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1.0 32T (Introduction)
$H I A Ugod & 9RUd §H -
1. FFIY & IOT, T JhR
2. HFgeT &I fafdtest 3requner
3. FFUY & fAffAe #WT U 3ot gafietor
4, FEage Hr ffear
5. A dAT ATFCA & TR H SATADRRT Uod FHX Tha|
1.1 9EAEGSAT (Introduction)

Froge fAffes R & g § ST HHR dU7 F &ATT & YR W
geffpa fRam 91T § FHFOgEY A FSAW dUT FIFCAW AN gid & et Fgradr &
fffieet g & FF IEET ¥ FY ST @Rd gl IS IAFR 8T H FFAYEI 3
YA W A A forr ST W@ B

1.2 HFYE I IRAT (Defination of Computer) :

T - el AfFadl &, fAU HFgeX IeRT-3e9 Aded @A § AT
SAYC-ARE- 3M3cqe & fAged W & aal &1 I§ Th goaciad AMT § S
HATAT A g Pl T &THAT IWdT &, 3MET Pl AGUT dah, 31f W fAuRa fmamd
(IO va drfdhes) & 3o | prossess & Rofec & IM3CIE & §T A FofaT|

Computer T& electronic data processing machine § 3 faw s input
FI AT AR FH store FHLaT g, 3 BT Control Unit & @30T 7 Arithmetic
Logic Unit(A.L.U.) & F&&ar & 38 process oA & d¢ WA ¢anr f&dr
fagelt & 3R output &ar Fl



HFIYCT e TH latin ersg " Computare” ¥ forar amm g1 e arcad §
AUTAT AT HFAGEY ST & fGART &1 & fFTear §, S U 61 311 S dgd &
st AT ¥ X ThaTl gl

1.3 hFSYCX &I §TAAIY (Capablities of Computer) :

AEIT: AT S ¢ & wrcgel uh 7l § SArithmetic operations &t
perform @t &, «fdhe Ig arithmetic number crunching device & SamEr 3R
A $© HAT 81 T§ TH AMS § S copy, move, compare & choose & el
g 3R &35 alphabetic, numeric 3R 3= symbols S <afdd & garT AT &l
Tefid & & far gaer T s § W non- arithmetic operations perform
AT g1 FFYX 3 symbols & & A2t & &7 G Na#A Fgd &, & gann
manipulate &Iar |

T QA afFd & AGen &1 fargd set & S sfood IRUTH 3cUeed Het
& for e ffe % § Frogr @ @RI & war &1 sofdewra iR
gelFIfeishel T FISIW Feelld ¢ |

1.3.1 aifq 3R ggar it a#ae (Speed and Accuracy) :

Th YR Th AT H UH WOT (step) W FF HAT &1 Tg s, ©eIg,
3t g ereql @ gorel, HE&Ar AR 3ERT #. Move HR copy F HHAT &l Tgr S
Operations # g $& T & &laT ¢ FFYX HT ATd H FAT FAged ¢l FqHT
AT T ACIARUS ABHIANUS, Joiiievs 3R A ddhvs H AT T g

ad & HIAR FFgeX A AT & 6 AT A g sl &l Computer #
S ST IMURAT f3Far Fr execute I & fow St a1fd 3mavaes @1dr 81 98 39
ThR &, fh oI AWl # o AgH hvs § o 937 AMAT F 80 st Hhvs AT
389 HA|

3. i FFIgeX Te dHvs A goRT additions & perform &R THT B
Safh def IMd drel FFgel f@FeA o million additions & sE @AI H
complete T THhd gl

g d (fast) g« & 3faRed, FFgeX 9ga Y€ (accurate) a1d g1 FHepelel
& dT Y% 500 ¥ 1000 operations H HT AT §H TH Il Hd &l WReg
FFge Afhe 7 afda &1 9T operations & 9 FFEeY TETS @l ¢l 3H
JhR Id% JHvs H F circuits gsIRT operations perform ax THhd § 3R el
IR+ &l dF Ig Irerdr fhd f9ar - T I&ha &1 388 S computer & 91T
#H ugal ¥ & self checking 1 &#ar gidl § S 31 31dRe operations & Ygar
T ¢ & foIw 3T & g



Ifg input data FEr § IR Ife @&t & 9 & arem 9EmA program
of processing f2aEslIT § a1 FFYY AT S output 3cel AT gl Fifdh
FFgeY "Garbage in, Garbage out” GIGO & YT FRaT §|

1.3.2 Data ® manipulate & &Y &7

Jgdl HFYEY HE&AT S manipulate s & foT g v O FEd R
arithmetic problems &I gof fRar ST FHINumbers & IATY-TTT §A 39«1 daily
life 7 faffi=r =gl 3R alphabets &7 #f AT FXd &1 gl & HFge experts
d Th HET AfdshR fRAr Tk s @i ST Numbers @0 accept, store @
process #X Tahdr g,al non- numeric symbols & #T manipulate # THdT gl
37 S 9gdll symbols & manipulate &I TFHT § I symbols & T
identifying code number assign fRar @7 g1 39 YR 38R A & T& code &
GarT Yefd faam ST wehdT &, 38 aE 31eWB, addition symbol 3R sgd o

1.3.3 Data-Versus-information:

Data rsg datum gaael 8, fa@swr 3 fact g1 Data I« & raw
material a1 facts g1 Data &' symbols & garT 9&fdia forar Jrar gl

FH ¥ I 3N 3qFT #H =¥affyd data information g1 Information
data processing fRaT3T gaRT 9red output gaT g, S understanding &I Sea
3R Ay 3t i wiRT & AU IFT garT 39T Far S B

1.3.4 Data processing Activities:

Data processing, raw data input & T&ATUT, 3THI evalutae Fe AR
HH A o 3R T TEET A @A F OEISA ¢, FEE 3TARN I 3¢ g 2
g data processing, a1 @ Y SaRT fhAT AT AT FFPY f@¥eH A A basic
activities enfAer § Data &I capture &, data & manipulation 31X output
results s manage |
i) Capturing the input Data:
WAl & ggel R ® A Ser gred gl @ifgd AR 3EH gegar & wAfoa
fhar ST TIfY| ¥ YRFA H paper source documents W record gid §
G & o) #AMT IwEeh & A sco I & I T @Y paperless
machine readable form #Hcapture & I Thd &1
i) Manipulating the Data:



Data W =i f&& ¥ v a1 v & A™F operations perform- 7 I Tha

gl

1) Classifying: ltems & ¥AWT [GAYABT & 3R 9T H@Hg A1 class H
SIARYd e @l classifying ®gd gl 36T & v te material stores
¥ sales bill & @ fad ¥ Data @ product sold, sales department
sales I store #AATHwe & AT 3y F$ 377 classification,& 3TUR
W classified f&ar ST dehar g1
Classifying ®T9RUIT @ items & -pre-determined abbreviation codes
assigning & garT Q7 gid &1 i YRR & codes WANT Y ST §-
Numeric, alphabetic 3R alphanumeric.

2) Sorting: Data & @I I IR W g Iar g, IG T TH logical

sequence H TaReUd gd &1 3aeXur & folw - First to last, biggest to
smallest, oldest to movessd ¥R & classified data & sIaEAd HLAT
sortingsgerar &1

3) Calculating: Data @ arithmetic manipulations calculating Fgerdr gl
3eIeX0T & fou-ussales person &1 pay Calculate &t & fow, 38% ganT
R 1 1 & el & gl f ASQY X F IOT HE Fol I AT
St €1 Payroll deductions 3@ f& ¢&H #icalculate & & 3T H &
el sales persons & & ST &1

4) Summarizing: Data & TSHA (Masses)d HA e TfEcd Hell AR
39 S T summarizing Fed & IExample: T Reor T &I FeRal
HASR 9cd% department| Fr sales & shad summary #H & interested
gIaT & Tssummary report shad total salesgr #r information T gl
department #Haex 33f&F faTga information ART THaAT & TAH
department T total sales &I Product type, 3R sales person & 3TaR
W AT e

iii) AATIT a1 sifeqe Reree (MANAGING THE OUTPUT RESULTS):

T& SR data capture 3iRmanipulate™d ST & §1¢,50% for e ar it

operations &I AT@eIRAT gidl|

1) Sorting and Retrieving: $fdsy & data & &H A o & fav storefdar
STar &, e O $© storage media A # o I &1 S -paper,
(el =, punched cardar punched tape from)AEHIfhed AT ATATeHA
fs& 31X tapes.
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Store data Im information &Y recover &= & faT T& retrieving activity
gt EIFEd hiec &l goa & fav €iFlr approach gt &1 31fge aohr &
g&el drell d<IshT electronic enquiry devices @& 393eT g, S dY oy
3R mass storage limitisra# seT g1ar & ¥ 3T gt &1

2) Communicating and reproducing:ts location & g@¥ locationd¥ data
transfer #=T data communication g/dr g1 Ig Teh process g it olPdR
T § 59 deh foh 39ARN ®9 # final user & 99 &1 9g 9 ST

1.4 ShFCgeX ol 3fdgr (History of Computer)

FFGEY H g ARG & I A #F et & e g )
3mRa 1 59 R TEABt & OFT 1 fFr F F$ R F IR dF &l
nfasar - S sdefAar degiea d9, MiF TEFieA dF, VAT TEhhd o7
3R Ef3aa Tegider a1 51 @Il A 3f3uaT TwihaT dF FI favg g@nT =T =TI

g 3yfas qerFed e wgfa (0,1,2,3,4,5,6,7,8,9) W 3menRa g1 s1g
A HU I & wrcgey [FE atg @t ot & St fF gdAdd ugfd @«
3meRa &, AT §1 9 TR g SATTRT HRIAY gRM foh FFugeY SAuAGT ugfa &l
el FHSIar g 3R ufthar & fow arsadt &g ggfa &1 39T AT g1 FEegeR
AMT & & # G ¥ geafeud $o aidl W gH Tt S|
IAOTAT FIA qreir ALfT

Uil el & HISA &l d31 HE&AT &l I0ET oA & T AW Fiard Tt
# difeAr oRT TS| TGl AT Fe arel YFd HeHT FEels o0 AE T AqBA &
ST garT fasfad fehar amm|

Qreg ISR HN 31T T AT T T S| 3T Afas Tufa F o3 o g
g 3R s AN o AT &1 9w w1 AT I gan & u dfaw Rufa & o2
el g§ Bl Udw A 10 A §1 AifaT o3 gs, e, dber e wefa w
gl

LR

¢ -
*> *

* o
& o

* Napier's Bones: 33dsil afUld=T john Napier &7 1617A.D.H O &= & v
Us s AT FT 3aseR FAT| 5 AR i gl SAar |

11



Slide Rule 3735 0Ids TSHAS dec o TASs & o b fhar| ag Ad=r
FS H N SN, dreh, ION AR AET HIAT g1 SHHT GAeT 1697 rdedr A 9
Hgamar

IR Y A3 3R "e@ f 7T

39 Blaise pascal & ATH 3/aed gaT grem (3=8l 19 a¥ & 3mg H T o
7M1 3fasHR R St Ss 3R 1T T Tt § 39 AR A 9y, MR
3R fevst anfder )

fafestsr & am 3R smer iy wefeT

A feliT 3R a1f0ias Gottfried Leibniz & o@m87eT 1673. & e #MT T
fwTor TR S f& P AT G FR EehdT o

A4S T TALTFA SAA

1823 # 70Uz & T oo o Teh AMA dolis S (AW g v arforchr
VAN dr A 30 B soiad off &gl Srar anl 9 # 399 IET 351
T gfd & T Fokel AN T8 T TeAIfehel ol gl TAT| IMIHRT SATedadl
aifed [ ared S99 FF FFIGEY F AAd Fad ol

ity 3R gefFera Faagpet:

1961 QrATEEY & URFEH H ek dhelegeled Tafid fhar =&r f|e #Afel arvrern
& Ffr gpR AT & 1960 H UYgdl SHeA Sgddd H TAer fohar Srar
za% aig A FeFgere & T aE A e AR H Fea fGar amm
zafalv 38 Selfdgdhel Al gl 317

adle A gaTAw FaFyee ¢

Solagifeidh heldgeic] &1 FANT 1960 H Soacld ¢qg & A1 g3 o foh arhr
A BT 81 AfheT sHSF TG s T giforeel A o forr 3R aRums I gan
fF 57 Pelrgeiex T M dgd DIeT BT &1 MY SoFiah Horageex Tl
ShR FHr A7 AT AR gEY AUEET F FR A A EHAT & Tg TS AT

H ST # TS T § FIfed & & FA M AT &1 TS Holdgoic H TS
AUATE GO T & JEIIAT A AT FATAT I

Transistor

Vacvum Tube
IC Chip

12



1.5 SFegex Fr dfedr (Generation of Computer):

HY Seid 8 fb FFcger @1 Mfasehr 1687 raied! & UREH gam 3R
oo g & S 3T 319 @ W §| IS F FEgX H o R 50 avf 7 ah &
Jeod 3 &1 Ig FT a8 AT fFH Frogex & AfAseR &l T fAam| deogex
T ghRI, AVt & 3R W g R A arer = g1 T wEeger : difear
FeTs| % $r Taa dfhe & T & HYUR T ol diel IR ¢

1.5.1 9ad i F FFoged (1% Generation of computer):

gqH 9 & FwEoged H thermion valves &I 9T fRar Srar arl ¥
FFIGEY AR A d5 ¥ 3N 3o W WA 6T Hided A1l 36 N & $& Heage
e 8
ENIAC: g Ugal Saaclialh $HFagel o ot 1946 # USA & gfafdd
3t ofaf@eafaar & john Eckert 3R john mauchy g@rT s« m amm|
AR ATH "Solaclielh ~gHREA Seclded TS heaageieX " (ENIAC) I@r
TRTIENIAC 30-50 e oFaT 3R 30 & HR & A1l HA 18000 IagH
TgsH 70000 IFAESH, 10000 #9fFecy 3R 3Maeaes 150000 dree &I forstelr
oefr g5 Y| 37T &1 YT TgaT HFIYEX ik IO rfFaRmen &, forden &
ENIAC, Siafd 3R ST ier 8l
EDVAC: 30 soacieih Bshe aRued 3ifcHfed decger off Fga €1
T A 1950 & fRam a7 3TeT FARA el & do 3R 3alRe Ader
N AT FH AT H HAHA TS| SHA ST Hag AR AEA ;T e Hr
STAT T FFoGEX H gt #H Hw & gEy e F d & WEAT @+
TEUT AT T AR drfdeer AR &1 3RS §7 & oA dr aTHAr anfAer o
gud 9 & 3T FFogeX (Other Computer of first Generation) :
EDSAC: 38 sogciad 3 TR JeafRe srcgel @ded &, 3R 78
M.V. WilkesgaRT 1949 & &f&sst gf@afddr & s=mar armm|
UNIVAC : Ecker Mauchly 3R #gaell & Ifiadel Th3fear $Fcged ganT
1951 & =8 SR )
yaH i F Froged f o Arafaf@a s o
F T d AR e
¥ faegd &1 39T
0 I A 3F TUH FT HEIHAT g &
GrnfHeT ST dr &TAdT i

0w NP

13



1.5.2 gfadr fidr & Fregex 11" GENERATION OF COMPUTER) :

1955 & T GUH UG & HECEA H IFFH TJF H T B giforee’t
o o foar oo soagifed Tgg i ot # B¢ 8l &l AR STl FF Fr afa
A g 1 SIH HIS deg &N AT T & 19 N I’EIAHAT| STl 3cUIGe oI o
HH AT 30 YR ¥ SHFrgel &l AR FGd: & Ol g 37 ATl Ig Giadrg digr o
s CPU &mer &t enfRer foham arm, gur Ay, sianfdsr smor 3R geiqe/3m3eye
IFaat & faw fhar a=@m| SeanfAer ofeds S @, BidaT e @ e 5@
AT & NI TR 9| gfadia I & $© FFgel 36 YR |
1- IBM1620 : SHHI AR YUA Gidl & FFcYe] A Hh BIST AT, JAT AT
ST T ATt Hral & fordr fehar Srar
2- IBM1401 : SH& IR B¢ ¥ ALIH do U7 IR AaRe sraf & fow
SHPT YAET ThaAT JATAT AT
3- CDC 3600 : 3TT 3R §3T 94T dlfe &raf & fow fhar srar an)

1.5.3 g 9 & segex (111MGeneration of Computer):

Ig 1964 # y&gd T 9wl Ig Integrated Circuits &1 93T aXd Al o
IC & R &gl ST 81 T IC & 3 giforeey, ToeeX 3R FI{ed v gdel
faeliepist Taed W o gid g1 3 I Farefas § fh decgeX &1 AR AR o
g aml 39 N [Aef@a o FFgex A1 IMB-360, ICL-1900, IBM-370, VAX-
750 g oldd wddel o Basic Beginners all-purpose symbolic Instruction
cods) 9 R & fawfaa &1 a5 oAt 38 9 & FFoged HHER H B, HAT H
FA gEr AAY 3R g @i afy g F

1.5.4 Tqd N & FFegex (IV" Generation of Computer) :

IAAT AT F FFYX AT AT @A & agIdNGr & FFoge € o 1975 &
FA I FTHH oIlel Thel H Secldies Afhe &1 9T fovar am=m (LSIC) St fF &
fafoed RT W o g Y, e & ASHHNAET FaT =T AGHIIE & FhE &
FRUT CPU & ATF T A9 TR TAARUT FAT AT g I-AT| T HFcges Ao
FFYY Fgald a1 H LSICsH T\ VLSIC (very large Scale in Integrated
Circuit) o o foRIT 38 YR ¥ 8 FFYX A Uga W & AT IgT 93 HA Hr
HERTSHAT A g U Tl W 3 o6l G Heeged (PC) o & 39 Fgail &
¢E@d § Igd 9 F FEg g

14



1.5.5 dfadl 9fI& & FFogexr (V" Generation of Computer):

1990 & TAY & HEogR Tigdl fE F FFCYEX Fgald gl gradt f &
FFoGR @ AT Hafd g .1 8% faRea g paraller processing  &ar
gl FEA FgHAar &1 AT 3e0r I § F FFgR @ 39a Ao o g, iR
379 &Y e TAe SIRY g
1.6 ®FYEX H  Jeffeur  (CLASSIFICATION  OF

COMPUTERS):

FFIge data & YHR W classified 7 s &1 data I ar IoET &
gRueA & a1 @A measuring instrument & 93T & garT 9red 7T Sa £
Data St 30T & gaRT red fd ST § ar discrete data geld gl discrete
data &7 3cTe¥0T T H AT A o wwar g1 Data ST Measurement &
garT ured fd St § @ continuous data @gela &1 3areur & o continuous
data &7 3¢ER0T, FHESHCT & garT AT 318 automobile Fr afq § a1 JATHIR &
SaRT FUST 1 ATIATT AT HAT|

1.6.1 fBfaes FFgex (DIGITAL COMPUTER) :

fsfecer #FageT & counting device § St discrete data 9X fRar &ar
gl I T numbers (AT digits)d count I operate AT § numerals,
letters AT 31T AT gl ¥ e &FF o9 &1 o9 & Rfoed o g¢ J Jdwvs
g fafae # count off & g, Bfoece MdwR o sRod output results & gred
F & fAU discrete values count &t &1

B TR & [Aula g, Tarder Al gt & @y @Y T AGT
T &1 T INUST & I FF I g SAfcontinous scale & TrI measure 7
ST & 3R Y1 1 g § A $o 33 & Res axa &1 3aeor & o arosneT
AfcaTd Thl W T 330 & Hdhedsr AT ST TohdT §, dlecst hundredth of volt
& THIT AT ST FhaT &1 Th AT TAT Yl T TATANT AT W 2

1.6.2 TatT FFggx (ANALOG COMPUTER) :

TATANT ®FYEX  correct value & 0.1lpercentdh  3feel-3leeraccurateg
ol gl Weg Bfoed wFgex decimal point & right & calculating additional
places $r VT & @RT 3HTaeTH Accuracy Ued el I 3l T@ar g1 3ee’or &
fow Pi(v) 3.1416 & AT I@AT g1 a¥dd & Pi &7 @gr AT 3.14159 gl

TAtemer 3foca FFoggr & sRoa AT features®sf-wr wE  hospital
intensive-care unit F TF gBEE FFET T & o FFAfed FF aa g

15



30T & v waAraner RAeda A &1 heart function dg#ART 3R 3T vital

signs & AT AT g1 Ig measurement d§ numbers #F sgol I § 3R T
{rew & Bfocd Frdaee & goars F a1 gl

1.6.3 gHfas FFgX (HYBRID COMPUTER) :

fafeesr 9w ¥ & designed FFgex foad Bfoea T wararr srogex #r
faRvansit 3R et @ afFAfea &F Hybrid FFgeX 3@ S &1 g18fes decgex
Egd &9 ¥ 90 @eod @A & v R o €, e g% avas ¥
siifae faea & @raclose representation grl

FEfis ATeA 3= Y&aT YT AT § S TAeT FEoqeX & @y qof
gred dI ST Fehdl & AR 3T e ot Bfoed srcgey & @ ¥99 g, 3K input
data T fRET o T H IEOT T H TTA BT &

HFFYET F 3% TSR, cost T configuration &F YR 9T Fefferor

U category H SeIol HISH HFoGEX Al FFoYR, A A HFogl. gIHA
FFEY T W FFogeX H Fefiepd R = g
1.6.4 #ABH FFgeX (MICRO COMPUTER)

1) ASH FFYX TH BT AT 32T Processing system g ST & &
variety @I perform &t & fau grand A&t &1 execute & THhaT gl ITg
system ®Ri 3R school & users & garT use Y I & s fAffiea yoRT
# fqanfaa frar o @ § -

a) Desktop Computer : ¥ FFeggx PFT & g5 3w 3Ea Ik wadr 3w
3i3d & A supply R S § IR IR S tF AR, T ABE F
keyboard 3R CD ar DVD drive & &1 3 &1

Figure : Destop Computer
AT IE TEA @9 & 3R expansion card Ssr & foT 3@ g9 g1
g | T SET WA § 3R rEeh & 7a 76 g gl
b) Notebooks(Laptops) : Ig B¢ (30 CMx20 CM) & TUT gooh 3R of St &
I 8 & & briefcase & AW g0 &1 39 T W Ta 3R Fole Thid
gt & 3R @l 3R keyboard @ mouse S ball @ from & gar g1 ¥ sl
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&% GaRT Tod § 3R 3§ 98 & FHAGER change fFar o @&ar g1 s@H
SERCIT FFYEY & feature gld g1 AT WgeeX &l fAI70T & & fow touch
pads I1 ge use FI I gl

Figure : Laptop Computer
AT 3HR & SRUT portable gid & 3R se&r & = £
g dl : processing power & HRUT ¥ SEHCIT HT JolalT H Fgdl gd &l
3T standard expansion cards use T & Tehd gl keyboard T ThIT
extended usage¥ T 3= =@l @13 £

2) palm-tops& PDAs(personal Digital Assitants) ¥ small-hand-held
computers gid gl ¥ TURUIT: software & AT 39alsdl gld g o4 diary,
contact database 3R word processor & F& form ¥ a1 dr Bler keyboard
Ir touch- sensitive ThIET 3R handwriting recognition software @I use
A g1 T WY g3 FFgEX F FIgod A docking stationm infra- red linkd
GaRT I3 @ ol

\

Figure :Personal Digital Assistants

&St ;. Very portable g/ £l
g n: A AAT expansion,non keyboard versions data @ input & &
slow @ gl

3) Embedded Computers:HISe &#geX $T Igd 31 F&ambuilt in computerdr
Fo from I@T &1 3&EI0T arfdier A, H#RT, hi-fi system, TlwId, AGHIaT,
3Nae, missiles scAE| sensors THIT: sensors gidr g af HEs Iaeds
el giar &1 Output simple display ar motors 3R o @RFd &= & T
relays gxar gl

The important features of Micro Computers are:
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1) HASH FFYEX P A FFYN. TUAST HFGEL SERSIT FFged  3iRsmall
business computers FI @RE ST ST &1

2) ¥ B, ®A cost & Bfoca Freger g, Fad ABHRIT CPU & dig. g3
frar Smar &, AR e input device @ output device & TTY g1 Bl

3) #ABH FFegeX FH ward length range 8-32 bits & gidr g1

4) CPU & R9 & gia gl

5) Storage &#FdT &H gl &1

6) General purpose calculations, industrial control, object automotiongcarfe
# g usefdar S B

1.6.5 9¥ea FFgeX PERSONAL COMPUTERS)(PC'S) :

g HFEYX General purpose computations) & T ABH FFYX

g 81 Se¢ 39 YR ¥ aefipd fopam smm g1 PC, PCXT, PCAT 3R Super AT

(I IR AFHN) FAH Foh cost I configuration F MR R Jefipa fomar ar=m 13

3H YR & FFgx, CPU,RAM,ROM, CRT, Display,Keyboard 3 Secondary

memoryI@d g1

Features:

1) PC U& & URUT § TET HFgeX & 3R Ig INTEL8088 (ATSsh WA chip)
& CPU & ¥ # 640KB RAM,8 KB ROM 3R walidr 3w d&wosll #aRT
A Rg,PC & 9 Tz 1-5 MIPS (ATSH gald W THUS) 3YINT
T Bl

2) 2)PC/ XT(Personal computer extended technology g 3%, waidy 3%
ssd (360/1.2 MB), Intel 8088CUP, 640 KB RAM 3i¥ 8 KB ROM @ |
Ig PC &1 Jofell # HEM glar § ifh Ig g5 f8&h T@dr §1 PC/XTus
Single user system gl & & $r range20-80MB gIdT gl

3) PC/AT(Personal Computer Advanced technology) Intel]80286CPU,
640KB RAM64 KB ROMgERE f&s 3mad 33N vdr s sEq
(360KB/1.2MB) I@aT &1 @& CPU PC/XT & CPU & ufFaermel grar & 3R
88 4 ¥ Sterminals A3 ST FHhd g1 TEE T§ ACEAEGR T G
processing speedl1-5 MIPS 3R g5 f3&® & &/Adr 20-80MB gIdr gl

4) Super AT(IT W AEHA) 32 - bit CPU, Intel 80386 & 80486 YT T
€1 Super micros Hr RAM &I &dar 2-8 MB in 80386CUP gidr &1 5 32
MB @& gl ST ¥&dl ¢ AR 80486 # 64 MB gl g1 gsfeed & & am
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200-800MB gidr &1 CUP #T processor speed 3-5 MIPS 3k 80486 CUP
& 12 12 MHZ g 81
Industrial control & oI gH FFYY g HAZH HFPel HI processing
speed 1 MIPS & & gidl & 81F FFgeX ARl 0T AR g HAesdee 3R
sehd ¢FT calculation, investment analysis scarie & gAeT 7Y ST £

1.6.6 fast FFFeT (MINI COMPUTERS) :

s o R_dwae g & -
1) Word length 32 bits 3R processing speed 10-30 MIPs gidr gl
2) RAM @ &fAdr 8SMB-96MB-GB gidr g1
3) g€ 3% #r &/@ar 380 MB-2GB gidr g1
4) A= fAl srcggdMotorola 6803031 68040 CPU use &d &1
el Frcgex S ASH! FFegeX & gorer 7 faster g 3fRAF AfFaemen gar

g St 64 I1 100 terminal & support &Xdr g1 processord F& el HeCHHaE
system @id I3 AT S« #H 3R scientific computation #edr FeR 3R
college universities research organization, cgadmrdi. Sophisticated real time
control , interaction,engineering design & 31f¢ & fRar STaT g1
Al FFcger & 3gIRRr -
1) IBMAS/400/B60
2) VAX 88842(VAX Stands for virtual address

(@) Extenion- VAX Computers (f3fSea 3e1 ®RUR & g@RT da a1 g
3) WIPROS- 68030 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 VLSIRISC

processors.
6) HCL magnum built around 68030 CPU

1.6.7 f@A-%a FFger (MAIN- FRAME COMPUTERS)

T FFOgX Al Feogex A fast g 31w afFaemel aid &1 s 39T gt
fRar SITar &1 8T data T 92y AET # process fFAT ST & AT S calculation
# 3R Ig F Bl Frcger B aTHaT & S B
zad e RQevaw g § -

1) 3§ =¥ 48, 60 T 64 bits g THT gl
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2) HAAR capacity range 64-256 MB 3R g5 3%k &I &/#ar 1000 MB-10GBar
I eI &
3) wrafdT TE 30 -100 MIPS.
ATHA FFYE AU HIS, F37 industries, sIadT IS, EIHNT
TG, dah IR TS RSaR gcarfe H use fhar STar gl
3ETeI0T: -IBM4300 Aforar
1) IBM 308 #vfr
2) Latest model IBM3090 #uft
3) 1BM90004uf
4) HP 90004ufr 8705/400
5) HP 9000 Model18705/300

1.6.8 W FFgeX (SUPER COMPUTERS)

saH o Rdwa @ § -
1) 3T g5 o= 64.96bits &, HANY T &AAT 256 MB 3R 31f8® g1dr g
2) SRafdT TE 400 MIPS10000MIPS.

W HFG ATPHA HFged $HI Jorell # 38 fast a 38w AfFaRmer ga
gl gW FFagel H @AY ® & FLOPS(Floating point Operations Per
Second) F & HEAT §gld & fold §ART IR-T gl 3ahr FLOPS ranting igiga
flops second' & 31f&& T &1 T YW HFegel dgd & CUP @ §. S AT
H operate gd g 3R 3O faster sAd § Imassive a1 dAf@T 3R
sophisticated problem &I g &t & T use Y I gl

¥ weather forecasting (FHEH & IR F #fgsyaeh), Ade 1 o
#l.seismology 3R plasma physics # weT R Sd g1
ECUEU I
CRAY-X- MP/14,X- MP/24&X-MP/48
CRAY- MP, CRAYZ, CRAY3, CRAY Y-MPC
ETA10(Developed by control data Corporation)

ETA 10 (Developed by Nippon Electric Corporation- japan)
SX-3R (25.6 GIGA FLOPS)
6. HITACS-300(32GIGA FLOPS, HITACHI MAKE)

1.7 IFedIX dAT §EaAX (Software and Hardware) :
T HEogeY [AEeH o welt # @ o1 ehar &
1 FFG FTEAW

o s~ wDbd PR

20



2 FFoPEI WAl
1.7.1 oR#mT -

ag o REea & IR # §iifas AT FFogX & TSI & T H9T g1 JATq
g It Diee 87 @ T ¢l o HFFgeX FT igr T, CPU I giEaeR §, aorm &
ar AT Siee 87  I6l Gohd ¢@ olel Ahd oI fh # gIaT §, 39 §H WIFCdI; Fed
gl

FW AT AT IR aF 3 FAS A 3 a9 BErea 3R Jow Reen
& 7y QAR fFar aRem &8 3%, 3CeRR TEd S e ¥Ry
fFca & AR & I &1 J9fF Fae # R gam @aha s & 39Reyd g g,
Aftret q@r 3R T3 A& S Fhar Ig FARA AFeA F AFCII FH A1

SO YhR ¥ HFogeX & Ffr difdes AT Frcgel & gIsa & AT §, Adih
srer AR FEHA ST FFgX H § HECgEX & AICdI & AET gl gEaR 3R
AR & ALY Toaed Th & 9T G@RT 18T & ST ToFaee g

FrgeY veHA, T g & AR & Ay S & 3eoT FH W [ 6,
e & o el - & Ao &1 &1 34 YR & §e8 Y fas ge 9 @r
g3 AiFeaW 8 a9 de H 6 AT o9 dh [ 3uANThed! S8 I gI8IA
AT | FECGY AW W HIS M FeaW FE o § I g8 RuEt &
Gl
1.7.2 INAF FFFgR  AOWEFHERHT  F&F (BASIC  COMPUTER

OPERATIONS) :

3Pl & RER IR FFIYe AT &9  diT 98 1l T e § -
1 ¥ $aI9c GaRT 31T T At I Ior e g

2 ¥g 3rer @ gIad @dr gl

3 Ig SIeT & userdl Hgfodd & 3EN process T gl

4 7 output F & F aRomA &ar ¥

5 Ig FFgX FH T sRgonfodr W HIF0r @ gl

EH Zog Uh-Ush b [a&gd §9 H 9&dT -

(i) Input: I FFegeX H data  WIH HT el T IfhdT &l §, Yfoh PFYER
s electronic Al § safow frelt o q@d @l i g 38 off =
TSt &I HTGRIHRAT gl gl g8 3o 3Mhsl X T 38 J6R § processing
o IRUTA output ar gl Input Unit computer & gAF 3T ol & T
39 sASg §T H processing T gl
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PROGRAM
& DATA

ﬂ INPUT ‘:=| STORAGE »/ OUTPUT / ;

:JNIT UNIT UNIT RESULTS
CONTROL | ____________._ :
UNIT

Block Diagram of Computer

(i) Storage: Data g instructions & ¥1$ aX W FWad @ I 9ishar &
& storage Fgd glprocessing Y& F1 & AU data &I system #H sreler
SR &1 T sHfev § 5 CPU &t speed sasit dof 8l § & I8 3ar 1
S & WY FH FAT YFE W &l gl AT T ugd, fEAm am@w Ser
FFYN FH TS AN W gIfard A arar §, @& processing st aifa &
HF9e<1 g H&| g storage unit AT primary storage H A& FHH FA &
foaw Design foram = § I8 sa7 & gIfaid s & fov S &ar § Sel
3CT I @M ST Thl
Storage Unit & garT e & o ST &

o ¥ 9K & Data(Processingslsl & qd g aig #) gIfard @M S1ar gl
e processing & §1g # A drel result & &t FI@T Har A1 &

(iii) processing : @ 9HR & AONT T difhes IOEAHT HT FA F FA A
processing #gd &1 CPU @ YR & Data HI=3il &I storage & oidr
¢ 3 38 yeR Calulation aX& Raee &ar g1 39 result & fT storage
unit T Yere fRAT SITar B, s 38 gRTEd fhar S el

(iv) Output : 38F GarT Refee H1 f&ar Sar g1 3aqe c@arr St #ff Data foram
ST & 39 3T W processing gl & §1g ST result 3mar & 3@ output
FEd &1 39 output A AT AW FH RES ¥ Ugor 3 FHgl TS & J
ot gifara w@a &1 39 output FH afasT 7 IuAer 3= & TR ¥ gIEa
FF @ g

(v) Control: @3t &@&A &I T &@m & control Fgemar gl g
instructions &I execute FAT g FH YHR FI opertions d calculations
H AT g control & A gl FT input unit &% operations,
processing @ output 3fg & RIRT & & & control unit F grdr
gl I8 e H gl T FHT operations F ThH-UFH & AT ¢ T 39
W g AR 3@ &
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1.7.3 wFe gfae (FUNCTIONAL UNITS) :

FFYEX H gled arel T FEAF &T 39T 376191 -units A &t g1 @ unit
F S HH AR fFar =r § a8 &3 38 & 3qET giar 8138 S & function
Jar S Unit 38 aarar § 38 Functional Unit #gd &1
FFageY RATeA 1 e reer-3reer s F Renfaa fhar = § g e TR § -
(i) Arithmetic Logic Unit
(i) Control Unit
(iii) Central processing Unit

1.7.4 (i) Arithmetic Logic Unit:

S& #Y g7 input Device T T@EEIAT ¥ data FI enter AT ¢ dd Tg
data primary Memory Unit & gfaid g Sar g, Si«fe actual processing 38
unit & arT & & &1 38 unit & gaRT T THER H AT T AIfFE ITOTATIT
F g AT ST &1 ALU @ YR @7 unit F @ & fgsnfaa &1 7 ElArithmetic
g Logic @Y O IJ0TAT¢ Arithmetic Unit & @ drfeees 908 Logical Unit &
g &1 S off Ser Y ST 8y & 3% storage ¥ ALU F TUEEART = fear
ST g1 Processing gl & &1 output & T & storage unit # TAGTART &
fGar arar &, arfe s8 #fesy & fow gifarg @ s &

1.7.5 (ii) Control Unit

FFYSY H 3T BT AT control unit FHgerrdr g1 S 6 FFageT 7 g
arer g3t saf W feRE T@ar g1 Control Unit &#9ggY # Run gt arell @
execute gl arell Y processing AT &ar g1 &iaar weT fhg deT FIE T
30 fFE YR 3HSTH &o § I8 @ ¥ [T control unit &1 gar &1 I8 &
gehR & input device T output device H QT AFHSET fSorar § ag 3dar I
T 3@ B

1.7.6 (iii) Central Processing Unit

FFGY HT ALU Unit § C U &I T FrY Central processing &gl SIam
gl CPU &l 7 &ecged &1 fGATT oY g Hehd &1 Ig 34T YR § T #Hepsy feamr
Teft Fraf o FFSER 3e¢ S ST g
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HARDWARE

1.7.7 98 HFge dehrErRe (Personal Computer Configuration):

T EH 3T A6 & IR FH T S F FEageT # ST g T O wgde ¥

& HFIYEY FHIHA T ¢ Ig 30 IR & -

g

1
2
3
4
5.
6
7
8

CPU (Central Processing unit)

Computer Memory (RAM or ROM)

Data Bus

Parts

Motherboard

Hard disk

Output Device

Input Devices

@ Hardware #geld ¢ 9 I8 399 H I3 &Id ol

1.7.8 FFger Fr AN (MEMORY SYSTEM IN A COMPUTER) :

FFY H &l PR HI HARY gl § o F et g & -

1. Primary

2. Secondary

Primary Memory, processing unit gart #1& € access T gl

Primary Memory & 30T § RAM 3R & &ecgex switch off g amar g,
Primary Memory #s¢ g STdl g1 84 Data &I Primary Memory ganrT 3l dsit
¥ Store X THhd & T 3 T & urar iy ST Ihar gl

Primary Memory Secondary Memory @I 37987 Sdmer Fast gl gl

Secondary Memory # Floppy Disk Magnetic Disk 31fg 3md €198 FFaggX &
ST gt &1 Primary Memory, Secondary Memory &7 3198 SdTGr #Hgel grar
gIPrimary Memory &1 size Secondary &7 31J&m @ gidr gl

FFY A memory ATIA  THT Il FH AT @ & e § -
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e Instruction fSeleh gaRT WA T execute FT Bl

e Data H W & gHm|

Se o FFIYET Flg FHA H & § o 98 3T fod W NAfder : S &
38 primary # @ AT gl J§ Data 39c device & EaRT AT § <& 6
keyboard ar ®I$ #r secondary storage si& f&|Floppy Disk ... 37fg|

J§ program 3T instruction , primary memory H gld § df FTgEX 3o
Wem & FH F & AT ¥ TG FFIGEI F el o I @ W@ & 98 o f@ar
¢ 399 e et g1 HFager f memory # program, g data &=t & Binary
From # gif@d gid &1 S & g7 Decimal No. System S=d & @& No 1 to 9
g & 0 off st enfAer g ar &1 Binary system & &% g values gidr gl 0 @ 1
Zog HFCYLY HI HI H Bits Fgd & 15 F &7 37T & Decimal System & 3TUR
W AT § @ 3 MR W calculation :a g1 I YHR FFIFEX Binary
system & THSAAT |

o sEfav § fF SFuge & el 9gd ¥R integrated circuits gld &1
¢ g switches #gd § 0 3R 1 & a9 ON g OFF & & /@l 0 & OFF &
1 & ON AT ST gl ®F9geX 0 g 1 Fr from # STET AgUT HIT ¢ F output 8T
g1 03 1 & form & &€ &ar &1 g7 F#I¥e & Decimal Form & 37 a0 € a8
FFIYET H AT H9r F convert gar g1 38 #H output AHTerar g1 T 38 By @
gAY smwr & Iifa & Decimal Form # convert &% g4 fe@rar

HFIYEX Hr Primary Memory IC's(Integrated circuits)f gt &1 31
circuits ® RAM (Random Access Memory) &gd &l & RAM & 319sr
location 3 1 byte & memory F gIf&T & &l

(1Byte = 8 bits) IIg 0 a1 1 ST Form # g Hehal gl Primary Ir 3ddRe
storage #WT faffiea SIE-BIET storage locations & &= giar § oee cell Fgd &1
& cell, fix No. of bit 39T 3ieX @ ¢ o wordlength &gd § & cell & &
No f&ar gxar &1 51 cell @ address &g § 38 @Rl cells & g ST ¥l
cell # address 0 ¥ Y& glaT ¢ & (N - 1) d&F AT § &F VAT AT Fohd ¢ &
memory T& &3 cabinet & dig § ST 37eR-37clT Tl o gld g1 & Tl &
e BT & forger address @eY & FO 3ifFd @ar &
yEAd AA $ s (CAPACITY OF PRIMARY MEMORY) :

g7 Id § & Memory &1 & celll byte &I data I@ar gl safav
capacity &I byte Ir efeqi & IMUR W IRART fFar Sar g1 64 kilo bytes &r
AAMY 60 x 1024 bits @ &S F& @ § =32,786 bytes (1Kb=1024)
memory & size Jgd 93T gl gl IE BT FFgX & fav S Kilobytes ¥ Y&
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gt Large Mainframe @ Super computer & faT gaRi K.Bytes d& ST Hehdl

g1 379 Personal Computer & #ART capacity @I Range 64KB, 4 MB a1 16

MB d& &1 8T g dahdr & (MB=Million bytes)|

FrogeY AR A related FT Ueg AFT TR § -

1. Random Access Memory (RAM): Primary storage &' RAM carT &eifd
A § FAH I8 99 § & 7 oo ot gifda 7 & fav & o location
T 3YANRT & Fhd ol 9 38 3 T @i B & 9rr Y ST Hhdl g1 3866
AT A HAN &7 fow-ug & FHd g1 Primary storage & gifad
¥ Data @ instruction 31EUT$ gIar § S € &eageY switch off giar & I8
Tl STRIRAT gied Delete g ST 8159 g $r #ART & Volatile Memory
Fgd ¢13TfoT g AT g T & fF RAM t Volatile Memory &1

2. ROM (Read Only Memory) &#agel H THh g@ail TR &I HART g § 39
ROM (Read Only Memory) #ga & PC & 3f=ex ROM & IC Chip g
¢l ROM Q& 8 3y Data &I gifald t@dr g ROM & fa% CPU g
HHdl § 9 SHH HIS dealrd g1 fhdm AT Fhal &1 ROM # &I Input\output
oI & fo@r Jrar g1 58 & PC switch ON g1ar § ag wend [ffiea ama
# Read gld &1 CPU garr it WrAfder 3my sgdr g1 0t AARY St 39 srer
# Delete sigi ¥t & a9 #ff S&fd Computer Switch OFF &R f&ar s 3@
ghR @ HAA & Non Volatle Memory &gd g1 ROM ©& Non Volatile
AA B

3. PROM (Programmable Read Only Memory) &FgeX # Teh IR IR Hr
AT @ & O & PROM &gd §1 ROM & fa@ ¥ ser & Seord o1df
fFar ST @har &1 Weg I 9RmA #F PROM Chip W fo@r o & 38#
SColld T Fhd 21 T IR WA e & 95 388 FIS Scold g7 o Hohd
g1 I Computer switch off @ I d« #ff 3 W HS ®& =gl gsar &l
T I% & & PROM WX O 9 Wamd & +is deard ar modification #&T
F THd §

4. EPROM (Programmable Read Only Memory): for@ & Wame s g sia
¢ 39 Problem ¥ s@« & fot EPROM g 5&@® ganrt &7 fo@ s program
&I AT @&d §1 PROM W fodr aig g@eam &1 ultra violet Rt g@rT Sfemar
Srar g1 Y 38 W e 8 g for@r Srar @1 EPROM @R oY 918 gaerm &
&% ger ST FeheTr g

5. Cache Memory: CPU &I access speed main memory &I 31Je sgd fast
gidar 81 Main Memory &7 slow speed & &RuT CPU &T access speed &

26



®A g AT &1 37 speed o & fa¥ Cache Memory & & & ST g1
Operating speed & fast =1 & fov T BT A chip JAET I § 59
Cache Memory &gd gl Cache Memories RAM &I 31981 Sgd STed! Geldl
¢ 5 o Data 3fg 1 gIeld @ g FH & A 8l TE U 3HEUE
Memory gt §1 5 Es fF 3T &l 38 & ¥ TAETART hdT ST &1 98
e#-8X processing & AT 387 & Ured giar SITdT g

. Registers: ag #f we geR H AART gt g1 TFA F ser 3wus w@ @
gifard @ar g1 Registers AR & HET FE g9 g1 Weg Ig Data @
information gIf&ra w@a £l

AR (Summary)
Computer T& electronic data processing machine § 3 foT 3 input I
AT AARY A store Far §, 3R T Control Unit & &d9or & Arithmetic
Logic Unit (A.L.U) & Fgradr & 38 processing &t & a1 NIH GaRT G
T A& & IER output &aT Bl
FFIIY # speed, Acuracy,Data Storage, Data Manupulation, Data

Processing & 0T g ¥l

FFIG & TBR & Felipa 6 o

1. Data & 9sR W (Digital Computer, Analog Computer, Hybrid
Computer)

2. 3MFR, Cost & YR W (Micro, Mimi, Main, Frame Super @
Computer)

T FFge AT &Y dE & @r S AT §.

1 HFIYEY AW

2 FFIYEY TIFEIW

FFIgeX FeeH 1 i Heer-3eeT e 7 fasnfaa e = g

1. Arithmetic Logic Unit

2. Control Unit

3. Central Processing Unit

FFIYET A g UHR H HART g §

1. Primary

2. Secondary

FFIGY H memory ATAd: & YHE F1dl I FI&Id @ & fav § -

1. Instruction e gaRT 9EH FI executed = gl

2. Data 5@ W &I gHm|
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FHFIYY I Primary Memory IC’s (Integrated circuits)dr form # grdr
¥IgeT circuits ® RAM (Random Access Memory) &gd & & RAM # 379sf
location # 1 byte $r memory & AT T@ar g1 (1 Byte=8bits) Ig 0 ar 1
& Form # g @&t 2l

TEXT & REFERENC BOOKS:

Computer Fundamentals by P.K.Sinha BPB Publications.
Computer Today by S.K. Basandra,Galgotia
Fundamentals of Information technology Vikas Publishing House,NewDelhi.

FAFITH 9T (Exercise)
HEIGEY 1 AR HIfST?

3T T SeBRAAT H FAT 3o g2

fBfScer va tardter wruge # aRenia fifse?

AR # W FFIYe Fgl W &g 872

FFIYY HT selleh [T TAST TUT Ycdeh AT S THSSA?
A, A, AFPH TUT YW FFaPT F aRART Fow)
ALU dar C.U & & F gHsISY|

RAM @aT ROM # e ¥IsC HITAT|

. HIGH HFGEY & YR faf@u
10agﬁgﬂqwﬁﬁmﬁaaﬁﬁm

11. HFFEX & fhoel 919 IO I GHASISY

© © N o O s~ wDdhE
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SHIS - 2

gelqc AT H3cqye f3arsd
(Input Output Devices)

ghIs & TRE@T (Structure)

2.0
21
2.2
2.3
23.1
2.3.2
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
SISICO
sAge fearsw
g
fafese fr-a13, Fr-a5 azm
fafise Hr-a35, I A
& Aza
CIERE
Soh-aiel
fsfoca e
Fhel<
Srafees
HTSHT BIeT
T Ehie
IR Hg P
3fifteahar ATy fsT (3T.E3N)
3feesar A JsT (3.TAAR.)
HA7Afewh g FFeX s(TA.3ME.41.3M)
33eye fSarsa
AleAlex
X
2.18.1 3c Afeww
2.18.2 35 Frar Miex
2.18.3 il -3uae
2.18.4 A WX
2.18.5 &l X
2.18.6 ooR X
2.18.7 379 YR & X
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219 nfred wellex
2.19.1 TR
2.19.2 37 IR
2.19.3 Folageied TareX
2.19.4 wolT 98 Tallex
HRTLA
P P U
2.0 332" (Objectives)
$H AT HT Ugel & g §H -
1. 3A9e-3M3eqe f3arsds, Ay, AR, M
2. BeX & [Affe g
3. TelleT qur Ehelk
4. Sraf¥eH, TT Thd, IRHE IR
5. 30 I 31, 3. TH AR, UH S AT IR
6. @Se O, ¢ afe, f3fSeer Herr
e & TR A FERRT 9red FX T

2.1 34T 313cYc f3agaST (Input Output Devices)

FFEIYEY HT user WY & CPU & TFah TG 7187 T Thd &1 38 IR
CPU & &Fruggy 39RRdT & 1Y §F9e T 767 X Gl &l 38 g &l
FFYe TURT ) & 0 g5 U interface T 3maeTesar giar &1 o & g agdy
gt & Sz X @ €1 W interface & % faT $© Devices @ 3TaRIwdAT
grdr g1 3o Devices &I peripherals &gd g| Peripherals Devices @& diar &
¥ 3o o g dhd § -

e Input Devices

e Output Device
e Secondary Storage Devices

2.2 3a4c f3argd (INPUT DEVICE):

soiqe fBarsd FFagey & s IR @y & & favw s & ol g1 oS
FI-a1S, A3E, ¢& did, dseud 3Gl
2.3 &EE (Keyboard):

Standard QWERTY &g &#qggY # numeric I text data enter &
T HYUROT dUH g1 9% key U f&ag § S SI9 qardly aredr § o Seugey
s 3f5eed FIs AT &1 30T & ¥ 'A' key o W 01100001 S Hi
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3cUe<] Xl § S lower case 378K 'a’ & URd #dl g1 58T T&T W shift key
H GO IW@el W 01000001 STEeRT IS 3cdeeT Il ¢ Sl upper case letter 'A’
FI 9efa o &

Figure: Keyboard

[S1L::
* ¢Fee 3R numbers data input I & T fAaweT g
*  Ug computer & TTY 3T & o 3T @1 & cost Agr &l e Hr-a
39cleY g
gt
*  Ioi o g WFAT § AT S5 Y TSI AGT g TRl &
AGST HI access & H slow gar § 3R I 319 3Msaide & art 3R
THTT I FIEET TEd g ol WARN ghar g1 S <afda paralysis Ir muscular
disorder & If&d & aF T keyboard &I &1 & A&7 of T &l

231 wfdfore $FEE Fwue $HEF  (Specialist Keyboard Braille
Keyboard)

F-F gog AAST IT RS HIEIE Fgl ST &1 Tg ggf gAeT FT aa &
STgl fast gaqe T 3E@eTSar gl g1 Selection H& & fav g MW o W
A A Td & AR FFoPeX HA Tl responce & T S fomar Jrar g

B

Figure : Specialist Keyboard
T
* Non Text selection st & fov 3afs fast giar g, S & Ay [dFew
FIEIS qEIH BT § S g8l ofel W Hras, go, AT a1 gl Hr §¢ @ g8 |
gl gl
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gifaa

*  THEC A #gARS input & TIT poor IEAM FraE #F wh AR FUS T §
ar 3TRex AT enter IR THAT B

2.2.2 wfafare fE5w a0 F98 (Specialist Keyboard Brand Keyboard)

Braille Tewide 33X §U dots & patterns ¥ &1 gidr & 3R 38 Hias &
keys 3 38R gU dots & @y Rfeed g & o & &l & o Fgs g &

Figure :Braille Keyboard

2.4 HB3H (Mouse)

ABH &1 TART Ehidd W GIgeed & HaHec &l @307 e & fav fomar Smar
g, ST I§ FAGA Aag W horizontally H@ AT AZE YT fRam STam g1 A3 &
T JiT gl & o9 39 HJ fohdT ST § df I8 gACT &1 Ig & rods & turn FHIcr

g te TR\ & fav 3R e IWRET & T g dr &

Figure :Mouse
ABH W 3URYT e YR Feg ¥ AT Folade el AR 3ITeoide &l

ThIT & IR 3R drag &% &l §1 36 & Al wireless 3md 1
ol
*  STHET FFIYEX & TIT use AT ST Bl
*  UE PFIYLT F T TS HT AT & aF 37691 & cost 7gT ot Isdr &
gt
* 38 U FFUYET & U FATS FUTA 3aRTH Biell B

A3E laptop #Aleds AT IHSHA HFCeT & HIY AR & gAer @0 fhar o

Thar gl (3T tracker ball a1 e T Af-afed 95 W <o U5 Fga §)

3TELTF gl gl
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2.5 dEe U (Light Pen):

Ig PR IR AT F 997 & FA 8iar § 3R THT W 3ifsaide H e
WA & for uvaer A Sar g1 I light sensor  (Photodiode  &T
phototranssistor) 3R amplifier & &= gar &1 Light Pen &t &Yy 3ifeaige &
TATEC el & folT TR & 9/ &rdr Sdr g1 Scanning & RTS8 cathode ray
ST 97 T T & IERAT §, % 9 ¥ e fAvdd FFEAgey F AT AT g
FFIGEY 38 fIeTel aRT TR W light pen & A gar sremar g

2.6 TR &I (Track ball):

sHH AT ABE FT RNE FAT FAT A § Reg 38 @l w9 fFar Jrar g
e srheay AT gt &1 I8 T upside down AZE & RE 8T § FAIH
o dfe & gATT § IR AT body part R 810 §1 I8 ¥vss A I WRE
geoT 3@ ¢

Figure: Track Ball
ol
* g It IYART § ST FEuggy & U §AAA oPIg WifAd €1 TE Laptops &
foT 37t g 81
T
*  TH TUSS THE TTalls oTgl [T ST g1 3T 37el@T ¥ cost &r gsdr & 3R
IoR FI TR HHA H ool & ToIT JIGT 95T g

2.7 TfSce T (Digital Camera):

SR FYURUT FAY H G BICIAE ol & faw g7 fFar Jmar g, ofead
I5 oA & 39T a6 e AT 30+ aXd 81 YHII UF ool & GaNT
TERAT &1 $HS HFAX T AR AT F WR H e § 3R a9 FFaget 7 gawm
forar S @R B

Figure: Digital Camera
T FAY FT resolution STedr §¢ I@T gl AT compressed form &
JPEG’s & #ANT # &9 gidr &1 3myfas Alsar # removal &S 8iaT § Sif HAX &
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TR &THAT &I JEIdT g1 THST P HFOGEX H Fadl I HAARY F15 AN & ganr
transfer & ST T B

Figure: Memory Card

oIt

*  fhea &1 maegesar 7 gt 3R J@l feA & developing & cost off T
gl Bl

*  3TATEl 38T & delete AT ST Ghar B

* A Ugor ¥ & BfSea gidr & a 508 Frogey & e ¥ transfer fRam S
gohar g1 3R 3@ ufse ar fFar o g@ear § 3R 5@ ufee W seedie W
transfer & @& |

g

* Resolution 313 fheA I dE I=oT A& dfhd I X @ &l AT A
compress &I ST 1

2.8 TheX (Scanner)
Ig U1 ;7 3ifeside HT Image Digitize T & v walor R I &1

Figure: Scanner
Thet R S arer 3ifestee a1 R #1 ddg W Y-8 g&mrr smer Srar
g TIafdd Jerer & W H 9gare Sar § 3R 3¢ 3f5erssr a= Digital Image
gcd fr ST FIsEF 9 I8 BfSed 3Tt Image file & WA FEoggr A
gfaa a fear S
Ze¢ OCR TP & TTT YIET Fleh T T SHS d HoA T el H
gl fear Jrar § 3R aSuER T dErdar ¥ ufse fRar S aehdr Bl
ol
*  Tolc 95 Thell g d Y 8l o AR B3TScer Hay &1 gefamr # 3= resolution &
AT SHSA 3cdeod A TohdT &l
g
* Fgd 93T SHA WIgd 3cdeel I Fhdl ¢ o view T edit o & AT FEagex
AARY g SFTeT 3aRTsH gl gl
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2.9 Sigffesd (Joystick)

SHHT T FFIGEY AA Pl & AT fhar ar &1 A Sy A F Qar &
3 A direction data input #d §, Wed Ig ¢, 1, IW, AT AT FA W
o dg FxF FF R Bl

Figure: joystick
2.10 #ASHIBIT (Microphone)

3O €afel F input FA F ToIw wAET RAT ST g1 Voice recognitation
software 39l voice & ¢ate H Fcoa & T yaer forar smar @

Figure: Microphone

2.11 T ThIT (Touch Screen):

Tg 9 IT § S FFYX I Thld & Rl 817 & § W OIT0 e F
ALY ST 1 TF BRI PR & G@RT AT o FRIfAd criss-crossing infra red
beans & gaRT a1 conducting plastichr ar gl & ST Folfdghad TFaeH &
CaRT F A T &

Figure: Touch Screen

2.12 9] &1 ST (Bar Code Reader)

Th §R HE 3tF @RI AR Space ¥ AT @ar &1 @i & wA IR
e Alee &1 Tue gt & Sof Fr weltia Far & R g IIRvEr
packaging 9 9T AT § 3R #Is manufactured & country & SR H el &ar
&, manufacture &1 18 3R 3cUIE FT ATH 0T gl
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J A

Figure: Bar code

TR F13 [T, As H T & T 3gAer Far srar g1 JsT oer 7
3UANTT HIAT § S [@ AR T ¥ 3T reflecions & X sensitive gidT &1
=X reflected @ge & fBfoee a1 # translate FAT &1 ST HFIYET H Foal I
F HLalel AT storage & A transfer fHar Srar g

IR #3 AR PN FF IR FW #Arhe 3R RRea oafT | @ #1 Fea &,
Wed 3% o 8 F&ar & gt e use U ST &1 ST S SR SR
Rear T & inventory & O agell & fRamel &I check #ar & o giikdcd &
ST A ggaA & o scarfe & 39AeT fhar Srar gl
A . SR HIS ST Sqfear H fast AR el (R g oA A S9N ug

T § 9 ¥ curved TAg W IT upside down W g 3R I I8 @er Jo

@ & a 315 # ta check sum Bf5e el adr &1
g : NO. #3 & O input AT 8 B

2.13 3ufecrd FFeX R&PIPEAT  (Optical  Character
Recognition)
Ig TFh HYRUT TheX I Wecs AT gEdfai@d e & 3foca saa =,

J & O use fFaT SaT €1 OCR AT¥cdIX de e T SHST Hl YAF 37T i
TgaT X aAdP SFEC BIse H dcoldl ¢
Qr.:'sm S

ehpee kee Tt and o %o ik

£ seigine 1B snsdey, oy Nt
D & wwnher st By any of
Your siaes OGS Bmoppet

g & s o L wls...

Figure: Optical Character
CHEC BISHT a9 98 YR & @R ufse &1 o1 @hdl §1 OCR @féar siifra
H qdf | 9R¢ HIE F TGd. gl & forw T 393rer fomar Jrar g
A e AT 92 A A BfSed form # s ST Thar &1 O a8 W 7
ufSe fRaT ST Fhcl g1 a1 dold ¢ad T Flad G: §o1 @hd ¢ 3R dfes
NRSAST TRe & A IS 3T I TAhd &l
i : Remrfaes poor & &&ar g, @Awa: poor quality originals 3R 3r@m@AET
fonts & AT THET & I3 AegA & T ITOT SUit AT gl
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2.14 3fMfeshd Ah RST (Optical Mark Reader)

Ig IR 13 YT & AT § dAfhaT prepared forms W AF Thed A &
foT sopr-ts-amse use @I ST g1 SR a5 fadhed 98T 3eak afFer ar dredr fefee
SRS ST deh RWFlae AT gl & ST Tg Teh A P Thel Il §| AFCAW d
A 1 YUY ofie T guen & Ty AT T

!
g
&
2
{S
£
£

g 3¢T & 37 AT & FIYC WA T Tk dgd oo 3N g [T vae awar
gl
AT | HIUNUT ST T F1 ATHT H SoAYe el T Teh g TaRaHAg olienr gl
FIfer | A X FURCT SeT WfAT ST & s 91T &l S A«g & select T
¢FEe @ NO. 3a9e & T 3udier g1 faam a1 Gohell &

2.15 AIGCH Boh hiFeX RAT  (Magnetic  Ink

Character Recognition)
TE T AT TAEY FT 3TN HAT § SN IR FHOT @A gl S JFahr
Bl Hehdl 8. ¥ A9 U3 I §. S« Wees @@ MICR &S &l & o & gl
MICR #2leT shael faY graehid Rl & Alleh Blec H Wees A7 &I 96 Fehall
gl Ig TF 3TT T H W@ Yo A g, Fife Ig @dter §, MICR & Fael
dF F & use THAT AT gl TH dF W THBee AFaR, db AFaR IR Ar@T Hr
qFR Ygel @ &1 e gl &
O423L5E
THQE g m
S AT Fls YH T A & AR 3q dF H FAO HUd § dF T & |
JFEIHT T & A HR IS TEEee H B e war ¥ G99 3/
clearing bank & 3=g MICR Jf$er mfild & ol & fow #iow Smar g1 3R
FFIYY o GaRT TeT ATAT TGA. & Thi3ecd o aid Teddm T &I ATl g
AT AE 3T TR B GIeT 3R dF Hi SR & AT automatic Fere FRar g
gt 38 3R Aoy sgd e g &
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2.16 3ifcge f3ar$d (Output Devices)

Jfeqe fSasas FFYY & aRT Wg Ry I ST @ A & HH A
forar Smar 1 secgex # Alfiex, fBeex, TaleX 3nfe Output Devices gt g1
2.17 #AfaeT (Monitor)

FFYN AR, ThT a1 VDU (fasgprer fBFcar Ifae) dmumor 3mseye
fBasd g1 I8 TV & & @AW gl I§ T fdes! H1 e F& Al § S Fo
AT FT TH AT TG Al ¢ [9URUI: 39eley Aliley 25 dfFaar yeflid &d
g 3R g% 9fFd & 80 31&W & £
aer O, w1 €, ok fr e 9 # e 7 aifhad & yeiRid

Fhd &1 ¥ UW FT TAT g A g
g | WAEee AT 781 @d & 3R Visual Problem & @y IR & o 34

oTel g

TR & HR AT A AT AT g1 IRg 3R 15 a7 (38 Cm) AR 17

g4t (43Cm)R|
$os ¥ Tg@ (CATHODE RAY TUBES)

AT FFIGET Fs TSR I Tollfdated & FAT & ¥ HAE ¥ TgF & 399097
N 8, ud ogg & NS soadlel 91T gIar &1 S Rl & 3feed HI 3N FEORE
SeH H I &1 TG FoFCIT HRORA 3TH F BRR I § af T JHRIa ge
FoR & gl Th FoR HAllc H BREBRA 3I¢H A Tcdsh THg U &1, Th aiter AR
T 3ic (RGB) & &1 8IdT &1

Fifh T FFIYEX THIT & ggd TH dod ¢ AR BT TR & dgad H
A gl & o, RNela e gl & dgd 99 gl 3aRdE 81 RNedd & #ew
space resolution & AT FT gl FFIGEY AlAeX H T & a7 erder T g
0.28Cm. gl &1 3 &l die standard use T a1

1. VGA (Rafzar onfhes @) 640 x 480 Ryader
2. SVGA (g fafzar anfthes ©¥) 800x600 foardrer
3. XGA (TFge=ss MirEF W) 1024 x 768 e
3=q Bavyead OTHER DISPLAYS :
1. Liquid Crystal Displays (LCD):

g Bic fheee use aa § S, 919 change 814 §, 3T GaRT YT Jahrer
pass #Xd &l AV fheca & I 39T o oa €, @ 3T § & Sw
gofdgehel ol TCATSS BT & od JehTer aTgl ISiRa |

LCDs ®fsal d Fegoied # o 39T fFar Srar g1 ¥ U WHIROT Alflel
&I Jolell H A G’ YA Fd B
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2. Thin Film Transistor (TFTs):

I display 3ygfas THR 8, St ® For AR 39 &I & 3M3eqe &ar
gl T N 9AF e g8 I & cfeoied & garT faafFa foear smar g1 3R
3Ta resolution 3R 3% contrast YeA FT g
3. Field Emission Display (FEDSs):

HAY s Folc Uad f3Ecel & 38 use X ¢, ¥ Hig H ar gder fic &
3YANT T ¢ S JFYHA F GaRT -39 g ¢l IS & Frg ar@r &l &1 g
glar &1 oY ®ag & On g Of 3R soaeld & BRR X Thdl &l Jd HEPRT
dots solacled & ATY THIT &, df I FBT, AT AT Hl 3cdeed It & v glow
gid gl
2.18 T9=cX (Printer)

DeeX 3m3eye Basw & o 3w frar arar 81 Reex 3m3eqe & &8
FAT a1 & ST 91 & B & O store FH ST AEdr &1 T@l TOIR H F5 THR
& e 3ucsy B
Classifying Printer:

e &l T 3MUR W qafiepe fohar o & -
1) aifa

2) Mec Farfardr

3) Wec *ar Hr Ay

4) 3Tl I W & TR W

1. SPEED:

Beet e AT & tF 3N Mo A FFar g1 W Beex d@iRFa Beex
FEAT &, AT TH A5l H Te I ¢l TS I HFGX & o Beex & Fefe 7
600 376N fec #ar g a1 oo afd & ooR fMeex 21,000 @B W A e
T Bl

gl T AAT off & S O Weex § I8 U a7 g H U s e i g,
Wed Ig A IT @ AT arel g b 81 FH 1T arel U9 Pl ool e g1
g 3R I HhE & sgad FAA g1 O afd e 9 Reex SRanfhd wretanfhs ar
SR dehelieh &1 3UANT & 81 & 9gd Agar gl ¢ 3 fady oRfeufa & o sga
93 ggag #H 39T Ry S g
2. PRINT QUALITY:

Reex gFe FAIfaIEr A1 e FATfodr HT g Tl Bl

Draft Quality:
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gic Afcrd Nk e & AT & @nT &R FF W Far g1 Ig asA
TUS ¢Fa] A1 &l Wlell Xl g, a7 3Fcel & Thid ¢ W Thid Hell
scarfe| @ #Afcea 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 Woll (WAY] §T HA RF FHA) THR-E & AT A 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
Tohd g1 ¥ Reex e At Weex Fr e 78w AT g 8
3. PRINTING METHOD:
e a1 a sAdee Weex a1 A Fdge Ve & Tha &1 Th sFUFe WX
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 3FIFe Weex heat ISR BIEETH AT 5 T HT YIET Fh &R FATAT
g. TR gl W Reex 7 IW & ALY TIgN Pleede 61 g §, AT sFdae ey,
sFFe e 6T 3UeT Fe AT R Bl
sFiae AFeX (Impact Printers):
Tl W JhR-YHR & sFdae Moy gia & - A4, dug, z&@, Afeew 3k 3o
EIel| Ig ek 3AH 3T MUR X fhar a/@r § & 9w W type element &r
AT T R

2.18.1 3 AfeFw (Dot Matrix Printer)

37eR AGFT & 3cq ¥ §oa1 g1 s@Hr Afd 30 - 550 &R ufd H+Hvs
(cps) B &1 I8 @EaT 3R sgd arst arem giar &1 R sga poor g6 g1 A
FH FaTfere! FT FleaT HrAr Hr Wfcear F o 3gAeh g

A dot matrix printer
Afterm ar e AT Weer A 38R Sl & dgd IH-9H g ¥ a1 gl
T ROy FFR ve-v-erA Barsy ga g1 o8 IR, Afcem Reex Tsaneea gid
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¢, ToE e 8g i 3R 7 W& asd R ar &, d9 S 3R 7T T &
T s e, FAT ¥ I8 WS $T RE 78, I GAF o It WK ¥ Ree
F|

30 Necy &7 990 981 o7 Ig & F T TR & canT WERT i o
PR Bee R Fhd g1 3T ARFT B T Farferdr s@fRFer dedr § 3R X
FaTfelel & TATA giar gl

2.18.2 sfafager Meex (Daisywheel Printer):

S TEWER A 33 W W d § 3N & suF v AT W MR &
I IR W gAY 3T Wee RaaT fir Acg @ Wieer Hir o &

——

S

A daisy wheel showing detail of the characters

59 ee #, Nec AFATT dc ST Tohal arel el [FHH T FT Tk AT
BT & I IS BT g1 YAF Tk 3T g3 &N @l g1 el |er 3eW
WE AT § I g & T TCEF gidl ¢l JI sic Afged § SIer mas Hie
arer 3 A @ &1 ¥ Reex gaag & fod use fFY o1 @aa §, FifF ¥ X
FaAIfdl T8 3cUeel A &l Soff frel fUeeT T dgarr g3 &9 dier ey § fSaehr
§icT W AR g1 § S THIfTe 3eR W OgAd &

o9 slagiee H [ gt § a9 sgd mare axa § 3R [ o &
aifd (90cps & &) ¥ gl &1 Bec &I TusE Foagiae TBRER F GaRT 3cdeed
P B & @A giar 81 & W 3R R gia &, [fed i &1 use &
3TPR iR e FEo ST Thd &l
¥« (Chain Printer) :

3 AR & O & Bfecr 39 W FFX & e g g, o &
el T AT gds FUfd oW g 8ld § 3R I« 3R Mo & oy o § o
e 30 RUfd W I W & e a § o IR 3R Rea & gda @< g1 sa
e &1 T T I8 & o I o /e TR & Blecd AT TSl & folT Sgolr
ST dheT &l
ds (Brand printer):
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Yg TH d3el WeeX § Sif 3000 &sed W Hvs e HLdr g1 387 U o5
BT & St Sgd o aifd & gA ¢ 9% fee I Ifd R g gar & 1 &
g W TEEH T &
gA (Drum printer):

Ig T oz BeeX § T w v 37 @ar § 3R 8 ddg W 3N
gU 3N 8Id §l 3H & IR 3N Tcd%h 3R 64 A 38R &1 Horoad g 8l
Reex 38 RNec X & F&TF giar g1 Sus &1 &1 3MERT 1 &A1 F TS gl gl
e T oisd WX e el #H TAGH gdr gl 36T & fod - 132 dus & |y
Th 3A 132 3R Neex & & use FOM Bec R 93% Tee dvs & AT
T Al g

2.18.3 aAt sFdee R=ex (Non Impact Printer):

¥ WeeX 38R A TR W TSH a8 R &1 AT T sFdae Deel T 7
HES drel @1 8, Fifeh ¥ Hhad $© & gFEe drel AT @ ¢ T FHAeAd ¢ 3w
faaesi gld &1 ¥ 6 YR & @d § - Selaciae e, ATdfesh, 6 T,
ST, oo 3 A |
geFemefe® Electrostatic) :

fBee 38N & HHR H 99T &I Fdg W 3T 3O & f3aifaie g &
EaRT AIe Bd g1 IR a9 el 39y & TEr FUT I@A drel TR & GaRT
IERT AT &1 EEY Fad Fgr gl IR W ey Fufy g § 9 W ARer g,
goageefed Mo Igd favawsi § i ¥ had o H{&T 9¢ @A &
AsEifes (Magnetic):

¥ el soaereees ff dE 8id ¢ [oud 3R gofdesd & & gann
oI &1 3EY MY 9 9T AL ST ST g, T AT do¢ F @l AW F IPER 8,
ink o 81 9 T 99X 9X AW T STl gl 39 WIE H ot Ig g o ey
QU T IMERIFAT 8T USar &1 AT [ieear goaeefes e & el g &1
At gFdee Reex (Non Impact printers) :

¥ RreX sr%c Meer ¥ AEST FF ad g, Fifeh gaAd [Ufecdl g8 TR W
TS A6l AT 8| ATIT © Al gedac eex 3ic ARFH deeT &l 3cee A ¢

AT gFiTe Reex & =T v § -

*  gAd O

* e Beex

*  Shold Beel

gFuFe el T print head f@# sgd A Aol =g glal &, T use &d
g St 3o RaeT ST oF Bec 88 T IR & ALY g1 § W ITEP W &
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An impact printer showing detail of print head
F© e 85 T &N A g0 & o 9 New w@d ¢, $© 24 Wew wWd
ST 3T resolution 3c9eeT Fd g

2.18.4 g#a W=ex (Thermal Printer) :

37e] heated elements ¥ S0 & Y [3fRse heat sensitive 99 & FIH
H @ A gl S S SIC &1aT §, o9 elements U& fRReawd dmoH W 9g T
ST 8

yHe e 9 g9 7 9T & exposure g]?T.é? FRUT darken over time
fear & Toar g1 B & T®Wuss g@ar g1 99d e dell ISR vagddee o
OIéEd degee] H use AT ST Bl

2.18.5 37% 3¢ =X (Inkjet printers) :

HER Falfagdhell dof I IR W I TR & T g F I3 ¢l Wfecar &3
#H st 3Td resolution(400 dot per inch a1 400 dpi) s #AfeceFa 38R 3T
X &l

Figure: Inkjet printer& Cartridge
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Zahoic =elcolour cartridge &I use &d g ST HAoleer, drer 3 Cyan
Ink & AT Hel A 3cUeed Fd &1 Teh HIol HIElST AlllhlA 3M3Cqe & &
use far arar &1 BT & [(fr 200 3R 9fY AFvs 39T FT Toar gl

2.18.6 A= W=ex (Laser printer) :

o Ueex ook dF 3R & UPsR TR F Uh T AfEd Ucd @
300 T & oy use A g1 W i a8 [/ A4 I F 957 4 ufa Bee
3T A gl

e &1 ¥uss agd glar & 3R oo WX agd Farfady & aifhe sAeT H
T 3ceeT AT Hha &1 TH photoconductive Drum Uger @Ter &1l &, d SH W
ToFes & H BEae W & o e 3Ta seefaug oor €7 use #r S &1 X
feEarst &t fets siagiee & @d &7 & H1Y WER FGgR T gl

AR TH 3T NAAY & TT IH & AT W 3T Wl &1 57 34ar § 3R W
AA A TR AT g1 ST Teh. Soifdedhd o1t &1 3ed § T W R HI fhad
T &aT Bl

2.18.7 3= YR & fwex (Other Types of Printers)

WURYT fUeet & 3Helldl $8 31T ThR & Becd o gia § e q@anr 3=
Farfordr & Dfeear & S1 Ihal &
2.19 I TelleX (Graphics Plotter)

Folc 95 Telled U9 W FHoR 5 U & MY IR T 3T A & o 3=
AICH &1 39U AT &1 Aled X-Gem F IR & TU-TY T HT 7T I & #R
Th U e FIW IR AT Y-Gem #F gAdr §1 Uh Foagiaied U W 9 319
T gl

Cleaning

biade Corona wire
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Tl &g aR e 3R seoifaaRer veelaee & #aer f@ATor o, e
afde a5 AR AW adE FF T & fF 050 Fr FAr g1 T wre AR g AfhT
feeX &1 gorem 7 FE g €1 ¥ ®uss RBeex & goew 7 @ 98 fee 3me
3cdesd Y Tohd gl Th BIC A & ISR § T 93 Rec 3¢ 3cTeed R THhd &l

2.19.1 wareX (Plotters) :

T s I R A e F O swahr R S € teleY @ YRR & @
ghd 8 -
* Ul TlleX
*  Zolggleciesd TaleX

T Tolled T 3 U T@A & Sf AT &l 3T e & oy gar §, 3R
SoFgIRCicH TaleY Ueh ool MeeX & T H T gl

2.19.2 g7 vwdreX (Drum Plotters):

3T Al H Uo TH9Tel Ufrad ¢ A HI ol ¢ 3R IR, 3= ufeew @
SEAR add e & o T Rclegidha 3H W § R ¢l

tEET

A drum ploer:
SHIAT I T TR HTAT BT § 3T ofear fhderr 8 g @ehar &

2.19.3 gawetmefe® yaler (Electrostatic Plotter) :

¥ Tl U 3T diecsl & ATYT ATfoidl TR &l dlel e JECT SHS 3cded
F HFHd § T§ ool SR HHNT HLar § S 9of & 74T & ay Wgerar g1 5@
YhR & TolleX fast gld § Weg Falad! HAGAT:poOr glel §, 519 Uel Tollel &
SHHT JoleT HT AT Bl

2.19.4 waes garex (Flatted Plotter)

Ig UHh Tolel § T8l U AT Idg W IR f&R Ear & 3R g8 &1 o1
A & O AT R g TE R I A F o o Rffied Fox 9 3w
FAT | Tollc F AR Tl 98 & DR & AT AT g gl
IRIA (Summary)
e Peripherals Devices fa& i ¥ &1 TaT &1
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1. Input Devices
2. Output Devices
3. 3.Secondary Storage Devices
gaqc fSarsd FFageX &I ser 3R g ¢ & fow s i S g1 S -
1S, #13H, & S, ogede e
HAZH & TART Tl W dIgee & HaHec Hl [HAIT0T el o forv mar Srar &
e U 3R 3R AT & 99 & A 8iar § 3R & W 3ifsaide F waEe
A & fow gaher fFar Srar §
Thak UST I 3ifeaige &7 Images Digitize #a7 & T valer 7Y S £
TT TR 98 IF § S HeageR Al TRl & fordll &9 & § W AI90r e &
JAHLYT T g
IR F13 YT, AS H Jgod & U 3gAer Far srar &1 JsT oo 7 39T
Far & S @it 3R T ¥ [3f@eT reflecions & O sensitive gidr g1
=X reflected oMz & BfSca a1 # translate FRAT &1 S FFCEI FI SToal
¥ FF G 1 storage & fod transfer fRar Sar g
OMR & R &5 {5 & TAA § AfehaT prepared forms W AT Thel I H
fIT sSRT-3E-d1se use @ ST B
Beex v 3m3eye fBamw B Moy 3mEeqe A g & &ar § St @ &
IR & o store $r ST Tl &1 T8l SR H FS YhR & Vel 3Ty gl
e & e 3R W geffpa fomam ST § -
1) aifa 2) Riee Farfordr
3) Wec el &I fafdr 4) el I W & JFR W
o Tollex IMH AT R A o & O 39T Ry S §1 el @ U & @l
ghd 8 -
* Ul TlleX
*  Zolggleciesd Tallex

TEXT & REFERENCE BOOKS :
Computer Fundamentals by P.K. Sinha BPB publications.

Computer Today by S.K. Basandra, Galgotia

Fundamentals of Information technology Vikas Publishing House, New
Delhi.

FAFITH 9T (Exercise)

1. foregl 9T 3aTqc duT H3eqe fSasdar & aF fafEd
2. sFiFe AT T sFdFe Reer F 3T FI1 THST &
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3. fecuoft fo@r

1. IR&IE R

2. TI GhieT

3. M.I. C. R.

4. O.C.R.
galtex fohdel IR &1 g gl
AT hdey YR HT 8T 2
sfc #AfRFT Tur Aok feex F 3w Tse fifav|
ABH AT ¢ didd ek TISC FHITAT|
WSHAY MAART & 39 =1 gASId ¢
9.RAM TaT ROm 1 FRYUTN FHEY|
10. et 1 aRenfia Hifso)

© © N o 0 s

1. Rom
2. PROM
3. EPROM

4. EEPROM
11. Cache Memory & 39 &7 THSIA &1 ST S Al
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SIS - 3
TRl f3asad (Storage Devices)

ghIs & TRE@T (Structure)

3.0 3}

3.1  yEdaEeT
32 v B
3.3 &% T
34 #HaAfew ew
35 W&\

3.6 YT &E IR 9w g
3.7 317 #HARte TR A
3.8 31T MTehd TR HAfzar
3.9 RrEsa wirdge Brr Afzar
3.10 3or WiAa Frevee 3w Az
311 3T WA e F 3T dlh
3.12 7\, H\.fee 3R a3
3.12.1 AT FAT 82
3.12.2 37 F7 &2
3.13 #AW IR f3FF @RS # e
3.14 oA HAR AT g2
3.15 f&dl sse T 8?
3.16 HIM dIS5¢ FAT §?
3.17 fae #r 82
3.18 &IsT FT ¢?
3.19 #HAWr
3.20 A Fr useraer
TR
P P YT
3.0 3%2T (Objectives)
$H g[AC F UG & 9AId §H -
1. Rff TR Basas & IR # SAFHRT 9Ied |
2. &% 3%, werdt 3T, Avmfesd &
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3. @3 (A, A9 3za
4. HEIYEY &1 AAN, A qAT A
5. & #AARNY, f§e qur sEc

3.0 YE&AMEGCAT (Introduction)

FFIGEY H 3T A GIAT T & 0T - TR Basaw w1\ O A6 g
FrN H RffieT yhR & RS Basdd gidr § S @rr ser &t o A g
d% IS @ ST Fehell &

3.1 JYFusdy Terer 3asaT (Strorage Devices)

Computer #r primary memory(RAM)&T ¥a#a volatile (IRadereiie) grar
¢! gafaw secondary memory) @I 3TaRdshdl gidl &1 & secondary storage
39T A e gu i -

3.2 wodr 3% (Floppy Disk)

FLOPPY DISK ua %t gaelr disk Wl & for w goadhrr ueref a1 e

g a1 33Hr coating Fr S &, IR 3T disk & ader AR T&TF jacket FH I

ST g1 Floppy # Data a1 g@er & tracks3iR store # store fFar mar g1
Sliding shutter

Write

siot

SaereR floppy & @R & gRA©T 3.5 inch giar g1 afds e floppy
% R H gRAT 5.25 inch gar g1 3.5 inch@ double sided high density
disk FI=r a1 Data ' store I Tl gl TH I) data &I floppy H store &

& §Ig 38 'write protected AT ST FhaT g1 38 fov floppy W & click &=
g3

Ig AT § floppy # g 7141 data &1 dr store gem 3 AT & QT data
delete g

Advantages / Disadvantages:
e 3PR I unproted § & AN ¥ IAREF & F av¢ @ o § AR grahT
ofed gde data &' 7S¢ T Fhdl gl

49



e Floppy &' access & dgd AT gidr &, e Ig hard disk & g H
X gFEdl §, 99T 6 revoluation per second 3R g T g YT FT &,
J9 38H (request & ST gHEAT access speed AT AT 36 KB per second
gl

3.3 g 3%k (Hard Disk)

Hard disk @ direct storage 39eiur § o o greaehd 8k §IDisk

# data grehw fOeg & ® A TH § Fex F Mo HA  concentric

circles(tracks) & T@r Sar &1 & Us track #3 sectors & fasnfad gar g1 &

disk & farasr sectors 3R tracks & Ig disk T "Format " sgdrar gl
Readiwrite head Magnetic disk

Hard disk showing internal mechanisms

ST data X Ued Fe & AT disk @ SEr afd W ogAEer &l gl
(ereTstar 3,600rpm) S8 & disk gFEAT &, read/ write head @& track W ugw
ST &

Disk & de¢ far Smar § 37aTa seal 3 lubricate fram Sirar & 3R 3@enr
headar f& gar & gaar g, aifd disk & #$ gfd o g 3T Ig floating
heads #gema g1 Hard disk $r storage & ar Gigabytes(Gb) g Thdr &, 37aTd
1000 Megabytes & T disk FT Tehell &

Advantages:

e Data W 9g¥ dgd oofIData & Hard disk f& ff #at & e S @hl 2
(randam access) Access speed @eT#7T 1000 KB per second gl gl

=g g« Extra Information:

o Data M vocH fSE platters F@r AT 8, H FFEHT FAE Ioddh FU
store AT ST 81 g plates a5 fd W gAAT W &1 (97187 60 & 120
revolution per second). Disk &I ¥dg & F& FW gal H TH read/ write
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head &¥ar t&ar &1 Ig drive T& sealed SPIE & 3 aldr &, i swr @
AT ¢ head &I gifer ugar &l

e programs 3R data & blocks & ¥ #,disk & tracks 3R sectors # store
forar e &

e T& drive &l disk ¥ data g & foT read/ write head &I @ track =X
ug a1l BT (IE seek time FHEadml &)l 38+ 916 38 FEr sector H head
JH UG T T FecdolR AT TS|

3.4 HIWIEH &I (Magnetic Tape)

Ig record FTA HT ATETA g S Idell tape ¥ o g, 3R 39Hr a8 W
JFIhT 9G¥ & o9 gl I§ analog 3R digital data #r record A F FHA H
I g1 Data & T & 9IS & 31e9 frames # store far Jram §1

3o frames &I fAeEIblocks T records §Ad &, ST Th g@EX & ASr-21Er
gl X gid g1 Tk audio cassette Fr IRg Magnetic tape 8T T serial access
medium T R FT FaT &1 AT data F7 Fedr & locate ar RAuRT =&t
foRar ST Rl

A JAZTM drive with cartridge
one of the many types of maganetic storage devices available
Ieaf g4 magnetic tape H Sgd SAGT IRATT A AT A storedT Hehod
g1 3P 3T &THAT T golg ¥ 37 hard disk & back up & &7 F @ ST

Advantages/Disadvantabes:

e Data &I access &1 sgd € giar ¢ 3 37 AT data & TH item W G
ugd Whd W disk # Ig HA GEa g1 Tape & &IT & & T§ IwY ¢ fF
data # search f&ar ST, F4ifh head T @R% & & tape ¥ pass grEMm|
(Serial access)

e Magnetic tape JeeIcHS §T ¥ FE gl g1 3N tape Igd SUEr data store
I Hh gl (T 26GB)

e Extra Information: Tape # data & for@am 3R d9gar magnetic head &
tape & FIW I[eReT W glaT &l S U tape- recorder H idr gl
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3.5 3ufeda f3¥k (OPTICAL DISK)

Optical disk &1 ¥9C Tde W UH & g Uh spiral pits 7 gd gl
Master disk&! high intensity laser beam & bit patterns & burn frar Jrar g
3R 39§ 3T copies F4T off ST & fA=g optically, laser ¥ 9eT ST T

A CD -Rom

Optical disk T& random access storage medium g| Disk & frar &
Fld ¥ FIT A UST ST bl gl Tk standard CD-ROM =TT 650 MB data
store T THhar § 3T 3TH 14,500 tracks per inch(tpi) g &1

CD-ROM=T full form,g Compact disk Read Only Memory. 3§ T
CD-ROM a1 §FHd @ a1 § & forgd extra tracks user, & faw & oS @
e user 3= 3T FIAT BT Thl T§ CD-ROMs read/ writable CD Rom'’s'
Fgarar ¢ 3R I g § 39 | storage® adh
CD’s 3 format 39de¥ gl &

CD-ROM: ROM & #dad gidr § Read only memory 3R s@ar Adde &
fF 3T disk ¥ had 9g Tohd g I data & write Ir store =Igr F Thd| ITg
W 3 CD & S & market & 3uesyr § 3R 3@ TE FEIR  software
programs fa&d g1

Floppy disk & d& CD-ROM &t @ spin &% Y& - & o9 User
request &AT § 3R & IR access a7 W C-ROM & &@Er speed & spin
FT @I &1 Access el # Ig Floppy Disk & a7 gidr & W Hard Disk &
¢ gl &

Comparing storage devices :
Storage capacity | 1 CD ROM (650 MB)=451 Floppy disks(1.44MB)
1DVD(4.7 GB)=7 CD ROM’s(650 MB)
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Access speed Harddrive CD ROM Floppy disk
1000 KB/s 100KB/s 36KB/s

3.6 Punch Cards & Paper Tape:

IE 3H aXE & storage HAEIHA AT S Wl FTA H Igd 98 &1 | 30
SEIATT & & SAET storage space H FTWA @Al A 3R g §gd time
consuming #r a1l Hard Disk 3R @Y storage devices & 3l # Selehl

SEATS Je g1 I
L1 ¢ ae 8 @ oo
LR L4334 § & 9 0000 0 ® e
[ 1] (2 11] L] ™" e o8 (1]
FPOOP VNIRRT I ER eI RIP IR IIVRIRDOSRPRRRIRRTRIREIS
L 600 9 0 " [ (11
[ ] (I1 111 ] 40 & 90 sEeose Si% Jam
L 1] suse é w e [ ] L4 e
L B L] L] ]
" L] "

A strip of paper tape
3.7 3T HIGeh FeRel AfSAr (Other Magnetic Storage

Media)

Zip and Zag drives, Floppy drives & a8 8id g Fdifeh & individual
disk &1 g7 Fera &g &1 3R &8 ff o &1 g & W I drives T data
store ad g1 (eETeTeT 100 MB¥ 2 GBd®)|
A= Jafewa T fAfRAT (Other Optical Storage Media)

Digital Versatile Disk (DVD)

e FaGT Memory 3R High quality /=t & Store el $I &&ar &1 aoig &
DVD,CD Drives & s@g Computer S9Td # o I g1 Ts Single Sided,
single layer,DVD 4.7GB Data store &I d&dl g oif f 26 CD-ROMs &
TR g1 39T Addd ¢ full motion Fr fed F@F sound tracks, subtitles &
ST EH 3TSIIT-37eT9T AT & Tk & DVD disk & store #T Id gl

e TH fheda St DVD # TR § 3R g@dr s magnetic VHS Video Tape #
TWR § & &g 9gd 3 §IDVD A Ig AQward § & s@dhr Digital images 3R
sound trackes & IPTEcl agd 4 § AR a1 TR-GN SEIATT e W &S
AT €T g1l User fheadr &1 fnelr off amer & directly 9g @ §&har &l (random
access)

e Multi Layer 3R double sided DVD 17 GB data store & Tl gl

e DVD-RW drives (re-writable drives) 30 Sgd #igel § W g ¥ €#R-¢X
home,CD-system 3R VHS tapes & 398 film 3R music s=iet & o ofdn|
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3.8 Rozdad wiFte B fARIrT RECORDABLE

COMPACT DISK MEDIA

e CD-R g CD &3’ & Blank Ir @relr gidl § W user read/write cd drives
¥ programs 3R data @I store & TedT gl W data Fad T aR & forar
ST EhT ¢l

e CD-RW -¥g CD 'R’ &R & a@ & &l g1 W 38H User, Hard disk &r
e files = read,write 31 delete aX Fehar &l

e CDROM 3R CDR g4t @t WARD Device &gl ST Ihdl gl ST 31T §-
Write Once Read many times.

Comparing storage devices :

Storage capacity | 1 CD ROM (650 MB)=451 Floppy disks(1.44MB)
1DVD(4.7 GB)=7 CD ROM’'s(650 MB)
Access speed Harddrive CD ROM Floppy disk
1000 KB/s 100KB/s 36KB/s

3.9 3¢ ®R A & AT 3= aliah:
Magnetic Strips:

T& Magnetic strip 3 & plastic card # S8 ST &, 98 213 IRATT &
data store #X ¥&dr gl Phone Cards, debit cards 3R Library cards #&
Magnetic strip & s¥ddTe data &I store &=l 3R change &= H FA 7T g
Smart Cards:

T& Processing microchip it f& plastic card & s=1% <t g1 dg data
3R processing information & & g1 SIM Card St & Mobile phone #
39T AT ST & 98 phone number 3R A store Far &1 3 ag user
Menu option provide FXaT &1 98 user & 3T& service provide FI T g
Memory Cards:

ST YART ORI k% data @ store #X=7 H giar g1 Computer flash
TM 3R Smart Media &1 39deT Digital cameras & 8T gl SeIhr &HAT 512
MB & 31 g dahdr & 3R memory card reader I floppy disk adapter @r
3999T data @ computer # transfers & & o giar gl
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3.10 ROM,RAM,Bits and Bytes
3.10.1 ROM =1 § (What is Rom)?

ROM @7 full form § Read only Memory Jg W& Computer memory
chip & 5@ permanent ar semi-permanent programes store gd g1 ROM
Non-Volatile gt §1 Computer s & & dc T ROM & contents delete
el gl

SR gX computer # AET ROM 37T & f&&# boot firm ware giar g1
s gaica ga=m g &, THEd computer 319sr Hardware & check Rar § 31k
doperating & RAM & load #ar & & PC # boot firmware @ BIOS gr
ST g1 3&ferad # ROM ‘Read only’ &Yl ROM & programs @I update et
& faw @9 @ physical ROM chips & Sgasl a1 gl 95aT §1 ROM & o
Version 38H Scaid HI FHGT Yol &d gl AU §H AHARI: firmware &
& BIOS @ software install & Upgrade X T&d gl Rewritable ROM
chips #% R # § i@ PROM (Programmable Read Only Memory),
EPROM (erasable read-only memory),EEPROM (electrically erasable

programmable read only memory) 3iX flash memory.
3.10.2 ¥ a1 § (What is RAM)

RAM @7 full form § Random Access Memory RAM & S9rig &, Sigf
39T computer temporarily operating system application program 3iR
gIATT #T data store T §, difeh computer FT processor 38 d& Stear 3T
HEE & 9T G| ST 9T HGhT FHFageX HAANT & a1 XS ¢ df af SAGIR
RAM & fau & &gl aar & St f& volatile &1 volatile &1 Jgf Adas § &
computer off & & a6 RAM & S & g9 98 WcH g Siaar|

Desktop computer H IAIT: 16 I1 sa@r Mb &1 RAM AT g1 30K
39 graphic application 39IRT & § df A9hRr memory 3231 64 Mb & gref|
SaEIaR personal computer 38T @g design fhr v § fF user & & S3mEr
RAM 319t motherboard WX @ Tl

IR AT 39 HFIGEX # RAM Sisd § a 319 processor & SR-aX
hard disk ¥ data & read & HT IWd HA Fd ol (virtual memory). TEF
39T computer 3R 87 IS Terar g1 RAM &t volatile &1 38 @eTaR electricity
TR, aife RAM # data d% store I 9 de computer I 8T &1 S &
AU FFAYE Fog [T T A9t RAM & 3eeX &1 data &@r &l
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SE 9 FFOGEY I & On fFar Sar § & 39 dFagel & boot
firmware ROM chips & store instruction @I read ®% operating system 3iX
files @I disk & read #ar g 3R 3¢ 9@ RAM & load & g1 T personal
computer F RAM & 3eRT-31el9T HET &A IAT SIGT access el AT g Thd ol

3.103 #=t 3R 3% wWRe # 3= (Deference between memory &
storage)

HAARr 3R BEd @RS gl & dFagel H internal (3dRe) storage
space & gd &1 3§ o7 "memory" $ §1d FRd § dF 3dAdT Adeld chips W
data store =T glar & S & ROM Disk #r storage space &I refer & &
foT &er I=aa 38 "disk space' aT "storage" FEd g1

FCYX & 9 memory disk space ¥ FHA gdr gl TH desktop
computer & 9 32 I1 64 MB FH RAM g Tahdl g1 #IR 3@ hard disk 4 to
80 GB data store &Y da&ar gl

Virtual Memory Tt disk space § T RAM & @@ ®1F & & folw
AT 3T g1 Tk Personal computer #, RAM & 37elRT-376l9T HET, &a AT SITGl
accessible g ¥&d § 3 programs & T St 6 MS-DOS &7 excutable files
W based § JEr IR & faw “differences between various kinds of
memory"” & gfed|

computer AT U3 gRATT # ROM 8t T@ar g§ St & permanent or
semi-permanent firmware store &Idr g afs FFYT Fr start IS W
hardware checking & @&| Personal computer & 38 BIOS &gl ITdT gl

3.10.4 Virtual Memory Far 8?2

Virtual Memory & U&T alisr § E# software & ATEIH & computer
T RAM &I dar fgar Smar g1 39y disk space & g@a] 3R 39T H e,
operating system hard disk 3R physical memory & &= data &I store &
o &

Ig I T user H g ot ¢ b 99 application programs load &I ST
Thd &1 Th §FHT W e application @Wer &1 @ g, 3R programs & 9
data ®I store & $T IgT FE 3TeY gl 8l

Virtual Memory & Ig gfel gl ¢ & system operation &R & Srar g
3R I® memory system & free disk space #F areg g ST &1 Virtual
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Memory & @ §3 operating system #H 3ITART ™1 AT g1 S UMAX,
VMS, MACINTOSH, SYSTEM T.X, MS WINDOWS, WINODWSNT AND
0S/2.

3.10.5 KILO BYTE &t 82

Computer &7 ¥s¥ BIel data unit T& single binary digit & (a bit), W
HHAIS: computers single bit I & 7 Al I 8 bit & FHAE W FIT Fd
g1 0 9% FHE & bite Fgr ST ¢l g K &1 Aderd Kilobyte § 31T & 1000
# gfar g1 & storage capacity FT bytes # g FT HT war gl 1K T
Kilobyte # 1024 units gid g, safaw Ifg &Fcgexr & main memory 500K
bites & ar @& 5000x1024 (512,000bytes) store & Thdr gl

3.10.6 AmErse Fa1 § What is Megabyte (MB)?

TH MB # 1,048,576(1.024x1024) bytes g g, =r & One Million
bytes| g odd number &fIT Fifh HFIYEI binary (base two)math 9X F¥
T § 3R decimal (base ten) system 9 =gI|

T ACSIl #Fex, 8 T & TR el & ToIU Th 98¢ TIH 37T gial
gl FFIYET TRt AR HAART & AW s15¢ (MB) H AT AT B
We count in base 10 by power of 10:

107M1=10

1072=10*10=100

1073=10*10*10=1000
Computer count by base 2:

2/2=2

2/2=2*2=4

2/\3=2*2*2=8

2710=1024

2720=1,048,576
So in computer terms:

1 kilobyte (KB) = 10246903 bytes

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

1 gigabyte = 1, 073,741,824 bytes
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3.10.7 Bit FaT 8?2

Bit & Binary digital g Bit shae T& g value store & Fehdl g, 0 AT
1, FifF bits sgd B @1 &, 3T 9T TF bit W Igd A HF W &1 Bits
T 8 & group H AR Tk byte d«1 ST g1 Th byte H "h" JF character &I
store HTA T TATTT FIE BT B

3.10.8 s13E FAT § WHAT IS A BYTE ?

Byte short form § “binary term” &T| T& single byte 8 byte & #Hg
¥ &1 & 3 s Character &' store el T &TAAT I@dT ¢

3.10.9 A MEMORY;

Memory &7 3 giar & fc@ & ®9 & data storage 3R storage Usg &1
3 tapes 3R disk # ya #AAT & gar g1 geifed memory & 3 physical
memory & short hand & &7 forar Sirar g, f@er #Adee § chips Sife data &t
store T W& $& computer virtual memory 3UAET T g, Sife Hard disk 9T
physical memory &' s ar &d £l

g computer $o fixed amount f& physical memory & & 3Tl & |
fS & main memory a1 RAM &gl 1T 2|

39 main memory &I Array HT g THs ordH & Box, single byte
information store & TdT g1 Td computer TR memory 1 megabyte gl
1 Million byte f& information store & He&dT 2|

Memory Manufacturers Kingston,Rambus,Crucial,Samsung
PNY,Micron,Centon
AR s MEMORY TERMINOLOGY
Memory Speed: 38 nanosecond #H #TdT ST g1 IJg§ dg AT g [ordeh AcRel
#H memory # store data @ access far Jrar &1 (2ns-80ns)
Parity: Te 3T ol 5@ memory & error &r check fRar ST @t 1
ECC : I8 Memory correction & foT 3uaier & &mam Sirar g1
AN d&@ MEMORY BANKS :
g T socket graT & S@T Memory install &7 STt &1
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3cIgY0T 4 Bank 8MB memory &I install & @ar g, ar total 32MB Memory.
There are several types of Memory:

ROM computer gdm 213 amount §# ROM store I@ar g, foas
computer & start & & instruction 8d &1 RAM & g ROM #H F& &l
for@ar S d&arl I Non-volatile gidr § 37T computer off &t WX &
information memory # store I&dr gl

PROM (Programmable read-only memory):

PROM t& #AY R9 § 59 w a1 A% v I for@r o d@shar 81 o
IR PROM W 9hmA fo@ I« & &g, I &Hm g8l f&ud ®ar 81 RAM &
fArdld, PROM # FFgeX seg Fd 9= & a1 oY 21 gIf@d tgar &1 PROM
3R RAM(read-only#al) & 3=ax I8 & & PROM & T& @rell AART & R
ST STl g, Sfafeh ROM &1 §elid §AF & 9amd fhar S 1 PROM &9 @@
3eT for@st & Tt PROM 9 a1 ?PROM burner =t & te fafase Basa &r
3TITHAT gl &1 PROM &I U &l dr gfohar &l FHafl-wmst PROM Fr sfeAer
8 el ST gl
$IH EPROM (erasable Programmable read-only memory):

T fafdrse ger i PROM g TS 3fec-arielc oise & T#HeT (@I erase
fFaT ST §1 U IR erase [T I W 30 O & wmHE fFar o1 @Far g
EPROM #f PROM & @AW & g, ofhd 38 erase &l & fav faegd &
eI el gl
$IH EEPROM (Electrically erasable programmable read-only memory):

Ig & fafse g&R $r PROM § 58 solfagehd dTel gaRT erase faar am
THAT §1 3T YR T PROM & FAE, EEPROM 3 GiaR dog kel & a1 o
ser gifald W@ §1 377 ROM & @A, EEPROM #f ROM facstr aifd & der
gl &1 EEPROM (flash memory) woler #ART & FART § (Felr EEPROM &t
el AT 8)| SHH AET ek Ig & & EEPROM # T&H §AF H T& «igc sl
for@r a1 ggr I FHar g, JFafh woler AR # Ser sole A for@r a1 9er S dehdr
¥l Tg woler AA A Afy F I T B
I RAM (Random Access Memory) :
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Teh AR (volatile) FTERST tRAT § S CPU garT wawer & foar Smar g

WA & T I & ggd 38 FAAN A s fFAr Srar § st CPU &1 SiemH @t

WY T A A ghawr dar SN R o FEeger & v maraw § 3R

39t IBM a1 Macintosh & folw 64 MB &I #ART 3ae3@ gl g

RAM A« AR & @AW & g1 &9 997 ) S . RAM & 318 #AA

F oo 3R @y ¥ & 37T 37 RAM & 3T Ug 3R @ |l & & a@d £

3O RAM volatile g1t & foasr 3 I8 § & 38 Sar & gifad @ & fav

foega & R gag A maegsar g &1 S & 9R §eg g’ §, RAM &

feua g1 e Srar &
ARTLT (Summary)

e FLOPPY DISK w& U gdell disk gl § o o g#aehir qardy odr arar &
Ir 3TA coating Fr I §, 3R 3@ disk & e 3R T@TF jacket FH Irem
JTar g1 Floppy # data ar §a« & tracks 3R sector # 5 store faRar rar
gl

e Hard disk Us direct access storage 3uaiUl § forHH FoR e disk g
Disk # data J#ahg fSeg & T H T & Fog & o AU concentric
circles(tracks) # I@T ST g1 & U track sector Asnfaa gar &1 v disk
# frder sector 3T tracks § Ig disk &1 "Format" Fgdrar &l

e Optical disk Fr FUC TAE T TH & §IG Ush spiral pits s« gd g1 Master
disk I high-intensity laser beam & 9sT ST T g

e CD-R 3§ C Y&3d # Blank @rell gl & W user read/write ¢ drive &
programs 3R data @I store & TSl gl W data Fae Te I & for@r o
qehdl &l

e CD-RW - I8 CD 'R' &R & CD & aig & gl & W s&@& User ,Hard
disk $r g file F read, write 31X delete T Fhar gl

e CDROM 3R CDR &l @ WORM Devices &gl ST &l gl

e ROM @7 full form & Random Only Memory Jg T& computer memory
chip & 5@ permanent ar semi-permanent programs store gid &1 ROM
Non-Volatile gt &1 computer seg & & dg T ROM & contents
delete=igr gl

e RAM @7 full form & Random Access Memory RAM at S8 §, SIgl 319
computer temporarily operating system application program 3R ad#T
& data store T g, difes computer 38 T& Sfedl AR AT ¥ 95T Tl
SIS AT YT FFOGEY AR A 91T G § dF a ek RAM & faT &
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FET Sar & S & volatile §1 volatile &1 Tgf #Adels § & computer FT &
d¢ RAM # S & gl 9§ TcA & Sreer|

e virtual Memory T& U&ET dlieT § @A computer & HATEIHA ¥ computer #Hr
RAM &I sgr fgar Srar §1 39as disk space &I gedi AR 39T # ome,
operating system, hard disk 3R physical memory & &= data &I swap
T Bl

e Byte short form g “binary term “&T| W& single byte 8 bits & #Hg &
a1 & 3R s character &) store &¥el &T &HIT I@AT ¢l

e Memory Speed &I nanoseconds & AT ST g1 Ig 98 THI § T+
3cRTeT & store data @ access f&ar Srar 2

TEXT & REFERENCE BOOKS:

Computer Fundamentals by P.K.Sinha BPB Publications.

Computer Today by S.K.Basandra, Galgotia

Fundamentals of Information technology Vikas Publishing House, New
Delhi.

FAFATH 9T (Exercise)
Floppy férdsl 9 &1 gidr 87
Hard Disk @27 Floppy Disk # #T 3=k g§?
CD ROM frasr TR &1 gidr 2
CD dar D.V.D. § &1 3R g?
BIT dar BYTE & &7 3R g?
VIRTUAL MEMORY & 39 &7 I#HsTd 87
PRIMARY dar SECONDARY MEMORY & 39 &7 §Hsd 87
CD-R @ar CD-RW ¥ 39 &1 THST g2

© N o 0k wDdPRE
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SIS - 4
3TRfear f@EcH (Operating System)
gHS Y FRE@T (Structure)
40 3T
4.1 JEATdAT
4.2 AR BEer & #14
4.2.1 9aw #Aeidee (Process Management)
4.2.2 AART Aas#Hee (Memory Management)
4.2.3 f3&F dur wsa @A (Disk & File System)
4.2.4 =Fcafdar (Networking)
4.2.5 YTam (Security)
4.2.6 f3argw grgag (Device Drive)
4.3  3fesr Rwea &1 sfagr (History of O/S)
4.4 S TR RBFred (Modern Operating System)
4.4.1 Y8aa FFagex BEeA (Personal Computer System)
4.4.2 FATHA HFogX fbFeA & R e
4.4.3 usdss @A (Embeded System O/S)
4.5 3@ ws 9Ra¥ (Introduction to DOS)
4.6 39 & wEd fATeA(File system of DOS)
4.7 3 & ’edRe J T HAE (Internal & External DOS Command)
4.7.1 3=dRe &A™ (Internal Command)
4.7.2 &g $AMUS (External Command)
48 3T RB¥ea & gaR (Types of Operating System)
R
P P YT
4.0 323" (Objective)
$H IAe F Yoo & 9T EH -
. AR een & fafdes &
. 3myfae AR Reen
. 3, [ a o1 ordaew IfEe fdeeA
faffesr AT Rivewm FAE & IR F TR IIod HEET

A W DN P
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4.1 9YEAET (Introduction)

$H JAT & Ieceld AT IFTRET BFeA & R # Iy god FT|
HRET feeA Froger RBEeda & = F7 &dr g1 T fwed & @
HERUT AT TS HERT 3og Sellel dlell HTT FHFTll d 3ol 15 AH & I H
eI HWE| g8 a6 DOS O/S & IR H SRl TUT 38h AT HedRe Tl
Y FAUS F IR H FATHRI IIed F3IT| U6 F Hed H AT GaRT i Hld &
O/S 8 frd SR W WART 3T § I 398 AT A Hed< §, TdrHT|
ATRfEr RAvewm (Defination of Operating System)
ATRFET fBFeA U FFogeX e § S fF Fragey & grsam AR dfdedX gl
FI AT (manage) FaT gl TH A AHeRR & #ifa TR feeq 3o
AT & T § 9 - 0T (Controlling), #FART #HAeoee, WRAINE e
ReFd¥e (request) 19 3R 3cyc f3ATSH W aHeldl Acdicher T Fiaer va wrgat
T oot HRFET RBeeA 309 Tl &7 & fou afred g9d R Seethd
el I §

4.2 AR BT & FI (Work of Operating System)

4.2.1 9w AdsA+e (Process Management)

A% GETH S fF FF0ge W gedr § 396 WIS U §fd" AT Th ueeare ot
FFIYEX W Tadr &l 39 9aT (Process) Fgd ol

drel =gATT & 3Mfehedak H dhadl Teh & OF J (C.P.U.) T, S had U SR H Th
& A T AT I AFH FEIGEX & IR RBred 3 -wA ww 7@ (MS
DOS) & st tsh aR & s & WenH T gfRar gy off 1960 Fegers # HhA
(Mainframe) FFaeX &I ATRET Beea v T & FIF (Multitasking) Fe Hr
&THAT T@dT 2T

JIATT & Tl I AR B it v Ty 3 WenaAl & T & 7T W T &
Hro dro 37 (C.P.U.) i Fcg & T H & g

qf# #$ FFIgeT U & (C.P.U.) @A B, dfhed sgXdlT & i T Gy Hlel
$ AT W &1 39 RE F e F v JRET [rea gt Nt # N3 2
THT Y Farar § T g7 Swithching &ga &1 I8 Swithching 3asi Jed)- 2
gt § 5 3iTex & Ig g1 AT Joldm fh Uh 9R & TSk & S g WT & I Fs
g I B

3GEN0T & ¥ H S U € FFageY W AT music ¢ oI Tl § TS- W
(MS-Word) @I wigell &1 e of @7 glar § 3R Fo i &1 &7 8 aar g1 T8
Tt FF FRIET Beea e ary v, § CPU &1 Ace & T ¢
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TR AT NAT FT AT Ied & AT FFggT & gIEIWT & TIT 379T-37609T
AT (Time) CALCULATE &l § T 3+i% faw CPU 39cletl el 2l

Fs T Brea veeihea (Application) & S ad @ W8T &1 WAfHSAT
YeTd aXdl ¢ o 9ad i grafAsar 3 gidr 8, 38 wafAear W A srar 2
Tl TR e Froge T J2 Tl IR FT TH HeRT TARFAT &7 |
AT T TSI AT oAt TAfASAT & HgAR fGar = g

FAE | FEAW T fAHdr

1 Key Board

2 DMA(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. AN yeuar (Memory Management):-

FFEIGY H AARY @ YR @ gl § - wafAs qur
gfadms ot i e AfRRTd 3maR (Size) # g 2
AARY AT SHEE ased g gl AWfETr A
FFOE # 30y wufAs T gfads aer & FARY
UeYsT H HA AT gl FAN FeEe (Manager) S
fF AART &I O9ed FXarT § TUT TR WA HT B
AT § gdrar g & AAN @ foures wafAe &
LT § AT gfadaes H

Jg TRAT TCellheled I dellel o Tolv Fcafde HART
Fr HETHAT BT g oAfhd TAHAS FHART A
IETRAT T A B (fee) AANY g7 W o AT
frca 30 toieee & T swfFd FAR 3ueey
I &1 30 fFar & Freufas AAN gaua (Virtual
Memory Management)dgd gl JgI Hledieleh HART
clads AAN garr e f&wen voeleme &
foT 3ueey Fuar § FEd voehd 39 al% @
TerdT gl

0x00000000 (lower)

Fer

it

e

SO 19A2] 48Sh &4] Jo
ssaooud J4esn e uo4
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TR AT FT g@T AGaqT FF FHeufah AART 13T (Address) HT GeeT el
AT &1 I FFOGEI FH TF & GHT W FS fHAC (Process) TH A Toadr g AR
I et Rt (Process) #ART & UH & @Us (Block) & 3931 (Share) &d gl
T el foRamd (Process) #FANT & 2R Sdlled & 3fel@T-37c9T deg (Value) Tgd gl
TEl TR RFeA |sft Bramst & 38 #AART sdled ¥ 3o HEOIHAT & A&
Value el adr gl T el & o e frea st fhamd & o wga
IGar gl AR RBeea sus v v arolt garar & s franst @ g
3eTch Sledlelsh AT dEdideh Al l I@dT ¢l

4.2.3 f3 va wea f@Fen (disk and File System)

TR Rrea #% IR & wEd [¥ea I@dr § St F 0F g@X & A9meqeT gAT
gl
asawd  (linex) ARET ReeA & 98 oad @A H e dgd 97 Ao
(Range) & & f& 3@ weR g-exit2, exir3, Reiser fs, Reiser4 fs; Gfs,
Gfs2,0cf2,NTFS3iR Google| file System. @@add (Linex) FAT ,NTFS &
rg-argy XFS aar JFS wied e & 8 gt g TAST T ¢
ol 3R fawar AT Rrea (WINDOWS O/S) & 9 WfAd wea RBwesd §
S fF 5@ 9ER ¥ - FAT2, FAT16, FAT 32, NTFS wEa f@TeH | s T
QU HeTH T faeaweiy § @l FAT wisa f@¥eA NTFS &r 319em Qe § aor
IR o A § Sas FRoT w5 RenfAar R SR BEw (Disk) @ s
(Size) TUT FTEA WS | HET & F G5 fAECHA & TR & g1d ¢

1. grofieg

2. 3ERUNEE]
el RFeH a1 ar anofieg gid & a1 3ERvheg 8id ¢l
T FHrayge A ad anofiag e fvea 3uahr giar § 30 Fraged & fhdr
FRUMESN 36§ g S N ARUileg Bgd @FeA giad el wrEdl &r
gifaqfcd aXarar g1 Siafh 3MRuNded wige e A IgRieid goh g3 wisdl A
afaqfct & fow 39l Toelihere dI Tg—Iar ofdr g

4.2.4 aeafdar (Networking)

FFYN WSH A AcalFher F1 3 F$ FFIY FH 9T H T gk § s T &
¢ dIfeh 399 ST &1 3G YaTT & el

AT TR ffFed Fraged # Acafder s &7 ff gers § o -fAsiar o
&r (windows NT) Linux #& 3 t@ (MAC OS) 31fg| FFcgex sicafeher & T
ST § R TR ReeH Acafdher dieidra gfl sicafedT Uieee § 3 § &
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IE $© W $© AT # H@ofed &7 § St & R faRse gritee & sRor fow
ST &

Aeafder TR RB¥eA TCP/IP Feafder Sieidla &1 3uA1eT &3l # H&H 8idl §
AT Uh FFOYER fATeH Aead H TEIar ¥ gy HFEager W @ ar § 3R
G FFYX F T SHA-File, printer JUT 3 YN &1 3T HT HhdT ¢l

4.2.5 & (Security)

FS AR RBFeA F© FIWET & TR WA 8l FFogel FIaT (security) fw ar
fart @ srenRa g ¥-

1. AR eeA Frger BeA & gEaeR 3R FiedzR &l #F YogaT a1
T T & WX I Yol Har § 3 AFTRRET Reea s v e &
AFAT FIA I TH & g

2. AR BreA W e o F FFageR gaR d Fiream® T &t
39T X & fow 31fepa § a1 781, & ek T H T&TA giar ¢

HReT i e & HrageT gm & o et 7 fQenfora fear = -

A) 3H=dR& FI&T (Internal Security) — F& 8¥eHA # ’edRer T & AT
URTH &H Uh Ugdle FFeX QI Sl & difh AT THR & AKX
(requester) & 3 WIMAT HT IUART I ThdT &l

B) smer gI&m (External Security) — STgT HI&T &I Adeld gEY HFPEU T
d6 O & § A HFOPEX dAcad H TFH FFIYEX & Tal B gEx
FFOGEU W §& A off 3TART FX FHd & sHH fov R A7 (User
name) U9 gEas (Passward) Sd9c & 9sdT gl I§ TH AR &
NAT & 3T TH IFURE IR & FeogX Acash H Acas Weihiel Hr
ACE W FFIYEY sicdsh & T TGl HT 3TART FX Tohel ¢

AT RFeA garr Frogexy Reed
&I G I@el1 e &1 fawa § it
FFGN W 3T EI SOREG  J2dT
=T gPpfd &1 HagereMer ser (Data)
W®ar g1 U.S.A SRl gaT fasmr &
Trusted Computer system evaluate
Criteria (T.C.S.E.C) &= &I

4.2.6 f3arzw f¥eH (Device System)

f3arsE SR F TER & AwRRW § o & FFager F I FHO39d A
IREIRSE fRAr (INTERATION) & & fow fssfad frar Smar g1 gfe srager &

66



33 gU W YR & AW Tsh @l # daddid (Communication) &td § &r
W & o g @l gsady & fSasd R FF9gy W T ®©d &1 99
FFIYEY R HAE AT ABH Hi Acg ¥ B oA T g, AR Rees
HES a1 ABE T AGE ¥ Sl TR AT E AT FA0S QAT § 38F HeqweT wfafear
FAT § JYUT IRUMH FhIT (screen) TN AT § 37T fhedl ot FFage greaey &t
haol HEIYEY U SIS @ SR qOT #gT 8l & 3T §TSaW &l g@ gSae} & alcrdid
(communicate) <t & foaT BaEd R EEd & IR gdr gl Faa =
FFIYEY ISAW gAY FHFIYEY IS HI 31eT (data) AT Fhdl g AT 37T Wed I
ohar g1 F gy Rad ARfET RAeed T #cg & 7 St &1 a7 & h &
YRR & FFCYEX gIEAW S ABH, HEIS, AlACR, Acdd 3YRUT AAY IYHOT
G Fg FFAAAT G T S &1 T HFAAIT HIT gSaIR A Ig Gy sreadr
g F Tt gpR F TR RveA Tfd fFe o1 I 30% foIv Fedelr gIEaR &
Y IuAFAT gRawr (User Manual) Fgam &Udl & foad esam fra e
frcA W F& TAd gen? g T JFRT 39eeY giar &l

4.3 IARfET f@rea @1 sfag@  (History of Operating

System)
FFOYEY T & AFH H Foraged A 3fesr fweA & anl 3usor s f&
AIFCaTR & §T A gd & (Software tool) FFagex RFeHA H IUT 300 I3 FEAN
A Holol A & HA AT § dUT F AT Sfiad H €R- R FFIYET 3Tl &
YA ded o I & 1960 H Ugell SqqHIAd Heuged &I 1| St & sgd
Heom T 9 W ST AfHeT (Batch processing) ey ATl
e ST R &1 JHUT FF FAF FT 5HIT Ik 3og UT AT @l gl S -
QeI H GEd 1 AT qur ST e s Nafder & seded 3 8
1960 & aTg TR frea # FHAT Ha 9o 38 Faw § q Tl & F3 a3
ged @S 3| S & uH fawesm 7360 (IBM System7360) & Helhd
(Mainframe) &Fegedt $r v agd 931 Al Ffad fr S amAar qar g
3TSAT-37A9T T 318 AT OS/360 3TRfer [red & off &7 ¥@r W 13|
0S/3600T% Tehd - gR@ree -dF (Single operating System) g 5@ e TURi
ARG fBargd (Hard disk) fasfad g$ iS58 IBM &7 DASD Tl
g ARfeT fBeea & gag FemsT (Time Sharing) $r aRom &1 e fFar sm@r
ST &% FFIgeT, FEAWT A M- AT AT & AT 3TANT T Tha g
TRHA RRFET & FRUT F3 AGI 3YUI H T AT Fs Yok 3TAET &N Thd &
g% fou ARE faweA @t JFERY & Processor & US-A1ET HAT 3TelY
AT § oEd. goR T 0@ gl g § F 39 3ueRor Y g8 39T W TET &
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ag 39H FAMT (computer) ¥ M AT g1 FHF ¢ ASHA QI H RO
(concept) T 7 ARfeT RBrewm & sl 7| AEFT (MULTICS) s & 1970
# giFa (UNIX) & a1 & S 9 7 sfad Rt AR e giFae ganr & 3itrfeer
RBrcw ¥ 9RT g o I 3 cggaide deiy ST fwea A
ATy (V.M.S) o1 ST o Al Sraged o gern amm|

qd ASH HFOIEY F AU fawqa Infeer f@eew @1 F1g aegshar @6 O S &
AThA g A FFageY & AT g 37| IBM o 379 ASH Hegedi & faw PC-
DOS 5 & 31 &f v srq &Y Fgl ™1 3TF YRAT ASHATE & MS-DOS st &
g d Uil g3 AT fBEed qomR 7 3d/T|

1980 & APPLE MACINTOSH COMPUTER & MAC OS & &1F & 39ar
s fFeA IR & 3dRT1l 1990 & &UF H FFIPEL & g #H sgd &
Seeld gU oA G.U.|. giaem & W fSde HRUT #3 &l Teh §1Y Heagel &l
gr ¥ 3 I FEGX F IR H AP H ARG 9811 1999 H ASHEdT o
WINDOS -NT 3iTRfesT RFed R & 3aRT St aFeg ARfer fwed s &
Y- HFYPA A Acafpsr & faw oY 3uged arl 2001 H APPLE
MACINTOSH COMPUTER & 319« 3iffqfesr fawea & aRada fhe 3k MAC-
OS-X SR # 3aRT|

4.4 3myfae ATRFET f@EcA (Modern Operating System)
yfas Jofesr FeA eemmr @ GUI & 393RT &d § oe# casfeer
(Pointing) 39aor S - #AB3H (Mouse) dur RffF style & Foit ded
(KEYBOARD) &I 393RT $I9¢ &l & Toiv fohdm Srar gl

S g IR R o # HRR F JHNT = & 0 78 a8 T e
web SERVER ¥ GUI & ¥ w CLI (COMMOD LINE INTERFACE)3udar
FA A ST FHad H- &5 & gaIqe F AT 3uAwer gar &

TR T THR F IR REeA #1 g A (Shell) gl § o fF HER g@anr @&
A FATS F AIAPR FLAT ¢ dAT 3TN HRAART Il gluser garT f&ar ar waATs
key board & Y fhar g3m A1 ABH GaRT oo % & ®9 A g Hehel gl
ARET BFeA & Fag COMPUTER & §FERR dg&HR  (Hardware
Architecture) W fA¥R Tgar § &IAT CPU W

Linex @1 BDS 3ToRféer fFea oemer a3t @ig & CPU WX Iad &1 WOINDOS-
NT, DEC-ELPHA @1 MIPS, MEGNUM CPU & 3fegel a8l
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4.41 ¥ HFYEX (Personal Computer)

(I) IBM-PC-AsHhae fasia, gfaed aur asaed & faffies FeaRor & 3fejgel
J

(Il) Apple Macintosh -Mac o/s-x 3t & Ffied HTakeX BTeH FI Th FIEROT &
AsaFd 3R BSD &

3R &

i bader e F View
T A

Mac OS X in action

4.4.2 HATHA FFYX (Mainframe computer)

1960 & YF A S R BEren Gaf@d g aF AT FFgeX nfHeaR
(Architecture) & 3ejgel Al TEH FROT T 1 T FAF F§ AP IR
ATt o AhA & T a7 7 gEIW dUr 3% Basd I/R AR Ful T8
Hfeer fawes, ygfas A fwea (modem ofs) & ARfed® W@l

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

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

C -UNIVAC EXWCS -UNIVAC 1108, 1964 to Unisys clear path.

4.4.3 uwrdds RATeA (Embeded system)

Trss RAted & 3 voR & IRer [red 3uae FY 1, I & I Linux
dur 38 o Version Y 3uAer A o | Fo A A wfewr e
HIFEAIT TCellahelel HIFEdqX & W o7 § 3R o worvasy ve fafdse gritster
& T MM 3cUeaT 8T &1 THSs fAwedA & /vy & o/s JuT veeliehee AftFeddR
H FS A A &1 W sy Bren o [Rgd gag f A9 @a § 3w R
ersH of/s (Real time o/s) & a1 & & ST ST B

4.5 39 TH 9RTT (Introduction to DOS)

3 & AU 3w ST Rfeen & § a8 IBM PC & Afea RfwedA &
AT AH § 31 & s TEWUT a6k H 39aey § O# AHAee HFds &
TH TH. 3. 94T IBM FFgel & O & 31 v B

SIH ¥ F$ TR § fore -
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fager T W BIOS (Basic input output system) § fer & &eaget 3uaoi
N Aas, f3Fw 3Ea e &1 yeud FeT BT § I8 FA TS A dE WiFCA:
TaRT Br § St fF ROM #AWY # Tuifa gar € dur $o 3w d& BIOS &
fOFaR & glar & S & fFeA & 98l SR a9 8 W FFIgI W dISs
(Loaded) g gl

ROM- Read only memory

T TR W 3 g TR T Aeg § 3T TR P I dA¢ GG HAT 2l
A I IJ§ TR FFIPEI & Ugal R T g W Tk (AW wisa
MSDOS.SYS,MS DOS 0O/S & faw Jar IBMDOS.COM,PC-DOS 0O/S & fau
g gl W wEfead g g1

T TR W Tg A gfadA™r (Command Interpreter) & T ¥ =T AT g
$H TR &I g7 Ao & a7 F I gl I§ T 3HeldT ®sal (Commad.com) H grdr
g S 6 FFageX & 1o 81 & HART H o3 g Jrdr g & (Shell) & & derar
3meer (Command Prompt) & 9¢ (Screen) &R fe@rar &

difes 3R Flg FAUS A9 H Ad (Shell) JgR F HAUS &I gscdr § dodT

FATUS FHI FASIAT gl
JUT HAUS F HFET GEU YHMH GBS H AAN H T § o1 AT & SR QU7

glaT & ¥E <@ dohled I (Command Prompt) &R w® Rard &1 3R
SoedolR &l & foh JoR gar 3meer (Command) 289 &l

4.6 319 FT B BEEH (File system of DOS)

wIsd ATcH & JAUT B F TR F IFH AFRRT Tafed WA F §1 TR

HISA HI ATH 58 bR IWdT ¢ o I8 3TD A1 TG W@ Toh| 30K o0FaT g §:-

1 WIS & AH 31S 3GRT doh 8 Tohdl ¢ [GH IS JUIATAT dAT 3oddh 3idh &
Fomar o foA Res S & 59 vR & (1$.4,~,@,-,0,_.{}) & &1 39T
T Hhd &l Brsel

2 @ AH 36 3R & SAET T g1 glell AT TUT IHERT & HrEeT (Space)*,?
IR+, 30fE 318N 3YART SET FX Thd| BISl & AT BIC IT §35 3N6RT & for@sy
W 3o Uh & YHN q FAST S0am, 3T 398 Hlg Beh a1 gl

3 TEd & AT B [AEIR e & fov da JAfaRed 38R 39ahr & od § S
BIEd & ARG N had FA gl T@ 3T A WERT F T Adw AN
39ceY g oot ATAIC: 393N I8l diall digv 1

.COM aar EXE gt & (Executable) wgal & f@Far (Extention)?|

TXT, ¢Fae w=al (Text File) & fav farar g1

BAK, Backup files & faw gl
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CCP, C++ 9HTH ®Tsel & fow gl
fO¥gd a7 & ®Fd & A7 ¥ el oo & fow (DOT) Separator & 39T
A B
3GIE0T & TolT T ®Edd "FILENAME.EXT" o gar ot 3me 318RT FILENAME
aur el 3eRT @I faeq A EXT €
FFYY H FISel SRRNFE A GIAT @l § o 6 ve a9y waR T wige g 2l
e 389 3uRyd w5t & A1Ar H g (list) gt g1 gk sRREedl T JaR &
B gl & a T SRR H @l SRRy I THhdl § IUT 3% ATHSRUT &
foT off 3ed g & AF 81 aFead: sREed & aHAr &1 Avdr @@ fRar
ST
FFIGY RATCH IR TIATT SRRFCY AT T I@AT §, 3R AT Rl Fwser Saemr
AT Filename.ext &, &7 gdlel &0 § af RA¥eHd #AGar & & Ig 3w addq=T
SRARF # & &1 39T YT IS I ugaT & fov vt AfRed g ¢a & oad
SRRFE F AHT FT AT I & fow '\' (Back slash) =g &7 39T X B
3CTEX0T & dR WX TG S wIsa letter.txt, Letter directory & § @ 38 a7 9&R
¥ for@a ¢ \Letter\letter.txt.
g 9eR Ifg LETTER directory & &5 directory & S #3T & &1 & § aur
3% HIET 3ok oATAT ¥ Letter. Txt § aF 38 e yor & fordan
\Letter\Atul\Letter.Txt
foh Tl heged & Teh o SRRECY Bl §, HEcgex # 3uReyd @8l sRReedl aur
WSl A SRREC H 39U @l gl dlfeh 3T 39ell HISel &l Th fRdd 99 §
ggalel bl
C:\Letter\Atul\Letter.txt
3Fd 3T & AHFAR C\ U A SRR § 5Hd U Letter A1H &1 SR &
FA: 39, o Atul ST T FGe-sRNEY § S Letter.txt.AH 1 ®ge g

4.7 3 & 3edikeh TI §&T HAES (Internal & External

DOS Commands)
S & 3eddld al R & HAUS gid g, 3edRe dHAEsCommand.com AT FH
wed & |d § dUT 9T FAE Command.com # 3uf¥ug A& g ¥ o v
T 3ol BIST I ITARIGAT Bl & foeTehl AT FHAS & AH & HgAR il gl
3eeeuT & AT, 3ud wFagey W A fdisk FAWS 3T A § dF AT TdF T
#HJS (bad Command or file name) urcd &3 gk FDISK dEd 3@ FAS &
AR Tt FF HEN J9 3996 PC W Fdisk.EXE 3afud &l
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S 8 3T FFIYEY YT BT § HedReb 319 HAlS 79 HT (Command.com)
Load g S &1

4.7.1 3H=dR® 3 HAWS (Internal DOS Command)

1.

CLS — Jg &ALsS HFIgEY & WG (Screen) & clear & & fow gar &
$H HAlS & QT gl & dIg AT HEX (cursor) Fhied & W T &l |
fe@rs gar &, & g7 Home position Fgd 21
Syntax — [Prompt]\ c\s
COPYCON —3g HHAUS HFaYel W 5 B el & HIH ATAT gl SHH
qF e 9R gl
Syntax — [Prompt]\copy con FILENAME.Ext
Tgl filename.ext YR aRT AT IRAT ®ISA ATH §| HF I HFIYEI W save
W & T Ctrl+Z Fot F1 Tk T g Fl
Time —Ig FAES [VICH F TaAT TAT G@MAT § I AR & faweq
&ar ¢ T ag R{Ted &1 31 9877 s I&|
Syntax — [Prompt]\time
DATE — 3§ ®#A08 @¥eH $I adA Date ® Sdiar § 92T 3iTWex & aewed
T & & a8 RAEew fr a8 s seo Tl
Syntax — [Prompt]\Date
VER —Jg FHAVE S & &ecR0T HI gaAfdr g
Syntax — [Prompt]\Ver
TYPE —3Jg FHHAUS FFIYey W 33U BIgel & 3l 398U el & 96 W
@™ & @ 3T &
Syntax — [Prompt]\type[drive]\[path][filename]
e.g.
C:\>type winnt]\system32\letter.txt
DEL or Erase —3d &GS & 39ANT Hragey W 39eyd Rt ot wger i
faeeq & goat & faT & gl
Syntax — [Prompt]\Del[drive]\[path][filename]
e.g.
C:\>Del winnet\system32\letter.txt
3 HARS & A Letter.txt ®Eer c:\winnt\system32 3RR&FET H & g
SR |
MKDIR or MD —3d &fles $I Adg ¥ FFIYEI W Fs s SRRFCT Fall
el §
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Syntax — [Prompt]:\MKDir[Drive]path\Dirname
MD [Drive]\path\Dirname

9. RD —¥g HAks [l Well SRR A Hraged BFeA d g & fav gmr
forar e &
Al >l SFCY § AU § & 399 &g o wga a1 @9 sRE
39TeYT 7Y gl =migu|
Syntax — [Prompt]:\RD [Drive]\path\Dir_name

10.CD or Chdir — 38 &#l3 &I 39319 TdAT SRRFCY d fhel gadr saed
H I & o fmar arar g
Syntax — [Prompt]:\CD [Drive]\path\Dir_name
gfg 37 C:\word directory @ § 3R 3m9 CPP directory W =TT dgd g or
dchlel 3162 fAFT YR &1 glam| C:\CPP>

11. DIR —Jg 31 3edReh HHRS JdAR SRRF H 3ufEUd wrsdl, sRRFe &
AH JUT 3o1h aR H FARRI We R G@ar § & ag wsd § a1 39-3”Re &
T i Ua TAT W S5 18 § I9T 39 T (Attributes) Far-2 |
g AT e et yar ¥ E
Ip T8 fAheq WISl & R H Page-wise SRY T &1
Iw Tg e Fad Bl I A7 width-wise Tar gl
/a IE BISAl & oA & A 3% I (attributes) T gAfdar &1
/| Tg Wl & ATAT Y Bl HERT A R@rar |
/O IN (JON) — WiEell & A ¥ JRE HF T gATdar gl
/S (/IOS) — UE WIFell H 3o MHER & AR ARG FA H gafar & /D
(/OD) —Jg WIgall Sl date-wise ITdT g

4.7.2 3 & T FAWS (External DOS Command)

1. COPY —copy ®HE H 3UANT BISel Dl COPY el & & H gidr g 30
FAS F R/ & W Th 5 BIg IR el ¢
Syntax — [Prompt]:\\copy<source file path\file_name><Destination file
path> Jg7 afg Destination file wEar 3uf¥yd g$ & a 38% 3T 9 source
file & =rer ¥ gc Swem| Ifg Destination file 3ufeya &€l & & s source
file T @% copy IR g AWl |
eg. [Prompt]\CopyC:\winnt\notepade.exeD:

2. DELTREE — 38 $AFS & 39319 HFqged W 3Uiedd fhdr o directory
I elel o HIHA ATCT gl

73



AT >3 HAesS H A T HT WTell ST Pl gl gl Tehd olfche fordl
o ol g5 srREcdr &I ger "Ed ¢

$H HHAES & U gl W SRR H 3ufyd @l ®Igel dUr 39 SRRES
FFIgY A F g Tohal gl

Syntax — [Prompt]:\deltree[Drive]\Path\dir_name

. Edit —>Edit T @8 Th kel (Line Editor) § I8 ®ARsS 3T & AU
s 48T yerd Rarar § ST Age & R AT A5 FISel a1 Tohell &
ol §$ BIgel H dgeld I Fhdl & 38 HAWS & foU Edit.com wEa
HTERIHAT Bl & |

S WX dehred 31T (Command Prompt) W edit & AT WIS &1 AT
&ar & o edit.com WEd FFIYEY AAN FH @3 gl § IUT HACS & 3w
3R (Response)@adr g1 Syntax — [Prompt]:\edit<file name>

e.g. [Prompt]:\edit Biodata.Txt

SH HHAS & Q 8l W U [destal ol SRET I BIODATA.TXT Ugel &
adATe Directory # 39feyd § dr dged & g¥gd & el

. Fdisk -> Ig 3@ & 3uAfar § e garT gsam & e TR wiefe (Low
label format) TT 8 3139 H 4 #EN F [Fufod &= gFa &1 R F 39
HACS F 3UANT a9 o A8 T AT o9 o fF a s8F aN # gt W@
STAHR o @1, 33T A 379+ 31T, o fh Frogey W gRfaid §, @ aaar
g1 3R 3T f35F 33T & AEN & IR F AT § aF ST 39T e F
X ThaT § IR TN 39N B3FF 3BT F 09T der gl ¢ o dg 59
HHATUS HT YA FAT ¢

Windows 95, dos 6.0 3R dos 5.0 & faT 2GB g 3% 3ssd &1 uréfer
gler =IfeTl

. FORMAT -> Format &#-s 3% 3189 FI BiFc FA & H1H 3ar g1 BEh
H FHA H ol T Ugal 33U BHC AT A@TH g g I§ BOOT
SECTOR, A SRRECY YT 3o¢ Rfeed aRar § a DOS X w3l 38 Jox
W Fo o @ 7 d@&| DOS we #AFs QU g, & g i 8 & 38
forar § 38 o9& @ @ g

T BT F WY $S Ao 39 ¢

IS — Ig 3T oI BHC FA & §Ig 30 W System BESal dT Iid §o11dT gl
IV [lable] — Jg 3T wrEic gt & a1 39 volume lable set & T gl
IQ - J§ BFF & Fedl T ool BIHC I & FIA AT g 3T% Hoddld
HHC FATS Fat d2ar Ho SRREE H 3G TsC a1 § JuT Bad Sector
ST g T & |
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6. ATTRIB — 3H &S & 3919 file, directory & faRI¥ U7 I gl & fow
39T AT ST g1 @l wige & IR 0T WY § -
1. [eE (ARCHIVE)
3 gga AT (Read only)
4 f&¥eH (system)
3. f¥qem (HIDDEN)
geToh 3TcITaT BIsell & FHIfAT AW o & FAee & Ao & aor o

39cTsY g
HiaTed [T
R Read only
S System
A Archive
H Hidden
+ BISA & 0T SIS & HIHA HAGT ¢ |
BISA & 0T & gl & HA AT o |

Syntax — [Prompt]>attrib+/-<attribute letter><File name>
e.g. [Prompt]>attrib_r-h msdos.sys
30 FHATS & QT gl W MSDOS.SYS file & Hidden dar READ ONLY
T S SUIMM| 3 39 $Igd Hl @ Thd § JU7 30H gRade fl & dhad
gl
7. CHKDSK and SCANDISK —» Chkdsk, I® 3@ 3iRfesr RQwed & o
{Fea $r Check aRAT § dUT ITed Ik T gels 5 BIScll & IR H SIThRT
&aT & I8 HAUS 51 & FH FeaRoT H 39esy § DOS 6.0 # SCANDISK
FHAS g & dacg T T§ DOS 6.0 # 3ucsy § SCANDISK,CHKDSK &1
& T ®I=ROT § Scandisk O/S & wigd RTeA &I Sifg Har g1 IfF I8
SATET GAT ool dTell & SAfAT TR T FA ITART Hd 8l
Surface & g ¥ HAwT § & scandisk,disk drive, S8 & data gIfard
a1 § 5 Stg war g |
8. Diskcomp :- Jg ITAAar DOS & FM FURUl F 3qcsr § Tg ar BEh
(floppy) @ 398 H Jolell T & FHA 7dT & IR adar & & gt disk &
ST § 41 AT I8 g8 3% 3189 & foIv #ET deldr gl
e.g. [Prompt]\DiskcompA:B:/1/8
/1 R&ed & o gl 586 & U & RS ¥ AT S & T giar 8l
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/8 Ta%heq HT A Ygal 1S FFeX &N Sid H & faw fFar sar g
A:B: &AE gt floppy H ST HaT & o gt 3% U il § A1 7T
9. DISKCOPY — 3Ig 39Afdldr, Tsh 3k (FLOPPY) &I 9id &l & fow fohar

ST g1

Syntax — [Prompt]\Diskcopy<source diskette><destination deskett>

4.8 ARfET BT & YR (Type of Operating System)

TR A

gRsmST

3o

(Batch Processing

System)
= wrafder e

ggel NAE & AT s/er AU | dqdd  HIAT A HIE-
GITAT &1 gl fhar SIaT § | =0T (stock  control)
qgqT qE H IR NAET A | g @ (Biling

STl @l

system)

REAL TIME SYSTEM
(RTS)

R.T.S. & 33¢Ye, 3Yc W | Af@FT 357 & A,
T @ar ¥ | 3 Fel gEy | A9 YReERor A TafAs
T ;qgaqpﬁ' FREH g 3 guell H| ga8 AT
RTS srer 41 ofgr fmar aeey | =0T & anfe &)

& T 3uged Bl

TR {EeeH

gRsST

3o

Real Time Transation

RTT & 3M3¢Ye A9 W
R g & Weg T
W HAT HgAqUl ©THh
T8 glar § |l g fr
dlgarst S € 36T g
g J&a & © W &
Sl § S -gfeher faweA
(Booking System)

Holiday 3R AIRline
booking system |

RTS dar RTT & ¥g§ 3R
g & RTS # @AF HAgcayqr
geh g o9 RTT & war
SE AL & 3arer & faw-
gars Irarad fAEFer i efelr
AT Ga® @ HEAT @
Si9fe  booking system &
el afa &1 F5 wF A6
EEGI

Online Processing

MAfdT &1 F1H, CPU &
Gl ®9 ¥ 0T ganT
g &

FFGEY  dAcdsh H ol IR
(User) &1 398 H dradid
Sl

Offline Processing

o grafder st &k CPU
& ug T A T el

OMR 2fic &I =]

76




Multi Access On Line

FFIGEY  Acasm H fRdT
M LR &1 Feg A 3
FFIYEY H TcI&T & I
HEHAT 596 ¥ g

Holidayar Airline booking
H 3 Rg & dF # &
IfFd faaRor §g a1 § adi
galr 3R gEw @fda 39 ¢
fqaeor &l Seorcl & 3 T
fdaror (Record) & T& aR
H e & IFd 3YIRT W
FhT Bl

Interactive Processing

S g & ded H
3qear Al W &
dfhed  Ueme  fhatfeaa
dE WAl o9 ds &
3YAFAT HIS  Input FTET
T

$H RE & ded H ITHFA
Al w®ar § A e
& 3TFaT #S Input G
CXGIN

Distributed system

TH g & dF § Th &
ser & fohar o dHey
gfaur &1 3uder #a gu
F5 TG W IATAT
(independent) 8T g1

39 g & I3 H Tk & e
@ fhar o @Ag giawr
& 3YANT HI gU Fg T
W AT
(independent)gdr &1

Multi Programming

39 YHR & dF H TH
AT FS YETH TH  Br
AT W fparfzaa @ &

3H YhR o odF H Teh IO
FS UETH TH & IHT W
frarfead 1 B

Multi Tasking

39 YHR & dF H TH
g FHF 99mH RAM H
Wwa & dfh sueiear

3H PR o odF H Tk IO
F$ YeTH RAM A B/ &
SifeheT 3sTierar 5T 99TeT &1

g Y9emH #H TN
TS & 3 Tl Tohell 1

TATAT ATET & 33U TAT Tohel

gl

R (Summary)

e feed tF HFage 9enA § O &7 A divedd & a7 ¥ Ied §
Ig HFGX W 3 faffieT gEaay aur 38 W T faffieeT Toeiiohere Hitedi
(Application S/w) & &1 ¥ i ST & 31T IR & Affieet Frufaai & AR
feeH 3uesy § I8 AR e w3 dEoi # 39aey § 797 FE0T [t
TERIUT T & FAAOT BT § oifehed Rl HERIOT I ST HIAAT T § 4T H 3899
g1 & AT § dU o A4 [ARvant & 9 a9R A 3R S gl i
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faFca FrageT # g arell Ifhan3t & AT HeT AAR A HAdST wa, 35w &
wsel fATed & FAAeT T, TAT TR A GUI STt FAT 37 T g1ar g

MYfsd AT Shad 7 A 3 e [(fFT 9oR & [eeAr & v [JfdT gev) &
FHqRfear feeH 3uasy &1 Fa9UA 3@ (DOS)O/S drefod g o IBM &Fgelr
T PC-DOS dar MICROSOFT & MS-DOS & &lF & deiR H 39HEdr & o
3arTl 3 JTRfeer fAFen & $o Aealks T aed FAWS g7 ¢l HedRe FAsH
FFIYLIT & TTe] 8l W FGT & HAR H oIS g A § Adfh Ied HARSH AT
& 3EeTHRAT W R R § 9 WX A 3TH TR g § ar 306 e
AT wrser AWML F Load gt ¢ 3R 98 FAGS FRIRA T ¢ 37d . AedRe AT
TS HAES THh @A BIsdl command.com H 39RYd TEd g1 o & Fegw
& e gid & AANT # Load @i § dUT 91 AT FSvsy (Secondary) FHAUS &
foT fafrse wIger T ST 8T g
FAFATH 9T (Exercise)
1. 3R RAEed Far gar §2 Jur fFegr g 9eR & AT f@rew & aR &
T3t
2. ARfEe Rvea, Fragex BTea # F1 FF X 8?2 TASSY|
3. 3. & dRe dUT ST HALS F FAT AU 82 JU7 s9F gl IR &
g - 2 HHACS & 30T &l
4. Real System, Real Time Transaction ¥ & &R @it 82
5. HFregedl H Acafder fBeda & Far JfAUT 87 FFaygel A Acafer & fav 5w
oY TR [T Y 3aTFT § 39F TR & Fdd|
6. Ifhehel YR Fecihd & 33T FAT FASA g7 WINDOWS dar MAC & &Hid- 2
¥ HEOT g glawr &d 87
7. 3@ & wEdl & AT & Qv FEt # gasd)
8. 3iTRfesr @rew F1 & Security o &, & FI1 acad g2
9. 3myfeer tfeer fAeea aur quar sitfeer fred & Far 3w 82
10. 319 3’9eT ey A ITRET Beea & aN # & @ fod|

78



SIS - 5
faeater ATRfeaT aeeH
(Windows Operating System)

ghIg & TRE@T (Structure)

50 3=
51 JEATdAT
52  fa=sis o/s &1 faem@ (Development of Windows OS) 5.3 fdssist o/s &t
5.3 faAvamw o/s (Features of windows OS)
54 fuais & #eT (Component of Windows)
5.4.1 =icds (Notepad)
5.4.2 gsds(Wordpad)
5.4.3 Yeeay (Paint brush)
5.4.5 fagr Afsar werR (Window Media Player)
5.4.6 fa3r vy (Window Explorer)
55 f&¥cH T (System tools)
5.5.1 &% 3@ (Back up)
5.5.2 &Y AT (Character Map)
5.5.3 3% & HherAeex (Disk defragmenter)
R
P P U
5.0 3227 (Objectives)
$H IAe @ UgaA & G &H -
1 TR RATwed & IR & PR grod 9|
2 fI=sia & TaffesT 19T Alcds, d8 us,
3 fauger Af3ar cerr, [Avser TteFaTaT
4  SH3IIY, IFX AY, JAT BFh Bhadee & R #H JAARRT I°d A Johdl|

5.1 9&AASAT (Introduction)

0 I A HY ABHNETC FUNRTT ORI IR #H 3dR - fGusis 3iRfesr
f@¥ed (Window operating system) & SR #H 3eITsT 3|

faesisr TR Rrea 1 §, I8 3uHFd & T fFF YR § oeeRe § adr
o AfRT &l # 1 [AYAT § S 38% 3f¥F ST g 7 Hegs g3l
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3 dleT 2 T AT gld gl faesie AR Rvew & -2 qfaked ¢ &
eI TR RA¥ed & 1Y 39y gl § TUT 3T FAT YN gl

5.2 fa=sist T 9R=T (Introduction to Windows)
faraer T RAEea, GUI Tireamr & Joft ¥ Fefda §1 GUI I8 a9 aar §
& 3Uslerdr FFagY A fhd TG TeMiad glar 81 GUIF HTT gSaa Bhiel
(Screen), Keyboard, mouse 37fg gl

GUIFT AT 19T Tg aF T § & fFal off e 1 fFg 9ok 9efia e &
JUT IIHT 98 AT @A & AT F7 FAS ST g

Arlc -> GUI & 31 Graphical user interface & g1

faeeier e TR e & 0 #AsHdde Ul o 3siieanit & for e
H 3arT g1 I8 9@ atE GUI W 3numRd & 3dTd 5 & & 3usiiedr el d
FHAGS P BT F FAT AT 39 F FHl 3 g [FEr ded W T FiY 5899 ®
fFa F |/ F THhaT Bl

faesior & &S TEHOT IR H 39Ty g

5.2 fesier 3Rfesr @red &1 [T (Development of

windows OS)

. A% 1990 # RFers 3.0 SR & 3dRT T S fF ReE 1.0 gur 20 ¥

S1eT 39ET )|

2. #% 1992 # fa=srer 3.1 IR H 3dRT 4TI

3. A 1993 # fd=srer 3.11, S f& Point to point networking & faw 3w
Ur|

4, Jors 1994 & et NT st & frdr off sosedls & fow ggarm 3itoRfdar
e o

5. 3WEd 1995 # fAesier 95 3|

6. 3T 1996 # fdwaist 95 &7 FAJT FERIUT AT o F [Aesrel NT 4.0 IR &
foIT Fellge & ®F & 3uged o1l

7. TaaFsX 1998 # fd=sier 98 SR A 3dRT 17|

8. Tl 2000 #H fa=sreT 2000, Me 3f¢ SOIR & 3dR X

9. 25 oct, 2001 # Windows XP SR & 3dRT J™T| 38+ s Windows 2003
server d6IR H 3dRT 314T|

=
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5.3 fa=siar $r fAAYaw (Features of Windows)

1. faesis & 3usiierar & qUTd : Jfheel aTdGRUT YTl fRaT| $8& 3fecield 37eTT -
2 HAS & fau gea, A nfe U 7 g1 ®rsal aur sReeRAt & geikia
T & T 3reer- 2 Fhd (icon) & & B

2 Multitasking & Multithrading s&& 3f@uT : § & 398FaT T @1T TH &
AT W HE YRIHA HI Tl T g

3 WEdl dUT SAEERAT & YeUd #d & fov sl weacaRy  (window
explorer) 39ers gl

4 WAl & A 255 38R do & & Tdhd g o & 3 & 316 378R d & & &
Hehd U

5. ®FIgX ¥ I3 T gSaR dur $8H fohdilead AFedR &1 fa=ard (setting)
ST (Registry)d gidr #1

6. THh & TOTCH W TH AT g ITHIFATIAT T a4 |

7. Remote Access Service s8I JfAURr: § & 3uiear Far s Seg & 39
FEGGET A HAST HT T B

8. PLUG & PLAY :- 3d FFrgeY W HI$ fl 737 gream Ssa ol Hhd g
ST A AT gEIR FH T & T Av Basd e H aeTFar g § 3R
HEIYE R ZFR UM A & dl GIRT § ToAlel ISl g

9. Microsoft Exchange:dg U gwcdeic 3-Ad (E-mail) f¥ed g s f& 3ma arelr
JAT FSTT IS S-FdA, had G F gaUT F IUIET g

10. Entertainment and multimedia:- fd=aiar 3iTfeer {¥ea A GUI araeor gy
& HROUT 3HA FINT Goioll, TATIT @A 3G AARSTT & HI T 7T B

5.4 fd=8leT & #HMWET (Component of Windows)

54.1 =Ards(NOTEPAD)

Ig Uk e FFUGEH (Text Editor) g1 Aieds # &0t g8 ®ial &l AR
(Externtion) .txt & BT gl Alcds H T S Feal HI Fls TWsd AT
BRI A aR Tha 3T Alcds F T B 3T A Tl Bsd HI Al
glar gl

dAlcds & YEATAT FEROT A AT fGFeq § o - fFd g & gamer
AT U7 Afhed ool & 73 Gl & Alcds A dearg feu & § aur
$6 o TORIVA el 715 S 8- fohdll eeq HHE T Tl Y 38 3T Asq
THE A Feola| Ig deeiiar (find & replace) Fgardr g
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Actds & S g5 BISel T TS 64 KB & ST AG & Thdll dAeds,
gsds guT AHERE 98 § Jef g AT &

39giferar -

Arcds Formatting & @RI (Support) A&l T PR AT RdT da o7 &
Y REME F HA F IFH gfd Ms- word, Front- page S-fand
gFucsh (EDITOR) #H &a1d § o 39 gafooid ey (Formatted text)
feas ¢am afha 3o sEdr 9fa Alcds #H g § dF had der 9ed
(Simple text)e@rs &ar gl

olepad 13 ane of the most common text-only edifors. The resulting
files—typically saved with the .ixt extension—have no format tags cr

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

5.4.2 gsds (Wordpad):-

asds te Fgd & FURUT 35 9rER (Word processor) § St & fassier 95
q ST de & fOesisr aTaol & 3uaey g1 Ig Aleds & & [Fefad ® g
ASHEIFE I3, ISUE F faegd w9 gl

sEH gradeh @ e yR & gafood aa aur B s & glen
39TsY § oAfheT 3HH MS-word Y TR 3136l Usg AT 3T AT 3T e Uusg
goel &1 Fiaem 39y 78 g1 Ig 97 fawsy & fav sga & 3= veeider § lfehet
ardl Rfe fomsr & fav 3ugsa @€t Blasis # &= g% wgel & &R
(extention).rtf (rich text format) giar § @Y € Ig AGHEFC T8 BIC & Helhel
gl
asts fawsier 95 TN FeaA # ugell IR 3R U1l fAesisl & QW FERon A
g Write & AT & ST SATdT AT
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s

7 - asts

5.4.3 Yeeww (Paint Brush)

AHEFE Yo fof MS PAINT a1 Paint brush & i & #f S Srar 8, U6
IMTPFH TAT Tl TColIhld WIMH &1 Ig FASpade Qesisr & Tl FUearon &
39ersY] gl Ig UemA faesier fgedAT (Windows bit map 24 bit, 256 colors, 16
color monochrome e all with. Bmp extention) jpeg, pbg, gif, tiff 3mfe
TFgE T ¥ BIseT & [HAA0T FIT gl

Tools & Function— MS Paint 9mH # @ [Q%eq 3uasyr ¢ -

FREEFORM SELECTION —3Jg gof 389 & ol 38T & Tadd & 4 (freely)
ddae AT & AT 3T

SELECT —3g ¢ frdl AT a1 38% fFdl AR #mr & dode ot & faw
IHRF ¢

ERASER 1 W& — I8 ¢ 3HT & fhdl RET &1 e &1 & a1 gl

FILL WITH Colour —»3Jg go ol sa9T 3ifeolee S10- 3Mad, J@1, aem e &r
el sfeoa o1 & e & fov 3uged

COLOUR PICKER —3g g el §5 favsl & 3w 3ufeed Rffies & 7 &
fohel Teh T A oA & A T §

Magnifier — 3§ g §eif §5 SHS &I 95T AT BICT I GWel & HIA 37T ¢l
PENCIL — 3§ gor afdher tRar & 3 3ifeaiae 90t & A AT &1

BRUSH —3g g dfeae o/ & § Afthel 39 §13r &1 W18 aUT 3TH ER gl
Jeof Tohd ¢ |

AIR BRUSH —3g sier fafdas & (LIQUID SPRAY)#r aRg &1 & gl

Text — g ¢ TWhadd H FIg text Fl TAAC Hel o HIH AT § TH IR

TFge @ & 9 ar ¢Fac A H Sl rdr
LINE/CURVE/RACTANGLE/ELIPSE/ROUNDED RACTANGLE —
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Tg ¢ B Fd IFeeITd MG Tl & HIA 37T gl
Us¢ §I F A (Image) MENU # Image gAT (Rotation), Image & d@iw=
(Streach) #RF sa=T (INVERT COLOUR) 31X Rsew T 3 § ey #eg
q 39 A (Image) HF g T ¢ |
gfsc @eX (Edit colour) His{ # 48 FeR TUT 12 G Wehel AT FoR & Ble-2
Icon & &1 fSadhT Aeg & AT FoR & AT Fh Heode B FHok H T ¢l
FABFHEITE Yot P H $S 0 Heied (Function) $f § S &6 3T goa 7 a8 &
T S R off A & feear & Ao (Select) FF Fegrad (ctrl) key F s
I ABH ¢aNT 39 fGEd #3971 (drag) Tk BISA T 3T Th HIdl g ATl g
S ghR A% Fr (shift key) &I gl ABH GaRT 39 RET & 39T &l W 39
ffe i g5 IR @ S g
Rl o fr AerS FI g AT ged & AT ctrl ++ T ctrl + - KEY &7 393
L gl

i
=~ - TH. T, Use

5.4.4 fasr #ifdwr ww® (Window media player)

Ig v RBfSea Afzar cax § Y 5 ES AR & ga= & v 37k § 3
ASHIAFE  FHARAT c@RT Y fhar 7 UeelleRid  d@ieddX (Application
software) § St fawsier TRfET RBTewm & @ry 31 g

Fs RET [rex & T 5F MAC 0O/S, MAC O/S X dar SOLARIES & faw
#r Af3Ar ey 3udrsy g

fawst MfEar R A wsat @t 3ee-2 (split), 3iifEar, A w=eat & CD W)
HIAY A, I eTeT -2 33T AW wsel A Uk T I & HIH 3T B

84



Ol Hf3ar ok #F Toa arelr Wl & Bwlee Wi (Default Format) WMV
(Window Media Video & Audio), WMA (Window media audio) ASF
(Advance system format) 3mf¢ & |

revame

1.

Tg 3T AT qur fheaAl & goe & GeH ¥ sue Oy & digar ¥
st & 3mr N oer & o Ig TatA &

Srelelc W 39y gl arell iz AIfF wigel A sEAGE e 39
T Bl

3OH 39eeY sRREc X (direct X) ¥ fheeRd (Filtered) @efr g T
ANV WTsdt H 3T R Toe B

Tg qUIA . HSTT BIgalr 1 HT e T g

s8A Graphics equalizer 8 3uceyr gl S & amal &7 g7 W AT
e

$H& a1 AHfAREFT TNH I @M Y AV Esd Toa g
T g

ryfas e Jomel § SEHT 3TN gl o g

sisdes afdw qarr frdl ford guv awmaR i o 38 @fsar & Rars
Fh sisehre (Broad-cast) X H&d ¢ difeh agd AR AT 38 FAER
@ G Feh ST o Ueh Hchd 3T oUr 3wl Ay § aife fhdr o
TATIR F 9ol & oI 38 AT STl AT @i § |

I Mivduws Medio Player

-

e

8 W sou oo =

;
1

fRr-faEr Afsar o

5.4.5 e taacaRI)Windows Explorer)

I5 IYfaew Gesia 1 & U6 T & o 6 9@ faesier g &
BB HAGR & A AT ST ATl Ig SYRFAT HT FSall, SERFECRAT & Ja8d &
T 39ael &1 I8 Ul 3UHIEAT FI TThehel ok SXBH Yald kT gl
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fSadr Age ¥ 3T T BIgel SRRFCRAT 3G &l Th T & gEX T |
HIAT FAT FFYX A FCEAT, BB o ATHI Pl dgolell, 01 WSl Hl FAR 39
3R TET TWE W I@AT, 3 FF Tihad 3m8Ha (Graphics Icon) & gaRT &
qehdl &l

Resier weavaRT & @&t (Version of windows Explorer)
ffeelsr 95 wEETERY

(fa=sIs 3%, (old Version of window) foree &I g¥ SRR&d Ueh AT fasT A Gercll
oY

fasr 95 & sEell &I vs & &5y A @eer $r giawr & a5 | 9Ur 3§H 3URAd
HIEAl &l ¢@el & fov 3y (View) 3qesyr A

JA4-

List view- SHH BISd dUT SRRFEY T foke & & 7 fe@dr &

Large Icon view- SHH WIS dUT sSRFEY & &3 icon @ g gl

Small Icon view - 3HH WSd dUT SRRFE & icon @S o &l

Detail :- 3HH HEd 2T SRRFC FI fOFgd SEaRT gidr § o14- a8 g alig w)
Feit, R AT F6iT, 98 SRRECY § AT HIsd Sl

& My Computer

Control Panel Printers Dial-Up
; Networking

T - &9 veeew 95

Windows Desktop(98) -

faesr 98- THETERR, SeXee CHdiel W IR § oEd F &Aws & dR
(arrow) & faRmeT ¥ curr s g1 (back, forward) St fF Roelr Jur 3w
SRRFE F 3T ar 81 UP 3R arell (Parent) W SRS &1 §fd &Xdr gl
f=sr 98 TFATAR # fawsl # g SR (Address Bar) &I f geAfad oar am
¢ foad golr g3 stacll &1 17 3% 99 dfed & &1 O seedeic teaTaRe &
g, IR TA (URL) 1 &gd gl 3TH & TH WlesX & fovt Tk f@sad dg o
(Hidden wave page) g/dr § St Ig §dIdl ¢ o STRFe &I BISall d fhd TR
ST R fe@rer &1 sus 3faRed @ faware Win 98 Explorer & 39ersy g1

o 3faRea Tor e (Tool Bar) & eF aR (Task Bar) # SIS ¥ahd gl
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e HTML,Desktop, T8+ garT 319 A== & @ & #97 (background) @i
9IS AT Hifd Il Tdhd gl
e TH & e (single click) T Y 3 SRRl A @i T B

Window 2000 3Rk Window ME- Explorer:_
gHH frdll off ereq & 3MUR W sfagd=c (document) & 8 geat i glawr 3derey
g S BIsd T FiSel, BISdT T 3¢, Bidl & YHR 3G 9T Y 3menRa B
Window-XP Explorer:-
Window XP-Explorer-& &Iy sgerd fhdr 3 S 3ueiigar & fod &y 3uanh g
faeT gR I &
e Y1 (Task Pane)
T O faST & 9 3R 39y § SRl 1 Wl HEOT H SRRE gidr
A1l T O H WA HHeS AMherd & H g &, S I Goll SRRFT #
3YRT FISA dUT SRRECY W ARHRT & Fhd ¢l
S afg frdll sRREell A sga @ 3RS § a 39e 3AS U (Image pane)
@S ¢am Tur e HET F 3T AT FT Tarss Y (Slide Show) R@rS gam|
gfe Ry sEREFEd AV ®Ba ¢ df Task pane & #ifsamcerk 971 3ufeada
g Saa|

- T 9a (Task pane)
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#d (Search) :-

Window Xp Explorer & Search f@sed oot Window TTROT $I #ifd & §
3=k g g HT s8A Searching & oI Animated Searching Assistant 39esy
g1 fr MS-Office & office Assistant FT & #Hifa g1

Animated Searching Assistant fs#ics afder 31f@e) Searching & &ffe
gROMAT &1 37e1e1-2 Action 2T Music & AT 3Uded] &dl gl

| (Searc)

5.5 f&¥eH ¢ (System Tools) :-
f33er O/S # fae=T system tools 39fya g1
Back up Utility, character map, disk defragmenter 37f¢

5.5.1 aF-397 (Back up)

faer & SF39 $r suAFar § & I8 g IaeE O FFIGEL gIEa AT
AANT & WE gl W &0 document & FI&T I@A & HHA AT gl HT 9
3T F A T IUA FT®T document I IR FAT FA BER AT T W W
" Bl
Ife R FROT g TR FWY FET S fF FFOgER W F g SAar § AT
IRRE & gATIAd @ Sar § af AT 36l 8 379 Hdr § I&T ST & G gred
H THA &
frer off NeNfAw Sersal F dw3a gur REeR (back-up & restore) F FHEHA
AT BT 2l
o T SHHT H Acg ¥ T FF H d&hd & -
e 3T 3TTod WISdl AT 3L &1 back up o I&d gl
e Back Up ®d & #gg ¥ 39 39 3rer & qg eafa & frdr B ar
frelT sTREed 7 o ¥ahd B
e 39 3H 3UAMFET I 3UART & AT RUAT 38w (Emergency repair
disk) a1 @ohd g S fF FRoT & ReeH wsa (system file) & g A
#; @A A
o 3T 3 FFYR RUTCH & 3T & ATARFT Ui Il Tohdd ¢ Torad e
I (registry), ¢ (Boot) wise doT faTeaA wigel i afAa g
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o FIc:- 3UHIFAT A Tollg & Al ¢ 6 ag 39« RBeeaA & gfafeaT (day to
day) d&#31@ (back up) odl

e 39 FAT aur NTFS wisa f@Teq 3% & off Backup o IFd &1 Ifg
39 NTFS wea f@¥cH, 8% & 3% 319 Window 2000 o/s & 3ided
od & ar 399 Restore 8t Window 2000 & NTFS 3% W & o Ted
g BT & FAT 19T X WIsdl &7 Restore el W 3Td ST & Tl &l
S T@l &l Si-

e Permission Encrypting file system (EFS) @r 3dfear (setting) & &
HIT AT AISS HI g fe| T f[eEr 2000 & ederd 3T & NTFS
#T9T & back up & Windows NT& NTFS a1 FAT #FET & restore gt
X T ¢l

&7 -d%319 (Back-up)
5.5.2 Character Map :-

FXae HT (Character Map) & 393197 HFIYY W 39aiey Blee (Font) #H
3eeY &R # Wl H d gl Character Map IJgf Windows, Dos dur

Unicode g@RT 39319 fFd et atel 31&RT & fe@rar gl

3T A Ace A fRdY TUUS HER AT MERT & THE &I HAT deh fohar o
TCellhee H 9¥C (paste) X HHd § AT 39T Fah T ol gU siaggic # Y Paste
X THA 8l

FaX HT # 3319 aftrg, @, sdifadr nfe fawat & 3uaer o« arer (Typical)
HSeT aRT F 8 @ Tohdd & IT e SiagdHec H Y 3T YT F Tohd ¢

R

810 ¥ s|clo]z] o |

W= ¥ |@3] > | D

DEECHRENED
1 0foo]— [o|o|m|0]w

_ [alelulmals]3]<m |




5.5.3 3% 3t ¥+ (Disk Defragmente) :-

5 3 FeaAeex 3TUsh FFogeR BveHd W 39RYd hedees (Fragmented)
HIgel dUT SRNFCY Al gadT gl
AT - HITATCS BISe AT HIACS SRRFCY H AU, F$ #ARN # & g3 wrzdr
AT SRRy ¥ § AT S QA FFPeT W H A arell UAFAr fomadr wrser
H U & & o a1 HX (Matter) Jsar AT gerdl § al HFG W 3Teletl
BT AANT H Fs AR 7 ¢ Il § fF8d 9 g 39 307l IR @iad § ar drsr
THAA SAET ot e g
Sta o el BT 3Ba W sgd T HoAecs Wigel S g ol § ar
Window ofs 3¢ #ANY # &3 & H 9gd GAY ST § FAifdh HaHees Bl
% dgd AN ghal I SHhgl H dgd GHAY oElal § S FROT AAT BISe AT SRR
F g H off AT Forar &1 U FROT AT BIS AT SRR F g & off gET
T § FAfF f3eF s W St @rel s (free space) & af fawdr g$ W@ 8
S IR TWET 75 wEd F i F RS T THT g
f55F & baeex, T SheTAeCs WISl & Sl P AT Tlell STeTE H Th
g A ¢ Fad @l heAees Wwigel AFANY # e@mar (Continous) g, ddT
@rell 5198 (free space) T& a1 % |
3 A WeHecs WISdl Jar @rell S9g (free space) & gga 38& T&h
AT SHATAT difeh 3T 3§ HY 39U B Hl @rel df {ECH SAGT TAT o ofd a7
de BI3d J & fav @ell S9E Te & ¥ WA, fr gfear & B
haH=celsT (Disk De-fragmentation) &gd & |
55 & A & T &hr §AF Serar § S fob oot sear aX 3manRa B
o 3% 313d & HWT (Partition) &7 A8
o f3FF W 3uffyd wigdr $r Fear
o UEHCS BISA ddT SR HI &I
o FFPX TAFCH & dlidhel FId (Resource) Hr &1 37|
ST AT FaH Ugel HFIGEY W 3URYA haTHwCS BIscll H Taeelvor
FAT & 3Td 91 3T SnhaAee ALl ol Jg Ufhar ar smen 7 qof gidr gl
1. fagewor (Analyze)
2. 3He9T-2 HET H Siser (De fragment)
3% haHwey T AGe T AT FAT, FAT 32 dur NTFS wed @Fes are 35
#TeT (Partition) &7 IhaTH=eReT X Fhd &l
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v.ﬁ:ml‘hs M contiouous ries ﬁmm [ Free space ; A

AR (Summary)

faere ARET RFeA ARHAIFe HORYA @R IR FT ar 3TRfeer feen §
St 5 TR 9f@g T fBwer &, & [T gewor aoiRk & 3usedr & fao 3m
qoh g1 7Y TEROT R TEROT & [oh gld & Ul $o AR glaer gd g
gl &S o/s & 3.X95,95i,98,2000,ME,XP,NT Td Vista H¥UT 39ele¥ gl Ig
GUI, Multithreading, Multitasking, Multi- user, Remote access Service, Plug
and Play, E-mail_system, Entertainment & Multimedia 31 giaum 3ueferdr r
UG I g
8 o/s & 3gHFAT & AU Aleds, FEUE, decaw &G AT orR wd e
THACARY AT AT § St [ 3usiedr & fou e voellemie 81 So% ganr
3UHeaT 97 o@e (Letter typing), RF&RT (Painting) 3ifsar fafsat gafam o g@em
JAT 379 FISal @ U 3T ¥ HAAl (manage) IR Thdl gl 3T FaRked
9 o/s & & A&T ¢ #ff 3udey § S Back-up, Character-Map, Disk-
Defragmenter 37fe|
SAhl Fce ¥ IUHIGAT FFUYY W 3URYT A9l Wi (Personal) wisal T
Back-up o THhdT gl dUT WIHee Bisel & defragment X ThdT gl

FAFATH 9T (Exercise)
faSer & fafdT dweon &1 ol |
Multitasking & Multiprogramming ¥ Fa1 daread g1
8T o/s &7 Plug and Play faQivamsit &I a@ssd|
NOTEPAD td WORDPAD # &7 3= 8?

o s~ wwDdh e
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fagIeT ABAT oRR 1 § I8 T R T wsdl & T gam=™r Jrar 82
&8s & 5% 319 ¢ & IR A FARY|

&8s o/s faffiear dEolt & Window-Explorer &I T#sm3ii|
Fragmented and Defragmented ®isel & a1 drcay g2

10. f&3T & Disk-Defragmentor gof & s H SdA8I?

11. 83T o/s & IR & 39 fAOR sgeFd #Y|

© © N o
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ShIS-6

TH.UY. %R &7 9R&T dAT TH.TH.93 (Introduction

of MS-Office and MS-Word)

ghIs & TRE@T (Structure)

6.0
6.1
6.2

6.3

6.4

6.5

6.6
6.7

32T

TEATSAT

URES el

6.2.1 A+

6.2.2 eMtae Ay

6.2.3 TAIR

6.2.4 FEHASN ol I

WIgal & AT H HLAT

6.3.1 SiFgRee & FAET IR e
6.3.2 SlagHec JT HEG

6.3.3 SiagHee @ ReAd e
6.3.4 HACIUS SFgHeCH W SR HLel
6.3.5 SiFgHee & Fog HEA

TFAC & 1T FA FLAT

6.4.1 TFAC F TIET T FAC I
6.4.2 TFAT DI Heldc Hledl

6.4.3 <FAC H TSellc &L

6.4.4 BRARI goar

6.4.5 ®RAT UecX

6.4.6 313

BRATEIT RIIATH

6.5.1 WEMH WegeH

6.5.2 IS H HF, P, T B
6.5.3 @FT a5

6.5.4 oA

3T &Y

foree

6.7.1 pree AR S faee
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6.7.2 ares foree
6.7.3 WRAR foaree
HRTLA
P P U
6.0 3227 (objective)
$H gfoc @ g & IR §H -
MS-Office aar MS-Word &= g1
. Word Processing, Document d41<T, Save &3, Open dAT Closeden|

1
2
3. Text Formatting, Text Selection, Insert, Delete,Redo,Undo.
4. Formatting Toolbar, Formate Painter, Paragraph Formatting
5

Cut, Copy, Paste, Print Preview ddr Printing
3G & IR H SATAPRT TTed |
6.1 9EATAAT (Introduction)
(Introduction to Microsoft Office)

Microsoft Office o @R real H MS-Office Icdea  AfFaemel
Softwares &I #3g (Collection) g1 I 3T fFdr SgIECT FU & TT HR HT
W g O 39 W W e s aR W OE, e T@a: @ Wea gem R
ATSHIATFE S & Tg 3cUig 3cded 39 Fat g2

MS-Office @ user &1 Aeed-Aeel TR FI €ATT H I@H FATAT
T g1 Microsoft Office Professional & #aif®s 3uaeh gur  afeaemeh
Softwares & SST T &1 ¥ Softwares &= &-

MS-Word — Word Processing Software

MS-Excel — Spreadsheet Software

MS-Access — Database Software

MS-Power Point — Electronic Presentation Software
MS-Outlook — Scheduler planner a4t information Software
MS-Publisher — Desk Top Publishing Software

MS-FrontPage
Word Processing #Fa1 § ?

FHFIYCT IRHATT A Word Processing &I @Fae¥ Typing editing 3R &y

T THR & SiFgHec I BRATCT F g, Sl Th 99, TROT o@, Joiod fic A1 53

AT & T@hd &, 37 9HR Word Processing sl & Text 30X Tehd LT § ST

f& Textual o= § 319 gHT 3uAer wdAl, NUE, gheicy 3R Layout scarfe =

Web Page Authoring Software
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e = & T & Fhd &1 3T I F:F N 30 FT F FFAGI A S8 H
39T ek FAT ST Hl g

Word Processing, & typing ¥ &% ways # e §| g, slagdec &l
e &1 axa &, 99 @77 3@ type fohar o w1 &1cr 81 foheg @ saer fafsar
e gfae (Froger whie) W g ot 81 Ife e o9 egfiar &% @r & ar
TR & & d1G AT g6 odT & ol 98 e ¥ Il A GUN Tl 81 Th
TR IR ¢ ARad & oar & F sigdee F safaal a4g & & 9 50 e W
Fhdl 81 adA & Word Processor sgd AfFaemel & 3m9 word Processor &
afFdemel features &1 39T Fh ol T YR F STFgdHec a1 (create) Tehd
gl #ATT Word Processor H 39eTsYT 3o features g -
o UF H AR T HAlfoled AT HaAT|
e dlesthd, 3cfole AT eclallsed H Toldes text FHr TURET |
o TIEPTE g YWRIEHTE H Helees Text T Wiecar =l
o Toacs Text & aRT F IFR HR Blee Fgala|
e ST SEHRIT WEAMH (Icddh Iidd & MW 7eR A g Ao W Th

afed # T@e)|
o FF TUTHI T UfFd I SHTEATI e
o Toacs Text F Siagiec H UF T F @R TIF W AT AT I THh
Siagfee ¥ g Sagfiee # I HA|

o ¥ T FeX H TAT A I Fiaem
o Uh ¥ 3IHAF FletdA Text dae T Fiaem
e 375FH d ¢ddd & ToceC ool PIeT|
o wfdlor 7 amex IfHa|
e Thesaurus, scafe|

S @®g 319 vk Word Processor W & &Y @ g0 &, Uge Siargiee
type #d g, X 30 310 Rec a § sSleggiec & TR &d § o 339 3
BRAC A F v sTorgar e FAws ff 3uaer & dad 1 3T Frg
ThIT TN @il B ST H IR YR Hd ¢l RO Word Processing
Programme afadl & JURA & 3T9H FAce Hdr gl Ig 99T &3 31— Word
Processor ®X R #ar g

I AT FAegHel TRY e Hl 39ANT Fd g, af Ifg 3T T qff
& I AATIAT PN TS & dl IR SlFgHee T F TLT H ISl ¢, foheq Th
Word Processor # 39 &F-gel T FHAR # siagiee H recall & THd g,
ATl GUR T a9 & 38 e HT Thd §1 GUR I slagfee @ i & AR
# afasy & 399 & v a9 & aa 2
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6.2 YRFH hIAT (Starting MS-Word)
TH.TH.98 & IRFH el & fold

Start —» Programme — MS-Office »>MS-Word
Select #Xa § dr %=1 &hieT Display & 21
SCREEN LAYOUT

standard tookbar

status bar previousinext
i page buttons

6.2.1 #Asgsr (Menus)

S§ 39 Word 2000 & 3=awor (explore) axa &, 3Ifg 3ma Word &
oo o & aRfad gt ar 3mua A«g Structure #F FAGAYUT dgolld @M g
Word 2000 #=g & & gl & § 3uher R S ard $Aes @S &
UAH Aoy H R I YGRd 8ld g, HT FAeg & sl & 39 arrow T click
3ET I g A & A (button)sed W W Fadh aad W Ao BRAT
Ay & 9 3R g fqwer o

s F Nod & & A Ay T6iid & & fau i G a3 war &

HAEOT A |
e AP IR ¥ View/Toolbars/customize®l Holde H|
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e Options tab W Fars HiTA|
e A=Y & Uncheck Hifa|

aé&we A=ger (Short Cut Menus)

A=Y IR & Options A FANT a1 HI 39&T Ig feature M faffieer
word FAUSH H dof Ifd T access Hel &N AT &l gl ABH & g Fow &
EaRT QACHE Al Yaidd gl & 30 A«g & option, element TF W g Few
fFar = o7 38 W AR A1 3T & v A AicHe Aoy T e foee W
g fFels & ganT 3cedd &I TS ¢

Actions (framd) Si& f& "Decrease Indent” 3R " Increase Indent” &ael
fore & fou & 3T & safor fore aidsde Avyg W & vl g § ar fgas ¢
gl AMcHhe APl AGGIN gl §, Fiteh T item TR gl fFele foham aram ar gl
30 & option YEfd Y § IR safaw & Jg 3% Ay option F g A
Fardr gl

6.2.3 g« (Toolbars) :

Jgd Al e ecHhe ded Yaidd el g, 3R editingg formatting 3maTeT
TR 3T T g1 CoaT H select =T & T A=y sk & View/Toolbar
i select fFar Srar §1 S goeR ThIT R Tgar ¥ WG gl § 3 W check &
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R S gar &1 ToER & Sisa & fav & (B9 ¢oeR & Siisar §) | Fow
frar Srar Bl

6.2.4 HECAFHIT IR (Customizing Toolbars) :

& goaeR X fAfad actions & @& § e 39 30N o8 d & 3R
gl a8 wAsH N @ FEd § Foee 9 SO e # o § ofee aw Rl
R W FuiRa 7@ g €1 word Gee §RT ST @l § sEfaT 39 FwAvsH
# add g delete F THd |
e View/Toolbars/customize &I select &d g 3R commands tab 9 click

A gl

News...
New
. New

New Web Page

New E-mail Message

A
e HBH & AT FAS H drag Feh goldR & AURT g TR e A3H dced
& B3 ATl
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e TAER ¥ Ush d¢d &l gcl & fav clicking d dragging & GaRT ¢oldR &l dcad
gC ST §
6.3 WISl & AT T AT (Working with files)

6.3.1 sFgHwcH I T @ (Creating and opening documents) :

Word & 7 # ], 9gal & o SFgHecd &l Flolel AR AT Siagiecd
& fav s@# g ways § |
4T STaFgATe IaT (Create a new documents):
e FY IR & New Document s W click HIfa|
e AYSN ¥ File/New &I g3
e FEIs W CTRL+N (N @ CTRL &t fr &t Teh A1) gard|
Tgd ¥ Rud siagive F @ ¢
e HAZER & Open File s X foFeler HfGA
e HATYER ¥ File/Open &1 gl
e FEIE W CTRL+O &I gar|
gds fafr Open dialog box &I wefia &l &1 5@ 39 59 wEa &
Qe a8d & 386 17 & A 3R open sed W Fasr RS

. [B% COREL COM
% My Network Places

1 5 My Computer
:@My Documents

Al Word Documents

6.3.2 sFgHwe & AT HET (Save a Document)

e AYIR F ¥ v W Ferr HfFw]
e HATGSN ¥ File/Save &I select ST
e FI ¥ W CTRL+S Keys F' card]|
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6.3.3 sFgHwe & AT FEa«T (Save a Document)

T& Word document & rename &« & T file/open & select &
I fIH B8 H rename T IEd ¢ 39 ¢TI ABH &I HerIar ¥ document
& AF W gl TFae Hifew AR R eidee Ay @ rename & select HfST
WSS & [T &7 BISd a1 8T & Enter Key T gaT difaw|

X

6.3.4 Wgd ¥ SiEgHecd W F& &1 (Working on Multiple Documents):

Ife 39 documents H Typing AT editing & & a Th OT & o
Slagecd o o § @l o gU Sagdee Window A= & 0 gdieg g &
ST fa s R@mr = g1 o §U (current) Stag@ee & ®Igd & AH & UE Th
I% AT gl gl AR Siagiee P lodsl & o gERT 1 select &Hd A1 BT &
s window task bar & ded W Fas & gl

ndon | i Acobe

; " New Window %

: . Amenge Al .

o
| Document2

6.3.5 3FgHwe F deg T (Close a document) :

ga gU (current) Sfagiec # deq Fel & fav File/Close & select
$Ifaw ar afe standard toolbar 9T close icon fR@dr § ar 39 W Fas Ao
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6.4 Text & ATT HRT T (Working with text)

6.4.1 Typing 3R Inserting text:

Text & enter &« & AT typing &M YE HIfGA| STET THASAT U
cursor BYd § d@l W text GE@E &ar glcursor & AT F & v HFEE &
arrow keys @ 399 fFar ST Thar § A1 AT F UT WP 9T ded Faw
TR E AT FE e e B T § o B SREeT ¥ otext @1 AT
e H Heg L Bl

Move Action Keystroke
Beginning 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 H select &) :

cFac & fdT attributes I sgaet & fow Ig gger highlight g 3maeaes
g1 Text &' select ¥ & AT gl ¥ text & select T § dgT T #ABH & I
e FI gaTR STel doh select =T § d@f do drag & osd IT shift key i
gaTeY arrow key IT ST & IUANRT &< text & highlight #T d&d g1 TFae &
T BET & select A & AT AT & I8 eqaT H Méhe T T §

Selection Technique

While word double-click within the word

Several words or lines drag the mouse over the words, or hold own
SHIFT while using the arrow keys

Entire document choose Edit / Select All from the menu bar, or
press CTRL+A

gl d& text & select &= & d@ d& highlight @7 & & HEs $ir
T 8t key @r garer dr test deselect g AT &1

6.4.3 Text ® delete &1 (Deleting Text):

Text &I delete st & ot BACKSPACE 3R DELETE keys @1 9T
fRar STar ®1Backspace key cursor & a& 3R & text @ delete &M 3R
delete key cursor & g 3R & Text & delete :MN| FAET 3 text &I delete
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T & T 58 IW & 7 R off /™ & g@rr highlight 3% DELETE Key
&I gard &
6.4.4 Text &I Formatting =T (Formating Text) :

Text & attributes @I sgelal (change) &« & faT Formating toolbar

9 W adar & Iy S RErh 7€ toolbar ¥ W weltd #@r gdr & ar
view / Toolbar & select S 31X Formatting &I g

justify across page
numbernad and
bulleted lists outside border font color

bold, italics, underiine

highlight color
styla menu font size justification decrease

e Style Menu : &R A«g & d1¢ # FdR & FASAT 1A 2

e Font Face: 39aie¥ Blee gl & YGRId X & U Blec 17 sFd & gy
3N §4 arrowhead W fFeleh HIGR—A| Blee &I A & IR &del (Scroll)
T 3R A Blec AT T8d § 38 ABH F T IR Fad & select '
Tohd &1 &g &ar =r Graphic ¥R® (e8ed =g I#, I 3R) 3R sans-
serif (Arial gy 3iR) ®lec H el TIST AT gl

TT

e Font Size: Wiec AR SiFd & Tthg HET W Foldh I Blec AR & oy
HEAT 31 Hhd & AT 999 & 3N & arrow head W Fas s I Blec
arsot dr g 3ucey. gl § O o 3T e 7 o da B

e Alignment - Text & &=, ALT a1 g AR align & FHd § a1 ITg 9
justified across g H&hdT &

e Numbered and Bulleted List : s8I a¢ & fO¥dR & FHST IR &l

e Indent ® AT AT AT WHENT & indentation & Sl ST ThdT gl

e Outside Border : Text & aRT 3T S FHI ASAT AT FATAT|

e Highlight: 38 option &T 93197 &% text & 9IS & HeR Al g6 Tohd ol

e Text color: Ig option & FeR H Teoldl & SN FeR W @ gar & ar ugor
¥ S FoR ol gl § ar & @S & g1 qau HeR select & F fow
arrowhead W click &% FeR FI select HITF

Blec ST Sdd 3M9a Formatting option & S1&r selection gaie r

3TAT ST &1 37 &iFd # access #a & falv menu bar & Format Fonts &r

select FHifFA|
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6.4.5 ®WRAT Y=eX (Format Painter):

Text @ Formatting & foT 3maEh & 99T fRar S« arem & feature
format painter g1 S standard toolbar & ¥ua gar g1 3T & fov afg 3mg
T WREAMH g3 & fonts face 3R 3R Trdar $r formatting ==a § 3R 3=
heading #r 1 & HRART FAT aEI § a 3IH 75 headline & T3AH
attribute & SR-IRX manually = $ 3TaIHAT AdT gldr g1 3Th fow & step
& ganT format Painter &I & # o ¥&d g
e Text & 3ecy 3T IR H WY ST formatting 3T g & T 3THT I@AT
gl

e Standard toolbar # format painter seaT WX Feeh HIfAT| 3T =T T ST
& 3m9% pointer & 9T F & UH U FU BT B

e Text & highlight AT3E & garT RIS T 3T 3T & FA format a1
e § 3R AT T A o QS|

Sarer select fFA text T formatting & & & fad Format Painter @
saol Fois S| a9 BRAC UeeX hafead waT & a9 d& 39 38 Off et &
fo Esc key gt gara §

6.4.6 34g (Undo):

39 39T A& foRaAT (action) & standard toolbar ™ Undo scsT &I
fFere aXa Undo X Hahd § a1 A«gak & edit /undo & select #& I Thd
¢! standard toolbar W Redo &I select aX& Undo far (action) &r ger &ar
gl
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6.5 UMATH T BRATEIT LT (Formatting Paragraph)
6.5.1 Paragraph Attributes:

QITE BRAET F foF cursor & WM & T #F @A § 3R Ay I)
¥ Format Paragraph &I &td &1

6.5.2 Text #F (Fredn) I (Moving (Cutting) Text):

5 text &I 73 & § 37 highlight #a § 3R A=gaR ¥ edit /cut Fr
select & standard toolbar & cut dea WX Fedh X § a1 Ctrl+X T&d SR
gald 81 I text [Faq S5 # AT & ST g1 BIC Text & AT Hel & foF drag
and drop fr Jedr & FF &T g1 T Text H 3T HT HET dEd § 39
highlight #xa &, #AT38 & ga@nT selection & &, 9 selection F 1 TAT T
drag X & 3R &@3F s & o3 & F
Text &rdt &1 (Copy Text) :

Text & &Y & & T edit/copy & FoAd &, Fess TR H copy
ged R Fod Fa § T1 text F Fowd A5 & copy & & ¥ CTRL+C keys
F GAT B
Text #I ¥ &1 (Paste Text) :

Copy Cut a1 past T & o STl 39 text H HT HT T8 &, CUrsor
I 30 T W 7 N & AR A=y a7 & Edit/Past Fr select & § T w8
TR # ¥ past e W Fad axd § a1 CTRL+V & gard gl

6.5.3 fFauais (Clipboard) :

Word & Clipboard @ 3t e 12 elements cut g copied & & 3o
elements &' 39 view/toolbar/clipboard & A+ggR & select & clipboard W
¢ ohd gl
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Clipboard & 9d% item & contents ® @ & fo¥ AT arrow &
g% element W t@d § f3@d 38% contents weidd g € 3R siogic & &
contents & IS & fo¥ TF elements W Fas X g1 Siaggec # A item
F ST & fod past W Fod aXd & clipboard & contents &I clear #Xs &
o clear clipboard sea (clipboard image X T “X” & icon gdr §) W
o axa gl
6.5.4 @A (columns) :

FIH BRACT H text H el WA & fod FTUSE ToleR & columns Feot
R Foe #xad § 3R ™7 W A3 dragging & arT Fead I TE&AT A select
X gl

31fe FreA option & o F=gaR ¥ Format/columns & select FRa g1
HIH ST Sl TR HIFH & T ool & A& &1 g1 S/Faler afrg &
Frore g T H@iEe T TEAT F select T &l

Colum
FEFNOVE COEUMAS

seiect a
preset 4
column 4
arrangement

enter the
number of -
COUMAS

enler the widin
of each column ¢

check i ail
columns are
equai width

fwhole dacumert

6.6 39 &g (Drop Caps)
Drop Caps T& WRENE & URFH & 937 &R gl ¢ 3R text A Fo
giFddr & drop aXar oar fe A i@ & gl
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elcome to the
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will increase your knc
Office 2000 programs

s R F Drop Caps & Slisa & o AT step gaer $ir Sy &

WREME & §F H cursor & 38 T R WA ¢ o Igel &R Drop & gl
A+gek ¥ Format /Drop cap & select & g

Drop Caps 3IdlldT sied 3M9sr Drop Caps $r Rafa wiee Siaer 9f@a drop
A g, AR text § gl Ig A9 A & fASA & gl

S off selection Q¥ & S § @ OK W fFess aXa &

Drop Caps @I URa & fod, gaRT attributes & agelel & I Format/Drop
Caps &I select aXd g 1 letter X Fae axd g 3R letter & resize 3R
AT e & T handles & 99T H Bl

6.7 foree (List)

Bullet ar Numbered list &' curser &t & o word & @Rl Yar o

List feature &T &1 & o 1
6.7.1 gaes 3R aFas ¥ (bulleted and number List) :

Formatting toolbar & Number list a1 bulleted list W Fas & g1

ggell entry & type ad g 3R ENTER &I press #d § 389 30Tl line W
S bullet I number ,create g9ft| Ife 3T &S line 3T bullet I number
# S S URET FAT TEd &1 SHIFT key & galax W o9 d& fh
ENTER press &|

Multiple levels & list create & & fard formatting toolbar & Increase
Indent 3R de-crease indent &I &1H H Ja &l

NOTE : 9gal text & type ad & R section & highlight axa & 3R bullets
Ir Number & add &« & fo&r Bulleted List ar Numbered List see @l
press & &l
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6.7.2 Nested List :

Nested List @& create &= & o o & bulleted list & 3eex TH
numbered list g7 & fordr &= step follow & &:
e List type HAfSF 3R items & indentation & e T Y+ item & forx
Increase button WX fFds A 9T nested list F=al|

o Lists o Lists
0 Bulleted and Number Lists 1. Bulleted and Number Lists
0 Nested Lists 2. Nested Lists
o Formatting Lists 3. Formatting Lists
e Tables e Tables
o Create a Table o Create a Table

e Items & Highlights '&a § 31k Formatting toolbar & Numbered list o
click & &

6.7.3 Formatting List:

Bullets 31 Numbering dialog box @ 39dr & bullet image 3iR
numbering format & SgalT ST TehdT &l
e Tl list & T bullets I number F sEasr & foF 3T highlights &a g1
e H-ZgIX ¥ format/Bullets and Numbering &' select &% dialog box ¥
access Id g AT list A right click #& eMcade A=y ¥ bullets 3R
Numbering @ select & &1

Bullctz and Humbcring

o & IS WA RAFew F ¥ TF list style ' select IR § AT 37T icon H Faet
& o picture W & #Xd &1 TH number list style &I gaHt Numbered
Tab | Fas = &l

o S§ S AT @ 9 a9 OK W Feleh & &
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AR (Summary)
e MS-WORD Document & . Ext.doc g1 gl
MS-Word & #graar & e @l &1 7 a1 d@oha &
ST &7 3SR T HAlfoled cIafead FHaT|
dosthd, ol AT 3eldisd H TAFeS textiorm & ffear e
qafhce 9 gmITHTE A Foldes e A T |
TFCS ¢FC & MERT & AR AR Blee Feale|
BT STECHRIT WEAMH (S IiFd & A 3R FI g AT W T dfed
H @)l
6. IFX TATHIT T GfFd FT cTIEUTIA FaAT|
7. ToECE CT HN SFgHeC H Ueh TUA U g T T HF Fell AT Uh S(FgHeT
¥ gAY SFgHec H AT HeATI
8. ¥ d {X HI TUSEC oA Hr Glaem
9. U § AW HldA ac dellel T Flaem
10.53FH T ¢l & Focoe 3¢l Hal|
11. Tfelar g am#R AfRe|
12. Thesaurus, scafe|

TAXT AND REFERANCE BOOKS:
Learning Word 2000 for windos by Rajeev Mature, BPB Publication

a bk w DN e

Learning Excel 2000 for windos 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 Court & Annette Marquis, BPB Publication
Office Interactive coursed by Gerg, Perry, Techmedia.

HAFATH 9T (Exercise)
Word Processing & 319 &7 d#HTd g7
Text &1 dies, sfad TUT e TS Foll) & fod Qe Hr AT
Cut, Copy, past &« & o elicehe T TR
Format Panter &1 &1 &7 g7
MS-WORD File &1 Ext.Name =T gXar £?
R Document & Read & & ford stepfaf@d
Undo T Redo #H 3=dk ¥qs¢ Hife|
Copy ddT Move H &7 3=dX g?

© N o 0k wDdPRE
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9. &Y Line, Paragraph &I @elde el & ford strpd faf@
10. Fornt Dialog Box & 319 &7 THSA 82
11. Text &I Colum & format &t & o Steps faf@d|
12. MS-WORD fa# alfeshe T & T Af@|
Ctrl+N

Ctrl+O

Ctrl+S

Ctrl+C

Ctrl+X

Ctrl.+V

Ctrl.+P

Ctrl.+I

Ctrl+B

. Ctrl+U

. Ctrl+Enter

. Ctrl+L

. Ctrl.+E

Ctrl.+R

Ctrl+z

. Ctrl.+Y

. Ctrl.+A

. Ctrl+End

. Ctrl+Home

Ctrl+F

© 0o N o g bk Db

N B R R R R R R R R R
©O © ® N O U1 A W N P O
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IS -7
HAISHIGIFE IS & IV o7

(Advanced feature of Microsoft Word)

$1g 1 wR@r (Structure)

7.0 3}
7.1 UEdIEeT
7.1.1 I SFHC el
7.1.2 S 3T HLAT
7.1.3 U T HAH T S7EC BT
7.1.4 S B 7T AR REger e
71 5 9o AR SIST CoOR
7.1.6 AT MU
7.2  afhed
7.2.1 FNT IE ST
7.2.2 WEA ¥ SHA AT
7.2.3 Ifheh & TEBET FET
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 9w
7.4 O BRART
7.4.1 o9 AT
7.4.2 O @ AR 3NREeE
7.4.3 IR §X
7.4.4 US FFEH
7.4.5 e By 3R AT
7.5. #AHS
7.5.1 AHr AT RIS e
7.5.2 AH &I T FHLAT
AR
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SHIS & T
7.0 32T (Objective)
$H gfoIc H gl & 9T &H -
Making Column, Bullets,Pictuer Insert|
Table Insert &%, Row, Column Insert &3, Move &ET|
Table I Resize &1, Table Border, Table Properties.
Auto Shape ClipArt Graphic Add Tl

Page formatting spelling dar Grammer Cheacking, Autocorrect.
Synonyms Thesurus Macro 3¢ & X # STeRT 9Iod Hiar

1 9EAECAT (Introduction)
T & data B UERIT aar & fod 3uaher fFar smar & 3R =&t word &
T IO F T Wb &l STagHee F T SAEf o B WA AR & el
W cursor @I & G 3K et & @ v [t = g

N oA eN e

7.1.1 &a« Insert &= (Insert a table)

Insert feature & 3YAT Fh SFgPee H g A add A & O gl a7 AWH

e

o ¥eSS TaOR & Insert Table §ea W Fae aXd &1 #ABH &I grid & Ar-A1d
drag aXd €, Jgf o & fod Fred g row 1 F&m & highlight a3 g1

e I A-YER ¥ Table/insert /Table & select & & T & oI FleH T
row $r J&AT & select T § 3R OK I Fae =t &

Inset Table
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7.1.2 &« s« (Draw the table) :

el HT SlFgHee T TN ST Tl Bl
AgeR ¥ Table /Draw & Select F% ¢aa da1s ST &l cursor 3d Ufedar
1 Sl 3mepfa fewr & & 3R Table @ Border Toolbar @ & #orch &1

ST & cell A AT ¥ §aF TG IO IJeIdr & ST §, df cursor Fed W
T FIGA 3R A3T # drag & 3T &1F & delete FIfGA|
e 31f8% cells & s & o Drag table st W fFas aa &1

7.1.3 Row 3R columns # Insert. =T (Inserting Row and columns)

T dR ¢ddl de S & d1g, AfaRed ,rows & insert & & o & F
row & 9rF 319 row add FAT TEd § d8r W cursor H Fuad FGA Table
/Insert /Row above 3Ir row below FI select I+ AT & TSC Falad HIo|
Adéswe A=Y ¥ Insert Row & FoAd &

T #4T el add F F O cursor Fr agl Tud #a § @l & e
F 9 a1 Hdd add gEml Table /Insert column to the left Ir columns to
the right '&iselect & right Fee &a § 3R Insert column & select &d
gl

7.1.4 & # HF AR REsfETr #w@ (Moving and Resizing the table)

Ife A3 &7 table & FW IW@T AT §, I & ST (corner) I T four
sided moving arrow G@$ ¢ar g1 ¢aal H HI AT & foF four end arrow &
fFere 3 drag =X & 3R ST&F 39 YA FT RUT HET a6 § I@ A T H
Ol & &1 ¢ao & resize e & o Open box g ar § & e @ drag ia
g1 P Fr Aiss 3R row T TS F FeaT F A cell dividers W Foew Fa
£ 3k &3 & @1y drag H R

move handle
|

resize handle

112



7.1.5 e« 3R §18T g@eR (Table and Border toolbar)

Tables 3R Border toolbar 39l 25el & o &Sy Tersd, shading eae
effect alighment 3R 31f8& option & fAger ¢t § ColeR &I access &= & fod
Table/ draw/ table ar View/ Toolbar/ tables 3R borders &X & ad &l

e 3

eIl & f\?l;MCeIIS S 3T fbrmat . V Fff $ T 3! highlight

FEAT Rl All W ABH & ¢l fFelh X drag R & a1 e caed &
AN A 2

Selection Menu Method Mouse Method

One cell Table Select cell Click the bottom left corner of the
cell when a back arrow appears

One row Table Select cell Click outside the table to the left
of the row

One column | Table Select column | Click outside the table above the
column when a back arrow
appears

Several rows | (none) Click outside the table to the left
of the row and drag the mouse

down
Several (none) Click outside the table above the
columns column

Entire table | Table Select Table Triple click to the left of the table

7.1.6 s« & Wufest (Table Properties)

¢ & text @ alignment & modify & & fad daer properties dialog
box T 39dlT #Xd glTables /Table Property &I select @& box @I access
T Bl
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Size:

afg table H S -SF A @ a1RT A perfect width box # value srerd
gl

Alignment ¢se T Y& alignment & highlight &t &1

Text wrapping ;¢ daor text & 31eMT line W @S &= @R @ none &t
highlight IfSiT a1 afe text d el & Y 31X wrap g« =@iRT ar Around @t
goAd gl

Border and shading : sgd ¥ border style ,&eR @l & select &d gl
back ground colour 3R pattern &I sgost & fov shading tab W Fes
L Bl

Option Table ‘p;roperties window & option Fea W fFeaer RIS sTeggc
text 3R T AR F g ¥ € A T & o Default all margins W
T Fa g1 <da cell s space & add &1 & forF cell box # value
enter aXd gl

T able Options
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7.2 qThEFd (Graphic)

7.2.1 f@a% 3m¢ add F=1 (Adding Clip Art)

giFgic H ABHNAYC sl ¥ Fae 9¢ image # add #A & HEA

step & follow & §:

AYER ¥ Insert /Picture clip Art #I select & gl

| New Category I

@& Image & @ & T Search for clips & while box W fFas #a gl
Type one or more word & delete HfGA 3R T image @ 39 39wET
T TAEd & 36 o keywords enter S|

3rear
Category icon W T [Fas FHIfAT|
siaggic 7 T image 1 3T add T IEd & 39 image W & §R Fasd
A & df e 9 39 Aeyg fe@s ¢

= f_oj insert clip

preview clip

add clip to favontes

ﬁ) find similar clips
giFgec # image & add & & foRm insert clip W &Fee HS
giFgic # image & add FT & gl preview clip & image & full size &
W Wha g1 Image # resize F= & fa¥ preview windos & AT gi¥ HA
9 drag FHIfSA 3R preview & FATT W & faw 'X' close Fead R Fas
|
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o YT AAYTG SR H selected image Add clip to favorites add grefr
fS¥ Insert clip art dialog box & g7 FFd &

e U& image ¥ 319 ugel T IR I g& 81 & image find similar clips &
QT ST gel

e 3iFgHcT H selecting image ® add & 3ieggc & clip art & add & =g
=T & fod Insert clip art window & 3W & &l # close Jed W Farsd
A &

7.2.2 wEa ¥ A # add F@1 (Add on Image form a file) :

Jgol & 3Ufeyd file & wier a1 Mihe & A5 & ol T &5 step @r follow
A &

AYER ¥ Insert /Picture /form &I select &l

AIF FFCGY H AT & e & fod Look in : fawsr & gl 3R & down
arrow e W Feoren S|

e & wga & A1 highlight HAIfST 3R Insert sead W Fas RS

switchheaderfooter.gif

tabletoclbar . gif
1 textborder.gif
[ Y textcolor.gif
s toolbaroptions. gif
undo.gif

7.2.3 7B+ ;N edit @1 (Editing A Graphic):

S AT A & Tdh ) image W Fod Hd ¢ o 38T editing & fow
frarfead 8 Sl &1 38¥ & handles e & IRT 3R @S 7 99| SAST T
HFR G : FaRYT aXa & fod 37 handles W Fas 3R drag S 9 &
handles & garT image JIUEGET resize gefl, Fafh Y @S W handles
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image & HYT AT o1 Hd 81 WFR aeaR & 39991 & e effect & ager
ST Fohal &1 ST 3T 3HST W Folh wd § a9 'R TR s & &1 3=z
sl fohdilead X & T AeggR ¥ view /toolbar/Picture &I select S|

MorgiLess Ling Format
Image Controt  Brightness  Style  Piclure

Moresless Cg Txt Reset

é?:tife Contrast Wrapping Picture
e Insert picture AT Folde 8T &l YERId Il § S 3MIPI A Dl dgolel
& AT & &
e Image control: AT & gray scale @Tem 3R A% IT dTCIATR Tl Hr

FgAfT &t B

e More less/ contrast 3T & ek & contrast & modify &IdT gl

e More less /Brightness SHS I IET AT §ohl HLM|

e Crop W Fas X & fhaifead AT W handles & drag & 39 AT &
el T F delete I TAHA gl

e Line style & garT afhe & 15 H add I FHhd g

e Text warping & garT IMfhes & TRI AR document texts wrap & modify
T Bl

e Format picture Te 3torer fasr & Tl sA=T 61 properties # YR F:ar &1

e Reset Picture 38 & o [ @i modification ' delete a=ar gl

7.2.4. Auto shape:

Auto shape 3M9&l Sleggec WX Igd AT SAACT 3mpfadr, arrows
TFArEE, symbol star 3R SR o6 F 3GAT Gar g1 AegER F Insert /picture
auto shape a1 View /Toolbars /Autoshapes &' select @& Auto shapes
¢oeR A foharfead XA 81 oaR & 9% ded W fFeld X draw gl arell
pfadt & ¢@ dahd g

Biock Stars and
Lines Amows Banners More

Shapes Chart  Outs
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Lines: 3MCY TR & Lines sed W [Fadh el & g Ugell diod &
option & refr 9fFd, arrow A1 39 ended arrow I THA g1 SlagdHec H
g8l W Fers ST 8T W Line Y& T A 3R 61 38 FAC H&T ¢
gl W & ST curved line a1 freedom space & draw =t & o,
A & curved line & select S| siageee # @ line fe@er a1y agt
R Fosr HIfSA| Tihds A Tl AT HA & T starting end W e
HITST AT Esc key & garsd|

Basic shape: 3eRIM TR & Basic shape scd W ar 3R o=
dimensional shape ,icon braces 3R bracket #I select &=t & o Foleh
S| SFgfee & AT &I g7 & T drag 3R drop fafer &1 g fE
S A9 I gHr §, O 3§ resize A F f open box handles F g
W THhd g1 3R g+ A9 yellow diamond handles & JI@T F=& modify
F Fad ¢l

Block Arrows : Block Arrows &I select #¥a & fold dgd YR & & 31X
dieT dimensional # g FHd &l SlFgFec H arrow H drag 3R drop
ST AR Nua 97w FH H dH arrowheads &I yellow diamond
handles & <IaRRYUd & Hhd gl A& Autoshapes 3FEdT goaR & free
Rotate sca W U fFoeh & W rotate 8 & Tha &1 AT gesad S SHA &
IRI 3R AT & 37 W Fead & drag R W 3 rotate FH &1 AT & 78

tree SHST W, T W H 90 33 W rotate aF TS FAAT gl
. ®

® .
Flow chart: war@are #i=g ¥ flow chart elements & JoAax siaggiec # add

FIA AR AT A-g F FA F A elements & T FAdere T Thd &

Stars and Banners: Stars, bursts banners 3R scrolls &I select &t &
o sed W Fare Fifad|
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e Call outs: Speech 3R thought bubbles 3iX line call out & select
HTFA| Jo7 U text box #H call out text enter HfFI

e More autoshapes: Clip art categories &I list & gafel & fold 30 deod W
fFearss HISA| autoshapes TSR H 9@+ submenu TH 3l TASR &
i ET I

7.3 Tfeier-foler 3R IR ST (Spelling and Grammer)
7.3.1 Auto Correct

Word & Auto correct feature & arT oA Rsg 3R AAT 31g rsar
FI FGd: & Y I &l ¢l 37 Usal FT list S 6 FoA: & Y & I & A G@A
& fo tools/Auto correct &I select &d g1 I§ UTH 32T feature gar gl
gafaw Ifg 3ifer wiFe giad listed 7&T &, a tools A=g & AT S W W Tl
HIra|

T T F TR @ IERT F SAEIEe WY AT F Uger Aeq F e
HER AT FAEIASNRNT Sofeh! TR H Ao 30 97 § T g 6ar a1 aHhdr
g1 Ifg 7@l 3T SReSR R ereg At g fomd €, A ed 7 @l wfder @
Replace 3R with &= & @)
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7.3.2 Spelling and Grammer Check

Word 39 @Rt ey &I 1% Tfeler 3R aeR &1 afaar 1 @ &

St &1 If 3= 38 feature &Y off gt fFaT & oY Siogiee & WfSer & e
A o IR & Wy Rfegd Far srar &1 IR & safaad & gl 3esa a
AT Al gl 38 HR F 3T FA & o A-ggRk & Tools/Options &r
select FTT AR srHaier siew & Wieer AR IR W Feas FATA| “Check
spelling as you type” 3R "Check grammer as you type” ® uncheck Hifar
3R OK W foFerer AT
AT 3k IR 99 F /Y e Bl F srgawr A
e HFZER ¥ Tools/spelling and grammer & select HifSA|
o TN R UWR ST SFH IR STFgPe HT ggell I HT FIT T &

HR 3Yg Teg A

Sp

o I usg fa=ara (spelling) @ér & Ignore sead R Fas AT a1 Ify staggic

H U ¥ SET 9R YSid giar & ar Ignore All st R Fae fifad

o 3Ifg esg fawamw 31yg & o suggestion box & Fama 7 & S spelling H
g 31X change deat W o HIfGA ar siagiee 7 asg i @efr sufeafa
FI TG A & ¥ change all Jead W o IR Ife & wfelsr gama
& 71gr & 1% & ar Not In Dictionary sied & Tfeer faf@d 3k change sea
W fFeren |

o IR wsq T WM TE ¥ 3R &S sTagdee F TR WA W TeRd el (S
3T9HT A1), BRERT # s &l A5 & fold Add sed W Fae HIST dr I8
3YE s HT TE T weT gl

o WA IR IR st stF@ H check IR dfed checked § dr Siogdic
IR @ word & @M I T G TAEd fF IR AfHT @ o 37 S F
checkmark &' ger {fSRA| 3T, PR F Y A & T S Yar &l
3HAEROT S|
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e I word IFR I geadl & df Ig diedm H Tl erdr (error) Hr RE
fe@rs gar &1 el &Y text & highlighted g1t &1

e SR

e FS Y3INd suggestion siFd A &F g W ¥ @@ & select RIDEETC
& forr change o Feas S|
o IE UR A& A6 @ Ignore Fed W o HIfa|

7.3.3 Synonyms

Word 2000 # synonyms &l gel & fod U a1 feature g1 Usg W
g e AISY AR éwe A=y F synonyms & select NFFA| ganfad ersat
T gar ¥ 9 e FOFNT FH A ST GHeg H{ A1 iR options F R
Thesaurus o fFee |

The dog runs over the Hil

7.3.4 Thesaurus

Thesaurus &I 39T & & o A-gaR & Tools/Language/Thesaurus
& select A Sar & I f&ar = Bl
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Thesaurus: English |

Synonyms 3R 313 & fare est W & g5 & &1 Meaning sfdd & e W
sqol [Felh Y AT AT & FATT Aqsg Hl ¢@A & Told Look Up Fed WX Faeh il
3 UAsel & Synonyms & @t & o Replace with synonyms sfed # ereel
R 9 [Fald G| G qsg & 39 add T € 38 highlight wT 3R
Replace ¢ o e RG]

7.4 93T BRATIT (Page Formatting)

7.4.1 Page Margins :

giFgHec & Ual Alfoied page setup fawgr 3R 97 & TR F 3937 F:h
oo ST I &1 For (A w uger =t = &
e STEl %TEC Fok I H Seadl § 39 &9 W AT &l HF HIford|

53 Document] - Miciozoft Word

Times New Roman

e ¥ T 59 Uess WA d ST &, 3T STgl dig 39 TATT W Aol Searehel
Hr ABE & T 3R T drag IS

o HZH F Afolel AT & AT W BIF oy |

s ;A page setup AT diFd A ot IgAT AT AT &

o File/Page setup &I select HISR AR SE@MT 1 died H AfA F @ gAY
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Page Setup

o AT doy 1 A, SeH Tee, IR Ave SRE A SR 5W RIS F B

eay e g1

o IR STogic W &= M AT X &, U7 F AR 37 FAC T g uRafdd

$r ST FGehar gl
e 9 AT & I, OK W Fas Hifa|

7.4.2 Page Size and Orientation

IS Je3T Sl diFg & & 3NN sgar Ja &1
e File/Page Setup &I select HII IR I AR ¢ & g

Setu

oSS e & W 9 AT H select AHA|

o 3AT §eA W checking #X& 9T & 3NV (Portrait a1 Landscape) &t

o |

7.4.3 Headers and Footers

g3 & U & eI Alfolel &l text gidr g1 S Siagiee cged a1 9o TE&AT

3R gex ded AfST W add text gar gl

o SlagATTc H T 3N [X # add Ir uvfse & F o e gaf & 3rgavor

e
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e HYER ¥ View/Header and Footer &I select I 3R 957 &1 Fe& Fad
feE@r highlighted ghm Si& i RRamar = §:

:} insert date/ E
: insert time )

format page number
insert number of pages header and footer
mnsernt page number

o T JiFd H gfSer BT HGR| 31T TUSS text BRAT el S Blee H4,
s, dies, scfoe 3cfe FT 3YANRT X Tohd &l

e Insert Auto Text Sed W Folsh FF STecl T 3UAY gl arel 3iTeerT & faee
¢q Hehd &l

o TR H U dFR Hc s¢ AR TEA add A & ol oER & 3T 3T
39T FT Hehdd g

o B[ H USE &l & ¥ TldR & switch Header and Footers ded o
[ECEACIER]

o 9 Y §ST AR X FH add FHET AT F & d9 Toa & close Fed T
feFeter &Y

7.4.4 Page Numbers:

giFgeec A U HEA add W & o 3 HH 3uae & o 3
fRgelt &1 3regERor H
e FZ@R ¥ Insert/Page Numbers & select & a8 & et aleq
gefa grem|
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o UF FAFR H TEUMA A select A & ol UG S19-3131 A=y & “Top of
page” a1 “Bottom of page” &I |

e Alignment 319-3131 =g & & 9T AFaX & alignment &1 select HHA

e I Y I AFaX H Ugal W UGRId sTgl el ded & ar First page box &
show number & uncheck & &|

o FATT g W OK W fFerer il

7.4.5 Print Preview and Printing

TCUES AR & Print,preview s W fFaeh d¥eh 3T Siagdiee &I ey
@ ¥aha § a1 File/Print Preview &I select &t #f 3% sFgiec & Preview
" Thd &1 I Saghee Mo o & v IR & a Print Preview TR
file/print &1 select &I& print ged W Fersh HfSA|

7.5 #HF (Macros)

Word &I sdidad features #HHI & gaRT AT IS5 SFgHec H ST 31T
IRFR UfEfEer T BRART X 81 38 dF afd F X Fohd ¢l Ay oo & o
Aoft § S 319 gad § sHfaw Ig Fhansit i Aoft & ug # 9o & T 2l

7.5.1 Recording A Macro :

A A RS et & o et ual &1 1o Ao
e HYIR & Tools/Macro/Record New Macro & select #d g1

AR AW Bles A AR a1 AW WA Tg AW BRI WS & IRE aE @

el 3T 7 & 5@ a1 & &g # @ T @l

e Store Macro in 319-313 dlFH F SiagHsc @ select HfGA T 3T Fewr &
TYFT T Ted & A1 “All Documents” # gRAT S R st Sfeg@ee &
forr ware €1

e Description field & #w # cOrEdr & yay HTAA| Tg Had 3IH T &
fodr & afés 319 a1 W@ ¥ & AH FA1 FT B

o RIS & A & o OK W o HfoA|
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o IIBEA Aeg ¥ IR H Aode HGT AR swaier dlew ¥ 39 S 3iees
ot a8 RS em S 6 991 @3 AR Ao aeerar| Faer ar & i
# TeFe DR S v B modify B

o RFIfSer TR 3 T, 9iar IR RFIfET A RAS & & o 3gefa &
gl

o RFIfET TR & TIT sed W foverer HISA| AHr 3719 I & A gl
7.5.2 Running A Macro :

o TR W IURRUT AR H I W & o e uah T egERor AT
e HYIR ¥ Tools/Macro/Macros &I select HIfoid|
o HFI Owsr & forke & #FI aA7 &I highlight Fd § 3R 3T | Fasw wd £

af @ & ARk oW T @ A @ @ ARk I gA dwem awd § A
BREAK gar|

ARTLT (Summary)

e Cdd & text d alignment &I modify st & foF table properties dialog
box @ 39AET #d gl Tables/Table properties @& select &% box @&
access ad gl

o ZFgHTC H AZHETC AT ¥ Foad dC image H add I F
AR & Insert/Picture/Clip Art &r select & g

e UF WIHY &I WERIAT ¥ Ul & Orientation,Margin,header,Footer,Page
Size, 37f¢ FF AT fRAT ST Fehel Bl

e Clip Art Fr FgrIar & g7 Document # Picture Insert & Tehd gl

e Macro 1 gl ¥ &3 AR Predefined T T AT U & IR & Fy o
" g
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e Spelling and Grammer Checking & HgIdT & §H 39«7 Document #
errors & d& IR THd gl

e Synonyms & TEIAT & fRdr Word &7 TATT 3 IdT 3R Tohd &l

e Print Preview &I @gIar & Print & S arel 997 & Thd W 3@ Thd ¢

TEXT AND REFERENCE BOOKS:
Learning Word 2000 for Windows by Rajeev Mature, BPB Publication
Learning 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.

FAFTH 9T (Exercise)
MS-Word Document & table ffdel YR & S5 ST Haha! &7
MS-Word Document # Picture Insert & & for steps faf@d|
Spelling dar Grammer Checking fF& &R &7 Sirdr 82
Auto text dar Auto correct &I HHSTSY|
Clip Arts & 39 T §FASIA ¢l
Header Footer & 319 &1 s gl
Page Margin fFdel YR T gIaT &, TA=T=|
Macro ¥ 319 &1 HsTd &l
Macro Create #¥=1 & faU Steps faf@|

© © N O g s~ DN
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SHS - 8
Aol Fol
(Mail Merge)
gHS Y FRE@T (Structure)

8.0 3=
8.1 JEATIAT
8.1.1 TS H A A BRI FI JINRT Feh BIH olcl TeATal
8.1.2 TS W AT SIFPHeC Feodladl
8.1.3 AT Hol URFH T
8.1.4 A Sagfec TRT HI Jolae HAT
8.1.5 3¢ @ & Ul
8.1.6 3T W # 3eT ST
8.1.7 #A StaggieT ST
8.1.8 3T & WY Slagiec & Ha HTel
8.1.9 e For TER
8.1.10 VAdeud ec el
8.1.11 TAASIT BrSeT Sellell
8.1.12 vigdl W Fa
8.1.13 el BSel FaATAT
8.1.14 g3 Hres & ATY Seclided H ATl
8.1.15 f3fafAes cFue wsar & 3T B T RE IYIRT AT
8.1.16 3eT WA P GT: AT FL
FES AcHeH|
R
P P YT
8.0 33T (Objectives)
$H IAe F oo & 9T EH -
1. Mail Merge &I TgRIAT ¥ elcX a1, Data Source sT=T|

2. Data Source & drar Document &I Merge |
3. UIdeud ST g e HaT|

4. JSA AT T Wee FILEATI
e & X H FAHAGRT Wed et
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8.1 Y&AMdHAT (Introduction)

Al Aol TA.UH. IS & Ueh Sgd 8 HAgcdqQ 80T § 38 SaRT T & U9 I §gd
iy R % IR gdt & oY v ary e FT oa gl

8.1 & H (Mail Merge
8.1.1 a8 H A« Al FrR I WeHAT ¥ FH AT T

(Using the Mail Merge feature in create form letter)

T HA AT A FR IFRE A del T g1 N FogEer & @y
el SlagFee H IUF GfAl TE B o UH 95 WA SagEeC § fords
Heddld Bles AFT gd &1 Ples AR 33T T & $les Tedror dr fafa & gafar
gl

Bl oY AEN §T A HA ¥ A al A siagiec X ST G, H HIST
BT &1 Uedold Hel SIFgHec 1 AT & Tohdl § IT Uh dIORT SIFgHeC & Thdl &
3R 3ifad siagiee Beex A1 30T SFgfee & Y A (FS) Tohd &1 3T ¥
AT T& AT STRPTE I S THS § A 6 T W B FH F A § 3@ FROT
T Th AT Aol WA H BB & Heddld T HeldT Blesy H 9T I Fd gl

STT A SlagHeC O YHR & 8 Tad §, Wod AHAI: d5 SIFgHeC Th
ST H USHAT 3T & WY @1 gl HUHR 3T WY F Heddd TR HT3oH
Ficae sTed, THid Tselie, TS seed a1 U f3fafAcs o wisd aidr &1 59
3T H gAR o gA I3 T I IUANT H

s AT A9 F IRRAT g F o §98 W IS T 3G0T F ganT
FI T gl Th IfAF AT A lagiee A T & foOF I8 SiagPec gel, Hel
slqiiee 3 ST A & IHEOT L AR gl et ug ve foee &1 e
AT F oY 3aTF B e 3R TATAT S 3cUeed HLd| TISC & F, et &
forr A o 3eT TR FTRA F AR T T B

8.1.2 3% @ 3R AT siegAee @=m (Open Word and Create a New
document):

g SlFgHec gcd W Fah HGT AT BT IET-33 Heg W A
FAUS W fFeasd HIoT 3R FoR soidh siaggiee I TIRAHRT Bl

8.1.3 #w AT URFH & (Initiate A Mail Merge) :

Tools Ya-33 A«Y W 3y 3N AT HASN HAVS & e W [Foreh
FISRA| AT A goR fawsr Jgl @ T IgaR veiid g &1 I8 faear Ad Ao
Slagfiec H IcUedd Ao & fod i & uel & wefld &l g1 Crating main
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document, creating the source document 3R main document & &T 3T &I
Tl FLAT| mgﬂmﬂﬁﬂégﬁqﬂ—caﬂﬁﬁa&aﬂﬁ—s’rwmml

B8 il Mt ipm 110 n

Zwum:uﬁwnmm mmmnm .

L

8.1.4 Select A Main Document Type

Create eoT 3R ®IH oeX FAWS W Fasw FGA| smaer ded JGikia
giar & 3R @ar § & afg 3 existing sfeg@ee (Active Window) & @& & o=l
aed Bl

ar A1 SegHec (New Main document) S=i=m @gd &1 Default @vdd
Active Window W Fas HIfod A9 A9 geR [Aesr & W & [T gAR 39T
ug & YEfid FRar g

Mosx! Meiye Helpes

8.1.5 Specify a Data Source :

T 3T A W R Bt 3o A X Fae IS a8 & eddid F&@d: &
Fo OFET $es gd &1 ST “Field names in header row” faee # tF For
WA H FH F O 9 &1 Tl ag Fres e & g & & 39 ser O A
39T FAS &1 3HF T OK W Feleh S| 3G Hes JF7 & el & o
38 “Field names in header row” sfeg & select ST ik Remove Field
Names scad W [Fasr & QS| fRAr 3maeds hres a7 &I Sigad & oy field
names siFg # @Y 31k Add Field Name R Fas fIfGd 59 tomdns &
33T F el Bles @R T § | o URCd $Is, AR Fecl| J§ TR FTORAR
Hes e J1ar § d9 OK W Fae S| AT A9 Siegiee AT Hell ded &
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ar TF AT WlesX H B A G| Il AU AT AS SiagHee & o TH
Blesy ST I8l ¢ df 39 Save as ST didd ¥ Create New Folder sesf ©
Feleh e 9T Tohd Bl

8.1.6 Add Data to the data source :

39 ufde 3T @ Sieg@ec H prompted HWEN| Edit Data source see
R Felh FTh AT IJg H Tqhd &l

L)

T Data Form fd=s 8er &I Tedl & & &l ol & & Yeiid aar g
@t s fres 3% Joide FY I hleg T AT & Tohd § W AT A gl
I HI Toh $les gl # Teed X & ol Tab Key I ATZE &I 390N aXd
g 39 tF IFd & O 3T | A I d9 gk & o add e & o add
eI W Fearen RIS

1)t ¥

I THT & AT grF W e H 3TN 9% Seed & Rpsq & oy
X dhd gl
Sample Data

JFIel 3T HI 3UANT H TFARASS HI qUT el & o foham § S et &

Vice President Al Gore Senator Russ Feingold

1600 Pennsylvania Avenue 502 Hart Senate Office Building
Washington, DC 20500 Washington, DC 20510

Senator Herb Kohl Governor Tommy Thompson
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330 Hart Senate Office Building 115 East State Capitol

Washington, DC 20510 Madison, WI 53702

S AT 3’9l 3eT STelell FATCT HY, df 397 dedideh soldh SiagdHee T
I 3l & fod OK sead X Faes Y| afg 3ma St 3m9er ser enter A § 3oTaht
¢®T IIgd § df 38 siegdec “Data Source for Mail Merge Exercise.” &I @rel|
39T 3T X A W HIes a7 & TrT word SiFgHec HI RE YGid &iar gl 31T
39 3T & 3H SiegHec el AT 91 A, ARG AT g ar @Y edit I Thd 2
Creating A Mail Document :

Ife AT AT o fawsr Tase g7 § df a9d ool & ol AT AT ook &
A FAS goR e ol o]

S 39 THh A SIFgHec <BT H select & § o 3T Tgal & & AA
SiFgFee Fo1 g&h ¢ olfhed Ig 39 TH @l slegfee gl A9 AT SFgdec &l
edit WA F T A7 SlFgie AR # edit ® Fow HGA| A7 Sagdee &
edit I F O T Hia|

il

Chick to
edit the
Mamn
docament

8.1.7 World Mail Merge

FeT Slagiec 39T oIl o 39 Ggdlel aigd ¢ Sif fo 3M9% e a
"Data Source for Mail Merge Exercise.dox” & $les Tegl &I FUfad &I g
FAT &l T IS Bl §1 G HIHY AT 39H 3T T A 3T Hes & Insert
AT AT &, df HoT A gk AT 3TaeqF Hes &l select X+ Insert Merge
Field sead W o S| IgT T 3erior a9 f&ar w=m & #ar fies & Ry
3R I T A A & df Hol $hleg FI 3R 3T a1 7 Ruerers g arar g1 3ifas
AT SlagiHeec & ol BRACIH, Ad SFgHec H o fF 37 IF #H ®RACT
wfafhdeed & garT A i S §1 S Bles 3T Fg @ § S Adress2 g
Grell @mset et gam|

132



Wednesday, June 23,1999

“Title” “First Name” “Last Name”

“Address1”

“Address2”

“City”,”State” “Postal Code”

Dear “Title” “Last Name”

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

OGRS WEA A AE A Wk H HE HeT T8 FagHec
(e.g."Saturday’s party emrites”) @I g 3 SlFgHec Hl AT FX Tohd & |
Marging the Document with the Data

Ifg Ao AST goW Gesr TISe A & df A A oOR & AT A godR
e G SHHA! a9 ol & fod [Feeh RIS

Y AR F I 3T TS 3T FT Uh Hede select ST @R & ar

Merge to initiate the merging process Ir Query options WX Fedr FHIfGA| 5a
THRATSST & 32T & o A7 W Forah iGN

o sl e
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T Aol fawar vefda gl ot i s o §1 o & 3ifees A @ & w
g 3= o QS IR A Fed W Foad = W IR I8 SlFgiee Fa9m S
39T 32T foe # 9ds R & o we 37eer ®i oeX 1@ g1 IR-ar & 319
"mergo to the printer" & AT FI FO JeaT THhd & AR 3T dEY T8 BT A
IO X Afod a1 AW Reprg 5 39 AT e aed € 39 select RIS

g SlFgdec ¥ AT # select AT AR Al ded W Faw T 39
drET I8 STFgFee 3cdeed AT S I 3¢T BIsd H Tcddh Rals & fold T X
@ar gl 39 Rufd W 3muel I8 Siagfee A9 e aried| 39 380 e & Toha
gl

8.1.8 The Mail Merge Toolbar :

A AT TATR HOF A AT Slagiec W FO AeHhe @ &l 3 Acahe
F Heddid § : View merge data; go to the first, previous next or last
record; check the errors; merge to new document or to the printer; find a
record; 3R edit the data source. Jf¢ 3T 39T ATZH Ueh §cd W IW I&T ¢
ar g@aT function Tek 9IU3TT 89T $HT TRE YeRId gHm|
f Q

8.1.9 Printing Envelops:

3T AT AT 3T FHI 39AET Tk TAded & fod Toded 3R a9 3ceet
N Hhd g1 AR war § & Fda vaded o B raRdsar g 6gEd, Aol
SiFgHee H X & AT JAF TAdad & Aeddld 319 AT o ashd &1 39 3faeer
H JAF UeIdeld Hol Siagfec H THh el Ul gl aIied| Il ol I8 & f&F &
Jg Slagiec A oleX g UaAdeld alell Th a1 gl &1
8.1.10 Creating An Envelope File:

39 3GIEI0T H 3T 3NRSAIel 3T &l HIA H ol TdAded & fold Th 3feleT
SiFgHec Fod ¢l TE WT B ol & Fol & fod Fr 39T a0 F
AT §| I #H, 30 Siagiec H Ugal fo@ I 7fthes AT 3T a9d At g
g1 Tool 9&T 33 Awg W ISy 3R A AT W Folsd HISA| Igel AA SiagHec
dFT #H, Create T Envelopes W f&Fes HIfSA| 3masr New Main Document
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next I el el T A@TSRAT ol ATl 39 Original ®F oY & Siagdec

3T 9¢ H data source &I select HIfGA Second data source dersT
W AR Get Data o fFas HIfSA| Open data source W & S| ggol
S U SaT A & select HfGA, wrr g “Data Source for Mail Merge
Exercise. Doc" & ag @a 1| Open Fos FHIfGA|

1 Clicic he an
| the data source
created carli
o

39T IgT fe@mar T SdeT digd fg@rs ¢aml Set Up Main Document

-

Micios ult W

HY $S Toldeld HTeerT g Rfecer et & da fomar gem ot & vedey
& IR IR e Hleaar gaer Far § W B[R a&xan, e 319 aea § &5 Boadr
address @3t Ffea aeX & @ & ar Delivery Font R Faes e 3k “All
Caps” &t select FIfGF| JId AR & I d9 OK W Fae HIi|

If you want the delivery address to
appear in all CAPITOL letters, click
here and select “All C ™

TN |

3@ AT Envelope Address fa=sr &@d1l Insert Merge Field sea &1
3UART I AT address &l TeeX HIST JT TS BT dlex A dAF & o
fohar 4Tl S 3T AR 8 a9 OK W fFersh |
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o
E

i
i

3T AT AT goW fdwst H SIgel Ted § o Al HT goldR & Finish s
¥ H Fhd 81 Aol ST & @A AN g o 3ETF UR H § dIg 309 @
e & a1 a3 Stgpiee § A & Fad 81 I 3T 7 STagiee ¥ A A ¢
ar 3T ST AT R o Ha

S 39 Taded fUec #d § aF AR & sure &R of| Original #er

Document & @1, 3T 3 TAIST AT 3T IS o Fede F Bec & T §l
8.1.11 Printing Labels

3T g5 & A Hol HT &THAT H 3YIANRT e oddd I Fellh ToAdedd WX
T BT R Thd &1 W TF AT A BH X, ATAT Jdd T g6 AW
SiFgHeCc & Sl Bles A & 3eddid 3T oF Bles Teel H1 afd vefia &ar g
Th U W 7 F5 AT oadd Bee F Tohd &

8.1.12 Creating A Lable File:

OHT ST A § Wfecer o9d e & O g Aeg W SaR Ad At
Foem AT g A STFgHec A Hcreate W X AT odad W Feaw'
FISA| 31T Uaea faesr a1 =g A« siegdece A select HfGA| Iy we VEea
fa=sr tF =g sl Siagdec & ar Ufaed fa=sr & select HTHY; Data source For
Merge Exercise. Dox”, &I dig ¥d 1| Options X Fereh S|

T TH ST Sl q@I| "Setup Main Document” R Fes HIfe|
"Label Options” S/@ieT siFd fe@s &am St @l fG@mm =r gl Tray, o&d
gis#e 3R disde FFR & select FGA| disde dF7aR Shot ST odel & Uo7 @l
g, W 39aeY gl a1fgd| OK W TFae S| Detail & sgasm @ New label
Fl Sl H HEUET @l A AT ddc & [ Aleleh SSHRE, Wsde FAFa
1 OFC & 3eaiid g1d &1 Create Labels s/dier sigq eiRia gdar &1 d&qe
AT AFAT FH T FAol Hles & insert & Thd g1 YA WY WNsae A
fe@r 7 wfhs & THTeT g
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af 3mq wed & B awe all CAPS
IS FI deolell dEd & df 959 H Fes F select G 3k Tz Fas S|
Bl H FAA 3N BRAC ST S A ERIF Feed Hiord| OK e
FSRAI I 3T FS WIH PRAT execute FIAT TR & ST text H T oS
F 9T H FT g ar line & AT T select HfFT 3R s Fas HfGA| REmH
@l oY 3MaTeh el Hifod|

Ifeg 39 =g § fF 39 A9 @ A3M3T GRS W 3 dddT @ g HGI
I gl I 3T ddd & Hegse & af OK W Farsr AR w951 S AT Fres
IGAT § 3T YeRid &M View Merge Data et W Foas S| Hres AR
9% ST W & ST F /Y replaced g ST g1 ARG ¥ F© S § A A A
o fGesr & Y 9¢ W o1 § 3R a5 w5 § As1 &d § a1 @ fBeex 4
A 3T WY Beex § Aol A § A9 T W R@rs aar B

8.1.13 Creating Interactive Merges with word fields:

AT ANl SFgHec & HA SiagHec H a8 Bles A Insert && 3R
FAIT FA T ST FHhaT &1 T FUfd &, I9 319 A sSiagiee # ar GHT text
block &I T e dEd &1 T8 NP & aafds a1 W AR &ar g1 &,
3¢ed0T & fod, 39 Th g "We're especially looking forward to seeing
our from Madison HI §AT TR &1 ar Afelr Madison ST W g ofehd “We
hope you can find the to get away and join us for a quick visit."s&
3CEI0T H FIX H A SiFgHec H dgl JWT @I 79 text H SWT aed & 3R
TR & Insert word Field e #IGd| “ If-----Than------Else” 3ifcer &l

137



select S| 3maeTw Hes A7 H select AT 31T "Compare to “ text sied
# Madison A& & text bocks #I Teex HAFF IR OK W Fasr RS

fers et Woed §indd i

Ne're especislly looking forward 1o seeing owr friends from Madison.

e hope you can find the time to get away and jom us for a guick vist,

g i gEdr ufa 7 Fes i o T S FFR AT ST @ § F o
393t fRar Srar § 3R geeT #15 equal to Lessthan, ar Greater than & &t
gl

8.1.14 Using a delimited text as a data source:

3T AT H FW IdTIT AT g, SeT A 95 # Il 35 ol § oAfehed g3
F 3T Y & O Bsedl & 3T YhR HH H o ohdl g1Access 3Ty JHIT:
3T A fr R FH F O Fa & A wsie Fr 3uAer Far S ghar @
AfheT T 38T RE JTIHT gleir 3aTF ¢l

& text wEal Fr 3er A FH dxg YA har Sar § Fifh T FEogex
TCllheld & I ST Tha &1 'text HIsdl @ 37 BT T RE 3TN el HF A,
et Rufaar Fedr § 3R arell o 8T T g a1fgd| FW arel T & element
PIH & Tocecd I Ugdld glell aeTH gl

Line & Y& element AT AT ¢F & SdRT 39T element & 37c9T gled
e TFH enter(RTITH AR HT 3id) TAd o5 & end A gar aifgd| HF
G I 30T A IR "columns" & AT Teh ATIRUT WS HI G@RT 17T g1 FR
TR U wsel & g T 7 gar § 3R FlaH T F @ U TA &l TS
A FT 3Hed TH enter ' BSd H Trell oisd oTar gl gl oy 3k gl o
Milton Hollon 3R Susan Holtz “presents @led & @5 & off e w18 @
g S 39T ¢ & weldd #T TS gl

First Name — Last Name — Presenter — Organization

Florence —» Hawley — Presenter University of Wisconsin— Superior
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Peter —» Hoffman — Presenter — University of Wisconsin — Milwaukee

Milton — Hollon — University of Minnesota

Susan — Hioltz— Saint Norbert College

T & 32T ¥ $H ¢ F1 ¢f3eeiel BRAC Jgl fe@mr = gl

First Name | Last Name | Presenter | Organization

Florence Hawely Presenter | University of Wisconisn - Superior
Peter Hoffman Presenter | University of Wisconsin Milwaukee
Milton Hollon University of Minnesota

Susan Holtz Saint Norbert College

T IR text S W 3 traditional 3T I T dRg 39T H forar a1 a@&har gl
8.1.15 Reusing the Data File:

e R oY AT W-3er wisd ¥ add g & 3R AT A @A HiAST
H ad & data FF TNT F Thd g1 T oI5 Hol Hol A & AT 3T FIgel Hl
TANIT Y T Process TAdAT daAT & Ugol diel 3130 & AT gl

S Y Th Ugd A Foll 3¢T WIS & AT Uh o5 Hol Hol SiagdHec &l
T AEd g, o Create data source @ 39 dF 39 Open data source T
fFeleh AT Tg process Uge arel & HHA g

ARTLT (Summary)
e Mail Merge MS-Word & T& sgd FAgcaqol H1T g
e AT HS FH FERIAT ¥ TH Document ' F$ FR 3Fe9T-3e9T Data Field &
ary fRar a1 @ehdr gl
e A Fol FI &THAT HT 3UIANT Flh odel I Falhy Y WfFeer s g §
e AT Fol FI &THAT HT 3UANRT Fh Teldedd H ol WY Mfeeer & aoa §
TEX AND REFERENCE BOOKS:

Leaning Word 2000 Windows by Rajeev Mature, BPB publication

Leaning Excel 2000 Window by Rajeev Matur, BPB publication

A First couse in Computers by Sanjay Saxena, Vikas publishing House
Pvt. Ltd. Ltd. New Delhi.
Microsoft Office 2000 by Gini

publications Office Interactive course by Gerg Perry, Techmedia.

AFATH 9T (Exercise)
1. Mail Merge ¥ 39 FI1 THT g2

Courter & Annette Marquis, BPB
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Mail Merge &t & o Steps faf@|

Mail Merge Tool % garT Label & Jam 31 §1
Data Source ¥ 39 &1 HST ¢ ?

Mail Merge Toolbar &I Tz
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ShTS- 9
UH. TH. TFH &l 9RTT (Introduction of MS-Excel)

gorg 1 TRET (Structure)

9.0 3=
91 JEATIAT
9.2 wisle Ifd=
9.2.1 T TellHeC
9.2.2 gHhefc &I SNeaT d ReidT e
9.2.3 TUSE TAIR-WieraT,
Joc AT, T AT
9.3 ghlT HI ARHET T
9.3.1 ol &g ¥ FHI AT
9.3.2 gHMe I iR A e,
U AR Frad F RAST F=HRAT
9.3.3 T &I Telde T
9.3.4 ¥ & HI T FHIA FA
9.3.5 e UoF
9.4  wRAfT o
9.4.1 ®RART gelar
9.4.2 ®RAT TS SIAT SiFd
9.4.3 3t 3R <A
9.4.4 ¥TeEd
9.4.5 TS ST died
90.4.6 & TS A=A
9.4.7 HRAT YeeX
9.4.8 3ffer BRAT
HRIA
P P YT
9.0 332" (Objectives)
$H [T H UG & URAId §H -
1. MS-Excel =i g, Spread sheet, Work Sheet.
2. Work Sheet &=, @ielell, So¢, dd R
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3. Work Sheet ‘&I Modify &%, |

4. Row 3i¥ Column Select &t dar Add &3]
5. 5.Cell Formating 3¢ & IR #H SJTIhRI YIod 33|

9.1 Y&AMASAT (Introduction)
Solaclfeleh Tasee Fegaleld § Frafd Faf i H & o aga & 3uaeh § A
TH. THAd H gH Selagifeead T9sefic & gant & s #d gl

9.1 Electronic Worksheet a1 Spreadsheet &1 g

Electronic Worksheet or spreadsheet Ut g, & f& calculation
perform &= & faIT, information & memory & store &= & fow 3R info ar
result &I user required format # display #X= & foT use fRar JTam g1 X
el H I Hel ST TehdT g T electronic worksheet 7 paper, pen, pencil ar
ledger &I ST o off &1 Spreadsheet program =i information update & &dr
g1 3R 399 related recalculate 3 &T &ar Bl

Quantity sold 3R unit price multiply ¥ total sales calculate @& 3T
T &1 3R user unit price § HAS changes AT & o spreadsheet
program change unit price WX 3& formula & calculation T 3R user @I
update total sales f&er Swaft| Worksheet program graphs & form # result
& display Far g

Spreadsheet & &% g & information store Hr T Thdl gl
spreadsheet application % areas # #T use giar gl
Budgets
Annual reports of business firms
Income statement & Income Tex calculation
Payrolls
Invoicing (Billing)

Accounts payable & receivable
Production & marketing analysis
Investment & loan analaysis

© 0o N O g~ DN

Banking & other financial services

=
o

. Inventory control

[EEN
[EEN

. Tender evaluation

=
N

. Scientific calculation

=
w

.13.Cost effective analysis
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9.2 YR TsM (Spreadsheet Basics)

Excel @I spreadsheet & automatic calculation & ST @& g1 Excel
file T 8T T Workbook & s I worksheet row or column & s=ir gdr gl
Row or column & letters & numbers worksheet W s=&T @R% gray button &
display g/ g1

Row or column & Interaction &I cell ®gd &1 & TH spreadsheet cell
&1 cell address giar g1 cell text, number or mathematical formulas contain
T ¢l

9.2.1 Screen Element

formula box menu bar standard tooibar formaning oolbar

worksheet tab
scroil butions workshaet tabs

9.2.2 Adding & Renaming worksheets (a&fic &1 A Sge= va SAiga):

Workbook & worksheet access &% & folT worksheet tabs &I Fas
fRar STar €1Sheet &1 add select insert menu bar @ far ST Fehar g

9.2.3 The standard Toolbar:

Ig Toolbar menu & s @ar g1 3@l ¥ excel & commands access
T ST HehaT &
Print

New Save Preview CutCopyPaste Undo/Redo  AutoSum  Sort Drawiry

|

i

Open Print  Spelling Format Insert Paste Chart Zoom
Check Painter Hyperlink Function Wizard

News & Menu bar & file option & 51 worksheet & open f&ar ST Thdr
g1 g8&T Shortcut CTRL+N &1

Opens: File open &= & faT File option & & open click rar sirar g1 Sad
ugel & et g3 File open & T ¥a&dr gICTRL+O
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Saves: workbook @ Si¥ first time save &= § o file ssave option click
far ST &1 CTRL+S.
Print: Click Print button worksheet &' Print & & fow
Print Previews: 38 option & work sheet &T preview ¢@&T ST dhdT gl
Spell check: Spell checker option & work sheet & spelling check &r &
el &l
Cut, copy, past & Format Pointer: g @l action &I fa¥ark modifying
worksheet selection & forar = &1
Undo & Redo: Backward action @I cancel aX=i & Undo option 3iR
backward action @r repeat & & folT Redo option select forar Sirar g1
Select hyperlink website 9T hyperlink insert & & fow worksheet & cell #
text fer@®x insert hyperlink button @r click =T 92T gl
Autosum, function, wizard & sorting: Ig future function tutorial
discussed # =& 7 gl
Zooms: screen 9X worksheet WX size change & & fav Zoom option &
percentage change fRar I &&hdT gl
e Select view/toolbar/customize & select the command tab.
Spacer 3T =Igr glelr aTfey|
FEARS tHid (Customizing Excel)
Menus:

Menus # @3 option & @ & T menu & =T double arrow @I
fFerer foham ST &1 W excel & version & menu & display & & df §o
steps follow & T g1
e Select view toolbar customize form menu bar.
e Click on the option tabs.
e Uncheck the menu show recently used commands first check box.




Toolsbars:

Toolsbars & display &« & fow #$ shortcut available & amer
toolbar &= & foIT select view /toolbar menubar & select =T gidT gl
Customize toolbar:

Customize toolbar @I help ¥ $© Uwe deT & delete ar add frar
ST el gl
e Select view/toolbar/Customize & select the commands tab.

f.ustomt

SR

e Categories box & command Categories &I fFad =l W commands
command box # right side @ change g 3Td gl

e Command box ¢ @& command select &1 gsar gl 5 toolbar # add
AT gl

e Command & mouse & drag ae toolbar I o AT ST Tehal gl TEd
& button T eiehe @R & button remove &Y ST dHd Bl

Recording & Macro

Macro & command common editing sequence @' Excel worksheet
9 spreadsheet speedly execute &I™T ST FhdT gl
e Click toolbar/macro/record new Mecro form menu bar.

Macro sets all margins to 1 inch
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e Mecro name field & macro &1 A1 QA AT 3F T URFH g7 glal aAfey
3R FS space i AGT gy Tl

e Mecro & easily use &« & faT shortcut key assign & &1 ar eficshe
& o letter enter T UsAT &1 Lower use letter enter &% & CTRL
+Shortcut letter enter & & faw CTRL+Shift+shortcut letter.

e Drop-down menu & store menu option select SIS

e Description field # Marco @ Description for@r Jwam|

e Recording start & & v OK W Fas hifad|

e Drop-down menu & option select @& excel 3 option &I record &
St R user & g@nT dialog box & select & = g

e Select File/Page setup 3R margin & 1 set HIfod| OK Press ael W
commands 31 steps follow &A W macro user & GINT BT A
instruction @r record M|

]

Ct- Fl

e Click stop button arfs Macro recording stop & & 3iR 3@ Marco save
g I

Running a Macro :

e Macro & run &l & faU tools/Macro/Macro form the menu bar select
HEAT 95T &

e Macro window & Macro & = &I highlight HIfS&r 31k Macro run FIfS3|
EI1E7)

e 3WR Macro §3T § 3R user 38 &g & & stop & AEaT § o 3§ Break
press T 9SaT g
9.3 g&efic # YR &A1 (Modifying a Worksheet')

Moving Through Cells :
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fre s cell # data add & & foT mouse gaRT 3¥ select &l

Worksheet & move &= & fov #Ad eI & stokes 1 gIeT fhar ST ST gl

Movement key stroke

One cell up up arrow key

One cell down down arrow key or Enter
One cell left left arrow key

One cell right right arrow key or TAB
Top of the worksheet (cell Al) CTRL+HOME

End of the worksheet(last cell | CTRL+END

containing data)

End of the row CTRL+ right arrow key
End of the column CTRL+ down arrow key
Any cell File 1 go to menu bar command

9.3.1 Adding worksheet, Rows & column :

Worksheets: workbook # worksheet add & & fau select
insert/worksheet option use f&ar JTar gl

Row : worksheet # row insert & & faU select insert row option
menu bar & use a1 AT THar § Ir A row lable & click & row
highlight Fr St § 31k mouse & right click & 9| insert choose f&ar
Srar & fSa row insert g ST g1

Columns: Column &I add =1 & faT insert/column menubar & choose
forar Sar & a1 R column lable &t f&Fas &¥F row highlight & T &,
3R mouse ¥ right click #a1 W insert choose f&Far aar g1 Sod
column insert & STar gl

9.3.2 Resizing row & column:

ar adiet ¥ column 3iX row &I resize T AT Ghar gl

Row &I resize odial & T 38 row & lable & sid| line drag i, &a
row I resize & g, 3R column &t 3 &Y TF T resize A

3gdr
Click the row & column lable 3R select format row height 3R column
& forw format column width 3R row height & faw numerical value enter
AT 3R Fed column width F T numerical value enter RIS
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9.3.3 Selecting Cell

Cell &I modified a1 formatted &¥=1 & Ygel 38 select AT highlighted =T
RESIRY

Cells to select Mouse action

One cell Click once in the cell

Entire row Click the row lable

Entire column Click the column lable

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 & & fow ar & double click a1 F2 press faar
ST &

9.3.4 Moving & copying cell

Moving cell

Cell & continent & cut &% gEX cell I worksheet W move AT
Srar &1 Select/edit/cut ar 5T standard toolbar & cut button & Fae T
RECURS
Copying cell

Cell I copy &« & fT menu bar & edit copy option click f&ar
STaT &1 Arcopy button & standard toolbar ¥ click fRar AT Bl
Pasting cut & copy cells:

39 cell 1 highlight f&ar Smar & 59 @ cut 3R copied &I paste &Tar
g1 ™ edit/paste option click #& a1 standard toolbar & paste button I
o forar Srar &1
Drag & Drop:

Cell constant &I shortly more &=t & fav drag & drop method use
frar Srar &1 sus fow selected cell # border & highlight frar smar &, 3%
38 mouse ¥ destination cell W} drag far rar gl

9.3.5 Freezer Panes:

3R large worksheet gidr § @& & column 3R row heading & ar
gg heading disappear g st 3§ user 38 worksheet &I scroll &dr gl
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e Freezer Panes feature & heading &I gHal & faT visible fRar ST @ehar
gl

e Row & Lable & = click 5 5@ row &I worksheet & top # frozen
T gl

e Menubar & Window freeze panes select HITS|

e Frozen panes remove &« & faw window unfreeze panes.

-l Sheets |

9.4 WRATET A (Formatting r(r:iell)

9.4.1 Formatting toolbar:

fRaY 8 highlighted cell & content & menu ways # formatted far
ST ¥&ar gl formatting bar & shortcut button @r help & font & cell attribute
add ¥ &1 ¥ed g1 Formatting toolbar @ visible & & T
select/view/toolbar/formatting form menu bar .

cenmer across cells increased
fort menu percent  decrease
decimati

font size i

9.4.2 Format cell dialog box:

Formatting option &I complete list St & faT highlighted cells &
right click frar Sirar & S@# & short cut menu & format cell fFar mar |
Or select format cell form the menu bar click far Jrar g1
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e Number tab: @& Data type &I select fFar Smar &1 3PR cell text &
number contain &r &1 ar general category select Fr Jrdr g1 ar T
FIg Ol category #T select @I ST FHAT g

e Alignment tabs: & option & data @I position 3K alignment change T
ST E&hdT gl

e Font tabs: 3& tab # ¥ attribute including font face size style or
effects g gl

e Border & pattern tabs : 34 tab & border &' add sharing & background
colour & option g g1 & cell W use f&Far Jrar gl

9.4.3 Dates & Times

Dates & Times f&&T excel cell & enter & W excel spreadsheet
automatically 3% date g time format & change & ¢dr g1 3@R user date T
format change =T daEar g1 df 3& Format cell window & number tab
option select &= gar g1 X category box & date option select & type
box & 38% format W Fae forar Srar g1 5@ & 38 date &1 format J&r &
Srar & TS5 user & select fRar an

- 13/14/98 13:30

9.4.4 Style;

Excel & style & user &% & worksheet &I quick format far 7T g,
3R 38# consistency provide &T Jrdr g1 5adr & workbook @ professional
book create f&ar ST H@&ar g1 3@+ faw formatting toolbar & style drop
down box select fFar ST g1 Excel #8 @RY present style provide aRdr gl
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Commas : decimal point & &g commas &' add far 3T @&ar g afe
adding ar No. ar ar digit & s g Tehar &l

Comma [0] : Jgf comma style & St & No. &I whole no # change ar
round &I ST gl

Currency : Number currency @& format f&ar ST @ar g1 s@d dollar
sign commans 3iR 2 digit beyond decimal point add far ST @&ar gl
Currency [0] : currency style § 3 f& whole no. T round &T ¢t &1
Normal : f&dr #ff change #r general format & event fRar ST Tehar |
Percent: Number &' percent & change f&ar smar g1 3R 3@ percent
sign add frar mar § |

9.4.5 Style Dialog box:

Style Dialog box & user 39\ style create & TehdT gl

37 cell # highlight fSY ST ar style add &= #l
Select format style aif style cell # add T Hﬂ?l

Modify button & attribute modify fRar ST Tt gl
Style & =g @l item & check fFar arar &, 31X 38 format Far Sram g
Worksheet # changes ¢&= & faw add to preview click far Jrar g1

9.4.6 Create a New style

Worksheet WX 38 cell & select fGF 57 W & formatting T &1
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e Formatting toolbar & style box click &% style & atH highlight g 3Td
lg—l

Ed Microsoft Excel - Book1

e Style box # text deletes & AR new style F =7 type FT il &l
e Finished 3=t & faT enter press &I&AT g1aT gl

9.4.7 Format painter:

Format painter T& handy feature § St standard toolbar WX text @r
format & & faT use fRar ST &1 319X user cell & certain font style date
format border other formatting option & use @& format Far § 3R a8 ITg
ga formatting ga¥ cell & 8t agar § df 38 standard toolbar 9X format
painter click & cell & same formatting X T gl

9.4.8 Auto format:

Excel # sgad & formatting option 81 31 style & cell # add fFar s
gl Bl
e Highlight cell &r active cell 8 Fga &1 safaw &F cell # formatting =
g, 39 active & gidr gl

« Menu box & format/auto format select o

e Auto frame dialog box & format select &% work sheet 9X formatting
HT ST THhdr g1 option button & click & 38 element & select FHife=r
5 formatting &= g1 finished a¥ar & T OK Press Hifa|
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Autof ormat

Jan Feb Mar Total Jan Feb Mar Totaf :
. 5 15

rd 17
24

7 2
Jotal 3 21 % 18 % 21 % B0 |Total $ 21 % 183 21 $ 60

e Element 5@eT formatting &=t § & Helae @l o folT option ..button W
e HifaT

e 9 finish 8 I @ OK W fFelsh HifaT|

Texthook Quantty

AR (Summary)

e MS-Excel file Ext. .XIs g &l

e Electronic worksheet or spreadsheet t& program g, st f& calculation
performed &= & T information & memory # store & & faw 3R
info IT result & user required format # display & & foT use far
ST gl

e Spreadsheet & #$ TRg # information store & ST THdT g1 Spreadsheet

application &% area # 8 use g gl

Budgets

Annual reports of business firms

Income statements & Income tax calculation

Payrolls

Invoicing (Billing)

Accounts payable & receivable

Production & marketing analysis

Investment & loan analysis

© ©®© N s~ wDdhR

Banking &other financial services
10. Inventory control

11. Tender evaluation

12. Scientific analysis
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13. Cost effective analysis

TEXT ANREFERENCE 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 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.

HAFITH U (Exercise)
Electronic Spreadsheet Far & THssY|
Work Book a@ar Work Sheet # 3R ¥Ise HIfor|
MS-Excel File &1 Ext.Name a1 g/ &1
MS.Excel & f&dr Row dar Column &I Telde & & o Steps i@
©s Work Sheet & fhdet Rows dar Column g gl
Auto Sum &t & fordr Steps faf@d|
Cell, Cell Pointer @ar Cell Address & 319 T gHsd &l
Auto Format Feature = §HsSY|
MS-Excel # Macro Record &= & forir Steps faf@d|
10. Work Book & New Work Sheet && Insert & JrdT gl
11. Work Sheet # Date Format & Set f&ar Srar gl

© © N O g s~ DN
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SHS -10
TH. TH. Uado & 9 I[0T (Advance Feature of
MS-Excel)
gHS H FRE@T (Structure)

10.0 3=2F
10.1  gEdTEeT
10.1 wreEr AR weRre
10.1.1 wreer
10.1.2 faifFer asefic
10.1.3 Reifed, vsdlege 3R fAwds ImifT
10.1.4 3f@® waRT
10.1.5 Hare faers
10.1.6 3ifer@d
10.1.7 Tada T
10.1.8 afear
10.1.9 fresRar
10.1.10 Y
10.1.11 wherRreT
10.2  ®feer 3R frfcrer
10.2.1 3ffs wdfser R BdfET A
10.2.2 FiFgeed A
10.2.3 3iteifprer
10.2.4 TeekAfET caae AR IEfha & @Y AR
10.2.5 3ifeifpfoer Hharra
10.3 anfherg
10.3.1 fFaT 3 S5
10.3.2 BEe A FAS SASaAT
10.3.3 anfther fr wisfear e
10.3.4 3iterny

10.0 322T (Objectives)
3 I[AC A Ugd & IR §H -
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Work Sheet &I Link &3]

Relative, Absolute @ar Mixed Referencing
Formula a@ar Function,Function,Wizard
e e, afder, fhesfiar, =l
Autosum, Sorting, Graphics

HTT? % SR H SATRRT 9Ied HL|

10.1 9¥ATGST (Introduction)

TATH THd A o [ARse o1 gl § S % we{ew, awdie feifsher
IR, 3SrEH, 3T 99, A, HaRled, 3¢ §° Gorele, Afcd, a1 afder e drF
foram ST @ehar ¥
10.1 BRHAST Ud HaelT (Formulas & Functions)

Excel &1 §a@ 37 feature Ig & f& s@H mathematical formula create
fFaT ST HehaT &, AT function & execute AT Srar

I N N

10.1.1 Formulas

Formulas &I worksheet cell # fa@r arar g, 3R Formulas “="equal
sign & start f&ar Sar g1 Formulas # cell address giar g1 &t cell & value
# manipulate F=T § Formula cell & type #at & &I¢ calculation STedr g
Srer g, 3R Formula box H aﬂ display giar g1

Price
$99.99
$79.95 formula bar
$65.99
$45.99

Sub Total[§152167]

Sales Tax 6%
Total $1,718.97

10.1.2 Linking Worksheets

Linking Worksheets option & user t& work sheet & #3 sheets
ANk X FHaT gl Tk cell value & ar formula Fr help & gax work sheet
& cell & transfer ar manipulate & 3T @ g1 for eg.s current work sheet
& cell A, & value &I g@lT worksheet & cell A2 value & add &= & dr
format “Sheetname/ Cell address” use &1 9Yzam| 3R @& formula
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“=Al+sheet2 A2” grm| S@r W Al cell(urgent worksheet) gair worksheet &
A2 cell & @y add gHEm|

10.1.3 Relative, Absolute & Mixed Referencing:

Cells & 3@& column I row labels & cell & & relative
referencing =gl JTdr g1 S formula relative referencing &I contain &Idr gl
3R 37 wE cell & g@X cell Weopy fRar Sar § ar excel formula #r extra
copy create =gl &Idr g1 g8 row a column & ¢EHT relatively cell address
change &% &ar g

For eg.:s @& simple addition formula cell # cell ¢/’=(A1+B1)” & C2
cell # copy &&T gRm ar formula “=(A2+B2)” & change g ST@m| 38
change &I prevent a1 I%a & fow absolute referencing &1 use fRarT ST g,
a1 formula & "$" & garT represent AT ST 1

Cell C1 # absolute referencing & & $& change 3T i

"=($A$1+$BS1)

3@ formula & C2 cell # #T I&r formula use 89T 3&@H row Ir column
% fgae ¥ +I$ change =& geml Mixed referencing & ar ar row Ir column
# $ sign ¥ fixed Far Smar g1 "=(A$1+$B2) 's@ formula & row 1 and
column B fixed &I

10.1.4 Basic Function

Mathematical operations & formula & # Samer 3resr function &
through perform frar ST @&ar g1 for eg.s cell D1 & cell D10 add =T &
ar 3@+ formula “D1+D2+D3+D4+D5+D6+D7+D8+D9+D10 gRT W 3IH!
short a7 & T sum function use &A1 3T T gl

For eg.s "=Sum (D1:D10)"

Function Example Description

SUM = SUM (A 1: 100) Finds the sum of cell A 1 through A
100

Average = Average (B:B10) Find the average of cell B 1
through B 10

MAX = MAX(C1:C100) Returns the highest number from
cell C 1 through D 100

MIN = MIN(D1:D100) Return the lowest number from cell
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D1 through D 100

SQRT = SQRT(D10) Finds the square root of the value
in cell D 10
TODAY = TODAY () Returns the current date (leave the

parentheses empty)

10.1.5 Function wizard

Function wizard & Excel & %3 function &t use f&ar JTar gl

e Cell & activate &% 38 9 Function place f&ar s g, 3 Function
wizard button # Fere fRar SiTar 1

e Paste function dialog box & function @ browser f&ar Tar g1 38
function @ function category menu @I left 3iR function name choice &t
right & select far ST dshar |

¥

e Click ok function = select &3 & foIT|
e Next window & cell address & sum function use #%& addition far T
T Bl

e Cell function select &I & a1 ok press.

10.1.6 Autosum
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Adjacent cells & cluster Ir group & content & add &« & faT
Autosum function & use f&ar Sar &1 5@ W cluster of cells & sum
HaET gl 39 eg. C2 a@r cell gl
e Standard toolbar & austosum button click FIfa3|
e T3¥ group of sum &I&AT & 38 highlight Hifa|
e Enter Key Press &I a1 ft green check mark button St f& formula bar

g1 30 B A

number 1 number 2. sum.

SO /A T - 1 .
. 54 ..... 30 ST S

10.1.7 UEFHA 3TEA:- 3T o8 Hold: I3 H HSR g1 I FIor A0 3 o
8 Thd 22 3T Sg A & F% alie g1 3¢ & fav Oracle, Access,

Foxpro Sl 3eT o Heodie e gl
AT TS & dhgsh AT ghefic &1 9T off a7 o7 & § H X F6hd o
AT g3 & A & fov
1. File =g & New e WX Fee Y|
2. Legender ¢§ & Workbook 3MEshe &I Jolde W ddT OK §cd W
fFad # 16 IR I& gF AT & v 9§ A9 3EH ST T W
T g
10.1.8 ¥f&r (Sorting)- TE§ FHIR HeT HI Ufchar &r G = a7 &1 FiereA &
Sort & & faw
1. HicH BT (A,B,3E) W e Ik Flad AT Tolde I o
2. Data #i=g # Sort W Fas H|
10.1.9 fresRar (Filtering) - I8 frdll &lad a1 ok # ¥ & BIC Fad W
FH FT Hr ggfa &1 freex fFar mar fae sl T (Row) & gafar & it 3mass
EaRT f&U T AIGST & [/ T ¢l Sorting & TRId fheex 3e1 &t cgayd wgr
FATl Ig HId TS TAT & T IgEel ser i TIT & &
Ry fore &t fheex et & fam:
1. 58 ®fe# F Cell H Joam 7 fheex FET §, 39 g
2. Data #i=g & Filter 32l & Auto Filter g o
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3. Cell # t& 3T 313+ foree 3T 7T &1 38 folee # & 39 AES g ol
AT TG H AEs AUIRT & faw (Custom) & T3l
10.1.10 Fad (quary) Fa R 3eT 90 A 39 RPE A g1 a1 aqHr §
IS aRT 3¢ & FEfdd TR & Ical &d &l
3T F S (quary wizard) & EaRT FOT BIEd H HAUT F Thd o
1. 38 Cell W fFas aX 387 & External data range Y& FET I8 &
2. Data #=g # Get External data 32T # New database quary «
[ECEaEay
3. use the Quary Wizard to Reatre Edit Queries I% sied & Teoldc
H|
4. 32T data base 3§ & 3¥ 3T 99 W & IR [Fae &Y @7 & 3T ol agd
gl
5. Quary wizard # fgu v fadelt &1 qree |
6. Quary wizard finish 3T dfm & view data or edit Queries in
Microsoft query &I ga o dUT Finish W Fasw &Il F0 & aRkons
Quary # el glar & el & 39 3 F scea & Hha & a1 gRonH
N THA H AT THhd g
10.1.11 %I - THFAA VAT A & o0 FF RE & Bl dUT Herled Tered
LT gl REr v @1 aRUA A # dEe & [T TE e, 30 ANIGHCH &
Y A #H 9 QU S g1 BT 9 i & T
1. Insert A= # Function & T |
2. Paste Function #=g # ¥ 3d $ae H g o O ¥ FET
deueard OK deT W fFelsh &l qRUMA Toide fhT e # yefd g sirar
gl
1. STEW GFAT - THiol H T Gareled gid & of fhedl foree ar Ser 97 & et &t
gRShHd FX THhd gl a6 & Bl & function & A A S T § Ids
haeled el IRIGHC sered (database) $res (field) dur wEERAT (criteria) ordr
gl
3o Bl & Syntex 36 YR
Function (Database, field, ceriteria)
3eIeI0T : DSUM (), DVAPR (),DVAR 3fe
2. 3¢ aur @9 - (Data & Time): I A AT Jur Ay & &g (e
STERRT & &1 3eTex0T & faw arer (Year), 313 &1 @3 (Now) 3fe|
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3. Math & Trig ¥ %ea a0 qRoma o fRdy &or & Sin, Cos, tan
value 3¢ & &1

4. Statistical -¥ waerT Statistical ¥ s gRomA W FEWHT H AN H
Median 3nfg & 81

5. Logical - 3T YA9T Teh & TS HaRET &l Siiser & har Jrar gl

6. Text - g T & SAFAFRT F IRSHFd FA & HH AA gl 38607 & faw
Ry f&ar fr oiars aem (LEN) 3fe)

10.2 "iféar vg ffeler (Sorting & Filling)

10.2.1 Basic Sorts

Basic descending a1 ascending sort & execute &« & T St f&
TH column W based gl 3& particular cells & highlight &= gar g1 &
sort =T § 3R standard toolbar ¥ sort ascending button or sort
descending button &t Fee fRar ST Bl

10.2.2 Complex sort:

Multiple column @I sort &=t & fav $o steps follow T I &

e 3o cells, rows, am columns &I highlight & &1 SEeT sorting &3 g1

e Menu box & select Data / Sort W & &I g gl

e Sort dialog box & first column of sorting & faT select 'RFT Jg
selection sort by drop down menu & help & fFar &1 @war g1 3R

Ascending a1 descending choose &I

e Il Colum select HfGF 3R 3R necessary g o third column = Jg§
selection & sort by drop down menu & help & far ST dhar |

e S cell highlight fasar aram g1 3R 384 next heading first row & g1 Mark

my list heade row # g| dr first row worksheet top W present IgrEf|
ﬁ
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e Special non-alphabetic or numeric short /& %r month, year, day etc.

option button W f&Fae HTAT |
e Short execute &= & AT press OK.

10.2.3 Autofill

Autofill cell ® Sedr fill & & HF H AT g1 T repeatative ¢
sequential data @ fill & & fow FeT & 3mar g1 ¥ & chronological dates
or number repeated text etc.

e Beginning number AT incrementing series @I starting date a1 R #15
text T T cell & repeat FT § 37 type R

e Cell & right corner # cursor &I &t drag SIS (in row).

e Mouse button & B3 S|

3R user column & autofill AT TEaT & a 3& ar cell & highlight
X drag & g $8Y column # data fill g JTwem|

10.2.4 Alternating Text & Autofill:

Auto fill feature alternating text or numbers & fau &t use f&ar &
g&har g1 for eg: e 3 @oae 1 repeating list & T ara et & 7 oPMaR
I H, Th & Pl H 39 HfSw| 39 7 cell & highlight & mouse & drag
ENE R

10.2.5 Autofilling function:

Autofilling copy function & faT @@ & for amar g1 < & &
3e180T # column A 3R column B @&t & 3 $ir grofy § 3R column C &
column A 3R column B & 9% row & g & cell C2 F vr=T
“=Sum(A2:B2)" gRT| g Herler C Column H C2 A & TFIAC aleh iR AW
T cell 9 mouse ¥ drag #X Tohd gl oad Autofill future 9= 39 row
number & update X &M 3d Ig function FHT column & apply 8RT W
gg&T row no change gidr &M “=Sum(A3:B3)” C3 cell & faTw IJg relative
referencing &I
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10.3 Inf%erT (Graphics)
10.3.1 Adding clip Art:

Work sheet # clip art image add &%= & ot $© step follow f&T srd

gl
e Menu bar ¥ insert /picture / clip art option select &t I gl

Blinsent ClipAst

e Image &I find out &= & faT search for clips white box & click f&ar ar
Tohar g 131X “Type one or more words” &I delete a& 3d image r
keyword enter fRar Sitar g1 eI user 39« worksheet # insert &ar

BIRGIE
OR

Category icon &I [Fele ST
e Worksheet & f&&@ image &' insert &= § 3& click :fSF =/ following

popup menu appear gm|

163



insert clip
preview clip

add clip to favontes

find similar ciips 4

Worksheet # image add & & o] insert clip option W Fere Hf|
Worksheet # image <t ¥ Ugell image I preview W ST FhdT &l
Preview window &I §38I &%« & ot window & right corner &I drag fear
Srar &1 3R "X click 3 € preview window close & STl &1

Insert clip art dialog box & Add clip to favorite & related image I
user 379er favorite directory # add Tehar gl
Insert clip art & close button & close T ST TS &l

10.3.2 Add an Image form a file;

Existing file # %o photos & graphic add &« & faT several step follow
T AT 2

Menu bar & insert/picture/form select S|
Look in box & down arrow &I click ad § S8 I8 9ar o@mar 1 @ehdl
g T 38 computer X &ia Tl image present gl

List & & file name @ highlight @& insert button click f&ar rar §|

nseit Pictute




10.3.3 Editing a Graphic :

519 Image &I edit &1 § 39 image & mouse ¥ e & activate
fRar & Iehar g1 Graphic & around nine handles g &1 Image resize #a &
T 3 Handles & click a1 drag &= @dr gl corner & handles ar
proportionally resize g STd g, S&fe straight lines & handles image @I
stretch &ta g1 Picture effects s/ & faw Picture toolbar use & Fdr Bl
Image WX &Fa& & & Picture toolbar appear g St g1 a1 5 menu bar &
view/toolbars/picture select f&ar JTdr gl

More/Less Line Format
image Controt Brightness Styile Picture

Insert More/Less CTrop Text Reset
Picture Contrast Wrrapping Picture

e Insert picture image selection window @1 display #&ar § f5&& f& image
& change f&ar ST @l

e Image control & image &I gray,sealk,black,white ar watermark s=ram ST
FhT Bl

e Image & colors # contrast set &= & faT more/less brightness use
fohar S Feharr Bl

e Image & outer portion & delete A & T crop = TFelh FF activate
image # drag T SITaT &1

e Graphic # Line style & variety of borders add &I ST @ gl

e Text wrapping & worksheet & graphic & around next wrap & way 3T
% modify RaT ST TRl B

e Format pictures & @ image properties & separate window # display
fohar S Feharr B

e Reset pictures ¥ image # f»d s @ modification delete &RI ST FHhar
gl

10.3.4 Autoshapes :

Autoshapes toolbar & no. of geometrical shapes, arrow well chart
element, stars etc. worksheet W s ST d&hd &l Autoshape toolbar @t
view/toolbars/autoshapes & select far 1 ¥&har &1 Particular shape & draw
T & foIv toolbar I Autoshape option click fRar ST e gl
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Basic Flow Call
Lines Shapes Chart Quts

Connectors Biock Stars and More
Arrows Banners

Lines : T& aR Autoshape toolbar WX line button click &&= W user
straight lines, arrow, double ended arrow draw X d&dr gl SAfGT
worksheet 9X starting position @ ending position click &r ST g1
Worksheet # curved a1 Free Form shape & & T curved line, menu
a select ®=r gadr g, 3R worksheet # starting position 3R curved
position click & gaRT §e1§ ST g1 Drawing TcH & & faw end position
R Fere fFar Srar § a1 A Esc key press &1 S 1

Connectors : Connectors & use flow chart & element &' connect &I
& fow fFar srar g1

Basic shapes : Autoshapes toolbar & &3 basic shapes & & draw far
ST @ehar &1 S f& dimensional three dimensional shapes, icons, braces,
brackets worksheet # & shapes & draw &« & faw drag and drop
method use T STar &1 39 8t shapes sa S § @ resize W & fow

o¥0 open base handles & shapes &1 adjustment fRaT ST T Bl

<
a o

u] a]
Block Arrows : Two dimensional, three dimensional arrow & draw &%

% fow Block arrow option of choose f&ar Smar g1 Arrow draw el &
fow Drag and drop method use frar arar § 3R open box and yellow
diamond handles & arrow T resize far STar g1 Shapes &1 free rotate
button & rotated AT ST FhdT &1 Image Fr rotate FaeT & v image
& around green handles &I drag fhar Sirar g1

o

]
Flow charts : Flow chart menu help & flow chart elements @I

worksheet 9T draw f&ar a1 @ear g, 3K time menu & use &

o

elements & & connection draw f&ar Srar
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e Stars & Banners stars, bursts, Banner, Scroll sa=r & faT button select
forar e &
e Call outs : Speech, thought bubbles 3R line & call out select frar 3
FhT Bl
e More Autoshapes clip art categories # button choose &% autoshapes
draw f&a ST T g1
Autoshape toolbar & T menu s seperate toolbar #r Rg FT F
Fod g1 Charts harts worksheet = data @' Visual Format ar Graphics &
represent = & foIT use fhaT ST 1 Chart saT & 9ger worksheet & data
enter &1 9&dT gl

AR (Summary)

e MS-Excel # mathematical formula create f&ar T @ehar g, daT function
H execute fRAT THhar gl

e Linking worksheet option & user T& worksheet & &% sheets &I link &
FhT Bl

e Adjacent cells & cluster ar group & content & add #a & T
Autosum functions &I use f&ar amar gl

e Autofill cells & edr fill &Rt & &F FH AT g1 Ig repeatative T
sequential data @ fill # & foT FEA F 37T B

e Autoshapes toolbar & no. of geometrical shapes, arrow flow chart
elements, stars etc. worksheet W S 3T Tha &1

e Excel Data Base &I #g”dar & Sorting, Searching, Filtering dar Query
3nfg & 3T & R ST @ g

TEXT AND REFERENCE BOOKS

Learning Word 2000 for Windows by Rajeev Mature, BPB Publication

Learning Excel 2000 for Windows 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
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Office Interactive Course by Gerg Perry, Techmedia.

AFATH 9T (Exercise)
Formula dar Function 3y ¥Ise Hifo|
Auto Sum ¥ 39 FIT THST gl
Relative, Absolute dar Mixed Referencing ¥ 39 &1 THsTT gl
Sum, Average, Min, Max Count & 3&Tg0T afgd AT
AT Column & Values & Sort & & Tl Steps @]
Function Wizard & 319 &1 g8 87
Excel Data Base &I gl & §H FI-FT &1 X Tohd gl
Auto Fill function T =T &1 &2
Auto Shape Fr THIAT ¥ FIT HAT T TohdT 872

© © N O g~ DN

168



SHhS - 11
UH. Tg. Tddd dc
(MS-Excel Chart)
gHS H FRE@T (Structure)

11-0 3R
11-1  9&drger
11.1.1 91C FT 3THR FEolell
11.1.2 =€ & HI H&A
11.1.3 =€ &1 AeEr
11.1.4 =r€ dr wisféar
11.1.5 AT 3% F I€¢ H T gelm
11.1.6 frdY 3PS & AIC H JAT IIAT
11.1.7 T A€ H gER ¢ H gRadT e
11.1.8 TIC BRATEN TlaR
11.1.9 °1€ & MS-Word & &Idr &ar
11.2. 997 wfes 3k Bfeear
11.2.1 951 s
11.2.2 951 NRQ=cereT
11.2.3 #fa =
11.2.4 =X, $eX AR 9 A7
11.2.5 e ey
11.5.6 W<
11.3. FEE eliched
HRTLA
P P YT
3227 (Objectives)
39 gfc &l UG & UAld gH -
1. Work sheet &I Link &3]
2. Relative, Absolute dar Mixed Referencing
3. Formula duar Function, Function Wizard
4. Autosum, Sorting, Graphics
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5. Chart, Page Properties duT Printing

e & IR H FETHRT grod HEN|

1.1 9EAdsT (Introduction)

TH. TH. THd [affiedd YR & TC I ST Thd & [oleleh GaRT HHsr & AF &
® # yefia Far a1 @har gl

11.1 dI1¢ (Chart)

Chart st & @ Chart & title 3R X & Y axes & el &1 g}
Options Si& f& axes, grid, legend, data labels 3R data table @I tab click
#h change fRaT ST Tar g1 Next option click 3= W @% window open gt
gl
Chart Wizard :

Chart Wizard gH Us $AdE ST died I HgRIGT @ Chart &« @1 giaer

& Bl

e Work sheet # data 3relel 3R 37 @ cells & header @fgd highlight &Y
3¢ chart & vaeT & o= B

e Standard Tool Bar ¥ 39f&yd Chart wizard sea & & &Il Chart
wizard T Ugell ST g JERid &l S|
e Chart Type- 3Ma2Iadl AR chart & R a1 3R Next R Fasw F

e Chart Source Data- Data range &' g (3R dg Step-1 #H highlight &
T tREr & e 8) 3R Next W Fasd Y|
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Chart Option- Chart &1 a7 3R X, Y, axes & fauw Title & Tab &r @graar
¥ axes, Grid lines, Legend Data labels, 3R Data Tables & f&eq st g
ST @hd g1 3WTel Step W I & fow Next & fFas &Y

f =

Chart Location : 3@R chart & #$ sheet W FTAT gldT & a s a7 blank

sheet @I as a object, select f&ar STar g1 Chart & existing sheet & &t
ST FheT g

QoD

Students
8 B

o

Number of
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11.1.1 9T€ F IFR saT Resizing the Chart :

Chart &I resize a1 & U 3@ border & drag #¥& size & change
frar ST | gl

11.1.2 491€ & HF FUET Moving The Chart :

Chart &I select #& left mouse button @' hold &% chart & a5
location 9X drag f&ar Srar g1 Chart & element Si& & title and label etc.@r
$if move @A ST ThTl &l
11.1.) 91€ & fAeEr 3Deleting The Chart) ac & e & T o & oy si
T W Fae X g1 38% I16 Delete Foit &F gald & a1 ABH & gifiged Ied
gald & ad POPUP #wyg fe@s ¢ar &1 388 Cut 3T & 93« el I a1
e smar #

11.1) =€ @ ui3f&r 4Editing The Chart) 393dRHdT A9 FTORER i€ &l
et o 1S & Tfee X Gahar &

Rt caee T Rt 3 (cell) S 31eT 1 fives 3nfg #r ufde e & fow
shls W Fel Y Forr e, AT ulhar @ whRfEsr S & 39ae adr &1 I &
W@Wﬁﬁrﬁ%%ﬁﬁﬁ@ﬂ@%ﬂ%ﬁm%l

Chait Wizaid - Step 1 of 4 - Chart Ty

?q\dsdmlcustvm viia]

concel | A T

11.1.5 &l s #F 9€ & ¥ gear )Removing An Element From A
Chart)- {5 &g &I gTeT & 30 W S A3H & alfged g I fFeleh ad ol
Contet =g & Clear scd # gad g

11.1.6 =t s$ &1 € # WY W= Insert Element In A Chart)-
IC F e FWiell TATT H ATSH GaRT GligelT d¢al ool il & e Contet A=g
T faswed gar S7ar g1 wd ¢ [eew &1 saeT a9 9eGiRid glar gl 38% ag
sod 3&1% & TeeX X f&ar e

11.1.7 & q9€ H @ TE A IRadad &= )Changing a chart to
Another Chart)teda # T& d¢ ¥ g@¥ a1 # dRadd dgd 3 gl 38 fou
IC F Trell TATT TR ABH aRT gligel deaT &l Feed fhar 1ar g1 3R Contet
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Aeg & TIC BT H IS fohar I1ar g1 Twd ae Bos & A sarer sied
yefda grar &1 3R 35 Ace ¥ ¢ ST ST Gehall &1

11.1.8 41€ BRARIT gaarR Chart formatting toolbar :

display data
by row or
format  legend byy o

chart objects list button

toggle

chant  4ata table angle
type view text

Chart Object Lists: Chart &I format & & foT object list & select &+
format button 9X fFerss faRar STaT Bl

Chart types: Chart type X arrow head select &% different type of chart
draw I ST Thd g1

Legend Toggles: & toggle button & chart legend & show a1 hide f&ar s
T gl

Data Table Views : & toggle button & data table T display f&ar STar gl
Display Data By column or Rows : Data sheet & according columns or
rows & chart ST ST T Bl

Angle Texts : Category or value axis select #%& Angle Downword I
angle sTsY & faT e fohar STam &1

Class sizes
5804 [@ Studens]
Ez 04 =
=¥ ]

5

& 2
¥ 0 ¥ o &

Courses
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11.1.9 ar€ & MS-Word & &t &Iam (Copying the Chart TO Microsoft
Word Documents)

Chart # select a&& copy option W Faw fFar amar g 3R
destination document 9 paste fFaT STET g

11.2 9T 9i9etsr Ta [feedr (Pages Properties & Printing)
11.2.1 Page Breaks

Page break &I help & worksheet &I break frar a1 @&dr g1 sa& fov
page break & &g arell row select && row label &I click fFar Srar gl
Insert/page break option & fRar Jrar gl

11.2.2 Page Setup :

Menu bar & file/page setup select frar amar g1 f5&d & page
format, set margins 3R add header 3T footer option perform & I T 2l
e Pages:

Page @& Landscape a1 Potrait s=lei & foT page setup window #H &
page tab orientation select & STdr g1 Worksheet &7 size, page W
scaling & formatting &r ST Thdl &1 Worksheet & % ws & page print
T & fow 3R Ffr column & T & page W fit &= & fow fit to 1
page wide use T SITaT &1

fletter 8 1/2x 11 in

=

11.2.3 Margins:

Margins tab & top,bottom left & right margin set & ST F&hdr gl
Header or footer # value enter &I ST g1 9d & page &1 edge T
idea T SATCT g
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11.2.4 Header/Footer:

Header/Footer tab & drop down menu click ®X& header or footer
add frar ST Far g1

F

Preset header or footer &' modify &= & T ar ™ 39T dd &
fow custom footer button W Fere fFar Sar &1 38X Te a5 window open

giar g1 fowa [ text 1 left, center, or right & enter AT ST THhdT ¢l
page number date time tab name

i

formattext total number file name
of pages

Format Texts : Text &I change &« & fav for eg. 38«1 Font, Size,
style change &= & faT button format text of highlight far smar #1
Page Numbers : 388 Page number page W insert fRar ST @&har gl
Total Number of Pages : Ig feature page number & &g f&ar Srar
g, 3R s@# string create & 3T THAT &1 I “Page 1 of 15",
Dates : Current date add &= & U]
Times : Current time add & & forw]
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File Names: Workbook file &1 name enter &%t & faT Ig option use

forar ST &1
heets:

3PR user #r worksheet &5 U1 Hr § 31X column heading &% first
page W & 3T Ig & a user 34 TSced & g TP Usl W W@ Thdl gl 3Th
T 33 row select T g3l S & title row choose &WW 3R cged & I
R e & T

11.2.5 Print Previews :

Worksheet f® g @ print 8191, I8 @« & T print preview option
I gaeT fhar ST &1 Next 3 previous button &' click @& pages @1 display
far ST @ear g1 3R zoom button & use page Fr closer @ & T fRar
ST g1 Page setup bottom ¥ page layout modification fFar smar gl
Worksheet @ return & close button click &Id gl

11.2.6 Print :

Print 3= & foT menu bar & & file/print select Far Sirar 1

e Print Ranges : IJg option page &I print =1 &I range ¢ & AT use
frar Srar Bl

i$ Lexmark Optra S 1650
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e  Print whats: Worksheet W &= cells ar rows, columns &I print T g1
38 highlight a1 select f&am Sirar &1

e Copies: 38 3T no. of copies of choose f&ar arar 1 3 print T §
g% a1 collate box, page & order check & & foIv use fohar STaT &1

Print g & foT OK button press fFar Srar g1

AR (Summary)

e Chart Wizard &7 T& HAGE SIAT Sidd @l FgrddT ¥ Chart st @r giaer
o &

e Chart Wizard &1 3g/™@ar & g7 Line Chart, Pie Chart, Bar Chart, Column
Chart, 3¢ &1 fF&ATT 3MEEN & & Tohd 2

e Page break #r help & worksheet &I break fFar I @ehar g1

e UF HCIHY & FEIT ¥ U1 & Orientation, Margin, Header, Footer, Page
Size, 31f¢ Fr dc fRar ST T Bl

e Page Orientation Option & gdRT Page & Portrait a1 Landscape form
fee fhar S Fehar B

e Print Preview & Tg&ar ¥ Print 5 S aTel 99 & ThidT R ST THhd &l

TEXT AND REFERENCE BOOKS:

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

AFATH 9T (Exercise)

MS-Excel & € §aiet & fod Steps i@

MS-Excel Worksheet & Selected Data & & R far srar gl
MS-Excel Worksheet & Page setup &¥ f&ar Srar 21

MS-Excel 3 Worksheet &I && Link forar srar &, @Hsms|

Page Break & 319 &1 §Hgd gl

Page Orientation &7 gIar g?

Pie Chart d2m X I1¢ & T Hedl g2

N o g s~ wDdhd R
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SHS - 12
TH. TH. 91X Yigec &l IRT
(Introduction to MS-Power Point)
gHS H FRE@T (Structure)

12.0 3=2F
12.1  wEdrEET
12.2  YURFEH AT
12.2.1 3ifeihecoe AaTs
12.2.2 FIeIC A Yol el ATl
12.2.3 soleh Foleeelel §eTal
12.2.4 9gof | Seil Folec sl I Wlclell
12.2.5 3ifer o 33
12.2.6 9feR Wsee Thiel
12.2.7 ThieT AT
12.3 T8S & AT HA FHLeAT
12.3.1 S TATSS FIIT
12.3.2 TATSS I3 Seolall
12.3.3 R Tass
12.3.4 gI$s TS
12.3.5 FHECH TASS AT Follell
12.3.6 FHECH TASS AT &l TST el
12.4 UfST Fecee
12.4.1 ¢FAT Sied RASST e
12.4.2 e Sied Sracts
12.4.3 ¢Fge Sied 3ellc e
AR
P P YT
12.0 3227 (Objectives)
$H gfic & Ygel & IR §H -
1. Power Point =1 &, Power Point Presentation SaTaT|

2. Types of presentation, Presentation open, Save, Close |
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3. T &313c, Slide Insert &3&r, Slide Hide &3, Slide Layout sgefT,
4. HTCH TASS M AW, HEeH TS A HI TS e

5. Text Box Add ddr Delete &ar|

g STTRRT gred F T

12.1 FEAEGSAT (Introduction)

TH TH. 9} Uigec & GaRT Affied JR & Yoleces f3omsa fhd S @ea
¢ oo carT fordr off fawT & Ao fSeg3i & gemar S §ohdr ¢l
12.1 91aR 9iSec 4T g2 (What is Power Point) :

il QIgec Yoleeed TMFEdR § it JHTE ‘TASS SFS Yoleeed el &
AU AGE FAT gl Toleed IgT R Togs] &l HIASA FIAT gl TeAh Tollss
AT AT TMhaT & Tl &1 e TR T goieeesd S F Y IR A
FT bl g
R g3 Moael & O soisd 3R grse g
AT 83 WoFe & o FoRk egR=dT|
T8s Uoidel & forld 35 mm Ferss!
AT AT FFIYEY Thid W fAfsar Fermss |
3 o Th3ieh W Tad : I el arell Tellss Al
WS ges33e
Ega Alca $r 3¢
Joec el I Wees I3cTATS|

ol Hl STodl & Tl H MU FAee & o T 30l Fecee oS

HA gl ST ST AW F FI AT ¢l Tg fO9S A@URT Soleerd S dfelr,
scaife & oy 3T Tarsst & AT TF Siedl ¥ soldh Uolec el Sl 7 I Taos
JTOHRT AGE X el & 9 3T [GoTS F garT Toss & 3fd cFae 3R wfrea
¥ T X Tl TFd g1 3T TR A Jolecd Jolled & o, S fGos & 3eaea
Ag &, @ IR Aigee S W JFUS TS F AT AT g1 TE IR war €
HT SolecR e H fFE TR T TA8S ol TR g, AT AT FASS g Thd ol
eIl & fodafe 3 Tess # FAefEseRe O R@em d@wd g ar 3™
JEfATSINRNT F88 A oA Hhd g1 3 YHR AT 39 =1 @ ard &, 39 =@
TASS A o T &, S 39 TASS Gall & 3TH [9aR0T &l Teex 3R ufse & &
ek QiSee UHT Acg T &l I§ U JIAET Y 35 Toss H cade 3R
IMTPFT P AN T BRAC T 3R TASsT B FH Sl AT Joleed Folss Hl
geac I 3T e & 3T &ar g

© N o ks NP
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3T TASS T & &I A 3T IR Joleeld & ecdld IWT a8 g,
ar 3T Tomss H e H Tohd § AT FEOYET ThIdT T T3S A H I HX Tohdd
gl TASE AT H UraR UlSec TATSST H FHFUYLI Thiel W e T g1 I Toleeued
FEIGET ThT T AT g1 T giar @, af Togs A fRdr o digee @1 highlight @er
& o soac@s Meeey AT OsT & HH F o Thd Bl
12.2 YRFH HIAT (Getting Started)

gIaX digee HI F@ifed aF IR IR ST & AT THh ST SiFd TGrd
2T &1 7 wA% 3HTCA 1 8@ Ul 9N Ut fRar IR g1 IS 9rax disee 9gdr ¥
& goT g ¢ AT I Sidd Ve 8 g @I § of A-GER ¥ File/New &I select
HiS|

12.2.1 3ireY F=ewe @SS (Auto Content wizard) :

3 Fecee [AOS YAeed BT F YRRl & ¥ <Fgele 3 3msfEar
el Al § HORIFAGER el & a1 Jcdeh 9o & i dlel next deod W fFes
T B

12.2.2 f3amgar eFqeie (Design Template) :
ek Qec 3U$ Toleerd I IREH Fa & ¥ [ffiea dgamsvs 3k

BRARST & @Y 9gd @ TFIeT Yald Xl § faee W eFgele 17 &1 highlight
FF JAF design &1 @ FHd gl 398 g & a6 OK I gard|
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12.2.3 & FIG]FE'QF{(BIank Presentation)
Joleeeld §elld & oI solh Jolec?lel & olde Hiford|
12.2.4 ggat & &l yoiwere @t (Open an Existing Presentation) :

Tl A 33U Yoieeed A Weold & o 38 3 & Aoge fife|
Look in: Z9-33 A+g ¥ 7 wlesX # wisa Rud § 390 dFege ffod 3k fore
q ®Ed & A & highlight S| JolecdsT &I Tielel & o Open ) e
HIo|

12.2.5 3ireY a3m3e (Auto Layout) :

Tolecelel TI8T &l Helae el & a1G AT s T3S & AHB3C H oidl| Sof
AHBC & Ieaddd goics foee, H HRAT $AS 81T &1 TFaeId sAST W Felsd
IR AT stew A Ree & IRIm A o 33 3T BT & 3 gBase Hiad 3R
OK W [Farsh Hia|

N

Shde
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12.2.6 9@k 9Mg=¢ Ehia (Power Point Screen) :
12.2.7 ThIeT AT Ira Ngee A3e Ada ey # ¢

standard togibar formatting toolbar
£

autine
wirdow

ST (Views)

screen views —}

status bar

drawing 1ooiar tes window |
shte window

gl WSee 3P Yoo § & o IR TR o33 &ar &1 39
BRARIT EER & IR AR 997 & g e & dead W Fead o 91 o &l
ToFe T THhd &

normal slide slide show

outline slide sorter

Normal View Slide View

This screen is split into three sections The slide view displays each slide on the
showing the presentation outline on the screen and is helpful for adding images,
left, the slide in the main window, and formatting text, and adding background
notes at the bottom. styles.

? % = T S N AP TS Y S T R
Outline View Slide Sorter View
The presentation outline is displayed on A small image of each slide is displayed
the majority of the screen with small in Slide Sorter view. Slides can easily be
windows for the slide and notes. This ordered and sorted from this screen.

view is recommended for editing text.

Tl ThIeT FA138 AT 5@ & slide show st W Fersr HSA
12.3 TASST & HTY I =T (Working With Slides)
12.3.1 ¥ ¥ags s=ac & (Insert a New slide) :

Tolee el H o5 TIPS Al o8¢ Il & o folest 9ai &1 3egavor Hifo:
o 33 fassr #, Tass FAFRT W fFod = & a1 TASS o 3T I8 &
AR S A Torss weiid @l § 30 Joge S|
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e A=ER ¥ Insert/New slide W Fas R 3r¥ar Tuss TR & 77 Toss
e W et o]
o 353 & 991 3B oA OK H gard|
fEomser eFaae vear &1 (Applying a Design Template) :
fSoge ¢Fuele I Sz & o a1 ugel @ 39T & ol A«ggR &
Format/Design Templete &I Telde FIfGI| <FIelc A Helde HItad 3R Apply
W fFeren |

12.3.2 ¥a1338 A3M3¢ dgaa1 (Changing Slide Layouts) :

FASS & TFYeIC AT &l dgold & fold A-YIR & Format/slide Layout
FI Holde HITSTT| Teh I3T3C Al Folde hiiold IR Apply R Feae Hifo|

12.3.3 Rairdfar Farss (Reordering Slide) :

TS AT H TS A N3 Fa & O, FTaes W Fas Hifoy 5F
T 7T AR 3T N A T W F S & Fegh ol A I IBASA o A
g T IR FASS & UM dlel Eollgs Sehed W fFoleh leh 3T 3Tgehed I HT d 97
Fh Ad T W o ST &l

12.3.4 ¥am3s & fBumEr (Hide Slide) :

afg 3T TEd & T TaEs A & SR Tess feas & ¢, oftha Tomss &
fSelic #ff oar g § af A=geR Slide Show/Hide slide & Helde FXah T3S
A 3T (hide) H Thd g1 TASS N H qug F TASS A s & o,
Slide/Show/hide slide &t ad & dolde I &1

12.3.5 H¥CH TGS M a1 (Create a Custom Slide Show) :

FECH TASS AT H HUH TS Holae X Yaid Hel &l IgAfd &ar ¢
Ife @siy Tomgs 3uAeT & A4 A% TS
e #A+ZEN ¥ Slide Show/ Custom slide show & ¥eee HIfor|
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FreH Tass f[aesr # New--- ged R [Faas fifo|
3psd Frear faesr 7 Toss & oY Toss Y A7 Hes H UHh A =9
|

Weﬁ'ﬁr Wrrs:c;
AT 3R Add>> Fead W Fas G| O Tass T Tass s wEeq
fawsr & wafdia grefl

HECH A A FTosst F RAT AT & o, FTEs 34 FeeA o foesr # & 370
ATHT FI gIBase FIfGT 3R Remove ded W Foasd Hifary

FrcH AT F RS Tomssi & o, S Toss #7g gelt 39 gsarse ffod 3R
M H 3T HH FI deddad & o 37 3R 33T W W Fas Hifed)

AT gled W OK W Ferer FIfS|

HECH Tollss M & g & T FHEcH o fdesl & AT ded W el HIfod
3R TeX 3= F O close W T G|

12.3.6 F¥eH T@1es M F vfde &= (Edit a Custom Slide show) :

Custom Shows

e AGER ¥ slide show/ custom slide show @I Telse FHifor|

A & ST Al F fad weeH A dfFw A AH A gIarse o 3R Edit---
S R Fere Hife|
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o 2T &I f3ollc A & Tl T &I gIBalse Hh Remove W Faed hifod|

e N Fed W TFelh I A FT TH AT FAdT gl Frdr & Edit sed | Foa
#h Remove fFar T Thar &l

o FHICH TAEE WM & g & o Show sead W Fared HAIfG, 3R Iex 3 &
for Close W e Hifa|

12.4 &ecee ST (Adding Content)
fBemger TFqae W gaee fawe (Bulleted Lists On Design Templates) :

gores foaee & ganr 3T F183 W HUH Yoleed & HET GNsec &l HIH-
T TERid W Thd &1 Boe TFdee & ¢Fae iFd & Heddid Tgol I & oS
foee g1t & SoFae &7 T § A5 F O Tss & od gesk W Fad Ao
AR 30T BT T AT IS ABTH H SIS & fod ENTER Key® gari| 30
gﬁ@ﬁaﬂ?ﬁmm@mwaﬁ%ﬁﬁ, SHIFT Key &I gaT &% ENTER &r
gard |
Bulleted List From a Text Box:

g AT T fSAmseT CFdelc W TR Tol glest ¥ goies faee 1 w@r
ST €, 3UAT 3T U 3ol ¥ Foies foee &l SseTm agd g, «7s foee & o &
fordr fotest gel &1 3regeer S
e TATSE o A menubar ¥ Insert/ Text box & Jode FHh TH FAC T

eS|

TATSS W I ABH ¢ &l Gaas ¢FAC died &l 9 AR d9 d& 7a e
SId de o 3T MaRIFARGAR CHFAC Sl T 3MFR o a1 S|
AR ¥ Format/Bullets and Numbering &1 doae HIfor|

Bullets and Numbersing EEC

o AT F HFR TG & CHFAC & TFaeY H WHeeol & aGal ATl ¢l
o FoR AY ¥ Joic & ¥ For Fgford| oar FFAT & ¥ More Colorsm
e o
o fRER 7 A ol BT H ¥ Th # Joge Y 3#R OK W Faw RS
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3gdr
Picture Bullet &3r & @+ & f&r Picture dead W Fod HIfG|
Jeic & Helge HIGT 3R OK W e RS
3gdr
FFYY W Bleec T frdr off 38R F Folde &l & fod Charter ded W
fFare A 3R & TS o & o U334 Ay & {Fdel Blee A
Windings a1 Webdings &I gelc & dede HIfGR| 3! 937 3@ & fod s &
U F W [Foreh FHIfad| o9

dle|=|v}
elglei|xl2]e|B]

Ble|o|t]
AlB x{8|plg|o|e]

ol*l+l®
Kla[*[o[*l*[m
c[aele[eln]o

djg{o|B|e|H|[s|mW]|
®|Blola|xd|ile]
eleielt]|s]lolr|a]
¢|8|c|d]|=lal=
siglejdle b~

BD

%
. T W AR AR | OK W
Bulleted list an New slides from an outline:
A T M3CARA. g H, 3B Gesl H FAC I NN T TAA
FERT AT Tl &, IR 73 Tss @@ & J3 AT gl I3 =g H oSS
Ferere & AT BARRR 59 & o @ea el & 3egeror A
e Slide & 3T& & foId, TASs FT cBcad ced G| TASS 3T & I
379 ¢FHC TIBT A & oif Ucdeh TASs W 93T 89 gidr o

o 3R WS €8T adet & fo¥ ENTER | I8 39Uat 3T &S TATSS &1 |
Tgell Toss H geics foee aae & o, TAB key &1 garsd a1 RAle st At
f& More Buttons #i=g # ud g, & Fad el W I BRART goard &
3ed arel ' “Triple Arrow” g W Foed & I Access @il &, &l gard|

3gdr

T Jole fo¥e 3seA & f8AlS e & fold ALT+Shift+Right Arrow &t
gard |

o s foFe H AN TFAC YA F & fad 75 Fold aa= & O 9AF
e & 3ed # ENTER gard|

o FHcllolae To¥e dafel & fod, aod fSHlC TR &l Uldolagg &leh Teh oIS
gaforee (Sublist) St &1 More Button #eg & WHAIC §¢d & gard AT
gredfas fore o a9d 3 & o & ALT+Shift+Left Arrow &t gam|
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e UIAlC TRIA & UlFaadg el U 5 TASS eIl g, a9 Th A5 TllSs 3HTShel
Tefdd 8T gl
o f3AlC IR WiHAC TRE F 3TN F I TMAR A5 Tass AR geles foee
I § a9 yoleedT qUT glar 1 S Ry ¥ wRAfGT At @1 3umer e
foree & BRAC Hife|
I Eell3s W Th § A goes foee 8, @ o dlod # @ 13 3 &
MUR R Ig A el A fear = 3erexer fe@rar § & tae W 33 ¥
TASE T gl TSs & iRl AR Feles forke B W ddes fawe "1 3R
R 3R odes foee " 2 " gt B o9 Ecasd csfer g &, a5 e &
CTRL+ENTER & ot BT 3IRET ald &1 39 30T & " Access" esq
#A & g CTRL+ENTER g&rm I/ g

—
1 3 Title
2 3 office 2000 Tutorials §  Office 2000 Tutorials
[ - word - = Power Point
« Excel » FrontPage

» Access
[21 « Power Point
* FrontPage
3 3 Getting Started
[

Numbered List:

aqras fave sa= & oY et wal &7 srgavor fifoy

° ERH\WE'HTQ?}II

o TFT SiFd F Holde IH HZ@R & Format/Bullets and Numbering &
g

o FoicH 3N AN el & FW F dqeas T W Forah HfSA|

o FFGH FT PR Sl & oI TR & TFaeT H Wdeeol I defod|

o FR Heg ¥ drl & fod For Y SAmEr FelerrT & T More Colors ™
Fas
CAIE Y]
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e I ¥ @ crgy A e A ¥ Udh & Hade HFY IR OK W Faw
ENE R

12.4.1 ¢=w sied & RAFT F1 (Resizing a Text box) :

AZE & cART SHFE ST B Yoge Hod| SHE 9 & IR 3R A
ge5ed & AU UHh 1T YA gl &1 Pl & IR gosed Th aR H & g HiI
TS g Tl @ Rarsst wa §, Se9fF A58 arel gesed had U ferm A Raser
Fd ¢ Th goged W oo A 3 AT T 397 S| I BT AT IEd & dg
¥T & Il W AR T¢ad HI OIS ol | CFEC diad HI {J Il & Tod AT 3Ies
ST &l A3 ¥ [Faa d 397 RIS

+ Click to add text

12.4.2 Text Box Properties:

BIAC AT SRIAET S ¥ THFEE S & Hol, a5 3 §HA308 I&ar
ST gl

o FEC dEd W Fad w& 38 fhdmfead oA 3R A3 ¥ Format/colors
and Lines &I delde HITATI
Fol IR dEd e & A File colors & Tdde N oY e &Sl &
IHa3vs H Fill axar &1 I 319 aga § & Toss Shasvs sos @ ¢
AT NRE ST H A RS0

e TH S HeR A TdFe Hfod o e diFT & IRT IR TH TS T e
g AT AT Fr Aers & o gdem Hifay 3R, afe asa oifes A& ok ar
Dashed Property o @&d gl

o FTT diFT F W Foas HfS|
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Format AuteShape

o FTT FFH F el T IR TRe H Nueia & O o tax disee &
Tefer|

o T, TR daE & FARI A P & T, F A gecieTol Aol Ve Ao |

e FTT dFT & fod fFY I scomd A AT F ¥ OK W Faa o

12.4.3 eF¥e dFw &t Befle F= (Delete a Text box) :

SFIe ¥ TR 998 F Bellc = & o, &Fg diFg T I W Foas
S 31K A W & DELETE Key &t g
Alcw us & (Adding Notes) :

AT g A, TABS W Algd TS fhY ST Tohd &1 ar Aled 3Tl Joleeld
W REE 78 &, Weq ¥ IR W Bee & Fha § 50% Y TEs W Ay Ve
#A=g 9 Print What: Note Pages &I delde & IRINT FT I &

(Video :
IR Yo A R[N s & F A, Insert/Movies 3R
Sound/Movies From Files Ir ABHATFE T T Th TAHAT o8¢ o & o
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AT T Insert/Movies 3R Sound/Movies & doiee Hifad| AT wEa Ao
Fh OK W TFereh il
sifsar (Audio) :

YR YolocRleT H T3S TS el & fold el A Insert/Movies and
Sounds/sounds & IT HIET T AIBUS &l Tolde Sifoid| AT3US BISe &l Heldc
Fh OK W TFereh il

SUMMERY (HRT2r)
e UIR UWiSee Yoleed TFedIN § ST YHIT 'TASS S€8 YoleelUed Sellel & 3T
FCE AT gl Toleced dgd AT TGS &I HIGT BT gl Fcddh Tollss aac AT
TP &Y Thar &1 AT ThR HT Joieeee Falld & W gARY #eg HT ThdTl gl
R g3 Moael & O soisd 3R grse gt
I g3 doiFed & ol FoR gleqaidr|
TS YioldeX & fold 35 mm TTs3|
AT AT FFIYEY Thid W fAfsar Fermss |
3 T Th3ieh W Tad: I el arell Tollss Al
WS ges33e
e Alca $r 3¢
Jolec?ld I Wees I3cTATS|

TEXT AND REFERENCE BOOKS:

Learning for 2000 for windows by Rajeev Matur, BPB Publication

© N o ks NP

Learning for 2000 for windows 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 Computer and Annette Marques, BPB
Publications
Office Interactive Course by Gerg Perry, Techmedia.
EXERCISE (3&I1H 92W)
Power Point &1 §? S|
Auto Content Wizard 8 &1 37dr €2
Custom Slide Show @ YR ST SATdT 82
Slide & &¥ hideferar Sirar g2
Slide W Text T Line Space ¥ IgaT Tar &2
Text Book &I Properties sgalal & ford 3MT &1 HLdT|

L A
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SHS - 13
GiaY Urgec & faRy aqor
(Advanced Features of Power Point)
gHS H FRE@T (Structure)

1.0 3=2F

1.1 gEdrEer
13.1 FHT & YT FF HAT
13.1.1 ©fsar e

13.1.2 ufsfear it
13.1.3 ®BRATET TFaT
13.1.4 RYeE Bl
13.1.5 e TR
13.1.6 Aot FH
13.1.7 TfeleT I
13.2. FoR ThlT
13.2.1 FeR Fh1A
13.2.2 &% aM30s
13.3 TES Shac
13.3.1 T s
13.3.2 T83 TAHRT
13.3.3 T ey
13.3.4 TS giforRrT
13.3.5 EA1S3 AT TR
13.4 @fder 3R [T
13.4.1 a9 U7 T RE AT FEAT
13.4.2 957 ¥e3IT
13.4.3 B¢
13.5 FHEE elicwe feom
13.5.1 fEoiga feom
13.5.2 yoiecersT Sffead
HRIA
P P YT
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13.0 322F (Objectives)

39 Ifc & Ugs & UAld gH -

Text Editing, Text Formating.

Replace Font, Line Spacing.

Change Case Spelling Cheek

Slide Bullets, Color Schemes and Graphics add &ar

. Slide effects, 41 Enimation, Saving and printing &{T|
3nfg STAPRT 9T X Thel|

13.1 FEAGHAT (Information)
e} Wigee H Fo W fAfIse 9T gla § [Ses qanr UeliderT |3vs veer
eI Tollss Shae e F Joieeed & afFafaa fFar a1 gear 2

13.1 FEE & |IY F& &@1 (Working with Text)

o s~ wDbd PR

13.1.1 e&ee At (Adding Text) :

TASS JI33¢ H eare didq & iPATId i Taee & Jiga & o e
died W e AR Tomes A TRe ddw @@ OSlsd F O AR &
Insert/Select Box &I Helae HIfold 3R A & aRT CFeC g @l gT Hifad|
AGEIR & Tools/Option FI Felee X caee Ulsfdar aar dc HIfGA 3R Edit Tab
W el FHirad|

13.1.2 3FH & M =4 & /A reT

13.1.3 BRATET TFFe (Formating Text)

CHFEE P FTARE W AT H3calsd W Highlight & dede HIfod &d
BRAC AT ¢l A-GgR Format/Font & AT AT gsclses Folard W Gl Fas
ST 3R 93T eAiche A=y F Front F Toae HIGA| Blee, ST sSiad I
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Hlee BT HTSsT TS Shae 3R Hok H Toge Hfod| [oka 9 F gga Toss
A fe@elht sas o ey dead W o HIfo|

13.1.4 Reaw wlse (Replace Fonts)

feemsa Fueie e f¥T Bl @lar g1 3T Read $lee B & gaR’T Ig
Sedl ¥ X Tohd ol A-ggR ¥ Format/Replace Font & el HIfGT Blee &l
I [0 ggell SI9-3131 Ay, & Read ¥l 6d 8 3 ®lee q@dl Ay & With
& garT R gem 3R Reed Jed W Fas Hifo|

R ace f-on_!_

Arial Unicode M5

13.1.5 @« ¥R (Line Spacing) :

A-geR ¥ Formate/ Line Spacing & Jolac Fleh caec Sidd H oSl &
T T HT AET F FEAd

e Line Spacing: @@ & 19 aféwha T Fr AFT F Tege Hfod| “1" & ¥
AT T o5 & IR g 3R “2” &7 39l oS H|

e Before Paragraph and After Paragraph: 3§ ¢aRe didd H Ycde WRENH
% Ugol afchdl TUH g d1G & dicehd TIT & AT Hl AT HT ¢

13.1.6 A=t ¥ (Change Case)

AR ¥ Format/ Change Case &I doidc aXeh WEAMHE H &R & Hd
FI dGad 8

i

. e W L T AT TR e F R 3R A Sdfeese e 2
o MRS 3T IWFHT ; T 38R & T FT dCodr 2l
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TECA FH . UUd Usg & Ugol HEW Hl hulicaldal Il § 3R Sehr &
NIREHH HIT &

AT FH : TBA HH F AT, TP A F Yg 38V I T SATam &
IR T g et Y SRR FAT B

13.1.7 &« 9% (Spell Check) :

Yoleerle # ST A U & fod Asggrk & Tool/Spelling &I daee

F/Y a1 FEE | F7 Key & zard|

FAT &1 TG esg T TIfAT T § A SIaAR AT IS TG s Yoo & aRTeT
FO IR @S &ar § @ $aR 3ifa | Fae Ao I I8 wsg goieesrs &
F$ IR @S &ar § (G & 3T aF), BREN & 5§ asg & SigT & o
Add R Fas Fa W Tg a9T § I Tferer a8 @ g

afe ersg v TS srerd §, Suggestion H & TH & g NFF a1 31T
HYT FASA &I ldH H ST HIo| $H AsG H GURA & fad Change W
e BT a1 Toweee & @3N eeal # GURT & o Change All T e
HiS|

Close WX e IS

ST HFEPUT Yolocle & GaRT T 9ax 93 foldm ST g, a9 U faesr yefiia
g & S 3T Fedr & 5 | 9 gl & 7 €1 OK W) T ffe

wfaer sircere (Spelling Option):
A-YER & Tools/Option s Felere HIfGA 3R Spelling and Style tab W Fos
ffS|
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Check Spelling as you typeaf& Ig sSied I% g, oI AU GA& 2eq &l
TAfT e13T Fr § 30 IraR Ggee I M| ITeld TAToiel aTell G el eTglcir
§S s ¥ 3esiaiss fG@rdr &l

Hide Spelling erros in this document: f5& 2rsg & TfNT JTead & a8 &F
W TEIER oTeT oiSaT glaY § 39 3iTC & U Hleh 3 g1 STl gl

Always suggest corrections: I IJg dFd IFS §, 9 AT T TR
frarfeaa aa § @ I araad wfeler esg & o gana &ar gl

Ignore words in UPPERCASE: 9laR Wgec Ul 9T AT § I Tollss
T T FIfT A Whd 3GRT H TBT Agl I Tohd g, SAGT T§ 3T Asg Hl
RE AT § 3R 3T TN IRFT THAE TTed QT i g 8 &1 57
g3a & 3R THIHEFT F $0R WA & o 38 g A B

Ignore words with Numbers: efeg St f& 38R T HE&AT &1 FfASOT § &
AR A F o A5 S|

13.2 FelR THFT (Color Schemes):

RfsSse Toss Faeicd F FoR dgal ST Tohdl ¢ 3R sold Tolecd H

Folk THIHA HI ST ST TohdT &1 3T 9T W T T § fh Toles & FoRk T
3T SHA3US AT A FH AT AT gl

13.2.1 ®ax ThA (Colour schemes)

AYER ¥ Formate/Slice Colour schemes &I dolde HIfa|
FoR THFg d1F9 H & ¥ Fok THeg T F Ao S|




o TABS W EHH FHOr yeiid grelt sua ¢@a & oy Preview sed W Fas
HTRA| FoR THFET F deoad & O, ST T & FEeH &g W [Fola
|

o TASS UllHec & Holl Hl dcold & fold Tleldee & oA & 9 Color Switch
FI Felge HIforT 3R Change Colour §ed R Feeh HIfod|

o Y & & FoR & FlaSc HGA I 3VF FoR & FaAT T GG & for
HECH T &l Helae HIfSd IR 9 AT & I @ OK W Fera RIS

o aaaﬂqﬁﬂaﬂwmﬁﬁwﬁmmwwwaﬁm
T & oY Apply to all R Fas A a1 Fad e TaEs W THH &
AR e & forr Apply W e HIfa|

13.2.2 s%am3vs (Background):

TASS W JHABUS FoR AR UeeT T8 H & fod e qal &1 3rgerer Hio
e APER ¥ Format/Background &I detere HIfard|

o IFIFUE e Moy & AT JU-3EAT Ay T FoR Joae AT IT AR JFAF
& ford More Color &t gfial
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e 39 - IEA AY ¥ IfBUee, TFR, YeAT AT SHA3UE F v v Ve #r 13
FU & AT fill Effects Fr Teae o]

Filt Effe

L mp

leé;ﬁ’ﬁ#e; o

éx%mai e
il i
bl el
oo
S
-

s :
|

e Gradient Tab

1) IE sFHIBEUs & ford %5 FoR el § a One colord Jede HfGT 3R
Color 1 39U-334 Aoy & FoR Helde Hifod| Ife AfSTeed ar FHeR &1 3TANT
FA § ar & Fe’ A, 3R 37 Fer &1 Colorl 3R Color2 9-83 Ay ¥
Jolge oA DT FoX FFETAAT F TR H YT aar &l e Fer
SI9-313 A=y & One &I Helge Fiford]|

2) AT TeEed ¥ AT & YR &l olde DI |

3) W@ﬁ4aﬁmﬁﬁwﬁgawwml

e Texture Tab:
SFR fawsr @, raad AT F g BRI Hdh RATET Sham3vs &1 Jelae
HITT I T B A SHSA &l Folde el & fow Other Texture W click FifaT]

e Pattern Tab:
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YesT Switches & T W Fealdh IR & two-tone Ucal H Jelde HfAT 3R
Foreground 3R Background #&eRT & Telae HfAT|

Fill Eftect

s : ==
am@ I | pattern
T ,,m,w%g%‘ w mm

L - L
ab ,; w;:;z’ . *
i e m.? L - 333‘«
e feé‘t‘ E«faq‘» i
-
.
,
.

, = . s . e

e b oama e b

L T

: M
e

¢ ,,Uz 4.3 mm .

: 3 -

el eg he L e
Lo xuivifﬂ‘!k-‘kﬂﬂ“! vmfhmk&émeuawe« .Aswﬁ:é»:zmbévez fit Wﬁi FE'WE'?W
S e ot w;twuswmﬁ‘ﬁwé e ﬁﬂl&@!kﬂ

M e ;.aeaéssésss: L - ,;s;
G S usv;ssxﬁem&e; ] ?MM -

e

Gaana e

5;{3<e§azzx‘ae‘,zqh»‘(éhf’!5 i

.
o
e

L

e Picture Tab

1) wEel & VR & ool & A Picture §eT & Holae a el HTGAI
Picture & Toac g I & al 3@ fawar & ey 3k BfEwcesr weitia g

2) File Effects & & & dgo@ &l R el & fol OK W e A

3) Y s Tomss & gRadAl @ TS o & fo¥ Apply to all R Fes ey ar
Hael FC TATSE A IRATT Il & Ty Apply W Fera Hifed|

13.3 ToeE sthae (Slide Effects)

13.3.1 TR g1 (Action Buttons)

Th Tolec?led H TS W Gafeddl dea S & ol Taed deal olaR &l
393rer HIfe|
e HGIR ¥ Slide Show/ Action Button &I Helde HIfad| dcd Aeg & IW I
IR R Fas RS, 3R I g 7T ¢aeaR §eF I d9 38 39T FAT o
T gl

e TU®H Faces dcd W Fae ST 3R ABH F 3YIART Fh TAlBS W T
§Y| a9 Setting A=y veid gl
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e

. wmaﬁrm%mmaﬁa{wﬁﬁtﬁﬁﬁlm%ﬁwyé%

o S ToSs W e [Folh RIAT T SRET d9 execute grem|

o 3ENAT & ¥ gRRWIAF &I oA ded & o varrT Heolge HIG|

e I 3T TR ¢ foh S [Fareh ham I ar 3asT 3cde=T &1, ar Play Sound
died I Click HISR 3R g19-334 Aoy & 3MarsT Helge Hifo|

o Jd AT g I dd OK W [Farsh Hia|

>

. W@wﬁwﬁwm"mwmwwmwmﬁ
3R ged fr TEUS FT N SHHUS F 39T FF Gl Tohd gl

13.3.2 ¥am18s wAAA(Slide Animation) :

AegER W 3T 33 Ay & GOl Foss 3eotde & o o wiAweT
3T A S g1 TIH Ugol, UMheh AT SHEC &l Sl Folge Hifoy St
TAFCs geml Slide Show/Preset Animation & Helee HIfeyr 31k & option &r
gl U e THAAT H Folae A & ol AT THAAT A Helede alel & fod
AT TAAAT FT Tl 36 e & fod, U Aoy & T gad o] 310 3ifeersT
& fod & ol T AHIeR &I 3gEReT HIfer:

e H7ZER ¥ Slide, Show/ Custom animation & Hele HiF|
e TASS W 3feolde & Felde Hfeid it Check to animate slide object fore
¥ THAHACS e
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e 3ZHac ¢ F oid, TAHL BT A Helde Hod IR IU-3E34 FAeg ¥ faar
Hoge Hiad| afg 3m9 arg ar @13vs &t 4 el HT Tahd ol
o I vAAYA UFIHYE @A & d¢ THC H FHoR deoladl difed dr After
Animation effect I Helae HITH|
FeX YA Color palette:
T Color Switches @I Helde HIfGA larger Helasl & fad More color
R Foer Y| 59 Tarss M F R AT T Foad I & @ Toldes ek A
text Sceler|
Don’t Dim: Jg option After Animation effects @I erases & &l

Hide on Next Mouse Click :

ST ATSH I [Feleh M d9 TFEC erase g S|

e Introduce Text Section & AT YERld & & o wsa I FI-33
Aeg IAF oIS HseA & ol 318N Teidid & & o it e kel Bl
CHET F gled YGRId & & o All at once & Fode T Th TAT W
T 2eg H TEiId del & X by word 7 Ueh AT TR UH 38R YSiId el
& o T TS shae "by letter” Telae IS |

e TS W YERId 3ifsoidc & HH & gl & fa¥ Order & timing 3§ W
Forr IR TATT ST ST F 3ifsoide H glBaee Hiory 3T AT
FH & 3Jfeotee H RUfd & 77 & & T Move arrows R Fasw HfoR
TIE TR & A1, A3E & ganl [Fad aah T # frafead & &
for "On Mouse Click” & g a1 & AFUs & dlG TAHL TlFalagg Hitel
& g “Automatically” s =31

o TABS W TAAAA & fhdl 3 THT W @ & fold Preview e X Fele
Frord 3R FATd g W OK W Fae Hiiod|
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13.3.3 wdAeE g (Animation Preview) :

A-ggR ¥ Slide Show/ Animation Preview &I Tsi#eeT ey fdesr &1

¢Ea ¥ ol goge G N A a4 g g& § 30 o & o A3 &
AT gt & +E i Foad HTT et & oo & O, 398, ¥ a9 7 X
close dea W Fea HIfGA|

13.3.4 FaT3s Tifers (Slide Transitions):

S9 TEEs @ Change &Y dd gifolee Sthae & g & fod e wer &
HFEIOT L

A=gER ¥ Slide show/Slide Transition & delde HiF|

Sthae Qe @, AU-83 Aoy & U gifore & gAY 3R giforeT goae gl
& qlg g W e e

Advance #Td, #AT3H & GdRT Ta$s giforele 39feyd g 38 fod "On mouse
click” ' check #IfS a1 H¥gid & garT a1 “Automatically” & check
Y Ifg 37 agd § & o s & a¢ Fad: & o 3ufdad 8 S|
Sound & Helde oy Ife Tg 3maeys § ar 3R Ife I8 aw & 3ar @
J9 d& & 31Ter @138 go df 38% fol¥ Loop unit next sound @& check
|

afg ¢ifSerT shae s Fags W gl a@ifgd af Apply to All R Fas Hifcd
AT Sdel FC Fellss T & Sthere glell 1y af Apply W el SHifard|
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13.3.5 ¥aTgs ot e (Slide Show Option) :

Tools/Option & Folde HIfFA 3N F& 3R Fas M fcesd H Fofd &
fordr View W Fers Ao |

i

e Popup menu on right mouse click:
afg 3T aEd § F Toiecyd & R T eiEHhe Ay A & df 39 Sied @l
check SIS

e Show popup menu button:
Tolecelel & ST ThieT & old S Fled H YSidd gl & 9% [l HAeg el &
fraTfead e & o, 3@ sfFd &t check HIfSA|

e End With black side:
JoleeleT ol AT i & Told Tah T@lell AT Flell TASS Hl 3=0¢ Hiford|

13.4 ®fder 3R [ (Saving and Printing)

13.4.1 Save as Web page:

AZaR ¥ File/Save 1 Hoae e Yoleelsd H Ud fHar S Fhar gl
fheq Ifg 3T IraX disec Toiwe e & Seeialc W AT 6 &, 39 Ig o I
WE ¥T (Save as Web Page) & aiiedr o fagamef ik 3=g R_fSed madhr
9 dEC Yol ¢®@ Tehd &l Heg@R ¥ File/Save as Web Page &I deac
HISA| Look in: 39-313a Ay H aAcash W IUH g U sIeaeT H giad 3R
file name : SFT H HIFA FI ATH ST | AT BRAC H Yoo A I & folT
Save to W Fae HSA|
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13.4.2 Page Setup

goleceled Forss dr Bféar & for A=g@rR & File/page setup & Holde &
access G| slide sized 9 - s34 A+Y ¥ Uecs FES & U BRAC Helde
Hrordr ar Width 3R Height sTeraT &1 39T &t 99w e @sst & teeX Hifoid
Fogs & fav o9 3Recusr & Felae AT AR 3N Jaerd # Yoleced &
3 B AT & faw Foge HAfTw

13.4.3 Print:

Tolee?le T e wtel & fav AgaR & File/Print &I Heolde AT

Prunt

exmark Optra S 1650

e Print Range

ool H T Toss & Uee T & o All & Felae HIiad| had
FC Tss H Bee & & fOF Current Slide # Heotae HIfTY a1 Faer &
Torsst @ fee & & o Slide field 7 TaEs TR Teex HIod|
e Copies:

Ve IT & 9% Tass & FdT FT JF7aR TeeX Hiod 3R Iy 3maas
g dr Collate & check HIS|
e Print What :
e Slide 3% U W & $d U1 F183 Uee Xl 8l
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Jds 9] W AT U TA W gesd3¢H Al Fs TASS Hl g Uee
Thd g

g% Uof WX U AT & @1 it Slide’s notes § @I Notes Page =<
A B

Outline View Yaiee2e &7 3M3ecasd & Bee Hd &l

e et & o OK R Fas oy

AR (Summery)

e Action Button Hr TERET ¥ gH 379 Slide 9T Action Button ST @Hd gl
S gaer W 38W Link fRar s@m Page Open 8T g1

e Custom Animation & HgR—IAT ¥ g7 39 Presentation # &5 @R Effects
3Tl Tha B

e Slide Transiction &I TERIAT ¥ & TaSs & ALY gAY 3afd AU v ar
ol B

e Animation Preview &I @gar ¥ Set T I Animation &I Preview fHam
ST EhT ¢l

e Custom Show &I Ig—Iar & g7 Presentation & &@ffiea ypr $ir AT 3197
e ¥ & F&d ¢

TEXT AND REFERANCE 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 Computer by Sanjay Saxena, Vikas Publishing House
Pvt.Ltd. New Delhi

Microsoft Office 2000 by Gini Courter and Annette Marquis, BPB
Publication

Office Interactive Course by Gerg Perry, Techmedia.

FAFTH 9T (Exercise)
Slide Transaction Option &I FT &1 §?
Master Slide & 319 T IHsTT g2
Slide Sorter Views T ST £?
Power Point Presentation & Animation Effects & 9giiid &d gl
Design templete & 39 T ¥ &1 Power Point Presentation # 3&ehr
3R gAY |
6. Action Button WX Hyper Link & dgar Tar g2

o s~ wDbd PR

204



7. Power Point Presentation saTd HT fhd-fohed a1l &l €T TW@AT TATH
gl
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SHS - 14
Sc¥eic & IRTY
(Introduction of Internet)
FHIS T FTR@T (Structure)

14.1 9¥dIger

14.2 SeToc T HhoUs
14.3 3cIeic & sfde™
14.4 X & FE gom
145 T & dd
14.6 ST & 3UAT
14.7 Wosc HAX el
HRTLA
P P YT
14.0 322T (Objectives)
U Jolc & HEIIT & dIG 3T SAlelar -
1. 3T &1 3T
2. AT AN & AT T TR &
3. AT & IUAEAAT
4. X & AR 39T
14.1 FEAGSAT (Introduction)
3ed: TFEeHY STl & THE Pl Seelelcasdh AT X Fed gl (A Collection

of Interconnected Network s

called an Interwork or just
Internet) sctc H5 LANSH TH
THE & o T 3w A WAN @ I3
gU &1 aFdd # e US Tell &
THh Uoige a1 ot fF & §8 R
dcad A dGoT TN A ST H
Il U9 IR & T ST 39T
oo a9 adf & oS & e g
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14.2

&7 8.1 # el & T W & C@RT 3T g1 39 dR@ & oM@l sicas
THE TIAT H AT H FFATd &1 AT & TG H FeXeoAc AT & AR
gl

Sclelc  FI Heheudl (Concept And Standard of

Internet)

Seic T R UROT ¥ R R g 3R & el aeagel HT # dead
¥ 3 & Weg s M g &1 Alfad A1 TG FAE Hgardr AT HehdTl
5T R & Y, ga1S SIET IT Tl FFAAAT FIT Rl & T T IR
T 9371 st Corporation ar ¥ 3@@r @g90r va AfodET &6 @dr g
3T o o g A A8 1 fAffes Usel F 3r9e 39 g & AR &
o deteie ¥ wrafrud 3o ATw saw § Weg 9 A9 g U &
AR T oF) el @ld g1 3d : Ig Tk g U hiodard Faceadl @
e & Agcaq FeH € 3EH UAF IR A3 STOER FAT W
F F Fohdl § YA $elelc W AT (Suffering) T FehT B

14.3 gl &T 3fagr (History of Internet)

geliT AT AETHS AR # T A Wiotee & & # 1969 # g3 oid
3oQie T VAT #icash ellel &l hael fohdl e Fogldl s dlel & fomar
ST | difes TATY] g gl T a1 # 3R Teh sicde osc 8T g Se ar
G AT Acasd U4 foidh &I WgrIar & Welr 39 YRk &THdT §lv &
Hel 1972 Ud 38 dlg ARG R deafaeaedt o 3mod # g-Ac Sy
giaumit & o o dAcad SU| $H g & Hicas $H Th Fad a37 FAE
Jg O 5 reer-3reeT RET @ 3reer-areer AT fwed &1 39aer &d
x| A 3TH HIAR HET AT g @I ATl a9 1983 # 3egid Ueh Al
gIeieled s 5 TCP/IP Wieielad &gd &1 TCP/IP Weieid # &3
HIIART Serwle (application protocol) ar FTP,e-mail Sici&id (SMTP)
Tg RAE a3 giawr (Telnet)

gl @9 & dlaelg Ueh UHT oOaedl T @Al 3@ W o St 58 =it @t
g &% 3 §7T CERN TARRMET, Sar #§ o daifas o fAoex o
UHT Seele. §of &l St foh g d=felehl qarT +ld Goasil egafedd &Y
39cIeY FX THh| 3H ¢l o Affied IR Ta FFager ¥ 9red textual
information & 3T9H H TF) I H AP JAEA FaT| FFageI FHr 3madr
IHIAAT  (incompatibility) 1 ¥ R 3d4 fold Tfad &= & fouw
hypertext &7 SeH g3 3T FIAAT A Avieg T YGEhA el H Tl
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14.4

& ST AT (web like) grar & ST &ahar o1 foad @l gaad & gax
¥ S N 3 dHelhr fAhrdr & IRUMATIRT 36 $© J3 AH Gl &
THST A 3 o & S

WWW=World Wide Web
HTML=Hyper Text Mark-up Language
HTTP=Hyper Text Transfer Protocol

firm gevie d@an o ISP

Selelc &1 P YoTTell (Working of Internet)

ST S BIC FHFIYST Acds & Tk 31 dAcds ¢ off U gfAar s & e
g3 &1 SHA &S icash, dael, 3G, AlSH IFadl & FEAar § IaH H
I3 ¢l ST W FF A dd TS FFIYEI B UH el ggand
(unique identity) g & Y 3§ FEOYEX F g FEog F dra A
gaTeAT ST Toh|

e W M aifdd Froger, a8 e ured &0 g I e W ggen
AT G g € T SHT e & UG IT I gl S §H Fls WA LT
W AT FAT AT WIS AT A6 & 98 Gl FAYUH Heqged & qad
ATGIHT HR aF TG Il ¢l 30 TR & AT 39asy WX (ROUTER), 8
ZCTEAC Td & IMYUR TR 3T Aoiren Tk HF Af¥d aar g1 Jgi W 39alsy
WX G 30 AR AR TR W IVG R & g1 Ig IR a9 d&
T W@ & SN d b FIT AfSd FFIYEX d% o6l Ugd Sl &l FaedAr
& HGIT-9ald Yohel (T TTsel F THE) & §9 A Bl & 7ATd I Yahel
# faned g Il 81 R §R-8aX gId gU aifod ¥« W 9gd Sl gl Jg@r
Yg Hdg IS A8 ¢ [ Tl Uhe v & AT @ g4 gU aifdd T W
gl I & A Y ST Y Wiel AT 39y gl § 3T AT YT A
g difod T W 9gd S &

14.4.1 3rseEd. (ISP)

@Flg & FFAYET AT FFIGEY FHg T Ig oWl Ugdled Sedelc [AdA0T HIST
CaRT & STt &1 30 WIS Y I9 WIST H UAT www.internic.netd| 3T
HIST &7 YA S & FS Scdeic JaT &g (Internet Service Provider)
fged o § Toiee ISP 8 gl ST §1 addA # &g Yisde geiae dar
e Y HRRA § S scXfae F8T & §HF ) g1 A ISP 39S 3THIFATIN
& Seeie VAU YT i &1 $Ra & VSNLSH oig &7 ddr Yered i ol
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T FeT & foT gfed 9% ISP & % IP U3d &1F (range) &l § TG
3ol ek &ATH ST &1 & ISP G : G@Y ISP &I gl 3Mdfed ISP # 4 o
IP 3mdfed X & &1 T3 ISP S9 319e) 3UMFAT A FaAaRlT d § df Ie¢
T galel A1 oY AT STar | AHEeIadT [ &l YR & FHeldelel STHIFATT
F fd I &

3§ v@ @ F FeetAe daAxe (ISP Internet Connection) :

(1) e a$s (Lease Line) - ol W@« ol dlel gk I3 HFYsi
THE &1d © S el FaF &7 gedele Ase T Il digd § $8% Jar o
24 90 JAcasw ¥ 3 Well I8 gl 38F O 3% TS IP AFR HERed
FXAT gl § AT 3ol Felec AR &Y AT sicash W 3UcleY A1 @
qreET| gg GiauT agd AN § U SEAN Al WY &S o &I dh @
qehdl &l

(2) stae-39 (Dial-up) - SRIE-3T VAW FE@ SAET 39AET F 3T @
gl A TS IWANTHAT HU FFIGEY W Uh HAISH ol@aHl ollshel ISP
SIS FIAT g1 ISP FT TR dd FAThdl HI Teh NTATS |P A7) UGl T
fear rar &1 319 ¥§ FFYX Acad F I3 1T B

(3) == ds (Broad Band) - s d8 & 3@ o afd & Secieic dolel
T &1 SHHA TH AT dRE HT HAISH 9T USdTl &1 Ig SA-31T Felded I
UIST HGIM § Wog ool oMl § FHIH FEAT T FA I T g1 3T : el
e & fAhed & T F IW HT 37 W@ 2

T IR FFIEI § I3 & aIG A fhar o 39 @S & g fo@eR agr
de ST ohd & 37YUAT Selalc W HARST R Tohd & AT fhd e AT
Tl Teha Bl

14.4.2 getAe F1 3R (Size of Internet)

gelele &1 A Hifds WHER 87 81 g W fAed A %er gam gl AT IR
FFEY @ INFH g3 Ig Acasw 3ol oo 10 Ao swrogedt o
a5 g &

Ig 10 TAfeT @ecgedl &1 3ehsT 8 Tsh 3(A A gl Y& H (& Ig
AfAT &7 & Hom Acas a1l AT . FFIG H TG FEAT gar A Afeha,
3T SEN I FECYRT H FTIT FIEN HF @ T § IR T Y FAR F o
§U &l ORMAR $e¥eic & I3 alel HFage] I &A1 d&dr off W@l gl 3d .
eI HEAT & A & oAl ST bl gl TeT a1 AR a1 €T & @l
AT g -
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- TR Y §AT fRIY W geetelc ¥ 93 Yde HFUYEU @l oener 1
gfaerd & aEdd H Selae T 39AET T T 8iar ol

- TH I A F AN i H S UAF FFageY A dea 10
3T, S FRAWT H OITNET WA § T Re T IR
IYARTRATT AT FE&AT (10 X 10 fAfoma) «emwr 100 fAfoaa §

14.4.3 gt daAFe (Internet Connection)

IS 8 FFIYEY IRl ARG SeTele A 3ol A6l & o 38 Seleie didH
giargst &+t (Internet Service Provider Company)

SeqAT  FolaRlT Yo AT
BT &1 ST FolaRl ool
¥ qd ¥ adF A
gdgikeh glar & f& g
Selale o1 3T FT 327
1 ofd &g I gl ST

method://host: port/path

http:/ fweww.indidapost.org/epost

o T A ggFd wT ferm : URL @ W
g, g Ifed ¥ Ied
JeordT EdT gl

ST Tl ol AT 32T $© W §l, Wed HUh FFIYE dUl Lol
T WaEsY FFUl & TR & A IR HT ATEIH AT g1 dIRT|
geeic & SIRU STl AR & v 3aRdes #AEgd g eeifaied fdeheq
39eTs § -

- Celwie (Telephone)

- & ¥c Feere (VSAT Connection)

elw (Telephone) | S 3UINTHRAT & FHFIYEX T Il A & ALT
37T ETT-eeT & T TNl oSaT T 3T FAr SA1ar &, a9 3YARHAT
A Th AlsA Hl @I BT §, ST FFageX & SIeT &l 38 YhR & Hhadl H
afRafdd aXdar & St Slwled osed )X FaRd @ ¥ 98 Ig ATIA JIATT
H garfae 3uael areas gl

&t qc FAFaa (Very Small Aparture Terminal or VSAT) @ @c
FARAA & AN ITARTHAT & FFIGEI § e Y 39Ig W Ig a1 &1 Jgr
¥ geoie afdw Wasst (ISP) F#us & Frugel W A ggaar § 3R g2
R a9y o greg T g1 39 YRR & dead AHcAd AT FEdr # yard
fFd ST & aur s amera ot st 3fRe g 2
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14.5 gcleic & ded (Elements of Internet)
I F YRFEH A Tose fhar 3ar ¢ & Seee Qg W & Acas &1
scas ¢ IR 37 aes WA Acad (WAN) F s Ais 3R o olRar
scas (LAN) g1d g1 oifthel Scteic &l Teh dAcas ATARL 3% ToiFaliol i
dca gReRT 7Y o7 dha & -
(1) Fomgee FFgex (Clint Computer) - 3§ HIg FFIYCI Callbled olgel AT
Hed & ATLIH U Ikl U Felac Bl § of 3T JIEAT H T§ FFAIEX

FAGE HFIYEY FHgelldl &1 Follse HFAGL ST & ATLIH ¥ FA FFIGgL
¥ Scleic W 3YaeY JATT e T 2

(2) ¥R FFgeX (Server Computer) - ¥ $elelc W Tl g¢ wrielie @t
arer PRIl FFIGEY @ &1 Folge FEugeR fABld oS AT FadT H
ATIH A Fekelc A Fade gl o & fafdies g&oR & 3rer ik g@a, as
AEC T 3y Rl A ¥ UTcd Xl gl TAORX Th & GAT H oA Follgec
FFIY g@r ART 7S FIAU AR A9 WSSl H TH Y Yo WA H
[aTH g Bl

(3) A1E (Node) - $Xec W Fya fFEr Fargee, TR AT sicas A a5 (Node)
Fed gl

Fewt RaERd dder (URL-Uniform Resource Locator)
Setelc W Rl TR AT & A1 H JFd Rl dlel T IGfadg adr
(unique address) FIRTT URL Fgelal g1 I8 URL grdcteic W frall
JaT, T, T TR & OFE A TWed & ared gar gl Iy
http//www.yahoo.com t& URL & URL & dea & eaAfaf@d #er ga
g -
- AwdyEd. (TCP/IP)
TCP/IP dYicihled & THh VAT THE ¢ o «icas H 39RId G«
(resource) @& HST (Share) el & AT FFaget #H FHET TN
FIAT gl 3 Acadl & ATHSAET T TALAT A ¥ WA & folv T 1974
# &% (Cerf) 3R @@ (Cahn) & TCDP/IP Alsa 3R Weldlad &r
JfaswR foRar) TCP/IP a9y &9 & 3ecReicas! (internetworks) WX 31
Harg (communication) & fov fawfdd fRar s=r a1l I8 ws Agcaqur
faseER o1 FhifEH e dF M Sl A TCP/IP & A fAwr =i g5
gl

TCP/IP # & dysier § -
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TCP (Transmission Control Protocol): I U& #cds & HFagey d Aor
I TRl A serEmeg  (Datagrams) # fAsed war & 3R wiedehar
FFIYST A Ao srermFg # GHIIfdd (Reassembling) &ta &2l &1 §9
&ar &1 TCP 3erRmed & IP & el Y& Rl g
IP(Internet Protocol). Ig TCP & 9icd Heril & SermFd (datagrams) &l
gred AT g 3R SEeRnmEE # 39U grded! (receiver) HFAIYEI & I
(address) &7 Acash H Idr oENar § 3R INT IR a1 &1 ST W 3
YR & FFGEI Td A IP TZH" FEd B
ol faeg
1. SFFIYLT YUl &l WER AN FIAAHT FHI HEHA-9GTd Fel & AT FHFegel
network dOR & Srar &1
2. ST §ARI FFIYEI Sicadhl &l sicash gl
3. fG@FsR 1969 & f@ass¥ 1972 d& ARPNET #ca® H HNdR 37 heg AT
A5 (node) EFAMRT @ 7w, I - SRL,UCLA,UCSB, Utah Reafiezmerr
BBN 37fg|
4. %IRaT & BSNL (Bharat Sanchar Nigam limited) & ctac HaarT ¢ ISP
(3cTeie A JIaEs) & & H Agcaqur HfAwr g, TEd gor # seteie &
iR fara g 31
5. Srctelc & &g AR TSET SISl (nodes) dAT sicasi HlI WER SIS« dTelr
Tgearfad & IR (communication) ossl & HHg &l el (backbone) Fgd
gl
Ferwt RaERd siexr (URL- Uniform Resource Locater)
Rl gexaic sSfegdc (Document) & 9T @R & fad Address #r
3MaRTShdr @it §1 siaggic (Document) &1 yAeT ¥ HOR A faaRa a&=a
& foT dhed (Locaters) & 9T -&HdTr &l T URL ARaa &mas &1 St
o fordr gaem 1 §cleic W TFd T &1 URL & IR 19T 8l g
1. Method 2. Host Computer 3. Port 4. Path Welra (Protocol) garT
Rt sl & aIfiw e & o I8 aller 93T fRar orar &, o &6
HTPP (Hyper Text Transfer protocol)l e, gRe, HFegeld W Edd
gidr &1 ST web page FFggX # RBud gla g1 3R FrogR 30 YRR &
alias H & g, ST y=www” ¥ ¥ &id 81 URL (Uniform Resource
Locater) Server & 9 (Port) siex forgar § 3R Ig fel gee decgey &
EART 39T TEaT &1 U BT HT 98 T 3 § STl W gl TIET el &
wIsd BT WAsie (File Transfer Protocol- FTP)

212



T T e & TF U AT 3T A Bied F & H TR @M ST B

FCEIC W T HFIYEY & Il Ff gal FFIGEY W Hofel 1 Hdr & o

T e gaeT F oY S g, 5@ FTP (File Transfer Protocol) @gd

gl FTP ws 0 9fd® a1 ¢ & 98 qarT 319 Bigel 3aeE & 8 el

HA HT Thd &1 Ig dohalld TGl JHET &1 IR 3T 39 BIgd &1 14,

SRS I A TUT 30 FFIYY & Feleic oAFH A Seid & o A9 dgd

AT & T 3T BIEd d HAr H Tohd &l Tg Wbl 3Tl T VHY

auT yei Al § S ganT 39 wigdl H e § Affed g &

ST TN FFIYE A FA FT Tohot

=T At &1 39 3rtay & Ui fRar Ser

< WAfdA"E FTP site & Y H@EY TUOT dAT Bgdl Resa e
(Connecting to an Anonymous FTP site and Retrieving files)

% 9¢ @iHAT FTP &A™s (Common FTP Command)

< ffiee wEar & @ FF e (Working with  different Types of
File)

E-mail Assess To FTP Achievers

FTP 38 §AY S I-T AT 516 ATUHA §eoAe TARTHANT T HFageT Fl

3UART A I AT §AT & GaRT AT H HGIA-TGTT Fled I SATeAdRT

AT| 31 g Sgd SIET Yok hsell sehd (User Friencly Interface) wearet

CLIETGIN

Archie : Ig 3 WISdl &I T T g Sif antonymous FTP garT 39clets

FRY ST &1 Archie 38 BBd & oO@ HUST BEA A T AfE

antonymous EaRT 39eed &I ATl §, 9 Hdl gl Jg§ 30 Higel &l

ToR & SaRT Wass 7Y I A & ATedd ¥ T T ¢

wIgd giftd & faw FTP &1 yakr (Using Ftp to Retrive a File)

39 gH antonymous FTP ZaRT $elec g nic.merit.edu &I T 9red

FET AT AN TF W Seae & TN A dqWe-de H AN 3udsy &1 gl

W &7 antonymous FTP & garT &8 README &I 9rcd |

HEA H VFHH Rl & fod aeas @un Arafaf@a § -

A ARFH FET (Start the season)

< (Type) €139 I[fit nic.merit.edu d4T 38 & da1¢ (Enter key) 3|

< 239 antonymous JAT (Enter key) a3l

< dUT 38% dIG 39T e-mail address TET T aUT (Enter key) gar3i|

2. READ ME WSdl &l Yrcd el
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< ¢T3 get read.me dur (Enter key) s3]

. 8T @A Fr (End the season)

< 2B quit J2T (Enter key) gaT3in|

Ig READ.ME Wisal 39 #ABC dUT antonymous FTP & & 3uder &
AT 8, I§ STRY @ g1 39 RE I READ.ME ®ISdl 39! 318hcR
HSel W 3YsY gl g1 §HAT ST I A7 READ.ME g7 gidar g, &5
IR Ig Bead READ.ME,readme,index sl ¥ 3clde TBE W 3UddsY
gl Bl

df&er (Chatting) - I gied FFgfherT (communication) &Rel Hr
giaer vee aar g1 ST 39 fRdr de (chat) SamA @ HEIar ¥ Siddd
H HEAT &1 HEA-Ye A WE Bld &l T§ Tl (Telephone) W &
I ST G giar g A F wF ufFa 3w A el #F 3eE-Uer
Fd gl AT W F o % WA [Bffea Tsed W 39asy § s 3ma
geleic ¥ 33aAds (download) X H&hd §1 Afder e &t glawr &3 ge=e
ATSel GaRT YeTd &I ATl §1 ¥ - yahoo (I1§) ASe W Iqersy Afer Hr
gfaur urcd & & fod 39 yahoo s messanger At Afeer wame
S3AcIS AT G| dT H FI3HT w1 BeTsplard glegdA= (Synchronous
Transmetion) g1dT g1 38H FH AT A arel TP & HeRM HI Jied
TafAT 5T ST § U9 39 &g § RIS THT el Fg) gl &1 Sefdh
Ao UAerlad T=EARE (Asynchronous Transmetion) gar § fores
gaer & faffed @7y eRrer & @9 gedade R Sar g1 aisa Ao
(voice mail) & #ff FI3NT F TRATHIAT TFHRE giar gl

Afar aF o T B & -

1. ¢Fde dT (text chat)

2. dafs® d¢ (voice chat)

&FmT dT (Text chat) - o AT & Faanit & HeA-ved SFac AT
sl & FT H @ &1 e de F AT WA e IFT H TRT )W T
FOe & & H @S ¢ & Jur ag fr-ais i gdr § Hewr H fome
gafAT T g TFae WA A & Rg H [Fuale gt &1 v favst 7
HE2A ed gl § dUT @l fdsr W HeRr & e3Y e 39 Send T H
careR Aol | Sl o ATRIHA ¥ HEUT AT i MMeT-HeTe e e
FEAIT &l TE A3 AT 2 H U 9gd 93 Aicdsd W HGA-TGT Flel
& Th TG dAT 3TN AeTH F
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aig® de (voice chat) - Ig AT HIT &1 Igd 3reoT aUH &l sHA AT
I dTel STTord H TG2AT I ATSHIBIA T TEIAT T FFIGEX # a9 (Web)
wEel & & F gRafdd &F 3@ FEH-UeT FRd g1 Ig drsg de &
giar ygiT X arell A1SC IAT WA & A gir g aisw dT # 8
RRITa ceafBReT giar ¥ digd de & T A & § 3R 3w et A
Seret gaRa X §1 afsd de &1 glaer &$ Tse ugi R W § e &
3o Praad § -

< www.yahoo.com

< www.hotmail.com

< www.rediff.com

a9 "1se (web site)

d9 ¥Isc ATURYT & ¥ a9 Yail (web pages) & fAee deir gidr g1 39eT
TIAEN & AR A9 U 91 ¥ g@ & ALY link 9 &ar g1 ot 6 =g
HEET-370T 97 H @ &1 o gl Th 9T gl el 9 ¥ link 1 dohell &
qle 3AH BICl, FeT g ATHA & 3H TSR §H Hg Thd ¢ b web site
TH G ¥ I3 GUIST § Aa 9 Qe ¥ 3EF TS 3T e §

(1) http://www.sanchar.in

(2) http://www.rediffmail.com

(3) http://www.msn.com

(4) http://www.hotmail.com

(5) http://www.siffy.com

(6) http://www.yahoo.com

99 TIFCAW, TITT I €A H IWH FAIT AT g1 I Follse T Tramme

g Sl e ured A & ford Ry @O WX 39el 9T HAdr g1 a9 §aX

;T T NIH § SN FAGeC caRT AP T H FROT F qow AT gl

faaRa @@= (distributer structure) &1 3 Ig § & Fg Fase WA

Rl oY R ¥ 3 3T HFagey W Fharfead & dadr g,

FHAA © GEY HAY AT @Y o H| TR WIH ITA-HIe HrRAf TR hifegd

g dUr TEAT & F FR F OAE G § il g @E 3@ gEy w1

FAT § ST PIg FolSC ThaT Siageic HT ART T 8l

www g gfhar Fr Hrfafad sifafr gar g

(1) B8 WA W S Wd §AT PR RS F oAemd ¥ fedr g
strgiic & 33 Hehell ¢
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(2) A9 Follsec TR gEW o & ATETA ¥ el 13T &I 3YIANRT FAT g i
gH Rl Afad Acae W YT 3§ IR ¥ SASar § 941 g4 38 aR
#F garar g

(3) TR 39 gfafshar Al & Ao duT 39 ¢Fae 7 e, asvs ar
AT AT FABeC dh Folhl STFd T 8l

a9 93k (web browser)

9 §I3eR UHh AT Farse (client) WmT § S@d www 9 3ucisyr @efr

YR HT 9 Iee IR I U7 W@ ST Fhd g1 SR AT Sl W

3ucet] AR A3 qUT Tl F g8 a3 A9 & ATCIA F FAH HT H

o Srar &

99 §3oR, Uh dos dSS dd FdlSc UCollheled Wamd & foger 39drer

EERCHT SFgic ddT 99 W 39aeY 3= html gor@i &1 foe & aAregs

q utd W H FAT ST §1 5T THR §H hg Thd & O T FEoR Tk

T 9EnH g e AIH ¥ §c¥eic afther (surfing) XA &1 des d1ss a9

&1 fadwar @8 § fF ag el o 99 93oR W go ¥&dr gl safav gAq

YA FHFEGET H Flg @1 M 99 FEoR WANT X Fohd ¢l FS ydfad ad

S3oR & IR # faazor 3mer fear = gl

14.6 claic & 39T (use of Internet)

SeAE W 3y GHT Aal AeAfar@d g ¥ -

(1) saeifas A« AT §-AF (E-mail) - Ieee W 9 JPR Th HFIgel H d
Y U gy FFIgeT H 99 Aol § o 38 SR FEd 81 g ghaew
gl W gafRs ggad &1 S g1 39 Qa1 &1 YRFH H 1970 #H AT
ST &

(27 @ (News group) - Fec W ool Fag  (public
communication) & 34000 & 3% FH (forms) § S RAffiest yr &
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AWl W FAFERT & IFE-YE A §, oo g9 g9 (news group) FHed
gl ¥ ogoT IU T W YRR & deelel AR IR adedr fawal SN
faame, @, Taeifa, decgex e, demed 3nfe ) aFelt 3ucey Fiara
J

ST T & 3§ THE 1 Foieic (Usenet) Fgd g1 Ioleic AT g1 I &M
Tl Hel 1979 @ YRFH g 31T AT

(3) wser TrEWT (File Transfer) - T &rqgey # 39RUd w5 & fhdr gax

AT H UT FFIYET # §eXeic & ATIA F FIA X Tohd &, 39 fhar A
BT TP Fed ¢l SHP [T Selale W Th il fspanelier giar § 5
WSS AW Wil (FTF) Fga &1

(4) 9¢% a188 AT (WWW) - 3H 3EENRT & AASHR 3T FFagey e for

F-o (Tim Berners Lee) & Hha-Raq@ AT W S=iar & 98 UG
Ay B uleha fhfeed (CERN) # #ifaw arfesat & 3eaRsdg &R
R IAd a3t & [(feag & e R an R ase w e, [T,
tafer 3R A3 & Ty g F 3H U (@9 991 H www T TERIr I
gl W YeRId & A & Sffar g1 36 dar i f[3dwar a8 § 6 356
CaRT a9 @@zl H s (link) & IR 3T 99 8¢ W U ABH & Feldh
A R T AT ST b g1 WW & 3T I F Selale W ad gfeafier W
AOASAr wfgd I3 H 39 94T (web pages) H GEJd FAT A &
ar g1 39 951 HTML,Java Script VRML,VB Script 3R java #mwrait &
fog sma €

(5) ReAre @i (Remote login) Telnet- ST HQT3 & g@RT §H 3elelc W

4.6.1

et ot Toe @ Ey R it FFaggy # P X Tdd g, ol BRar
R @ wgemdr g

§-A« (E-mail)

SAT IIAT H G2t F HEE-YeT T Ngad THeT ¥l SHA T ¥
gierar & el 8 sl & S gU 39 TAT AT WEUIST 3Yar A Hial &
ford Segell a1 AT A §H WA AT Fhd ¢ S 38 Fo @ &vi H Ao
ST g1 Sl JTd Qa1 o I SETd H Tk Hifd @ o & g1 $-AdT Heer
9gd HH AT H BT Hah AT o FHhdl & TT 3dF Ul drel HI dal
39T @ Y SR AGT & S F OwT ¥ Tew ¢ & v 3maras £
Tg TS Tded HFIYEY Acah F TR W A FR@d & e & o9
fuRa afFa 39 Fecger | Ale-3d0 AT & df 39 Tg§ I Al ST
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g & 3¢ o FIg Ay g1 I9 98 JAfed 3o FOUEEAR 38 TS &
¢ T gl

14.6.2 ¥4 g1 (Search Engine)

TSt el U @ @ A AET §, afch 3 Aer BT HGHE &S
ST THA F e W TS Tohd & 3R 37 GHA FF HOST FFegex
¥ urcd Y I TR B

T S H UH SHIE W gH O I & gl § O g7 Feeieie W
ISl A8 g1 TI-§a7 W aIfSd ATAIT T PIS AET AT 206G BT H 34
TS F HT 3T AT ST &1 3y Aol & 98 G- AT Selae
HOST &#ugedl W 38 AHIA H T SFH, 89 fhdr ™1 H6ET ar
UG IURYA gl deUdd 98 Fhled W 30 FATT ARG T AT TG d
FEMM| ABE H TEIAT & difod Gl | ugd & Jgl ‘fFasw (Click) #
Q@ Gl gred Y ST AT

& 379 A9 TISC S d8d & Ueot 88 3HH A Jfoieed A gidr &l
g & 3@ R F AA F@ FRfAF (internic) FEm TEER FRA R
gaA A (internic) & @Y 2 F HF FEABT W A1 IS A H
wpfa & @ gl

T TR A IS g I & 9 §H T a9 X el giar gl I8 ad
HaX g HFIYX gl [T o gH HYeAl A9 HIST TGl | AHIAA Felelc
W TART & foT FFogeT & AT www T@T S1aT g1 3PR A 9elr a1
'Xyz.com' (Fedfaidh #ATH) H & AT FERT § TF IR gA AIo a9
R H AH www 3@ g df 9@ H FE ¥ ff g7 A9 §E3SR A
WWW.XYZ.COm =ITH & 3 sicae @l dd A18¢ HI Tlel Thdl|

AT IIod I & fold T 357 U a9 & §z9F (Index) & g1 o9
FIS ITFd I ST I & o af TS FAAT FI il & ol HGH A5
F P #A sradr g1 F9 o gEeIaar <TITLE> td <META>, &1 &
el g 9 Asal & N SSFH el & Teh aR HET U fAe &
SIE 388 3 gU Hl oo &l e SToeT Ary-ary € SS9 W &l g

H AT AT ¥ 39 Sgad & 39T # AT S @ E

g = www.yahoo.com

3fecria¥er = www.altavista.com

ShIAe = www.infoseek.com

TFgIse = www.excitecom

AEHT = www.lycos.com
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gledle = www.hotbot.com
a@TT = www.google.com

14.6.3 g8 a3 a5 (World wide web)

Jes d13s A9 AT FAIAl H Th Sl gl AHIIA 3§ Www a7 39 1H
F o S FTAr B 3 AT TN B I F 3TAY Hed & [ d AT
e ardt R A FHEar |

1. gA AT fafer (e.g. Universal Resources Identifier or URI)

2. W (e.g. http)

3. ERWHC (e.g. HTML)

1. EEd d% ugdel $Hr AHEor fafer

2. EId & ASEe HEcged T AMA &7 ATH

. TEd #T A

gos g3s a9 ol & www I a9 & At & off ST ST 8, Seleie W
AerY f[aaRd & a1 Seeie A SEHRT Ued aa &l F@aifds gafad
AT g1 dos diss dd & Addd 9Ied, I, FId, dEdR, fhed 3mfe @efr
HIfgd &, FLeic STANRTHAST & T ot U S Fehd B

a9 Fige W 3y fardl off HEAT T SFTFRT & GUH IS5 HI 39 HEAT H
g 97 (HOME-PAGE) &gl SITdT § ddT 88 & Ul & 3cielc Td &l
Jeade RAT ddhex (URL) & &F & I A g1 39 3 315 §eteie
3UAETHAT fFE www I8 & I Y 38 foldh ar § d9 des diss ds,
3TARTRAT Al Jifdd Www FaX | SIS 38 d1ge Oy & 997 g5 HdTd
B Ul & 6 T W 39T HU &l &

14.6.4 a9 38T (Web browser)

Jg HTML SRermA & I &l gl I AFedqR AT fhdT SeXeie 3UANThdl &l
fRdl www &l helae T @ 3H WX @ AT A q@e, oA, o d Wied
el I AT 39eey W §, 3T T Fead ¢l 3T A A 39 W
ISR H 396y g, 37 YHE & -
- e AR & ded

1. WLYNX
- g i Reen & agd

1. 1 CELLO

2. 2 WINWEB
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3. NETSCPCE

4. EXPLORER
- #HE () AR RBFeA & dgd

1. SAMBA @ar MACWEB
9 FEW FEie W AR =T AFERT F v 99 @A FFIGEI H AL
(Request) FSTdT g1 3 FARX FFIFEY & dic 80 W Tof @I HTTPD WA
S T N FEUT FAT &1 TE WIH TGIAR UFhAT FX a9H 99 3R A
Jifdd IR A aT &1 99 AR ¥ Ued @ W FH AR H A
SR, Uhal & ®F H Utd F THIAT AT & dUT 3T Gred el
gafeyd (Assemble) X ThT W AFRRT (A9 UeT) BTl AT aT Bl

RIA (summary)

1. HFIYEY YUl & WER SATSHT FIATHT I HEA-& I & [T Hragey
Aead AR fFAT ST g

2. ST §AARI FFIYEI Sicadhl &l sicash gl

3. feuFsR 1969 & fAdFsR 1972 d& ARPANET #cas H 9dR s sheg AT
15 (node) &fEAfda g 1w, 3/ - SRI, UCLA, UCSB, Utah feafdeamem,
BBN 37fg|

4. 9IRAG # BSNL (Bharat Sanchar Nigam Limited) s 3eiic &aaeld T
ISP(Seteie afdw Marsst) & &9 F FAgcaqul {fAwT e, Fwd qor & setee
T il Taehra g 31

5. §cteic & &g 3R TS AlEi (nodes) JAT Acashi I TREW SiSeT dTell
Taerfa i FIR (commuication)dissii & Hg &I Sahaled (backbone) Fgd g1

6. SXAC ds TRAT Aeas (WAN) § SEd 3 #iig 3R el TRAT Acas
(LAN)EIS &l

7. TCP SeRmed &1 IP & 3Meia-9elT T 3l

8. 31 fAHWT ¢ & AT 31 & kel [A¥qd sicash arerm foaas wifgeor § o
de et dett dr ag T g

9. FIBWCeHC FHI WEAT ¥ U AJ Ul AT A9 Fige & 3feieh Gail & AT g &r
frelt ot a9 @S F ST AT FhT B

10. 2T AT IGololic (usenet) & ATA ¥ frdl ARRTa v @ arafeua oer
are-faarg & gl

FAFITH 9T (Exercise)

1. 3T &1 g2
2. 3T FolaRld & fIT a1 T+ 82
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N o 0 s w

N-a8T T SA-31T H A FASNSU|
TCP/IP = §?

AT F@ g 82 38F THR Fard|
9 3o AT HIH 7T g2

gcleic & faffiesT 3uahT oy
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g5 - 15
frer & foT AeSA=Zar

(Multimedia for Education)

ghIs & TRE@T (Structure)

15.1 9g&draer

15.2 RSt

153 wediRa & Tow

15.4  wedfear soe & fowior TRor
155 wedwfRar & g

156 FedHRAT & BrEer Bhf

HRTA

P P U

15.0 322T (Obijective)

=7

AT & HEYAT & §IG 3T ATl -
ASCIAITSAT AT g2 SHPT A W YHIT

&t Siael & SHHT 3TAT

AcCrHIZar & gea

AcCAIZar # & 3 arell AffeaT wgew
HATSAT 1 g e van Affie &=t

15.1 9EAGLT (introduction)

QAT ThART F T I Aol A AT o 31eT FARAT TR TIH TEG A0
# FifaeRl IR 3T § G & TEJAOT H HACHISAT & FolellcHs
3UAET A YEGAOT A AU A QT Fl AT F GEIAOT & AT
e, T areT T, tafd AR NfE & TgFT H & & g
ACKIAISAT T Soecdelc & Ao & SEJAOT &I s aRem & g
AT 7 39T AT gler, f5F, adafaes ¥ud, aaa, a3
H SGT ST ol gl Ig SHHA Th 3R Agcaqul UaT g1 ITg s HAcciANsar
& faffiest &l H 9ANT U GEJAhor A9T ACHITSAT Felled T fohdl I
YRIST STere B
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15.2 9RHATST (Defination)
AIATSAT & Asal T Fa1 gl Al & I Haaw. AfsAr &1 3T I #
IT Il T ATEIHA| FAcCIHISAT I IRATM "Udh & ’WF ACIAT HI
FFEATIA &leh oAl I HTehseh Td FAATTd oalih & 9 L= |
GEY redl H, FAcAAfSA, Uh & HU® diF § INT H H Fed gl Th
¥ HUS AIH & 3GV, UIoshA WHA, s, €, =, A
3mfe|
AR 99 T AT e drell Igoll ALIA o7, 97 e, dfhed a
SAST & 39T gl AT| 39 a1 AT 334, St &afer #Aregsd & 393067 &
I 9T aar unl deuead fafdee fSed afsar Arcaw & 3w
foham 3N G AT e & & H Hifd o1 &1 ' HEIgeI F HidshR & ar
AT GEIHRLOT T a7 HH fedm FEager @l 3uelsyr ATCIAT @
39T Sgd THIAT @1 & Far gl el off AedAfsar uoeleme # et
faRvard gidr &
1. Affiesr ATETAT F1 39T
2. f3fSca deeiter &1 39NeT
3. 3YANTEHAT (FoR)  Seeiad &I GH-aY|

15.3 HeCIHISAT o °gch (Component of Multi-media)
HCHITSAT HETd | FFIGY & AIA ¥ gl YR HI FAAT HI TR 9907
TaH WNAY AT § T 5o HRAf &7 TJg THeaT o Far g1 e&Fe, anfhad,
o, @fSA, B, €afsd, TAA”NT HT ACHISAT & &I U Hrcgel H
frafafaa § -

1. TFE | FFAYY A W g F @l suF v e goR &
i, AR, T, 393 &7 fow ard &

2. aifpew : fAf@d aRemw/aoTs &1 goer & fdr off avg &1 /K=o
3H gEG F dg IRATT Hr g

3. eafd : A HIWUT, FA, €I & THE, dhA3US HAld F O
TEJASIOT Y JgaR Tl B

4. dif3ar ;. gafaT S T W @ AT gl

5. ¥aAee | wfhad SHSAH ST AT W IEAUT ST SHSTST & arfaRfier
glel & 3T T ¢

15.4 9R#NT (Defination)

AR doFe & AT aor
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R ot AR Wiowe W B A A g TR SEF 37 WO H
FHASET gl a8 gl I8 ioide IoRdT gl I 319 3 Fafr =xon @t
TISC ® T A ofd g ar 39 R off R & FAccHI=zar deiee &
fAATT & FIg FfoaArg FE gl TR ACSHITSAT Watarel &l IR TR0 H
QTST Fh 37 W ST FIr A1ar g1 T | var ff 787 § B 93
dolee ARt TROT F O R | GRT TN F R F dTo Hoge dgd
emer 3T e g &1 THeT Wiage ar fheel Us AT & TRUN HI d5
oF X Sd gl gfe g AR dadlle FT e IFETTA T § ShfAT
3T IRT WOT & IR H FTPRT gl 9gd ™ g1 ACHISAT Tolae & g
IR WOT e § -

TdE ACIHISAT Morde fFdT o fRdl AR a1 3maeasdr & F giar & 3R
g9 39 AR ar 3aRasar & QU & F AU career #E gl g1 S|
HY Hiolee W SR T F A a6 Tollledel & dgd Had gl Ig GlARad
Y FI gt H FT 8| 3UH e amfhed ATE AT g, fhdell aRg @
wla s R e AR frael avE @ RfA @ gy Acdwf
FFQIC JAIT BT AT 3T Ig WA IR H of af F99 Igel Jihard &
AT i dIR X |

EHAT IYE 3HTERISF 781 giar ¢ & 319 Ifherd H g & §oU, Ggol d §oF
gU wifhed off e fFT o7 @ 1 Weee A ST 39 AVS & aOned €
304 foT Frce dIR HY| 3UF @ Toide Al fohdel AT H [ AT &
Ig gARTd Fe T Corleier &l Teh AT AT gl Yiolae A GREH d
AT 3T TH OIC YRy a1 Y6 36 Fede W I & Soee &
AT 7 AR & emar FA-E A ARG gew gA@er fFe Freer ag oo 39
TATRAIT & dgd & aF e $H% HAdd 3cpsec IRUMHA Ued el & folw
ARG ol &1 gl Th 3MEH A &l AARET Tod & oA Soige &
FEC T TAT HAT &1 sAfT 30 vy Sy W Aa-faar 1 maegesdr
¥l 3eeXoT & O WEs AR F eET ¥ AHIW A FTWT gl § iR
138 TSI WIeT S TIFCAIRT Bl 5Th Tord FAT fohdl AT THhaT ¢
Woige w UG TaT & 3T [ T ) aPld FH WA & S[IeR S
gafau carfder o gt oifev o 3cpse aRomA &7 I7F 7 3R 7 gF
H 9o g | 30 39 Woide H [/ e & fov 39 HgAT F fFuRor
H9r giaer 3 aofe & O 7 @ §T R

Wiolee & ded od 9gd & HAgcaqul § o 39 S Wiolee &1 W § 3§
oA & &1 RBorsEr #&a AT 39S 30 9 # A Wl § T
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15.5

HYHT Peh T e § Fgse I AR g8 AT 30 ‘388 Fndr Hsds
ged R Il Bomsar # & 39 g o glaad Y & delae aHT @
[T e

[At=.0))

gisiee &l 3T FAT-TAT W A & a8 fh 39er I8 9ar gear | &
ol 39 3229 & QU W @ g ok v 3@ 9 mam gl o
THCHHT R W T § cfEear 38T Tolewny WX gl A1fgul 38T & ak
W I AT 3 Collldold & fhdl §5 dda W Aadd fhed & & & A
FAT ARA § dl SIeedT Cellfdete WX &1 gleir aifgu| ¢fEeer & aRer 319er
Igh T FIf-Fel Iy W TEQ IR Tolge & 32T I UIed Hlad H
AT Aerar @l

[ECICIET)

Wotee B QU A & 9RAd Ig HfAA WOT Bl qEea H OIAE WO H9d
T SITAT § dfheT 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 Teh FIYROT TS A7 S F S aa [§a1 e & 39 Tgh Hl
fSellay T dr UeHT UHTT 33T Agr glen| safee HiSr a1 s & W
FToT oFd gl aIfgu, 3EH el dffer g @Re ARk @ae @ @ go
aeit @ fader gfeder o fBelladl aa a#7T et Y|

HeCIAISAT diotde & Tl &1 ST g2

AT dode A [T A & AT 3yt AfFaRmelr Frage gsamR 3R
AW & AT Th IS GO T aeTShdT gl &1 3= FAed\sar
ol & fAT 3MH 3R Icpse difge TR AR Fhwe ger anfgul sEes
HARFT Jd 3T Wiolee &l @ 81l 39l 3RMAA 3HR confeder &7 g
FE FIET M| ARG MU 39T Woige & T iifzar fr snaegsar & ar
Tg TR0 Agr g o e 9 At RerfEer & vem Tfear 8n 3ma
fRT W A aa 58 RE F I W TH6d ¢l IG FO Bl FH
Woige H T FA § O S Wiaa & fav Bfeed Fr 3R I wer
e & O 3¢ Thad WA & T THR FT gl ST ¢

qifsar fFaa arer AfsAr ¢u, vy & R SFF SN diet 39 a1 glelr
aifeul saF HaRad Weide & W A & fav F747 3R oo = & &
g AT €1 T 59 FF F g@Y FFdAl H eI st o THhS €,
3CEN0T & dR W AfEA e 1 w7 FAr diherse AifsAemm & ganr
TF0eo AT ST ToheT ¢ 3R 5T Re & a3s whisféar &1 s off 39 59
& & AUl i A § QU W FhEd gl AHISAT Welde W F
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S TAT W7 oY g § R U 9@t U 1 wem 93 AR gg Raf@er
HIPT FFT Tet| SAT AT AAAF AN R IR T Ig ol & 3aRTS g

15.5.1 FFogEI FTEAA

AT AT H AT TOeHS AR IMsavA Ol &I 37 &7 & fow ggher &1
T gl I 3T Il W Ig 1T F [ aF 387 30 Ghz & 9w, 512
MB #H, ofFaemelr afteea &8, afaasmenr difsar ofsfdar 18, 200 GB
gef3Th, 21 59 FoR AlA (1 ¥ ST & o gk &) O Basy,
AfsA FAY & @ Y A 75 er A FFY F 3AYC W Tl
FFIGEY A Collfdotel &l SIS arell Jcerd died o 39 919 gl a1ev|
I Y F IR RBrew & & & I fFHger & ar 319 sy 3edh
WE T FT H U] I3TH FFgeX A AL 3R HAE IR F gl o
IfAarr 2

15.5.2 HFgqeX WIFead

Ak FFogeX H AT gl arer AR Reen Afhecra Fgarar & 3R 98
a3z dur Afz ofisfeer & v e vead F Saer SR ghaurd g §
Jfhed a1g 3T IRt W FA FT T #AF | g & fow gaad Beged
& 81 o & & Tl H e wmivew sAw, wfhew A & &1 Bfoea ass
gt & o & BfSea @3z &1 aoae AT & 3ee 0 diredR &Y
3T § S HAhAr i Bl Hr &§Er Corewn # aRafdd e 7 et g
I 39 50 Fruedd BISal HT TAT X @ & dl Sodd [T FHeldold
AT AT 3MaeTHRdT T 781 gl §1 3aTeX0T & dk W .tif wlefe & gar
WS HI T Gl Coeh W 9 Rl scard & YT e da g
AOATRAT dioae 78 a8 & o9 3R a8 fhdelr 3cpse gl I8 9@t e
¥ AT [TeAlcHs SR W HAIW g1 doee i {Ag-aeg @ e 3845
fe@rs & arer @t dca AR FAS & arelr Al 3T fRufed atHar W
IR 81 ToeTcHsar @5 Wl A 6 § O 39 e e 7 & O S|
T B THAT & T afeddt & 3R Iw AT aeA ¥ & gl A
SIEIR & 39 3Ha & € gfad fFar g1 39el 9 & TellcAs I &
foIT 39 35l fAAW=T & @RT ST av Hieleel & g@ 3 T e
AT F =7 RE ¥ o & 39 FF F & R_fSear & FARYT & T
frelt wRUEY afe IH I U-g-3e gEAIR IR AR o AEF & ar
H HH B QW F F AT T IS [GeACHS F OGAT W ThT g
TIATCHS DRI e glaT § 3R I 3musd 7g & o 3nuer sifasy & s@ar
QY o187 e
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15.6 HecIHISAT H VATHAA

15.7

VA & Ife g7 aRenia #a & aF 8 I9ad ¢ & g ufear & e
e gegfadl (Ysieere) &I aadr-fhtar (Alive) &9 YeTel ad 81 38 gfsar
#H ARTd FAUeRIT A TRAT A gRada @ar § SEh aow ¥ 9% Teig
AR TAIAT U A g1 T Thellsh HecIHISAT A Teh IFHIGS AfFd
Yol Tl &1 37 FF & AT 3ad ol TN FU ST 2

AOARAT Nore F R 31T VAR BT R Do F A wh
AT & faw o T Fahd 81 A Sielard & #9T A &g df TAAAA & GaRT
T AAT HAccANSTT Joide dl AATOIGR & Yl fhdl ST TohdT &l SHHT
ToF & o L F TR aXell & 3R sioEe At FY el 3R et
F H TEIH g OSAT B

$H &l & AT T Thid W G@E & W e & TomdA &
T § AR Ay & e F gEanr e @ A § &9 A g o 'd
g1 Y oY sAST 1 3ifealde H NE-aE & TAIAAT JHTE S SANST ST el
g IE YAE 3F od W A i § g e wieee & fau fasar
ST &

TR &1 Rgia

T SrATdiolehel TTUROT 5 persispence of vision 3R & #AAIdAAS
Hguron {58 phi wgd § & do6 @ THAAT HHT g3 g1 o9 FHT &
A FE sfeade A @ § df 98 WfAe yfkar @ aog ¥ AE &
W T 38 Heorde a¥diR & Jgd & 369 FAF & fov 3ifera & & &
Jfeaide I T IR-IX TS Teoid U §F H 3@ & FHA od g al AT
FT AT 3T TAIAT FHSAT & 3R 58 & wA Fr A&7 g ar g
Thfaeet W @S ¢ aremr s, RMew & 30 HhAl & vk Jkvs &
gTdr § 988 &7 89 $o Hollg gdid gidar g1 S hed g4 of 9 d@a &
3HA 24 %A gA Th Ahs A Q@ &d g1 Tl Ay oRfEufoar &
JISiFel I T Hlh 30 48 WaH UTd JhUs deh Y AT SIar § AR wefi-
Fr Ig 72 oA W AFUs aF UgT AT & TEH ToE ¥ EH IEH
¢RT JaTg H IS AT FolX oIl 37T gl

ASTHISAT & gurar

AccrAzar &1 e §&7 & v Wmed ffcafed Feg AT & ® A
3R N IR gl AR e, Afoed Ww, Jaw nfe &= & s &

gaeT At et sear & ST W@ ¥
FO &1l &l qule [T gohR §
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15.5.1 Txal & AIHAINSAT dFelid HT TGT

geAl @ e & & &9 A AT depelle T ST Sgd € WY
aifed g3 g1 38+ G Uxasaddisar o faere 3y & RBfoeca wide
H dco fear amar § 3R 319 g4 dad I§ UgaR AW FAEl e gsam R
W6 50 aNE ¥ 351 § 9o 0 daelid &1 aoig & g6 FFIT T W
ke FT 33dT §HT &@ THa ¢l TG 3T IRESGT & o § AR &g &
HaRe ATIAT TUT HRAYOTST SEAT B & Al TG dAehelleh 3T Sgd &
TS ¥ F g&T I aRe TIAT JUT ST Yomelr & sefFa oor & fr
T &1 3T 30N § 3T AT Thd & & FAcadA=Zar &1 gaer e &
&7 # fhd gg d fhar ST Hehal Bl SHT e & TG HpsT & feaAmr &
FII-IUMET BT AT @ dl ACCIHISAT develleh 38 G H Igd 39l §l

g g R Fell I W ol aa9a §U ST § af Tg delled Tad
FER gl S TANT ¥ §H AWl H G gl arell Uishar & 56 RE 4
TFaIfed X ¢ F &9 g5 & fAder # & I8 9ar I« Iar & 6 g
e ¥ @aar g1 sus dfaiea -9 aseRar AedAfsar aFslis &r
gl ¥ SR 3R @S #A FUidRd @ 8 §1 TR YEdd Wil & T
3 I oSl # & Aqude fawg Hir SIS A 3SR 3OS FFIYEL H
e AR SefFg AT dehelleh &1 31 | Fodi & frdr sy $r
AT ¥ H TE doeilsh 3T IR T ¢l

15.7.2 ACOHAIERAT F1 ==Y & gaer

$H doheileh & TANRT AT WT H 397 ARSI & ToIT & THhd gl ST ar
WS & @ HINa Goaorr AR oA 2@ sl dehelles &1 dole ¥ AT B
Jod S HFIYT W AT RFESA A TR # IF Wold & df I8 AcCANSAT
dohelleh &1 & T ¥9 gl

Al SRl FEafadt & e BfSed dfTA Y & Wy 3w W 3R o
¢ Y& I QU § STl 9aer 39 W & 1 aF FA & @R §5 TS
frer &1 tfse & d&d &1

15.7.3 Aed#AIRAr ik gfeaw o

WRUIC, §3-83 Yod T, eNder #Hie, FYSTA, s H 30 doellsh &l
TANET 3T §H AR 3T g1 WRUIE 3R I6d Tl W gH gars gl oam
Teamfsat & 3T AR STl AT AT 3T Teheilch I dolg U Collidaled 9T T
cforpleT & garT wied @il &1 A At A 3cuig & IR FH gIen o gAH
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faermer Ehel W G@rs &t g1 38 e ¥ FoIA # el < Bhe &
GART §H AAATE I H TIod IR Fhdl gl

15.7.4 a3 RIed

3H Uqsg H HAT H VR &gl SAar g1 AT A el o gl ar
ARG Ig Asq Y AL BIATl SHH aolg ¥ gH fhedA q@d WHI QAT 3T
a & F T g o 38 F1 T 8| ISR AT g 39 doheleh O
gafsara g gl

IIA FAT A Jeeer A N 5§ Gl &1 9T g oerar & 3R sEe
faw VRL 3t ad3rer Raedr Afsfolor dsdsr & g fham airar 81 sa@
§oTo aTell BIgell & fATaR A1 (WRL) 8ldr §1 39 319 Frages ) faely
3-D 3ifssige & AT & § aF a8 T a3 RIed 1 oo & g
R@r$ &ar &1 393 wese R WaE VR ddhelieh &7 & T ad
Ig aread A 30 O A AcHSA deelier & A f§g Bl

ST FAT H AT A AAHITZAT & FA1-F41 @) FhaT 87

> 3T 39T BIsell 3R AT EeT ¢ b gl et Bfeed «afd Refser ar
eafey deT et AT delih 93 RebrfSer wfEat & & gt o 3ner 30 RBfSea
3mars #r Rerfeer % v I1ft, e @afa #E 3R v ABHvT § F Tahd
g s FedAEar aaf A7 BfSea wafd 1 seaaAe a8 T B

> 3R I9Hr AfSA F SEAATT FAT @, df Ul A% TEH TH 30T FH
S oA, forae @iftar anffe @ v w5 R e B, o9 eragex #
AT &TATT BT BIAGHS, il gl Fs 0 Wl (3A) § T et & Al g
N ofd T gt ¥ Retr & e w5 R/wal A gHsme & Qw ffzar /et
7 @A fr ST g5 g1 P Aegewt F de @ gEse F for fifsar
T 1 TR ISt &1 I§ T AccAsaT A & IHT g arar gl

> ACCHAISTT & AIRT 3T Tofia &I SfRal & ST Tha g1 39 Ry @ olg
& sfagr, 3@ vy arg &1 @, Ffasr fr aER 3l sad 91 dhd gl
HEFRFE & FIlE & AT W HAMBAT IUIOT FART & SN gae ez
& SEIATS 3T & ToIce gel Arm 8 AET S Hepell T

> HAGHIZIT & HFIYeT Tall Bl 966 HAdNSIH da 6ar gl ST AF & FEIATA
¥ Well & HERUT A AT F3 I 9¢ TS g

> ACTHITESAT & 39T § SAUR FFAeE & fov S gegfaal daR @ S aehdr
g Oad wafa wemal, Tollg, awdRi, Y@, @ity ik f@a aerEh &
sEAATS AT I Bl JAedH IR & IRT T 3ueh FIhd FRET # AT M
¢ TF & Iy 3T Gt fr R 3R dure st & Foa g
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> 3% ART 3T HE IF & AFedI o 3R & Tohd gl 3T oAl TS
F T W Tad U 4@, AR @l ¥ 3a7h A a0 qsal A FA Thd gl
AeAZar & ANT 39 FTdl F eg FIV 3TeleY FIAT Tohd ¢ foTd@H €,
ofaal g YaREr &1 seaara Far @ /), sa% IRT 3 R & R Res
F Gohd ¢ AR BN 30 FE qearas # s gifad @ dd Bl

> HUAAT T AT, 3cUEl & U7 AR A AR A3 Hr gHERAET g -

el segfaat 3mer AElfsr & IRT & & W €1 vorss 3R 9w & Sfe
TEG AT 3T IR AT HT T @ T
> ACSAIRAT ¥ T ol T F F-3mae ofdar der e Fohd g1 89 39

AT & AT JUS FS §o Fohd gl $HP ART WR & &t 3 Hr
ST 3R N Rfecar [T Y 7 Asgrdel T TRl X Thd ¢l

> AR & 319 R o g F7 7T 3UN TR W o T § IR [F
IR ASH &l AR 31 TTAAT I EATT & Tohd @ Toleleh SR H SAlelel I IR
ST 92T B AT & 3 deheileh T 39T X 3T faf@d 7 &y v AT erser
¥ aRRT 817 gU s a5 Hwidt &1 A T Bl

> HARSA, gAd YT el el AT TS 9T A AR AvedR g, e
FFIGEY TH FIA FA o9l §. AT I Ugel ST A X aid T 3T FAGAT H
ACHISTT UG S AFedR, P IA7 W 39aey fJegeiy, dgH, a4,
AifecT 3R T d& fF eafer 3R Tdt & o 9f¥e anfAe g1
TWATcHS AT H W Afredd AR § e 39 3 Fedenfz3ar g,
TEgfa 3R aos R W T B

15.7.2 wATATER (MMX) d&did

Ig UHGH oI5 HGCIHISAT dohelleh gl SH dohelleh &l JUAST 3R 319ar sl
FFIGY () F AR A aa NEA| THTATEH ddedlie @
AR Fer arel Fuel & A § - Sl

TATATHFH A Il 3R dlegs aell # o §hdl &1 W F3 dvcdal
AT ST I§ § S TATHAURH ddelle 1 dgd BIIGHG §ef &Il @raes o
drFeay faw, 7 R IR & v s=w o © 8

TATATSE ddellsh &8 & & dRIHW Fouggy 1 edar dor St §1 To
Ugel Ig FFIYEY T & Iewel WamAT F 57 AT FEY S & &1 ¥ der
T2 (f3A), seg (3if3a) 3k REor (anfrew) & @&fa &1 & o e
fecad Y UF 3RS F R & THaT § TH 3Hiwsr F e A Reraw
T B &1 93+ e v QW & & fAv o gl &1 33 9R o &
e ¥ Y & Aag®7 ¥ & ¥ @ Id & AFAA, DT W FS
THTATHFT A& HI1$ 3arsr 91 R Tohar § 3R 33 g7 oy A foedr
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e G &l o IR o T g Thcl g1 IE o 3 Re g o
A SAIH & FAT HI-3e9 fAGer gt gaar g

TATATHH 99 & T aed SN giar §. St 3 dfead & SEEm &7 gidr
gl 39 HSR H ABHYUAE SEIAA & g a3l & o AR ager @@t
IS A STAT AT W@l g THATATHH arel dfeagd 9 # 45 o gifoieX
gl &1 a9 3z wisal 1 sTaA W, 3R A e iR Semaeh
HHPR Follel S HAT & SR AR Yege &I Joflell # 3eTehl diehd 60
S g6 A g1 3T Hs G FURAT THATHAUFH doelle gt dfedd
FFIYST &0 T g1 99 Igel VAT FFIYeT gdele Yo o g fHar) 166
¥ oAy 3300 AIMGEST aTe $f HFUEIT H 3 FHUAl H Th TIL Follged
oem g1 3EA ARy ot et §, w3 39l odg &1 AfedIR ger
Thd ¢, §c¥aAc A 3 Fhd gl Mg 1 @8 aom F@hd 8, wafd & FA-
SAET T Tohd g1 Pl eafel T AT § AT AT ST ST R Tohot ¢

THTATH 9l 3o & FFYR IA & 81T H AT Ugel I3 I FHGT g
AT My @ 59 dEeld Y GEIdr & g AREAT S S|
5 doeited & WM 3R ey A 0 58S der Y o1 Thay &, w3,
BrRIRE e st Rufaar [Segel 3rael o TATATSFH deeller ¥ $HFage
& T 3R 3o AT Sl oot 1T & A & 6 3 3086 G@sT e g
15.8 HAeCIHITSAT WIsdl HHE (Multimedia file format)
FACAITSAT 7 faffiest geal & T &5 R & Bide 99T Hr Id gl §o
gTHl & FIS BiHC e TR Bl

15.8.1 wAAeIe wIsd BiFe (Animation file Format)

T & U 39 wree $iefel &1 [AT fHar Srar &1 9wt gAer a@ey
TRACICY & ATY 3TeET-37619T TolchiAT W RAT T The g1 37 BT Bidct H
SR (.dir,dcr), weHex ot (fli,.flc), 3-D ¥fsAr #AFd ((max), W FS
(.pics), FFqEa GIF89a (.gif) 3 e (fla.swf) gq@ g1

AR H URRAT F WIET # HHR ST & HAedyPl ded & FifR
TR fohdell adr @ Tol 819 3R 38 a9 W fhdsl STedr s3elis fhar
ST TR TE TOHS BT & JHR W & AR gar 1 safor v
FHFUT HT dheiieh HI AT fRar F1ar B

HEA FFUA H FAT fHU I T Tod BIgd & dEATdSd AR N Hg
TET FA T ST ¢ AT F dR W SRRFR A § W wigar # 75
gfaera a% FE0T R ST FhaT &1 30T F aR W A JA wEd FH
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PR 100 fhelarse § af a8 T gl 25 fhalese d& g Seef|
SHPT Tolg U S3AS gl 3R T gl # R arel T $r w1y s9d giar
gl T & Heddld T AT & AU TAAUST FT AATOr dFer wmitheg &t
WANET i dgd 93 YA T X Fhd 81 36 F & AT GANET g arer
IE dgd & HGY WHCAW gl $HHA Fofol dTell Blsal & HR T Hood
fRIT ST HhaT §1 Tl F Tola gty TARET B I 39 U9 F e & ar
zg% foT AT copr-sa 3R TS ToRRT T 3MaRISar gt Bl

Fo foUy oREufadl # 3D wivee & &Y e W &®ss Bioea dfsar
wEd Bide o fh G 3ifsar ifzar sexelld wife (AVI) a1 Rt Faw
ergA (gt .mov) 3 AR Ve gonfaafer g @ifsar (mpg) = @9-
AT g Fr ST THEAT §l Se¢ FEIgER AT RBrea & @y 3w
HfSar okt & T ol RAT ST THhdT g1 TAARA & qIT-ArT AT FHeT
TSN TGSl & H{AT & AT SIS Fehd g1 3TarST SIS $r Tg &TAdT TAAT
Hred H 3Igae gt § AfheT 3mareT Y BEd S & [T 39
3iifsar ofsféeor AfveadzRT &1 93T X M| T T R e W
FIdT ATt FoAS ol FHT TUROT 3T T AfFedmX H & 3qesy
T & CART AU NATHAT & AR FX Fhd ¢l TARE & 95 I
SHIAE3S & FT H AT & T FE AT A Siser g df IJ§g Fy Y
AP H 39eY ¢l & GaNT g d & TAdIaH fhdl ST Fhell ¢ |

15.8.2 33 wIsa WA (Image file format)

FEIYEY H FS NG F S BB Bic U ST & S ¢ Re F
TR & IR R ga & FARdT FFogRt # SR (PICT) wigar
HI JANT BT & Siafh fasist & BPM 3R TIFF wiSel & YaeT fohar giar
gl w5 0 B @d § e gaer HAsherr 3R @S ot # fRar Sar @
S8 I ToehE B FEd & P arfoer F 39 @l veHE 3Ae wied
wiefel @ g T B-

Format Extension
Microsoft windows DIB .bmp.dib,rle
Microsoft RLE DIB dib

Microsoft Palette .pal

Microsoft RIFF DIB rdi

Computer graphic metafile .cgm

Micrografx Designer/Draw.drw
Auto CAD format 2-D .dxf
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Encapsulated post script .eps

Compu serve GIF .gif

HP graphic language .hgl

JPRG Jpg

PC paintbrush .pcx

Apple Macintosh PICT .pic or .pct

Lotus 1-2-3 graphic .pic

Auto CAD import .plt

Portable network graphic .png

Truevison TGA .tga

TIFF Aif

Windows metafile wmf

Draw perfect .wpg

#ifsar Faew (Video clips)
AT A ool dlel ACIHISAT Yiolde H ATSAT fFelcd &I SEAATT A a1
gl Afsar fFocw $r gog @ AT AT Segfacd AQAISAT Hoide &1 fAA0T

FX HA & AR AT T FT g ad & AN & FHA 1@ T g
AT Forcd & YANT H had gH 3T dId A €T I@AT & b gART
FFIYET U Tof A H TeTH g AR 39H grE-BTs W e & Ser @
Fifer ITE 3T 3=T (e & Uedh HHUS &l dIfsAT Tl ¥l Mg al
$HF foT #gedd 30 FIMEISC FERST HT ST gidr & 3R S 306qaa 7 1
Ao &1 difsar 1.8 demese SeE o dr § AR e gue Fr difsar 108
AMEISE STETE AT B

SI9 I8 AfF o g & AU FEagey 1 AR F s gar & o 30 S
I AT H asAEd A AT 3T F Gl P BT STRA g &1 9%
3ANFT 30F T RE T w3 @9 & AT AW f afd ff SF-oF g
AFfEd g1 ag TE FROT § fF e Y Gowre & fau afFaeme
FFYEY GBI FI MaThT gl g

g 3T MPEG-2 3R DVD wRi& & @i af s8& faT 3 RAID
379 Redundant Array of Independent Disk desileh dTell gl8fatah ol
STWd gelll I8 ge-B e 3Tg A1fd & 3T W adl gl 39 dohelld &
JIRT ¥ 3T Colddh Tolehid W dgad @30T 3@ gieer 3R I8 v aRwd
AcCHIZar dioige & folT ged e a1 gidr gl

AR & AR F AT o Tuss I T WeiRa BFr v F|
FT A, TR, FFRR 3R BEcel sed W IMUTRA giar g1 gt
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15.8.3

AT H ALHIRZAT Tohellh & 3T IRATAT HT golg A Tt NTSC 3raTq
YA Collldold TCUSs HAT Y 39 Bfoea Tollfdes 34T DTV &#r 3R
3R B W ¥ 3R T g ¥ R 30 a¥ & 3a o gl R & el
ohfaste sise TAT DTV deheileh I 39T oidl|

STl QU TeATellar ST g8 A gl SAeT 94T @H gir AT FEl 3« AT
Boea AIzar § FedAEar Mswa & FAad F Frhr FAr 315 § 3 T
§eTel arell 3cure, off gt & gRafdd & am=m B

HST AT TF fBoed FAPE HI FFIGEL Theee ¥ Jgd & TAdeH
BRRAIR 37T IEEE 1394 Fde FT T aah oIis Thd &l

A3 dotee A difsar fFocd & W 3R v & & fow g3er g
sl fAURUT ggal ¥ AT IaTE g il 39 SRy Az Feew v
AT & 09| TdAA TAT H 9k 7 20 & 25 §9IR ¥90 T aeld H
3 f3fSed Az F 3ucsy § e carT 39 3T Farfadr @ dfzar
fFocg &1 AT FF Iog AAHBIT WoFe & TART F Tohd &1 NAde
H AT 99T W T ggal T 3T vifeer & fov @@y 3iaRer gea #r
STd gl oad fF e & a5 AW e & I & Az Few @@
feTell ST & TSdel T A9 3TaRTehdT ¢l

. d.§ v (MPEG Format)

RBfoea AT F R adws oy § Avd Ve Faue 39 F g@n
fAuia w3 Tvss waher ffr o7 W €1 39 YT A F9d Ugor 1992 H
MPEG-1 ®iifec & sk & 3drT| Ig wife 1.2 MBPS & d@ifsar 3k 250
KBPS & 3iif3ar &I WE-0a 7 99T kel H T&H AT

1 1994 F MPEG-2 ®féfe Tae H 31 St 39+ oo d&mor & Segd
37T AT| 38 HAId 3T TUWNROT € 3 MBPS & o/ 15 MBPS |
Sadr aoe @ 39 Wi T TaR Farfadr 3R gcXers Afsar wiee
F ured fRAT ST Ghdr ATl STHH Hedl Ao JIEA Fr Y ST T W/
DTH 3R DVD & fow 93T R amam| adde a7 & ASHATe o 389
T 0 BiAc 7 5 MPEG-4 #gd § & 31a 3iTRfET RAeed d§ Aer g
$H BiAT # SR A 1998 #H 3dRT -1 UT| $HH TANT gIBfes g Uus
dufesw sar & fow fFar Srar 81 38 993 Raedr & o ganer favar aram
gl

a9 9 YT gl aTeT Ig HEY 39N wide g1 ofeheT A 2001 FH 3Ta-
TS STHT Told 3 FATCAT & I AR TR g MPEG-7 wide & of o
T AcIHIBAT Frce BEFCUT SXBT & A A ST ST ¢
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Tl 2000 & AT ST dF 3 ddelih H oPNAR FUR & W@ & 3R 37
AT 50% TG BiAC d AT fRAT ST @ § 33 MPEG-21 &gl Sirar gl
sHH UF AV dehelieh T SAIgT IR § O "@aT & IPM FEd €1 SHHET |/
AH & Scaage Uaeh Ao U5 R fATeH FEd 8

15.8.4 f3fSeer @3vs & W (Types of Digital Sound)

Aderr wragelr # fBfoca @33 tF s &ead & ¥ A wWR g gl
30T & dlk W AIF 3R SDIl @& J-A wide &1 sa% faked a8
SDN wife # #ff &R gidr g1 Asery v faftse 33 &% Fsd FgFaR
AT AT &1 ST aotE q A Il HT G HIEAT A g7 ST B
faee AR Rvea 7 RBfSeca ¥z SaEaRk WAV wigdl # R g &
AR Sexoie F o A wifel @ v R STar #

FFIGEY Aot of e AR a%c & § # 39 ®iF W3S H TR WA &
FF Tk g THT &1 501 B T IS Blgel AAR Tod FIs ASelo
W 3maiRa &1 CD & TR 3Hif3ar st [/ &1 e a=xdr &1 s 3ffsar
@Er & oEer 60 fAde & ST TR BT g1 Feeldl g3 deheeh o DC-
ROM/XA 3aTd Taaess iR wide FI god forar fSadr g & R-
ST WIS Toled H TS|

gaAe gaT # A9 3R dw ot S weal & g w9 &1 SEt 9o
FFIYET H YAT @ dTr T@13s S5 FH A Sehm gar § ag A F
g8 fu fAS wdwex it naegeshdr gidt § foas ganT fAd) segdie ¥ A
3 3m3eqe wred T ST E@F| &l § ceewdAl WOAS wds @ .mid
TFHCLN aTell Bisell & TR far srar gl

gy @1 fawra 1980 & gers # g3m ATl fAST & & I A s
FAST H TH A g § AT aEdd H TSl TaREl Hr NewifSar ¥ gad
gt 81 I 3o A coed Rasy W AT Sar § o IRUmE T&ET 3rdaTe
gred @ ¥ o9 D A & IRw IR wAeg IareT F A degde @
HIAESR W o X g1 v S e & JHER Ol giar gl &
3er ‘% udla B A 3er 3mars &1 aedfas Rusieers giar &1 a3
Yg ORI AFANT 7RI & T H TR 8T § 3¢ JF9eH Fed &1 TE
fSarzw f3Use g gar § sHifor RBfSea 3iifsar w3 I Saer IR o
frar ST T SR & A &1 g I Uk Rur § TR O wea &7
fSfoea 3iifsar R &ar § 39% 3R gAem 37 Ear &1 Bfoed s
H 7o S d2T MP3 ®iel & T gaier fRar Srar g1 MP3 wiser
SHHT PR T HH g AT gl
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© No o bk wbdPE

AR (Summary)

Az HfAcaFa &1 v Ted Ffae AeIAq § Fad caee, anfheq,
GBI, tafe, difsAr vad whAS 3 @ FAfad #d GIer I 3Tavs
tg gAAfard als & grgd R o gear B
Teh AHITSAT Hioiehe, IR TRON & qoT gIaT § Wielee Collfelal Td shifeeT,
feomafaier wa disgfder, ¢Rcer va fBoiafen o dioege # o WoT FA &
T g
Woiae Talfeer #H 3eoT difge TR, TF T FacASdr Ud Adeg HHHA
HAgcaquT gl &l
3 WO F AT AfFARTeT §EaI T WA FT @l IATF ¢
TR daelieh § FFIgEX AfAd 7 #ff gord AT g ST 9%d g
faffiest R & FAEASAT geal & T & qRE & e 390Y &l TS
TSe iste T TR fAveH A T T ¥ Tokd B

FAFATH 9T (Exercise)
HAOANTSAT TEGANHOT T Tk ATFARMMN ATCIA FT 872
$HH FHFIGER I ATel & fawg & quid HISw]
FAHETT MoiFe & fOT FI-FIT gISAW Td TAFedR AT
MPEG wi#e & 39aiffiar adisd| whiaeeT & fged aasmsd|
TR & [Agied aassd|
a3 Raferdy &=m g 81
MM Tehelteh T 82
AVI tg JPEG wife & §?

236



SHS - 16
gelelc AT (Internet Application)

go1s 1 TR@r (Structure)

16.1
16.2
16.3
16.4
16.5

JEATIAT
S-Ho T HT YoTTelr
HJ $olel UG dos dIgs dd

JdeATSC STTIHT
ST
HRTLA

P P YT

16.0 32T (Object)
U JeIc & HETIT & &I 3T ST -

o s w0 DdPRE

geliT AT &THAT
$-Hd T FR JUTer
ST AR AT
$-plad

T gl T 3TANT

16.1 FEAGSAT (Introduction)

ST & digdl ¥ YIR-YER & &@Rg & goer deaf@dr 7 smifaekr R
W ugar G g1 sHH IR A § T g dfnw S @ s o e
FFY 3N FeEIe F HQAT A8 81 AR FANT H FFIYET & dgd gU
TR @GP &k HHf F Al & gRade g3 gl o & gIA §-
FIAY I IO & H AR Feh, 39 TRl Fed 7 30ar T T FHr
FIRAA I @ &1 S-FAYT Th oRE HT AT IT IR aTaraior § foas
FEG3T 1 Wl T AR 39 IERHT F a8 gIae 3R giaue gesy
W &1 S-HAY F 3T Y R T dPeiisp off aifFAer war & S w=er
¥ HFOeA AT ST ITYARAA ST & FX Fhell o

$-FlAY, clomrgfeonersl 3R 3rer TR dEeller & T 39AET § foad
SAEHT & HENGRT & @ oelcsl T IUIadr FI FGRT A g1 -,
aary H FAETATT F SE-NARAT T 3eeT F UL & ATEIH T Felair
AT §l S-FAT & ACIHA ¥ ASIGY aeld g IR & HIGUT H FHAT T gl
e STGETT I 39 ATl T IPTaar d47 FAumst & IRA ™S gamaerel

237



16.2

FAT &1 SFAET F IRY 3UMTFdT dUT TGIT & & Teh TGl
FrYfhee TG fFam STar g1 $-31Ad, T FFagey FFgfeidheld dcas
& IW gEg T [, Icurg dur Gt & Iee-Yee F A T WicdTgsT
Ve Rl &1 TE GUAU AP cAaiRe Aafafdt ¥ J@ B ¥ swe
Hecdld FIQBT H HEA-TET Th HFIged & gl FFIgY W
Soiglfeiohell 81T § dUT I HdeIT cITATT I FdTfold Fel & A AT &l
5 IR E-HAY T RE ¥ FOS Rd AARE A3 F 3e=-ver &,
S (3oacifeih SeT Swcddol), $-Hol ddT Soldcifeld HUS Cea® & SRy
MR & afa

YeTd Xl &1 Ig Fad U AWAT g U oAeleed 9fhar g § afcsh qar
YART SR T Selaglioldh dIdiaR0T g <R HI HdAlfeld &del dTel allenl
Jeard Ve W1 &l Uod o av¥f # AuRe el d S-FAd &
FET W YE N QAT gl $-FAT o IIadt & T o5 G20 T aifd ware
T g1 TE 3T YT 9aTHd FEAT arereT o g

A FH RE T AT §

(How E-Mail Work)
o weRla RIT & e@rT gefr o &
E-Mail (Eoacifeie o) fhg d@ &
AT 872
T & 3FgER TF TAeHdT -7 HEU ST & AIA F AT ¢ T
U UTCceheT & (Soaeiieleh Aol sfew) & FaRRd @ Siar &1 saaclieed a
ST TR F Th B FART Bl &1 Fodcliceh Aol dlod & Feer wel off
UTCehall G@RT UIed fohal ST Hehall &1 H1S 81 TNTehdl (ATHTAT: TToceh)
T off -7 TG A o TS AT THAT &, FA FX THhdl ¢, FIfed AN
Thal § dUT 38 9fhal & aig Ifg ag I o fRdr & s-#a @y o
ThT gl T 5-Hd {EeA AedAsar (Multimedia) $r faRIvae w@ad &1 &
AATATT fFdY TAITHdT T S-AA T & 3yarar T g e off o F
HEIdT Ul Xt &1 Electronic mail (e-mail) &sr, fRalr & 13 disr
T e & & 9 9R &7 7 fowa §, 38% 9 38 W qa1 fowd § 39
W fefre wana § Tar R sRa T (Post box)® 97 3rer & 1
i gHR e-mail 7 o Arafafaa afafafeat @1 seEzor wEr g §-
(1) &-FoT WUAH B RFH HAT|
(2) gar (address) for@ar, SEr &9 $-Hel A= &l
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0

(3) 3-A YRIHA HI FETAAT § T2 TSI FledT|

(4) T A & TIT ASA AT HATUS ST AT TFeleh HaT|
3 $-Ho 9H & Ho o Tolec (Mail user agent) &ga ¢ i ag fordl
YTl T STE H FRAT & T WA R TRl @ FFIgE & A
ALGEY H RS AT §1 FE gAerhal & GarT Heer Aol & 916 I HAA
ws HET # Amfea & fGar Srar €1 s Al A e wEd &1 FHe 3TER
AT T e W AAT Hear g1 frelr e & et smer g @ -
(1) SENDER ($iSfsT aTel 9eTehdT) &r e-mail address.
(2) RECIVER (9rcd &l alel SeTehdl) &7 e-mail address.
(3) Tewr foraehT aFars 1 & 1500 36RT & & gl
e Selaic Al & AIH T A Yove A9 I &1 e-mail T W, &
gcieic ABe & address Tor@r giar g, 98 39 g0T X ol ¢l frdl e &
GaNT 39T I AR fAfRET A€ giar g1 ag fRer o ANt @ R arv 9q w
ag o HeheTl Bl
§-Ad w3 (e-mail address)
e W -7 3d fArafaf@d 7 & gaer fFar Srar 8-
User identification@domain-name
User identification e-mail address T IJg 9T, TAETHdT & AST 7 i

gadclieied Ad & A= #wer (Dissecting A Piece of e-mail (electronic
mail)
fFer e-mail & fisT &g &ET BT 8-
(i) &9 (Headers)
(i) |eer "@3T= (Massage body)
(i) g&aTEX (Signature)
g9 (HEADERS) &34 fhelt e-mail &r ag§ #WT gar &, Sf g4 e-mail T
P F e-mail F RAFTT AET F IR F IdGT &1 IAF §3T FT T AfREd
oA T fARTd 32T BT 1 O 85 & IR0 fAtaf@d 8-
Rest 90 (Return path) - fF&T e-mail 7 3cak ¢ & v 59 address
HT 9T R g, 98 return path FHgorar gl
3¢ (Date) - Ig g e-mail A= H IW & aX F Farar B
g (To) - Sender (e-mail A1 drel FfFA) Ued oo dral cIFd Sl
address ¥arar gl
¥eage (subject) -Tg e-mail F /YT F IR & FdraT F
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(Il) Eeer EXa= (massage body) I8 fReT e-mail &1 ag #er § S e-mail dser
Y T TS W gl o9 g7 Py Ifdd #1 -7 Ao § aF ¥ Hewr 39
FFYeY RUTCH W 3IMehfold T g1 3ol & AT 98 HFogeX faveH g
Fo fAfaa eregl 1 JAeT Fe F FEdl &

(I gFarea® (signature) - signature HIg FEATEIRT o gl @Il gl Sfodh Tg
GfFadt &1 Th HH giar g o fh e-mail A5 arel IfFd F TR F FFRRT T
gl 3H AT # YR 39 IR A Fo o Ieerl fow wdhdr 1 S
39H FIg Ifed 9T QT AH. Idl, Bl AFaX. e-mail address g for@ar
gl AT & 3T AR H TAT P7 R F TS §, AT g7 a¢ O 3§ AT
T GAET 7 FY| SEY S-Fel G Folel F HS B w1gT gsar &1 g e ufFa
H W TR 3-HeT Ao & AT signature HHET FI IR-IR @ i 3maThar
S8l gl €1 U SR for@e & §1g 30Tell aR e-mail program 38 #HET &I §-Ad
A A SIS &ar Bl
§-Ad & & (Merits of e-mail)

SR ¥ Rrataf@a o &-

(1) -7 & AreyA ¥ &F fordl off <afdFd @ 9gd STedr communicate (STaeid) T
T&d ¢l Fig 8 e-mail $© dFUs F I address T Ig 9 ST ¢l

(2) e-mail 397 fAFT § RRAGRT & TTadd F T dgd G&aT dar 81 -7 g
W AR A 8, 3T g fava & & o gu safadd & 3maneh @ e-mail &
THhd g1 I & S-AST Fol & [T HoT a1 X § dF I§ Ao Aol 0 FeRit
T JEIT g HHR W R Hem, 7 & gy «w

(3) 3-A F FLIH ¥ YA, T & ArY-T1Y AR FISA, 3MeT, Bl JAqT F$ 31T
document #sT TFd £

(4) -7 fod AT Fig Tl TF AT ATEIA AT 3ol ole] HL Tohall &l T
FY-A1T e-mail & 9red FRaA arer T $EH Y HgHH Ael Hdl, Fifh -
AT 3TF FFIYEI & mail box & Fafed & s Bl

(5) 3-Ad Aaad GFET Fs o afFd & Ry ot R &1 F$ appointment gl o=
gsaT gl Ig FAN giowr & IgER wl o Aem ST dear g1 sEe foU
receiver(Arcashdr) I 3eeddr & R 7 o sy Hr 3TaTHar A& gxar gl

(6) S-3rer TRt & @ AT & ST o ALY ger B

(7) R F 5-FT & Tov hel Bt a1 A T ATHAT 8T BT ISl g oif R
HTHA-THA HT Siddid H gF vl
gogcIad Ad & " H1F (working with electronic mail)

Electronic mail & @1 g7 @& #17 FT TFd &-
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(1) 3-3e 9rEnA &1 fhaeadst (Run mail program)
(2) - AT (send)

(3) 3T aTelr §-A &I 9saT (reading incoming mail)
(4) freY Fer 1 STaT e (replay mail)

(5) 3-3er 1 A= (delete mail)

(6) 3-AAeT YRENHA F dET 3T (exit the mail program)

16.3 9 34 3R des aBs d« (Search engine & world

wide web)

ST T W I3 TA N FIAC 39664 §, T AT a9 T3¢ & §9 H
gt €, 39 dEe 3R 39 99 T e I3mEdeEsd det ¥ §¢ WY &1 W
H 9o 35ar & & PR U frd faRy fawr X g@er fr 3naededar @
dr 38 fAwy @ qeaqul el e & fov #ar [/ 3uger d ori S|
$aF fIT §H TF S0l AT I SRRFE &1 HERIGAT Isdr &l I otel AT
T SRRECy STl W JIa3t H A &1 @I o qat H w3
SETHI 10 ¥ Ugel g3l A F FAW SEIAT H A IR @F-aRomAr @
IPEcdT &1 e F A0F FRHUAT F FI R W 2

16.3.1 |9 g (Search Engine)

ZeTAC A FIATE UIed Il & Hg ik o] TEH AT Il T Sofel &
SIRT &1 I S AT I Thd dUT eI Sellel & ford 30 gfshar &r
3 § 3R a9 @ge dur a9 O # e forwd €1 3w 39 grarer o
sgH AfAe gid § Od d9 99T & HGH H Seed Bl gl Tg§ Seed
FeH fAAVAT GaRT gl §AIU Sd dfesd TARST (spider) sH & HFIILI
NIA T IR R Sd €1 5T MIamAT H S AT HeR (crawler) & AT
J S AT | TABR THY A9 H TIeR Hled Bd ol THAI-THAT T
$Thic H gEA d AU dUT AT &gV THT ad & adT 99 S0 &
ey H Sisd W &1 I8 FH A9 Uo7 H gRfART & #Aegd T
ST &

AT 3ol &R HT Tgdied & faaRor 3R THA.THTT & IRT Rd &l
TAEST Aol 931 FRGA HR F&H gl &1 TF 3ihell TABST FHI
ST A O ARCT §, W7 6 5 Rl @9 S99 @ A I A9 9T HY
gAY THR X forar SRem| I g9 faffes @ivedy WAt &1 seaaAre
FX 9 d5cH AR AT O FH AT I &l F WEH FARS HI R 99
N TFRL M § 3R A9 BRI G@rRT A I d9 WiseH dd TG Ad 8
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I F SOl & TUSST WA @d § o 99 T gee Fed § AR 3%
TG JoAhT FATHOT I &

I 3ol T I8 W IRATT AT GEAES & W Seed & & H v 7
ol § S AWl gaRT TG : THA fRAT Tl T Tl Hr AR A@Er
aRemT -

TART BISal HT ST

TATEE AT &ie WA S a9 9ol T ®gel §d g,

@Il el cFaArelion

T $oTel Held @ & YR & Bl o-

Fo fFaea 91 (some personal engine)

SATFAINT ST T 3UANT hdel Ueh S[CET HI Tiol & ToIv Rar 1ar gl
AT 994 (Meta Engine)

A 3ol Th & F seed Fr @ Fd gl

S PR & I Solal H AR JAs @ & ured aRomaAr fr q@n &
MR W FAT ST g1 AFAd T S hdT sreed 1 @t wrsell i
YR X &, AT o0 Uia 3eed 10 ¥ 15 Bed d &, Hel I Sod
T 39gFd G HT T & ok w5 T Sl & U 1T Thef A ol
FeT W AgdUT ¥Y o1 (Important search engine on Internet)
9 330 & IR H T HAgdPU! dT JUT 3o $S Yge] HI Sofel A9 HIST
& YIR-JER & gHTEGRT 3R Feradr alier g1 89 $of seed & § Hr
g5 (Awg & 9a arer MVF ereal) i @ W &l

¥ s (Search directory)

I sy U a9 @ise § OEd Setee W AS IR A9 wisel fr geaT
A I @RI N AT g, T fF qF Sl H g WAH & @RIl FEe W
S Y a9 @ge F fha Aol #7 @ sv 3R fRa arfeer & sada giaa
fhar ST saer haer fOdwa #d g, ofhd Scieic WX A IRl @l aw
ASCT BT JThellehl HRUT F YSIa0T 1@l g drdl, g 37 & Thdl § dd A
A o fawgesq & amar fhar arn g 98 €T 81 @9 SRRECll 36 R &
Farlt S g1 Sad fRdr a9 wse & Haftd s deet fRdr @ra Aoft &
et 3T ST, S-Wegke, 9ded A IfE| s@e §ig 3T 39-AOrar
FarRt ST €1 SHHT AT Ig BT & R FIAr Ied a1 3w 3 @
ST g1 31801 & fow Ife 39 fFaY fohche AT &7 Aol TR AT A1gd
g O ggd TR W & AT ST g, SHe &g 39 fhee 3R R
TR A Sdar| AT :games>cricket>score>India-England.
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T SEREE FIAU Tielel & T §81 3uAnl gidr &1 afg e et @re
& IRUMAT T A dR W ISR § ar 39 JAfdes Ao ar gieat 3k
suAfort F @Y 57 gea €, 3R aifSd a9 9 1 gaar g w aHd B
T 399 & 3AA AF7 @ @ (Finding the Domain name of search
Engine)
a9 FEC RN g I W Ig IaT o6l e ¢ 6 38 frd & o1
fom ST TEE IAC @ el HEET 36 d% g d @l o 9he
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://Awww.Teoma.com
HotBot

lycos.com/addur
Lycos
http://www.Lyco.com/addasit.html
Alltheweb
http://www.Allltheweb.com/add_url.php
YH@ §9 S (Important search directories)
$eqeie W 3UaeY §9 SRl Arfaf@d -
Yahoo
http://docs.yahoo.com/info/suggest/
OpenDirectory
http://dmoz.org/add.html

HAedrAfzar Ak

Alta vista photo finder = AMICO Thumbnail catalog  corbis

The picture collection Scour .Net Yahoo!News image
Gallery

Fossick .com comado.com ariadne.ac.uk
www.csucicl.edu/ www.halcyon.com/ ariadne.ac.uk
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Lemt/dmc2/imagsearch.html  Tmend/mmedia.htm

16.4

d9 HIsc 3doUHc (web site development)

T 99 H & TOSC THRAT ST GH § ST JIAGI F HSR gl dAfhed Tg
I3 F PR F AT UF o167 & SHH 3eieh ¢l HT a9 d18c T AfGAT
3 AT §, 99 I8 I PR AT §1 99 Fige I SEJd He H
ST W U HOR AU ] Sog JAN % & A9 UfeelRIaT dgelral &l
a9 d@se U HTML & SRR & Jrar g1 3 Rl aafda & 99 98 &
g&aast (Document) &1 HIET & a 3o HTML # 9RadsT aa g 311
3T gd gl 39 dRadd & o &5 Iemaer fRY Sd €1 3aeeny.
AISFRIFE 49 qFeaRIeT RIS AR Sfaggie &1 3R e 49 3@, SR
wEel #1 HTML ®réed & qRafdd aXer &1 8 96K 99 gfeern Rffen
text format & HTML (Hyper text markup) & uRafdd a=ar & I«
ufeeleR, AgHIEre THldd (excel) g HASHEF IraX talge (power-point)
HIIART Fr Bl H HTML wrsar # aRafdd & & gro-ar @t &3
i e §-

1. Process file in batch - BBl & 9 & FHafeaa #ar 2
2. Create butoons - §cai & AT &ar ¢ TEF Tk 07 & g 0 W

16.4.1

ug dr S Fhl g

convert graphic image into GIF format -Infhed AT FI BRAC H
aRafdd #ar gl

Build links form existing indexes ORI & &=TaT &

3WFd FF A9 ufeenrrR garr v sma g1 36 ufdkhar & a9 gfeafRi
(Publishing) g 1

ges ass ag @1 gfag (history of the www)

WWW ¥ Ugel 3o I Hdlfald HleAl, HIAI3 HI Ucd FHlAT TI IeAhl
3YIRT AT Hcded Hiced ATl HIZel &l clihe  (locate) TAT SE3AIS
(download). e & oI & TERT oAl ISdT AT Siifeh & §IG 3T &r
aaT| e SR off (team burners lee) & g4 dcs a8 a9 & AT & &9
H ugad gl SR, RaceRevs # fYUd, European organization Nuclear
Research =& 9IRERmem & #ifde = ) RA Sciec & HdTeeT aum
36 TN H A drel FHfeaAsdl & FROT THUT @ gH Al A A
European organization (CERN) & 39t @eT ABIGRT d2T 39« arfdt
& Y FFYfAheled & AEIA H el W @aR & fRar| A7 gga &
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8 gHEN F I A @Y IR R F I WA F o g
ST HI AT & FAMoId el & folv U @eH &1 AT har ae
1989 #, 3egld www fBTcH & UYTdld@ & European organization
Nuclear research soledifded td &ryfdar faomer & @HaT gegd fanam qar
Wdd ) HE-d% (feed back) 9ed &el & d1G A9l FgANT IJaC Hfordr
(Robert calilliao) & ¥ Revise & 38 Y&dd &I QORT Segd far| ag
EAT AR # folr -1 v M 9 ¥ Ig Yolde YEF & I
gioide & A & o facd e fhar a/@r vg @« 1991 & 3@ehr Hint
FoAdr & o ggier hr =Y difs Sadr geteic W A3 fawrd &l GAsT Jhl
WEd, 1993 # AAAA HX BN I FHFYLEN UCARA GaRT HT gell
TEOT At (Mosaic) (types of web browser) S=iar & o uereT fomar
IAT| T UF TURHT AW 391G AT el &l A7 915 e $1l Ig
Th YR el Mfhehal R §Xhd (GUI) e &Xar gl 38 faRkerd
Aol AZH (mouse) & YA FHr FATT AT g, AT FIS PR e
keyboard & 8 SH&T JIRT & Fhdl gl 3Id H T Il aI¢ 379e, 1994
A National science foundation (NSF) & Jg #Hggg fmar f& web o
THeIdT T g Ids Iod & off ¢ IdT Al o des d$s a9 & 393N Ig
TR R YE T 2 g

www 3R g 93T (www and homepage)

FS i TS, TEAT, H9T T AFT 30 JAUT F 39T W THhaT g
$EH U I H TT 39 3G 8§ Fafd & S arell GIAaumsid qar 379«
Ar@3T ¥ HEfd STl &7 S Fehcll §, I TIR H Fad HEAT I A
39 gl

g 99 W fof@a amel & 3remar o, R, FIe, Ter as fh afer o
39eIst] T ST Tehcll gl 3ToTehel dl gIAYST W HAecHISAT (M, fUe=R) 31T
T Far o 3Ty g1 FAUYS I Th AT UH A H @ AT Rl g 3R
ool Aot AT & dgd 3T JaffauT g1 T ¢

$THEIT W 3 HeAdh HFEIGE H FAAHT H HSR gl e W T FIAE 3w
¥ 3uerey g1 3EH fAeadhy Wl 3R 75 Ay fhde, [y o, el
FRA, gk & Affiea foeafacaredt & augy 3nfe anfda €1 9
IFT T I@ER W 3H W 3T §| I H T I 98T HER & R
3YANRT A dTel B TG Tl 61 @l & [ 380 Fafdd FIeTr Fgl T gef?
www 3 d99sT (www and web page’)

a9 937 U des digs document ¥ ST Fo o AG @AT B, TH I U
T g8 e siegge (word processing document) grdr gl
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50 RE &7 &g Thd § & web page web W 39elstl T hypertext
document giar § a1 hypertext a1 hypermedia #r dg Ifc T des ags
a9 W 3IUsY TE &1 3 web page @Ed &1 M IO F T gH
HTML (hyper markup language) & S¥dAT el USdT gl

a9 99 &7 "= (structure of a web page)

U 99 99 1 ARl § fASRT 91 gl &-

1. Head 2. Body

Head

Ig [T d9 99 & Ygar feeam glar g, 3EA US @ N TUT 3
Parameter 39cle¥l (& § folee Browser gaRT 93T & &1 SATCT g
Body

T 997 & arEdids contents UsT & 39 RET & Wd & 3iX I8 contents
text g tag @ AT @A £

AT @R (web server)

e www F Hfead T 7 O fSeg #F Iwd e §, &7 39 foeg
web server FEd g1 I§ fSeg www & 3ed #H T gl

Web sever sT3sR &I 49 UST 3 99 @IS 39esY el & 3gA HfFe
T €1 I8 T g I Thelled g S IRl OUT 99 A T gak A SAISdr
gl 39 FaR, AR 9UT 99 99 & o U g@EX & ST Bl

FS T FEUAAT P HUAT FTIT ST FAX BIAT g, olfched femier s qur
BIET FFAIIT a9 o1g] & Thalll T It W @l a9 TR & 3R IAs
H ORI 81F UoF enfAel @ 81 99 R &1 I aIfdca giar ¢ foh 39 giH
el (Home pages) & a9 sT3eR &I Deliver &Y, JI§ dg %I AT |
39 R AW IR dveaR ¥ Ao garar § wd ag I &1 Reaee
H QW F Th| FAT 3T FAc-AR A9T A A0 8?2 I Th d<g Hl
HFG BT & Sif 39 §3oR T A & YT 8IdT gl S3oR Hl §H Follse
® T H @I § TUT TS SiFGHC F sceic W 3o ufa c@a & o
el Bl

SH YR §H #g Thd & & I8 U6 Hired, gready, Yol glar & o a9
Folrse I G gar T 8l

39 §R dFedd (web server)

a9 HA WA dr giawr @i vafad 3RiEs fA¥ed W 3qersy T 8l
$aH gawd (Unix) & @ d@&0T, Microsoft window NT server @m
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NT workstation e | &1 a9 TR HFedW, gBaW IR 3R
f&¥cA & combination W, S 37U T cerewH F O g §, AT A
T AT g

16.4.2 A A7 HT YsiIor (Domain name Registration)

afe Ry cafda a1 FFael & I A8 FexAT W UeRId e giar & ar
O foT 39 FFdell & SIAT A7 Goilgpd HAT HGIAF gl & oif Tg
guiar & &% ag dse FARNS ((com) 1 ARfASUAT ((org) 32T A
& fou
S AF @ ' giawn, &% HFafdr $eleie Asel & ATEIHA H 3TaeY
gl frer oY 3ueiFdr &1 39sl T3 §eeic W YGAd el & v 38 AT
7 (Domain name) GUSieoT AT IFAEEX M 98T g1 31T A ISTeeersT
el dr giaer Inter NIC GaRT 39elstl &I ST &1 NIC &1 SR 3M9ehr
ST FT IS FT HT g &1 9 TTse el W TR (store) gl I8 a@w
dg FHFUeT 3UcIsY HAT g Sl Yl ABe &l TR (store) FA & forx
HAART (memory) 39y Il gl I8 3T W R &=ar § & 3 e
FFIAT N AT I o AT Fl s TR eI FFIAT STHFATHT &
Sl & AR YT Wl G SUHFAIT T ASeT B WA & v Se1g
39Sy HUAT &1 3§ GIAUT I 39 a0 & U a§ A9 3THFast &
TS Hed o B 3 a7 oY wd gay fAeafaf@a Regit &1 wae
@ =fgu-
- (o & AT fhder o @I I el U5 T@T &2
- WART A & fow fRdel W 3vR T (free disk space) 3derey g?
- foryges AT (free limit) HATST g S & &6 MB ¥4 9Iod & &
foIT fhclell Yoeh STHAT el q9am?
- Taffiea qereiiehr TgIeT 39eley § AT 612
- et susiiear dr gaemst @ fFdelt gIam vae i o @ g, e w1
3T d (unauthorised) cafFd 3T AT I GRUANRT 7 HT Heh?
AT a7 gsieor F BT (Domain name Registration Method)
AT JF7 TR & AT YH 39 FFUr & AIH T S fF 30 TR
(server) 9 TU 3USY T T&T &, Tl ASC HI IS I gar gl
3aeX0T & forw Inter NIC S f&6 U.S. & ISegersT &1 giaer yara & 8l
I P ITHFAT AT @TsC I FAT FFaenr S fF 39S @R (server)
W 3UHIEFAT HI T 3Tl HU Wl & & AEIA § Inter NIC #H 3r0el
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grse # YIEX HUar § ar 38 e & & Qv 3usear & o
AT ST AT 95T &l

Tge AFRAA F ®F 24 & 72 "ve H AT & A &, HEA gIw
3THIFAT & $-HA & GaRT 3Tcled] FUA S gl SHA a7 eyl &
Hed & AT 3UHFA F Hisc @8 FFC (credit card number) #Hr
HEIarT ¥ giar g1 e &z &8 & 39 {Seeee et Ied 787 Y Feha
g1 @rse ST & I F 91 HT HTe BSdl P FEgel F IR W, T
3T Weihiel HT TERIAT & AT THhd &1 519 U IR Ig BISel I W FTP
TR & S &, d9 g8 3M9% 1A 7 & FERAT & Selele W 3UdAsY &l
ST Bl 3T 3791 A1S8C &I AT TUT 389 Fafd eI e d1ser &
UITd Y Tehd 8-

NIC link: http//www.uninetino/navan/domreg|htmi

Asia pacific Region:http//apni.net/

RIPE-Europe:http//www.repe.net/

US Domains :http//www.isi.edu/diy7/html
Singapore:http//www.nic.net.net.sg/

39 dBT & fAv ghre ¥aX W 3UaY ¥ (space on host server on
website)

HST-F FF FFAAA 307 R W ITAFABRT & T FU 3T A
gl 59 R W I T 3Ty @ar § 39 @e (host) TR Fgd &1
FFIST Tg TYT 300 FAX W 39T AT § 98 IUAFABT § 39 O
W VI Ied A & [T $8 Hog Al §1 Ig FFdell F dereiien glaemd
3T AT §, o fF TIFCaW, dohellehl TEINET scaife| frelr s =afFa
IT FFYEAl, S 38 AT &1 3UIANET HAT T &, H 39 9 A [GAT €q1eT
T@T AU fF a8 FFoel S FO W T 3Ty R [T & 39! fohdelr
B U 3TcIeY T J@l g a7 38% AT Fled-Pled H dehellhl TgANT
39IeY T QT gl 39 AT P Ied et & oI IuHIFAT Fl fohdelr Hod
31eT T U3 @ &1 39 a1d &1 oY RV e @ iRy & ag fhaer
FI&T 3T FIATHT T JelT FT W &

T R I 3’9 HU T@Ee & AT HT ofd g o 396 9dard 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 HF WFad (Access)
F THT §1 T WSS S T TR W T 3 FHA -

e http://www.yahoo.com

e http://www.azc.com
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e http://www.aaa.com

FPWEHE ATHIHYT avdst (HTML-Hypertext Markup Language)

HTML Ter Q&Y 99T § S 99 9 &7 H TEe alar § a1 39 HW &
g7 & 99 9o FeIdT gl HARAT oedst (markup language) rsg, foRare
BIYl dTell So5€e! & 3ol g3 ¢l e fhae &I o9 ¥ 9§ w& Sy
Y, A& f&FtC # USdT § T 39 W F5 eg (A1) 90T gl TH A
Py BSsR FI Ig Idid & F SHeE & BRAC H WHT HIT g1 A1fed|
3aEX0T & fou S #IE A wdeX T dge FF dles B (BT 3ERT) H
FAET TEaT & A1 Ry 9fFa & A s FaET aEar g1 sd yeR R
A9 U W 3ufEUd 31eT, F3SR GaRT Hidwfad fFar Smar gl

3RO & AT - I g7 39 9T W 3T N dos B F HET RS & o
gH o tag & <B> g <(/B)> & YANT &&AT g Ig 3R &l gad
FLIN. S SBESR FAAT WIS M al 9§ text F dlos HH 7 HT g

I &1 HTML (Hypertext Markup Language) & #WT g1 HTML HE
CHEC T BRATET FAA3T & v ASCIl Character (&) 93T Fdr ¢
TEl ATT SHC 7Y SEr H Bl 3HH Y TE g F P N Feogex R
siaggic ASCIl Document &I ¢ & §9 H UIod @

HTML T UHr o791 § S gW ¢aee siaggic & faffiest ol &t dwse
& forw gater &1 S 81 HTML & 3223 ¢aee & ufshar (Processing) &1
FASAT &1 HTML (Hypertext Markup language) & T& sg Hyper text
3T g3 &1 Hyper text & 31 § - IoRT & H&Y 1 PRI & aiddidl Web
N QT HF AT 9fkar Hyper text X R &I g1 Hyper text &TYRoT
THEE Y RE BT ¥ TR CFEE Y TRE & 3/ UST ST Fobal ¢, TR
foFar ST ahdr &, WIS ST §6hdl & T 30 ¢ # $o SiisT T ST T 8l
T fadvdr I8 § & So¢ Rl 3 Caee & Ay fold off fonam ST &ehar
gl 3T T & gaRT §8W ¢HET & HIY Hel P GATAT I:T &-

HTML (Hypertext Markup Language) & @I 3T U 3T Asq
Hypermedia (889 #Hf3aN) g1 gBW HSAT, gBR He ¥ 39 dkg el
¢ 5 I8 Tt & Trg-ay sAw, difsAn, #dr g @ o e 3w steggic
& O foes FT THhar &1 T§ Hypermedia gBW ¢HRT T HedlAISTT Hl
EIECIRY

39 YR §H &8 dhd © o HTML (Hypertext Markup Language)
HYROT THFEE &l gIER eFee A uRafdd &t g1 HTML 93 e &
I T Il &1 31d: A9 U7 AATOT 7 FTHHT JAT F&dm o G ¢
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AT 9 & f3emser ¢ (Design Tool of Web Page)
Pl a9 99 & sa= & fov Aeafaf@a 3muRea ar=t (Tools) #r
RIS Bl &

(A) HTML ®I5a & o & faT wF ae uifier same s HTML Editor

(B) HTML Page &1t & ollh g €&l AT, $HSH g AT &1 @id SHS &
AQgerT (Manupulate) & & fau v aifeem 9mmA 3 Image
Editor|

(A) HTML Editor (Hypertext Markup Language Editor) - HTML editor Ts
ToreHhid &, STel HTML &1 @ HTML Tag &F eaad fhar Sirar g

() O 9 T3oR &F Fo4-FT HTML TfeeX &1 2l

(i) & HTML ufsféar WA 3reer & vaa fe o g, e dgar &
HTML 9T a1 Heha &1

(i) & a5 9r@ER (Word processor) fdl AHAT staggic @ HTML format
# geolT & F o 3T 2
$& HTML editor faeT §-

(i) we s wAieX (Front Page Editor) - Ig TSeX ASHMAMC e caRT Yald fordr
T g1 #AseEAde (Microsoft Front Page) & tfde st & fow File Menu &
X New Command 9 a0 d g1 30 YR 9 Udh 447 a9 U &l &
fT e ured a1 &1 59 the 9T SFade (Template) Fga &1

(i) Aerpg AdRier Mes (Netscope Navigator Gold) - Ig AcEHIT FBSR BT HET
¢ S & WYSIWYG HTML Tool 1 & 3=cl BIdT &l SH&T ST &Il Bl &
AT © TP JANT Secdeic W Page o & foIT ad gl
gahT fag AEUReT e f Re BN §, Weg FHH olOR J3 &I &1 TH A Ul
el 3o7 ¢olaR I FeradT & HTML 9 §oIrar ST Hehel &

(i) wsle 9= @@ Adobe Page Nill - Ig Editor Macintosh (Af&eciern) seaget a1
I & AT gAeT fRAr S1ar &1 36E AU A goid & o e §

(iv)@reds (Notepad) - Ig§ HASHEMC GaRT AT AT TEH TYUROT TEEX g
HAIT : 3H TS FT TN & AU R Srar &1 5@ #Ashade aeds o sgd
g1 I8 HTML #iz for@a & foT colewid yed #ar g1 Notepad # i3 for@e &
d1g, P AT & FT AT IXd & 9 38 a9 3R (Internet Explorer) & FgIar &
franfeaa wa €l
g1 el ¥ faRea wswEre 3ifhd 3w §g HTML Document &&= &
fow off wder yae €, ¥ - Microsoft Word, Microsoft Excel. 3 gart
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ff BI8d S F 9 3% .html extension & TTT AT FIG § AT AT FEoN W

fparfead #d &1 HTML & e - dAId @ 99 W G Siagec BRAC # aef

gid 81 g Ta¥ & A9 9 Tl H HAAT HAT gl 9 §H A9 W §FEoR H

TEAT & FIS siagiic Toa § dr Sioggic &1 o dgen 99 @S gar §, 3w

BIAIST &ed ol

Rl gIFYST A IR HEN & §rer 3= g1 R O & Bsa e & fov IR sl

- gf8ar (Heading), ®mam% (Paragraph), foe (Listy @ v3d@ (Address) @

HTRISHAT BT &1 TE AT &% 3ozl &1 T@d §1 F &1 eataf@d §-

fFdY HTML Page & 338 e & foT 9ds T <HTML>.. </IHTML> &

arar # for@r Sar gl

faemgsr &1 (Design Tag)

(i) <HEAD>- Tg &1 HTML file ¥ Information @« & &1 8T ¢

(i) <TITLE>- 9§ %1 HTML file & ofiF &% & T w2y & 3mar &

(iii) <BODY> - HTML (Hyper text Markup Language) Document & @ &3y
3 AT & el odad fhU ST gl

(iv) <P> - Ig 27T (tag) Ramw for@ar & forw w2 giar gl

(V) <BR> - Jg 1 frdlY 9fdd &l s el & H1H AT g

(vi) <PRE> (Preformatted) - 8 ¢of & v Ry srer & Aftaq wRae &
TFd A & T fFar Srar

(vi) <FONT> - Jg Taffied Wlec &I BET T H H1H ATCT gl

T edild e god g 7 3 §-

<B> - dles R

<I> - Static Text

<U> - Underline (37X as) ¢aee

<CENTRE>- ¢FEC &l decd H &l H|

<BLINK>- Blinking (feafear) e

<BIG>- WA 3HR ¥ 3 ISR & e foga |

<Small> - HFAT IHER F BIC AR FH e faaga |

<SUP> - Supscript (RfEre ¢aee)

<SUB>- Supscript (§RRRe ¢aee) 3l

(iX) <UL> - 331 foree, I8 ARor foe §ae & ford 9T giar &1

(X) < OL> - (3 fowe) - ¥F ¢ frell fore &1 arall & W sgod & A

forar e &

<LI> tag - Ig foe 97 & AcE T ¢
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<DL> tag - g fore #r sehadr (Glossary) sg&d &t & I T g
<marquee> tag - 38 Tl § §H cHEC HI Tod-hdl fe@r Fod gl
H% AfaRed Fo difeee & (Logical Tag) HTML page & f3omae &t #
Fieg Ad &1 398 ¥ o e &
<EM> - EMphasised text
<DEL> - f3eiies (Deleted) ¢ae &I Rifegd et & ol
<VAR> - Q1aH Gl # RGeS 59T e & ol
<PERSON> - {8l cgfdd &1 A7 eheFd el & o]
$o a9 HTML f8airser a1 faest -
(i) <Table> - HTML Page W 2 Sl & foT 3T FAT A &
(i) <Frame set> - Ig g HTML Page W faffiet AT 1 cuaffyd &t & FH1H
AT 2l

(iii) <FORM> - &g gaf HTML Page WX & fA#ATOT &l H &I 31T g
3 @t &o@ & Attributes (Tdieggd) gla g, oo TEdar @ e (d91) fEemse
forar e &
<Address> tag - Ig &I fhdl a9 997 & @EW AT arel #WET, Signature Block
(AR sclleh) T TFd T &1 T8 Rl Ifdd & T ST Il H #cg
LT Bl
Rl HTML 957 & anfhea & Sisa & fov 3maeds § &6 39 &5 & @
3T 98 TH A file & T A IS &1 Ig AFd VI Sl W ured e s
FHhd g A1 SCANNER (FheR) &I HgIdT ¥ T TS A Al FFAYeI BIgedl &
T H HIET FT Tohd &1 5T BIsal FT extension. GIF a1 IJPEG g gl
AT WX (Image Editor) - SHS & d9 USii W YANRT A d SHS & 1T
Manupulation #a & faT anftherd Wamd $ ERTewar g &, 5§ AT &
Fgd &1 8F 3T WX T FErar ¥ e s #T W T HER ged T Bl
A Text S @Hd § T gAT o da g1 TS wiereng (Adobe Photoshop)
cafas afFaemer WA gl

$eT W 9 | Fai (Top Search Engines on Internet)

Aeiwi AOL Net Find Looksmart

Altavista A-Z Search Engines Galore Megaweb
Ask Jeeves Bigfoot MSN Search
Awesome Library BikeCrasler Music Search
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16.5.1 §-=A" (E-Commerce)

SHAY ATH F QY osg - 'S T FAT| FAY UG, SA-IgAlAT s, IR
AT TGET B AT W W § TU Y Usq, IAFElSE @, JRN FHr
golagiiaih HTETH gaRT SHaar|

AT U HIR Tehoileh & GaRT Tohdll 87 YehR ol HFUIGeT 372l FIl &
A IEA-YGld &l §-HAT Hgl Al gl Joagladd - HAY
(Electronic Commerce) AT 3-HAY FFAAAT & ALT I Heqdl g 3eToh
TAEHT & FqLY 3Uar fhegr off oF ufcal & AT & Thar &1 S-HAT &
IR A f Wle-9T T ST Thel 8, B &6 39 GHA HF @G &
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
T S T@T & d9-39 $-HAY & GAET 8 Jedr o W gl g o &
ST HAT 20 IS SR HT IIAFT &1 ET &

gURe FaT # 3l T AESRI, 3R ST, 3TDT HR-YUTTE,
fvard, HrAd, IR G H AERRT T AEH SaRT FIAT 3HET el
AAS §1 Iculeel FFaleed 3Terd Hl SATHIRAT FFIYET T Foedele &K,
AR & FAGee FFYLH & ATIHA & AEH I Ug 911 FFHG g1 19
$H 3R FeHA a3

fea - ufafee A F 39T Fear S W\ &1 el AHT STHTFAT Bl
39 Ig glaar Aercdr o W ¢ & 98 Sectelc & SIRT W 4S5 WA Herade
AT FT TIT TF HF H Tohl

S-HAY FT U geT Ig off & F =g R[ghar vd WleeR 3MHA-TFe =18t 31T
gad g1 3 fAshar & Yg gdr S g 9iar g R shar I aredfas
TLTRAT &2 TT & Har Tg o S8 A urar § F Tw @Qar @ a@®
TTATT TG 6T & 98 fshal HET Hoil ar 187 &2 IT Th aR TS AT Ired
& ST df T & g I8l Iar gidr ¢ & [5ad 39 desf & o $ir Jmw?
Th F GRFH 3T, S foh $-HAY Feelldl &l 385 ded :

AIIR® FEGell, 39 dg U & ATETH J, ’UA 3cUlesd IT JaT Fealeed
TSN Feedalc GaNT GfAATR H Iqelets Far & ¢

IMgeh, FFATUd 3cUeed, 38E fAA-old 3cUead $l SR 30e HFageT
AT 3T & HFIYET GaRT o Y Hehell gl ATl Feclelc Sl 3UANET
e A g

IR TEH TR @ HFAYI W & AT TG FFaiedd A FE Hr
3MARTSAT gl g a1 T d&/38r 3nfe &1, o off Ategw § a9 oo & fed
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9d AN, GHec I s FFaetl I, 0 HFoged anl Joafeud
FFIAT H 3T AT G

& Fg JAFAEN a9 FR F ARY IcUgd AT AqAAS HFafAdi H ured @
S|

< 3CUCHA/CITHRY HFTl, e FARTT e & d16, Jgedh & §F -/ ad
9 AT TS X ¢IN|

16.5.2 §-#A¥ FFaH 9T (Services E-Commerce)

(1) gioieFera gfghar gomell (Transaction Processing System)
JME-Yeld ¥ HEfOd old-¢al &I Transaction Processing system &gd g ST
o o &
(a) fewre 3R FU=T 3T (b) Teld @R Stock Trading (c) s&T

(2) 0T T AfSwher (Education & Medical)
S-HAT & ATCTH T AT SeIAC BT JART Flh AT & & H AI-a7 96 &
TR H SRR TAT ST I F I F Ued W TR o

(3) g &A@ (Information Services) - el &HFgeaa (CompuServe) 3R
AR 3T @ (America on line) SR 3EEIOT AR faed & T Jard
Yee W & aur [eg F g @ - wanet & aR #F 3Eed i 2

(4) dog USg #icas (Value Added Network (VAN) A &I THh Collonagfeohelsl
dcash I g URHING & Hehd ¢ o Affee gaemsd & cgaay et
a3t g giawrst 7 aRafda #ar g

AR (Summary)

1. AT el & &Y &1 # 3YAIT H 37 W@ & T9 S &FAaT 7 g X @ 2
SN THT H gId I NF T F ITETA-9elT g T &

2. SHA Ao, A9 TISC I UF $-HAY N FEAf H Jgdad ¥ g @ g

3. A & AeIH ¥ gA FAr o afFd ¥ sgd Sy addd a FHEd gl T§
$O JH0S A § AT TAT W 9gd ATl § 9% a¢ favd H Fel K g

4. $-A, 99 J AT H IEIA-9ET FIH FEAT I A |

5. T o, fRer off faww W 3regaa aral, gae wsarsd 39aey I gl

6. $-FHA, W I g F FAr ff F F Wil e, sggam A fa,
FECH 9F FGT B

JFITH YT (Exercise)
1. $-H AT HRAYOT THASTSY|
2. TA.OTATA FT g?
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N o o ko

T gofeT T 32T

gos dISs dd AT g2

Zclelc SOaaT H Sy 39T 3T 82
SIHT AH TSTESeAT &l IASU|
S-HHT & AT IABT
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Sl - 17
FHFYY TR gfvaqor

(Computer Based Training)

ghIs & TRE@T (Structure)

17.1 Computer Aided Instruction (CAI)

17.2 Concepts And Modes

17.3 Concept of term like CMI (Computer managed Instruction)
17.4 CBI (Computer Based Instruction),

17,5 CALT (Computer Assisted learning and Teaching) etc.

17.0 3227 (Objectives)

=7
1.

2.
3.

4.

AT N Y9G & 9T §H -

CBT Computer Based Training & R H SATeIehi{l UTcd 3|

Advantages of CBT, Types of CBT.

CBlI (Computer Based Instruction) CMI (Computer managed
Instruction)

CALT (Computer Assisted learning & SR # SeIehRI Icd |

17.1 FEAEGSAT (Introduction)

Frogey R 3eRa ufeTor @eer A gg Far (flexibility) e e feT ar
Td & fordY off TFT 3Ueey HUAT ST THhaT &, Tad F FEARAAT FI TR
& AT 3% T - TTel 9 I@T ST Toh|

HUFR TR IR Fr 3H AT Froger W 3maiRa FEt # srer o
T ST G g, St TEAT T 5TF WY FAT & F FdFar gfremor @ sy
I3 W 3R 39 FE-TUE B T R cuwd @ Tl

fAFsT geat W faar il -

F1 3T CBT terminology & gRfad &2

FIAT 1T ST § CBT T 39ANT Fg el dATgu?

FIT 3T S0 & fF 3= PEcdr arar CBT St 3as 9feior & ford 3uged &
38 HY AT S AT

FAT 39+ qrE CBT &rest & gt § S 39elsr g2

FIT 3T AT § CBT &7 arell & 4 Tenfia & smer amfige?
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CBT &I gofell 3R &Rfifcad & hdl [Oo=@ A a1 a1 3uelel M dlel
AT gaRT AT S Tham &1 CBT &I 9= & o §od 39ged adier § I CBT
I URA #et &7 Agg FEN| IR Fdr Hroeh & o @9@ 3=dT CBT faufRa
FN I8 CBT A Frfifead aa &1 dlie off 3uerstr ardah|

CBT 3 Y&R & UE0T & WY 9gd ¥ $RAG T& Her ¢

o gfrefor &7 Afafafat W gawer Fr fagor)

o TH HFUAl H o3 deheiichl &l dele & fold Tipfd 9 & ol 3cRE &1 &
FA &1 CBT & oFa §HY ¥ Us THeRe ufAetor &1 qlisr g A S
Nod o gue d Y D@ 3R A« d AfTd] 305 81 o [ad § &
Y 39GFd AT F H U UF UG QA & T el & ford foRdT off
AT T AR $T RE 39ANT X T9d &

Froge a¥e efaer Fir aftsmr .

Computer based training ag ¢faer § S fdl Computers & 9IRT Tah sheg hr

e seegFere Bl & fav &1 & § CBT & ary, e drcger 3Rk drceam

& UANT AR 39cied s ATl gl St IfNeoneff & T Foegad YRmHA gant

fAERIa &t 81 3 "@&fea osq -

e CAIl computer assisted instruction and CBT computer based instruction
FFYX & AEIA T A Fr B we ¥ FEeg s e & o
dpfeas ersg Bl

e CAL -Computer Assisted Learning &Fcgel &I T Hal hl dlg 3Tl HAT
S IRFARE AT ged wa aren RUfa & Ace Far § S class room
training FFcggX 9§ 39aor g ot gfeor fafer & glkie blackboard ar
handout T TRg AEYUH & TART AT B

e CAT - Computer assisted testing - &gl & #Aregn § fordt <afFa &t
3TRelT| FFPRX W IC o ¢ AR FrgeX 38 RS X TR a1 g1 CAT
3iffede Computer based training & 9/ T ST Bl

FFgEY aFs AT i aEerd

fFIA CBT A1 a U AT fArT dareliel & AT 1 9T I ¢ -

o Tutorial TRINTA - TEH FALT TFelld THEINTA | T§ A5 FIT H IHaerd
FA & T 3uAer & S & S F v FHeg F ¥ @ S @gul
Ig e SR &7 & o W 3ok e & o gd 3 QAT & aerar
¥ @ & o 39l gl

e Dril & Practice : Ig I« fardl Tt I &1 HTaIHdT gl ad 3arE & o
HIE 39eTeY FA &
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Training Games : Training Games 3f=g fagait #r gfd aad g1 3R frdr av
her a1 FIem & 3Ty A & fod 3gdhr & St § Training Games
JEe gl i giaafPacas & 3R @t & ufd #aRaa & Agcar #i
gfaa s g

Simulation - Simulation & J&elis da 39T H FAT § AT fFA gAT @ v
FEITE IAF el e FH R I gg Sgd FEIm IR WRAF QT § ITg
YA HA & Y T AW Geld Far § AR eIt & A #r osrel
Te # g & T AT &ar &1 Simulation 39 Rufadl & o o
39T R Srar § S R amiRe d W @ares 3R #ES A @ B
Problem solving : & a8 SAGT GaAldl & dlell dehellerl A & UH &1 S
CBT # 3w & Sl & a8 el & gk & Jgm & O Agg o &
AU gorsTsl, IR AGel & 36or & & o 3R 3=g s & daa
gl §oR H AT, 3T fRar Srar §

Demonstration Hresentation : Jg s I« & Introduction & support
Fa F O ge@ ST 39ART A S g1 I§ TH review tool ¥ Ry &t
39317 AT ST FohdT|

3FaH CBT 08 ¥ FdY v a1 3% doelihl &1 30ar Gear o 2
3aEY0T- Training game # & deg dril & practice & 8 & &&hd g1 Tutorial #
Problem solving questions & #&d gl I Te AT ’WFH doheiler 3Tk IRAGTOT
N ST B R A & T W g Al CBT 3MUs v Ueh 3ugerd GRAISTOT ar
Method & @&harT g1

Computer Based Training Features :

Immediate Feedback - 31®&ds CBT fadere 3R ufigronfi=i 1 Monitor
Progress 3R & & 30e 30aR 3ejgd X & ford allow aXd &1 Ig
&0 @R Skills & o 39deh § Fife I fovard wuar § & et af
@ @ & I I T 30 39THar g1 Placement- Placement via- Online
testing S & T& trainee &1 needed training & Ao & ST I8 #t &5 CBT
system H AT ST § 3T T&T0T &l 3TN Hleh 3T fhddl & o T #is o
3MaeTs training @ avoide #X Tohd gl CBT & <afdd &I TaTehdrsii &i
gt & F&aT gl Branching & gart qfi & #&dT gl Training & 38 level
%k qff F ThaT &1 S AT & O 3ugFEd B

Intergration of text Graphics, video & sound Ifg # &3 AT ST T H W
I g ar skill Fr Sofiegar & 3uAeT fRar ST § ‘Si@T current concept
mastery, mastery of earlies concept W fAIR &
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CBT & integration of tents, graphics, video ,3R sound ¥r@st #Hr fhar @1
W §1d & on average

10% 38 ST I ded &l

20%' 3HS ST J A B

30%' 38 S ¥ @A ¥l 3R

50% 3 St 3 Fad AR @S ¢

sgferd CBT Uah Multi- sinssory delivery system g Sit @8 SA&RT &I ATl &l

FhT Bl

CBT & & :

CBT t& ¥1@sl & TR & H JHEATE a0 gl H@ arel &l $8H RaR §6

T O Hd Gl AT gl Ex-FREr 9o & g e, fdr Topic & select

FT fREY review & T aterar 3mfe|

TEATds & A Passive instructional approach & @y Ig & (waAAC

classroom lectures # videotapes #H a1 textbooks #H involve & ST gl

Students 397 gg & d% & obtain d § individual learing style & &

STl & S foF el & Egsér et aar g1 a1 38 Ferdr gl

CBT # sgd ¥ Pasive feature 3R effects § 3H & dgd ¥ o8 a1 AreIH

companies & o 393er # o S g

CBT is cost effective :

e J¥ customize &I ST & @9 CBT programs sgd #Hgel & Fhd gl AR
customizable programes dgd HEN & HHd @l 3R customizable
programmes,soft & off &% 20 ¥ 100 d& T ST Thd gl 3R FHealRar
# CBT amAIRd o ST @ha g1 fS=tehr Hraa 30 & 50 per CBT & AmdAifhd
R ST aha &1 Sadhr fEa 30 F 50 per credit hous & g dhdr Bl

e Initial costs & &Tg 24 hours per day T UfI&T0T Urcd gHamm|

e CBT &I 39II9T & T trainer fhder &7 trainers & T & T8I W gfreior
YeTT X Fehel gl

e CBT programs @& customize &{& 38 W &hiegd a1 A f& trainers &
for 3maeas g1 $8H training time 3R $HAT Agcaqot § & reduce Hr ST
ol B

e CBT Ut adult population & @I & FdT 1

e Trainee control & I gl

e Computers non- judgemental g 3R non-thealening gl J& T privacy
factor 39yl HUAT & S learners & &H T &l g1 Fifh g T YA
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der +ear g1 revedial classes o7 & AT fFAT W T 3cal &d AT IATQAT
A H| T g training materials & I g1 g1

e FHFCFEI trainee H training process H TTET I ST g Sl trainee
satisfaction & Fglcall HaT &l

CBT self- paced,flexible & undividualized gl

e Trainees 397 pace W FF Fd gl

e CBT training & HAGE X Tohdl ¢l Trainee T HTGRIRAIN H FHol I &
o

e Computers g5 trainee & schedule & match &T THT gl

e CBT 39« urR#aR& classroom ¥ dEX 9§ T Hhl &l 30 o e} W AT Sffa
W instruction provide FX Ug T HHAT &l

e CBT 39« trainers & g% feedback # provide &rar gl

e CBT U= & THT & 39 ¥t employees &I deliver sigr aXar gl sdfed
company @& critical position @I maintain & & o allow FaT &l

CBT s tireless :

o U A A HaRTRAT FIN A gz ¥

e UE THUT ITY IET gl

e THh & I gAY frame #H Ig students & Teh d37 FEAT &I train T Tehdl
¢l 3= adiet & JefeT Al

e IE TMAR Tclel dTell ¢leidl T WA Pl G HT gl

CBT training activities W ¢ g 31 f&IF0T Yerel & 8l

e Jg management systems, trainers @I progress and location @I track
A & O 3Uelsy Farar F

e g online ST & T UdT oenar & F FT trainee & Hla A A &
STt e |

e Ig training & UEJd H g information 3R quality F terms H
consistency provide FXar |

e I G training 37eeT-37eldT work- locations W gt g1 a9 Jg training T
standardization provide Far |

CBT resources &I S¥dl &l A X Tl ol

e 3T TH HWF traines trainer AT Ud F FHA @ SGiH fGE
facilitator $r aIg trainers

o T TEIANT X & SI9-919 trainers A ST gl Bl

e TE W centralized training FAYT & FA MILTSRaT 8T ¢
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- R o safFaera situation & o best.

- &Y particulars situation & o fine

- T situation & o most 39gerd AT

Blank -f&¥T situation & e inappropriate

fass¥- CBT upgrading employees & o e gHm@Rimel 3R HJse Yae &
arem method & H&dT § T gAAT ALY gar g1 CBT & & programme i
commit T & 9gel 39 Ig HARTd FAT g o CBT 39! aRIASRABT &
for best instructional method & a1 wigt| IfE AT 7igr & o 39 AfRad X ddhd
¢ g ag &1 CBT 39T 3raRTshdrsi &1 suit |
T performance support system 3I1 T& instructional programes, off the
shelf, customizable or unstomized training and independent study on self
classroom, a1 off site classroom trainingl Best product & best provide @t
select '& & ¥ additional work & 3maededr gidr g1 3R Ig critically 38
W R g g1 fF 39 fRE atE & sg39ael CBT features & 3TaRIswhdr &l
39 guide # & 18 T 3R checklists 3m9sr ¥ AR decision o= & HAgg HM|
8 gEust fr gerem A o1 3R fAs-sized companies ¥ FamEr limited CBT
option find #X @Fe&dr gl off-tht-shelf CBT programme, most effective 3R
most offoradable training St & companies access ® Thdl gl 3oih drT @l
THhdT g1 I 39gFd customized CBT programs &el & 3T #Agg aX T &
AfdheT customized programs fAfRad & 39T uga ¥ aeX gd 2l
AT IEITA EaT training o= AT off-site classroom Y 3T BIET TEAHT F
o gemaemel g g &1 safoy setting up 3R operating on site classrooms
&I 3R SAET resources HEGTHAT 95 THdl & a9 ¥ FF=al time AR material
gt offer & Fehar Bl
Theory # Bir 3R mid-sized companies &I performance accessing #= #
O] WRTET ST gy &1 relevant distribution ar ar off the-self T
customizable a1 customized product greml Performance support system
safod 319 de 36 G 3R@s Tafa & g1 3 a5 ar customized g« =nfgw
a7 off the shelf ar customized products safed o IE TEABH & fov
unaffordable g d&d gl
oIer AR Mid-sized companies gadl companies f&@& 9 @AW training
needs § & YU FJsHK 3 UgT F TH wider]-range d& IgaT Fhl ¢l
"learning consortia” SR A companies I IJEEAT H customized AT
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customizable training & @lg Tl & IT 3791 CBT classroom I on-site dre[
ah off I fFar o gehar 1
I 3R mid-sized companies WY &S training problems @ rule out g &
Fhcdl SN IAHT ST A QW H b I doh dg IR 39y Ahedl & o @ o
agl & CBT option A # § =# ¥ sgd & o1& companies & training
problems &I effective and efficient g 39cistr &ad g1 Appendix # & 5
resources @I list 37 FFafAAl FI starting point & computer based training
products and provides &I ST Y& H & o Iqelsy FCT ¢

(v Tfeewlor) Distance education : An overview

Distance education &1 £? Distance education T YHIGTel Hdfcdd £?
Effective distance education, key players in distance education reference
for further information

Distance education Far 7
astr & g @ e aRadsit 3R Shifting Market conditions & @eid budget
&I erd foear 3R RAf&w a8 1 Jerh American education system &b st
&r 95 gl sga & daifOie FEAl distance education programme @ fawfad
FF 3H AT T FHAT & @ g1 IURT TR W Distance education d« gt
g 319 teacher 3R student’'s physical distance 3R technology gaRrT 3reeT gl
g1 Instructional gap I bridge #= & foF face to face communications r
YA FA &

Fa1 Distance education gHTaerel & -

oy el off 3aam & Surer d@a § foidem % face to face fRuam grcq &t
arer fagardt Distance education 3R Traditional face to face education &
JelTTcHS JHYUT ¥ I AT gl & & qqey @ o ggar 3R gere traditional
face to face education #r TRg THEATST & Thal gl ader R vl
instructional & forw appropriate g1 g1

Distance education & appropriate g gl

Distance education ¥ deliver $r ST &2

Distance educator & 9 sgd ¥ Wi e 3ucey gld § ¥ IR A&Y
vt 7 3T B

Voice- Interactive technologies of telephone audiocon ferencing 3R Short-
wave] radio, instructional audio tools & 3T gl
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Video- Instructional video tools # image & slides pre- produced moving

images & (Film; video tapes) 3R audio conferencing & arr afFAferd real

time moving images 3 &1

Data computers @ &I electricity #ar 3R receive adr g1 8 HRUT term

data @I 9A9T 37 instructional tools Fr broad category @I describe &1 &

forr foram S &1

Computers applications for distance education

e Computer Assisted instruction (CAI) Computers &I T self- teaching
machine &I dt& 39T &ar g1 Individual lessons & w¥gfd & |

e Compute Managed Instruction - @HFCEX @& 39AI  instruction @l
gaffya #Xa 3R et & records] 3R 3=fad & track & & O
AT §l STCHAA TAT FFPgX & caRT delives e A T a8 I3l
I CAILCMI & &g |fFAfad giar gl

e Computer Mediated education- (CME) Computer application & fa&aikda
Far g S Instruction & delivery &I gfaurcAs aarar &1 Examples
include- electronic mail, for real time computer conferencing, and world
wide web applications.

Print : Ig ts 3T dcd & ST & 3= ¥R delivery systems fased g1 sgd

d printe formats 39esy gl &= Text books, guides,workbook, course

syllabi and case studies 3T g1

AT A dheller HalcdH g2

Il wiedifdis distance education & delivery & o ot & offsr e

g1 educations @ technology delivery & &a& instructional outcorners @

AT ol aIfgUl| 38 fAGT T JHTATS Faied & oy d@ar arell fir FTWRAr W eI

¢ Content &I Sl 9X delivery system @I select & & Ugel €A Sall

EURY

Example- T& #HI§d print component I @ FAET basic instructional

content T& course text & form & TT #H readings, syllabus, 3R G & &1

schedule.

e Interactive audio Ir faf3di conferencing @& AT # face to face
interaction 39elsy AT g1 Ig Y TH experts # content = & o 3k

guest speakers @I incorporate aX=1 & ol @& 3roT 3R Cost- effective
ade gl
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e Computer conferencing Ir electronic mail T a1 3% Class members
H message Ho IAT 3T FAR & ATETAT H 3YIET X &1 T students &
&= interaction T Srar gl

e Class lectures 3iR Visually oriented contents &I present &= & o gger
¥ R&is video tapes 3uder R ST Tohd Bl

e Assigments &I distribute #e & ol fax 39991 fRam ST @har g1 students
% assignments &I receive #d THT W feedback 39eed HIAT g

e Educator & &@# gl technological options # & HEURN Ydeh ATl HET
322" &1 UF instructional media FT mix FaET IR @A arEr &
MaATHAAT  HT FASI 3¢  instructionaly effective 3R economical
prudent adlih & G LTI

gaTaemet Distance education :

garaemel  distance education programme WEUSIgFEd Al AR focus

understanding #r course requirements 3R fagardtar Hr AT F [ FET

IRFH A E| T Aheleh A% TH SR & gell ST HWehchl € 3R gES dcdl &

foraita ¥ & @AST e 3mads gl Distance education programme @I

faepfid a3 & o ies 9RHA, sgad & o 3R 8 & JAY0r #a G Sd

gl areaa # Distance education programme &I dhd ol & ford faeanfd,

faculty, facilitators support staff 3R administrators & fa¥aiRa efforts &2

ST &

Key Players in distance education :

farer & s esq 3T key players @ distance education # Hffer 3R 37

cart face 1 a8 gaAlfadr & aofe #d Bl

fagardt - fagamdffat &7 instructional ST & FFEET & distance educational

programme 3R gg Jfg SEe ¢anr field & ¥ faort W thaer fRar Smar g

F UF Igd AgcaUl eear g1 e & wafas sfFer § @@ a7 &

FEcaey W & arem FA l ger e fT SRd, AoER goen AR a8

instructional content S YT AT § 3 FAESEN AR N[ Tl I9

instructional &' delivers far Sirar & sga @ FAlfaar 3o 81 wife fagzmedf

HFE TH gAY ¥ 37T 319a backgrounds 3R inteerts & share &id gu Ife

3¢ FoG & dgY teacher & personally interact &% &1 Hiewr Herar g1 ar

3TT9T-3179T class participates &I Sl & Ig Tk TSl 3GE 8T &l

Faculty-distance education & d%hedr & 9 faculty & o g1 g1 T IRFIRS

classroom & setting # instructor ' g SFERY 8T €1 course content r
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assemble &, 3R facredfal 6 FAESNT # FAS $H AT S AR He

38 g & e F o [fdse gaAfaar s g

For Example :-

e Instructor & =If@T T dg 3YeT FAVAINT FI TASTA HT &HAT A [ThET AL
AR Fy Rt fr swal & td & aR # qu &) afg # face to face
contact grar

e Teaching styles &I fdaR & o W 31k F= 3R audiences Hr AT
3R 33t W AR e

o IF T 3UA TRA&TT HfRHT A g qF IS FA H A H AT FAT

e gHAT T Fes facilitator 3R Content provider Hr cRg FHI@RAST dlh I
F H

Facilitators :- instructor & o IJg A BRASHAG gdr &1 Ig instructor 3R

faeardt & &g & bridge & #Xar g1 T facilitator &I @FgE=T afgw students

F TG & AR instructor I expectation H FgaqET & ¥ facilitator

teacher g@rT sd& ¥ fAget #r follow &= =IfRUl @ 9 budgets 3R

lesgistics permits g g on-site facilitation & HfAF sE ST TIOd
equipments &I set- up aXd g assignments Fr 3HT A &l proctor tests, 3R

38 AT ¥ instructor T on-site 3@ 3R &1 H RE T T

Support staff - Distance education enterprise Fr Theldl & 9IS 3o1 ool 1 oY

g d &7 g giar g1 3R A fearw Rend & & programme &1 wwerar & o

o feaRa St & smaegsar @it § g Sgd gwEemel g Hed #he

distance education support service &Rf & Shsdr gl Srad et &

registration, Materials duplication and duisstribution, textbook, ordering,
securing of copyright] clearances, facilities, scheduling, processing grade

reports, managing technical resources etc. 3d gl support personal T T

e & S distance education afforts @ @mr-@ryr 3K track 9 9 @dr gl

Administration- J€af@ administrators T institution & distance education

programme @& plan Fa H dgd gHEr gl g1 wedr distance education

administrators, idea people & 3f¥® gla gl 3fRFRI Haed 38 & garT oy

ST g1 3 technical 3R support service personal & @I ATR FIT I ¢

3R fegea &Ud g & institution & academic mission & W A & oI

technological resourcs T faly gH@ ST @ gl AGAQPT & & I TH

academic focus # =HaffUd & TWd gl iR 3¢ Ig realize T g1 &
faearfdat 1 instructional ST @I FHSTAT 3oehl TSIFACRT Bl
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TSgHAA ATARE :

sar & @ ARA Sea & fF EDUSAT a1 togshee dcase ISRO (Indian
space Research organization) & gaRT 20 RdeFex &I dled fRar @7 o1l 39
UCATST HT ATT 323 3o Gl ANl &l & vaet axen o s & S & a1 #Rg
F g S & ;AT H @ § dAT TR T Fleldl o6l o Thd| 3eTeh ol Fodla
FS X ToF T am @5 (NCERT,CBSE) a1 JfAafddr & garr daifaa @
ST &1 T T FAS T TESAT SearAee H gl § foleld 9raR drsvs Yoleexled
JAT HIFAT solh @15 HH F foF Fd &, 3TP AT Foiel H Secfded ddr Al
Secfded I 1 3UceY gl g1 3 arel auf & o@refdr 50,000 Secfdead efdieted
(Educational Institution) e STuar|

ST & gH SEd § & Fordel e A SearRAee H garfad i Sreel 3
U FATfowIes Sy $T Igd AUF &I H aTHRAT 81 gell Had o & aren
T TEIAT T Tg FARIST Falfold T ST Thell| ITg Follbol Tgol & iR &7 &7
Tsg@e (EDUSAT)

I HEIAT & Halfold 1 S0el| Tg Forrdel Sogpel dHll € gl 9 o qredeT W
AT TV 9RmFg gid ¢ 3 Fordst &dn. Wansd i BiA J geftl 58 wggegee 31evs
T Thdl § dUT A9 &k ¥ SMS & Terdr ¥ #15 ol o g5 dohl &l 39
WE HT FAAST N TAd & T THel dUT Flolol H Th Fegided NHGX el
giem aifgul Jg cffaa Y gdAe A ISRO & c@rT TafAd THo dUT Hloeil H
AFT H IRETOT T oo I I g1 AT F FRol 9T Flelod I8 RAR o 49
SH TieaAT e

T FATHST Th dehsileh & GART NS Feh FFYX W Th BIgel & §T H TR Hl
ST HH TUT g Socdalc W T 3UGY HIAT ST GHM 36 YR & Toh &
FAHST P FS IR SIEUAT ST Hqha|

WHR AT & &7 H TF cFAAlol & GaRT FT Flel T HIRALT FT IET 8

Y R8T & &7 A EDUSAT §gd & 3uaiel g1+ ar facandf o 3= fRuam
gIed T AT § 300 9gd & HA TI F GaRT T THRTee S e
GTcd 81 Hehall|

$H e ¥ F15 off Rgardt o & 7t ot o & ey Rawm & AregsAr @ R
gTed X T TAATT H ATAST CTFAlcliol o GaRT g TR AT FFaeell Friha
T W} & O @R 5 ar faezmdt e gred & W &1 Aease TFACS &
garT Educational television channels & gaia f&w o ® &1 DTH (Direct
Home) & & 38 &7 A 9gd & Ascaqur J9TE &l
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AR (Summary)
1. FFegex ) 3uiRa uferor @ear & gg dFaar (flexibility)gesT &t &
Td & frdl off §AT 39eley HUAT AT Fhal 8, H0 &6 SRS H ST &
AT 3o F - el W @M AT Fh
2. Computer based training ag ¢fe § St fRdr Computers & SART Th deg
A NE Focrada fSfaad & fow & &y § CBT & &y, ¢faer drcgey 3R
AR & YANIT GaRT 3Teed HIS ATl gl ST FrIeTomt &I uveh STger=ial Srane
garT fAEfa & §1
3. CAIl computer assisted instruction and CBT computer based instruction
FFYN & ATLIA T AT 1 B e I wreger ave Ao & o dwfous
qg B
4. CAL - Computer Assisted Learning &#cggly &l U&h &3l &l dig 39T
FAT ST URFIRSE A& gred F arer BAfd § #Hcg Far & 9 class room
training &FggX ag 39aoT g o gfietor fafer & @k blackboard @ handout
T e fASUF FT FgAT T &
5. CAT computer assisted testing - &Fgex & AIA & frdr afdd #r
el FFYERX W CFC od g AR FFgX 38 RpE o TR Aar gl CAT
3iffede Computer based training & 9/T ST &l

FAFATH 9T (Exercise)
1. Computer Based Training & 39 &7 THST g7
Iz frg geR 39T gl
2. Computer Based Training ffdet &R $I g1dr gl
3. Computer Based Training & a1 oTH gl
4. fo&T W ool |
1. CMI (Computer Based Instruction)

2. CBI (Computer Based Instruction)
3. CALT (Computer Assisted learning and Teaching)
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gehTs - 18

I dehsileh (Information Technology)

ghIs & TRE@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 Computer in Science and Engineering
18.7 Office Automation

18.8 Education Management and Research

18.0 322T (Objectives)

$H IAe F Yoo & 9T EH -

1. Informational Technological Information Technology # Scope, Office
Automation
Library Management, education management

. Education management @21 communication Technology & R # STeIehRT

qred st

18.1 FEAIGSAT (Introduction)

IgT U GUH & d1¢ YR-UR fGRfad gidr gferar 7 Information technology
HATH el H FoR A AR Media # & 98 ORI g3 &1 Ig CRTHI IJEHT AT &
= & % gF 0@ HY W Media stories, Information Superhighway,
Multimedia a1 Internet, @ avoide &I Informational technology & ¥ dge[ ar
ggd A3 gl I Informational technology §ART JSFRT & &rIf WX 8 Fera sTer
W Bl
Ife 3 YRAE T A W a7 § AR Nod o el F G & e
JTIeRT sTel § db MYl SATAhiy ool dIfgT 3Taen! AR g foh §H 3MToTehel 3Tel
Daily life & 3t New technology 3R s/& 3UaoT &7 39T R @ &l
Informational technology # $T Dramatic change 3™ ¥ F©& §AI 9o
Information &3 Electrical & Mechanical devices 3% Typewriter, Calculator
and Telephone & &5 # Process @I =T Calculation St Calculator gaRT #r
S A aF UH FwETT H Type N STAT ATl I FET d FY @ d Copy
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Machine @& o ST ST ATl Secret aries @I AT Phone &1 3ccd e &all
gsdr 21| Mail sae Printed form & HST ST Hehdr AT| 37T ¥ IR 3YSHIOT
Automatic g ¥ § 3R 3a% ganr sgd & Fuctional control & ST
Tohd g1 Microprocessors # =iy, Computer Chips it f @TYROT 390l i
Teh 3IATYROT 3UaUT T g Work &% HI capacity el &d gl olfched SHHT
Aded ¥ A8 § & daa ts & Machine 38H Improve # ST Fohdl g1 Most
Dramatic change & § & &¥ ¥ ¥R Old Information arelr Devices digital
highways & connect &I Sirdr g1 Technology advance gidr ST I@r g1 sdfw
ggel isolate fields & TV, phone,Computers & T& dART I@AT Home
Shopping, Information, news and entertainment & fo a AR =& & Thd
ST demand g1 oifeheT @ 3@ &27 information Technologies Wave &I &%
T creit T g § s & 39s TEF & I W 1 37 a5 wave & o SRR g
& foIT M9l @) 3R FeT g sl W digital IT 31K concepts 3R application
FI HASAT US| SH 9IS H §H SH HAS HI IET &I continue FHar| 3T
information age, information society & knowledge works 31T terms gsir greft
3R 3mTd FE & s FAT AdT g1 T 3R 3T W terms fRE gge Fr 3R
SART T & AT information technology & gARY life ¥ dgT g3 Aged AN life
#H Far qfFer e @1 gl
What is Information Technology

Information Technology Creation, gathering, processing, storage 3iR
information & delivery 3R 3 process 3iX devices & refer a¥cr & S 3o
Had! possible s g1 34 devices 3R processes & IR H ARA S 3T9H
life 3 carrer & ST 3T IR J&T FaAd &1 T FH S information
technology garT handle f»3 ST §1 3Toiehel PO & o @ &l

For example & drell gl chematography 3R photography & process #
FFYY Sogpel TRANT FET A ST | 39 FHFP, cameras H processing later
# 3R editing room # v & ST g1 information technology & Sg&d &
F g T g

Information technology & & &a e diel X ThdT gl

e Information Technology raw data @ useful information & uRafda &R
T &l Fouar FSF TH college & test F ART F g e & THR QT
TR A g1 o 39 37 T AR g Tohd & AT @1 Thdl g 3T 3 topics W ST
currently Ie 3¢ & 31TOT il &<l W semester & 3T A & F & &g TR &Har
3 TR FI information & turn & & foT M9 38F TH grade FH Seae @
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3MaRTShdT g1 Fifeh Ig 3maehl overall performance T measure g1 3@ teacher
39+ ford I8 AT &m & 39 pass ger o fail.

Information Technology processed information &I recycle & d&dr & 3R
data &I g@{l processing step # use & Hhdr gl

Example :-ugel & processed data g@dl information & #I combine e
38% impact T §¢T Thdl &l dg grade ST 3T UHh course H UIcd HId & dg
39 3T course grade & AI combine Fr T Fehdl g1 9T quality point
average @I calculate &t & ¥ Ig U Fg3wAnh goar g1 Ffe IJg
single grade WX 3R § 3«7 AR tests # & S 39« o gl

e IT Information & &% form & Package & THhdl § Ty IJg THs= &
AR Imae, AR mYe R RE swERh g Smar g1 3moe wewifedl & AR
quality point averages #H sort Td I THhd gl a1 T ac H o o1 T gl
e 39 Seg & 39N class mates @ ool # 3O BUA FHT AT oEm R
gl

HIAT FT YT IH

Processing information & %hdd T step § 39 §3 process # St information
processing cycle @garar gl 38 cycle # 9@ step g1 input, processing,
output, storage and retrieval and distribution and communication g &9 #
computer hardware or software use f»a ST g1

Information processing work

Information processing cycle @@ET endless ways # @I Sl g1 I FA
ol & o T process & dkdd H &I & ol U typical application 38
A aF T AT B

Example:- & aircraft industry # T& airphone &' test &t S1Er gIfard 3R
HH AN gl FFPgX W test '&ET Il aircraft = 38 331 ¥ AWS
gfaursis &1 v airphone model # ¥ temperature T pressure ST st o
A9 Tehd &1 3«7 sectors ¥ TH output ferel X computer #F 3Tt colour
image & sco ¥ aa &1 ¥ interpret 3=t & O SA1ET 3 gd g1 39 Ig
picture screen WX display 3Ir print out &I ST FHar & 3R a« distribute 3R
store

HX & ST g1 Shadl T entensive series AT & §1G & ¥ tests complete g
g 3R a9 areda # 33 A9 ¢ AR T FId 2

Information Systems
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S9 3T Information technology & &I interact & a 39 %ad UH piece of

equipment & ATY g sgl dehl Tah interconnected parts of expanding system

% T involve g S3ET| 31 §F information systems & &id ¥ Sielel &Hr

FIRNT FA B

Computer a1 & ?

Modern Information technology & computer &I Te T Hgcd gl I§ G W

§Y 8 ThdT g1 AT dl 3k AYel TIT FHUSRER & H, 39ah desktop T 3TIHh

|1 39 briefcase H AT 3l GfdfhATT @ co-ordinate #A §T MIehr Sy

H, sTFT Fis o size & Thar R FE W ot g Har § IJg TH electronic

digital computers FgaTdr g1 3 ¢&d § T 3oT didAl Qs T FIT AT gl

e Electronic &1 #Aded information & process #«1 & fo & computers
electronic components use &Idr gl

e Digital &I #Addea g & FFogeX ag digital signals process 3R store &dr &
ST Binary ¥&aW 0 & 1 WX 3R &1 ¥ & §&ad et Y ueR & data &t
represent & & foF combinations #F 3uheT & ST g1 54 data #
words, numbers, sounds, pictures, movies 3f¢ enf&Ae gl

e Computers #Aded dg 39a0l it data based T instructions &
programme Fgald &1 computers & store FY I g1 3R S IuAwer F
X Jd § a9 automatically include g Sa g1

System a1 § ?

T System fRET specific function & perform & & o @MU A operate gl

arer related parts

FT set giam gl

Example:- ST f& 39 9gd g1 3M9sh circulatory system & 3797 3 feeT, %3

3R Blood vessels

39+ WR A blood 3R energy warfigd ad gl Information System 3=

system #r Tg afFfiea dEl T Ao §e7ar g1 3R 39l Examine &t & forr

choose &= gdl 39 components IT system depends on scale # & &1

consider &3r?

For Example:- T B¢ TR W Th Ffadeld computers TaT system gl Sraes

9@ Keyboard, screen, printed 3 components gl X #f t& engineer &

for I8 subsystem Fgardr gl 93 TR W Tk FFogeX Tah TAT component gl

93 TR W TF FFOGEI oAcash AT organization & 3T 390N F 3T &1 ¢ J§

TIfdd systems &7 Teh 3ieled spiral giar g1 Sif 93 & 93 system
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#H assembled gar g1 ¥ IR integrated interconnected components 3TdeRr
SId & 3gaR information 39esy &= & fod design &y ST Bl

People

Information System & 3& A% JgT dF Ug d gIiAc el I ¢ ofal 9 AT THhd &,
ST T Tha g 3R §cold circumstances W react aX Fhd gl 39T a8 W
3 g& e & fad rooms Fr ggIaT §1 Geoarge Fornandees Colony St Te
leading consultant g1 &gd gl & gART Industry # information 3&ferad &
Free g1 30 ¥ & ¥ &g 3OS Il F8 @M BT 39 analysis &
o g@eT a1 AdeT g1 S3er highly pay f»a & jobs 3«7 @l d& T | & ST
Sd ¢ fF 3% field & 3561 Knowledge 3R skill @ sl & fordr Information
Technology &I fF8 YR 39dlerT fRar S« @mfgul & Fo @i $Hr Minority
computers & 3R IT Systems &I design &d g1 I8 Majority @91 end-users
gld g ¥ film directors, dancers, athletes, managers, office assistants Ta
T S FHFCYEH H 3YANT Fd § A9 81T A| 38 T end-users

St 3mE-urd information technology T entire business giar &1 Information

technology # &#-ggX key component gl

Data #Fa1 ¢ ?

Teh Aseay Data &7 individual facts statistics Im item of information &1 TRg

raRa aar g1 g9 3¢ Data & SY raw materials g & information

processing & fo&r gid g1 Hardware 3R Software 3teeT & design am select

g1 T S &1 39 @& Data &I process 3R present =T glAT gl

computers & application 3R 3a% garT process fFI s data Fr IIE

amazing gidr § Letters 31X Numbers arell data @r range simple data &gdrdr

g1 3R sound and videos complen data &g &1

Data 3§ 1€ &1 it g =ifywl

Information #r s3I Majority & 3H-99 Integresstines 3R Characters & lists

3§ g & data

@I collect analyze 3iX distribute &1 simple @& g1 38 dg & data simple

data FgaTd gl Fifeh T 3T FFoggX datas & delsm H SI@r simple g1 Roer

$O Hiell # 3T g & data 3 edca #A 3 - complex data ST &ad integress

3R characters & Igd Sm@r ¢l

Example:- Video conference phone calls, sound, movies, 3T animation

internet 3R business @& # routinely ITART BRI S B 3 Her gs

information @I handle &% & ol & [Wod dE@l # §U computing power #
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tcenendous increases ¥ ®#d U &l The library of congress ST 3masl old
recordings gaTdr 3 old movies fg@rdr 1070 & 1920 d% American stage
entertainment T period g1 37 cRg & data process 3iR distribute recently
I I JG R T

18.2 Computers in Business

39 §H WA & fF FFEcgeX business & &4 role play i §1

Transaction processing:- 3f®@&dA business & HIfT activities supplies &
arr Transaction @&&cd! AT HEdCH &I involve HFIAT g1 computers s
transactions &I THT T Thd gl

Home Based Workers :- 319 Jg sSgd A & -7 § & &7 307 W W W
computers & office & W T computers ¥ S Thd gl 3oha 3ifAF T
378 T T W FIT T W} &1 A teleconecters traditional connectors & fa=T
HFR TH AT WS T & W FF & &1 communication & $Hr Ig AT
Home-based business &I start 3R operate &¥a & o Igd AR & &l
gl

Desktop publishing :- @ed f&d ST g& business literature & produce e
FFY & businesses #H 3NN H & Tk gl Desktop publishing programs 2t
sophisticated, brocheres, price lists, newsletters 3 book-length manuels
a1 o 9T TR B

Financial Analysis:- Financial Analysis q§f &9l # perform f&ar smar gl
AT numbers 3R % AT @ 3YART @ investments, sales, expenses,
markets 3R 3= 9gq3T # analysis F FHd &l

18.3 Computers in Education

computers Tl H dF & JIET R ST @ g1 51§ 1970 # apples &' introduce
fhar a@r ar 9§ 3A%r impact limited o1 FFife educational computer
programming poor Y| -3 technology advance gkt 318 educational
software elementary schools & @& universities d& IR TERT W TH major
influence 7 3T

computer & f&eardt &I & network gaRT SIS H ARIAT FEI ST internet &
Jgd 3r=81 educational opportunities 3uceyl FHaTS|

Colleges # Sf courses 39 o g gl 39! el & fod computers & 39T
9¢ @ &l
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For example : -8 text # integrated computers applicationgl 3&@r &I &
39s discuss fRar € gEy way #F @HSS & o 39 placed & 39ANT T Fahd
g1 ®I$ @ multimedia program St 38 text & match FaT g1 ST IETS J
3R detail & JEHRT 9= & fIT 3T place website

3R U topics S 3U% T dgr ¥ selected g SAST IUART R Tdhd &l

Computer Fr voice HI UgdA" HI AT ¥ IR dF internet I connection
garT ¥ special education users & o possible g =T g1 & 3 34 learning
experience # fT & participate & Fhd gl FTTH I gger 6T & & ol

18.4 Computers in Trading

Business 3R 3= faffi= organizations # training programs @I improve
e & fod companies

SR @ train @7 & oI computers based trainings @ 39T R IFT g
fSed 3= 9 procedures 3R techniques 1 JTEHRY A @ ST 3¢ job &
forr S g1 CBT simple & @i sophisticated YR H X STThRI Y&lel HIcl
gl & military # airlines # pilots & gaRrT train

e & o oY 3o & S 81 organizations # training programs S video
conferencing 3¢ 9¥ 1T AT ST 81 SEafdshdl hael gHHT YT stage H
gl o9 fafad gy g1 af ¥ 3 31 gfaldr A o S § 3 I§ 3eErE S
€ S 31T FAT aEr &1 ¥ 39 pilots F train FT & O o 39T Fr FId B
3% W cockpits # @ fear amar g1 Sl @ RAffieT Maneuvers & J3 gU
sensation &I experience & THhd gl 3R 3¢ handle =T HE@T g

18.5 Computers in Entertainment

FFgeX fRdAr production Ir performance &' enhance A1 create & & o
entertainment # 39T fFJ ST g1 Tools dgd sophisticated g I &1 3AH
3 el 3R Ahell HT TgATe AT 9T I[HT AT g 97 & film 3R photography
H &

Movies :- Computers big budget areir Movies # special effect der &= &
o widely use & St g1 31k & Production process & Rt film & s off
SHHT dgd 3uAeT fHar Sar g1 S & Movie Death Becomes Her & Model
Marys streep & &R &l twist #eh IgT 96 I R FX GAT AT =711 Music
Software # 39 39T Fg F Music §a1 Hbhd gl AT record FX THhd &l Th
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FFYX & I S fF TE stereo AT syntherizer & T connected § 3T 3=
Music compose & H&d & 3R 38 g Fohd &l

Animation :- 9gef & f&af & Bugs, Bunny, The Road Runner 3R Wile E
Coyote &I Hgald ¥ T ¥ IRl d¥aRi # g costume & forr frame fRar Sirar
U7 9 319 computers AT HIH H dgd IX A d F THhd ¢l

Sports :- TG TH baseball &I pitch X & ice 9T spin & excute HT &1 AT
ski jump take off #X= & HE perfect dFr § da computers 38 find out &
Tod g1 Best athletes, sports trainers,3R kinetic specialists motions &r
analysis @& projects &I establish &I ¥&d g1 3= athletes 3 profiles I
39T 3T ¥ compare & J9YA styles AR moves F improve I Thd gl
cray computers ski jumps W air-flow & analyze a1 & fad red high
speed & 3R blue low speed @' indicate T gl

18.6 Computers in Science and Engineering

Powerful computers science 3R engineering T practice # dynamic
processers &I simulate &= & fod 393 # aF J1d gl

Chemistry :- Chemistry 3R Physics @I Supercomputers # sgd
applications &I chemical process computers WX explore f&a Sa g1 3R
faffieT reactions # 3=k W explore & ama g1 3R faffi=7 reactions &
ek e & ford @I &1 39T R ST B

Medicine :- Human body & @#sl & fad Physician # IT & 39g9T a1l
3R disorders #I diagnose a=d &I

Satelites :- Satelites AT |IT & 39397 FT AT &1 I TF 98 T @A o916
9 Singals relay #X @&d gl 37 al S9EI & &g dRT ¥ SAISel $HI I¥d Igl ISl
gl 3 T.V. 3 internet signals & & broadcast & THdT g1 I small dish
antennas ganrT catch & for S gl

Tropography :- Tropographyic image U.S.geological surveys & supply &
I raw data S ST g1 Ue computerized geographic information system
@ 39AET L& indicate FIAT &

Siermology:- Earthquakes &I 3T dRg @A & fod scientists data plot
A & o FEoged &1 3TART A B

Astronomy:- Hubble Space telescope most expensive information
processing machines # & T& gl I§ telescope earth & 3E-9F Hr orbit
launch far arar 3R I atmosphere garT e & a1$ distortions ¥ HFT AT ST
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ground based telescopes 39ART A IR-A| I ST YEINA ¥ ol universal
earth & data transmit & &&ar gl

18.7 Office Automation

T FETd ed office St fF automatically &7 1 Y Tg THh Hodell A SITC]
Fo T F g1 ¥l cxardst Computerized terminal i #Fgg ¥ s @ Maintain
Y S &1 & level & & boss & computers 3Uesy ady Siid gl St
AR WGl 38T {ET AT TUT 30 JEAT $HT 3T @3t & oG-l digd
oot & SART WX grar &1 had 34T & g fr A afed =T Faid Hr
T A7 telephone railways 3R 3= transport, library building services
S 3T 1 Ryfa 3R brugalas alarm system,airconditing, =it d2r fSsrer $r
geors s 39 SART W el

Jgd d@ FEm3t o Office automation $1 I Ugell FeA @M gl IFA 30 I H
typing, storing, revising 3R tentual materials @#r printing & & Word
processing equipment & Facilitate frar Jar g1 3=g d@Aeg G o9
Computer W 3MTRAT communication system, 3 electronic mail St &9 &r

T& electronic mode # communication 39esY &ardr gl offices & personal
computers 39ART e el executives & dgdr g3 d&ar well documented g
¥ e 34 offices T R SART R gl S & FIadl & computer & 3T
% HEcd & ¢l

31 ot &5 offices & automated office & components stoned alone system
& Rg function Fa B afaffRAl sga & N & sga W § I/ o
communication technology faffi=T components # v @I FT W & 373
aifafaferat # sgora 3 @1 Bl

3¢IgtuT : Word processing equipment, electronic mail & aig &1 39l Y
ST @& g1 Personal computers what is emerging, T 331 IgT §? J§ THh
Automated office & concept § 3R ¥ e R & aRenfSa forar ST @ehar g-
Automated office & Multi-functioned, integrated computer based system g
St faffi= office afafaferdt #r electronic mode # perform & & fad allow
T Bl

Defination of the Automated office

Automated office FT §? Ig SEAGST AR el BT 0T dUH ¢ Ig Th ATARA
F@or fafer §1 I§, computer & power @r office workers & g & ¢ g1 I8
GEATGST P A, FATGd XA T 3o GAART Ul HT AT T &
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Automated office T& multi functioned,integrated computers based system g
Sr [affer office afafafai &1 electronic based mode # perform & & o
allow @ar gl Automated office & components 3R =g FTT function &
electronic mail electronically & type & gU #AdST & A5« & faw allow
A B

Telephone system 39dieT ¥ office equipments &' connect & H =gl &
THAT §1 TE Had TH base - hold FIOR i &ACT Y T &1 F© office
automation @I d&eiler o8 teleconferencing & fodr t& broad band network
T ST IS g1 Broad band d&slies & @Y cable affiesT channels # & g3
g 81 & dA & T@Y UH I’ line T TRg act Hdr &1 I added capacity
e gaar & Faid # & o allow &d gl

Office Automation systems

Office systems, @AY create #=T #, TIE I H 3R business,environment
A I gARd F H 30T Y S P

United states durm 31=g 22if & service sector & dsil & siayr 1970 & mid &
I W@ gl f5aer sophisticated office automation & for&r s/ar market furnish
fomar R IBES smyfas office equipments Sretet
typewriters,dictation,bacsimilemachines,photocopies,calculations,telephone
systems 3R microprocessor 3Td gl

T FAT FFOPEI AT aF el AT TH network & BFEY FT R FF &ar gl AR
specialized software programes &I &H & T SATar gl Fax, voice ,mail,
and telecommunication St f& & IR fRAT equipment & 37eeT XA Fr e
Reform f&ar smar g1

grEdfasdr #§ computer =7 typewriter &I ¥, calculators &r 3R 3=a manual
techniques &1 ¥ o forar § 3R Jg dsit & graphic design, production
scheduling, 3R engineering design &I overtake &I & gl

Document preparation :- Office & g&¥dldsl AHAEIIT mechanically 3R
electronically 3cdesT &I I records gid gl 3T letters, spreadsheets,
memos, invoices dAT 3=g| Ig fhdr Afdse g&R & equipment W TR R
I g1 S typewriters, word procesors 3R computer Ir 5T T paper 9 AT
eletronically encoded & # save &X ford Jrd gl

Typewriters- 1870 & &H H & S« drel typewriter 371§ modern office #
o el 3 g1 d electric typewriter processing software program @Rt
replace g g& gl
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Electric typewriter ar @ individually molded ©Tq & 30T &ETsT $ sheet T
strike &1 U linked a1 coatedribbon & garT far AT g1 sgd ¥ electric
typewriters @ T& 37e@T ribbon regument giar g1 ST paper @ & impressions
I gerdl ¢ If user T AT TR

Electric typewriter fF& 8t 93 matter & $o& dl # FIRT A I &TATT @A
gl memory & Ig AT TH H AT T & [ 39 TH matter Fr sgd &
gfafafar dar &1 a1 Fo|

Electric typewriters 3R &Fcgqgd & &9 &1 3901 g1 Electronic typewriter
fSre# U microprocessor giar g1 St T& & HTT points F Hiead FAT & SGH
flag words s 810 § St &F “Spellcheck” & gl a&r AT &1

AEId. Electronic typewriters, text $r rudimentary editing &9t ¥ 9gel ad 21
¥ T B liquid crystal display window & 393RT g@RT fhar STar g

Word Processors

1980 # Word processors @I delicate f&ar sram| computers @& 3t word
processing & foi&r sl # design f&ar =TI Word processing & &I - &I

personal computers & fad software design &3 3| Dedicated word
processors # multiple editional functions g § St text & manipulation T
facilate & g1

A I text @ AT document # fRET & point W insert X $r &AM, text
H gl “Cut & paste” (text & block &I 3dT ar f&dr @y document # =1
T W g ad) search & 3R text & S HAET & gerelrl Jg Users & FAY
g1aT & T I entensive relyping & fear documents & multiple Sga@ &I
Word processing software, type composition function 3R t& page layout
function @ incomporate &I ThdT gl Ig printed page &I lay-out & 3R
electronically design a=t & fo¥ user & TAY F=rar g1 Word-processor text
#r A magnetic disc Ir 3= medium W FIRa fFar a1 Tear g1 SEw &
ar §ig # 39l fRar a1 @& R R dEe W A3 document See & o
printer X TAATART T ST T

Computers :- 20 & & d& financial 3R 3T record @ arel & AT dr g
¥ a1 Y book-keeping machines & gdaRrl, equipment & tabulate & T
fRdT 370 9&R T electromechanical accounting devices & garT f&ar Srdr
ur| o1 1950 # T #AMAT &I dgdl AFAT # mainframe computer garT replace
frar ae e, 91, #wEI 3R a9 Afd @t machines TSIl 31eg3ET operators
Fr oa 3R faflse amA= regulator facility fS8& overheating &r &1 ST
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orar ¢ & T=a adr A 3 58§ YHR Hr #@MET Fr 3uer ST & = g
remote-terminals & @I mainframes, 39sT 3Tel?FT monitors & JTT mid- 1970
H 3Uesy g ¥ 3R simultaneous input & o allow & g1 Minicomputer
FI 3UclsY glT Ush far-less expensive alternative gl

Transistors 3R micro-electronics = 3T B¢ 3R less-complex machines &
3G H 3UAET H o I a¥e I ar g1 Minicomputers, &9 & Ugerm
general IaEI¥% 39307 & ¥ 1960 & 3Iudnr Far = 3@ 3 a@ifosw 3R
R & # 3edT g el 9 g1 Central processing Unit (cpu) & 33 §U
terminals centralized staff €Y 31981 individual user & direct control & Ea &1
FO § ¥el # Ig TH microcomputer A1 personal computer(PC) giar &l St
ARIFR office work process H FATT AT 3ET FaT ¢l

Desktop PCs, 1981 # 3ffdca # 33 arcjoetecture & wide adoption &
gRuTH Ta®g FIeT AT # affordable s I g1 I8 W & =T § fF &Y office
g ®A&dT H PC 39eey &UAT S| Late 1980 3R early 1990s #H &3
HFqidr & linking a1 “networking” & program & fehar|

JffeaR office & & S typing, book keeping, billing, filling 3R @F@Ror
electronically perform far a1 &&dr g1 $© fafse computer & 30T § S
word processing, electronic mail, teleconferencing, telecommuting 3iR
information retrieval

LAN- (Local Area Network) T& Standardized system St UT& &Fqell & &Y
3T BT § @ e & ¥ §rm @ computer H oS F o Y @ew
graetfees fafer § ar & co-a rial cables garT SEaT| 389 4T 9dr & network
optical fibre connections 3uder &d g1 S $H g computers & ST sTaT &l
gar & a network microwaves radio Im infra-red radiations s 39T R
Tha & micro-waves radio ¥ Ts dish-antena @1 JF&d 9sdr gl infrared
radiations # transactions & & lens 3R wa effem 3R reception = lens T
ST g &1 3= [T S wide-area networking & o 39der R ST R
3494 telephone, 3R communication satellite linkage 31 gl

Text material 3 T typed ar printed 1 & giar § U scanner & TgIdT
fRdY computer & direct input RAT ST ThaT gl text H e & ford optical
character Recognition(OCR) software &I #sd Ygel printed documents @t
electronically computer readable files & sgar Gar Sirar g1 T graphic material
FI input FA & o 3uAET R ST &
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Dictation equipment- Dictation Unit f&& magnetic tape I1 3=T magnetic
media S f& §¢ # typists gaRT transaction & o 3uder Ry @ § W
FaAfRd =T & falw microphone T record playback device &I 393197 &&d gl
39HIUT H Aol ®9 T TH foot actualte grar g1 s & typist & et
reverse &% fast forward &% 3R AT recording & play &t & o @dAY
1T & 3R 38 §HT 3T% U keyboard # operate a=t F o free g1 &l
Office Application and desktop publishing

Computers f&e & & sgdr office problems @' solve &¥a & faUw 3yt
demer @ gl R o 3iifhw & IR o e @ A e fded weR &
documents & report, orders, contracts, form, letters 3mf¢ & processing
3G Fr ST gidr g1 Computer AT document F §ae1, TAGd T retrieve
T 3R edit FUT printda & O Y 3T R ST Tea g

U electronic office # computers & 39A9T file & procurement & i office
F TWOT & O 3T BFar o 3R administrative &1 F Tg—IAT & & glar 2l
office & TERIAT & H g1 &1 office & TEIAT ¢4 & o /A= software
products 39estr gl ¥ word processing tools 3&¥ MS word, word star, chi
writer 3¢ spreadsheets, lotus 123 a1 excel 3¢ & 3T HJ g

MS Access # &7 o feoT offices & 39aier frar sirar g1 computers desk top
publishing & o 3uger fFa Sma &1 DTP & & text & @Y documents,
image, 3R graphics & 3cdied TATRA I I g1 Desktop publishing & forr
F3$ softwares & page maker, ventura,

3¢ dedicate d I g1 T3 objects Fr size AT 3T parameters &I adjust
e page W fhe fhar ST @har g1 T softwares publishing industries S
newspaper production, books and magazines # 39T fRd ST @ gl

18.8 Education Management and Research

Education & &g & fraRd 37 & a8 e 5@q o1 A ured a=d &
gFaar Tad € T@E & IR FH T g & IR FA TFER ued A F

Education & HTT 35T § AF AN 3Ucedl FAE 6T & fadbrd & e
Tq YFIAr 39y AT

Education system 3mgfaie Awa d&pfa $1 fa &

AT AfRTS® SRl g ¥ T Afeadl GaRT ISl 9od AT § ARdSH &
CanT ied & S Faor R[efAa Fr ardr g, gafea i S g1 AR Qe S
¥ Fafad & S gl o9 ey R gFaar [fee yer f cafddea g
gaaTaes Afafaferdl & 39T T J1Ar g1 AETRRT g AT & GaRT S fAeTw
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fRarel websites 3¢ & @Rt Wed Hr ST Thar gl @I afFa [_fee=
sifafafit & S ggan fo@er FFcgey W F HIT FF W J IJ[AT g g
Frogy RIfeIa cafda 3ue afFdera cgafRyaa s & o 1T tools &1 ®rRIEr-3ar
Tohd g1 3R FFogX. H 39T A TAHhd ¢
IT based H¥UW rapid data processing,data storage,electronic data
exchange,data management,distant education,knowledge management 3ife
& o IT tools &1 WG 3T ¥hd gl education system & 322 :-
Education & H&T 33 fcafiadl & Rfed g Ref@a &, S=e’ dg,
skills Sg=lr g 3¢ AR A1l RHAET Jur &Har # [ef@a & iuais
schooling, teaching,instructing, T@ coaching garT & &« fFar ST FHaT &l
Riem Ao 3 e o sRf @ sgd F{T § J3 g3 gl S A O3myias
Tepfd # @@ g gFadr TG F F F T99T  YE gl odel & IJd dd
ToIaT BT &1 gzt frarel w=el, 3es 9 entertainment & HUST F GaRT
i FThr AT TT W TR B
IRT A education system FT #H
1950 & gRT ARG # RAew ggfad British model 9 3mamRa oY, Raw &r glawr
hadl AT H TF Al FHr majority H & 3ucrsyr Ar| MG F ART F AFATERIT IgeAT
9SdT 7| ARG &I FTadIal & TAT 1947 H gaAe gfaerd & 30 F HA aer
geat 3R formsa & AT | 39 9IRT f v g JAaT do fom Ty g1 ofea
Teh Gfaed & & ST & computer Rf&IT §1 1951 & oy I WRT A=
& IRUMATTET RIS # dgd Tl §3 &1 #ARd WHR & 386 TS F5 wad 6y
g S T Foaem, fAawRt # otraining & 3R fRAW 39esy &l radio,
broadcast td TV broadcast #Rd TIHR aRT Tl I
TR - AT FAUT o 6 F 14 A I & dedi & o Rew &1 v fFar g,
3 WY 97 & d<a & OF ToT WHR Tgdl T 3R Jord RAeT goieT aa &
fordr fSFeR Bl
AT I UET ST 8131 H HA TRt ¢ W AR H Tqo! 31fUH AL H g
3oq AT . ARG # 4850 ¥ ¥ Agidcarey tvd favafacarery g1 & 100 # ¥
4 9T 18 ¥ 23 a¥ & T Y 3F F AT 5T Rg FT GEABN F attend FI &
Sr & 3Tg e e aXd g1 1978 & ugel e s Fr AR oY oeg
TSR had determination of standard, technical I 3= 8T & o FFAER
o
1978 # U T T & a1 A& T joint responsibility s 35| 3R I8 39
TF Tgd & faeiad diih & Fal @ T W@ gl
Education & WRWRETT J3feor 59 YR & TohdT &l
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1)

2)

3)

4)

5)

6)

7)

8)

Formal education (3itaaiRe fam) : Ig g Rem § 5@d school, college
3R Universities & &F S0 arer Ader 3ma § ¥ @mmurad: Schooling
g
Informal education (3itoaRe &) : sHHE AdAT 39 YHR A RNeT T §
ST ST 379+ AT dr gl &7 dr@a g
Non-formal education - Jg & &gl 7 Fal AR g =Eaaies Rer
3T g g
General Education - (&g fU8T) ST 3837 8T & U ANRe ST S
o gfgAr, fSFAeR 3R 6T gord ST B
Special Education - fafersc frem - ag frem o oen & [T 3aw 9o
FXAl & S & 399 v @AY g1 FT SU 3H ARE & AT o fF Y, e 6,
YT AT AEREE AN W IR B fE F O Rftse, R Aeed e
A Bl
Adult Education - (& e 318 g ga&nt & o 6T Joar «F - a9
¥ Fefd RIST 39estl U H AGE A & oif foh ATH T FETHT A cgaredd
FF TAS ST & AT A3 P FAIMAR FA @l aIEHT I 39 HT T
39t AoaiRe Rem «f afAd @a & o Acgark g1 sRie & &
elementary reading & @/ advanced commercial,technical Td sgaari@«®
GTIGTOT YeleT i & aIEhl Garl Jeled fohd ST gl
Vocational Education - cgqaii@s few - g fRrer faferse cafda &1 job &
oy R &&= & o & S &1 Technical Schools @ Secondary School
g o fr fafse §9 3 O RIem gge = & o FRRa & Ot & 3w
technical fasaf &1 3 -carpentry,metal works 3R electronics 3mf¢ T
JARRT el #Xd &l technical school & faeafdar 1 st @@FEg
educational courses, technical colleges 3R specialized school &I el T
ST 9sdr ¢ St & advanced vocational 3R technical training Y&t ad
gl
Hard Human Resorce Development - 1990 & &R IT & I®cdar &
qra-arg T tools & 8 dgdr AET & AT & 897 F 39397 fhar I a6r 3
far a/ar aRFIRS classification @& I system classification replace far
ST ®@&haT ¢l Education system @r 3mefaiss geffetor (>1990s)

Traditional (W) IT based  Combined

Non-IT Education Distance Traditional IT based
Education
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gy (fram)
Chalk wa black-board
AT FIAT
Education system # foe7 gEg aifafafar s 81
1. Planning & monitoring : Long term,mid team, short term

N

gatsl Ud geard (Management & administration)
Review commites (FfAdT T THIET )
Financial allocation in budget, grants commission

> w

o, Grant’'s commission &l eI searT
School,college,Universities,Examination boards & gfaarér ai==|
faeareftar fr ademe

3og RIeT i [Affe @

Research & development T¥T3T & TUH

AR agencies ¥ TUH

Education :- oemefer @t Tl & 3Taehel Micro-computers 393 &R S &,
T FEeed F @ # AR teachers & {@ # @gREF g1 I TH classroom
H gay e fr Rg g1 gat & o w5 g @ programes #r computer
R design fFY J1d § 5@ Tgar ¥ students 396 @ [ARAd R TFd B
Y WA Wol #H & e 7gur 1 o1 Fhr §1 $© programmable toys 8T g1d Bl
St fr Ragfiat & a8 @@t #§ Agg aX Fahdl &1 computer & A control &
3R simple programming languages T 39317 &Y

© ©o N o 0

Educational Research :- Scientific computer, 31f®% st internal processing
FI AGed &IM T SHH! input T output FHr &TAAT HfAT g Tl &1 GAIPR &
computer W ST oI dTee IguaeT fFd A §1 gaie Ao 6 aifafafyr
S weather forecasting, Meterologist asf & Ig S=d § & afe Mathematical
equations & world wide data & @ supply fRar ST F&dar g1 S pressure
(e9), temperature (AT9AR), humidity (3M&an) 3R 3= #AF 7 quations T
AT U Afad e om R ¥ A1 Affea Tuet woFr g aifgd? e 'e
I T T g ¢l MICR gart encode f&d a1 cheques ¢ 3R sort f&3 o
#hd gl ¥ 3000 Jd wfd fAste 1 @ & wg 3N sort fHA ST HEd §l A
geologic system# T T W TfaAeir T 3ufeafa v off Sary 2 1
Educational & Research Network
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Educational 3R Research Network 1987 # electronic ¥HTT garT & fohar
AT A computer HIROT & ARG AFGHS AR RET community & o 3acrsy
T & T fohar |

ERNET electronic department & T joint project g1 $1Rd &R 3R United
nations @1 development program (UNDP) Ig #Rd &1 9gel TCP/IP network
setup § S educational 3R research afafdfedr & premier TEATHT iR
IqHYT Helf # faster & & Tl ERNET project &1 #&T &g § internet
access @I software developers, students, research scholars 3
academecians # & institutes 3{R U Hell F 3ITelstl F=A1 Another
government agency(VSNL) Jg Te &FUT § e &y FRoT 1 Ja0 SFoidr &
o 3uclsyr a8 g1 3T government agency (NIC)

National informatics centre FARRT & 9T dehellehl HEYW HFES, TSI,
FAR, Jots IR A5 ool d FB¥a &1 Indian institute of science,deR 3R
National centre for software technology Mumbai 3R electronic T
department(DE) New Delhi t& Modal centre & qRg & & ©& ¢l

ARTLT (Summary)

Information Superhighway,multimedia,and internet /& topic W news stories

a5 information technology wave @ & refer &dr gl

e Information technology & 3mge life & w& dramatic change 3mam § o
networked computers 3R 3f=g 39aUll g@rT stand-alone 39aUT S
type-writers, calculators 3R telephone @I replace #X & gl

e TIH STIET Modern Information technology & 39&R9T microprocessors 3R
computers & chipssai T &1

o Txk ar frdly 8t form # Fohgr & a8 I« ¥ text,sound,movies,pictures,
animation etc, @ 3= forms # & dlel ¥ TG ST FehaT Bl

e Technology st & advance gt ST Wr g1 Ugel arel isolated fields St
T.V.,phone, computers 3R radio & single field # coverage & ST 7
gl

e Terms & information technology age, Information society 3R
knowledge workers & fact & 3@id &l gl & information 3R
information technology gAR Sfiasl 3R career # U Sgd & Hgcaqul fAHT
fasme g1
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Information technology @ #dad g creation,gathering,processing,
storage and delivery of information 3R @ processor 3R devices S
gFEg S &l

Information technology, raw data @& process @ dahdl gl processed
information &I recycle & d&dr gl ‘3R FHA SeT I d§ 31T processing
step # use T gl AR package information

H T a4 form #F 3TART I Toha! &l oFd & I8 s & 3mae, ifRs
3rRse 3R 3fUe 3ol 8@ a3l

processing information %asr TAT TH step g S large processors H
information processing cycle @gadr gl 38 cycle & 9rg steps gl
input,processing,output,storage 3k retrieval 3R distribution 3R
communication

IT & 399 R I 30T gL U 93 RTea &1 e gid €1 a1 related
parts & Teh dC S A H operate gl Tk specific function perform &t
gl

Information systems & & g@X systems # parts & fAeex I g1d g1 S
components Fgelld &1 components IT systems & 39 &7 consider F3T
St scale W 3R § ¥ 3m0a examine &7 & o gam &1 I§ TF B
ff¥ea &1 unending spiral § St t& larger system # SR fAedr gl
Computers arad # electronic digital computers g electronics &I Ades
3 information @' process &1 & o electronic components &I 39T
#d &1 3R Digital #des I 3T & binary digits 0 3R 1 & process 3R
store #J g1 3R computers #AdeT I data based & T& Informations &
AT W store FA g S fF T programme FHgerrar gl

dRT S computers & 39IRT 39 FF FeA & ol AR 379« performe &r
gt & o aXd g1 9 end-users &gdd gl

Application programs si& Microsoft word, Excel ar Adobe’s photoshop
and pagemaker ar g S 3@ word processing & fodr financial
planning,photo manipulation or newsletter layouts & forr 33T &d gl
Data information processing & raw materials glData &
integers,dates,characters,sounds,graphic,movies,animations  37f¢;  emf&er
gl

Originally computers @%ad integers, times 3R characters @I process
Tohd g S simple data Fgelld g1 3§ computers process &« & ford
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BN e

powerful 3R T&a g1 3W- animations 3 & complete data ®gelld & &
process & & o]

3mghr daily activities & airline reservation @@ weather forecast
@ AT ATM ¥ 9T fAepreratr 3nfe ot computers & & 31 g5 81

FAFITH 9T (Exercise)

Information technology & 39 & THST &
sg% Scope FdEY|
Office automation & 3T FAT FHSA § Ig fhT IR 39NN gl

Write a short note on :

a.

b
C.
d

Computers in Education

. Computers in Research

Computers in library

. Computers in Communication technology
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gehTg- 19
(&Y TAGT H T deheileh

(Information Technology in Distance Education)

ghIs & TRE@T (Structure)

19.1 Introduction to Distance Education
19.2 Need Of Distance Education
19.3 Instructional Development Distance Education

19.4 Information Technology in Distance Learning

19.0 322T (Objectives)

$H gfoIc H gl & 9T &H -

1. Distance Education, Need Of Distance Education.

2. Information Technology in Distance Learning.

3. Distance Learning promotion and edusat

3G & aR A SATHARRT 9Ied |

19.1 9EAGSAT (Introduction)

Distance Education &1 £? &1 Distance Education JHa2mel ddfcad £?
Effective Distance Education, keys players in distance education
references for further information.

Distance Education #ar & ?

astt & g @ 3 aRadsit 3R Shifting Market conditions & @eid budget
Jord foer 3R RAfRTF 3ra@’d & e American education system @I galdr &
TS &1 Sga O daif0ie FEATE distance education programs &1 fawfid #a 5@
A T FHAT HT W & IMURT TR W Distance Education d« gy § i«
teacher 3 student's physical distance 3R technology garT 37T gld gl
Instructional gap &' bridge & & {4 face to face communication @
I A B

19.2 Need Of Distance Education

&y el off 3aam & Surer d@a § foidem % face to face fRuam greq &eet
arer fagardf Distance Education 3R Traditional face to face education &
JoTcAS HIEU H Ig AT B & F TET @R M ueeAr 3R gemEm
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Traditional face to face education $r ag THIELTET & HHhar gl ol 3R

gigafhr instructional tasks & forw appropriate gia gl

Distance Education &¥& appropriate gid gl

Distance Education ¥ deliver $r Jrar §?

Distance educator & 9 sgd ¥ Wi e 3uaey gld § ¥ IR &Y

ATOTAT F AT g

Voice -Interactive technology of telephone audiocon ferencing 3R Short

wave radio instruction audio tools # 3a g1 Topes 3R radio passive audio

tools & 3Td gl

Video -Instruction video tools # image & slides pre-production moving

image & (Film, video tape) 3R audio conference & dry dfFAfed (real

time moving images 3Tdr g1

Data computer a= & electronically #iSar 3R receive adr gl T HROT

term data &7 9IT ¥ instruction tools & board category &I describe &It

& for foRar Sar &1 computer application for distance education .

e Computer Assisted Instruction (CIA) computer &I T& self-teaching
machine # &g 39T &ar g1 Individual lesson $r g&gfd & ol

e Computer managed instruction - HFYEI HI 39AI  instruction @l
gafeyd aat AR fefdat & records 3R 37=Afa & track & & I
AT gl SR @I FFGX & gl delives &l T TR AT I3
T CAILCMI & ary wfFafad gidar &

e Computer mediated education -(CME) computer application & fa&aika
FLaT § S Instruction & delivery &I gfaurcAs saar g1 Examples
include-electronic mail for real time computer conferencing ,and word
wide web application.

Print : I8 Us 3NMUTRT ded § &l & 31F GR delivery system faswerd 81 sgd

¥ print formats 3uelsy g1 &8 Text books,guides,workbook,course syllabi

and case studies 3ma gl

Flerdlt awelis wafean &2

Il Wleifdifr distance education #r delivery & o Fpoit & sfepr s

g1 education &I technology delivery & &I instructional outcorners 9 €1

ST AIRRU| 39 fAST I gHTERMel g & oY W@ arell Y TWRAT W AT ST

content #r ST X delivery system & select #¥a & Ugel €T ST ATfRU|
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Example T& #HSgd print component SIiGT @ SAGT basic instructional

content @& course text & form & @YU # readings syllabus 3R s R &r

schedule .

Interactive audio ar fafsa conferencing @@r @#T # face-to face interaction

39elsY] AT &l Tg§ T U expert & content #aT & o 3R guest speaker

& incorporate &% & ol @ 3T 3R Cost-effective alier gl

e Computer conferencing a1 electronic mail T& a1 318 class member &t
massage #lel AT 3T AR & ATEIAT dT 39ANT T ¢l T student & &
interaction &I srar gl

e Class lecture 3R Visually oriented content &I present &=l & ol Uger
U Rs video tapes 39AT 7Y ST T &1

e Assignment &I distribute a7 & o fax 399RT fohar ST @dhar g1 student
assignment &I receive &d TAT W feed back 39eetr AT g

e Educator & %A gl technology option & & HEYUEN qdeh Iollll T 3T
2l T instructional media &1 mix ST 3 W@ Tl Hr EIHATIT
AT 3+t Instructionally effective 31k economically prudent alls & ot
T

gaTaemet Distance education

wargemel Distance education programme HEUSIgEd Al 3T focus

understanding #T course requirement TeRIAT $r FTWAT FF [ FAT IRHA

A gl TG dFee AF e IR & o o Faal & 3R 58S dcdl B FaARa &

T FHST ST 3T9TF gl

Distance education programme &I fd&f8d & & fod e aRss sga @

ARt IR FEEH & §FqU #i9 A Sa 1 add A Distance education

programme ¥%d 07 & fordr faganfdai, faculty facilitatory support staff 3R

administrators & AFad effort f&& S &1

Key player in distance education.

farer & a¥ ersg 37 Key player & distance education & ${fAsr 3R 3%

¢anrT face 1 a8 AN 1 quTe HLd Bl

fagardt - Tt & instruction SWAET # FHSEm & distance education

programme 3R g g e garT field & T Rt w fFar Sar g1 &1 &

g d Agcaqur fewar g1 fagafdat i grafas sfae § O 98 & e a

¢ arelm HH gl BFer dg H FWd, AdAGER Tl HR g8 instruction

content S 9ErIT 3T § 38 FASET AR o9 &M 39 instructional & deliver
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frar Srear ® sga @ gHifaar 3R g1 ifE et R e gEy @ e

397 background 3R interest &I share &d gU I 3% ForE F T

teacher & personally interact &I &I Hldr HAear g1 df 37c@T-37@T class

participates ® SIS FT Tg Th 3TOT I 8IdT ¢

Faculty - distance education &I T®edr & 9% faculty &1 37 g g1 &

9Ruf& class room.

& setting # instruction # Jg TFAGRT g g1 course content & assemble

T, AR eI 1 gAEanst F gAS T &TAAT F FHET HET 36 wWE F

Rrator 7 $o fafdse gt 3 &

For example

e Instruction & TIRT Fr dg 3TelT AXTATIT P THASTA I &HAT I AT L
AR e fagaRiar fr S&dr & & & IR 7 [ F afg # face to face
contact grar

e Teaching style & f@TR & a7 W 3f%e da=n 3R audiences & ST
3R 33t W AR S

o S« d YT RALTUT §{fAHI # g O 39 w A A A A AT Ll

e gHAT Th Fes facilitator 3R content provide #r g FHTERITST Kk &
F H

Facilitator : Instrutor & oI Jg gHT ®RICHAG @ar &1 Ig instructor 3R

faeardt & &g tF bridge &7 &I &ar g1 T facilator & FHAs=T afgw student

H TG T 3R instructor F expectation F FAgAEl & ¥ facilitator

teacher g@rT sd& ¥ fAgef & follow &= =IfRU| @ 9 budgets 3R

lesgistic permits gl & on site facilitation & $fA®r g ST g1 d equipment

A set-up Fd § assignment & FHIT Fd gl proctor test IR 37 AT A

instructor & on-site 3@ 3R &1 i RE T T

Support Staff - distance education enterpriser HI AT & YIS 3T AFIT T

A Sgd I3T &Y Biar 81 3R A favaw feema & & programme & dwerar & o

o feaRa St & smaegsar @it § g Sgd gwEemel g Hed #he

distance education support service &Rf & Ssar gl Gad faemf@ar #r

registeration material duplication and distribution textbook ordering securing

of copy right clearance facilities scheduling processing grade report

managing technical resource etc. 3T gl support personal T& THT YT &

S distance education afforts &I IrI-@my 3iR| track W 6 I@AT gl
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Administrator - J€ai@ Administrator T institution & distance education
programe ' plane FA # Fgd YHET g gl W distance education
administrator ,idea people & 3f&% gla g1 f&eier hao 361 & garT o S
g1 @ technical 3R support service personal & T FIR FFT Wd § 3R
faeard &ua § f& institution & academic mission & W Fa F oI
technological resources T& faY W@ 3T I gl AGAdQT & & I TH
academic focus & <IAfEUd F& IWd gl 3R 3¢ Ig realize war g1 &
faearfdat $r constructionl ST T TASTAT 3Tl [TFAGHT &

19.3 Instructional Development distance education

e The need for instruction development - (FcemcAs AT &1 SA)
fcencAs e cgaRyd s & planning development 3R adapting
instruction St & identifiable learner &r 3mavIsar 3R continent requirements
W IURA g, & o e (A 3 sa@r 3gesy Fuar g1 g8 @ distance
education # 3cIaTR & @1 linstructor IR et @Hfa aEafas
background &I sic ¥hd g 3R face content T@ d¥&d gl IAM instructional
foaeg &  model 3k R 3R IFH sgard, @A IMERE

design,development,evaluation 3iX revision #r stages #dr gl
e e 1 fafer -

’ ———» | Design| T
/ 3 = i \\‘
/

(f

[Revision 5
Revision plan & fa&sfia &1 [Development]
3= Wj LT —Cotent outline 9@T1 .

‘ Suf¥err material @7 review )
\ afera iR RAefha
\ YT Material 3k $59a delivery
. method =7 Select e /
R [Evaluation

T ‘_77_"_77_7_"_, -
P N —

Instruction fo ggsT arell st &1 fAUIRA - instruction & o gzar arelr SRAT
& fAuRer @ gF W F fOF Flad enteral data ST B GgHEd g, Bl
factor instructional need ¥ wafewrd g, 3R HT & WA 3pa Az &
plan f&& I instruction FHTET ale & 3 STWd. &I 9T THhd ¢l

HIdEmT 7 faeewor - Distance learner 3R 3adhl A@TRATAT I SAGT TS A
AT & o 3ehr 37 "iEpide background IR gU 36pHa &adr AR Aetiors
TR F consider |
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3e7ehr familiarity &I consider &d s faffi==r instructional method 3R delivery
system & @AY i AUIRT w1 & T ured fr 718 knowledge Fr FH wrer
#, AR T note e fF class H fagardft @y F wed § AT IrEET-3rCET
faQwarat, ¥ (urban/rural,undergraduate/graduate) & 3R et THE Al
Jd @HT g instructor FI ¥EY site I ST A1fed 3R prospective faeafdat
TETHR ol Ted IfFaerd 3R B THg aat ae Al Ig personalize
altention faganfdat &I Ig 8 show &WW & instructor A% a1 &1 & =@r &
gfeer g8 388 FE SAEr electronic technology ¥ 3T g3 81 colleges S &
target population & &Y ¥ F gF § 9 Y 39 activate & FHd Bl

e Establish instructional goals/objective (instruction 322at & Fafd T ITE
AT & gpfd W 3maiRa § 3R faga@ar & smaawanst w o ik [evae
instruction 3gedT & FTUMT A W (goal) 32T instruction FHed & 3
statement & sfed objective goal attainment #r aXg specific step gl

The development stage

‘T content outline S§ATAT :- JE instructional problems W 3menRa &, Sar3id
&1 fagervor, instructional glob 3R 3ma2de course content &7 understanding
39clsY material & review - instruction @ 39esY AEFHAT F review FHIaAT
IIfgd| instruction material F 3TN Thol T & Ag0 gl AMfgd Fifh Ig R
IRFIR& classroom & o 3Ucleyl aram a7 g I8 fadvaar @Er g1 afg pre-
packaged instructional tool &R fFd ST § 3R ReRiEl % g & o
AT background 3R 3@ & @ market # a I #1

pre-packaged material 39dRT &Y S § @@ & W wraparound
introduction fas&y, 3R @RRr St & distance student & learning material &
Tafeud gl

content & Iaedd 3R [FHfAT AT ;- A¥E FIH 997 Idrgey of & distance
education face #X T § 98 TGt & HIg 3GERUT &I FAIdT &1 ATT AR &
fY content & 3CIEIUT ST content & o context ¥ Sgd § I 3UANT Hlh
TeraT ST &1 ARG 3eTERoT I @id & aF learning] s1f@a gkl &1 Ig g 3R
multicultural setting # T& Y TdEer § e ReF P ga & 3R
distance learner & oI ¥ I 3CEI0T Aol & Tohd & 39 GHEAT O Rad
g & forr &% potential content enouples T & discuss #=T AR |

Select /develop material & method : instructional material & fa@T 3R
delivery method & selection # 3R THIhd fRar @1 print voice video 3R
data technology # face to face communication & T 3TETRAT gl &1 gl
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W geAldr § delivery component & THIgFd &, content TaRISHAT 3R
technical constraints 3¢rgtoT Delivery technology WX $RIAT &IAT HA Sk glomm
St 1 $& class member & o 3uerser 7T ¢

The Evaluation Sage

Goals 3R objectives &T review & T& 32T g @uiRa & I instruction
method 3R material TG 7 7 goals 3R objective Fr quT & I &

o 'T&h Hediwdd plan M FHEAT FET - A &9 MR FH instruction Hr
effectiveness &1 Hedied|

e Formative evaluation - SJ&-3/& course A&fAd grar 3R 3w Sear § I
instruction @& revise < H 39AT fFIT ST THar &1 30T distance
educator faganfial & uar for@ guv 3R stamped post card mail & 9AF
session & dg complete T & o & THaT Bl

e Summative evaluation I§ d¥ conduct '@ ST § 9 instruction 9oT &
ST § 3R course revision 3R future planning & o t& data base 39esy
Fuar gl Course complete & follow & g§T¢ Us summative evaluation
season TS ad faezmdl lvaRerar & HHAET ol course & FURA & o]
It gl faar-fansy & gg@r & & o v local facilitator #Fediehel &F &1

geltar &1 formative 3R summative Hedidhd & HeH # data quantitative 3R
quantitative It garT sFs R I &1
Quantitative #Fcdieel responce &I breath WX AT T § statistically deg

data & &A@ & collection manipulation 9X focus &ar g 3R enperimental
research & a1¢ 3feigpd fHar dr g1 JeelicAs &7 H quantitative Hediesed
responce H IS W €A shiegd T gl 31™& subjective method &
interviewes 3R 318 @IS #H query H observation quantitative SEd@ T
Afse ITNFar &1 @ Fhar g FifF distance learner & AGdr Feg
statislical stratification 3R fa2eISUT &1 HaFEell FT Hehcll Bl

I8 o7 SEda At & ggel & quantitative measurement & @Y 3FER
go f8Y arell interview 3R non-participat observation & g#r@ 3 delivery
technology & &% attitude & IR H HIAT A FHal HA d 3@ dG & oy
combine grdT gl

o Hediwd & data I FHET HLA AR IGH ARV FIAT -

39 course /material &1 37T FAeadd Hedhel SICT H IHIT Il &l o
gRUTAT & AauTelqder faRelwoT, instruction process # process # gaps IT
weakness @ Ugdd ol o 3R THAAT HI Tgdledslr Y TR & AZcaEr gl
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Ao favelwor & 9gRUMA TE "spring board" 39eieyr &UA fFEH revision
faefla foear o aehl

gl gurR & fod &1 § O ot sga wauigds Refda &3 @ distance
delivered course 3iX revision &I 3MaeTehdr anticipate Hr =T arfgd| areda &
ggl T course H 3% confidence g9 ST significantly review foRar Smem|
Revision plant typical it fer & direct aRumaA greml revision ideas &7
I TOI Ir’IA course W instruction & 39« reflection gram|

39 $RUT T S & course WA & revision plan &y&T aifgd|

3T course revision minor gid § S fRAT €2 unit #F SA@T manageable
components d&d gT assignment feedback @ar sgd student ¥ interaction &
s =g Al W major revision FH TR USAr gl significant course
change @' future course use & ol #iged & gu field test fehar e -=nfg|
Distance learning & ©Ic &Hg, content specialist 3R revision idea @I test
FAT AMEA SH process & IRUMA &I, ag knowledge THE & class &
fIdwdT scer 3R ar revision St T learner group & o ST g ar 3T B
population & for inappropriate g ¥&dT §, temper Far S=r A

fssd - 59 g @wg § 3R A% & 3gET 8, instruction development process
Fr BT [har I T1fgd I§ Fad learner T AT HF consider e fhar T
HHhal §, contents & I AR constraints St & aar et 3k fagardt i
face #X I gl instruction development & sound & YU J3 @ el
obstances &I over come =&l HLM| IGIT Ig TH process R procedural
framework @' Welf &M instruction I&ANAAT & address &&= & fod S
ARTd ®7 @ Fr 3897

19.4 Information Technology In distance Learning
Distance education and the world wide web

Internet gfAAm &1 We¥ 8T AR AfFaemer dAcad § SNfd personal computer
sophisticated mainframes high 3R speed supercomputer &I Jsdr g1 adHA
ST ¥ Iar Joidl g & 4 million computer internet BEar g1 Fdifh T
FFoGEl FT ASRAS 3R WA Sectae &1 fgear § 388 incompalibity problem
I TRl gl Fifh Faar fafde computer 3R software & 3TART F& T
STt § 1989 # Ue dafae & FHE A TS aRelr # Geneva # particle
physic & & internet tool fa&fAd e Y& far ST @t CERN researches
GART 3ceel &1 S FIel &1 link HWM 37 tool o faffiest computer W et
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defASl GaR §A15 IS FIAT FT link IS FHT TN 3T HUAT| ATT 32T AT
Incompatibility:

& AFG W HAAE G AR A dd ST 39T & FE@S computer Fr
linking & &g 'S/l St % 'hypertext' Fgardr gl

I F TH liner 3R hierarchial a@& #A Y&d & & ST hypertext
information @& T& web link manner & Ssar § = FI nods 3= nodes &
fafeesr Al g@rT ST ST Fhcdl &1 IRUMA Fa®T IuAerRar afaghear & Fgaer
H criss cross #X THd &l CERN Project & WoRd®9 internet &I TH =T
front-ed Y&t g3 St 3 world wide web & A ¥ STdT 81

WWW 39N eATHT FT TH WA T GIAA FoIfa & aliF internet F 93 wU=T &
o 3qerey

T g1 1993 # national center of supercomputing applications (NCSA)
Unison university &, & CERN & d3Tfeiel & 39T @l 36T der™T Ush software
FATRT it T Mosaic Hgeldl g1 Mosaic Teh-- 39317 el H Tl graphic user
interface § S text graphic sounds 3R video @& hyperlink &Idar gIMosaic
gl internet 2m St 9 web browser Fgdlar g1 37T IS-AY browser
Netscape (9ger commercial browser St &I mosaic project # involve o
9IREAY garT Aefad fRar smm) 3k Microsoft & internet explorer

Web browser 393Tehcdl &l internet & connect &9 § ST 3T remotes
computer W f&aa information & 3BT g & W S0 § web browser
remote computer & FHFr T d& -Sisd gl TEE & ST AR gH aifew o
gAN computer d% UgdT % AN g4 38 ¢@ HF| 9 ¥ documents ST fF
browser @ ¢& S § @ (HTML) hypertext mark language &I 3939T &h
I ST Feha B

HTML,standardized tags @& 39319 &% incompatibility problem @I solve
T &1 TE indicate FaT g1 fF TH text F gdaT plain g TIRRT, bold,italic
AT 3T text & ghs W ST g g€l information & T Td FFPH W
HTML garT s Sa & 3R fRelt 373 & fodr accessible gd § @& web-
browser & @Y, 3R ¥ "homepage” web page Hgard gl

Distance learning & www T 39317 F41?

www 3R web browser s internet &I e AFAET ardaeRor §er e g
graphic ,text 3R sound & T& single tool H THIFA T HI ANIIAT H AdoS
¥ 3ad 3UANTRcdT WA step learning course & WY TOY g7 A &1 HEATT
3R individuals ¥adT & & homepage & AT & 3T homepage & s
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Thd &, 39«7 3T I R AT computer system R 3= IfFdAT gaRT T
I pages ¥l Edcuators & o &1 3qEX 39ele¥l 0T &1 www T educator
ganrT class room home page §«ilst # 39T fhar ST ool § 98 home page
class #r information & syllabus,exercise,Iiterature,reference,aﬂT instruction
#T biography #I cover & T gl
instructor www W information &Y link & $ff 3udeT FU Tehar § o
faganfdat & for class # 39l grefi
(3ereuT - research data on Agriculture markets global climate change ar
space mission) 3= &3t (link) library catalogs a1 gds fagameff & =afFdera
g1 9T &I §erar ¢ dhd! ¢l homepage student & T discussion & SIg Heho
g &1 listserv & Sf eI c@arm Y &1 FHha dr form &0 & o
homepage &1 ST AR ST 3id & 319 T U& e-mail massage & & #H il
SRR EY fagafdat & forr homepage fa&ffa & distance education it
f& ©s web presence & faRfAd &1 distance education ST f& Tk web-
presence & faHRAT Fel & o R § 3¢ e fQufcaat a sisar arfgul
e Rusing in without a master plan : HTML & W@ 3R S99 & g#
I www 1 39U faRfia #ta & 3T A @ arl HTML & @1y |9y
A H FA TAT Tdld HI| homepage start & & Tgol 323 3R
homepage fawat I consider & §U 319 web presence &I fAFHfAd F&
% &RUT & IR H AaAT| FT 39T home-page stend alone &R ghem AT
39 3 3= technologies Si¥ video a1 audio & TASTT H 3YINET HLT
sound instructional design principles homepage W apply ¥ Id &
(fraY 3= arTalt & arr g fhdT 37 course & ol AR &r 715 gl
o Become familiar with new software tools developing home pages
Homepages &I fawf@d aXl & fod a3 software tool & @ familias gl
computer software tools & hotmetal 3R hotdog means I word
processing software &7 39T &&AT STIaT gl software T &Rfifead 3R <or
fe@sr arer homepage @&RAT X Tl g1 3=F TF computer software tools
& review www T 39y § 3R 3dAH ¥ Sgd ¥ free trial & f@d download
ST " g
o 3 I H IUINT HEAT S 39 course & ol ugel & faspffa &1 a1 gehr
g1 I 39k 99 9gel ¥ notes 3R syllabi word processed form # g ar
hotdog S tool & 39dRT HIGT 30¢ www X distribution & forr format
A & o
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Look at what is already available : course & for d%s homepage dger
¥ el T ST g% g1 37 homepage # ¥ & www & TF T & H
complete & & o faganfdat &1 allow & g1 31X campus # 3| video
a1 audio g@RT G I lecture & A # fawfaa ga Bl

Laying out home page poorly and inconsistently

«R 3R confusing homepage ' gt & A -

WWwW T 3+ sites 9 consult &aT Tifigd ST homepage layout 3R style
9T consult =T TIRY 'St homepage manual T SA-ART site gl

39% Ycdd page & T T fAfRad format &1 39dT &IATI Mention style
manual 9X 3mTRd suggestions 9% web page & o & fAfRaa format
faef@a X g1 e+ coloured 3R patterned background text WX 3g9rer
R ST @wd & plain gray 3R @%e background &t 9get F AT §ATT B
Keeping page length short -39sl A& inder &3 3= 38A BIC page #
3T ST AIfY 39 case H Sfgl page @ information el gt & 38H fagaret
IR TN & AR ARIST FI a 95T Tt g

Maximizing Link to internal information and minimizing links to external
information 3m9% home page &I HET 327 ¢ & RAfse vy w gaen
39elst] HLAT dhao external links & homepage FI 39eley T g o
39T H@efeud oo faeafdar & fodr 3uesy &ar g1 using unecessarily
large or including sound video clips consider &% & IMfhes Tk EH
page & foF appreal add & ¥&ar gl internet user & THh T TE&AT 3T
T internet & 14.4 K Modem 3931 #Xd T access &l ¢l

Graphic image St & 20 K 40 K 14.4 K modern & &g &R & o &y
¢l page S T sgd ofeT AT download T #H o § faganf@=t v frustrate
W ot § 3R 3% us IRY 339k homepage & graphic & paints @l
demonstrate &I & [T extensive 39TNET &I 3NEThal @il g af 39eT
faeafiat & @as &7 Af 39 sounds AT video clip & 39T & & plan
FXd g dl 3M9HT sure gl ST MaRTHhal ¢ b 3mas Feft ey fagardt computer
$r 3T garfaeier & S sounds or video cards 3@ gl

What should | put on the home page?

homepage @' 39 JI™I courses information material & @ & 3R
course material & SR H TS H involve g # HEIAT &L AIfgd| HeEr
g #H design f&ar =T homepage T &1 discussion & 3R 39F gIFY
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faeafdat garr activate participation @ encourage M| 3T9%  class
home page # && s elements FAIRA T T THaT g

e course of instructor information - cover f&J S arel course item @I
course topic H TWg include FT 39S office house textbook
information course objective 3R grading policies .

e class communication -379& e-mail &I 9eTfd YeTeT &=

Discussion group & 3o & 3muar facamdf & fagandf & d9r & cgaffyd &=

forr g 3R & form create & 6 3mues fagardt problem & report & &h

Ir gg &. X H biogeographical information & @l

Assignment and tests : assignments 3R test &I gere, online completion

3 submission & R 3geey T AR ST 3T excepted FA g IR

&, hints 3R sample 4|

e Material convered in the class room -Foma&H # covered material -
Lecture & notes d=1em 3R handouts s« St & ar ar webpage & @&
Ir downloadable file $r ag 39T ¢

e Demonitration animation video audio -Tg 3=g ¥ 3if¥& complex IR
HTTRISHAT gramT

& 3mass fagardff computer #r 3R sound 3R video card & &r~r gerfasiier g

e Reference material Print 3iX electronic ® & material & list AT ST T
textbook &I supplement &aT & copy right problem &I avoide & & fow
electronic articles a1 & 3M9s garT AT public domain # fo@ -3ma g1 3=
page & o link 9ere &ar g1 St fRdr topic WX information &r cover &Rdr
g, 9% TAT course 39T library 3R 31=7 on-compus Aty St & 39
fagzmeft & course complete FT F FAgE I &1

IHFITH YA (exercise)
1. Distance education & 39 T THSA &7
g 5T TR o g Bl
Distance education @T 3TaRIehdr HI FHST
Information technology distance education & 5T YR oTH & gl
Edusat &1 ¢ Ig Distance education & F& 1 g+ |
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Keyboard shortcut in MS-Word
FES Ahe TAT H 9T Thd ¢ 30 PEIs ke Hr fare = P fifgd
3R 3 FFCYEI & @RI S Aol HI FAAT AT 30 T |
Note : T& UalcA® eg JgT IGRId adr & 38T AT W ar T gardr el aTSh
g |

Action keystroke
Document action

Open a file CTRL+O

New file CTRL+N

Close a file CTRL+W

Save as F12

Save CTRL+S or SHIFT+F12

Print preview CTRL+F12

Print CTRL+P

Show/hide paragraph symbols CTRL+*

Spelling and grammar F7

Help F1

Find CTRL+F

Replace CTRL+H

Go to CTRL+G

Cursor movement

Select all -entire document CTRL+A

Select from cursor to beginning of line SHIFT+HOME

Select form cursor to end of line SHIFT+END

Go to being of line HOME

Go to end of line END

Go to beginning of document CTRL+Home

Go to end of document CTRL+ENd
Formating

Cut CTRL+X

Copy CTRL +C

Past CTRL+V
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Undo CTRL+Z
Redo CTRL+Y
Format painter CTRL+SHIFT+C
Left alignment CTRL+L
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

Text style
Front face CTRL+SHIFT+F
Front 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 SHIFT+F3
Subscript CTRL+=
Superscript CTRL+SHIFT+=
Make web hyperlink CTRL+K

Table
Go to next cell Tab
Go to previous cell SHIFT+Tab

Go to beginning of column

ALT+Page up

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 row

ALT+SHIFT+Home
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Go to end of row ALT+END

Highlight to end of row ALT+SHIFT+END

Column break CTRL+SHIFT+Enter
Miscellaneous

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 foee $had ATy Aéae 1 femreh § ' a8 & @l aéare & foee #
ee a1 & o A9 9l &1 3o 'Y
e HsZER ¥ tools/macro/Macros &I select HIfor
Macro In drop-down #s{ & word commands @I select Hifard
o Hepr faf¥ce & list command & select S
e Plan scd W ool Hiiod
e WUHY f&Sr & current menu 3R keyboard & gaAwt OK W fFereh S
e TS TGA: E TH oAU SFGHCT Teldl AT HRCIFH &I a9 I@dT § SIFgHT &
Rec e
Keyboard shortcut

Keyboard shortcut can save time and the effort of switching from the
keyboard to the mouse to execute simple commands .Print this list of
excel keyboard shortcut and keep it by your computer for a quick
reference .

Note : A plus sign indicate that the keys need to be pressed at the

same time.
Action keystroke
Document actions
Open a file CTRL+O
New file CTRL+N
Save AsF12
Save CTRL+S
Print CTRL+P
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Find CTRL+F

Replace CTRL+H
Go to F5
Cursor movement
One cell up uparrow
One cell down down arrow
One cell rightTab
One cell left SHIFT+Tab
Top of worksheet (cell Al) CTRL+Home
End of work sheet (last cell with data) | CTRL+ENnd
End of row Home
End of column CTRL+left arrow
Move to next worksheet CTRL+Pagedown
Formula
Apply auto sum ALT+=
Current date CTRL+;
Current time CTRL+:
Spelling F7
Help F1
Macros ALT+F8

Keyboard shortcut

S MéHe esA IR TAEFT FAUS F AT F, O F TafRa &
eIl &I SAi g1 TR Wgee ke Hr 58 fore #F B G 3k Fo=w
I & ol 38 39 39a seagey & T
Notes : T ST g Yeid e g & ag & off 380 g7y =8 S|

Action ‘ keystroke Action ‘ keystroke
Document action Formatting
Open a presentation CTRL+O Select all CTRL+A
New presentation CTRL+N Copy CTRL+C
Save as F12 Cut CTRL+X
Save CTRL+S Paste CTRL+V
Print CTRL+P Undo CTRL+Z
Help F1 Redo CTRL+Y
Presentation actions Bold CNTL+B
Begin slid show F5 Italics CTRL+I
Next slide enter or down Underline CTRL+U
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arrow key
Previous slide BACKSPACE or Left justified CTRL+L
up arrow key
Activate pen tool CTRL+P Center justified | CTRL+E
Erase pen stokes E Right justified CTRL+R
Deactivate pen tool CTRL+A Promote list | ALT+SHIFT+Left arrow
item
Show/hide black screen B Demote list | ALT+SHIFT+Right arrow or
item TAB
Show/hide pointer & button A Editing
End slide show ESC Find CTRL+F
Replace CTRL+H
Insert hyperlink | CTRL+K
New Slide CTRL+M
Spell checker F7
Macros ALT+F8

Tarss A A W RGN IR F9 Uh TAss A W R O oad g

eFe F &T@T F B F1 key FF gard|
Design Tips

cFEe 3R SHAE3Us & o Feeke FoR T 3UANT HY ol CFee TG Ul ST
HeharT|

S HELT & g A=l & o e harar 3R Aeeadar &1 39T HF
AHATT TASS ClooldRle &I 39T Hifard| 3R 31f¥e iea cfose &
Toleeele & fONT ¥ 3% g faafad g

Togs & Sgd SRl ST AT AMihard T 3T o1

CHFES T WIUROT 3N AR F G S arelr JWA| 3§H dgd ¥ TR Sthae
S o8, Scfoleh eeiclss], 987 Blec S I 3UANT A HIfoTd|

Presentation Basics

THT & AT & #9T W Slide show sed WX Foash aie TABS AT A YREH
HiS|

I TS W AT WA & fod TIFAR, Teex, U7 3134 A7 &N key FT gard
I ALY & 9 d¢od W T RS

TId ¥ o Togs W A & o s6esd, 99939 a1 Iy Key & o]
TASS A & UT @l & Ugel SHGI THACH Hlel & fold dhlals W ESC Key &l
CEIR

ABH & Gy Thid W IR dol & fod O ¢l 39ars¥ gid g1 CTRL+P &
o I fRdy o gFHT W ABE FT g Fae HIfGd TEd AUy fowsr
wefRid gl 9 & gfAd 3R 39 disecy 9T # I SARRT S IRl ABH &
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3T Flh ThId W HIges 3 Fel HI 3TAT & g1 Tt I T T geld &
o E Key & ga| 9 HR & 3Avsd & & fod CTRL+A &I gardy
SHY O a199 H Uigee W &« S|

Joleelel & GRIA Tdh WTell Thiel 9 IR 3T 9T & 3T kel Iled & o B 2T
W Key &I G a1 9iu3q A« & Screen/ Black screen &I Helde Hifard
a8 & s & IRl B I W FI ag & ol a1 S99 38T
AT & ST o Joleeel W a9y 3 & o qiu3rd A= & Next & g
Tl & digeey T dceT Hl geled AT g188 A & fold A Key &l gard|

304



Computer Glossary

A

Access time: The amount of time 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 the 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 than the 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

Applications: The programes that you run on the computer to
perform the task that you require.

ASCII: American Standard Code for Information Interchange, the
method of encoding character used bY most smaller computers.
ASP: Active server pages, a web page scripting language
produced by Microsoft.

ATA : the most common bus use 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 files onto removable

media. This gives you a copy of the files that you can recover
from if something happens to the originals copy.
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Banner: An online advertising graphic. Usually located at the top
of a web page. Bandwidth: the process throughput of the given
device usually measured in bits or bytes per second.

BGA: A screen resolution of 800 x600

Binary file : Any file that is not plain, ASCII text. For example:
executable files, graphics files and compressed (ZIP) files.

BIOS: An Acronym for Basic Input/output system. A low level set
of interactions that allow your operating system to talk to the
computer for the operating system (DOS, Window) and then loads
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 program that causes the program to
not perform correctly in all circumstances

Bus: the communication channels within the computer, eg the
address bus allows access to the computers 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 keyboard or
clicking on it using a mouse

Byte : eight bits, can hold 256 different values, in single 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 observing the World Wide Web;

synonym for a Web client.

Cache : An area of memory used to told information being passed
to and from slower memory in order to speed up access
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CD-R : compact laser disk - recordable, a media which can be
written to once by CD- R capable drives as well as being able to
be read by many CD ROM drives

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 array, a display mode of 320 x 200 dots
CGl : common gateway interface, a mean of passing 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 interfaces to the peripherals.

Click : to press an immediately release a mouse button

Chipboard : 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 appears at
the right hand end of the title bar in recent versions of Window
and OS/2.

Cluster : the smallest section of disk space that can be accessed
by programs, depending on the filling system used this will consist
of one or more sectors.

Codec : coder - decoder chip, compress video data down to
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.
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Cookie : a small piece of information store on your system for
later use by the web site that wrote it so that it can customize the
supplied information to your requirements.

Core voltage : the CPU runs on a lower voltage than the rest of
the computer.

CPU : central processing unit, the brain of the computer, comes in
several varieties which are identifiable by number (eg. 486) or
name (eg. Pentium)

Cracker : someone who tries to break into other peoples
computer, often with destructive intent

Cursor : a moveable maker 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 produce

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 to
contain the COMS memory settings. The CMOS memory settings
are used to semi- permanently store information about your
hardware: memory amount, number and type of hard drives and
floppy drives, number and type of I/O ports (serial,parallel,SCSI,
USB, etc.), system bus type (ISA, PCI, EISA, etc.) and some
setting 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 systems the
BIOS is store in Flash EPROM (Flash- programmable Erasable/
Programmable Read Only Memory) which is re- programmable
without removing the chips from the system using special software.
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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
device to dynamically assign IP addresses from a central server to
each connected computer or device that uses TCP/IP protocol.
Directory: A directory is a Folder. Microsoft tried to make it easier
for user to understand what a directory is so it named them
Folders
DMA: (Direct Memory Access) addressing used by some hardware.
Your system should have 6 available 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 repository containing data organized in
such a way as to simplify its retrieval.
DDR : double data rate memory using synchronous dynamics ram.
Default directory : the current directory being accessed on each
drive. The default directory on the default drive is known as the
current working directory.
Defrag : as you add and delete files on your hard drive the
individual files end up being stored in a large number of fragment
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 window
displayed on your screen.
Device : a piece of computer hardware that perform 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 devices
obtained by interpolation.
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Directory : also called folder, a table of contents for a related set
of files.

Disk (floppy) : now a 3-1/2” flexible magnetic platter 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 platters contained inside
the computer, has a much larger memory capacity than floppies
DLL : Dynamic Link Library common routines 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 request
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, 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 a laser
printer eg. 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 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 talking 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 Importing. Opening Reg
Edit clicking on the key you want to Export, then the Menu Bar
Iltem “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 “Computers”
and then Export.

EGA : extended graphics array, a display mode of 480320 dots
EISA: extended industry standard architecture, a 32 bit version of
an ISA slot, usually

Email: the most commonly used part of the internet, used to send
text and image enhanced messages to other internet users.
Exabyte (Eb) : 1024 Petabytes or 1 152921 504 606 846 976
bytes (2 60 bytes)

FAT:(File Allocation Table)this table information is stored in the
Data selection of a bootable disk (floppy or hard). It normally
consists of the first 63 sectors. Information about each file, size,
location, and numbers of sectors used to store the file are keep
here. If the table (Table 1) becomes corrupted this is a backup
table (Table 2). Windows uses Table 1 to read files, Scandisk for
Windows can also read Table 2 if needed. Fdisk 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 operating system, to keep track of the
status of various segments of disk space used for file storage.
The 32-bit implementation in Windows 9x is called the Virtual File
Allocation Table (VFAT) More about FAT.
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FAT32: File Allocation Table, available on OSR2 and higher.
Correct name is HPFS (High Performance File System). Also See
FAT

file : a collection of related information eg. A document or
program.

firewall: a hardware or software barrier placed between your
computer/network and the internet to help protect 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 system (eg.
Windows NT, OS/2) the application to which the active window
belongs. In task swapping operating system (eg. Windows) the
application that is actually running.

Format : the command that you use to clean out the contents of
a disk so that you can reuse it.

FSB: front side bus, the connection between the processor an d
the main memory.

FTP: File Transfer Protocol, 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 available 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 central 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 networks in particular.

Hit: A request from a browser for a single item from a web
server. An overused term when discussing traffic on a Website,
e.g “ We get 500,000 hits per month.” Callings one page from a
server could result in dozens of “hits” because each graphics is
interpreted as a hit. In reality, counting only the “index.htm” page
or * default.htm” page would be a more accurate gauge of traffic.
hacker: someone who can write clever and fast code although not
necessarily well structured. This term is also incorrectly used to
people who try to break into other people’s computer systems.
hardware: the physical components that make up a computer
system

help: pressing F1 key usually brings up a screen which provides
further information associated with the field or window 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 World Wide Web.

IOS Error: (Initiating the Operating System, 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. RegRepair 2000
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can repair most of these errors as you while booting. To find
these errors use the Find IOS Errors in RegRepair 2000.
IRQ: (Interrupt Request) There are 15 IRQs available. No two
pieces of hardware can share the same IRQ, with the exception of
your PCl & IDE controllers. The IDEs are usually 14 and 15. A
special card can be installed in your machine to make available
more IRQs. Microsoft Press’s: Hardware lines over which devices
can send signals to get the attention of the processor when the
device is ready to accept or send information. Typically, each
device connected to the computer uses a separate IRQ.
I/O: (Input/output Range) The memory addressing range a device
uses to communicated. No two devices may share an I/O range. If
you have 3 or com ports then I/O s are shared which means that
only one device may be used at a time. Microsoft Press’'s 1/O
request packet : data structures that device use to communicate
with each other.
Icon : a small image on the computer screen used to represent a
file or part of the computer.
IDE: Integrated Drive Electronics, see ATA.
Internet : a vast connection of computers using TCP/IP to
communicated with each other. Used to run applications such as
FTP, Telnet, SMTP, POP3, Gopher, HTTP (WWW), and many
others that allow information to be shared around the world.
Interrupt : one of a small number of fixed address on your
computer that can send signals to the 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 for slots for
provision of add on cards originally 8 bit then extended to 16 bit,
usually black, also the bus associated with such slots.
JK : keyboard the typewriter like input device attached to the
computer.
Kilobyte (k) : 1024 bytes (210" bytes)
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Key : An index in the Registry’s database. If you view the
Registry using. Reg Edit you will see folder in the Left window
and subfolders. These are Keys in the Registry. 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 : Window uses a demand-Paged virtual memory
system, a linear address space accessed using 32-bit address.
Each processing is allocated its you get a Windows message that
a program has performed an illegal operation and you click on
details, you will see the memory address (01 4f:301678df) of the
process that perform the illegal operation.

Memory Allocation : Window uses the random access memory
(RAM) and a virtual memory address (Swap Files) Window places
information into RAM and then moves it to the Swap Flies When
it need to make room RAM. Or moves the information in to the
swap File that is not is needed immediately.

Menu Bar Item : The word that are printed across the top of this
window about the tool bar (if any) Files Edit View Help. Menu
items are the Items in the menu that pops up when you click on
a Menu Bar Items

MCA : Micro Computer Architeture, an alternate slot design used
in early computers to provide 32 bit access, also the bus
associated with such slots.

Megabyte (Mb) : 1024 kilobytes or 1048576 bytes (2 20 bytes)
MegaHertz : A measure of frequency in millions of cycles per
second. Can be used to compare relative speed of CPUs which
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carry out the same number of operations per cycle but
meaningless in comparing different types of CPUs

Menu : the row of names which appears under the title and any
drop-down lists which appear if you select one of the names
Modem : modulator/demodulator, converts digital signals to along
and vice versa, used to connect a digital devices (such as a
computer) to an analog device (such as a phone line) allowing
communication

Monitor : the tv like display attached to the computer, comes in
varieties with names like CGA EGA VGA super VGA which
indicate the maximum resolution of the displayed image.

Mouse : a pointing device that when moved 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 actions on the object on the object
pointed at by the mouse pointer.

Multiplier : the speed differential 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 application so that the applications appear to be running

simultaneously.

Nanosecond: One billionth of a Second. From techtarget com : In
education, a Grace Hopper nanosecond is a drop used by a
teacher to help students understand an abstract concept. The
teaching tool got its name from the foot-long lengths of telephone
wire that Admiral Grace Hopper used to give out a lectures.
Admiral Hopper used the wires to illustrate how in one billionth of
second (a nanosecond) an electronic signal can travel almost
twelve inches.

NTFS : New Technology Files System. Available on Windows NT,
2000, 2003 and XP it allows for a greater files security than FAT
or FAT 32. Similar to a file allocation table used by window 9x
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but it is not FAT. Each files or folder can be set to allow specific
users
NIC : Networks Interface Card, used to attach a computer to a

network

Operating system : a collection of computer programs that control
the execution of other programs, it schedules jobs, assigns
memory locations, and controls 1/0. (see DOS, 0OS/ 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 resolution : the true resolution of a scanning device.
Option buttons: also known as radio buttons the little circles that
appear to the left of some fields. They are used to select one
from a number 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 usually shown as ().

OS/2: an operating system which allows each application 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 typed will replace the selected text. To turn
overtyping on off press the Insert key.

Page : the transfer of data, a logical block of memory, from virtual
memory to physical memory, or from physical memory to virtual
memory.

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 entry defines the mapping of virtual memory to

Physical memory.
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Path: A file path contains the location of the file.
C:\Windows\System is the path for the file name
C:\Windows\System\Azt 16.drv. A valid path must contain the drive
letter, a full colon and backslash, the directory and a backslash,
any sub directories and a backslash, and the file name and
extention

Phishing : A site that falsely claims to be a legitimate enterprise
in an attempts to scan the user into surrendering personal
information, for the purpose of identity thief. Maybe via email or a
link from another site.

Partiton : a section of a hard treated by the operating system as
a separate logical drive

PCI: peripheral component interconnect, a newer style of slot for
add-on cards, usually 32 bit but sometimes extended to provide 64
bit access, usually white, also the bus associated with such slots.
PERL : practical extraction 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 as the CPU

Petabyte (Pb): 1024 Terabytes or 1 125 899 906 842 624 bytes
(2" 50 bytes)

PHP: PHP hypertext preprocessor (originally called personal home
page), a server side scripting language that can be used to
provide interactive pages on the internet

PIM: personal information manager, a suite of programs including
address book, diary, and scheduling functions

Pixel: picture element, a single dot displayed on your monitor
POP3: a method of temporarily connecting to a mail server in
order to download email addressed 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 in to an image on paper
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Prompt : a visual indication provide by a command line interface
to show that the program or operating system is ready to accept

another input

RAM : Random Access Memory is temporary memory that your
computer uses to store information. Text copied to the “clipboard”
is stored in RAM until 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 one
drive to be recreated from the content of the others.

RAM : random access memory, the memory that the computer
users 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 to access the
information and controls all access. Several can access the data
at the same time and data being updated by one user will be
locked to prevent conflicting updates requested by another user.
RDRAM : rambus dynamic random access memory, the type of
main memory used by top end Pentium 4 system.

RGM : red green blue, the primary colours, used by most
computer monitors 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.
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Scroll : the movement of text as it rolls up or down the screen.
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 system 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 protocol, a method used to transfer
email between computers that are permanently connecting 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 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 existence

SQL: structure  Query  Language, pronounced Sequel.A
standardized set of commands used to access relational
databases.

Super VGA: a display mode greater than 640x480 dots (eg.
800x600, 1024x768, 1280x1024, 1600x1280)

TCP/IP: Transmission Control Protocol/ Internet Protocol- The
protocol that computers use to communicate over the Internet. This
protocol is common to all operating system, so it can be used by
Windows to communicates 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 give up control of the computer to another
application and when control is returned will resume from where it
left off.

TCP/IP: a communications protocol that allows 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 computers as if were your own

Terabyte (Tb): 1024 Gigabyte 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: wuniversal resources locator, addresses used to identify
specific documents on the web.

USB: universal serial bus, one means of connecting peripheral
devices ton your computer.

VESA; a 32 bit extention to the 16 bit ISA standard slot
specifically designed for high speed graphics cards, now supersede
by PCl and AGP

VGA : video graphics array, a display mode of 640x480 dots
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
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Web: the world wide web is that part of the internet where pages
of information stored for later display by browsers.

Windows: a graphical user interface which runs on DOS, allows
you to switch between an return to the same point at a later time
Windows NT/2000/XP: an operating system which allows each
application program to run in its own separate protected region
(see also OS/2)

Windows 95/98/SE/ME: modern version of DOS with 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
4b bytes

Working Directory: the directory which will be assumed for all file
references where a directory is not specified.

Worm: code deliberately introduced into a computer in order to
perform an action different from an contrary to that intended by
the user WORM write once read many

WWW: World Wide Web, a part of the internet where documents
written in HTML can be downloaded via HTTP and viewed in a
web browser

Worm : A computer program, which replicates itself and is self -
propagating> 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 Horse, Virus.

XGA: a screen resolution of 1024x768
XML: extensible markup language, a subset of SGML that can be
used to create tags that describe the data contents

Yottabyte (Yb): 1024 Zettabytes or 1 208 925 819 614 629 174
706 176 bytes (2 80 bytes)

Zettabyte (Zb): 1024 Exabytes or 1 180 591 620 717 411 303
424 bytes (27 70 bytes)
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Zip file : a file that has been compressed

ZIP drive: a disk drive produced by lomega which uses removable
disks having a capacity of 95.7Mb each (100,000,000 bytes) or
238.4Mb (250,000,000 bytes).

Zip . A type of file compression used most often on the Internet.
The file extention for a zipped file is .ZIP.
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