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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?

(0]

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

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.

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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Unit I | Fundamentals of Computers

A4
(G)) Learning Objectives
0

0

After learning the concepts in this chapter,
the students will be able

o To know about Computers

« To learn about various generations of
computer

o To understand the basic operations of
computers

o« To know the components and their
functions.

o To know about booting of a computer

v iinm
Father of Computer
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
integrated memory;
which led to the
development of first
general-purpose
computer concept.

e
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CHAPTER 1

Introduction to Computers

1.1 Introduction to Computers
=, |

Computers are seen everywhere
around us, in all spheres of life, in the
field of education, research, travel and
tourism, weather forecasting, social
networking, e-commerce etc. Computers
have now become an indispensable part of
our lives. Computers have revolutionized
our lives with their accuracy and speed of
performing a job, it is truly remarkable.
Today, no organization can function
without a computer. In fact, various
organizations have become paperless.
Computers have evolved over the years
from a simple calculating device to high

speed portable computers.

The growth of computer industry
started with the need for performing
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
(Abacus) which has led us today to an
extremely high speed calculating devices.

1.2 Generations of Computers
=, |

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

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



Main Component

SN | Generation | Period Merits/Demerits
used
« Bigin size
1 First 1942- « Consumed more power
Generation 1955 e Malfunction due to overheat

Vacuum tubes

Machine Language was used

First Generation Computers - ENIAC, EDVAC , UNIVAC 1
ENIAC weighed about 27 tons, size 8 feet x 100 feet x 3 feet and consumed around 150

watts of power

Second
Generation

1955-
1964

e

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

o Machine language as well as
Assembly language was used.

Second Generation Computers IBM 1401, I

BM 1620, UNIVAC 1108

Third
Generation

1964
-1975

Integrated
Circuits (IC)

o Computers were smaller,
faster and more reliable

« 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

e Microcomputer series such
as IBM and APPLE were
developed

o Portable Computers were
introduced.




o Parallel Processing

o Super conductors

« Computers size was drastically
reduced.

« Can recognize Images and
Graphics

o Introduction of Artificial

Fifth 1980 - till
Generation date

i Intelligence and Expert
Ultra Large Systems

Scale Integration |, Aple to solve high complex

(ULSI) problems including decision
making and logical reasoning

o Parallel and Distributed
computing

o Computers have become
smarter, faster and smaller

o Development of robotics

« Natural Language Processing

Sixth
6 x ) In future
Generation

« Development of Voice

Recognition Software

Tablel.1 Generations of computers

) The first digital computer

- MW The ENIAC (Electronic Numerical Integrator
And Calculator) was invented by ]. Presper
Eckertand 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

m, u

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.



Optical Character

@n] " 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 -
CP4M.JH

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

1.4. Data and Information
[, ]

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

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.

I am a good

[~ Computer -

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



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

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.

. b H [ )
: |+ o
E Internal !
Memor

i \ Y |
Main Memory |

'Y

I 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



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,  division
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

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 any hardware
component that conveys information to
users in an understandable form. Example:
Monitor, Printer etc.

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

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



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
o 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 e When the mouse is moved, the ball
rolls. 02/10/1968
o This movement of theballis converted
into signals and sent to the computer.
Optical Mouse o Measures the motion and acceleration
of pointer. * In 1988,
Richard Lyon,
o It uses light source instead of ball to| Steve Krish
) judge the motion of the pointer. independently
invented
+ Optical mouse has three buttons. different
versions of
o Optical mouseisless sensitive towards Optical Mouse.
surface.
o Measures the motion and acceleration
Laser Mouse )
of pointer.
3 » Laser Mouse uses Laser Light
o Laser Mouse is highly sensitive and
able to work on any hard surface.

Table 1.2 Commonly used Mouse
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Who invented

Kﬁﬂ‘ Mouse? r.d \‘
- "Whowe g
The  computer )
mouse as we know it today m
wasinventedand developed
Engelbart,

by Douglas

- with the assistance of
Bill English, during the
1960's and was patented
on November 17, 1970.

o
CPFDJLS

(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 1.5 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

fraud and is hard to remember.

Figure 1.6 Fingerprint Scanner

(5) Track Ball: Track ball is similar
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.

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 1.8 Retinal Scanner

(7) Light Pen: A light pen is a pointing
device shaped like a pen and is connected to



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

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

o

Figure 1.11 Bar code Reader

(10)  Voice
Microphone serves as a voice Input

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.



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 : A Keyer is a device
for signaling by hand, by way of pressing

10

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 information. 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
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.



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.

11

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



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

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.

Figure 1.22 Multimedia Projector

1.6 Booting of computer
m, u

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



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.

e 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.

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/0 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



Activity i's_/

STUDENT ACTIVITY TEACHER ACTIVITY

1. Explain the classification of computers. 1. Open a CPU and explain the

components of it to students.
2. Give the details of motherboard names,

RAM capacity used in the years 1993, 2. To connect and disconnect the various
1995, 2005, 2008, 2016. 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:
1. 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 (c) Monitor (d) Mouse
4. Identify the input device

(a) Printer (b) Mouse (c) Plotter (d) Projector
5. e, Output device is used for printing building plan, flex board, etc.

(a) Thermal printer (b) Plotter

(¢) Dot matrix (d) inkjet printer

14



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
(c) 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
L. 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



SECTION-C

Explain in Brief

1.

2.

What are the characteristics of a computer?
Write the applications of computer.

What is an input device? Give two examples.
Name any three output devices.
Differentiate optical and Laser mouse

Write shortnote on impact printer

Write the characteristics of sixth generation.

Write the significant features of monitor.

SECTION - D

Explain in detail

1.

2.

(1)
(2)

(1)
(2)

Explain the basic components of a computer with a neat diagram.
Discuss the various generations of computers.
Explain the following

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

iﬁ References

Fundamentals of Computers — V. Rajaraman - PHI Publications

Computer Science text book - NCERT, New Delhi

~
\'_’/ Internet Resources

www.wikipedia.org

https://www.computerhope.com/jargon/c/computer.htm

l CASE STUDY l

Prepare a comparative study of various computers of past and present with respect

to speed, memory, size, power consumption and other features
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(6LossARY)

Computer

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 perform a 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 &

analysis to biological systems and biomedical technologies

17




[m,

Unit I | Fundamentals of Computers

4
@ Learning Objectives

0

To know how the computer interprets
and stores data in the memory.

To learn various data representations
and binary arithmetic.

To learn  conversion .

between various Number .

Systems. v 0
COGFRE3

2.1 Introduction

|

The term data comes from the

word datum, which means a raw fact. The

data is a fact about people, places or some
objects.

Example:

Let ‘Name, ‘Age, ‘Class, ‘Marks’

and ‘Subject’ be some defined variables.
Now, let us assign a value to each of these

variables.
Name = Rajesh
Age = 16
Class = XI
Mark = 65
Subject = Computer Science

Figure 2.1 Example for Data

In the above example, the values

assigned to the five different variables

18

CHAPTER 2

Number Systems

are called data. When the above data is
processed, we get an information “Rajesh
is 16 years old, studying in Class XI, has
scored 65 marks in Computer Science
subject”.

2.2 Data Representations
0 |

Computer handles data in the form
of ‘0’(Zero) and ‘1’ (One). Any kind of data
like number, alphabet, special character
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 ‘I’ are
called ‘Binary Digits’(BIT). Therefore,
the study of data representation in the
computer is important.

o A bitis the short form of Binary digit
which can be ‘0’ or ‘1’ It is the basic
unit of data in computers.

« Anibbleisa collection of 4 bits (Binary
digits).

o A collection of 8 bits is called Byte.
A byte is considered as the basic unit
of measuring the memory size in the
computer.

o Word length refers to the number of
bits processed by a Computer’s CPU.
For example, a word length can have 8
bits, 16 bits, 32 bits and 64 bits (Present
day Computers use 32 bits or 64 bits)



Bit
(0orl)

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 P 2750 = 1,125,899,906,842,624

Exa E 2760 = 1,152,921,504,606,846,976
Zetta Z 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
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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.

» 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

0 .|

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 0f 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.
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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 bitis the Least Significant
Bit (LSB) and has the smallest positional
weight.

1100
v v
MSB LSB

Example

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

(1101), =1x2>+ 1x2°+0x2"+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.

21

Example

The Octal sequence (547), has the

decimal equivalent:

(547), = 5x8% + 4x8' + 7x8"
=5x64 + 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



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 ©
13 1101 015 D
14 1110 016 Jg]
15 1111 017 2
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
— 3245 system
=B37)y 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)
L. 786 is an Octal number
2. 101 is a Binary number
3. Radix of Octal number is 7
- .
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2.4 Number System Conversions
u, u

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
Write the
final answer starting from final remainder

is the final remainder value.

value obtained to the first remainder value
obtained.

Example

Convert (65), , into its equivalent
binary number

2165 LSB Remainder-
2 i‘@l Note : (£
2 |16-0 65/2 =32+
>80 32/2 =16+0

— 16/2 =8+0
214-9 8/2 =4+0
212-0 4/2 =2+0

;@ZL 2/2 =140

MSB

(65),,=(1000001),

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

818-1
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
learntin 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 ‘31 LSB

157

x1-
MSB -

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




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 x2= @ 0 (first integer part obtained)

0.45%2=0.8 | o

(lgj;ij;kﬁ 1

&6:13:;L2 1

02 x2=04 vy ( (astinteger partobtained)

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

24

Write the integer parts from
top to bottom to obtain the equivalent
fractional ~ binary number. Hence

(0.2),,=(0.00110011...), = (0.001 10.0.1.1)2

Workshop "'

3. Convert the following Decimal

numbers to its equivalent Binary, Octal,
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




Example

Convert  (111011), into  its

equivalent decimal number.
Weight 32|16 (84| 2|1
Positional 55 [ g | 25 | 22| 21 | g0
Notation
Given 1|1 l1]o]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.

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

Step 3:

Table 2.4 Octal numbers and their Binary

equivalent
e
0 000
1 001
2 010
3 011
4 100
5 101
6 110
7 111
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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.

Refer Table 2.2 to find the
Hexadecimal equivalent of each

group.

Step 3:

Example

Convert  (1111010110),  into

Hexadecimal number

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



0011 1101 0110

Note: 0’sareadded 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
positional  notation  method
(Procedure is same as discussed
in 2.4.5)

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 271, 272,273 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

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 2% (1/16)
0.03125 25 (1/32)
0.015625 26 (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)

2! 20 21 272 27
P bt
1 1 . 0 1 1

3 4. (0x0.5 + 1x0.25 + 1x0.125)
=3.325
= (3.325),,

(11.011),

[ ] o [ ]
Workshop 'l'

4. Convert the given Binary number

into its equivalent Decimal, Octal and

Hexadecimal number.

1) 101110101
2) 1011010
3) 101011111




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 %1 + 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

27

6 2 1 3
110 010 001 011
(6213),=(110010001011),

[ ] (] [ ]
Workshop "'

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.



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 Hexadecimal to

Conversion

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),

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

Computers handle both
positive (unsigned) and negative (signed)

can
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numbers. Thesimplest methodtorepresent
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)



-43 can be represented in memory as
follows.
Sign bit

\

Magnitude (Value)

1 1 0 1 0 1 0 1

4
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
represent signed numbers. This is for
negative numbers only i.e. the number
whose MSB is 1.

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.,1’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 1I’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

=, |

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| o0 0 -
0 1 1 -
1 0 1 -
1 1 0 1




In1+ 1 =10, is considered as sum
0 and the 1 as carry bit. This carry bit is
added with the previous position of the bit
pattern.

Example Add: 1011, + 1001,

(Carry Bit)— 1 1

1 0 1 1N
10
+ 1 0 0 1

1 0 1 0

1011, + 1001, = 10100,

Example Perform Binary addition for the
following: 23+ 12,

Step 1: Convert 23 and 12 into binary form

23

10

2’s power 168|421
Binary Number [ 1 [0 |1 |1 |1
23 = 00010111,

12

10

2’s power 8 [4 |2 |1
Binary Number (1 |1 |0 |0

12,,= 00001100,

Step 2: Binary addition of 23 and 12:

Carry Bit — 1|1
23,=0 10 (O |1]0|1[1]|T1
12,=010 |O(O0|1|1]0]|0
35,=0(0 | 100|011

2.6.2 Binary Subtraction

The table for Binary Subtraction is
as follows:
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A B Difference | Borrow
(A-B)

0 0 0 0

1 0 1 0

1 1 0 0

0 1 1 1

When subtracting 1 from 0, borrow
1 from the next Most Significant Bit, when
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
from a more significant bit that contains
1 and replace it with 0 and 0s upto that
point become 1s.

Example Subtract 1001010, - 10100,

01 710 0 10
¥ 6 0 + 0 1 0
(-) 1 0 1 0 0
1 1 0 1 1 0

Example Perform binary addition for the
following: (-21)  + (5),,

Step 1: Change -21 and 5 into binary form

21

10

2’s power 16/ 84|21
Binary Number | 1 |0 |1 [0 |1
21, = 00010101,

10

2’s power 4121

-

Binary Number Alo]|1
5, = 00000101,




Step 2:

21 0(0j0f1|0|1|0]|1

10

I’s Compliment 1111110(1(10|110
2’s Compliment 11111101 (0|1]1

Step 3:

Binary Addition of -21 and 5 :

Carry bit 1111
21, 1(t{1f{ol1]{o[1]1
5, ofolofofof[1]o]1
-16, (Result) |1 (1(1(1(0(0(0|0
XX

Workshop "'

8. Perform the following binary
computations:

(A)10,+ 15, (B)-12,,+5,,

C) 14, -12 (D) (-2,) - (-6,,)

2.7 Representing Characters in Memory
., |

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
All these character set

are denoted through numbers only. All

character set.

Characters in the character set needs

a common encoding system. There
are several encoding systems used for

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.



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
ASCII

is Unicode. ASCII can represent only

popular coding scheme after
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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Unicode Table of Tamil

Unicode Table of Malayalam
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Table 2.6

Unicode Table of Telugu

Unicode Table of Kannada
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Appendix
American Standard Code for Information Interchange (ASCII)
(Few specific characters only)

Alphabets
Decimal | Binary number Octal Hexadecimal
Alphabets number (237 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
] 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
\Y% 86 01010110 126 56
A\ 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
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Numerals

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
\% 118 01110110 166 76
w 119 01110111 167 77
X 120 01111000 170 78
y 121 01111001 171 79
Z 122 01111010 172 7A

Decimal | Binary number Octal Hexadecimal
AL number (E}Sf 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
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Special Characters

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
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Evaluation

Part1

I Choose the best answer Ak
CYSYkS

L. Which refers to the number of bits processed by a computer’s CPU?

A) Byte B) Nibble C) Word length D) Bit
2. How many bytes does 1 KiloByte contain?

A) 1000 B) 8 C)4 D) 1024
3. 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
4. 2A50 is referred as

A) Kilo B) Tera C) Peta D) Zetta
5. How many characters can be handled in Binary Coded Decimal System?

A) 64 B) 255 C) 256 D) 128
6. For 1101, what is the Hexadecimal equivalent?

A)F B)E

C)D D) B
7. What is the 1's complement of 001001107

A) 00100110 B) 11011001

C) 11010001 D) 00101001
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IV

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,
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Unit I | Fundamentals of Computers

@Learning Objectives
0

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

ke 0]
CYEULY
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CHAPTER 3

Computer Organization

3.1 Introduction

u|

Computer organization deals with
the hardware components of a computer
system. It includes Input / Output devices,
the Central 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

|

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



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.

o 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 microprocessor is able to
communicate with the memory units
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
with Other Devices
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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
standard unit of measurement

v

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

Hertz is commonly wused 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 hertz can be used to
measure wave frequencies, it is also
used to measure the speed of computer
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.




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
This
instruction set carries out the following

is called as an instruction set.

types of operations:

« Data transfer

« Arithmetic operations
» Logical operations

« Control flow

« Input/output

¢) Word Size

o Thenumber ofbits thatcanbe 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
T microprocessor, Intel 4004 is a

commercial
- 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

10 Micrometer (um)

Data width

4 bits

Intel Inc. released many
microprocessors like Intel 8085 which is
an 8 bit processor, Intel 8086 which is
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

[, |

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




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.

Control Unit

CPU

MDR

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
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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

L] ||||I| ]00101(|)

Figure 3.4 Before the read operation

MDR Memory Word
110(0[1(0J110 11110]0]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.



» If 5V is applied at one end of

" a wire, the other end also can
7 WO eceive 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.
|, 0

3.4 Types of Microprocessors

[, |

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

the data  width,
microprocessors can process instructions.
The microprocessors can be classified as
follows:

Depending  on

o 8-bit microprocessor

16-bit microprocessor
¢ 32-bit microprocessor
o 64-bit microprocessor

3.4.2 Classification of Microprocessors
based on Instruction Set

The size of the instruction set
important
categorizing  microprocessors.

microprocessors  had
small instruction sets because complex

is another consideration
while

Initially, very
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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
implemented using simple instructions,
thus reducing the size of the instruction

instructions are also

set.

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

3.4.2.2 Complex Instruction Set
Computers (CISC)
CISC stands for Complex

Instruction Set Computers. They support
hundreds of
supporting CISC can accomplish a wide

instructions. Computers
variety of tasks, making them ideal for
personal computers.

Examples of CISC processors are
Intel 386 & 486, Pentium, Pentium II and
IT1, and Motorola 68000.

3.5 Memory Devices

0 ]

A memory is just like a human
brain. It
instructions. Computer memory is the

is used to store data and

storage space in the computer, where data



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

through previous

to the capacity, speed and cost as shown
in Figure 3.6.

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 ofinformation
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
« 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 thatstart
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



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
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.

manufactured as

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
have a transparent area at the
top surface which is covered

by stickers. If it gets removed, the

- "KNOW?

ultraviolet light in the sunlight may

erase the contents.
[ i

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 will consume more time. The
idea of introducing a cache is that, this
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.



CPU *—5 Cache . s—— it
Memory
Fast Slow

Figure 3.8 Cache Memory Arrangement

3.6 Secondary Storage Devices

[, |

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



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.

-

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.



USB Port
Mouse Port Network Port

VGA Serial
Port Port™ power Supply
Keyboard Port
HDMI Port

Figure 3.13 USB 3.0 Ports

Fig 3.14 Ports and Interfaces

VGA Connector: To connect a monitor or

any display device like LCD projector. High Definition Multimedia Interface

(HDMI)

Audio Plugs: To connect sound speakers,

microphone and headphones. High-Definition Multimedia

Interface is an audio/video interface
PS/2 Port: To connect mouse and which transfers the uncompressed video
keyboard to PC. and audio data from a video controller,

to a compatible computer monitor, LCD
SCSI Port: To connect the hard disk projector, digital television etc.

drives and network connectors.
. L“ — — ‘-J

Micro HDMI HDMI

Figure 3.15 HDMI Ports

0 ]
Activity 8
Student Activity Teacher Activity

o Identify the components of a computer Show the components of a computer

o Connecting external devices like « Display different ROM ICs

printer/LCD projector.
« Display the flash memory

o Demonstrate various ports and their
usage
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Evaluation

Part -1

Choose the correct answer

™ ™
CYHONI

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

+. 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

5. Which of the following is a CISC processor?
(a) Intel P6 (b) AMD K6 (c) Pentium III (d) Pentium IV

6. Which is the fastest memory?

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

7. 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

8. 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)  Whatis 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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|GI.OSSARY|

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 . . o
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 i Y
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

eyl
CZ7HRT

Application Software:

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

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

4.2 Introduction to Operating
System (OS):

0 u]

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,
management, process management and
device management and many more.

Monitor

Operatlng
System
A{

Prmter Keyboard

memory

l'!'..‘.:—

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



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
s

Hardware

Figure: 4.2 Interaction of Operating system
and user

Operating  System  works as

translator, while it translates the user
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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

r u

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,



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

> @?‘ 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 kits

4.4 Key features of the Operating
System

m, u

The various key features are given below

Features of

Operating

JuswageueA
AIOWIdIN

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

of the
significant feature in Operating System.

User interface is one

The only way that user can make
If the
computer interface is not user-friendly,
the user slowly reduces the computer
usage from their normal life. This is a main

interaction with a computer.

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

Create graphical
Menus,Window, Tabs,
Icons andreduce typing work will be
an added advantage of the Operating
System.

precious time.

elements like

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

Interface is

customer.



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 System isresponsible
for the following activities in connection
with memory management:

o 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
A word-
processing program being run by an

(program) in a computer.
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



o Creating and deleting both user and
system processes

o Suspending and resuming processes

o Providing mechanisms for process
synchronization

« Providing mechanisms for process
communication

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

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 RobinScheduling

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



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  techniques. 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
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.



4.4.9 Distributed Operating Systems

This feature takes care ofthe
data and application that are stored and
processed on multiple physical locations
across the world over the digital network
Distributed

Operating System is used to access shared

(internet/intranet).  The

data and files that reside in any machine
around the world. The user can handle the
data from different locations. The users
can access as if it is available on their own

computer.

of distributed

Operating System are as follows:

The advantages

e A user at one location can make use of
all the resources available at another

location over the network.

« Many computer resources can be

added easily in the network

o Improves the interaction with the

customers and clients.

o Reducestheload onthehostcomputer.

!.!
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S

Figure: 4.4 Distributed Operating Systems

4.5 Prominent Operating Systems
=, |

Prominent OS are as follows:

« UNIX

o Microsoft Windows
e Linux

« iOS

o Android

Modern operating systems use a
Graphical User Interface(GUI). A GUI lets
you use your mouse to click icons, buttons,
menus and everything is clearly displayed
on the screen using a combination of

graphics and text elements.

OS can be either proprietary with a

commercial license or can be open source.

Each Operating System's GUI has a
different look and feel, so if you switch to
a different Operating System, it may seem
unfamiliar at first. However, modern
Operating Systems are designed to be ease

of use and most of the basic principles are

the same.
Wlndows
Llnux b ﬁ d Free BSD
Mac OS "
"l !"_

Q Solaris
Red hat

@ Sun Cobalt

Figure: 4.5 Various Operating Systems



Operating System

$ $
o Microsoft windows « UNIX
« Apple Mac OS « LINUX
o 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.

» Unixand the C programming
. @?‘ 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.

[ il
» ReactOS is a Windows-

—

- Wow alternative open  source

operating system, which is
being developed on the principles
of Windows - without using any of

Microsoft's code.

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.

®

ANDROID VERSION UNTIL NOW !

’ i @ | — .
b s 5 B é
w < o

Alpha Beta Cupcake Donut Eclair Froyo Gingerbread

A B C D E F G
s ¥ * - . N

Ice Cream
Honeycomb o . ., JellyBean Kitkat Lollipop Marshmallow Nougat

H | J K L M N

Figure: 4.12 Android Mobile Open Source versions

4.5.6 iOS - iPhone OS

Sl m—

iOS (formerly iPhone OS) is a Messages CalendarPhotos Camera
mobile Operating System created and | | =D @
: - $: ;| Qe

developed by Apple Inc., exclusively for its Youtube  STERMMNESES Weather

hardware. It is the Operating System that @ .,ﬁ e 'i'

presently powers many of the company's

Clock Contacts Calculator Yoice

mobile devices, including the iPhone, . - —
iPad and iPod Touch. It is the second most @ ‘Q L H e

iTunes App Store Settings Compass

popular mobile Operating System globally

after Android. L E E‘ E

Phone “Mail _ Safari iPod
Figure: 4.13 iOS - iPhone Home Screen
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Activity

4.6 Student Activity

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

=}

0

A command-line
operating system is an
example of Open Source
software development and
Free Operating System

A popular Operating
" System for mobile phone
y technology which is

e not linked with Apple
U.:’_ ':':Q:::I products.
s nad”

- Used with Apple computers
. . and works well with cloud

Designed to - ’
be used for the A

Apple iPhone Mac %

computing.

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.

0
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Evaluation

Part 1
1) Operating system is a

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

2) Identify the usage of Operating Systems

A)Easy interaction between the human and computer

B)Controlling input & output Devices

L o
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C)Managing use of main memory
D)AIl the above

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

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

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

A)Files B)Folders C)Directory systems D)AIll the Above

7) Interactive Operating System provides
A)Graphics User Interface (GUI) B)Data Distribution
C)Security Management D)Real Time Processing

8) 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 11

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
8) What are the advantages and disadvantages of Time-sharing features?
9) Explain and List out examples of mobile operating system.

10)  What are the differences between Windows and Linux Operating system?
11)  Explain the process manangement algorithms in Operating System.

Part IV

12)  Explain the concept of a Distributed Operating System.

13)  Explain the main purpose of an operating system.

14)  Explain advantages and disadvantages of open source operating systems.
iﬁ References

1) Silberschatz, galvin gagne, Operating System concepts — john wiley&sons,inc
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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

66



Unit I | Fundamentals of Computers

CHAPTER E;

Part - I : Working with Windows 7

m,

@ Learning Objectives

O0— u]

After learning the concepts in this
chapter, the students will be able

« To know the concepts of Operating
System.

o To know the versions of the windows
operating system.

o To know the concepts like desktop
and the elements of window.

o To explore the document window.

« To compare the different types of
icons.

o« To explore the windows directory
structure.

o To practice creating files and folders
in specific drives.

« To manage the files and folders.

o To know the procedure to start and

shutdown the computer.

wTh
L o — -
CAO9v4
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5.1. Introduction to Operating System
An Operating System (OS) is
a system software (Figure 5.1) that
enables the hardware to communicate
and operate with other software. It also
acts as an interface between the user and
the hardware and controls the overall
execution of the computer.

User 1 User 2 User 3

Y Y y
System Application
Softwares Softwares
Software
Operating System
/
Hardware CPU RAM I/0

Figure 5.1. Overview of an Operating
System

Following are some of the important
functions of an Operating System as
discussed in the previous chapter:

e« Memory Management
e Process Management
e Device Management

« File Management



e Security Management

« Control overall system performance
o Error detecting aids

e 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 W-indows

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:

e  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.

Versions Year Specific features
, o Introduction of GUI in 16 - bit. processor
Windows . .
. 1985 |+ Mouse was introduced as an input
X
} device.
WNDOWS,
e Supports to minimize or maximize
ind .
Windows WInEGows )
5 1987 |+ Control panel feature was introduced
X
MICROSOF T with various system settings and
WINDOWS 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
MICROSOF T, .
WINDOWS. interface.
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o Introduced Start button, the taskbar,

Windows 1995 Windows Explorer and Start menu.
95 o Introduced 32 - bit processor and
WINDOWS focused more on multitasking.
o Integration of the Web browser (Internet
Windows Explorer) with the Operating System.
98 1998 [« DOS gaming began to disappear as
Windows based games improved.
WINDOWS « Plug and play feature was introduced.
228
Wind ia
lrlin? e EEE « Designed to act as servers in network.
MICROSOFT.
WINDOWS
Windows oIt introduced automated system
Me ﬁ'ﬁmrﬁf 2000 | diagnostics and recovery tools.

Windows
2000

-_—

5

2000

o Served as an Operating System for
business desktop and laptop systems.
» Four versions of Windows 2000 were
released: Professional (for business
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
XP

N
-

2001

o Introduced 64-bit Processor.
o Improved Windows appearance with
themes and offered a stable version.

Windows
Vista

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,
pinning  programs  to  taskbar,
handwriting recognition etc. and
Internet Explorer 8.

Windows 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.

o Served as common platform for mobile
and computer.

Windows

10 2015

Windows

« 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
the right mouse button
displays a pop up menu with
various options.

Right click

Point to the item on the
Double-click |[screen, quickly press twice
the left mouse button.

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.




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
representing the window elements like
files, folders, shortcuts etc., Icons play a

vital role in GUI based applications.

symbol

5.5.1.1.Standard Icons

The
on desktop by default while installing
Windows OSarecalled standardicons. The
standard icons available in all Windows

icons which are available

OS are My Computer, Documents and
Recycle Bin.

» You can move to the Desktop any time by pressing the Winkey + D or using

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

where Aero peek lies in the Taskbar.

Start Button

Notification Area

Figure 5.3. Microsoft Windows 7 Desktop

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
file or folder. By double clicking
the icon, the related application
or file or folder will open.
This represents the shortcut to
open a particular application.
(Figure5.5)

5.5.1.3. Disk drive icons:

The disk drive icons
graphically represent five disk
drive options. (i) Hard disk
(ii) 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)

o |=F ()
Local Dk ()
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Local Dk (G
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ﬁ' BEZ A0 free of 745 00
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7 ‘:ﬁ'_ =
P11 GEfree ol 130 GB

| ot — |
S 153 G0 free of 103 G
Kannae (K}

| ey,
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Application
Icon
Folder
Icon
Figure 5.5.The types of Icons
Hard disk drives with

Various Disk drive

total and remaining
space available
Lowal Diak 8
- 4 Mé‘u iGe .
Kasan () -
S NGl

Kannant {1:

‘:-"ﬁ..__l
47 G& free of 01 GE

_i—>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 application i.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
(overlapped) in the Desktop.

Windows opened

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

When you open any -&3
application, such as OpenOffice
Writer, OpenOffice Impress or

OpenOffice Calc etc., you will find
two Windows on the screen. The larger
Window 1is 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.
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Figure 5.7. Application 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.

Corners
-

Title Bar

—)

Borders T Corners

Tn-—nm-ﬂ-i- (=

E 5 = e oee T b mees Bwl» Menu Bar

B@eva o a0 ol - Brd e Bl Igwﬂ

| 8 | e f_[-n.-.:-.u-'- :lu E]llu'!lllg‘ﬁ

Workspace

i L L LR

—

|
J

s1opIOg

Scroll Bar

—

Corners

Borders 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.

Ceganize = iphmpmp.hn thﬂﬂduqllm .

E Cen =
& 30% - 3% | 1)

[ Copy Ca
iEl Faste

Undo

Rada —

o -
L wout . .
¥ Delgte Tl Preview pane

Fiename o | Masigation pane

Eesmive popoitien —

s -

Chose

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

The workspace is the area in the
document window to enter or type the text
of your document. Figure 5.10 Shows the
workspace area in the document window.

5.9.4. Scroll bars - The scroll bars are
used to scroll the workspace horizontally
or vertically. Figure 5.10 shows the Scroll
bars.

5.9.5. Corners and borders

The corners and borders of the window
helps to drag and resize the windows. The
mouse pointer changes to a double headed

Ef Fscrzssh DTed Filiketer 207

sf vom

'ﬂ [ — Ty

. Aerebul Rease DT
_:'] Mikrgud

View a list of
installed
Programs

Search Box

[T Micrereht Offic FowarPoint 2007 4

Start
Button

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
Figure 5.10. The window canbe resized
by dragging the corners diagonally across
the screen.

5.10. Explore the Computer
5.10.1. Start Menu

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
start any application.

This symbol

indicates

Sub menu is

attached to this

option

Modify system
Settings

Add / Modity
devices and
Printer settings

Get Help

Log off / Restart /
Shutdown

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



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

Minimized program /
Folders

19:35
11-03-2018

show

= 7
. . -, |- | Bl
hidden icons X | ¢

Volume
Default Network ~Adjustment
Language icon Aero peek
Time and button
Date

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.

Figure 5.14. Computer icon in versions of Windows OS
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Adobe Photoshop CS3 4

255 Miar

ﬁ OpenOffice Impress

G, Windows Live Movie Maker 2

gy Paint )
ﬁ PresentationTube Recorder

A x
!' Oracle VM VirtualBox

E Articulate Storyline 3 »

> Al Programs

oft Office Excel 2007 i

FRE

|5€cm:h programs and files o

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)

E Tywe thi name of a program. foider, documsnt, o
Inbemat resource, and Windows will open it for you

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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Figure 5.17.Closing the application using Close but

ton 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 gsas

1. ¢ Start the application Wordpad using Start menu

¢ Close the Wordpad application using File menu.

"

and Run option.

5.11. Managing Files and Folders

In Windows 7, you can organize your documents and
and folders. You can move, copy, rename, delete and sea

5.11.1. Creating files and Folders

5.11.1.1 Creating Folders

programs in the form of files
rch the files and 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
create a new folder:

Method I:

Step 1: Open Computer Icon.

Step 2: Open any drive where you want to
create a new folder. (For example
select D:)

Step 3: Click on File - New — Folder.

Step 4: A new folder is created with the
default name “New folder”. (Figure
5.19)

Step 5: Type in the folder name and press
Enter key. (Figure 5.20 shows the
newly created Folder named “Test
Folder ").

I Searches.
i Tpreup
b Wirtuaies ViV

i Compater
[~ I

© Migroiod Offce Acoen 1007 Daratisse
" s Actiosboipl He

B ComDRAW X5 Graptse

izl Contact

B Coms POTORAINT 45 Image

B Micraiof Offics Word Dotumen

2 OpenDocument Drawing

£ OpenDocument Presentancn

i Openbocsment Soreschhest

B OpenDoosment Tex

FLY wcrousm Ofcn PomerPoind Prnentaton
2 Microsoft Office Pubther Diorumest
W WeRAR withiee

7 Tt Diocumisnt

B MAroS Offae Eaoel Wit

W WellaR TP schie

I'-fl"dclu

Figure 5.18. Creating a Folder using File

menu
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Figure 5.19. New Folder created with the default name

m_ ¢ Compater » MNew Volume (D) »

;wmmm " 4 File folder (2)
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Figure 5.20. Renaming the new Folder



Method II:

In order to create a folder in the
desktop:

Step 1: In the Desktop, right click > New
> Folder. (Figure 5.21 Shown the
procedure)

Step 2: A Folder appears with the default
name “New folder” and it will be
highlighted as shown in the Figure

5.22.

Step 3: Type the name you want and press

Enter Key.

o by
Refresh

Paste
Paste shortout
Uinda Fenama

Graphics Propenies.
Graphics Options

Pty
B soeen resolution

Cirf+X

ML LRl I

Step 4: The name of the folder will change.

Workshop gas

2. Create a Folder in My Documents
with your name using any one of the
methods discussed.

5.11.1.2 Creating Files (Wordpad)

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

In order to create files in wordpad
you need to follow the steps given below.

Microsalt Office Access J007 Database
Flash ActionScript Fig
CorelDRAW X5 Graphic

Contact

Corel PHOTO-PARNT X5 image
Micresalt Ciffice Word Document
DpenDooument Drawing
OpenDooument Prasentation
Openliotument Spraadshest
OpenDacument Téxt

Microsaft Office PowerPoint Presentation
Microsaft Cifice Pulritsher Decument
‘WinFAR archive

Figure 5.21. Creating a folder in the desktop
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1. Click Start — All Programs — O\
Accessories - Wordpad or Run — N ﬂ“\' m ",,
type Wordpad, click OK. Wordpad i i _' : £ e

window will be opened as shown in

Figure 5.23.

2. Type the contents in the workspace T @ n 'I
and save the file using File — Save or e ereeirie ) Irl-'
Ctrl + S.

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!-!-' 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 Fites {33}
more results” which appears above Fﬂwmmw
] Wiarking with windows.ao

the search box.
= Worlang with Windaws Final.pof

E-;j Working with Windows doc

5. If you click it, it will lead you to a ik it s et

Search Results dialog box where you "% Woeking with windowspe!
can click and open that file or the = Working with windows paf
folder. %] Warking with windows.docx

£ Unit 1 - Chaptar 5 -Part | - 06-02-18 doce
" Umit 1 - Chapter 5 -Final.docx

%] Unit 1 - Chapter 5 - Corechid docx

£J] Computer Scignce - Maths. - XLdocx

Searching Files or folders using
Computer icon

=] 5291-cidrt-assignment-1-design.doc
1. Click Computer Icon from desktop Ed] Print Bressmtation doee
or from Start menu. =4 Fanal Presentation prntdocs
"4 ChaprerBeommerce.docx
2. The Computer disk drive screen will ] nit 1 - Chapter 5 -Part [T - 06-02-12.800x
appear and at the top right corner :ﬂ e LT Riiien L i
of that screen, there is a search box =] e .
"1 Warking with Keyboard. docx

option. (Figure 5.25) Y S o s
."-I'

3.  Typethe name of the file or the folder wniiing with war{ wl |

“@[e Bl
will display the list of files or folders Figure 5.24. Finding a File/Folder using
starting with the specified name. Start button

you want to search. Even if you give

the part of the file or folder name, it
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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 gtas

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.
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Figure 5.26. Renaming File/Folders using the File menu

e |

v » Computer » New Volume (D)
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Figure 5.27.Folder renamed

Figure 5.27, you can see that the folder is renamed as SCERT-DPI from SCERT.
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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
Ardd ta VLC madia plaver's Playtin
Opan ar Notabook in Onablate
Play with VUL media player

(2] Share Files via SHARER
Add o Wandews Madin Player st

Py werth Winderivs Madhan Player
O absPi ¥
Shane with ¥

B Add 1o archive_

8 Acd o “New folderrar

B Compress and email

B Compress 1o "New folderrar” and émall

B WnTip [
Resinne prewious versions

B Scan with KFAnsiVine
Include In library ]

:

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

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.



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
menu.

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.

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

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

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

ﬁ'l:_}r_'n nl_ Computer _n,n,mm‘. o

Fe fa1 Vwe Tooh Hep

Depisss = 7 D Breitute o LBwiig = Chgd plts
i My Ve " M
P Sarredd et i
b S i Ky Pea Covveped
L el I Keepifad Pen Dowreossed
| Wt B VAR L. EsepVid Pro Becoeded
iy Corgsilee £ Maihi
e L PALl-Mams
o B Vi i pal
i ALL | Proice
| SCEmEn ¥ Prakiih
I Ve Fosae b | | preTesre D0

o' TR " - —
i M Vol 1= = Wiove (o Test Folder

i N TR - heouess Perecel

I Foernatbed P ¢ L Sl

b Eembabighekam A i

i Miskile L gl videdy

| AW Sobool Yiged L S gt - Short b de
I FRT T -F

I Vidpe - i Yeiemals

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.



Method II - Drag and Drop

o 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.

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

appear in the new area.

Note

= Qrery

If you want to select multiple files =
_or folders, use Ctrl + Click.

5.11.6. Copying Files and Folders to

removable disk

There are several methods of

transferring files to or from a removable

disk.

« Copy and Paste

o Send To

METHOD I - Copy and Paste

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

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

follow these steps:

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

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



o Navigate to the folders
computer containing files you want to

in your
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

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

2. 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 ?
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.

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

To delete all files in the Recycle bin, select
Empty the Recycle Bin.



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.

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

« Right click on the file or folder.

o 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.
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Figure 5.36 Creating Shortcut

5.13. Shutting down or Logging off a Computer

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:

< )
!' Oracle YM VirtualBox

F_{; it Switch user

== Log off
Lock

» Al Programs Restart
Sleep

‘ Search programs and files e | Hibernate

ﬁ 2 & 6 AE A

Figure 5.37. Log off option

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

o  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.

o  Switch User: Switch to another user account on the computer without closing your open

programs and Windows processes.

o  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.)

o  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)

0

A
@ Learning Objectives

0 u]

« To Windows
System  with  Ubuntu.

compare Operating

e To differentiate the Window elements

or icons from Ubuntu Launcher.

o To explore how to copy, delete and

rename files or folders in Ubuntu.

« 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

=, |

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.

The mostpopular Linuxserver distributors

are:
. Ubuntu Linux
. Linux Mint
. Arch Linux
. Deepin
" - .

. Fedora CZ75HR
. Debian
. CentOS

5.16. Ubuntu
[, |

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.



5.16.1. Significant features of  The best feature is, it is a free operating
Ubuntu system and is backed by a huge open

source community.
o Thedesktopversionof Ubuntusupports

all normal software like Windows such 5.17. Ubuntu desktop
as Firefox, Chrome, VLC, etc. . .
There are many similarities between
o It supports the office suite called Ubuntu and other operating systems, such
LibreOffice. as Microsoft Windows, Apple. This is

because they are all based on the concept

e Ubuntu has in-built email software of a Graphical User Interface (GUI).
called Thunderbird, which gives the

user access to email such as Exchange, The following are the names of the icons
Gmail, Hotmail, etc. in the Ubuntu OS.
o There are free applications for users to . Search your Computer
view and edit photos, to manage and
share videos. ° Files
o It is easy to find content on Ubuntu * Firefox Webbrowser

with the smart searching facility.

Menubar 1 4icator area / Notification area

Desktop

—> Tha Lanucher = Task Bar in Dindows

Figure 5.38.The Ubuntu 16.04 default desktop.
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. 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)

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
file 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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& —> Search your computer = Search option in window

a2

—
B —> Files = My Computer icon

N — Firefox Web Browser
y —> LibreOffice writer - MS word

—> LibreOffice Calc = MS Excel

—> LibreOffice Impress = MS Powerpoint

W —> Ubuntu Software

El — Amazon Online shopping app (customize)
'& —> System Settings = Control Panel

B —> VBox_GAs_5.22

E—

—> Trash - Recycle bin

Figure 5.40 Ubuntu Desktop elements

5.19. The Launcher (Equivalent to Task bar)

m, u]

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, u

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

By clicking this icon, you can
directly browse the internet. This is
equivalent to clicking the Web Browser
in Task bar in Windows. (Figure 5.40)

5.20.4.LibreOffice Writer
This icon will directly take

you to document

preparation

application like MS Word in Windows.
(Figure 5.41)

5.20.5.Libre Office Calc

This icon will open LibreOffice
Calc application. It is similar to MS Excel
in Windows. (Figure 5.42)
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Figure 5.41 LibreOffice Writer Window
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Figure 5.42 LibreOffice Calc Window



5.20.6 LibreOffice Impress

By clicking this icon, you can open
LibreOffice Impress to prepare any presentations
in Ubuntu like MS PowerPoint. (Figure5.43)

5.20.7.Ubuntu Software Icon
This icon will let you add any
additional applications you want. This

can be done by clicking the Update option
at the top right corner of that screen.
(Figure 5.40)

5.20.8. Online Shopping icon

Using this icon user can buy and

sell any products online. (Figure 5.40)
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Figure 5.43 LibreOffice Impress Window

5.20.9. System Settings Icons

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)

5.21 Creating, Deleting Files/Folders

0 ]

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

Figure 5.46 Creating a File or Folder by right clicking
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P oONs

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)

Figure 5.48 Deleting a File or Folder by right clicking

milncurjﬂ

B i
@ wrem GEa i
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Figure 5.49 Deleting a File or Folder by using Edit menu

100



5.22 Shutting down Ubuntu using Session options
0 .|

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) saspm i
< About This Computer
Ubuntu Help...

System Settings...
Lock

$ GuestSession

b §

Log Out...

Suspend

shut Down...

Figure 5.50 Session Options

Activity i’s_/
Student Activity
1. Create files and folders using Windows and Ubuntu and compare them.
2. Prepare an Assignment on the topic “Popular Linux distributions”.
3. Customise few applications using Ubuntu. Write the procedure.

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

the differences you face while creating the same.

5. 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/0O 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
tile 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 III

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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. Observe the figure and mark all the window elements. Identify the version of the
Windows OS.

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

2 gho
| GLOSSARY | D1HX12

) 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| Office Automation Tools

CHAPTER 6

Part - I : Introduction to Word Processor

@

o—=

Learning Objectives

u|

o To understand the importance of a
word processor.

o To understand the application in Open
Office.

. To understand the windows and

working in OpenOffice writer.

o To know the editing operations in

OpenOffice  writer.

e To know the text
formatting and page
formattingin OpenOffice
writer.

o To know spell check

features of OpenOffice
writer.

6.1 Introduction to Word Processor

. |

Word processor is
create, edit,
store retrieve

a computer

software to manipulate,

transmit, and text

document. The above said activities are

a

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.
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Table 6.1 - Proprietary Software & Open
Source Software

Proprietary source Word processing software

Package Developer

Microsoft Word Microsoft Corporation
WPS Word Kingsoft

WordPro Lotus Corporation

Open Source Word processing software

Package Developer
OpenOffice Writer | Apache
LibreOffice Writer | The document
foundation
Abiword Abisource

Tamil Word Processors

Tamil openoffice writer, Tamil
LibreOffice = Writer, Kamban 3.0,
Mentamizh2017 - These are familiar

word processors exclusively for Tamil
Language. Microsoft also provides full
its office suits.

Tamil interface to

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, It
available in many languages and works on

databases and more. is
all common computers. It stores all your
data in an International open standard
format and can also read and write files
software

from other common office

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 OpenOffice Calc - Spreadsheet to create
worksheets

o OpenOffice Base - Database

o OpenOffice Impress - Presentation

software
« OpenOffice Draw -
Drawing Software
o OpenOffice Formula -
Create formula and equations

OpenOffice Writer is the word
processor component of OpenOffice. In
addition to the usual features of a word
check,

autocorrect,

thesaurus,
find
replace, automatic generation of tables

processor (spelling
hyphenation, and
of contents and indexes, mail merge and
others), Writer provides these important
features:

« Templates and styles.

« Page layout methods, including frames,
columns, and tables.

o Embedding or linking of graphics,

spreadsheets, and other objects.

o Built-in drawing tools.
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« Master documents-to group a collection
of documents into a single document.

o Change tracking during revisions.

« Database integration, including a
bibliography database.

« Export to PDE
6.2.1 Download and Install openoffice

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

6.2.2 Creating a new document in
OpenOffice Writer

A OpenOffice ~ Writer
document can be created by various

new

methods. From windows, select

Start — All Programs — OpenOffice —
OpenOffice Writer

(or)
From Star Center (Welcome Screen):

« Double-click on “OpenOffice” icon the
desktop

o Now, a welcome screen appears as
shown in Figure 6.1

The 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 from any OpenOffice
Application. 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 6.1 Opening Screen (Star Center) of OpenOffice
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Figure 6.2 A new OpenOffice Writer Window
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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 are explained below in Figure 6.3.

Tool bar Control buttons

Title bar with document name Menu bar
) e N
Ittt 1 - Copmiticn Wi A7 iz P RSy
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E+@-ba 248 vHE [ @l M2OBTL @, =& % 4
B Deea T e ;-_'T;i;-u.:- srae A-T-R-,
L] o o e P : ! S FRE I L ERS L R 1'.'“'"'“'?."{1—-_ pq..-
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% IEI - .
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L] Sy ke
= aa
i e T
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& Status bar
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Figure 6.3 Components of Writer Window
Title Bar Control Buttons:
In the right corner of title bar,
The title bar is displayed at the (1) minimize, (2) maximize/restore and
top most part of the window, which (3) close control buttons are available as
displays the name of the document and shown in Figure 6.4
the name of the application. By default, DO 0
the initial document is given the name A4 A

as Untitled1. E=ECE™
Figure 6.4 Control Buttons
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(1) Minimize button:

Click here to Minimize <—|
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Figure 6.5 - Window Showing Minimize button

When you click minimize button, it shrinks your document window maller in size
and shows it as a small button on the task bar. 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.

Figure 6.6 - Minature Window of Open Office Document

(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”

Restore

Figure 6.7 - Sizing Buttons
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When you click restore button, the
document window regains its original
size.

(3) Close button :

This button is called as “Close”
button, when you click this button, the
application is closed and OpenOffice
returns back to the desktop. So, the red
colored close button may be called as
“Exit” or “Quit”,

Exit / Close openoffice

ol ke
|

Close document

Figure 6.8 - Close Button

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.

Menu Bar

The menu bar is just below the title
bar which comprises of various menus
consisting of various options.

|Ele Edn Vew jnsen Fgreat Table Tools Window bieip

Figure 6.9 - Menu Bar

File - The File menu contains
various option for file management tasks:
New, Open, Close, Save, Save As, Print,
Export etc.

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
commands for inserting various elements
such as pictures, tables, charts, comments,
headers, footers, special characters etc.

Format - The Format menu contains
the options of various text and page
formatting features like page size, layout,
font characteristics, bullets and numbering

etc.

Tables- 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, 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.

Tool Bar:

Under the menu bar, there are two
toolbars available by default. They are:
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(1) Standard Toolbar
(2) Formatting Toolbar

Standard Tool Bar- 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...

Seandand ..
BReMBrum o B& R U i~ @A EETA @

Figure 6.10- Standard Toolbar

Formatting Tool Bar- The formatting tool bar is below the standard tool bar which
consists of icons used for formatting the text like bold, underline, italics, font type, font

color etc.

- : M
& Oetna (3] Tmmbiswbomen (sl [ B/ US|z am {HR cee A-v-02-
Figure 6.11- Formatting Toolbar

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.

1o X1 203 4 5By T8 9 40 1L e 120 130 14 0150 16 0 )T 18

iy 4 4 L iy 4 L L L

Figure 6.12 - Ruler

Work Space

The work space is the blank area which is used to type the content of the file.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
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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”.

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 within a document

There are different ways of moving within a document. There are many shortcut
keys given in Table 6.2 which are used to move easily within a document.

Table 6.2 Keyboard shortcut Keys

KEY ACTION
- To move a character right
«— To move a character left
T To move one line up
2 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(Page Up) To scroll one screen up

Pg Down(Page To scroll one screen down
Down)

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:
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o Click File — Save — (or) File — Save As (or) Ctrl + S

o The “Save As” dialog box appears as on Figure 6.13.
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Figure 6.13 Save As dialog box

o Select location to store your document. The default location to store all documents is
“Documents” folder in Windows.

» Type your document name in the File Name box.

o All documents in OpenOffice writer 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 type list box. This list box shows variety of formats to be saved.

o Finally, Click “Save” button.

o Once the file is saved, your document name will be displayed on the title bar.
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Saving with password

Enter Your Password here
A

St Pasoword =)

MHoter After & passweord hes been tet, the document will only
mﬂl;E-Hupmﬁl Showld you lose the passwsord, thene

wall be o wy o Ehe o i Plagte alio mole
that this passward i tase-tensitive.
—> Click Ok to Finalise

G,

|H.:-:Pﬁumt|| || Coneel |
— |

Enter the same Password once again

Figure 6.14 - Password dialog box

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 6.14.

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.

“More Options” button provides
some more features to your protected
document such as “Read only” and change

password.
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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 then close
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 as shown in

Figure 6.15.

i __
OpenOffice 4.1.4 =i

<

The document "Untitled 1" has been modified.
Do you want to save your changes?

i FER 5

) (Ceca] (Gt ]

Figure 6.15 Alert Message box

If you accept the warning message,
click the “Save” button. When you click
the “Save” button, it proceeds to save the
tile. 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
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 6.16.
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Figure 6.16 - Open dialog box

6.3 Tamil Typing Interface

0 u]

Typing in Tamil has different methods.
. Using Tamil Font
. Using Tamil Interface.

In the first method specific Tamil 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.

o The particular font must be available in the system.

« It does not support other languages including English.

« The computer accepts characters 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:
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o It follows Unicode technique. Hence
knowledge of Tamil typing is not
necessary.

o Itiseasy to type documents in Tamil in
any word processor.

like
“Arial Unicode” supports all Indian

e Some of the Unicode fonts

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
6.4 Editing a document
[, .

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 :

Deletes the
character left of the insertion pointer.

Backspace Key:

Delete Key : Deletes the character
right of the

insertion pointer

To insert a text in between if
something is left out, the insertion can be
made by taking the insertion pointer to the
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current location and Press the Insert Key
the newly typed text is inserted, so that
the existing text moves to the right. This
is Insert mode. Press the Insert Key again,
the text is over written on the existing text.
This is called 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

m,

u}

6.5.1 Selecting Text

In any word processor, the text has
tobe selected for performingany operation
like copying, moving, formatting etc.
This text selection can be done by two

methods:
i) Selecting the continuous text.

ii) Selecting the non continuous text.

Selecting the continuous text -
To select the text continously 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 the non 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 required text is selected for any
operation

Selction 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 Leftmouse 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 wuse 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 Shortcut keys:

Shortcut keys help to select the text quickly
and easily.
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e To select a word - Double click on the
word

e To select the entire document - Press
Ctrl + A

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‘}fJ or
Edit —>Cut

o 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

Table 6.3 - Cut, Copy and Paste Icons
and Shortcuts

Shortcut

Icons Key

Operation Action

Cuts the

selected text Ctrl +X

CUT

To make a
duplication
of the text.

COPY Ctrl +C

To paste

the text to a
new location
after cut

or copy
process.

Cancels the
previous
operation
that was
performed

PASTE Ctrl +V

UNDO Ctrl +Z

6.5.3 Paste Special

When you copy
information, the paste option is used to
send the information as a whole. But,
to move or copy only some aspects of

move or

the data, like only its formatting or only
value, the Paste Special option is used.

To use the paste special, select the
text and apply move or copy, then at the

destination  location,

o Click Edit — Paste Special (or) press
Ctrl+Shift+V, or Alt+E+S the Paste
Special dialog box opens as displayed
on Figure 6.17.

o The Paste Special menu varies depending
upon the origin and formatting of the
text (or object) to be pasted.

o Select DDE (Dynamic Data Exchange)
link from the Paste special dialog box.

P Special

Soune Opentifice 414 Text Document

Eormabied bed [RTE]
HTML {HyperTest Markup Language)

Figure 6.17 - Paste Special dialog box

 Select the type of applicatin and click on the OK button.

o The copied data is pasted into the document with a link.
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mechanism whereby the source data

can be pasted into the destination as

a linked, 'live' copy of the original. aupport
Any changes made in the source Check for Updates...
will immediately reflect into the  About OpenOffice
destination.

| 3

Figure 6.18 - Help window

6.6 Help System in Writer

m, ]

Open Office Writer provides several

o To activate tooltips, extended tips, and
the help Agent, click Tools — Options
— OpenOffice

forms of help. By pressing F1 or select Help o For a more detailed explanation, select

Help — What’s This? and hold the
mouse pointer over the icon where

from the menu bar the help window appears
as shown in Figure 6.18.

you want more help with.. Figure 6.19
shows the General settings window
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Figure 6.19 - General settings window
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[ ] @ [ ]
Workshop "'

6.1
o Open a new document in Open 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.”

e Save and close the document.

« Exit from Open office writer.

6.2

o Open the document created in Workshop-6.1.
« Append the following paragraph.

“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".

o 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.”

o In the third paragraph insert the word “vision” between “a” and “and ™.

6.3

o Open the document created in workshop-6.1.

« Copy and paste the following words into a new document either using keyboard
or mouse shortcuts. (i) Ignited (ii) powerful (iii) humanity (iv) challenges (v)
prosperity

e Save the new document

o In the first document, move the following words either using keyboard or mouse
shortcuts. (i) Ignited  (ii) Challenges (iii) Prosperity
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Part - I : Formatting Text and Paragraph

0

6.7 Text formatting

u, |
A text without any special
formatting  gives a  monotonous

appearance. OpenOffice Writer offers a
number of choices for formatting such as
Bold, Italics and defining the font, type,
and fond size. Bold, Italic or underlined are
the mostcommon 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

Makes the

BOLD text bold B Ctul+B

ITALICS Italicizes the I Ctrl 41
text

UNDERLINE Underlines u Ctl +U
the text

The default font type is Times
New Roman and the type of font can be
changed by clicking on the Font Type icon
Times New Roman v

The default size of font is 12 points
which can be changed by clicking on the
FontSize icon 12 |«

The default font color is black and
the font color can be changed by clicking
on the Font colour icon A* which shows
the color palette from which the required
color can be selected.

Besides the regular formatting
Bold, Italics and underline, many other
formatting can be done by using the dialog
box. The other formatting options can be
selected by using Format — Character.
The Character dialog box is displayed
as shown in the Figure 6.20 using which
all the formatting can be done at a single
stretch with an online preview.
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Figure 6.20 - Character dialog box
6.7.2 Changing Case

Normally any text can be typed
in upper or lower case. The text can be
changed to different cases like:

Uppercase (Capital letters)

toggle case (reverse case),

o sentence case (first letter of each
Capital),

sentence



o Capitalize every word (first letter of
each word capital),

o lower case. (Small letters)

This can be done by:

o Select the text to change case

o Select Format — Change case.

6.7.3 Highlighting 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 &=, 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.

*_Highlighting is to draw attention
to important or key points in a
document for easy reference by

marking in a different color.
= i

v

OW?

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 Selecting the entire document by Ctrl +
A or Edit —Select All

 Clear applied formatting by Ctrl + M
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6.8 Paragraph formatting
m,

6.8.1 Paragraph Alignment

A paragraph is any text that ends
with a hard return. A hard return is
accomplished anytime 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 Open
office Writer -

- alignment, Center - alignment, and

left - alignment, Right

Justify - 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 marign and uneven
along the left margin.

Center-alignment- All the lines in
the paragraph are aligned to the center of
the page size.

Justified-alignment - All the lines
in the paragraphy, are arranged evenly
both on the left and right margins. This
is achieved in writer by automatically
inserting additional space between the
words.

be
applied by Format — Paragraph, the

Paragraph formatting can

paragraph dialog box appears as displayed
in Figure 6.21.
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Figure 6.21 - Paragraph dialog box

The paragraph formatting can also be done by icons using the formatting tool bar
as shown in Figure 6.22 and shortcut keys as shown in Table 6.5

% = iZitezer A-W-@ -

Figure 6.22 Formatting toolbar

Table 6.5 Paragraph Alignment Icons and shortcut Keys

ALIGNMENT ACTION ICON SHORT CUT KEY
LEFT Aligns the paragraph wi‘th respect to = Crl + L
the left margin =

RIGHT Aligns the pare%graph wit'h respect to = Ctrl + R
the right margin -

CENTER Aligns the paragraph with respect to E Ctrl + E
the center of the page —
Aligns the paragraph with respect to =

JUSTIFIED both the left and right margin = Curl +]
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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

6.8.2 Line Spacing:

paragraph. By default, the lines are single-spaced, that is the spacing accommodates the
largest font in that line, plus a small amount of extra space. In Open Office, setting line
spacing is quite easy through the context menu, select the line or word or phrase, right-
click — line spacing, select the type single, 1.5 or double. There are seven different types

Line spacing determines the amount of vertical space between lines of text in a

of line spacing as seen in the dialog box given below in Fig.6.23.

Select the entire document by Edit — Select All
Format — paragraph
The paragraph dialog box appears, click Indents & Spacing tab

In the line spacing option, select the type and click OK button.
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Figure 6.23 Paragraph dialog box
6.8.3 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 cursor to the front of the line and pressing the tab key on the
keyboard. There are four types of indents:

o Left Indent
» Right Indent
o First Line Indent and Hanging Indent.

Left indent - The Left indent controls the space between the paragraph and the
left margin. This is the default indent. Each click on the Increase indent icon moves the
paragraph % inch away from the left margin.

The left indent can also be applied by Format — Paragraph — Indents & Spacing
tab, enter a value in the “before text” spin box. This results in a left indent.
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Right Indent - The Right indent
controls the space between the paragraph
and the right margin. Each click on the
decrease indent icon removes the indent
applied by the Increase indent. The Right
indent can be applied by the dialog box
method.

Select Format — Paragraph —
Indents & Spacing tab, enter a value in
“after text” spin box. This results in a 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
— Paragraph — Indents &
Spacing tab, select first line option in the

Format

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.

6.8.4 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 segregate, list
information for a reader. You can control
the appearance, or format a bulleted or
numbered list.

and organize

Bullets — This is a paragraph level
attribute that applies a bullet character
to the start of the paragraph. In bulleted
lists, each paragraph begins with a bullet
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This
text has to be presented as a list of items

character. is suitable when the
preceded by a bullet symbol and no
sequence has to be followed. Bullets are

quickly created by clicking on the bullet

B
i

icon

Numbering - This attribute applies
a numeral to the start of the 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..=

6.8.5 Style of Bullets and Numbering

The default type of bullet is (. ) 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
o Select Bullets Tab

o The Bullets and Numbering dialog box
appears where different styles of bullets
are displayed

« Click on the required style
 Click Ok button

o The selected text is bulleted.

The bullets and numbering dialog
box with the bullets tab is displayed in

Figure 6.24.
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Figure 6.24 Bullets and Numbering dialog box

Note
o \X<¢
If the text is not typed, then apply the steps above and then type the text, the -kj
newly entered text will appear in bulleted form.

To apply Numbering

1. Select the text to be numbered
2. Format — Bullets and Numbering
3. Select Numbering Type Tab

4. The Bullets and Numbering dialog box appears where different styles of numbering are
displayed

5. Click on the particular style
6. Click Ok button

7. The selected text is numbered.

The bullets and numbering dialog box with the numbering type tab is displayed in
Figure 6.25.
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» Bullets and numbered lists provide an excellent way to segregate, list and
iﬂ] ~organize information for a reader. You can control the appearance or format,
- MW a bulleted or numbered list.

Note

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.

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.

o 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.

- :
Bullets and Numbering m

Bullets | Numbering type [Qutline | Graphics |Position [Options |

S'f)t . 1) .
2) 2. (2) .
3) 3. (3) .
a) (@) ]
B) b) (b) i.

C) C) (c) ii.

| oKk || Remove || Cancel || Help || Reset

Figure 6.25 Bullet and Numbering dialog box
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6.9 Page formatting

. .

The most important thing in a word
processor is how to format the page with
elements such as margins, numbering,
page
Formatting your pages makes them look

layout, headers and footers.
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
8.5 x 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 paper
size:

o Select the page whose page size is to be
changed

Select Format — Page, the page style
dialog box appears as shown in Figure
6.26.

Select Page Tab

In the paper format group, select the
format like A4, legal

Or the width and height option can be
used to set the page size.

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.

Page Styles Celwal W
[cganszes Page [Bsckground [Header [Fopter | orders [cotumns | Footnete|
Fapier Bermal
Eormt e -
iidth Apem [t
Hegh  |Baem 3]
Onentalson @ Portrest
i Landscape Paper fray |[|"rlum prmbes seblangn] E
Kargins Lok settimgs
Left 200em |1 Page lapout [Right and (et (=]
Bight [200en  [H| | Fomel 23, (=]
Iop 0em (3] | FlNegierine
Bottom 200 e - Kl erence Syle
e Ll | _'J
Lok || Comcel || ke || feet |

Figure 6.26 Page style dialog box
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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.

1. 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.

4. 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.
2. Using the 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 and
select page tab of page style dialog
box.

2. In the Margins boxes, specify the values
for left, right , top and bottom margins.

3. Click on ok button.
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6.9.2 Orientation

Page orientation refers to how the
document will be displayed on screen
and printed. There are two different
orientations:

Landscape - The width of the
document is more than the height. This
is best suited for displaying professional
photos, invitations, albums, tables 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:

« Select the page whose orientation is to
be changed

 In the Page style dialog box, under the
Orientation group,

 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, select Background tab, In As option click on color and select the “color” from the
color palette or select “graphic” to apply an image as a page background, as shown in
Figure 6.27.

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 can be selected. The dialog box in Figure 6.28 shows the borders setting in the
page style dialog box.

-
Page Style: Default ﬁ

Organizer |Page |Background Header |Footer | Borders [Columns | Footnote
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Figure 6.27 Background color
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Figure 6.28 Page style dialog box - Borders

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
o Select from the main menu Insert — Header — Default
o The header text area is separated from the normal text area.

 In the header area, 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:
« Select from the main menu Insert — Footer — Default
» Place the insertion pointer in the footer part of the page.

o Select Insert — Fields — Date to insert date in all the pages.
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Once the headers and footers are given in the first page, the same text appears 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:

 position the insertion pointer where you want to insert the page number

o choose Insert — Fields - Page Number

» The page number appears with a gray background

following sequence of steps can be performed:

Normally, the page numbers appear as 1,2,3....., To change the numbering style, the

Position the cursor where the page number has to appear

Select Format — page, which will bring the page style dialog box as on Figure 6.29.

Select page Tab

In the Layout settings, select the format drop down combo box

Select the desired style and click OK button.

F B
Page Style: Default m
| Organizer |Page |Backgrcl-und |Header |F|:|-crter | Borders |Ccr|umns|F00tnote |
Paper format -
Format |M IZ”
Width 2100em 7
Height 2970cm 5
Orientation @ Portrait
i) Landscape Paper tray |[Frnm printer settings] IE”
Margins - ——————— layoutsettings ————— ————————
Left | 2,00 cm :. | Page layout |F‘.ight and left |E||
Right 1 2,00 erm : | Format '
Top EE.UU an = .| Register-true
= | ki
Btiein 200em 2 Reference Style e
| PR
Mone
| ok || cancel || Help || Reset

Figure 6.29 Page style dialog box
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6.4
1. 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”

e Save the document

o Perform text formatting features like Bold, Italics, Underline, Change font, change
Size, Color 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.

« Highlight the text “ Knowledge makes you great”

« Undo all formatting options using keyboard shortcut.

6.5

Open the document created in the workshop 6.1
« 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 ”

» Using any one of the paragraph alignment icons or keyboard shortcuts (left, right,
center, or justified) align the first paragraph.

« Change the line spacing of second paragraph to any one of the type.

 Create bullets for the first paragraph and numbering for the second paragraph using
icon or menu choice.

o Save and close this documents.

6.6

Open the document created in workshop-6.2.

Change page size, margin and orientation, change border and background color.

Apply suitable header and footer for the table.
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Part - I1I : Find & Replace and Spell check

0

6.11 Find & Replace

0 |

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

o Click Edit — Find & Replace (or) Ctrl + F

o The Find & Replace dialog box appears as shown in Figure 6.30
Steps to find & replace a text

1. Type the text you want to find in the Search for box

For Example : To search a word "Bombay" in a document and repolace with "Mumbai",
enter the word "Bombay" in the Search for box.

2. To replace the text 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 and the first occurance of "Bombay" is highlighted.

[ Find & Replace m
Search for | Find |
Bombay -] -
. | Find Al |
Replace with | Replace |
Mumbai ] -
- | Replace All |
Match case
Whole words only
| More Options + | | Help | | Close

Figure 6.30 Find & Replace dialog box
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3. To replace text, click Replace button.

The highlighted word is replaced with the
word given in the Replace with box.

4. Click Find All,
instances of the search text in the

Writer selects all

document.
All occurances of Bombay are highlighted.

5. Click Replace All button,
all

Writer

replaces matches.

This
"Bombay”

will replace all occurances of

with  "Mumbai".

Enable Match case to perform the
search case sensitively so that uppercase
and lower cases are distinguished
separately.

Enable Whole Words only to make
the search more specific to words used
separately alone.

6.12 Spell Check

The documents prepared using
should be
without any spelling mistake. For this
OpenOffice Writer
a dictionary and spell check program.
OpenOffice Writer identity the
spelling mistakes as the document is typed

word processing software

purpose includes

can

or after the entire document is typed.
6.12.1 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
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line disappears. This can be done through
clicking the icon ABL

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
6.31) if any misspelled words are found.
This can be achieved by clicking the icon

__Em _ ﬁ.
R E |
r""'"'l"'ll B e el | |
Ik e by
[PV [ S TS TSP [ e — . |—'F:"—°.'."—- I
| i
- | I
g = ——=
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o =
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el - [ At | ]
[ awem ] [ I  — !l

Fig: 6.31 The Spelling dialog box

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.

o The language can be
changed (for example, Spanish, French,
or German) from the Spelling dialog

box.

dictionary

o The new words can be added to a
dictionary. Click Add in the Spelling
dialog box and pick the dictionary to
add it to.



» 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.

6.12.2 Automatic correction

Auto Correct 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 the menu option, Tools — AutoCorrect to open the AutoCorrect dialog
box which provides the chance to change the misspelled word by a default name.

 To stop the Writer to replace specific spellings, use Tools — AutoCorrect, highlight the
word pair and click Delete.

» Toadd a new spelling to correct, type it into the Replace and With boxes and click New.
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Replacements gnad enteptions for language |E|1#h- (L5AY E

Replace |Fuceptions |Options |Lacalired Options |Ward Compietion |

Replage With: [] Teet arky

I | | Beplace
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Figure 6.32 AutoCorrect wizard

, AutoCorrect is automatically turned on. To turn it off, uncheck Format —

~Autocorrect — While Typing.
- "ANow?

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.
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Activity 1:

Do the necessary steps to correct
the word “comupter” into “computer”
automatically

1. Goto Tools — Autocorrect Options

2. Click the Replace tab and type
“computer” in Replace text box and
“computer” in with textbox. Then Click
OK.
3. The word “Comupter” is replaced with
“Computer” and displayed in the list.
4. After entering this, when you type
“comupter” in the document, it will be
automatically changed to the correct
spelling “computer”.
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Figure 6.33 Auto correct menu
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Figure 6.35 Auto correct list

, Spell check is a software program

“that corrects spelling errors
in word processing, email and
documents. Spell check identifies

and corrects misspelled words and the

grammatical error is displayed with a

green wavy line under the wrong word.
L 3

[ ] (] [ ]
Workshop 'l!

=y

v

OW?

o Open a new document and 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 spelling check and find the word “Egles” and replace it with “Eagles”.

« Save the document with password.
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Part - IV : Working with Tables

m

6.13 Inserting Tables

m, u

A table is a grid with a specified

number of rows and columns. Tables
can often be used as an alternative to
spreadsheet to organize materials. A
well-designed table can help readers
understand better what you are trying to
convey.

6.13.1 Different techniques to insert
tables

To insert a new table, position the
insertion pointer where you want the table
to appear, then use any of the following
methods to open the Insert Table dialog
box as shown in Figure 6.36.

There are two methods to create a table :

1. Table Icon
To insert a table quickly from the
standard tool bar:

1. Place the insertion pointer where you
want the table to appear.

2. Click the arrow to the right side of the
Table icon [1{ .

3. In the drop down grid, select the
number of rows and columns for the
table.

4. The table will appear at the location of
your insertion pointer.

2. 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: Select Table —
Insert —Table or Ctrl +F12 or left-click
the Table icon. From this dialog box, you
can:

f B
Inzert Table ! g
i = ok ]
Size -
5 Cancel
Lolumns 2 =
- B
Options
I___}Heading
Repeat heading
Thefirst |1 2| rows
[7] Don't split table
[¥] Border
| AutoFormat... I

Figure 6.36 Insert Table Dialog Box



o Select the number of rows and columns
of the table

e Give a Name to the table to later

distinguish it in the Navigator

o Select the Heading option to define the
first row in the table as the heading

o Select the Repeat heading option to
repeat the heading row if the table
spans more than one page

o Select the Don't split table option to
prevent the table from spanning more
than one page

o Select the Border option to surround
each cell of the table with a border

The AutoFormat button at the
bottom of the dialog box opens the
AutoFormat dialog box as shown in

From here, it is possible to choose

among different predefined formats.

If none of the predefined auto
formats have the desired characteristics
for your table, you can tune the format
of the table or a particular cell with the
contextual Table toolbar. Open the toolbar
by placing the insertion pointer inside a
table cell or select View — Toolbars —
Table. This will bring the table formatting
toolbar which helps to format the table in
the desired format.

6.14 Formatting table

table involves
formatting of the table layout, formatting
of the table text, adjusting the size of the

table, its position on the page, adding or

Formatting a

removing rows or columns, merging and
splitting cells, changing borders and the

Figure 6.37. background.
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Figure 6.38 Table Formatting Toolbar
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6.14.1 Inserting rows and columns
To insert rows or columns inside a table:

1. Place the insertion pointer in the row
or in the column where you would like
to add new rows or columns and right-
click.

2. Choose Row —Insert — to insert a

row or Column — Insert - to insert
a column. A dialog box will appear,
from which you can select the number
of rows or columns to insert. You can
also set the position of the new rows or
columns to Before or After as shown in

Figure - 6.39.

3. Click OK to close the dialog box.

rInsert Rows ﬁﬁ
Insert
T
MNumber 1 =
[ Cancel l
Position
) Before l Hep ]
@ After
b

Figure 6.39 Insert Row Dialog Box
6.14.2 Deleting rows and columns
To delete rows or columns inside a table:

1. Place the insertion pointer in the row
or column to be deleted and right-click.

2. Choose Row — Delete — to delete a
row or Column — Delete- to delete a
column.

3. The selected row / column is deleted.

6.14.3 Merging and Splitting cells
To merge a group of cells:
1. Select the cells to merge.

2. Right click and choose Cell — Merge or
choose Table — Merge Cells from the

menu bar.
To split a cell:

1. Place the insertion pointer inside the

cell.

2. Right click and choose Cell — Split, or
choose Table — Split Cells from the

menu bar.

3. Select the direction of the

horizontally (for rows), or vertically (for

split,

columns), as well as the total number of

cells to create.

4. The dialog box on Figure 6.40 displays
the split cells.

i

Split Cells ==
o [ ox ]
Split cell into X =
Direction

Horizontally
[ Into equal proportions

DU ' Vertically

Figure 6.40 Split cells Dialog Box
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6.7

Open a new document.

Using icon or table menu create the given table with required of 5 rows and6 columns
with the labels S.No., Name, Maths, Phy, Che and Total

After the sixth row add a new row and type suitable data for the new row.
Delete the second row using icon or command.

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.

Open the document created in workshop-6.7.

Do the following options :

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.

Create a new document.

Create a 4 x 4 table using icons in toolbars or using commands.

Split any one row/ column in one given table into more than one cell using icon or
command.

Merge any two or more row / column in the given table using icon or command.

6.9

Open the document created in workshop-6.8.

Delete the table contents.

Perform all table formatting options for this table.

Add two more rows and columns and also delete the rows and columns.

Save and close the document.
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Part - V : Enhancing and Printing a document

6.15 Enhancing a Document
0 u]

6.15.1 Inserting 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:

« Place the insertion pointer where you want the image to appear
o Select Insert — Picture — From file

« 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 pictures from the folder, choose the
desired one and

o Click on the Open button
o The selected picture is inserted into the document
6.15.2 Inserting Special Characters

Many symbols which are used in a mathematical equation like alpha(ee), beta(p),
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:

 Place the insertion pointer in your document where you want the character to appear
o Click on the Insert — Special characters

o The Special characters dialog box appears from which the desired symbol can be
selected by clicking on the character.

« As you select each character, it is shown on the lower right, along with the numerical
code for that character

 Ifyoudo notfind a particular special character you want, try changing the font selection.
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e Click the OK button and the character is inserted at the current location.

The insert special characters dialog box is displayed in Figure 6.41.

( Special Characters u
Font |Basic Latin |Z| [ oK
Ll lals|wm|&|l ()] +].]- / 'EI | Cancel |
0|1(2|3|4|5|6|7|8]9 |el=]x]|2 " ——
@A B|C|D|E|F|GH|I|J| K|ILIMN|O =
plo|rR[s|T|Uulv|w[x|Y|z|C|['][1]~]_ | [L Deete |
"la|lble|ld]|e|flg|h|i|j|k|] | m|[n|o
pla|z|s |2 |u|%|w|x|%|z|[£]|)]|F]|=
j | R (D% |8 @ (F | w|l=|- |®| 7"
L HESR bl S AR ST SN - U+0020 32)
Characters:

Figure 6.41 Insert Symbol Dialog box
6.15.3 Inserting Shapes

OpenOffice writer uses the drawing tools, to create various shapes by using the
Drawing toolbar. To use the drawing tools repeatedly, you can move this toolbar to a
convenient place on the window. The drawing tool bar can be obtained by clicking View
— Toolbars — Drawing as displayed on Figure 6.42.

B o
b /Mo TR ®-@-»--¥-%- oyl
Figure 6.42 Drawing toolbar
To use a drawing tool, the steps are as given below:
o Click in the document where you want the drawing to be anchored.

« Select the tool from the Drawing toolbar as shown in Figure 6.44 The mouse pointer
changes to a drawing-functions pointer.

« 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.
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» Release the mouse button. The selected
drawing function remains active, so
you can draw another object of the
same type.

» To cancel the selected drawing function,
press the Esc key or click on the Select
icon on the Drawing toolbar.

» You can now change the properties (fill
color, line type and weight, anchoring,
and others) of the drawing object using
either the Drawing Object Properties
toolbar or the choices in the dialog box.

6.15.4 Inserting AutoText

AutoText allows you to assign text,
tables, graphics and other items to a key
or key combination. For example, rather
than typing "TamilNadu" every time you
use that phrase, you might just type "tn"
and press F3. You can also save a formatted
Tip as AutoText and then insert a copy by
typing "tip" and pressing F3.

To assign AutoText shortcut to
some text, the steps are as follows :

1. Type the text into your document.
2. Select the text so that it is highlighted.

3. Select Edit — AutoText (or press
Ctrl+F3).

4. Enter a name for your shortcut. Writer
will suggest a one-letter shortcut, which
you can change.

5. Click on the inverted arrow of the
AutoText button on the right and select
New (text only) from the menu.

6. Click Close to return to your document.

7. Once the entry is created, to insert the
auto text into the document, place the
cursor where the text is to be inserted
and click Ctrl+F3,

8. Select the name from the list of entries
and click Insert button.

9. The auto text is inserted into your text.

Note )

i : )

If the only option under the =%
AutoText button is Import, either
you have not entered a name for your

AutoText or there is no text selected in

the document.

6.16 Page Preview , Setting the
printer and Printing a document

6.16.1 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

1. Click File — Page Preview, or click
the Page Preview button. The Writer
displays the Page Preview toolbar

2. In the page preview tool bar click
Multiple Pages icon to display

multiple  pages.

3. To close the preview click the Close
Preview button.



6.16.2 Setting the Printer and Printing

The following are the steps to change the printer setting :

1. Click File — Print or Ctrl + P or Print File Icon which opens the Print dialog box as

shown in Figure 6.43.

Print

210 mi (Ad) —— General | OpenOffice Writer |Page Layout |[}§':-t'mns,|

Printer

m |

EPSOM LEOD Series

Fax
Microsoft XPS Document Writer o,

Range and copies
@ All pages Number of copies [1 | 2]

) Pages 1-5 | i
' [7] Collate ﬁﬁ ﬁﬁ

Selection

297 mm

[] Print in reverse page order

Print

Comments |N|3|'|E (document only] | = ]

[ Print ] I Cancel

-

Figure 6.43 Print Dialog box

2. Click General Tab.
Select the required printer from the list of printers.

Under Range and copies section : select All Pages option to print all pages, select

Pages option to specify the particular page or page range.
5. Specify Number of Copies using spin arrows.

6. Click Print button.
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6.10

e Open the document created in
Part-1 workshop-6.1

« Download images related to Dr.
A.PJ] ABDUL KALAM From
net and insert the images in the
document at required place using
command or icon.

o Open the document in Part-III -
workshop-1 , download images
related to the content from net
and insert the images at required
place.

o Save the document and close.

6.11
o Open anew document.

o Using the commands to insert
special characters, special symbols

o Type the following equations (i)
Ao+Br+cp (ii) nr*h.

« Using drawing toolbar insert
various drawings/ shapes in your

document

o Save and close the document.

6.12

Open the document created in
workshop-6.2

Autotext
keyboard shortcut create shortcut

Using command or

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.

6.13

Open the document created in

workshop-6.4
Insert suitable picture of a circle.

Type the the
circumference of a circle using insert

formula for

special character option.

Using drawing tools draw the

following in the document.

Print the document using print
command.

Database @
. 9 OpenOffice
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[ Annexure 1

e

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.
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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[ Annexure 2

e

Unicode Tamil Keyboard Typing Chart

a Y k & ka &% ke ¢f:3
aa | 9 ng Bl nga Bl kee Gs
i @ s F sa F ko AES
ii FF nj ©h nja ©h koo Cair
u D d/t L da/ta L kau AEX1
uu Qa1 N 6001 Na 6301
e 6T w i3 wa b we Al
ee 6J th S tha S wee Cg'r_r,
ai (22 p LI pa LI wo @ b
o 69 m LD ma LD WOoOo Gg;rr
00 13 Yy ui ya ui wau © ber
au 6961 r T ra T
q 00 1 6V la 6V
v 6 va el
Z !p za !p
L 6T La o
R m Ra m
n 60T na 60T
j ja jaa je jee jo joo ji jii ju juu
2 | 8 | o | G | G |Ceor | Gor | ol | oF | g2° | 29
sh sha | shaa | she | shee | sho | shoo | shi shii shu | shuu
6 | o3 | ogr | Clog | Gog |Clagr | Gagr | of) | of | eog= | a3

WorkShop -6.14 : Type the following content in Tamil using any interface (Murasu / NHM / Azhagi).

kaNNan - & esor vttt joothpur - Geomg Ly i
sennai — GlFesrem 6ar juulai — =@ ewev
thamizwaadu - slpBETH shiiradi - efrig

thaajmahaal - sreghwamrsv hamadu - amwgy

shaajakaan — exgrens resr vaashingtan - sureflmiL_esr

OFsitemesruilsy o sirer  WTHSTTL AL LeTeflser ClFsitemeriiLsreflssr (Chennai Schools)
61T DWPSHBLILBSIDGI. @b UsTallEemer Blicudlss ClFsTener wThsITL Fullsd Hsvalsbgiemnm
(Education Department) @ wmis) sumaSlarmg. pm @) bSlw o1 Aliuenil (IAS) olarh, m ssval
sasuevi (Educational Officer) wpmiib 10 giewemrssvall oaisusvigenLeir (Assistant Educational
Officers - AEO) @)ggismm QFwsoLGSmg).
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Activity .&_,

Student Activity
1.  Make the students prepare a invitation for school annual day.

2. Letthe students prepare their class timetable in table format and format it in an attractive
manner.

3. Make the students create a 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 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,
background and others features to modify it and make more attractive.

Evaluation

I. Choose the best answer
1. Which is the opening screen of OpenOffice?
a. Star desktop b. Star center c. Star screen d. Star window

2. Which option allows you to assign text, tables, graphics and other items to a key or key
combination

a. Autoformat b. Automatic  c. Auto text d. Autographics

3. Which menu contains the Numbering option.

a. File b. Edit c.Tools d.Format D21FA4C

4. Which is displayed at the top most part of the window?

a. Menu bar b. Tool bar c. Title bar d. Format bar
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5. Which is changing the default appearance of the text called?
a. Text formatting b. Page formatting c. Special formatting d. Paragraph formatting
6. The Find & Replace option is available in which menu?
a. File b.Edit c. Format d. Tools
7. Which button selects all instances of the search text in the document?
a. Find b. Find All c. Replace d. Replace All
8. What is the shortcut key to go to the start of the document?
a. Ctrl + Home b. Ctrl + End c¢. Home d. End
9. What is the shortcut key for finding and replacing text in a document?
a.Ctrl + F1  b.Ctrl + F4 c. Ctrl + F5d. Ctrl +F7
10. What is the short cut key for Undo?

a.Ctrl+E b.Ctrl+ U c.Ctrl+Z d.Ctrl +n

II VERY SHORT ANSWERS(TWO MARKS)

1. How do you insert pictures in to your document?

2. What are the different packages in OpenOffice writer?
3. What is auto text in writer?

4. How do you merge cells in a table?

5. State the difference between proprietary software and open source software?

III SHORT ANSWERS (THREE MARKY)

1. What is the difference between moving and copying text?
2. What are the different types of orientation?

3. How do you insert rows and columns?

4. What are the different ways to save a document?

5. Write the steps to change the line spacing of text.
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IV EXPLAIN (FIVE MARKS)

1. What are the different methods to change margin in writer?

2. What are Header and Footer? How do you insert page numbers?

3. Write the steps to Find and Replace a word with another word in OpenOffice writer?

4. Explain Page formatting in writer.

12
[6LosSARY)

WORD

MEANING

Word processor

A software used to create, edit, view, manipulate, transmit, store,
print and retrieve a text document.

OpenOffice writer

A word processor component of open office.

Proprietary Owner or ownership.
Embedding To surround tightly or firmly.
Highlighting Highlighting is used to draw attention to important information
In a text.
Indents is the distance from the margin that is used to improve
Indents - s
the efficiency and readability of the paragraph.
DDE Dynamic Data Exchange — a mechanism where source data can

be pasted into a destination with a link of the original.

Paste Special

The pasteSpecial option is used when only some aspects of the
data, like only its formatting or only value is send while moving
or copying.
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This is the section at the top of the page where any references

Headers like title, chapter name , author name can be given which gets
repeated on all pages.
Footers This is the section at the bottom of the page where any references
0
like page number can be given which gets repeated on all pages.
AutoText This helps to assign shortcuts to some text which are frequently

used.

Auto spell check

This feature automatically checks the spelling while typing and
underlines the misspelt words with wavy lines which can be
corrected later.

Automatic Correction

This feature automatically corrects the common misspellings
and typing errors automatically.
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Unit II| Office Automation Tools

CHAPTER 7

Part - I Working with OpenOffice Calc

0

7.1 Introduction to spreadsheet
=,

|

Spreadsheet is a very useful office
automation tool to organise, analyse and
store data in a tabular form. Spreadsheet
was developed as computerized equivalent
to paper-based accounting worksheets.

Spreadsheet users can adjust any
of the stored values and can observe the
effects on the calculated values. This
is called "What if" analysis. Modern
spreadsheet can have multiple interacting
sheets and can display data either as text
or numerals or in a graphical form.

7.1.1 Evolution of Spreadsheet

Daniel Bricklin and Bob Frankston
developed the first spreadsheet called
“VisiCalc” in 1979 for Apple II. In 1982,
Lotus Corporation introduced “Lotus
1-2-3”; Lotus 1-2-3 was the first to
introduce cell names and macros. In 1987,
Microsoft Corporation introduced Excel.
Excel implemented a Graphical User
Interface (GUI) and the ability to point
and click using a mouse. There are lots of
other spreadsheet applications; Microsoft
Excel continues to be the most popular

spreadsheet software.
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". Daniel Singer "Dan" Bricklin
The Father of Spreadsheet

Daniel  Singer "Dan"
Bricklin (born 16 July
1951), often referred
to as “The Father of
the  Spreadsheet,
the American co-creator, with Bob
Frankston, of the VisiCalc spreadsheet.

OW?

is

He also founded Software Garden, Inc.,
of which he is currently President of
Trellix Corporation, which is currently
owned by Web.com. He currently
serves as the Chief Technology Officer
of Alpha Software.

OpenOffice Calc is a popular open
source spreadsheet application maintained
by Apache Foundation. StarOffice calc
was the parent application of OpenOffice
Calc which was developed by a German
Company namely, Star Division in 1985.

7.2 Working with OpenOffice Calc

m,

0

Calc is the spreadsheet component
of OpenOffice. You can enter any kind of
data in a spreadsheet and then manipulate
this data to produce certain results.
Alternatively, you can enter data and
then use Calc in a “What If..] manner by
changing some of the data and observing
the results without having to retype the
entire spreadsheet.



> First Spreadsheet
Cil fiv TOTAL

VisiCalc ("Visible Calculator") was
the first spreadsheet for personal
computers, originally released for the
Apple II by VisiCorp. It is considered
that VisiCalc turned the microcomputer
from a hobby for computer enthusiasts
into a serious business tool, prompting
IBM to introduce the IBM PC, two
years later. It was sold over 700,000
copies in six years, and as many as 1
million copies over its history.

7.2.1 Features of OpenOffice Calc:

Connecting with Excel - Ability to
open, edit, and save Microsoft Excel

spreadsheets

AutoSum - helps you to add the
contents of a cluster of adjacent cells.

List AutoFill - automatically extends
cell formatting when a new item is

added to the end of a list.

AutoFill - allows you to quickly fill cells
with repetitive or sequential data such
as chronological dates or numbers, and
repeated text. AutoFill can also be used
to copy functions. You can also alter

text and numbers with this feature.

Charts - helps you in presenting a
grvaphical representation of your data
in the form of Pie, Bar, Line charts and

more.

o Functions: which can be used to
create formula to perform complex

calculations on data

» Database functions: to arrange, store,
and filter data

7.3 Creating a new worksheet
[m,

|
A new spreadsheet can be created
through various methods. From windows,
select

Start — All Programs — OpenOffice —
OpenOffice Calc (or)

From Star Center (Welcome Screen):

Double-click on “OpenOffice” icon the
desktop

Now, a welcome screen appears as shown
in Figure 7.1.

This open screen is called as “Star
Center”. Calc is one of the component of
OpenOffice. So, it may be invoked from
the “Star Center” by simply clicking on
the “Spreadsheet” icon. (or)

A new spreadsheet can also be
created by selecting File — New —
Spreadsheet from any OpenOffice
Application. After using any one of the
above said methods, OpenOffice Calc
window appears as shown in Figure 7.2.
The outline of the window is very similar to
other application windows of OpenOffice.
The main area of the Calc window is called

as “Work area” or “Worksheet”.

A worksheet is a grid of cells with a
programmable calculator attached to each
cell. When you open a new spreadsheet,
there are three worksheets available by
default. You can include more sheets and
organize them.
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157



1. Title Bar 2. Control Buttons
3. Menu Bar 4. Tools Bar

5. Name Box / 6. Quick Function
Address Box Wizard

7. Formula Bar / |8. Formatting
Input Line Properties

9. Zoom 10. Scroll bar

11. Status Bar

7.3.1 Parts of the OpenOffice Calc
Window

Appearance of the Calc window is
very similar to that of the Writer window.
The workspace of writer is a big blank
area. But, in calc, the grid of cells is the
workspace.

7.3.1.1 Title Bar

Top of the window is called the
“Title Bar”. It is used to show the name
of the file and name of the application.
In OpenOffice calc, the default name for
the first unsaved worksheet is “Untitled1”.
When you save the file, Untitled will
change to the name in which you saved.

7.3.1.2 Control Buttons:

In the right corner of title bar, (1)
minimize, (2) maximize / restore and (3)
close control buttons are available.

7.3.1.3 Menu Bar

Below the title bar is menu bar.
Most of the menus are very similar to
what you learnt in OpenOffice Writer.

File - menu contains the commands
of all file management tasks like, Create
a new file, Open an existing file, Close
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the current file, Save a file, Save a file in
another name, print file, Export file etc.

Edit - menu contains the editing
commands like, cut, copy, paste, Undo,
Redo, Fill etc., Most of the menu items are
similar to Writer Edit menu. But, for Calc,
some special editing options are available
under this menu.

the
commends which are used to modify the
environment of calc.

View - menu contains

Insert — menu contains commands
for inserting various calc elements such
as cells, columns, rows, functions, charts
etc.,

the
text and cell

Format menu contains

commands of various

formatting features.

Tools — menu contains various tools
and functions such as spell check, protect
document, insert pictures, macros, etc.,

Data contains the
commands to manipulate data in a
spreadsheet such as sort, filter, subtotal,
validity etc.,

menu

Window - menu shows display
options such as New Window, Close
Windows, Split and Freeze.

Help - menu lists in-built help
features available with OpenOffice.

7.3.1.4 Tools Bar

Under the menu bar, there are three
toolbars available by default. They are:



(1) Standard Toolbar

(2) Formatting Toolbar

(3) Formula bar

L2 k

Standard Toolbar
B-B-@= 2t PEXLE-d - - @HU% dy Re@d [ et |
il Ledd Tamd slw [«] B F U =3 n e axvus e o-2-A-,
-i ..._\ﬁ:_-l- \A N
AW X

Formatting Toolbar

Formula bar

Fig. 7.3 OpenOffice Calc Toolsbar

Standard Toolbar
frequently used File, Edit and Data menu

contains

commands as icons such as New Open
Save, Send, print, print preview, Cut,
Copy, Paste, Sorting, inserting chart etc.,

Formatting Toolbar - contains
frequently used text and cell formatting
commands as such as changing font style,
font size, font colour, alignments, cell
formatting etc.,

Formula bar - This is a very
important element in a spreadsheet. It
contains Name box, Function Wizard,
Sum button, Function button and Input
line (Refer Figure 7.4).

Name box : It display the current
cell address

Function Wizard : It is used to
insert function

Sum button : It is used to quickly
insert sum function.

Input Line : This is used to show
the contents of the current cell. It always
shows actually what you typed in a cell. It
is also used to edit the contents.

Name box / Address Box Input Line
;o /
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/

Function
Wizard

N

Function
button

|

Sum button

Fig. 7.4 Calc Formula bar

7.3.1.5 Scroll bar

Spreadsheet window also has two
sets of scrolling bars (1) Vertical Scrollbar
and (2) Horizontal Scrollbar (Refer Figure
7.5)

Vertical Scroll bar : It is used to move the

screen up and down.

Horizontal Scroll bar : It is used move

the screen left and right.

Scroll buttons : used to move the screen

to the relative distance.



N LeftSeroll

arrow Scroll button

Upward
¥l Scroll arrow

N

Scroll button Scroll button

N

Downward
Scroll arrow

'
Right Scroll /

arrow

Fig. 7.5 Calc Scrolling bar

7.3.1.6 Row, Column, Cell and Cell
Pointer

Below the formula bar contains the
worksheet of work area which consit of
grid cells The worksheet has number of
rows and columns, where each column is
labelled as A, B, C,D ..... AA, AB, AC .....
and the rows are numbered from 1, 2, 3
.... (Figure 7.6).

OpenOffice Calc version 4.1.5
contains 1024 columns and 10,48,576
rows. Column heading starts from A and
end with AM]. In the case of Microsoft
Excel 2016, there are 16,384 columns (A
to XFD) and 10,48,576 rows available.

Cell

Intersection of each row and
column makes a box which is called as
“Cell”. Each cell has its unique address.
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Cell address is the combination of
column heading and row number. For
example, the intersection of column B
and row 4 makes a cell B4. (Figure 7.7).
Every cell is thus identified by its unique

cell address.

Cell pointer is a rectangle box which
can be moved around the worksheet. The
cell in which the cell pointer is currently
located is known as “Active cell”. When
you type anycontent, it will appear in the
active cell. The address of the active cell
is displayed in the Name box / Address
box. Active cell's column name and row
number will be highlighted. Using this
visual clue, one can easily identify an
active cell. Moreover, the contents of an
active cell will be displayed in the formula

bar.



Column Heading

N

B | c |
é ] Cell Pointer
g 2 ) Ce\\s
2 3 Gﬂd of
g
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Fig. 7.6 Calc Rows, Columns, Cells
Current Cell Address Highlighted Column Heading
| e
L =] = 5|
A ) — C
1 s
: 5
i I S > Active all
L !
Highlighted lighted Row
Number
10
11
12
Fig. 7.7 Cells, Rows and Columns
7.3.1.7 Worksheet tabs:
Active Sheet
» A
15
16
17
18
(14][#)[¥ |(+1]", Sheetl / Sheet? { Sheets / [}« [
Sheet1/3 | Default

I—> Sheet Count

— > Sheet Navigation buttons
Fig. 7.8 Calc Sheet Tab
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At the bottom of the grid of cells
are the sheet tabs. By default there are 3
sheets “Sheetl”, “Sheet2” and “Sheet3”,
(Figure 7.8). When you open a new
worksheet, sheetl is the default active
sheet. Active sheet tab will appear in white
colour. If you click on another sheet, it
will become active and its colour will turn
white. Multiple sheets can also be selected
by clicking the sheet and press the Ctrl
button (Ctrl + Click). Selected sheets will
turn to white colour.

On the left of the sheet tab, four
navigation buttons are used to move
between worksheets (Figure 7.9).

OIO.
[4;] I[Tﬂ ' Sheetd ; Sheet5 { Sheet6 { Sheet]] |
ShEHEz Default
Yoy
@®

(1) Move to the First sheet

(2) Move to the previous sheet
(3) Move to Next sheet

(4) Move to the Last sheet

Fig. 7.9 Calc Sheet tab and Navigation
buttons

Left corner of status bar shows the
total count of sheets and the present active
sheet number. For example, if the status
bar shows sheet 3/12; 3 refers to the serial
number of the current sheet and 12 refers
to the total number of sheets available.

Every sheet name can be renamed.
To rename a sheet, just double-click on
the sheet, which will show a small box as
shown in Figure 7.10.
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rﬂrmm-ﬂ-rr ﬁq
— Cancel :|
 bep |

Figure. 7.10 Rename Sheet dialog box

It shows the current name; delete
or overwrite the existing name and type
a new name; click OK button. New name
will be displayed on the sheet.

7.3.1.8 Status bar

Below the sheet tabs and horizontal
scrolling bar is the “Status Bar”. It shows
the current status of the worksheet (Refer
Figure 7.11).

Sheets count: Displays current
serial number of the sheet / total number

of sheets available.

Page Style: Displays the page style
of the current sheet. To make changes, just
double-click on “Default” and it will show
you the “Page Style” dialog box, which is
used to change the margin, orientation,
paper size, inserting header, footer, border
style etc.,

Selection Mode: the
selection mode of the current sheet. There

Displays

are three modes available to select the cells
of a worksheet. They are, Standard (STD),
Extend (EXT) and Add (ADD).

Unsaved Changes: An asterisk ( * )
symbol indicates the changes made in the
worksheet but not yet saved. If you have
saved your changes, it will disappear.



Sheets count Selection Mode Zoom
= g r— — -
L-.-_ (100, Skl [ Sheet) [[Shoess [ Sheet] | * a | .
Sheet 3,12 ot et o - 5 - 5 1%

Supad_

\]
Page Style

Unsaved Changes

Y

cell information

Fig. 7.13 Calc Status bar

7.4 Working with Data

|

When you open a new spreadsheet,
the cell pointer is located in cell Al. So,
the Cell A1 is known as “Home Cell”. Cell
pointer can be moved anywhere in the
spreadsheet using the direction keys.

“Tab key” is used to move the cell
pointer towards the right side or forward
direction. “Shift+Tab” is used to move
backward i.e. from right to left in a row.
“Enter” key is also used to move the cell
pointer. Enter moves the cell pointer to a
cell below the current cell i.e. downwards.
Four “direction keys” are used to move the
cell pointer anywhere in the worksheet.

7.4.1 Entering Data:

Any data can be typed directly in any cell
of the worksheet. But, the cell in which
you type data should be an active cell.
So, move the cell pointer to a particular
cell to make it active cell; or click any
cell to make it active cell. Then, start
typing any data. When you type data,
spreadsheet recognises the type of data
entered in cells.

Data types:

Data are in different types. Data
are made up of alphabets, numbers, Date
and time is another data type even though
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it has numbers and symbols. In general,
data types are classified as:

Alphabetic data type - consists
of alphabets only Numeric data type -
consists only of numbers (whole number
or fractional numbers) Alphanumeric
data types - consists of a combination of
alphabets and numerals Date data type
— consists only of date Time data type -
consists only time

7.4.1.1 Entering Numbers:

Any numeric data can be entered
in a spreadsheet. Entered numbers are
aligned to the right side within the cell
by default. Negative numbers may be
entered with a minus sign or within
brackets (Refer Figure 7.12). If you enter
any number within the bracket, it will be
changed as negative number i.e., number
prefixed with minus. If any number starts
with 0 (zero); Calc will drop the leading
zero.

Figure 7.12 Entering data



7.4.1.2 Entering Text:

Unlike numbers, any character can
be entered as data in Calc. Entered text will
be aligned to the left side within the cell
by default. When you enter any numeric
value, if it has aligned left, it is understood
that the entered content is not a number.
If there is any number that starts with a
single quote, calc converts that number to
text (Refer Figure 7.13).

RE = [42
| 1

i — ] I

Chennai

Figure 7.13 Entering Text

7.4.1.3 Entering Date and Time:

Before entering date, ensure the
format of your system date. Calc accepts
date as per the system date format. If your
system has American date format i.e.
month-date-year; you should enter dates
in Calc spreadsheet as mm/dd/yy. If your
system follows the Indian date format,
date should be entered as dd/mm/yy form
in Calc. Only the correct form of date is
accepted by Calc as a date.v

For example: If your system has
American Date format, 18th December
2017 should be entered as 12/18/17. As
soon as the date is typed in the correct
form, the entered date willbealigned on the
right side within the cell, and if you place
the cell pointer in that cell, the formula
bar shows your date as “12/18/2017”
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(Figure 7.14). This is a visual clue to know
whether the date is accepted or not.

A Date format can be changed to any
other valid form using “Cell Formatting”
dialog box, and it will be discussed later.

« BJS U §m &=

\

LATEER S B

Fiff— u
12 1AM

Fig. 7.14 Entering Date

Like dates, for entering time, calc
follows the general format HH:MM:SS.
where HH, MM and SS represent hours,
minutes and seconds respectively.

Different Date Formats

Countries

Asia (Central, SE,

West), Australia, New
Zealand, parts of Europe,
Latin America, North
Africa, India, Indonesia,
Bangladesh and Russia

Bhutan, Canada, China,
Koreas, Taiwan, Hungary;,
Iran, Japan, Lithuania,
Mongolia.

United States, Federated
States of Micronesia,
Marshall Islands
Malaysia, Nigeria,
Philippines, Saudi Arabia,
Somalia

Afghanistan, Albania,
Austria, Czech Republic,
Germany, Kenya, Macau,
Maldives, Montenegro,
Namibia, Nepal,
Singapore, South Africa,
Sri Lanka, Sweden.

Order styles

DD/MM/YYYY

YYYY/MM/DD

MM/DD/YYYY

DD/MM/YYYY
and
MM/DD/YYYY

DD/MM/YYYY
and
YYYY/MM/DD




7.5 Creating Formulae
0 u]

After entering the data
in worksheet, you can perform
calculations on the data in the
worksheet. In order to create
formulae, you first need to
know the syntax that describes
the format for specifying a
formula.

In Calc, you can enter
formulas in two methods, either
directly into the cell or at the
inputline. Formula in Calc may
start with equal (=) or plus(+)
or minus(-) sign followed
by a combination of values,
operators and cell references.
But, as a general practice, all
formulas should start with an
equal sign. If any formula starts
with a + or —, the values will
be considered as positive or
negative respectively.

7.5.1 Operators

Operators are symbols
for doing some mathematical,

statistical and logical
calculations. Combination
of values, operators and

cell references is called as
“Expression”. Calc supports a
variety of operators which are
categorized as:

(1)  Arithmetic Opertors
2) Relational Operators

(3)  Reference
(4)  Text Operator

Operators

7.5.1.1 Arithmetic Operators

Arithmetic
performing simple arithmetic operations such as

operators are symbols for

addition, subtraction, multiplication, division etc.,
These operators return a numerical result.

5 sql=2] 2 S|ESE
& 5 |5s|Es € 5 |€56
+ | Addition 98 25 |=B3+C3 123

- | Subtraction 125 | 25 |=B3-C3 100

* | Multiplication | 25 5 [=B3*C3 125

/| Division 90 10 |=B3/C3 9

A | Exponent 25 2 |=B37C3 625
% | Percent 600 =B3*35% 72

Percentage (%) operator shows percentage of the content.

Table 7.1 List of Arithmetic Operators

Formula bar shows the formula what the user
had entered. But, the cell shows the resulted value
(Figure 7.15).

| _Hi_ __"'_!_" ‘_i_ o __I_:Ef_-"_ *Formula Entered
| A | ] 1 C ] i

I |

' [Addition o8 25 123
' Subtraction 125 25 100
3 |Multiplication 25 5 125
¢ Division 90 10 9
' |Expanent 25 2 625
THrPercentage | 800 =B8°35%

Figure 7.15 Percentage Operator
7.5.1.2 Relational Operators

Relational operators are symbols used for
comparing two values such as greater than, less than,
equal to etc. The relational operators are also called
as "Comparative operators”. These operators return
either a True or a False.
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= =] (@) £ a
S| o |EcEg =% |E%
£ £ CE([gE|l 2E |EE
2 2 = 2= g 2 2 2
S S eSS e 5e |73
O|” O| £0O o
Great
> | TN 98 | 100 |=B3>C3 [FALSE
than
Greater
th
s=| % | g5 | 72 |=B3>=C3|TRUE
or equal
to
< |Less than| 54 24 |=B3<C3 |FALSE
Less than
<=|orequal | 55 | 55 |=B3<=C3|TRUE
to
= |Equalto| 12 | 12 |=B3=C3 |[TRUE
Not equal
< tqu 54 | 45 |=B3<>C3 |[TRUE
0

Table 7.2 List of Relational Operators of

cells.

7.5.1.3 Reference Operator

Reference operators are used to
refer cell ranges. A continuous group
of cells is called as “Range”. There are
three types of reference operators that
are used to refer cells in calc; they are
(1) Range Reference Operator, (2) Range
Concatenation (3) Intersection Operator.

Range Reference Operator

Colon (:) is the range reference
operator. It is used to group a range of
cells. An expression using a range operator
has the following syntax:

reference left : reference right

where reference left is the starting cell
address of a linear group of cells or upper
left corner address of a rectangular group

Reference right is the last cell address of a
linear group or lower right corner address
of a rectangular group of cell.

10

F Bd Al [lw [ BI7U =s===s J5 % ¥l == O
D8 =] & E = |=B8<>c8 <
A | B c e —

¥

2

: |Greater than 08 100 FALSE

1 |Greater than or equal to 85 72 TRUE

5 |Less than 54 24 FALSE

6 |[Less than or equal to 95 55 TRUE

7 |[Not equal to 12| 12 TRUE
E | 54 45 TRUE

Figure 7.16 Entering Relational Operator
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Example:
(i) Linear group of cells A1, A2,A3,A4,A5 is referred as A1:A5

(ii)  Rectangular group of cells A2, A3, A4, ..... B2, B3, B4,....D5, D6 is referred as
A2:D6 (Refer Figure 7.17)

Range of Cells Highlighted Columns (Selected)
A

Highlighted Row (Selected)
A

Figure 7.17 Range of selected cells

Name box shows the reference A2:D6 corresponding to the cells included in the
drag operation with the mouse to highlight the range.

Reference concatenation operator:

Concatenation means joining together. Tilde (~) symbol is used as a concatenation
operator in calc. An expression using a concatenation operator has the following syntax:

reference left ~ reference right

Example:

If you want to find the sum of the values from Al to A6 and C3 to F3. The formula
is =SUM(A1:A6 ~ C3:F3)

SUM is a function to find the sum of a group of values.
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Intersection Operator:

Intersection operator is used to join two set of groups. It is very similar to Range
concatenation operator. The intersection operator is represented by an exclamation

reference left ! reference right

Example: (A2:D3 ! B2:E4)

Range - 1:A2: D3 Range 21 B2:E4

A B C D E F

1 Al B1 Cl | DI [ E1 | F1

, | A2 B2 ['C27[ D23 E2| B2

3 A3 [.B3 C3 | D3 E3 | F3

4| A4 | B4 | C4 | D4 | B4 | F4

Intersection of r = = = =
1B2:D3 1

Range land . 2°2°2.

Range 2
Figure 7.19 Intersection operator

The result of (A2:D3 ! B2:E4) is referred by the range B2:D3, because these cells are
both inside A2:D3 and B2:E4 (Refer Figure 7.19 and 7.20).

8 x| A& E = |-sUM(A2D3B2EH) < I
A | B | c | D e c—

3 = = = = = e = = = = = = = i |
2 28 1 78 45 25 1 52
3 47 I 65 68 18 ! 80
4 65 92 T T T T TR T T T 67" 67
3
6 |Sum of A2 to D3 | 374
7 |Sum of B2 to E4 681

jSum of Intersection of (A2:D3) and (B2:E4) ie. (B2:D3) 299[
9

Figure 7.20 Worksheet with Intersection operator
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7.5.1.4 Text Operator:

In Calc, “&” is a text operator which is used to combine two or more text. Joining two
different texts is also known as “Text Concatenation” (Refer Figure 7.23). An expression

using the text operator has the following syntax:

text referencel & text reference2

D3 =] & B = ]7E3E¢c3
A | AN\ C i
1
_2 /N |
E | Tamil Nadu TamilNadu |
il
3

Figure 7.21 Text operator

When arithmetic operators are used in a formula, Calc calculates the results using
the rule of precedence followed in Mathematics. The order is:

I. Exponentiation ( A )

III.  Multiplication and Division ( *, /)

Here is an example to illustrate how to create a formula:

Illustration 1:

IT.

IV.

Create a Marks worksheet with the following data:

Negation ( - )

Addition and Subtraction (+, -)

Reg. No Name Tam Eng CS Com Acc
12001 Jayashree ] 147 136 105 163 162
12002 | Kowsalya T 156 148 149 147 179
12003 Muskan S 149 165 123 168 179
12004 Ashia Stephy R 168 144 146 192 167
12005 Vennila T P 199 198 150 200 200
12006 Deepika M 187 141 98 130 178
12007 Tharani ] 165 102 100 192 192
12008 Thulasi A 143 169 88 176 173
12009 Ayisha B 120 138 109 182 167
12010 Jenifer A 145 135 95 180 185

After completing the data entry, your worksheet will look as shown in Figure 7.22.
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Small red triangle indicates the column width
is not enough to display the entire text

| [aaz Fl&E =]
DR v [ ¢ [ v [ & | ¥ & T w
1 |[Reg. No  Name Tam Eng CS Com  Acc
EX 12001 Jayashree 147 136 105 183 162
|3 | 12002 Kowsalyar 156 148 149 147 179
4| 12003 Muskan S 149 165 123 168 179
5 | 12004 Ashia Step 168 144 146 192 167
5 | 12005 Vennila T b 199 198 150 200 200
l 12006 Deepika M 187 141 98 130 178
B | 12007 Tharani J 165 102 100 182 192
|3 | 12008 Thulasi A 143 169 88 176 173
| 12002 Ayisha B 120 138 109 182 167
u | 12010 Jenifer A 145 135 95 180 185

Figure 7.22 Worksheet Illustration

7.5.2 Construction of formula

To construct a formula, follow the steps below:

« Cell pointer should be in the cell in which you want to display the result.
o Formula should begin with an = sign.

o Inaformula, use only cell reference (cell addresses) instead of the actual values within
the cells.

o  While constructing a formula, BODMAS rule should be kept in mind.

e General Syntax of constructing a formula is: = cell referencel <operator> cell
reference2 <operator> ...................

o Cell references are of two types (i) Relative cell reference (ii) Absolute Cell reference.

o Ifyourefer cell addresses directly while constructing formulae, it is called as “Relative
Cell reference”.

« Examples of Relative Cell references:

Adding values of A1, B1, C1, D1 =A1+B1+C1+D1
Subtract E4 from H3 =H3 - E4

Multiply A5 and B5 =A5*B5

Average of G1, G2, G3, G4 =(G1+G2+G3+G4)/4
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In the above table, all cell references are “Relative cell references’.

While writing a formula, if you use the $ symbol in front of a column name and row

number, it will become an “Absolute Cell reference”.

Examples of Absolute cell references:

Adding values of A1, B1, C1, D1 =$A$1+$B$1+$CS$1+$D$1
Subtract E4 from H3 = $H$3 - $SE$4

Multiply A5 and B5 = $AS$5* B5

Average of G1, G2, G3, G4 =($G$1+G2+$G$3+G4)/4

In an expression, all cells need not necessarily be relative or absolute. You can mix

both type of references.

The following section explains the use of relative cell reference. About “Absolute cell

reference”, you will be learn later in this chapter.

Finding Total to the above Illustration:

Move the cell pointer to H2 (Total column)

Type the following formula; after entering the formula, press “Enter” key
= C2+D2+E2+F2+G2 (Refere Figure 7.25)

Now, you will get the sum of all the values of C2, D2, E2, F2 and G2

The above-mentioned formula clearly stated that, how worksheets are working with

cells.

While referring to the cell addresses in a formula, the spreadsheet reads the value
inside the cell that you refer. This is a good practice of constructing a formula. Because,

if you change any value, the spreadsheet recalculates with that new value.

After entering a formula the result is display as in Figure 7.23
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o |:'. L E = |*E—I'miu-ﬂlﬂ <

i | ] |

C

D

E

7

1| Reg. No Name
| ¥ 12001 Jayashree J
i 12002 KowsalyaT
4 12003 Muskan S
s 12004 Ashia Stephy R
6§ | 12005 VennilaTP
7| 12006 Deepika M
& | 12007 TharaniJ
9 12008 Thulasi A
w| 12009 AyishaB
1 12010 Jenifer A

Tam

Eng
147 136
156 148
149 165
168 144
199 198
187 1441
165 102
143 169
120 138
145 135

CS

105
1458
123
146
150

o8
100

88
109

a5

Com

163
147
168
192
200
130
182
176
182
180

Figure 7.23 Constructing formula in Worksheet

7.6 Save, Close and Open the Worksheet:
[ .

7.6.1 Saving Worksheet

G
Acc Tot
162 713

179
179
167
200
178
192
173
167
185

The process of saving a worksheet is very similar to saving a document. Steps to

save a worksheet are as follows:

Step 1: File — Save (or) Ctrl + S (or) Click “Save” icon on the standard tool bar.

Step 2: If the spreadsheet has not been saved previously, the Save As dialog box will

appear.

Step 3: Type the name in “File Name” list box. OpenOffice Calc Spreadsheets are stored

with extension .ods by default.

Step 4: Click “Save” button.

After clicking the save button, the given file name is displayed in the title bar as shown in Figure 7.24

File Extension:

A file extension or file name extension helps to identify the type of file.
Following table gives the file extension of commonly used files.
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Familiar File Type Extension

Text Files txt
Microsoft Word Documents .doc/ .docx
OpenOffice Documents .odt
Microsoft Excel xls / xlsx
OpenOffice Calc .ods
Microsoft PowerPoint .ppt / .pptx
OpenOffice Impress .odp
Executable Files / Applications .exe
Web Pages htm / html
Portable Document Format pdf
Photos jpg / .jpeg (Joint Photographic Experts Group)
Animated Images .gif (Graphical Image Format)
Audio .mp3
Audio / Video .mp4

File Name Application Name

!

| I
§2) Mark List Class XII F.ods - OpenOffice Calc

File Edit Miew Insert Format Tools Data Window Help
B2 He el ¥E X B-
© @ | Avial lu [ BFfU s==-=s
B12 =] A E = |
A e G
1 | Reg. No Name ~ Tam  Eng
2 12001 Jayashree J 147 136
3 12002 Kowsalya T 156 148
4 12003 Muskan S 149 165
5 12004 Ashia StephyR @ 168 144
6 12005  \Vennila TP 109 108

Figure 7.24 Saved Spreadsheet
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Note: The saved file is stored in the
"Document folder” by default.

ﬁ]" What is save?
- "KNow:

. Technically savingisa process of

transferring or shifting contents
from primary memory (RAM) to
Secondary storage medium such as

Hard disk, Pen drive, memory chip
etc.

7.6.2 Auto Save:

The OpenOffice saves a file at
regular intervals. This is called as “Auto
Save” feature. The default time interval
is 15 minutes. It can be reduced even to
one minute. If any unexpected shutdown

occurs, this feature will recover your
file.

7.6.3 Closing a Worksheet

After saving the worksheet; it
remains open. So, you can continue to
work with the spreadsheet. When the work
is finished, you should save using File —
Save (or) Click “Save” icon (or) Ctrl + S
and then to close the worksheet using File
— Close command (or) Press Ctrl + W.

7.6.4 Opening an existing worksheet
7.6.4.1 Using Open dialog box

To reopen an existing worksheet,
the File > Open command (or) “Open”
icon (or) Ctrl + O can be used. An Open
dialog box appears as shown in Figure 7.25
that is similar to “Save As” dialog box.

The name of the file to be opened
can be chosen from the list or folder in
which worksheet has been saved.

Defgult location

£ Open =
-i_:_.r,l.;n I-r # Libranes » Documents 1:/ _-i.ilnl!-:i-:._" enis F =
Orgarae = Meew Balder . = i &
- ¥
Apphicaticn Links Locuments library Sl Pl
Includes | Bocabons i
B Firbbis i Blame Dlste rmiccEfied Tope T
8 Downleads RN, .
15 Becent Places . iﬁ:-ﬁl-ﬂl zj Available Files HAUIREEGTNL | S
3 | 000 (i e T L g E e - A Fa Tuside
B Daslktcp and Folders &
Ficant BL b cdhanam (115 | 1] %00 P Fishcdde
= Fa L4200 420 PM P fetde
B wkicp
L gemes L3 20 PML Fig 1ide
. “'Hhﬂﬂ Vo Gands H.Iﬂ.ﬂ-r'r'-ﬂlnﬂ'h thié Mahitmi . [0/01012 [250PM Fee fetde
n L EovaradFe sgapanckan LS X ] e {osde
iy |t Read only ? ; §
) o ke dance ) X | sl s hefde
Dcathn RAALINI Option pas {07 AR el
o b E '
- |:|“_-||-|.|.¢II - = i (]
Eead-cnty
hir famne v |AuRern -|
\lminnl H! m _l:_lpm | Cancel |
- e— — e—— — — S

Figure 7.25 Open Dialog box



7.6.4.2 Using Recent documents

OpenOffice keeps a list of recently
opened files. File — Recent Documents
option can be used to open an existing
worksheet from the list as shown in
Figure 7.26

1F ot | - DDy Lol

[Ee 0 Yow o it vt Dots fiesiow iy

. I-Fﬂ.:q. 1@5._[-'." o

¥ D Cada Dl sa TR T

LR e ¥ £ B TR il

& VLT D ekl L Gl 0 T iy

L] &
e i

ey e

bl Swe s List of recently used files

B fewge. Otk

Figure 7.26 List of Recent Documents

7.7 Copy, Cut and Paste

7.7.1 Copy and paste Data

Select the cell or cells you want to
copy

Select Edit — Copy or Click “Copy”
icon from the standard toolbar or
Press Ctrl + C

Move the cell pointer to the cell in
which you want to paste.

Select Edit — Paste or Click “Paste”
icon or Press Ctrl + V

7.7.2 Cut and Paste Data
Select the cell or cells you want to cut

Select Edit —» Cut or Click “Cut”
icon from the standard toolbar or
Press Ctrl + X

Move the cell pointer to the cell in
which you want to paste.

Select Edit — Paste or Click “Paste”
icon or Press Ctrl + V

7.7.3 Copy and Paste Formula

The process of Copy and Paste data is
used for copying formula.

When you copy a formula from one
cell to another cell, the address of the
pasted formula will change according
to its row. This is called “Relative Cell
Reference” (Refer Figure 7.27).

Example:

While pasted it becomes = B3* C3

3 ] & & = [-8rG <

A | B | C i E
1 |Product Quantity Unit Price.  Tofal Price
2 A 50 12.5 625

Row number

Lo O W 5 I

>
>

—Dl

Originally typed formula = B2*C2

Figure 7.27 Copy and Paste formula to multiple cells
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7.7.4 Copy a formula from one cell and paste it in multiple cells:
(For illustration 1 - Refer 7.23)

Step 1: Copy the formula from H2 using Ctrl + C or Edit — Copy (or) click “Copy” icon.

Hi:HLL =] £ = [:Cu-DL-E1-FL1-G1
A | ] | £ | 1] | E | F | [ [—

1| Reg No Name Tam Eng CS Com  Acc Tot

: | 12001 Jayashree J 147 136 105 163 162 T13

¥ 12002 KowsalyaT 156 148 149 147 179 779
12003 Muskan S 149 165 123 168 179 784
12004 Ashia StephyR 168 144 146 192 167 817
12005 Vennila T P 199 198 150 200 200 947
12006 Deepika M 187 141 98 130 178 734
12007  Tharani J 165 102 100 192 192 751
12008 Thulasi A 143 169 88 176 173 748
12009 Ayisha B 120 138 109 182 167__ 716
12010  Jenifer A 145 135 95 180 188 749

Figure 7.28 Copy and Paste forumla to Multiple cells
Step 2: Select all cells (i.e. H3 to H11) in which you want to paste this addition formula.
Step 3: Paste the copied formula using Ctrl + V or Edit — Paste (or) Click “Paste” icon.

o3
Self Practice: g@@

1. Open the spreadsheet which was created in Illustration 1.

2. Add one more column heading “Average” in 11

3. Create a formula to find the average of all marks in I2.
4. Apply the formula to the remaining cells.
5

Save the changes and close the file

7.8 Auto Fill Feature:

0 |

You have learnt how to copy and paste a formula from one cell to other cells in the
previous section. The process of Copy and paste can be replaced by a click and drag and it is
called as “Auto Fill”. This is an alternate way to copy and paste.

Auto Fill feature fills the contents from one cell to all the dragged cells. The content may
be a data or formula. If you fill a relative formula, all the addresses of filled formulae will be
changed.
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.

Drag Fill Handle

Figure 7.29 Drag fill handle

Cell pointer’s “Drag fill handle” is
used to auto fill. Just click and drag this
handle to fill the contents. It can be dragged
towards right or down. Same can be achieved
by Edit —Fill - Down (or) Edit — Fill —»
Right.

7.8.1 Auto Fill Series:

Auto Fill is also used to generate a
series of values. For example, if you want to
generate 1,2,3....... up to some length; it can

be done by a simple click and dragging over.

Generating whole number series:
(Refer Figure 7.30)

Step 1:In cell A1, type as 1 (one) and press

enter
Step 2:click A1 to place the cell pointer

Step 3:Click “Drag Fill Handle” of cell
pointer; now the mouse pointer becomes a

small +

Step 4:Drag over the cells; while dragging,
the generated values will be displayed.

Step 5:Release the mouse pointer. Selected

cells will be filled with series of values.

177

Al B &xE =T
L | C
(| I Drag
: fill handle
3
4 - _
5 Drag Cells
6
? ]
8 ]
9 Generated series
10
11

Figure 7.30 AutoFill series

7.8.2 Generating series using command

Edit > Fill > Series Command is used
to generate different set of series. Before
using this feature, a set of cells should be
selected. Using Fill Series feature, you can fill
series of values at any direction. (Remember
that, auto fill only fills either right or down).
Refer Figure 7.31

Direction : Down / Right / Up / Left
(Selected cell direction will be default)

Series type :

Linear : To generate a sequence of series
(Example 2,4,6,8,10....... )

Growth : To generate multiplication series
(Example 2,4,8,16,32,64...... )

Date : To generate date series (when you
select date as series type; time unit section
gets enabled)

AutoFill : To generate a continuous series
of values (1,2,3,....... ). When you select
“AutoFill”, Time unit section, End value and
Increment text boxes become disabled.



Time Unit: (Enabled only when you select the series type as “Date”

Day : To generate date series day-wise

Weekday : To generate date series weekday-wise

Month : To generate date series month-wise
Year . To generate date series year-wise
Start Value:

o Initial value of the series should be typed
End Value:

« End value of the series should be typed

« Ifyou fail to specify the end value, series will be generated upto the selected cells.

rFiII Series ﬁﬂ
Dir?r:til:un ——— 5eri-r:5 F_r,rpe —————— Tiitll'l-E umit—— = l oK ]
@ Down ‘@ Linear @ Day
Right () Growth Weekday [ Concel J
7 Up () Date Month I Help |
Left 1 AutoFill Yeal
Start value
End value
Increment
W

Figure 7.31 Fill series dialog box

o Ifyour selection is less than the specified end value, series will be generated only upto the

selected cells.
Increment:

o It is a middle value between the first and second value of your series. So, the next value
(Third value) of the series will be generated based on this value.

« If you want to generate a decreasing order series, negative value should be specified as an

increment value.
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(i) Generate Even number series from 2 to 20

(ii) Generate a series of 5, 10, 15, 20 ....... upto selected cells.
(iii) Generate a series of 2,4,8,16,......... 2048
(iv) Generate a series of 33, 30, 27 ...... upto 3

(v) Assume, today is Friday and generate next 25 Fridays (Date series).

7.8.3 Date Arithmetic:

Manual date calculations can be tricky because you have to keep track of the number
of days in a month. In spreadsheets, date calculations become very simple. Here you can
add a number to a date and arrive at a new date, find the difference between two dates
and use a wide variety of function and formats to get what you want.

For example, enter a date 02/26/2018 in a cell, say A2. Suppose you want to calculate
the date 80 days after this date. To do so, enter the formula, = A2 + 80, in another cell, say
A4.

The date 05/17/18 appears in the cell.

o | Find out how many days you were born?

o Type today’s date in first cell.

« Type your birth date in second cell.

o Type the following formula in third cell = first_cell_reference - second_cell
refernce

-] A & = |z =
| - [E—— D

Today 01/15/18
My Birth Date 09/30/03
No. of days 5221
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Part - II Editing and Formatting Worksheet
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7.9 Inserting Columns, Rows and Cells

In Calc, Columns, rows and cells can be inserted individually or in groups.

7.9.1 Inserting a Column:

When you insert a new column, it is inserted to the left of the current column. The
location of the cell pointer present, is the Current column. In Calc, you can insert a new
column anywhere in the worksheet.

Step 1: Select the column where a new column should be inserted.

Step 2: Right-click on the selected column name that you selected. A pop-up menu
appears.

Step 3: click the “Insert Columns” option from the menu.

Now, a new column will be inserted to the left of the current column.

To insert column click

Right Click here <———

P =l s E = |com

a | B | | |  ——— - —
Reg. Ne Name Tam Eng 1'.':5 i
12001 Jayashree J 147 138 105 ;ﬁ: Tt
12002 KowsalyaT 156 148 149 !
12003 Muskan § 148 165 123 -‘!i W bt
12004 Ashia Stephy R 168 144 146 | DeseComn
12005 \Vennila TP 189. 168  150jE S DA
12006 Deepika M 187 141 98 i
12007 Tharani J 165 102 100 iy
12008  Thulasi A 143 189 B8 = ™
12009 Ayisha B 120 138 109 2 i:
12010  Jenifer A 145 135 95 | g

/

Pop - up Menue appears
Figure 7.32 Insert Column pop-up menu

A new column can also be inserted using Insert — Columns command.
(Refer Figure 7.32)
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Practical Practice:

[Figure 7.33 Insert Column menu bar
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149
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147
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192
200
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192
176
182
180
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Open the spreadsheet which was created in Illustration 1.

Insert a new column between column E and F

Give the heading as “Eco” and Enter the Economics marks for all the students

Insert one more column between the columns, Name and Tamil marks.
Give the heading as “Date of Birth” and Enter the date of birth for all the students.
Save the changes and close the file.

7.9.2 Inserting Rows

When you insert a new row, it is inserted above the current row. The location of the
cell pointer present is the current row. In Calc, you can insert a new row anywhere in the

worksheet.

Step 1: Select the row where a new row to be inserted.

Step 2: Right-click on the row number, a pop-up menu appears

Step 3: click “Insert Rows” option from the menu.

Now, a new row will be inserted to above the current row.
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Figure 7.34 Insert Rows popup menu

Right Click here to select the row as well as get popup menu
1 | Reg. No Name Tam Eng |
2 | 12001 Jayashree J 147 136
3 12002 Kowsalya T 156 148
& Muskan S 149 165
i Ptk bgtephyR | 168 144
TR | ilaTP 199 198
B il 779 187 141
| BE Insert Rows ani J 165 102
| {8 Ranates asi A 143 169
1 38  Delete Contents,.. ha B 120 1 38
E‘ i‘i fer A 145 135
] s
[ 4| 8§ Cut r
(14 B Coby Sheet2 | Shed | < | i
5| B pasie | Default | st |* |
ﬂ Paste Special...

> Select "Insert Rows"

Insert - Rows command is used to insert a new row. Refer Figure 7.35

—> (Click "Insert" menu

Ble ‘Eda Yoee doset| Foomel Tock Dete MWndoss  Lielp

BBk

il | sl

" " MM
Mertea [ —
1 | Reg.
above the
selected row z 1201
3 120
L 1204
h 120
6 1201
1l 1200
i| 120
3 1200
vl 1201
un| 120
1

b beak o B - @ S
Cells.. Cikes
K Eo B/fU ==xa3m
Columing ——>Select "Rows" option
oo
Link to Egbernal Divts... Tam | Eng
98 Sperisl Chsrsctir. 147 13
Foamatiing hark 3§ 155- 1‘!-
@ bypeek 148 16
Eanction..  Coerz |R 168 14
Functron Lt 199 1
EHame ' 187 14
¥ Commegt CirledltsC 165 10
Pirtyee 143 15
95 Meyie and Sound 120 13
Qbpect .
o 145 13
7 Fiesting Frome

Figure 7.35 Insert Rows menu bar
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1. Open the spreadsheet which was created in Illustration 1.

2. Insert 8 rows one by one, then insert the following student details

3. Save the changes and close the file.
Reg. No Name Date of Birth | Tam | Eng | CS | Eco | Com | Acc
12101 Sarika S 26/05/2001 145 135 [145 |125 [180 196
12102 Jewees Celcya ] |[11/04/2001 102|165 [134 |95 180 134
12103 Yuvarani T 27/06/1999 172 130 [107 [155 |162 130
12104 MeharunishaI |30/05/2001 132 (146 |[112 {185 |192 176
12105 Priya W 07/03/2000 130 |172 (100 |92 162 155
12106 Vijaya Vasavi K |03/06/2001 198 |175 (149 | 148 [158 135
12107 Deepika B 14/03/2001 120 (182 |103 [144 |107 186
12108 Viji V 19/04/2001 137 (173 |128 {148 |125 177

7.9.3 Inserting Cells

o Toinsert a new cell between two existing cells, just right-click on any existing cell
o From the pop-up menu, select “Insert” option Figure 7.36 Insert cells
o The “Insert Cells” dialog box appear with four options
i) Shift cells down  ii) Shift cells right iii) Entire row iv) Entire Column

« Any one of the four options is selected.

o Selecting “Shift cells down”, inserts a new cell in the present location and the existing
cells are shifted downwards.

o Selecting “Shift cells right”, inserts a new cell in the present location and the existing
cells are shifted towards right.

o Selecting the “Entire Row” or “Entire Column” option, inserts a new row or a new
column.v

i |
Insert Cells Lﬁ

SEl?Ct,i.?..T ................................. : | ok |
@) 3hift cells down;
) Shift cells right [ Cancel ‘
") Entire row ’ Help |
(") Entire column

Figure 7.36 Insert cells
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7.9.4 Inserting multiple columns or rows

Multiple columns or rows can be inserted

at once rather than inserting one at a time.

Select multiple rows or columns for

insertion.

Follow steps as in 7.9.1 and 7.9.2

7.9.5 Inserting Columns, Rows and Cells

-
% @ @_} Insert

using “Insert Cells” Toolbar

Insert Cells floating toolbar is also

used to insert cells, rows and columns
Click View — Toolbars — Insert Cell

A tiny floating toolbar appears on the
screen with four icons. Using these
icons, you can insert cells, rows and

columns. Refer Figure 7.37

Insert Rows

Columns

L Insert cell right
Insert cell down

Figure 7.37 Insert cell tool bar

7.10 Deleting columns and rows

A single or multiple columns or

rows can be deleted.

184

» Inserting a new Column or
e row is really possible in a
Spreadsheet?

v

All spreadsheets have some
specific number of rows and columns,
then how can you insert an additional

row or column. Is this possible?

Technically this is NOT POSSIBLE.

Additional column, row or
even cell cannot be inserted in any
spreadsheet. When you insert a
column or row, the contents within
the column or row will be shifted to
the next column or row. But visually
it is felt that a new column or row has

been inserted.

7.10.1 Delete single column or row

A single column or row can be

deleted by using the mouse:
e Select the column or row to be deleted.

e Choose Edit >Delete Cells from the

menu bar.

(Or)

« Right-click on the column or row
header.

e Choose Delete Columns or Delete
Rows from the pop-up menu.

7.10.2 Delete multiple columns or rows

Multiple columns or rows can be
deleted at a time. Refer Figure 7.38



Practical Practice:

Select the required columns or rows

for deletion.

Right-click on the selected columns

Oor row.

Choose Delete Columns or Delete
Rows from the pop-up menu or Edit

— Delete Cells.

ke

§ :

»
- ijm?

Deleting Column or Row is
not Possible

Same as inserting column or
row, Deleting a column or row is
also not possible. No one can delete
any column or row in a spreadsheet.
When you delete a column or row, all
the contents will be removed from
the column or row. Actually, this is
also another kind of deleting contents
from a column or row.

bold,

1. Open the spreadsheet which was -
created in Illustration 1. )
7.11 Formatting Worksheet
2. Delete the details of any 3 . o D . I o
students. Save the changes and o ormatting Data in a ce _slves
: additional effect to the text. Additional
close the file. ] _
effect includes changing the font style,
font size, automatic wrapping,
underline, italic etc. The data in Calc
can be formatted in several ways. Using
formatting icons can be used.
Selected columns
A~
N

EI:E1DRESMH

o] A X = |

To Delete Selected

- ! - - i v
3 _——t —

Colgmn Widkh...
ﬂllrrl.l] i adburran Wil
Ireen Calumnng

Pelete Codurmny

Diglete Contants

Hide
Fhee

=

columns; click

i
Lopy
Pazte

here

-

i

Figure 7.38 Delete multiple columns
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7.11.1 Text Formatting

Making the cell contents as bold, italics, underlined, changing font style, size,
colour etc., comes under text formatting. All text formatting options are available as icons
in Formatting toolbar learnt in OpenOffice Writer. Figure 7.39(a) Text Formatting Toolbar

Merge
- B$ld I/Ealic Cells
Moving handle - > Underline é
% | Avia {0, [¢] B2 W==s

=

|"S‘tyles L Font Styles Fond Size Align Justify

Center Align
Figure 7.39(a) Text Formatting Toolbar

Formatting | Keyboard | Description 7.11.2 Number formatting
Option Shortcut
Used to ch Number formatting options are
Font style F;Ielt st(; lce ange used to visually change the format of
a numeric content. These formatting
: Used to change . _
Font size Font size changes are only for visual as, it does not
change its original value. For example, To
Used to make
Bold Ctrl+ B | the data as display a number as currency form use
Bold Number format: Currency.
. Used t ,
Italic Ctrl +1 itzleicizz data Number format: Currency will be used as
shown Figure 7.39(b).
Used to
Underline Ctrl + U |underline the Delete
data Percentage / Decimal
. Left Align data T
Left Align | Ctrl+ L1 hin acell :T % B % W €= 4=
Right Al Ctrl + R dRight Ahin Add
ight Align trl + C:ﬁatwu in a Currency Decimal
tandard
Center the ] Stan ar.
Center Align | Ctrl + E |data within a Figure 7.39(b) Formatting toolbar
cell
Align the data Number Keyboard
Format Shortcuts
. evenly both on
Justify Ctrl +] left and right Currency Symbol |  Ctrl+Shift+4
side of a cell Percent Ctrl+Shift+5
Makes selected Standard Ctrl+Shift+6
Merge cell cells as a single Add Decimal Place
cell Delete Decimal Place
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1. Open the spreadsheet which was created in Illustration 1.

Align all headings as center and make them bold.

Align all Register numbers and marks in center

2
3
4. Apply different font styles to the entire worksheet.
5

Save the changes and close the file

Part - I1I Working with Functions and Chart

0

7.12 Functions

OpenOffice Calc has more than 350
functions under 11 categories. Functions
are predefined formulae already available
with Calc. They are used to perform
several frequently done calculations.
Every function has a unique name and
a prototype. Functions are categorized
according to their functionality. For
example, the functions such as Sum,
Average, Sin, Cos etc., are categorized as

“Mathematical Functions’.

7.12.1  Inserting Functions into

Worksheet:

A function can be inserted by
(i) Direct Insert Method or (ii) Using
Function Wizard method.

7.12.1.1 Direct Insert method:

If you know the function name and
its syntax, it can be directly typed in any
cell of the worksheet.

For example, SUM is the most
frequently used function to add a set of
values. The syntax of the SUM () is

= SUM (range 1; range 2; range 3......
range n)

If you want to know the sum of the
values in A1, A2, A3, A4 and in A5, Place
your cell pointer in A5 and directly type
the formulae as follows.

= SUM (A1:A4)

While inserting a function the
following points should be kept in mind.

1. A function should begin with an equal
sign.

2. Use proper name for the function to
be used.

3. Arguments should be given within
the brackets as per the syntax. Each
function has a unique argument list.

4. Press “Enter” key after typing the
function.

Funciton name
Funciton arguments

= Sum (Al: A4)

Vo

Equal First Last
Sign Cell Cell

Figure 7.40 Function Syntax
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1. Open the spreadsheet which was created in Illustration 1.

2. Delete all the formula in Total column.
3. Use SUM function to add all the marks of each student.

4. Save the changes and close the file

7.12.1.2 Using Function Wizard method

A function can inserted using Function Wizard in Calc. Function Wizard is a dialog
box provides the step-by-step procedure to insert a function. Function wizard can be
invoked by clicking the Function Wizard icon on the Formula bar (or) Insert - Function
(or) Ctrl + F2. Refer Figure 7.41

Function category drop down list box:

Function Wizard has two tabs viz. Functions and Shortcuts. In Functions Tab, the
list of categories is available in Category drop down list box. In Calc, the functions are
categorized into 11 types. They are,

1. Database 2. Dateand Time 3. Financial 4. Information
5. Logical 6. Mathematical 7.  Array 8. Statistical
9. Spreadsheet 10. Text 11. Add-in

—> Function Category List box
Furtion Wipan ﬂ

1] iJ.m:ruq- | Functicn nuuhl

Cotagery POWER

Flalbsernietse ol = PRt B E Y Function Name

with arguments

Functen
[Locia -
oD Rietums &~h, base a rakad bo the power of exponent b

hacirE

[MIULTRCMLAL Short description

D .
Eiu about the Function

[ ———> List of Functions
PRODUCT

IS TINT
(HADCLANE
{REND Rewt [Erim
RanEEETIEEN i e

|RUHD E 2
ROUNDESWH

ROUNDUS -

fry | Hep || Cancel | mee | [ teeae ] [0 ]

Figure 7.41 Function wizard
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If you select any particular category, the
Functions list box shows the functions
which belongs to the selected category. If
“All”isselected under categoryall functions
in calc is displayed in alphabetical order.
Refer Figure 7.42

Selected Category

Functions | Struct

Category

[=]

|Mathematica|

Eunction

LOG10 -
Mo

MROUMND
MULTINOMIAL
ooD

FI

Y

suonouny Jo 31y

PRODUCT
QUOTIENT
RADIAMS

RAMD
RAMDBETWEEN
ROUMD
ROUMNDDOWMN
ROUNDUP

M |

Figure 7.42 Function wizard - Function
Category list box

Function Description

When you select a function, the
function wizard shows the function name,
syntax and a small description about the
function on the right side of the dialog
box. Refer Figure 7.43

Inserting a function using Function
Wizard: (with Cell Reference)

The following steps explains to insert
POWER( ) function in a cell.

189

About POWER () function:

POWER () is a function which is
used to calculate power of an exponent
value of a number. This function is
categorized as a Mathematical function.
There are two inputs needed to find the
power value of a number. They are, Base
value and exponent value. For example,
to find the value of 25 to the power of 2
(25%) where 25 is the base value, 2 is the

exponent value.

The syntax of POWER( ) is = POWER

(Base ; Exponent)

Both Base and Exponent
In Calc,

separated by a semicolon.

are

arguments. arguments are

Inserting POWER( ) in a worksheet:
Step 1: In cell A2 type the base value 25

Step 2: In cell B2 type the exponent value

2

Step 3: Move the cell pointer to C2; in

which you want display result.

Step 4: Click fx icon from Formula bar

(or) choose Insert — Functions
(or) Press Ctrl + F2.

Step 5: Pull down category list box, Choose

“Mathematical”

All function under Mathematical
the

category is displayed in

“Functions” list box



Step 6: Scroll the “Functions” list box and select “POWER( )”. The function wizard shows the
description about the selected function on the right corner of the dialog box

Step 7: Click “Next” command button. Now, Function wizard appears as shown in the Figure

7.44.

Functions Strucha

Categony

| Mathematical

=]

Function

LOG10

MoD

MROUMD
MULTIMNOMIAL
opo

PI

—> Selected Category

Function rE'-:ultl

Function
FOWER —>
Name Function
POWER( Base; Exponent) ——>
Syntax

Returns a*b, base a raised to the power of exponent b.

!

Description about

Selected Function

POWER

PRODUCT
QUOTIENT

FARTA RIS

>
>

Function

Figure 7.43 Function wizard dialog box

Step 8: Click on the cell which is contains the base value (A2).

Now, the minimized wizard shows the cell address you have selected (A2). Refer Figure 7.45

(M0

[MROUND

[MULTINGALAL

[

(¥

I
FRODUCT |
|QUOTENT
| RADEANS el
{RAMDBETWEEN

L

(ROUNDOOVN

LT 1

lmwimm

PévdikR

Ferums a*b, bese 3 remed to the power of eponent B,

Base {requergs]
Tie bane 2 of the povser 378,

Fermuly
sPOWERE —> Select Function %

===

Furction secub [Bers1

Function button
|_’ (Nesting of Functions

b 21 )

Fmponent | fu | &

Pisalk Rll:'ﬁ'ﬂ.

Select Cell
button

Help

Cancel | | «<fock |

[_ox |

Figure 7.44 Function wizard
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|—> Function name in input box Maximize

{nitreiny

Selected Cell

Shrinked Function wizard

with Function name

Figure 7.45 Function wizard

Step 9: Click “Maximize” button to display full wizard. Now, Function wizard appears as
shown in Figure 7.46

-

Function Wizard

Functions | Structure

POWER Function result |Err:511

Category

Returns a”b, base a raised to the power of exponent b,

|Mathematica|

B

Function

PRODUCT
QUOTIENT
RADLAMNS
RAND
RAMDEETWEEM
ROUND
ROUMNDDOWN
ROUMDUP

SEC

SECH
SERIESSUIM
SIGM

SIM

SINH

-

TRl

POWER o The base a of the power a™b, contains Base

Base (required) Cell address with

Base J_'Eﬂ"/ ]
Exponent [ fx]| |

Formula for finding

Formula / OIS Result |Err511
=POWER({®)

lislliiss]

[T Array

Help. ]’ Cancel ] ’ << Back . Mext >>

Figure 7.46 Function wizard

Base box shows the cell address which contain base value.

Step 10: Directly type the cell address which contains exponent, in Exponent box; or
repeat steps 7, 8 and 9.
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After entering Base and Exponent cell references, the function wizard appears as shown
in Figure 7.47

Function Wizard M
Functions S_tru cture POWER Function result {525

LCategory
|Mathematica| IZ”

Returns a*b, base a raized to the power of exponent b,

: Exponent (required)
Emtiion = : Result to the
= The exponent b of the power a*b. 5
ET = P Function
QUOTIENT

RABIALR Base value cell Base A2

RAND address gxponent - il
RANDBETWEEN = Ll
ROUND

ROUNDDOWN Exponent value cell

R TR address
SEC

SECH |
|

= Formula Result Iﬁﬁ
SERIESSUM |

SIGN —| | =POWER(AZEE) —>TFormula l =
SIN i
ey Result to the H

formula

[T Array

Help ‘ I Cancel ] ’ << Back l dent > > | QK |

Figure 7.47 Function wizard

The formula box displays the syntax of the function with input values and Result box
displays the result value.

Step 11:  If the result is correct, click “OK” button else click “Back” button to display the
previous page of this wizard.

Inserting a function using Function Wizard: (with direct values)
In the previous example, Cell addresses are used for Base and Exponent values. In Calc,

direct values can be used instead of using cell reference (i.e. cell address) to find the same
result.

In this case, type base and exponent value instead of cell address. Function wizard
displays the result in the current cell. Refer Figure 7.48 shown below.
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Fumction Wizaed

|Functions | Shiuclure | POAWER Funclion resull |ﬁ;5

ti*!l’“".‘l" J Betwrrs a*h, base a raised 1o the pawer of espanent b.
Mathematical =]
I'w-:ti-a-n Exponent required)

.| The expunent b ol the power a”b. Vaues typed

PRODUCT
QUATIENT .
RARLAME Hae i
RANMD =
KANDBE TWEEN Exponent | fy | 2
|mur4|:+

O .
mmnﬁmw Function Formula bar

SEC W with values
SECH |

| E Farmula / Feull F’IE
I kv
||| ke | | =powerasay / .

SN . Result of the function |
SINH | E

i | Hep || Cemce || cobur | | [ o]
No more steps
Figuge 7.48 Function Wizard (with Direct values)

Self Practice: ?@

1. Open a new worksheet.

In cell Al type as “Value”
In cell A2 type as “Square root”
In cell B1 type any value

2

3

4

5. In cell B2 insert the function to find the square root of the value in B1

6. After getting square root, change the value in B1, observe changes in result.
7

Use the same function in another sheet directly i.e. without using function wizard.

7.13 Working with Chart

7.13 Working with Chart

One of the most important features of spreadsheet is the ability to create charts
based on numeric data. The charts are used to present data in an easy manner. Creating
charts is the key factor for the of success of spreadsheet. OpenOffice Calc provides a
“chart wizard” to create and manipulate charts.
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7.13.1 Chart Wizard

Chart wizard is used to insert charts in Calc. Chart wizard can be invoked by
clicking “chart” icon from standard toolbar or choosing Insert > Chart command. A

"Chart wizard" appear as shown in Figure 7.49

Chart wizard dialog box has 4 steps viz. (1) Chart type (2) Data Range (3) Data

Series and (4) Chart Elements. The “Next” button is used to move from one step to another

step.
Step 1: Chart type

The first step of “Chart wizard” is used to select Chart type. All available chart
types are listed under the “Choose a chart type” list box. On the right side of the list box
shows style of the selected chart; each chart type has different styles.

i L Rt
Chart Wizard S|
Steps Choose a chart type
1. Chart Type _ El =
sl a8
3. Data Series
4, Chart Elements IQE Line Mormal
l."'_-:._ AY (Scatter)
&# Bubble [F13D Look  |Realistic [= |
[ et ;
::: Stock
Iﬂ Column and Line
Cylimder
Cone
Pyramid
Help << Back | Next »> J [ Einish ] [ Cancel
L

Figure 7.49 Chart Wizard - Step 1: Chart type

For example, Column chart has three styles viz. Normal, Stacked and Percent
Stacked. Refer Figure 7.49

"3D Look" check box helps to display the selected chart type in an attractive form.
3D Look is applied only for Column, Bar, Pie and Area chart type. Refer Figure 7.50

Click, “Next” button to move to the second step.
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Chant Wizard =]

Stepe Choose a chart Column Chart —> 3D Cylinder shape
|!&" " { T

1. Duls Range I P ‘ﬂ"w |ﬂu'lJ ‘@
3. Data Sesies (i Aren = =
4, Chaet Elerments it Une = \
(55 0¥ (Seatren) - e
*2 Bubble i) 30 Lok EI Chart styles
Ili st Shape
I[l=3 “Stock fr— 1
|bﬂ Calimp and Lme "dﬂ List of 3D
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Checkbox | | [Py
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Figure 7.50 Chart Wizard - Step 1: Chart type with 3D Look

Step 2: Data Range

In this step, specify the range of data for which the chart should be created in “Data

range” text box or click “Select data range” button which is at the end of the textbox to minimize
the wizard.

If the user had selected the data before invoking "chart wizard", the selected range will
appear automatically in the textbox as shown in Figure 7.51.

There are two checkboxes used to set the first row or first column or both, as X and Y
axis labels to the chart.

Click "Next" button to move to the third step.

Chant Wizard
g Cheaaine & dala range
L. Chan Type Lota range |=
TQ'I!HLSIEEEEEI H
3 Data Serees Chate sarits. it pows
4, Chart Bemenis B Dista saierin
I"I: E-rulﬁ'ﬂ'“l“
[#! Firex ealumn s labed
l:T] l L I‘-nt_ ” H-_l.'-:l- | [LJ I' o

Figure 7.51 Chart Wizard - Step 2: Data Range
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Step 3: Data Series

In this step, the user can fine tune the data to be included in the chart. If you don’t
want to include any column, click the column names listed in “Data Series” box and click
on “Remove” button or if you want to add some more columns click “Add” button. Refer
Figure 7.52. This is useful only if you have very specific requirements for data in your
chart. Otherwise simply click “Next” button to move the last step.

Step 4: Chart Element

This step is used to insert or change titles and legend. In “Title” box, type the title
for the chart, to add a subtitle type it in the “Subtitle” box. Refer Figure 7.53. For example,
A chart for showing the highest mark holder in you class, you may enter as “Highest Mark
holder” as title and “Class XII F” as subtitle.

Chart Wizsed ol
Sl Curilamine data ransges For individual data weies
L.Chan Type n;'“ __E-h‘-l'l-'ﬂllﬂ
2. Dot Mange icu:i ¥ ahats $5heet] SBERSEILL
| v
. ek Zarrars o
4, Char Bements { Total
Range for Meme
|| | sshenn sER ral
| bk | A Cetegone
[t i Sameetd SASREASLL ]
[ e ] [ eio [ metos [ pen ][ Cance
Figure 7.52 Chart Wizard - Step 3: Data Series
- . — = =
Srgn Choose tithes, legend, and grid weitings.
1. Chant Type i | EMW
1. Dista Range Jubtitle ] \
3. Distis Seves @ Rught
. £ Fusit Elermints | | S Iep
¥oass o | 71 Pottom
Zuis |
Dhaplay gras
1% g ¥ mn Pl
[ b | <« Back Metss [ Peh ][ cnce |

Figure 7.53 Chart Wizard - Step 3: Chart Elements
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User can add or modify the labels of X and Y axis.
To create a chart click “Finish” button.
7.13.2 Demo for creating a chart

Type the following data in a new worksheet as in Figure 7.54. The following steps
is followed to create a chart for the given data.

Step 1 - Select Data:

o Select the data from Al to F11.

Step 2 - To open the chart wizard:

e Click “Chart” icon from Standard toolbar (or) choose Insert > Chart.

Step 3 - Selecting Chart type and shape: (Refer Figure 7.55)

& | 8 [ c | b ]| ¢ e 6

1 District Sep Oct MNov Dec  Total

z (Chennal 107.5 1656 2242 263.T 761

3 |Coimbators SBE6 1687 2242 34.1 495.6
_4 [Cuddalore 108.2 1454 5533 42 11519
_ 5 |Dharmapuri 7.8 1088 2992 277 6076

& |Erode 227 1133 3431 39  b8BA
_7 |Kanchipuram 116.1 192 29189 2609 BB0S
_ & |Madural 153.8 2203 3952 140.5 9093

g [Thenl 957 167.7 2965 452 6081

1t [Tirunahwali 846 111.8 2917 1522 6404

11 | Tiruvallur 1568 1331 2072 1179 674

=

Figure 7.54 Rainfall (in mm) data of ten districts in 2010

r‘:"'-h'lw-l-!-ln'-l W
Etepy chm-m'n-p:
;ﬂ#“lhr
| 3. Dt Serie 'E
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&, Chaat [hamsrts I
(i3 XV {Seatter) = =
| % Dubble 7 J0 Loak -
1 b
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K G bng g e E—
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| [ oo | mh [ tetre | [ ek [ Ceed | |

Figure 7.55 Chart Wizard - Step 1 Chart Type
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o Select “Chart type” as Column and style as Normal
o Check “3D Look” and click “Cylinder shape”

e Click “Next” button.

o If the user wants change any other type or shape, click on the style image. Preview of
the chart displayed on the backgroup of the chart wizard. So, you can view the chart
at every stage of design.

Step 4 - Defining Data range: (Refer Figure 7.56)

« In this case, the data has been selected earlier. So, the selected data range is displayed
in the “Data range” box.

o Other settings are by default. Click “Next” to move to step 5.

[ Chart Wezard [R—c—-

aleps Chrse a darka ramye

Bl range
L Chart Type e i —
m ket TAS1SET1] gl
3, Crata Sermes Drats séries in pows
4. Chart Flements 4 Dats series in galivmng

[ Eerst row 5 label
| First colurmn s Eebel

Melp | <eBack || hiesas | Eeish || caneel

Figure 7.56 Chart Wizard - Step 2 Data Range
Step 5 - Adding or Removing Data series: (Refer Figure 7.57)
o “Data Series” list box shows all the columns to be included in the chart.

e Click on the “Total” in the data series box and click “Remove” button to remove the

column.

o If you don't want to add or remove anyother column click “Next” button to move to

the last step.
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 Chart Wizned

Steps
1. Chart Type i
2.Tata Range Cirk {¥-Valses EChert] SRL-1AEI]
Nov
4. Chart Elerments Tatal |
Range far Hamse
TSheet] 58S] @

N |
e [V S5heetl SAS25ASLL ]|

| Help | | sxBack || etz || Eesh || Cence |

Figure 7.57 Chart Wizard - Step 3 Data Series

Step 6 - Adding Title, Subtitle, Name of X and Y axis: (Refer Figure 7.58)

Type the title and subtitle of the chart in “Title” and “Subtitle” box

Type the name of the X and Y-axis in the respective boxes.

The Display legent text box is selected to the right which is the default.

Click “Finish” button.

Now the chart will be displayed as in Figure 7.59.
7.13.3 Editing Chart elements:

After inserting a chart any element of the chart can be modified. To modity the
element

(i) Double click on the element
(ii) Right click on the selected element
(iii) Select Format from the popup menu.

For example, To change the display pattern of the X-axis, double-click on the X-axis
and then right-click on it. A pop-up menu appears as shown in the Figure 7.60.

e In this popup menu, click “Format Axis...” option.
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Chart Wizard 5
Steps Choose titles, legend, and grid settings
i |Rai : Display legend
1.Chart Type Title ifﬁa_ll Fall [_Jn_atalls
2.Data Range Subtitle EDuring 2010 0 Left
3. Data Series - . ) @ Right
i, Chart Elements Haxis  Districts . © Top
¥ axis Eﬂain Fall in mm | (71 Bottom
£ axis | |
Display grids
)% axis ¥ axis [ 7 axis
o ]| | )

Figure 7.58 Chart Wizard - Step 4 Chart Elements

Now the chart will be displayed as given below

Rain Fall Details
During 2010

600 I--

500
& mS
£ 400 ep
g B Oct
= 300 Nov
=
§ 200 H Dec

100

0
Coimbatore ~ Dharmapuri ~ Kanchipuram Theni Tiruvallur
Chennai Cuddalore Erode Madurai Tirunelveli
District

Figure 7.59 Chart
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Rain Fall Details

During 2010
1200
1000 W Sep
é 800 { EOct
= 600 Nov
T 400 M Dec
= M Dec
= 200
~
0
Coimbatore ~ Dharmapuri Kanchipuram  Theni Tiruvallur
Chennai ~ Cuddalore Erode
[Lcssrren; i .
Districts jpaast Myjar S
g I e Grid
Celein fou
Bl Chan T
Diitin Firigpoi_
30 e
# Ca
oo - E sl = = = E:_ ::::
Figure 7.60 Chart element formatting pop-up menu
o Now, a Format Axis dialog box appears as shown in Figure 7.61
r |
xae
- - e e—
| |scale [Positioning |Line |Label Numbers [Font | Font Effects |
|| [&]Show labels
Text flow
Owverlap
Break
Text orientation
sl & | 25 Vertically stacked
e -
& =] i
: ]
o = 90| t=]| Degrees
R
~
£ | o
Text direction |Use superordinate object settings |z||
| Lok J[ Concel [ Hep [ Reset ]

e . ... e

Figure 7.61 Chart Element Properties dialog box
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Rain Fall Details

During 2010
1200 I
£1000 '
= .
= 800 P | mSep
= 600 _ e
-% 400 -| = Nov
& 200 | ®Dec
E 8 5 2 - § &5 § B 2
o = —~ = e = > =
s 2 = g K 2 ¥ B <5 £
< = = S g S = 5
Q = < 5 =
s 5 & g A=
O =) Es =
Districts

Figure 7.62 Completed Chart

Select “Label” tab.

o InTextOrientation spinbox, type as 90 degree or click and drag the Text direction animated
handle.

e Clicl “OK” button.
o  Now, the chart will be as in Figure 7.62

e
Self Practice: @@

1. Open the spreadsheet which was created in Illustration 1.

2. Create a column chart with 3D “cone” shape showing the total marks of all students.
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Part - IV Sorting Filtering and Page setup

7.14 Advanced data analysis tools

0 |

A spreadsheet is a “Flat file database” Thus, database operations such as sorting,
filtering can be done on spreadsheet. The “Data” menu of OpenOffice calc provides maximum
data analysis tools such as sorting, filtering, validity etc., In this part, the sorting and filtering
feature is to be learnt.

7.14.1 Database

A database is a repository of collections of related data or facts. It arranges them in a
specific structure. The table given below contains details of students in a class.

Comm
1%16 Class Gcrgélg Student Name Gender Dliaitret}? f DBaitret}? f Religion

1 XII-F1 {302 GANDHIMATHI N SC 02/10/2000

2 XII - H2 |[402 SANDHIYA D SC 19/08/2000

3 XII-H2 (402 SUMATHI P BC 06/09/1999

4 XII-F1 |[302 JAYASREE ] BC 09/06/2001

5 XII-H1 (402 JOTHIKA A SC 07/04/2001

MBC 23/11/2000

6 XII-H2 |[402 RAMYA T
7

XII-F1 (302 KOWSALYA T SC 14/12/2000

8 XII-F1 |[302 ASHA AP SCA 14/09/2000

9 XII-A (102 VENNILA T P BC 14/02/2000

T =T T T B T B - T B T - T T -
T|T | T |TZ | T[T || T |T|T

10 | XII-F2 |302 SANGEETHA G MBC 14/01/2000

Table 7.14.1 Student Database

The entire collection or related data in one table is referred to as a File or a Table.
Each row in a table represents a Record, which is a set of data for each database entry.
Each table column represents a Field, which groups each piece or item of data among the
records into specific categories. (Refer Figure 7.63)

7.14.2 Sorting:

Sorting is the process of arranging data in ascending or descending order. There are
two types of sorting in OpenOffice Calc. They are,
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(1)  Simple Sorting
(2)  Multi Sorting
(3)  Sort by selection
(1) Simple Sorting

Arranging data using single column is known as simple sorting. For sorting the
data, calc provide two icons on the standard tool bar viz. (1) Sort Ascending (2) Sort
Descending.

o Sort Ascending - Arrange data in alphabetical order (A to Z / Small to Large)

o Sort Descending — Arrange data in reverse order (Z to A / Large to Small)

—> Field

: [] | [ | ] | E | F ] | H |
I Gloss. | IO Student Name Gender Comm mcO'  Religion
% ¥l - F1 I02 | GAMDHIMATHI M S0 024 10/ 2000 H
¥ | 2  mi-HZ 402 | SANDHIYA D F. a0 19/08/2000 H
&) -3 Xl - M2 402 | SUMATHI P FooBC 0608/ 1995 H
B Xl - FL S | IAYASREE | F 8e 09/ 06 2001 H
] 5 Xl - 11 £02 | poTHIKA A F SC Q71042001 H
¥ & ([ ¥ L02 | ranaya T ; MBC 23112000 H
2 | 7 Xl = Fl 02 | KOWSALYA T F &€ 141202000 H
3| B %l - F1 S02 | ASHA AP FosCA  14/09/2000 H
| B Rl = A L0 | VENNILA T P FooBC 14/02/ 2000 H
ul| 10 | ¥u-r I0Y | SANGEETHA G FoooMmBC  14/01/2000 H
17 | 11 X = HL L02 | BHAVAMNI K F o PE110 2000 H
w| 12 | xn-F 307 | GAJA LAKSHMI S F MEC 18/02/2000 H
| 1 Xl - W2 402 | SAKTHIPRIYA E F S 03/01/2000 H
| 14 | - =2 L0Z | SANDHIYA, SRI M F o 5C 08/ 04/2001 H
1w | 15 %l - Fi 202 | ALFIYA BEE R FooBCW 280712000 M
w | 16 | Xn-#2 02 | VIGNESHWARI P . A 2000712000 H
w17 | sm-¥ I0E | PRIYA W FoosC 07/ 03 2000 H
19 18 Xl - FL L2 | AMIAL S F BC 211024 2000 H
ol 19 | ¥n- 42 407 | PAVITHRA 5 F SC 28/12/2000 H
a | 20 Xl - FL 02 | KAMALESHWARL W f B 1ES 02/ 2000 H

—> Record

Figure 7.63 Spreadsheet Data Table
Sorting data
Step 1: Place cell pointer in the field (column) to be sorted

Step 2: Click Sort Ascending or Sort Descending icon
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OpenOffice Calc, sort the data of selected column and its corresponding values
present in other columns are also arranged simultaneously. Refer Figure 7.65

SE KE e [FBHe- 6 3w ik i
& S @r A

Sort Ascending 4—21 i],—» Sort Descending

Figure 7.64 Standard Tool Bar with Sort Ascending / Descending

Click "Sort Ascending" icon to arrange ascending order<

BE-B-BeFead vExit-¢ 5 et b Mool

- HJ Lohit Teend [=] [1z ";][E]fl.! EESEE l!l‘l hx PLul e O-8
L [*| o E = |canDHmiaTrin
A1 B | ¢ L E | F | 8 [ *

£ 5| gl |90 Student Name Gender Comm 2% Reiigion
W1 m-f1 302 [GANDHIMATHI N sC | 02/10/2000

3| 2  an-HEZ @ 402 SANDHIVA D SC 18f08/2000

2| 3 Mi-HE @ 402 SUMATHI P BC 06/ 0871233

5| & X = F1 Z02  IAYASREE | Bc 09/ 06/ 2001

8| S X - H1 £0Z2  JOTHIEA A SC O7/0&f 2001

7 & £ - HE 402 RAMYAT MBC  ZE[11/2000

¥l 7 i« Fi 02 KOWSALYA T s 141212600

s | B XMl = F1 02 ASHAAP SCA 1470972000

W | 9 ¥l - A 102 WVENNILA TP BC 1402/ 2000

MBC  14/01/2000
oC 2571172000
MBC 1870212000
sC 03701/ 2000
SC OB/ 04/ 2001
BCM | 29/07/2000
SC 207 0712000
SC Q7032000
BC 21102/ 2000

|, Place the Cell pointer

n| 10 | =m-f2 302 SANGEETHA G

0| 11 - Wl HO2  BHAVANI K

u | 12 X - F1 07 GAJA LAKSHMI S
| 13 xl - HE 407  SAKTHIPRIYA E
15 | 14 | M- M2 402  SANDHIYA SRI M
1w | 15 X = F1 202 ALFIYA BEER

v 16  xn-Ff2 I02  VIGNESHWARI P
i | (17 Xl = F2 02 PRIYA W

| 18 ¥l - F1 302  ANJALL S

e B T B R T B R B T P B T B B B B B
b b o g ol ol Bl g e e o e e e of b e i o e e

anywhere in name column
Firgure 7.65 Sort Ascending
(2) Multi Sorting

Sorting data based on more than one field (column) is known as multi sorting. For
example, the worksheet containing data of 20 students belongs to different groups and
classes. To rearrange this data alphabetically by name and group code, multi sorting is
used. Refer Figure 7.66.
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Multi-sorting data

Step 1: Select Data — Sort

LA T 1 | e ¢ [ ¢ 1 [ " 1]
1 ﬂ: Class Gc'z“ﬂ: Student Name Gender Comm [’;Fft:' Religlon
Il 15 m-r1 202 [MFVAEBER | F oM 29/07/2000 M
3| 1B am-A1 302 ANIALL S FoBC 21/02/2000 H
‘.| B Xl - F1 202 ASHA AP F SCA  14/03/2000 H
5| 11 m-HL | 402 BHAVANIK F oC  25/11/2000 H
6| 12  Xn-Fl 302 GAJA LAKSHMI S F MBC  18/02/2000 H
o] X Xl - F1 302 GANDHIMATHI N FSC 02/10/2000 H
n| & it - F1 302  JAYASREE | F BC 9/ 06/ 2001 H
9| 5 Xi - M1 02 JOTHIKA A FosC 0704/ 2001 H
w| 20 xi-Fl I0Z2  KAMALESHWARI V F o BC 16/02/2000 b
| 7 wi-Fl 302 KOWSALYAT Foosc 14/19/P000 M
2l 18 wi-H2 402 PAVITHRA S FsC £28/12/2000 H
| 17 xm-F2 302 PRIAW F sc  07/03/2000 MW
u| 6 Xl - HZ 402 RAMYA T FoooMmBc  23/11/2000 H
5] 13 i-HE | 402 SAKTMIPRIVAE F 5C 03/01/2000 H
8| 2  x-HZ 402 'SANDHIYA D F5C 19/08/2000 H
] 16 -2 402 SANDHIYA SRI M FsC 08/ 04/ 2001 H
w{ 10 am-F2 202 SANGIETHA G F mBC  14/01/2000 M
8| 3 MI-HZ | 402 SUMATHI P FBC  [05/09/1999 M
»| 9 X - A 102  VENNILA T P FooBC 14/ 02/ 2000 M
x| 18 w-F2 302 VIGNESHWARI P Fs¢  (20/07/2000 W

Name are arranged in Ascending order According to names, other data also
rearranged

Step 2: Sort dialog box appears. (Refer Figure 7.67)

Step 3: Select the field name (Student name) in which you want to sort from the “sort
by” dropdown list box and then choose order of sorting i.e. Ascending or

Descending. Ascending is the default selection.

Step 4: Select another field name (Group Code) from the “Then by” dropdown list box
and choose the order of sorting to this column.

Step 5: Click “OK” button.

In OpenOffice Calc, multi sort can be done only for three fields.
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Select First column in which =~ Select order of
the data arranged first arrangement

Sort

23]

Sort Criteria Options

Sort by
: @ Ascending
Student Name )
() Descending
Then by
@ Ascending
|- undefined - \ IZ”

\ (") Descending
Then by

e |

/ (@) Ascending

|-L:ndEfinE:I- / [ |

Descending

A 4
The selected the second and third column in which the

data to be arrange based on the first column

Fainally Click
" Ok"

| ok || Cencel || Help || Reset

Figure 7.67 Multi-sorting dialog box

(3) Sort by selection

In Calc sorting can be done on selected range. But this kind of sorting is generally not

recomme

nded, because the other relevant data are also not sorted. Therefore, OpenOffice

Calc displays a warnning message for this type of sorting. Refer Figure 7.68.

Sorting data by selection:

Step 1:
Step 2:

Step 3:

Select any particular field in which you want sort.
Click required Sort icon from standard tool bar or Data — Sort command.
Calc, display a “Sort Range” warning message as shown in the Figure 7.68

“Sort Range” message box has two options, viz. (1) Extend selection (2) Current
selection.

“Extend Selection” - Sort all the data based on the selection.

“Current Selection” — Sort only the selected range of data, remaining data are not
sorted.
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7.14.3 Filtering

Filter is a way of limiting the information that appears on screen. Filters

B--deFaas *Ekua-¢ 9- - @i x b NOomuQ

1 T sl FE/ U ssse @R axVPex <€ 0-2
oz =] A E = [cenpemastrin
L2 | 8 | c ey r | ¢ & |__H
' & | cum | TE Student Mame Gender Comm %=1 Retigion
Bl 1 | ai-F | 302 HIMATHI N 1] F sc 02/10/2000 H
(1] 2 Mn-H2 402 SANDHIYA D F 5C 15708/ 2000 H
T Xli- H2  £02 SUMATHI P E Lﬁ@ﬂ!lﬁﬂ? H
| 5 &l -| Sort Range &/ 2001 H
B ¥l = _ _ 2182001 H
| B Wil - The::llsar;tm;nﬂ’:he :::Jtrrent sileilln;;ll-m cun:tatl: data. Dc;lj,ruu 1/2000 H
BRI i want to extend the sert range to A1:H21, or sort the currently 3
:i é ::: : selected range, F1:F217 gﬁggﬁg :
TH I T [r— 2/2000 M
| 10 Xl - [ Extend selection: ] I Current selection ] [ Cancel 1/ 2000 B
2| 11 L Tip: The sort range can be detected automatically, Place the cell 1/20600 "
13 : 12 All - l::uF:s-:sr inside a Iisg-;t and execute sort. The whele r?rr'lge of 2/ 2000 H
w| 13 Xl - neighboring non-empty cells will then be sorted. 1/2000 H
15| 14 | Xi- &/2001 H
% 15 | an-% AT/ 2000 M
| 16 ai-F2 302 VIGNESHWARI P FoSsC  20/07/2000
| 17 | mi-F2 3U2 PRVAW S T
w| 18 xi-fl 302 ANjALLS FoooBC 21102/ 2000 H

Figure 7.68 Sort by selection

are a feature for displaying and browsing a selected list or subset of data from a worksheet.
The visible records satisfy the condition that the user sets. Those that do not satisfy the
condition are only hidden, but not removed.

OpenOffice Calc allows three types of filters. They are AutoFilter, Standard Filter
and Advanced Filter.

(1) Auto Filter:

Auto Filter applies a drop-down list box to each field (columns) filled with similar
data available in that field. Using the list box item, you can filter the data that matches the
criteria of the data concerned.

Using Auto Filter:

e Click Auto Filter icon available on the “Standard tools bar” (or) Click Data — Filter
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— Auto Filter
o The list box contains similar data in the fields. Refer Figure 7.69 and 7.70

e Each list box item will be considered as filter criteria.

—> Drop down list box

A ] | r “.1 ' " T ) TR
]EIHE Class E]EE:;: Student Name G:nﬂeh Cum& mﬂll::l.:r Eﬁulﬂlﬂna
#] 1 - 1 302 GANDHIMATHI N . 02 10/ 20400 H
(3] 2  a-H2 | 402 SANDHIYAD F 5 19/08/2000 H
L M- W2 L0 SUMATHI P F EC Crf 09y 1998 H
(5] 4 | mi-Fl 302 JAYASREE) P 8C  OB/08/2001 M
s 5  wmi-HL 402 JOTHIKA A Fo a0 07/ 04/ 2001 H
(7] & | x-H2 | 402 RAMYAT FMBC (Z3/11/2000 H
Bl 7 i - Fl SOZ  KOWSALYA T F 5C 1412/ 2000 H
(¢| 8 | Xi-fl | 302 ASHAAP FOSCA  14/0%B000 M
| 9 Xl = A 102 VENMILA TP F BC 14/02/2000 W
Figure 7.69 Spreadsheet table with Auto Filter
L o [ S g | W |

1 [ Greuy Student Name | el |
Mo o it o = T R =
] 1 Xil - F1 DHIMATHI N F a0 Q2/10/2000 H

3| 2 | - H2 WA D F 5C 15/08/2000 H

s| 3 wm-H2 pu: MATHI P F BC |0B/09/1995| H

s | & | wn-fl YASREE | FBc  [08/06/2001] W

6| 5 | -l THIKA A Fsc | 07/04/2001 H

& - HE BMYA T | f wmec 23/11/2000 M

s| 7 | m-F YAT FosC  |14/12/2000 H
sl B  am-n AP F5CA  14/0%/2000) H

Figure 7.70 Auto Filter dropdown list box

o Select the data item from the list box. Now, Calc shows only the records which are
satisfy the selected criteria.

Example:

If you want to apply an auto filter to the contents of the table 7.14.1, follow the
following two steps

Step 1: Place cell pointer anywhere in the table

Step 2: Click Auto Filter icon available on the “Standard tools bar” (or) Click Data —
Filter — Auto Filter

In the above table, if you want to view only the students belongs to the Group code 402;

209



o Click the dropdown list box’s drop arrow (a tiny triangle) to get the filter criteria.
(Refer Figure 7.70)

Select group code 402 from the list

The spreadsheet displays only the student’s details those who are studing in group
code 402 (Refer Figure 7.71) and the remaining details are only hidden.

| | 8 - " | & [, S |
5l Group Date of
i Class Student Mame E:nd H.:H;I:rn

Mo 5] 5] Code 3 ‘Ei “'E| Birth o

18708/ E'EIG!.'I
E-L‘ 0&M03 1553
5C 07042001
WBC | 23/11/2000
oc PRI/ 2000

- HE LU2  SUMATHI P
¥m = Hl 02 JOTHIEA A
M- HZ 402 RAMYA T l

¥m- Hl A0Z2  BHAVAMI K

Mo
2 ¥H - HE £02 SANDHIYA D
T
5
£

= R=]-]

T OT ™ T O T W
&R RE LR

U | 13 | - HZ £02 SAKTHIPRIYA E SC 0301/ 2000
15| 14 Wm-HE 402 SANDHIYA SRIM sC 08/ 04/2001
w| 19 xm- H2 402 PAVITHRA S &C 2B/128/2000

Figure 7.71 Filtered details

) .
Standard Filter o

Filter criteria
DOperator Field name Condition Value
- = B
| [z] [-none- ] |- ] [ 2l
| =] [tnone- d | || 2
| | |-|‘|an- ||: | bl -
’Mﬂregptiur'ts ;] ’ Help ] [ OK ] I Cancel
L =

Figure 7.72 Standard Filter dialog box

Removing Auto Filter:

« To remove auto filter, click “Auto filter” icon once again .
o The original table is displayed without filter.

(2) Standard Filter: Auto filter is used only for single criteria on a data, whereas the
Standard filter is used for multiple critieria to filter.
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Step 1:

e Select Data — Filter — Standard
Filter.

« Now, the entire data is selected and
"Standard Filter" dialog box dispalys
as shown in Figure 7.73.

Step 2:

o Select the column heading from the
“Filed name” list box for first criteria.

o Select conditional opeator such as >,
<, = etc., from “Condition” list box.

o Type or select the value of critera in
the “Value” box.

Step 3:

« Select the one of the logical operator
(And / Or) from “Operator” list box
to fix second criteria.

o Follow the step 2, for the next criteria.
Step 4:
e Click “OK” to finish.

Example for Standard filter:

If you want to filter the records of “BC”
students of group code 402 from the table
7.14.1

Step 1: Select Data —Filter — Standard
Filter

o Now, “Standard Filter” dialog box
appears as in Figure 7.73

Step 2: In “Standard Filter” dialog box,
select the first criteria;

. Select Field name as Group code
. Select Condition as =

. Type or select Value as 402

Step 3: To select the second criteria;

. Select Operator as “AND”

. Select Field name as Class

Select Condition as =

. Type or select Value as XII- H2

[ Standard Filter [t
Filter eriteria ———— S — — = .
Operator Field name Condition Value
|Gru:lup Code IE” |: IZH 402 |Z| I':|
e T — | ] [ i
| | ] [ none- e '|
| | [ noe- JE | -
|
: ’MUFEgﬂtiDﬁS ;l ’ Help ] I OK JI Cancel

Figure 7.73 Standard Filter



Step 4: Click “OK”

« Now, the table displays only the recods which are match for the given two criteria.
Refer Figure 7.74.

Remove Standard Filter:

e Select Data — Filter = Remove Filter

ALHT [+] A X = [canormvarain
A | ] = ] I . a ! W
1 51, AT Student Name Gu ion
No El [5] Code [3] "d'ﬁ E“"E'I Bil:h ““9 &
3 Xl - W2 402 SAMDHIYA D 1‘3'9"33."20{51? H
1 3 Mi-HZ 402 SUMATHI P 'Br: 06/09/1999
1| & Xl - HEZ 402 RAMYA T MEC 11 2000
| 13 | Xu- M2 412  SAKTHIPRIYA E S 03/ 0112000
5] 14 | XNe HE 407  SANDHIVA SRI M sC O Qg /2001
™| 18 | o00- W2 402 PAVITHRA S SC 28/12/2000

N T TmTME M M
I II X T

Figure 7.74 Class XII student of group 402

[ Page Style: Default ww
|Drga_n'trer |P39,E |Borders |Erackgr_ound |Haader |Fouter IShEE:t |
Paper forrmat
Width B2 B
Height s 2]
EIiantation @. Partrait . Text direction |Left-t|:+-right {horizontal) IZ”
i Landscape Paper tray |[Frurr'r printer settings] IE”
Margins Layout settings
Left 079" 2] | Pagelayout [Right andl left =]
Right mg : — 123, -]
Top 079" ; Table alignment ["| Horizontal
Eottom o7sr 2 I Vertical
| ok || cancel || Help || Reset
. -

Figure 11.75 Page Style dialogue box

e “Header” tab is used to create header
e “Footer” tab is used to create footer
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7.15 Setting the page size, Orientation and Margins

o To set page size, select Format — Page

« Page style dialoge box will appears as shown in figure 7.75.

o “Page” tab is used to change page size, orientation and margin

e “Header” tab is used to create header

o« “Footer” tab is used to create footer

(] (] (]
Workshop 1 "'

1. Create a worksheet with following data

ENmf | NameofEmp. | Basic | DA |HRA|CCA | MA |GPF| IT | HF
1001 | Manivannan M 25500 600 | 300 250
1002 |Kannan K 20200 600 300 250
1003 | Gowrishankar NV | 24300 600 | 300 250
1004 |Lenin K 23400 <Q): 600 300 250
1005 | Suryanarayanan T | 24100 é '% 600 | 300 é g 250
1006 |Ramesh K 18500 | & | g | 600 | 300 | & | O 250
1007 |Govindasami A | 13200 | & | & | 600 | 300 | = S | 250
1008 |Kannan S 20250 < é 600 300 = = 250
1009 | Penchil Rao K 28300 = 600 | 300 250
1010 | Logeswaran M 30200 600 | 300 250
1011 | Arumugam E 12000 600 | 300 250
1012 |VasuG N 25000 600 300 250

Based on the above data,

(1) Calculate the Gross Salary, Total Deductions and Net Salary

(2) Insert “IT Cess” column and calcualte 3% of cess to all employees
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(3) Delete the records of “Govindasami” and “Arumugam”.
(4) Insert four new rows and enter the following employee details.

(5) Calculate the Total amount of GPF, IT and Cess

Emp. No| Name of Emp. Basic | DA | HRA | CCA | MA | GPF | IT | HF
2001 Murali G 24750
2002 Munirathnam A 23550
2003 Ramakrishnan V G | 25500

2004 Srinivasan R 27500
[ ] . [ ]
Workshop: 2 "'

1. Create a new worksheet in OpenOffice Calc.

2. Enter the following stock and sales details of “Chennai whole sale Marketing Pvt.
Ltd” during the month of Jan-2018.

o —~ =4 @D 5 2 -4
5 go § ] E — B s = E é §

s| 2 2| E|E|Z|%E|EE|E|z| ¢

S 3] = = i g | 23| 23| ¥ ¥ =

S = w2 | 2| 2| 22|82l & 5| 8
= 9] o | 3 |HKAIER| | 2| %
g z | &9 = <~ | 3| §|3
A o <

100 | Marie Gold 120 | 345 | 15 | 147 | 5%

101 | Milk Bikis 85 | 106 | 10 | 63 | 5%

102 | Dark Fantasy 75 | 147 | 25 | 43 3%

103 | Nutri Choice 250 [ 98 | 50 | 12 | 10%

104 | Lays potato chips | 52 | 172 | 15 | 152 | 4%

105 | Oreo 120 | 112 | 25 85 6%

3. Calculate the following using formula or function

(i) Amount of Discount, Selling price and Amount of sales for each product
(ii) Total amount of discount and Sales of the month

(iii) Closing stock of each product

4. Draw a Pie chart to show the highest selling product.
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[ ] (] [ ]
Workshop: 3 "'
1. Create a worksheet in OpenOffice Calc.

2. Enter the following details of loan sanctioned during the month of January 2018 of
“Tamil Finance Corporation”.

AC No Emp. No
Name
Amount of Loan
Loan Sanction
date
Duration of Loan
Rate of Interest
Interest (Rs)
Total Amount
Due date

2001 | Senthil 250000 02/01/2018 120 days 9.5%
2002 | Kumar 175000 15/01/2018 150 days 9.5%
2003 | Ibrahim 550000 16/01/2018 140 days 10.5%
2004 | Valli 375000 21/01/2018 | 210 days 10%
2005 | Charles 450000 28/01/2018 130 days 10.5%

3. Create the formula to calculate
(i) Interest, Total amount and due date.
(ii) Grass total of amount of loan, interest and total amount.

4. Insert 5 new rows between Kumar and Ibrahim and include the following details

§ = g > -
S 2 = 52| 8| e
=] L (e ) S et = (=) "a‘
Z g = g2 S = - £ =
Q < = @ S = - 5 < V
< ~ 2 g = ° 5 = 2
© < « ot "a - A
: : E S| E| &
< = a ~
3001 | Pari 250000 03/02/2018 125 days | 9.5% | 5%
3002 | Arul 375000 07/02/2018 155 days | 9.5% | 5%
3003 | Raman 350000 10/02/2018 130 days | 10.5% | 3%
3004 | Givind 450000 10/02/2018 100 days | 10% | 10%
3005 |Zeenath | 800000 26/02/2018 90 days 10% 4%
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Points to Remember:

« Spreadsheet is a very useful office automation tool for organization, analysis
and storage of data in a tabular form.

o Daniel Bricklin and Bob Frankston developed the first spreadsheet software
called “VisiCalc” in 1979 for Apple II.

o OpenOffice Calc is popular open source spreadsheet application software
presently maintained by Apache Foundation.

o A worksheet is a grid of cells with a programmable calculator attached to each
cell.

o OpenOffice Calc version 4.1.5 contains a total of 1024 columns and 10,48,576
rOWS.

» Intersection of every row and column makes a box which is called as “Cell”.

o Cell pointer is a rectangle element which can be moved around the worksheet.
o The cell in which the cell pointer is currently located is known as “Active cell”.
o All formula should start with an equal sign.

o There are four types operators supported by calc.

o The charts are used to present numerical data in an easy manner.

Activity i's_/

Student Activity

1. Based on the concept of calculation using formula / functions, make the students to
create various worksheet data.

2. Make the students prepare Charts and manipulate data using sorting and filtering
features.

Teacher Activity
1.  To show the demo of working with spread sheets using simple example in class room.
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Part- A

1.

Evaluation

Which is the first electronic spreadsheet?

o
o —

(A)Excel (B) Lotus 1-2-3 D2TCO9R

(C) Visicalc (D) OpenOftice Calc

Which of the following applications was the parent to OpenOffice Calc?

(A)Visicalc (B) LibreCalc

(C) Lotus 123 (D) StarOfhce Calc

Grid of cells with a programmable calculator:

(A)Spreadsheet (B) Database

(C) Word processor (D) Linux

A column heading in Calc is represented using

(A)Number (B) Symbol

(C) Date (D) Alphabet

Which key is used to move the cell pointer in the forward direction within the worksheet?
(A)Enter (B) Tab

(C) Shift + Tab (D) Delete

A formula in calc may begin with

(A) = (B) +

(C) - (D) All the above

What will be the result from the following formula (Assume A1=5, B2=2)? + A1/B2
(A)7 (B) 25

(C) 10 (D) 52
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10.

What will be the result from the following expression (Assume H1=12, H2=12)? =
H1<>H2

(A) True (B) False
(C) 24 (D) 1212

Which of the following symbol is used to make a cell address as an absolute reference?

(A) + (B) %

(C) & D) $

Which of the following key combinations is used to increase the width of the current
column?

(A)Alt + Right arrow (B) Ctrl + Right arrow

(B)Alt + Left arrow (D) Ctrl + Left arrow

Part - B
What are the types of toolbars available in OpenOffice calc?
What is a Cell pointer?
Write about the text operator in OpenOffice Calc.
Write the general syntax of constructing a formula in Calc.
What are the keyboard shortcuts to cut, copy and paste?

Can you edit the contents of a cell? If yes, explain any one of the method of editing the
cell content.

What are the options available in “Insert Cells” dialog box?

Match the following
A B
(a) Cut, Copy and Paste (1) Absolute Cell
(b) Cell pointer (2) Status bar
(c) Selection Mode (3) Standard Toolbar
(d) $A5$ (4) Active cell
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9.  Define the following (i) Text Operator (ii) Rows and Columns of spreadsheet

10. Differentiate between Copy -Paste and Cut-Paste
Part - C

1. Write a short note on OpenOffice Calc.

2. Write about inserting columns and rows in Calc.

3. Differentiate Deleting data using Backspace and Delete

4. Write any three formatting options.

5. Incell A1=34 A2=65 A3=89 write the forumla to find the average.
Part-D

1.  Explain about changing the column width in Calc.

2. Write the steps to generate the following series. 5, 10, 20 ..... 2560

3. Read the following table

A B C D E
1 Year Chennai Madurai Tiruchi Coimbatore
2 2012 1500 1250 1000 500
3 2013 1600 1000 950 350
4 2014 1900 1320 750 300
5 2015 1850 1415 820 200
6 2016 1950 1240 920 250

Above table shows the sales figures for “Air Cooler” sold in four major cities of Tamilnadu
from the year 2012 to 2016. Based on this data, write the formula to calculate the following.

(1) Total sales in the year 2015.

(2) Total sales in Coimbatore from 2012 to 2016.

(3) Total sales in Madurai and Tiruchi during 2015 and 2016.
(4) Average sales in Chennai from 2012 to 2016

(5) In 2016, how many “Air Coolers” are sold in Chennai
compared to Coimbatore?
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12
(6LosSARY)

Spreadsheet

Sheet of paper that shows accounting or other data
in rows and columns

ek &0
r .t
D338AX

What-if analysis

It is a process of changing the values in a cell to see
how those changes will affect output.

VisiCalc The first electronic spreadsheet application

GUI Graphical User Interface

Excel Familiar spreadsheet application developed by Microsoft
Corporation.

Cell Intersection of rows and column

Cell Pointer A rectangular box, highlighting the cell in a spreadsheet.

Active cell

A cell in which the cell pointer is presently locating

Formula A formula is an expression telling the computer what
mathematical operation to perform upon a specific value.

Operator A symbol that usually represents an action or process

Range Group / Collection of cells

BODMAS Rule | Order of mathematical calculation:
Brackets - Orders (powers or square roots) - Division —
Multiplication — Addition - Subtraction.

Drag fill handle | A small black box at the bottom right corner of the cell pointer.

Function Predefined formula / A group of instructions to return a single
result or a set of results.

Chart Graphical representation of data.

Database A large quantity of indexed digital information.

Flat file database | Single table, non relative database
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[ Annexure 2

e

SI. | Function Description Syntax
No
1 | Averageif Averages the arguments that meet the | Average (range; criteria;
condition average_range)
2 | Celling Rounds a number up to the nearest | Celling (number; significance;
multiple of significance [mode])
3 | Countif Count the argument which meet the | Countif (range; criteria)
set conditions
4 | Fact Calculates the factorial of a number. | Fact (number)
5 | Floor Rounds number down to the nearest | Floor (numberl; number2)
multiple of significance
6 | Product Multiples the arguments Product (numberl; number2)
7 | Quotient Returns the integers portion of a Quotient (numerator;
division denominator)
8 | Round Rounds a number to a predefined Round (number; count)
accuracy
9 | SQRT Returns the square root of a number | SQRT (number)
10 | Sum Returns the sum of all arguments Sum (numberl; number2;....)
11 | Sumif Totals the arguments that meet the Sumif (range; criteria; sum-
condition range)
12 | Sumsq Returns the sum of the squares of the | Sumsq (numberl;
arguments number2;...)
13 | DB Returns the real depreciation of an Db (cost; salvage; life;
asset for a specified period using the | period;[month])
fixed-declining balance method
14 |N Converts a value to a number N (value)
15 | Date Provides an internal for the date Date (year; month; day)

given
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16 | Days Calculates the number of days Days (date2; datel)
between two dates

17 | Days360 Calculate the number of days Days360 (datel; date;[type])
between two dates based on a 360
days year

18 | Average Returns the average of a sample Average (numberl;

number2;...)

19 | Count Counts how many numbers are in the | Count (valuel; value2;...)
list of arguments

20 | Concatenate | Combines several text items into one | Concatenate (textl; text2;..)

21 | Len Calculates length of a text string Len (text)

22 | Lower Converts text to lower case Lower (text)

23 | Mid Returns a partial text strings of a text | Mid (text; start; number)

24 | Proper Capitalizes the first letters in all Proper (text)
words

25 | Upper Converts text to upper case Upper (text)
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Unit II | Office Automation Tools

Learning Objectives

0

After learning this chapter, the students will
be able to

Know the open source presentation
software

explore opening a new presentation
using  Impress

create a new presentation using various
ways using Impress

Know parts of the main Impress
Window

differentiate five sections of Task pane
explain Window elements of Impress
differentiate various views in Workspace

explore drawing Objects & inserting
OLE

draw freeform shapes
rotate Objects

create animation in slides/objects

CHAPTER 8

Presentation Basics
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8.1 Presentation Software - Meaning

0

|

A presentation software is a computer

software package used to show

information, in the form of a slide
show.

It includes three major functions:

an editor that allows the text to be
inserted and formatted,

a method for inserting and

manipulating graphic images and
a slide-show system to display the

content.

Presentation software is used to create

presentations, quizzes, e—learning

packages and multimedia products.

Most presentation software packages
will create your multimedia product
using a series of slides.

Text, images, video, animations, links
and sound can be combined on each
slide to create a final product.

The most commonly known

presentation programs are OpenOffice.

org Impress, Microsoft PowerPoint and
Apple's Keynote. In this chapter, we are

going to explore on OpenOffice.org’s

presentation

Software  Impress.



8.2. Impress

=, ]

Impress is OpenOffice.
org’s presentations (slide show)
module. You can create slides
Impress. It contains
different elements like text,
bulleted and numbered lists,

using

tables, charts, clipartandarange
of graphic objects. Impress has
access to the spelling checker
and thesaurus. Also, it comes
with pre-packaged text styles,
background styles with online
help.

8.3.Openinganew presentation
0 ]

You can start Impress in several
ways:

o In order to open Impress
using Start button, click
Start button and select All
Programs — Open Office
— OpenOffice Impress.
(Figure 8.1)

« Ifitisalready pinned in the
Start menu, just click and
open it. (Figure 8.2)

8.4. Creatinganew presentation

You can create a presentation
by any one of the following
methods.

1. By
presentation

selecting an Empty

2. By selecting From template

5 Opaallifica
4 PapnpriwacnTke
4 Eaalasfagii
i Remoreingiedge
. Fegmic C oo SEarier

L T

[ ssr progrard a0l i

S

i{i]e ..- g |

(RIS

Figure 8.1 - Opening Impress using Start button
(using All Programs)
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Figure 8.2 — Opening Impress using Start button
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3. By selecting from Open
existing presentation

8.4.1. Using Empty presentation

1. Select Empty presentation under Type.
It creates a presentation from scratch.

2. Click Next. The Presentation Wizard
step 2 appears. Figure 8.4 shows the
Wizard.

Choose a design under Select a slide
design. Theslide design section gives
you two main choices: Presentation

Backgrounds and Presentations.

Each one has a list of choices for slide
designs. If you want to use one of these

other than the <Original>, click it to

Slect an cuipun miedim
[l !‘m
O Oyerhead sheet ot Shgge
" Paper

[ Brmdmy

| Hee [ Camed [ <eBk [ Meas> [ G |

Figure 8.4 Wizard showing the main choices
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" &5 Presentation Wizard

select it. The preview of the same will be for computer screen display, so select

shown in the preview pane. Screen option. (Figure 8.6).

5. <Original> is an empty background.

You can also select among three 8. Click Next. The Presentation Wizard
predefined Presentations: <Original>, step 3 appears (Figure 8.7). In this
Introducing a New Product, and step, you can choose the desired slide
Recommendation of a Strategy.

transition from the Effect drop-down
(Figure 8.6).

menu. Select the desired speed for
6. Click an item to see a preview of the the transition between the different

slide design in the Preview window. slides in the presentation from the

7. Select how the presentation will be Speed drop-down menu. Medium is

used under Select an output medium. a good choice. Click Create. A new

Generally, presentations are created presentation is created. (Figure 8.8)

Select a slide design

Presentation Backgrounds
Tunnel
Water
White Elue and Lightnings
Wine I%l
Select an output medium
Qriginal @ Screen
1 Owerhead sheet [ Slide
TR i Preview
' Paper
|_ Help. | | Cancel | | << Back | [ Net>> | | Create

Figure 8.5 Selecting a slide design using Presentation Backgrounds
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F
5 Presentation Wizard

-

Select a slide design

| Presentations

= Original=
Introdicing a Mew Product

Recormendation of a Strategy

Select an output medium
Criginal @ Screen

"1 Dyerhead sheet 7 Slide G
| Preview

i) Paper

.! Hep  |[  Cancel ][ <<Back |[ Det>> | [  Create

Figure 8.6 Selecting a slide design using Presentations

£ Presentation Wizard

Select a slide transition
Effect |No Effect -]
apeed | Medium IE”
Select the presentation type
i@ Default
i 7 Autornatic
Duration of page G0:00:10 [
Duration of pause  |gp.00:10 ':i| [¥] Preview

[/] Shaw logo

[. Help ] ’ Cancel ” << Back H Mext > || %f 1

r

Figure 8.7 Selecting a slide transition effect
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8.4.2. Using Template

« If you choose the option From
template, it uses a template design
already created as the basis for a new
presentation. The wizard changes
to show a list of available templates.

Choose the template that you want.
(Figure 8.9).

o Introducing a New Product and
Recommendation of a Strategy are
pre-packaged presentation templates.

| o g e — = — E E e el
Pl = e bpma ek e e— "
Eedelis &0 wE [ Ml e D et A
PR = m— R ey A e e =
i P i i e i b RS
g v
- N =
L) | EL)
= *
IS S Rl (R
. - E -ﬂ-'
= =1
. .\_i | J
- - _
IE_.- s e T drn@sr@grw=-P+rHimgs B mlm wegls b
o T el T ol i ] " i

| SECNECRFYE RY 1S EREY

Figure 8.8 New presentation

Type
") Empty presentation

i@ From template

i) Open existing presentation

Presentations

=]

Introducing a Mew Product

Recommendation of & Strategy

Preview

[~] Do not show this wizard again

||

<< Back

[ MNetr» || create |

Figure 8.9 Opening a new presentation using From template option
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8.4.3. Using Open existing presentation

o Ifyouchoosethe option Open existing
presentation, it helps in continuing
the work on a previously created
presentation.

o« You have to open a presentation
already prepared by clicking Open
button. The wizard changes to show
a list of existing presentations, from
which you can choose the one that
you want. (Figure 8.10).

F . :
9 Presentation Wizard

(7) Empty presentation
("1 Erom template

@ Open existing presentation

Type

Preview

[ Do not show this wizard again

[ ][ ccmn ][ e g ]|

Figure 8.10 Opening a new presentation using Open existing presentation option
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Click to add title

Click to add text

Figure 8.11 Opening a new presentation using New icon
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Tip Notes [ _|

toolbar and select Presentation from

First Spreadsheet -, the drop-down menu (Figure 8.11).

o If you do not want the wizard
to start every time you start
Impress, select the Do not show
this wizard again checkbox.

e Leave the Preview checkbox
selected, so templates, slide
designs, and slide transitions
appear in the preview box as
you choose them.

Various ways of Starting Impress:
You can start Impress in various ways.

1. You can select the presentation from
the system menu or the OpenOffice.
org Quickstarter.

2. Or you can click the triangle to the
right of the New icon on the main

R - e

3. Or else, choose File — New —
Presentation. (Figure 8.12).

8.5. Parts of the main Impress window
T .

The main Impress window (Figure
8.13) has three parts: the Slides pane,
the Workspace and the Task pane.
Additionally, several toolbars can
be displayed or hidden during the
creation of a presentation.

Tip Notes
» ‘§3
You can remove the Slides pane or
Tasks pane from view by clicking
the Close (X) option in the upper
right corner. You can also show or
hide these panes using View — Slide

Pane or View — Task Pane/Side bar.

o o T —————

(9 Mo o 2 Dot Documam - oA NS RS- T TS
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Figure 8.12 Opening a new presentation using File menu
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Figure 8.13 Main window of Impress

8.5.1. Slides pane

The Slides pane contains thumbnail
picturesoftheslidesinyourpresentation,
in the order of our insertion of slides.

Clicking a slide in this pane selects it
and places it in the Workspace. While
it is there, you can apply any changes
that are desired to that particular
slide.

Several additional operations can

be performed on one or more slides in the

Slides pane:

Add new slides at any place within the
presentation after the first slide.

Mark a slide as hidden so that it will
not be shown as part of the slide show.

Delete a slide from the presentation if
it is no longer needed.
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Rename a slide.

Copy or move the contents of one
slide to another (copy and paste, or
cut and paste, respectively).

It is also possible to perform the

following operations, other than using the

Slides

pane.

Change the slide transition following
the selected slide or after each slide in
a group of slides.

Change the sequence of slides in the
presentation.

Change the slide design. (A window
opens allowing you to load your own
design.)

Change slide layout for a group of
slides simultaneously. (This requires
using the Layouts section of the Tasks
pane.)



8.5.2. Tasks pane
The Tasks pane has five sections:
8.5.2.1. Master Pages

You define the page style for your
presentation using Master Pages. Impress
contains pre-packaged Master Pages (slide
masters). One of them by default is blank,
and the rest have a specific background.
(Figure 8.14)

Master Pages
Used in This Presentation s

& Recently Used

=l Available for Use

m

Figure 8.14 Master Pages
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8.5.2.2. Layout

Pre-packaged layouts are shown.
You can choose the one that you want,
use it as it is or modify it to suit your own
requirements. At present, it is not possible
to create custom layouts. (Figure 8.15)

Properties
E Layouts

—_—
Blank Slide ==
L—E' (=3

—— i '\:f'r}r

Figure 8.15 Layout
8.5.2.3. Table Design

Standard table styles are provided
in this pane. You can further modify the
appearance of a table with the selections to
show or hide specific rows and columns,
or to apply a banded appearance to the
rows and columns. (Figure 8.16)
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8.5.2.4. Custom Animation

A variety of animations for
selected elements of a slide are listed
here. Animation can be added to selected
elements of a slide and it can also be

changed or removed later. (Figure 8.17)
8.5.2.5. Slide Transition

Transitions are available, including
select the
transition speed (slow, medium, fast). You

No Transition. You can
can also choose between an automatic or
manual transition, and how long you want
the selected slide to be shown (automatic
transition only). (Figure 8.18)
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8.6. Window elements of Impress
0 |

Figure 8.19 shows the elements
of the Impress Window Open source
application.

The window elements of Impress
include Title Bar, Menu Bar, Tool Bar,
Ruler Bar and the Scroll Bar which are
similar to the elements in Open Office
writer.

8.6.1. View Buttons:

The Workspace has five tabs:
Normal, Outline, Notes, Handout, and
Slide Sorter, as seen in Figure 8.19. These
five tabs are called View Buttons.

8.6.2. Status Bar:

Status Bar is present at the bottom
of your window, which gives you some

statistics about the file that you are
viewing. It is a good practice to check the
information shown there. In case you do
not need the information in the Status
Bar, you can hide it by selecting View —
Status Bar from the main menu.

8.6.3. Navigator

The Navigator (Figure 8.20) displays
all objects contained in a document. It
provides another convenient way to move
around a document and find items in it.
The Navigator button is located on the
Standard toolbar. You can also display the
Navigator by choosing Edit — Navigator
on the menu bar or pressing Ctrl+Shift+F5.

The Navigator is more useful if you
give your objects (pictures, spreadsheets,
and so on) meaningful names, instead of
leaving them as the default “Object 1” and
“Picture 1” as shown in Figure 8.20.
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Figure 8.19 Window elements of Impress
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Figure 8.20 Navigator
8.7. Workspace
., |
The Workspace has five tabs:

Normal, Outline, Notes, Handout and
Slide Sorter, as seen in Figure 8.19. These
five tabs are called View Buttons. There
are many toolbars that can be used during
the slide creation; they are revealed by
selecting them with View — Toolbars.

The actual Workspace section is
below the View Buttons. This is where
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you assemble the various parts of your
selected slide. Each view is designed to
ease the completion of certain tasks.

Normal view is the main view for
creating individual slides. Use this view to
format and design slides and to add text,
graphics and animation effects.

Outline view shows topic titles,
bulleted lists and numbered lists for each
slide in outline format. Use this view to
rearrange the order of slides, edit titles
and headings, rearrange the order of items
in a list and add new slides.

Notes view lets you add notes to each
slide that are not seen when the presentation
is shown.

Slide
thumbnail of each slide in order. Use

Sorter view shows a
this view to rearrange the order of slides,
produce a timed slide show, or add
transitions slides.

between selected

Handout view lets you print your
slides for a handout. You can choose one,
two, three, four, or six slides per page from
Tasks pane — Layouts. Thumbnails can
be re-arranged in this view by dragging
and dropping them.

8.7.1. Normal view

There are two ways to place a slide
in the Slide Design area of the Normal
view: clicking the slide thumbnail in the
Slides pane or using the Navigator.

To open the Navigator, click the
Navigator button in the Standard Toolbar
or press Ctrl+Shift+F5 and select a slide



by scrolling down the Navigator list until
you find the one that you want and then
double-click it. (Figure 8.21)

8.7.2. Outline view

Outline view contains all the slides
of the presentation in their numbered
sequence. Only the text in each slide is
shown. Slide names are not included.

Outline view serves for two purposes.

1) Making changes in the text of a slide:

Add or delete text in a slide just as
in the Normal view.

. Move the paragraphs of text in the
selected slide up or down by using the

up and down arrow buttons (Move Up

=

or Move Down) on the Text Formatting
toolbar.

Change the outline level for any of
the paragraphs in a slide using the left and
right arrow buttons (Promote or Demote).

Both move a paragraph and change
its outline level using a combination of
these four arrow buttons.

2) Comparing the slides with your
outline (if you have prepared one in
advance). If you notice from your outline
that another slide is needed, you can create
it directly in the Outline view or you can
return to the Normal view to create it,
then return to review all the slides against
your outline in the Outline view.
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Figure 8.21 Presentation in Normal view
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If a slide is not in the correct 8.7.3. Notes view
sequence, you can move it to its proper
place:

a) Click the slide icon of the slide that
you wish to move, as indicated in

Use the Notes view to add notes to a slide:

1) Click the Notes tab in the Workspace
(Figure 8.23).

Figure 8.22. 2) Select the slide to which you will add
notes.
b) Dragand drop it where you want.
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Figure 8.22 Presentation in Outline view
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« Double-click the slide in the Slide pane,
or

e Double-click the slide’s name in the
Navigator.

3) In the text box below the slide, click
on the words Click to add notes and
begin typing.

You can resize the notes text box
using the green resizing handles and move
it by placing the pointer on the border,
then click and drag. To make changes in
the text style, press the F11 key to open
the Styles and Formatting window.

8.7.4. Slide Sorter view

The Slide Sorter view contains all
of the slide thumbnails (Figure 8.24).

Change the number of slides per
if desired:

row,

1) Check View ¢ Toolbars © Slide View to
show the Slide view toolbar (Figure
8.24 ).

2) Adjust the number of slides (up to a
maximum of 15).

3) After you have adjusted the number of
slides per row, View * Toolbars * Slide
View will remove this toolbar from
view.

To select a group of slides, use one

of these methods:

o Use the Control (Ctrl) key: Click
on the first slide and, while pressing

L . Control, select the other desired
Use this view to work with a group )
) . ) slides.
of slides or with only one slide.
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Figure 8.24 Presentation in Slide Sorter view

238



Use the Shift key: Click on the first
slide, and while pressing the Shift
key, select the final slide in the group.
This selects all of the other slides in
between the first and the last.

Use the cursor: Click on the first slide
to be selected. Hold down the left
mouse button.

Drag the cursor to the last slide
thumbnail.

A dashed outline of a rectangle forms
as you drag the cursor through the
slide thumbnails and a thick black
border is drawn around the selected
slides. Make sure that this rectangle
includes all the slides you want to
select. (Figure 8.25)

To move a group of slides:
1) Select the group of slides.

2) Drag and drop the group to their new
location. The same vertical black line
appears to show you where the group of

E} Untitied 1 - Dpenl#ice Impoess

slides will go. You can work with slides in
the Slide Sorter view as in the Slide pane.

To make changes, right-click a slide
and do the following, using the pop-up

menu:

Add a new slide after the selected
slide.

Delete or rename the selected slide.
Change the Slide Layout.
Change the Slide Transition.

For one slide, click the slide to select
it. Then add the desired transition.

For more than one slide, select the
group of slides and add the desired

transition.

Mark a slide as hidden. Hidden slides
will not be shown in the slide show.

Copy or cut and paste a slide.

Eile Bt Yiew [Jnsest Fgomat: Tools© Jde Show  Window  Help
Br@®-@e 0 B B X%
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Figure 8.25 To move a slide in a presentation using the Slide Sorter
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8.7.5. Handout view

Handout view is for setting up the
layout of your slides for a printed handout.
Click the Handout tab in the workspace,
then choose Layout in the tasks pane
(Figure 8.26). You can then choose to
print one, two,three, four, or six slides per

page.
To print a handout:

1) Select the slides using the Slide Sorter.
(Use the steps listed in selecting a
group of slides.)

2) Select File Print or press Ctrl+P to
open the Print dialog box.

3) Select Options in the bottom left
corner of the Print dialog box.

4) Check Handouts in the Contents
section, and then click OK.

5) Click OK to close the Print dialog
box.

8.8. Formatting a presentation
m, ]

8.8.1.Inserting,deletingand rearranging
slides

Tip Note: Remember to save frequently
while working on the presentation,
to prevent any loss of information.
You might also want to activate the
AutoRecovery function (Tools — Options
— Load/Save — General). Make sure that
Save AutoRecovery information every
is selected and that you have entered a

suitable recovery frequency.
8.8.2. Creating the first slide

The first slide is normally a title
slide. Decide the layout as per its purpose
of presentation. You can use the pre-
packaged layouts available in the Layout
section of the Tasks pane. Suitable layouts
are Title Slide (which also contains a
section for a subtitle) or Title Only, Title
and Content, Title and two content and so
on.
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Figure 8.26 Presentation in Handout view
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Tip Notes

If you do not know the names
for the pre-packaged layouts, you
can use the tooltip feature. Position
the cursor on an icon in the Layout
section (or on any toolbar icon)
and its name will be displayed in a
small rectangle. If the tooltips are
not enabled, you can enable them.
From the main menu, select Tools °
Options * OpenOffice.org * General
* Help and mark the Tips checkbox.
If the Extended tips checkbox is
also marked, you will get more
detailed tooltip information, but the
tooltip names themselves will not be
provided.

Select a layout in the Layout section
of the Tasks pane by clicking on it: it
appears in the Workspace. To create
the title, click on Click to add title
(assuming the Blank Slide layout was
not used) and then type the title text.

Tra i ==l =T =0 chot el T =0 B D00 0 [N L3 o {0 O 0 o R T I | et

Ry

B Click to add title

o B LR LT L F Rt T LR Rt L TRRT R8s o | Rl ROl I e "R

Click lo add text

o Adjustments to the formatting of
the title can be done by pressing
the F11 key, right-clicking the Title
presentation style entry, and selecting
Modify from the pop-up menu.

o If you are using the Title Slide layout,
click on “Click to add text” to add
a subtitle. Proceed as above to make
adjustments to the formatting if
required. (Figure 8.27)

8.8.3. Inserting additional slides

The steps for inserting additional
slides are basically the same as for selecting
the title page. It is a process that has to be
repeated for each slide.

Unless you are using more than
one slide master, your only concern is the
Layouts section of the Tasks pane (Figure
8.28).

First insert all the slides that are
needed as per your outline. Only after
this, you should begin adding special
effects such as custom animation and slide
transitions.

Figure 8.27 Creating the first slide
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Step 1: Insert a new slide. This
can be done in a variety of
ways.

e Insert — Slide.

« Right-click on the present
slide, and select Slide —
New Slide from the pop-up
menu. (Figure 8.28).

o Click the empty space after
the last slide also to create
a new slide by right clicking
New Slide. (Figure 8.29)

e Click the Slide icon in the
Presentation toolbar.

Step 2: Select the layout slide
that best fits your
needs. (Figure 8.28).

Step 3: Modify the elements of
the slide like removing
unneeded  elements,
addingneeded elements
(such as pictures), and
inserting text.

8.8.4. Deleting a Slide

You can delete a slide at
any time using the following
procedure.

« Select the slide you want to
delete

£ Untitled 1 - OpenOffice Impress
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Figure 8.28 Inserting a new slide using Right Clicking

on the previous slide
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Figure 8.29 Inserting a new slide using Right Clicking
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Figure 8.31 Deleting a slide using Right
click

Or else, right click the slide and o Drag that slide to the desired position

choose Delete slide from the pop-up

menu.

(Figure 8.31)

Tip Notes

by holding the mouse using left click.

o Release the mouse once you drag the
slide to the desired place. (Figure

—
Ry 8.32)

The same procedure can be

followed by using the Slide sorter Tip Notes [

view also to delete a single slide or

multiple

slides.

The same can be done using

8.8.5. Rearranging slides

you need to follow the procedure below.

the Slide sorter view.

8.9. Running the slide show

If you want to rearrange the slides, o o

To run the slide show, do one of the
following:

Select the slide that you want to

rearrange.

e Click Slide Show — Slide Show on the
main menu bar. (Figure 8.33).
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Figure 8.32 Rearranging the slide using
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Click the Slide Show button on the
Presentation toolbar or the Slide

Sorter toolbar (Figure 8.34).

Press F5 or F9.

If the slide transition is Automatically
after x seconds, let the slide show run
by itself.

If the slide transition is On mouse
click, do one of the following to move
from one slide to the next.

Use the arrow keys on the keyboard
to go to the next slide or to go back to
the previous one.

Click the mouse button to advance to
the next slide.

Press the Spacebar on the keyboard to
advance to the next slide.

T "
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Figure 8.33 Running Slideshow using Slideshow menu
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Figure 8.34 Running Slideshow using Slideshow button from the Toolbar
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When you advance past the
lastslide,themessage “Click

to exit

presentation...

»

appears. Click the mouse

or press any key to exit the

presentation.

To exit the slide show at
any time, including at the

end, press the Esc key.

8.10. Saving a Presentation
0

In order to save a presentation

u|

Click File — Save (Figure 8.35)
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Figure 8.35 Saving a
presentation using File menu
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Figure 8.36 Save dialog box.

After giving save option, Impress will open a
dialog box asking the name in which this file
should be saved (Figure 8.36)

The default file extension for Impress is .odp.

Tip Notes

pNotes 1,1
-,
You can also use Save As option

from the File menu. The difference

between Save and Save As is Save
option will save the presentation in
the folder specified by you. Save As
will save another copy of the same
file either in the same folder or in a
different folder specified by you.

Type the name of the file you want to give in the
text box space after File Name in the dialog box.
(Figure 8.36).

You can save the presentation as a PPT
presentation  also. (Figure  8.37)
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e You can also export the presentation
directly as pdf. (Figure 8.38)

Figure 8.39 Shows exporting the

presentation  directly as PDF

8.11. Master slide

o u]

A slide master is a slide that is used
as the starting point for other slides. It is
similar to a page style in Writer: it controls
the basic formatting of all slides based on
it. A slide show can have more than one
slide master.

. Tip Notes K‘l\
--
Three terms are used for this concept.
Master slide, slide master and master
page all refer to a slide which is used

to create other slides.

A slide master has a defined set of
characteristics, including the background
color, graphic, or gradient; objects (such as
logos, decorative lines and other graphics)
in the background; headers and footers;
placement and size of text frames; and the
formatting of text.

All of the characteristics of slide
masters are controlled by styles. The styles
of any new slide you create are inherited
from the slide master from which it was
created. In other words, the styles of the
slide master are available and applied to
all slides created from that slide master.
Changing a style in a slide master result in
changes to all the slides based on that slide
master; it is, however, possible to modify
each individual slide without affecting the
slide master.
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Figure 8.37 Saving a presentation under various File types
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Figure 8.38 Export the presentation directly as PDF

i Tip Notes ?\3 presentation styles cannot be created.

Though it is highly recommended Figure 8.39 Shows the Slide Master.

to use the slide masters whenever

possible, there are occasions where e Click View — Master — Slide Master
manual changes are needed for

a particular slide, for example to It is possible to view the Master slides in
enlarge the chart area when the text two styles:

and chart layout is used.
1. Slide Master

The pre-packaged presentation 2. Notes Master
styles can be modified, but new
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Figure 8.39 Slide Master View
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o« A New Master slide can be created o The renaming of the Master Slide is

either by using the Master View dialog also done by the same procedure.
box or by right clicking slides in the
Slides pane. (Figure 8.41) o Master Slide will be closed by using

the Close Master View in the Master
View dialog box .
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Figure 8.41 Creating New Master using Master View and right click option
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8. 12. Creating Graphic Objects

[, |

You can create your own graphics
using the drawing tools available in
Impress. Impress contains a number of
advanced drawing functions. To create
more advanced graphic objects, you can
use OpenOffice.org to draw and import

the graphic object created into an Impress
slide.

8.12.1.The Drawing toolbar

The Drawing toolbar contains tools
that are used to create graphic objects. If
this toolbar is not showing, select View

—Toolbars Drawing from the main menu
bar.

o Select: selects objects. You can select
multiple objects by dragging the
mouse.

o Line: draws a straight line.

o Arrow: draws a straight line ending
with an arrowhead. The arrowhead
will be placed where you release the
mouse button.

o Rectangle: draws a rectangle. Press

the Shift button to draw a square.

bEdhbee ¥
by

S+ E e T

- o T P

Ellipse: draws an ellipse. Press the
Shift button to draw a circle.

o Text: creates a text box with the text

aligned  horizontally.

o Vertical text: creates a text box with
the text aligned vertically.

e Curve: draws a curve.

o Connectors: draws a connector line
between two figures. Click the black
triangle for additional connectors.

8.13.Inserting images
0 .|

In order to insert an image in
OpenOffice Impress, place the cursor in
the place where you want the image to
be inserted. Then, Click Insert — select
Picture — From File option from the
Insert menu. Figure 8.44.

OpenOffice Impress will display
the dialog box, where you can select the
image from the specific location and
select open. The image will be inserted in
the specified location. Figure 8.44.

TEeeT

00

1Select 4 Rectangle 7 Vertical Text 10 Basic Shapes 13 Flowcharts
2 Line 5 Ellipse 8 Curve 11 Symbol Shapes 14 Callouts
3 Arrow G Text 9 Connector 12 Block Arrows 15 Stars

Figure 8.42 The Drawing Tool Bar
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Figure 8.44 Selecting the image from a location
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8.14 Inserting audio and video
0 ]

Open Office Impres will let
you insert audio files or movei
files. The audio and move files
can be inserted by clicking Insert
Movie and Sounds opetion from
the Insert menu. Figure 8.45

Same as inserting images here
also, a dialog box will be oepned.
Select the audio or movie file
form the specified location and
open. It will be opened in the
slide. Figure 8.46. The movie or
audio file inserted will be played
during the slide show by clicking
the mouse over it.
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Figure 8.45 Inserting Movie and Sound
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251



Activity i'h_/

Student Activity

1.

Create a presentation using
Empty presentation
Template

Open Existing Presentation

2. Create a presentation using MS PowerPoint.

3. Identify and write the differences between creating a presentation using Impress and
MS PowerPoint.

4. Create a presentation of “My State” using all the types of slide layouts.

5. Run the slideshow of “My State” by fixing durations of time for each slide.

Teacher Activity

This entire chapter can be taught with the help of the following methodology.

1.

Laboratory Activity - the teacher can make the entire class to go to the lab and can
explain the concept using a projector in the lab.

Or else, the teacher can demonstrate the concept using a PC and a projector inside the
classroom.

The teacher apart from this Open source software, can compare the elements of the
windows and creating presentations in MS PowerPoint also.
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Part I Answer the following questions

1.

Evaluation

Which is used to move quickly from one slide to another? oL
D3KSES

A)Compass B)Navigator

C)Fill color D)Page border

Which is the shortcut key to view the slideshow?
A)F6 B)F9 C)F5 D)F10

In Impress, which views shows thumbnail versions of all your slides arranged in
horizontal rows.

A)Notes B)Outline C)Handout D)Slide Sorter
Identify the default view in Impress.

A)Normal B)Slide Sorter C)Handout D)Notes
Which menu contains the Slide Transition option?

A)Slide Show B)View C)Tools D)Format
Identify the extension of the Impress presentation.

A) ,odp B) .ppt C) .odb d. ,ood

In presentation tools, the entry effect as one slide replaces another slide in a slide
show. Identify the option that suits after reading the statement.

A)Animation B)Slide Transition
C)Custom animation D)Rehearse Timing

Vanya has made a presentation on “Global Warming”. She wants to progress her slide
show automatically while speaks on the topic in the class. Which features of Impress
would she use?

A)Custom Animation B)Rehearse Timing

C)Slide Transition D)Either (a) or (b).
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Part 11

1. What is the difference between a slide and a slide show?
2. How many in-built slide layouts does impress consist of?
3. What do you understand by a presentation?

4. Define a template in Impress.

5. What do you understand by the slide layout?

Part II1

1. How many types of views are provided by Impress to its users?
2. Who uses the presentation software and why?

3. Define the Slide Sorter view and its significance.

4. What is a Normal view? Explain.
5

How are transition effects helpful in creating an effective presentation in Impress?

PartIV

1. Valarmathi’s teacher asks her to create a presentation in OpenOffice Impress. As
Valarmathi has never worked in Impress before, help her to perform the following
tasks:

a. She wants that except for the first slide, all the slides should have the same design.
For this, what does she need to do?

b. To easily communicate with her audience, she wants to provide them with a hard
copy of the slides of the presentation. What should she create for it?

c. She wants to insert some pictures and movie files in some slides. How can she do
that?

d. Suggest her the view that would be the most suitable for showing the presentation
to the audience.

e. To make her presentation more attractive, she wants to add some effects in it. How
can she do it? Suggest.

2. Explain how a presentation can help a salesperson to promote his/her products.

3. Sivabalan created a presentation to be shown at his school’s Annual Function. Just
5 minutes before the presentation, he noticed that he has misspelt the name of the
school, which is appearing in all the 30 slides of the presentation. How can he rectify
this mistake in all the slides in one-shot?

4. List some advantages of using templates.
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