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Human civilization achieved the highest peak with the

development of computer known as “Computer era”.

Literate are those who have the
knowledge in using the computer
whereas others are considered
illiterate inspite of the other degrees
obtained.

T h e growth of the nation at present lies in the

hands of the youth, hence the content of this book is

prepared in such a way so as to attain utmost knowledge
considering the future needs of the youth.

< This book does not require
prior knowledge in computer
Technology

HOW
TO USE
THE BOOK

« Each unit comprises of simple
activities and demonstrations
@ which can be done by the teacher
and also students.

< Technical terminologies are listed
in glossary for easy understanding

- The ™ Do you know?” boxes enrich the knowledge of reader with
additional information

- Workshops are introduced to solve the exercises using software
applications

< QR codes are used to link supporting additional
- materials in digital form

How to get connected to QR Code?

o Download the QR code scanner from the google play store/ [EmiE
apple app store into your smartphone

o Open the QR code scanner application

Once the scanner button in the application is clicked, camera opens
and then bring it closer to the QR code in the textbook.

o Once the camera detects the QR code, a URL appears in the screen.
Click the URL and go to the content page.
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B.E / B.Tech

All University and their affiliated
Colleges and Self financing Colleges in
India and Abroad.

Software Engineer, Hardware
Engineer, Software
Development, Healthcare
Section, IT & ITEs

Science and Humanities

B.Sc (Computer Science)

BCA

B.Sc ( Maths, Physics, Chemistry,
Bio-Chemistry, Geography,
journalism, Library Sciences,
Political Science, Travel and
Tourism)

All University and their affiliated
Colleges and Self financing Colleges in
India and Abroad.

Government Job and Private
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Journalist
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LLB
B.A+LLB All University and their affiliated
B.Com Colleges and Self financing Colleges in }Jagvy er, Legal Officer, Govt
BBM+LLB India and Abroad. ©
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CA of India (ICAI) CA Private and Govt.
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and Private)

Commerce Courses
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B.com-Taxation & Tax Procedure,
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B.com-Bank Management,
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BBA/BBM-Regular,

BFM- Bachelors in Financial
Markets,

BMS-Bachelors in Management
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BAF- Bachelors in Accounting &
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Certified Stock Broker &
Investment Analysis,

Certified Financial Analyst,
Certified Financial Planner,
Certified Investment Banker

All University and their affiliated
Colleges and Self financing Colleges in
India and Abroad.

v

Private Organization,
Government ,Banking sectors
and prospects for self -
employment.
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Unit I | Fundamentals of Computers CHAPTER 1

Introduction to Computers

=,
71 : . :
© Learning Objectives 1.1 Introduction to Computers
m O (m |
After learning the concepts in this chapter, Computers are seen everywhere
the students will be able around us, in all spheres of life, in the
tield of education, research, travel and
+ To know about Computers tourism, weather forecasting, social

networking, e-commerce etc. Computers

« To learn about various generations of o
have now become an indispensable part of

computer . .
our lives. Computers have revolutionized
+ To understand the basic operations of our lives with their accuracy and speed of
computers performing a job, it is truly remarkable.

. To know the components and their Today, no organization can function

without a computer. In fact, various

functions. o
organizations have become paperless.
o To know about booting of a computer Computers have evolved over the years
from a simple calculating device to high
- . speed portable computers.
4
b The growth of computer industry
7 - started with the need for performing
e 6 Cammpuiias fast calculations. The manual method of

computing was slow and prone to errors.
So, attempts were made to develop fast
calculating devices, the journey started
from the first known calculating device

Charles Babbage is considered
to be the father of computer, for
his invention and the concept of
Analytical Engine in 1837. The
Analytical Engine contained an
Arithmetic Logic Unit (ALU), basic

flow control, and 1.2 Generations of Computers
integrated memory; y . -

which led to the
development of first

(Abacus) which has led us today to an
extremely high speed calculating devices.

Growth in the computer industry
is determined by the development in
technology.

general-purpose S T 2,
computer  concept. CHUSHU Based

on various stages of
development, = computers can  be
categroized into different generations.

Chapter 1.indd 1 @ 09/04/18 12:31 PM



Main Component

SN | Generation | Period Merits/Demerits
used
» Bigin size
! First 1942- o Consumed more power
Generation 1955 o Malfunction due to overheat

Vacuum tubes

o Machine Language was used

ENIAC weighed about 27 tons, size 8 feet x 100 feet x 3 feet and consumed around 150

First Generation Computers - ENIAC , EDVAC, UNIVAC 1

watts of power

Second
Generation

1955-
1964

®

Transistors

o Smaller compared to First
Generation

o Generated Less Heat

o Consumed less power
compared to first generation

» Punched cards were used

» First operating system was
developed - Batch Processing
and Multiprogramming
Operating System

» Machine language as well as
Assembly language was used.

Second Generation Computers IBM 1401, IBM 1620, UNIVAC 1108

Third
Generation

1964
-1975

Integrated
Circuits (IC)

o Computers were smaller,
faster and more reliable

o Consumed less power

« High Level Languages were
used

Third Generation Computers IBM 360 series, Honeywell 6000 series

Fourth
Generation

1975-1980

Microprocessor
Very Large Scale
Integrated Circuits
(VLSI)

o Smaller and Faster

o Microcomputer series such
as IBM and APPLE were
developed

« Portable Computers were
introduced.

Chapter 1.indd 2
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« Parallel Processing

» Super conductors

« Computers size was drastically
reduced.

« Can recognize Images and

Fifth 1980 - till Graphics

Generation date

« Introduction of Artificial
Intelligence and Expert
Systems

o Able to solve high complex

Ultra Large
Scale Integration

(ULSI) problems including decision

making and logical reasoning
o Parallel and Distributed
computing
o Computers have become
smarter, faster and smaller

6 Sixth In future

Generation « Development of robotics

» Natural Language Processing
o Development of Voice
Recognition Software

Tablel.1 Generations of computers

) The first digital computer
- ﬂ“"‘? The ENIAC (Electronic Numerical Integrator §
And Calculator) was invented by J. Presper |
Eckert and John Mauchly at the University of Pennsylvania

and began construction in 1943 and was not completed
until 1946. It occupied about 1,800 square feet and used

about 18,000 vacuum tubes, weighing almost 50 tons.
ENIAC was the first digital computer because it was fully
functional.

1.3 Sixth Generation Computing

O |

In the Sixth Generation, computers could be defined as the era of intelligent
computers, based on Artificial Neural Networks. One of the most dramatic changes in
the sixth generation will be the explosive growth of Wide Area Networking. Natural
Language Processing (NLP) is a component of Artificial Intelligence (AI). It provides the
ability to develop the computer program to understand human language.

Chapter 1.indd 3 @ 09/04/18 12:31 PM



) Optical Character
5 @;ﬂ]‘ Recognition (Optical Grapheme
Recognition) engine for the
Indus Scripts has been developed
using Deep Learning Neural Networks (a

sub-field of Artificial Intelligence).

Given photographs, scans, or any image
feed of an Indus Valley Civilization
artifact, the system will be able to
recognize the inscriptions (the symbol/
grapheme sequences) from the image.
There are totally 417
Symbols/Graphemes/

Characters in the Indus
Scripts and just 3700+
text inscriptions of data

- o -
CP4AN.JH

for the machine to learn
and attain expert-level status.

1.4. Data and Information
(m u

We all know what a computer is? It
is an electronic device that processes the
input according to the set of instructions
provided to it and gives the desired output
at a very fast rate. Computers are very
versatile as they do a lot of different tasks
such as storing data, weather forecasting,
booking airlines, railway or movie tickets

Chapter 1.indd 4

and even playing games.

Computer - man or machine?

Before 19™ century, the term
“Computer” was referred to humans
who performed calculations using
Abacus and Slide Rule and not to
machine.

The term “computer” is derived
from the word “compute” which means
to calculate. The person who performs
calculation is called as Computer. This
term was later given to mechanical
device as they began replacing the
human computers.

Today's computers are electronic
devices that accept data as input, process
it, produce output and stores it for future
reference.

—
G .

- T am a good AI.
E" Computer B

Data: Data is defined as an un-
processed collection of raw facts, suitable
for communication, interpretation or
processing.

For example, 134, 16 ‘Kavitha, ‘C’
are data. This will not give any meaningful
message.

Information: Information is a
collection of facts from which conclusions
may be drawn. In simple words we can say

09/04/18 12:31 PM



that data is the raw facts that is processed
to give meaningful, ordered or structured
information. For example Kavitha is
16 years old. This information is about
Kavitha and conveys some meaning. This
conversion of data into information is
called data processing.

/ INPUT /‘ PROCESS |~/ OUTPUT /

DATA
INFORMATION

Figure 1.1 Data and Information

“A Computer is an electronic device that
takes raw data (unprocessed) as an input
from the user and processes it under the
control of a set of instructions (called
program), produces a result (output), and
saves it for future use”

1.5 Components of a Computer
=, |

The computer is the combination of
hardware and software. Hardware is the
physical component of a computer like
motherboard, memory devices, monitor,
keyboard etc., while software is the set of
programs or instructions. Both hardware
and software together make the computer
system to function.

Figure 1.2: Computer

Chapter 1.indd 5

Let us first have a look at the
functional components of a computer.
Every task given to a computer follows an
Input- Process- Output Cycle (IPO cycle).
It needs certain input, processes that
input and produces the desired output.
The input unit takes the input, the central
processing unit does the processing of
data and the output unit produces the
output. The memory unit holds the data
and instructions during the processing.

' <[
. N ALU [
} B poery
E Internal :
Memory

'y Y |
Main Memory |

T

| Secondary Storage |

—— Data Path
-=== Control Path

Figure 1.3 components of a computer
1.5.1 Input Unit

Input unit is used to feed any form
of data to the computer, which can be
stored in the memory unit for further
processing. Example: Keyboard, mouse,
etc.

1.5.2 Central Processing Unit

CPU is the major component
which interprets and executes software
instructions. It also control the operation
of all other components such as memory,
input and output units. It accepts binary
data as input, process the data according
to the instructions and provide the result
as output.

The CPU has three components

09/04/18 12:31 PM



which are Control unit, Arithmetic and
logic unit (ALU) and Memory unit.

1.5.2.1 Arithmetic and Logic Unit

The ALU is a part of the CPU
where various computing functions are
performed on data. The ALU performs
arithmetic operations such as addition,
subtraction,  multiplication,
and logical operations. The result of an
operation is stored in internal memory
of CPU. The logical operations of ALU
promote the decision-making ability of a

division

computer.
1.5.2.2 Control Unit

The control unit controls the flow of
data between the CPU, memory and
I/O devices. It also controls the entire
operation of a computer.

1.5.3. Output Unit

An Output Unit is
component that conveys information to
users in an understandable form. Example:
Monitor, Printer etc.

any hardware

1.5.4. Memory Unit

The Memory Unit is of two types
which are primary memory and secondary
memory. The primary memory is used
to temporarily store the programs and
data when the instructions are ready to
execute. The secondary memory is used
to store the data permanently.

The Primary Memory is volatile,
that is, the content is lost when the power
supply is switched off. The Random

Chapter 1.indd 6

Access Memory (RAM) is an example of
a main memory. The Secondary memory
is non volatile, that is, the content is
available even after the power supply is
switched off. Hard disk, CD-ROM and
DVD ROM are examples of secondary
memory.

1.5.5. Input and Output Devices
Input Devices:

(1) Keyboard: Keyboard (wired /
wireless, virtual) is the most common input
device used today. The individual keys for
letters, numbers and special characters
are collectively known as character keys.
This keyboard layout is derived from the
keyboard of original typewriter. The data
and instructions are given as input to
the computer by typing on the keyboard.
Apart from alphabet and numeric keys,
it also has Function keys for performing
different functions. There are different set
of keys available in the keyboard such as
character keys, modifier keys, system and
GUI keys, enter and editing keys, function
keys, navigation keys, numeric keypad
and lock keys.

Figure 1.4 Keyboard

(2) Mouse: Mouse (wired/wireless)
is a pointing device used to control the
movement of the cursor on the display
screen. It can be used to select icons,
menus, command buttons or activate
something on a computer. Some mouse

09/04/18 12:31 PM



actions are move, click, double click, right click, drag and drop.

Different types of mouse available are: Mechanical Mouse, Optical, Laser Mouse,
Air Mouse, 3D Mouse, Tactile Mouse, Ergonomic Mouse and Gaming Mouse.

MOST COMMONLY USED TYPES OF MOUSE

Developed and
SN T fM Mechani
ype of Mouse echanism Introduced
A small ball is kept inside and touches
Mechanical Mouse the pad through a hole at the bottom | Telefunken,
of the mouse. German
Company,
1 When the mouse is moved, the ball
rolls. 02/10/1968
This movement of the ball is converted
into signals and sent to the computer.
Optical Mouse Measures the motion and acceleration
of pointer. + In 1988,
Richard Lyon,
It uses light source instead of ball to| Steve Krish
5 judge the motion of the pointer. independently
invented
Optical mouse has three buttons. different
versions of
Optical mouse is less sensitive towards Optical Mouse.
surface.
Measures the motion and acceleration
Laser Mouse )
of pointer.
3 Laser Mouse uses Laser Light
Laser Mouse is highly sensitive and
able to work on any hard surface.

Chapter 1.indd 7

Table 1.2 Commonly used Mouse

7

@
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Who invented

, :
ﬁl ~ Mouse? / Z
- "Nows { -
The  computer | }
mouse as we know it today “
wasinventedand developed

by Douglas Engelbart,

with the assistance of

Bill English, during the

1960's and was patented
on November 17, 1970.

CPOJLS (5) Track Ball: Track ball is similar

Figure 1.6 Fingerprint Scanner

to the upside- down design of the mouse.
The user moves the ball directly, while
the device itself remains stationary. The
user spins the ball in various directions to
navigate the screen movements.

(3) Scanner: Scanners are used
to enter the information directly into
the computer’s memory. This device
works like a Xerox machine. The scanner
converts any type of printed or written
information including photographs into a
digital format, which can be manipulated
by the computer.

Figure 1.7 Track Ball

(6) Retinal Scanner: This performs
a retinal scan which is a biometric
technique that uses unique patterns on a
person's retinal blood vessels.

Figure 1.5 Scanner

(4)Fingerprint Scanner: Finger
print Scanner is a fingerprint recognition
device used for computer security,
equipped with the fingerprint recognition
feature that uses biometric technology.

Fingerprint Reader / Scanner is a very safe
and convenient device for security instead
of using passwords, which is vulnerable to (7) Light Pen: A light pen is a pointing
fraud and is hard to remember. device shaped like a pen and is connected to

Figure 1.8 Retinal Scanner

Chapter 1.indd 8 @ 09/04/18 12:31 PM



a monitor. The tip of the light pen contains a
light-sensitive element which detects the light
from the screen enabling the computer to
identify the location of the pen on the screen.
Light pens have the advantage of ‘drawing’
directly onto the screen, but this becomes
hard to use, and is also not accurate.

Figure 1.9 Light Pen

(8) Optical Character Reader:
It is a device which detects characters
printed or written on a paper with OCR,
a user can scan a page from a book. The
Computer will recognize the characters in
the page as letters and punctuation marks
and stores. The Scanned document can be
edited using a wordprocessor.

Figure 1.10 Optical Character Reader

(9) Bar Code / QR Code Reader:
A Bar code is a pattern printed in lines of
different thickness. The Bar code reader

Chapter 1.indd 9

scans the information on the bar codes
transmits to the Computer for further
processing. The system gives fast and error
free entry of information into the computer.

QR (Quick response) Code: The QR
code is the two dimension bar code which
can be read by a camera and processed to
interpert the image

——
=3
e

Figure 1.11 Bar code Reader

(10)
Microphone serves as a voice Input

Voice Input Systems:
device. It captures the voice data and send
it to the Computer. Using the microphone
along with speech recognition software
can offer a completely new approach to

input information into the Computer.

(
o

Figure 1.12 Voice input System

(11) Digital Camera: It captures
images / videos directly in the digital
form. It uses a CCD (Charge Coupled
Device) electronic chip. When light falls
on the chip through the lens, it converts
light rays into digital format.

09/04/18 12:31 PM



Figure 1.13 Digital Camera

(12) Touch Screen: A touch screen
is a display device that allows the user
to interact with a computer by using
the finger. It can be quite useful as an
alternative to a mouse or keyboard for
navigating a Graphical User Interface
(GUI). Touch screens are used on a wide
variety of devices such as computers,
laptops, monitors, smart phones, tablets,
cash registers and information kiosks.
Some touch screens use a grid of infrared
beams to sense the presence of a finger
instead of utilizing touch-sensitive input.

Figure 1.14 Touch Screen

(13) Keyer :
for signaling by hand, by way of pressing

A Keyer is a device

Chapter 1.indd 10
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one or more switches. Modern keyers
have a large number of switches but not
as many as a full size keyboard. Typically,
this number is between 4 and 50. A keyer
differs from a keyboard, which has "no
board", but the keys are arranged in a
cluster.

Figure 1.15 Keyer

Output Devices:

(1) Monitor: Monitor is the most
commonly used output device to display
the It looks like a TW.
Pictures on a monitor are formed with
picture elements called PIXELS. Monitors
may either be Monochrome which display
text or images in Black and White or can
be color, which display results in multiple

information.

colors. There are many types of monitors
available such as CRT (Cathode Ray Tube),
LCD (Liquid Crystal Display) and LED
(Light Emitting Diodes). The monitor
works with the VGA (Video Graphics
Array) card. The video graphics card helps
the keyboard to communicate with the
screen. It acts as an interface between the
computer and display monitor. Usually the
recent motherboards incorporate built-in
video card.

The first computer monitor was part of
the Xerox Alto computer system, which
was released on March 1, 1973.

09/04/18 12:31 PM



Figure 1.16 Monitor

(2) Plotter: Plotter is an output
device that is used to produce graphical
output on papers. It uses single color or

multi color pens to draw pictures.

Figure 1.17 Plotter

(3) Printers: Printers are used to
print the information on papers. Printers

are divided into two main categories:
o Impact Printers
e Non Impact printers

Impact Printers

These printers print with striking of
hammers or pins on ribbon. These printers
can print on multi-part (using carbon
papers) by using mechanical pressure. For
example, Dot Matrix printers and Line

matrix printers are impact printers.

Chapter 1.indd 11
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A Dot matrix printer that prints using
a fixed number of pins or wires. Each dot is
produced by a tiny metal rod, also called a
“wire” or “pin’, which works by the power
of a tiny electromagnet or solenoid, either
directly or through a set of small levers. It
generally prints one line of text at a time. The
printing speed of these printers varies from
30 to 1550 CPS (Character Per Second).

Figure 1.18 Impact Printer

Line matrix printers use a fixed
print head for printing. Basically, it prints
a page-wide line of dots. But it builds up a
line of text by printing lines of dots. Line
printers are capable of printing much more
than 1000 Lines Per Minute, resulting
in thousands of pages per hour. These
printers also uses mechanical pressure to
print on multi-part (using carbon papers).

Non-Impact Printers

These printers do not use striking
They
electrostatic or laser technology. Quality

mechanism for printing. use
and speed of these printers are better than
Impact printers. For example, Laser printers

and Inkjet printers are non-impact printers.
Laser Printers

Laser printers mostly work with
similar technology used by photocopiers.
It makes a laser beam scan back and

09/04/18 12:31 PM



forth across a drum inside the printer,
building up a pattern. It can produce very
good quality of graphic images. One of
the chief characteristics of laser printer
is their resolution - how many Dots per
inch(DPI). The available resolution range
around 1200 dpi. Approximately it can
print 100 pages per minute(PPM)

Figure 1.19 Laser Printer
Inkjet Printers:

Inkjet Printers use colour cartridges
which combined Magenta, Yellow and Cyan
inks to create color tones. A black cartridge
is also used for monochrome output. Inkjet
printers work by spraying ionised ink at a
sheet of paper. The speed of Inkjet printers
generaly range from 1-20 PPM (Page Per
Minute).

Figure 1.20 Inkjet Printer

They use the technology of firing
ink by heating it so that it explodes
towards the paper in bubbles or by using

Chapter 1.indd 12

piezoelectricity in which tiny electric
currents controlled by electronic circuits
are used inside the printer to spread ink
in jet speed. An Inkjet printer can spread
millions of dots of ink at the paper every
single second.

Speakers: Speakers produce voice
output (audio) . Using speaker along with
speech synthesize software, the computer
can provide voice output. This has become
very common in places like airlines,
schools, banks, railway stations, etc..

Figure 1.21 Speakers
Multimedia Projectors:

Multimedia projectors are used to
produce computer output on a big screen.
These are used to display presentations in
meeting halls or in classrooms.

o e

e i e i

Figure 1.22 Multimedia Projector

1.6 Booting of computer
m ]

An Operating system (OS) is a
basic software that makes the computer

09/04/18 12:31 PM
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to work. When a computer is switched
on, there is no information in its RAM.At
the same time, in ROM, the pre-written
program called POST (Power on Self
Test) will be executed first. This program
checks if the devices like RAM, keyboard,
etc., are connected properly and ready to
operate. If these devices are ready, then
the BIOS (Basic Input Output System) gets
executed. This process is called Booting.
Thereafter, a program called “Bootstrap
Loader” transfers OS from hard disk into
main memory. Now the OS gets loaded
(Windows/Linux, etc.,) and will get
executed. Booting process is of two types.

1) Cold Booting

2) Warm Booting

Cold Booting: When the system
starts from initial state i.e. it is switched
on, we call it cold booting or Hard Booting.
When the user presses the Power button,
the instructions are read from the ROM to
initiate the booting process.

Warm Booting: When the system
restarts or when Reset button is pressed,
we call it Warm Booting or Soft Booting.
The system does not start from initial state
and so all diagnostic tests need not be
carried out in this case. There are chances
of data loss and system damage as the data
might not have been stored properly.

Points to Remember:

o Computers are seen everywhere
around us, in all spheres of life.

o Itisan electronic device that processes
the input according to the set of
instructions provided to it and
gives the desired output at a very fast
rate.

« Basedonvariousstagesofdevelopment,
computers can be divided into six
different generations.

o The computer is the combination of
hardware and software.

» Hardware is the physical component of
a computer.

« Input unit is used to feed any form of
data to the computer.

Chapter 1.indd 13
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.

CPU interprets and executes software
instructions.

The ALU is a part of the CPU where
various computing functions are
performed on data.

The control unit controls the flow of
data between the CPU, memory and
I/O devices.

An Output Unit is any hardware
component that conveys information
to one or more people in user
understandable form.

The Memory Unit is of two kinds which
are primary memory and secondary
memory.

Booting Process is of two types — Cold
and Warm
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Activity i:-_/
STUDENT ACTIVITY TEACHER ACTIVITY
1. Explain the classification of computers. . Open a CPU and explain the

. Give the details of motherboard names,

RAM capacity used in the years 1993,
1995, 2005, 2008, 2016.

components of it to students.

. To connect and disconnect the various

components of a computer.

3. Mention two new input and output
devices that are not given in this
chapter.

Evaluation —
[,
SECTION - A
Choose the correct answer:
L. First generation computers used

(a) Vacuum tubes (b) Transistors

(c) Integrated circuits (d) Microprocessors

2. Name the volatile memory

(a) ROM (b) PROM (c) RAM (d) EPROM
3. Identify the output device

(a) Keyboard (b) Memory (¢) Monitor (d) Mouse

4. Identify the input device

(a) Printer (b) Mouse (c) Plotter (d) Projector

5. Output device is used for printing building plan, flex board, etc.
(a) Thermal printer (b) Plotter

(c) Dot matrix (d) inkjet printer

14
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6. In ATM machines, which one of the following is used to
(a) Touch Screen (b) speaker
(c) Monitor (d) Printer
7. When a system restarts .................... which type of booting is used.
(a) Warm booting (b) Cold booting
(¢) Touch boot (d) Real boot.

8. Expand POST

(a) Post on self Test (b) Power on Software Test
¢) Power on Self Test (d) Power on Self Text

9.  Which one of the following is the main memory?
(a) ROM (b) RAM

(c) Flash drive (d) Hard disk
10.  Which generation of computer used IC’s?
(a) First (b) Second

(¢) Third (d) Fourth

SECTION-B
Short Answers
1. What is a computer?
2. Distinguish between data and information.
3. What are the components of a CPU?
4. What is the function of an ALU?
5. Write the functions of control unit.
6. What is the function of memory?
7. Differentiate Input and output unit.

8. Distinguish Primary and Secondary memory.

15
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SECTION-C
Explain in Brief
1. What are the characteristics of a computer?
2. Write the applications of computer.
3. What is an input device? Give two examples.
4. Name any three output devices.
5. Differentiate optical and Laser mouse
6. Write shortnote on impact printer
7. Write the characteristics of sixth generation.
8. Write the significant features of monitor.
SECTION - D
Explain in detail
1. Explain the basic components of a computer with a neat diagram.
2. Discuss the various generations of computers.

3. Explain the following

a. Inkjet Printer ~ b. Multimedia projector c. Bar code / QR code Reader

iﬁ References

(1) Fundamentals of Computers — V. Rajaraman - PHI Publications

(2) Computer Science text book - NCERT, New Delhi

a~
i
\;’/ Internet Resources

(1) www.wikipedia.org

(2)  https://www.computerhope.com/jargon/c/computer.htm

l CASE STUDY '

Prepare a comparative study of various computers of past and present with respect
to speed, memory, size, power consumption and other features

16
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Computer

. . o ALl
It is an electronic device that processes the CPHERE

input according to the set of instructions
provided to it and gives the desired output at a very fast rate.

Vacuum tube

Vacuum tubes contain electrodes for controlling electron flow
and were used in early computers as a switch or an amplifier.

Transistors

The transistor ("transfer resistance") is made up of semi-
conductors. It is a component used to control the amount of
current or voltage used for amplification/modulation of an
electronic signal.

Punched cards

Punch cards also known as Hollerith cards are paper cards
containing several punched or perforated holes that were
punched by hand or machine to represent data.

Machine Language

Machine language is a collection of binary digits or bits that the
computer reads and interprets.

Assembly language

An assembly language is a low-level programming language.

Integrated Circuits

The IC is a package containing many circuits, pathways,
transistors, and other electronic components all working
together to performa particular function or a series of functions.

Microcomputer

Micro computer is used to describe a standard personal
computer.

High-level languages

A high-level language is a computer programming language
that isn't limited by the computer, designed for a specific job,
and is easier to understand.

Natural Language
Processing (NLP)

Natural Language Processing is a method used in artificial
intelligence to process and derive meaning from the human
language.

Robot is a term coined by Karel Capek in the 1921 to play
RUR (Rossum's Universal Robots). It is used to describe a

Robotics
computerized machine designed to respond to input received
manually or from its surroundings.
Nanotechnology is an engineering, science, and technology that
Nanotechnology develops machines or works with one atom or one molecule
that is 100 nanometers or smaller.
A discipline that applies engineering principles of design and
Bioengineering P PP 5 &P P 5

analysis to biological systems and biomedical technologies

Chapter 1.indd 17
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Unit I| Fundamentals of Computers CHAPTER 2

Number Systems

@ Learning Objectives are called data. When the above data is
- N processed, we get an information “Rajesh
« To know how the computer interprets is 16 years old, studying in Class XI, has

and stores data in the memory. scored 65 marks in Computer Science
subject”.
o To learn various data representations
and binary arithmetic. 2.2 Data Representations
=, |

To learn conversion

Computer handles data in the form
of ‘0’(Zero) and ‘1’ (One). Any kind of data

between various Number

Systems. like number, alphabet, special character

T ]!
COG7R3 should be converted to ‘0’ or ‘1’ which can
be understood by the Computer. ‘0" and
‘1’ that the Computer can understand is
called Machine language. ‘0" or ‘1’ are
called ‘Binary Digits’(BIT). Therefore,
the study of data representation in the

2.1 Introduction
m |

The term data comes from the
word datum, which means a raw fact. The
data is a fact about people, places or some

objects. o
computer 1s i1mportant.
Example: o A bit is the short form of Binary digit
Let ‘Name, ‘Age, ‘Class, ‘Marks’ which can be ‘0’ or ‘1’ It is the basic
and ‘Subject’ be some defined variables. unit of data in computers.

Now, let us assign a value to each of these . Anibbleisa collection of 4 bits (Binary

variables. digits).
Name = Rajesh o A collection of 8 bits is called Byte.
Age = 16 A byte is considered as the basic unit
Class = Xl of measuring the memory size in the
Mark = 65 computer.
Subject = Computer Science
o Word length refers to the number of

bits processed by a Computer’s CPU.
Figure 2.1 Example for Data For example, a word length can have 8
bits, 16 bits, 32 bits and 64 bits (Present

In the above example, the values day Computers use 32 bits or 64 bits)

assigned to the five different variables

18
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Bit
(Oor1)

Nibble (4 bits)

TeraByte (1024 GB)

Figure 2.2 Data Representation

Computer memory (Main Memory and Secondary Storage)is normally represented
in terms of KiloByte (KB) or MegaByte (MB). In decimal system, 1 Kilo represents 1000,
that is, 10°. In binary system, 1 KiloByte represents 1024 bytes that is 2!°. The following
table represents the various memory sizes:

Table 2.1 Memory Size (Read 210 as 2 power 10)

Name Abbr. Size

Kilo K 2710 = 1,024

Mega M 2720 = 1,048,576

Giga G 2730 =1,073,741,824

Tera T 2740 = 1,099,511,627,776

Peta 2 2750 = 1,125,899,906,842,624

Exa E 2760 = 1,152,921,504,606,846,976
Zetta 4 2770 = 1,180,591,620,717,411,303,424
Yotta Y 2780 = 1,208,925,819,614,629,174,706,173

Bytes are used to represent characters in a text. Different types of coding schemes
are used to represent the character set and numbers. The most commonly used coding
scheme is the American Standard Code for Information Interchange (ASCII). Each

19
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binary value between 0 and 127 is used to represent a specific character. The ASCII value
for (blank space) is 32 and the ASCII value of numeric 0 is 48. The range of ASCII values
for lower case alphabets is from 97 to 122 and the range of ASCII values for the upper case
alphabets is 65 to 90.

| i
» The speed of a computer depends on the number of bits it can process at once.
~ For example, a 64- bit computer can process 64-bit numbers in one operation,

- W hile a 32-bit computer break 64-bit numbers down into smaller pieces, making
it slower.
2.3 Different Types of Number Systems
m |
Number Systems
Decimal Binary Octal Hexadecimal
Base value Base value
10 8
(0,1,2,3,4,5,6,7.8.9) Base value (0,1,2,3,4,5,6,7)
2
(0,1)
Base value
16

(0,1,2,3,4,5,6,7,8,9,A,B,C,D,E,F)

Figure 2.3. Number Systems

A numbering system is a way of representing numbers. The most commonly used
numbering system in real life is Decimal number system. Other number systems are
Binary, Octal, Hexadecimal number system. Each number system is uniquely identified
by its base value or radix. Radix or base is the count of number of digits in each number
system. Radix or base is the general idea behind positional numbering system.

2.3.1 Decimal Number System

It consists of 0,1,2,3,4,5,6,7,8,9(10 digits). It is the oldest and most popular number
system used in our day-to-day life. In the positional number system, each decimal digit is
weighted relative to its position in the number. This means that each digit in the number
is multiplied by 10 raised to a power corresponding to that digit’s position.

20
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Example

(123) ,= 1x10*> + 2x10" + 3x10°
=100+20+3
= (123),,

2.3.2 Binary Number System

There are only two digits in
the Binary system, namely, 0 and 1.
The numbers in the binary system
are represented to the base 2 and the
positional multipliers are the powers of 2.
The left most bit in the binary number is
called as the Most Significant Bit (MSB)
and it has the largest positional weight.
The right most bit is the Least Significant
Bit (LSB) and has the smallest positional
weight.

1] 1o [0
v v
MSB LSB

Example

The binary sequence (1101), has
the decimal equivalent:

(1101), =1X2° + 1x22+0Xx2"+1x2°
=8+4+0+1

=(13),

2.3.3 Octal Number System

Octal number system uses digits
0,1,2,3,4,5,6 and 7 (8 digits). Each octal
digit has its own positional value or weight
as a power of 8.

Chapter 2.indd 21
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Example
The Octal sequence (547), has the
decimal equivalent:

(547), = 5x8% + 4x8' + 7x8"
= 5%x64 + 4X8 + 7x1
=320+32+7
=(359),,

2.3.4 Hexadecimal Number System

A hexadecimal number is
represented using base 16. Hexadecimal
or Hex numbers are used as a shorthand
form of binary sequence. This system is
used to represent data in a more compact
manner. Since 16 symbols are used, 0 to
F, the notation is called hexadecimal.
The first 10 symbols are the same as
in the decimal system, 0 to 9 and the
remaining 6 symbols are taken from the
first 6 letters of the alphabet sequence,
A to F, where A represents 10, Bis 11, C

is 12, D is 13, E is 14 and F is 15.

Table 2.2 Binary, Octal,
Hexadecimal equivalent of Decimal
Numbers
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Decimal Binary Octal Hexadecimal
0 0000 000 0000
1 0001 001 0001
2 0010 002 0002
3 0011 003 0003
4 0100 004 0004
5 0101 005 0005
6 0110 006 0006
7 0111 007 0007
8 1000 010 0008
9 1001 011 0009
10 1010 012 A
11 1011 013 B
12 1100 014 C
13 1101 015 D
14 1110 016 IE
15 1111 017 Ik
XX
Example . Workshop "'_.
The hexadecimal sequence (25),, 1. Identify the number system for the
has the decimal equivalent: following  numbers
S.No. | Number |Number system
(25), =2x16"+5x16" 1 (1010),, [Decimal Number
=32+45 system
=37), 2 |(1010),
3 (989),,
4 (750),
5 (926),,

2. State whether the following numbers are valid or not. If invalid, given reason.

S.No. Statement Yes / No Reason (If invalid)
1. 786 is an Octal number
2. 101 is a Binary number
3. Radix of Octal number is 7
22
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2.4 Number System Conversions
0 ]

2.4.1 Decimal to Binary Conversion

To convert Decimal to Binary
“Repeated Division by 2” method can be
used. Any Decimal number divided by 2
will leave a remainder of 0 or 1. Repeated
division by 2 will leave a sequence of 0Os
and 1s that become the binary equivalent
of the decimal number. Suppose it is
required to convert the decimal number
N into binary form, dividing N by 2 in the
decimal system, we will obtain a quotient
N1 and a remainder R1, where R1 can
have a value of either 0 or 1. The process
is repeated until the quotient becomes 0
or 1. When the quotient is ‘0" or ‘I it
is the final remainder value. Write the
final answer starting from final remainder
value obtained to the first remainder value
obtained.

Example

Convert (65),, into its equivalent
binary number

2165 LSB Remainder-
2 i‘@ﬂ Note : A}
2 (16-0 65/2 =32+
>80 3212 =16+0

— 16/2 =8+0
2[4-0 82 =4+0
212-0 42 =2+0

L0-0 212 =140
MSB

(65),,=(1000001),

Chapter 2.indd 23

2.4.2 Decimal to Octal Conversion

To convert Decimal to Octal,
“Repeated Division by 8” method can be
used. The method is the same we have
learnt in 2.4.1, but in this method, we
have to divide the given number by 8.

Example

Convert (65),, into its equivalent
Octal number

8 [65
—— _LSB

s|8-1 7
x»1-0
MSB

(65),, =(101),

2.4.3 Decimal to Hexadecimal
Conversion

To convert Decimal to Hexadecimal,
“Repeated division by 16” method can be
used. The method is the same as we have
learnt in 2.4.1, but in this method, we have
to divide the given number by 16.

Example

Convert (31),, into its equivalent
hexadecimal number.

16 |L LSB

157

x1-
MSB ]

(16),, = (1F), (Refer Table 2.2 F=15)

23
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2.4.4 Conversion of fractional Decimal
to Binary

The  method  of
multiplication by 2 has to be used to

repeated

convert such kind of decimal fractions.

The steps involved in the method
of repeated multiplication by 2:

Step 1:  Multiply the decimal fraction by
2 and note the integer part. The
integer part is either 0 or 1.

Step 2: Discard the integer part of the
previous product. Multiply the
fractional part of the previous
product by 2. Repeat Step 1
until the same fraction repeats
or terminates (0).

Step 3:  The resulting integer part forms
a sequence of Os and 1s that
become the binary equivalent of
decimal fraction.

Step 4: The final answer is to be written
from first integer part obtained
till the last integer part obtained.

Integer part

02 ()  (first integer part obtained)

0.45%2=08 | o

0.8 :96 1

0.6 4><2)12 1

02 x2=04 v (O  (lastinteger part obtained)

Note: Fraction repeats, the product is the
same as in the first step.

Chapter 2.indd 24
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Write the parts from
top to bottom to obtain the equivalent
fractional  binary number. Hence

(0.2),,=(0.00110011...), = (0.00110011),

Workshop "'

3. Convert the following Decimal
numbers to its equivalent Binary, Octal,

integer

Hexadecimal.
1) 1920

2) 255

3)126

2.4.5 Binary to Decimal Conversion

To convert Binary to Decimal we
can use positional notation method.

Step 1:  Write down the Binary digits
and list the powers of 2 from
right to left(Positional Notation)

Step 2: For each positional notation
written for the digit, now write
the equivalent weight.

Step 3: Multiply each digit with its
corresponding weight

Step 4:  Add all the values.

Step 5:  Add the final values.

Table 2.3 Positional Notation and Weight

Positional | Weight | [ Positional | Weight

Notation Notation
2° 1 26 64
2! 2 27 128
2? 4 28 256
2° 8 2° 512
2¢ 16 210 1024
2° 32
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Example

Convert  (111011), into its

equivalent decimal number.

Weight 321168 14| 2 |1
Positional 55 | 91 | 25| 22| ot | 20
Notation
Given
1 1 1 0 1 1
number
32+16+8+0+2+1 =(59),,
(111011), = (59),,

2.4.6 Binary to Octal Conversion

Step 1: Group the given binary number
into 3 bits from right to left.

Step 2: You can add preceding 0 to make
a group of 3 bits if the left most
group has less than 3 bits.

Step 3: Refer Table 2.4 to find the Octal
equivalent for each group.

Table 2.4 Octal numbers and their Binary
equivalent

Bi
Octal 1.nary
Equivalent

0 000
1 001
010
011
100
101
110
111

N N |G| W

Chapter 2.indd 25
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Example

Convert (11010110), into octal
equivalent number

Step 1: Group the given number into 3
bits from right to left.

011010110

Note: The left most groups have less
than 3 bits, so 0 is added to its left

to make a group of 3 bits.

Step-2: Refer Table 2.4 to find Octal
equivalent of each group

011 010 110
) —— ——
3 2 6

(11010110), = (326),

2.4.7.Binary to Hexadecimal Conversion

Step 1: Group the given number into 4
bits from right to left.

Step 2: You can add preceding 0’s to make
a group of 4 bits if the left most
group has less than 4 bits.

Step 3: Refer Table 2.2 to find the
Hexadecimal equivalent of each

group.
Example

Convert (1111010110), into

Hexadecimal number

Step 1: Group the given number into 4
bits from right to left.
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0011 1101 0110

Note: 0’sare added to the left most group

to make it a group of 4 bits

0011 1101 0110
) e )
3 D 6

(1111010110), = (3D6),,

2.4.8 Conversion of fractional Binary to
Decimal equivalent

Follow the steps to convert
fractional Binary number to its Decimal

equivalent.

Step 1: Convert integral part of Binary

to Decimal equivalent using

method
(Procedure is same as discussed
in 2.4.5)

positional  notation

Step 2: To convert the fractional part of

binary to its decimal equivalent.

Step 2.1: Write down the Binary
digits in the fractional part

Step 2.2: For all the digits write
powers of 2 from left to right
starting from 27, 22,23 2™,

now write the equivalent weight.

Step 2.3: Multiply each digit with
its corresponding weight

Step 2.4: Add all the values which
you obtained in Step 2.3
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Table 2.5 Positional notation and weight

Weight Positional
notation
0.5 21 (1/2)
0.25 22 (1/4)
0.125 27 (1/8)
0.0625 24 (1/16)
0.03125 27 (1/32)
0.015625 2% (1/64)
0.0078125 |27 (1/128)

Step 3: To get final answer write the
integral part (after conversion),
followed by a decimal point(.) and
the answer arrived at Step 2.4

Example

Convert the given Binary number
(11.011), into its decimal equivalent
Integer part (11), = 3 (Refer table 2.2)

21 20 2-1 2 2 2 3
ot P
1 1 0 1 1

3 +.(0x0.5 + 1x0.25 + 1x0.125)
=3.325
= (3.325),,

(11.011),

Workshop "'

4. Convert the given Binary number

into its equivalent Decimal, Octal and
Hexadecimal number.

1) 101110101
2) 1011010
3) 101011111
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2.4.9. Octal to Decimal Conversion

To convert Octal to Decimal, we
can use positional notation method.

1. Write down the Octal digits and
list the powers of 8 from right to
left(Positional Notation)

2. For each positional notation of the
digit write the equivalent weight.

3. Multiply each digit with its
corresponding weight
4. Add all the values
Example
Convert (1265), to equivalent
Decimal number
Weight | 512 | 64 8 1
Positional | 8° | 8% | 8! 8°
Notation

Given 1 2 6 5
number

(1265), =512 x1 + 64x2 + 8x6 +1x5
=512+ 128 + 48 + 5
(1265), =(693),,

2.4.10 Octal to Binary Conversion

For each Octal digit in the given
number refer Table 2.4 and write its
Binary equivalent (3 digits)

Example

Convert (6213), to equivalent

Binary number

Chapter 2.indd 27
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6 2 1 3
110 010 001 011
(6213),=(110010001011),
o ] o
Workshop 'l'

5. Convert the following Octal numbers

into Binary numbers.

(A) 472 (B) 145 (C) 347

(D) 6247 (E) 645
2.4.11 Hexadecimal to Decimal
Conversion

To convert Hexadecimal to Decimal
we can use positional notation method.

1. Write down the Hexadecimal digits
and list the powers of 16 from right to
left(Positional Notation)

2. For each positional notation written
for the digit, now write the equivalent
weight.

its

3. Multiply each digit with

corresponding weight

4. Add all the values to get one final
value.

Example

Convert (25F), into its equivalent
Decimal number.
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Weight | 256 16 1
Positional | 162 16! 16°
Notation
Given 2 5 F(15)
number

(25F) = 2x256 + 5x16 + 15x1
=512 + 80 +15
(25F) = (607),,

2.4.12
Conversion

Hexadecimal to  Binary

Refer Table 2.2 and write the Binary
equivalent (4 bits) for each Hexadecimal
digit for the given number

Example

Convert (8BC)  into equivalent
Binary number

8 B C
1000 1011 1100
(8BC),. = (100010111100),

0 ® o
Workshop 'l'

6. Convert the following Hexadecimal

numbers to Binary numbers
(A) A6 (B) BE
(C)9BC8 (D) BC9

2.5 Binary Representation for Signed
Numbers

handle both
positive (unsigned) and negative (signed)

Computers can

Chapter 2.indd 28
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numbers. Thesimplestmethod torepresent
negative binary numbers is called Signed
Magnitude. In signed magnitude method,
the left most bit is Most Significant Bit
(MSB), is called sign bit or parity bit.

The numbers are represented in
computers in different ways:

 Signed Magnitude representation
o 1’s Complement
o 2’s Complement

2.5.1 Signed Magnitude representation

The value of the whole numbers can
be determined by the sign used before it. If
the number has ‘+” sign or no sign it will be
considered as positive. If the number has
-’ sign it will be considered as negative.

Example:
+43 or 43 is a positive number
-43 is a negative number

In signed binary representation,
the left most bit is considered as sign bit.
If this bit is 0, it is a positive number and
if it 1, it is a negative number. Therefore
a signed binary number has 8 bits, only 7
bits used for storing values (magnitude)
and the 1 bit is used for sign.

+43 is represented in memory as follows:

Sign bit

\

0 0 1 0 1 0 1 1

Magnitude (Value)

¥
\ Least Significant Bit (LSB)
Most Significant Bit (MSB )

(‘0’ represent that the number is positive)
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-43 can be represented in memory as
follows.
Sign bit

\

Magnitude (Value)

1 1 0 1 0 1 0 1

¥
Least Significant Bit (LSB)
Most Significant Bit (MSB )

(‘1" represent that the number is negative)

2.5.2 I’'s Complement representation

This is an easier approach to
This is for
negative numbers only i.e. the number
whose MSB is 1.

represent signed numbers.

The steps to be followed to find 1’s
complement of a number:

Step 1:  Convert given Decimal number
into Binary

Step 2: Check if the binary number
contains 8 bits , if less add 0 at
the left most bit, to make it as 8
bits.

Step 3: Invert all bits (i.e. Change 1 as 0
and 0 as 1)

Example

Find 1’s complement for (-24)

Given Binary |[1’s Compliment
Number [ Number
(-24),, | 00011000 11100111

2.5.3 2’s Complement representation

The 2’s-complement method for
negative number is as follows:
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a. Invert all the bits in the binary
sequence (i.e., change every 0 tol and
every 1 to 0 ie.,I’s complement)

b. Add 1 to the result to the Least
Significant Bit (LSB).

Example

2’s Complement represent of (-24)

Binary equivalent of +24: [ 11000
8bit format: 00011000
I’s complement: 11100111
Add 1 to LSB: +1

2’s complement of -24: (11101000

Workshop 'l'

7. Write the 1's complement number and
2’s complement number for the following
decimal numbers:

(A)22 (B)-13 (C)65 (D) -46 (E) 255

2.6 Binary Arithmetic

=, u]

As decimal numbers, the binary
numbers also permit computations like
addition, subtraction, multiplication and
division. The following session deals only
with binary addition and subtraction.

2.6.1 Binary Addition

The following table is useful when
adding two binary numbers.

A | B |SUM (A + B) | Carry
0 0 -

0 1 1 -

1 0 1 -

1 1 0 1
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In1+ 1 =10, is considered as sum A 5 o temce | Besmm
0 and the 1 as carry bit. This carry bit is (A-B)
added with the previous position of the bit 0 0 0 0
pattern. 1 0 1 0
Example Add: 1011, + 1001, 1 1 0 0
...... 0 1 1 1

(Carry Bit)— 1 1
. 0 . _ When subtracting 1 from 0, borrow

10 1 from the next Most Significant Bit, when

+ 1 0 0 1} : borrowing from the next Most Significant

Bit, if it is 1, replace it with 0. If the next

Most Significant Bit is 0, you must borrow

1 0 1 0 0w

1011+ 1001_= 10100 from a more significant bit that contains
2 2 2
1 and replace it with 0 and Os upto that
Example Perform Binary addition for the point become 1s.

following: 23 + 12,

Example Subtract 1001010, - 10100,
Step 1: Convert 23 and 12 into binary form

iy 071 10 0 10
, r 6 0 ¥ 0 1 0
2’s power 16|83 (421
Binary Number | 1|0 | 1|1 |1 (-) 10 1 0 0
23,,= 00010111, T 1 o0 1 1 o
12 Example Perform binary addition for the
2’s power 8 [4 |2 |1 following: (-21),,+ (5),,
Binary Number [1 |1 10 [0 Step 1: Change -21 and 5 into binary form
12, = 00001100,

21
10
Step 2: Binary addition of 23 and 12: 2's power Tslal2l
Carry Bit — 111 Binary Number [ 1 [0 | 1|0 |1
21,,= 00010101,
23,=010 [Of[1|O0|1|1]]1
12/ =010 (0|0 | 1 |1|0]O 5.
3510=0 0 1(0/0((0 1|1 ’
2’s power 4121

Binary Number Alo]|1

2.6.2 Binary Subtraction
5., = 00000101,

The table for Binary Subtraction is
as follows:

30

Chapter 2.indd 30 @ 09/04/18 12:32 PM



Step 2:

21 0/0j0|1]0(1|0|1

10

I’s Compliment 1111110(1101110
2’s Compliment 1111110110111

Step 3:

Binary Addition of -21 and 5 :

Carry bit 1|1(1]1

21, 11|{1fo|1]{of1]1
S 0/0/{0(0]|0f1|0]|1
.16, (Result) [1[1[1[1[00[0]0

[ ] . [ ]
Workshop "'

following binary

8. Perform the

computations:
(A) 10, + 15 (B)-12,,+5,,
(C)14,-12, (D) (-2,) - (-6,)

2.7 Representing Characters in Memory
0 |

As represented in introduction,
all the input data given to the computer
should be in understandable format. In
general, 26 uppercase letters, 26 lowercase
letters, 0 to 9 digits and special characters
are used in a computer, which is called
character set. All these character set
are denoted through numbers only. All
Characters in the character set needs
encoding
are several encoding systems used for

a common system. There

computer. They are

« BCD - Binary Coded Decimal

« EBCDIC - Extended Binary Coded
Decimal Interchange Code
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e ASCII - American Standard Code for

Information Interchange
« Unicode

e ISCII - Indian Standard Code for

Information Interchange
2.7.1 Binary Coded Decimal (BCD)

This encoding system is not in the
practice right now. This is 2°bit encoding
system. This can handle 2° = 64 characters

only.

2.7.2 American Standard Code for
Information Interchange (ASCII)

This is the most popular encoding
system recognized by United States.
Most of the computers use this system.
Remember this encoding system can
handle English characters only. This
can handle 27 bit which means 128

characters.

In this system, each character has

individual number (Refer Appendix).

The new edition (version) ASCII -8,
has 28 bits and can handle 256 characters
are represented from 0 to 255 unique

numbers.

The ASCII code equivalent to the
uppercase letter ‘A’ is 65. The binary
representation of ASCII (7 bit) value is
1000001. Also 01000001 in ASCII-8 bit.
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2.7.3 Extended Binary Coded Decimal
Interchange Code (EBCDIC)

This is similar to ASCII Code with
8 bit representation. This coding system
is formulated by International Business
Machine(IBM). The coding system can
handle 256 characters. The input code
in ASCII can be converted to EBCDIC

system and vice - versa.

2.7.4 Indian Standard Code for

Information Interchange (ISCII)

ISCII is the system of handling
the character of Indian local languages.
This as a 8-bit coding system. Therefore
it can handle 256 (2%) characters. This
system is formulated by the department
of Electronics in India in the year 1986-
88 and recognized by Bureau of Indian
Standards (BIS). Now this coding system

is integrated with Unicode.
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2.7.5 Unicode

This coding system is used in
most of the modern computers. The
popular coding scheme after ASCII
is Unicode. ASCII can represent only
256 characters. Therefore English and
European Languages alone can be
handled by ASCII. Particularly there was
a situation, when the languages like Tamil,
Malayalam, Kannada and Telugu could
not be represented by ASCII. Hence, the
Unicode was generated to handle all the
coding system of Universal languages.
This is 16 bit code and can handle 65536

characters.

Unicode scheme is denoted by
hexadecimal numbers. The Unicode table
of Tamil, Malayalam, Telugu and Kannada
is shown Table 2.6
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Table 2.6

Unicode Table of Tamil

Unicode Table of Malayalam

0B8 0B9 OBA 0BB 0BC O0BD OBE OBF
©
0 & T | w
0B90 0BBO 0BCO 0BDO 0BFO
1 !D ..... i nT
0BB1 0BC1 0BF1
2
2| 4 @ eV S5
0B82 0B92 0BB2 0BC2 0BF2
[o]
3| oo @ ©00T | OIT oL
0B83 0B93 0BA3 0BB3 0BF3
4 6T & | LD 15
0B9%4 0BA4 0BB4 0BF4
5|9 | & 6 @p
0B85 0B95 0BB5 0BF5
6| <2, uo |Gk o
0B86 0BB6 0BC6 0BE6 0BF6
7| @ oy (G |Ter| & |6t
0B87 0BB7 0BC7 0BD7 0BE7 0BF7
8| T o |G 2 |6hg
0B88 0BA8 0BB8 0BC8 0BE8 0BF8
o| 2| mI | &7 | @ m | (>
0B89 0B99 0BA9 0BB9 0BE9 0BF9
aloer| & | L Qi g b
0B8A 0B9A 0BAA 0BCA 0BEA 0BFA
B Gom ®
0BCB 0BEB
c Qe G
0B9C 0BCC 0BEC
D it 6T
0BCD 0BED
E| 6T | @p| D | <9
0B8E 0B9E 0BAE 0BBE 0BEE
Fler || w | Fo
0B8F 0B9F 0BAF 0BBF 0BEF

0oD0O o0oD1 o0D2 O0D3 0D4 O0D5 0D6 O0D7
= eag 0| © | < e | Jo
0D00 0D10 0D20 0D30 0D40 0D60 0D70
aw| 0| oy M
0D01 0D21 0D31 0D41 0D61 0D71
ol @ || el | m°
0D02 0D12 0D22 0D32 0D42 0D62 0D72
3| @0|em| 8 | oy i | o

0D03 0D13 0D23 0D33 0D43 0D63 0D73
SV @ | ¢ | G| & 60

0D14 0D24 0D34 0D44 0D54 0D74

@| & | 0| al ) 610
0D05 0D15 0D25 0D35 0D55 0D75
G| ed| B3| w|e:| Y| o |ad
0D06 0D16 0D26 0D36 0D46 0D56 0D66 0D76
MW |W|aH|E: [D O a0
0D07 0D17 0D27 0D37 0D47 0D57 0D67 0D77
enml oIl M | L Pe] W | A (L
0D08 0D18 0D28 0D38 0D48 0D58 0D68 0D78
® | 68| 6|a0 °lm | ax
0D09 0D19 0D29 0D39 0D59 0D69 0D79
OD| al | al o0 | b |em
0D0A 0D1A 0D2A 0D3A 0D4A 0D5A 0D6A 0D7A
& [ a0 |an| & |G TO | @ | a3
0D0B 0D1B 0D2B 0D3B 0D4B 0D5B 0D6B 0D7B
o | & |l & pmav| M| o
0D0C 0D1C 0D2C 0D3C 0D4C 0D5C 0D6C 0D7C

N ¥
ow|l 8 | J | “luuwyl 6) | @3
0D1D 0D2D 0D3D 0D4D 0D5D 0D6D 0D7D
P

af) | 67 2ol iee| Q| U3
0DOE O0D1E O0D2E 0D3E OD4E ODSE 0D6E OD7E
aB| S| @| @D |-0-| ab | B
0DOF 0D1F 0D2F 0D3F 0D4F OD5F 0D6F 0D7F
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Table 2.6

Unicode Table of Telugu

Unicode Table of Kannada

0CO 0C1 0C2 0C3 0C4 o0C5 o0Ce ocCc7 0C8 0C9 O0CA 0CB 0CC 0CD OCE oOCF
O 8 . 3lagl 2
ol T || 8| 8|S 200 o| v | & I\
0C00 0C10 0C20 0C30 0C40 0C60 0C80 0C90 0CA0 0CBO 0CCO 0CEQ
V ]
1] o S| e | oo e @ | e | “oNN ™ | (K]
0C01 0C21 0C31 0C41 0C61 0C81 0CA1 0CB1 0CC1 0CE1 0CF1
2| ol & | | @ |moe ,@ 2| 0| W | B | © |2 = | ool
0C02 0C12 0C22 0C32 0C42 0C62 0C82 0C92 0CA2 0CB2 0CC2 0CE2 0CF2
s| ol & 8| & |+ e 3| 8l | 09| & | e
0C03 0C13 0C23 0C33 0C43 0C63 0C83 0C93 0CA3 0CB3 0CC3 g
4 TS| |- 4 B3 00
0C14 0C24 0C34 0C44 0C94 0CA4 0CC4
Q
sl |8 d 5/ | T || D @
0C05 0C15 0C25 0C35 0C55 0C85 0C95 0CAS 0CB5 0CD5
sl s || S| 38| o = O 6l S| D| BT3B | g O
0C06 0C16 0C26 0C36 0C46 0C56 0C66 0C86 0C96 0CA6 0CB6 0CC6 0CD6 0CE6
= -9
v, | 2 -
19188 @) Q|| Pl R| e 0
0C07 0C17 0C27 0C37 0C47 0C67 0C87 0C97 0CA7 0CB7 0CC7 0CE7
v, v | =& . é? - ) -9
8| S8 | S| Q|| X9 Q|]|s P| V|| Ty 3
0C08 0C18 0C28 0C38 0C48 0C58 0C68 0C78 0C88 0C98 0CA8 0CB8 0CC8 0CE8
(v 4 —
o| @ | & 5 2|13 ||s| B ® &
0C09 0C19 0C39 0C59 0C69 0C79 0C89 0C99 0CB9 0CE9
v, oo = =2
al&s| S| D eyl |alow 3R 7Y Q
0COA 0C1A 0C2A 0C4A 0C5A 0C6A 0C7A 0C8A 0C9A 0CAA 0CCA 0CEA
5 58 2| e | 3 N\
Blew| | x| w||e ANV "/OC &5
0C0B 0C1B 0C2B 0C4B 0C6B 0C7B 0C8B 0C9B 0CAB 0CCB 0CEB
=0 o
clw| e8| @ e —||c||®w|lw|o|® 3
0C0C 0C1C 0C2C 0C4C 0C6C 0C7C 0C8C 0C9C 0CAC 0CBC 0CCC 0CEC
€ 5
D Sp| &= | & el=||o S 3| s |7 3
0C1D 0C2D 0C3D 0C4D 0C6D 0C7D 0C9D 0CAD 0CBD 0CCD 0CED
el || | @ o | & RD|Y|D| ™ e | &
0COE 0C1E 0C2E 0C3E 0C6E 0C7E 0C8E 0C9E 0CAE 0CBE 0CDE 0CEE
I Q 9
Fl o | &[S0 & | e D | &3 |03 2 &
0COF 0C1F 0C2F 0C3F 0C6F 0C7F 0C8F 0C9F 0CAF 0CBF 0CEF
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Appendix

American Standard Code for Information Interchange (ASCII)
(Few specific characters only)

Alphabets
Decimal | Binary number Octal Hexadecimal
ALEIELGE number (33’ bit) number number
A 65 01000001 101 41
B 66 01000010 102 42
C 67 01000011 103 43
D 68 01000100 104 44
E 69 01000101 105 45
F 70 01000110 106 46
G 71 01000111 107 47
H 72 01001000 110 48
I 73 01001001 111 49
J 74 01001010 112 4A
K 75 01001011 113 4B
L 76 01001100 114 4C
M 77 01001101 115 4D
N 78 01001110 116 4E
O 79 01001111 117 4F
P 80 01010000 120 50
Q 81 01010001 121 51
R 82 01010010 122 52
S 83 01010011 123 53
T 84 01010100 124 54
U 85 01010101 125 55
A% 86 01010110 126 56
W 87 01010111 127 57
X 88 01011000 130 58
Y 89 01011001 131 59
Z 90 01011010 132 5A
a 97 01100001 141 61
b 98 01100010 142 62
C 99 01100011 143 63
d 100 01100100 144 64
e 101 01100101 145 65
35
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f 102 01100110 146 66
g 103 01100111 147 67
h 104 01101000 150 68
i 105 01101001 151 69
j 106 01101010 152 6A
k 107 01101011 153 6B
1 108 01101100 154 6C
m 109 01101101 155 6D
n 110 01101110 156 6E
0 111 01101111 157 6F
p 112 01110000 160 70
q 113 01110001 161 71
r 114 01110010 162 72

115 01110011 163 73
t 116 01110100 164 74
u 117 01110101 165 75
v 118 01110110 166 76
w 119 01110111 167 77
X 120 01111000 170 78
y 121 01111001 171 79
Z 122 01111010 172 7A

Numerals
Decimal | Binary number Octal Hexadecimal
Alphabets number (;’ bit) number number
0 48 00110000 60 30
1 49 00110001 61 31
2 50 00110010 62 32
3 51 00110011 63 33
4 52 00110100 64 34
5 53 00110101 65 35
6 54 00110110 66 36
7 55 00110111 67 37
8 56 00111000 70 38
9 57 00111001 71 39
36
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Special Characters

Chapter 2.indd 37

Special Decimal | Binary number Octal Hexadecimal
symbols number (8 bit) number number

Blank 32 00100000 40 20
! 33 00100001 41 21
! 34 00100010 42 22
# 35 00100011 43 23
$ 36 00100100 44 24
% 37 00100101 45 25
& 38 00100110 46 26
' 39 00100111 47 27
( 40 00101000 50 28
) 41 00101001 51 29
* 42 00101010 52 2A
+ 43 00101011 53 2B
, 44 00101100 54 2C
- 45 00101101 55 2D
. 46 00101110 56 2E
/ 47 00101111 57 2F
58 00111010 72 3A

; 59 00111011 73 3B
< 60 00111100 74 3C
= 61 00111101 75 3D
> 62 00111110 76 3E
¢ 63 00111111 77 3F
@ 64 01000000 100 40
[ 91 01011011 133 5B
\ 92 01011100 134 5C
] 93 01011101 135 5D
A 94 01011110 136 5E
_ 95 01011111 137 5F
96 01100000 140 60

{ 123 01111011 173 7B
| 124 01111100 174 7C
} 125 01111101 175 7D
~ 126 01111110 176 7E

37
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I Choose the best answer
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Evaluation

Part1

- o -
CYDYKE

Which refers to the number of bits processed by a computer’s CPU?
A) Byte B) Nibble C) Word length D) Bit

How many bytes does 1 KiloByte contain?

A) 1000 B) 8 C) 4 D) 1024

Expansion for ASCII

A) American School Code for Information Interchange
B) American Standard Code for Information Interchange
C) All Standard Code for Information Interchange

D) American Society Code for Information Interchange

2A50 is referred as

A) Kilo B) Tera C) Peta D) Zetta

How many characters can be handled in Binary Coded Decimal System?

A) 64 B) 255 C) 256 D) 128

For 1101, what is the Hexadecimal equivalent?
A)F B)E

C)D D) B

What is the 1’s complement of 001001107

A) 00100110 B) 11011001

C) 11010001 D) 00101001

38
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Which amongst this is not an Octal number?

A) 645 B) 234
C) 876 D) 123
Very Short Answers

What is data?

Write the 1’s complement procedure.

Convert (46), into Binary number

We cannot find 1's complement for (28), . State reason.

List the encoding systems for characters in memory.

Short Answers

What is radix of a number system? Give example

Write note on binary number system.

Convert (150)  into Binary, then convert that Binary number to Octal
Write short note on ISCII

Add a)-22 +15, b) 20, +25,,

Detail Answers

a) Write the procedure to convert fractional Decimal to Binary

b) Convert (98.46)  to Binary

Find 1's Complement and 2’s Complement for the following Decimal number
a) -98 b) -135

a) Add 1101010,+101101,

b) Subtract 1101011 - 111010,

39
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@ Learning Objectives
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Unit I | Fundamentals of Computers
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To know the organization of the
computer components and their
interconnections.

To know the processors and their
characteristics.

To know the importance of memory
devices and their roles in a computer.

To RAM, ROM and

differentiate each of them.

explore

To know about cache memory and
how it improves the performance of
a computer

To know the secondary devices and
their usage

To know about the ports and
interfaces so that external devices
can be connected

) ra el
CYEULY

40

CHAPTER 3

Computer Organization

3.1 Introduction

=, |

Computer organization deals with
the hardware components of a computer
system. It includes Input / Output devices,
theCentral Processing Unit, storagedevices
and primary memory. It is concerned with
how the various components of computer
hardware operate. It also deals with how
they are interconnected to implement
an architectural specification. The term
computer organization looks similar to
the term computer architecture. But,
computer architecture deals with the
engineering considerations involved in
designing a computer. On the other hand,
Computer Organization deals with the
hardware components that are transparent
to the programmer.

3.2. Basics of Microprocessors
=, u|

The CPU is the major component of
a computer, which performs all tasks. This
is realized by the microprocessor which

is an Integrated Circuit. Microprocessors
were first introduced in early 1970s. The
first general purpose microprocessor,
4004 was developed by Intel Inc.

The microprocessor is a
programmable multipurpose silicon chip.
It is driven by clock pulses. It accepts input
as a binary data and after processing,
it provides the output data as per the
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instructions stored in the memory. A

block diagram of a microprocessor based

system is shown in Figure 3.1.

Input -) Microprocessor -) Output

i

Memory

Figure 3.1 A Microprocessor - Based System

The microprocessor is made up of 3

main units. They are:

o Arithmetic and Logic unit (ALU):

To perform arithmetic and logical
instructions based on computer
instructions.

Control unit: To control the overall
operations of the computer through
signals.

Registers (Internal Memory): They
are used to hold the instruction and
data for the execution of the processor.

The able
communicate with the memory units

microprocessor is to
and the Input / Output devices as in
Figure 3.2. The system bus is a bunch
of wires which is the collection of
address bus, data bus and control bus
that serves as communication channels

between the Microprocessor and other

devices.
Input / Output
ALU Register
Control Unit
System
Micro Processor Memory
ROM RAM

Figure 3.2 Interconnecting the Microprocessor
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Characteristics of Microprocessors

0

.|

A Microprocessor’s performance

depends on the following characteristics:
a) Clock speed
b) Instruction set

¢) Word size

, Speed Measurement

e Hertz — abbreviated as Hz is the

v
standard unit of measurement

used for measuring frequency.
Since frequency is measured in cycles
per second, one hertz equals one cycle
per second.

Hertz is commonly used to
measure wave frequencies, such as
sound waves, light waves, and radio
waves. For example, the average human
ear can detect sound waves between 20
and 20,000 Hz. Sound waves close to 20
Hz have a low pitch and are called "bass"
frequencies. Sound waves above 5,000
Hz have a high pitch and are called
"treble" frequencies.

While
measure wave frequencies, it is also
used to measure the speed of computer

hertz can be used to

processors. For example, each CPU
is rated at a specific clock speed. This
number indicates how many instruction
cycles the processor can perform in
every second. Since modern processors
can perform millions or even billions of
instructions per second, clock speeds
are typically measured in megahertz or
gigahertz.
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a) Clock Speed

has
internal clock that regulates the speed at

Every microprocessor an
which it executes instructions. The speed
at which the microprocessor executes
instructions is called the clock speed.
Clock speed is measured in MHz (Mega
Hertz) or in GHz (Giga Hertz).

b) Instruction Set

A command which is given to
a computer to perform an operation
on data is called an instruction. Basic
set of machine level instructions that a
microprocessor is designed to execute
is called as an instruction set. This
instruction set carries out the following
types of operations:

o Data transfer

o Arithmetic operations

Logical operations

e Control flow

Input/output
¢) Word Size

o Thenumber ofbits that can be processed
by a processor in a single instruction
is called its word size. Word size
determines the amount of RAM that can
be accessed by a microprocessor at one
time and the total number of pins on the
microprocessor. Total number of input
and output pins in turn determines the
architecture of the microprocessor.
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» The first commercial
@]‘ microprocessor, Intel 4004 is a
- WO 4 bit processor. It has 4 input
pins and 4 output pins. Number
of output pins is always equal to the
number of input pins. It can process 4
bits at a time. So it is called as a 4 bit
processor.

Intel 4004

Manufacturer Intel Inc.

Size

Data width

10 Micrometer (um)

4 bits

Intel Inc. released
microprocessors like Intel 8085 which is

an 8 bit processor, Intel 8086 which is

many

a 16 bit processor and so on. Currently
most of the microprocessors use 32 bit
or 64 bit architecture.

3.3 Data communication between
CPU and memory

0 0

The Central Processing Unit(CPU)
has a Memory Data Register (MDR) and
a Memory Address Register (MAR). The
Memory Data Register (MDR) keeps the
data which is transferred between the

Memory and the CPU. The Program
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Counter (PC) is a special register in the
CPU which always keeps the address of
the next instruction to be executed. The
Arithmetic and Logic unit of CPU places
the address of the memory to be fetched,
into the Memory Address Register.

A bus is a collection of wires used
for communication between the internal
components of a computer. The address
bus is used to point a memory location. A
decoder, a digital circuit is used to point
to the specific memory location where the
word can be located. The address register
is connected with the address bus, which
provides the address of the instruction. A
data bus is used to transfer data between
the memory and the CPU. The data bus
is bidirectional and the address bus is
unidirectional. The control bus controls
both read and write operations. The read
operation fetches data from memory and
transfers to MDR. A single control line
performs two operations like Read/Write
using lor 0. Also, the write operation
transfers data from the MDR to memory.
This organization is shown in Figure 3.3.

d

Control Unit

MAR
CPU
MDR

LR/W

1

Figure 3.3 Bus connectivity between CPU

and Memory

The word in the RAM has the same
size (no. of bits) as the Memory Data

Chapter 3.indd 43
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Register (MDR). If the processor is an
8-bit processor like Intel 8085, its MDR
and the word in the RAM both have 8 bits.

If the size of the MDR is eight bits,
which can be connected with a word in
the memory which is also eight bits size.
The data bus has eight parallel wires to
transfer data either from MDR to word or
word to MDR based on the control(Read
or write). This control line is labeled as
R/W , which becomes 1 means READ
operation and 0 means WRITE operation.
Figure 3.4 shows the content of MDR and
the word before the READ operation.Also,
Figure 3.5 shows the content of MDR and
the word after the READ operation.

MDR Memory Word

| FIOOIOI?

Figure 3.4 Before the read operation

MDR
1 |

Memory Word
110 [ 1[0[1]0
[ When R/W=1 |

Figure 3.5 After the read operation

The read operation transfers the
data(bits) from word to memory data
register. The write operation transfers the
data(bits) from memory data register to
word.
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» If 5V is applied at one end of
ﬁ]‘ a wire, the other end also can
“ WO receive 5V. In the same way,
the buses are wires, and the

binary data are voltages (5V as 1 and
0V as 0), and these buses can simply

pass the data as voltages from one end

to other.
| il

3.4 Types of Microprocessors
r |

Microprocessors can be classified
based on the following criteria:

o The width of data that can be processed
o The instruction set

3.4.1 Classification of Microprocessors
based on the Data Width

Depending on the data  width,
microprocessors can process instructions.
The microprocessors can be classified as

follows:

8-bit microprocessor

16-bit microprocessor

32-bit microprocessor

64-bit microprocessor

3.4.2 Classification of Microprocessors
based on Instruction Set

The size of the instruction set

is another important consideration

while  categorizing  microprocessors.

had very
small instruction sets because complex

Initially, microprocessors
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hardware was expensive as well as
difficult to build. As technology had
developed to overcome these issues, more
and more complex instructions were
added to increase the functionality of
microprocessors. Let us learn more about
the two types of microprocessors based on
their instruction sets.

3.4.2.1 Reduced Instruction Set
Computers (RISC)
RISC stands for Reduced

Instruction Set Computers. They have a
small set of highly optimized instructions.
Complex instructions are also
implemented using simple instructions,
thus reducing the size of the instruction

set.

Examples of RISC processors are
Pentium IV, Intel P6, AMD K6 and K7.

3.4.2.2 Complex
Computers (CISC)

Instruction  Set

CISC stands for Complex
Instruction Set Computers. They support
hundreds of Computers

supporting CISC can accomplish a wide

instructions.

variety of tasks, making them ideal for
personal computers.

Examples of CISC processors are
Intel 386 & 486, Pentium, Pentium II and
I11, and Motorola 68000.

3.5 Memory Devices

x |

A memory is just like a human
brain. It
instructions. Computer memory is the
storage space in the computer, where data

is used to store data and
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and instructions are stored. There are two
types of accessing methods to access (read
or write) the memory. They are sequential
access and random access. In sequential
access, the memory is accessed in an
orderly manner from starting to end. But,
in random access, any byte of memory can
be accessed directly without navigating
bytes. Different
memory devices are arranged according
to the capacity, speed and cost as shown
in Figure 3.6.

through previous

Figure 3.6 Memory Hierarchy

3.5.1 Random-Access Memory (RAM)

The main memory is otherwise
called as Random Access Memory. This
is available in computers in the form of
Integrated Circuits (ICs). It is the place in
a computer where the Operating System,
Application Programs and the data in
current use are kept temporarily so that
they can be accessed by the computer’s
processor. The smallest unit of information
that can be stored in the memory is called
as a bit. The memory can be accessed by
a collection of 8 bits which is called as
a byte. The bytes are referred by ‘B’ If a
computer has 1 megabyte of memory, then
it can store 10,48,576 bytes (or characters)
of information. [Hence 1MB is 1024KB
and 1 KB is 1024 Bytes, So 1024X1024
=10,48,576 Bytes]
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RAM is a volatile memory, which
means that the information stored in it is
not permanent. As soon as the power is
turned off, whatever data that resides in
RAM is lost. It allows both read and write
operations.

3.5.2 Types of RAM

There are two basic types of RAM
o Dynamic RAM (DRAM)

o Static RAM (SRAM)

These two types differ in the
technology they use to hold data. Dynamic
RAM being a common type needs to be
refreshed frequently. Static RAM needs
to be refreshed less often, which makes
it faster. Hence, Static RAM is more
expensive than Dynamic RAM.

3.5.3 Read Only Memory (ROM)

Read only memory refers to special
memory in a computer with pre-recorded
data at manufacturing time which cannot
bemodified. The stored programs that start
the computer and perform diagnostics are
available in ROMs. ROM stores critical
programs such as the program that boots
the computer. Once the data has been
written onto a ROM chip, it cannot be
modified or removed and can only be
read. ROM retains its contents even when
the computer is turned off. So, ROM is
called as a non-volatile memory.

3.5.3.1Programmable Read Only Memory
(PROM)

Programmable read only memory
is also a non-volatile memory on which
data can be written only once. Once a
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program has been written onto a PROM,
it remains there forever. Unlike the main
memory, PROMs retain their contents
even when the computer is turned off.

The PROM differs from ROM.
PROM is a blank
memory, whereas a ROM is programmed

manufactured as

during the manufacturing process itself.
PROM programmer or a PROM burner is
used to write data to a PROM chip. The
process of programming a PROM is called
burning the PROM.

3.5.3.2 Erasable Programmable
ReadOnly Memory (EPROM)

Erasable Programmable Read Only
Memory is a special type of memory which
serves as a PROM, but the content can
be erased using ultraviolet rays. EPROM
retains its contents until it is exposed
to ultraviolet light. The ultraviolet light
clears its contents, making it possible to
reprogram the memory.

An EPROM differs from a PROM,
PROM can be written only once and
cannot be erased. EPROMs are used
widely in personal computers because
they enable the manufacturer to change
the contents of the PROM to replace with
updated versions or erase the contents
before the computer is delivered.

Erasable

Figure 3.7 Programmable

ReadOnly Memory
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" Most of the EPROM chips
- Mow» have a transparent area at the
top surface which is covered
by stickers. If it gets removed, the
ultraviolet light in the sunlight may

erase the contents.

3.5.3.3ElectricallyErasable Programmable
Read Only Memory (EEPROM)

Electrically Erasable Programmable
Read Only Memory is a special type of
PROM that can be erased by exposing it
to an electrical charge. Like other types of
PROM, EEPROM retains its contents even
when the power is turned off. Comparing
with all other types of ROM, EEPROM is
slower in performance.

3.5.4 Cache Memory

The cache memory is a very high
speed and expensive memory, which is
used to speed up the memory retrieval
process. Due to its higher cost, the
CPU comes with a smaller size of cache
memory compared with the size of the
main memory. Without cache memory,
every time the CPU requests the data, it
has to be fetched from the main memory
which The
idea of introducing a cache is that, this

will consume more time.

extremely fast memory would store data
that is frequently accessed and if possible,
the data that is closer to it. This helps
to achieve the fast response time, Where
response Time, (Access Time) refers to
how quickly the memory can respond to a
read / write request. Figure 3.8 shows the
arrangement of cache memory between
the CPU and the main memory.
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CPU | == Cache =—5 Man
Memory
Fast Slow
Figure 3.8 Cache Memory Arrangement
3.6 Secondary Storage Devices
r |

A computer generally has limited amount
of main memory which is expensive
and volatile. To store data and programs
permanently, secondary storage devices
are used. Secondary storage devices serve
as a supportive storage to main memory
and they are non-volatile is nature,
secondary storage is also called as Backup

storage
3.6.1 Hard Disks

Hard disk is a magnetic disk on
which you can store data. The hard disk
has the stacked arrangement of disks
accessed by a pair of heads for each of the
disks. The hard disks come with a single
or double sided disk.

3.6.2 Compact Disc (CD)

A CD or CD-ROM is made from 1.2
millimeters thick, polycarbonate plastic
material. A thin layer of aluminum or
gold is applied to the surface. CD data is
represented as tiny indentations known as
"pits", encoded in a spiral track moulded
into the top of the polycarbonate layer. The
areas between pits are known as "lands".
A motor within the CD player rotates the
disk. The capacity of an ordinary CD-
ROM is 700MB.
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Fig 3.9 Compact Disc

3.6.3 Digital Versatile Disc (DVD)

A DVD (Digital Versatile Disc
or Digital Video Disc) is an optical disc
capable of storing up to 4.7 GB of data,
more than six times what a CD can hold.
DVDs are often used to store movies at a
better quality. Like CDs, DVDs are read
with a laser.

The disc can have one or two sides,
and one or two layers of data per side; the
number of sides and layers determines
how much it can hold. A 12 cm diameter
disc with single sided, single layer has 4.7
GB capacity, whereas the single sided,
double layer has 8.5 GB capacity. The 8 cm
DVD has 1.5 GB capacity. The capacity of
a DVD-ROM can be visually determined
by noting the number of data sides of the
disc. Double-layered sides are usually
gold-coloured, while single-layered sides
are usually silver-coloured, like a CD.

Fig 3.10 Digital Versatile Disc
3.6.4 Flash Memory Devices

Flash memory is an electronic

(solid-state) non-volatile computer
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storage medium that can be electrically
erased and reprogrammed. They are
either EEPROM or EPROM. Examples for
Flash memories are pendrives, memory
cards etc. Flash memories can be used
in personal computers, Personal Digital
Assistants (PDA), digital audio players,
digital cameras and mobile phones. Flash
memory offers fast access times. The
time taken to read or write a character
The
capacity of the flash memories vary from
1 Gigabytes (GB) to 2 Terabytes (TB). A
sample of flash memory is shown in Figure
3.11.

in memory is called access time.

Ll

Figure 3.11 Flash Memory
3.6.5 Blu-Ray Disc

Blu-Ray Disc is a high-density
optical disc similar to DVD. Blu-ray is the
type of disc used for PlayStation games and
for playing High-Definition (HD) movies.
A double-layer Blu-Ray disc can store up
to 50GB (gigabytes) of data. This is more
than 5 times the capacity of a DVD, and
above 70 times of a CD. The format was
developed to enable recording, rewriting
and playback of high-definition video, as
well as storing large amount of data. DVD
uses a red laser to read and write data. But,
Blu-ray uses a blue-violet laser to write.

Hence, it is called as Blu-Ray.
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Fig 3.12 Blu- Ray Disc
3.7 Ports and Interfaces
m .

The Motherboard of a computer
has many I/O sockets that are connected
to the ports and interfaces found on the
rear side of a computer (Figure 3.13). The
external devices can be connected to the
ports and interfaces. The various types of

ports are given below:

Serial Port: To connect the external

devices, found in old computers.

Parallel Port: To connect the printers,

found in old computers.

USB Ports: To connect external devices
like cameras, scanners, mobile phones,
external hard disks and printers to the

computer.

USB 3.0 is the third major version of the
Universal Serial Bus (USB) standard to
connect computers with other electronic
gadgets as shown in Figure 3.13. USB 3.0
can transfer data up to 5 Giga byte/second.
USB3.1 and USB 3.2 are also released.
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Figure 3.13 USB 3.0 Ports

VGA Connector: To connect a monitor or
any display device like LCD projector.

Audio Plugs: To connect sound speakers,
microphone and headphones.

PS/2 Port: To connect mouse and
keyboard to PC.

SCSI Port: To connect the hard disk
drives and network connectors.

USB Port
Network Port

Mouse Port

VGA Serial
Port Port™ power Supply
Keyboard Port
HDMI Port

Fig 3.14 Ports and Interfaces

High Definition Multimedia Interface
(HDMI)

Multimedia
interface

High-Definition
Interface is an audio/video
which transfers the uncompressed video
and audio data from a video controller,
to a compatible computer monitor, LCD

projector, digital television etc.

HDMI

Micro HDMI

Figure 3.15 HDMI Ports

Activity .&_,

Student Activity

Identify the components of a computer

external devices like

Connecting
printer/LCD projector.

Teacher Activity

Show the components of a computer

Display different ROM ICs
 Display the flash memory

o Demonstrate various ports and their
usage
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Part -1

1.

] Evaluation =
Choose the correct answer yH
Which of the following is sadi to be the brain of a computer? CYNONI
(a) Input devices (b) Output devices
(c) Memory device (d) Microprocessor
Which of the following is not the part of a microprocessor unit?
(a) ALU (b) Control unit
(c) Cache memory (d) register
How many bits constitute a word?
(a) 8 (b) 16
(c) 32 (d) determined by the processor used.

Chapter 3.indd 50

Which of the following device identifies the location when address is placed in the
memory address register?

(a) Locator (b) encoder
(c) decoder (d) multiplexer

Which of the following is a CISC processor?

(a) Intel P6 (b) AMD K6 (¢) Pentium III (d) Pentium IV
Which is the fastest memory?

(a) Hard disk (b) Main memory (c) Cache memory (d) Blue-Ray dist

How many memory locations are identified by a processor with 8 bits address bus
at a time?

(a) 28 (b) 1024 (c) 256 (d) 8000
What is the capacity of 12cm diameter DVD with single sided and single layer?

(a) 4.7 GB (b) 5.5GB (c) 7.8GB (d) 2.2 GB
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9. What is the smallest size of data represented in a CD?
(a) blocks (b) sectors (c) pits (d) tracks
10.  Display devices are connected to the computer through.
(a) USB port (b) Ps/2 port (c) SCSI port (d) VGA connector
Part - II
(1)  What are the parameters which influence the characteristics of a microprocessor?
(2)  What is an instruction?
(3) What is a program counter?
(4)  What is HDMI?
(5)  Which source is used to erase the content of a EPROM?
Part - III
(1)  Differentiate Computer Organization from Computer Architecture.
(2)  Classify the microprocessor based on the size of the data.
(3)  Write down the classifications of microprocessors based on the instruction set.
(4) Differentiate PROM and EPROM.
(5)  Write down the interfaces and ports available in a computer.
(6)  Differentiate CD and DVD
(7)  How will you differentiate a flash memory and an EEPROM?
Part - IV
(1)  Explain the characteristics of a microprocessor.
(2)  How the read and write operations are performed by a processor? Explain.
(3)  Arrange the memory devices in ascending order based on the access time.
(4)  Explain the types of ROM.
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Computer hardware

The physical parts or components of a computer, such as
the CPU, mother board, monitor, keyboard, etc.

Intel Corporation is an American multinational
corporation and technology company involving in

Intel
hardware manufacturing, especially mother board and
processors
. . Silicon chip is an integrated , set of electronic circuits on
Silicon chip . . s
one small flat piece of semiconductor material, silicon.
Multipurpose Multipurposeis several purpose
Address bus is a collection of wires that carry the address
Address bus , U
as bits
Data bus Data bus is a collection of wires to carry data in bits

Control bus

Control bus is a control line/collection of wires to control
the operations/functions

Arithmetic operations

Arithmetic operations are the mathematical operations on
data like add, subtract etc

Data Transfer

Data Transfer means moving data from one component to
another

Logical operations

Logical operations are the operations on binary/Boolean
data like AND, OR , NOT

Bidirectional

Bidirectional means both the directions/ways

Unidirectional

Unidirectional means only one direction

Access time

Access time is the time delay or latency between a request
to an electronic system, and the access being completed or
the requested data returned
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Unit I | Fundamentals of Computers

CHAPTER 4

Theoretical concepts of Operating System

m

. @Learning objectives

|

v' To know the concept of Operating
Systems and their types.

v To acquire the basic Knowledge of
Operating Systems and its functions.

4.1 Introduction to Software
m .|

A software is set of instructions
that perform specific task. It interacts
basically with the hardware to generate
the desired output.

4.1.1 Types of Software

Software is classified into
two types:

1) Application Software

2)  System Software Al Tl
CZ7HRT

Application Software:

Application software is a set of
programs to perform specific task. For
MS-word s
software to create text document and VLC
player is familiar application software to
play audio, video files and many more.

example an application

System Software:

System software is a type of
computer program that is designed to run
the computer’s hardware and application
programs. For example Operating System

and Language Processor
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4.2 Introduction to Operating
System (OS):

=, |

An Operating System (OS) is
a system software which serves as an
interface between a user and a computer.

This controls input, output and
other peripheral devices such as disk
drives, printers and electronic gadgets.
The functions of an Operating System
include file management, memory
management, process management and

device management and many more.

=y
N

..‘

Operating
a — ) 1
System
4,
/ \ h
Keyboard

Figure: 4.1 Operating System

Without an Operating System, a
computer cannot effectively manage all the
resources. When a computer is switched
on, the operating system is loaded in to
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the memory automatically. A user cannot
communicate directly with the computer

hardware, unless an operating system is
loaded.

Some of the popular Operating
Systems used in personal computers and
laptops are Windows, UNIX and Linux.
The mobile devices mostly use Android
and ioS as mobile OS.

4.2.1 Need for Operating System

Operating System has become
essential to enable the users to design
applications without the knowledge of the
computer’s internal structure of hardware.
Operating System manages all the Software
and Hardware. Most of the time there are
many different computer programmes
running at the same time, they all need to
access the Computers, CPU, Memory and
Storage. The need of Operating System is
basically - it is the interface between the

user and hardware.
Application
Software

Operating
=

Hardware

Figure: 4.2 Interaction of Operating system
and user

Operating  System  works as

translator, while it translates the wuser
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request into machine language(Binary
language), processes it and then sends
it back to Operating System. Operating
System converts processed information
into user readable form

Uses of Operating Systems

The following are few uses of Operating
System

The main use of Operating System is

A to ensure that a computer can be used
do to exact if what the user wants it

do.

A Easy interaction between the users
and computers.

A Starting computer operation
automatically when power is turned

on (Booting).
A Controlling Input and Output Devices

A Manage the utilization of main

memory.
A Providing security to user programs.

4.3 Types of Operating System

=, =

Operating System are classified
into the following types depending on
their processing capabilities.

4.3.1 Single User Operating Systems

An operating system allows only a
single user to perform a task at a time. It
is called as a Single user and single Task
operating system. For a user, a task is a
function such as printing a document,
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writing a file to disk, editing a file or
downloading a file etc. MS-DOS is an
example for a single user and single task
Operating System.

4.3.2 Multi-user Operating Systems

It is used in computers and laptops
that allow same data and applications to
be accessed by multiple users at the same
time. The users can also communicate with
each other. Windows, Linux and UNIX
are examples for multi-user Operating
System.

, Build a cheap computer with

- ﬁ]‘ raspbion OS and a Raspberry

Pi. raspbion OS is a platform

that's designed to teach how

to build a computer, what every part

of a circuit board does, and finally how

to code apps or games. The platform is
available in pre-designed Kkits

4.4 Key features of the Operating
System

=, u]

The various key features are given below

Features of

Operating

juswadeuey
A1owaA

Figure: 4.3 Key Features of the Operating
System
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4.4.1 User Interface (UI)

User interface is one of the
significant feature in Operating System.
The only way that user can make
interaction with a computer. If the
computer interface is not user-friendly,
the user slowly reduces the computer
usage from their normal life. This is a main
reason for key success of GUI (Graphical
User Interface) based Operating System.
The GUI is a window based system with a
pointing device to direct I/O, choose from
menus, make selections and a keyboard
to enter text.Its vibrant colours attract the
user very easily. Beginners are impressed
by the help and pop up window message
boxes. Icons are playing vital role of the
particular application.

Now Linux distribution is also
available as GUI based Operating System.
The following points are considered
when User Interface is designed for an

application.

1. The user interface should enable the
user to retain this expertise for a
longer time.

2. The user interface should also satisfy
the customer based on their needs.

3.The user interface should save user’s

precious time. Create graphical
elements like Menus,Window,Tabs,
Icons andreduce typing work will be
an added advantage of the Operating

System.

4. The ultimate aim of any product is
to satisfy the customer. The User
is

Interface also to satisfy the

customer.
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5. The wuser interface should reduce
number of errors committed by the
user with little practice the user
should be in a position to avoid errors

(Error Log File)
4.4.2 Memory Management

the
process of controlling and coordinating

Memory Management is

computer’s main memory and assigning
memory block (space) to various running
programs to optimize overall computer
performance. The Memory management
involves the allocation of specific memory
blocks to individual programs based
on user demands. At the application
level, memory management ensures the
availability of adequate memory for each
running program at all times.

The of
Management process is to improve both
the utilization of the CPU and the speed
of the computer’s response to its users

objective Memory

via main memory. For these reasons the
computers must keep several programs in
main memory that associates with many
different Memory Management schemes.

The Operating Systemisresponsible
for the following activities in connection
with memory management:

« Keeping track of which portion of
memory are currently being used and
who is using them.

o Determining which processes (or
parts of processes) and data to move
in and out of memory.
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of
memory blocks as needed by the

e Allocation and de-allocation

program in main memory. (Garbage
Collection)

4.4.3 Process management

Process management is function

that includes creating and deleting
processes and providing mechanisms
for processes to communicate and

synchronize with each other.

A process is the unit of work
(program) A
processing program being run by an

in a computer. word-
individual user on a computer is a process.
A system task, such as sending output to
a printer or screen, can also be called as a
Process.

A computer consists of a collection
of processes, they are classified as two
categories:

« Operating System processes which is
executed by system code

o User Processes which is execute by
user code

All these processes can potentially
execute concurrently on a single CPU.

A process needs certain resources
including CPU time, memory, files and
I/O devices to finish its task.

The Operating System isresponsible
for the following activities associated with
the process management:

o Scheduling processes and threads on
the CPUs
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o Creating and deleting both user and
system processes

« Suspending and resuming processes

o Providing mechanisms for process
synchronization

o Providing mechanisms for process
communication

The
mainly used to allocate the job (process)
to the processor.

following algorithms are

1. FIFO 2.SJF 3. Round Robin

4. Based on Priority
FIFO (First In First Out) Scheduling:

This algorithm is based on queuing
technique. Assume that a student is
standing in a queue (Row) to get grade
sheet from his/her teacher. The other
student who stands first in the queue gets
his/her grade sheet first and leaves from
the queue (Row). Followed by the next
student in the queue gets it corrected and
so on. This is the basic logic of the FIFO
algorithm.

Technically, the process that enters
the queue first is executed first by the
CPU, followed by the next and so on. The
processes are executed in the order of the
queue (row).

SJF (Shortest Job First) Scheduling:

This algorithm works based on the
size of the job being executed by the CPU.

Consider two jobs A and B.
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1) A =6kilobytes 2)B =9 kilo bytes

First the job “A” will be assigned
and then job “B” gets its turn.

Round Robin Scheduling

The Round Robin (RR) scheduling
algorithm is designed especially for time
sharing systems. Jobs (processes) are
assigned and processor time in a circular
method. For example take three jobs A, B,
C. First the job A is assigned to CPU then
job B and job C and then again A, Band C
and so on.

Based On Priority

The given job (process) is assigned
based on a Priority. The job which has
higher priority is more important than
other jobs. Take two jobs A and B. Let the
priority of A be 5 and priority B be 7.

Job B is assigned to the processor
before job A.

4.4.4 Security Management

The major challenge in computer
and software industry is to protect
user’s legitimate data from hackers. The
Operating System provides three levels of
securities to the user end. They are

(1) File access level
(2) System level
(3) Network level

In order to access the files created
by other people, you should have the
access permission. Permissions can either
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be granted by the creator of the file or
bythe administrator of the system.

System level security is offered by
the password in a multi-user environment.

Both windows and Linux offer the
password facility.

Network security is an indefinable
one. So people from all over the world try
to provide such a security.

All the above levels of security
features are provided only by the Operating
System.

4.4.5 Fault Tolerance

The Operating Systems should be
robust. When there is a fault, the Operating
System should not crash, instead the
Operating System have fault tolerance
capabilities and retain the existing state of
system.

4.4.6 File Management

File management is an important
function of OS which handles the data
storage The operating
System manages the files, folders and
directory systems on a computer. Any
type of data in a computer is stored in
the form of files and directories/folders
through File Allocation Table (FAT). The
FAT stores general information about
tiles like filename, type (text or binary),
size, starting address and access mode
(sequential/indexed / indexed-sequential/
direct/relative). The file manager of the

techniques.

operating system helps to create, edit,
copy, allocate memory to the files and also
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updates the FAT. The OS also takes care
of the files that are opened with proper
access rights to read or edit them. There
are few other file management techniques

available like Next Generation File System
(NTFS) and ext2(Linux).

4.4.7 Multi-Processing

This is a one of the features of
Operating System. It has two or more
processors for a single running process
(job). Processing takes place in parallel
is known as parallel processing. Each
processor works on different parts of the
same task or on two or more different
tasks. Since the execution takes place in
parallel, this feature is used for high speed
execution which increases the power of
computing.

4.4.8 Time-sharing

This is a one of the features of
Operating Systems. It allows execution of
multiple tasks or processes concurrently.
For each task a fixed time is allocated. This
division of time is called Time- sharing.
The processor switches rapidly between
various processes after a time is elapsed or
the process is completed.

For example assume that there
are three processes called P1, P2, P3 and
time allocated for each process 30, 40,
50 minutes respectively. If the process
P1 completes within 20 minutes then
processor takes the next process P2 for
the execution. If the process P2 could
not complete within 40 minutes, then the
current process P2 will be paused and
switch over to the next process P3.
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4.4.9 Distributed Operating Systems 4.5 Prominent Operating Systems
O |

This feature takes care ofthe Prominent OS are as follows:
data and application that are stored and
processed on multiple physical locations « UNIX
across the world over the digital network
(internet/intranet).  The  Distributed

e Microsoft Windows

Operating System is used to access shared « Linux

data and files that reside in any machine . iOS

around the world. The user can handle the

data from different locations. The users » Android

can access as if it is available on their own Modern operating systems use a
computer. Graphical User Interface(GUI). A GUI lets

ou use your mouse to click icons, buttons,
The advantages of distributed Y Y

d thing is clearly displayed
Operating System are as follows: FENS and everyting 1s cleally dispiaye

on the screen using a combination of
« Auserat one location can make use of graphics and text elements.

all the resources available at another

location over the network. OS can be either proprietary with a

commercial license or can be open source.

Many computer resources can be
added easily in the network Each Operating System's GUI has a

different look and feel, so if you switch to

Improves the interaction with the

. L . i
customers and clients. a different Operating System, it may seem

unfamiliar at first. However, modern

Reducestheload onthe host computer. Operating Systems are designed to be ease

of use and most of the basic principles are

the same.

== Windows

Lir_lux—é ‘ U Free BSD
Mac OS R
g Solaris

Red hat
=f.3 Sun Cobalt

Figure: 4.4 Distributed Operating Systems Figure: 4.5 Various Operating Systems
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Operating System

) 4 ¥
\ 4 \ 4
o Microsoft windows » UNIX
o Apple Mac OS o LINUX
« Apple iOS [Mobile o Google's Android
Device] [Mobile Device]

Figure: 4.6 Classification of Operating Systems according to availability

4.5.1 UNIX

UNIX is a family of multitasking, multi-user operating systems that derive originally
from AT&T Bell Labs, where the development began in the 1970s by Ken Thompson and
Dennis Ritchie.

4.5.2 Linux

Linux is a family of open-source operating systems. It can be modified and
distributed by anyone around the world. This is different from proprietary software like
Windows, which can only be modified by the company that owns it. The main advantage
of Linux operating system is that it is open source. There are many versions and their
updates. Most of the servers run on Linux because it is easy to customize.

Figure: 4.7 LINUX Ubuntu Operating System
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There few different
distributions of Linux, like Ubuntu,
Mint, Fedora, RedHat, Debian, Google's
Android, Chrome OS, and Chromium OS
which are popular among users.

are a

The Linux operating system was
originated in 1991, as a project of “Linus
Torvalds” from a university student of
Finland. He posted information about
his project on a news group for computer
students and programmers. He received
support and assistance from a large pool
of volunteers who succeeded in creating
a complete and functional Operating
System. Linux is similar to the UNIX

operating system.

m.5 B

Linux

- Distributions

Linux Redhat

Mint

Figure: 4.8 Linux Distributions

» Unixand the Cprogramming

" language were developed by

AT&T and distributed to

government and academic

institutions, which led to both being

ported to a wider variety of machine

families than any other operating
system.

4.5.3 Microsoft Windows

Microsoft Windows is a family of
proprietary operating systems designed
by Microsoft Corporation and primarily
targeted to Intel and AMD architecture
based computers.

» ReactOS
v “ﬂﬁ

alternative
being developed on the principles

is a Windows-

open source

operating system, which is

of Windows - without using any of

Microsoft's code.
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Figure: 4.9 Microsoft WindowsFolder Screen
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Figure: 4.10 Microsoft Windows Home Screen
4.5.4 Operating systems for mobile devices

Mobile devices such as phones, tablets and MP3 players are different from desktop
and laptop computers and hence they need special Operating Systems. Examples of mobile
Operating Systems are Apple iOS and Google Android. The iOS running on an iPad is
shown in Figure 4.12.

Figure: 4.11 Various Mobile Devices

Operating systems for mobile devices generally are not as fully featured as those
made for desktop and laptop computers and they are not able to run all software.
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4.5.5 Android

Android is a mobile operating system developed by Google, based on Linux and
designed primarily for touch screen mobile devices such as smart phones and tablets.
Google has further developed Android TV for televisions, Android Auto for cars and
Android Wear for wrist watches, each with a specialized user interface. Variants of Android
are also used on game consoles, digital cameras, PCs and other electronic gadgets.

ﬁANDROlD VERSION UNTIL NOW !!!
’h

£ r- -\ | oy -
e e s

Alpha Beta Cupcake Donut Eclair Froyo Gingerbread

A B C D E F G

& T WL TN

Ice Cream
Honeycomb . .. JellyBean Kitkat Lollipop Marshmallow Nougat

H I J K L M N

Figure: 4.12 Android Mobile Open Source versions

4.5.6 iOS - iPhone OS ; m Wi
.~ AP

iOS (formerly iPhone OS) is a Messages CalendarPhotos Camera
mobile Operating System created and L J ALV E
developed by Apple Inc., exclusively for its Y(;m'e o ap Weather
hardware. It is the Operating System that @ "“ : = 4 |
i : - —

presently powers many of the company's

Clock Contacts Calculator Yoie

memos

e o e TDEE®
iPad and iPod Touch. It is the second most 4 T

jTunes App Store Settings Compass

mobile devices, including the iPhone,

popular mobile Operating System globally

after Android. | : W ?

G ey

Phone Mail _ Safari iPod-l
Figure: 4.13 iOS - iPhone Home Screen
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4.6 Student Activity

Activity 1: Draw a line between the operating system logo and the correct description.

=,

Activity &

A command-line

operating system 1is an
example of Open Source
software development and
Free Operating System

Designed to
be used for the
Apple iPhone

.

A popular Operating
System for mobile phone
technology which is

not linked with Apple
products.

Used with Apple computers
and works well with cloud
computing.

q

MacOS

Is an Operating System
that is very popular in
universities, companies,
bigenterprises etc

Unix

The most popular GUI
Operating System for
personal computers.

Activity 2: Discuss and provide the suitable answers for the questions below.

One of the functions of an Operating System is multi-tasking

1) Explain one reason why multi-tasking is needed in an operating system

2) State two other function of an Operating System

4.7 Teacher Activity:

1. Install two different Operating Systems in a single computer.

2. Create a virtual Operating System using virtualization software.

|
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Part1

1)

2)

3)

4)

5)

6)

7)

8)

Chapter 4.indd 65

Evaluation

Operating system is a

A)Application Software ~ B) Hardware = C)System Software = D)Component

Identify the usage of Operating Systems

A)Easy interaction between the human and computer

B)Controlling input & output Devices

. " —

CZGDTG

C)Managing use of main memory

D)AII the above

Which of the following is not a function of an Operating System?
A)Process Management B)Memory Management
C)Security management D)Complier Environment

Which of the following OS is a Commercially licensed Operating system?
A)Windows B)UBUNTU C)FEDORA D)REDHAT

Which of the following Operating systems support Mobile Devices?
A)Windows 7 B)Linux C)BOSS D)iOS

File Management manages

A)Files B)Folders C)Directory systems D)AII the Above
Interactive Operating System provides

A)Graphics User Interface (GUI) B)Data Distribution
C)Security Management D)Real Time Processing
Android is a

A)Mobile Operating system BOpen Source

C)Developed by Google D)AIl the above
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9) Which of the following refers to Android operating system’s version?

A)JELLY BEAN  B)UBUNTU  C)OS/2  D)MITTIKA

Part II

1) What are the advantages of memory management in Operating System?

2) What is the multi-user Operating system?

3) What is a GUI?

4) List out different distributions of Linux operating system.

5) What are the security management features available in Operating System ?
6) What is multi-processing?

7) What are the different Operating Systems used in computer?

Part II1
1) What are the advantages and disadvantages of Time-sharing features?
2) Explain and List out examples of mobile operating system.
3) What are the differences between Windows and Linux Operating system?
® 4) Explain the process manangement algorithms in Operating System. ®
Part IV

1) Explain the concept of a Distributed Operating System.

2) Explain the main purpose of an operating system.
3) Explain advantages and disadvantages of open source operating systems.
iﬁ References

1) Silberschatz, galvin gagne, Operating System concepts — john wiley&sons,inc
2) Andrew s. Tanenbaum, modern Operating Systems - pearson publication

3) Andrew s. Tanenbaum , Operating Systems design and implementation, prentice
hall publication

4) Tom anderson, Operating Systems: principles and practice, recursive books

5) Thomas w. Doeppner, Operating Systems in depth: design and programming, john
wiley & sons, inc
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Unit I | Fundamentals of Computers CHAPTER 5

Part - I : Working with Windows 7

=,
a R | |

D_O Learning Objectives i 5.1. Introduction to Operating System
After learning the concepts in this An Operating System (OS) is
chapter, the students will be able a system software (Figure 5.1) that
enables the hardware to communicate
« To know the concepts of Operating and operate with other software. It also
System. acts as an interface between the user and

the hardware and controls the overall

e To know the versions of the windows execution of the computer.

operating system.

User 1 | | User 2 User 3
o To know the concepts like desktop
and the elements of window.
Y
o To explore the document window.
System Application
o To compare the different types of Softwares Softwares
icons. Software
« To explore the windows directory Clpeiaiing Lo
structure.
o To practice creating files and folders Hardware | CPU || RAM 1/O
in specific drives.

. To manage the files and folders. Figure 5.1. Overview of an Operating

System

o To know the procedure to start and
Followingare some of the important

shutdown the computer.
functions of an Operating System as

discussed in the previous chapter:

e« Memory Management

e Process Management

o Device Management

» File Management
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« Security Management

« Control overall system performance
o Error detecting aids

o Coordination between other software
and users

The most popular Operating System are
as follows:

« Windows Series - for desktop and
laptop  computers.

e Android - for smart phones.

o iOS - for Apple phones, i-Pad and
i-Pod.

e Linux - Open source Operating
System  for desktop and server.

5.2. Introduction to Windows Operating
System

Every computer needs an Operating
System to function. Microsoft Windows is
one of the most popular Graphical User
Interface (GUI). Multiple applications can
execute simultaneously in Windows, and
this is known as “Multitasking”.

5.3. Various versions of Windows

Windows Operating System uses
both Keyboard and mouse as input
devices. Mouse is used to interact with
Windows by clicking its icons. Keyboard
is used to enter alphabets, numerals and
special ~ characters.

Some of the functions of Windows
Operating System are:

o  Access applications (programs) on the
computer (word processing, games,
spread sheets, calculators and so on).

e Load any new program on the
computer.

e Manage hardware such as printers,
scanners, mouse, digital cameras etc.,

o File management activities (For
example creating, modifying, saving,
deleting files and folders).

o Change computer settings such as
colour scheme, screen savers of your
monitor, etc.

With reference to the Table 5.1, let us see the

versions of Windows Operating System.

‘ ‘ Chapter 5.indd 68

Versions Year Specific features
i o Introduction of GUI in 16 - bit. processor
Windows . .
. 1985 |« Mouse was introduced as an input
X
device.
WINL
e Supports to minimize or maximize
windows.
Windows
5 1987 |+ Control panel feature was introduced
X
with various system settings and
customising  options.
o Introduced the concept of multitasking.
Windows o Supported 256 colours which brought
1992
3.x a more modern, colourful look to the
interface.
68
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®
’EEEEE. e Introduced Start button, the taskbar,
Windows E:EE 1995 Windows Explorer and Start menu.
oy ®
95 “ea o Introduced 32 - bit processor and
focused more on multitasking.
::-== . o Integration of the Web browser (Internet
Windows ::::5! Explorer) with the Operating System.
98 :EEE’ 1998 |« DOS gaming began to disappear as
Windows based games improved.
« Plug and play feature was introduced.
i
Windows TH . .
NT .:::E’ « Designed to act as servers in network.
Windows o It introduced automated system
Me i& "Windows /)¢ | 2000 | diagnostics and  recovery tools.
o Served as an Operating System for
business desktop and laptop systems.
« Four versions of Windows 2000 were
Windows -_ released: Professional (for business
2000 % 2000 | desktop and laptop systems), Server
(both a Web server and an office server),
Advanced Server (for line-of-business
applications) and Data Centre Server
(for high-traffic computer networks).
Windows o Introduced 64-bit Processor.
W
Xp 2001 |« Improved Windows appearance with
themes and offered a stable version.
Wind
asgws 2006 |« Updated the look and feel of Windows.
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Windows 7

2009

« Booting time was improved, introduced
new user interfaces like Aero Peek,
taskbar,

etc.

pinning  programs  to

handwriting and

Internet Explorer 8.

recognition

L] =em VWindows 8

2012

» Windows 8 was faster than previous
versions of Windows.

« Start button was removed.

» Windows 8 takes better advantage of
multi-core processing, solid state drives
(SSD), touch screens and other alternate
input methods.

« Served as common platform for mobile
and computer.

Windows
10

Windows 1

2015

« Start Button was added again.

» Multiple desktop.

o Central Notification Center for App
notification and quick actions.

« Cortana voice activated personal assistant.

Table 5.1 Versions of Windows Operating System.

5.4. Handling the mouse

Before learning Window Operating System,
you should know more about mouse and its
actions.

Right Click

Left Click

Figure 5.2.Mouse actions
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The following are the mouse actions:

Action Reaction
Point to an | Move the mouse pointer over
item the item.
Point to the item on the
Click screen, press and release the
left mouse button.
Point to the item on the
screen, press and release the
. : right mouse button. Clicking
Right click 0 right mouse button
displays a pop up menu with
various options.

Point to the item on the
screen, quickly press twice
the left mouse button.

Double-click

Point to an item then hold
the left mouse button as you
move the pointer and when
you have reached the desired
position, release the mouse

Drag and drop

button.
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5.5. Windows Desktop

The opening screen of Windows is

called  “Desktop”

The desktop of your computer may
look different from what is seen in Figure
5.3.

This is because Windows allows you
to change the appearance of the desktop.

In Figure 5.3, the desktop shows
the Start button, Taskbar, Notification
Area and date and time.

5.5.1. The Icons

Icon is a graphic symbol
representing the window elements like
tiles, folders, shortcuts etc., Icons play a

vital role in GUI based applications.
5.5.1.1.Standard Icons

The
on desktop by default while installing
Windows OSarecalled standardicons. The
standard icons available in all Windows
OS are My Computer, Documents and
Recycle Bin.

icons which are available

m » You can move to the Desktop any time by pressing the Winkey + D or using
- "KNOW!

" Aero Peek while working in any application. You can see Figure 5.4 to know

~ where Aero peek lies in the Taskbar.

Start Button

Figure 5.3. Microsoft Windows 7 Desktop

Notification Area

Aero peek button

Figure 5.4. Aero peek button
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5.5.1.2. Shortcut Icons:

Shortcut icons can be
created for any application or

Application
tile or folder. By double clicking
Icon
the icon, the related application
or file or folder will open.
This represents the shortcut to
open a particular application.
(Figure5.5) Folder
Icon
5.5.1.3. Disk drive icons:
The disk drive icons
graphically represent five disk
drive options. (i) Hard disk
(i) CD-ROM/DVD Drive (iii)
Pen drive (iv) Other removable
storage such as mobile, smart
phone, tablet etc., (v) Network
drives if your system is
connected with other system.
(Figure 5.6)
Figure 5.5.The types of Icons
L d disk drives with
é PYDRWDrve (F) Variou§ Disk drive I_‘ff):al alnsd rszzfn:v;;
41-P(9) teons space available
Local Disk (C:) Local Disk (D) Local Disk (E:)
o S restioss P Mmoo P b 0o esal 1160 '
Lecal Disk (G:) Main (H:) KannanD ()
P o ierecomone WP Boteneoi sz S MiGoiearnies
New Volume ():) KannanE (K:) KannanG (L:)
P SCreecisiogs WP MaGonecimoo S oo Coneamice
“Q-Z()
Removable Disk (0:)
- W:J —> Removable Storage (pen drive)

Figure 5.6.Disk drive Icons
5.6. The Window

Window is a typical rectangular area in an application or a document. It is an area
on the screen that displays information for a specific program.
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5.7. Application Window

It is an area on a computer screen
with defined boundaries, and within which
information is displayed. Such windows
can be resized, maximized, minimized,
placed side by side, overlap, and so on.

An Application Window contains
an open applicationi.e. current application
such as Word or Paint. When two or more
windows are open, only one of them is
active and the rest are inactive. Figures 5.7
and 5.8 display the Application Window
of OpenOffice Writer and the appearance
of the Multiple Windows opened
(overlapped) in the Desktop.

5.8. Document Window

Title bar with tit*le of the document

A document window is a section of
the screen used to display the contents of
a document. Figure 5.9 is an example of a
document window.

Note _I

i D
When you open any =
application, such as OpenOffice
Writer, OpenOffice Impress or

OpenOffice Calc etc., you will find
two Windows on the screen. The larger
Window is called the Application
Window. This Window helps the user
to communicate with the Application
program. The smaller window, which
is inside the Application Window, is
called the Document window. This
Window is used for typing, editing,
drawing, and formatting the text and
graphics.

{2 Untithed 1 - OpenOiffice Writer

L

Fie Efit Yiew [owent Foomat Table ook Window Help =
BrBrde v BES TE « r @ @E T W FedTe § =
) petaun [=] [1mestewroman  [=] 2| (-] B 7 U [E]= = m @R = a =
i Z.'..Z.L'.'..'E" i;: 2.;.3...1...;... .'-'?';'-5";i"'lﬂ"'i;"l!';'ﬁ' L] ..,'!,t- 8..
=

)
:E e
|~ Menu bar ' ‘ E*
8| =B
. o
| - Tools bar g
: o
E :
1 A

) . nwor\( are '

- APP“Q&UO

;_ Scroll bars '

i @

; (@]

x| m T | rm
| Pagel /1 | Defauh Tamil INSET | 5T DBRM gt a'mu'

Figure 5.7. Application Window
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= [ Home | tnse | Page Liyout - References Mailings  Review View | %

'ﬂ‘j &  Bookman Old Style =(12° = ! A
K| " r'

Chptoand = | » Computer » -.-|4.|.|| Sogreh Cormputer

..v.'T=.' File Edit View Took Help

Organze ™ fle it View Higtory fookmaris Iooks elp

v A Favorites G windows 7 - Google Search X

: B Deskiop -

2 . Downloads 2 O D& httpsfiwe s B | B =

' s Recent Placd =
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E ke Google Drivi About 5,65,00,000 results (0.52 seconds) =3

vaial

Download Windows 7 Disc Imag
hitps-ffwww microsoft.com/en-in'software
If you need o install or reinstall Windowsa T,
io creaie your own installation media using &
derwnioad Windows T Salect aithar the 3

Windows 7 (Windows) - Downlo

https:fAvindows-T-home-premium.en.soft

Windows 7 (Windows), free and safe downi

Venerable Operating System Legacy. Windc ~
k

Figure 5.8. Multiple Windows opened in Desktop

A 1. . . .
pplication Window Document window
{8 Untited 1 - OpenOffice Wrter i

e [ Yiww fasn Fgear Tosie Took Mindow Help :

B e ﬂﬂﬂ"ﬁgn Ll e | @ ﬁi;mm
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Document Area

P | m ] ]

T e
M . | — .

Figure 5.9.Document Window
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5.9. Elements of a window

Figure 5.10 helps to understand the elements of a window.

5.9.1. Title Bar - The title bar will display the name of the application and the name of the

document opened. It will also contain minimize, maximize and close button.

Title Bar
Corners Borders Corners
< T —_
[ |2 Unttied 1- Opentice Wrker ' = h=lE
Tﬁﬁnmmwrnmwm»MenuBar * T

‘) Detan

B-l-0= 0 BOR $E «

o] imeitentomen  [rliz [z] B 7 U [E]x xm [l]% = ]

G-¢ -0 M- W gl At §

[w] | e S e R et

T B

L I T e I

| - o
- o)
= -
o &
Y Scroll Bar iz
3 Workspace 2 .

(=
i [ J F A
l Pagetsl |Oefiuk | Tamil |INSKT |5TO | | OB (g ——— @ 1% l
Farer———— —— —— reea— - T——eeee———rreatu el
P —
Borders
Corners Corners

Figure 5.10 The elements of a window.

5.9.2 Menu Bar

The menu bar is seen under the title
bar. Menus in the menu bar can be
accessed by pressing Alt key and the
letter that appears underlined in the
menu title. Additionally, pressing
Alt or F10 brings the focus on the
first menu of the menu bar.

In Windows 7, in the
absence of the menu bar, click
Organize and from the drop
down menu, click the Layout
option and select the desired
item from that list.
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Organize = System properius Uninstall of change a program

E:; T @ 30% - 39% free (1)
[0 paste

Unda =

Redo —

Select all
L tayout ¥ Menu bar ¥

Folder and search options v Details pane se (1)
X Delete Tl Preview pane

R, | Navigation pane

Remaove properties —

B -

Close

Figure 5.11. To display Menu Bar

Figure 5.11 helps to understand how to make menu
bar visible in its absence.
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5.9.3. The Workspace arrow when positioned over a border or a
corner. Drag the border or corner in the
direction indicated by the double headed
arrow to the desired size as shown in

The workspace is the area in the
document window to enter or type the text

f d t. Fi 5.10 Sh th
of your doctiment. tigure ows the Figure 5.10. The window canbe resized

by dragging the corners diagonally across
5.9.4. Scroll bars - The scroll bars are the screen.

workspace area in the document window.

used to scroll the workspace horizontally
) ) 5.10. Explore the Computer
or vertically. Figure 5.10 shows the Scroll

bars. 5.10.1. Start Menu

5.9.5. Corners and borders In the lower left-hand corner of the
windows screen is the Start button. When
you click on the button, the Start menu
will appear. Using the start menu, you can

The corners and borders of the window
helps to drag and resize the windows. The

mouse pointer changes to a double headed .o
start any application.

s £
2
I_

|_5':§ Microseft Office Publisher 2007 This symbol
G paint Kannan indicates
Do Sub menu is
f22 Microsoft Office Word 2007 )
.n.. Pictures attaChed tO thlS
& VLC media player .
b= Music Optlon
P8 . obat Reader DC .
oo et e Modify system
“_/ Motepad . Settll’lgS
Computer
. . | Microsoft Office PowerPoint 2007 .
View a list of [ oot Ofce Powepoim 207 » 2.5 Add / Modify
installed B o=+ el devices and
Programs i Printer settings
g e OpenOffice Default Programs g
a TNDGENR[2017-2018] e o] St
- Get Help
'oiu | Geany
SearCh BOX & FastStone Capture
Al Bt Log off / Restart /
Start | |Sear:h programs and files p | | rs_imm Shutdown
Button e e —
Figure 5.12 - Start Menu
Taskbar

At the bottom of the screen is a horizontal bar called the taskbar. This bar contains
(from left to right) the Start button, shortcuts to various programs, minimized programs
and in the extreme right corner you can see the system tray which consist of volume
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control, network, date and time etc. Next to the Start button is the quick Launch Toolbar
which contains task for frequently used applications.

Start Button

19:35
11-03-2018

Minimized program /
Folders

show \ di 19:35
hidden icons = T 11402-2018

Default Network ~ Adjustment

Aero peek

Time and button
Date

Language con

Figure 5.13.Taskbar

5.10.2. Computer Icon

By clicking this icon, the user can see the disk drivers mounted in the system. In
@ windows XP, Vista, this icon is called "My computer” in Windows 8 and 10, it is called
"This PC". The functionality of computer icon reamins the same in all versions of windows

as shown in Figure 5.14.

5.10.3. Starting and Closing Applications

Most of the applications installed on your computer are available through the start
menu. Depending on the system setup, the applications in the Start menu varies. To start
an application:

1. Click the Start button and then point to All Programs. The Program menu appears.
(Figure 5.15)

2. Point to the group that contains the application you want to start, and then click the
application name.

Windows XP Windows 7 Windows 8 Windows 10

™

My Computer

This PC

Figure 5.14. Computer icon in versions of Windows OS
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Adobe Photoshop C53 »

- &
!ﬁ:( Microsoft Office Excel 2007 >

ﬁ OpenOffice Impress

G.- Windows Live Movie Maker 4

_gg Paint b

ﬁ PresentationTube Recorder

- )
!' Oracle VM VirtualBox

E Articulate Storyline 3 4

| 2 Programs

|Sen:m:‘h programs and files jo ‘

Figure 5. 15.Starting a applicatioin using Start menu

3. You can also open an application by clicking Run on the Start menu, and the name of
the application. (Figure 5.16)

= ' - :
T

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

Open: | excel|

Figure 5.16.Starting a program using Run option

4. To quit a application, click the Close button in the upper right corner of the application
window. (Figure 5.17)
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Seng|

B Propeniec.. 1'
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B Page Previow !

& Print. Cir-F 2
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| EEE ara [l
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| Fagel /] | Delsuk Tarmdl | BNSRT | 5TD _ oA e w “ @ | 100% |

Figure 5.17.Closing the application using Close button and Exit option

5. You can also quit an application by clicking on File > Exit and File > Close option in
Windows 7. (Figure 5.17)

Workshop 3sag
1. ¢ Start the application Wordpad using Start menu and Run option.

¢ Close the Wordpad application using File menu.

5.11. Managing Files and Folders

In Windows 7, you can organize your documents and programs in the form of files
and folders. You can move, copy, rename, delete and search the files and folders.

5.11.1. Creating files and Folders
5.11.1.1 Creating Folders

You can store your files in many locations - on the hard disk or in other devices. To
better organise your files, you can store them in folders.
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There are two ways in which you can

¥ * Computer » New Volume (D) »

create a new folder: Eait View Tools Help
Shar with * |iibrary = Share with = Slide show
Method I: bl SR kit
Create shortcut [#] shancut
Lelelz & Microsoft Office Access 2007 Database
Step 1: Open Computer Icon. Rename - ";m Mimfm s
b i ®  CorelDRAW X5 Graphic
Step 2: Open any drive where you want to Close B Contact
create a new folder. (For example & Google Drive Fa worel THOTO TAMT 25w
B Links 4 Micrasoft Office Word Docurnent
select D) ). My Badap Files i OpenDocument Drawing
E My Documents # OpenDocument Presentation
Step 3: Click on File - New — Folder. B MyMusic ¥ OpenDocument Spreadsheet
E My Picures £ OpenDocument Text
Step 4: A new folder is created with the B Myvides |8l Mo CHICR Powmryus Dsasentator
« Y ] By Saved Games &9 Microsoft Office Publisher Document
default name “New folder”. (Figure > B WInRAR archive
I 5 Text Document
> 9) : :ﬁ:mm E ﬂmﬂ;rmmmw:
Step 5: Type in the folder name and press iy Computer 8 o
i Metwrork

Enter key. (Figure 5.20 shows the

newly created Folder named “Test
Folder ").

T

= » Computer » New Volume (D:) »
—_— I

Help

File Edit View Tools

Figure 5.18. Creating a Folder using File

menu

Organize ~ :; Open Include in library ~

Share with ~

Slide show

E-mail

Burn New folder

| Application Data
B Contacts

My Desktop

l¢ Downloads

L. Favorites

I Google Drive

4 File folder (2)

~

AL
—~ File folder

‘ 1’ Flle ‘folder

Figure 5.19. New Folder created with the default name

_ Voo » Computer » New Volume (D:) »

File Edit View Tools Help

Crganize > E Open Include in library =

Share with =

Slide show

E-mail Burn New folder

. Application Data
B Contacts

by Deskiop

l4 Downloads

L. Favorites

v J&. Google Drive

4 File folder (2)

.

CoAL
—~ File folder

b

[Test Folde] ]
File folder
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Figure 5.20. Renaming the new Folder
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Method II:

In order to create a folder in the
desktop:

Step 4: The name of the folder will change.

Workshop 3@

2. Create a Folder in My Documents

‘ ‘ with your name using any one of the
Step 1: In the Desktop, right click > New methods  discussed.

> Folder. (Figure 5.21 Shown the = .
procedure)

5.11.1.2 Creating Files (Wordpad)
Step 2: A Folder appears with the default
name “New folder” and it will be
highlighted as shown in the Figure

5.22.

Wordpad is an in-built word processor
application in Windows OS to create and
manipulate text documents.

In order to create files in wordpad

Step 3: Type the name you want and press

Enter Key. you need to follow the steps given below.

Refresh

Paste
Paste shortcut
Undo Rename

Ctrl+Z

Folder

Graphics Properties... Shortcut

Graphics Options 4
Microsoft Office Access 2007 Database

Flash ActionScript File
CorelDRAW X5 Graphic

Contact

Corel PHOTO-PAINT X5 Image
Microsoft Office Word Document

:New 4

' Screen resolution
!-i Gadgets

S OEE eSS B

OpenDocument Drawing

OpenDocument Spreadsheet
OpenDocument Text

b fﬁ Microsoft Office PowerPoint Presentation
‘3.151 Microsoft Office Publisher Document

R WIinRAR archive

k10

ﬁ OpenDocument Presentation
=

B

Figure 5.21. Creating a folder in the desktop
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1. Click Start — All Programs —
Accessories - Wordpad or Run —
type Wordpad, click OK. Wordpad 9 ey v

Computer Google Earth CIDTL
window will be opened as shown in Pro
Figure 5.23.

2. Type the contents in the workspace g @

and save the file using File — Save or Recycle Bin Mo
Ctrl + S. StartSma..

ro *

AN T )

3. Save As dialog box will be opened.

4.  In the dialog box, select the location
where you want to save the file by
using look in drop down list box.

5.  Type the name of the file in the file
name text box.

6.  Click save button.

Workshop gsas
3. Open the Wordpad application a!l-!-' Figure 5.22 New folder icon on the dektop

save it under a folder created with
your name in My Documents.

5.11.2. Finding Files and Folders

You can use the search box on the Start menu to quickly search a particular folder
or file in the computer or in a specific drive.

To find a file or folder:
1.  Click the Start button, the search box appears at the bottom of the start menu.

2. Type the name of the file or the folder you want to search. Even if you give the part
of the file or folder name, it will display the list of files or folders starting with the
specified name. (Figure 5.24)

3. The files or the folders with the specified names will appear, if you click that file, it
will directly open that file or the folder.
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Figure 5.23. Wordpad - Word Processor application

4. There is another option called “See
more results” which appears above
the search box.

5. If you click it, it will lead you to a
Search Results dialog box where you
can click and open that file or the
folder.

Searching Files or folders using
Computer icon

1. Click Computer Icon from desktop

or from Start menu.

2. The Computer disk drive screen will
appear and at the top right corner
of that screen, there is a search box
option. (Figure 5.25)

3. Typethe name of the file or the folder
you want to search. Even if you give
the part of the file or folder name, it
will display the list of files or folders
starting with the specified name.
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E‘_ﬂ Working with Windows Final.docx
E’ﬁ Working with windows.docx

= Working with Windows Final.pdf
E’ﬁ Working with Windows.docx

= Working with windows - Copy.pdf
L=

~ Working with windows.pdf

+ Working with windows.pdf

E’ﬁ Working with windows.docx

E’ﬁ Unit 1 - Chapter 5 -Part I - 06-02-18.docx
&4 Unit 1 - Chapter 5 -Final.docx

F‘j Unit 1 - Chapter 5 - Corrected.docx

E’ﬁ Computer Science - Maths. - XLdocx

Ej 5291-cidtt-assignment-1-design.doc

E’ﬁ Print Presentation.docx

E’ﬁ Final Presentation print.docx

E’ﬁ Chapter8commerce.docx

E’ﬁ Unit 1 - Chapter 5 -Part I - 06-02-18.docx
E’ﬁ Grade 12 Physics Lab.docx

E’ﬁ Networking.docx

Eﬁ Working with Keyboard.docx

}3 See more results

|working with win| X ‘ ‘

B clejol:

Figure 5.24. Finding a File/Folder using
Start button

‘ 1
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Figure 5.25. Finding a File/Folder in the Computer icon screen

4. Just click and open that file or the folder.

Workshop gsad

4. Find the file created in Workshop-3 using the above
procedure

5.11.3. Opening existing Files or Folders
The most common way of opening a file or a Folder is to double click on it.
5.11.4. Renaming Files or Folders

There are number of ways to rename files or folders. You can rename using the File menu,

left mouse button or right mouse button.
Method 1

Using the FILE Menu

1. Select the File or Folder you wish to Rename.
2. Click File— Rename.

3. Type in the new name.

4. To finalise the renaming operation, press Enter as in Figure 5.26.

84

Chapter 5.indd 84 @ 09/04/18 12:34 PM



1 NEEE ®

Chapter 5.indd 85

G-

= » Computer » New Volume (D:) »

- Edit View Tools Help

B Lo o &

Open

Open in new window

Add to VLC media player's Playlist
Open as Notebook in OneMNote
Play with VLC media player

Share files via SHAREit

AIMP3

Share with

Add to archive...

Add to "SCERT.rar"

Compress and email...

Compress to "SCERT.rar" and email
WinZip

Restore previous versions

Scan with K7AntiVirus...

Include in library

Send to
New

Create shortcut
Delete
Rename
Properties

}"’

Share with

Sl

3)

Test Fol

L

der

b

i

SCERT

Figure 5.26. Renaming File/Folders using the File menu

GO~

= ¢ Computer » New Volume (D:) »

File Edit

Crganize

View Tools Help

- | Open Include in library ~

Share with =

Slide show

| . Application Data *

&5 Contacts

M Deskiop
14 Downloads

I Favorites
& Google Drive

4 File folder (3)

E R

Test Folder

Figure 5.27.Folder renamed

85

-

i

SCERT-DPI

Figure 5.27, you can see that the folder is renamed as SCERT-DPI from SCERT.

09/04/18 12:34 PM



Method 2
Using the Right Mouse Button

1. Select the file or folder you wish to
rename.

2. Click the right mouse button over the
file or folder. (Figure 5.28)

3. Select Rename from the pop-up menu.
4. Type in the new name.

5. To finalise the renaming operation,

press Enter.

6. Figure 5.29. Shows that the folder "New
Folder" is renamed as C++.

Open

Add to VLC media player's Playlist
Open as Notebook in OneMNote
Play with VLC media player

Share files via SHAREIt

Add to Windows Media Player list
Play with Windows Media Player

AIMP3 4
Share with 4
Add to archive...

Add to "New folder.rar”

Compress and email...

Compress to "New folder.rar” and email
WinZip LS
Restore previous versions

Scan with K7AntiVirus...

Include in library 4

Send to 4
Cut
Copy

Create shortcut
Delete
Rename

Properties

L] €=

Figure 5.28. Renaming File/Folders using
the Right Mouse Button
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MySyncUP...

Electric

StartSma... charge

Figure 5.29. New Folder is renamed as C++
Method 3
Using the Left Mouse Button

1. Select the file or folder you wish to

rename.

2. Press F2 or click over the file or folder.
A surrounding rectangle will appear

around the name.
3. Type in the new name.

4. To finalise the renaming operation,

press Enter.

Workshop i_ij

5. Rename the file created by you using

the File menu, left mouse button or
right mouse button.

5.11.5. and

Folders

Moving/Copying Files

You can move your files or folders to other

areas using variety of methods.
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Moving Files and Folders
Method I-CUT and PASTE

To move a file or folder, first select the
file or folder and then choose one of
the following:

o Click on the Edit — Cut or Ctrl + X
Or right click — cut from the pop-up
mendu.

o To move the file(s) or folder(s) in the
new location, navigate to the new
location and paste it using Click Edit
— Paste from edit menu or Ctrl + V
using keyboard.

« Or Right click — Paste from the pop-
up menu. The file will be pasted in the
new location.

Method II - Drag and Drop

In the disk drive window, we have two
panes called left and right panes. In
the left pane, the files or folders are
displayed like a tree structure. In the
right pane, the files inside the specific
folders in the left pane are displayed
with various options.

o In the right pane of the Disk drive
window, select the file or folder you
want to move.

o Clickand dragthe selected file or folder
from the right pane, to the folder list
on the left pane.

o Release the mouse button when the
target folder is highlighted (active).

« Your file or folder will now appear in
the new area. Figure 5.30 shows how
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to move files or folders using drag and
drop method.

GO_I. ¥ Computer & New Volume (0 » ALL »

File Edit View Tools Help
Crganize = “JOpen  Includeinlibrary = Share with =
B My Videos N =
b Saved Gamis B EF
L Searches b KeepVid Pro Converted
L Symclp L. Keapiid Pro Dovnloaded
| WirtwalBax Vg I Kespid Pro Recorded
& Computer b Mami
&= 05 (C) L. PAL-Math
= New Valur o | L pdf
)AL | Photos
). SCERT-D L Prakazh
b Testfoide & || '} premiere poo
= N Coatsan
w New Vollime TE] o Mo 10 Test Folder
I S T = resource Persons
| Formatted fnb ¢ L. Sivakasi
). Kumbabishekam: L. songs
L. Mabile L. spl videos
L. 5AV School Vide L. Ssaff developrment - Shor Term cour
b siv | ubunty
| Videas - k. Valarmathi
Figure 5.30.Moving the File/Folder using
drag and drop

Copying Files and Folders

There are variety of ways to copy files
and folders:

Method I - COPY and PASTE

To copy a file or folder, first select the
file or folder and then choose one of
the following:

» Click Edit — Copy or Ctrl + C or right
click— Copy from the pop-up menu.

o To paste the file(s) or folder(s) in the
new location, navigate to the target
location then do one of the following:

e Click Edit — Paste or Ctrl + V.

o Or Right click — Paste from the
pop-up menu.
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Method II - Drag and Drop

In the RIGHT pane, select the file or

folder you want to copy.

Click and drag the selected file and/or
folder to the folder list on the left, and

drop it where you want to copy the file
and/or folder.

Your file(s) and folder(s) will now

appear in the new area.

Note
If you want to select multiple files
or folders, use Ctrl + Click.

5.11.6. Copying Files and Folders to
disk

removable

of
transferring files to or from a removable
disk.

There are several methods

Copy and Paste

Send To

METHOD I - Copy and Paste

Plug the USB flash drive directly into
an available USB port.

If the USB flash drive or external drive
folder does NOT open automatically,

follow these steps:

Click Start—Computer. (Figure 5.31)
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Figure 5.31. Selecting Computer option
from Start menu

Double-click on the Removable Disk
associated with the USB flash drive.
(Figure 5.32)

QI ™ v Computer +

File Edit View Toolk Melp
Organize = SyStem propTiies Ussnptall of Changt & program  Mag

[ Favorites = 309 - 39% free (1)
I Desicop i Vil (E)
b Dowriacts e, —
&5 Focart Places " 403 G8 free of 150 G8
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05 (T
I Deskiop e
o Ubraies W 523 GE free of 150 GB
i Documenits 4 509 - B89 free (1)
£ Mutic Hew Volume (D)
&, Pictures e, S
B Vicecs ™ 524G iree of 150 G8
B Valamath 4 100% free (1)
b cache MATHE (H:)
b gimp-28 =
L s o L.'&GH‘:;f:!‘!.-'IG: —
i paie free 376 G
s * Unspedified (2) oz sz 377 68 I

Figure 5.32. Double Clicking Removable
Disk
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» Navigate to the folders in your
computer containing files you want to
transfer.

Right-click on the file you want to copy,
then select Copy. (Figure 5.33)
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Figure 5.33. Copying File using right click

o Return to the Removable Disk window,
right-click within the window, then
select Paste. (Figure 5.34)

QU=+ compaer  wamioes »
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Figure 5.34. Pasting File using right click
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METHOD II - Send To

o Plug the USB flash drive directly into an

available USB port.

» Navigate to the folders in your computer

containing files you want to transfer.

« Right-click on the file you want to

transfer to your removable disk.

e Click Send To and select the Removable
Disk associated with the USB flash drive.

(Figure 5.35)

Workshop i_i_i

6. ¢ Move the file created by you in My
Documents to Drive D..

¢ Copy the file created by you from
drive D: to a removable disk.

5.11.7. Deleting Files and Folders

o When you delete a file or folder, it will

move into the Recycle Bin.

To delete a file or folder:

Select the file or folder you wish to delete.
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Compressed (zipped) folder

1
[ 4

Desktop (create shortcut)
Documents
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LV & E
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Figure 5.35. Copying File using Send to option

1. Right- click the file or folder, select
Delete option from the po-pup menu or
Click File — Delete or press Delete key
from the keyboard.

The file will be deleted and moved to the
Recycle bin.

Workshop 3sag

7. Delete the file created by you after
duplicating the same under My
Documents.

—

Note .
O

"To permanently delete a file or folder
(i.e. to avoid sending a file or folder to
the Recycle Bin), hold down the SHIFT
key, and press delete on the keyboard.
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Recycle Bin

Recycle bin is a special folder to
keep the files or folders deleted by the user,
which means you still have an opportunity
to recover them. The user cannot access the
files or folders available in the Recycle bin
without restoring it. To restore file or folder
from the Recycle Bin

« Open Recycle bin.

« Right click on a file or folder to be
restored and select Restore option from
the pop-up menu.

o To restore multiple files or folders, select
Restore all items.

o To delete all files in the Recycle bin, select
Empty the Recycle Bin.
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5.12. Creating Shortcuts on the Desktop

Shortcuts to your most often used folders and files may be created and placed on the
Desktop to help automate your work.

Select the file or folder that you wish to have as a shortcut on the Desktop.

Right click on the file or folder.

Select Send to from the shortcut menu, then select Desktop (create shortcut) from the sub-

menu.

A shortcut for the file or folder will now appear on your desktop and you can open it from

the desktop in the same way as any other icon. Figure 5.36.

| E ' Microsoft Office PowerPoint 2007 »

Adobe Photoshop CS3

Er

E OpenOffice Impress

Windows Live Mavie Maker

Microsoft Office Excel 2007

Paint

PresentationTube Recorder

Oracle VM VirtualBox

E W

Th=
I

= WordPad

| S Programs

4

‘ Search programs and files

4

Pictures

Musig
Open

Share with

_Send to

Copy
Rename

Properties
Default Programs
Help and Support

Run...

rﬁ
lShutdown (2 '

_ Desktop (create shoriea

€ [a]ls]=

Figure 5.36 Creating Shortcut

5.13. Shutting down or Logging off a Computer

Documents

Mail recipient

DVD RW Drive (F:) Audio CD
MATHI (H:)

Once you have closed all open applications, you can either log off your computer or shut down
the computer.
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Log Off

To Log off/Shut down the computer:

Run...

Switch user

=| WordPad
Log off
Lock

> Al Programs Restart

- r— Sleep
‘ Search programs and files o ‘ _ 4 Hibernate

B © ¢ o ¢(= @T;F

Figure 5.37. Log off option
. Click start — log off (click the arrow next to Shut down) or Start — Shutdown . (Figure
5.37.)

« If you have any open programs, then you will be asked to close them or windows will

Force shut down, you will lose any un-saved information if you do this.

«  Switch User: Switch to another user account on the computer without closing your open
programs and Windows processes.

«  Log Off: Switch to another user account on the computer after closing all your open
programs and Windows processes.

o Lock: Lock the computer while you're away from it.

o Restart: Reboot the computer. (This option is often required as part of installing new

software or Windows update.)

. Sleep: Puts the computer into a low-power mode that retains all running programs and

open Windows in computer memory for a super-quick restart.

. Hibernate (found only on laptop computers): Puts the computer into a low-power mode
after saving all running programs and open Wwindows on the machine's hard drive for

a quick restart.
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Unit I | Fundamentals of Computers

CHAPTER 5

Part - II : Working with Linux (Ubuntu)

=,

A
@ Learning Objectives

=, |

« To Windows
System  with  Ubuntu.

compare Operating

o To differentiate the Window elements
or icons from Ubuntu Launcher.

o To explore how to copy, delete and

rename files or folders in Ubuntu.

o To explore the differences in Windows
7, Windows 8 and Windows 10.

o« To compare the Windows elements
between Windows 7, Windows 8 and
Windows 10.

o To format Files and folders in Windows
7, Windows 8 and Windows 10.

5.14. Open Source Operating System

=, =

Open Source refers to a program
or software in which the source code is
available in the web to the general public
free of cost.

Open Source code is typically
created as a collaborative effort in which
programmers continuously improve upon
the source code in the web and share the

changes within the community.
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5.15. Linux

O |

Linux is one of the popular Open
Source versions of the UNIX Operating
System. It is Open Source as its source
code is freely available.

Themost popular Linuxserver distributors

are:
. Ubuntu Linux
. Linux Mint
. Arch Linux
. Deepin
. Fedora
. Debian
. CentOS
5.16. Ubuntu
=, u|

Ubuntu is a Linux-based operating
system. It is designed for computers,
smartphones, and network servers.
The system is developed by a UK based

company called Canonical Ltd.

Ubuntu was conceived in 2004 by
Mark Shuttleworth, a successful South
African entrepreneur, and his company

Canonical Ltd.
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5.16.1. Significant features of
Ubuntu

Chapter 5.indd 94

The desktop version of Ubuntusupports
all normal software like Windows such
as Firefox, Chrome, VLC, etc.

It supports the office suite called
LibreOffice.

Ubuntu has in-built email software
called Thunderbird, which gives the
user access to email such as Exchange,
Gmail, Hotmail, etc.

There are free applications for users to
view and edit photos, to manage and
share videos.

It is easy to find content on Ubuntu
with the smart searching facility.

Ubuntu Dasktop

The best feature is, it is a free operating
system and is backed by a huge open
source community.

5.17. Ubuntu desktop

u

There are many similarities between

Ubuntu and other operating systems, such
as Microsoft Windows, Apple. This is

because they are all based on the concept
of a Graphical User Interface (GUI).

The following are the names of the icons
in the Ubuntu OS.

Search your Computer
Files

Firefox Webbrowser

Indicator area / Notification area

Desktop

—> Tha Lanucher = Task Bar in Dindows

Figure 5.38.The Ubuntu 16.04 default desktop.
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o LibreOffice Writer
. LibreOfficeCalc

. LibreOffice Impress

. Ubuntu Software
. Amazon

. System Settings

. Trash

Figure 5.40 explains the icons in
the Ubuntu operating system and their
equivalent ones in the Windows operating
system.

Menu bar The menu bar is located
at the top of the screen. The menu bar
incorporates common functions used
in Ubuntu. The frequently used icons in
the menu bar are found on the right. The
most common indicators in the Menu bar
are located in the indicator or notification

area (Figure 5.39)

= B} B 4) 1201AM {%

Figure 5.39 Indicators in the Menu bar

Network indicator - This manages
network connections, allowing you to
connect to a wired or wireless network.

Text entry settings - This shows
the current keyboard layout (such as
En, Fr,Ku, and so on) . If more than one
keyboard layout is shown, it allows you
to select a keyboard layout out of those
choices. The keyboard indicator menu
contains the following menu items:
Character Map, Keyboard Layout Chart,
and Text Entry Settings.
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This

incorporates your social applications.

Messaging indicator-

From here, you can access instant

messenger and email clients.

Sound indicator - This provides an
easy way to adjust the volume as well as

access your music player.

Clock - This displays the current
time and provides a link to your calendar

and time and date settings.

Session indicator - This is a link
to the system settings, Ubuntu Help,
and session options (like locking your
computer, user/guest session, logging out
of a session, restarting the computer, or

shutting down completely).

Title bar - The title bar shows the
name of the currently selected directory.
It also contains the Close, Minimize, and

Maximize buttons.

Toolbar - The toolbar displays
your directory browsing history (using
two arrow buttons), your location in the
tile system, a search button, and options

for your current directory view.
5.18.The desktop background

Below the menu bar at the top
of the screen is an image covering the
entire desktop. This is the default desktop
background, or wallpaper, belonging to
the default Ubuntu 16.04 theme known
as Ambiance. (Figure 5.38)
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Ubuntu Desktop 1 E ) 23eAam {9
® —> Search your computer = Search option in window

2

& —> Files = My Computer icon

=) —> Firefox Web Browser

é —> LibreOffice writer - MS word

—> LibreOffice Calc = MS Excel

@ —> LibreOffice Impress = MS Powerpoint

=
"A —> Ubuntu Software

£ — Amazon Online shopping app (customize)
a —> System Settings = Control Panel

B — VBox GAs 5.22

—> Trash - Recycle bin

Figure 5.40 Ubuntu Desktop elements

5.19. The Launcher (Equivalent to Task bar)
0 |

The vertical bar of icons on the left side of the desktop is called the Launcher.

The Launcher provides easy access to applications, mounted devices, and the Trash. All
current applications on your system will place an icon in the Launcher. (Figure 5.40)

5.20. Elements of Ubuntu
m .|

5.20.1.Search your Computer Icon

This icon is equal to search button in Windows OS. Here, you have to give the name

of the File or Folder for searching them. (Figure 5.40)

5.20.2.Files

This icon is equivalent to My Computer icon. From here, you can directly go to

Desktop, Documents and so on. (Figure 5.40)
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5.20.3.Firefox Web Browser application like MS Word in Windows.

By clicking this icon, you can (Figure 5.41)

directly browse the internet. This is
equivalent to clicking the Web Browser 5.20.5.Libre Office Calc

in Task bar in Windows. (Figure 5.40)

This icon will open LibreOffice
5.20.4.LibreOffice Writer

This icon will directly take
you to document preparation

Calc application. It is similar to MS Excel
in Windows. (Figure 5.42)

n-BO-B- 0 &8R B - AAY R-RPEMSE-0 ~BD00 @ = =

*F R jbeeried - 2 - BT U S A A L L-#&-+ E-E- T TN B-& -I
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Figure 5.41 LibreOffice Writer Window
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Figure 5.42 LibreOffice Calc Window
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5.20.6 LibreOffice Impress can be done by clicking the Update option
at the top right corner of that screen.

By dlicking this icon, you can open (Figure 5.40)

LibreOffice Impress to prepare any presentations
in Ubuntu like MS PowerPoint. (Figure5.43)

5.20.8. Online Shopping icon
5.20.7.Ubuntu Software Icon

This icon will let you add any Using this icon user can buy and

additional applications you want. This sell any products online. (Figure 5.40)

2-D-B- D8 ? - AARP-ZEMNMF - m-owo o-
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Click to add Text I
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Figure 5.43 LibreOffice Impress Window

5.20.9. System Settings Icons
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Figure 5.44 System Settings Icons
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This icon is similar to the Control
panel in the Windows Operating System.
But here, you need to authenticate the
changes by giving your password. You
cannot simply change as you do in
Windows. (Figure 5.44)
5.20.10 Trash

This icon is the equivalent of Recycle
bin of windows OS. All the deleted Files and
Folders are moved here. (Figure 5.40)
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5.21 Creating, Deleting Files/Folders

=, |

Similar to Windows OS, you can
create, delete the files and folders with
the same procedure by clicking Files
icon. Figure 5.46 shows the method of
creating File or Folder by right clicking
in the Desktop. A new File or new Folder
can also be created by using File menu
(Figure 5.47)
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Figure 5.45 VBox_GAs_5.2.2 Icons
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Figure 5.46 Creating a File or Folder by right clicking
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Figure 5.47 Creating a File or Folder by using File Menu
Deleting a File/Folder

A file / folder created by you can be moved to trash by using right click or by using
menu. (Figure 5.48 & Figure 5.49)
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Figure 5.49 Deleting a File or Folder by using Edit menu
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5.22 Shutting down Ubuntu using Session options
O =

When you have finished working on your computer, you can choose to

Log Out, Suspend or Shut down through the Session Indicator on the far right side

of the top panel.

Ubuntu Desktop ty B) o s48Pm

About This Computer
Ubuntu Help...

System Settings...

Lock

$ Guest Session

b 3

Log Out...

Suspend
shut Down...

Figure 5.50 Session Options

Activity i's_/

Student Activity

Chapter 5.indd 101

. Create files and folders using Windows and Ubuntu and compare them.

Prepare an Assignment on the topic “Popular Linux distributions”.

. Customise few applications using Ubuntu. Write the procedure.

Create a File/Folder in Windows 7, Windows 8 and Windows 10. Prepare a report on

the differences you face while creating the same.

Prepare a table on the difference in views of Windows 7, Windows 8 and Windows 10

operating system.
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Teacher Activity
The teacher can adopt the following methodologies to incorporate inside the classroom.

1. Laboratory method - the teacher can take the entire class to the computer lab and
demonstrate the concept using projector.

2. Demonstration using laptop and projector — The teacher can demonstrate the same
inside the classroom using a laptop and projector.

Evaluation

PART I
Choose the Best Answer

1. From the options given below, choose the operations managed by the operating
system.

a. Memory
b. Processes
c. Disks and I/O devices

d. all of the above D191YE

2. Which is the default folder for many Windows Applications to save your file?
a. My Document
b. My Pictures
c. Documents and Settings
d. My Computer

3. Under which of the following OS, the option Shift + Delete — permanently deletes a
file or folder?

a. Windows 7
b.Windows 8
c.Windows10

d. None of the OS
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4. What is the meaning of "Hibernate" in Windows XP/Windows 7?
a. Restart the Computer in safe mode
b. Restart the Computer in hibernate mode
c. Shutdown the Computer terminating all the running applications
d. Shutdown the Computer without closing the running applications

5. Which of the following OS is not based on Linux?

a. Ubuntu b. Redhat c.CentOs d.BSD
6.  Which of the following in Ubuntu OS is used to view the options for the devices
installed?
a. Settings b. Files c. Dash d. VBox_GAs_5.2.2
7. Identify the default email client in Ubuntu.
a. Thunderbird b. Firefox c.Internet Explorer d. Chrome

8.  Which is the default application for spreadsheets in Ubuntu? This is available in the
software launcher.

a. LibreOffice Writer b. LibreOffice Calc

c. LibreOffice Impress d. LibreOffice Spreadsheet
9. Which is the default browser for Ubuntu?

a. Firefox b. Internet Explorer

c. Chrome d. Thunderbird

10.  Where will you select the option to log out, suspend, restart, or shut down from the
desktop of Ubuntu OS?

a. Session Indicator b. Launcher c. Files d. Search
PART II
1. Differentiate cut and copy options.
2. What is the use of a file extension?

3. Differentiate Files and Folders.
4. Differentiate Save and save As option.

5. What is Open Source?
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6. What are the advantages of open source?

7. Mention the different server distributions in Linux OS.
8.  How will you log off from Ubuntu OS?

PART II1

1. Analyse: Why the drives are segregated?

2. If you are working on multiple files at a time, sometimes the system may hang.
What is the reason behind it. How can you reduce it?

3. Are drives such as hard drive and floppy drives represented with drive letters? If so
why, if not why?

4. Write the specific use of Cortana.

5.  List out the major differences between Windows and Ubuntu OS.

6. Are there any difficulties you face while using Ubuntu? If so, mention it with
reasons.

7. Differentiate Thunderbird and Firefox in Ubuntu OS.

8. Differentiate Save, Save As and Save a Copy in Ubuntu OS.

PART IV
1. Explain the versions of Windows Operating System.
2. Draw and compare the icon equivalence in Windows and Ubuntu.
3.  Complete the following matrix
Navigational method Located on Ideally suited for
Start button Task bar

Desktop Exploring your disk drives and using
system tools

Windows Explorer Seeing hierarchy of all computer contents
and resources in one window.

Quick Launch
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4. Observe the figure and mark all the window elements. Identify the version of the

Windows OS.

5. Write the procedure to create, rename, delete and save a file in Ubuntu OS. Compare it

with Windows OS.

12
(GLossarY)

o

DIHH12 ~

) System software that enables the harware to communicate
Operating System (OS) ,
and operate with other software.
Handheld hardware input device that control a cursor
Mouse in a GUI and can move and slect text, icons, files, and
folders.
Windows Familer operating system developed by Microsoft corpn.
Desktop Opening screen of windows operating system.
Icon Tiny image represent a command.
Folder Container of files
Linux An operating system.
Ubuntu A flavour of Linux operating System.
Firefox One of the familiar web browser.
LibreOffice Office automation tool available with Ubuntu by default.
Trash A special folder contains deleted files.
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Unit II | Word Processor

CHAPTER 6

Part - I Introduction to Word Processor

m

6.1 An introduction to Word
Processor

=, |

Word processor is a computer

software to create, edit, manipulate,
transmit, store and retrieve a text document.
The above said activities are called as “Word
Processing”. In other words, Word processing
is an activity carried out by a computer with
suitable software to create, edit, manipulate,

transmit, store and retrieve text documents.

There are lots of word processing
software available as proprietary source
as well as open source. The familiar
word processing packages are given in the

following Table 6.1 given below.

Table 6.1 - Word Processing softwares

Proprietary source Open Source Word
Word processing processing software
software
Package | Developer | Package | Developer
Microsoft | Microsoft |OpenOffice| Apache
Word | Corporation | Writer
WPS Kingsoft Libre The
Word Office document
Writer | foundation
WordPro Lotus Abiword | Abisource
Corporation

Tamil Word Processors

Tamil OpenOffice writer, Tamil
LibreOffice = Writer, Kamban 3.0,
Mentamizh2017 - these are familiar word
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processors  exclusively

for Tamil Language. 1 "I-.-
Microsoft also provides LT,

full Tamil interface to its -

office suite. ug"ETR .

In this chapter, you are going to learn
about OpenOffice Writer word processor.

6.2 An Introduction to OpenOffice
Writer

=, |

OpenOffice is the leading open-
source office software suite for word
processing, spreadsheets, presentations,
graphics, databases and more. It is
available in many languages and works on
all common computers. It stores all your
data in an International open standard
format and can also read and write files
from other common office software
packages. OpenOffice is easy to learn.

OpenOffice is a productive office
suite with a collection of different software
packages such as

o OpenOffice Writer - Word Processor
to create text documents

o OpenOfficeCalc - Spreadsheet to create
worksheets

OpenOffice Base - Database

o OpenOffice Impress - Presentation
software
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« OpenOffice Draw-Drawing Software

o OpenOfficeFormula -Create formula
and equations

OpenOffice Writer is the word
processor component of OpenOffice. In
addition to the usual features of a word
processor (spelling check, thesaurus,
hyphenation, autocorrect, find and
replace, automatic generation of tables
of contents and indexes, mail merge and
others), Writer provides these important
features:

o Templates and styles.

« Pagelayout methods, including frames,
columns, and tables.

« Embedding or linking of graphics,
spreadsheets, and other objects.

o Built-in drawing tools.

o Master documents—to
collection of documents into a single

document.

group a

« Database integration,
bibliography database.

including a

« Database integration.

o Track changes to document.

« Export to PDF easily.

6.2.1 Download and Install OpenOffice

Download and Install the latest
version of OpenOffice suite from http://
www.openoffice.org/downloadat free of
cost.

6.2.2 Creating a new document in
OpenOffice Writer

OpenOffice ~ Writer
document can be created by various
methods. From windows, select

A new

Start — All Programs — OpenOffice —
OpenOfficeWriter

(or)
From Star Center (Welcome Screen):

o Double-click on “OpenOffice” icon on
the desktop

o Now, a welcome screen appears as
shown in Figure 6.1

€5 OpenOffice™4

-E Speeadsheet

E Presentation
EF open. -

o

12) ffext Documen —

Open Office Writer

&

I: Dpawing

'ﬁ Database
E Formula

[ Templates

Figure 6.1 Opening Screen (Star Center) of OpenOffice
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This opening screen is called as “Star Center”. Writer is one of the components of
OpenOffice. So, it may be invoked from the “Star Center” by simply clicking on the “Text
Document” icon. (or) A new text document can also be created by selecting File — New
—Text Document (or)Ctrl + N keyboard short cut can also be used to open a new text
document as shown in the Figure 6.2
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Figure 6.2 OpenOffice Writer Window
6.2.3 Parts of Writer Window:

The Figure 6.3 shows the contents of OpenOffice Writer window such as Title bar,
Menu bar, Standard Toolbar, Formatting Tool bar, Ruler, Work space and Status bar. The
components of a OpenOffice writer window in Figure 6.3 are explained below :

Control buttons
—> Title Bar With Document Name |

e =y

File fd Yeew Jooen Fgrmat Table Took Wndow alp & X

BRrE-is o sas ¥E ¥ euPlAcaE 1Y @, =

Aot Openiiicn Defasn | [#] | Temanewpeman | [=] = Elfuﬂ.a;:-.alga:; iz ie s

v ..]...Z f 1;..1.' R R e T .1....\]...2..h.“..:u...u..1‘!...!5‘.]_‘...11.4’:‘...:}. | m " |
o Temt =

Tools bar Tewsi Bew Rerdn. | = | &

‘ Menu bar Jeru-mn *

o Ruler ' G

- Insertion Point | kit ol L &

-'- o Pasegraph =

= [ Exam

: Scroll bars B

L 4\ Spasng: Indent:

Status Bar

i

il A B

LT $-@-w-E-W - mw vy
Diefanit Englnh US4} | IMSRT | 5TD [ B FTY | iy bl & 1%

Figure 6.3 Components of Writer Window
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Title Bar

The title bar is displayed at the top
most part of the window, which displays
the name of the document and the name
of the application. By default, the initial
document is given the name as Untitled1.

Control Buttons:

In the right corner of title bar is the
(1) minimize, (2) maximize/restore and
(3) close controls buttons are available.

(1) Minimize button:

When you click minimize button,
it shrinks your document window smaller
in size and shows it as a button on the
taskbar(Refer figure 6.5). To restore it
in its original size, place your mouse
pointer on the OpenOffice button which
is available in the taskbar, you can view
your document as miniature and when
you click on the button, your document is
restored to its original size.

(2) Maximize button :

When you click maximize button,
your document window is displayed in full
screen. When it is in full screen, the maximize
button is changed as “Restore” When you
click restore button, the document window
regains its original size.

|—>Restore

Figure 6.4 - Sizing buttons

(3) Close button :

When vyou click close button,
the current application is closed and
OpenOffice returns back to the desktop.
So, the red colored close button as shown
in Figure 6.6 may be called as “Exit” or
“Quit”There is another X mark on the
right most corner of the menu bar. This
is actually used to close your document.
When you click this X mark, your
document will be closed, OpenOffice will
be still opened.

Exit/Quit <—|

-
Close documentJ

Figure 6.6 Close and close document
button

Menu Bar

The menu bar is just below the title
bar which comprises of various menus
and each menu consists of various

options(Refer figure 6.7):

[Eie Edt View Insen Fomet Table Tools Window Help
Figure 6.7- Menu bar

File -The File menu contains various
options for file management tasks
New, Open , Close, Save, Save As, Print ,
Export etc.

Figure 6.5 Miniature button of OpenOﬂ’zce document
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Edit -The Edit menu contains the editing
options like, cut, copy, paste, Undo, Redo
etc.

View-The View menu contains the options
which are used to modify the environment
of Writer like display of toolbars, web
layout, print layout, navigator etc.

Insert - The Insert menu contains
options for inserting various elements
such as pictures, tables, charts, comments,
headers, footers, special characters etc.

Format - The Format menu contains
options of various text and page
formatting features like page size, layout,
font characteristics, bullets and numbering

etc.

Table - The Table menu contains various
tools to manage and manipulate tables
such as create table, insert rows, insert
columns, split cells, merge cells etc.

Tools — The Tools menu contains various
tools and functions such as spell check,

Standard
BB U= o Ran YE

®- &

macros, mail merge, end notes/footnotes
etc.

Window - The window menu shows
display options such as New Window,
Close Windows, Split and Freeze.

Help - The Help menu lists out the inbuilt
help features available with OpenOffice.

Toolbar:

Under the menu bar, there are two toolbars
available by default. They are:

(1) Standard Toolbar
(2) Formatting Toolbar

Standard Toolbar- This tool bar is just
below the menu bar which consists of
shortcut icons for frequently performed
tasks. There are many shortcut icons
like cut, copy, paste, undo etc...(Refer
tigure 6.8)

v X

@E - H2aETQ @

Figure 6.8 -Standard Tool bar

Formatting Toolbar- The formatting tool bar is below the standard toolbar which consists
of icons used for formatting the text like bold, underline, italics, font type, font color etc.

(Refer figure 6.9)

Formatting
[ | Default

|E| Times New Roman |E| 12

-] B 7 U (5]

- ¥

AR =iz A-w-2-

i
1]
9
i

Figure 6.9- Formatting toolbar
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Ruler

The ruler is a scale below the
formatting tool bar which shows the
margins.There are two set of rulers (1)
Horizontal ruler and (2) Vertical ruler.
Horizontal ruler is used to set left and
right margins of a page and vertical ruler
for top and bottom setting.

R o P T RO R SO P L R ELE ok ok - D B B Sy i

Figure 6.10 - Ruler

Work Space

The work space is the blank area
which is used to type the content of the
tile.A flashing vertical bar appears at the
beginning of the screen which is called as
“Insertion pointer”.

Status Bar

The status bar is at the bottom of
the window which shows the current
status of the document such as number
of pages, current page number, default

language etc.
6.2.4 Entering the Text

Once a new document is open,
the text can be typed in blank area of the
screen. To create a document the user can
start typing straight away. As the text is
typed they appear on the screen and the
flashing vertical bar called the insertion
pointer moves to the right. When the text
reaches the end of the line, the word is
automatically wrapped to the next line.
This feature in any word processor is
known as “Word Wrap”.
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The Enter key must not be pressed at the
end of the each line. The Enter key should
be pressed only at the end of a paragraph
or when a blank line is to be inserted.
When a page is filled up,OpenOffice
Writer automatically creates a new page.

6.2.5 Moving around the document

There are different ways of moving around
a document. There are many shortcut keys
given in Table 6.2which are used to move
easily within a document.

Table 6.2 - Short cut keys

KEY ACTION
— To move a character
right
«— To move a character left
T To move one line up
\’ To move one line down
Ctrl+ —» | One word right
Ctrl + < | One word left
Ctrl + T One paragraph up
Ctrl + | One paragraph down
Home To the beginning of line
End To the end of line
Ctrl + Home | To the beginning of
document
Ctrl + End | To the end of document
Tab To move one cell to
right
Shift + Tab | To move one cell to left
Pg up To scroll one screen up
(Page Up)
PgDown |To scroll one screen
(Page Down) |down
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6.2.6 Saving the Document

The first time the document is saved, OpenOffice Writer prompts for a name. Naming the
file enables the user to find and open that file again. One can select the drive and folder
where the file will be stored. To save a document for a first time,the following steps are

used:
. Click File — Save (or) File — Save As (or) Ctrl + S
. “Save As” dialog box appears as on Figure 6.11.
—> Save in location
i~ — : ™
E Save As m
v ¥ Libraries » Documents » - | 3 | | Search Documents Do |
Organize * Mew folder . 9
" Documents library
< . Arrange by: Folder =
N Favites Includes: 2 locations o
Ml Desktop
& Downloads Mame Date mo
“El Recent Places K cggg\ 26-02-20
=] OneDrive \i Unit 1 Chapter 5_Part T List of drivers and folders 23-02-20
1 Unit_1_Chapte 23-02-20
4 Libraries actical Programs 20-02-20
Documents | PaySlips-2017-18 13-02-20
J' Music L My CamStudio Temp Files 04-p2-200™
= Pirtures b | <1" i e 4
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File name: | a0 ———>

File Name

Save as type: ’{}I}F Text Document (Lodt) —

\

/

Automatic file name
extension

Save with «— ] 5ave with password
Password [] Edit filter settings

(% Hide Folders

Save as a
type

Save Button

f

swve ] |

Cancel

Figure 6.11-Save As dialog box

Select location to store your document. The default location to store all documents is

“Documents” folder in Windows.
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« Type your document name in the File
Name text box.

o All documents in OpenOffice will be
stored with .odt extension. You can
store your OpenOffice document as
Microsoft Word document or pdf. To
do so, select file type from Save as list
box and select the required file type.

« Finally, Click “Save” button.

« Once the file is saved, your document
name will be displayed on the title bar.

Saving with password

In OpenOffice writer, a document
can be protected with a password. You can
set a password to protect your document
while saving a file. To save a file with
password, click on “Save with Password”
check box and then click “Save” button.
Immediately it shows “Set Password”
dialog box as given the Figure 6.12.

— Enter you Password here

s =
Set Password @

File encryption password

Enter password to open

Confirm password ’—> Enter the same password

Mote: After a password has been set, the document will only
open with the password, Should you lose the password, there
will be no way to recover the document. Please also note
that this password is case-sensitive.

l—» Click "OK" to Finalise

More Options ;l [ OK J [ Cancel l

\/
Read these Instructions Carefully

Figure 6.12 — Password dialog box
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In this dialog box, Enter a password
in “Enter Password to open” text box and
retype the same password in “Confirm
Password” box for confirmation. Finally
click “OK” button.

6.2.7 Closing a Document

After your document is saved, it is still
open. So, you can continue typing your
document. When the work is finished, you
should save the document and close the
document using File — Close command
(or) Press Ctrl + W.

Closing Unsaved Document:

When you close an unsaved file
using the close control button, Writer
shows a warning message (Refer Figure
6.13).

.
OpenOffice 4.14 s

0 The document “Untitled 1" has been modified.
Do you want to save your changes?

Figure 6.13Alert Message box

If you accept the warning message,
click the “Save” button. When you click
the “Save” button, it proceeds to save the
file. If you are not willing to save the file,
then click “Discard”, or if you want to
cancel this warning and continue working
in the same document, click “Cancel”.

6.2.8 Opening an existing document

Once a document is saved, it can be
opened at any time. To open an existing

document, Click on the File — Open or
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Ctrl + O, the Open dialog box appears, enter the name of the file in the File name text
box and click on OPEN button as in Figure 6.14.

i F - ™
% Cpen ﬁ
P -
uu |3 b Libraries » Documents » v|4f|| Search Documents Pl

Organize * MNew folder i= = [l @
_| Application Links — Documents library Al ol
Includes: 2 locations
W e Mame Date mec *
B Desktop = L&
B Downloads ) CBSE 26-02-2A
BE| Recent Places , Unit 1 Chapter 5 Part 11 23-02-2(
ﬂ H | Unit_1_Chapter 5 23-02-2
. XI Practical Programs 20-02-2(
i Lo | PaySlips-2017-18 13-02-2(
B e . My CamStudio Temp Files 04-02-2
J“ Miic . My CamStudio Videos 04-02-2(
[ Pictures . Zoomlt 04-02-2(
B Videos . Wendershare 16-01-2(
4| = == T ]
[] Read-only
File name: | - |Aifiles ) -|
Version ’ v] [ Open ] [ Cancel l
L I J
—>File Name & Open Button

Figure 6.14 - Open dialog box

6.3 Tamil Typing Interface

0 |

Typing in Tamil has different methods.
. Using Tamil Font
. Using Tamil Interface.

In the first method specificTamil fonts are available which has to be downloaded and
installed and should be included in the font folder of the control panel. But this method
has some drawbacks:

o The user must be aware of Tamil typing.

The particular font must be available in the system.

It does not support other languages including English.
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o The computer acceptscharacters as
symbols not as language.

o It is not portable, i.e. if the document
is sent to another computer, if the same
font is not available, it is recognized as
symbols not as original characters.

To overcome the drawbacks in the first
method, the interface method provides
the following advantages:

o It follows Unicode technique. Hence
knowledge of Tamil typing is not
necessary.

« Itiseasy to type documents in Tamil in
any word processor.

« Some of the Unicode fonts like “Arial
Unicode” supports all Indian languages
including Tamil and English using
respective language interface.

6.3.1 Download and Install Tamil Typing
Interface

Many Tamil Typing Interfaces
are available as open source such as
“Murasu”(it is exclusively for Tamil),
“NHM Writer” (It is universal to all Indian

languages) etc.
To download and install:

o “Murasu” use the link : http://anjal.

net/download
o “NHM writer” use the link : http://
software.nhm.in
6.3.2 Connecting with Writer
Once the Tamil Interface is
downloaded and installed in your
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the
interface automatically gets activated and
this is indicated by a unique symbol in the
notification area. By default the shortcut
keys are set as Alt+1 for English and
Alt+2 for Tamil and it can be changed. For
different languages shortcut keys can be

computer, each time you start,

assigned.
6.3.3 Entering Text in Tamil
Step 1: Open a new document in Writer.

Step 2 : Press Alt+2 to type in Tamil, Alt
+ 1 to type in English.

The keyboard structure for Tamil interface
is given in Annexure-2:

Different styles of Unicode Tamil fonts
can be downloaded from this link:http://
www.tamilvu.org/tkbd/indexen.html

6.4. Editing a document

x |

Once a document is typed, it can
be edited in many ways. If there is some
insertions or deletions, it can be done while
typing or after typing also. Corrections
can be made in two different ways :

Backspace Key: Deletes the character left
of the insertion pointer

Delete Key : Deletes the character right of
the insertion pointer

To insert new text in between, if
something is left out, insertion can be
made by taking the insertion pointer to
the current location and Press the Insert
Key, the newly typed text is inserted, and
the existing text moves to the right.This is
Insert mode. Press the Insert Key again,

09/04/18 12:06 PM



the text is over written on the existing
text. This is known as Type over mode.
You can toggle between the insert mode
and type over mode by pressing the Insert
Key.

6.5 Select, Move and Copy text

x |

6.5.1 Selecting Text

In any word processor, the text has
tobe selected for performingany operation
like copying,
This text selection can be done by two
methods:

moving, formatting etc.

i) Selecting the continuous text.
ii) Selecting the Non-continuous text.

Selecting the Continuous text — To select
the text continuously take the insertion
pointer to the starting of the text,

o Hold the SHIFT key and drag the
mouse across until the required text is
selected and then release the SHIFT
key.

o The selected text can be used for any
operation.

Selecting theNon-continuous text- To
select the text not continuously, take
the insertion pointer to the starting of
the text,

o Hold the CTRL key and drag across
it till the required text is selected and
release the CTRL key.

o The selected text can be used for any
operation.
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Selection by Different methods:
Selection using Mouse :
To select the text using mouse:

(i) Take the insertion pointer to the start
of the text

(ii) Hold down the Left mouse button and
drag it across the text

(iii) Release the mouse button when the
required portion of text is selected

(iv) The selected text will be highlighted.
Selection using Keyboard :
To select the text using keyboard :

(i) Take the insertion pointer to the start
of the text

(ii) Hold the SHIFT key and use the
movement keys to drag across the
required portion.

(iii) When the required portion is selected
release the SHIFT key

(iv) The selected text will be highlighted.
Selection using Short Cut Keys:

Short cut keys help to select the text
quickly and easily

o To select a word - Double click on the
word

e To select the entire document — Press
Ctrl + A
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6.5.2 Moving and Coping text

Moving text

To move a text from one location
to another

o select the text to be moved

e Click Ctrl + X or Cut Icon x or Edit
— Cut

e The text is removed from the source
location and placed in the clipboard

o Take the insertion pointer to the new
location to be moved and

e Click Ctrl + V or Paste Icon r or
Edit — Paste

The required text is moved to the
required location.

Coping text

To copy a text from one location to
another

+ select the text to be copied

o Click Ctrl + C or Copy Icon or
Edit — Copy

o A duplicate copy of the text is made
and send to the clipboard

o Take the insertion pointer to the new
location to be copied and

e Click Ctrl + V or Paste Icon r‘or
Edit —Paste

The required text is copied to the
required location.

The Editing shortcut keys are as
given in Table 6.3.
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Table 6.3 Cut, Copy , Paste Icons and
shortcut keys

Z =
= Z v | B
= o Z, O =
< = ) >l
=4 O O % S
= [
B < T
o 7
Cuts the
CUT selected text XD Curl +X
To make a
COPY | duplication of E Ctrl +C
the text.
To paste the
text to a new .
PASTE |location after r Ctrl +V
cut or copy
process.
Cancels the
previous
UNDO | operation Ctrl +Z
that was
performed

6.6 Help System in Writer

x |

OpenOffice Writer provides several
forms of help. By pressing F1 or select
Help from the menu bar the help window
appears as shown in Figure 6.15:

Help|

e OpenOffice Help F1
€, What's This?
Support

Check for Updates...

About OpenOffice

Figure 6.15 Help window

« To activate tooltips, extended tips, and
the help Agent, click Tools — Options
— OpenOffice
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Options - OpenOffice - General ﬁ
= OpenOffice
User Data Help
@ Tips —> Tips
Memory y 9
View [ Bdended tips ————> Extended Tips
Print [] Help Agent
Paths
Colors Reset Help Agent
Fonts
Security Help formattin Default
Appearance X - |Z||
Accessibility Open/Save dialogs :

Java

Online Update
Document status

[] Use OpenOffice dialogs

® Load/Save
#  Language Settings [] Printing sets "document modified” status
#  OpenOffice Writer i
[ OpenOffice Writer/Web Year (two digits)
g gﬁ:;?ﬁlce Bee Interpret as years between 1930 |5| and 2029
+ Internet
[ QK ] ’ Cancel ] ’ Help | [ Back

Figure 6.16 — General settings window

For a more detailed explanation, select Help — What’s This? and hold the mouse
pointer over the icon where you want more help with.

[ ] [ ] [ ]
Workshop "'

6 -1 Open a new document in Open
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office writer.
Type the following paragraph.

“The ignited minds of the youth is
the most powerful resource on the
earth. The power of the youth, if
properly directed, will bring about
transformed humanity by meeting
its challenges and bring peace and
prosperity.”

Save and close the document.

Exit from Open office writer.

6.2 Open the document created in
Workshop 6.1.

Append the following paragraph.

118

“We are as young as our faith and
as old as our doubts. We are also as
young as our self-confidence and as
old as our fears. We are as young as
our hopes and as old as our despairs."

Save the document

Using Delete or Backspace key remove
the last line of the first paragraph.

Type the following lines after the
second paragraph and create it as a
new paragraph.

“It doesn’t matter who you are, if you
have a and determination to achieve
that vision, you will certainly do so.”

In the third paragraph insert the
word “vision” between “a” and “and ”.
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6.3 Open the document created in 3. Save the new document

orkshop-6.1.
W P 4. In the first document, move the

2. Copy and paste the following words following words either using keyboard
into a new document either using mouse shortcuts.
keyboard or mouse shortcuts.

(i) Ignited (ii) Challenges

Ignited (i) powerful (iii) humanity (iii) Prosperity

(iv) challenges (v) prosperity

Part - II Formatting text and Paragraph

0

6.7 Text formatting

r |

A text without any special formatting gives a monotonous appearance. OpenOffice
Writer offers a number of choices for formatting such as bold or italics, defining the
font, type, and font size. Bold, italic or underlined are the most common types of text
formatting.Almost all the formatting options are available under Format menu.

6.7.1 Changing font style, size and colour

A font is a set of characters in a particular style. Changing the default appearance
of the text like changing the font type, size, color, style etc., are called as Text formatting.
To make the text attractive and more appealing, various formatting’s like bold, italic and
underline can be done by using the following commands given in Table 6.4.

Table 6.4 Text formatting shortcuts

OPERATION ACTION ICON SHORTCUT KEY
BOLD Makes the text bold Ctrl+B
ITALICS Italicizes the text Ctrl +1
UNDERLINE | Underlines the text Ctrl +U

The default font type is Times New Roman and the type of font can be changed by
clicking on the Font Type icon. | Trebuchetms ||

The default size of font is12 points which can be changed by clicking on the FontSize

icon . 14 |z|

119
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The default font color is black and the font color can be changed by clicking on
the Font color icon A ¥ which shows the color palette from which the required color

can be selected.

Besides the regular formatting like Bold, Italics and underline, other formatting
options can be done by using Format — Character. The Character dialog box is displayed
as shown in the Figure 6.17 appears, using which all the formatting can be done easily.

P

eS|

Times Mgw Roman

|E| Regular |E| 12

Character
Fﬂnt_ﬁ:ont Effects |Position |H],rperlir1k |Background |
Western text fCII"It -
Eont Typeface Size Language

[+] [ English (usa)  [+]
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The same font will be used on both your printer and your screen.

CTL fDr‘It — — — —
Font Typeface Size Language
Lohit Tarhil [+| 'Regular [+] 12 [«] | Tami B
\/
Font Tab

Preview Window

Times New Roman

| ok || Cancel

TN

Figure 6.17 — Character dialog
6.7.2 Changing Case

Normally any text can be typed in upper or lower ¢
different cases like

o Uppercase(Capital letters),

« toggle case(reverse case),

« sentence case(first letter of each sentence capital),

« Capitalize every word(first letter of each word capital),
o lower case (small letters).

This can be done by :

« Select the text to change case
o Select Format — Change case.

120

box

ase. The text can be changed to
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6.7.3Highlighting text

Highlighting is wused to draw
attention to important information in a
text. Highlighting is beneficial because
it first asks the reader to pick out the
important parts, and then gives an
effective way to review that information

later.

Highlighting can be applied by
selecting the text and click Highlighting
icon @Pr,the color palette is displayed,
select the required color, and the text is
highlighted. Highlighting can be removed
by selecting the text and click No Fill from

the color palette.
Note

‘\(\\
0

Highlighting is to draw attention to

important or key points in a document
for easy reference by marking it with a
different color.

6.7.4 Clearing the formatting

Normally text is monotonous
without any formatting, so we can format
in different ways, after the formatting is

applied, it can be removed by

o Select the entire document by Ctrl + A
or Edit —Select All,

o clear the formatting by Ctrl + M.

6.8 Paragraph formatting

=

A paragraph is any text that ends
with a hard return. A hard return is
accomplished any time you press the Enter
key. Paragraph Alignment or justification
refers to the way in which the lines of
a paragraph are aligned. Paragraph
alignment lets you control the appearance
of individual paragraphs.There are four

types of alignment available in OpenOftice

Fl!"ilm-t_avn'.lpl'r w
z : Background
| Indents & Spacing | Alignment | Text Flow | Outline & Numbering [ Tabs [ Drop Caps | Borders |
Options
@ [Left]
Right
Center ;
e ==
| rc—|
Texk-to-ted
lignment Automti [=]
[ ok || Conce |[ Help |[ Beset |

Figure 6.18 — Paragraph dialog box
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Writer-Left-alignment, Right-

alignment, and

Justified-alignment.

Center-alignment,

Left-alignment - A paragraph's
text is LEFT aligned when it is aligned
evenly along the left margin and uneven
along the right margin. This is the default
alignment when a paragraph is typed.

Right-alignment - A paragraph's
text is RIGHT aligned when it is aligned
evenly along the right margin and uneven
along the left margin.

Center-alignment- All the lines in
the paragraph are aligned to the center of
the page size.

Formatting

@ | Default
B2 UE=

|E|- Times Mew Foman

1 iT T €= 495

Justified-alignment - All the lines
in the paragraph, are arranged evenly
both on the left and right margins. This
is achieved in writer by automatically
inserting additional space between the

words.

can be
applied by Format —Paragraph, the
paragraph dialog box appears as displayed
in Figure 6.18.

Paragraph formatting

The paragraph formatting can also
be done by icons using the formatting tool
bar as shown in Figure 6.19 and shortcut
keys as shown in Table 6.5.

=2 |=]
A-9-@-

s e

(R
i

Figure 6.19 - Formatting toolbar

Table 6.5 Paragraph Alignment Icons and Shortcut keys

ALIGNMENT ACTION ICON SHORT CUT KEY

LEFT Aligns the paragraph W.lth Cel + L
respect to the left margin —

RIGHT Aligns the paragraph w1t.h I Ctrl + R
respect to the right margin —

CENTER Aligns the paragraph with TR Ctel + E
respect to the center of the page —
Aligns the paragraph with —

JUSTIFIED  |respect to both the left and right | Ctrl +]
margin —
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An example showing all the four paragraph alignment :

Left Alignment

All power is with in you take up one idea, make that one idea your life.
Think of it dream of it, live on that idea let the brain, muscles, nerves, every
part of your body be full of that idea, and just leave avry other idea alone.
This is the way to success.

Right Alignment

All power is with in you take up one idea, make that one idea your life.
Think of it dream of it, live on that idea let the brain, muscles, nerves, every
part of your body be full of that idea, and just leave avry other idea alone.
This is the way to success.

Center Alignment

All power is with in you take up one idea, make that one idea your life.
Think of it dream of it, live on that idea let the brain, muscles, nerves, every
part of your body be full of that idea, and just leave avry other idea alone.
This is the way to success.

Justified Alignment

All power is with in you take up one idea, make that one idea your life. Think
of it dream of it, live on that idea let the brain, muscles, nerves, every part of
your body be full of that idea, and just leave avry other idea alone. This is the

way to success.

Example 6.1 Paragraph Alignment

6.8.1 Line Spacing

Line spacing determines the
amount of vertical space between lines of
text in a paragraph. By default, the lines
are single line spaced. The easiest method
to change the line spacing is to right-
clickon the line and select line spacing
from the pop up menu,the pop up menu
provides three options single, 1.5lines or
double from which the user can select the
desired type(Refer figure 6.20).
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To Change the line
paragraph dialog box.

spacing using

o Select the required text
o Select Format — paragraph

o The paragraph dialog box appears,
click on Indents & Spacing tab

o In the line spacing drop down, select
the required line spacing (there are
seven different types of line spacing)
and

e click OK button.
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r [F————
Paragraph
Background |
Indents & Spacing | Alignment | Text Flow | Outline & Numbering | Tabs | Drop Caps | Borders
Indent
R T
petore e
R
After tedt [
Eirst line R
[7] Automatic R
_ S
Spacing [
Above paragraph — |
Below paragraph ]
Line spacing
Double
Proportional
At least
Leading
o | ok || cancel || Help || Reset
LS A

Figure 6.20 Paragraph dialog box
6.8.2 Indenting text

Indent is the distance from the left and right margin of a paragraph. It is used to
improve the efficiency and readability of the paragraph and makes the paragraph look
more attractive. In paragraphs, an easy way to apply indent for the first line of text can be
created by moving the insertion pointer to the begining of the line and pressing the tab
key on the keyboard.

There are two ways to apply indents:
« Using Icons « Using Dialog Box
Using Icons :

Increase Indent Icon &= : The increase indent icon controls the space between the
paragraph and the left margin. Each click on the Increase indent icon moves the paragraph
Y inch away from the left margin.

Decrease Indent Icon 4= : This is reverse of increase indent. It undoes the indent applied
by increase indent. Each click on the Decrease indent icon moves the paragraph % inch
away from the right margin.

124
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Using Dialog Box:
Format — Paragraph displays the paragraph dialog box as shown in Figure 6.20,
select the Indent & Spacing tab which has the indent group which has three options.

Left Indent : This is the default indent where a paragraph is moved away from the left
margin. In the paragraph dialog box, in the “Before Text” spin box, enter a value which
moves the paragraph away from the left margin.

Right Indent : This is another type of indent which moves the paragraph away from the
right margin. Enter a value in the “After text” spin box of the paragraph dialog box, which
results in right indent.

First Line Indent - A first-line indentation indents the first line of the paragraph. It
is the most common way to start a new paragraph. This indent can be applied by Format
— Paragraph — Indents & Paragraph tab, select first line option in the indent group,
enter a positive value which results in first line indent.

Hanging indent — This is a special kind of indent where the first line of the paragraph
alone hangs outside leaving the rest of the text. To apply Hanging indent, a negative value
is given in the “first line” option of the paragraph dialog box.

Example 6.2 shows different kinds of indents.

Increase Indent
:J:| . fE--z-; R R TR FREr R RERY R T RS (RS - ORI RN U RS [ S T S b T

& a i 3

I | Over the years the environmental challenges, especially in the form of
- — | — > pollution have amplified at global and national levels. At the global leve
b four ty pes of pollution are quite notable : ain, water, soll and X-rays. §

Decrease| ~
Indent | - Owver the years the environ mental challenges, especially in the form of pollution
: < —have amplified at global and national levels. At the global level four types of
First line| - pollution are quite notable : air, water, soil and X-rays.
Indent |

w|  <!—Over the vears the environ mental challenges, especially in the form of pollution
have amplified at global and national levels. At the global level four types of pollution
are quite notable : air, water, soil and X-rays.

Over the years the environmental challenges, especially in the form of pollution have
amplified at global and national levels. At the global level four types of pollution are
quite notable : air, water, soil and X-rays.

HE)®) «

A —————————————————————— ——— ] L3
Hanging Indent
Example 6.2 - Different kinds of Indents

6.8.3 Bullets and Numbering

Bullets and numbering are used to emphasize list of things and make list easy to
read and follow. It provides an excellent way to control the appearance in the form of
bulleted or numbered list.
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Bullets — This icon is used to add
a bullet character to the start of each
paragraph. This is suitable when the
text has to be presented as a list of items
preceded by a bullet symbol and no
sequence has to be followed. Bullets are
quickly created by clicking on the bullet

icon #=.

Numbering - This icon is used
to add a numeral to the start of the each
paragraph. Numbering is more suitable
when the text has to be presented as
a sequence. In numbered list, each
paragraph begins with an expression that
includes a number or letter and a separator
such as a period or parenthesis.

The numbers in a numbered list are
updated automatically when you add or

remove paragraphs in the list. Numbering
is quickly created by clicking on the
numbering icon,=.

6.8.4 Style of Bullets and Numbering -

The default type of bulletis (. ) and
the default type of numbering is (1, 2, 3
...... ). The style of bullets and numbering
can be changed by applying the following
steps:

o Select the text to be bulleted
o Format — Bullets and Numbering
e Select Bullets Tab

o The Bullets and Numbering dialog box
appears with different styles of bullets
are displayed

=

Bullets and Numbering ﬁw
Bullets | Numbering type |GutlinE|Graphics |Pﬂ-5ition I[}ptions|
Selection
| ® . m
| ® * u
|® * =
> X v
> > X v
> » X v
Remove ’ Cancel ” Help ” Reset

Figure 6.21 Bullets and Numbering dialog box
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« Click on the required style
e Click Ok button
The selected text is bulleted.

The Bullets and Numbering dialog
box with the bullets tab is displayed in
Figure 6.21.

Note

5
If the text is not typed, then apply the
steps above and then type the text,
the newly entered text will appear in

_bulleted form.

To apply Numbering
1. Select the text to be numbered

2. Format —Bullets and Numbering

Select Numbering type Tab

The Bullets and Numbering dialog
box appears with different styles of
numbering are displayed

Click on the required style
Click Ok button
The selected text is numbered.

The Bullets and Numbering dialog
box with the numbering tab is displayed
in Figure 6.22.

Note

X
o SO
If the text is not typed, then apply the
steps above and then type the text,
the newly entered text will appear in

numbered form.

Bullets and Mumbering

]|

Bullets | Humbering type |Gutline|Graphics |Position |Gptiﬂ-ns|

Selection

(1) I
(2)
(35)

(a) ]
(b)
(¢)

Bemove ’ Cancel ” Help ” Beset

Figure 6.22 Bullets and Numbering dialog box
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Turning off Bullets and Numbering -

As you can quickly add bullets or
numbers to existing text by clicking on
the icons, the bullets and numbers can be
removed easily.

e Select the text where the bullets and
numbers are to be removed.

« Click on the bullets icon ;— again to
remove bullets.

o Click on the numbering icon ;= again
to remove numbering.

6.9 Page formatting

r |

The most important thing in a
word processor is how to format the page
by changing margins, numbering, page
layout, headers and footers. Formatting
your pages makes them look more
attractive and makes them easier to read.

6.9.1 Setting the page size and margins
Changing page size

The default page size in writer is 8.5x 117,
the same as that of a standard A4 printing
paper. However, for different types of
documents, you may need to change the
page size. To change the page size:

 Select the page whose page size is to be
changed

o Select Format — Page, the page style
dialog box appears as shown in Figure
6.23.

o Select Page Tab

o In the paper format group, select the
format like A4, legal ....

o Or the width and height option can be
used to set the page size.

[ Page Style: Default ﬂw
| Organizer |Page |Background |Header |F:mter |Borders |Co|umns|Footnote |
Paper format
Width N00em =
Height 2070 ecm =
Orientation @ Portrait Text direction |LEFt-tu:u-right (horizontal) |E”
(0 Landscape Paper tray |[Fr|:|r'r1 printer settings] |E”
Margins Layout settings
Left 200em |2 Page layout [Right and left <]
Right 200em = Format 123, B
Top 200em = [C] Register-true
Bottom 200 cm : |FLEfE|'E|'u:E Style ‘
[ Ok ] [ Cancel ] l Help ] [ Reset I
. /

Figure 6.23 Page style dialog box
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Changing page margins

Page margins are the white space around
the top, bottom, left, and right of your
document. Margins let Writer know where
to start placing the text at the top of a
document, when to move on to the next
page at the bottom, where to start typing
text on the left side, and where to stop and
move to the next line on the right.

Changing or setting page margins in
OpenOffice writer can be done in two ways:

1. Using the Rulers—quick and easy, but
does not have precise values.

2. Using the Page Style dialog box—can
specify precise values for the margins.

Changing page margins - using Ruler

1. The shaded sections of the rulers are
the margins.

2. Hold the mouse pointer over the line

between the gray and white sections.

3. The mouse pointer turns into a double-
headed arrow.

Hold down the left mouse button and
drag the mouse to move the margin
and release it at the required point.

5. The new margin is set.

Using Page Style dialog box

To change margins using the Page Style
dialog box

1. Right-click anywhere on the page and
select Page from the popup menu or
select page tab of page style dialog box.

2. Inthe Margins boxes, specify the values
for left, right , top and bottom margins.

3. Click on ok button.

6.9.2 Orientation

Page orientation refers to how the
document will be displayed on screen
and printed. There are two different
orientations:
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Landscape - The width of the document is
more than the height. This is best suited
for displaying table, professional photos,
invitations, album etc.

Landscape

Portrait - This is the most common
and default orientation. Here, the height
of the document is more than the width.
Normally books, newspapers will be
displayed in this format.

Portrait

To change the orientation:

o Select the page whose orientation is to
be changed

« In the Page style dialog box, under the
Orientation group,

o Select Portrait or Landscape button.

6.9.3 Page colour and borders

Changing the page color is not quite
common. To do so, in the Page style dialog
box , in the Background option, click on
color and select the “color” from the color
palette or select “graphic” to apply an
image as a page background, it, as shown
in Figure 6.24.

Borders can be applied to an entire
document, an entire page, paragraph, or
just to certain sections of the document.
From the page style dialog box , select the
Border tab, the user defined area helps to
define the area of borders, the line style
of borders, color of borders Figure 6.25
shows the borders setting in the page style
dialog box.
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Page Style: Default

Organizer |F'ag;e Background |Header |Fuoter |Eurders |Coiumns|Foutnate ‘

Background color

Mo Fill

[ | [=] [m=

Me Fill

| ok

|| Cancel || Help || Reset

Figure 6.24 Background color

-
Page Style: Default

28]

|Drganizer |Page |Eackgrcrund |Header |Fcroter |Border5 k:crlumnlecrcrtnote |

Line arrangement Line Spacing to contents —————
Default Style Left
15 o T - |
e -
User-defined —_  100pt H

— 7 5() Et Top
e 4,00 pt _
— 5.0 pt Boftom 000cm (]
110 pt Synchronize
T EA -
Color
N Black B

Shadow style
Position Distance Color
OuooE -

| ok || cancel || Help || Reset

Figure 6.25 Page style dialog box - Borders
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6.10 Working with Headers and Footers

m

|

The header is a section of the
document that appears in the top margin,
which displays the title or chapter name,
author name of a document .

The footer is a section of the
document that appears in the bottom
margin of the page which displays the
page number, date, time etc. which gets
displayed on all the pages automatically.

6.10.1 Inserting Header and Footer

e Select from the main menu Insert —
Header — Default

o The header text area is separated from
the normal text area.

o Enter the text that is to be repeated
in all pages or Select Insert — Fields
—Title.

Similarly to insert a Footer, the steps are
as given below:

e Select from the main menu Insert
—Footer — Default

o Place the insertion pointer in the
Footer part of the page.

o Select Insert — Fields — Date to
insert date in all the pages.

Once the headers and footers are
given in the first page, the same text will
appear in all the pages.

6.10.2 Inserting and Formatting page
numbers

Once the Header / footer area is
enabled, the page numbers can be inserted
by performing the following steps:

o Position the insertion pointer where
you want to insert the number.

rP‘agE Style: Default ﬁ\
|Organi2er |Page |Background |Header |Footer | Borders |Co|umns|Footnote |
Paper format
Format Al IEI B
Width A00em |3
Height 2970 em |5
Orientation @ Portrait Text direction |Lv.=.f|"t-tu:u-right (hornzontal) IE"
() Landscape Paper tray |[Fr0r'r1 printer settings] Iz“
Margins Layout settings
Left 200em | Page layout [Right and left =]
Right 200 em 2 Format 2.3 . 5
Top 2.00 e = [] Register-true ':“bB'f'"'l"
Bottom 200 e z Reference Style f,]l:ll,ll::.'ll,
Mone
[ QK ] [ Cancel l ’ Help l [ Reset

Figure 6.26 Page style dialog box
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1 TEEEE

choose Insert — Fields — Page
Number

The page number appears with a gray
background

Normally, the page numbers appear as
1,2,3....., To change the numbering style,

the following sequence of steps can be

performed:

Position the insertion pointer where
the page number has to appear

Select Format — page, which will
bring the page style dialog box as on
Figure 6.26.

Select page Tab

In the Layout settings, select the format
drop down combo box

Select the desired style and click OK
button.

[ ] (] [ ]
Workshop "'

6.4 Open a

new document in

OpenOffice writer.

Type the following paragraph

“Learning gives creativity, creativity
leads to thinking, thinking provides
knowledge, and knowledge makes you
great”
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Save the document

Perform text formatting features
like Bold,
Change font, change Size, Color

Italics, Underline,
and change case (Upper case to
lower case, lower to upper) for the
words. (in the paragraph and make
the paragraph more appealing to
read.

132

« Highlight the text “Knowledge
makes you great”

« Undo all formatting options using
keyboard shortcut.

6.5 Open the document created in the
workshop 6.4

» Type the following lines below the
first paragraph

<«

When one door closes, another
opens, but we often look so long and so
regretfully upon the closed door that
we do not see the one that has opened
for us - Alexander Grahambell ”

o Using any one of the paragraph
alignment keyboard
shortcuts (left, right, center, or
justified) align the first paragraph.

icons or

« Change the line spacing of second
paragraph to any one of the type.

bullets for the first
paragraph and numbering for the
second paragraph using icon or

menu choice.

o Create

o Save and close this documents.

6.6 Open the document created in
workshop-6.5

o Change page size, margin and
orientation, change border and
background color.

o Apply suitable header and footer
for the table.
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Part - III Find and Replace

0

6.11 Find and Replace
r |
OpenOffice Writer has a Find and
Replace feature that helps to locate for a
text inside a document and replace it with
another word. In addition to finding and

replacing words and phrases, you can also
use wildcards and regular expressions to
perform advanced search. To search a
word

« Click Edit — Find & Replace (or) Ctrl
+F

o The Find & Replace dialog box appears
as shown in Figure 6.27.

Steps to find and replace a text

1. Type the text you want to find in the
Search for box

For Example: To search for a word
“Bombay” in a document and replace with
“Mumbai”, enter the word “Bombay” in
the Search for box

2. To replace the word with different
text, type the new text in the Replace
with box

Enter the word “Mumbai” in the Replace
with box and

Click Find button , to start the search ,
the found word is highlighted

The first occurrence of “Bombay”
is highlighted

3. To replace text, click Replace button.

Find & Replace | 2
Search for .
Find
Bombay [~]
Find All
Repl ith
eplace wi Replace
Mumbai
Replace All
7] Match case
[] Whole words only
| More Options ¥ | | Help | | Close

Figure 6.27 Find and Replace dialog box
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The highlighted word is replaced with the

Chapter 6.indd 134

word given in the Replace with box.

Click Find All, Writer selects all
instances of the search text in the
document

All occurrences of
highlighted.

“Bombay” are

. Click Replace All button, Writer

replaces all matches.

This will replace all occurrences of
“Bombay” with “Mumbai”

Enable Match case to perform the
search case sensitively so that uppercase
and lower cases are distinguished

[ ] (] [ ]
Workshop"'

7. Enable Whole Words only to make

the search more specific to words used
separately alone.

6.7 Open a new document.
» Type the following paragraph

o “All birds find shelter during a
rain. But Egles avoid rain by flying
above the clouds. Problems are
common, but attitude make the
difference.”

» Apply Find & Replace.

o Find the word “Egles” and replace
it with “Eagles”.

« Savethe document with password.

separately.
[ An&cure ]
List of Keyboard Shortcuts
Shortcut Key Function
Ctrl+A Select the whole document.
Ctrl+B Makes text bold.
Ctrl+C Copy the text.
Ctrl+D Double Underline text.
Ctrl+E Text is center aligned.
Ctrl+F Find and Replace.
Ctrl+I Makes text Italics.
Ctrl+] Text is Justifed.
Ctrl+L Text is left aligned.
Ctrl+R Text is right aligned.
Ctrl+U Underlines text.
Ctrl+V Paste the text.
Ctrl+X Move the text.
Ctrl+Y Redo last action.
Ctrl+Z Undo last action.
Left Arrow Move cursor one character left.
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Right Arrow Move cursor one character right.
UpArrow Move cursor one line up.

DownArrow Move cursor one line down.

Shift+ LeftArrow Move cursor with selection to the left.
Shift+ RightArrow Move cursor with selection to the right.
Ctrl+ LeftArrow Go to beginning of word.

Ctrl+ RightArrow Go to end of word.

Home Go to beginning of line.

End Go to end of line.

Ctrl+Home Go to start of document.

Ctrl+End Go to end of document.

Shift+Home Go and select from the beginning of line.
Shift+End Go and select till end of line.

Insert Insert mode on/off.

Page Up Move one screen up.

Page Down Move one screen down.

Ctrl+Shift+B Subscript.

Ctrl+Shift+P Superscript.
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Unicode Tamil Keyboard Typing Chart

a Y k & ka & ke Ga
aa 9, ng I nga Bl kee ef:3
i @ s g sa F ko AF
ii FF nj @ nja ©h koo Casr
u o d/t L da/ta L kau Oaer
uu 26T N 6U0T Na 6001
@ 6T w Lr) wa b we © )
ee 6J th g’, tha I wee G 1)
ai o) p L pa LI wo A7
o 6@ m LD ma LD Woo ¢ bT
00 59 Yy (1] ya wi wau © ber
au 63_) 61T r m ra T
q 0o 1 60 la 6V
v Y| va 1]
z Lp za Lp
L 6T La er
R M Ra m
n 60T na 6oT
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j ja | jaa je jee jo joo ji jii ju juu
2| &2 | g |6y | Cp |Gxr|Gor| o |&F &e |29
sh | sha | shaa | she | shee | sho |shoo| shi |shii shu shuu
63 | o | agr | Clog | Gag |GClagr |G| ofl |of agr | 0gd

Type the following content in Tamil using any interface (Murasu / NHM / Azhagi).

kaNNan - & evorewredr joothpur - Gearg Ly
sennai — GlFesTemeor juulai — 2O ewev
thamizwaadu - slpBETH shiiradi - afrig
thaajmahaal - sTg®wamTsv hamadu - amwg)
shaajakaan - egregasresr vaashingtan - euraglmiL_esr

CFsiremesruilsy 2 _sirer wrBSTTLF1 LsTaflser ClFsiTemesriiLsiTaflssit (Chennai Schools) stesrm)
9DPESLILBFDSI. @b LsTaflFHewer BliTeuslEs CaFarTens wrhsrm. Fullsd Hevalssemn (Education
Department) @ uwmis eumdSlerpgl. pp @)pslw oy FArinens (IAS) oFlarfl, @m ssvall e
(Educational Officer) wmmiib 10 gisnemts seval oyapisusvisenLsr (Assistant Educational Officers
- AEO) @sgiwp Qsweou@Eng.

Activity i.‘—/

Student Activity

1.  To make the students prepare a invitation for school annual day.

2. To make the students create greeting card in landscape format with a picture and a
birthday message and distribute to students on their birthday.

Teacher Activity

1.

To show a demo to the students how to type a question paper by using indents and
bullets and auto numbering, changing the margins.
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Part I Choose The Best Answer

1.

10.

Chapter 6.indd 137

Evaluation

o

= -'— ]
QUDGUN

Which is the command to be selected to open the Table Format dialog box.

a. File ->Table properties b.Format->Table properties

c. Table->Table properties d. Edit->Table properties

The bottom of the window which shows the status of the document is:

a. Task bar b. Title bar c. Status bar d. Tool bar
Which is the section of document that appears in the top margin.

a. Head area b. Foot area c. Header d. Footer
The top most part of the window which displays the name of the application

a. Menu bar b. tool bar c. title bar d. format bar
Changing the default appearance of the text is called

a. Text formatting b. Page formatting

c. special formatting d. paragraph formatting

The Find and Replace option is available in which menu?

a. File b. Edit c. Format d. Tools
Which button selects all instances of the search text in the document?

a. Find b. Find All c. Replace d. replace All
Which is the short cut key to go to start of document?

a. Ctrl+Home b. Ctrl+ End c. Home d. End
What is the shortcut key for finding and replacing text in a document?

a. Ctrl + F1 b. Ctrl + F4 c. Ctrl + F5 d. Ctrl +F7
Shortcut key for Undo is

a. Ctrl + E b.Ctrl + U c.Ctrl + Z d. Ctrl + n
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Part I1

1.  What is Text formatting?

2. What are the different packages in OpenOffice writer?

3.  State the difference between Propietary software and open source software.
4. How do you make corrections to your document?

5. Name some features of OpenOffice writer.

Part I1I

1.  What is the difference between moving and copying text?

2. What are the different types of orientation?

3.  How do you turn off bullets and numbering?

4. What are the different ways to save a document?

5.  Write the steps to change the line spacing of text.

Part IV

1.  What are the different methods to change margin in writer?

2. What are Header and Footer? How do you insert page numbers?

3. What are the different types of paragraph alignment?

4. Write the steps to find and replace a word with another in OpenOffice writer.
5.  What are indents ? How do you apply it in a document?
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Unit II | Word Processor CHAPTER 7

INSERTING TABLES, OBJECTS AND
PRINTING DOCUMENT

=,

7.1 Working With Tables

0 0

2. Click the down arrow on the right side
of the Table icon% on the standard
toolbar.

A table is a grid with a specified
number of rows and columns. A well-
designed table can help readers understand

better what you are trying to convey. 3. In the drop down grid, move the

mouse to select the number of rows

7.1.1. Different Techniques To Insert and columns for the table.

Table

4. The table will appear at the location of
the insertion pointer.

There are two methods to create a table :

« Using table Icon
Using The Insert Table Dialog Box
» Using Insert Table dialog box

To insert a table with more control
over the settings and properties, use the
Insert Table dialog box. To open the dialog
box, click Table — Insert — Table or Ctrl
+F12. The Insert table dialog box appears
1. Place the insertion pointer where you as shown in Figure 7.1:

want the table to appear.

Using Table Icon

To insert a table quickly from the
standard tool bar:

[Tablel

Size

Columns
Rows

Options
Heading

Repeat heading

The first rows

Don't split table

[¥] Border

[ AutoFormat...

Figure 7.1 Insert Table Dialog Box
139
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o In the Name text box give a suitable
name to the table.

o Specify the number of columns and
rows either using spin arrows or enter
the value directly.

o Click the Heading check box to make
the first row of the table as heading,
automatically the Repeat heading
check box will be enabled to repeat
the heading row when the table spans
more than one page.

 Select the Border check box to display
table with grid.

e Click OK button to create a table.
Entering data into theTable :

Once the table is created with the
specified number of rows and columns,
you are ready to enter data.

The table is normally created with
uniform row height and column width
in the entire area. The insertion pointer
is placed in the first cell(intersection of
row and column) and you can start typing
the text into the cell. You can easily move
from one cell to the next cell towards
right by pressing the Tab key and press

Shift + Tab to move towards left. Once
the table is created the Table formatting
toolbar appears on the formatting toolbar
as shown in Figure 7. 2. This toolbar can

also be opened by View — Toolbars —
Table.

7.1.2 Inserting And Deleting Rows And
Columns

Inserting Rows

To insert rows in a table there are different
ways :

1. The easiest way to add a row is to press
Tab from the last cell.

2. To insert a single row anywhere, place
the insertion pointer in that particular
qr

cell and click the Insert row icon =g

from the Table Formatting toolbar.

more than one row, click
Table — Insert — Rows,
Rows dialog box appears as shown in

3. To insert
the Insert

Figure 7.3, enter the of value using spin
arrows or type the number directly.
In the position option, select Before
or After radio button to specify the
position of the row.

4. Click OK button.

0-& -

EE-TEL SEeEm &6

Figure 7.2 Table Formatting toolbar
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rInsert Rows ﬁw
Insert - — [ oK ]
Mumber |1 =
’ Cancel l
Position —
©) Before | Hep |
@ After
L A

Figure 7.3 — Insert Rows dialog box
Inserting Columns

To columns there

different ways

insert are

1. Place the insertion pointer in the
particular column and click the Insert
column icon #ﬁ to insert a blank
column right of the insertion point.

2. To insert more than one column, place
the insertion point in the particular
column and click Table — Insert —
Column, the insert column dialog box
appears as shown in Figure 7.4, enter
the value using spin arrows or type the
number directly.

3. In the position option, select Before
or After radio button to specify the
position of the column.

4. Click OK button.

I'-Insv.=_'rt Columns ﬁ\
Inzert - =
Lok |
Mumber 1 =
’ Cancel ]
Position —
i) Before ’ Help ]
@ After
e A

Figure 7.4 — Insert Columns dialog box
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Deleting Rows And Columns
To delete rows and columns:

1. To delete a single row, place the insertion
pointer in the row or to delete more
than one row, select the rows and to be
deleted and click delete row icon Emm
from the Table Formatting tool bar
(or) select Table — Delete — Rows,
the selected row/ rows will be deleted.

2. To delete a single column, place the
insertion pointer in the column or to
delete more than one column, select
the columns and to be deleted and click
delete column icon I from the Table
Formatting tool bar (or) select Table
— Delete — Columns, the selected
column/ columns will be deleted.

Deleting Contents of A Table
1. To delete the contents of a table :

o Select the contents of the table to be
deleted and click Delete key, The
contents will be deleted, the table will
remain as it is.

Deleting An Entire Table
1. To delete the entire table :

o Select the entire table by Edit —
SelectAll or Ctrl + A

e Click Table — Delete — Table

o The entire table is deleted.
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7.1.3 Merging and Splitting Cells

To merge a group of cells:

1.

Select the cells to merge.

. Click Table — Merge Cells or click

merge cells icon or Right Click — Cell
— Merge,

. The selected cells will be merged into a

single cell.

To split a single cell:

1.

Place the insertion pointer inside the
cell.

. Click Table — Split Cells or click split

cells icon or Right click = Cell —
Split, the split cells dialog box appears
as shown in Figure 7.5.

-
Split Cells )
fe
Split cell into PR
Direction :

| Horizentally

[] Into equal proportions

o i Vertically
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Figure 7.5 Split cells Dialog Box

Select the number of cells to split using
spin arrows or enter the value directly.

Select the direction of the split,
horizontally (for rows), or vertically

(for columns).

142

5. A single cell is split into the desired
number of rows and columns.

7.1.4 Resize the position of Table

A newly created table will occupy
the entire width of the page area by
default. The table can be resized as per our
requirement:

the
mouse over the table edge until the
cursor becomes a double headed arrow,
and drag the border to its new desired
position.

o To resize a table quickly, move

o To resize a row height / column width
using Mouse :

To resize row height

o Move the insertion pointer over the
horizontal border for the row height
now the insertion point will change
into double headed arrow , click and
drag to resize the row height.

To resize column width

o Move the insertion pointer over the
vertical border for the column width
now the insertion pointer will change
into double headed arrow , click and
drag to resize the row height.

To resize column width using dialog box

o« To give precise measurement for
column width, Click Table — Table
Properties, the Table Format dialog
box as shown in Figure 7.6
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rTabIE Format ﬂw
Columrls Borders |Background
Adapt table width
Adjust columns proportionally
Remaining space 0.00 em
Column width -
« 1 2 3 4 5 >
340cm 5| 340ecm 3 (340ecm (2| | 340cm 3| (340cm |5
[ OK ” Cancel ” Help H Reset

Figure 7.6Table Format Dialog Box

» For resizing column, click the Columns
tab. In the column width spin box enter
the new column width or use spin
arrow for the columns.

e Click OK button.

e The width of columns are resized as
per the new values.

7.2 Formatting The Table

table involves
formatting of the table layout, formatting
of the table text, changing borders,

background and autoformating.

Formatting a

7.2.1Changing Background

To change the background of a
table in a document:

Place the insertion pointer inside
the table.

143
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1. Select Table — Table Properties.

2. Select the Background tab inside the
Table Format dialog box as shown in
Figure 7.7.

In the For section, choose to apply
the background to the cell, row or table.

o Cell: To apply background to a cell or
a group of selected cells.

o Row: The background will be applied
to the entire row or group of selected
rows.

» Table: The background will be applied
to the entire table.

3. In the As section, choose to apply a
color or graphic:

« To apply color, select the color from
the color palette and click OK button.
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Table Format

Background color

|Table |Text Flow |Ccr!umns| Borders |Backgmund |

For Cel =]

Mofn
L LLLEL LT T R
(| (i 1 1 e
AEEENEEEEEEn
L L L L LT L i

JdgdeemEmEE Yy |
EEEE0OOOEEE
EEEEESO om0
HOmEEd

Mo Fill

I

OK

|| cancel || Help || Reset

7.2.2 Changing Text Direction In Table

To change the text direction

Figure 7.7 Table format dialog box - Background

. Select the text to change the direction in the cell.
. Select Format — Character, character dialog box appears.
. Click Position tab, in the Rotation / scaling option,

. Select the required rotation angle(0, 90, 270, Fit to Line) and click OK.

7.2.3 Changing Table Border

To apply graphic, select Graphic, click on the browse button to select the required
image file and click OK button. The image appears in the selected cell as background.

To change the table border, select Table > Table Properties, the Table Format
dialog box appears, select Borders Tab , you can set the borders for a table or a group of

cells.
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1 NEEE ® | D | [

-

.
Table Format ﬁ

|Tab|e |TE:d: Flow |Co|umns|ﬂﬂrder5 |Eackground |
Line arrangement ———  Line Spacing to contents
Default Style Left 010 em =
fEEEE | —— | .
050 pt — 2 Tom (e
User-defined 1.00 ‘E
5} 00 pt -
* +* + ——— 50 gt Top 010cm [+
+ * —
4.00 pt Bottom 010em =
I 500 ot
- - = 110pt Synchronize
—— T EN - i
Colar
- -
+ + + |- Black |Z||
Shadow style
Position Distance Color
[Oo/o/o/c] 018cm [ (- Gray
Properties
Merge adjacent line styles
[ QK ] ’ Cancel ] ’ Help ] [ Reset
e

Figure 7.8Table format dialog box to apply borders

Properties of Border
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Line arrangement specifies how the borders apply. Writer provides five arrangements
as shown in Figure 7.9, you can modify the arrangement by clicking on the line
arrangement you want to customize.

Line arrangement
Default

Figure 7.9 Line Arrangement

Line option specifies the border style.
Color option helps to select the color of border line.

Spacing to contents option specifies how much space to leave between the border and
cell contents.

145
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7.2.4 Autoformating Table

The AutoFormat option helps to
format the table with predefined styles.
This is a simple and easy way to format
tables. AutoFormating can be applied by :

e Create a Table with the desired number
of rows and columns.

e C(Click Table — AutoFormat

o A set of already designed styles with
predefined names are available in the
Auto Format dialog box as shown in
tigure 7.10.

o Select the desired style and click OK
button.

o The selected style is applied into your
table.

Figure 7.10 Auto format Dialog Box

7.3 Inserting Formulae in Tables

=, |

We can use formulae in Writer to perform
spreadsheet like calculations easily.

To perform calculations on the data in the
table

« Create a Table with the following data:
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Ist:ll:ll Jan Feb Total
Books 15 70
Pens 30 50
Ruler 25 25
Total
Goods

Click in the empty cell where you want a
calculation.

o Choose Table — Formula or press F2
and you will get the spreadsheet-like
toolbar with the formula entry field.

S - B =

Figure 7.11Formula Tool bar

« If you want to add a range of cells then
in the current cell type = <B2:B4>and
press Enter key. The total will appear
as given in the example below.

_NOTE

This method is applicable only to find
summation of the selected range.

Ist(fllg Jan Feb Total
Books 15 70
Pens 30 50
Ruler 25 25
Total =<B2:B4>
Goods

o TheformulaToolbar as shown in Figure
7.11 can be used when the user want to
perform other arithmetic calculations.

Item

sold Total

Jan Feb
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Books 15 70 =<b2>+<c2>
Pens 30 50

Ruler 25 25

Total 70

Goods

If you want to perform calculations
using individual cells, individual cell
reference should be placed within <> .

Note : In the table structure the columns
are labelled as A, B, C...... and the rows

are numbered as 1,2,3,......

etc. For Ex.

The first cell is referred as A1, B1 etc.
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In the above example, to find the sum,
of the books purchased in January and
February, the total is calculated using
the formula =<b2>+<c2>.

A subtraction formula for instance is
given as =<b2>-<c2>.

If you want more
complicated than addition, subtraction,
multiplication, and division, click on
the formula dropdown list as shown in

Figure 7.12.

something

R & 4

Sum
= Eound
Percent
Sguare Root
Power
Operators v
Statistical Functions »

Functions r

Figure 7. 12 Formula dropdown list
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7-1 Open a new document.

o Using icon or table menu create
the given table with 5 rows and
6 columns with the labels S.No.,
Name, Maths, Phy, Che and Total

» Calculate the Total of three subject
using SUM functions.

o After the sixth row add a new row
and type suitable data for the new
TOW.

o Delete the second row using icon
or command.

o Using icon or command after the
second column add a new column
and type suitable data for the new
column.

» Delete any one column using icon
or command.

» Save and close the document.

7-2 Open the document created in
workshop-7.1.

« Do the following options

o Change the border style and
border line width for one table.

« Change height and width for the
row and column respectively.

« Save and close the document.
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7-3 Create a new document.

« Create a 4 x 4 table using icons in
toolbar or using commands.

« Split any one row/ column in one
given table into more than one cell
using icon or command.

o Merge any two or more row /
column in the given table using icon
or command.

7-4 Open the document created in
workshop-7.1.

o Delete the table content.

o Perform all table formatting options
for this table.

e Addtwo morerowsand columnsand
also delete the rows and columns.

e Save and close the document.
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7.4 Inserting Objects

r |

7.4.1 Inserting And Formatting Pictures

Open office Writer has the ability
to insert and edit images in a more simple
way. The picture gallery of the writer
consists of a collection of images from
which the desired image can be selected
and inserted into the document. To insert
an image from a file, the steps are as
follows:

o Place the insertion pointer where you
want the image to appear

e Select Insert — Picture — From file

o The insert picture dialog box appears
where the picture gallery opens from
which the desired picture can be
selected.

o If the picture is not in the gallery, then
browse the picture from the folder,
choose the desired picture.

o Click on the Open button.

£ trgen pionure

Qrgenize = New folder

8 Downloads 4
= Recert Places
1 Orelvive é’. k
e
= —_——

il Libvbiied
«| Dogumenty : VALLUFYAR big
a hdugie
e Pictumer
B videss

‘B Campubes
& Local Disk (€3
s Loeal Disk ilx)
i Local Disk (&)

Link

Filg garne:

@'&-"‘ L D'_pml.‘.!mnl l-p;m.'!s b gallery

tyle iﬁrni-u

,i..’.| d-_.'r-:r =]

= | <Al formatss [ bmp;"did:ten v |
= | Opm HI Cancel |

Figure 7.13 Picture Toolbar
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The selected picture is inserted into
the document. Figure 7.13 shows the
Insert Picture dialog box.

Formatting Pictures

Using Picture toolbar of Writer
one can modify the format of the inserted
picture.

A click inside the picture displays
the picture toolbar as shown in figure
7.14 which helps to format the picture
by cropping the picture, adding borders,
set the height and width, change the
background color and perform various
other formatting.

Picture * X

@ - Rox <] B
Figure 7.14 Picture Toolbar

-
il

To increase and decrease the size of
the picture, click and drag at the four

corners.

Clicking on Crop displays the cropping
handles, Click and draga handle to crop
an image. Click the Crop command to
deselect the crop tool.

Clicking on Default drop down arrow
displays options like Black and white,
Grey scale or Water mark (background)
while default option displays the
picture as original.

Clicking on Flip horizontally icon
gfs flips the picture horizontally.

Clicking on Flip vertically icon &=
flips the picture vertically.

Clicking on Transparency icon®:* :
helps to adjust the clarity of the picture
in %.

7.4.2 Inserting Special Character And
Equations

Many symbols which are used in
a mathematical equation like alpha (o),
beta (B), pi (m) etc., are not available on the
standard keyboard. However,representing
these characters are very much essential
in mathematical equations. To insert such
characters, the procedure given below is
followed:

( Special Characters ﬁ

i w1
e

Q11213 (45|67 |89 ], |=<|=]=]|?

=|A|IB|X|A|[E|@|T|H|T |3 |K|AM|N|OE

olele|s|r|y[c =]z [ 1]
ca|Blyx|dflefd|y|In|t|e|lx|rAL|pn|Vv] o

|8 |plo|lt|lv|wm|lele|lw|C|{]]||}]|~]|C Q

P |1 || @ |ag||an &g 5 |dy | |gh ||| s | B

el 7 |sla |l |n @ w | @2[B]s - UsFO57

Characters: )

Figure7.15 Insert Symbol Dialog box
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o Place the insertion pointer in your

document where the

character to appear

you want

o ClickontheInsert — Special character

o The Special character dialog box
appears from which the desired symbol
can be selected by clicking on the

character.

o Click the OK button to insert the
special character.

The insert symbol dialog box is displayed
in Figure 7.15.

Open office writer helps to insert
mathematical equations using the various
symbols. These equations can be inserted

by following the steps below:

o Click on the Insert — Object —
Formula

o The equation editor opens at the
bottom of the screen.

o Click in the equation editor and type
the equation.

o To include symbols in the equation
Right-click in the equation editor and
select the symbol from the pop-up
menu.

e Click inside the document to include

Drawing

P/ m@e TS

" ©-¢-F-P- %k~

the equation in the document and this
will automatically exit the control

from equation editor.

e Double-click on a formula to edit the
equation.

7.4.3 Inserting And Editing Shapes

OpenOffice writer uses the drawing tools,
to create various shapes by using the
Drawing toolbar. Select View — Toolbars
— Drawing to display drawing toolbar
as on Figure 7.16 which contains various
Drawing tools.

To use a drawing tool:

o Click in the document where you want
the drawing.

o Select the tool from the Drawing
toolbar. The mouse pointer changes to
a drawing-functions pointer.

o Move the cross-hair pointer to the
place in the document where you want
the graphic to appear and then click-
and-drag to create the drawing object.
Release the mouse button. The selected
drawing function remains active, so
you can draw another object of the
same type.

« To the
function, press the Esc key or click on
the Select icon on the Drawing toolbar.

cancel selected drawing

& &

Figure7.16 Drawing toolbar
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e You can now change the properties
(fill color, line type, weight, etc.) of
the drawing object using the Drawing
Object Properties toolbar.

« Clickon T Icon to create a text box and
type any amount of text which can be
moved anywhere into the document.

7.4.4 Inserting Page Break

OpenOffice Writer inserts a page
break automatically when the content
exceeds a page, this is known as soft page
break. Sometimes the user need to insert
a page break manually, it is called as hard
page break.

1. Place the insertion pointer in the
document where the page break is to
be inserted.

2. Select Insert — Manual Break, the
Insert break dialog box appears as
given below:

i ™y
Insert Break ﬁ
Type - .
2
(1 Line break
©@ Page break:
Style
[Mone] E"

Change page number

Figure 7.17 Insert Break dialog box

3. Under the type option choose Page
break and click OK button .

4. A page break is inserted at the current
location.
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7.4.5 Inserting Word Art

WordArt is a feature in OpenOffice
Writer which includes effects such as
shadows, outlines, colors, gradients, and
3D effects that can be added to a word or
phrase to make it more presentable and
attractive.

To insert WordArt , the steps to be
followed are :

e Click the Fontwork icon on the
Drawing toolbar.

« Fontwork gallery window with various
font work.

o Double-click on the required Font
work style, and type the required word
or phrase.

The WordArt dialog box is displayed as in
Figure7.18.

Fenbwork Salery i

Select a Festviik e
e e

| ; r
| Foltwork  Fortiyiork  Fuhyolk

Fi

RN ol et

™ Fawen i T

:'-. !:,!IIIII i_"-.-' ;_.__\).11!\. IJ';'.i"' E_Hm

[ e [ o [ Hep |

Figure 7.18 WordArt Dialog Box
7.4.6 Inserting Auto Text

AutoText allows the user to assign
text, tables, graphics and other items to
a key or key combination. For example,
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rather than typing "TamilNadu" every 4. Click the wgr of the AutoText button
time you use that phrase, you might just on the right and select New (text only)
type "tn" and press F3.You can also save a from the menu.

formatted Tip as AutoText and then insert

a copy by typing "tip" and pressing F3. 5. Click Close to return to your document.

6. Once the entry is created, to insert the
auto text into the document, place the
insertion point where the text is to be
inserted and click Ctrl+F3.

To assign AutoText shortcut to some
text, the steps are as follows:

1. Select the text and it is highlighted.

2. Select Edit — AutoText (or press 7. Select the name from the list of entries

Ctrl+F3). and click Insert button or type the
shortcut and press F3.

3. In the Name textbox, type the shortcut.

Writer will automatically show one 8. The auto text is inserted into your text.

letter shortcut in the Shortcut textbox.

[ AutoText M\

Insert

[] Display remainder of name as suggestion while typing

Close
MName Shortcut

Business Cards, Work (3 Y2 % 2) - Help
| MyAutoet . m

Only for Templates

Standard

AutoText |-

‘E Categories...
‘ Path...

-

Save links relative to
[] File system [] Internet [T] Show preview

Figure 7.19 Auto text Dialog Box
. Note [~ |

If the only option under the AutoText button is Import, either you have not ‘kf

entered a name for your AutoText or there is no text selected in the document.
L i

7.5 Page Preview, Setting the printer and Printing a Document

7.5.1 Preview the document to be printed

It is a good practice to preview the document before taking the print out. The steps
to be followed to preview the document :

152
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1. Click File — Page Preview, or click the Page Preview button. The Writer displays
the Page Preview toolbar displayed on Figure 7.20.

@E] ke & BE'EQ#S%E.EL B L Close Preview

Figure 7.20 Page Preview Toolbar

2. In the page preview toolbar click Multiple pages icon to display multiple pages.
3. To close the preview click on Close Preview button.

7.5.2 Setting the Printer and Printing

The following are some steps to change the printer setting :

1. Click File — Print or Ctrl+P or Print File icon which opens the Print dialog box that
appears as shown in Figure 7.21.

[ Print ﬂ\

210 mm (44)

General | OpenOffice Writer |Page l-_ag.routl[]-ptions|

Printer

EPSOM LB0O Series |

Range and copies

@ All pages Mumber of copies 1 -' :

) Pages |1-5
L Y
Selection Cpllne %ﬁ I@

[T] Print in reverse page order

297 mm

Print

Comments |Ncn&[tlccum&nt onily) - J

1|5 4[]
[ Print ]’ Cancel

Figure 7.21 Print Dialog box

2. Click General tab.
3. Select the required printer from the list of printers

2. Under Range and copies section : select All pages option to print all pages, select
Pages option to specify the particular page or page range.

3. Specify Number of copies using spin arrows.

4. Click Print button.
153
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0,
Workshop "'

7-5 Open the document created in

Part-1 workshop-1.

Download images related to Dr.
A.PJ ABDUL KALAM from
internet and insert the images in
the document at required place
using command or icon.

Open the document in Part-IIT -
workshop-1 , download images
related to the content from
internet and insert the images at
required place.

Save the document and close.

7-6 Open a new document.

Using the commands to insert
special characters, special symbols

Type the following equations (i)
Aa+Br+cf (ii) nr*h.

Using drawing toolbar insert
various drawings/ shapes in your
document

Save and close the document.

Database

7-7 Open the document created in
workshop-2

o Using Autotext command or
keyboard shortcut create shortcut
for “Vital Information Under
Seize” as “VIRUS” and make it
appear in one document.

« Using Print icon change printing
attributes, preview and print the
document.

7-8 Open the document created in
workshop-4 of part I of ch-6

 Insert suitable picture of a circle.

o Type the formula for the
circumference of a circle using
insert special character option.

o Using drawing tools draw the
following in the document.

o Print the document using print
command.

€5 OpenOffice
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Activity g

Student Activity

1.

Based on the concept of calculation using formulae, make the students type the Mark
sheet in a table and calculate their total and average in writer.

2. Make the students prepare a invitation for school annual day with school name as
Watermark.

3.  Let the students prepare their class timetable in table format and format it in an
attractive manner.

Teacher Activity

1. To show a demo to the students how to type a question paper by using formulas and
special characters, changing the margins and printing in the practical session.

2. To show the students a demo of inserting a picture and applying crop , color changes,

Part I Choose the Best Answer

1.

Chapter 7.indd 155

background and others features to modify it and make more attractive.

Evaluation

To give precise measurement for column width, which command gets the Table
Format dialog box?

a. File—>Table properties b.Format—Table properties
c. Table—Table properties  d. Table »Table format.

Which option helps to assign text, tables, graphics and other items to a key or key
combination?

a. Autoformat b. Automatic
c. Auto text d. Autographics

Which command on the insert menu is used to insert a page break in the document?

a.ManualBreak b. Hard page break
c. Section break d. Page Break
155
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What is the short cut key to open the insert table dialog box?
a. Ctrl + F5 b. Ctrl + F8

c. Ctrl + F10 d. Ctrl + F12

Which icon on the drawing toolbar gets you a text box?

a. Text icon b Text box icon

c. Draw icon d. Draw box icon

Part IT Very Short Answers

1.
2.
3.
4.

How do you insert pictures in to your document?
Write the steps to insert special characters in a document?
How do you split and merge cells in a table?

What is the use of WordArt in writer?

Part III Short Answers

1.
2.
3.

Write about the drawing toolbar
How do you insert rows and columns?

How do you change the clarity of the picture in background?

Part IV Explain

1.

2.
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Write the steps to create autotext for a word.
How do you resize the position of a table?
How do you format pictures?

Write the steps to preview before printing and steps in printing a document.

Write the steps to compute the sum for a set of data in a table by using formulae.
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Unit II | Word Processor

CHAPTER 8

Mail Merge & Additional Tools

8.1 Mail Merge

=, =

A common word processing task
is to create a document with different
mailing addresses and send to different
people. The mailing feature in Word
processor can help the user to organize
to address data, merge it into a document
and print it out in the desired format.

The main feature of Word processor
is Mail Merging. Merging a list of names
and addresses to a single letter that can be
sent to different people in their names and
addresses.

Multiple copies of a document can
be sent to alist of different recipients (form

letters) through the following facilities.

. Mailing
. labels
. Envelopes

All these facilities, are related to
a registered “data source”. The Variables
refer different field of data source.

Creating data source for mail merge:

A data a database

containing the name and address or

source is

records of other information from which
a mailing list may be derived. Printing
the mailing labels and envelopes does not
require data source facilities.

[ nasit Merge Wizar ===
Stems Select starting document for the mall merge
Select the document upon which to base the mail menge document
2. Seiect decument type
3 bt itk Blodt @ Vs the current docurnent
W S Create o neyy de-cument
Slart Frim garsting disturnent Bpowe— |
Personahie " Staet Frcam & igenplate Bpowese |
: ah ' 14 & P ek reed J 3
S H
o
QuseA2
Help B [ meass | Canedl

Figure 8.1: Mail Merge Wizard - Select Starting document
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Open Office Mail merge can access
a wide variety of data sources, including
spreadsheets, text files and databases such
as MySQL, Adabas, and ODBC

Thefollowing uses a
spreadsheet with the following column
(field) headers: Title, First name, Last
name, Address, State/County, Country,
Post Code, Gender, and Points. The mail
merge wizard is shown in Figure 8.1.
The following steps perform mail merge

operation.

example

Step 1: Choose Mail Merge
Tools -> Mail Merge
Step 2: Select starting document

This step has four options:

o  Use the current document.
o Create a new document.

o Use a template.

o Use an existing document.

e Choose “Create a new document”

option.
o Click Next Button
Step 3: Select document type
This step has two options:
o Letter
o E-mail Message

Choose “Letter” as option - to send
letters to a group of recipients.

Click Next button

Mail Merge Wizard

5]

Steps Select a document type

1. Select starting document

2. Select document type

3.Insert address block

@ Letter

() E-mail message
4, Create salutation
5. Adjust layout e
6. Edit document
7. Personalize document

8. Save, print or send

What type of document do you want to create?

Send letters to a group of recipients, The letters can contain an address block and a
salutation. The letters can be personalized for each recipient.

|

<= Back

I

DMext >> ] Einish

Cancel

Figure 8.2 Choose document type
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Chapter 8.indd 158

09/04/18 12:17 PM



Step4: Insert Address block

This step helps to select the address
list to be merged with the document.

This step has four sections

Click® Select different Address list”
button to choose the address list from an
existing file or create a new address file.

Click “Add” button to include the
existing data source.

Click “Create “
source.

to create a data

This window shows default fields
for the address.

Click “Customize” to add or delete
or rename fields

Note

[ ™\

Minimum three fields must
be selected when the user
creates an address list.

[TRpTR——— ==}
e vt b i et o
1.t sarting detumant 1. fadect the sddem ek conkening the sddnes deta Sabact Address Lit...
you want bo e, Thiz dets i nesded to coaste fhe -
2. et docemant bype bk
B Irowet ssomes whock|
& Check
= e —
Figure 8.3. Insert Address block
o P
Select Address List |
Select an address list. Click 'Add...' to select recipients from a different list. If you do not have an
address list you can create ene by clicking 'Create...",
Your recipients are currently selected from:
datal
Edit...
Change Table...
[ 0K ] ’ Cancel l [ Help
w

Figure 8.4. Select Add
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-
New Address List

Address Information

Title

First Mame

Last Mame
Company Mame
Address Line1
Address Line 2
City

State

P

Delete

Find...

m

Liif* !

Customize...

Show entry number

<

oK ][ canca |

Help

Figure 8.5 New Address List

-
Customize Address List

i

Addreszz list elements

First Name

Last Name
Company Mame
Address Linel
Address Line 2
City

State

P

Country
Telephone private
Telephone business
E-mail Address
Gender

I -

Add...

Delete

Rename...

m

oK

Cancel | | Help

Figure 8.6 Customize Address List

After selecting the required fields for the address list Click OK button.

This will get back to the previous window, where the user can add records.

160
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-

New Address List

Address Information

IR !

m

Company Name |

Address Linel | T. NAGAR,

Address Line 2 ;'_:HENNAI 600 017

Show entry number < < 11

Title | Mr [
First Mame | RAMAKRISHMNAM Delete
Last Name (VG Find...

KARMATAKA SANGA HR SEC SCHOOL, Customize...

[ oK || cance |

Help

Figure 8.7 Filled New Address List

Click New to add more records

If the user wants to delete any particular record, select the record using navigation
buttons and then Click Delete. Click OK The “Save As “dialog box appears to save the
records.

This returns back to “Select Address List” dialog box. Click Ok

-

Select Address List

=)

address list you can create one by clicking 'Create...".

Your recipients are currently selected from:

Select an address list. Click 'Add..." to select recipients from a different list. If you do not have an

Mame Table [ Add...
Add Add
datal

Change Table...

[ oK ] [ Cancel ] [ Help

Figure 8.8 New Address List
161
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Mail merge wizard main window appears, Click Next

FHH Merge Wizard

Steps

1. 5elect staing dodument
2, 5elect ducument lype

S rbedt address block

. Cimaie saluabion

5. Adjust lryout

. Edit docusmient
T.Persanalize decument
E.Save, print or send

Create a saluatation

[#] This documient should contain & salutstion
[#] fnsert personslized salutation

eriale | Dnar B <ILagd Mames,
i

Bdale iuﬂrm. alagk Mames,

Paldress bt Freld indicabng & female recipeent
Field name

Field xalue
Grneral salukation
T weham it may concern,

Preview

0

]

BIE] |5 E

|I:|1ﬂer. RAMAKRISHNAN,

Document: 1 [A1[k]

I 45 Hack || et 22

Eimish

Figure 8.9 Create a Salutation in Mail Merge Wizard

This is an optional window to add general salutations to the letter.

Click Next

The Adjust Layout window appears

-
Mail Merge Wizard

Steps

1. Select starting document
2. Select document type
3.Insert address block

4, Create salutation

6. Edit document
7.Personalize document

8. 5ave, print or send

Adjust layout of address block and salutation

Address block position
Align to text body

From left

From top m
Salutation position

Move Up

Move

2

s e T
Help I << Back ” MNext > > ] | Finish | [ Cancel

Figure 8.10 Adjust layoutof addressblock and salutation
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This helps us to modify the position of the address label and general salutation.

Click Next

Step 5: Edit document helps us to add or modify the content of the letter.

When the user click “Edit document” mail merge wizard window shrinks and the
control is transferred to the document enabling the user to modify the content.

pr

Mail Merge Wizard

5]

Steps

1. 5elect starting document
2. 5elect document type
3.Insert address block

4. Create zalutation

5. Adjust layout
7.Personalize document

8. 5ave, print or send

Preview and edit the document

The preview of a merged document is visible now. To see the preview of another document
click one of the arrows,

Recipient | £ 1

[ Exclude this recipient

Edit Document

Write or edit your document now if you have not already done so. The changes will effect all
merged documents.

Clicking 'Edit Document...' will temporarily reduce the wizard to a small window so you can
edit the mail merge document. After editing the document, return to the wizard by clicking
‘Return to Mail Merge Wizard' in the small window.

Edit Document...

| <<Back || Nets» | Enish

Figure 8.11 Preview and Edit document

After editing the document. Click on “Return to Mail Merge Wizard” from the
pop-up that appears on the top left corner of the document to return back to mail merge

wizard window.
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Return to Mail Merge Wizard

Figure 8.12 Minimized mail merge wizard
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Click Next

Step 6 : Personalize Document window appears, this window helps to add specific
comments to selected records, Click Next

-
Mail Merge Wizand

i

Steps

L. Select starting docurment
2, 5elect document Lype

B et addness block

4. Create walutabion

5. Addjust lwynut

6. Edit doeument

. Prrsonalize document

E. Save, print or send

e |

Persanallze the mall merge documents

You can pemonshoe paicular docurnents, Chckmg Bl mdradual document... will
temiparanly nechace bhe wizard be @ senalll windew 5o yeu can edil your docurnenl. Albes edding
the decument, retm to the wizard *f" clidi!g “Return te Mail Mu,e Wizard" in the small
wirsdiowy.

[ [ —— |
Bind
s o
[T witwole wergs onby
[ Backyards
[ Magch case

%% Hack | I et » 2 | Eimrsh Cancel

Figure 8.13 personalize the mail merge documents

Step 7: The save as dialog box is used to save the created document by giving a suitable

name.
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Mail Merge Wizard

il

Steps

L. Select sharting dodwrent
2, 5elect decument Lype

B dntert address block

4, Cresle salulabon

5. Adjust Imyoort

6. Ediit cocusmeent

T. Pessanalize decument

i

Save, print ar send the document

Select ane of the opticns below
& Jave starbing docurnent
Save merged decument
Bl mmergedd documenl
*) Send merged docurnent as E-Madl

Save ;t,u'ting digcurnent

| Save sarting document |

Figure 8.14 Save print or send the document
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One can also save, merge, print and send merged document as E-mail using this
step.

Click finish to view the mail merge on the screen.

8.2 Additional Tools

8.2.1 Spell Check

The documents prepared using word processing software should be without any
spelling mistake. For this purpose OpenOffice Writer includes a dictionary and spell
check program. OpenOffice Writer can identify the spelling mistakes as the document is
typed or after the entire document is typed.

8.2.2 Auto spell check

Auto spell check option checks each word as it is typed and displays a wavy red line
under any misspelled words. Once the word is corrected, the red wavy line disappears.
This can be done through clicking the icon. ABC

To perform a separate spelling check on the document (or a text selection) click
the Spelling and Grammar button. This checks the document or selection and opens the
Spelling dialog box (Figure 8.15) if any misspelled words are found. This can be achieved
by clicking the icon. ABE

i Spelling: English (USA) ﬂw
Text language |"$‘ English (U5A) IZ”
Mot in dicticnary
Colour = ’ Ignore Once ]
E ’ Ignore All ]
<[ Ak v
Suggestions
Co-lour - { Change ]
Col our ="
Col-our ‘ = ‘ ’ Change All ]
Color
Cornflour g ’ AutoCorrect ]
’ Help ] [ Options... ] Undo ’ Close ]
. A

Fig: 8.15 The Spelling dialog box
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Here are some more features of the spelling tool:

Right-click on a word with a wavy underline, to open a powerful context menu.
Correct words can be selected from the suggested words on the menu. The selection
will replace the misspelled word with correct word.

Other menu options are discussed below.

Chapter 8.indd 166

The dictionary language can be changed (for example, Spanish, French, or German)
from the Spelling dialog box.

The new words can be added to a dictionary. Click Add in the Spelling dialog box and
pick the dictionary to add to it.

The Options dialog box of the Spelling tool has a number of different options such as
whether to check uppercase words or words with numbers. Words can be added or
deleted through this option. Dictionaries also can be added or deleted through custom

directories.

-

AutoCorrect

=

Replacements and exceptions for language:

Tamil

B

Replace |Exceptions |Gptiﬂrrs|Locali.zed Options |Wurd Completion |

Replace

Colar

With:

| Colour

Text only

Delete

[

OK

|| cancel || Help ||

Figure 8.16 AutoCorrect wizard
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8.2.3 Automatic correction

AutoCorrect function has the facility to correct the common misspellings and
typing errors, automatically. For example, “hte” will be changed to “the” which can be
done through, Tools — AutoCorrect to open the AutoCorrect dialog box which provides
the chance to change the misspelled word with the correct word. To make an auto correct

entry

« Select Tools — AutoCorrect . AutoCorrect dialog box appears

o Click Replace Tab . In replace box, type the misspelt word
o In with box, type the correct word Click New.

AutoCorrect is automatically turned on. To turn it off, uncheck Format — Autocorrect
— While Typing. AutoCorrect can be used as a quick way to insert special characters. For
example, (c) will be autocorrected to ©. You can add your own special characters.

Do the necessary steps to correct the word “comupter” into “computer” automatically

1. Goto Tools — Autocorrect option

| Tools | Window Help

&%  Spelling and Grammar... F7
Language r

Word Count

Qutline Murnkbering...
Line Murnbering...

Eootnotes/Endnotes...

Gallery

443 Media Player

Biblicgraphy Database

Mail Merge Wizard...

Sort...

Calculate Ctrl++
Update r
Macros ,,

Extension Manager...
AML Filter Settings...
AutoCorrect Options...
Customize...

Options...

Figure 8.17Auto correct menu
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2. Click the replace tab and type “computer” in Replace text box and “computer” in with

textbox.
Then Click OK.
rAI..ItDCOITECt M\
Replacements and exceptions for language:
Replace |El(cept':ons |Dptions |Localized Options |Word Completion |
Replace With: Text only
Icomputre [ i_computer Replace
i tamil
[ ok || cancel || Help || Reset |
b _y

Figure 8.18 Autocorrect dialog box

3. The word “Comupter” is replaced with “Computer” and displayed in the list.

T
AutoCorrect

S

Replacements and exceptions for language: |Tami| |z||

Replace |Exceptions |Dptions |L0catized Options |W0ld Completion |

Replace With:

| Teut only
computre [ icomputer
tamli tamil

Replace

| ok || canced || Help || Reset

Figure 8.19 Auto correct list
168
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After entering this, when you type “comupter” in the document, it will be

automatically changed to the correct spelling “computer”.

Counting the words in a selection

Select the required text and choose Tools - Word Count.

This displays the number of words and characters in the selected text. Word count

dialog box appear as shown in Figure 8.20

s

Word Count

===

Words:
Characters:

Words:
Characters:

Current selection —

Whole document -

56
217

137
733

5 [ oo

Figure 8.20 Word Count Dialog Box

Also the number of words and characters in the entire document is found from
File—>Properties — Statistics. (Figure 8.21)

-

Properties of Untitled1

==

|Genera| |Descriptior| Custom Properties |Ir1terr1et |Securit_y |Statisti<3 |

Mumber of Pages:
Murnber of Tables:
Mumber of Graphics:
Mumber of OLE Objects:
Murnber of Paragraphs:
Mumber of Words:

Mumber of Characters:

Mumber of Lines:

= oo o O =

137
733

[

0k || Cancel || Help || Reset

Figure 8.21 Word count in a document
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Activity i’h_/

Student Activityl

Using mail merge feature create aninvitation to inviting parentsto visit science

exhibition at your school.

Student Activity 2

Create Birthday Invitation and use Mail merge to send it your friends

Staff Activity 3

meeting at school.

Using mail merge feature create an invitation to inviting parent to attend parents

) Evaluation =
Part I Choose The Best Answer EIEH .
1. To send a document to a number of people whose details are stored in the table. Which
® feature would you use to send the document to all the people?
a. Turn on the Online Collaboration feature
b. Turn on the Track Changes feature
c. Use the Mail Merge feature
d. Enabling Hyperlink
20 A - is a database containing the name and address records (other information)
from which a mailing list
a. data source b. Word Processor c. Text File d. Page Layout
3. A----- is a computer application that is used to create, edit, and organize a document.
a. Word processor b. Spreadstttheet c. Presentation d. Database
4. Which one is not a Mail Merge feature?
a. Send Mail content to many recipients b. Creating and storing data
c. Labels d. Calculator
5. Which of the following option is not responsible for external address book creation

‘ ‘ Chapter 8.indd 170

wizard?
a. Mozilla/Netscape b. LDAP Address Data

c. Outlook address book d. windows system address book
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1 TEEEE ® - HEE)

6. Which menu option of the menu bar is used to Mail Merge a document?

a. View b. Format c. Table d. Tools
7. Which among the following list of files cannot be used as an Address List in Mail
Merge?
a. OpenOffice Calc b. Microsoft Excel
c. OpenOffice Base d. OpenOffice Impress
8. Spelling errors can be viewed in a document through
a) Green wavy line b) Blue wavy line
c) Black strike d) Red wavy line

9. The alternate words in Open Office Writer are called, ____

a)Antonyms b) Thesaurus ¢) Comments d) Meanings

Part II Very Short Answers

1) What is Mail Merge?

2) What is Address book?

3) What is Data source?

4) How will you add your name to the dictionary?

5) How will you replace a misspelled word with a correct word?

Part III Short Answers

1) List the advantages of the Mail Merge feature
2) List out the data sources in Mail Merge
3) Open a document and find the number of words available in the document

4) Write down the steps to find the number of words in a paragraph

Part IV Explain

1) Explain Mail Merge feature
2) Explain Address book feature

3) How to create and storing data in mail merge
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Active file
Algorithm
Alignment
Anti-virus
Application software
Artificial intelligence
Binary numbe

Bit

Browser

Browsing

Buffering

Central Processing Unit (CPU)

Chat

Checkbox
Communication
Compact disc (CD)
Computer network
Condition
Control key
Control structure
Control unit
Copy

Data

Decimal number
Desktop

Devices

Disk drive
Distributed Computing
Document
Download
E-mail

Error

Field

File

File management
Flow chart
Folder

Font

Function

GUI

Hard disc
Hardware

Icon

Information
Insertion point
Internet

Internet protocol address
Internet service provider (ISP)
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Interpreter - auflawmdlonhr)/@emLorhHm)
Intranet - 9_6TeUEmED

iOS(l phone OS) - Syldler g-Gumedt wisHs SiewLoLiLy
Keyboard - e FLILEDEm /S L FHLILIDDS
Keyword foly& agmed

Laptop computer Lo1q &&600f160f]

Login yeud/e_nys

Log out eflpudl/aeueflGum)
Machine language Suih ST awmh

Memory 15160 60T 6UGLD

Menu Ul iquled

Micro processor [HI600T Q& WLIE0]

Multimedia LIEOEYTL-&LD

Multitasking uebLieoof]

Navigation BITAERVEEEY

Network 196w 600TUILD/ 62160 6DWIEMLOLIL|
Notation &MILomeoTiD

Object QImHeiT

Operating system Bwss siemliL

Page layout U&HS 61 6U6mLOLIL]
Password BHL6YFO\FTED

Peripherals 9 _LI&IT600TIRI&6IT

Print 1568

Printer aiFgLueunm

Program Bired

Protocols QBN SHET

Reset 5L emLo

Robotics 6T &lreofluied

Scheduling SILLIOBbHD

Security LIT&ISTLILY

Sessions SILDIT6Y&6IT

Shortcut SN/ &nis&eauf
Shutdown Si6m600T/ CLP(h

Software GILDEOTEILIM(H6IT

Spooling & ([HEMMEHHLD

String literals

Structured programming
Syntax error

Tab

Toolbar

Trash

URL

Version

Virus

Website

Wizard

Word processor
Workstation

World Wide Web (WWW)
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