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PREFACE

Punjab School Education Board has been updating the school level syllabi
compatible with modern approach and latest research. The previously written
text-books are in continuous process of revision according to the latest syllabi.
The Board has also launched a special derive to prepare new text books as per
latest National Policies in this regard. The present book is a part of this
rpesn'gious program.

The knowledge in the subject of Computer Science is the need of the hour
because its study is essential for enhancement of efficient usage of Science and
Technology inevery field of modernera. Computerization of every department is
done to keep it updated light of all round development of Information Tech-
nology and Communication. The knowledge of Computer Education as well as
usage of internet is necessary for everyone to have latest information about
different departments, to avail facilities of E-Ticketing etc.

Keeping in view of these requirements Punjab School Education Board has
introduced Computer Science as a compulsory subject at. Elementary and Sec-
ondary levels as per guidelines of Punjab Government. This subject is already
being taught bhy PICTES to some Government Schools. The present book is
English translation of its Punjabi version prepared according to revised syllabus
on the demand of teachers, Every effort has been made to include each requisite
information regarding the subject in this book. I hope it will be useful for students
and teachers.

All suggestions for the improvement of the book will be highly appreciated.

Chairperson
Punjab School Education Board

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

WRITER

1. Pooja Arora
Govt Sen. Sec. School, Sahauran (Mohali)
2. Bindu
Govt. Model Sen. Sec. School, 3B1, Mohali
3. Sachin Dhiman
Govt. Sen Sec. School, Ghumandgarh (Sri Fatehgarh Sahib)

4. Gagandeep Singh
Govt. Model Sen. Sec. School, 3B1, Mohali

5. Amrishpal Kaur,

Govt. Sen Sec School, Kharar (Mohali)

VETTER
Sukhwinder Kaur
Govt. Sen. Sec. School, Sahauran (Mohali)
Co-Ordinator
Manvinder Singh Mathoda
Artists
Manyjit Singh Dhillon

This book is going to be of great help to the students. Any suggestions for the
improvement would be welcomed. I improve the content, suggestions can be sent
atmathodal@yahoo.com

Downloaded from https:// www.studiestoday.com




Downloaded from https:// www.studiestoday.com

INDEX

Typing Tutor 1-11
11  Touchtyping
1.2  Position of the fingers on key-board
1.3  Numeric key pad
14  Important Keys on Key-board
1.5  TypinginPunjabiusing Anmol Lipi Font
1.6  Tipstoimprove typingspeed
1.7  ProperPosture
1.8  Suggestions for Repetitive Stress Injuries/ Discomfort during
continuous typing
Window Explorer 12-26
21  Windows Explorer
22  Opening Windows Explorer
2.3  Parts of Windows Explorer
24  Windows Explorer Views
25  Workingwith Tiles and folders
2.6 Searching
2.7  UsingRun Command
2.8  Calculator
29  Customizing of Desktop
Storage Devices 27-34
31  Whatis memory?
3.2  Usageof Memory
3.3  Typesof Memory
3.3.1 PrimaryMeinon
3.3.2 Secondary Memory
Formatting in M.S Word- Part1 35-57
41  Selection of text
42  Cut,Copyand Paste
43  FormatPainter
44  Formatting Text
45  Texteffects
4.6  ChangeTextCa.se
4.7  Bullets ornumber
48  TextAlignment
49  AdjustingLine Spacing
410 Shading
411 FindandReplace

4.11.1 PageBreak

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

412 Page Number

413 Header and footer

414 Picture/Clip Art

415 Shapes

416 SniartArt Graphic

417 Inserting Text Boxes

418 Word Art

419 Symbols

Formatting in MS-Word (Part-II) 58-75
5.1 Picture Tools (Format Tab)

5.2 Page layout

5.3 Page Background

54 Review

5.5 Printing Documents

Introduction to Multimedia 76-83
6.1 Components of Multimedia

6.2 Requirement for Multimedia

6.3. Multimedia Presentation

6.4. Applications of Multimedia

MS- DOS 84-90
7.1.1 User Interfaces

7.1.2 What is DOS?

7.1.3 Command Prompt
7.1.4

MS-DOS Commands 91-104
8.1 Files Required For MS-DOS
8.2 MS-DOS Commands

8.3 How do DOS organize disks?
84 How are files named?

8.5 Root Directory

8.6  Directory Structure of DOS
8.7 Internal commands

8.8 External Command

8.9 MS DOS EDITOR

8.10 Batch File

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

Chapter1 Typing Tutor

Objectives of this chapter
1.1 Touch typing
1.2 Position of the fingers on key-board
1.21 Home line
1.22 Secondline
1.2.3 Third line
1.24 Fourth line
1.3 Numeric key pad
1.4 Important Keys on Key-board
1.5 Typing in Punjabi using Anmol Lipi Font
1.6 Tips to improve typing speed
1.7 Proper Posture
1.8 Suggestions for Repetitive Stress Injuries/Discomfort during continuous

typing

Introduction
In this chapter, we will learn to expertise our typing skills. Wewill also learn how to use
keyboard properly and position of fingers on keyboard. Typing Tutor is a program for
learning touch typing,.

1.1 Touch typing

Touch typing is a technique by which we can learn typing with all fingers, step by step,
without having to look down at the keyboard. If all the time we keep on looking for right
keys on keyboard, which results in slows our typing speed a lot. As shown in figure
below, the keyboard is divided in two parts: one for the left hand and one for the right.

Figl.1: Keyboard divided into two parts: left and right for typing

A |
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1.2 Position of fingers on Keyboard

Keys of left side are pressed with left hand fingers similarly right hand fingers press right
side keys. There are mainly four lines on key board. Fingers of both the hands are placed
on the line starting with A. After pressing the key of any other row fingers return the first
row. Due to this the firstline is called home Row.

----[IJ[E][}‘:]@-@[E[E]--

---_--@%cz)

W

Left Hand Right Hand
Fig 1.2 Home Row Finger position

1.21 The Home line: The “Home Row” finger position is shown in the below picture.
Place your fingers in the Home Row position on your keyboard.

.@-@ @

Left Hand Side Right Hand Side
Fig 1.3 Position of fingers on Home row keys

Position of Home Row: First of all the fourth finger (Little finger) of our left hand
would be on A key, third finger on Skey, second finger on D key, first finger on F and
on G key respectively.

Similarly fourth, third, second and first fingers of right hand should be on; key, 'L'
key, 'K'key, 'J' key or 'H'key alternatively.

2N
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Little (Pinky) Finger Little (Pinky) Finger
Ring Finger Ring Finger
Middle Finger Middle Finger

Index Finger Index Finger

Fig 1.4 Home row keys of both hands
1.2.2  Second Line Keys: Suppose our fingers are on home row keys. Now place fourth
finger (Little finger) of our left hand on 'Q' key, third finger on Wkey, Second on E
key and first on 'R' key or T key alternatively. Similarly place fourth finger of right
hand on 'P' key, third finger on 'O' key, Second on 'I' key and first on 'U' key or 'Y
key alternatively.

wie [rljT

Left Hand Side Right Hand Side

Fig 1.5 Second row keys of both hands

1.2.3 Third Line Keys: Suppose our fingers are on home line keys. Now fourth finger of
your left hand should go to 'Z' key and then come back to home key. Similarly
third finger should move to 'X' key and second finger to C key and first finger on V
or B key turn by turn. In the same way fourth finger of right hand on '/' key, third
finger on'.' key. Second finger on',' key firstfinger on M or N keyalternatively.

30
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Left Hand Side Right Hand Side

Fig 1.6 Third row keys of both hands

1.24 Fourth Line Keys: Fourth line is related to numbers keys. We should be careful
white typing numbers. Our fingers should be on home line. Press the desired
number key with the related finger and comes back to home line for 100% correct
results, we should type carefully. If whole task is related to numbers then keep the

fingers onfourthline.

aa Ce a2

Left Hand Side Right Hand Side
Fig 1.7 Fourth row keys of both hands

Left Hand Side Right Hand Side

Fig 1.8 Fourth row keys of both hands
40
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1.3 Numeric key Pad

To add numbers, most impressive and fast method is Numeric Key Pad. It is
present on right side of key board.
Place your fingers on numeric key pad as follows:

Right hand thumb on 0

First finger of right hand on 4

Second finger of right hand on 5

Fourth finger of right hand on 6

Fig 1.9 Numeric key Pad

Note: To use number pad, Num lock should be kept ON. There are also External USB
keypads available in the market for typing work.

1.4 Important Keys on Key-board

Spacebar: - To put a space in between letter pairs we use spacebar key. We use
our dominant right thumb for the spacebar.

Enter key: - It is used to move down to a new line. Use our right little finger for
the Enter key.

Backspace key: - Deletes one character to the left of the blinking cursor. Use our
right little finger for the Backspace key.

Shift key: - It is present on both the sides of key board. It is used to write capital
letters. If we want to write a capital letter with left hand, press shift button with
fourth finger of right hand and similarly press shift button with fourth fingers of
left hand to type capital letter with to right hand.

Caps lock key: - Press caps lock key if we want to type complete word, line or
paragraph in Capital Letters. Use our left little finger for the Caps Lock key.

iS5
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1.5 Typing in Punjabi using Anmol Lipi Font
We can also type in Punjabi language with the help of Anmol lipi font easily. We can
practice typing in Punjabi language by using the same finger positions as we used for
typing in English language. But before typing we need to choose the font Anmollipi.
Figure below shows the Anmol Lipi Key map.

AnmolLipi Key Map
(Upper & Lower Case Characters)
= h 1§z L3 |f s s o g lI”T = 8 * 9 ( 0 ) -1+ +
- 1 ) - 4 5 6 7 g 9 0 _ = Backspace
og Wt J[EG R TS |Y >V 1T I -tz rt{iri1Pr =
o =l I I I =t i L =
aAvi IS PO |F= |6uw |H I Ky L= )¢ o

Cap Lock = Ret

& glrlsl=zlalaglalasls s

. zar I *mlcsllv= Bg N * M - cqe e )

Shift = = = = = = . 7 Shift

O:i.l?‘“ Space-bar

Fig 1.10 Anmol Lipi Key Map
1.6 Tips to improve typing speed
1. Our hand/finger position should always be in home position. We must start

from and return to this position. We should reach for other keys from home
position.

We should focus on accuracy not speed. Speed will come with time and practice.
Don'tlook at the keyboard.

Besteady, even pace and strive for accuracy.

ANl

Aswetap each key, we should say its letter to ourselves.
1.7 Proper Posture

While typing we must know about the proper
posture. So follow the steps written below :

1. Weshould sit up straight, directly in
front of keyboard.

Our feet must be flat on floor.

Monitor should be at our eye level.

Fig 1.11 Proper Posture

HcHl
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Our eyes should be on copy or monitor.

. Our fingers must be curved and upright over home keys.

We should strike each key with a quick snap and then return to home position
Keys.

1.8 Suggestions for Repetitive Stress Injuries/Discomfort during continuous typing

1.

Position yourself properly at your computer. Your screen should be 2 feet away
fromyou and the top of your document should be at eye level.

Your chair is at the perfect height if you can sit at your computer with your knees
bentatrightanglesand your feetflat on the floor.

Set up your keyboard so that it is flat or slightly elevated. Do not have your
keyboard slanted downward.

Keep your wrists straight and elbows in a 90 degree angle while typing. Your
wrists should not rest on the table or wrist rest while typing,.

5. Restyour wrists when you are not typing.

6. Takefrequentshortbreaksrather than onelong break.

7. Stretch your wrists before you start to work and during breaks, and strengthen

your wrists with exercise.

Exercise regularly. Overall body conditioning seems to help guard against
repetitive motion injuries.

Points to Remember

Touch typing is a technique by which we canlearn typing with all fingers

2. Thekeyboardis divided intwo parts: one for theleft hand and one for the right.

9.

Keys of left side are pressed with left hand fingers similarly right hand fingers
pressright sidekeys.

To add numbers, most impressive and fast method is Numeric Key Pad. It is
present onright side of key board.

To put a space in between letter pairs. We use our dominant thumb for the
spacebar.

Backspace key Deletes one character to theleft of the blinking cursor

. Anmollipifont helps us typing in Punjabi.

Our hand/ finger position should always be in home position. We must start from
and return to this position.

Enter key is used to move down to anew line.

10. We should focus on accuracy not speed. Speed will come with time and practice

A |
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EXERCISE
Fillin the blanks
1. Tousenumberpad, should be kept ON
(@) Numlock (b) CapsLock (c) scrolllock (d)none of these
2. Inhomerow, key is pressed with little finger of left hand.
(@) A(b)S(c)D(d)F
3. Inhomerow, key is pressed with Middle finger of right hand.
(@) TO)K(QL(d);
4. InSecondrow, key is pressed withring finger of left hand.
()Q(B)W () E(d)R
5. Inthirdrow, key is pressed with index finger of right hand.
(@) BN (©M(d),
True/False
1.  For typing, the keyboard is divided in two parts: one for the left hand and one
for theright.
2.  Touchtyping is a technique by which we canlearn typing with all fingers while
looking at keyboard.
3. Anmollipifonthelps us typing in Punjabi.
4. Weuseour dominantlittle finger (pinky finger) for the spacebar.
5. Shiftkeyisused tomove down toanew line.
Short Answer type Questions
1. Whatis Touchtyping?
2. Describe the position of our fingers on Home Row Key?
3. Describe keysin Second Row of Keyboard?
4. Describe the position of your fingers on Third Row Key?
5. While typing numbers form numeric key pad, which hand we should use?

Explain the position of your fingers on numeric key pad.

Long Answer type Questions:

1.
2.
3.

Draw Anmol Lipi Key Map.
How can we improve typing speed?

Explain the Proper Posture while typing?
| I
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4. Explain following keys:
a. Spacebar
b. Enter key
Backspace key
Shift key
e. Caps lock key

o N

Exercise |

asdfg ;lkjh asdfg ;lkjh asdfg ;lkjh asdfg ;1kjh asdfg ;1kjh asdfg ;1kjh asdfg ;1kjh asdfg ;lkjh asdfg
;Ikjh asdfg ;1kjh asdfg ;1kjh asdfg ;lkjh asdfg ;lkjh asdfg ;1kjh

Exercise 11

ask fad alsas shad lads flags flask
jag fag fall hash glad galls salad
jak  had gaff dash gall flash slash
sad lad adds lash hall lakhs dhalls
dad asks alas dall fall glass shall

Exercise III
qwert poiuy qwert poiuy qwert poiuy qwert poiuy qwert poiuy qwert poiuy
qwert poiuy qwert poiuy qwert poiuy qwert poiuy qwert poiuy qwert poiuy

HoN
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Exercise IV

awerqfa ;oiupj: awerqfa :oiupj: awerqfa
awerqfa ;oiupj; awerqfa ;oiupj; awerqfa
awerqfa :oiupj: awerqfa ;oiupj; awerqfa
awerqfa :oiupj: awerqfa ;oiupj: awerqfa

:0iupj: awerqfa :oiupj:
:otupj; awerqfa ;olupj;
:o1upj: awerqfa ;oiupj:
:o1upj: awerqfa :oilupj:

Exercise V
fish dirks oldest apple grade falls Kodak rails jaded
dead usual sales filed legal lease lakes agile isles
ahcad larks roses hedge forks  skill rupece grass would
alpine jaded liked equip quail jokes asked walks fiddle
saddle larger require defiles drawls refresh
Exercise VI
azxcvf lkmnbj azxcvf lkmnbj azxcvf lkmnbj azxcvf lkmnbj
azxcvl lkmnbj azxcvf lkmnbj azxcvf lkmnbj azxcvf lkmnbj
azxcvlf lkmnb) azxcevf lkmnbj azxevf lkmnbj azxcevf lkmnbj
azxevl lkmnbj azxcevf lkmnbj azxcevf lkmnbj azxcvf Ilkmnbj
azxevf lkmnbj azxcvf lkmnbj azxevf lkmnbj azxcvf lkmnbj
Exercise VII
cat  jack colour neither enemy boat Calcutta
not have joints calling voted very vineyard
met wind nerves enlarge money move material
men verb verbal someone  marry give sterling
bent joint jackets examine thousand cylinder assessment
king carry jumbled examined struggle possible beginning
zecal night booklet gracious grizzled  frequent meanings
zero tonic cutting becoming zodiacal exponent doubtless
Exercise VIII
12345 098767 12345 098767 12345 098767 12345
12345 098767 12345 098767 12345 098767 12345
H 10N
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Exercise IX

Type the following sentences five times:

1. Lost time is never regained.

2. Get- up carly and do your work.

3. To-day's youth and to-morrow's old.

4. Age is a virtue when wisdom is with it.

5.  Measure your word before it goes out of you.

6. My steps are measured.

7. A friend in need is a friend indeed.

8.  Children are innocent and should be guided rightly.
9. Our Land has great sages who knew the cternal truth.
10. Truth never fails.

Exercise X
Type the following paragraph ten times:
Our flag is a tri-colour. Saffron is the symbol of sacrifice and a strong mind.
White is the symbol of purity, love and peace. Green is the symbol of plenty and

joy. We hoist and salute our flag. We are ready to make sacrifices for our
country. We want peace and progress. We want to be pure.

_ BA |
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Chapter 2 Windows Explorer

Objectives of this chapter
21  Windows Explorer
2.2 Opening Windows Explorer
2.3  Parts of Windows Explorer
2.3.1 Hierarchy oflocations
24  Windows Explorer Views
2.5  Working with files and folders
2.5.1 SelectingItem
2.5.1.1 Selecting anitem
2.5.2 CreatingaFolder
253 Copying Item using copy and paste
2.54 MovingItem using cutand paste
25,5 CopyItemusingsend to
2.6 Searching
2.7  Using Run Command
2.8  Opening Calculator
29  Customizing Desktop

Introduction
Windows Explorer is an important application of Operating System. It connects us
with the files and folders present in computer. Basically Explorer is of two types-
Windows Explorer and Internet Explorer. Internet Explorer is used in Internet

applications. In this chapter we will learn only about Windows Explorer.
2.1 Windows Explorer

We know that Windows Explorer is an important application of Operating

System. Windows exploreris also known as file explorer. It is used to view files and folder
that is in our Computer. We can browse or search the contents of disks, folders and
libraries. We can use it in opening files, deleting files and folders, renaming them,
copying and moving them around, and creating new folders.
The main function of Windows Explorer is to provide a graphical interface to navigate the
hard disk or any other media that is connected to our computer. It also provides help to
display the contents of the sub folders and folders used to organize files on the hard disk
and proper management of files and folders.

H2H
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2.2 Opening windows explorer

There are a number of ways to open windows explorer. Let's discuss these ways:
1. PressWindows key @ +Ebuttontogether.
Or
2. Press Windows key-> Click on All Programs- | | S . -
> Accessories->Windows Explorer. e ENT T Nt P
Or
3. Press windows key -> Type "Explorer" in
search Box and Press Enter

Fig. Searching

Or
4. Press windows key+R together-Run box will open-> Type Explorer in Run Box
and press Enter.
Or

5. By default windows explorer button is located at second on Taskbar. So Press
Windows and 2 keys together.

2.3 Parts of Windows Explorer

Before studying parts of Windows Explorer we should learn about Structure of
Windows Explorer. In windows Explorer we can see three basic structures-Files, folders
and Drives. A file is the smallest unit to store data. Files of common subject are present in
a same folder. A folder can have many files stored in it. These files can be of different

applications.

We know that we need a storage device like Hard Disk, CD, DVD to store our data
for future use. A hard disk is available mostly in all computers. The storage area of a Hard
disk is further divided into small parts. These small parts are called drives. We can label
these drives suchas C:\,D:\ etc.

We can easily access a file, folder or drive with the help of Explorer.
Windows explorer is further divided into two panes:

1. LeftPane.

2. Right Pane.

Left pane of Windows explorer is also called Navigation Pane. We can see Drives,
tiles and folders in left pane. Any object opened in left pane can be selected. The selected
object can be a drive, file or a folder. When a drive, file or a folder is selected the detail of
the same can be seen on the right pane of windows explorer. The figure below shows

detail of my computer on the right pane:

| JEY |
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Fig 2.1 Left Pane and Right Pane

Parts of Windows Explorer windows are given below:
1. Title bar.

T |.c |

2. Back and forward buttons

T

3. Address Bar

. Computer »

4. Search Box

5. Menu bar

File Edit View Tools Help
6. Toolbar

Organize + System properties Uninstall or change a program

7. Status bar

mi4 0
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2.3.1Hierarchy of locations

The folder and drives on your computer, together

with any networked computers and their shared folders, BB Bowrierds
drives and printers etc. form a tree like hierarchy called | SR
hierarchy of location. This contains the following items : see L i ol
fig.2.2 s
1. Favourites: In this hierarchy Desktop is the top o e
most folder. It contains Desktop, Download and e
Recent Places Items. See. fig. 2.3 WP Carrel Pomat
—a Librarnies ‘.‘:I 1516
=] Documents vtointe st o
" Fisaatc Fig2.2 Hierarchy of Locations
= Pictures
BH videos
Pig 2.3 Favorites
2. Libraries : By default this contains the four libraries : documents, music, pictures,

and videos. These folders contain related files in it like pictures in Pictures folder,

videosin Videos folder. See fig. 2.4

—a Libranes
=] Documents
a' Music
= Pictures

B Videos
Fig 2.4 Libraries

3. Personal folder : The name of your personal folder is your username which you
use for logging in, and by default it contains the following folders : contacts,
desktop, downloads, favourites, links, my documents, my music, my pictures, my
videos, saved games, and searches see fig. 2.5

- 2 Sachin
. android
izl Contacts
m Desktop
& Downloads
Lr Favorites
W Links
My Docurments
B My Musie
= My Pictures
B My Videos
i Saved Garmes
L Searches

Fig. 2.5 Personal Folder

RN |
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4. Computer : It contains all the disks like D:\E:\ drive which are contained in or
attached to the computer, if other devices like USB memory sticks and camera are

attached to computer are also shown in Computer. see fig. 2.6

& Computer
e=a Floppy Disk Drive (AZ)
&L Local Disk (C:)
ca DISK1_VOL2 (D:)
= DISK1_VOLS2 (E:)
ca DISK1_VOLA (F:)
els DVD RW Drive (G:)

Fig 2.6 Computer

5. Network, which contains other computers and devices if you are connected to a
local network.
6. Control Panel : Control Panel is used to configure our hardware and software or to

change the program setting etc. see fig. 2.7

ﬁ Control Panel
G5 Al Control Panel Items
By Appearance and Personalization
¥ Clock, Language, and Region
& Ease of Access
25y Hardware and Sound
"'-;" Metwork and Internet
[-:. Programs
©a System and Security
#2, User Accounts and Family Safety

Fig. 2.7 Control Panel

7. Recycle bin: Items deleted by your move into the recycle bin.

2.4 Windows Explorer Views
Each location has a view setting, and this determines the layout of the items
on the screen and the sort of information which is displayed for each item.
241 Small, medium, large and extra large icons views. The items are laid out as
one or more rows, and each item consists of anicon withits name see fig2.4.1
24.2 Tiles Icons view. The items are laid out as one or more rows, and each item
consists of an icon. Each item contains a name. It has some other information
like type of fileand size. See fig 2.4.2
24.3 List Icons view. The items are laid out as one or more columns, and each item

consists of a name, witha smalliconjust toits left see fig 2.4.3

H6cH
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24.4 Details Icons view. Each item consists of a row in a table. The first column
contains a name, together with a small icon, and the other columns contain

various properties such as size and date modified see fig2.4.4

24.5 Content Icons view. The items are laid out column wise. Each item consists on
anicon. It has a name and type of item is written below. Some other properties
like modified date and size is shown below. This view is used by default for

searchesseefig2.4.5

s Local Disk (C:) - DISK1_VOL2 (D) g DISK1_VOLS (E:)
|, DISK1_VOL4 (F)
Fig 2 4.1 Small Icons View

T T T

Local Dk (C:) OIS _VOL2 (D) DISK1_VOL3 (E) DISK1_VOL4 {F:)

Local Disk DISEL_VOL DISEL_VOL DISEl_VOL
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2.5 Working with files and folders

2.5.1

2.5.1.1.

2.5.1.2

2.5.1.3

2514

2.5.1.5

Selectingitems:

For copying and deleting items, you often need to able to select one or more items

in the items view. Let's learn how to do this.

Selectingasingle item:

If there are a number of items available and you want to select a single item then

you canselect by clicking on it.

Selectingall theitems:

If you want to select all the items then Press Ctrl + A keys together or choose
select all option from Edit Menu in Menu bar.

Selecting items using Shift key:

1. Selectthefirstitem.

2. Startholding down the shiftkey.

3.  Extend theselection using up arrow, or down arrow, or home, or end key

4.  Releasetheshiftkey.

Selecting items using Ctrl key:

1.  Selectthefirstitem.

2. Startholding down the ctrl key.

3. Move up or down the list using up arrow , down arrow , home or end key..
To change an item from unselected to selected, of from selected to
unselected, press spacebar.

4.  Releasethectrlkey.

Inverting the selection:

Choose invert selection from the Edit menu: all the items which were selected are

deselected, and all the items which were not selected become selected.

2.5.2 Creatinganew folder

When you create a new folder, it's created in the current location. Let's learn how
to do this.
1.  Openthefile menu, then open the new sub-menu and choose new folder.
Or
Press Ctrl + Shift + N keys together.
Or
Right click from mouse on empty space, then click New and Folder option
from opened menu.

2. Typeaname for the folder, and press enter.

_INECE |
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2.5.2.1 Renaming an item

Torename anitem:

1. Selectanitem.

2. Chooserename from the item's context menu or press F2 key from keyboard.

3. The item's name appears temporarily in an edit box. If the item is a folder or
library, then the whole name is selected, so you can just type in a new name to
replace the old name. If the item is a file, then the entire name except for the
extension, for example .doc or .pdf, is selected. So if you type in a new name, you
shouldn'tinclude the extension, because the original extension is not overwritten.

4. Pressenter. Alternatively press Esc to cancel the rename.

2.5.2.2.Deleting an Item:

Delete option is used to delete a file or folder. Deleted files or folders moves to Recycle

Bin. The Steps to delete file or folder are as follows:

1. Clickon thefileor folder tobe deleted.
2. Press the delete key of the keyboard. A message will appear which will confirm
the files to be deleted.
3. Clickon“Yes”. Youritem will delete.
2.5.3 Copyingitemsusingcopy and paste
1. Selecttheitemsyouwantto copy.
2. Choose copy from the edit or context menu of press Ctrl + Ckeys.
3. Specity your destination to paste files
4. Choose paste from the Edit menu or press Ctrl + V to paste the items. Your item
will be pasted.
2.54 Movingitems usingcutand paste

We can move items from one place to another. It involves exactly the same steps as

copy and paste, which was described earlier. But in the second step choose cut from the
edit or context menu (ctrl + x), rather than copy.The difference between copy or paste and

in cut or paste is that while using copy command a duplicate copy of the selected item is

created and it is place on new location while in cut and paste, the original item is moved

fromits location. Let's learn moving items using cut or paste about it:

1.

2
3.
4

Select the item you want to cut.

. Choose cut from Edit menu or Press Ctrl+Xkey from keyboard.

Specify your destination to paste file.

. Choose paste option or Press Ctrl+V keys. Now cutitem will be pasted.

HoN
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2.5.5 Copy items using send to
The sent to sub menu provides a convenient way of copying one or more items to a
number of locations and programs. Let's Learn about this :-

1. Select theitemsyou want to copy.

2. Pressright button of your mouse, you will see a dialog box choose send to option
and select your required place. By default, the send to sub menu contains the
following destinations:

Compressed (zipped) folder.
Desktop (create shortcut).
Documents library.

Ll S

Fax and Mail recipients.
5. Devices withremovable storage, for example USB memory sticks.

2.6 Searching

Sometimes we forget the location of our file saved = » .
in computer. We couldn't find when we need it in SCGILn Lo X~
future. So, searching is a tool to find that file. This
optionis used to find a file or a folder in our computer
system. To search the currentlocation using the search box does the following :

Fig 2.9 Searching

1. Inwindow explorer, Press Ctrl + E to move to the search edit box.

2. Typeinone or more search terms. If you use more than one search term, then a file
must match all the search terms.

3. Asyoutypeinthe search terms, the results automatically appear in the items view
- there'sno need to press enter to make this happen.
2.7 Using Run command
Run command is used to run a program directly without going into a long way of
selecting options. The steps for run command are as below:
1. ClickonStartbutton
2. Select Run option. Run box will open as below :

= Run L i

R Type the name of a program, folder, document, or Internet
resource, and Windows will open it for you.

Qpen: notepad| -

OK I Cancel _' Browse...

Fig 2.10 Run Command

3. Typethename of program which can be opened inite.g.: Notepad.
4.  Click on Ok button.

0200
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2.8 Openinga calculator

Calculator is a simple program. It is quite similar to commonly used calculators for
calculations. Steps to open calculator through run box are as follows:

1. ClickonStart button.
2. Select Run option. Runbox will open as below:

T e

= Type the name of a program, folder, document, or Internet
rescurce, and Windows will cpen it for you.

Opemn: calc) =

IT] [ Cancel ] [ Browse... ]

Fig 2.11 Opening Calculator using Run command

3. Type“Calc” inthe box.
4. Click on Ok button. Calculator will appear.

.| Calculator Le | |

View Edit Help
%)
| MC MR [ % l % B M-
| — CE c - v
7 =] / %
| a 6 - 1/x
-2 3 . -
o « ||

Fig 2.12 Calculator
Note: If youwanttoadd2to3 on calculator then first click on 2, then click on + sign. After
this click on 3. To see answer click equal to = sign.

2.9 Customizing Desktop

Windows lets us to customize or personalize the look of the screen. In Windows 7 we
customize thelook of the screen using Personalization dialog.

If our computer has different user accounts, the changes that we make in the Display
dialog will apply only to the current user we are logging in. Let's see how to do this:

H21 0
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View [3
Sort by *
Refresh

Paste

Paste shortcut

Undo Move Ctrl+Z
MNew ¥

!. Screen resolution
@ Gadgets

& Personalize

=

Fig 2.13 Customizing Desktop

Step 1: Right click on a blank area of the desktop to get the context-sensitive menu.
Step:2 Leftclick onPersonalize.

Fte Do Vs Toth g

Coanircd # poud Fhoeray

Ryt SEOVTOp o il e e Sl h e i ki S
Change ot ponder b TR
Caget youn L e

gy

Fig 2.14 Customizing Desktop

The Personalization dialog shows themes and has links at the bottom and left for

other choices.

1.

Themes: A theme is a combination of pictures, colors, and sounds on your
computer. Itincludes a desktop background, a screen saver, a window border color,
and a sound scheme. Some themes might also include desktop icons and mouse
pointers. You can create attractive look of your desktop using themes. Windows
themes are available as follows:

H220

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

My themes
Aerothemes
Basic and High Contrast Themes.

2. Desktop Background: Desktop background primarily consists of wallpaper.
Wallpaper is a background pattern or picture against which desktop menus, icons,
and other elements are displayed and moved around. A wallpaperimage canbeina
JPEG or a GIF file format. Wallpaper is commonly used in Microsoft Windows. Each
operating system provides several pre-installed wallpaper images for the user to
choose from. A user can also change the wallpaper as per its choice.

m'!! v Control Pandl » Appeaance snd Pencnahzation » Percnalestion » Desitep Background
Fe Bt Vew Toos Hep

Choose your desktop background
Click  pectume 1o make & yoor desidiop bacoground, or select more than one pecline bo creste & 1kde show.

Peture locrbons | Window Deskdop Backgrounds v | Brome. | Seectal | | Clewresd |

# Jrchitecture (6)

= |
\ b " P
b | T : [~
- L%

& Chasactens (6)
Py o ' !‘!;’
m : m :-‘p"\: &} g
4 Landscapes (B)
ﬂ : -.-.

B s
T BT I

# Natute (6
# Seened (6

(3]

Pature potdnn Change pectute every

30 mirastes - Shutfie
M- -

o

Fig 2.15 Desktop Background

For changing Desktop Background click on Desktop Background thumbnail as shown in
fig 2.14. Now you will see Desktop Background picture according to fig 2.15. By default
you will see Windows Desktop Background as shown in fig. You can see backgrounds
concerned to your themes like Architecture, Characters etc. Backgrounds of selected
themes will be selected only. You can see background of Landscape theme in fig 2.15.
These selected backgrounds get changed automatically as per time selected by us.

0230
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Steps to change background:

1.

Choose any option from Pictures Locations as shown in fig 2.15. for example
Windows Desktop Background is shown infig2.15
All Background of your selected theme are selected by default. If you want to use a
single background then click on Clear all button as shownin fig2.15
Touse your desired Background click on the top left corner as shownin fig.
for picture position click on Picture Position and choose an option as per your
choice.

If more than one Background are selected, to change all automatically after some
time click on Change picture every option and select time as per your choice.
Click on Save changes button. Desktop Background is set to your choice.
Screensaver: A screen saver is a software program that becomes activated after the
computer is not in use for a specified duration of time. A screensaver basically
consists of an animated image. Screensavers were originally designed to help
prevent images or text from being burned phosphorus coating into older

monitors.

Stepstosetscreensaver:

1.

Click on Screensaver thumbnail as shown in fig 2.14. You will see pic as shown in
fig2.16

& scowsoscun I Screen saver

Screen Saver
3D Text >
(None)
W30 Texdt
| Blank
|
|Bubbles
Mystify
Screen saver p h otos‘
oTee =] [Lsengsr, | [ Proview, .| Ribbons
Wait: 10 5 minutes On resume, display logon screen
Power management
Conserve energy or maximize perfformance by adjusting display
brightness and other power settings.
Change power settings

[ ok ][ cancel IWV__HJ

Fig 2.16 Screensaver
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To set screensaver of your choice click on Screen saver button as shown in fig 2.16
and select a screen saver of your choice from drop down menu. For example 3D
Textscreensaveris selected in fig.

For Screen saver settings click on Settings button and set setting as per your

choice.

4. Toseepreview of your screensaver click on Preview button as shownin fig. 2.16

5. Torunascreensaver automatically on your desktop we need to adjust its time. To

ANl S

do this click on Wait option as shown in fig 2.16 and type time settings as it is set to
10 minutes showninfig2.16.

Click on Apply button and then on OK button. Screen saver will be set.

Points to Remember

Windows Explorer is an important application. It connects us with the files and

folders presentin computer.

Press windows key->Click on All Programs->Accessories->Windows Explorer
Windows Explorer has two panes-left Pane and right Pane.

Left Paneis also known as Navigation Pane that has drives, folders and files.

You can cut,copy,delete or rename the files or folders with the help of windows

explorer.

By default there are four libraries: documents, music, pictures, and videos.

Exercise
Fill in the blanks
1. Windows Explorer has two panes. These are and
1. (First ,Second) 2. (Left,Right) 3.(Top,Bottom) 4.(File, folder)
2. view tells about size, type and date of modified of a file.
1. (details) 2.(Tiles) 3. (List) 4. (Content)
3. option is used to search files and folders.
1. (File) 2. (Select) 3. (Search) 4. (Delete)
4. Calculator can be opened by typing in the run box.
1. (Calculator) 2. (Cal) 3. (calc) 4. (None of these)
5. command is used to cut an item from its place.
1. (Copy) 2. (Paste) 3. (Cut) 4. (Delete)
021
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True/ False:

1. Windows Explorer is used for management of files.

2. A file may contain many files and folders.

3. A method of opening widows explore is :

Press windows key+R-> Type Explorer in Run Box

4.  Windows Explore is an Operating System.

5. “Copy” option is used to make a duplicate of an item.
Short Answer type questions:-

How many panes are available in Window Explorer? Write their names?
List the parts of window explorer?

How can we create a new folder with the use of keyboard?
How can we copy items using copy and paste?

Write a note on Background.

SAENA I S .

Explain Screen Saver?

Long Answer type questions:

1. What is windows explorer? Give different ways to open windows explorer.
Explain different views of explorer.

How can we move an item using cut and paste?

How can we Copy items using 'send to' option?

ARSI

Explain the followings:

a. Run command

b.  Search command

c.  Calculator

6.  Write down the steps to change Background.

7. Write down the steps to set Screen saver.

0260
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Chapter3 Storage Devices

Objectives of this chapter

3.1  Whatis memory?

3.2 Usageof Memory

3.3  Typesof Memory

3.3.1 Primary Memory
3.3.1.1ROM
3.3.1.2RAM

3.3.2 Secondary Memory
3.3.2.1Hard Disk Drive
3.3.2.2 External Hard Disk Drive

3.3.2.2.1 Advantages of External Hard disk drive

3.3.2.3 Floppy Disk
3.3.2.4 Magnetic Tape
3.3.25CD
3.3.2.6DVD
3.3.2.7 Pen Drive
3.3.2.8 Memory Card

3.1 Whatis Memory?

Memory can be referred to as any medium capable of data storage. Computer
memory can be electronic space provided by silicon chips or magnetic/optical media.
It can be temporary or permanent storage for data and instructions to control a
computer or execute one or more programs. The memory is divided into number of

small parts called cells.
3.2 Usage of Memory

Just like a human brain, computer need memory to store data. Computer memory
is the storage space in computer where data to be processed and instructions required for
processing are stored. Computers store data in digital format and unlike human memory,

the computer's memory doesn't get worse over time.

H27
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3.3 Types of Memory
There are two main categories of memories:
3.3.1 Primary memory:Itis of two types.
3.3.1.1 ROM: Read Only Memory
3.3.1.2 RAM: Random Access Memory
3.3.2 Secondary memory

3.3.1 Primary Memory:

Primary memory or internal memory holds only those data and instructions on which

computer is currently working.It uses micro conductors that are fast specialized

electronic circuits. It has limited capacity and data is lost when power is switched off. It is

generally made up of semiconductor device. The data and instruction required to be

processed reside in main memory. Let's learn about types of primary memory:

3.3.1.1 ROM: ROM means Read Only Memory. Itis a
smaller part of a computer's memory that is fixed in
size and permanently stores manufacturer's
instructions to run the computer when it is switched
on. There are many types of ROMs available in market
suchas ROM, PROM, EPROM, EEPROM etc.

3.3.1.2RAM: RAM means Random Access Memory.
Random access memory is that part of a computer's
memory which is employed in running programs and
in archiving of data. These are memory chips which
provide access to stored data or instructions. It is
hundreds times faster than secondary storage. When
our computer boots up or starts, it loads the operating
system into its memory, or RAM. This allows our
computer to access system functions, such as handling
mouse clicks and keystrokes etc. Whenever we open a
program, the interface and functions used by that
program are also loaded into RAM. RAM is a very
high-speed type of memory, which makes it ideal for

storing active programs and system processes.

H2sH
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Fig 3.2: Random Access Memory
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3.3.2 Secondary Memory

Secondary memory is also called External memory, physical memory or auxiliary
memory. It stores information over the long term, even after the computer is turned off.
Auxiliary memory corresponds to magnetic storage devices such as the hard drive,
optical storage devices such as CD-ROMs and DVD-ROMs etc. Let's learn about the
following types of secondary memory.

3.3.2.1 Hard Disk Drive:

This type of memory is non-volatile. It is
slower than main memory or primary memory.
These are used for storing data/Information
permanently. CPU does not access these memories
directly; instead they are accessed via input-output
routines. Content of secondary memory is first

transferred to main memory, and then CPU can
accessit.

A hard disk consists of one or more rigid metal
plates coated with a metal oxide material. It allows
data to be magnetically recorded on the surface of the
platters. The hard disk platters spin at a high rate of

speed, typically 5400 to 7200 revolutions per minute : i o it
(RPM). Storage capacities of hard disks for personal o
computers range from 20 GB to 500 GB T e
approximately. Fig 3.4: Internal View of
3.3.2.2 External Hard Disk Drive: Hard disk Drive

A hard drive is a computer component that holds data. Every computer needs at
least one hard drive to store its operating system, programs and user information. This
drive usually is internal, or built into the computer, but as computer systems have
evolved and different needs, threats and circumstances have arisen, external hard drives
have become more popular. External hard drives
usually are used in addition to internal hard drives
in order to store more data. They also allow the user
to put sensitive, confidential or otherwise
important information on them, then disconnect
them and store them in secure locations. An
external hard drive is a portable storage device that
can be attached to a computer through a USB or

wirelessly. External hard drives typically have high

Fig 3.5: External Hard
Disk Drive

storage capacities and are often used to back up
computers or serve as a network drive.

020
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3.3.2.2.1 Advantages of External Hard disk drive:

1. An external hard drive is a portable storage device and operates on a plug-and-

play basis.

2. Itallows the user to back up or store information separate from the main internal
hard drive.

3. Internet access regularly exposes computers to threats which could damage or
corrupt sensitive documents, large music files, movies, images and other backup
files. These can be kept securely
and safely on an external hard

drive.
3.3.2.3 Floppy Disk:

These are small removable disks
that are plastic coated with magnetic
recording material. Floppy disks are
typically 3.5" in size (diameter) and can
hold 1.44 MB of data. This portable
storage device is a rewritable media and

can be reused a number of times. Floppy

disks are commonly used to move files

Fig 3.6: Floppy Disk

between different computers. The main disadvantage

of floppy disks is that they can be damaged easily and, therefore, are not very reliable.
3.3.2.4 Magnetic Tape

Magnetic tape is a sequential storage medium used for data collection and backup.
Computer tape is made of flexible plastic with one side coated with a ferromagnetic
material. Tapes were originally open reels, but were superseded by cartridges and
cassettes of many sizes and shapes. Tape has been more economical than disks for storing
data, but that is changing as disk capacities have increased enormously. The major
drawback of tape is its sequential format. Locating a specific record requires reading

every record in front of it.

B3N
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Fig 3.7: Magnetic Tape
3.3.2.5CD:

Compact Disk (CD) is portable disk having data
storage capacity between 650-700 MB. It can hold large
amount of information such as music, full-motion
videos, and text etc. It contains digital information that
can be read, but cannot be rewritten. Separate drives
exist for reading and writing CDs. Since it is a very
reliable storage media, it is very often used as amedium . '
for distributing large amount of information to large '
number of users. In fact today most of the software is
distributed through CDs.

Onesside of a CD is very shining, just like a mirror. The shining surface of a CD has
micro pits and plats to store information. These pits are not visible by naked eyes. A laser
beamisused toread information from the disk.

Fig 3.8: Compact Disk (CD)

There are two types of CDs:

1. CDs, which can be written only once, afterward you can only read information,
such CDs are called Compact Disk Read only (CD-R).

2. CDs, which can perform read and write operations as many times as desired by

you. Such CDs are called Compact Disk Read and Write (CD-RW).
3.3.2.6 DVD

Digital Versatile Disk (DVD) is similar to a CD but has larger storage capacity and
enormous clarity. Depending upon the disk type it can
store several gigabytes (GB) of data. DVDs are primarily
used to store music or 6 or more movies and can be played
onyour television or the computer too. DVDs are generally
used to store very large multimedia presentations and
movies that combine high quality sound and graphics.
They are not rewritable media. It is also termed DVD
(Digital Video Disk)

Fig 3.9: Digital Versatile Disk (DVD)

H3 N
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- Wesshould take the following precautions at the time of usinga CD/DVD:
1. WhenwearenotusingaCD/DVD, keepitinitscover.
2. Donottouchtheshining sideofa CD/DVD.
3. Donot write with pen or pencil on the backside ofa CD/DVD.
4. DonotbendaCD/DVD.
5

. Use soft cloth to clean a CD/DVD. You may use water to remove dirt from a
CD/DVD.

3.3.2.7 Pen Drive

A pen drive is a portable Universal Serial Bus (USB) flash memory device for
storing and transferring audio, video, and data files from a computer. They are small
enough to fit into a pocket. Other names include flash drive, jump drive, and thumb
drive. USB flash drives are often used for the same
purposes for which floppy disks or CDs used, i.e., for
storage, data back-up and transfer of computer files.
They are smaller, faster, have thousands of times more
capacity, and are more durable and reliable because

they have no moving parts. Additionally, they are

immune to electromagnetic interference (unlike floppy

disks), and are unharmed by surface scratches (unlike CDs). Fig 3.10: Pen Drive
3.3.2.8Memory Cards:

Memory cards are a type of storage media that is most commonly used in digital
cameras, handheld computers, MP3 players, cell phones, game consoles, and printers, to
store pictures, videos, music, and other data. They
are alsoreferred to as a flash memory card. There are
many types of memory cards in the market, each
varying in size, compatibility, and storage capacity.
Data stored on memory cards can be read by using

card readers and also with the help of data-cables.

Fig 3.11: Memory Cards
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Points to remember
1. Computer memory is the electronic space in computer.

2. There are two main categories of memories: Primary memory, Secondary

memory.
3. ROM means Read Only Memory and RAM means Random Access Memory.

4. Secondary memory also called External memory, physical memory or auxiliary

memory.

5. An external hard drive is a portable storage device and operates on a plug-and-

play basis.
6. The shining surface of a CD has micro pits and plats to store information.

7. A pendrive is a portable Universal Serial Bus (USB). It is small enough to fit

into a pocket.

8. Data stored on memory cards can be read by using card readers and also with
the help of data-cables.

EXERCISE
Fill in the blanks:
1. Primary memory is also called
(@)  internal memory (b)  External memory
(c)  physicalmemory (d)  auxiliary memory
2. memory isnotaRead Only Memory.
(@@ ROM (by PROM
(0 EPROM (d) RAM
3 isnota portable storage device.
(@)  ExternalHard Disk Drive (b) PenDrive
(c)  HarddiskDrive (d)  Memory Card
4 The memory is divided into number of small parts called
(@) Cells (b)  Area
(c)  inter-section (d)  Noneofthese
5 USB means
(@)  Uniform service book (b)  Universal serial bus
(c) Universalstraight bus (d)  Uniform serial bus
03N
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True/False:

1.  Floppy disks are typically 3.5" in size (diameter) and can hold 1.44 MB of
data

2. Compact Disk (CD) is portable disk having data storage capacity between
650-700 MB

3.  Storage capacities of hard disks for personal computers range from 20 GB
to 500 GB.

4. DVD has smaller storage capacity as compared to CD.

5. We should write with pen or pencil on the shining side of a CD/DVD.

Short Answer type Questions:

1
2
3.
4
5

Write the types of Primary Memory.

Name four Secondary Memories?

Write precautions, we must follow while using a CD/DVD.
Write down two main categories of memories?

What is pen drive?

Long Answer type Questions:

1.

2
3
4.
5

What is memory? Write about its Usage?
What is Memory Card? Explain?

What is Floppy Disk? Explain?

What is CD? Explain its types?

Whatis external hard disk drive? Writeits advantages?

H3N
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Chapter 4

Objective of this chapter:

4.1
4.2
4.3
44
4.5
4.6
4.7
4.8
4.9
4.10
411
4.12
4.13
4.14
4.15
4.16
4.17
4.18
4.19
4.20

Selection of text

Cut, Copy and Paste
Format Painter
Formatting Text

Text effects

Change Text Case
Bullets or numbers
Text Alignment
Adjusting Line Spacing
Shading

Find and Replace

Page Break

Page Number
Header and footer
Picture/Clip Art
Shapes/Insert Shapes
SmartArt Graphic
Inserting Text Boxes
WordArt

Symbols

Introduction

Formatting in MS Word-Part I

Sometimes we need to create, design and organize effective documents. For this

we need to know how to format text. In addition, to make our document more appealing,

formatted text can draw the reader's attention to specific parts of the document and help

communicate our message.

In this lesson, we'll learn to format the font, size, style, and color; highlight the

text; and use the bold, italic, underline, and change case commands.

4.1 Selection of text:

Whenever we change the text of our document or apply formatting, we will first

need to select the text that we want to change or format. Once we have selected text, it will

be highlighted in blue colour as shownin figure below and ready to accept our change.
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Text is highlighted

Fig: 4.1: Selection of text

For editing in MS Word Selection of text plays a lead role in editing of a
particular document. Without selection we cannot edit and format the given text. We
can do the selection in the following ways:

4.1.1 Using mouse:
1  Takethecurserin thestarting of the text to be selected.
2 Clickthemouse. While holding it down, drag mouse over the text to select it.
3  Release the mouse button. The text will be selected.
4.1.2 Using keyboard
1  Takethecurserin thestarting of the text to be selected.
2 Keep the shift key pressed and select the text by using arrow keys.
Steps to Select Text in Document:
1. Toselectawholeword, double click onit.
2. Toselectawhole paragraph, triple clickanywhere in the paragraph.
3.  Toselectalongblock of text, drag our mouse cursor over the block of text.

4.2 Cut, Copyand Paste:

1. If wewould like to remove text from our document, we can copy or cut the text
from the document. First Select the text and go to the Home tab in the
Clipboard group.

2. Click Cut or Copy option in the Clipboard group.
OR
We can also right click on our mouse and select Cut or Copy.
OR
Press Ctrl+X(cut) and Ctrl+C(copy) simultaneously from keyboard.

3. Pasting Text: If we Copy text, then we need to Paste it somewhere. Click the
Paste Option in the Clipboard group.

OR

We can also right click on our mouse and select paste option.
OR

Press Ctrl+Vsimultaneously from keyboard.

H36N
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Clipboard .

Fig: 4.2:Cut, Copy and Paste

4.2.1 Undo: Undo command reverse the action we have performed while editing. If we
make an error in our document or editing text then we can correct it by click on the
Undo command, it will remove the last thing we did. This command is available
on the Quick Access Toolbar.

wld9w-0 )5 Al

m [ Undo Paste [Ctrl-—Z] I

Fig: 4.3: Undo

Note: Press Ctrl+Z simultaneously from keyboard for using this command.

4.3 FormatPainter:

The Format Painter feature allows us to quickly copy a format that we have
applied to text already in our document.

1.  Select the text or graphic that has the formatting that we want to copy.

2. On the Home tab, in the Clipboard group, single click Format Painter.
The pointer will change to a paintbrush icon.

3. Bring our cursor to the text or graphic
that we want to format and click on the

text. Wl d9-0 )|
4.  To stop formatting, press ESC or click on m Home Inse

the Format Painter command again.

o ¥

OR )
Press Ctrl+Shift+C simultaneously from Paste .
keyboard. » | J Format Painter !
NOTE: Double-click the Format Painter button Clipboard
if we want to change the format of multiple Fig: 4.4:Format Painter

selections in our document.
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4.4 Formatting Text:

Formatting a document includes modifying

text size, font face, color, style,

alignment, line spacing, graphics and many more things. Microsoft Word provides many

easy ways to add creative touches to any document.
441 Font:

A font is a set of printable or displayable text characters in a specific face and
size. The type design for a set of fonts is the font face/ typeface.

4.4.2 Modifying Fonts:

The Font Group allows us to change our text font style, size, color and many

other elements.

Font faces

Arial Black

Time New Roman

Book Antiqua

Monotype Corstva

Fig: 4.5:Font Face
4.4.2.1 Steps to Modify Text

Font size
10
12

14
16
18
20

72

Fig: 4.6: Font Size

1.  Select the text we want to modify.
2. Click on the font face, from the drop down list select the style and font size
simultaneously.
Home Insert Page Layout References Mailings
3 IAria[ 11 A AT Aav | B
Past = i . W7 .
o # Format Painter B 7 U-~asx X 2 a
Clipboard Font

Fig: 4.7:Modify Font Face and Font Size
Note: We can grow (increase) and shrink (decrease) font sizes of text by clicking grow
font option and shrink font option.
OR

Press Ctrl+[and Ctrl+] keys simultaneously from keyboard for increase and
decrease size of text

H3E
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Home Insert Page Layout References Mailings
= Arial -1 Aav | &
Paste - 2 -« 37y . -
- j Format Painter B 7 U be x, X ﬁ'
Clipboard . Font

Fig: 4.8: Grow font and shrink font

4.4.3 Font styles:
There are three basic font styles using in text. These are following:
Bold: To write in bold text, it means using thicker letter.
Italic: To write in italic text, it means using slanted letter.
Underline: To write in underline the text, it means draw a horizontal line
underneath the letters.
4.4.3.1 Bold, Italic, Underline:

While text is highlighted we can also click on the bold, italics or underline
commands to modify the text style from font group in the home tab.

OR
Press Ctrl+B, Ctrl+]I, Ctrl+U simultaneously from keyboard for bold, italics or
underline.
Home Insert Page Layout References Mailings Bﬂld
' Arial =11 = A A | Aar | ffﬂ!fc"
P.sftc ormat Painter B J U ~jbe x, x 2 T L .
Onipaisni Underline

Fig: 4.9:Bold, Italic, Underline
444 Fontcolor:

If we want to type text in any colour of our choice then we need to choose font color
optioninfont group of home tab. There are following steps to change font color of text.

1. Select the text we want to modify.

n Home | Inser 1 Page Layout Reférences Mailings Revigw
== Cut - — = = =
i &b Cu Calibri (Body] =~ 11 = A° A" Aa- & = - = - 4=- iE
— 43 Copy = - .
- F Format Painter B I U M, K A EE 3B e

lipboard - Font W cutomatic
Theme Colors
u EEEEEN

Standard Colors
Font Color funpeia EEsEEE

J Gradient

!E.iue
i |

Fig: 4.10:Font color
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2.
3.
4

445 Texth
When

Click on the Home tab. Choose the Font color option in the Font group. The

Font Color drop downboxappears.
Move the mouse pointer over the various font colors. A live preview of

the color will appear in the document.
Select the colour according to your choice.

ighlight color:

we use text highlight color option, it means that the text shows like it was

marked with a highlighter pen. Steps to use the text highlight color are following;:

1. Select the text that we want to highlight.
2. On the Home tab, move the arrow next to Text Highlight Color in the
Font group.
3. Click the color that we want
m Home Imsert Page Layaut References Mailings Piewi v
_:.1 i :::J't CalibrifBochi = {17 =~ A" A7 | Aa~ | #, = - = -°
Paste F'D::M cainter | B L U - aha x, x' | & - [mEl = =
i Clipboard Font | ] L § |
|| e
HEN .
Mo Color
Fig: 4.11: Text highlight color
4.5 Text effects

Text effects include Outline, shadow, glow, and reflection.

451 Adding Text effects

1. Select the text that you want to add an effect to.

2. On the Home tab, in the Font group, click Text Effect.

3. Click the effect that you want.

4 For more choices, point to Outline, Shadow, Reflection, or Glow, and
then click the effect that you want to add.

L . = - j= - 2
- : B S W v ek o, T - |EEE Em e Is- Sy ~
- F Farmat Paintar . -
i Board - Fornt - .

Calibri (Body) - 18 - A

A A A A A
A A A A A

Shadow
Beflection

Slaw

Fig: 4.12: Text effects
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4.5.2 Remove text effects:
1. Select the text from which we want to remove an effect.
2. On the Home tab, in the Font group, click Clear.

Home Insert Page Layout References Mailings
ke 11 - AN A%
Paste - - abe * -~ ab>r . A -
= # Format Painter B I U Mo I —
Clipboard - Font

Fig: 4.13:Remove text effects
4.6 Change TextCase:

If we type some text in lower case and after some time, we feel that the text should
be in upper case then noneed to delete text, because Word provides us a facility to change
text in any case like Sentence case, Lowercase, UPPERCASE, Capitalize Each Word and
Toggle case.

We can change the case of selected text in a document by clicking a single button
called Change Case on the ribbon.

Home Insert Page Layout References Mailings Review

o

j = Book Antiqua ~ 12 * A A @ =iz

Paste : B /7 U-~aex X v Sentence case,
» < J Format Painter
Clipboard ’ Font lowercase
UPPERCASE

Capitalize Each Word

i tOGGLE cASE
l &
Fig: 4.14: Change Case
1. Select the text for which you want to change the
case. Sentence case
2. On the Home tab, in the Front group, click lowercase
Change case. UFP‘ERFA SE
Choose an option from the dropdown list, which | <2Pitalize Each Word
includes : Sentence case, Lowercase, tOGGLE cASE

UPPERCASE, Capitalize Each World and Toggle

case. Fig: 4.15:Change Case
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Note: We can quickly display the "Font" dialog box (Font tab) by clicking on the Font
dialog box launcher in the bottom right corner of this group. OR Press Ctrl+D to
openit.

Home Insert Page Layout References Mailings

Arial - 11 - | A AT Aa~ a1,

B 7 U -~ abe >, 3 N~ 37 . A -

Paste

F Format Painter
Clipboard = Font

Fig: 4.16:Font dialog box launcher
Font ?

Font Advanced

Eont: Font style: Size:
Arial Regular 12
| Arabic Typesetting ~ | |[EETEEE 8 ~ |
o S | [Ttabc s
Arial Black Bold 10
Arial MNarrow Bold Italic 11
| Arial Rounded MT Bold v | (-~
Font color: Underline style: Underline color:
Automatic e (none) - | Automatic
Effects
[ strikethrough [] small caps
[] Double strikethrough ] all caps
[] superscript (] Hidden
[] subscript
Preview
Arial

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

Set As Default Text Effects... [ oK Cancel

Fig: 4.17:Font dialog box
4.7 Bullets or Numbers :

We can quickly add bullets or numbers to existing lines of text, or Word and can

automatically createlists as we type. By default, if we start a paragraph with an asterisk or
anumber.

4.71 Insert Bulleted or Numbered List

Click on the area where we would like our list to appear or highlight the text we
would like to beina list.

H4s20
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1. Go to the Home tab, in the Paragraph group, click Bullets or Numbering.
2. A bullet(s) or number(s) will be inserted.

P
L
I
'l

——
I
4

1)
1
4

n4y
"
(4]

i PR o AR |

Paragraph

Fig: 4.18:Bulleted or Numbered List
4.7.2 Select Bullets or Numbering Style
1. Select the items that we want to add bullets or numbering to.
2. On the Home tab, in the Paragraph group, click the arrow next to the
Bullets or Numbering command.
3. Select the bullet or number format we would like to be inserted.

Note: - To finish the list, press ENTER twice, or press BACKSPACE to delete the
last bullet or number in the list.

Word automatically inserts the next bullet or number. (Press tab key if we
want to create multilevel list)

=== - "__—_‘ ik i ?l 1 AaBbCcDe hll AaBbCoDe
Recently Used Bullets -
1 13
L MHone 2 2y
3 £5 ]
Bullet Library
Mane ® O [ | ke 0:0 :| ; ‘::
m o =]
»||v
Document Bullets o i
e O - @
Define Mew Mumber Format
Define Hew Bullet
Fig: 4.19:BulletsStyle Fig: 4.20:NumberingStyle
4.8 Text Alignment:
Alignment determines the
appearance and orientation of theedgesof | ,_ ,_ ,_ eS| AL | o
the paragraph: left-aligned text, right- |~ __ L
aligned text, centered text, or justified text, | & & == E| (= O~ -~
which is aligned evenly along the left and Paragraph

right margins. Fig: 4.21Text Alignments
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4.8.1 Change text alignment:

Select the text we want to modify.

2. Select one of the four alignment options from Aligns all selected text to the
the Paragraph group on the Home tab. feft paipin

Aligns text an equal distance

1. Align Text Left: Aligns all selected text to from the left and right
the left margin (Press Ctrl+L) margins
2. Centre: Aligns text an equal distance from Aligns all selected text to the

the left and right margins(Press Ctrl+E) e ik,

Aligns text equally on both

3. Align Text Right: Aligns all selected text sides and lines up equally to
to the rlght margin. (PI'QSS Ctrl+R the I‘igl‘sl and left 11111|‘gin:=.

4. Justify: Aligns text equally on both sides Fig: 4.22 Text Alignments
and lines up equally to the right and left margins; used by many

newspapers and magazines. (Press Ctrl+])

4.9 AdjustingLine Spacing:

The default spacing is 1.15 line spacing and 10 points after each paragraph. The
default spacing in MS Office Word documents is 1.0 between lines and no blank line

between paragraphs. T —
The easiest way to change the line spacing for an |=-1z-% #%® 3 9 | a0 ad
entire document is to highlight the paragraphs or entire |E® 3= - e || vaewan | v
document that you want to change the line spacing on. | =2 " L
Adjusting the line spacing will affect how easily our - J:
document can be read. We can increase spacing to improve 2
readability, or reduce it to fit more text on the page. 3
4.9.1 To format line spacing: lﬂ st
1. Select the text we want to format. : dd Space Beose Pauagraph
2. Click the Line and Paragraph Spacing isaoiciutisici
command in the Paragraph group on the Fig: 4.23:Line and
Home tab. Paragraph Spacing

Select the desired spacing option from the drop-down menu.

From the drop-down menu, we can also select Line Spacing Options to
open the Paragraph dialog box. From here, we can adjust the line spacing
with even more precision.

When we select At least or Exactly in the Paragraph dialog box, the line
spacing is measured in points. Otherwise, itis measured in lines.

440
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M Fnr.pg raph m 1
Indents and Spacing | Line and Page Breaks |
Generad
Aligrment: Left El
Outhine level: |Body Text EI
Imclesrytabon
Lefe: or o Special: By:
Right: o = frune) [=]
[] Merror indents
Spacng
Before: O pkE

After: Wet S
] Dot add spage between parag

Prewiew

B e B e B T B T e e Time s B e et e o Tod e Tt L T
T e T P

[mmbe]  [stasoemin) (oo ) (ocenc )]
Fig: 4.24:Paragraph dialog box

Note: We can quickly display the "Paragraph" dialog box (Indents and Spacing tab) by
clicking on the dialog box launcher in the bottom right corner of this group.
Important Tip: If a line contains a large text character, graphic, or formula, Word

increases the spacing for that line.
For Example:

Textis Large. e -k

Text is Llager- Text is Lager.

Fig: 4.25:Word increases the spacing

To space all lines evenly within a paragraph, use exact spacing and specify an
amount of space that is large enough to fit the largest character or graphic in the line. If
items appear cut off, we must increase the amount of spacing between lines.

4.10 Shading :

Microsoft Word offer features to apply border and shadings to our document. We
can apply a border, shading or both around a single word, a selection of words, a
paragraph, group of paragraphs, a single page, a section, or all pages. Simply hit the
Shading option to choose the shading style.

| JEEY |
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n Home

x,
=]

Paste

& Cut
<2 Copy

jFarma! Painter

Clipboard

Insert Page Layout References Mailings Review View
CalibriBocy) =13~ A A Aav & E-E-'E EE MY | aasbcenc| aasboen
B I U - abs x, x' - 0. A - IEE3IBE :5' = % Normal | T Mo Spaci..
Font a Paragraph Theme Colofs

Standard Colors
B & EEEEE

Mo Color

3 More Colors..

Fig: 4.26:Shading

411 Find and Replace:

When we are working with longer documents, it is difficult and time consuming to locate
a specific word or phrase. Word can automatically search our document for specific word
or phrase using the Find feature. It also allows us to change words or phrases using
Replace.

4.11.1 Stepstofind text:

1.

From the Home tab, click the Find command. The navigation pane will

AaBbC AaBbcCcl AaBbCcD _ %

T Heading 1 1 Heading 2 T Heading3 _ Change

appear on theleftside of the screen.
— ﬁ. !]

& Rind ~
v lace

Styles - =3 Select -~
Styles - Editing

5 oo - - - - 6 - - - SRR Find (Ctri+F) F

Find text or other content in the
document.

| =

Fig: 4.27:Find command

Type the text we want to find in the field at the top of the navigation pane.

If the text is found in the document, it will be highlighted in yellow, and a
preview will appear in the navigation pane.

If the text appears more than once, we can click the arrows on the
navigation pane to step through the results. We can also click the result
previews on the navigation pane to jump to the location of a result in our
document.

When we close the navigation pane, the highlighting will disappear.

04 0
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4.11.2 Steps to replace text:
1. From the Home tab, click the Replace command. The Find and Replace

dialog box will appear.
& d

44 Find ~

AaBbC AaBbCcl AaBbCcD _ %

f Heading1 1 Heading2 1 Heading3 _ Change =

Styles~ | W 5 4% ct -
Styles Ma Editing

wn
Lo
L1
LY |

Replace (Ctrl+H)

Replace text in the document.
¥

Fig: 4.28:Replace command

2. Type the text we want to find in the Find what field.

3. Type the text we want toreplace it with in the Replace with field.
4. Click Find Next and then replace to replace text. We can also click Replace
Alltoreplaceall instances within the document.
Find and Replace » IEM|
Fingd Replace | GoTo
Find what: | W
Replace with: v
More >> Cancel
Fig: 4.29:Find and Replace dialog box
4.12 Page Breaks:

Word automatically inserts a page break when we reach the end of a page. If we
want the page to break in a different place, we can insert a manual page break.

4.12.1 Inserting a Page Break

1. Click where we want to start a new page.
2. On the Insert tab, in the Pages group, click Page Break.

47 0
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s T i L
] =] =
eema - ——

a (= | 5
Cover Blank FPage Table Picture Clip Shap
Page ~ Page Break - Art -~

Pages Tables
Page Break (Ctrli+= Return)
Start the next page at the current
position.
Fig: 4.30:Page Break

OR
We can also insert breaks into our document by going to the Page Layout tab, Page

Setup group and clicking on the Breaks command to view a variety of page and
section breaks we can insert into our document.

Home Insert Page Layout References Mailings Review View
1 1 v [ ..—i r o .
* - - 1
DR E s - W
[A]Fonts - 5 Page Breaks
Themes — Margins Orientation Size Columns
- [O]etfects - : - v - I Page
Themes Page Sat > Mark the point at which one page ends
LOEINE] age e R ->] and the next page begins.
" =
Fig: 4.31:Breaks command

4.12.2 Deletinga Page Break:

We cannot delete the page breaks that Word inserts automatically, we can only
delete a page break that we haveinserted manually.

1. Go to the page break we would like to remove.
2. Select the page break by clicking in the margin next to the dotted line
3. Press the DELETE key on your keyboard.

4.13Page Number:

Word automatically labels each page with a page number and places it in a header

footer, or side margin. When we need to number some pages differently, Word allows us
torestart page numbering.

Fage Layout Referencer Mallings e Vigw

.

b+ Plain Numbes 1

o
(38 9 al 3 AS B
a9 x5 “ L] o 4
2 | joal B | m 9‘. LB =] I it & Tme Q
Table | Pctare Cip 1 Smartad Chadt Sare Hypertak Backmark el eiend ader Footell  Page Test  Cunck -1 L I> '.- fl Mb |
¥ it E = Rhumber -l Box: Parts . ']j Otject =
Tabie anei &Y ) Jop of Page B | Simphe =
@ Bottom of Page

=] Eage Masging
8 gum

& Fermat Page Mumbee

=% Bemove Pags Nusbgii

Plain Mumbes 2

Fig: 4.32:Page Number
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4.13.1 Add Page Numbers:

If we want to put a page number on each page, we can quickly add a page number
fromthe gallery.

1.  Onthelnserttab, inthe Header & Footer group, click Page Number.
2. Click the page number location that we want. (Top of page or Bottom of page)
3. In the gallery, scroll through the options, and then click the page number
format that we want.

4.13.2 Remove Page Numbers:
If we want to remove page number, which already added. Follow the below steps:
1.  Onthelnserttab, inthe Header & Footer group, click Page Number.
2. Click the “Remove page Number” option.

4.14 Headers and Footers:

We can add headers, footers and page numbers in numerous ways. The simplest way is to
double click on the top or bottom of the page and the header and footer area will appear.
Enter the text we wish to be displayed at the top or bottom of every page.

=N (31 T, Previous

= - T

1 eaade fiom Top: 6.4 H
Pages Jr Footer Froam Bottam B8 E
A1 Alighment Ta aric Fogber

Insert Footer HERE

Insert Header HERE

Fig: 4.33:Headers and Footers

Note: After typing text in the header or footer area, Close Header and Footer on the
Design tab (under Header & Footer Tools).

Design

Different First Page -]+ Header from Top: 0.5°
|

Close Header
Show Document Text ] Insert Alignment Tab arid Footer

i“F 4

Different Odd & Even Pages  [d+ Footer from Bottom: 0.5

Options Position Close

Fig: 4.34:Close Header and Footer
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4.14.1 Steps to add Header or Footer:
1.  Onthelnserttab, inthe Header & Footer group, click Header or Footer.

2. Click the header or footer that we want to add in our document and our
header or footer area will open.

3.  Typetextintheheader or footer area.

4. To return to the body of our document, click Close Header and Footer on the

Design tab (under Header & Footer Tools).

insert Page Layout References Mailings Review View

S EREP 2 ML @ 3

Table Picture Clip Shapes SmartArt Chart Screenshot Hyperlink Bookmark Cross-reference |l Header Footer Page
. Art - ot T g dumber
L TaDles | — Hustrations | U e Header & Footer
Fig: 4.35:Header & Footer Tools
4.14.2 Remove headers and footers
1. Click on the Header, Footer or Page Number Command in Header and
Footer group on Insert Tab.
2. A drop down menu will appear.
3. Click Remove at the bottom of the menu.
a . - T =) & Sigrature Lir
e @ @@ 4 =2
e s ooter "'!GI!' Text [ F1la Wordart
= =  Humber= Box=- PFarts~ - g Omjent
Built-in i
s
Blank (Thiee Columni) Bk (Thies Codumind)
Alphatet Alphabed

[Ty 1he dowmemens srrie|

Anral Al

[Type the documant tie] | [vess]

O Blore Hesdert from Office.com

Fig: 4.36: Remove headers Fig: 4.37: Remove footers

4.15 Picture/Clip Art:

Pictures and clip art can be inserted or copied into a document from many different
sources, including downloaded from a clip art Web site provider, copied from a Web
page, or inserted from a folder where you save pictures.

HS0N
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4.15.1 Steps to Insert Clip Art:

1. On the Insert tab, in the Illustrations group, click Clip Art.

2. A Clip Art task pane will appear on the right of our screen, in the Search
for box, type a word or phrase that describes the clip art that we want.

3. Click Go.

4. In the list of results, double click on the clip art to insert it into our
document.
Insert Page Layout References Mailings Review
= — - :
= P = il -
Table Picture Shapes Smartart Chart Screenshot
Tables Hiustrations

Fig: 4.38:Clip Art

4.15.2 InsertPicture;

Picture from file which is saved in our computer can be inserted by following these

steps.
1.  Click where we want to insert the picture in our document.
2. On the Insert tab, in the Illustrations group, click Picture.
3. Locate the picture that we want to insert. For example, we might have a
picturefile located in My Documents.
4. Double-click the picture that we want to insert and it will appear in our document.
[w] Insert Picture w
T mm| ¢ Libraries ¢ Pictures » w O Search Pictures F-3
Organize ~ Mew folder = - M.

)

Iﬂ;i Kicrosoft Word Me iterme mateh your search,

{ Favorntes
Bl Desktop

& Downloads
L. Recent places

a Libraries
= Documents
&' Music
| Pictures
Videos
w

#L Hemearoue

File narme: o All Pietures w

Tools = Insert I' Cancel

Fig: 4.39:Insert Picture dialog box
_BGH |
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4.16 Shapes:

We can add one shape to our file or combine multiple shapes to make a drawing or a more
complex shape. Available shapes include lines, basic geometric shapes, arrows, equation
shapes, flowchart shapes, stars, banners, and callouts. After we add one or more shapes,
we can add text, bullets, numbering, and Quick Styles to them.
4.16.1 Steps to Insert Shapes:

1.  On the Insert tab, in the Illustrations group, click Shapes.

2. A drop down menu will appear, click the shape that we want.

3. Click anywhere in the document, and then drag to place the shape.
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Fig: 4.40:Shapes

4.16.2 Insert Text to Shapes:

Once we have added a shape, we may want to add text inside the shape. All we have
to doisclick on the inside of the shape and start typing.
4.16.3 Format Shapes:

After inserting a shape a new tab called Drawing Tools Format will appear
whenever we click on the shape.

0520
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Steps to Format Shapes:
1. Click the shape on which we want to apply a new or different Quick Style.
2. Go to the Drawing Tools Format tab, in the Shape Styles group, click the
style that we want to apply.

B s Belurance; (LI By ew Famal
et snoe - - omapera-
T 5 . ﬂ I imatianl
7|l Sape e -

Fig: 4.41:Format Shapes

4.17 SmartArt Graphic

A SmartArt graphicis a visual representation of our information that we can quickly and
easily create to effectively communicate our message or ideas. We can create SmartArt
graphics in Excel, Outlook, PowerPoint, and Word. SmartArt graphics enables us to
create designer-quality illustrations with only a few clicks of our mouse. When we create
a SmartArt graphic, we are prompted to choose a type of SmartArt graphic, such as
Process, Hierarchy, Cycle, or Relationship. Each type of SmartArt graphics contains
several different layouts. After we choose a layout, itis easy to switch thelayout or type of
a SmartArt graphic. Most of our text and other content, colors, styles, effects, and text
formatting are automatically carried over to the new layout.

4.17.1 Stepstocreatea SmartArt Graphic
1. On the Insert tab, in the Illustrations group, click SmartArt.
2. In the Choose a SmartArt Graphic dialog box, click the type and layout that
we want.
3. Enter text by doing one of the following:
Click [Text] in the Text pane, and then type text.
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Fig: 4.42:SmartArt Graphic
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4.18 Inserting Text Boxes:
A textbox is an object thatlets us to put and type textanywhere in our file.
Steps to insert Text Boxes
1. On the Insert tab, in the Text group, click Text Box and a drop down menu will

appear.

2. Click on a text box template or click Draw Text Box at the bottom of the drop
down menu to draw our own text box.

3. When we select to draw our own text box, we need to click in the document,
and then drag to draw the text box of any size that we want.

4. To add text to a text box, click inside the text box and then type or paste text.

5. To format text in the text box, select the text, and then use the formatting
options in the Font group on the Home tab.

6. To position the text box, select it and drag the text box to a new location.

| 4 A5 Beees GT £
= FL, Date & Time
ik VWordarn Equastion Symbol
artg = " "ﬂ Chject - - "
EBasklt -l i
= =3
Cimple Text Box Alphabet Cuwaote Alphabet Sidebar
Arrveal Cuole Aannual Sidebar Austere Uhaotle -
- Mare Text Boxes from Offige, Lam
=l  Draw Test Bos
|

Fig: 4.43:Text Box

4.18.1 Deleting Text Boxes
Toremove a text box just click the border of the text box that we want to delete, and
then press DELETE.
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4.19WordArt:

WordArt can be used to add special text effects to our document. For example, we
can stretch a title, skew text, make text fit a pre-set shape, or apply a gradient fill. This
WordArt becomes an object that we can move or position in our document to add
decoration or emphasis. We can modify or add to the text in an existing Word Art object
whenever we want.

4.19.1 Steps to add WordArt:
1. On the Insert tab, in the Text group, click WordArt.
2. A Drop down menu will appear, click the Word Art style which we want.

3. A Text Box will appear with the words “Enter your text here”, Type our text.

e Signature Line - ‘n 5_2.
-

iy Date & Time

EqQuation Symbol
il Object - - -

| A\ /A

A A
A A A

Fig: 4.44:WordArt
4.20 Symbols:

Word 2010 lets us add characters beyond the keyboard's 26 letters of the alphabet,
numbers and punctuation marks. For example, Word provides foreign language letters
and symbols — all sorts of fun stuff.

4.20.1 Steps to insert Symbols:

1. Click the Symbol command button in the Symbol group on the Insert tab.

2. Alist of some popular or recently used symbols appears. Selecting a symbol from the menu
inserts the special symbol directly into our text (where we currently have the insertion
pointer), justlike weinsert any other character.
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Fig: 4.45:Symbols

Points to remember

Formatting a document includes modifying text size, font face, color, style,
alignment, line spacing, graphics and many more things.

Afontisasetof printable or displayable text characters in a specific face and size.

The Format Painter feature allows us to quickly copy a format that we have
applied to text already in our document.

Undo command reverse the action we have performed while editing. If we make
an error in our document or editing text then we can correct it by click on the Undo
command, it will remove the last thing we did.

We can grow (increase) and shrink (decrease) font sizes of text by clicking grow
font option and shrink font option.

There are three basic font styles using in text: Bold, Italic, Underline.

When we use text highlight color option, it means that the text shows like it was
marked with a highlighter pen.

Text effects include Outline, shadow, glow, and reflection.

Alignment determines the appearance and orientation of the edges of the
paragraph: left-aligned text, right-aligned text, centered text, or justified text,
whichisaligned evenly along the left and right margins

When we are working with longer documents, it is difficult and time consuming to
locate a specific word or phrase. Word can automatically search our document for
specific word or phrase using the Find feature.

Word automatically labels each page with a page number and placesitin a header,
footer, or side margin.

Pictures and clip art can be inserted or copied into a document from many
different sources.

A textbox is an object thatlets us to put and type textanywhere in our file.

|Gl |
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EXERCISE
Fill in the blanks:
1. Toselecta whole word, click onit.
(@)  Single (b) double
() triple (d) None
2. The Group allows us to change our text font style, size, color and
many other elements.
(a) Font (b) paragraph
() styles (d) editing
3. means draw a horizontal line underneath the letters
(a) Bold (b) Italic
() Underline (d)  None
4. Option means that the text is shown like it was marked with a
highlighter pen.
(a) Font color (b) textcolor
() texthighlight color (d)  Allofabove
5. Afterinserting a shape a new tab will appear which s called
(a) Drawing tools format (b) shape tools format
() drawing shapes format (d) None
True/False:
1. ClipArt can be used to add special text effects to our document.
2. A textbox is an object thatlets us to put and type textanywhere in our file.
3. Text effects include Outline, shadow, glow, and reflection.
4, Bold text meansslanted letters.
5. Ctrl+[and Ctrl+] keys are used for increase and decrease size of text

Short Answer type Questions:

Write two ways for selecting textin Ms word?
Write about undo command?

Which are basic three font styles?

How can weremove text effects?

How many change cases options are available in Ms word? Write their
names?

ARl

6. How many alignments are available in Ms Word? Write their names and
shortcutkeys?

7. How can weinsert page break in Ms word?

Long Answer type Questions:

How can we add and remove header and footer in Ms word?
Write about shapes? Write the steps to insert shapes?
Whatis smart art graphics? How can we insertit?

Write about Word Art? Write the steps toadd word art?
Write about Symbols? Write the steps to insert symbols?

is7
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Chapter5 Formatting in Ms Word (Part-II)

Objectives of this chapter
Introduction
5.1 Picture Tools (FormatTab)
5.1.1 Adjust
5.1.2 Picture Style
5.1.3 Arrange
5.1.4 Size
5.2 Pagelayout
5.2.1 Margins
5.2.2 Orientation
5.2.3 Size
5.2.4 Columns
5.3 PageBackground
5.3.1 Water Mark
5.3.2 Page Color
5.3.3 Page Borders
54 Review
5.4.1 Proofing
5.5 Printing Documents

Introduction

In this lesson, we will learn how to change the picture style and shape, add a border, crop
and compress pictures, and add artistic effects. Once we have inserted a picture into our
document that we want to trim or make appear smaller on the page. We must select that picture
first.

5.1 Picture Tools (Format Tab)

Once we have added pictures to our documents, we can format them in various ways. The picture
tools in Word 2010 make it easy to include images into our documents and modify these images
ininteresting ways.

Fig: 5.1: Picture to be formatted
038
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After selecting that picture “Picture tools format” tab appears. When we double click the
picture “Picture tools format” tab's ribbon appears as shown in figure below:

Home Insert Page Layout References Mailings Review View | Form

1 & Corrections = 3 e s T L_a_’ Picture Border ~ ] ﬂ 4 rward -|_‘=4- u ._: ;J 1238 >
— g Color - ¥ ol el el ol - - PictureEffeds 1 Send Backward - 1f]
Remove . = - Position Wrap & i Crop = 165¢em =
Background [ 4hl Artistic Effects - %~ * GRPidurelayout v Jeqr ShSelectionPane Sy . R
Adjust PFicture Styles i Arrange Size

Fig: 5.2:Picture Tools (Format Tab)
5.1.1 Adjust

The first group in thisribbonis “ Adjust”. This group is having the options named as:
5.1.1.1 Corrections:

The Brightness and Contrast presets are available in this option. To sharpen or soften
the image we can use this option.

Steps to use correction option:
1. Select the image. The Format tab will appear. Click the Format tab.

2. Click the Corrections command. A drop-down menu will appear as shown

in the figure below:
ngert Page Lyyout References Madngt Riewhew view L L5
4| * H Compress Pictures __ — e — &, Fictue Border = @ [ A I g +
—= I change Pictute il il il il il el n - < Picture Effects = : : I
ol Adtitig WD
Y -_r[l:.;:-_ « % Reset Picture « # 58 Peture Layout * . 1,,._? Ty Sebrction Pane  Sf Rotate -

Fig: 5.3:Corrections

3. To sharpen or soften the image, roll over the Sharpen and Soften presets. You'll see a
live preview of the preset in the document.
4. When we have found a preset we like, click it to select it.

Click the Corrections command again and again to see a live preview.
6. When we found one we like, click it to select it.

o
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5.1.1.2 Color: we can also define the color of the picture.
Steps to use color option:
1.  Selecttheimage. The Format tab will appear. Click the Format tab.

2. Click the Color command. A drop-down menu will appear as shown in figure
below:

T S
Fig: 5.4:Color

1. From the drop-down menu, we can choose a preset from each of the following three
categories:

L

a.  Color Saturation: This controls how vivid the colors are in theimage.
b.  Color Tone: This controls the temperature of the color, from cool to warm.

¢.  Recolor: This controls the overall color of the image. Use this option to make the
image black and white or grayscale, or to colorize it with a different color.

5.1.1.3 Artistic effect:

Many clip art images do not allow us to apply artistic effects. Generally speaking, the
images that look hand-drawn or painted do not allow artistic effect, while photographs allow
us to do so.

Steps to use Artistic effect:
1. Select the picture. The Format tab will appear. Select the Format tab.

2. Click the More drop-down arrow to display all of the picture styles.

Fig: 5.5:Artistic effect
He6oN
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3. Move our mouse over a picture style to display a live preview of the style in the
document.
4. Select the desired style.
5.1.1.4. Compress picture:

We might need to look the file size of our documents that include pictures, especially if
we want to send them via email. Large high-resolution pictures make our document to become
too large, which may make it difficult or impossible to attach to an email. In addition, cropped
areas of pictures are saved with the document by default, which may be added to the file size.

Word can reduce the file size by compressing pictures, lowering their resolution, and deleting

cropped areas.
Steps to compress a picture:
1. Select the picture. The Format tab will appear. Select the Format tab.
Home Insert Page Layout References Mailings Review
| J| x}- ,J{ Compress Pictures e
hange P “ ‘
Corrections Color Artistic - Sl '
- *  Effects~ ,j Reset Picture ~
Adjust

Compress Pictures

to reduce its size.

‘ Compress pictures in the document

Fig: 5.6:Compress picture
2. Click the Compress Pictures command in the Adjust group. A dialog box appears

Compression options:
Apply only to this picture
Delete cropped areas of pictures

Target output:
Print (220 ppi): excellent quality on most printers and screens
() Screen (150 ppi): good for Web pages and projectors
() E-mail (96 ppi): minimize document size for sharing
(® Use document resolution

OK Cancel

Fig: 5.7:Compress picture dialog box
_BGH |
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3. Place a check mark next to Delete cropped areas of pictures. We can also
choose whether to apply the settings to this picture only or to all pictures
in the document.

4. Choose a Target output. If we are emailing our document, we may want to

select Email, which produces the smallest file size.
5. Click OK.
5.1.1.5 Change picture:
While working in Word 2010, we may need to change/ replace any picture.

ome Insert Page Layout References Mailings Revig

Cl

3 [ ot e (o
e : ¥ Change Picture il -
Corrections Color Artistictm
- - Effects = i Reset Picture -
Adjust

Change Picture

Change to a different picture,
preserving the formatting and size
of the current picture.

Fig: 5.8:Change picture

To replace the picture, select the image, in Picture Tools Format tab under Adjust group,
click Change Picture. Select the picture we want in place of the current picture. This option will
change the picture preserving the formatting and size of the current picture.

5.1.1.6 ResetPicture:

This option of Adjust group discards all the formatting and changes made by us to the
selected picture.

5.1.1.7 Remove Background:

Removing the background from an image can give our images a cleaner appearance. If we
are printing our document, it can also save ink. To remove background, Word uses special
methods to determine which parts of the image are the background and then removes these areas
from the image. Background Removal does not work with some clip art images.

Steps toremove the background from an image:

1.

Fig: 5.9:To remove the background from an image

Hc2Hl

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

2. Click the Remove Background command in Adjust group.

Fig: 5.10:Background area with a magenta fill

3. Word will try to guess which part of the image is the background, and it will mark
the area with a magentafill. It will also place a box around the image with selection
handles.

4. Drag the selection handles until the entire foreground is inside the box. After this,

Word may readjust the background.
5. At this point, we may need to help Word to decide which parts of the image are
foreground and which parts is background. We can do this by using the Mark

Areas to Keep and Mark Areas to Remove commands.
If Word has marked part of the foreground magenta, click Mark Areas to
keep ‘tws and draw alinein thatregion of the image.
If part of the background has not been marked with magenta, click Mark

Z

Mark Areas . . . .
AreastoRemove  toremone and draw alinein thatregion of the image.

Fig: 5.11:Mark Areas to Keep and Mark Areas to Remove

| JGRY |
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6. After we add our marks, Word will readjust the image.

7. When you're satisfied with theimage, click Keep Changes .., . Allofthe
magenta areas will be removed from the image. R

Fig: 5.12:Image after removing the background
8. We can adjust the image at any time by clicking the Remove Background option

again.
5.1.2 Picture Style:

This is the next group of Picture tools format tab ribbon. Here we can choose an overall
style for the picture.

Steps to apply a picture style:
1. Select the picture. The Format tab will appear. Select the Format tab.
2. Click the More drop-downarrow to display all of the picture styles.

Fig: 5.13:Picture Style
3. Roll-over a picture style to display a live preview of the stylein the document.
4. Select the desired style.

Hocil
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5.1.2.1 Picture Border:

This option specify the color, width and the line style for the outline of the selected
picture.
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Fig: 5.14:Picture Border

5.1.2.2 Picture Effects:

This option applies a visual effect such as a shadow, glow, reflection or 3D rotation. We
canapply any of these effects to the picture as per our requirement.
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Fig: 5.15:Picture Effects

5.1.3 Arrange:

This group has many options which helps in arranging the picture with the text and other
pictures in the documents.
5.1.3.1 Position:

It positions the selected object on the page. The text is automatically set to wrap around
the object.

| JGRN |
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5.1.3.2 Wrap Text:

It changes the way text wraps around the selected object.
Steps to apply a Wrap Text:

1.  Select the image and click the Picture Tools tab.
2. In the Arrange group, click Wrap Text.

I= Align -

’-5‘ Selection Pane  Sj Rotate =

In Line with Text

Square

Tight

Through

Top and Bottom
Behind Text

In Front of Text

]
o
]
]
-
e
]
-

More Layout Options...

Fig: 5.16:Wrap Text

3. Do one of the following:
Click Square to wrap text around the border of your image.

Click Tight to wrap text closely around a clip art image or an irregularly shaped
picture.

Click Through and then click Edit Wrap Points to drag the wrap points closer to
theimage, so that text can fill in more of the negative space around the image.

Click Top and Bottom to place the image onits own line.
Click Behind Text to display the text over the image.
Click In Front of Text to display the image over the text.

4. ClickMore Layout Options and then click the Text Wrapping tab to change where the text

wraps or the distance between the text and the image.
5.1.3.3 Align:

This optionis used to align the picture according to the margins.
5.1.3.4 Group:

This option is used to group two or more images together so that they can be treated as a
single object.
5.1.6.5 Rotate:
This optionis used to flip or rotate the image/ picture.

Hccl
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514 Size:

This is the next group on the Picture tools format tab ribbon. When we click on the
launcher of the size group. It shows a dialog box to change the size of a shape or picture. it has the
following main options or commands:
5.1.4.1 Crop:

itis used to crop the picture toremove any unwanted parts.
5.1.4.2 Heightand Width:

these options are used to change the height and width of the shape and image in inches.

5.2 Page layout

Page layout tab offers a variety of page layout and formatting options that affect the
appearance of content on the page. We can select the page orientation, paper size, and page
margins depending on how we want our document to appear.

5.2.1 Margins:

Page margins are the blank space around the edges of the page. Generally, we insert text
and graphics in the printable area between the margins. We can specify the position some items in
the margins — for example, headers, footers, and page numbers. In Margin option various
predefined marginsize are available.

Steps to format page margins:

1. Select the Page Layout tab.
2. Click the Margins command. A menu of options will appear. Normal is selected
by default.
3. Click the predefined margin size we want.
Page Layout References M3
33 l':]' '-_1' Breal
=) £ Line
Margins Orientation  Size Columns
- v B B be Hyph
| Last Custom Setting
Top: 1 Bottom: 1
left: 17 Right: 1’
Normal
Tap: 1" Bottom: 1°
_ | Left: 1 Right: 1
Narrow
Top: 0.5 Bottom: 0.5
Left: 0.5 Right: 0.5
Moderate
Top: 1 Bottom: 1
[ || e 075 Right: 0.75°

Fig: 5.17:Margins
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Steps to use custom margins:
1. From the Page Layout tab, click Margins and select Custom Margins. This will
take us to the Page Setup dialog box.

Apely to: | Whole document | |

Set As Default [ o« ][ conce

Fig: 5.18:Custom margins

2. Adjust the margin sizes for each side of the page, and then click OK.
5.2.2 Orientation:
Orientation decides the Landscape or portrait format. Landscape format means the page
is oriented horizontally, while portrait format means it is oriented vertically.
Steps to change page orientation:
1. Select the Page Layout tab.
2. Click the Orientation command in the Page Setup group.

Insert Page Layout References Mailings Ry

[j ¥ Breaks ~
E_'I Line Numbers ~
MargingOrientation Size Columns
- = = s b~ Hyphenation -

™ Jlj -
Partrait
j Landscape

Fig: 5.19:To change page orientation

3. Click either Portrait or Landscape to change the page orientation.

Hcshl
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5.2.3 Size:
This option provides various paper sizes for the current section.
Steps to change page size:

1. Select the Page Layout tab.
2. Click the Size command, and a drop-down menu will appear. The current page
size is highlighted.
Ingert Page Layaul References Mailings Ry
T — wo Breaks =
—--—] H =) -—--J P Lime Mumbers =
rMargin: Srientatio Tige " Elamng
- = = - uf" Hyphenation -
I Letter - = |

| 8.5 x 11
Legal

I 8.5 = 14"
Exmecutive

I 7.25" = 10.5
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Bl 5.83" ¥ 8.27
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TAT ®w 1012
AL

J B.27 u 11.69

Fig: 5.20:To change page size

3. Click the size option you want. The page size of the document will change.
5.2.4 Columns: This option splits the text into two or more columns.

Page Layout References Mailings
By ['j I =, Breaks ~
_—j E° ] Line Numbers
Orientation Size §Columnsy _
- - - e Hyphenation
Page S&
= One
g Two
:| Three
= Left
Right
EE More Columns...

Fig: 5.21:Columns
5.3 Page Background

We can add a background when we want some graphical elements, such as a watermark,

toappear onmore thanone page.

HcoNl
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5.3.1 Water Mark:

Watermarks are text or pictures that appear behind document text. They oftenidentify the
document status, such as marking a document as a Draft or Confidential. So we can add text
watermarks, such as Draft or Confidential, to our document. Word provides galleries of ready-
made watermarks, or we can create our own custom watermark, such as any logo. We can also
add a background color or picture to our document. We can insert a predesigned watermark from
a gallery of watermark text, or can inserta watermark with custom text.
5.3.1.1. Steps to add a text watermark to document:

1. OnthePage Layout tab, in the Page Background group, click Watermark.

2. Do one of the following;:

Click a predesigned watermark, such as Confidential or Do not copy, in the
gallery of watermarks.

Click Custom Watermark, click Text watermark and then select or type the text
that we want. We can also format the text.

Review View Format
A indent Spacing
| o
P—‘ EE Lett: 05 s 18 Before: Opt .
age
v Borgers- £3 Right: 0.55° s YR Atter 10pt .
o -
CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY 1
jres |
DO NOT COPY 2 -
© More Watermarks from Office.com 4
A Custom Watermark...
M Remove Watermark
_';‘ Save Selection to Watermark Gallery...

Fig: 5.22Watermark

Watermarks can be viewed only in Print Layout and Full Screen Reading views and on the
printed page.
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5.3.2 Page Color:

We can apply different colors, texture or picture to our document.
Steps to add a background color or texture:

1. On the Page Layout tab, in the Page Background group, click Page Color.
Insert Page Layout References Mailings Review View Format .
I By =~ J ¥= Breaks ~ : ; Indent
—j = [j ¥ Line Numbers = j J i;‘: Left: 0.5
Margins Orientation Size Columns Watermar Page -
i - - - be™ Hyphenation - Color = [orders | B3 Right: 055
Page Setup Page E Theme Colors L
H EEEEEEN
‘ I T
il
«HNNREERER
Standard Colors
m o EEEEE
No Color
More Colors...
Fill Effects...
Fig: 5.23:Page Background
2. Do any of the following;:

Click the color that we want under Theme Colors or Standard Colors.

Click Fill Effects to change or add special effects, such as gradients,
textures, or patterns.

Note: Select the color that we want before we apply a gradient or pattern.
5.3.3 Page Borders:

Page Borders are used to put borders around the page. When we click option Page
Borders in Page Background group of Page Layout tab, a dialog box appears as shown in the
figure below:

Borders | Page Border | Shading
Style:

Setting: Preview

tere

Click on diagram below or use
buttons to apply borders

E Shadow | | .. ______. v

[ ] Color:
R Automatic v |

— width: |

% =] | Custom vapt
BLLLA| Apply to:

At Whole document v
{none) Vv Options

Horizontal Line.... [ o Cancel

Fig: 5.24:Page Borders
Here we can design our page border
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Under Setting, we can choose the border style we want.

Under Style, we can click on the line style we want.

Under the Color, Click the arrow and choose a border color.

Under the Width, Click the arrow and choose the width for the border.

If we want a clip-art border instead of the borders provided under Style, click the

SN

arrow under Art and choose aborder graphic.

6. Next, click the arrow under Apply to and choose the suitable option as per our
requirement.

7. Click OK.

Note: The Preview box confirms our border styles. To remove the border from one side,
we canclick thatline in the Preview box.

5.4 Review

The Review tab is we find the Spelling &Grammar, Word Count, Translate, and Language

features. There are other features also, but these are the most commonly used ones.
5.4.1 Proofing:

Word provides us with several proofing features that help us to produce professional,

error-free documents.
5.4.1.1 Spelling and Grammar:

To make our document error free, we have to make sure that it is free from spelling and
grammar errors. Word has several options for checking spellings. We can run a spelling and
grammar check, or we canallow Word to check our spelling automatically as we type.
Stepstorunaspelling and grammar check:

1.  GototheReview tab.
2. Click on the Spelling & Grammar command.

Home Insert Page

@ CO s

Spelling & Research Thesaurus Word
Grammar Count

Proofing

Spelling & Grammar (F7)

Check the spelling and grammar of
text in the document.

Fig: 5.25:Spelling and Grammar
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3.

4.

The Spelling and Grammar dialog box will open. For each error in our document,
Word will try to offer one or more suggestions. We can select a suggestion and
click Change to correct theerror.

If no suggestions are given, we can manually type the correct spelling.

5.4.1.2Word Count:

Word Count is the feature which is used to find out number of words, characters,
paragraphs and lines in the document. We can also find the number of words in the status bar at
the bottom of the window.

5.2 Printing Documents

Once we have completed our document, we may want to print it. The Print Preview is an
option thatallowed us to see exactly what the document looked like before printing it. This option
is combined with the Print window to create the Print pane.

Steps to print:
1. Go to the Print pane. The Print window opens as shown in figure below:
Home Insen Page Layout References Mallings Review View -n
: e 1 Print =
Save A £
1 o "":f"au Copies: 1 -
& open Prant
Cal Close
Info Printer e —
J HP Caler Laserlet 2800 Seri... _I .
Recent [ by E:EE_:
hbh—&.._ - '
Mew Brnter Properties S T
Settings A Sy
_ W Print All Pages - '_.' e _' e
S | Print the entire document P e D i
Pages
Help ] Print Onc Sided =
B Ot {8 Only print on one side of th
63 e R -9 - '.:==..'..'.:=F
o 23 123 123 [t
LI Portrait Orientation - ! - - _:_:_-
I s B v e mim————
85 x11
Mormal Margins )
Lefi: 1 Highi: 1
j 1 Page Per Sheet - =
Page Setup 4 1 ofl » 40% (= +) had
Fig: 5.26:Printing Documents
2. If we want to print certain pages, we can type a range of pages. Otherwise, select

Print All Pages.
Select the number of copies.

Check the Collate box if we are printing multiple copies of a multi-page
document.

Selecta printer from the drop-downlist.

Click the Print button.
730
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Points To Remember

When we double click the picture “Picture tools format” tab's ribbon appears
There are three categories in color option: Color Saturation, Color Tone, Recolor
Word can reduce the file size by compressing pictures, lowering their resolution, and
deleting cropped areas
Reset Picture option of Adjust group discards all the formatting and changes made by us to
the selected picture
Picture Border option specify the color, width and the line style for the outline of the selected
picture
Picture Effects option applies a visual effect such as a shadow, glow, reflection or 3D
rotation
Wrap Text changes the way text wraps around the selected object
Cropisused to crop the picture to remove any unwanted parts
There are two types of orientation of page: Landscape and portrait format.

Landscape format means the page is oriented horizontally

Portrait format means the pageis oriented vertically
Word provides us with several proofing features that help us to produce error-free
documents or free from spelling and grammar errors. We can allow Word to check our
spelling automatically as we type

EXERCISE
Fill in the blanks:
1.  Afterselectinga picture tabappears.
(@) format (b) pagelayout
(c) insert (d) view
2. Todowraptext, wecanuse option.
(@) Square (b) tight
(c) behind text (d) Allof these
3. Toremoveany unwanted parts of picture, optionisused.
(@) crop (b) rotate
(c) group (d) compress
4. We can apply different colors, texture or picture to our document with the help of
option.
(@) Pagedesign (b) pagebackground
(c) pagecolor (d) pagestyle
5. Wecanfind the number of words in the bar at the bottom of the window.
(@) Taskbar (b) statusbar
(c) titlebar (d) scrollbar
True/False:

1. Columns option splits the text into two or more columns.
2. Landscape format means the page is oriented horizontally.

H74 0
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Group option is used to group two or more images together so that they can be
treated as a single object.

3D rotation is not a type of Picture Effects.

Removing the background from an image can give our images a cleaner
appearance.

Short Answer type Questions:

Gl oW N

What are the three categories in color option?
What do you mean by compress picture?
Write about Reset picture?

What is crop option?

What do you mean byorientation?

Long Answer type Questions:

Al

What is Water Mark? Write the Steps to add a watermark in a word document?
How can we design our page border?

Write the steps to run a spelling and grammar check?

Explain the steps to print Document

What is Artistic effect? Write steps to use Artistic effect?

0751
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Chapter 6 Introduction to Multimedia

Objectives of this chapter

6.1 Components of Multimedia

6.1.1 Text

6.1.2 Sound
6.1.3 Image
6.1.4 Animation
6.1.5 Video

6.2 Requirement for Multimedia

6.2.1 Hardware Requirements

6.2.2 Software Requirements

6.2.3 File Formats for Multimedia
6.3. Multimedia Presentation

6.3.1 Types of Multimedia Presentation
6.4. Applications of Multimedia

Definition
The term multimedia is a combination of two words, “multi and

“media . Multi refers to many i.e. at least two. Media refers to

medium i.e. storage, transmission and communication.
Multimedia also refers to a basic information type like text,
graphics, images, audio, animation, video etc.

Therefore multimedia is a combination of many types of media
(i.e. text, graphics, images, audio, animation, video etc.) on a single
medium in the same information unit.

Thus the simultaneous use of two or more different forms of media
(text, graphics, animation, sound and video) for effective Fig. 6.1 Multimedia
information communication is referred as multimedia. Multimedia is a technology that engages a
variety of media including text, audio, video, graphics and animation either separately or in
combination, using computers to communicate ideas or to disperse information.

6.1. Components of Multimedia

There are five components of multimediai.e. text, sound, images, animation and video.

Components
of Multimedia
‘ Sound ‘ Images ‘ Animation

Fig 6.2 Components of Multimedia
H7cH
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6.1.1 Text

Text is the common way to communicate the information to others. It is one of the
basic components of multimedia. Although multimedia include pictures, audio and
video but text is the most common data type used in multimedia applications. Text used
inmultimedia can be categorized in two parts:

6.1.1.1 Static Text:-static textisjustplainold text.
6.1.1.2 Hypertext: - Hypertextis text which contains links to other texts.
6.1.2 Sound(Audio):

Audio is an important component of multimedia. Multimedia is concerned with
recording and playing sound. Sound is an important component of multimedia because
this component increases the understandability and improves the clarity of the concept.
Audio includes speech, music etc. some audio formats are as below:
6.1.2.1 MIDI:

Its full form is Musical Instrument Digital Identifier. It's a sound standard. It's a
cheap source for Musicians. These files are smaller than other Music Files. These files are
mostly used for web pages.
6.1.2.2 Digital Audio:

Digital Audio mostly used in Multimedia. These files are greater than MIDI files.
Its sound quality is good. A special format is used for Digital Audio called WAV.

6.1.3 Images:

Images are also an important component used in multimedia. Images are
generated by the computer in two ways such as bitmap or raster images and as vector
images.
6.1.3.1 Raster or Bitmap Images

The most common form for storing images on a computer is a raster or bitmap
image. Bitmap is a simple matrix of the tiny dots called pixel that forms a raster or bitmap
image. Each pixel consists of two or more colors. For example MS Paint is a program that
isused for creating Bitmap Images.

RASTER

Fig 6.3 Raster or Bitmap Images
770
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6.1.3.2 Vector Images

Vector images are based on drawing
elements or objects such as lines, rectangles, circles
to create an image. We use programs to create
images, that are called Vector Image Programming.
The advantage of vector image is the relatively small
amount of data required to represent the image and
therefore, it does not requires a lot of memory to Fig 6.4 Vector Images
store. We can't draw images directly with the help of mouse.

6.1.4 Animation

In animation still images are used for movement in a time. Animation consists of
still images that are displayed so quickly that they give the impression of continuous
movement. For movement a number of effects are recorded. Animations may be two or
three dimensional. Specific software's are used for animation like: Windows Movie
Maker, Macromedia Director and Flash.

; U ;
Contact Do Passing p Contact Contact D Passing

Fig 1.5 Animation
Animation is of two types :

6.1.4.1 Path Animation:

A path animation is a type of Animation timeline that uses a Path Geometry as its
input
6.1.4.2 Frame Animation:

A simulation of movement created by displaying a series of pictures, or framesis
called frame animation.

Functions of Animation:
Draw Attention
To give Presentation
To Practice

6.1.5 Video:

Video is an important component of Multimedia. In this moving images are
shown. Moreover in video moving pictures are shown with sound. Video can be without
sound. It is the best way to communicate with each other. In multimedia it is used to
makes the information more presentable and it saves a large amount of time. The video
may be categorized in two types:

H7sH
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6.1.5.1 Analog Video:
The original video recording method that stores continuous waves of red, green

and blue intensities.
6.1.5.2 Digital Video:
Digital video is a representation of moving visual images in the form of encoded

digital data.
Advantages of Video:
1. Video information is effective because we can use audio, images etc to

create animations.
2. Student can be taught easily with the help of videos.

6.2. Requirements for Multimedia

Multimedia resources are based on the ability of a computer to capture, process,
and present text, pictures, audio and video. Selection of proper hardware, software and
file format for developing multimedia productis based on the budget and type of content
in the product and delivery requirements. Following is a description of infrastructure
requirement for producing multimedia resources.

6.2.1 Hardware Requirement

The special hardware requirement for multimedia can be described in categories
such as below:
6.2.1.1 Input Devices:

An input device is used to give essential directions to computer. Input Devices
used in Multimedia are as follows:

Keyboard
Mouse
Touch screen
Scanner
Voice Recognition System
Digital Camera
6.2.1.2 Output Devices:

Output Devices are used to take results from computer. Output Devices used in

Multimedia are as follows:
Monitors
Audio devices
Video devices
Projectors
Printers

6.2.1.3 Storage Devices:

Storage Devices are used to store data processed by computer so that intermediate
and final results can be stored. Storage Devices used in Multimedia are as follows:

_IER |
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= RAM

= Hard Disc

* Magnetic Tapes

» Optical Disc- CD-R, CD-RW, and DVD.
=  Pen Drive and External Hard Disc

6.2.2 Software Requirement

Multimedia software are like tools, which provide an important framework for
organizing and editing the elements of multimedia including graphics, sound, animation
and video. A brief description of some of the software is as follows.

O 0O 0O OO O

Adobe Director
CREATE Together
Media Blender
Media Works 6.2
PlayMo
Multimedia Builder

6.2.3 File Formatsfor Multimedia
The following are file formats used in multimedia:
6.2.3.1 Text Formats:

1

2

RTF: Its full form is Rich Text Format. It is a universal format. File of this
formatis easily accessible by all word processors.

Plain text: It supports Standard ASCII including characters, numbers and
spaces. We can't do formatting in plain text. So we can't Bold, In Italic and
Underline a text in this.

6.2.3.2 Image Formats

1.

2.

3.

TIFF: Its full form is Tagged Image File Format. It can support color depth 1
bit to 24 bit.

BMP: Its stands for Bitmap. It can store color data of an image without
compressing it.

DIB: Its full form is Device Independent Bitmap. These files are stored in a
standard Bitmap

GIF: Its full form is Graphics Interchange format. This file is mostly used in
web pages and graphic software.

JPEG: Its full form is Joint Photographic Experts Group. It is a compressed
file format. These files are not limited to color depth like GIF files because it
has millions of colors.

PNG: Its full form is Portable Network Graphics. It is also a compressed
Raster graphical format. It is mostly used on web pages and graphical
applications.

6.2.3.3 Digital Audio File Formats:

1.

2.

WAV: Its full form is Waveform Audio File Format. These files are like AIF
Files.

MP3: Its full nameis MPEG Layer-3 Format. It is a famous compressed file
format. Its sound quality is good and file size is small.

Heon
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AIFF: Its full form is Audio Interchange File Format. Its was developed by
Apple Computers to store audio format data.

WMA: Its full form is Windows Media Audio. It is an audio data
compression technique developed by Microsoft.

RA: Its full form is Real Audio Format. It is mostly used to play audio clips
onweb.

6.2.3.4 Digital Video File Formats

1.

AVI: Its full form is Audio/Video Interleave. These files can be played on
any video player.

MPEG: Its full form is Moving Picture Experts Group. These are
compressed video files and can be audio/ video file.

6.3. Multimedia Presentation

We can present our ideas effectively by using subject material in multimedia

related to a specific subject. So we need to write script before preparing multimedia

presentation. We need to specify which tools (Hardware and Software) to be used and

how to use it before listeners. After preparing script we prepare its basic components-

Audio, Video, Image and animation.

What to keep in mind before preparing Multimedia Presentation:

1
2
3.
4

We should keep minimum textin Multimedia Presentation.
Quality of Audio and Music should be good.
There should be the facility for user to use keyboard and mouse.

Multimedia Presentation should be effective and of small size.

6.3.1 Typesof Multimedia Presentation:

Multimedia Presentation can be of many types, some of are as follows:

Virtual: It is a type of technology that using it we can prepare virtual reality
presentation by selecting subject material based on a subject. We can perform
effectively and best by using such presentation.

Slide Presentation: Slides are used in such type of presentation. Such slides are
prepared using Microsoft Power point. We can use Images, sound and video as
per our requirement.

Web Pages: Web pages become multimedia resources and presentations when
they are designed with media other than static images and text such as audio,
video, animation and virtual reality.

me il
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6.4. Applications of Multimedia

Multimedia is one of the most fascinating and fastest growing areas in the field of
information technology. The capability of computers to handle different types of media
makes them suitable for a wide range of applications. A brief account of multimedia
applicationsin differentfields can be traced as follows.

6.4.1 Education:

Multimedia is becoming popular in the field of education. It is commonly used to
prepare study material for the students and also provide them proper understanding of
different subjects. E-learning is the use of new multimedia technologies and the internet
toimprove the quality of learning by facilitating access to resources and services
6.4.2 Business Systems::

Business applications for multimedia include presentations, training, marketing,
advertising, product demos, simulations, databases, catalogues, instant messaging and
video conferencing are provided on many local and wide area networks using
distributed networks and internet protocols.

6.4.3 Medical Services:

Medical services are very much affected with the development of multimedia.
Medical students are trained by using life demonstration of human body, various
operations and other pathological and radiological investigation. They can practice
surgery methods via simulation prior to actual surgery.

6.4.4 Entertainment:

Multimedia technology is a must need in each and every mode of entertainment. It
is used in entertainment via radio, TV, online newspapers, online gaming, video on
demand etc. Multimedia made possible innovative and interactive games that greatly
enhanced the learning experience. Groups of people could play a game together,
competing as individuals or working together in teams.

6.4.5 Public Places:

Multimedia is available in libraries, museums, malls, airports, railway stations,
banks, hotels, trade shows and exhibitions, providing information and help for
customers.

6.4.6 Multimedia Conferencing
Multimedia conferencing or video-conferencing is a system that simulates face-to-face

interactions among participating users, located far from each other, as if they were sitting and
discussing in a single room.

Points to Remember
Multimedia is a combination of two words-Multi and Media
Five Component of Multimedia are-text, graphics, images, audio, animation, video.
Hardware and Software are necessary elements for Multimedia
Videois of two types-Analog Video and Digital Video

Animation consists of still images that are displayed so quickly that they give the
impression of continuous movement.

SIS
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6. We need to write script before preparing multimedia presentation.

7. Education, Business system, Medical Services, Entertainment, Public places and
Multimedia conferencing are applications of Multimedia

Exercise

Fill in the blanks:

a. Multimediaisacombination of twowords-........... and........
1(Images, Sound) 2.(Audio, video)
3.(Multi, Media) 4.(Hardware, Software)

b. Animationis of two types, theseare.......... and............
1.(Analog, digital) 2.(Static, Hyper)
3.(Raster, Bitmap) 4.(Path, Frame)

C. Requirements for Multimediaare......... and.............
1.(Images, Sound) 2.(Analog, Digital)
3.(Hardware, Software) 4.(Multimedia)

d.  InputDevicesconsistsof......... and..............
1.(Monitor, Printer) 2.(RAM, Hard Disk)
3.(Keyboard, Mouse) 4.(Hardware, Software)

e. InMultimedia Textis of............. and............... type.
1(Analog, digital) 2.(Raster, Bitmap)
3.(Static, Hyper) 4.(Path, Frame)

True/False:

Hardware and Software are basic elements for Multimedia

Videois of two types-Analog Video and Digital Video

Textis of three types

Animationis of two types-Path Animation and Text Animation

SRR S

Multimediais not required in Education Field
Short Answer type Questions:

1. Define Multimedia?

2. Write down Components of Multimedia?

3. Whatis an Animation?

4. Whatis Video?

5. Write note on Slide Presentation?

6. What is Multimedia Conferencing?

Long Answer Type Questions:

1. Write down Components of Multimedia.

2. What are the requirements for Multimedia?

3. What is a Multimedia Presentation? What should we keep in mind before preparing

Multimedia Presentation?
4. Writedown Applications of Multimedia.

Han
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CHAPTER 7 MS-DOS

Objective of this chapter:

7.1  UserInterfaces

711 Whatis CUI

7.1.2 Whatis GUI

713 CUlvsGUI
72 Whatis DOS?

721 How toopen MS-DOS?
7.3 ~ Command Prompt

7.3.1 Typingacommand

Introduction

An operating system is the necessary software that runs on a computer. It is an
interface It manages the computer's memory, processes, and all of its software and
hardware. It also allows you to communicate with the computer without knowing how
toinstruct the computer to work. Without an operating system, acomputer is useless.

Our computer's operating system (OS) manages all of the software and hardware
on the computer. Most of the time, there are many different computer programs running
at the same time, and they all need to access your computer's central processing unit
(CPU), memory, and storage. The operating system coordinates all of this to make sure
each program gets whatit needs.

7.1 User Interfaces

Aninterfaceis acommunication between a user and a computer system.
Generally we have two types of user interfaces:
1. CUI (Character User Interfaces)
2. GUI(Graphic User Interfaces)

User Interfaces
Character User Interfaces Graphic User Interfaces
(Cul) (GUI)

Fig 7.1(User Interfaces)

7.21 Whatis CUI?
As the name suggests CUI means we have to take help of a keyboard to type commands to
interact with the computer. We can only type text to give commands to the computer asin

Hei i
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MS DOS or command prompt. There are no images or graphics on the screen. In the
beginning, computers had to be operated through this interface and users had to contend
with a black screen with white text only. In those days, there was no need of a mouse as
CUI did not support the use of pointer devices. CUI's have gradually become outdated
with the more advanced GUI taking their place. However, even the most modern
computers have a modified version of CUI called CLI (Command Line Interface).

Fig 7.2 (Character User Interface)

7.2.2 Whatis GUI?

GUI s the interface what most modern computers make use of. This is an interface
that makes use of graphics, images and other visual clues such as icons. This interface
made it possible for a mouse to be used with a computer and interaction really became
very easy as the user could interact with just a click of the mouse rather than having to
type every time to give commands to the computer. GUl s a type of interface in operating
system that gives the facility to work with Windows, Icons, Menus, and Pointers.

Fig 7.3 (Graphical User Interface)
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7.1.3 CUIvs GUI

CUI and GUI are acronyms that stand for different kinds of user interface systems.

These are terms used in reference to computers. CUI stands for Character User Interface

while GUI refers to Graphical User Interface. Though both are interfaces and serve the

purpose of running the programs, they differ in their features and the control they

provide to the user. Here is a brief explanation of the two types of user interface.
7.1.3.1 Comparison Between CUI and GUI

Both CUIand GUI are user interface that are used for computer

CUTI is the precursor of GUI and stands for character user interface where user
has to type on keyboard to proceed. On the other hand GUI stands for Graphical
User Interface which makes it possible to use a mouse with keyboard

GUlIis much easier tonavigate than CUI

There is only text in case of CUIl whereas there are graphics and other visual clues
incase of GUI

Most modern computers use GUI and not CUI

DOSis an example of CUl whereas Windows is an example of GUIL

7.2Whatis DOS?

DOS stands for Disk Operating System. Microsoft Corporation manufactured the

DOS and IBM first introduced it for their PC, in the year 1971. MS-DOS is a disk-based,

single-user, single-task operating system, which is total text based and non-graphical,

where userisrequired to learn and type commands with proper syntax.

DOS has a way of showing which disk driveis currently active. The floppy disk drives
areassigned alphabets A and B, whereas the hard disk driveis assigned the alphabet C.

Ex: If your PC includes a hard disk, besides a FDD (Floppy Disk Drive), the drive
names would be A and C. If the prompt is A, then it implies that the first floppy disk
drive is active. Whereas the DOS prompt would be C, if the hard disk is active. Data as

well asinstructions reside in a file stored in a disk.

DIRECTORY STRUCTURE IN DOS

Directory isjust like a file folder, which contain all the logically related files.

DOS files areorganizedina hierarchical or aninverted tree-like structure.
DOSenables the user to organize the files in a disk into directories and sub-directories
A directory within another directory is called a sub-directory

Of course, there may be sub-directories of sub-directories.

|l |
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Step1.
Run cmd.exe

To open a Microsoft MS-DOS command prompt shell window, first click the
Windows Start menu (located at the very lower-left corner of our computer's desktop)
and select "Run...".

Then if we are using Windows XP or Vista or Windows 7, type cmd into the Run
box and click "OK". You could also type cmd.exe

Run 1‘

: 3 Type the name of a program, folder, document, or
H Internet resource, and Windows will open it for you.

Open: | cmd v

[ OK H Cancel H Browse...

Fig 7.4 (Run Box)

Step 2. The Window:

After you click "OK", an MS-DOS command prompt window will appear.
Depending upon which version of Windows you are using, the MS-DOS
command window will look similar to these images:

soft Windows
opyright

C:xDocuments and Settings™0

Fig 7.5Dos Window (1)
L BT
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Y2 MS-DOS Prompt

[ Auto 3 o] ] 22

Fig 7.6Dos Window(2)

7.3 Command Prompt

A command prompt is an entry point for typing computer commands in the
Command Prompt window. By typing commands at the command prompt, you can
perform tasks on your computer without using the Windows graphical interface.

The original DOS was an entirely text based system. All it provided for the user
was a command prompt, where the user would type in commands from the keyboard.

This is called the command prompt or DOS prompt. The flashing underscore next
to the command prompt is called the cursor. The cursor shows where the command you
type will appear.

7.3.1 Typing a Command

This section explains how to type a command at the command prompt and
demonstrates the "Bad command or file name" message.
To type acommand at the command prompt

1. Type the following at the command prompt (we can type the command in

either uppercase or lowercase letters):

If you make a typing mistake, press the BACKSPACE key to erase the mistake,
and then try again.

2. Press ENTER.
(Youmust press ENTER after every command you type.)

The following message appears [ EG R 11 E G RO S §1BIET (e

Hah
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The "Bad command or file name" or “not recognized as internal or external
command” message appears when you type something that MS- DOS does
notrecognize. Because 'var'(step 1) is not a valid MS-DOS command.

3. Now, type the following command at the command prompt:

The following message appears on your screen:
MS-DOS version 6.22 or Microsoft Windows [version 6.3.9600]

= CA\Windows\system32\cmd.exe = m

C:wvar

"var' iz not recognized az an internal or external command.
pperahle program or batch File.

Cisuer

icrozoft Windows [Versionm 6.3.9688]

=L

Fig 7.7 (Typing Dos Commands)

Points to Remember

1. Operating system (OS) manages all of the software and hardware on the
computer.

2. DOSstands for Disk Operating System.

3. CUI stands for Character User Interface while GUI refers to Graphical User
Interface.

4. DOSisanexample of CUI whereas Windows is an example of GUI

5. Acommand promptis anentry pointfor typing computer commands.

6. Wecantype the command in either uppercase or lowercaseletters.

Exercise

Fill in the blanks:-

a.  ___________ an interface that makes use of graphics.
(CULGUIDOS,WINDOWS)

. DOSisa user system. (Single, Multiple, zero, Two)

c. DOS stands for . (Data
Operating System, Dull Operating System, Disk Operating System, Device
Operating System)

Hen
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d. DOS is an example of . (GULCULCCLLCLI)
e. A is an entry point for typing computer commands.
(Command Prompt, Common Prompt, Cursor, Black Screen)
True/False
1. Operating system (OS) manages the software and hardware of the computer.

Al

CUl and GUI are different kinds of user interface systems.

We can only type text to give commands to the computer asin MS DOS.

There are noimages or graphics on the screen GUl interface.

Run command is used to open a Microsoft MS-DOS command prompt shell
window.

Short Answer Type Questions

a.
b.
C.

d.

Whatis DOS?

Whatis GUI?

Whatis CUI?

Whatis Command Prompt?

Long Answer Type Questions

a.
b.

C.

Explain the procedure of writing acommand in the DOS.
Give the comparison between CUIland GUL
How will we open MS-DOS? Explain.

HoN
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CHAPTER 8 MS-DOS COMMANDS

Objective of this chapter:

8.1  Files Required For MS-DOS
8.2  MS-DOS Commands
8.3  How do DOS organize disks?
8.4  How are files named?
8.5  Root Directory
8.6  Directory Structure of DOS
8.7  Internal commands
8.8  External Command
8.9  MSDOS EDITOR

8.9.1 Availability

8.9.2 Using editor to create a file
8.10 Batch File

8.10.1 Creating A Batch File

Introduction

DOS provides function for management of files and their organization also. It
isolates the user from the technicalities of the actual working of the computer. The user
has to only concentrate on issuing instructions for the specific application to be
performed and resteverything is handled by the operating system.

8.1 Files Required For MS-DOS

DOS consists of three major files. These are

10.5YS

MSDOS.SYS

COMMAND.COM

The first two files are hidden files. If the first two files are missing then 'Non-
system disk message'is displayed on the screen and if COMMAND.COM is missing then
“Missing command interpreter” message is displayed on the screen. These three files are
located in the first sector (Boot Sector) of the hard disk or floppy disk and automatically
loaded when system is on.

I0.SYS : controls and communicates with peripherals and checks out the amount

of memory in the system.

MSDOS.SYS :- determines , which hardware to contact for any particular

command. MSDOS.SYS takes input from COMMAND.COM

HoN
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COMMAND.COM:- interprets the command typed at the keyboard and
executes them.

8.2MS-DOS COMMANDS

Any instruction given to the computer to perform specific task is called command.
The DOS has several commands, each for a particular task and these are stored in DOS
directory in the disk.

The commandsare of two types
1. Internal commands
2. External commands

Before discussing these commands in detail, we will discuss how do DOS organize
disks? And how are filesnamed?

8.3 How do DOS organize disks?

DOS works within a file, directory and disk drive structure. This means that all
program and data files are named, and grouped together in named directories (folders)
ondisks. 'Directories' are justlists of files.

8.4 How are files named?

While newer versions of DOS support longer filenames, the standard DOS
filename format or rather the naming scheme remains: 1-8 letter name, period, 3 letter
extensione.g.:

MYPROG.BAS
MYPIC.JPG
LETTER.DOC

For example we would expecta ".TXT" file to be a file containing unformatted text,
ora".BMP"file to be in abitmapped graphics file format. We sometimes will seea “.BAK”
file which stands for backup file.

To completely specify a file on our computer we must specify its drive , its
directory path, and its filename. However a file does not always have to be specified in
this complete form: If itis in the current directory, then you canjust enter its filename.

8.5 Root Directory

Root is the main directory and all other directories called sub-directories are
created under it..the first level in a directory system is root directory which is created
automatically at the time of disk formatting. Within the root directory, additional
directories and sub-directories can be created. Immediately after booting root directory is
the current directory or working directory

Ho2H
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8.6 Directory Structure of DOS:

A directory is like a drawer filing cabinet that holds files of related information or
subdirectories. It is specially structured and marked on the disk so that it has special
meaning to the operating system. The structure of directories and subdirectories form a
logical tree. One thing is to be kept in mind is that a directory can have as many child
(sub) directories, but the child directory can have only one parent directory.

Fig 8.1 (Directory Structure)

8.7 Internal commands

The internal commands reside in COMMAND.COM, which loads into memory
when the computer system is started; these commands donotreside on disk. These are in-
built commands of MS-DOS.To use these commands no extra/external file is required
e.g. DATE, TIMEDIRETC.

Some Internal commands:-

1. CLS:- This command is used to clean the screen.
Syntex: C:\>CLS
2. Date:- It displays system date in the form of mm - dd - yy and allows the

user to change itif desired .Syntax: C:\ >date

C:\>date

The current date 1s: Tue 03/29/2011
Enter the new date: (mmn-dd-yy>

0ol
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3. Time :- It displays the system time in the form of hh:mm:ss and enables the
user to changeit. Syntax: C:\ >time

C:\>time

The current time is: 13:41:53.99
Enter the new time:

4. Ver:- It displays the version of DOS currently being used in the system;
Syntax: C:\ >ver

I
NAUeP

ficro=soft Windows [Uersion 6.3.96HH]

"= bt

AW

5. Copy con:- Copy con allows the creation of a file through the command
prompt. To use this command type Copy Con followed by the name of the
file you want to create as shown below.

Syntax: D:\>copy con Filename.txt

This command copies whatever typed on keyboard to the text file; the file can be
closed by giving the command ctrl+z or F6 . Con is short of console or keyboard. This
command will copy whatever textis typed by keyboard to the file filename.txt.

For Example: Suppose we want to create a text filename ” student” in D: drive.
5.1if we want to create file in Ms-Dos, we follow following steps.
1. In command prompt, type the following command
D:\>Copy Con Student.txt
2. Type “This is my first Dos file”
3. Press Ctrl+Z or F6,then Enter
4. The file Student.txt will create on D: drive

D:\>Copy Con Student.txt
This is my first Dos File

1 file(s) copied.

Hosi
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5.2 But if we want to create a file in Window We will follow the following steps
1. Go to D: drive in My computer
2. Right click the mouse. Then click “New” option--- > Text document.

3. The new text file will created. Name the file “student”

et = ¥ Computer # Drove (D) »
Organize = Include in library - Share with = Burm

{ Favomntes
Bl Dezktop
& Downloads Wisw

[Frodend )

-1, Recent Places Sort by
Group by
~a Libraries Refresh
= Deocuments
Customize this folder...
@' Music
| Poctures

B videos

Share with

= Computer
.i-._',, Local Dhsk {C:) Folder N

. Drive (D%) P| Shortcut Properties

ca picture (&) & Bitmap image

& music (Fz) B3 Contact
Microscit Office Word 57 - 2003 Document

Microscft Office Word Document

s data (G:)
s Removable Disk (k)

- Microsoft Office Access Application
1 Microscft Office PowerPoint 97-2003 Presentation
Microsoft Office PowerPoint Pregentation
WinRAR archive
Text Document
Microsoft Office Excel 97-2003 Worksheet
1 Microsoft Office Excel Worksheet

¥l Metwork

6. MKDIR(MD):- Allows us to create directories (folders) or sub directories
(Sub folders) on a disk on which we can kept our files. A directory is a
location for storing files on your computer

Syntax: D:\> md DirectoryName Or D:\>MkdirDirectoryName

For Example:Suppose we want to make a Directory(Folder) ” Fruit” in
current D: drive.

6.1 If we want to create Directory (Folder)in Ms-Dos, we will follow the following
steps.

1. In command prompt, type the following command
D:\> MD Fruit or D:\>Mkdir Fruit

D:\>Mkdir Fruit

HoS B
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2. Press Enter.
3. TheDirectory “Fruit” will created in D: drive
6.2 But if we want to create Directory(folder ) in Window We follow following steps
1. Go to D: drive in My computer
2. Right click the mouse. Then click “New” option--- >Folder.
3. The New Folder will created. Name the Folder “Fruit”

?:L___q, » Computer » Drive (D:) »

—_ AN

Organize v y Open Include in library « Share with - Burn

" Favorites
Bl Desktop

& Downloads

Note: We can also create directory (Folder) in another location or drive rather

than current working location or drive. For examplefi DRV IDEENIRET TeIJAND b this

command will create a “Fruit” sub -directory under “school” directory in E: Drive.
7. CHDIR(CD):-CHDIR or CD command allows us to change our working
directory or sub directory.
Syntax:D:\>CD DirectoryName Or D:\>CD Drive:\DirectoryName

Following example will show how we can create a directory fruit, make the fruit
current directory and create another sub directory named mango under the directory

fruit
3: v »MD FRUIT
:A\>CD FRUIT

:\FRUIT>MD MANGO

3: YWFRUIT>CD MANGO

P AFRUITHYMANGO >

0o N
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1. Our current working directory is D drive. To create a Fruit directory under
D: we write |BAGSYeBIgtiidMOr D:\ >Mkdir Fruit. This command will create
Fruit Directory under D:\

2. Tochange our current working directory D: to D:\ Fruit, we write

IDRARI@®eBuId Now our working directory is D:\ > Fruit.

3. To Createa “Mango” Directory under Fruit Directory we write

DAV RIii2d\Y (B EVit(ll This command will create a Mango Directory under

Fruit Directory

4. Tochange our current working directory D:\Fruitto D:\ Fruit\Mango, we
write. Now our working  directory is
D:\ Fruit\ Mango.

5. Now if we wants to move back to previous directory we can use

Cd..command. For example we want to move back to Fruit directory we
will write following command  D:\ Fruit\Mango Cd..

D: \FRUIT\MANGO>Cd..

D:\FRUIT>

This will make D:\Fruitas current working directory

6. Now if we wants to move back to root directory, we can use Cd \command.
For example we want to move back to root directory D: we will write
followingcommand D:\Fruit\Mango Cd \

ED: \FRUIT\MANGO>cd \

D:h>

This will make D:\>as current working directory

8.  DIR: This command allows the user to see all files and sub-directory in the
current directory. DIR Command lists file information in columns like
primary name of file, the extension of the file, the file size - number of bytes
used, the last updated date, the last updated time etc.

Syntax: D:\ > DIR
Dir/p - page by page display of file name and directory names;
Dir/w - width-wise display;

Hor
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Volume in drive D is Driy
Volume Serial Number is 7€

Directory of D:\

Dir/s - displays all sub directory and files in the sub-directory of current
directory.
9. Type:-Itdisplays the content of savedfile.
Syntex: D:\ > Type Filename

D:\>Type Student.txt
This is my first Dos File

10.  Ren:-This command used to Rename (changes the name) of existing file or
directory.
Syntax: D:\ >Ren <old name> <new name>

For example, we can rename our student.txt file to New-student.txt by
using following command.

) Student.txt New-student.txt

11.  Copy:-Itcopies the given file or files from the source directory to the target
directory.
Syntax: C:\> Copy <source file name> <target file name>.
For example: we can copy New-student.txt file to D:\ Fruit\Mango directory
by using following command

D:\>copy New-student.txt D:\Fruit\mango

1 file(s) copied.

HosH
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Now we can go to D:\Fruit\Mango directory to see the file copied by using
following commands

12.

13.

Jih>ed D:\fruit\mango

Delete:-This command delete a file from current directory.
Syntax:D:\ > del<file name>
For example :we can delete New-Student.txt file by using following

command.
:\FRUIT\MANGO>del New-Student.txt
:\FRUIT\MANGO>dir

Volume in drive D is Drive
Volume Serial Number is 7636-E3E4

Directory of D:\FRUIT\MANGO

1@/22/2015 ©1:83 PM <DIR>

1@/22/2015 ©01:03 PM <DIR> i

10/22/2015 11:00 AM <DIR> graphes
@ File(s) @ bytes

=

3 Dir(s) 3,322,056,704 bytes free

RD(RMDIR):-This command is used to remove a directory from the disk; it
can't remove a directory which contains sub directory or files, ie, the child
should be removed from the parent; similarly this command can't remove
the current directory and root directory.

Syntax: c:\> RD <Dir name>.
For example: We can remove “Graphes” directory under
D:\ Fruit\ Mango directory by using following commands.

HooN
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}: \FRUIT\MANGO>Rd Graphes

: \FRUIT\MANGO>dir
-E3E4
Directory of D:\FRUIT\MANGO

07 PM  <DIR>
01:07 PM  <DIR>

14.  Prompt:- Allows the user to set a new DOS prompt instead of usual C:\> or
D:\>.
Syntex: D:\ >Prompt [option]
Options:
$d : Display Current date as prompt
$t: Display Current time as prompt
$pbg : Reset Default Prompt

\oprompt 5d

28-05-2015

Note: We canalso reset our Name as prompt by typing D:\ > Prompt MyName
15. Exit: This command is used to exit From Ms-Dos.
Syntex: D:\ > exit

8.8 External Command

An external command is an MS-DOS command that is not included in
command.com. External commands are needed less frequently and stored in the
external memory. In DOS any file name with an extension COM,EXE and BAT is
treated as an external command.

Some External Commands:-

This command is used for protecting the files from accidental changes
or modification. It can also be used for making a hidden file, archive files, read
only files.

Syntax: Attrib +R/-R/+H/-H/+A/-A <file name>
+R protects the file by making it read only,

H 1000
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-Rremoves theread only protection.
H-Stands for Hidden, A- Stands for Archive

For Example: We can make “Mango” directory Hidden by using following
command D:\>Attrib +HMango

2. Scandisk/ Chkdisk:- This command checks the status of the disk; it shows

a graphical display, information about the user file.It checks and repairs file
systems errors on a disk drive

Syntax: D:\ >scandisk

3. Tree:- This command graphically displays the path of each directory and
sub directory in given drive.

Syntex: D:\ > Tree

-hanners

-sanitar
—t Py
hardware
internet
SCIEEen
z harewar
updates
itility
1insBAA

4. More:- It displays one screen of data at a time and is used with another
command when one screen is full; if you press any key on the next screen is
displayed.

For Example: D:\ > type student.txt | more.

5. Label:- A label is a name given to a disk drives which refers to collection of
tilers and directories on disk. Label command is used to view or change the
label of the computer disk drives.

Syntax: D :\ >label A.

6. Sort :-This command is used for sorting data and displaying the result on
the screen.

Syntax: D:\ >dir/sort/r (reverse order)

7. Edit :-The command loads the MSDOS editor, where we can edit files,
create new files, open existing files.

Syntax: D:\ >edit <filename>

H101H
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8.9 MS DOS EDITOR

The MS-DOS editor is a command line text editor that allows you to view,
create, or modify any file on your computer. When running the edit command a screen
similar to the picture below is shown.

File Edit Search Options

Uclcone to the NS-DOS Editor

Copyright (C) Microsoft Corporation, 1987-1992.
All rights reserved.

Press Enter to see the Survival Guide

< Press ESC to clear this dialog box >

8.9.1 Availability Fig 8.12

The edit command is an external command that is available in the below
Microsoft operating systems.

MS-DOS 5.x and above

Windows 85

Windows 88

Windows ME

Windows NT

Windows 2000

Windows XP

Windows Vista*

Windows 7*

8.9.2 Using edit to create a file
copy con <name of file>

Once you have entered the above command this will create the file with the name
specified.

Once you have typed all the lines you want to be in the file, press and hold CTRL +
Z.This should enter *Z, once on the screen, press enter and one file should be copied.

Using edit you can also create files; for example, if we wanted to create a file called
abc.txt, we would type the below command.

edit C:\ abc.txt

If thisfileisnotexistinthe computer then this would bring up a blank blue colour
edit screen, as long as the file is saved upon exit this will create the file abc.txt.

Additional information

01020
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Note:
1. Editis only able to open a file with a maximum of 65,280 lines.
2. When editing this any file, ensure that you know what you are placing in the
files. Improperly editing the file can cause issues with your computer.
8.10 Batch File

A batch file is used for combining several commands into one command, that
you might ordinarily issue at the system prompt in order to perform a computer
operation.

The example of a very well known batch file is the AUTOEXE.BAT, which is
simply a boot file loaded each time we power up the system. Within this file contains
various lines to load various programs and drivers in to memory each time the
computer boots.

8.10.1 Creating A Batch File

Edit is the most common method to create a batch file. We can also use COPY
CON command to create a batch file

For Example

At the MS-DOS prompt type Edit Test.bat and press enter
We will get blue sceen. Now type:

CLS
DATE
TIME

Once we type above three lines , in the blue screen, choose File>>Exit. When
prompted to save, click on Yes button

Now at the MS-DOS prompt type 'Test'. When enter is pressed, this should execute
the Test.bat file and start running the file

If we wish to add more lines to this batch file we would simply type EDIT Test.bat
to edit the fileagain

POINTS TO REMEMBER
1. DOS consists of three major files. These are
= JO.SYS
= MSDOS.SYS

= COMMAND.COM

2. Any instruction given to the computer to perform specific task is called
command

3. DOS works within a file, directory and disk drive structure

4. The internal commands reside in COMMAND.COM, which loads into memory
when the computer system is started.

5. A batch file is used for combining several commands into one command

H 1030
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EXERCISE

1. Fillintheblanks

a.

b.

file determines , which hardware to contact for any particular
command. (I0.SYS, MS.SYS,MSDOS.SYS,COMMAND.COM)

Any instruction given to the computer to perform specific task is called
.(LINE, COMMAND,SENTENCE,INSTRUCTION)

directory is the main directory. (SUB, CURRENT,FILE,ROOT)

. The internal commands reside in file. (10.5YS,

MS.SYS,MSDOS.SYS,COMMAND.COM)

A _ is used for combining several commands into one
command(BATCHFILE, EDIT,COPY CON,ATTRIB)

2. TRUE/FALSE

a.
b.

d.

e.

Improperly editing the file can cause issues with your computer.

Attrib command is used for protecting the files from accidental changes or
modification.

Notepad is a command line text editor that allows you to view, create, or
modify any file on your computer.

Batch files are stored with an extension .bat
Promptis an external command.

3. Short Answer Type Questions:

a.
b.
C.

d.

e.

Define the term Root Directory

Give examples of four internal commands.
Give examples of four external commands.
Whatis a Batch File?

Whatis MS-DOS Editor?

4. Long Answer Type Questions:

a.

Write the process of creating a Batch File.

b. Explain any three Internal Commands.
c. Explainany three External Commands
d.
e

. Givesyntax of following commands

Give difference between Internal and External commands.

i. RD

ii. COPY
iii. TYPE
iv. ATTRIB
v. EDIT
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