR A o & @ Picture scol &l Holde e [Foreh difard|
AR & Foge & I & §ig 39 faear & Uy 3R BRewe sweiia
BIam|
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2) Fill Effects & & I dgatd &l dF HA & ¥ OK fFersh RIS
3) foRelr off Tomss & uRadal & T3 aa & T Apply to All R e
FITT I HId FC TARS F IRAdA XA & Tord Apply R e R

13.3 TS sthae (Slide Effects)

13.3.1 TR g&od (Action Buttons) :
Teh Yoleceled H T3S W HaFIfaAdl o SISt & fold THeM dcod GolaR &l
39T FfSA|
#* HeggX ¥ Slide Show/Action Button & Helgde HIfFA| d¢d Aeg IR Hr
IR W Fere HSD, 3R I I8 FllfdT oeaR § I d9 3§ 39T Felm
Jog W Gl

* WFacesmwwmm}.mmmmwww
SagA| a9 Setting A=y YefAd gl

* UFRIT H AT Fod A AT 3G T & Je Hifod| Aa Faw & 3T
g 5 JI9 Tass W ged Foe R ™1 SRew d9 execute g1Em|

#* SENRH F o grIRfdE A g ded & ol v ode Hifad|

#* I 3T gEa § & sead o har I ar & 3cde &, ar Play
Sound dFH W check HIT iR -3 Ay & A@ST Holde Y|

# Sq AT g S a9 OK R Ferah FifSd|

>
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* TASE W S §cel I QST JIFH gUSH HI 39ANT kh 38 RABST

Fha & AR e T 7S G SAUS A 39T FG GG Hhd B
13.3.2 ¥a®s wAAAA (Slide Animation) :

AGIR W 9 334 AY & NI Folss Jfeoide & ol $© TAHL
3T A S &1 TIH Ugot, WMheh IT TRC dlFH & Folge oy oY
THAACS gl Slide show/Preset Animation & Hoige HIfory 3 weh 3ifcere i
il U e THAAT H Folae A & ol AT AU A Helede el & fod
AT THAAAT FT Tl 36 e & fod, U Aoy & T gag o] 31w 3ifeersT
& fod, R 6 7 Ao &7 3egERor HifS:

#* AR ¥ Slide, Show/Custom animation & Helde HSA|
#* Toss W 3ifeoide @ Folde Sifoid st Check to animate slide object
foree @ wiACE g |
#* 3hac ¢F & &I, TAAL 8T H Felde Hfad IR S9-331 Ay & fgar
Toge A 3l 37 9§ O TEvs & i Fode W THd B
#* I TAANT UlFaagg gl & 91 SHEC  H FoR dcolell dlgd ar After
Animation effect I Helae HITF|
FeX YA Color Palette
T& Color switches & Helde HIfFA AT larger Helesd & ford More
color W Fereh FIGA| ST T3 M & R ABH F Foh a_d § o Jolaes
Fo ¥ CHEC GoldM|
Don't Dim : Ig 3ifce After Animation effects T erases aRdr &l

Hide on Next Mouse click :
S A3H FI [Felh WM a9 THC erase gl SI¥E|
# Introduce text section & Y WERld & & o wEa gAA Fo-sEa
g A% qolcs HseH & ford HaR Yaidd aXal & ol HToRreT gered &l
¥ T H gIed el o & ¥ "All at once" # Foge A, T
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AT W TH Usg &l TGRId ol & fo¥ "by word" a1 T TFHT W TH
3R YEid aal & fod U TsWIseR sthae "by letter” Toige HIfS|

* TAEE W YRid 3ifealde & HFA H dgolel & ford Order & Timing &8 W
For HEA| TAYT 3 SiFg FH 3ifeoide A gBdBe Hiery 3T
TR FHF & T 3ifeoge dF Fufa & 73 &&= & & Move arrows
W Foe HGT WIE GIANA & @1, ABE & GdRT Foldh aeh Tl
@l fharead ¢l & felr "On Mouse click” ® & a1 $& G&hvs &
96 UAL Uldeege el & ol "Automatically” @I g

R G

* mwv&ﬂﬂ?&aﬁmaﬁwwa@ﬁimpreviewmw
fFerr A 3R FATCT g W OK W fFas Hifad|
13.3.3 v g (Animation preview) :

A~ggR ¥ Slide show/Animation preview &' TdHeT ey f&=sr
¢Ea ¥ ol goge G S A ¢ g g& § 30 ¢us & o A3 &
AT egr & +E N o HTT et & gued & O, 398, ¥ s 7 X
close sed WX Farsh HiG|

13.3.4 FaTgs gifaers (Slide m‘):
#* S/ TaSs A change &Y d9 gifoleled Sthae &I Siigel & fordr &1 9ar &1
HFEIOT Y
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f8de Trgasaion

#* Hg 9] ¥ Slide show/Slide Transition & Tewe HH|

#* Shac R A, AU-3BT Ag ¥ T gfaee & gad 3K gifoee e
gl & dTe ey W &g Qe |

# Advance &/, A3H & GaRT Fol$s cifoiell 39f¥yd & g&@& fod "On
Mouse click” & check HSRd a1 HEgler & garr a1 "Automatically
after"” &' check HGT g 30 aEd § & Fo dFvs & 9 w@a: &
gitorereT 39feyd g S|

# Sound 1 Foee ST I Ig 3maeys g o 3R 3T I8 auw F 3rar
¢ 39 doh o 309Tem A1308 I df 38 ol Loop until next sound &t
check HifFA|

#* I gifSere shae 9AF Tes W g @iy @ Apply to All . fFaes

HITSTT TT hdd e TABs W & Shae gl amgd ar Apply W Fae
HIr|

13.3.5 ¥a18s M 3ireers (Slide show option) :
Tools/Option & & Heae Y IR Fo 3N TaEs o A=A H gt
& T View tab 9 fFelsh Hifarw]




# Popup menu on right mouse click :
Ife 3T AEd § fF goees & SN te e Aoy vaw g ot 59 S
FI check SIS

# Show popup menu button :
Tolecelel & ST ThleT & &i1d di el H Yeidd 8ld & 3U% fod Heg sced
& fparfead et & o, 38 sieg@ & check RS

2N\
#* End with black slide :
JoleeQreT al AT i & Told Tah T@lell AT Flell TASS HI 3=0¢ FHiford|

13.4 ®fder 3R ™ (Saving and Printing)
13.4.1 Save as Web Page :

AggR ¥ File/Save & Telde Fah Yolecsl &l AT fhdl ST vl Bl
fheg g 31T IR digeT Tolee e & Seclelc W ATl T6d &, 3H a9 Uof Hr
e ¥9 (Save as Web page) &em arfed ar faudt 3R 3ea (foed madr ag
dEC ook §@ Thd &1 HeggR ¥ File/Save as Web Page &I el
IS Look in : F9-33a1 A«g & dicas W IS I9 97 ST & gy 3R
File name : StFg & WIEd & A7 G| 39 BRAC H Joleced AT Flel & ford
Save to W Fas HIfSA|
13.4.2 Page Setup

golecld Forss Hr Mfeca & fod A-ggR & File/Page setup &I Helec
#X access A Slide sized U-3E3d A § Weeg FToiEs & ¥ ®RAC
Foge AT ar Width 3R Height steal &7 39307 @ AW fiec @msst &
Teel HIfod TABs & o UoT 3NRTeAA T Folae Hifard 3R 3NMRTAT Tt
H voieedd ¥ 3+ e MR F o goae A
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13.4.3 Print :
Yolecelel H e el & o #A+g@R & File/Print &I Holge RIS |

Prnt

# Print Range :
ool H THT TAES A Uec el & fold All & Telae HIiad| had
Fc TE3 H e A S Current Side # Folde HIGA AT FHad &I
TASET &l Uee el Hhiead field H ToEs 7K TeeX Hifod|
#* Coples
Bee IS & 9AF Fass T HU T AF7R TeeX oy 3R Ife 3maeas &
ar Collatebon &I check HifS3|
#* Print what :
e Slides Y& U W TF Fol Ul T35 Aee AT &
e JA® U W AT Tk TURT W go33CH N ds TS A g e
X Fhd gl
e UAH UST W TH AT & AT oif Slider's notes § & Notes Page
e gl
e Outline View Jaiec2lel $ 3M3case & e ad g1

#* O & & o OK Foe Hifey
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AR (Summary)
Action Button $r @gRIar & g8 379e Slide W Action Button §&T @$hd
gl 59 gt W 38w Link far s Page open g1 gl
Custom Animation &I HERAT ¥ §H 397 Presentation # &3 IR
Effects T&d &l
Slide Transiction $I TEAT ¥ & TASS & ALY AT 33T AuRT $ir
ST E&hdT gl
Animation Preview &#I @gIar & Set &I I Animation & Preview
foram ST Fehar ¥
Custom show &I #@gIar ¥ g Presentation # faffea yaw v dAfcer
9 RAE & X T Bl

TEXT AND REFERENCE BOOK :
Learning Word 2000 for Windows by Rajeev Mature,BPB Publication
Learning Excel 2000 for Window by Rajeev Mature,BPB Publication

A First couse in Computers by Sanjay Saxena, Vikas Publishing House
Pvt, Ltd New Delhi

Microsoft Office 2000 by Gini Courter & Annette Marquis, BPB Publication
Office Interactive Course by Gerg Perry ,Techmedia.

P wonNPE

AFITH 9T (Excercise)
Slide Transaction Option &I FT &1 §?
Master Slide @& 39 T FHSIT g2
Slide Sorter View @T T ST §?
Power point Presentation ¥ Animation Effects & weflld &#a gl

FqHASTSY |

5. Action Buttom 9X Hyper Link &% Sgar STdr g2

Power Point Presentation sd1d THI fha-fhad §TaT T €I I@GeT
3TaTS ¢
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SIS - 14
Scyeic I IRAT
(Introduction of Internet)
Shls I FRW@T (Structure)

14.1 9¥drger

14.2 3cToAc ST Gholsd
14.3 3seic &1 sfag™
14.4 FIeIc FI FI JOTT
145 STl & dca
14.6 3T & YA
14.7 FolIsc HAX doheileh
R
SHIG & IR
14.0 322T (Objectives)
U AT & NI & &I 3T ST -
1. 3T &1 3T
2. 3o M & fow 1 IR §
3. g&e Fr 3gAfdar
4, 3T & AT 3TN
14.1 FEAGSAT (Introduction)
3ed: FFEHY STl & THE Pl Seclelcah IT Felac Fed gl (A Collection
of Interconnected Network is called an Internetwork or just

Internet)
$eqIc S LANS &l U HHE ¢ off fF 3mad & WAN & 3 g3 & | aredd
A g US T & Tah Haide o7 @

S & Te 93 RO sicash A Sgd

AT | WA ST HOFIET UG %“@
R & o s@er 3uEer o ‘
IR OfT asf F Jo N F wsr & | R @‘

8.1 H 3cWic & Tdh WA FT @ @
fe@rr = gl 39 Rg & @l @

scah HHE dIHA H Fokee H
afFafaa g1 3 & e &' e TS 8.1 1 gEIAC BT WS TG
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14.2

14.3

I T TR §|

Selale FI FHedaT (Concept & Standard of Internet)
Setic T U AR & 5 R g SR & oTal aeegel AT dead
¥ 3 & Weg s M g &1 Alfad A1 TG FAE Hgardr AT HehTl
5 g R & Y, ga1S STET IT Tl FFAAAT FT R & T T IR
T 37 st Corporation a1 ¥ee 30& @IF0T Td AMfFRET §F W@ ¢
3T o o g A FE 1 Affes Usar A 39e 39S g U & AR
fod deteie O wrefrud 3o TR saw § Weg 9 A9 g U &
AR T oE) e &ld g1 31d : Ig Tk g U hiodard Faceadl @l
feem A AgcaqEl FcH § HA YAF AP IHUN-3HTA STORAR FeLIe W
F F Fohdl g YT $ekelc W Afther (Surfing) N ThaT Bl

Scleic &1 3fagrd (History of Internet)

geliT AT AETHS AR # T A Wiolee & & # 1969 # §3m o«
3oglel Th AT dcas et &1 haer fear e g s ale ¥ foRar
ST 8% difds 9TATI] g gl T g1 H PR UF Acasd asc o g S ar
G HATH Aca® UG foldd & H@g&dr @ ol 39l WgRe &HAdT §10
W el 1972 U9 8 a1 ARG R faeafdearerat & 3mqd # $-aAo
R glaemit & O $© Acd®d ATl 3§ RE F Acad H UH FEW T8
FAEAT T§ A o 3rorar-3eler RET A 3ele-37e9T A feea &1 3urer
A A A : 3AH AR R ¥l g1 @I AT dd 1983 H gl Th
ATH dietehial Jrar o TCP/IP 9ieishicl #gd &1 TCP/IP Wicisiel & &g
HIIART dietier (application protocol) ar FTP ,e-mail Sieidiar (SMTP)
Td RAE a3 giawr (Telnet)

gl @9 & dlaelg Ueh UHT oaedl T Al 3@ W o St 58 =it &t
s &% 3 §AY CERN YANRIET, Joar #§ $o dafas o fAoe &
UHT Seele. §of &l St foh g d<felehl qarT +ld Goesil egafedd &Y
30y N & 30 ¢l o fafied dafasl vd wegedt & grea textual
information & 3T9H H TFe) FA AT AN GAET HaAT| FeFegex FHr 3maar
3Ead  (incompatibility) & W W 394 fold TUfld &= & fov
hypertext &1 SeH g3 3T FIAAT A Avieg T YGLPhA el H Tl
& S AT (web-like) @ f&am ST d&ar a1 frad @l gaae & gax
q S Al g dheitehl fAhrdl & IRUMATIERT 3 $© F8 AH el H
THAST H A o & S
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WWW=World
Wide Web
HTML=Hyper

Text

Language
HTTP-Hyper
Text Transfer
Protocol

14.4

14.4.1

Mark-up

Selelc &1 P YUTTell (Working of Internet)

ST S BIC FFY dAcds H Uk J37 sAcdsd o off I gfaar s &7 e
g3 &1 SHA &S sicash, &ael, 3G, AlSH IFadAl & FEAar § InaH H
I3 &l 3T W F A alel T HFYEX HI Ueh HeldT ggdrel (unique
identity) g% § SQ 39 FFgeX 1 g@Y wEgRt & g F ggaEr o
b |

el W ol aifdd Frgey, SEd gaar urcd &6t § O 59 | gaar
U T Bl § O SHT g & UgdT Sl gl SId §H IS WA I
W AT T I IIed FAT TR § 96 PAA FATIH FEGXI F HIH
ASTEIPT TR dF Igadl gl 36 TR & Y 39asy 3K (ROUTER), 38
AT Td & IMUR W 3k Aoigrenl daX H AT a1 gl JgT W 3Teleds
IR 9T 38 AR AEH R W 9T & &ar 81 I8 9fkar a9 a%
ToIH! el & oI deh [ eIl aifdd wecged e o181 9g o Sl &l el
& HGIT-9ald Yohel (TS TTsel F THE) & §9 A Bl & AT I Yahel
H fawed g Al g1 i §d-adR gla g U difod T\ W 9g I ST &1 @i
Yg Hdg IS A8 ¢ [ Tl Uhe v & AT @ @A gU aifdd TAT W
gl Il & A Yhe ST Y Wil AT 39y gl § 3T AT YT A
g2 difdd TUE W 95T A

sréwEd. (ISP)

FIS o FEYEI TT FFYX THE T g 3Tl UgAleTl Sl [Iga0T HaTseT
ZART & ST &1 39 TS I JEAISC H IaT www.internicinet &1 3@
HIS o Ycdeh & & FS Fedeeddl Jardeh (Internet Service Provider)
fAgea T 89 ISP o &gr ST g1 adAT # #g Wisde $cleic dar
Yerd #Y HERE ¥ o Sexfen G & W) ¥ A ISP U Susierdms
H Felele AU Yeld I &1 IRd H VSNL 30 R 7 JdT Ul adr
gl
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14.4.2

T FeT & foT gfed 9% ISP & 5 IP Uzd &1F (range) &l § TG
3T Teh oH ST g1 A ISP GeT: g@X ISP &I ol 3Efed ISP 7 4 o
IP 3mafed & &3 &1 W ISP SI9 31U« 3UHIFAT #  FeARIA &d & ar
3¢ U Ugdid aF T QA Sar g1 A@HEISAT & YRR & Felarle
ITHFAT B G I B
§ Tw @ ¥ g FAxA (ISP Internet Connection) :

(1).sr agT (Lease Line) - il @Sl ol dlel AGH &3 HFdell
THE BT & S T TaT F e Age H SAT A gl $9h Hear o
24 90¢ ATad ¥ I3 e dEd gl 386 O 3% T IP dqFaN Jmafed
FXAT gl § HedAT 3ol Felec AR &Y AT sicash W 3UcleY A1 @
qree| Ig glAw IgT FgIl § U SHH a1 @I FT A T dE @
qehdl &l

(2).31@@-319 (Dial-up) - 319a-319 AfGH TEH SA@T 3930 H 3T W@l
gl 3H 9AF 3TN I FFYR W TFH HAGH ol eliehel ISP
ST AT gl ISP &1 §R dF YARTHAT H T S P FAFR Jeed
fear rar &1 319 ¥§ FFYX Acad F I3 1T B

(3).s15 d5 (Broad Band) - §1E d8 & 3§ oof fd & Secloic dolel
T &1 SHHA TH AT dRE HT HAISH 9T USdT &1 Ig SA-31T Fotaled I
UTST FHEIM § W ool oSl § HIBT FEAT Ud FH I &1 gl 3T o
e & fAhed & T F IW HT 37 W@ 2
Teh IR HFYN ¥ I3l & d1¢ §H Thdl 87 99 Wige &1 gar fewey agr
de ST ohd & 37YUAT Selalc W HARST R Tohd & AT fhd e AT
fAerer Tha B
AT & ATHR (Size of internet )
getele &1 A Hifds WHER 87 81 g W fAed A %er gam gl AT IR
FFIE @ IRFA 3T IE aAcas T o9retd 10 AT wogedl a& ug @
IR &
Tg 10 AT wecgedl &1 3mepsT 8 Teh 3AT AT gl Y8 H (& Ig
AfAT &7 # el Acas AT| AT . FFGE T e q&Ar gar Al ofee, 3«
Y 3 HFYE HI HE&AT HHT HfUH g 8 § AN T R FER A B gU
€l TRMAR STxeic & I3 alel HFGE I FEAT el off W gl AT F@r
TEAT T AT & @A ST Hehell &l FgT &1 3R & & # @ Ay
g -

— T Y gAY AV W S @ 3 TS hEgel H o 1

gfaerd & aEdd H Selae T 39AET T T giaT o
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— U 3o A F AR Sl § s YA Hecged # 3ad 10
ITATHRAT, FeXee FRAYT F 3T IS § T R ¥ Fee
39AETHRANT T Fear (10 X 10 fAfezs) eereer 100 Ao gl

14.4.3 gexae daAFae (Internet connection)

14.5

FIS o FFgeT ITAITHRAT ARG STXelC § ST ATedT ¢ af 38 3eteic afad
° |G EET FHUeATr

(Internet Service

Provider Company)
¥ FCEIC FHewrrd
WA FGET g § o
AT FelFUT ool H
9@ Ig dF ol
T cYAgIRS el & -
o g St @ 3T - URL® W
N ofd &g M B
ST F R I H UgFd BT ¢, Tg Ifad § Ffad Igadm el gl

ST FARI o T 3220 FO M B, Wed HUF HFYEL ddT §el&AT
T WaEsY FFUl & TR & dd GIR ST ATEIH AT g1 AIRT|
gCleic & ST 3l H§OR & foU 3aedss Argw gg Heafaied fdsheq
39cleY § -

— ColBla (Telephone)

— & §¢ Fas (VSAT Connection)

e (Telephone) : S 39A9THdT & FFYX T FHeic TR & #ALY
ZTCT JMMEIT-9GTeT & folU Collhlel ollgeT H 39N fRAT ST 8, d9 3UARTRdT
F UFH ASH o @A gl §, S HFgeX & 3MEr A 3§ YhR & Hhedl H
aRafdd aar & S fomla e W daia & ¥ 3§ Ig Aegd adA
H gafae 39ae Aregd g

&t dc @Fasa (Very Small Aparture Terminal or VSAT) @ @c
FART & AT ITARTHAT & HFGEI ¥ 3T WY 3997 R dgaam ol JgT
¥ ¥ AfGH NaER (ISP) FFdell & Fregexr W WY ggaar § 3 g2
e aad #r grod giaT g1 39 YR & delerld Icdd AT G H GG
fFd ST & aur s amera o sy fRe g 2

gclaic & ded (Elements of Internet)

I F YRFH A TOse fhar a1 r & fF Sceie fOed R & aAcaef &
scash ¢ 3R 30 ass URAT dcasd (WAN) & 36 ais 3R aldher oRam

method://host: port/path

http://www.indidapost. org/epost
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scas (LAN) gid &1 ofha Scieic &l U sicdsh A 3T fodlioli&d
dea aRea R o1 @ea § -

(1).Fem8we FFogeX (Client Computer) - I HIg FFYEI Tollhld gl AT

hel & ATA U I H Foide gdl § df 30 HGEAT H Tg FFY
FASC HFYY Fgoldl gl Folloe HFYLY 3cToAC & ALTH H AW FFoYel
¥ Scleic W 3UeY JATT e T g

(2).®R FFgX (Server Computer) - ¥ eleic W Al 8¢ Hriefe |t

arel erfFaeell HFCEY 8ld g1 FAlsC HFCYEY clolhled oiged AT had &
ATEIH ¥ $eelc & Folac gl X ¥ Affiest gdR & 3rer 3R g@ae, aa
AEC AT 3 Rl A ¥ UTcd Xl gl TAORX Th & TAT H oA Follgec
FHIY c@rT ART 7S GIAT 3R 99 WSl H UH Y YT A H HETH
giaT gl

(3).718 (Node) - $cXec W Fua fFer Fargee, TR AT sicas A a5 (Node)

Fed ¢l

Fewt RaERd dder (URL-Uniform Resource Locator)

geteic W Al @A AT @A & AH T qFA FA ATl U HS[IANT gl
(unique address) FIRTAT URL Fgellal gl I8 URL & Xeic o forall
JaT, TEAT, T TR & P A T F FET @ar gl S
http://www.yahoolcom t©& URL gl URL & Rited & farafaf@a amr
gl ¢ -

— & @ b /3mE & (TCP/P)

TCP/IP dYicihled & THh VAT THE ¢ o =icas H 39RId G«
(resources) @ HBM (share) W & T FFgt & AHET TURT
FIAT gl 3 Acahl & ATHSAET T FALAT A ¥ A & folv T 1974
# &% (Chify 3R FEa (cahn) 7 TCDP/IP #Alsa iR diepiad &
nfaswR fRaml TCP/IP Ay & & 3ecReaicashl (internetwork) X 3T
Harg (communication) & fov fawfdd frar s=r a1l I8 ws  Agequur
faseER a1 FhifEH 3TeT dF T gl A TCP/IP fr A fAer &= g3
gl

TCP/IP & & WeYsrer & -

TCP (Transmission Control Protocol): Ig U&# #icas & HFgel d Aor
I el F srerEmEw (datagrams) H Ofwed wRar § 3R ureaehdr,
FFYN A Aded seramFg H @HEIfsa (Reassembling) & Rl &1 §9
&ar 1 TCP 3erRmed & IP ¥ 3 Ygid & gl
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IP (Internet Protocol) : Ig TCP & 9Icd #Hel & sSerEnFd (datagrams)
A gIed AT ¢ 3R Seranesd # 39 Iredehd! (receiver) &Fcgel & Id
(address) &7 Acas H Idr oEnar § 3R INT aR a1 &1 ST W 3
R & HFCGEX Id F “IP U3E” FEd gl
FAofior faeg

1. ®FGI Tl WRER S5l AR AT HEE-9ed W & faw
FFGEY Acad IR fRAT AT §

2. ST GOIRI FFEYEY Acde! HT acds gl

3. RREFsX 1969 & AdFsX 1972 d& ARPNET #cash H oHIAR 3o theg
o A (node) ®FEAfE @F U, W - SRIUCLA, UCSB,Utah
farafagarea BBN 3fe|

4. %IRG # BSNL (Bhatat Sanchar Nigam Limited) = 3cieic HaAald ST
IPS (Seae afdw Wasst) & &7 F Fecaqet qffer Mems, oww dur #
geTAAC I HifahrT faera g 3m

5. e & & 3R USE el (nodes) dUT sicdehl I IR SIS dTell
Tgarfad $r IR (communication) o$«l & HHg A sdald (backbone)
FEd Bl
Fewt RaERd dder (URL-Uniform Resource Locater)
Rt geXeic sgdic (Documents) & ART & & foF address &
3maRTehdr @it §1 srggie (Document) &1 yAeT ¥ HOR A faaRa a=a
& T ofiched (Locaters) &I 9IT T g T URL HRTa Amew g1 S
fr fordlr gaem A §ceic W eFFd T g1 URL & IR HET g &l

1. Method 2. Host computer 3. Port 4. Path
Hieteel (Protocol) garT fhdl serggic & arftd & & fod Ig alier
garer fRar rar 8, S & HTTP (Hyper Text Transfer protocol) §de,
giee, Frogey W fud gl €1 Web pages UT: secggr & RUd 819 &
I Frege 30 THR F alias FF &d €, S TR ‘www” B YE BT
URL(Hyper text transfer protocol) Server @r dic (Port) #FsR for@ar &
IR T Rl e FFgEX & @RI 9T @A &1 T BISA F 9§ YT AH
g STeT W I TIART W@ gl
wed gABT Werdid ( File Tramsfer Protocol-FTP)
T T ST & TF U AT 3T A Bied F & H TR @M ST B
FCEIC W Th FFOG T JAA &l gl FFOPX W Aled A1 Hidr & oy
TH I g A oY Jar g, 5% FTP(File Transfer Protocol) #gd
gl FTP Us Ul 639 a1 ¢ ¢ [od garT 39 ®igd A & Y el
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HA HT Thd &l Ig dohelld TGl JHET &1 AR 3T 39 BIgd &1 14,
SIS & AH dUT 3H HFYEL & §elaAc AH H JId & al AT gd
HEET & AT 3 BT N HAT I Thd ¢l Ig WISl AIHT Teh T
giaur vere wtar § OEs @rr 39 EiEdl @ e @ [{ffeT geR &
Jgd TR FFYEX H HAT H T gl

=T fawat &1 39 3rtay & Ui fFar SRier

< 9g VAfdFE FTP site & @1 ¥ €Y TG dUT $ed RNrgd wlelm

(Connecting to an Anonymous FTP site and Retriveing files)

s AT FTP &Aws (Commond FTP Command)
< fOffiee wEal & @ & & (Working withn Different Types  of
File)

E-mail Access toFTP Archievers

FTP 38 HAY FoIIAT 9T AT e AR Feleic TAIMHdI3N Pl HFcgeent

3UART A I AT §AT & GaRT AT H HGIA-TGTT Tl I SATeAhR

AT 3T FTP sgd SdaT Je $sell 3exhd (User Friencly Interface)

YT el A B

Archie: Jg 3 WIgdl & T Xl § i Anonymous FTP EaRT 39cleds

FRY ST &1 Archie 38 ®IBd HI @ &8 ®iEdl § O St &

Anonymous FTP gaRrT 39ciey AT STl §, 9 &l gl Ig§ 39 BIscl

F IoR & ¢aRT Narss R I A7 F ATIHA F T HT 2

®Igd gredt & faw FTP &1 93T (Using Ftp to Retrieve a File)

39 §A anonymous ¢ EaRT $elac A3 nic.merit.edu & TFHd drod

HWET AT ASET| TG W 3T & IR H dRE-RE Al SERRT 3T §1Tgr

W g7 Anonymous FTP & gaRrT Wi READ.ME &I 9rcd |

HEA I VFHH Rl & fod Haes @un Arafaf@d § -

. U IRFH FT (Start the Session)

< (Type)er=y ftp.nic.meritedu a1 38 & a1 (Enter Key) gar3i|

% T8I anonymous(Enter Key)gaT3i|

< dUT 38% dIG 39T e-mail address BT & AT (Enter Key) g3t

. READ.ME WISl &I 9red &alr

% TBY get read.me (Enter key) g3

. 8T WA FT (End the Session)

< TIZY quit (Enter Key) gaT3i|

Ig READ.ME Wisdl 38 d8c dur Anonymous FTP & & 3uder &

AT &, I§ ST @ &1 39 RE T READ.ME ®ISdl 3T T8HR
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grsel W 3UAsY gidr &1 §AAW WS F7 A1 READ.ME &1 81 &, &3
IR Ig Wsad READ.ME, readme index siTF # 3cieic TBCH W 3T
g Bl
df&er (Chatting) - T gied FFgded (Communication) & Hr
giaem vae Far g1 9 319 fRdr d¢ (Chat) SR & Gg&dr ¥ Siddd
H Heelt &I IMEI-9elT & & 8ld &l T§ Cehdid (Telepnone) WX a1d
I ST G giar g A F wF ufFa 3w A Rl #F 3eE-Uer
A gl AT W F o w5 WA [/ffea Trsel W 39asy § s 3ma
geleic ¥ 333 (Download) &R Hahd &l A et fr giawr &3 geie
ASel EaRT e $r S g1 S - Yahoo(Ig) Ase W 3udey dfeer Hr
gfaer urcd & & f@d 3m9er yahoo s messanger #H Afer wame
ST3TellS AT BHam|
dc #H a3t #1 [fasad AR (Synchronous Transmetion) grar
gl 3HH |l T o aTe Il & W HI JId gedAT fRAT Sar §
Tq 3% d A FIS AT Heclld AG giar gl Siefeh -Ad el
gregAR ((Synchronous Transmetion) gidr & S gaem = Affies
AT eRrell & &g geafAc fRar Srar g1 disw Ao (Voice) H osf
AT FT TfAHITH geaHAreT gidr gl
Afar aF g T B & -
1. ¢Fee de (Text Chat)
2. dars® de (Voice Chat)
dFre AT (Text Chat) - ¢awe T & Fgant & IEH-Yei=T SFee AT el &
T H BT g1 ¢Fee dT H AT el arer IfFd Fr Thid W T SR & ¥ A
fas ¢a § dur a8 F-a5 Hr FEIar ¥ Feuw F fo@ex geafAc &ar g1 9T
WA H & R T fawsiar gidr §1 v fqust 7 dger ured gl § aar gadr fasi w
TCLY P BT Fh 38 Send Fed Ff galht Aold &l ScIeic & ATETH A TGLT Fr
qid JEE-Yal #el AfEer wgordl 81 Ig FI3T AT HRT H Uh §gd &9
Aedd T IEA-YelT Fld FI Ueh TAFT AT 39BN ATETH
arg® de (Voice Chart) - I IfEer & &1 9gd 3T il ¢l 388 T &t
arel ATFd I TERAT I ATSHIGIT T FEIdT  HFGY H a9 (Web) wrgal & &9
# aRafdd a&F 37F1 HEF-9a F_d & Ig disq de HI AU g&rT H arenr
TET dAT WA H FF giar g1 dsd de # i R geafae gar g1 arsa
de # FeU FoAs &d £ 3N T FEAT F dio ARG FRd gl dsd dT H
T &% WTeT A A @ & B § g Gt § -

< www.yahoo.com
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< www.hotmail.com

s www.rediff.com
a9 "13T (Web Site)
9 IIsc FTYUROT & ¥ 39 Usit (Web pagoes) ¥ Ao =it gl &1 397 s¥agR
& JER I Tk Ul ¥ gEl & ALY link 9aTed &ar g1 it fob =g 3fefer-37erer doft
H & T gl Te O gEY 3o UGSl § link ST HhdT § I8 3o BIel, Figel
a1 H1S G @l
$H YR §H FE Whd ¢ T web site Th q@E¥ & I3 §U Yol ¥ AT &1 grelr
¢l $0% F© eIl fAe &

http://www.sancharnt.in

http://www.rediffmail.com

http://www.msn.com

http://www.hotmail.com

http://www.siffy.com

o oA w NP

. http://www.yahoo.com
A9 TFCAI, TITAT T €AT H @I FA1AT AT &1 A9 Follse Tk WIH g S
AT gred HT F A fFE R W 3wel g dorar g1 a9 g o v WA
g S Fogec GaRT #ART I & PR H J9d Fgar gl fGakad a@er
(distributed structure) & 3 I§ § & s Faige danA FEr off IR & I3
3T FR W frarfead g dFhar g, FHad : gE ®AY AT gEX & H| AR 9aH
HIA-3T FREAf W Hfegd A § AT TAT & F HrAf F 307 gerd § FhF TR
A% 38 a7 S AT § 9 FIS s fhaT Siaggic H ART T 8l
www 3 gfear fr Rrafaf@a s gidr §
(1).7pEr WamH W F S FAT Gk fFE & Aregd ¥ e gEy segdc @
SR I
(2).99 wFarsc fRAT geRicld & ATeTHm ¥ hedl 3@ &T 39T T HIAT § oI &
frdr Affad dcad W BYd 99 R & Asar § a1 g7 38 R # Fardr
gl
(3).FaX 39=ir gfafsrar fRelT & foe dur 39 doee A ReFRR, A3es a1 A4
I FASC deh AR TFd HLT g
a9 §3sR (Web Browser)
39 §3oR U T Farse (client) SamaA § Fa@d www W 39csy 93 9aR Fr g
rse 3R A 997 W ST Fohd g1 SHHN TN Selic W 3y G Giaemsit qr
Al @ des d1Ss A9 & AETA ¥ VA ST H fFar Srar #
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d9 §3o, Ush dos diSS A9 Follsc UCollhed WHMA § THHeT 3UAT geReaEe
SEFGHC dYUT A9 W 39eeY 3T html Jo@ &I fole & AIA & 9ed e &
T ST 81 39 YR §H $E Thd & [ I SPoR UH UET WaH g oas
ATETH ¥ ScIeie Tihar

§ Wdcoee b0 MEH ooe - Miosnet Inteset Enlons

e IR Ve Fyewse Yuw

Tanniha! Rebois
N
B 35 ORI Wy S

IEHEL My

Sy o oy grewr 80 W

(Surfing) #Xa &1 des drss a9 & faAvar ¥g & fF ag fdr off a9 sBor W go
ThaT g ST & 30 FFgel H Fis @1 99 FEoR WA X FEd ©l T
yafad a9 §13eR & S # faaRor 3T fear amr g

14.6 Sclsic o 39T (Usage of Internet)

$eT W 396eY 97T JaC ArAfaf@d gidr ¢ -

(1).zaacfa® A« a1 §-AF (E-mail) - §Eic W I PR Th FFgX H &
Y Fud q@¥ FFgX & oF S9dr § o 38 $-Ad @ed ol Ig ghowm
$eic W Haifte 9gad &1 ST g1 39 ¥aT &1 IRFEH Fo1 1970 F AT
ST 2

(2.7gst 7@ (News Group) - 3IeIC W Hdo=is Fag  (public
communication) & 34000 ¥ 31f¥% ¥He (forums) § S fAffest g &
Il W FAFRE &1 3eE-Ye #d §, Svo odeT I9 (news group) FHgd
gl ¥ =gor a0 e FY YER & ddeient AR IR Gl fawar SN
e, @, Toeifa, Frcger e, T e . Al 39y ara
gl
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g1 IET F 3§ FHE N Foieie (Usernet) Fgd &1 Joielc A1 ga7 I &M
ToleT Hel 1979 & YRFST g 31T ATl

(3).wer grEWT (File Transfer) - T &Fcgex # 3URYUT w5 & fFAr gax
AR H YT FFogX # ¥l & AIHA ¥ FUl N Tohd &, 3T ohar &l
BIST AP Fed &1 3T [T Seeic W Teh Weldhid i gar ¢ 59
B B et (FTP) #ga &1

(4).9¢% a$s AF (WWW) - 38 el &1 HTSHR 3 Hcge At
e sag-a (Time Berners Lee) o Ha-Raw @\ w G=ar & u
RTA  dakel BR udlha e (CLINT)A  #ifas  enfesat &
eI TR W Al gaami & e & fov frar oan &R ase
W Caee, fom, afa 3R A & T g & e gl (39 U9) H -
N FEIAT § A W YG¥a G GarA g S gl 36 Far & faAwar
I § & 3U% c@nr a9 @ # Oe (Links) & IRT 309 a9 8¢ W
T A3H & Foad et X T ST ST Thal g1 WWwW F 3T I & Scleie
R A9 UfeaRieT I AEATSAT Aigd I3 & a9 Usit (web pages) #H
WEJA G A g I gl d9 99 HTML, Java Script, VRML,VB
Script 3R Java smwisit & for@ S £

(5).R#Are d@fdie (Remote login)Telnet - ST JGT3T & gaRT &H Fekele W
e of Tue @ Y R oY Frgw #F FF W TS &, W R
R @ wgemdr g

14.6.1 $-A« (E-mail)
SR AT H HeRlt & 3e-Yere @ Ngad aYs ¥ SEH GEradr §
gierar & fordll 8 sl & S gU 39 TAT A1 WEUIST 3Yar A Hial &
ford Segell a1 AT A §H HEA AT Fhd ¢ St 38 Fo @ & H e
ST &1 el Jied AaT o FIl SPIT H T Hifd & of & §1 $-AF H
9gd HH AT H BT Hah AT S FHhdl & TT 3dF Ul dlel HI Gl
3UfeUd (@ Y SR AT § S TR cfowd & dder & & fow 3ma I+ g
Yg HE AT FFYX Acdd F R W AR gIad g S g1 S
e afdd 3var Frcger W dforsa aXar § df 3§ I8 g fAe S
g & 39+ o Fig Ay g1 I9 98 JAfed 3ol FOUEAR 38 Fea &
uG Hhl Bl
14.6.2 @9 g1 (Search Engine)

TSt el U @ @ A AET §, dfch 3 Aer BT FGHE &S
Fifdd T H gl W el Fhd ¢ 3R 38 G & HOST &Fgel
¥ grea o R THA B
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T $o H UTH SHIE W gH O I & gl § O g7 Seetele W
ISl A8 g1 TI-§o7 W JIfSd ATAIT HT P AWET AT 206G BT H 34
TS F FT 3T AT STar 1 3y Aea & a8 gI-899d AT Selae
HOST &&ggdl W 38 AHIA & @i [Sad. 2rgy fRam am $mer ar eeg
3UTEIA Bl dcURE 98 Bhid W 31 FAET ShRAT H g JGRid
HWM ABH $H AT § difod AHA W gga X gg1  'ToFers (Click) &
Q@ Gl ured Y ST T

&H U 99 ISc ST d8d & Yge 88 3T AH Toied Hiare aiar gl
T H 3H R & AH B FREF (internic) TEAT ISR FAT R
gaA A (internic) & @Y 2 F HF FEAN W A1 ST A H
wgpfd & @ g

T IR AF IO & I & &G §H U dd Jak §ollell giar gl Ig ad
AT 98 HFoYI ghn [T R A 396 dd A1SC JoAesT| HHGITAT $eelc
W YA & fAT 38 FFgey & AT www I8 ST g1 3R A 379
ATH ‘xyzlicom’' (Fledfeler #ATH) ATH & AT AT § T 3R §Hel 3HTel
A9 R H AH - @ g aF g H F & M gA a9 FBNR H
WWW.XYZ.COM AT ¥ 3F #Acdsh $I de ATSC &l Tiel Tohdl|

AT UIed o & o 9 3 @ a9 #r 399 (Intex) Fam gl o9
FIS TP 99 ST T & o a1 S AU §I. o & ford e
ABC & HIS H STl g I f9d AT <TITLE> @ <META> <
& eddd T I Aeal @ A S9FH FAT ¢l Teh OR HET Usl e &
dg 389 3 gU s foer & "9 39 wy-wy § $39w W & gl

H AT AT ¥ 39 sgad & 39T # AT S @ E

qrg. = www.yahoo.com
3recrfaEer = www.altavista.com
S8 = www.infoseek.com
TFdIse = www.excite.com
CIECTE: = www.lycos.com
gledie = www.hotbot.com
Tl = www.google.com
14.6.3 &8 args a§ (World wide web)
Jes d13s A9 AT FAIAl H Th Sl gl AHIIA 3§ Www I7 39 1H

F o S FTAr B 3 AT FAAN I F 3TAY Hed & o AT
et a1t W AR e g
1. gAA AT fafer (e.g Universal Resources Identifier or URL)
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el (e.g http )
gRIWeFC (e.g HTML)
T d& Ug aet & ATHST fafyr
AT T HSIET heoged A1 AMeA T 1A
. T F T AH
Jgos d5s a9 o9 & www, w3 I71 39 & a7 O ot ST Sar g, Sedae
W ATRRT fTdRT Fel AT §eelc F FATTRRT Ted Flel T Falds Jdfeld
AT g1 Jos d15s A9 & A9 UTSd, IH, TINd, daR, fhewr 3mfe ash
TART R, STl ITARTHRAST & O ot = o1 Tt B
A9 WS¢ W 3ucey R off AT Hr FAR & GUA G5 FHI 3F HEAT A
g 97 (HOME-PAGE) &gl SI1dT § ddT 88 & Ul & 3cielc Td &l
Jeade RAT dhex (URL) & & & I A g1 J9 3 315 §cXeie
3YRTRAT fHE www 8T8 T I3 X 30 foes aar § a9 des dss ad,
3TANTRAT &l Jifdd Www FdX | SIS 38 dge Oy & 9297 g5 7dTd
8 U HT I8 ThieT W 3TelsT T ol g
14.6.4 38 F38X (Web Browser)
Ig HTML Wame & I adl g1 3 TFedR o Rl Sexaie 3Uaimehdr i
fReT www &l helee T @ 3H WX @ @HEEAT A q@e, oA, o d Wied
el H GRALT 3T HS §, I FEIW Fgelld &1 37 el s I9 F138
ISR H 396y g, 37 YHE & -
—  goed AT & d8d
1. WLYNX
~ [ mfér e & =g
1. CELLO
2. WINWEB
3. NETSCAPE
4. EXPLORER
— #A& () IR RBFeA & agq
1. SAMPA dar MACWEB
9 FEW I W TRT T TSR & folv 99 TR FFoPeX dl Hexr
(Request) #STdT g1 9 TR FFoX & Gic 80 W I @ HTTPD A
5 A F FEUT FAT §1 T§ WEH dGI@R Uil & aiad 39 SEE A
ST SRR AT Sl gl a9 A & Ued & W 39 SAGRRT Pl dd
S3E, Uhal & ® H Utd F THIAT AT & dUT 3T Gred el &
gafeyd (Assemble) X Bhad W THSHRT (3 UeT) BFer X &ar B
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=

R (Summary)
FFYGL YUMTAAT I WER SIS FAN3HT &1 HGEA-YGld el & T
FFYEY 7cdd IR fRAT ST B

2. 3TIEAC ORI HFCYEI AAcdeh! HI sicash gl

feaFat 1969 ¥ AdFa 1972 d& ARPANET sicds H THMdR 3o® dheg
J A (node) EFEAfE @Y T, I - SRI, UCLA, UCSB, Utah
faeafaearer, BBN 3l

9IRd # BSNL(Bharat Sanchar Nigam Limited) & Zcicic &eiarlel Gl
ISP (Seae @fdw Wiasst) & &7 # Fecaq' qffer Mems, oww o #
geTAAC I HifaprT faera g 3m

Zcieie & & IR TS AT (nodes) dAT Acashi &l WIAX SiSel dTell
3Tgarfad i §IR (communication) og«l & THg A sdhald (backbone)
Fed gl

AT ags TRAT aAcas (WAN)E fFad 3@ aAis 3R oidar tRar scas
(LAN) 8 g1

7. TCP senRmeg & IP ¥ 3Mel=-ygid & gl
8. 3% fAHWT gor 1 T 31 FT kel AT sicdesh arell g7 Ifeor §

10.

N o o ks~ wDdPRE

o o @l ot i g

FISWEFEE & TEIIT U Th a9 0T I 49 Tge H 3eieh Ooit ¥ I7 gfavam
Fr fordr off g9 Ase & SieT ST T g

gl AT Jalode (usenet) & ATEIH ¥ frdl ARTT fawa @ gFsfeua aer
are-faarg & gl
AFITH 9T (Exercise)

gclele T g2

el PRI & ToIT FIT 3TaeTS g7
N-d8T T SA-31T H A FASSU|
TCP/IPFIT §?

AT F@ g 82 38F THR Fard|
9 3o AT HH ATAT g2

e & e 3y o)
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gepTs - 15
frer & foT AeSA=Zar

(Multimedia for Education)

ShIS T TIXWT (Structure)

15.1
15.2
15.3
154
15.5
15.6

15.0

9EATAAT

gRsST

ACHISTT & gch

AEAIA Weiee & fA&ATr = or
HeOHTRAT JequaT

ACOANRBAT & wrsaT wiee

FIRTT

SHIS & g

3227 (Objective)

U I[AC & HEAI & dIG T SAleler -

15.2

ASCIAITSAT AT g2 SHPT A W YHIT

& Shaa & gHer 3uamr

AccrHIf3ar & geah
AcCHISAT H1A AT arell AT e
HCTHITSAT 1 equrer RAeT vaA faffes &3 &

JEATIAT (Introduction)

AT Tehellehl H Bl ¢ ol § I &7 37T Sl TS TaH, TEJATIoT
H FHifaery IRTde 31T § FIA F IEJAIROT H AT & FolollcA®
YT A TEGAROT B AT A U §l A F TEGAoT & v
e, T areT T, tafd AR T #F TgFT F & & g
ACKIAISAT T Socdelc & [ & SEJAoT & s aRem & g
AT F1 3uer R{AAT giet, B!, Adoifeld T, SIaad, TRl G
H @1 ST ol gl Ig SHHA Th IR Agcaqur UaT g1 ITg FHlg HeclHISAT
& fafetes &t A 93eT Ud YAl A9d HeCIHITSAT el T fhar W
YhIeT STere B

gReTmNT (Definition)
ACCHAISAT ar eeal & §a1 g1 #Aeel &l JY 3o, AT & 3T gaar &

T T T ATEIA| AGEAISAT A AR "UTeh & AHTUE ATCAT HY
TFEATAT leh A 1 HTehseh Tad FAQod alih & Jgd |
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15.3

15.4

G UAsal H, AccsHISAT, Tk & 3fRF alid & 9T &= &1 Fgd gl Th

q 3O ATA & 3GV , USTHA A, s, tafd, O SR

e

AR 99 AT AT o drell Igoll AIA o7, 97 cFee, dihed a

SHST T 3T G ATl 39+ a1 3T I3, S eafar AregdA & g &

I AT HIAT AT| deaard fafdstsl fFad Afsa AregA &1 3ugier fwar

IR g 9T A & 87 F FHifd o &1 'FFgX & AfTHFR o dF G

FEJATRIOT T AT HRATH GAT| Hreged |l 3Uclsy ATEIAT &7 3T sgd

JHTiAT &1 ¥ Har & fraly oY Fed 3T uoelherd & e R{AAware g

J

1. Affiesr ATETAT F1 39T

2. T3S aeeilen T 39ler

3. 3YANTHAT (FoR)  Seedad & GH-aY|

HAcCIHIf3AT & gedh (Component of Multi-media)

HCHITSAT HEIT | HFYI & HAIHA ¥ gL YR HI FIeIl &l TR G907

TaH NAT AT & TG 5 Sl H1 Ig GHead ff Far g1 e, aitheq,

1, @ifsa, wieans, tafld i @1 A & JATT ueh HEcgel

7 feafafaa § -

1. TFA: FHFYX Thid T Aedl H GEET| g8* AT e g & Bleg,
IR, W1, 3930 7 T a1d g

. ofvew : faf@d aRemwace & goem & frdr o avq @1 RErRET
3H gEG F dgN IRATNT Hr g

3. eafd : A HIWUT, FFEC), €af & THE, dhAPes FIld F Y
TEJASIOT Y JgaR Tl B

4. A3 : gy S BT W @r S 1

5. ¥aAee | Wb SHSAH & AT W IEAOT ST SHSST & arfaRfier
glel T T T gl

gRe™T (Defination)

AHIRA doge & AATOr =T

Rt oY AT diolee W FF T A Ugal ATIHI SHF 31 TON HN

FHASET gl a8 gl I8 ioide IoRdT gl I 319 3 Fafr =xon @t

TISC & ¥ A ofd g ar 39 R off R & FAccHI=zar doiee &

AT 7 g FEAS A8 gl TR AEAAT Mol #F IR o F;

fosfaid e 37 W & fRar S g1 I8 W) vr o 7T g T ude
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gt IR WO #@ T Q@ A AR WON H QP A dre Hiolee 9gd
e 3T e gl &1 THET Wiaige ar fheel Us AT & TRUN HI d5
og X Sd gl gfe g AOANEAT dadlle FT e IWETTA T § ShfAT
S ORI TON & aR H SFFRI gl g TR g1 AAISAT Woide & T8
IR WoT T § -

TdE ACIHIESAT dotae forel o fRdT faaR a1 3maegesdr & 4w giar & 3R
gH 30 fOOR a1 39 Iohdl & QU A & [T Colfeler Fer glar gl o
Y Wode W FT FET YE H al ol & dgd 98 gl T8
giAfRaa & 1 dioige 7 F47 1 387 fhdel anfthard 3¢ 9T g1, fohdetr
W & Fld wAer frar smuem AR fRast g @1 fafsar ar g@
AcCHISAT FFdleie TAET g S 3T Ig T IR X of df ged Ugel
afthera & AT fr R A

EHAT IUE 3HTERISF 181 giar ¢ & 39 Iherd 1 g & §od, Ggel & a1
gU wifhed off T fFT o7 @Hd 1 Weee A S 39 AVS & aed €
304 foT Fece dIR HY| 3TF H@T Toide Al fohdel THT H [ AT &
T5 QAT e o corfeiar &1 U HT AT gl Welee B OUNFH Hd
AT 3T TH OIC YEeRT a1 Y% 36 Fede W FI & Soee &
fAATor 7 AR & emar FA-E A ARG ged gA@er fFe Frwer ag oo 39
CATfeAT & dgd & dF 3| SHh A 3chse URUMH Ued &kl & fow
ARG ol &1 gl Th 3EH A &l HART ol & gaoAd Sioige &
FEC T TAT HIAT &1 AT 30 ATy W ey Ia-faar T 3maegsdr
¥ 3eERor & o ads vAfy & e ¥ diteall T S g ¥ 3R
a3 AR BIeT S AR A 58 ford gAeT fFar o aohar §1
Woige w UG TaT & 3eT [ T ) aPld FH WA & SR S
gafev corfeer TET gl AT f&F 3chse oA &A @77 &7 3R &7 @
# 9o g1 | A A Wolee B QU A & fAv g FIAET v AR
H9=r giaer 3 dofe & O 7 @ §T R

fBeméfAear v wsgfAT

Wiolee & ded od g d & HAgcaqul § o 39 S Wiolee &1 W & 38
oA & &1 Borsfr F&a AT 3YHr 30 9 # A Wl §
HYH JEh 9T e § dgee © IR s8¢ AU 319 388 Hmar Hsds
ged #d Il B # & 39 g o glaRad Y & delae aHT @
QT BN

efeear

Hiotere &1 39 FAI-FAT W I Y 98 6 39l Ig qdr Ioidr & &
ol 39 3229 & QU W @ g ok v 3@ 9 mm gl o
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15.5

THCHHT R SH T § fEear 3T Tolewny WX gl A1fgul 38T & ak
W I AT 3 Collldold & fhdl 95 dda W Aadd fhed & & & A
FAT ARA § dl SIeedT Cellfdete WX &1 gleir aifgu| ¢fEeer & aRer 319er
Igh Bl T FIf-Fel Iy W TEQ IR Tolge & 32T I UIed Hlad H
TgIeT AT W@

ECIELRT)

gl H Q@ I & GRMEId T ATAHA TWOT gl ¢@ H Ig IWOT qad
T SITAT § fheT 39 HAST FT IRT gRIASR 38 T W R B
30T & dR W g 39« fhar aamuar fresr &1 fa&ATor fear g 30 3ma
3P Ueh FTYUROT WEY I7 NS F Frdr e e dohe & 39S A@E HY
fSellay T dr UHT THTT HTST g g1l Sdflw EEr a7 ST & W
FToT dFd gl aIfgu, 3EH el dffer g @Re ARk dee @ @ 3o
aait @ fader gfeder o fBelladl ava a#T et |

HeCIAISAT diotde & Tl &1 ST g2

ACEARTT dioide A [T i & foT et fFarmel decgey gsam 3R
TOCIR & AT Th IS (AU AT ITTHdT gl &1 3= Aeanzar
ot & fAT 3UH 3R Icpse difge TR AR Fhwe ger anfRul sEes
HARNFT S 3T Hiolee &l @ 81 dl 39l 3RMAA 3HR confeder # g
FE FAT G| TS IR 3T WoiFe & T 3iifzdt i 319 Fohar §
Ig IR AT & T 3ue urg A Rewifser &1 3r9em wfal g s
fFuT 9 Ff3A d 30 GE F F A Hhd 81 I TS BlEETEH H
Woige H YA AT § A S Wios & fav Bfvea Fr 3R 3y ey
e & O 5¢ Thd WA & T THR FT gl ™ ¢

Afsal fFeaa arer dfsAr ¢u, vy & R SFF S diet 39 a1 glelr
aifRul HS Afaled doge A Q@ o F v @77 W ua Qe & @
g ATy €1 3T 59 FF F g@Y FFdAl H eI ST o THhS €,
3CER0T & dR W A e &1 w7 Far diherder AifsAemm & ganr
HF9esT FIAT ST bl & 3R 38 Rg & T@r3s vfsfear &1 & off 397 =9
&7 & fOIvaAr & @EEdr ¥ QU W Thd gl FAcCHISTT Ueide W FI
X AT T oY grar § R 3o qft Id e e 93 3R g Rt
FIHT ST Tol| SHTT JHTUHN ARG N W IR gr Igd & 39T gl

15.5.1 FFPEI FTEAW

FIAT AT H 3T TTeHe 3R 3MSda d_fl & 39 &1 & e gaer ax
Tohd gl Ifg 3T It W I 1T X T ar 389 3.0 GHz F1 9N,
512 MB ¥#H, Ifaaeelr IMhad &8, AfFdrer difsar ufsfder w18, 200GB
gISfeTh, 2.1 ST FoR Aldled (1 & ST g aF 98k 8), wsfear RBasy,
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Afsat FAY & @ AT f 7S er A FFYI F 3AYC W Tl
FFYEX F TAllfdolel &l Sgsl arell dced s T 3M9sh 9 gl arfevl
I dRT 7 AR RAreda & & & I [gsr XP & ar 3m9 Smer
ITHT WE ¥ FF I 0| 3T FFogeX A A3r 3R S8 I8 F gl
Y fAarr B

15.5.2 &Fogey AFedq

15.6

AF HFoGEX # TANT gl arenm ATRFEer e Afwecra Fgenar ¢ AR @7
T3z dur Afr ofsfeer & v e vead ¥ Samer SR ghawrd g §
afhed a1g 3T IRt W FA HT T #AF | g & v gaaed Beged
& 81 ot & & Tl H e wmivew sAw, wfhew AT & &1 Bfea ass
gt & fow & RBofica @@3s &1 a9 99 & e 0 didcadX &Y
3T § S HAherRr Hr wigdl w &§Er cewn F uRafda we & et &
I 39 50 Fruedd BISal HT TAT X T ¢ dl Sodd [T FHeldeld
AFCAIX AT HGRTHRAT HT 76T gl g1 3ae0T & dik W tif ®ide FHr gHT
WIS I T aldl Tolehrd TR e fFEY deard & vaer F Ted gl
AATSAT Wotae frd ag & daen AR g fhder 3cpse g I8 9 aR@
¥ HUYF TelcHs Higel W HAA gl Wiotee H1 f[Awg-aeg ¥ o 387
fe@rs & arer @t dca AR A & arelr A 3T fRufed etHar W
IR 81 ToeiicHsar @5 Wl A S8 § O 39 e e 7 & O S|
T B THAT & T afeddt & 3R Iw AT aeA ¥ & gl A
SEIR & 38 3Hd & € gffd fFar g1 39el 9 & TellcAs® 3 &
foIT 39 35l faAW=l & @RT ST AU Hieleel & g@ 3 T e
AT F =7 RE ¥ o & 39 FF F & R_fSear & FARY & T
frelt wRUEer afe 3% I U-g-3e gEaIR IR 3R o AEF & ar
H AT I QU A & folT AT HYA ITAlcHS I H T[T N Fohd ol
TR Hirel e @1 & AR Ay et g ¥ e wfasw F s
QY o187 e

AcSHAISAT A UiAAT

Ueliares & AfG &7 IRAINT aXd § df &8 Tohd ¢ [ Ig Iihar ¢ forasd
e gegfadl (Ysieers) &I Tadr-fhtar (Alive) &9 YeTel ad 81 38 fsar
# PRTd gaueReT # T3l & 9Rade @ar § Sud a9 ¥ 98 Telg
IR TAAT Fdid gd g1 TE deheilh HeCIHISAT &I Tk 3IHdAYd AfFd
YeleT X §1 38 S & T 3 ol AT U S ¥

AN dNode & R 3T AT T JORT ® Woge & Fr wh
AT & foT oY X dFhd &1 3MH Serare HI HST H FHg dl THAAT & GaRT
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15.7

T AATT HAccANSTT Joide dl AATOIGR & Yl fhdl ST TohdT &1 ST
goE ¥ PR eHUA & F@a g & 3R o del A e AR e
F H TEIH g ST B

$H deelld & ¢RI 3T Fhid W @ & ® ¢ & Ml TargAT T
Hhd & 3N A & TH & GaRT TR F ATl & ®9 H GoA T Gehd
gl R oY AT 3feaide A ARE-RE & TAHAT ToIal Sl ST ST Thll &
qE YA 38 ol W A wXd § S 96T G & fow far sren
gl

AT w1 Rgia

T STellolehel 3FUROT {57 perispence of vision 3R & #AAIdATRS
Hguron S8 phi wgd § & do6 @ THAAT HHT g3 g1 o9 FHsT &
3G fRET 3feoide F C@AT § F 9 TITeId Ulham &1 Joig & 3@ &
Wl W 39 3ifeotde dEER & Jgd & 3req G747 & fav 3ifka &1 & 8
HieoleFe I S TR-IX FO Teod U T F AW F THA o § ol AT
FI AT 3T TAIAT AT & 3R 58 & wAd Fr A&A0r g ar g
olifasta X @S &t arer Aifsar, Rk & 30 AT & T JFs & gelidr
¢ 9e8 g @9 3o Folld ydid giar g1 o fhed g/ 9 W q@a § 394
24 %A g UF Was A @S & §1 fFedr e aRfeufasdt & dieeet &
AT Fh 30 48 %A Ufd Jhs dh H f6dr Iar § AR FHef-walr ag 72
ffoet 9T T T ug T ST ¢l [HEH aoig § §H 3HF URT YaIg A Flg
FAT Ao AT 3T &

ATHISAT & gTrar

Accrizar &1 e §&7 & v Wmed ffcafed Feg AT & & A
3R N IR gl AR, e, Afoed Ww, Jae nfe &= & s &
ser feat feeT Sadr & S @I 81 o & 1 aule foeeT YR §

15.5.1 Txal & AIHAINSAT dFelid HT TIT

TRl @ ReTm S & &F A AT derelles T ST §gd € wedr
aifed g3 g1 38+ GaRT Txasaddisar o faeme 3y & RBfoea wide
H dco fear amar § 3R 319 gH dad I§ UgaR AW g e gsam fh
UHe 50 g ¥ 35aT ¥ afcw 58 ddelld & doi ¥ &0 FFgel SRl W
THT H 33T §3T &@ T ¢l TG 31T Jigaion & oF ¢ I g&g &
HARE AT TUT SRV SEAT g § dl TG ehelleh MU Sg T &
TS T A F6d I RS HIRAA dUT FRI Yollell &l Sefaa gor & fear
HhdT &1 3T 3ETEI0N ¥ 3T FHAST Thd § o AcIAISAT & gAer fAeT &
&7 A fhd gg o fhar ST Hehal §l S8 e @ TG AT & feAmT &
FII-IUMET I AT & dl ACCIHISAT dhsileh 30 fGem # sgd 39aet gl
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g g R Felt I o Fol daa §U T § af Tg Tl Tad
SRR Bl 38h GAET & §A AQel H QU gl dlell IihAT I FH @ &
Fraried #d & & & 3o & A & & J§ 91 Tl Arar @ F g fha
e & @orar g1 3@ faied 951981 argaRal ASAfSar dehelier &
golg ¥ SIS 3R WS F TUART & 75 | doleiaR e Tielel & Sl
T AT sy H W FAqEg v S8y H 3SR 3O FEegel H
MG 3R $efdea ACAANTSAT aehelies T 31fia Y| sTat @ Rl fawr &
¢fier & F I dPeiih IHAd FRIR TG ¢

15.7.2 A=A F1 W F g3er
$H doheiie & TANT AT T H 397 ARSI & ToIT & dHhd gl ST ar
WS & ganT W Goaorr AR oA 2@ sl dehelles &1 dole ¥ HHT B
Jod 9 HEYX W T AT A7 Tk #H AA Wold g o 98 HeclHIsaAT
dohelleh R & T ¥9 gl
Al SRl FEafadt & e BfSea Afza Y & Wy 3w W 3R o
¢ Y& W QU § STl 9aer 39 W & 1 aF FA & @GN §15 TS
frer &1 tfse & d&d &1

15.7.3 #ed#ifEar ik afeds wow
WROIE, T5-93 (o TS, M Ald, FYFIA, MG H TH dHholih &l
AT TS §H AR 3T g1 TIRUIC 3R Yof TET W gH gd1s gl adm
Teamfsat & 3T AR STl T AT 3T Toheilch I dolg W Collidaled 9T T
cforpleT & garT wicd @il &1 AT Al # 3cuig & I) #H gIer o gAH
faemer &l W fG@s 3l g1 s R ¥ =yorgAr & o @ R &
ZaRT §H AATTE! FIT P IIod X Toho ¢

15.7.4 a3 Raedr
3H Uqsg H HAT H VR Fgl o g1 I AHANZAr daelis o gl ar
ATe;, g AUse 1 gl Ecr| gHH dolg § A fhed q@ @AY VAT e
a & & S0 g Y 33w et €| ISHRH RAAAT g1 39 delld A
gafeara g gl
IIAT FAY H q9Esd # oY 36 deellsr H WANT g oerar & 3R 3EH
faw VRL 3rda add3rer Racadr Afsfelr deasr &t gder fFar sar g1 s&d
Il aTell WSell &l faear a7 (WRL) gidar g1 S AT deegex #x fondr
3-D 3ifeotae &1 AT &d § af d8 o Jg3ra RIedr & oo & &
ferams &ar ¢l S3-93 Fomse AR WA $H el HT QT FEET B F
g aedd H 3l O Afid ACSANTSar derelter &1 =RA Tog Bl
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ST FAT #H FHsT T AAHITTAT & FA-F41 @) FhaT 872

3T YT ISl 3T FHAT FT 3ETS & Tod gl FlT Bfoed eafa RearfEar
aT eafel 7 FA HI dhelleh 93 Repifser Tfesm & & gidr o 3mer 39
fefSrea amarer &1 Rerfder A% v O, v wafd &8 3R v AHET &
X Thd &1 3TN AcA=Za srif F B eafd F1 stada T9a & ™
gl

3R 3R A3 T STAATT AT &, o 39U f@F T H IuRor Hr
SWa gz, ows Afsar enfae gn ol w8 Rufaar g §, J9 degw
H PEA aAdT T BRICHS giaT &1 Fs 0 QA (AF) § TAH Rt &
AlSE g f ofd gaeh gsdr &1 Reor & e w8 vt #r gFsm &
T afsat fEt ar st & swa gsdr &1 % fAQeges & A #@r
FHs & for dfsal e & TRa gsdr §1 I8 99 AcCIHISAr § & g
gr 9T g

AT & IRT 3mg FIfg Hr TAFA A ST FEa &1 3 KA @
wofid & sfagr, 3@ vy avg & i, FfaeRr & aedR 3nfg saa @
Thd gl AHEATE o TINd & T T A NEar 3uaor 9 g1 sad
Sdel AT HT SEAATS g3 g =T ggel H=m 8 @Y ST Fevell AT
ACHAITSAT o HFPN Well H d6¢ Aol ool far g1 @8 A &
SEIATT ¥ Wl & HSRUT & 4TAAT s I 96 15 o

ACCIAITSAT & 39T & R FAGer & fav & gegfaar dar &
gHhdr § e eafa wemal, @efra, awaR, afEr, difzat ik fof@a aeren
FT STAATT fhAT =T 8 A & FIRT 39 3r9er g &Rt & av
A ¢ TFH &1 I W 3T g fr Repifser 3 duesT oY w7 g gl
A% SIRT 39 WS A & AredR o 3R 3@ TFhd g1 39 el
HHEET H Fig W Toid §U ¢@, 3 g8 ¥ 39 el A0 eAsal A g
hd &1 FAAEBA & SIRT 3T sTai & s FIV 3T FaT Thd o
oo eafer, ofdal g Y@RET &1 SEdATT [har I=m 8, S8 IRT 39
R & TTaR R &) Tdd § IR oRa 30 R geaasr & s
gfEa @ wha Bl

FUfAAT I Fheldl, 3caal & IOT R A5 AR A3t H gHERmeT I
1-foah wegfaat 3ner AdHEar & IRT & & W §| Tomss AR 9w &
ST GEGAEOT 3T IR AW & a1 g =AY g

AKIATRAT ¥ 3T ol & & -3l ofdar dear ¥ god &1 389 319
SeAfT & AfaT JUIS IS 9T TAdhd &1 3TH IRT WR & HEEaAT 3 Hr
Sl 3R = RAfrcar [T it 78 Useae T doel X Tohd gl
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15.7.5

AT & 3T fRdY off S T AR HIA ThT TW o Tdhd & IR BE
Teh I ASH 1 Gae 3o TUell W AT & Foha & Toleieh I & SAeled &
3R T 93T &1 AT &Y SH daheileh o 39T HT 3T f@a g i aw
AT erel ¥ IRRT g guHs 75 "W A A TFS ¢

ARSI, Fod deT aa dTell T TS &I A JUR Tiveam §, o
HEY WH HH e o9 §, S F gl H3f FE A 9 F| 5 AARAr A
ACCHAISAT Srdiae S AlFedR, HIEI IHA W 39y [J2a®IV, Heat, aree,
aifecT 3R JgT dF & eafed ot 3R geat & a1 9fR¥ee anfAar gl
[WeAlcA® AT # U AFedR fAd & ad 39 30a #Aecasar
oA, g 3R A IR R a9 g

TATATE (MMX ) d&dis

Ig UHGH oI5 HeCIHISAT dohelleh gl SH dhelleh &l JUAST 3R 39ar s
FrEY (IR F AccsAEr &1 aFd A THATATER d@elE @
AR et arel Fuel & A § - el

TATATHF DAY el 3R dAlegsw el # o §hadl &1 W F3 Avcdal
AT ST I§ § S TATHATRH ddhelle 1 Sgd BIIGHG Sl &Il @raes o
drFeay faw, 7 3R TR & v s=w o © 8

TAUATSE ool $8 & 7 s decgey fr e\ dr ser & &1 aed
Ugol I HECYX T & 3cwT WEmAT F 57 Av [ Sz & g1 F Hder
T2 (f3a), seg (3nf3a) 3Rk REor (anfrew) & @&fa &1 & o e
Ifccad A9 uF 3ihs & [AEU ¢ Thar & TF s F3 9 T FAaw
T B &1 9% 9 v QW & & fAv o gl &1 33 9R o &
e 4 N & Agw ¥ &3 S @ I § AGd, ™I W FHS
THUATHFT A& IS 3arsr 91 R Tohar § 3R 33 g7 oy A foedr
e G &l o IR o T g Thcl g1 IE o 3 Re g o
THEH SAIH & FAT HeI-3edr fAger gt gaar g

TATATEHE fI9 & U& qcd HSR glar g, S 3A ufeasm @ QeEm a1 giar
gl 39 HSR H ABHYUET SEIAA & g a3l & o AR ager @@t
Jol T STAT HAT I@T g THUHATFH arel Ufeadsd Wi & 45 o@ giforeex
g 1 3UW 33 el 1 sEaAe W, 3R ARA Rme iR Hemare
AR Folll S HAT & SR HAUROT AeIH T Jolell H 3Tt dlehd 60
HEE d¢ Sy &1 39 Fs IRt Ul tAyATen Jeee are dfeasm
FFYEY Tl T & TSY Ugol VAT FgheX gaele dars o Uer foham| 166 &
AT 3300 FIMEEST dTel 37 HEYEAT H 3H FUell & U T Follgeel ol
gl 38 fadw o oefr §, O 39 3roe 9d &1 diFedqX Tar Fohd
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15.8

g, 3CeiC A 3 Wohd §l HINA 1 HISY & Fohd 8, &dled A HA-SAGT H
Fhd g1 s eafld T 3MAT § AT AET SHHN ST R Fohd g

THATATH 9l 3o & FFYX IA & 81T H AT Ugel I3 HI FHGT g
AT, TR Tl 39 doeile S Geraar O GIfa QT e Sreel
5 doeited & WM 3R ey A 0 58S der Y o1 Thay &, w3,
BrRIRE e ST EAfar fSogpel 3He oFl| UATAUSH dehelleh § Hecgel
F T 3R 396 A S oo M F A § 6 T 18l f@er oo &
HASIHITSAT WISl ®HE (Multimedia file format)
ACCIAITSAT 7 fa%es geanl & folv &% g & Bide w9 Fw Id g1 3o
gTHl & IS BiHC e TR Bl

15.8.1 wiAere wIsd Bide (Animation File Formate)

T & U 39 wreer wiefel &1 [AT fHar Srar &1 9 gAer a@gy
TRAIEY & ATY 3TeET-37cT9T TolchiAT W RAT I Fhl g1 37 BT Bidet H
sR&X (.dir,.dcr), TeiHeX 9 (fli,.fic), 3-D ¥f3ar AFF (.max), R Fs
(.pics), FFqEa GIF89a 3R water (.fla,.swf) 7@ gl
AT #T 9fhar # BT &1 SR dgd & Hecdqul ded © Fih
TAAAA fohdell aar & oo 8P AR 38 99 W fhdelr STedl s3aIais fhar
ST TR TE TOFS B & JHR W & AR gar 1 safow v
FEIRIA I Tehelleh HI T HAT ST &l
WS FFUA H FAT fFU I Il Tod BIgd & dEATded AR N Hg
TAT FA T ST g1 AT F aR W SRRF A § W wigar # 75
gfderd d& 98 fFar o1 Fdr 81 3a’or & d W Il 7 wiEd &
PR 100 fralese § aF a§ #7998 glex 25 Tohdllese oo g Simee|
SHAT golg A 313aTal1s 8l 3R o gl H o9 arel AT &7 H1hr §ad ghar
gl T & Heddd T A9 & fAU TAAS & FAr dFeX amfhed Fr
AT ek 9gd 93 YA 9 T Fhd g1 39 F & AU 9197 g arer I8
g d & ICY FHCAW &l SHH Telel dTell Bl 1 SR T wevg fomam
ST Tl §| Tl H defol dTel TAARGT Y I 39 O & War & aF 38+
T AV coEr-gaT 3R AU ToRRY Y 39T gt B
Fo v oRFFufaal & 3-D vdnRe & 3 e W wss Bfoea afsar
wEd BiAe o0 & [P nfsar At scwelig wide (AVI) ar R s
erzd (.qt,.mov) 3R #ARe Rer gehfaaier gu ffF=r (mpg) #F da-der
gred fRAT ST TRl B Seg deogey AT Rved & @y v Afzar
TRRT & AT Tl fRAT ST HHAT g UNAASA & HIY-HIY AT A dTEr
HEST H AR & Y S HEhd g1 HEST S H T AT TR
Ared H 3Ige gt § Afhed 3mareT i BEd S & [T Mg
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3iif3ar ofeféer AfveadzRT &1 93T X N T T fF e W
FIdT ATt AT ol FHT TUROT 3T Tiawe A H & ey
T & CART HUeA ATHAT & AR FX Fhd ¢l TARE & 9 I
JHA3S F- T H 3MaTT & T FAr $AS F SAsar g df Ig§ FI Y
TFEII F IYIY ol & GaRT gl & TeIdrggsh har ST TehlT g
15.8.2 3AF wIea Wide (Image File Formate)

FEYEX H FS WE F AT G5 B T o g1 S ¥ R @
IR & IR IR ga &1 Awerr degedl & saeraRk (PICT) wisal ar
JIIET BT & SIdfeh fdsrel § BMP 3R TIFF  ®Igdll & 9aeT fohar giar g1
F W wiee @d § S gaer dderr iR &S et F R Srar @
S8 I ToehE B FEd & P arfoer F 39 @l veHE 3Ae wied
el 1 9g T &-

Format Extension
Microsoft Windows DIB .bmp.dib,rle
Microsoft RLEDIB .dib
Microsoft Palette .pal
Microsoft RIFF DIB rdi
Computer Graphics Metafile .cgm
Micrografx Designer/draw.drw
AutoCAD Format2-D .dxf
Encapsulated PostScript .eps
CompuServeGIF .gif

HP Graphics Language .hgl

JPEG Jpg

PC Paintbrush .pcx

Apple Macintosh PICT .pic or .pct
Lotus 1-2-3 Graphics .pic
AutoCAD Import .plt
Portable Network Graphic .png
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Truevision TGA .tga

TIFF tif
Windows Metafile wmf
DrawPerfect .wpg

#ifsar Faew (Video Clips)

AT H §olol dlel HAcCIHISAT Wolde H dIfsdl Foc@ &1 STAATS A &1d
g A3 Forcw &1 aor g T ST AT SATFca FAecIHISAT Ulolde T fAATOT
FX HA & AR AT T FT g S & AN & FHA @ T g
AT Forcd & YANT H Had gH 30 dId H &I I@AT & b gART
FFYE 3V T H H FEIH @ 3R 3T - W ST § e @
Fifeh I 3T 3= (WGePQeT &I Uedh HHUS &l dIfsAT Tl ¥l dlg al
8% foT #geIdd 30 HHUMEISE TR H JIWd 8ldl & 3R S8 3099 7 1
Aee &1 difsar 1.8 emese S9E o dr § 3R Te gue Fr difsar 108
AMEISE STETE AT B

SI9 Jg A o g & T Fecger A AR F g @ar § ar 3@
I AT H TsAEd A AT 3T F Gl P BT TG g &1 9%
JARFT sTF TE RE T T gl & o AW Fir afa it Se-ar ger
A gl ARG TG FROT § T A M GoARE & U afederer
FFYET FIEAT AT MaRIFAT gl B

Ifg 3T MPEG-2 3R DVD Tolee & dig df 9% fav 37 RAID
371 Array of Independent Disks deeileh aTell 818 3% $I T gl
Ig ge-f3ve 3Tg afd ¥ 3T TIWR WA Bl 5T deeld & GART A 3T
Tolddh Tolehid TR SR A0 @ 9ieer R I Tk IRV AeHSar
goiee & fou @ed @@ a1d g gl

AEAR F ARA F U o s 3 E&R WUl e av § dRa
FT TN, TR, FHFEIR 3R BT gg W 3namRd gar 1 adA=T
THT H AcOHABA deeiie F 30 aRddal Y goig ¥ Tararer NTSC 31
YA Collldold TCUSS HACT 8 319 TEofica Telifdetar 31aTq DTV &#r 3R
3R & W ¥ IR @ g § 58 a¥ & 3T 9% gladr X & el
Collfaotel SIS TS DTV Tehelleh HI 9T o3l

STl QU TeATellar ST T8I H gl SAET JAT @ gl AT Fgl 319 AT
Boficer difsar & AT WIsad & AT H Hhr HAT 75 & 3R 5899
§elal aTell 3cure 8 Ugel & gRafdd g Im=m &l
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HST 3T T fSoficad FAFK F FFged THECUT § dgd & TAdgash
BRRAIR 37T IEEE 1394 Fde FT T ah oIis Thd &l
AATSAT diotee 7 RS Forew &gl W AR fFw &7 & faw gder gef
sgaT fFURUT gl & LT TS g gl 9 SRy Az Faeg v
AT & qI0eT| AT AT H SO #H 20 ¥ 25 §oIR &®U & dEld
3w fSoficar A FX 3ucsy § Tad @Rt 3 39 Farfady $r
A Fercq T FAVT b 3og AcCANSTT Holde H YT HX Thd ol
oige A A TART A T dgol T 3 visfer & fow wgr siruRar
8 f IWa geft TEe e & o A goa § I & A
FoT T AFTeT ST TR Sider I IR IMILTHAT B

15.8.3 (MPEG Formate)
fSoflcar dIfsar & U oA AT A ARG UFR ted9e 49 & gani
fuiRa w5 ¥vss waer fFw o7 w €1 39 9 A F9§ wger 1992 H
MPEG-1 wlHe &I R & 3dRT| Ig ®ide 1.2MBPS & difzar 3k 250
KBPS & 3if3ar & HEI-UA & 9ART el H Fa7 ATl
T 1994 AMPEG-2 wiffc Ta« & 3T S 39 o dEmor & Segd
37T UT| 39 & HAId 3T TAWNROT € 3 MBPS & aiaX 15 MBPS |
o oot & 3T WieRe @I R Farfedr 3R seteea difsar wlee
F ured fRAr ST GohdT ATl STH Hedl AddAd IEA Fr Y ST T s/
DTV 3R DVD & fau gdier far = addAe 8T # ASHAde o s86
Th AT BiHe A T MPGE-4 &gd § & 319 TR Reew & Ser g
$H BiAT # o A 1998 #H 3dRT AT AT| $HH TANT gISfes g Uus
dufesr ser1 & fav foram Smar g1 38 ad3re Raess & off ger fvar sirar
gl
a9 9 YT g aTeT Ig HEY 3TN wide g1 ofeheT A 2001 FH 3Ta-
IS A Told 8t FATT & T HR sHA 9 MPGE-7 wide o o o
T ACCIHISAT hoec TSR SXHT & AT A ST ST g
Tl 2000 F AH IS dF T dhelld A AR FUR & W@ & IR 3w
AT 3T [T Wi I 9AeT R o7 W E 3/ MPEG-21 &gl ST g
SOH T AT Terelies & SsT 37 g O G819 7 Fgd &1 SHA [ ATH
€ ScoFg3Ta AIaet Adee Us dicaers e &gd &

15.8.4 f3Sfieer @39 & & (Types of Digital Sound)
Aherr wregey H fBollcd ¥@i3s U6 3¢ @i & & H WR gdr gl
30T & dlk W AIF 3R SDIl 58% S-A ®ide &1 sa% faked g
SND wiFe # #ff TR gl &1 HAFcrr tF faftse ¥ i s FgFaR
AT AT &1 ST gotE @ 3MEA Il BT G HIEAT A g7 ST B
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N

S

faErer e fren & RBoflica T3s SRR WAV ®Edl & &R giar &
AR Sexoie F o A Bifel w1 wEET R Srar #

FFeY daferdt o foT AR ST & ¥ A I9 BA A3 H TR HA &
F$ dF I HU 1 S T g AT Fed AR ged FIS Al
W IYRA §1 CD & TR 33 s [y &1 groer axdr &1 e 3y
@Er A oEmer 80 TAeIe @ ST TR BIAT gl deoidl §$ deheiieh & CD-
ROM/XA 31d7d TFHESS ThieTaR BIHe &l 3ol fhar foadr asig ¥ R-
TseTd WIS Toled H TS|

g gAT # A9 3R dw ot A el & g w9 &1 SEt o
FFY A YANT @ dTr @138 a5 H A S glar § af Aderr F
g8 fau fAS wdwel it naegeshdr gid § foas ganr fAd segdie ¥ A
N 3m3eqe ured T ST E@F| AWl § celewiAf WOfAS @33 A .mid
TFHE aTell BISel #F TR fRar ST g

fgr &1 e 1980 & cush & gam a7l fAST Bsa & 3ided A &FT
FAET T TH A @ § N ada F Fyfoha T d R F gFd
giar 81 JI9 Sog¢ AN Tolde f3asd W AT AT § df IRUTATGET 3arst
gred gidr g1 Sid RS J39e € e 3R FwAEdg vars FI. FEr sTeAe ar
AR W o ad g1 sAfeT RS ®wEa &1 3SR olker gar g1 &g
3er ‘& Qulla RBefled 3iif3ar 3er 3marsr &1 areafas Rusteers gxar &1 s
T EoIRT AfFderd FAFell & & & TR gl § Se¢ AFTcd Fgd &1 T@
fSarzw f3Use g giar § seifor fSShear 3iifear @izs o foael IR o
frar ST T SR & W &1 g I e wRur § TR o9 wea &7
fesficer 3ifsar &R giar § 39e AR g 987 BT &l fBefiea 3ifsar &
o W dur MP3 ®sal & fow gaier fRar arar g1 MP3 ®isa H
SHHT PR T HH g AT gl

ARTLT (Summery)
A3 AfAcaFa &1 v Ted FfoF AreIAd § ad aee, anfheq,
GBI, tafey, difsdl vad whAS 3 @ gAfad #d GIer I 3Tavs
tq gAAford alies & uegd R S weRdr B
T AcCHISIT Yioide, IR TN H qUT &ldT § YIoige Colllelsl Td e,
feomafaier wa syl ¢Rcer va fBoiafen o diode # $© WoT FA &
T Bl
gISiee Tollfaidl 7 37T difged TR, Tad i fRarcAsdr v arAdeag FrRHA
Hecayul gl &
3T WO & fov AFAATET gTEaI Ta AMFCIIX FI Blell ETF g

TR deelieh & FHFcgey [Afid a7 off gam A g ST 9%d g
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N o oo~ wDd

faffiest R & FAEASAT geal & T & qRE & e 390Y &l TS

BIsd Bide T MR feern 7 FAT & & Tod &
HAFATH 9T (Exercise)

HAOANTSAT TGO &1 Tk ATFAR MM ATCIA FT 872

SHH FHFGI HI ArerT & favg & qoia HifSw|

AN Woige & AT FI7-FI7 gIEAW TF Tl AIRT

MPEG wide & 3uaifarar sarsd|

AR & fAged qasmsd|

a3 Raferdy &=m g 81

MM Teheiteh T g2

AVI 3R JPEG widfe &1 §?
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3PS - 16
geLAC I
(Internet Applactions)
Shls I FR@T (Structre)

16.1 9E&drger

16.2 - & A YUTelr

16.3 &Y i< UF des alSs AT

16.4 JEHEC STAIHC

16.5 S-HEY
R
P P U

16.0 3223 (objectives)

3 I[AC & HEYI & dIG T SATeder -

gexAT HT &TAAT

$-Ael FT HT JUTel

SAHTSC AR el

$-HIAT

T gl T 3TANT

16.1 FEAGSAT (Introduction)
S & digdl ¥ YIR-YER & &@Rd & goer deaf@dr 7 smifaekr R
W ggar A &1 sae FROT g & F eAR e Sfaw @ A% o I
FFY AR ST @ 3@l A& &1 AR FAN H FFYI & d6d gU
ST @ HEE &k HHf F Al & gRade g gl o & IIA §-
FIAT FN AT 8T H AR Foh, 30 gfaden eg & 30ar ¥ e H
FIRAA I @ &1 S-FAYT Th oRE HT AGET IT YIRS aTaraior § foas
FEG3T 1 T T 3R 3o HERHT H IR gIAT 3R gRuw 39esy
W/ &1 S-FAT F 3T Y R AT dApeiisp off anfFAer @ & S =T
¥ FFOA 3T ST ITYARAA ST & FX Fhell o
$-FlAY, clomrgfeae 3R 3er TR dEelle & T 39AeT § foad
IEaEE & AEMERT & N dAeT B IIEaT B T S ¥ SFA,
aary H FAETATT F SE-NARAT T 3eeT F UL & ATEIH T Felair
FAT gl S-FAT & AIA F AGY aRd T YR & HIGUT # HAT I g
e STGETT I 39 ATl T IPTaar d47 FAumst & IRA ™S gamaerel
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16.2

FAAT &1 SFAET F IRY 3UMFdT dUT TGO & & Teh  TSTaRIel
FHYARAT TG AT AT B S-HIAH, T FFYR FFGoihelel icas
& IW gEg T [, Icurg dur Gt & Iee-Yee F A T WicdTgsT
Ve Rl &1 TE GUAU AP cAaiRe Aafafdt ¥ J@ B ¥ swe
Heddid FIAATIHT FT -G Th FFGEX 8 AL FFoge W Foidglioieholl
BT § TUT Ig I TG FH HAfold del o HIHA 3T 8

5 IR E-HAY T RE ¥ FOS Rd AARE A3 F 3e=-ver &,
S (3oacifeih SeT Swcddol), $-Hol ddT Soldcifeld HUS Cea® & SRy
SR Y T TeTeT T &1 Tg hddl Th AT T II oleleed Ufhar =gy
¢ dfcw sHHT TRAT SUUR &1 gelwaleledh ARl a1 &9el & Fafod aea
arel dlel # Jead YeiT T ¢l Uod $o aff 7 aaRe deredr JF §-
FAT I FeEIC W YE A GAT 8 $-HAT o Tq@R & Th ofs 6ol
afad uereT dr g1 Tg AT Al Hr AUEFd TEAT TS Y B

i:f ﬁm;g N e

h{dl User E
(How E-Mail E\
Works) \
A wefRla = &
o e ¢ 7
o E-Mail NA
iem 2w fw | (o) eSS
R & 33gER U

“THTRdT S-Ad TS Sedalc & AIH ¥ HoAdr &1 Ig TS Uedshdl &
(Gl Aol i) 7 FART & ST & seie A dew TR F
wISH Harfed @l ¥ gl Aw dww § W F o e ga
gred fRar ST Tehdr &1 A5 Y YRRl (AT Iodedn) fhar o S-Fd
T H S WU NS Tl &, HA I Tl &, Fafed I THhdl § dT
3H vfhar & a1g IfE 9§ a8 o R F §-A G A FHAT ¢l O -
Ao e AeHZar (Multimedia) ®8 VAW 3@ &1 T [AAwae fmdr
JARThdl & S-Fol Tl & omar =T g a8 A9 § Tgadr vere
Fr &1 Electronic mail (e-mail) &=, Ry & g3 &9 fr e & g
o8 veR g7 U7 fa@d §, 39% ¢ 39 W udr fowd § 39 W R&e
S § Jur R 3T T (Post box) & 9F 31T & €
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g gHR e-mail #F it eAfaf@a afafafat &1 wERer Fwer g §-
(1).3- 9HENHA I ARFH FHAT|
(2).9ar (address) for@ar, SEr &9 $-Hel A= gl
(3).3-FcT URNHA &I AT H TG ST AT
(4). 9T A & AT A HT FAUS ST AT [Feleh HEAT
3T $-A WA W HF IoR UTslee (Mail User Agent) Fgd § it Ig
Ry JeTeRdT i STaTg H FAT &1 Tg WA R gAeTeRdT @ FEegeX &
dra FegEy F AT AT g1 R gAerhdT & ARt Hewr Al & dg
Ig TCY Hs RN A FAAT w f&ar S g1 3 Aedl A dohe Fgd 2
SEHT YR Hol T FGT W R ar &1 7t dpe & e T g &
(1). SENDER (#STeT aTel 93lTehdn) &7 e-mail address.
(2).RECEIVER (9Tcd &1 dTel YdEThdl) &1 e-mail address.
(3).F¢er ST eFars 1 & 1500 37&RT & T gl
AT Setac TBa & ATEIH ¥ F Yoe A9 od &1 e-mail Fer 1, &9
gclelc A8c &1 address To/@r 8T §, @8 39 IGUT &R oidl gl fordr doee
& CaRT I AR AT 7€ giar 81 g R o AnT @ fRw arw
9d W 9g 9T FehdTl ¢l
§-A« w3 (E-Mail Address)
e W -7 gd fArafaf@d 7 & gaer fFar Srar g-
useridentification@domain-name
user identifacitation- E-Mail address &7 Jg $HET, TAFHAT & TSI
AH & TFT AT gl @ - T “at’ Reg Fga gl
gagcliae Ad & faffiea #er (Dessecting A Piece of E-Mail
(Electronic Mail)
fFer e-mail & T AE&T AT B §-
(i) &9 (Headers)
(i) "eer @@= (Message Body)
(iii) g&aTEX (Signature)
238 (HEADERS) - 838 & e-mail & ag 9T g1 &, 3 &4 e-malil
g A # e-mail & [/AfP=T 9PN & I F Faar gl I35 8T FT Th
fARET a1 T AREd 327 glar €1 $© 8358 & 3o et &-
Reat 9y (Return Path) - & e-mail & 3cR ¢ & fov &9
address @& 93T & &, 3§ Return Path gerar gl
3¢ (Date) - Ig g e-mail A= H IW & aX F Farar B
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g (To) - Sender (e-mail $iSTsl dTel cTfad) UIed &l alel cdiard

T address ¥drdr gl

Weaide (Subject)- Ig e-mail & /YT & IR & garar Bl
W w=Far (MESSAGE BODY) - I8 et e-mail & 9g #er & S e-
mail A9 gt T TS IWaT &1 o9 gH FdY IfFa & -3 dog § ar
T HA 3 PR {ECHA W HHfold gar gl el & IATd a8
P e g8 o ARTT Usel &1 TN el H gl B
gEaieR (SIGNATURE)- Signature #I1$ g&areiRa =1 =gl glar g1 sfew
IJg Yfedal T U &H giar § o F e-mail A9 I e & IN H
SIART ST &1 36 AT # YARhAT 39 IR # Fo ff STeary g devar
gl 9ATIT . 38H Flg AfFd HUAT [ ATH, Tdl. Bl HAFeX, e-mail
address 3nf¢ fo@ar 1 3-Fd & 3§ AT & 9997 PF R § ToT g,
AT &H AR A W T & GANT 7 HY| Y AT T Ao F P
B g gsar &1 & R OfFd @ ) IR §-Ad Ao & fIU Signature
HET &I TR-GR fo@el &7 HTaRIAAT 781 8l g1 Ueh IR sl & a1 3m@rel
IR e-mail program & #ET & $-Fel G & SIg &ar ¥l
§-Ad & o (Merits of E-Mail)
SR & RArAfaf@a e &-

(1).3-77 & #Aregm § gA Fd N afFd & sga sedr Communicate
(Fadid) FX Fhd 81 Ps T e-mail To dFvs H A9 address R TgT
ST &1

(2).E-Mail 39«7 31 g RedeRT & Siddid el & Igd G&al ddal gl -7
gl W R S ¥, et g fed i @ o gu o @ et @ e-
mail X THhd &l
IS gA $-AT A F AU Hed 3er Xd § d I§ Hed A a0 FeRlt Hr
AT g 3R W W w7 & gt W

(3).3-AcT & FALIA ¥ TAl, TSR F TAY-AY Affea wIger. 3mer, Wy Jar &3
3=a Documents #sT Tohd &1

(4).3-Ad A9 TAT s Y IFT T ATETA AR 3ol ALl F Tl &l
SHF TIY-ATA I-H&T| HI YIcd A drell 1 SHA GUY AgHH Aal e,
Fifeh §-H 385 FFYX & mail box 7 Fafgd & I gl

(5).3-Ad A5a AT Fig ot Ifdq ¥ fRer st g & 5 appointment 7@
ST 9T 81 IE AR FIAT & AR Feft o AT S Wb 1 s foIv
receiver (YIccdehdl) T IUUAr & IR &F oY WAy Y MTThar AT g

gl
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(6).5-31er TRt & @ AT & ST o ALY gr B

(7).frer F §-Aa F fow R Bisd a1 @ FT AHAT AGT FRAT ISaT § v
HFAR HTHA-HIHA ST SddId H gl Fohll gl
TaFefeid Ad & @ T (Working with Electronic Mail)
Electronic Mail & I/ g7 @5 7 a@ede-

(1).3-7a 9 F fhaeasT (Run the mail program)

(2).3-5a At (Send)

(3).31TeT aTell 3-AcT & U= (Reading incoming mail)

(4).frET AT FT A a1 (Reply mail)

(5).3-5e & e (Delete mail)

(6).3-Ae A & dEX 3T (Exit the mail program)

16.3 IJ &aieT 3R d¢s a8 a9 (Search Engine & World

Wild Web)
3T Ee¥ele W a3 4ATT W FIAU 39aTeY g, I FIAQC a9 ABC & & H
gt €, 39 dEe 3R 39 99 T e I3mEdeEsd det & §¢ WY &1 W
H 9T 35ar & & 3R U frd faRy fawr X g@er fr naededar @
dr 38 vy @ qeaqul el e & fov #ar @fr 3uger # ori S|
3% T g TF a1l a1 T SRRGFST HT ATEGRThdl ISl g1 T gotel AT
T SREEY SeXeic W JAAT HT FAT &I FT Sl FaIT dILEIA
SETHIT 10 I¥ gl g3l AT ¥ AU SEIATST H I 3R@F-aRomAt $r
IPTEcT FT e ¥ AF FRHUAT F FF FX T ¢

16.3.1 WY gaieT (Search Engine)
ZeTAC A AU UIed Il & Hg ik & | TEH AT Il Td Fofel &
SIRT 1 T S GIATAT B Tehd dUT AT Il & fold $F Gihar  &r
3 § AR 39 TEe TUr 99 997 @ i for@a 1 3w 99 cTarae &Y
A AT gid § 91 39 9 & - " FT Sy W &1 Ig sSeed
e fAAVAT GaRT gl §AIU S dfed TAEST (Spider) ATH & FFYR
NIA T RR FY T &1 57 TI&AT HF Ui A1 HreR (Crawler) & A7
d ST AT g TR TAT a9 H IR Hed @d ol TAT-TAT W
$Thic H gEA d AU dUT AT &gV THT Fd & IdT 99 S &
SR A Ssd W &1 I§ FH 39 9T H gEWadg F AEIT & R
ST &
Y ol 3HeRT & g & TARoT 3R T & v vl & IRT o gl
TAEST Ao 931 FRGA HR F&H gl &1 TF 3ihell TABST FHI

$CTAC @l Bl ARG g, T 81 foh ol 99 S & o 9 99 9F &
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AT TR X forar IRem| a9 o Affiea Afredi® WAt &1 sedaATeT
FX 9 d5cH AR AT O FH AT I 81 F WEH FARS HI R 99
T FJFeL Id & IR 9 BEeRT garT #i9r 9 I ASCH dF g ad ol
I F Solel & TUESY MU g & & 99 F7 gee Fed § 3N 3%
TG JoAhT FATHOT I &

Td Sl S AT T IR A9 g&dideil & UF SIded & ®F H &l o
Fohdl § St ANl GO Tod : UeA fRAr AT gl gd o A 3R
aRemT -

Tafgd wIsal #T 3Ny,

TS A7 e S S &9 9o 67w s &

@ISt U TaFAreltall

T 91 HoId & YR & g &-

F6 gfFasa o<1 (Some Personal Engine)

SATFAINT ST T 3UANT hdel Ueh S[CET HI Tiol & ToIv Rar 1ar gl
AT 99 (Meta Engine)

AT 30T T & 3% ey Fr i aXd &l

3 & YhR & TJ ol H FR YAS T q Uod IROTAT AT & &
YR R Fam J1ar g1 SAfFded T Sofel fohdl srered Hr T wsai i
YeiRid R §. AT Soid Ufa 3aed 10 ¥ 15 Bgd &d &, #el I o
T 39gFd G HT T & ol & T S0l & T 1T Tl Hd ol
FeAT W AgedUl |9 Foia (Important Search Engine on Internet)
9 330 & IR H T FAgdPU! dT JUT 3o $S UYge] HI Sofel A9 HIST
% YIR-JOR & JHERMN AR fFwrady alisr §1 I g9 sesa &7 F fir
g5 (Awg & qa arer MVF ereal) i @ W &l

¥F s (Search Directory)

T SRRF WY 39 A1Ee § U Seiie W ASh IR a9 arsel i mevew
A AT @RI H AT g, T fF @ Sl H g WAH & @RIl Fe W
o =Y a9 Fse H Fa Aok & @r av R B afewr F 3iaea
gde) fFar S e haer fadvs aXd § ofehd $c¥eic I sl =it @i
9 ABCT H doheilchl HRUT T USieOT gl g Iidr, Jg 8 g Tehdl g ad
arse & O Rwyarg @ g R aRr @ 98 AE @Y @ SRREed 39
We T FarAr ot g1 owd et a9 Tree @ g@efad gde e fonelt @
Foft & HAAd 3 0, AF-Welge, e Ao i 38 a6 3T 39-
AT garr Sy &1 SHr o I giar & TR gaen g wer ife
T g SITar g1 3aeXer & fav afg 3 fedr e dAT @ arem @R
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ST IR & o Igel IR T & 3Hd9d AT 8o, SH&h dIg 39 fohahe
3R T TR & Sder| 379 Game>Cricket>Score>India-England.

T SR I @iolel & fw a8t 3wl gidr 81 afg o et @
& aRumAr & Al dt W Il § aF 319 R_ffea Aot ar gaet ik
suAfort F @Y 57 gha §, 3R aifSd a9 9 1 gaar g w aHd B
9 g9 & ST a7 @ @ (Fiending the Domain Name of Search
Engine)

39 AET R g e W Ig Il @l T80 ¢ b 39 v ad 91T 1
fom ST TEE IAC @ el HEET 39 dF Ugd %l o 9E
AR e 9 o fafaf@d &-

Google

Http://www.google.com/addurl.html

Altavista

http://www.altavista.com/sites/search/addurl

Wisenut

http://www.wisenut.com

Teoma

Http://www.teoma.com

HotBot

http://hoitbot.lycos.com/addural/asrp

Lycos

http://home.lycos.com/addasite.html

Alltheweb

http://alltheweb.com/add_url.php

YHE H9 SRR (Important Search Directories)

$eqIT W 30y §9 SRyl Arfaf@d §-

Yahoo!

http://docs.yahoo.com/info/suggest/

OpenDircctory

http://dmoz.org/add.html

Aoz 3k R
Alta Vista photo Finder AMICO Thumbnail Corbis
Catalog
The Picture Collection Scour.Net Yahoo! News Image

Gallery
251



Fossick.com Comado.com ariadne.ac.uk

www.csuchico.edu/ www.halcyon.com/ ariadne.ac.uk

Icmt/dmc2/imagsearch.html tmend/mmedia.htm

16.4

d9 dIsc 3doudc (Web site Dovelopment)

Tg 9@ H & TOSe fRAT T g § Sceic AT F HER gl dAfh Ig
I3 & PR H AT UF o167 & SHH 3eieh ¢l HT a9 d18c T AfGAT
Y AT § 99 I8 I OPR SR &1 99 Hise JAAT JEJT F H
ST W T HOR AU | Sog JAN G & a9 UfeelRIear dgeltal &l
a9 dse U HTML & SRR & 1y g1 3 Rl safda & 99 98 &
g&aast (Document) &1 HIET & a Se¢ HTMLF aRadsl & g 311
3T gd gl 39 dRadd & o &5 I fRY Sd €1 3aeeny,
AT 39 ARaRIET RSTS WURYT SEiT A AR R 39 ST, Sead
wEel #1 HTML ®iged & qRafdd aXer &1 8 96K 99 gfeern Rfde
Text format @ HTML (Hyper Text Markup Languate) & uRafdd
FdT g1 a9 ufsener, ABHNERE TFAd (Excel) I ABHEFC IaRdise
(Power-Point) 3l ®Isar &I HTML ®igell & qRafdd & & aA1d-
a1y AT & oY e §-

1. Process files in Batch- %8l &I a9 & frafead aar g1

16.4.1

Creat buttons- seat & AT & § FHd T 997 & g O @ ggar
ST EhT ¢l

Convert graphics image into GIF format- Infhed SHST S HRACH
gRafdd #ar gl

Build links from existing index- RO & &=TaT &

IWFd S 99 gfeenrR garT T o §1 38 gfear & 99 ufeaRie
(Publishing) Fga &1

ges a1gs a9 &1 3fag (History of the www)

WWwW ¥ Ugel 3 I Hdlfald HleAl, FIAATHT HI e FHlAT T IeAhl
3YIRT AT Hched hidel ATl WISl @l olidhe (Locate) AT 3I3Adls
(Download) =7 & forr &I HERT T 9sar o1 o fof & &g 3ma=T &
a3r| &7 sk o (Tim Berners Lee) &I g4 dcs d8s dd & AT & &9
H Jgaeld &1 §oR, aceRevs # f&ud, European organization Nuclear
Research =& 9IRERmer & #Hifde = ) RA Sciec & HATeeT aor
36 TN H A drel FHfoaAsdl & FROT @UT @ gH Al A A
EUropen organitaion (CERN) # 379el @IS, HBIGRT dUT 379« AT &

AT FIYARAT & ACIH § T W oaR w1 Bhar| fGF wgar & &
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AT A AT | SHIY 3egled FA Hl AT A & oy T Selele
HI A F Fdlfeld F & fov v Rfeea &1 @aAwr har @« 1989
#H, 3gid www f8¥eH & 9¥ard@ & Europien organition for Nuclear
Research & goldciled Ud &egicar famer & @HeT Yegd foar qor
gEdld W HE-8F (Feed Back) Wied #iel shalg 39« TgAR Jac Shiordr
(Robert Calillio) & &I Revise & 30 Y&dd &I ORI Y&Jd fHar| ag
EAT AR # folr -1 v M 9 ¥ Ig Yolde YEF & I
goige & o & o fcd e fhar @ v @« 1991 # sadr Hint
FoAdr & o ggier hr =Y difs Sadr geteic W A3 fawrd &l GAsT Jhl
WEd, 1993 # AAAA U BN I FHFY[EN UCARA GaRT HT Igell
TEUT A (Mosaic) (Types of web browser) S&ar & o ueet
fFar =T I TH HYUReE WA 3cUG AT TS H AT A Hae
N g TH Yo Hhgell dithehel Jo Sy (GUI) YeTel T gl

su% JfaRed Aee AFE (Mouse) & AT &I A &l §, T &S
IR o= Keyboard & & sH&T 9ART & Hhdl gl 3Id H TH AT dG
39d, 1994 # National Science Function (NSF) & JgrAsqy foar f&
web & THEAT H AS FATS WA Foll & JUT o9l o dos dIss ad Hl
3TN g TR W YEF FH A7 &

www 3 g 9 (www and Home Page)

FS i TS, TEAT, H9T T AFT 30 JAUT F 39T W THhaT g
$EH U I H TF 39 3G 8§ Hafd & S arell GIAaumsid qar 379«
U@ T FEIT SATABRT & ST TAehdl ¢, IJ§ TIR & T & g AT
39 gl

g 997 W fof@a a&e & emar I, N, Feed. J8l dF 6 eafer o
39eIst] T ST Tehcll gl 3ToTehel dl gIAYST W HAecHISAT (M, fe=R) 37T
T Jar o 3ucey g1 gHUS HI TH Y TH AN F 3@ ST Fhar & 3R
ool Aot AT & dgd 3T JaffaoT g1 AT ¢

$THEIC H 3 3T HFYERT H' I HT HSR gl i W T AT T
¥ 3uerey g1 3EH fAeadhy Wl 3R 75 Ay fhde, [y o, el
FRA, gk & Affiea foeafacaedr & augy anfe anfda €1 9
IFT T IWER Y 3§ W 39Uy §| I3 F Ig ol 937 HSK ¢ b
39T el dlel I Fg Il 1 o § foh 30 qalS. G gl W gen?
www 3R 39 9 (www And Web Page)

a9 997 U des drgs document ¥ ST & AT G BT B, TH I U
T g8 e siegdie (World Prossing Document) gidTel
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30 e §H Sgddhd & Web page, web W 39asyl T& hypertext
document gidr g1 a1 hypertext ar hypermedia $r ag Jfac it des ass
A9 W 39y @ g1 38 Web Page Fgd &1 sHHA sa0 & I g
HTML & $EIATS AT 9T 2l

a9 99 &7 "@I=aT (Structure of web page)

T AF UST & #RN & fAeHT a1 giar g-

1. Head 2. Body

Head

Ig [T d9 99 & Ygar feeam glar g, 3EA US @ W TUT 3
Parameter 39dle¥l (& § folee Browser gaRT 93T & ™1 SATCT g
Body

Al 997 & ardfae contents 99 & 3@ REw #H Wa § 3R T
contents,text I tag I AT I@T &l

3T @ (Web Server)

R WWW & 3ifeas @or 7 58 feg ff S gl 8, &7 38 faeg
' Web Server &gd 81 I8 eg www & 3=d # gIar gl.

Web Server, 3R & a9 97 3R 39 ASCH 39cleY ol A 3gH AT
fFerrar 81 I8 TF R FT dHele ¢ S HTH dAT AT FH Th g@l ¥ Arsar
gl 39 FaR, AR JUT 39 9 B MY UF g@ ¥ Shedr g

$ F3I FEUAAT HI ATAT TAT HI FAX @Al g, oifched AR ST aar
BIET FFAIIT a9 o167 & Thalll T It W @l a9 TR & 3R IAs
H ORI 81 UoF enfAel @ €1 99 R &1 I aIfdcd giar § foh 39 giH
gsit (home pages) &I a9 sT3eR &ideliver, &Y, T dg ST AT |
39 R AW IR dveaR ¥ Ao garar § owd ag I &1 Reaee
H QW F Th| FAT 3T FAc-AR ANT A IAd 8?2 I Th d<g Hl
TFET IaT & ST 39 §3oR d A & 91 @il gl 3o &l §H Follsc
® T H @A § dYUT TS SiFGHC] Fl FCHIC W IAh AT @A & o
el Bl

30 YR 7 $g T § & ITg Th TIFCAW, g5a;, Yool giar & o A
Folrse I G gar T 8l

39 ¥R A@Fea (Web Server Software)

a9 gax WA H giaer @ yEiad 3RiEr fFd W show #Er g
gl 3HH gAed (unix) & T HERIOT, MS Window, NT Server dar NT
workstation AT w/a &1 9 IR THedW, gEaW 3R 3TRET [eea
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&% Combination T, I 39 A TolehA & fod Far g, 3MAEH &
LT Bl
16.4.2 AT AF7 HT YsiIor (Domain Name Registration)

Ife frdY afFd a1 HFgel ' JYAT FSe Sedale W YERd Heel glar & ar
3O foT 39 FFell & SIAT A7 Goilgpd HAT HGIF gl & oif Tg
guiar § & ag dse HARTA  (.com) IT iRfASNES (org) 32T A
& fou g

S FF @ giawn, w% Al Scleic igel & ATEIA § 39y A
gl freT oY 3ueiFdr &1 39sl I8 §eieic W YGid el & v 38 AT
7 (Domain Name) 9ot @ a1 ISeX a0 9SdT g1 3T o9 IForeeRreT
FT HT giaur Int NIS E@RT 39cet] T el g1 NIC &1 &y 3m9ehr
qse & IAE FA &1 glar gl a8 d18c Fel W TR (Store) gel, ITg
A 9§ HFIel 3UcIsY AT § Sif IRl ABC HI TR (store) a=T & forx
AART (Mmemory) 39eed I gl Ig 3T R AR &ar § & 39 Fa
FFA FT AT FXA g ATl Hg TR SCXAC HFTTAAT ITHGFATIN Hr
Sl & AR YT Wl G SUHFAT T ASeT B WA & v S
39Sy HUAT &1 3§ GIAUT I 39T a0 & U a§ A9 3THFAst &
TS Hed A B 3 a7 oY wd gay Aol Regit &1 wae
@ =fgu-

— SRR & AT fhae Yook I AT el U5 T@T &2

— YA & & T fhdelr B 3F s €99 (Free disk space) 39cisyl g?

— & (Yo dAT (Free Limit) ATCT & S & &l 9id MB 76T 9Ied et
& fou fFrder Yoo AT AT g3?

~ e Tepeiichl TEANT 39cieY § AT oTar?

— frEr 3usedr @1 gaenst @ fde gIeT vae oo @ g, arfe @8

3T d (unauthorised) cafFd 3T AT I GRUANT o HT Heh?
AT a7 gsiewor F BT (Domain Name Registratin meythod)
AT JF7 IR & AT IH 39 FFTr & AIH T S fF 30 TR
(server) W TAT 3T T & &, 3 AT HI Mo =T glar gl
3aeXeT & forw Inter NIC St & U.S. & Iforegers &7 gfaem yara & 81
I 8 S ITRFAT 3TN A1SC A fRAT FFdelr S fF 319 TG (Server)
W 3YAFAT H T 306 T W@ & & AIA F inter NIC H 39l
grse # YIEX HUar § ar 38 {OEReE & & Qv susiear & o
AT ST AT 95T &l
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arse ST & FT 24 F 72 gue H AT g SAw &, TEH ggen
3UHIFAT Al $-HA & GaRT 3Tcled] FUA S g SHA o7 ey &
Hed &1 HIdA 3UHEFAT & Hise s A+ (Credit Card No.) &I Hgr=dm
d gt 8l e #fse #18 & 39 JIERA A7) Ured 787 I FHhd gl
grse ISE g A & &6 39T Y Bl dl FF9el & JR W, T 3T
qethiel FT eI T AT Tohd &1 519 TP IR T BSal g W FTP TR
g STdr §, 99 9§ 39 AT J7 HI GEar ¥ Sl W 33U g Sdr
g1 3T 39 TigT F IR qAT 390 T Gaan e amser § ured
H Hahd g-

NIC links:http//www.uninet.no/navan/domreg.html

Asia Pasific Region: http//www.apnic.net/

RIPE-Europe: http//www.repe.net/

US Domains: http//www.isi.edu/div7/intra/iana.html

Singapore: http//www.nic.netnet.sg/

a9 ¥Ise & fAT ge O W 3uasy ¥U (Srace on host server on
website)

HST-F FF FFAAA 97 R W ITAFABT & T FU 3T A
gl 9 g W I8 T 39 glar § 30 g (Host) IR Fgd &1
FFTAT T§ TATT AIA TR TR 3YeIed FAAT § T SUAFAIN & 307 TR
W T 9°d A & [T & A ol &1 T& FFTeN Fg dbsileh] Flawmw
3T I 8, o0 fF ATFedIR, deheiidhr TEIWT scarfe| fher. off =afFa
AT FFYeAl, S 38 AfET &1 3UIANET FAT TR &, H 39 9 A [GAT €T
@ AU fF a8 FFoel S Fa W T 3Ty R [T & 39! fohdelr
B T | 3UASY F @ § TUT 3HF WY HlA-PlT A Fehelteh FgAIT
39IeY T QT gl 39 AT P Ied el & ol IuHIFAT Fl fohdel Hod
31eT T U3 @ &1 39 a1d &1 oY RV e @ iRy & ag fhaer
FI&T 3T FIATHT T JeTeT FT W &

T SR S T 39l d8C I IOEeT T ofd g df 3Th Tdrd 39
HGAT TS H BEal H gRe TR W TR T Thd & 99 Bgel TR W
TR & S § a9 3T §clele & ATEIH F 39 d15e H AT (Access)
F THT §1 T WSS S T TR W T 3 FHA -

e http://www.yahoo.com

e http:/www.azc.com

e http:/www.aaa.com

256



TP ATHIHYT avdst (HTML-Hypertx Markup Languate)

HTML Ts UHT #T9T § S 99 997 §ar # Tgeh gy § 91 39 HTW &
AT A IF UST FeAdT g1 ARSI oiddst (Markup Langutage) eg, frde
DYl dTell Seaeel d 3ceo g3 gl el fordia & o9sl & qg Ue &y
TR, AT Hee A ISl & T 38 W &g [Aeg (A1) H0A g1 T &
frdt B’ A g 9 § F TFF & BRAT F IRT HAT g1 AR
3EEX0T & fou S #1E & wdeX Rl dge FF dles B (BT &) H
FAT ARl & a1 Ry i & = asd aRasr agdr g1 38 R foRdr
A9 U W 3ufEUd 31eT, F3SR GaRT Hhfad fFar Srar gl

3eeor & AT - I &7 a9 99 W T A des B H FET ded & ar
gH ar o8 & <B>

<(/B)>, & YANRT &IAT R Ig 13K &l FAd HE, Jd B3R FIedl
gTed T aF I text @ ses BF H F I

I &1 HTML(Hypertext Markup Language)d #TeT &1 HTML &I ¢
g ®wRATT gaamit & T ASCIl Character (FX@ex) ST Rl &1 Tgr
AT ¢FEh &1 HY 3er A gl 3HH Y I § fF F5 o gy
giegic ASCII Document & text & & #H Ured M|

HTML T& Ot 89T § St B Text sigggic & Affie sme &1 a@sme
& T waer #r S g1 HTML & 38T Text &1 9feRar Hyper text &r
FHASAT &1 HTML (Hypertext Markup Language)¥ & s Hyper Text
SIST g3 &1 Hyper Text & 3¥ § - JRI & Y A1 R § Sadid|
Web & Q@ & a1 9fhar  Hyper TextHidr gl HURUT SFeh il dig
81T &1 TIROT SFEh T g & SW UST off bl &, TafRd AT ST Tehar
g, IS ST ¥l § d 389 Text # o Sisr o A1 FhaT Bl

st faAwar I8 § 6 3o el 310 Text & @y foid o foram ST &@&har
g1 3T AT & gaRT gIEW Text & HF el &l AT I/=7 §-

HTML (Hypertext Markup Languate) & &I J3T THh 3Hed 2Aeq
Hypermedia (B #Hifsan) g1 gsw A3, gBWR Text T 39 R et
g & I8 Text & ArY-Ary oo, AfsAl, Fqar 3nfe A o fRelr 3T saggic
& Ty foid X THhar g1 I§ Hypermedia gBW THRT d HedlATSTT Hl
S gl

39 YR §H &g Thd & & HTML (Hyper Text Markup Languate)
ATYROT Text H gEW text H gRATIT Xl &l HTML 9IRT e H T
T BIr &1 37 : a9 U AT F sHAT G Fear ST @ g

AT 9 & f3msar ¢ (Design Tool of Web Page)
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frill a9 997 & sa= & fov Aeafaf@a 3muRea ar=t (Tools) #r
JTaRISAT B &

A HTML Sl & 9= & [T Us Text TR Wame 3mfq HTML Editor|

B HTML Page §«ed & o{l& 9 Hafdd 3, A g &3 &1 @ld A &r
AQgeic (Manupulate) & & foT v aifhed 9amA 3ra7d Image
Editor|

A HTML Editor (Hyper Text Markup Language Editor)- HTML Editor
T&h Tolewid g, Siet HTML @18 @ HTML Tag & sged far Srar g

() O I FFoR &F Fo4-FC HTML Tfsex g &

(i) & HTML tufsféar dmame e & vea fhe aw g, e dgar &
HTML 97 §a1 @ha &1

(iii)y & 5 AT (Word Processor) ey @@#=a siaggic & HTML format
# geolT & FH o 3T E
F& HTML editor @ §-

(i) we 95 wdier (Front Page Editor) - IJg TSeX ABHNIFE e caRT el
fRar amar g1 AEwae (Microsoft Front Page) & tfde aar & faw File
Menu & SR New Command W Foe Fa &1 39 YR §H Teh a7
A9 U Foe & fAIT TS uied a g1 38 e Ul SFUeie (Template)
Fed gl

(i) AcEPg AdReT aes (Netscope Navigator Gold) - IJg ACERIT 3R
F AT & S fF WYSIWYG HTML Tool & 3feeX 8iar &1 S@e T
T BT g1 AT © SHAT JAT Seglic W Page §d7 & fIT & ¢l
gEhr e @R J{E @ RE @ &, Reg 39 goeR 3 B & T
AT 9T el el GAdRI &l HIAT & HTML 9T ST ST dehT &

(iii) wsle 951 e Adob Page Nil- g Editor, Macintosh (Af&ecrer) Hrget
W Fol & forw gaer fFar Srar g1 sa% fow av aoid 7 8 god g1

(iv)@reds (Notepad) - IJg ASHAIFE ¢aRT AT IAT T ATYROT TR gl
AT © 39 TS & WA & v fRar Sirar g1 38 Assate seus off
FEd gl Ig HTML &5 forger & faT colewid yetel &ear g1 Note pad &
FE oGl & §1g, & I & AT T Id ¢ d 39 a9 3R (Internet
Expiorer) & @gaar & frarfead &d &1
g1 Uil & faRed #Agwde 3P egyaer &g HTML Document
g & v Y e g a &, S - MS Word, MS Excel 3%
CanrT T WIS el & &I 3ee.html IT .html extension & AT JT I
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g dur A9 3R W frarfead &ud §1 HTML &1 3 - §#AId @ 99 W
Tt Siegeic BRAT H I 81d g1 §H TG & I9 U el H FEIIAT kTl
g I gH 49 W 3R I WAl & FI$ siaggic Ted § ar siaggic &
ST ggell 97 fe@rs &ar §, 39 glAYST Fgd &
fRelT gAds #r IR HEW A Sier IR g R 99 @ Besd e & e
IR HEN - gfSr (Heading), ®Rmrme (Paragraph), foree (List) I wgd
(Adress) &T ETHAT gl gl Ig HET Hs BollSed ¢ IW@d gl I T
farafaf@a g-
f"dr HTML Page & fomea Ra & T 98 &ET
<HTML>..</IHTML>% st & for@r Smar g
faeimgsr & (Desigen Tag)
(i) <HEAD>- Ig &1 HTML File & Information 3@ & A T 2|
(i) <TITLE>- T ¥ HTML File #t e &7 & T sy 3 3mar &
(i) <BODY>- HTML(Hyper Text Markup Language)® @ &1 38
HET & 3ec] <Fad fhU S 2
(iv) <P>, - Ig &1 (Tag) Ramw or@sT & T gaer giar gl
(V)  <BR>- Jg &1 el dfdd &I 9 &l & A 31T g
(vij  <PRE>(Preformatted)- & go & 9T fadr ser & A
BRAC # Ford HLar & T Far arar B
(vii) <FONT> - ug faffiea wiec & BTed ol H H& 37T g
TS edild e god g 7 3 §-
<B> - §leg ¢Fh
<I>- Static text
<U> -Underline (3i=ams)daee
<CENTRE>- ¢ &I UecX H I HI
<BLINK>- Blanking(feafeard)caee
<BIG>- WIHART AR ¥ &3 36N &I text fer@et |
<Small>- AT JHR § BIC ATHR FH text forgar |
<SUP>- Supscript (FuRf¥hceta)
<SUB>- Supscript (Faiactedas) 37|
(viii) <UL>, - 313X foe, I8 duRor fore s & oy 93er gar
gl
(ix) <OL> - (3 fore) - ¥8 ¢ fondll foee &l 7Rl & @1 egad
F H fFar Srar g
<Li>tag - Ig foe sd= # Agg T &l
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<DL>tag- I force &1 7aieRY (Glossary) & e & HIH 1T gl
<merquee>tag- 38 Tool & g Text @I Teldl-hiar &&T dHhd g

sas JfaRed o difosa &1 (Logical Tag) HTML Page @I fsamaet
F H Acg A ¢l 397 § o A §-

<EM> -Emphasised text

<DEL>- f3elieg (deleted) Text &I Rfegd & & o)

<VAR>- 9aITH Gl # ARG waer v & o

<PERSON>- Y <afdd & aF <gad & & ol

Fo 39 HTML page f3ams+ &o1 fae &-

(i) <TABLE> - HTML Page W o Sl & U gHHT T X &

(i) <Forme set>- Ig g HTML Page W faffieet WAl &I cgafeyd aat
& I 37T B

(i) <FORM>- Ig g HTML page W WA AT &tel & H# 37T gl
3o @efl &3T & FS Attributes (TEeIEH) BT &, il TEEIAT & Toh ()
fesesT fRar rar B

<Address>tag- Ig &I R a9 99 & TEW AT drel €W, Signature
Block(fRRTaR sclfeh) I cFd adl gl I8 ol afdd ¥ defaa Jaary
Il & Heg T Bl

fFdY HTML 97 & anftherm &1 Sisar & AT 3maas § & 399 #is &d
g 3T 98 UF 3AS File & ® A FIET & I§ HFd Hd AT W
gred fRT ST @@hd § a1 SCANNER (ThelR) & @gRIAT & T Ues saaT
A YR BIEA h K H HIGT H HRd gl FA BISAl  HI
Extension.GIF ar .JPEG g g

sAS X (Image Editors) SRSl & a9 Yol I YT a¥al 9 SHT &
@y Multipulation & & v anfherd Wame 1 3MaeTshar g 8, &
AT T FEd &1 §H 6 U T "edr ¥ Rffied sAel & &1 g
AHR deol Tha &1 3TH Text N Thd § I gom Y Tha &1 &
wmerRT (Adobe Photoshop) 3rcafles afdaemelr wama g1

$eEIT W 9@ ¥ ot (Top Search Engines on the Internet)

Aeiwi AOL NetFind Looksmart

Altavista A-Z search Engines Galore Megaweb
Ask Jeeves Bigfoot MSN Search
Awesome Library Bike Crasler Music Search
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16.5.1 §-&A¥ (E-Commerce) :

SHAEY AT H oy ¢Usg § - S T 'FIAY| A Usq, HAA-UgdLAT Usc,
SR AT JIEI A AT X W@ & JAT 'S Uqsq, Folaclislsh &I, TN Hr
golagiiaih HTETH gaRT SHaar|

AT Ud HIR Tehoileh & GaRT Tohdll 87 YehR ol HFUIGeT 372l FIl &
A IEA-YGld &l §-HAT Hgl Al gl Joagladd - HAY
(Electronic Commerce) a7 §-HAT HFTAAT & FET I Heqdl g 3eToh
TAEHT & FALY 3UdT fFegr Y af wfeat & #7Ly & IFar & S-HAT &
IRY AT f Wle-9T A ST Thehl §, R &6 339 GHA S @fddT &
foT veam dAve fRar ST @dhar §, IUAT FEAAAT AU AEH T AT
rae TATRT FT 3YS 3caGl Hl 9T Hbhal g JAT-ST Secdele T TAET
deaT ST W@ § d9-3 S-HAE @ gAer o dodr S W@ gl g WA
ST HAT 20 FIS SR F FITT & e 2

gURe FaT # 3l T ASRI, 3R ST, 3T HR-YUTTG,
favard, HrAd, IR G H AERRT T AEH aRT FIAT 3HET FHell
AMAST gl 3cUTGeT FFdfetid IWierd T STARRAT FFYX T Foelelc AN,
AR & Fellsee HTYEH & ATLIHA § Tgeh! deh Ug 11 §o91d ¢| 9 39
3R FeH 31

e - ufafeer &-wiad & 3YMT Fgar ST [T &1 ST AT 3YHFAT Hr
39 Ig glaar Aercdr o W ¢ & 98 Sectelc & SIRT W 4S5 AN Herdde
AT FT TIT TF HF H Tohl

S-HAY FT U geT Ig off & F =g R[ghar vd WleeR 3MHA-TFe =18t 31T
ard gl 3d : fO%hdr & I gdr AT I diar g R har H aredfas
TTLTRAT 8?2 TT & Har Tg o S8 A urar § F 5w @Qar @ a@®
AT @S T & a8 Akl FET Boll o AT §2 IT T IR TRIT AT I
& ST df T & g I8l Iar gidr ¢ & [5ad 39 desf & o $ir Jmw?
Th & IRFH 3T, S foh $-HIAY Fealdl &l TS ded:

SIS HFTel, Yol dd U & ATETH H, 39 3cdlesd AT Jal Fealead
TSN Feedalc GaNT GfAATR H Iqeletl Far & ¢

IMgeh, FFAUd 3cUc, 308 THAIA-SfoId el T SRl 39e] Hhecge
A 3T & FFY GaN IIed H Hhdl gl ATl Feedelc Sl 3YANET
e A g

3R AEF TR dl FFYR W & TAT TIed TFaledd A FIS & 31T
TheT BN & a1 TR ey anfe fr, S o Arewy ¥ 99 9o # ¥ W
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AR, UHee HI cqaA¥s WTTH A, AU FFY caNl FFaleed
FEGAT P 3UTSH AT &

& Fg JAFAEN a9 FR F ARY IcUgd AT AqAAS HFafAdi H ured @
e |

< 3cUGs/ FGERT FHFeAl, GHee FRARTT FT & d1g, JEd H BF T gq
9 AT Feollg T I |

16.5.2 §-HA¥ FFawHT FA¢ (Service E-Commerce)

(1).gioieFers gfshar  gomel (Transaction Processing System)
3MEA-Yeld & TaTd oldd-gaAl &l Transaction Processing System &gd g
S for faefafad g
(@) femre 3R T 3RET (b) ¥ AR Stock Trading (c) &AT

(2).0ghereT Ta AfSwhel (Education & Medical)
SHHAT & AIH T AT Scieic & AT & g5 Education & &7 &
T YA F AN A SRR AT ST AN BT F Gred H
" Bl

(3).g@ar #aw (Information Service) - gcleic HFg@ad (Compurseve) 3R
AR i oms (America on line) S 3eTeI0T IR faed & Faar Jard
Yee N § aur [eg F g @ -yt & aR #F 3Eed i 2

(4).deg Uss Acas (Value Added Network(VAN)- §H &l T Collhegfetaneled
dcadh H e IRAMNT # Hehd § S A a3t 1 cgaary deeh
a3t g giawrst 7 aRkafda war g

ARTLT (Summery)

1. §cXeic SiasT & g &7 H 39T H 37 W@ ¢ U9 S &7 # gfig X @
gl =T gAg f 999 7 N I FT S-S & IET Bl

2. SHA Ao, A9 TSC I UG $-HAY oI FEAf H Jgdad ¥ & @ g

3. - & ALIA ¥ gA frdll oY <afFd & dgd STedl da<d # Fhd ¢l Tg
TS ARt F & deT T W I T ST § I8 98 g F FE W N

4. F-AA, 9T T AT & HGA-YGld I FEAT I A |

5. T o, fRer off faww W 3regaa areal, gae weasd 39aey I gl

6. $-FHE, W & g & frdT i FT F @G &1, sggay A A,
FECAR 99 3T &

HAFATH 9T (Exercise)
1. AT HT HAYUTT AT
2. TIE. UH TA. AT §?

3. T ol HI 32|
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~ o o A

. dos dI3s a9 T g?

. Seloic SgaET H A 3UANT 1T g2
AT AF TAEAT A TAST

. 3-FAY F ATH IART
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SHIS - 17
HFGEY AR Jiafor
(Computer Based Trining)

ShIS T TIXWT (Structure)

17.1
17.2
17.3
17.4
17.5

Computer Aided Instruction (CAl)

Concepts And Modes

Concepts of terms like CMI

CBI(Computer Based Instruction)

CALT(Computer Assisted Learning And Teaching)etc.

17.0 322T (Objectives)
$H IAe @ Ugad & R §H -
1. CBT (Computer based training)a R # STl Icd HdN|
2. Advantaages of CBT, Types of CBT
3. CBI(Computer Based Instruction) CMI (Computer Managed

Instruction)

CALT(Computer Assisted Learning And Teaching) & s # SeeRI
gred S|

17.1 FEATAAT (Introduction)

FFYY W ARG fAeToT TTAT H 98 A=gar (flexibility) T i &

I g & Ry oY gHT 3ucey AT ST Gohar g, oI B FRIeant &t
TWRT & AT 31 DY - TJl 9 @I T Tl

ISR IR ARSI 3 §FEY FEogey WO IaRa gt #7 smer

A I TR AGT gidT, S TTAT H TP IR FATAT g [h HrIHhdr 9freqor &
1 12 W 3R U FE-TUE A R R suEd @ TH
5T et W faar fifad -

F1 3T CBT terminology & aRfaa &2
FIAT 3T SIS § CBT &7 39T & FIAT AMRT?
T AT Sed § 6 3=T IPMEcdr ard CBT & 39e gfeor & fod

3UGFd § 3 HE AT ST AMRT?

AT 39+ qrE CBT @re«ii fr gt § S 3ucrey g2
FAT 39T SeId & CBT oY ardll &l 8 T fFar S anfge?
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CBT & ofell 3R Frdiicad aelr forell fooied AT a1 a1 3ueletr el arel
afFd gart fRar a1 d@&ar g1 CBT &I et & o dad 3ugegar alier § Ifg
CBT &I f@uiRd &t # #gg &l 3R fordll wowell & ford @@ 3r<ar CBT
fauifita &% a8 CBT & sifrad aXa &1 dlier Y 3ucreyr el

CBT 31T YR & YfRI&T0T & A Jgd ¥ HAG FalT Fcr g

o gfrefor &7 Afafafat W gawer Fr fagor)

o TH FFUell H o3 dhellchl HI dglel & ol Tpfd I & fod 3cRE &
FF Fr gl CBT &I oFd §AT & UF THCRS ITAN&TOT HI alIepl slgl AT
ST Nod o g # S NI AR A 7 Fdeare 3 g1 ar [ad
¢ T &9 3uged 9T ¥ §H 38 U YRIETOT YR & T aa & fod fand
M g Ush ISR Y RE ITAT X T &

FFoge a¥e efAer Fir afsmr ¢

Computer based training ag ¢f=ier § St fReft Computers &I 9IRT T Feg
T R Feacatay Bfoall & fav &1 aXdr § CBT & @1y, ¢faer drcgex 3R
HICaI & YINET SaRT 3qcied &I Sl gl S IfN&qomeft &I v geagaetors
WA ¢arT AT A g1 3T Fafda asg -

e CAl Computer Assisted instruction and CBT based Intruction
FFYX & AEIA T A F B we ¥ FEegw s e & o
dpfeas ersg Bl

e CAL- Computer Assisted Learning &#cggy &l U &al HI aRg 39AT
FAT S IRFGRE A& gred et arely TAfd & Acg Far & 3@ Class room
traning FFYeX g 30T g S gfeTor e & gie Blackbord am handout
1 g AR H HEIIT AT &

e CAT Computer Assisted testing - &FcggX & ALIA & fRel cafada =i
3TReT| FFGR W IC o ¢ AR FrgeX 38 RS X TR a1 g1 CAT
3iffda Computer based training & 9/m 1T gl
FFgEY aFs AT & aFei:

fhded CBT 1 aF U I A7 doheliehl & TSI T JANT T & -

e Tutorial TIEINTS - HEH HAGT dehelleh LIRS gl TG o5 FIel &l
T WA & fold 3TART HT I g1 St foF T hdAsg W & @ S
ARVl Ig HE AAFN ¢ & ol W ek o & o fagw 3R At =
T § o] & fodr suanet &

e Dril & Practice: Ig Ja frdl 7=t T AT HGIHAT gl da JFATH &
fordr 3@ ey e &
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e Training Games: Training Games =g ¢y &1 gt o g1 3 el
AT el a1 T & 3Teed el & ol 39INT $r J1cr § Training Games
Jae ardl it sfaaffarca s 3R @[&t & ufd #aRes & #gear &t
gfaa s g

e Simulation- Simulation: Jgdesiieh da 39T FH S § ST FA g
T I 386 3Tl T H fFam I I8 Igd AL IR TRAS B § T§
ST A & T T AW YGR Al & AR Al & A &1 el
Te H Siige & T 3gAfad &ar g1 Simulation 39 fufaat & for o
39T R ST § S fF wIRRe at W @aRas 3k #gd @ B

e Problem Solving: Ig ¥ SIGT FaAldl & dTell deheltel H q TH gl S
CBT & 39T &1 Sl § 7% el & gk & gt & OF Agg e ¢l
AU goasTst, IR FE & Hqaror & & o 3R 3=9 als @ aaa
gl §eR & AT, 3T AT ST §

e Demonstration Hresentation: Ig @ d« & Introduction & Support
A & o FEH SAGT 3YART HT ST g1 IJ§ T greviw tool T aRg oY
39T T ST TR &

3fFad CBT a8 ¥ el v a1 31 darellepl 7 39a REar s g1
3aTEY0T- traning game # $& dcd dril & Practice & #f & & g1 Tutorial
A Probleam solving uestion g #&d gl I we a1 & deelie 9%
GiRIETT T ST B QW A & oF #@E g ar CBT 3uss fov e 3ugerd
gfIeTorT #T Method & THhar &1

Computers Based Traning Feature:

e Immediate Feedback - 3f@&da CBT fades 3R ufeonfd=d =i
Monitor Progress 3R fdst &I 39el AR 3eggel el & foad allow &id
gl I8 & "R Skills & fod 3uanh § wife a8 Rdeged suar § & ezt
g AW W@ § S A T 3¢ MaTSaT &1 Placement- Placement via-
online testing St & w& Trainee ki needed training #el @ ST Jg 7 #3
CBT systems & 1T STdT § 38 o&T0T &l 39T ddeh 39 fhal & o Fig
off 3maeTs Treinee & avoied R Tdhd &1 CBT & cafed & 3maTednsit
A QU F ol gl BRACHING & garT qff & &l gl Treaning & 39
level @ G &R Tl g1 St AfFa & O 3ugwd Bl

e Integration of text Graphics, video & sound ,af¢ Traning # &35 #Av
Concepts it @y & W I § A1 skills $r Sofiagar 1 3uzer Far S g
'STgT current concept mastery, of earlies concepts 9 IGEEES
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CBT &I Integration of text Graphics, video & sound dr@ar &r fhar  &r
W §A1d & on average

10% 38T ST F T Bl

20% 38HT S F FoAd §

30%, 3T S & @ #1 3R

50% 3 St 3 gad AR @ B
safely CBT ts R Multi sinssory delivery system g St @3 STl ol
XA AT Tohell ¢
CBT & & :
CBT #I@el &l TR & # FHTERiTell il g1 H@el alel & S8H R $&
T $O A T@ell TS gl Ex- frdl urel &I g &anr, frell Topic ko
Select 3 &1 fFET Review & faT drer=r 30|
TW@ffie & ¥ Passive Introduction approach & @I IJg§ #H fAwedaw
Classroom lectures #.viedeotares me a1 text book me involve &I STcr
gl Student 39 g & dl& ¥ obtion karte g indvidual learning style
Jafr @ STt § S 6 Refdat e s geret ae 81 A1 38 Ferdr g
CBT # &gd ¥ positive feature 3 effect 98 & Igd & oI a1 AIHA
companies® fordr 3udnr & O s §
CBT is cost effective:
e J9 costomize AT ATd & g9 CBT programs Sgd #Hger g dhd &l AR
Customizable progoramer sgd ®Hgd @& ¥had ol 3HRcostmize
program,soft, @ off @& 20 & 100 d& Ty ST Tehd gl 3R FFamRAT Hr
CBT @iAfhd & ST d&ha gl Tieter fhAd 30 & 50 901 CBT & aAmAifhd
R ST aa &1 Sadr fFaa 30 & 50 per CBT d& & dhdr gl
e Intial costs ke a1 24 hours per day r 9frefor grca grem|
CBT & 393197 a3 T trainer fhder oY trainers &I T & THT W FiALTOT
UeTT X Fhel g
e CBT Programes &I customize & 38 W deglad ol S T T@IIEH
fodr 3maras 1 389 Training esA 3R fFAT AgcaqEl ®9 & reduce & ST
ol B
CBT u& adult Population & TTY ST T g
e Trainee Control & & gl
e Computer non-judgemental 3R non- thealening gl Jg T& Privacy
factor 3Udsy @Il § S learners & &H &Y &dl g1 i Ig Teh WATAT
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Yer #ar g1 revedial classes o # a1 FET T T IcaR &d THIT IATaAT
N H| T g traning materials H & gd g1 FFCYX tranee & training
proess ¥ TITd I T § S trinee satisfaction Selcall T ¢

CBT self-paced, flexible & undividualized %|

e Tranees 39«Y pace W T Fd &l

e CBT training &I HAGE HX Tohdl gl trainee T IITSRATI HI Fol
A & o

e Computers gA2m trainee & schedule & match & & gl

e CBT 3ual uR#aRe classroom & &6Y g Hehell &l 39« ol oX oy ar
Sifd W instruction provide &U&T 9g T FehaT ¢l

e CBT 3a trainers & g%d feedback &' provide &rar gl

e CBT = & @#T & 39« @ employees & deliver sigr Xar g1 safed
company & critical position &I maintain & & o allow FTaT gl

CBT s tireless :
o U A A RIS FIN A g ¥
e UE THUT Y IET gl
e TH &Y I AY frame #H IJg students F T 8 J&AT & train N
Hhell gl 3T el S Jolell A
o IE THMAR Tolel ATl ¢leidl I FTRAT dl I AT gl
CBT training activities WX dgT g 31 fAIT0T YR &L &
e JE management system,trainers @I progress and location @I track
A & oI 3Teey Fardr g
e Ig online ST &¥& g IdT 9T & & & trainee & sl A T &
STt e |
e IE training H YEJd @ IS information 3R quality F terms H
consistency provide T gl
e I I training 3TeldT-3eldT work-locations 9 gicir gl a9 I® training T
standardization provide T gl
CBT resources & Sl H HFH HT Thl g
e 39 UF 3HRF traines trainer 3T Ytd W HHd g S&fd RGeS
facilitator 1 g trainers = TEIAT Fd § JA9-I9 trainers  H ST glar
gl
e TE W centralized training RAeT Fr FA 3TaRTRAT gl Bl
— oY off =gfeara situation & or best .
— & particulars situation & o fine.
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— f&dT situation ke fo most 3ugerd A&

Blank-f&&Y situation & fadr inappropriate.
fasw¥- CBT upgrading employees & o teh gHm@RImel 3R HIST va=
e arem method 8 HHAT § W FHRT a8 gar g1 CBT &  farel
programme @& commit & & Uger HGHh ITg fARTd &er gem e
CBT 39y 3maegssanit & fo¥ best instructional method g 3ar agiI
afg vEr g § o 39 ARET & wehd § fRE e @ CBT 3mudhr
HTERIFATHT &I suit LM
T performance support system UTe instructional programs, off the
shelf, customizable or Unstomized training and independent study
classroom, ar off site classroom training.Best product & best
provides @I select #&r & fordr additional work $r 3@EeIHar grar gl
AR FE critically 38 W AT glar &1 & 3w FE awE & Sg3uAeEl
CBT festure &I 3maededr gl 3@ guide & & I8 Faam 3R checklists
A9 ¥ IR decision oA H FAgg HLIN
TS HEAST T Jolem H BT AR mid-sized companies FmEr limited
CBT option find & ¥+l gl off-the-shelf CBT programs, most
effective 31X most offoradable training St ¥ companies acces &
Fhdl &1 3% o g Fhdl §1 9 3ugFd customizable CBT programs
find T #F 8 Acg X Thd gl ofehd customized programs HfRad
g 3ot g T & aEY Bl B
AT HEYIST SanT training o« AT off-side classroom  #T I BIEY
FEA13T & fordr gswaemel f&g g g1 3afed setting up 3R operating on
site classroom & 31X ST resources I TGRIHAT U8 Thal § dd T
Frufaal time 3R material @&t offer T THAT §1.
Theory # @& 3R mid-sized companies @I performance accessing
F H STET WA AT gl g1 relevant distribution ar ar off the-self
I customizable Im customized product gRWl  perfonce support
system SAfA 3d do a0 dem IRM@e fufa & & 3 ar ar
customized g=¥ =ifgw a1 off the shelf ar customized product safed I
oI TEUit & fav unaffordable & d&d £
oIl 3R mide-sized companies, g@{r companies fSsh 9 FHTA
training needs § & &Y 3T U UgT H TH wider-range T Ug T
Fohdr gl “learning consortia” FTRT T companies AT AW A
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customizable I customized training & WG Tl & IT A9 CBT
classroom & &g FHT gl AT 397 CBT classroom &I on-site dTe]
wh off I fFar o gehar 1

BIer 3R mid-sized companies T #1$ training strategies &I rule out
SN F Fohdl Sl 3dehl STl B QU F Toh o9 ddh dg TR 3Tcles
fasedt Y o7 @t o 987 & CBT option #Arhe & g1 Bad & Iga @ 818
companies @I training problem @ effective and efficient g 3dclsyr
FTd g1 appendix # & 3 resources #I list 3T HFIAT A starting
point & computer based training product and provides &I @l &
FT & o 3Tesy FCr g

(v tfeewlor) Distance education : An overview

Distance education &1 § ?<ar Distance education JHGTeY Hdfcd#d &
? Effective distance education, key players in distance education
reference for further information.

Distance education Far1 & ?

ot & & W e gRadet 3R shifting market condition & T
budget & Fgrr foar 3R RAf@F 3@wRT Fr Fgrt American education
feew &t galdr & o &1 sga @ dwf0s §wm¢ distance education
programms & &FHFAT FEF 3H AT F AHAT X G gl IJURT
TR W Distance education d« gdr § 3 teacher 3R student's
physical distance 3R technology gaRT 37eleT 8l &1 Instructional gap
@I bridge =T & ford face to face communication &I 39T & gl
FaT distance education wHIEITE & -

gy fagaredt o 3em & Suer d@a § Sigem & Face to face fRram
gred el arer faganedf Distance education 3R Traditional face to face
education & JolcHS HJHYUTT ¥ Ig AT Bl & 6 oqey @y o
geaT 3R gerar traditional face to face education &t g JHTERIeN &
ghar g1 alter AR wleZiffidr instructional tasks & fow appropriate
g ¢ |

Distance education ¥ appropriate g gl

Distance education &% deliver & ST &2

Distance education & 9rd Jgd ¥ Hicdiffie @dweq 3ucey gid & ¥ IR
AT AT 7 3ma ¢ |
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Voice-Interactive technologies of telephone audiocon ferencing 3i
Short-wave radio,instructional audio tools & 3md &I Topes 3 radio
passive audio tools # 37T g
Video- Instructure video tools # image & slides pre-produced
moving images ¥ (Film,video tapes ) 3R audio conferencing & @Y
giEAfIT real time moving images 3Tl &1
Data Computer ga=T &I electronically #Sdar 3R receive &ar g1 34
FRUT term data &1 9IWET 39 instructional tools & broad category @I
describe & & o Far Srar gl
Computer application for distance education.

e Computer Assisted Instruction (CAl) Computers &I T& self-
teaching machine T TE 39T Far gl Individual lesson &

wEgfa & fer
e Computer managed Instruction - @&FgEX  H  3GA
instruction &I TafRFYd w1 IR fagaf@at & records 3R 3Afa @l

track %t & o aXaT g1 Soacae ¥ad HFogel & &arT delives  &er
N WA 7EY g5 T CALCMI & @y afFAfad ghar 2

e Computer Mediated education - (CMI) Computer application
I faFaRa &ar & S Instruction @ delivery & gfaurcrAs aardr 1
Examples includes-electronic mail, for real time computer
confercing, and world wide web applications.
Print : I8 U 3R dca & STer ¥ 319 IR delivery system f&ehola
gl dgd ¥ printe-formates 39eed ¥l fS\#d Text books, guides,
workbook, syllabi and case studies 31 g1
Pl dehelir Hafeas g2
Il diedlifafd distance education #$r delivery & o ot &1 sfHer
farmer 1 educations & technology delivery & s=&r instructional
outcorners W &A1 ST dIRT| 59 TAGT I THTERITT §olld & oy dr@er
el T Sl W €A1 &1 content T SRl W delivery system @i
select T U UgS €A el ATRT|
Example-T& #HS§d print component SJET @ SAGT basic instruction
content T& course text & form & @ # readings,syllabus, 3R &=
#T T schedule.
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e Interactive audio Ir fafsai conferencing @& @HAT H face-to
face interaction 39estl IRIT g1 I 8T T expert & content T
& forr 3R guest speaker @I incorporate e & oI TEA 3T
3R Cost-effective aliar g
e Computer conferencing a1 electronic mail T& Ir A% Class
members & message HSel AT T TAR & FALTAT HI 3TAT I
gl ¥ students & &1 interaction &Y Serar gl
e Computer lectures 3R Visually oriented content & present
A & o ugal & Reps video tapes 39AeT fFA ST T B
e Assignments @I distribute &= & ford fax 39Aer fHar ST Fhdr
gl students & assignments @I receive #d THAIT T feedback
3YTSE I &
e Educator &I &&A gl technological option # & HEUEN Yddh
Tl HTT 32T gl U instructional media &I mix &&= AR d@s
aral Fr H@EeFAit Fr FHASER 3o instructionaly effective 3R
economically prudent a@i& & 9 &l
gaTaemet Distance Education :
waraemel distance education programme HEURNGFT sl 3R focus
understanding &I course requirement 3R fagardfat i FTWET FF [
FEAT ARFH T g1 TG delied % T aR & Tl o7 Fohall & 3R 05
dcal ® EaRd & & AT ST 319e¥% gl Distance education
programme & faFfad &= & foF *fea o\, sga @ & @R
FEABT & gAY H@ GF Sd gl dkdd # distance education
programme & ¥ha s & fod ezt faculty,facilitators support
staff aur administrators & fa&aia efforts & I &1
Key players in distance education :
farT f&& 7 ersq 3 key plyers #r distance education # fasr 3R
3o ¢arT face S FaAlTAA HT qUT Hd Bl
fagardt - et @ instructional SWET & @FsEm & distance
educational programme 3R 3§ g GE® ¢anr field & T ARt
W Syer fFar STar g1 @ U 9gd Agcaqur feear B Remfdat i gufie
HAHT § @A Ig Th AR F & arell HA gl gEer e @y
S, AAGER Toiell 3R g8 instructional content ST 9grm =T § 38
THASET AR A F&T 9 instructional @ delivers f&ar Siar & sgd &
geAlfaat s &1 FifF Rl R w gl @ e e
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backgrounds 3R inteerts @' share &Xd U ARG 3e8 FolH & TR
teacher & personally interact &t &1 Hler Aedr g1 @b 3rcrer-3rcrer
class participates @ SIS FT Jg TH 3ITOT IGET 81T ¢
Faculty-distance education @I d%erdr & 91 faculty &1 & g1 &1 T
class room @ setting # instructor # Ig ToFAEdY g 1 course
content @ assemble T, IR AT T FATIBNT F FHASES A
&TAAT & AT HE 38 aRE & o # $o _fkse gaifaar andr 8
For Example :-

. Instructor &I @If@T $r ag I9er AANTATIHT I FHSIT HI &HAT &l
fafaa & 3R ey fogafat i Swar 1 & & IR 7 @ H 3 &
face to contact grar

. Teaching styles I @R # &l W 3ffgel doleT 3R audiences
T TRt 3R 3mAHT W AR Fr

. Jq T 39 70T HfAE H g 99 U FF H F§FAS H faRAd
AT |

o g ts Rawes facilitator 3R Content provider Hr =g
gHTGRMMe allh & & H|

Facilitators :- Instrutor & o I8 gHeT ®ISHE &dar &1 Ig instructor
3R fagzmedf & T v bridge &1 FF &1 &1 T facilitator & THSTAT
IIRT students &I TG T AR instructor T expectation H FAgeaqoT
9 ¥ facilitator #I teacher gaRT sa& 1 fAgeT & follow & @IfRT
SgT W budgets 3iX lesgestic permits gd & on-site facilitation T
${fAs#T 9¢ ST g1 9 equipment & set-up Fd § assignments &I g
#d gl proctor tests, 3R 3T AT ¥ instructors & on-site @
AR F A e BT B

Support Staff- Distance education enterprise & d®heldl & YIS 5
drelt @ off Sgd 9T &Y giar gl AR ¥ Rearw e & &% programme @t
Therar & o @ raRd @t 1 ewwsar g@dr § 98 Sgd
gH@eer g1 998 d%e distance education support service &Rt @l
Siedr g1 Toad el & registration, materials  duplication and
distribution, textbook, ordering,s securing of copyright clearances,
facilities, scheduling, processing grade reports, managing technical
resources etc. 3Td &l support personal Ts AT AT § S distance
Education afforts &I Irr-aryr 3iR track s I@dr gl
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Administrators-gegi@  asministrators T& institute & distance
education programme @I plan A H IgT YHET A gl GHE
distance education administrators,idea people & 3% gd gl
JfFer hael 306 & ganr fod Sa g1 3 technical 3R support
service personal & AT AR FF aad § 3R TAegead =a § &
institution & academic mission & W HE & I technological
resources T& AT UG ST @ &l HAgcaqul ¥ & d Th academic
focus &I cHaffyd & @A gl AR 3¢ Ig realize wEar gl & focafdar
#$I instructional JT&AT T FASAT 3T GFAERT &1

TSgHAAST YCATSE

Sar F #@f ARA Iea § % EDUSAT o Togeee dcase ISRO
(Indian space Reasearch organization) & gaRT 20 fAdFaR & dieq
fohar ar=r ATl 3 UCATSC HT HTT 32T 3 HHT ool &l AT Fered el
g7 S F U F A HRAT &F gy &SN & Ial F [T/ § TUT TRt AT HioleT
AT ST Hhdl 3ok O¥ FAST FS TR TSIEAT  fAew &5
(NCERT,CBSE) 1 Ffaaif&dr & carr garfad $ el &1 T @it Fomrdar
Ueh TCBAT TedRAT H gldY § TS 9rax uigus Uoieeeled ddT &iHAd soldh
a5 w1 F o S1d &, 38 AT FoAASl H Secided Ul Ald Seeided
FF off 3ucsyr g1a &1 3 arar auf &F FerEr 50,000 'SecfFea effedeqd
(education institution)ger STTeT|

ST o gF STed & 6 s U TEEAl tediRAee H Harfeld @I, ATl
3 388 Fafawes ST 1 9gd 3RF d&ar H raRTSAr AGT gl Hael
TT & NN A TR A Tg FARS FATeld B ST TR Tg FelrdS Iger
¥ Puia & § vog@e (EDUSAT) & ®errar § garad @1 sl ag
Frdsl ool 3 & gl 5 & qgeds W &g TV Wamd gid & 3
FodsT E. WEmEE H BrA F gl O Feggee 3eUS X Fehdl § dum
39 TR ¥ SMS & HeIdr & &g T U2 5 HHhal gl 3H dg Hr
FATIST HI Tellel & foIlT TRl TUT Pkl H Th Fegided RAGT AT gl
V| g cfHTa 8 gddT & ISRO & gaRT Iafad TRel dAT Hiclall &
AYd # aRkator fav oemd o7 [/ g sy 7 TRa dur Feew I8 RER
Fo N ga TligeT 95|

Yg FAMST Th dodhells & GaNT RS ol FFYl W T Blgd & §9 H
TR HT IAT el JAT 3o Soclalc W Y ITAH FAT ST ThMM| 3H YhR
T Th & FARS N FHS IR AT ST FHha|
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WER & & & 7 T CFAAIST & GaRT HF FXA HI HIRA”A FX IJGr
gl
Y e & &7 # EDUSAT sgd & 39l g1 & an faurdf S 3=
R e FE TRS § 3¢ ST & FA @I & IR THIAS THfAwUe
Sraw & fAem grea g dehet|
30 Rg ¥ s o Al gor & e off &l & gy Riem & #AegH @
YT uIcd FX TR TAAH H ACASS FAlAlS. & GaRT Fy TR FAGT
TFadl FEHA T W} &1 e quaR &5 IR fagardt fRar urca & w® R
dcage cFAST & garT educational television channals # gaRd
fhw S W &1 DTH(Direct home)sr $t 38 &7 & 9gd & HAgcaQ@ ANTEH
gl
ARTLT (Summary)
1. FFYY W FAUTRT UfAGT0T TEAT 1 g FFaar (flexibility)vera #ia e
Ir Ud F R Y AT 39y T S Gahal g, orad 6 et @
TWRT & AT 31 Y - TUT 9 @I T Tl
2. Computer based training dg ¢feer § St fRefT Computer &1 9aeT T
Forg P RE Sicd Yo 3foady & fow &1 s=dr § CBT & @y, e
FFYEY 3R AFCIR & TIANT EaRT 39T 05 ATl gl AT JiIefomef & uh
STCaRlTe WA aRT AERIT & 5T A §
3. CAIl Computer Assisted testing- FFegeX & Aregd ¥ fAdart & Bfaw
FAT| ¥ FEgeX aTe ¢ & fod dFfeds orsg §1
4. CAL- Computer Assisted Learinig &¢I @&l U&k sl hl dlg 39T
FAT S gRFEARSE AT 9red = arelr TAfd & A FTar § ¥ class room
training &FggX dg 30T g off gfeor faeh & ST blackboard ar
handout #r g AEAF FT TEAT FAT L
5. CAT computer assisted testing - &Fgex & AIA & oy <afad #r
HFAT| FFPEX W FC o § AR Forogex 389 Res &6 TR aar g1 CAT
3iffrhda Computer based training & 9rar Sirar g1
FAFATH 9T (Exercise)
1. Computer Based Training & 39 T TFST 872
I fha gR 39aET g
2. Computer Based Training fhdey R & gl &1
3. Computer Based Training & &1 @197 gl
4. & W ool |

1. CMI (Computer Based Instruction)
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2. CBI (Computer Based Instruction)
3. CALT (Computer Assisted learning and Teaching)
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gehTs - 18

T dehoileh

(Information Technology)
SIS ST FA@T (Structure)

18.1 Introduction To Information Technology
18.2 Computer in Business

18.3 Computer in Education

18.4 Computer in Trading

18.5 Computer in Entertainment

18.6 Computers in science and Engineering
18.7 Office Automation

18.8 Education Management and Engineering

18.0 322T (Objectives)
$H AT P Tgel & TR §H -
1. Information Technology Information Technology # Scope, Office
automation
2. Liabirary Management, education management
3. Education management daT communication Technology & s #
SATTRRT JTed el |
18.1 FEAIASAT (Introduction)
ggd ¥ R F d¢ #R-UR [FRfAd gl g A Information
technology 31@Tei& @eil $ ok # IR Media & & 918 SR §3 &l I8 STTHIT
AT @ @ I ¥ fF gA W HIA W Media Stories,Information
Superhighway, Multimedia a1 Internet & avoide &I Information
Technology & ¥ uge d sgd s gl 37 Information Technology gAY
VTN & FEF W Y 974G 51 @ E
afg 39 nYfAE T A WA gl § 3N Vo o a6 & [ew & S
IR AL & A AU AR Aell AIfRT 19! 3MeTd grem 6 g§H 3oTehel 379
Daily life # 8t New Technology 3R si& 30T &7 39ANT T 7 &l
Information Technology # &%t Dramatc changes 3™ gl & AT Uegdl
Information %% Electrical & Mechanical devices i@ Typerwriter,Calculator
and Telephone & &5 H Process @I =T Calculations ST Calculator garT &r
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ST AT A UH FEST A Type H ST Al G FerST H Y F e Copy
Machine @& o ST SITdr ATl Secret aries & gAST Phone &1 3ccR Jid &l
gsdr o1l Mail saed Printed form & #ST ST Thar AT 3T A IR 3YSHIOT
Automatic g & § 3R 3% garT sgd & Function control & ST #&hd gl
Microprocessors # &, Computer chips St & HAUROT 390N HI TH
IFYRYT 3YROT HT g work & @7 Capability wereT aa &1 ofehad T
Aded ¥ A8 § & daa vh & Machine 38 Improve & ST &l g1 Most
Dramatic change ¥ g & &¥ ¥ @R OIld information arelr device digital
highways & connect & STdr g1 Technology advance gt ST T g1 sdfeT
ggel ¥ isolate fields S& TV,Phone,Computers @I T& AT I@T Home
Shopping,Information,news,and entertainment & fo¥ ar TR =E & Thd
SehT demand g1 fheT @ 8@ &2 information technology wave #r f&@% s
criet ' Rg g o T 39 ¥ H I W &1 39 715 wave & O R 89 &
T 3mIeRt &R 3R @1 gEr el WX digital IT & concepts 3R application &r
TASET US| 39 U6 H gH 39 GHAS $I IJET & continue  HETT| 3T
information age, information society & knowledge workess i€l terms gair
gl 3R 3mead w3 & sar Fr Ades g1 ¥ 3R 37 WA terms FE gge @
3R sART FA & A1 information technology &1 gART life & dgT g 31 Agcd gAY
life 3 s ofFeRr 9T W@ &

What is Information technology

Information Technology Creation, gathering, processing, storage 3i
information & drlivery 3R 3 process 3iR devices &I refer &dr g ST &
el possible sAT g1 37 devices 3R processes & IR # TG ST 3T
life 3 carrer & € 3T IR J&T a9 &1 T FHA A information
technology &arT handle fFa ST 1 3eThel oPTAR dgd o & &1

For example - %o dTdl 9ga chematography 3R photography & process
A FFrg ool 99T o8 6T S1d A 39 FFgX, cameras H processing
later & 3R editing room # yIwET &RT ST g1 information technology &
YgFT g1 R gl o9 g

Information Technology A & &A il disi FX ThdT &l

e Information Technology raw data @I useful information & gRafda
I Thdl gl Fodal HIfGT TH college & test & IS F & T & TR
SIIET <ol #1gr gl o 39 37 fgT dAR g dohd g AT 8 Fehdl g 31T 3o topics
9 ST currently T I§ & 3TOT A1gr <l QX semester H 3T A & FF aIig TR
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FWE A TR @A information F turn T & T 39 38F TH grade H
dgolel T aLTRAT &l Fifeh Ig 3Tl overall performance &1 measure gl
31 teacher 39 o g 0T W f&6 319 pass gier a1 fail.
Information Technology processed information &I recyle & ¥l & 3R 3
dat &I g@dl processing step # use & Thd ¢ |
Example :- 9gel & processed data g@dl information & ™I combine &
38% impact & §gT Tohdl ¢l dg grade ST 3T Tk course H WIcd &Id & dg
39 3T course grades & I combine T T Tehdl gl IMIHI quality point
average @I calculate &t & ¥ Ig U Fg3wAnh goar g1 Ffe IJg
single grade WX 3R § 37 AR tests # & ST 319 ol § |

e IT Information @ @ form & package X Tshdl ¢ AT Jg THSTA
# AR 3w, AR mve R 3RE 3UART g Adar g1 3% @gdriedl AR
quality point averges desending grades & sort &g ST Thd &1 IT T dIC A
fo@ a1 @&d &1 Ed 31g Sfeg & 39 class mates @ oo # 3l Rufd
&1 9dT &9 HHhd gl

I FT YT IH
Processing information & %dd T step § 3& §3 process H ST information
processing cycle @garar g sd  cycle H 9= step gl

input,processing,output,storages and retrival and distribution and
communication g¥ ¥&I # computer hardware or software use f»d Jd gl
Information processing work

Information processing cycle <@ endless ways #H I@I JTdr g1 I FA
ol & [ T& process F dFdd H &I & TSl U typical application 38
A aF T AT B

Example :- T& aircraft industry # U& airphone @I test &l Sm@r gIi@rd
IR FA A gl FFYX W test F&AT el aircraft st 39 33 § AW
gfaursis g1 & airphone & model # ¥ etemperature TS pressure ST drat
#Y T FHhd g1 3o sectors ¥ Tk output el X computer #H sTaaR colour
image # deor Q¥ S &1 ¥ interpret =T & O ST I 89 &1 3T Tg
picture screen W display Im printout & ST FHar &1 3R aF distribute 3R
store ®T & ST g1 FHIJ TS entensive service ST & d¢ g7 T tests
complete gd § 3R a9 add # 33 I § 3R T el
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Information Systems
9 39 Information technology & &1U  interact 33T @ 3T &ddl Tk piece of
equipment & &I g gl dehl Tk interconnected parts of expending system
% @Y involve g SM3REI 3 g information system & ¥ A STl Hr
FIRNT FA B
Computer T & ?
Modern Information technology & computer &I Te T HAgcd gl I§ G W
§Y 8 TehaT g1 IT T 39k 379e] UIeT HUSRER & H, 3T desktop W 3T
Y 39 briefcase # AT MR GiATHAINT & co-ordinate &I U IMTehT €T
H, T Hs Y size g Tohar IR FE W Y g THAT § I§ TH electronic
digital computers FgaTdr g1 39 @ ¢ fh 5 d=il el T FAT AT g

e Electronic &1 #Aded information &I process &« & oA computer
electronic components use &Idr gl

e Digital &I Ades g f& &Fcgegr ag digital singnals process 3R store
FAT § ST Binary TEa€ 0 & 1 W 3aRd g1 ¥ &f geuw R s uhR &
data ® represent =T & fold combination & 39dRT #r SAT &1 57 data &
words, numbers, sound, picture, movies 3¢ & gl

e Computer &I Aded dg 390l o data based & T& instruction &
programme @gelld gl computer # store & Srad g1 3R 9 3UAET H a
JTd & a9 automatically include g Sira g1
System T § ?
T& system fR&ET specific function @ perform & & o @I # operate
gl arer related parts & set gidr &1
Example:- S/r & 39 ggd §1 3M9% circulatory system & 3797 i e, B3
3R blood vessels 3m& WX A blood 3R energy vafgd Ha &l
Information System 3=g system Hr Rg AfFe= dET & Feaax Iaar g1 3R
3t Examine & & o choose AT glar 39 components I1 system
depend on scale #H & FIT consider & ?
For Example :- T B¢ T T Tdh IFddld computer TaT system gl @
9@ Keyboard,screen,printed i@ components g T #f t& engineer &
for I8 subeystem FEATdr gl 93 TR W Th FHFogeX T TAT component gl
3 TR W TF FFOGEY aAcash AT organization & 3T YN F 3T &I ¢ J§
system @& U&h 3ieled spiral T g1 Sif 98 & 98 system & assembled grar
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g1 ¥ "R integrated interconnected components 39l SRRT & ITER
information 39cied I & fod design fFF s 1

People

Information System & 3& A% JgT dF Ug o gIiAc el I ¢ ofal 9 AT THhd &,
AT §T b ¢ 3 deald circumstances W react o Thd gl 3T Jg@r
W A g drEl & fod room @ 9gIar 81 Geoarge Formandees colony ST e
leading counltant §| #gd g1 & gART Industry # information 3&afead & free
gl 38 I & fAd *IE AR HIAAT FEr HwEm BT 39F analysis F
SOHT FIT Adeld &1 Saer higly pay fFY & jobs 3 &l de o7 @ & S Sieid
g & 3% field & 35T knowledge 3R skill I s & o information
technology &I fhd YR 39T fhAT S @M@U| & F© @El $Hr minority &
computers & 3R IT system @& design & gl §8T Mojority # @1 end-
users gld ¢ 3 film director, dancess, athelets, managers, office assistents
TG g Sl HEYH & 39ANT aXd § 39« &7 Al 86 T end-users &t

3ME-9  information technology @7 entire business gdr gl Information

technology # &#-ggX key component gl

Data #Far & ?

Teh Asgaly Data & individual facts statistcs Ir item of information $r aig®
raRa a<ar g1 g9 3¢ data Fed & S raw materials g & information
processing & fadr gid g1 hardware 3R software 3teeT & design 3aT select
T T STa g1 399 &g data @ process 3R present HAT FAT g
computer & application 3R 3% gaRT process &I ¥ data F ITI
amazing giar & letters 31k numbers arelr data @r range simple data &gerdr
g1 3R sound and videos complen data FgarT g1

Data 3§ 1€ &1 it g =ifywl

Information &T sE1 Majority & 3mF-9F Integresstines 3R charaters & lists
s g & data @I collect analize 3R distribute &A1 simple @&l g1 39 @&
& data simple data @geld gl Fifd T 3= FFYeX datas A Jelam A SAmEr
simple &1 UBd $© 6l # 3 dW@ & dearcd 3’feded # 3 - complex data
St %ael integress 3R characters ¥ sgd M &

Example :- Video conference phone calls, sound, movies aur animation
internet 3R business @&t # routinely 3wdRT R Sa g1 s@ %l g
information @I handle &% & oI $& W @ell #d §T computing power
tcenendous increases & H#d U gl The libarary of congress St 3mdehr old
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recordings g+Tdr 3 old movies @rdr 1070 & 1920 d American stage
entertainment & period g1 37 TRg & data process 3R distribute recently
39 deh o1 TR T

18.2 Computers in Business

39 §H WA & T FFEcggr business & F4T rote play i §l

Transection processing :- 3if¥&d® business & ddWd activities supplies &
arr Transaction F&&dcdl I HEdeH & involve &FaT gl computer 5
transaction &I HHT §aT THhd ol

Home Based Workes:- 319 Ig dgd 3T & a7 § fF &F 30 N W W
computer & office # W@ TH computer ¥ NS Tehd gl IoThd 3ifbs T HWS
FT W 9T FF T [ &1 T teleconecters traditional connectes & a1 3R
Te I FO T T W #1IF aa &1 communication & &1 Ig JA9Iar Home-
based business @I start 3R operate &= & o s AT I & &
Desktop publishing :-@eH &3 ST & business litecrature & produce e
HFFYX & business # 39A9T H & UH gl desktop publishing programs ar

sophisticated, brochures, price lists, newleteers 3 book-length manuels
# W §a1 TR g

Financial Analysis :-Financial analysis 9@t &#usit & perform f&ar arar gl
N7 numbers 3R I gl & 3TIET Feh investments, sales expenses,
markets 3R 3=F 9gI3HT F analysis F THd &

18.3 Computers in Educaction

Computers Fgall # da & 9ART 6 o7 I g1 579 1970 # apples &' introduce
fRar s gl 99 341 impact limited a1 Fife educational computer
programming poor & SiE-sE Technology advance gidr 31§ educational
software elementary schools & @& universities d& R FARI 9T T&H major
influence 7 3T

Computer & faemeff &I t& network garT gl T ATIAT &Il A internet o
Jgd 3r=8! educational opportunities Uyl FHATS|

Colleges # ST courses 39 o g &l 3«Thi 9glel & fold computers &1 39T

9¢ @ &l
For example: 30 text #& integrated computers application g 3&r & o5&

3T9sT discuss fRAT § g@X way H #HS & fodr 319 placed T 39ANT & Hhd
¥ F1E @ multimedia program St 88 text & match aar g ST TS &
3R detail # SI=THRT T & fAT 39 place website
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3R U topics S 3UF ford gger & selected g SR 3YMT IR THhd gl
Computer Fr voice HI UgdaA &I 7T ¥ 3R 3TF internet ¥ connection
garT ¥ education & o possible g 3T g1 & I 3 learning experierance
A T ¥ participate = THhd gl TEH I dgor X & & ¢l

18.4 Computers in Trading
Business 3R 3= fafdi==T organizations # training programms I improve
#A & for¥ computers @l &1 train a1 & o computers based trainings
F 3T F W 1 5E@Y 3¢ T procedures 3R techniquies Fr PRI &
T STl 30¢ job & ol STWa &1 CBP simpic & o/t TR &I g SeThiT
geled Xl gl I military & airlines # pilots & garT train &= & o & 3uier
Fr S gl organizations #H training programs & foF #ft information
technology 3& video conferencing 3f¢ 9X #RI&T foRam ST g1 aredidshar shdel
SHHT YL stage # §l 9 FHAT gl §1 d T 39l 37 gfaAar 7 o S g
AR Ig EEE FA § S 3T AT FE gl T 3G pilots A train H F
ot 3uAer @ S # 39% 0@ cockpits # @ RAr arar @1 SE ¥ (e
Maneuvers & J3 U sensation & experience & Fad gl HR 3% handle
FET AEd g
18.5 Computer in Entertainment
FFegeX  fRdr production Ir perforamance @& enhance @ create &
intertainment A 39T T STd §1 Tools sgd sohisticated & & gl 37
el 3R Aol T UgAlT AT olITHA IEHT @ g g (film 3R
photography # &
Movies:- Computer big budget arelr Movies # special effect der &=t & o
widely use & St g1 3R ¥ production process & aRm film & screens &
9> o sHeT Sgd 39T fRar Srar g1 S fF Movie Death Becomes Her #
Model Marys Streep & f&X &I turist 3 T 15 HI RE FT f&ar Jrar w=m|
Music Software # 39 319 g& & Music ST Fhd 81 AT record & FHd ¢l
Teh HFGX & AT S & Te Stereo AT syntherizer & Y connected § 39
YT Music compose & Hed & 3R 38 T Fohd gl
Animation:- 9gef & faf & Bugs, Bunny, The Road Runner 3R Wile E
Coyote &I Agad ¥ gU A goRI d¥dRT # g costoon & fordr frome fRar Srar
U7 9T 319 computers 38T HIHA F Tgd IR T T H Thd gl
Sports:- IfE TH baseball &I pitch A & ice T spin & excute =l & AT
ski jump take off & F FIg perfect arHr § dr computers 38 find out &
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Tod gl Best athelets, Sports trainers, 3R kinetic specialists motions r
analysis &% projects @I establish &I T&d g1 3= athelets
3o profiles & 39sr 3T & compare #& 39« styles 3R movies & improve
X THhd gl cray computers ski jumpues W air-flow FI anlize #er & o
Read high speed @I 3R blue low speed & indicate &dr gl

18.6 Computers in Science and Engineering

Powerful computers science 3R engineering @I practice # dynamic
processers &I sinrulate &= & oy 3ART # o ST g

Chemistry :- chemistry 3R Physics @ Supercomputers # sgd
applications g chemical process computers @ exolore ¥ S g1 3R
faffieT reactions # 33+aX W explore &FF g &1 3R =T reactions &
ek A & oy @it &1 3uAer Far Srar

Medicine :- Human body &I ¥#ster & fod physician & IT &7 39397 & gl
3R disordess #' diagnose #Rd g

Satelites:- Satelites AT T H 39307 FY 0 §1 T TH 06 T g@ll
S WX Singals relay & &&d g1 T &l S8 & g aRl § SAlSe &l ST sTgl
gsdr g1 3 T.V 3R internet singlalls & 8t broadcast X T&dr g1 & small
dish antennas garT catch & fa a7a §1

Tropography :- Tropographyic image U.S geological surveys & supply &
T raw data ¥ FIF AT gl TH computerized geographic information
system @I 393197 & indicate HIT gl ?

Siermology :- Earthquakes @I 31zl oig ##Hsll & fold sceintisits data plot
A & o Froged F1 39T = g

Astronomy:-  Hubblespace Telescope most expensive information
processing machines & & T& g Ig telescope earth & 3ma-9r& & orbit #
launch far ar=—r 3R Ig atmosphere garT Uer & a9 distrotions & HFd AT
Sig ground based telescopes 3UART fRI IR A WM YEIT A
universsel # earth& data transmit &Y Thar gl

18.7 Office Automation

T FETT Ied office St fF automatically FT HT X Tg Th Hodal H SITCI

Fo ot 78 &1 Tl g¥arasl Computerized terminal 1 #gg ¥ s @ Maintain

Y S &1 & level & & boss & computers 3Yesy ady Siid gl St

AR WSl 38T {ET AT TAT 30 JEAT $HT 3 @3t & og-rar digd

oot & SART W grar &1 o 34T & g fr A afed =T Faid Hr
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HaaTe S Telephone railways 3R 3= transport library building services
S 3mer dr fEufa 3R brugalas alarm system airconditing, 9t adr fasrelr $r
geors s 39 SART W e B

g d d@ FEm3t o Office automation $1 I Ugell FeA I@T gl IFA 30 I H
typing, Storing, revising 3R textual materials Fr printing & =& Word
processing equipment &I facilitate frar SJrar g1 3T AT @Em o9
Computer 9X 3mRd communication system & electronic mail St @19 &r
T& electronic mode H# communication 39clsY &arar gl offices & personal
computers 3931 & dTel executives HT Fgdr g5 d&am well documented &1 &
e 37 offices T g 3ART Id ¢l o o AT & computer & ITIET HI
Hgcd o g

3T 8 &% office # automated office & components stoned alone system
& e functions & g dfafldfdl sga & 3N F T W & @ S
communication technology &= computers &I T& TTT F T &1 /-39
afafaferdt & sgora 3T @ B

3¢IgtuT : Word processing Equipment, electronic mail & g &t 39dier fhw
ST Thd & | Personal computers what is emerging a1 3% I 8§82 J§ T
Automated Office &T concept & 3iX ¥ e R & aReT fFar ST Thar &
Automated office T& Multi-functioned, integrated computers based system
g o faffier officevrfa faffat #r electronic mode #Fperform &= & o allow
T Bl

Definition of the automated office

Automated office FT §? Ig GEATAS IR Fel HI AT dH gl Tg§ Tk faedRd
Fwor A §1 I§ Computers & power @1 office works & g & &ar g1 I8
SEATAS Pl IR, AR FA T 3o¢ GIERT Gl T AT AT

Automated office T& muti functioned,integrated computers based system g
St faffi== office aifafafaat 1 electronic based mode # perform &&= & fav
allow &Idr @ Automated office & components 3R 3= H&T function S/
electronic mail electronically &3t type &I gT AJST &I A= & fow allow &
el

Telephone system 39dier @ office equipments &' connect &I H gl &r
THAT &1 Ig Hdd TH base- hold HIOR & &AM Yald &l &l & office
automation @I desiler S teleconferencing & o @& broad band network
T FIWT g g1 Broad band d&elies & @Y cable f&f#« channels # & g3
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g &1 & A9 & T TH 3T line T Vg act FT g1 I added capacity
e gaar & Faid # & o allow #Xd gl

Office Automation systems

Office system @Y create &I H, TIE =] H 3R business environment &
AT FATRA el H 394097 R I gl

United States d2T 3= &f #T service sector & dsit & Feldil 1970 & 3d &
I BT ¢l foaer sopnisticated office automation & for s/ar market furnish
frar g1 s 3myfaw office equipments 3= typewriters dictation
equipment, bacsimile maehines, photocopies calculateions telephone
system 3R microprocessor 3 gl

T FAT FFOPEI AT aF el AT TH network & BFEY FT R FF &ar gl AR
Specialized software programmes @I @A & o Srar gl fax, voice, main
and, telecommunication St f& T IR fRAT equipment & 31T BREY HFr RE
reform frar Srar g1

grEdfasdr # computer =7 type writer & TUMT, calculators & 3R 3= manual
techniques & I o foar § 3R ag ast & graphic design prodcutio
scheduling 31X engineering dedign &I overtake & I@T gl

Document preparation:- office & g&¥adsl FHAEIIAT mechanically 3R
electronically 3cde1 f»a 3 record g gl S letters spreadsheets memos
invoices T 3= g fHdr fafdse yeR & equipment W dOR R Id IS
typewriters word prcocessrs 3R computer Ir TR I paper A1 electronically
encoded & # save & fav T gl

S

Type writers- 1870 3R & & & o1 ST dtel typewriter 31 modern office &
ol =gl 3T gl I electronic typewriter processing software program gaRT
replace g & gl

Electrice typewriter ar @ individually molded €7q & 3IOT &EIsT $I  sheet W
strike &% U inked T coated ribbon ¥ garr fRAT STAT ¥l §gT & electric
typewrite @ T 37T ribbon regiment giar g1 St paper W ¥ impression &r
geIaT § Ife user sH&T AT a1

Electric typewriter &l o a3 matter 1 $© ereal A Fafgd Fa FHr atAT
@d g1 memory $ Ig &THAT FH FI THT Fellcl § T 30 T matter I g @
gfafafar dar &1 a1 T
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Electric typewriters 3R &Fcggd & &g & 390 gl electronic typewriter
fSrE# U microprocessor giar g1 St T&F & HTT points & Hiead HAT & SGH
flag words & g/ & St T "Spellcheck” memory # sgr 9 a1 gl

AEId: electronic typewriter, text §r rudimentary editing 9 & 9gel &id 2l
¥ e B liquid crystal display window & 39YeT gaRT foham Srar 1

Word Processors

1980 # Word processor @I dedicate fhar @ computers & & word
processing & fad &g # design f&Ir =TI Word processing & & - &Y

personal computers & fa¥ Software design f&& s Dedicated word
processors # multiple editional functional g & ST text & manipulation @r
facilate & g1

A ¥ text F fRAT document & fRAT ot point T insert & T &FAAT, text
H gl “Cut & paste” (text @' backsr 38T ar f&dr @y documents # 1
TIF W Jgae) search &1 AR text & F© AT & g1l Jg users & FAY
g1aT & T 9 entensive relyping & fSetdocuments & multiple sgea &I
Word processing software, type composition function 3R t& page layout
function &I incomorate & ¥HaT gl T printed page F lay-out & 3HR
electronically design & el & ol user & TAY AT g1 Word-processor
text & fRAT magnetic disc A1 37T medum W FIRRT Far o1 Fwar & o
6 ar s 7 39t frar o1 @ 3R R SRS W A3r document s & o
printer W TAAAIRA fham ST Fhl

Computers : - 20 dr @¢r & financial 3R 3= record (W@ arel & a1 dr
8T ¥ A1 BT book-keeping machines & gdarT, equipment' &I tabulate &%
a1 fREY 37T YR HT g electromachanical accountiong devices & garT foar
AT ATl Wl 1950 H UEY AMAT T dedr AT H mainframe computer gaRT
replace fam et o@m, §31, #gIM M Aar afd arel machine faieTerl 3regera
opertors Fr FT¥rd IR AT dAAA regulator facility E& overheating &r
UdT ST FhaT g b ST giar A1 3 39 gR $r #@Lfar &1 3o @ifaq &
I”T g1 remote - terminals & FTY mainframes, 39= 37197 monitors & JTYT
mid- 1970 & 39asy g I IR simultianeousinput F ¥ allow a=d &l
Municomputers &T 39elsY glT T far-less exprensive altenative gl
Transistors 3R micro- electronics @ 3 BIc 3R less- complex amchines &
3G @ 39AET H o I oge ST gl Minicomputers fSad & ugerm
general sgaai@e 3UART & foF 1960 & 39T fRar s/ 39 9 a@rfosw 3R
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R & # 38T aE %o 7 g1 Center processiong Unit (cpu) & 33 §T
terminals centralized staff &r 3m9&T individual user & direct control & I&d
¢l $© & @l A Ig TEH microcomputer AT personal computer(PC) giar &1 Sit
ARIFR office work proces H HE&T fHFT 37T FT 8

Desktop PC, 1981 # 3f&dca #H 3 arcjoetecture & wide adoption &
gRuTH Tawg Faer AT # offerdable §7 I g1 I8 T & AT § fF 8¢ office
FIhdT @ PC 39¢lsY AT S| Late 1980 3R early 1990s # &g saufaar
a1 linking ar “networking” &1 program ¥ fear|

JfeaR office @ & & I typing, book, keeping ,billing filling 3R @F=@RoT
electronically perform far a1 &&dr g1 $© fafse computer & 35aNRT § S
wordprocessing electronic mail, teleconferencing telecomuting 3iR
information retival

LAN-) Local Area Network( T& standarized system G Teh &Fdell & Ard
3T BT § A T & fAF §AR—r ™1 computer H Ssa F Y ST wew
graenferes fafer § ar § co-a rial cables garT SsaT| 389 A1 @idr & ,network
optical fibre connections &' 39T FI g AT 3T g computers FH I3
Jer g urar & ar network microwaves radio a1 infra - red radiations T
39ART X Fhd g Micro- waves radio H T dish-antenaft ST gsar gl
Infrared radiation # transaction & fo&r lens 3R & effem 3R reception &
o lens T TR gl g1 37 /AT ST wide-area networking & ford 3gaver
R ST &1 394 telephone 3R communication satellite linkage 3a &1

Text material St f& type a1 printed & & gdr § Us scannes Hr TAGEAT
fRdY computer # direct input fRaT ST FHaT g1 text F dgad & T optical
characters Recognition(OSR)software & #sd Ygel printed documents @t
electronically computer readable files & sgar Gar Sirar g1 T graphic material
FI input FA & o 3TAET R ST g

Dictation equipment - Dictation Unit & magnetic tape & ar 3=
magnatic media it f& &€ # types gaRrT transcation & o 39t R ad &
R FIRd & & fow microphone a1 record playback device & 393197 &d
g1 3YRUT AGMGeaeh §9 & Us foot actualte T controal giar g1 St & typist
A st reverse & fast forword &= AR fRET recording &1 play #Ra &
o T sarar § 3R 39 a7y 3T g1y keyboard F oprate e & o free
gid gl
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Office Application and desktop publishing

Computer f&sT O T sgdr office problems & solve & & AT gyt
demer @ gl R o 3iifhw & IR o e @ A e fded weR &
documents S report order contracts, from letters 37f¢ &r processing 3mfg
T WA gt &1 Computer’ document F a1, TaRd I retrieve T 3R
edit FAT print =1 & o oY g R ST TR &

U electronic office # computer 393l file & procurment & o office &
FToT & o 3R $aer d 3R asministrative &7 # Hg™IAr & H glar
office &I TERIAT & H giar &1 office & TEIAT ¢4 & o /A=A software
products 39ersy g1 ¥ word processing tools & MS- word word star chi
writer 3mf& spead dheets, lotus 123 AT excel 3¢ F1 39T FA U

MS Access & féa U f&aT offices & 3udler fRar Sar glcomputers desktop
publishibg & forr 3udler &Y STa g1 DTP & # text & &I documents
image 3iR graphics 3care AR fhd I g1 Desktop publishing & o &3
software & page marker, Ventura 3mfe¢ dedicate fF& s g1 @i object &t
size AT 3T parameters & adjust I page W fhe Far a1 Fhar g1 I
software publishing industries & newspaper production, books and
magzines # 39AT FT ST W} L

18.8 Education Management and Research

Education & @ # {@aRa 3T & ag e @@ a6r A gcd &Ra &
St W ¥ T F AR F T GO F R F A oo aRd B

Education & HTT 33T § AF AN 3Uced FAET 6T & fadbrd & dade
Tq YFIAr 39y AT

Education system 3mygfaie ATa @Fpfa T 9 &

AT AfRTS® SRl T ¥ T Afeadl GaRT ISl 9od FAT § ARdSH &
ST SIod Y A A RERE B e ¥, waa # ol ¥l 3R el e
¥ FafRg & S g1 98 Feenr R IFr RffeT geR B afddea g
gaaTaes Afafaferadl # 39T T JMAr g1 AETRRT g AT & GaRT S fAETw
frarel websies 31fg & carT grcd B ST THhar g1 IRVET =FT e
sifafaf=ar & S g foEar Frcggr W FF FET A W H 7TAT 81T g
Fregex RIfalT cafdd 3va afFdqera <gaffua s=if & o IT tools &1 ®ryer -
30T T g1 3R FFogEX H 39T I T ¢
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IT based HEJU rapid data processing, data strorage, electronic, data
enchange, data management, distant education, knowledge management
3fg & fo¥ IT tools &1 ®IEr 3T ¥ahd gl education system & 323F :-
Education & A&T 3320 facaidal & Rifald  Fwfaa wwer, el geeE,
Skills g g 3¢ AHfAd | fGART qur aAar & fGsfad & siuaies
schooling, teaching, instructing Ta@ coaching garT ¥ &« fFar ST dHaT gl
RIem Ao 3 B o sRf @ sgd FNT § J37 g3 gl S A O3myfas
Tepfd 7 @@ g JFdAr T|T F F T T99T  YE gl Sael & IJd dF
TolaT BT &1 gzt frarel w=el, 3ews 9 entertainment & YS! & GaRT
N A AT IIed I T g
IRT A education &1 FH
1950 & &Rl #Rd # faw afga British model o 3mamRa oY, Raw & glawr
hadl AT H TF AN Hr majority H & 3ucreyr | Ma & AR B AFATEIT gl
USAT UT| HARA T TIAIAT & TAT 1947 & IAA 9faud & T F HF 9T IgaT
IR orEsy § g7 A 3 ARG H v A F9dr o O Fhdr &1 T T
gfaerd & &H STeIdT & computer, RIfIT §1 1951 & T I WHRT ATAAT &
aRunAEaET AT # dgd JEIad g3 81 R WHR A 386 NS &S 5 5 ¢
S g Fearen, e @@ training & 3R fae 3uesw &eml radio,
broadcast Td #iIRd EHR GaRT T~ I
TR - HRAT @AUT F 8 & 14 AT d& & doal & fad fRew & geawr fFar g,
SH A o & sl & [ o WHR FRel Tollel IR JFA RAET Gl ael &
fordr fSFeR Bl
AT I UET ST 8131 H FH TRl & W ARG H Tl 310k AL H g
3oa fam 9Ra # 4,850 ¥ 3% Fgifacarerd va favafacarery g1 & 100 & &
4 AT 18 ¥ 23 a¥ & AT T 37 & 9T 3 g T FEABN A attend WS §
Sr 5 3Tg e Yo aXd g1 1976 & ugel ReT s Fr SEAeRr Y| oheg
TSR had determination of standard, technical g 3=a e & o FFAER
o
1976 # Us A fFAr & a1 fA&W T joint responsibility s TE| 3R Tg
}T U 9gd & Aefad alie & e H S W@ g
Education &7 TWWRETT J3feR0T 38 bR & TohdT &l
1) Formal education (3taeiRe fam) : I ag fRew § &wd School,
College 3R Universites & @ = arer Ay 3nd § I AMEROE:
Schooling Fgardr gl
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2) Informal education (3tu=TRe fR&m) : SHFT Adee 38 JHR HT RNew I
g S deT 39elr A Fr Siget & drwd gl

3) Non-formal education-ag feT FEr o Fgr gaRe T =EigaiRe e
q I g gl

4) General Education - (AT fRI8T) SHHT 322 &l § UH ANIRG Fellall
St 7o g, TSTFAeR 3R STeTehRT Jord Salrem &

5) Special Educaton -fafarse fvam - Ig fam 0@ «en A &7 g ger
FAl & S T 3491 vd 3aAd g1 FY U 3H RE F aer o fF 39, IE awy,
YT IT AAS dR W &G gl 3 & fordr fafrse Rem A= ge= axa
gl

6) Adult Education- (ca¥® fram 31« ¢ cgEw & fo faw qur &+ -
g ¥ Fafdd e 3ueey F A A A § o T ATH I RN HI
Iafeufd Ft TS AT & e AT F AIMAR TS G STERT Rl
30 Y g A9 3gaRe e & FufEa @ & O Aggem g1 wRfs S
f& elementary reading @& @exX advanced commercial, technical twa
SITHITAF FTRIGTOT TETeT X § SIEhi GaRT Yl hdd T gl

7) Vocational Education - cagamds fam - a8 Rew [@ferse afFa &
Job & o IR a=T & o & St &1 Technical Schools @ Secondary
School § St & fafrse ¥ & &fr 4T v A & O FRRa ¢ o &
3T technical AT &r S capentry, metal works 31fg $r JHERT FereT
FId &1 technical school & fenfiar =1 off @@= educational courses,
technical colleges 3R specialized school &I @ #r TR 9=dr ¢ =ir &
advance vocational 3R technical traning Je=T #d gl

8) Hard Human Resorce Development - 1990 & &Rl IT &I AHerdr
& TI-ATT tools o Sedr AT H ReT & & # 39T Far I @ IR
fgar s aRFIRSE classification @& s education system classification
replacef&ar ST H&dr &1 Education system T 3mfaes gaffaxor (>1990)

Traditional (IRGRTeTe) IT based Combined
Non-IT Education Distance Traditional IT based
Education
grey (fram)

Chalk wa back-board
UTANT &It
Education system # fet A& aifafafar s 81
1. Planning & monitoring : Long term, mid team, short term
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2. Ye§Yel TT gArH (Management & administration)

3. Review wommites (GfACT T FHGT =)

4. Financial allocation in buget, grants commission
go¢, Grant’'s commission T eI sSearT
School college, Universities, Examination boards &I gfaardr a{==l
faeareffar $r adrame
3o R8T $r [Affer araw
Research & development T3 & T9H

9. USWIR agencies ¥ TIH
Education :- oemefeT @t Tl & 3Taiehel Micro-computers 393 &R S &,
¥ Tgseed HF @ H 3R teachers & @@ H Tg™® g1 I8 TH classroom
H @Y fed T RE g1 I=ar & o &3 fRAawg @ programmes T computer
9 design FT S & SEH Gg™ar ¥ students 9T I R[AFR@AT = Thd &1
Y WA W #H & & 7gor i S Fehdll 81 $© programmable toys & g1d Bl
St fr it & 98 dr@a & Agg & @ahdl g1 computer & A control &Y
3R simple programming languages @r 393197 HY|

© N o O

Educational Research :- Scientific computer 31f®% o<l internal processing
N HAZed &I W FFH input TI output ‘& &TFHAT HAT & T §1 gfAamR &
computer W AT EoRT deferes I Y S 1 5o Aaten 6 arfafafer
S weather forecasting Meterologist asf & Ig a=d & & afc Mathematical
equations @ world wide data & supply 3T ST T&dr g1 I pressure (G9),
temperature (@9AR), humidity (3 3R 3= AW 3T questions
AT U Afad et om R ¥ A1 Affea Tuet o Fr g anfgd? e 'e
I U &I a1 81l MICR garm Encode f&3 3. Cheques 9¢ 3R sort f&a s
Fhd g1 ¥ 3000 & ufa fAee & ax @ u¢ 3R sort & o1 @& &1 A gologic
system & H¥a A R @iel Hr 3UTRATT Hr Y FTeH & B

Educatonal & Research Network

Educational 3R research network 1987 #H electronic HHET ¢arT Y& fHar
AT A computer FHWOT &I AR IFEHS IR RET community & o
39ele I & o foRar |

ERNET electronic department &T T joint project g1 $Rd &R 3R United
nations &1 development program (UNDP) 3§ #Rd &1 ggel TCP/IP network
set up St educational 3R reaarch sIfafaferdt & primier FEAT3T 3R rgEUTH
el # faster a1 & Tl ERNET project & H& &g § Internet access !
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software developers, students, research scholars 31k academecians &
@ instuties 3 AT @&l A 3Uelsy @l Another government
agency (VSNL)IE U H&IT ¢ fOd &I RO i1 da¥ Siddr & fow 3qefsy
#TS § | 3= government agency (NIC)

National informatics centre HHAIRT I 9T Tehellhl HEAT HFES, TSAY,
FAR, dosts IR 78 ool # UG g1 Indian institute of science, draR 3R
National centre for software technology Mumbai 3iR electronic
department(DE)New Delhi I TRg & = T 2|

AR (Summary)

Information Superhighway, multimedia, and internet 3& topic 9 news

stories information technology wave T & refer #dr gl
e Information technology & 3m9s life time # T dramatic change 3mar
¢ f98e networked 3R 3T 39aUll garT stand-alone 39&UT S type-
writers, calculators 3R telepbones &I replace & f&ar gl
e ¥sA TG Morden information technology & 39&I0T microprocessor
3R computer & chips I ST g
e TH IR TRET Y form & THar H I FIam ¥ text, sound, movies,
pictures, animation etc, &I 3= forms H &% Il T TGoll o TehdT gl
e Technology dsir & advance gidr ST @ &1 Ugel dTel isolated fields S
P.V., Phne, computers 3R radio & single field & coverage &d T 7
gl
e Terms information age, Information society knowledge workers &
399 At g1 & information aur information technology AR SiaeT 3R
carrer 3 Tk dgd & Agcayol fAH e g
e Information technology @I #dele g creation, gathering, processing,
storage and delivry of information aur @ processer it TFHd dTd gl
e Information Technology, raw data @I process # d&hdl gl processed
information & recycle &I F&dr g1 3R $FA €T T R 31T processing
step # use Far &1 3R package information & TH FF form ITNT I
Fedr g1 oaw & a8 s & 3E, 3fe 3revs iR 3R el @
b
e Processing information sad THT T& step § S large processers #
information processing cycle @garar g1 $& cycle & 9/ step gl Input,
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Processing, Output, Storage 3R retrieval 3R distribution 3R
communication.

o IT & 39T fFY 9 3uUT gAW T 93 AT & e @a & ar
related parts & T @< ST Y H operate gH T& specific function
perform #a gl

e Information system & S gEX system $ parts ¥ fAeHt a1 gd Bl
S components &gald gl components IT system ¥ 39 FAT consider
FU AT scale W R § 0 397 examine & & O a1 g1 | TH
oI f¥cFa &1 Funending spiral § S T larger H S &Aerdr g1

e Computers ada #H electronic digital computer gl electronics T
Aded 9 information & process &« & foad electronic components T
39T XA &1 Digital #des 3 31eT & binary digits 0 3R 1 # process 3R
storage & gl 3R computers & #Aded § 3T based & T& information
% ¥T W store Fd § S fF T programme FgaTar gl

e o7 ST computers & 39ATT YA H F & ford AR 379 perform Hr
gt & o X g1 9 end-user Fgdd gl

e Application programme & Microsoft Word, Excel ar Adobe’s
Photoshop and pagemaker ar & S 3T word processing fe&r financial
planning, photo manipulation or newsletter layouts forZr 3uger ad gl

e Data information processing & raw material § Data #H Integers
dates characters sound graphic movies animation 3f¢ enf&er g1

e Original computers &dd integers times aur characters &I process
FX Thd ¢ S simple data FgeTd g 3 computers process &l & fad
powerful 3R @& §1 SA- animation St & complete data Fgelld & &
process & & o]

e 3M9HI daily activities S airline reservation aarem weather forecast

&@eT AT ATM & 9T foishreretr 3¢ computers & 3 g3 &

HAFTH 9T (Exercise)
1. Information Technology & 39 &1 THST &2
3O% scope SdY|
2. Office automation ¥ 39 a1 A & I8 g gaR 39T &1
3. Write ashort note on:

a. Computer in Education
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b. Computer in Research.
c. Computer in library
d. Computer in Communitaion technology
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SIS - 19
(&Y TAGT H T deheileh

(Information Technology in Distance Education)
ShIS T TIXWT (Structure)

19.1 Introduction To Distance Education
19.2 Need Of Distance Education
19.3 Instrucational Distance Education

19.4 Information Technology In Distance Learning

19.0 322T (Objectives)
$H A HI Ugel & URAT §H -

1. Distance Education, Need of Distance Education.

2. Information Techonology In Distance Education.

3. Distance Learning promotion and edusat
3G & IR H SATADRT TTed |
19.1 9EAGSAT (Introduction)
Distance Education == £? a1 Distance Education YHT@mell Hdfcad g?
sthiFed distance education, key players in distance education reference for
further information.
Distance Education #ar &2
astr & g ¢ e aRadst 3R Sifting Market conditions & T budget
I Jord foerr 3R RAfeis 3raw’t # dgr@ American education & gaAldr & IS
gl Iga & Fe70w FEAW Distance Education Program & f&fad &t 36
A # HHAT W W@ gl YT TR W Distance Education dF gidy § i«
teacher 3R student’s physical distanance 3R technology &aRT 3ferer gld gl
Instruction gap @I Bright &t & ol Face to face communication &7 39T
A Bl
19.2 Need of Distance Education
gy fagaredt o 3da & SIer Wwd § f5ae & Face to face & grcd &t
arer faeardf Distance Education 3R Traditional face to face education &
JoRTcA® Ul ¥ I§ AT BT & fF ey W o geer 3R gemm
Traditional face to face education I g THIGLATT & Thar &1 e IR
gigafhr instructional tasks & faw appropriate gl -8l
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Distance education &% appropriate gid gl
Distance education & deliver $r Jrdr &2
Distance educatior & 9 sgd & Yicdiffie f&%eq 3uesy gid § ¥ IR A&
AT F AT g
Voice- Interactive technologies of telephone audiocon ferencing 3R Short
way radio, instructional audio tool # 3Td g Tapes 3R Radio passive audio
tools & 3Td gl
Video- Instructional video tools # Image & slide per produced moving
image s (film, radio tapes) 3R audio conference & @Y dFATd Real
time moving images 3T 1
Data Computers Hd«T lelectronically #istar 3R recive &ar g1 8 HROT
term data &7 YIWRT 34 instructional tools & broad category @' describe
e & ford foRar Sirar 81 Computer Applications for distance education.

e Computer Assisted Instruction(CAl) Computers & T& Self teching
machine $ &g 39T & &1 Individual lesson & g¥&gfa & o

e Computer Managed Instruction- &Fcgey & 3937 Instruction &l
qaityd w3 faganfiar & records 3R 3==ifd #r track aRar & o &ar gl
SECHA T Computer & garT deliver el & WA gl 9gdr Ieafd CAl,
CMI, & &1 |fFAfd gidr

e Computer Mediated education- (CME) Computer application @&
faeaR@  &Xar & S Instruction & delivery & gfdureAs serar g1 Examples
include- e-mail,for real time computer conferencing, and www applications.
Print: Ig s 3T dcg § 8T ¥ 39 AR delivery system f@&ed 81 sga @
print formates 39ee¥r g1 fo=1 e Text book, Guides, workbook, course syllabi
and case studies 3ma g1
Flerdlt awelis wafean &2
Il diedlifaifd distance education & delivery & o ot dr sffer e
g1 education I technology delivery & sa¥ instructional outcorners @
T ST TAMRT| 37 AT I THELAT §a0 & o @er aredl T SIAT 9T ST
ST content & Wl 9 delivery system @& select aXel & Ugel €T &all
EURY
Example- T& #HS§d print component I @ @ basic instructional
content T& course text & AT A reading syllabus, 3R f&sT $1X & Shedule.
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e Interactive audio I fafsar conferencing @& @IT face to face 39crsr
T gl g T TH expert & content I & fodr 3R guest speakers @l
incorporate & & ford F&@ 3woT 3R cost effective adier gl

e Computer conferencing Ir e-mail & Ir 3f¥* class members @l
message S I 3HeT TAR & ALEN & 39ANT Rd g Tgsed & dg
interaction &I srar gl

e Class lectures 3R Visually oriented content & present &« & fordr
ggor ¥ Repls viedeo tapes 39T 7Y ST T &1

e Assignments @& distribute #a & ¥ fax 39AWT fFar a1 ddhar gl
Students & assigement &I receive #d THAIR feed back 3Uceyr T gl

e Educator & &M@ gl techonological option & ¥ HEURN qdeh el
AT 3827 g1 U& instructional media & mix ST or H@el ardihl MILIAATHT
T FHSI 3¢ instructionally effective 31X economically prudent a@i& & g
AT |
gaTaemelt Distance education
waraermel  distance education programme HEUSIgFEd Aeter AR focus
understanding @I course requerment or gl Hr FTWAT B G AT
IRF A E| [ dheleh % TH SR & gell ST HWehcl € 3R gES dcdl &
AEaRa 7 & THAST =T 3Ma2TF gl
Distance education programme & R&Ad & & ¥ &feT aRsA, sga @
Rt 3R FEuit & §AYeT He QY ST g1 dkad & distance education
program &I ¥ha dell & fod faganfdai, facully, faceilitators support staff
3R administratiors & faEaiRa efforts 5 s &1
Key players in distance education.
farT G s ersg 3 key players @#r distance education # HfFwr 3R 3%
ganry face @I | YATHAT 1 goT A Bl
fagardt - g™ &7 instructional SWEr &I @Fg=m & distance education
programme 3R 3§ Jrg @ garT field & @ faart, X fFar sar &1 &1 &
Sgd HecaqUT e &1 faeaf¥al &1 gufdes sfaer & e o5 v HEcanr
¢l alel HH Bl BT Foll # SR FeER Teler AR g8 instructional
contant it 9gRIT IRT § 39 FFASET 3R @R[ &Ml 9 instructional &I deliver
frar Srar ® sga @ gHlfaar 3R g1 ifE e R e gEy @ e
39t background 3R inteerts & share &d §U IfG 3¢ Forg & deY teacher
¥ personally interate &Ra &I Hldr fAedr g1 a 3fe@-37e9T class participates
I SIS T Tg Teh 37Ol I gidr gl
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Faculty- distance education & T¥®eldr & WS faculty &1 8t g g1 &
gRaRe class room & setting & instructor & Ig fSFAeRy @ &1 course
content & assembly &=, 3R facandfar & FaTANst FI FHS HI &FHAAT A
fwfaa w1 50 Re & a1 F o _fdse gafaer smeh

For Example:

e Instructor &I TIfRT & dg 39=r AATAT & FFSA Fr &77cT H A Ad
W IR ey faegi¥at i sl 1 wh & IR # @ A Il I face to face
grar

e Teaching styles & @R # o« W 3gd == 3R audiences @
STELAr 3T 33T W =R & |

o S« d YT RALTOT §{fAHI # g O 39 w A A A [AHAT |

e g Th Tahes facililiator 31k Content provider & TRg TsT@emel il
q T A
Facilitators: instructor & o IJg gAY BRIGAE @T g1 Jginstructor, 3R
focarft & g s bridge & FF a1 gl T facilator N FASET AIRT
students &I ¥ HET 3HR Instructor & expectation &I Hgcaqol FT &
facilitator &t teacher garT dad ¥ faAget & follow & =feUl ST
budgets 3R lesgistic permits 8l § on-st-ite facilitation $r {fA# g I Bl
3 equipment FI set-up Fd g assignment FI SH3T I &1 proctor tests 3R
38 §AT A instructors &7 on site 3@ 3 &7 Hr Rg A B
Support Staff- distance education @I HHeldl & WS a7 ¥l &1 8 Sgd a7
gy grar g1 3R T faram fard & & programme & Iwaar & o O
faraRa Sl 7 3raRTSdr gt § 98 g d YHERITeT gl HEd ¥he distance
education support service @&df & SiEsdr g1 5@ student registration,
materials duplication and distribution, text book ordering securing of
copyright clearances reports etc. 3Td g1 Support personal T& UHT A &
S distance education affort &I @ra-aryr 3R Track W § I@dT ¢l
Administrators- Ieaf™@ Administrators T& instiution & distance education
programme @I plane &I & H dgd YHET g0 &1 YHET distance UgHhA
Administrators, Idea people & 31f8& giad g1 iU e 381 & garr o
JTd g1 d technical 3R support service personal & dI fFedH & = ¢
IR faegea &Ua § & institution & acedamic misson & W A & oI
technological resources T& fay 9@ 3Tl W@ gl Agecdqol ¥ H d TH
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acemadic focus FI cIAEUT F& IW@d gl IR 3¢ I§ realize war g1 &
faezmRiat @1 instructional ST T FHSTT 3Th HAFAGRY &
19.3 Instructional Devleopment Distance Education

e The need for Instructional Devleopment - (fAcencA® fasrEa &r
I) EecAs faww cgaffya a@is & planning developing 3R adapting
instruction St identifiable learner & 3@egehdr AR content requirements W
JeRa g, & for s O 3R T@r suesy wuar g1 I f[@fYr distance
education # 3rcuERTS g @l instructor 3R et @fda  adenfaw
background ®I' sic T&d § 3R %F contact I@ Fed g1 FeIW instructional
fdee & model 3R RfAT IR 39 i Fgad FTHEE UK desigen
development evalution 3iR revision @& stage @& flow #dr &

v e~ o fafer -

Des1
—orond fRiRa &=
—ZARTOT BT faveror &=
—IE A e

Revnsuon
Revision plan P RASHRIT BT [Development|
3R 3t A T —Cotent outline FgmT

SufRerd material &7 review
waRed 3R Refm

HX Material 3R 57 delivery
method @7 Select &=AT

g AR Sy B
review &1

Instruction & A gsa arell FWar &1 AUROT -instruction F ¥ g5 arel
SRl & fAURoT @l 4F e F OF FFd enternal data SRGT B GG g,
I8 factor instructional need ¥ -Hafeud 8, 3R FHG8 Qe IgHT FASTT &
f plane f&J I instruction JHET dF T 50 ST H 9T Thd ¢l

SR & faeewor - Distant learner 3R 3sTehr @RISR &I SAGT 3T A
AT & o 3o 37 "iEpias background IR U 3ffHa ®far 3 AeifOrn
TR F consider F|
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3e1ehr familiarity &I consider 3 = faffi==r instructional method 3R delivery
system & AR T AUIRT A1 &6 T wred v 8 knowledge & FH wrer
FY, 3T Tg note T & class & femedf @rer & ued & ar 3rerer-3raer AAwAn3,
S (Urban/rural, Undarground/gradate) & 3rJ8R et @HE #| S§ §HT @
instructor &I ¥ sites I A= ATfgd 3R prospective students T ATETHR
AT A cAfFAIa 3R BIT FHE gl kg

e Establish instructional goals/ objectives(instructional 3223t r Tarfa
FAT Ig FAEA F gpfa W anurRa § 3 it v snaegshant o o 3R
faQwdare, instructional 322wl TG aX W (goal)322d instruyctional H&ed
& §8 statement § sfed object goal attainment &T @g specific steps hai.
The Devlopmemt Stage
T& Content outline §AT - Jg instructional problem W 3MeMRA g, AA3T Fr
faeeivor, instructional goais 3R objective 3R 3mava& course content FHr
Understanding
39est] material T revew- instructor & 3Ucley HTHAM FH review =1 dTed|
F YA ThHe & F Il g1 aied Fifh I§ P IRFING use & o 3ucrsy
AT I §| TE TIAYTAr TE B
Pre packaged materials 393197 g S § a&fad g I§ system Away, 3k
AR S & distant student & learning matrerial Fefeerd gl
Content &I cIafeyd 3R AT & - IR—E ge9 931 Idaar st & Distance
editor face FX W@ § d Taeardt & Hag 3aEXVT & Follam & AT AR & o
content &I 3EIgI0T ST content &I contex & s § 3¢ 3UAT e TSrAT ATl
gl I 3emor e g & @ learning sf@a gy &1 u® gga@ 3R
multicultural setting # T& faAW It § SET Rew gEd g & 3R
distance learning k o i 3| 3EERUT A & Thd ¢ 30 TALAT F TAad
g & forr &% potential content enouples & & discuss HIAT AR

e Select/devleop material & methods: Instructional material & fa&ra
3R delivery method ka selection 31X THIhd fRar s print voice viedeo
3R data technology & @I 3ERISAT gl gl IJgT W Al & delivery
components &l Ué?l%?-r FTAT, content 3TETSATT 3R technical constraint,
3ageur delivery technology WX $RMET &%l A &1k glem &l &I & class
members & o 3ucrstr 7ET §|
The Evaluation Stage
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Goals 3R objectives &I review:- Hcdiched & Th 32T § uiRa & afy
instruyctional method or materials set f&3 & goals 3R objectives & qof
P ar

e TUH Hedide plane &I R[AFHAT FET - A e 3R FA instruction &
effectiveness &1 Fedishs|

e Formative evaluation: Si&-5i& course Ta&fAd giar 3R 3mer Sear § I8
instruction Fr revise #= H 3UINET RAT ST THhaT §|3eeXor distance educator
fagarefiat &1 gar fa@ gu 3 stamped post card mail &I Y% session & d1g
complete a1 & o & T g

e Summative evaluation: Ig dd conduct & I § S instruction 9ot
g Sar g 3R cource revision 3R future planning & o ws data base
33Uy FAT gl course completion ko flow &d g§¢ Us summative
evaluation session o&# facamdl =lTaRedr & @AEAT geolsid course i
FUR & ol 3 go f[uR-faAd & sear & & o s formative &
summative T & TTdl gl Hedided & He #H formative & summative faferar
¢aRT 33 Y ST &
Quantitave Hcdidhe response #H breath WX #RIAT AT § Statistically &

data @ #ET & collection 3R manipulation W focuse Har & 3R
enperimental research & &g 37eihd AT ST & JolelicAs ®9 H quantitave
Hoisel response &I s W A dhfegd Il & AT subjective method
S interview 3iR 3% @IS H query &1 observation Quantitative J&d@ T
faftse 3uaifdar &1 g ¥&ar § Fife distance learners # 3eiehdl HEY
statistical, Stratification 3k a2eISUT &1 Heraell HT Fehell
I8 3T SEad fagadt & 9l & Quantitive measurement & Y 3IFEX
ga &y arelr interviewing 3R non participate course & wsra 3 delivery
technology & &R® attitude & IX H HIAT FHaT HA d HE g & oy
combine g &1

o HIFT F data I ghgT FAT N 3HFHT FARATT FHEG -
39 course/materials F AT FATedsl Hoddhed 3IET I FHZT AT gl T
gRUTAT & daueigds fagewor, instructional process # process me gapes
or weakness UYgdld olel dd 3R HBSAT H Ygdletel 3T RIEX & AGAql gl
Ao fagewor & 9RUMHA Tk 'Spring board’ 39eey &Uar fFEA revision
plan fa&faa fRar o a|
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gl gurR & fo &1 § O ot sga wauiigds Refda &3 @ distance
devileard course 3iX revision &I anticipat Fr ST TRY| aEdd H T@T Th
course me 3if8% confidance g S significantly revise farar Smem|

Revision plant typically t& #Heaiws fafr &1 direct gRoma gWml revision
ideas &I e 3BT AT course par inetructor &I 39« revision plane g|
39 $RUT T S & course @cA gl revision plane &1 Afgd|

3FET course revisions minior gid § Si& fRAT 991 gfae & ST manageable
components, §sd g T assigenment feedback Tt ged studemts¥® studemts
&% interaction & dIZAT| @ =g AR W major revsion FH FTWI IS g
significant course change & future course use & ol #ged & g field-test
forar s

Distant learners & B¢ THE ,contentspecialists 3 colleagues ©X revision
ideas &I test &IT dAIfGT 3T process & IRUMA &HI,dg knowledge Tad &
class @I faAVAIT §eor 3R ar revision ST & learner group & ford ST § ar
3= ff= population & o inappropriate & dodr gl temper fRar Srem
EUERI

fAvsy - 59 g d@9g § IR HF F 3ET g, instructional development
process oiel fRarT ST @1fgd Ig dhad learner & AT &I consider &k
fFaT ST Thar g, contents Hr ST 3R constraints 37 F gy et 3R
faeardt = face & @ &1 instructional development & sound principles @
33 & HT obstances &' over come & &N IGIT Ig TH process iR
procedural framework &I &l & instructional JAIfdaT s address T &
o S [Afga &7 & A 359N

19.4 Information Technology In Distance Learning

Distance education and the world wide web

Internet gfaiar &1 @ F37 3R AFFARTET Acad § S & present Computer or
high speed supercompute I SEdT §| TdART ST F IaT doldl g o 4
milllion computers internet & fe&ar g1 ife Te Froged &1 AsRIE AR
YA Seelae &l REAT § sa¥ incomplibility problems 3R Tedr &1 Fifw
gaer affieT computer & softwares &1 3TART Tk T8 AT ¢ 1989 H Th
Jarfeiel & THE o FPATT odkedr # Geneva # particle physics & o T,
Internet tool TasfAT &= Y& fhar st @ CERN research aRT 3cdee &1 71
I & link &M 37 tool A A=t comruters ff dafas garr §1$
IS T A1 link Fertel T T ITCls HIAT| HTT 3827 AT
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Incompatibilility: & #AFET W FAAET I AR FF HWieh ST 3T FeAT ST
compluters ki linking @ #a sam St & "hypertext” Hgerdr gl

AT I TH linier 3R hierarchial d@i& # 9&gd a4 & - hyper text
information & Ts web link me SEar g1 @I T nodeds3=T nodes ¥
faffiesl il E@RT SIS ST HWehall &1 IRUMATTEY 3UANTehed! arfaefierar & e
I Criss-cross @ d&d gl CERN project & ®o-Ta®9 internet & TH AT
front-ed Were g3 St 3@ world wide web & &TH & =T ST &

WWW 3TINTEHAI3T Y TF AR d FIAA FoIfa &1 alF Internet F a3 |e=r &
o 3uersy :

HUAT g1 1993 H national central for supercomputing application (NCSA)
unions I university H, s CERN & qalfelehl & 391d &l 3T Fer=T Th
Software tool &1L S b Mosaic &gelldl gl Mosaic Teh; 3TN el H
T graphical user inter face g SIf text graphics, sound or video ko
hyperlinked &IaT gl Mosaicf 9gell internetnet tool T S 319 “Web
brousers” &gl g| 37 SIi-AT browsers § Netscape (9gell commercial
browser ST f& mosaic project # involve $& 9RIAY arT Ref@a f&mar
Irn) 3R Microsoft & internet explorer.

Web browser 393Tehcdl &1 Internet & connect &d & St 37=d remot contral
W g information & 3P S & WA dad &1 Web browser remot
computers & FHI T d& Ssd gl FEE & S JEERT g7 aifge ar gAR
computer @& Tgd 3R §H 3& ¢@ ¥l A ¥ documents A fF browser
R ¢& I g & (HTML) Hypertext markup language T 393197 &k el oI
" Bl

HTML Stanbdardized tags @ 39d9T & incompatibility problems @r
solved &ar &l Ig Indicate &ar g1 fF TF text & ¢HsT plain g aifRw,
bold italic ar 3r=g text & ghs ¥ F3T gl =@IfgUl information & Yo TH
FFYX W HTML gaRT s oa g 3R Rt 317 & fod accessible gd & @&
web browser & @1y, 3R ¥ "homepage” Ir web pagesFged gl

Distance learning me www T 39917 F41?

www & web browser & internet @ 3% fAFAET araraRor s AT gl
graphics, text 3{R sound &I T& single tool # THIHA LA ST AIAAT FHI AdoS
§ 3HAET 3UARTehedT U step learning course & AT HEY g Hd &1 HEAT
3R individuals Tadd & & homepages &1 fA&T &)X 3179 homepages & s
Tohd § 39« 39 I R _Affe computer system W 31T IfFdA] @RI Fa1T

304



T pages ¥ Educators & T AT 3TEX 3Ty AT § Www T educator
ganrT classroom homepage salei # 39dlT fRar ST d@%ar § a8 homepage
class & information J& syallabus, exercise, literature, references 3
instructor Fr biography &I cover & TahdT gl

Instructor www @ information link &I 8 3ucistr &1 dehar & St T facganfdar
& ford class # 3gaft gl

(3ereIuT:- research data on Agriculatural marker globlal climate change or
space mission) 3= AT (links) library catalog a1 gcde faeardt & cafFdera
g1 9 &l dedl ¢ Tl elhome page student &I T discussion list & g
Fhd g A1 listserv ¥ S fagafiay garr s ST @&a ard form §9 & o
home page & 9T 3R S 3d & AT T TH e-mail massege & & H Fol
STy faefdal & fod home-page fasf@id & distance education St &
T&h web-presence &I fdhf8d &3 Distance educatiors 3T f& T& web-presence
A Trfld e & o dIR § 3¢ e faufeadt & oisar arfey)

e Rusing in without a master plan: HTML &I #@r@a 3R 5= & g#
I9A wwwaX 3afRIfa [Asfld #ta & 3320 & @ all HTML & 91y §99 &
H F7 §FT Tdd | Home page start 3T ¥ Ugar 3237 3R homepage
fawat @I considerd #Xd gW 319 web person & fdHAT HU & FRUT & dN
H drgem| Far 39T homepage stande alone HRF gRT AT AT 3T 3
technology 3 videodm audio & TAS & 3YIRT HLAN?

e Become familiar with new Software tools for develoring home
pages

home page & f&f@d & & ¥ @A software tools & @I familias

gml Computer software & hotmetal 3R hotdog mean &% word

processing software &I 39T &I&AT ST gl software THh FRfead 3R
3=eT fG@aarer Homepage fa&fd & @ear g1 3= W& computer
software tools & Reviews www 9T 39cfet g 3R 37 & sgd & free trial

& fo¥ download & &1 Td g

o 3 HIAT FH 3YAET HAT ST 9% cource & fod ugel & faswfad &r S

gHr g1 TG 39% 9rF g ¥ notes 3 syllabi word-processed from # &

ar hotdog S tools &I 39ANET HIfST 30¢ www T distribution & forr
format &t & |

e Look at what is already available : course F o deer

homepages dgel & A &I ST g&F &1 37 home pages # & F& www
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& Th EF FF F complete & F O fagafidr &t allow &d g1 3R
campus # &7 video a1 audio E@RT f&F T lecture & A H il
g ¢l

e Laying out home pages poorly and inconsistently.
*R 3R confusing home-pages & ge= & o :-
e WWW W 3a site W consult & @Y ST homepage layout 3R style
9 consult &= aIfgd St homepage manual THF IAEH-AGT site g1
e 3k UAd pages & foF¥ v fAfRR@d format &1 39T e
Mentioned sytle manuals X 3memRd suggestions 9cd% web-page & forr
e fARad format @&d #=d g1 S&@fe  coloured 3R patterend
backgrounds home-pages WX 39deT fhd ST o g plain, grey 3R dthg
background text I Ugel H A Fd gl
e Keeping page lenths short -3M9&T AT inder &3 33T 389 BT
pages #H 3T S aIfgd 38 case H i@l page @I information o giar &
303, et 3adr TRa & IFER [ARIST Faar aF 9g T aod B
e Maximizing Links to internal information and minimizing links to
external information 3m9% home page & HET 32T ¢ el faferse v
G FIAT 3UAY T | shael external links & homepages &I 39elstl &Irdr
g S & 3wanh gefeua ggenr facanfdal & for 3ucsyr &&ar g1 Using
unnecessarily large graphics or including sound/video clips consider &Y
HT 9 graphics TH gF Ut & fod appreal add #X FhdT g1 Internet
users & UF d31 HEAT 39 T internet & 14.4 k Modems 39311 ad §U
access @l gl
Graphics images S 20K & 40 K 14.4 K modems & '@ &9t & forx
R g1 pages S f& dgd oFaT AT download &TT H W & At
frustrate X &t & 3R 3= Uus IR 3m9% homepage # graphics ke paints
@ demonstrate &« & extensive ITAET HI AHEGIHRAT il g df HdA
et & da% =il afg 37 Sound A1 Video Clips &I 39ART &1 &7 plan
A & ol AR sure Bl H NERIRA|l 7 TR e W qrEy fagardt
computer &7 3R garfaRfier & St sound or video cards T@d gl
What Should | put on the home page ?
e Home page &I 39 ™I course information,material & dr@sr # 3R
course material & IR # ATl H involve gl A HERIAT HeAl A | Hel e
# design f&ar @ home page dT & discussion H AR IR TIET
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faeafdat garr active participation &I encourage &M 3M9% class home
page # G ¥ elements TdIfea R o1 TFha Bl

e Course of instructor information - cover &3 ST arel course items
FI course topic @ Rg includes FIAT, 3% office hourse, textbook
information, course objectives 3R grading policies.

e Class- communication - 3T9% e-mail 991fd Y&l He :
discussion groups ¥ 3o fF 39T eIt @ fagamedff & TR & sgaffyd &
for § 3R & forms create &% f& 3m9s fagameft problems & report &
¥ AT e F I biogeographical information & &l

Assigments and tests: Assignments aur tests @& gcr, online completion
3R submission & fod 39y HAT R S T expect FA & TR THTETA,
hints 3iR sample &l

e Materials convered in the classroom - Fa&H H covered material
- Lecture @& notes AT 3R handouts =T S & a1 @ o web pages @@
Ir downlabale files &1 aig 3Ualsyl &

e Demonitration, animation Video audio - Ig 3= ¥ 3% complex &
3R 3maewar gelt f& 3mass fagamedf computer & 3R sound 3R video cards
a1y garfaeher gl

e Reference Materials - Print 3R electronic ¥1 # Materials I list
T S TR textbook @ supplement Xar g1 copyright problems @ avoid
o & eI electronic articles a1 dr 3m9esh garT AT public domain # fa@ srd
gl 3= pages @& ford Link 9gre &ar gl s fRelt Topic =X information &I
cover AT g, 3% TAA courses 3TTar library 3R 3= on-compus d@™=
S foR 3mus fagnfdat @ course complete I H Feg A g

HAFATH 9T (Exercise)
Distance education & 39 &FIT gHSIA & ?

I8 frE 9R o g B
Distance education &I 3TaTehdr & THS3N

R

Information Technology Distance Education # f&T YR oH s
gl
5. Edusat a1 § I8 Distance education #H H¥ &H & gl
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Keyboard Shortcuts in MS-Word
IS MHe TAT I9T Thd & 3T s AMewe 1 fare & Bee HfFT,
AR 3M9F FFPEX & G@RT AT STedl R WA 8 E 6 38 [@Y |
Note : T&h UcA® fOeg I§ WGid aRal § 34 TAR W aF & g&arly Jer
3TaTF gl

Action Keystroke
. Documentacons
Open a file CTRL+O

New file CTRL+N

Close a file CTRL+W

Save As Fi2

Save CTRL+S or SHIFT +F12
Print Preview CTRL+F2

Print CTRL+P

Show/Hide paragraph symbols CTRL+

Spelling and grammar F7

Help F1

Find CTRL+F

Replace CTRL+H

Go To CTRL+G
. Cusormovement
Select all - entire document CTRL+A

Select from cursor to beginning of line | SHIFT+HOME

Select from cursor to end of line SHIFT+END

Go to beginning of line HOME

Go to end of line END

Go to beginning of document CTRL+Home

Go to end of document CTRL+ENd
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Cut CTRL+X

Copy CTRL+C

Paste CTRL+V

Undo CTRL+Z

Redo CTRL+Y
Format painter CTRL+SHIFT+C
Left alignment CTRL+L

Center alignment CTRL+E

Right alignment CTRL+R
Justified CTRL+J

Delete previous word CTRL+Backspace
Apply bulleted list CTRL+SHIFT+L
Indent CTRL+M

Page break CTRL+Enter
Action Keystroke

Font face CTRL+SHIFT+F
Font size CTRL+SHIFT+P
Bold CTRL+B

Italics CTRL+I
Underline CTRL+U

Double underline

CTRL+SHIFT+D

Word underline

CTRL+SHIFT+W

All caps CTRL+SHIFT+A
Change case CTRL+F3
Subscript CTRL+=
Superscipt CTRL+SHIFT+=
Make web hyperlink CTRL+K
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Go to next cell

Tab

Go to previous cell SHIFT+Tab

Go to beginning of column ALT+PageUp
Highlight to beginning of column ALT+SHIFT+PageUp
Go to end of column ALT+PageDown

Highlight to end of column

ALT+SHIFT+PageDown

Go to beginning of row

ALT+Home

Highlight to beginning of raw

ALT+SHIFT+Home

Go to end of row

ALT+End

Highlight to end of row

ALT+SHIFT+End

Column break

CTRL+SHIFT+Enter

Copyright symbol - © ALT+CTRL+C
Date field ALT+SHIFT+D
Go to footnotes ALT+CTRL+F
Show/Hide CTRL+SHIFT+8
Thesaurus SHIFT+F7

ALL SHORTCUTS :

Ig ToFe hdo A& Mcwe A Rl § | a8 &7 |l acae 7 fawe &t M

F & [ [T get & 31gavor & |

A=YER ¥ Tools/macro/Macro &I select HIfex

Macro In drop-down #=g & Word Commands &I select Hia |

#sr faf&eT & List command &1 select HIfGY |

Plan §ed WX fFere HIfo |

qa3rg fdest & Current Menu 3iR Keyboard @I gafet OK W el

T |

* 95 T @ UE A7 SIhgHC Tleldll it HIEgIFd H ¢odl I@dT § | SihgHT

e fAFA |

Keyboard Shortcuts

L B B B

Keyboard shortcuts can save time and the effort of switching from the
keyboard to the mouse to execute simple commands. Print this list of
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Excel keyboard shortcut and keep it by your computer for a quick
reference .
Note : A plus sign indicates that the keys need to be pressed at the
same time.

Action Keystroke

Open a file CTRL+O
New file CTRL+N
Save As F12

Save CTRL+S
Print CTRL+P
Find CTRL+F
Replace CTRL+H
Go to F5

One cell up up arrow

One cell down down arrow

One cell right Tab

One cell left SHIFT+Tab

Top of worksheet(cell Al) CTRL+Tab

End of worksheet (last cell with | CTRL+ENd

data)

End of row Home

End of column CTRL+left arrow
Move to next worksheet CTRL+pageDown

Apply AutoSum ALT+=
Current date CTRL+;
Current time CTRL+:
Spelling F7
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Help

F1

Macros

ALT+F8

Keyboard Shortcuts

HEE e e3A IR AT FAUS F ABH ¥, Heas F TafReT &
YeIdd F SGl §l gl Asee Medhe T 59 foe w1 B fiey 3k Fow
IE & A 38 319 39e Hrcge # @)
Notes : Tl A Ig YeRId el § fF ag &1 oY 31 g8y o a|

Action

Keystroke

Action

Keyboard

Open a presentation | CTRL+O Select all CTRL+A
New presentation CTRL+N Copy CTRL+C
Save as F12 Cut CTRL+X
Save CRTL+S Paste CTRL+V
Print CTRL+P Undo CTRL+Z
Help F1 Redo CTRL+Y
Bold CTRL+B
Being slide show F5 Underline CTRL+U
Next slide ENTER or | Left justified CTRL+L
Down arrow | Center justified CTRL+E
Key Right justified CTRL+R
Previous Slide BACKSPACE | Promote list | ALT+SHIFT+Left
or Up arrow | item arrow
key
Activate pen tool CTRL+P Demote List | ALT+SHIFT+
Erase pen strokes E item Right arrow or
Deactivate pen tool | CTRL+A TAB
Show/Hide black | B
screen
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screen

e " _

Show/Hide poiter & | A Find CTRL+F
button

End slide show ESC Replace CTRL+H

Insert hyperlink | CTRL+K
New slide CTRL+M
Spell checker F7

Macros ALT+F8

Toss e F I FIfST 3R 59 v Tass Y I IR W@ g a9 Tl deae

T 2TT F Y F1 key & gard|
Design Tips

*

*
*

*
*

cFET 3R IFA3UE & Tl FegRe HeR T 3TN FL al THFEC AW TgT
ST FeheT|

IS TG FT TG dTT & o ME horal 3R Fecadial 1 39T HSY|
AT TASS cledars & 33U fiferd| 3R 30s @ afeee @
Yol & YT ¥ 3Mu% i Fafad ghn

TA158 H dgd SAGl SFES AT e T 39ANT &1 Y

CFEC  HI HYURUT AR HAE & UST ST dlem I@Y| $HA dgd § THEC
Shac oI dies, el 3ealasd, dal Wiee TS Pl 3UAET AT Hifod|

Presentation Basics

*

*

*

*

*

T & T & $PT W Slide show sead W o & Togs et &t
IRFEA S|

3ETET T3S W HT el & fold TUIHIR, Teek, UoT 313 AT SR W key
F g AT AR & I ged W Foaw o

aId ¥ Ul TEMEs W I & o 9hedd, 9913 a1 a-f W key &
CEIR

TSE o & qUT gld o Ugel SUH FACT el & fod HEs W ESC key
& I |

A & AT T W 3697 §lled & ol U T 39y gid g1 CTRL+P
H gary Ir R off §HT W ABE &1 g Fae RIS Ed g
st wefia gl ds & g 3R 3@ digeey o & S SR¥em S
YT ASH T 3T Fleh ThieT W HIgee 3 A I AT & &1 Fefr
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9o TFT F geled & oy E key & gad| 9 FrR &I f3d0Td e &
fod CTRL+A &I gad 389 U a9d & Uigec T Fe S|

* TSl & RIS Ueh Flell Bhid X ARG AT 9T & 31 el dlgd & ar B
I W key &1 gad a1 9939 A«g ¥ Screen/Black screen &I Helee
ST FOT T soleh g S| B a1 W &l add & o A1 51 3T9ehr
31591 HATCT gl S dl Yoo W a9y 3ol & o 9iu3d A« & Next
g

# THE T Qgec d 9co &l gled AT 188 el & ol d A key &l cad|
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Computer Glossary

A cross time : the amount of for data requested from memory or
disk to become available after the request was issued.

ACPI : Advanced Configuration and Power Interface, allows
components of the system to be powered down when they are not
in use.

Active Window : the window that appears in front of any other
windows on the screen any keyboard entry into the computer will
be processed first by this window.

ADSL : asynchronous digital subscriber line, a broadband
connection to be internet that works independently of your
telephone but using the same line to give you a high speed
permanent connection. Asynchronous means that the download
speed is faster then be upload speed so its still not suitable for
hosting your own site.

AGP : accelerated graphics port, a new type of slot specifically
designed for high speed graphics card

Application: : the programs that you run on the computer to
perform the tasks that you require.

ASCII : American Standard Code for information interchange, the
method of encoding characters used by most smaller computer
ASP : Active server pages, a web page scripting languages
produced by Microsoft .

ATA : the most common bus used to provide access to hard
drives,also called IDE,more recent versions are ATA-2
(also called EIDE) and ATA-3

Backing Up : the process of copying your fils onto removeable
media. This gives you a copy of the files that you can recover
from if something happence to the original copy .

Banner : An online advertising graphics. Usually located at the top
of a web page.
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Bandwidth : the process throughput of the given device usually
measured in bits or bytes per second.

BGA : A screen resolution of 800 x 600

Binary file : Any file that is not plain,ASCIl text. For example:
excutable files,graphics files and compressed(ZIP)

BIOS : An Acronym for Basic Input/Output system. A low level set
of interactions that allow your operating system to talk to the
computer and its devices,such as your hard drive and keyboard.
The BIOS loads devices for the operating system (DOS,Windows)
and then losds the operating system.

Bit :abbreviation of binary digit, the smallest unit of computer
memory, can only hold one or zero

Boot : the process of loading and running that part of the
operating system that loads the operating system

Bug : an unintentional error in a program that program to not
perform correctly in all circumstances

Bus : the communication channels within the, eg the address bus
allows accssto the computer memory, the data bus transfers data,
other buses provide common formats for attaching devices

Button (screen) : a graphical representation of a button on the
screen which can be pressed by selecting it from the key board or
clicking on it using a mouse

Byte : eight bits, can hold 256 different values , in singles byte
character sets each value is assigned a different character

BPS : Bits per second. Measurement of digital information
transmission rates. (can also mean bytes per second )

Browser : a software program for observising the World Wide
Web; synonym for a Web client.

Cache : An area of memory used to hold information being
passed to and from slower memory in order to speed up access
CD-R : compact laser disk - recordable , a media which can be
written to once by CD-R capable drives as ell as being able to be
read by many CD ROM drives
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CD ROM : compact laser disk read only memory, holds up to
about 650Mb of data and programs which can be read into the
computer but not updated

CD-RW : compact laser disk- rewritable, a media which can be
rewritten to as required by CD-RW capable drives

CGA :common graphics arry, a display mode of 320 x 200 dots
CGl :icommon gateway interface, a mean of passings data
between a web server and an external application

Check box : the little square boxes that appear to the left of
some fields. They are used as on-off switches. Where an X
appears in the box the associated condition applies, when the
box is empty the associated condition does not apply. In text
mode check boxes are usually shown as [ ].

Chipset : chips found on the motherboard that handle memory
management as well as the interface to the peripherals.

Click : to press and immediately release a mouse button
Clipboard : the place where data that you have cut or copied is
stored until you are ready to paste it.

Close button : the small button with an X in it which appers at
the right hand end of the title bar in recent versions of Windows
and OS/2 .

Cluster : the smallest section of disk space that can be accessed
by programs, depending on the filing used this will consist of one
or more sectors.

Codec : coder - decoder chip , compresses video data down to a
smaller size without a significant reduction in quality.

Concatenate : to join two strings together one after the other
Control menu : the menu which appears if you select the system
button at the left hand end of the title bar .

Cookie : a small piece of information stored on your system for
later use by the web site that wrote it so that it can customize the
supplied information to your requirement.

Core voltage : the CPU runs on a lover voltage than the rest of

the computer.
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CPU : central processing unit, the brain of computer , comes in
several varieties which are identifiable by number (eg.486) or
name (eg.Pentium)

Cracker : someone who tries to break into other people computer
, often with destructive intent

Cursor : a moveable marker on the video screen which indicates
the place on the screen where the next action will occur

CYMK : cyan yellow magenta black., the colours used by most
colour printers, by mixing these four colours most other colours
can be produced

Cache : A temporary storage bin in memory and on your hard
drive. Cache can also be found in the CPU, and on chips on the
mother board.

CMOS : stands for Complimentary Metal Oxide Semiconductor and
refers to the physical makeup of the memory chips used tosemi-
permanently store information about your hardware : memory
amount , number and type of hard drives and floppy drives |,
number and type of /O PORTS (serial,parallel,SCSI,USB,etc),
system bus type (ISA,PCILEISAetc.) and some settimgs related to
this hardware. With Plug-and-Play components,Windows 95/98/NT
can update some of this information .CMOS memory is not the
same as the BIOS(Basic Input/output System) memory which is
stored in ROM (Read Only Memory) or PROM (Programmable
Read Only Memory). In some system the BIOS is stored in Flash
EPROM (Flash-programmable Erasable/Programmable Read Only
Memory) which is re-programmable without removing the chips
from the system using special software.

CPU : central Processing Unit. The heart of your computer .the
CPU is the module that processes the data.

DHCP : Dynamic Host Configuration Protocol-the method for a

dynamically assign IP addresses from a central server to each
connected computer or device that uses TCP/IP protocol.
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Directory : A directory is a Folder. Microsoft tried to make it
easier for the user to understand what a directory is so it named
them Folder .

DMA : (Direct Memory Access) aaddressing used by some
hardware . Your system should have 6 avilable addresses 00 to
05. No two pieces of hardware can share a DMA channel. Most
new hardware no longer uses a DMA. Microsoft Press's: A
channel for direct memory access that does not involve the
microprocessor,providing data transfer directly between memory
and the disk drive .

Database : a data storage respository containing data organized in
such a way as to simplify its retrival.

DDR : double data rate memory using synchronous dynamic ram.
Default directory : the current directory being accessed on each
driver. The default directory on the default drive is known as the
current working directory..

Default drive : the drive which will be used by file accesses
where a drive letter is not specified. Text based operating usually
indicate the default drive as part of the command prompt.

Defrag : as you add and delete files on your hard driver the
individuals file end up being stored in a large number of fragments
wherever there is free space on the drive.this slows down the
process of reading the file. To resolve this we need to defragment
the drive.

Desktop : the background which appears behind the windows
displayed on your screen .

Device : a piece of computer hardware that performs a specific
function.

DHCP : dynamic host configuration protocol, a method of
dynamically allocating IP addresses to the devices on a network.
Digital resolution : an enhanced resolution of a scanning device
obtained by interpolation.

Directory : also called folder, a table of contents for a related set
of files.
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Disk (floppy) : now a 3-1/2"flexible magnetic platters onto which
data can be stored,contained within a rigid plastic case,earlier
floppy disks were 5-1/4 or 8" and contained within a cardboard
cover.

Disk (hard) : a number of rigid magnetic platterns that containd
inside the computer, has a much larger memory capacity than
floppies.

DLL : Dynamic Link Library, common rountines shared between
programs that are placed in a separate module external to the
programs that are to use them.

Download : the process of transferring data from a server to your
computer

Dos : Denial of Service, bombarding a server with bogus requests
so as to so overload it that it is unable to process legitimate
requests.

DOS : disk operating system, provides the interface between your
application programs and the computer hardware , makes it
possible to run the same programs on different hardware
configuration, still the the most popular operating system in use
Dot pitch : the distance in millimeters between the holes in the
shadow mask inside of your monitor (or between the wires if your
monitor uses an aperture grill). All other things being equal the
smaller the dot pitch , the sharper the image.

Double click : to click a mouse button twice in quick succession
DPI : dots per inch, a measure of the sharpness of a printed
image, the dots placed by inkjet printers spread slightly so 20%
higher dots are required to obtain the same sharpness as alaser
printer eg.a 600 dpi laser has the same resolution as a 720 dpi
inkjet.

Drag : to move the mouse pointer across the screen while holding
a mouse button down

Driver : a small utility program that acts as the interface between

the operating system and a specific hardware device
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Export/import : A means of taking information out of the Registry
and saving it as a text file in a format that can be put back in the
Registry. Input this information is called Iporting. Opening RegEdit
clicking on the key you want to Export, then the Menu Bar Item
“Registry” and then “Export” does this procedure, saving it to a file
name without an extension. You should always save it within the
Windows Directory so that you can Import it back in if need be.
To save the entire Registry you need to click on “computer’” and
then Export.

EGA : extended graphics array, display mode-of 480 x 320 dots
EISA : extended industry standard architecture, a 32 bit version of
an ISA slot, usually

Email : the most commonly used part of the internet of the
internet,used to send text and image enhanced messages to other
internet users.

Exabyte (Ed) :1024 Petabytes or 1 152 921 504 606 846 976
byte (2**60bytes)

FAT: (File Allocation Table) this table information is stored in the
Data section of a bootable disk (floopy or hard). It normally
consists of the first 63 sectors. Information about each file, size
location, and numbers of sectors used to store the are keep here.
If the table (Table 1) becomes corrupted there is a backup table
(Thale 2). Windows uses Table 1 to read files, Scandisk for
Windows can also read Table 2 if needed Fdisk can read Table 2
also files , Sceandisk for Window can also read Table 2 if
needed. Fdisl can read Table 2 also, if you use the MBR switch
(fdisk/mbr) to repair the boot sector. If the Table becomes
corrupted this is known as losing the FAT Microsoft Press’'s A file
system based on a file allocation table , maintained by the
operation. The operation system . to keep track of the sstatus of
various segments od disk space used for file storage . The 32- bit
implementation in Windows9x called the Virual File Allocation
Table (VFAT) More about FAT.
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FAF32: File Allocation Table , available on OSR2 and higher.
Correct name ia HPFS (High performance File System). Also see
FAT

File : a collection of related information eg. A document program.
Firewall : a hard ware o software barrier placed between your
computer / nework and the internet to help proted your system
from external attacks.

Font: the particular typeface used to display your text eg. Courier,
times New Roman, Helvetica.

Foreground Application: in multi-tasking operating systems (eg.
Windows NT, OS/2) the application to which the active window
belongs. In task swapping operating systems (eg. Windows) the
application that is actually running.

Format: the command that you use to clean out the contents of a
disk so that ypu can reuse it,

FSB : front side bus, the connection between the processor and
the main memory.

FTP : file Transfer Protocal, a method of transferring files across
the Internet

Function : a part of a program which performs a particular task.

GPF. General Page fault - When the OS cannot process a
command generated by a program it falters and cannot continue
without dropping the command from memory . GPFs are displayed
as the Blue Screen of Death of by a system Error message. More
information on this subject is abibale on our General Page Fault
page. Also see Memory address.

Gigabyte (Gb) 1024 Megabytes or 1073741824 bytes (2** 30
bytes)

Gopher : a method of document retrieval via the internet, now
almost completely superseded by HTTP

GPU : graphics processor unit. The centeral processing
components of your graphics card.
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GUI : graphical user interface, a method of displaying information
on the computer screen in graphical form.

Hacker : a person who delights in having an intimate
understanding of the internal workings of a system, computers,
software, and computer in particular.

Hit : Arequest from a browser for a single item from a web sever.
An overused term when discussing traffic on a Website, e.g. “We-
get 500,000 hits per month” Callingaone page from a severs could
result in dozens of “hits” because each graphic is interpreted as a
hit. In reality counting only the “index.htm” page would be a more
accourate gauge of traffic.

Hacker : someone who can write clever and fast code although
not necessarily well structured. This term is also incorrectly used
to refer to people who try to break into other people’s computer
systems.

Hardware : the physical components that mark up a computer
system

Help : pressing the F1 key usually brings up a help screen which
provides further information associated which the field or windows
that is currently active.

HTML : Hyper text markup language, the markup language used
to define pages on the internet that are downloadable via HTTP.
HTTP : Hyper Text transfer protocol, the method used to transfer
documents to your computer from the Word Wide web.

IOS Error : (Initiating the Operating Sysyem, the true meaning is
Input / Output Supervisor) These errors occur while Windows is
first booting up, loading files into memory. There are logged in the
bootlog. This error can be devastating, causing you to be locked
out of Windows. IOS errors can not generally be repaired by
reinstalling Windows. Usually you need to format. Reg Repair 2000
can repair most of these errors as long as you are not locked out
of windows. Windows may not report these errors to you while
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booting. To find these errors use the Find I0S Errors in
RegRepair 2000.

IRQ : (Interrupt Request) There are 15 IRQs available. Not two
pieces of hardware can share the same IRQ, with the expception
of your PCI and IDE controllers. The IDEs are usually 14 and 15.
A special card can be installed in your machine to make available
more IRQs. Microsofts Press’s: Hardware lines over devices can
send signals to get the attention of the processor when the device
is ready or send information. Typically, each device connected ot
the computers uses a separate IRQ.

I/O (Input/Output Range) The memory addersing range a device
uses to communicate. No two devices may share on I/O range. If
you have 3 or more Com ports Then I/O s are shared which
means that only one device may be used at a time. Microsofts
press’'s: I/0O request Packet: data structures that drivers use to
communicate with each other.

Icon : a small image on the computer screen used to represent a
file or part of the computers.

IDE : Integrated Drive Electronics, see ATA.

Internet : a vast connection of computers susing TCP/IP to
communicate with each other. Used to run applications such as
FT, Telnet, SMTP,POP3, Gopher, HTTP (WWW). And many others
that allow informations to be shared around the world.

Interrupt : one of a small numbers of fixed addresses on your
computer that can send signals to be CPU to interrupt the current
processing with some time critical processing relating to the
attached device

I/O : input / output, the act of reading or writing.

ISA : industry standard architecture, the original standard for slots
for provision of add-on cards originally 8 bit then extended to 16
bit, usally block, also the bus associated with such slots.

JK : keyboard the typewriter like input device attached to the
computer.
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Kilobyte (K) : 1024 bytes (2** 10 bytes)

Key : An index in the Registry’s datebase. If you view the
Registry using RegEdit you will see folder in the Left window and
subfolders. These are Keys in the Registry is a database. Entries

in the database are found in the right window.

Low level Format : Writing zeros to the entire hard drive which
removes all partitions, clusters, boot sectors, all data is removed.
LAN : Local Area Network, the hardware and software allowing
sharing of resources between computers located relatively close
together

Memory address : Windows uses a demand-paged virtual
memory system, a linear address space. No two processes can
occupy the same address. When you get a Windows message
that a program has performed an illegal operation and you click
on details, you will see the memory addresses (014f:30167df) of
the perform the illegal operation.

Memory Allocation: Windows uses the random access memory
(RAM) and a virtual memory address (Swap File) Windows places
information into RAM and then moves it to the Swap File when it
need to make room in RAM. Or moves the information into the
Swap File that is not needed immediately.

Menu Bar Item: The word that are printed across the top of this
window about the tool bar (if any) Files View Help. Menu Items
are the items in the menu that pops up when you click on a
Menu Bar Item

MCA: Micro Computer Architecture, an alternate slot design used
in early computers to provide 32 bit access, also the bus
associated with such slots.

MegaHertz : A measure of frequency in millions of cycles per
second. Can be used to compare retative speed of CPUs which
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carry out the same numbers of operations per cycle but
meaningless in comparing different types of CUPs

Menu : the row of names which appears under the little and any
drop-down lists which appear if you select one of the names
Modem : modulator/ demodulator, converts digital signals to analog
and viec versa, used to connect a digital device (such as a
computer) to an analog device (such as a phone line) allowing
communication

Moniter : the tv like display attrached to the computer, comes in
varieties which names like CGA, EGA, VGA, super VGA which
indicate the miximum resolution of the displayed image

Mouse : a pointing device that when moved around the desk
moves a pointer around the computer screen

Mouse button : one of the two or three buttons at the top edge
of the mouse, used to perform sctions on the object pointed at by
the mouse pointer.

Multiplier : the speed differengial between the CPU and the FSB.
Multi-tasking : also known as pre-emptive multi-tasking. The
operating system shares the computer resources between two or
more applications so that applications appear to be running

simultaneousy.

Nanosecond : One billionth of a Second. From techtarget. Com: In
education, a Grace Hopper nanosecond is a prop used by a
teacher to help stusents understands an sbstrack concept. The
teaching tool got its name from the foot-long lengths of the
telephone wire tha Admoral Grace Hopper used to give out at
lectures. Admorel Hopper used the wires to illustrate how in one
bilinionth of second (a nonosecond) an  electronic signal can
travel almost twelve inches.

NTFS : New Technology File System,Available on Windows NT
,2000,2003,and XP,it allows for a greater file security than FAT
or FAT 32.Similiar to a file allocation table used by Windows 9x
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,but it is not FAT .Each file or folder can be set to allow
specific users.

NIC : Network Interface Card, used to attached a computer to a
network

Operation system : a collection of computer programs that control
the execuation of other programs, it schedules jobs, assigns
memory locations, and controls 1/0, (see DOS, OS/2,windows NT)
ODBC : open data base connectivity, a common interface that
windows programs can use to access most database.

OLE : object linking and embedding, allows creation of compound
documents where parts of the document have been created using
different applications.

Optical resoluction : the true resolution of a scanning device.
Option buttons : also known as radio buttons The little circles that
appear to left of some fields. They are used to select one from a
numbers of choices. Where a dot appears in the circle the
associated condition applies and the other conditions listed do not
apply. In text mode option buttons are usally shown as ().

OS/2 : an operating system which allows each applicaton program
to run in its own separate protected region (see also Windows NT)
Overtyping : where a single character or block of text is selected,
the next character type will replace the selected text. To turn

overtyping on or off press Insert Key.

Page : The transfer of data, a logical block of memory, from
virtual memory to physical memory, or from physical memory to
virtual memeory.

Page Table Entry : Also known as PTE. A 32 bit entry into the
paging file table, the entry and the page is present in physical
memory. The entery defines the mapping of virtual memory to
physical memory.

Path : A File Path contains the location of the file.
C:\Windows\System is the path for the file neme
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C:\Windows\System\Azt 16.drv.A valid path must contain the drive
letter, a full conton and backslash, the directory anda backslash,
any sub directories and a backslash, and the file name and
extension

Phishing: A site that falsely claims to be a legitimate enterprise in
an attempt to scam the user into surrendering personal
information, for purpose of identity thief. Maybe via email or a link
from another site.

Partition : a section of a hard drive treated by the operation
system as a separate logical drive

PCI : peripheral component interconnect, a newer style of slot fo
add-on card, usually 32 bit but sometimes extended to provide 64
bit access, usually white, also the bus associated with such slots.
PERL : practical extractoin and report language, an interpretive
programming language commonly used to write CGI scripts.
Peripheral : any part of the computer not contained within the
same case sa the CPU

Petabyte (Pb) : 1024 Terabytes or 1125 899 906 842 624 bytes
(2** 50 bytes)

PHP : PHP hypertext preprocessor (originally called personal home
page), sever side scripting language that can be used to provede
interactive pages on the internet.

PIM : personal information manager, a suite of programs including
address book, diary, and scheduliding functions

Pixel : picture element, a single dot displayed on your motintor
POP3 : a method of temporarily connecting to a mail server in
order to download emil address to you.

POST : Power On Self Test, a series of tests run to check the
computer hardware when the computer is first turned on.

Printer : a device that attaches to your computer that will convert
images and text from your computer into an image on paper
Prompt : a visual indication provided by a command line interface
to show that the program or operating system is ready to accept
another input
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RAM : Random Access Memory is temporary memory that your
computer uses to store information. Text copied to the “clipboard”
is stored in RAM unitil it is replaced by new information or the
computer is turned off.

RAID : redundant array of inexpensive disks, methods of using a
number of smaller cheaper disks instead of larger (and hence
more expensive) disks to provide higher capacity drives and also
redundancy in the event of hard drive failure. There are six
different versions of RAID and most allow for the content of the
others.

RAM : random access memory, the memory that the computer
uses to run your programs

Relational Database : A file containing a number of tables. Each
table contains logically related data eg. A table to contain name
and address details. A special program (called a database engine
or optimizer) determines the most efficient way to access the
information and controls all access. Several users can access the
data at the same time and data being updated by one user will
be locked to prevent conficting updates requested by another user.
RDRAM : rambus dynamic random access memory, the type of
main memory used by top end Pentium 4 system.

RGB : red green blue, the primary colours, used by most
computer moniters and TV sets

ROM : read only memory, used by the computer to store the

startup routines (see BIOS)

Stacks : Reserved memory that programs use for processing. An
error message “stack overflow” is because there is not enough
space in memory available to handle the calls being made to
windows.

Scanner : a device that attaches to your computer that will
convert printed material into images on the computer.

Scroll : the movement of text as it rolls up or down the screen.
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SCSI : small computer system interface, a computer bus system
allowing a number of different types of devices to be attached to
the same interface card.

SDRAM : synchronous dynamic random access memory, a type of
memory used by most current low to mid range systems for their
main memory.

SGML : standard generalized markup language, the generalized
markup system upon which other markup languages such as
HTML and XML are based.

SMTP : Simple Mail Transfer Protocal, a method used to transfer
email between computers that are permanently connected to the
network.

Shortcut : a combination of keys which when pressed together
perform a function without having to traverse menus to reach it
eg. Ctrl-X= cut copy, Ctrl-V=paste.

Slot : one of a number of special sockets usually aligned along
the back of the motherboard to allow add-on cards to be installed
Software : computer programs, stored as magnetic or electric
fields, they have no physical extence

SQL : Structured Query Language, pronounced Squel. A
Standardized set of commands wused to access relational
databases.

Super VGA : A display mode greater than 640 x 480 dots (eg.
800x600, 1024x 768, 1280 x 1024, 1600 x 1280)

TCP/IP : Transmission Control Protocol / Internet Protocal- The
protocol that computers use communicate over the Internet. This
protocol is common to all perating systems, so it can be used by
Windows to communicate with Unix and all others for local
networking as well.

Trojan : A computer program which carries within itself a means
to allow the program’s creator access to the system using. it A
Trojan normally will not do any damage by itself.
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Task swapping : also known as concurrent multi- tasking. Where
one application can gibve up control of the computer to another
application and when control is resume from where it left off.
TCP/IP : a communications protocol that allow computers attached
to one another via network hardware or dial up connections to
share information. Used by computers attached to the internet.
Telnet : a method of connecting to a remote computer and
carrying out operations on that computer as if it were your own
Terabyte (Tb) : 1024 Gigabytes or 1 099 511 627 776 bytes (2**
40 bytes)

Trojan : a piece of software that appears to perform some useful
function but having its primary and more destructive purpose
concealed.

Toolbar : a row of buttons etc. which may appear at the top of a
window under the menu bar.

Upload : the process of transferring data from your computer to a
server

URL : universal resource locator, address used to identify specific
documents on the web.

USB : universal serial bus, one means of connection peripheral
devices to your computer.

VESA : a 32 bit extension to the 16 bit ISA standard slot
specifically designed for high speed graphics cards, now
superseded by PCI and AGP

VGA : video graphics array, a display mode of 640 x 480 dots
Virus : a piece of software that can replicate itself across
computer network, often carrying a destructive payload with it.
VAN : virtual private network, a wide area private nework that
piggbacks off the internet. The message packets between the
computer on the VPN are transferred using the internet but can
only be interpreted by computer on the VAN.
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Virus: a Program that when loaded infects, alters or destroys other
programs. Some virus programs cause major trouble and some
are nothing more than annoying pranks.

WAP : wireless application protocol, used to connect mobile
devices to the web

Web : the world wide is that part of the internet where pages of
information stored fo later display by browsers.

Windows : a graphical user interface which runs on DOS, allows
you to switch between programs and return to the same point at a
later time

Windows NT/2000/XP : an operating system which allows each
application program to run its own saprater protected region (see
also OS/ 2)

Windows 95/98/ SE/ME : modern version of Dos, allow the
windows graphical interface included

Word : the amount of data corresponding to the size of the data
bus of the computer, eg. The word length on a 32 bit data bus is
4 bytes

Working Directory : the directory which wil be assumed for all file
references where a eirectory is not specified

Worm : code deliberately introduced into a computer in order to
perform an action different from and contrary to that intended by
the user WORM write once read many

WWW : Word Wide Web, a part of the internet where documents
written in HTML can be downloaded via HTTP viewed in a web
browser.

Worm : A computer program, which replicates itself and is self-
programting. Worms, as opposed to viruses, are meant to spawn
in network environments. Worms usually are designed to slow
down a network or even crash it see also : Trojan House, Virus.

XGA : a screen resolution of 1024 x 768
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XML: extensible markup language, a subset of SGML that can be
used to create tags tha describe the data contents

Yottabyte  (yb) : 1024  Zettabytes or 1 208 925
819614629174706176 bytes (2**80 bytes)

Zettabyte (zb) : 1024 Exabytes or 108 591 620 717 411 303 424
bytes (2** 70 bytes)

Zip file : file that has been compressed

ZIP drive : a disk drive produced by lomega which uses
removale disk having a capacity of 95. 7MB
each(100,000,000bytes) or 234.4 MB (520,000,000bytes).

Zip . A type of file compression used most often on the Internet.

The file extension for a Zipped file is ZIP.
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