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PREFACE

Computer education is imperative for success today. Hence it has become a vital part in the present day
curriculum. Information Technology is a dynamic subject thatarousesthe student's interest, enthusiasm
and creativity.

Qur primary aim in creating this series has been to teach computers skep by step using pictures and
examples to explain the concept and usage. These books have been designed to provide theoretical as
well as practical knowledge to the students.

Each chapter in this book has separate explanation of the contents, plenty of illustrations and text
supported by M5 Office 2007 screen shots on a Windows 7 base. The language used in these books is so
simple and conversational avoiding the technical jargontothe possible extent.

Based on the Fun "N’ Learn concept, this series aims at developing a strong foundation in the subject, §2

without overburdening the child.
Sincerely hoping that, this series will go along way in equipping a child toface the cut-throa ietﬂn
ahead.

Views and valued suggestions of teachers for further improvement for the 5eriq.an & gracefully
acknowledged andimplemented. ®
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Computer Fundamentals

| Introduction

Nowadays computers are extremely important in the modern world. Computers hold a
tremendous significance in the fast moving life of this modern world.

A computer is an electronic machine that works under instructions given by us. It can accept
data (input), manipulate the data according to specified rules (process), produce resulis
(output), and store the results for future use.

This chapter discusses how a computer accomplishes these tasks. Then dims some of
the peripheral devices (input and output devices) that a compuger, requires for its
functioning. This chapter also discusses the Central Processin® W% Samputer Memory
and Various Storage Devices.

Definition of Computer
Computer i1s an electronic device dc % ccept dnla (input), and perform

mathematical and iugical operationsat h d (processing), and display the result
(output) andalsosave (store)the results for future use.

| Working of a En@.

A Computer i$an imlowmation processing machine, It consists of a number of interrelated
compongits M“bﬁ[ together to convert data into information in a step-by-step process.
This 15 ﬂrﬂf:crmnl-: machine that performs operations to solve various problems very
qtitckly. Basically computer system performs the following steps :

1./ Input: Any data or instructions entered into a computer i1s known as Input. e.g. contents

typed and fed to a computer through the keyboard gets processed with the help of CPU.

2. Processing: The computer processes data according to the given mstructions. The
processing Is completed when the data entered gets converted into information through a
processor with the help of CPU.

3. Output: The computer produces useful information which gets displayved in the
monitor. This information 1s called output. e.g. The material displayed on the monitor
which we typed.

0.
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Any machine that feeds data into a computer 15 referred to as am [ ™3 1ce. The data or
instructions entered with the help of different input devices isaecepted by the input unit that
converts them into the acceptable form and supplies them o tiw n:-::nmputu:r system for further

processing. Some of the CG]TI[‘[‘IDI'E[".-’L]hEdJ]'!pll[d:.\’ll:E:-. aré keyboard, mouse, joystick, light
pen, trackball, scanner, digit META 2N d e e ¥iblet

| }Inuse

A mouse 1s an input dexscepapulacly known as pointing device as it allows us to point to

images on the screen, select and click items instead of typing commands. It controls the
movement ofthe surs ‘rorpointer on a display screen.

The topiofamouse usually has two buttons, a right button and a left button and a small wheel
ealled sercllbuiion that is used to scroll the window up and down. The buttom of a mouse is
flatand contains a mechanism that detects the movement of the mouse.

[vpes of Mouse

Optical Mouse: An Optical mouse uses laser to detect the mouse's
movement. It has a wheel withanumberoftiny holes init. Onone side
of the wheel 15 a source of light and on the other side 1s a light sensor.
As the wheel turns, the light flashes through the holes and the light
sensor sends corresponding information to the computer. It comes in
wired as well as wireless form.
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Mechanical Mouse: A mechanical mouse is a computer
mouse that contains a metal or rubber ball on its under
side. When the ball is rolled in any direction, sensors @"
inside the mouse detect this motion and move the on-
screen mouse pointer in the same direction. In addition to
that, there are three rollers in the ball slot. As the ball
rotates, it moves the rollers. These movements generate
electrical signals that indicate the distance and direction
in u.'hich the mouse is moving. It is the popular and leas!
expe ['.I-Dlll[ll'lE device. This is connected with the
CPU lhn:ru ghawire.

.1 I{E}'hnard

A keyboard 15 an input device that contains the keys. We press those keys to tvpe Information
and enter instructions for the computer to follow. It is one of the mest popular and widely used
input device. The keys have numbers, letters and special charagters marked on them. The keys
with numbers and letters marked on them are called® wiber kevs and Alphabet key
respectively. It comprises of numeric keys (1 to 9 and 0, Alphabetic keys ( A-Z & a-z), Function
keys (F1-F12), Symbolic keys (%, #, <, =, (@, & ‘ete:Y and Special keys (Enter key, Spacebar,
Caps lock, Tab key, Shift key, etc.). This 1§ also connected with the CPU like the mouse.
However cordless keyboards arealso @vatlable these days.
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| Light Pen
A Light Penisalsoa pointing device that looks like a simple writing pen. We can hold it hikea
pen and directly point at objects on the screen. Itunilizes a light-sensitive detector to select

objects onadisplay screen.

It is very useful for drawing images on the screen.

| Trackball
A trackball is a peinting device consisting of a ball held by a socket containing sensors to
detect the cofatigh of the ball. The ball can be rotated in any direction by using fingers. The

movementef the ball controls the movement of the pointer onthe screen. If compared witha
mouse, iLeequires lesserspace, as the whole device 1s not moved, only the ball is rotated.




. Joystick

A joystick 1s also a pointing device that 1s used to move an objecton a
screen. Itis popular among the gaming freaks. A joystick hasa vertical
lever that sticks out from the main mechanism, which 1s moved by the
user in different directions to control the actions of the game. Asimple
jovstick has only one or two buttons and a trigger. However, some
have many buttons and advanced capabilities.

| Scanmer
Scanner is an input device that is used to enter images, texts, drawings and photographs and
store them in the computer as electronic files. A Scanner is very much like a.copying

machine except that it creates a file of the document in computer memory instead of a paper
copy.

[vpes of Scanners

There are various types of scanners, namely. flatbed seanners, sheet-fed scanners, hand-
held scanners, drum scanners, etc.

Flatbed Scanners

Thisscanner is larger thanthehand-held scanner. It scans the document. image or textin o1
zo, Itis a type of optical scannenthat consists of a flat surface on which we lay documents to
be scanned. Flatbed scaamers are particularly effective for bound documents. Flatbed
scanners produeehighor quality imagesand are costlierthan the hand-held scanners.




[Computer Fundamentais| T

Sheet-fed Scanners

This scanner is similar to a flatbed scanner. Asheet fed scanner is a type of scanner thatscans
only one piece of paper at a time. The paper 1s moved automatically through the scanner
acrossastationary scan head. The scanned image 1s then sent to the computer for processing.

Hand-held Scanner : This scanneér 15 8maVin size and 1s available in different resolutions
(measures the quality of anamage). While scanning a document, this scanner is moved a
number of times over thie document to obtain the best results. It is not frequently used for

scanning images asitproduces Tow quality images. These scanners are cost less.




Compuater Fundamentals

Drum Scanner : This scanner is used to capture the highest resolution from an image. This
scanner is very costly. Ithas ascanning photomultiplier tube. While scanning a document, a
drum rolls over the entire document around the tube. Since drum scanners provide high
resolution, they are used when ascanned image hastobe enlarged.

SICIA CEAR-UCE
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(" Graphics Tabiet

A graphiestablet is an input device thatenables a
uSer to hand-draw images and graphics, similar
to.the way a person draws images with a pencil
it paper. These tablets may also be used to
capture data or handwritten signatures, It
consists of a flat surface and a pen-like device
used for drawing known as stvlus. Artists
usually draw picture on the graphic tablet which
1s displayed on the computer screen.
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| Digital Camera

A digital camera 1s a camera that takes videos or still
photographs by recording images on an electronic image
sensor. A digital camera stores images in the memory card
while the simple camera stores images on a film roll, thus
making it different from a simple camera.

A digital camera provides quality images, hence 1t 1s used more widely these days. Such
images can be downloaded from the memory card of the camera to a computer through a data
cable and saved on the hard disk. Many digital cameras can also record moving videos with
sound. Some digital cameras can crop and merge pictures and perform other elemeatary
image editing. There are various imaging softwares which let us edit images obtaimedfrom
the digital camera, forexample, Corel DRAW, Photoshop, Photo Editor, Picturelt. ctc.

| CPU (Central Processing Unit)

The Central processing unit is also known as Microprogesserbut more commonly called as
Processor. It 1s the brain of the computer where mosticaletilations take place. CPU is the
most important element of the computer system, 148 the main hardware component of a
computer as all the processing is dongunside 1t The speed of a computer depends mainly
Upon i1ts MICTOProcessor.

The central processinganit consist3 of three main parts, namely, the Arithmetic Logie Unit,
Registers and thedontedh L nit. All these parts jointly work together to process the datain a

computer,
6 entral Frocessing Unit HI'FI_'D
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. Control Unit : The control unit coordinates the components of a computer system.
The CU controls the movement of data inside as well as outside the CPU. It directs the
operation of the other units by providing timing and control signals. It communicates
between registers and the Arithmetic Logic Unit and between the CPU and all the
input, output and storage devices.

2. Arithmetic Logic Unit : The ALU is a fundamental building block of the Central
'rocessing Unit of a computer, and even the simplest microprocessors contain one for
purposes such as maintaining timers. It handles all the mathematical calculations and
logical comparisons such as addition, subtraction, less than, equal to, etc., whichare to

be performed on the data.

3. Registers: Registers are asmall amount of storage available as part of al Pldorather
digital processor. In other words, they hold the information on whighthe€ CPU is
currently working.

| Output Devices

An output device 1s any piece of computer hardwarc equipment used to communicate the
results of data processing carried out by an imfarmation processing system (such as a
computer) which converts the electnghyc3lly femerated information into human-readable
torm, Some of the commonly used outputdevices are plotter, monitor and printer. Modem 1s
used both asan input and output device.

Plotter

A plotter is used®o gencrate graphical outputs
made of a'series of straight lines such as
images. icharts, graphs, blueprints, maps.
circuit diagrams and other line-based ~
diagrams. Plotters differ from printers in such
a way that they draw lines using a pen. As a
result, they can produce continuous lines,
whereas printers can only simulate lines by
printing a closely spaced series of dots.
Multicolour plotters use different-coloured
pens to draw different colours.

O
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Monitor

The Electronic Visual Display of the Computer 1s called the monitor. It shows the output by
displaying the text and graphics on its screen. The screen of the monitor comprises of tiny
dots known as pixels that combines to form an image. A single pixel has three components
each for three basic colours : Red. Green and Blue (RGB). Monitors often look similar to
televisions. The main difference between a monitor and a television 1s that the monitor does
not have a television tuner to change channels. Monitors often have higher display

resolution than televisions. A high display resolution makes it easier to see smaller letters
and fine graphics.

Tvpes of Monitors

Monitors are generally classified as perthe technology used. They are of three fypes.
* CRT(Cathode Ray Tube)
* LCD(Liquid Crystal Display)
« LED(Light Emitting Diode)

Cathede Ray Tube {CRT)

B

GG LED. GO GREEN

Light Emitting Diode (LED)
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The differences between an CRT, LCD and LED monitor are listed in the following table :

Criteria CRT LCD LED
Cost Cheaper Costlier Costliest
Weizht Bulky Lighter and compact | Lighter, Compact and
Latest Technology

Power consumption | Requires more power | Requires less power | Can be used as aregular
Light source

| Printers

A printer is used to produce the printout or the hard copy of the output. 1t 1sa devicethat
prints text or illustrations on paper. There are many different types of printérs. Basically
printers are classified into two categories, namely, Impact and N on-TmpeSiprinters.

Impact printers : Impact printers refers to a class of printerSthatwork by banging aneedle
or a head against an ink ribbon to make a mark on the paper. Impact printers are classified
into line printers and character printers. Line printéssare those printers which prints asingle
line at a time and the printing speed varies from 300=2 000 lines per minute approximately.
Character printers are those printers which prints a single character at a time and the printing
speed varies from 30-600 chayastérs per sccond approximately. Impact printers include
Daisy wheel printers, Dot Matrix printers. Drum printers, etc.

Daisy wheel printers : Daisy wheel printers are those printers that produces letter quality
documents. Adaisy wheel printer works on the same principle as a ball-head typewriter. In
daisy wheelprinters, the print head is like a daisy flower and 1s made up of metallic or plastic
witec|s. Araised character is placed on the tip of the arms of the wheel. To print a character,
the painter rotates the disk until the desired letter is facing the paper. Then a hammer strikes
the disk, forcing the character to hit an ink ribbon, leaving an impression of the character on
the paper. We can change the daisy wheel to print different fonts.
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Dot matrix printers : Dot matrix printers are those printers which prints one characterata
time and the speed of which is measured in characters per second (cps). They are cheaper
and have low operating costs. Dot matrix printing is a type of computer printing which usesa
print head that runs back and forth, or in an up and down motion, on the page and prints by
impact, striking an ink-soaked cloth ribbon against the paper. much like the print
mechanism on a typewriter. However, unlike a typewriter or daisy wheel printer, letters are
drawn out of a dot matrix, and thus, varied fonts and arbitrary graphics can be produced.
They are very noisy, printonly in black and produces low quality printouts.

Drum printers : Drum printers are much %5t ~than the dot matrix and daisy wheel printers
as they printa line ina single operation. Drum printers are printer in which the character type
is mounted on a rotating drumthat contains a full character set for each printing position. For
a 132-column printer, there are | 32 character sets wrapped around the circumference of the
drum. This drumgeyvalves continuously and when a character is required to be printed, the
hammer strikés.on the character. However, drum printers are quite loud, produce low
qualitygrimt andare cry costly.

Non-impact printers : These are the type of printer that does not operate by striking a head
against a ribbon. These printers do not involve any contact between the print head and the
surface on which it prints. They provide a higher speed in terms of characters per second.
Examples of non-impact printers include laser and ink-jet printers. The term non-impact is
important primarily that it distinguishes quict printers from noisy (impact) printers.

<
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Laser printers : Laser printers are those printers that utilizes a
laser beam to produce an image on a drum. A laser printer works
like a photocopier to produce high quality imageq on a page. A
laser beam draws images on a ||-_ it-sensitive drum. The drum
picks up a fine powdered ink, called toner, and then transfers the
toner to the paper to create the images. A laser printer 1s a non-
impact high speed printer.

Inkjet printer: An inkjet printer outputs text and images by
spraying ink on the paper, an inkjet printer is slower and 15 not as
crisp as a laser printer, but it offers colour output for far less
amount, An inkjet printer 15 a non impact printer that forms
characters and graphics.

An inkjet printer produces a character by shooting small droplets of ink onto the paper.
Various techniqueq are used for spraying the droplets of ink onto []‘ll.'.' papr.,r The simplest
technique is the thermal heating process or the buMbde MkYe1 technology. In this technology,
the ink 15 heated "md the vaporized ink formsadubble. When the buhble expands. a drop of
ink is forced out onto the print head and it hits the paper.

[ Computer Mf:mnr‘r

The computérmémaogy1s a temporary storage area. It
holds the data and instructions that the CPU (Central
Processiag U'nit) needs. Before a program can be run,
theprogram is loaded from some storage medium into
the.memory. This allows the CPU direct access to the
program. Memory is a need for any computer. The
memory of a computer can be considered to be made
up of cells, each containing a small unit of
information. This information is stored in the form of
binary digits, that is 0s and 1s. These digits are the
smallest unit of information on a computer and are
called Bits. Following table lists the units used to
measure memory.

&>
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Unit Description

terabyte | terabyte= 1024 gigabytes. Terabyte memory is usually associated with
super computer.

bit It 15 the basic unit of memory. It can hold one of the two values: a*0” ora

‘1", Itisrepresented by ‘b"(in lower case).

byte | byte =8 bits. Itis represented by *B’ (in upper case).

kilobyte I kilobyte = 1024 bytes. Itis represented by KB.

measurement for hard disk. It 1s represented by GB.

nibble I nibble=4bits
word It 15 the number of bats treated as a m the central processing

unit. In an 8-bit machine. the wn% 15 8 bits; ina 16— bit machine, 1t
1ssixteen bits.

Eigabyte | gigabyte = 1024 megabytes. Gigabyte is the standard ua af@

ytes. It is represented by MB. Megabyte is the
urement for RAM.

ary memory is the computer memory that is accessed directly by the CPU. The primary

“memory, also known as the main memory, stores the system software and application

programs on which the CPU is currently working. The primary memory can be further
categorized into:

* Random Access Memory (RAM)
* Read Only Memory (ROM)

THIS IS A SAMPLE PDF
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| Computer Fundamentals SIS

Random Access Memory (RAM)

RAM (Random Access Memory) 1s a form of computer data storage. A random-access
device allows stored data to be accessed directly inany random order. The RAM is volatile
in nature as the contents in it are lost as soon as the computer is switched off. There are
several types of the RAM whichare listed in the following table.

Tvpes Description
DRAM (Dynamic Random | Type of Random Access Memory that stores each bit of |
Access Memory) data in a separate capacitor within an integrated circuit. It

stores data for a short period of time, that is. data is lost
aftera short interval of time. Even if the poweris sup plied,
constantly there isa continuous need torefresh nmmmgr

SDRAM (Synchronous Deliversalarge volume of dataata verylu gfl'prEﬂd
Dynamic Random Access
Memory
DDR (Double Data Rate Uses less powerand Iw&m Intel’s Pentium 4 machines,
Memory) has double speed as mfnpared tothe SDRAM
A ¥ B
SRAM (Static Random Eaﬂ'l‘r]'ﬁ_ the stored data as long as continuous power
Access Memory) SW"{}"’;S available, is fast and expensive as compared to
theDRAM
— —

ROM {Emrmu,ﬁ"ﬂ amory) The ROM is a class of storage medium used in computers
and uthﬁ#iﬂmmdewces The contents of the ROM can be written during
Baanu ;m ‘Data stored in ROM cannot be modified. It can only be read and used.

There are several types of ROM which are given as follows :

«Flash Memory : Flash memory 15 an electronic non-volatile computer storage device that
can be electrically erased and reprogrammed. The contents of flash memory are organized
in such a manner that a section of memory is erased in a single action of ‘flash’. Flash
memory are commonly used in mobile phones, computers, notebooks and so on. They are
very small in size,

PROM (Programmable Read Only Memory) : It 15 a form of digital memory where the
setting of each bit is locked by a fuse or ant1 fuse. Such PROMs are used to store programs
permanently.

0.
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EEPROM (Electrically Erasable Programmable Read Only Memory) : Contents can
be erased and reprogrammed repeatedly. The contents can be erased with the help of
electrical signals.

EPROM (Erasable Programmable Read Only Memory) : PROM chips have to be
exposed to the ultraviolet light for a specified period of time in order to erase the contents
stored init. The contents of EPROM can be erased and reprogrammed repeatedly.

| Second ary Memory

The storage capacity of secondary storage devices i1s very large as compared to primary
memory. The Secondary Memory is also known as Auxiliary Memory because the média
memory i1s temporary and limited in size. It 1s needed for storing instructions.and data
permanently. There are various types of secondary memory such as pen drive, hard disk,
blu-ray, optical disc. etc.

Pen Drive : Pen Driveisasmall and portable storage device yery aften
used these days. It is used to quickly transfer audio, widee and data
files from the hard disc of one computer to another, Its stovage capacity
is much higher than other removable storage dexiges such as CD and
DVD. It is compact, ightweight andéhas @ storaze capacity ranging
from 16 MB to 64 GB.

Hard Disk : A hard dask is also called as a Hard Disk
Drive or Hard Drggte . I8 a,storage device that contains
one or morg inflexihle. circular platters that use
magneiié particles to store data, instructions and
wdgrmation. The hard disk 1s kept inside the computer
¢ase and 1t stores programs and documents. It's storage
capacity 1smuch more than optical discs.

It 1s important to keep it away from magnets and magnetic devices. It1s sealed in a metallic
box, called the hard drive, which is fixed in the system unit.

Optical Disc : An optical disc 15 an electronic data storage medium
that can be written to and read using a low-powered laser beam. Itis
made up of plastic with a highly reflective metal coating, usually of
aluminium. An optical disc includes two laser beams out of which
one is used for reading data and the other 1s used for writing data.

<
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Blu-Ray : Blu-ray is an optical disc storage medium designed to
supersede the DVD format. It is also known as Blu-ray Disc, The
appearance of Blu ray disc 1s similar to CD and DVD, but its storage
capacity i1s much higher than the CD and the DVD. The plastic disc is
| 20 mm in diameter and 1.2 mm thick, the same size as DVDs and CDs.
It facilitates recording large amount of data and high-definition video
to provide better picture quality.

CDsand DVDs are examples of optical discs

CD (Compact Disc) : CD (Compact Disc) is a circular-shaped
optical disc used to store digital data. Now-a-days, CD is used to
carry most of the music and softwares sold to the general public.
Standard CDs have a diameter of 120 millimetres (4.7 inch) and can
hold up to 80 minutes of uncompressed audio or 700 MiB (actually
about 703 MiB or 737 MB) of data. To read information from a CD.at
1s placed inside the CD drive, whichis fixed inside the system umit.

DVD (Digital Versatile Disc) : A DVD looks like 3 CD"DVDs contain higher storage
capacity than compact discs (CDs) while having the same dimensions. As compared to a
CD, aDVD can hold much more data dtcanstoreabout 8.5 GB of data, whichmakes ita very
useful storage medium.

———
Exercise
—
. Filiin thebTank::
b, The is referred to as the brain of the computer.
¥ A 15 very useful for drawing images on the screen.
3 devices transform data and instructions mmto a form that 1s
understood by the computer.
4. The two categories of printers are and
5. An uses a laser to detect the mouse's movement.
6. 1s a type of optical scanner that consists of a flat surface on

which we lay documents to be scanned.

O
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IlI. Statewhetherthe following are *True’or*False’:

1. A daisy wheel printer 1s a type of non-impact printer.

2. Ajoystick 1s an example of an input device.

3. Alight pen is used to draw images and graphics manually
Just like one draws images using pencil and paper.

4. A monitor or a display 1s an electronic visual display
for computers.

5. The control unit handles all the mathematical calculations

and logical comparisons. ? O
6. The ROM 1s a class of storage medium used in computers
and other electronic devices. \(\9

°
111. Answerinbrief: ) 6"

1. Explainthe working ofa Computer System \
Ans.

2. Why are Secondary Storage Devices required?
Ans.

R 2
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3. Mention any three Input and Output devices.
Ans.
4. What 1s the difterence between RAM and ROM?
Ans.

C
=

D
5. Write short notes on the following : ° 6“&
oo

@
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a. Blu-ray:
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d. Graphics Tablet :

ge
e. Plotter:

— o
<

@)ianﬁm‘: between the items in each pair.

a. CRT and LCD monitors

Ans.

 ©
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b. Impact and Non-Impact printers
Ans.

c. SRAM and DRAM 9

1t? Define its parts.

2
) ; What is the Central P“
 ©

o
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Computer Arithmetic &

| Introduction

We use the decimal number system on a daily basis. The decimal number system starts from
0 to9. No matter in which from the input and output of number happens in a digital computer,
all operation are carried out in binary number system on a computer because computers only
understand Osand 1s which is known as the machine language. :

| Binary Number System

Computers perform arithmetic functions working at the Bit Level (ina bmr}rsystem} Now,
let us study the number system used by the computers. The base of lhﬁfﬂﬂ’ numbersystem
is2asitusesonly twodigits0and 1. The binary number O or | ;ﬂaﬂeﬂ abitwhich is the short
form of binary digit. In this system, all numbers are &, gmufj of bits. Like other number
systems, the value of a binary numberdepends on t‘-hasﬂmmnn ofeachdigitina group of bits.

The basicarithmetic operations include:

* Binary Addition follows smbﬁ rufes for decimal addition, except only 1 and 0 are
the allowed digits.

* Binary Suhr_[m. is more complicated as it involves using two's compliment and
binary addition.
. 1‘\ Multiphitation is actually much simpler than decimal multiplication. In the case

nfMﬂTmu]tlphcatmn we need to remember 3  9=27, 7 x 8 =56, and so on. In binary
\multiplication, we only need to remember the following,

Mx0=0
0x1=0
1x0=0
1x1=1
* Binary Division is similar to long divisions in decimal system. It uses what it called a
Shift and Subtract Method. Note that since binary operates in base 2. the multiplication

rules we need to remember are those that involve 0 and 1 only. Binary arithmetic division
1s by successive subtraction.

¢.
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Computer multiplication and division comes down to the successive addition and subtraction.
These operation in a binary numeral system are not different from decimal number system.
Nowadays computers can easily understand the language of decimal numbers, alphabet and
special characters like +=* 7 etc. The computer processes this languages and converts them into
0s and | s so that it can understand what the user has instructed to do.

| Base or Radix

The number system uses a specific Radix (Base). The base of a number system 1s the
number of digits 1t uses to represent the numbers in the system. These Radices include
binary (base 2), quaternary (base 4), octagonal (base 8) and hexagonal (base 16). The base 2,
binary system is dominant in computer system.

We know that decimal number system has 10 digitsi.e. from 0to 9. so its base lﬂﬂ.necause
electronic logic deals with currents that are ON or OFF, it has found cunvem&t to represent
quantities in binary form to perform arithmetic on a computer. Thusy Mad of having ten
differentdigits, in binary arithmetic, there are only two dlffemmﬂighs Oandl.

The weight of each digit of a decimal number sgstf:h &f:pﬁnds upon its relative position
(place value) with in the number.e.g. thenumber{m}

(3256),,=3000+200+50+6 or
(3256),=3 % 10°+2 % 10°+.5% 10" 46 » 10°

Inbinary system, thepalues arebased on the right to left position of digits using the power of
2 aspositionvalugsie mhmar}' number(10100)..

(10100)g= <25 0%2 +1 x2°+0x2'+0 % 2°
—16+0+ 4+0+0=(20),
i.g! Binary number 10100 is equal to 20 in decimal number.
or(10100).=(20),,

This means that the number 20 in decimal system is equal to ( 10100). in binary system.

| ConvertaDecimal Number to Binary

Conversions :-
1. Decimal Number System to Binary Number System.
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To convert a decimal numeral into a binary numeral:
Method :

a. Divide the numeral by 2 and the successive quotients by 2.

b. The successive remainders shall be 0 or 1.

c. These remainders are written in the reverse order for the binary equivalent.

Let us now understand this with the help of an example:

To convert (5),, into binary To convert (12),, into binary
b 12 Remamder 6
4 Remainder 6 o B \)9

5 2

£ LE = b 2 |3 = ©

2 03 = : “
b = 1 _.-69‘
¢ (5).=(101), v& (1100).
?\)

To convert(215),, into binary

Remainder
L., = (11001),
Converta Binary Number to Decimal
To convert a binary numeral into decimal system : e.g. (101),
Method :

1. Expand the digits in this way :
1 %x2+0x2+]1x2
(Multiply each digit by 2 and put a plus *+’ sign in between. )
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2. Now assign the powers starting from the right to left in ascending order.
1227 +0x2"+1 %2

3. Now, solve the powers and add the numbers.
1x4+0%x2+1x1=4+0+1=(5),

Note: 2" = 1. Your answer is incomplete without writing the base of the number.
To convert (1100), into decimal system :

(1100),=1x2’+1x2°+0x2'+0x 2°
=]xB8+1x4+0x2+0x]

=8+4+0+0 066

=(12), “O
To convert (10101), into decimal system :

(10101), = 1 x 2 +0x P+ 1 xT+0x2 +1x2° '\(\g
=1x16+0x8+1x4+0x2+1x] ..9“
—16+0+4+0+1 “\\

=(21), g
Thetable below gives the bi ents of the decimal numbers from 0 to 20.
Decimal Decimal Binary

in

00 11 1011

01 12 1100
2 10 13 1101
3 11 14 1110
4 100 15 1111
3 101 16 10000
6 110 17 10001
7 111 18 10010
8 1000 19 10011
9 1001 20 10100
10 1010

P
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Let us perform the following Mathematical Operations using Binary Numbers,
a. 15+5=20 e, I5x§=25
b. 15-5=10 d. 15+5=3
The binary numbers of 15 1s 1111_and §_ 1s 101,
a. Addition

B |

+ 103 66

10100, =2+2=16+4=20,
o\)

b. Subtraction “
: k-

¢. Multiplication ?
111 1“
eﬁﬂ
1111
$ 100101 1= 2+2+2+2"=64+8+2+1=175_
i ion
Fo1)1111 11

101
101
101
000
11,=2+2° =3,
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Computer Arithmetic .IIIIII

—
Exercise

—
I.  Fillin the blanks:
1. The Binary number system has as its base.

2. Inthe Binary system the number (5} is written as

3. The number system uses digits from 0 -9,

4. The decimal number 15 is represented as in the binary system. 6
5. system is used by the computers. \)9

I1. Answerin brief: “

1. Writeafew lines onthe Decimal Number System. g

Ans.

2. Explain what 1 in umber System with examples.

Q@
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3. TryYourself: Convert the Decimal Numbers from | to 20intothe Binary Numbersystem.

o<

0 11
I 12
2 13
3 14
4 15
5 16 R\-)
6 17 ‘ a (o)
7 18 '
g 19 @9 '
) &
10
O

2. 12x9

Il. Perform the following ‘“ﬁllﬂlll tionusing Binary Number System:
i ) X

©;"‘6

3. 16-12 4. 189

Q-
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———

Practicals

—
Switch on the Computer.

Observe the Desktop. icons and Taskbar.
Click Startbutton ¥ Program ¥ Accessories.

Click on Calculator.

ol ol ol

Now perform the conversions of decimal numbers from 10 to 20 into Binary System.
using calculator.

Hint : Click on *“View" U Select ‘Scientific’. Now enter the decimal num ﬁe
choose the Binary option to get the binary equivalent of the decimal nuvo

6. Write down the answer in your notebook.

7. Closethe calculatorby clickingon ‘File’menut *Close’. “\“

Nl

— |
Activity

—
Browse through computer m d journals and collect information and pictures
about the various / latest d%e s and stick them below. (Ex. Digital diaries, scanning

machinesetc,)

©2
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Flowchart

| Introduction to problem solving with computers

Today, man can handle varied problems that are
tedious and difficult in nature, with the help of
computers.

That 1s why computers are being used in all spheres of
life. For example Industries, educational institutions,
communications, aviations, etc.

At the same time, computer cannot be used to solve a
problem until a method of solution has been evolved
and a detailed procedure has been prepared by the

programmer.
This introduces the importance of Algorithms and flawe i‘a 3

Algorithm: An algorithm s a set of insic @i \The algnnthm comparises of a series of steps
necessary 1o find the solution toa mj:lﬁ It isaset of instructions to perform a specific job and
1s written in a logical seque BN

An algorithm can be ,’ asmnuﬂlne of the job to be performed. It can be compared to the
blueprint that an mrﬁﬂeparﬁ before the construction of a hmldmg An algorithm can be
prepared for doing ar ykind of work. An example of algorithm is given below.

Work to be done: Preparea cup of tea
1./ Go to the kitchen.

2. Pour 3/4th cup of water in a utensil.
Turn *ON"the gas stove.

Put the utensil on the gas stove.

Wait for the water to boil.

Add tea powder. sugar and milk.
Wait for the mixture to boil properly.
Turn *OFF " the gas stove.,

B0 e WAk W

¢.
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9. Pour the tea into a cup and serve or drink.

In this manner an outline must be prepared and then when actually performing the job, the
details must be kept in mind 1.e. how many spoons of sugar. tea powder etc. This was an example
for daily work. When working in BASIC the same method may be used as in the example below:

If the user wants to multiply three numbers, the algorithms will be as follows :
I. Take the first number from right side to be multiplied.

Take the second number to be multiphied.

Take the third number to be multiplied.

Multiply all the three numbers and store the product asa vaniable.

5. Print the product.

o 1

The Advantages of Algorithms :
1. Itdetermines the correctness of each step of problem solving technique’'or method.
2. Itreduces the number of steps. if possible.
3. Itincreases the speed of solving the problem.

| Flowchart
Flowchart 1 isa di: 12raim Or map shnwmgme Ma tiken to reach a certain result F lnwcharts can

graphical representation ufhﬂgurﬁlﬂn F iuwc;’nart uses dlﬂi:renl symbaols and “LUI.'L 5 to shuw
the steps involved in selviag a particular problem. The steps involved are represﬂnted by certain
kinds of symbals.

Flowcharts are ereated by the programmer to plan the steps in sequential order so that it

b:cum@‘mq:!&‘fn execute the job or program. Flowcharts help a person to see the steps

“involyedin pe rfnnmng a job or creating a program at a glance. The types of commands used
cagalso be seen ina flowchart.

Flowcharts help a programmer or an expert to communicate the plan or logic of a program to a
person who is not familiar to computer languages. It also helps in correcting errors convemently.

| Symbols used in Flowcharts

1. Terminal Symbol{Owval Shape)
The terminal box 1s used to mark the beginning and the end of
the flowchart. Each flowchart has only one beginning point

¢.
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*START’ written in it 1s drawn and at the end, the same symbol with ‘STOP” written mn it 1s

o

Every flowchart should have START symbol as the first symbol and the STOP symbol as the last
symbol. And joining them with arrow keys draws the rest of the symbols. Only one flow line can
come out of START symbol and any number of flow lines. 6

2. Input-Output Symbel { Parallelogram Shape) \)9

This symbol 1s used for two purposes, first for showing the
INPUT from the user and the second for showing the Result.
For showing the input data, INPUT is written on the symbol
and for showing the output, PRINT 1s written on the 5}'1!1!}0'

o\

l

t mput name at the time nfpmg;ram execution.

/ o /
This symbol 1s used to display the name on the monitor. Maximum four flow lines can enter into

itbut only one can come out of it.
T -
 ©
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3. Process Box (Rectangular Shape)

This symbol allows showing the processing point. It is used to show various computations
or calculations.

| I

A=A+1 l SUM=SUM~+120

I a | 93

» \"

So, all the calculation part 1s shown in ﬂlls l Here, maximum four flow
lines can enter into it but only one mmcum
4. Decision Box (Rhombus or Dia

Decision box 15 used in
box 1s called Chec
The decision

©2

sume r.:umlmun 15 to be checked. That 1s why, this
ch condition there can be only two answers, Ves or No.
t points and one entry point. Forexample :

Entry point

No {Exit point)

Yes (Exit point)

 ©
THIS IS A SAMPLE PDF



THIS IS A SAMPLE PDF

[ Flowchart BERNBN

Forchecking which value has bigger value, we draw the following symbol :

A 1s having greater value, ‘A is greater’ 1s |]l'| 1s bigger, then *B is Greater” 1s

printed.
ﬁm in sequence (step-by-step). For all these steps,

5. Flow Lines (Directional Arr
A flowchart shows

::h other by using arrow keys. There are four directional

vd nght.

symbaols are
arrows - up. dom 1

Down l Left «— Right —»

Through entry point the values of A and B are sen § c:hecked in decision box. If

for drawing a Flowchart :

The following rules must be kept in mind while preparing a flowchart.
I. Onlysymbols that have been discussed above must be used for drawing a flowchart. Other
symbols or shapes must not be used.
2. The flow symbols must not cross each other.
3. The flow symbaol 1.e. the arrows must not be excluded as they depict the logical flow of the
flow chart.
4. The tlow of the programs must be from top to bottom.
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The Advantages of flowchart :
1. Flow charts help in explaining the program to others who are not aware of programming
languages.
2. Flowcharts assist in reviewing and debugging of a program.
3. Flowcharts are easy to understand at a glance.

Examples of Flowchart
1. Adding four numbers :

Q@
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2. Accepting name, roll no. and printing them :

( ﬂlﬂ )

+ \)56

D X -
C ﬂm‘o%\g\\\(‘

3. Product of4 numbers : ?o

b

/ INPUT A, B,C. D /

 ©
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J—
Exercise

—
I. Fill in the blanks:

l. The symbol indicates the flow of a program.
2. The symbol 1s used for START.
3. is a step-by-step method of creating a program.
4. The symbol is used for Print, 6
5. An is a set of instructions. °°9
6. The box 1s used to input data into a Flowchart. “
I1. State the following statements are *True’ or *False’. “‘ﬁ%rite the correct
statement:

1. Flowchart complicates the program. \\

Ans.
2. The process symbol ‘ e diamond shaped box.

Ans.

l ' otrequired ina Flowchart.

‘inw:hartls adiagrammatic representation of an Algorithm.

5. Theparallelogram representsthe process symbol.

Ans.
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lowchart l.lll"

1I1. Answerinbrief:
1. What 15 an Algorithm?
Ans.

2. Write a short note on Flowchart.
Ans.

B
3. List out the various symbols used in a Flowchart and EWQ
Ans. %ﬁ
. 6 !e tour rules to be followed while drawing a Flowchart?

<
v Vo
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5. Write an Algorithm on how to make a cup of coffee.

Ans.

6. What 1s the difference between Algorithm and Flowchart?

Ans.

02

“\g\é

1. Switch on the Computer.

. Observe the Desktop.
. Chck Start = P “A £550T1es,

2
3
4. Choose Not
>

Pracm ‘\
i ?o“’\

ms for the following :
numbers.
. Calculate area of a square.
. Save your file.
7. Close Notepad.
—
Activity

—
Log on the Internet and find out information about the usage of Flowcharts and Algorithms
insolving complicated areas like space research, defence. etc.

QO
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Chapter

\ 4 .. } Networking

| Introduction

Nowadays almost all institutions are having computer facility. Computers are used for
various purposes as we studied earlier. We have our datas in it. Sometimes we need to share our
datas to some others. For this purpose we had been using Pendrives. Optical discs etc. But
sharing through these is very time taking and also not fully security proof. It was expeniencedifa
system would be there that computers are interlinked. datas could be transferred casuwand also
without loss of time, Gradually networking system was developed. This inter linked computer
system that provide easy transfer of datas from one computer to another € called Networkmg.
Let us know more about this in upcoming paragraphs.

s

| Computer Networking

A computer network is a collection of computers. and eemmunication hardwares and softwares
linked together to allow sharing of resemces and provide a facility for communication. It can
also be refered to as data netwesl or a telecommunications network that allows computers to
exchange data.
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In computer networks, networked computing devices pass data to each other through data
connections. The computers and devices which are part of the network can *talk’ to each other
and exchange information.

Data is transferred in the form of packets. The network links or connections between nodes are
established using either cable media or wireless media. The best-known computer network 1s
the Internet.

A computer network or simply a network. is a collection of computers and other hardware
components interconnected by communication channels that allows sharing of resources and
information.

A computer network facilitates interpersonal communications allowing people to commumcate
efficiently and easily via email, instant messaging, chat rooms, telephone, video telephone calls,
and video conferencing. Providing access to information on shared stn_,[agﬁ:‘ﬂévices IS an
important feature of many networks. A network allows sharing ufﬁicg.,,dﬁiﬁ_ﬂnd other types of
information giving authorized users the ability to access informatiofistered on other computers
on the network. A network allows sharing of network and@©emputing resources. Users may
access and use resources provided by devices on thmﬁp& such as printing a document on a
shared network printer.

The communication media used mm&rmﬁ to form a computer network include_clectrical
cable, optical fiber and rad g8 <= (Wireless networking).

( rurpnmmumﬁ

A computer netwaork can serve several distinct purposes:
» Sharing resources (files, applications or hardware, an Internet connection, etc. )

* Communication between people (email, live discussions. etc.)
"+ Communication between processes (such as between industrial computers)

* Guaranteeing full access to information for a specified group of people (networked
databases)

» Multiplaver video games
[ Advantages of Computer Networking
1. Sharing of devices such as printer and scanner.
2. Sharing of programs’ softwares.
3. Sharing of files.

¢.
THIS IS A SAMPLE PDF



THIS IS A SAMPLE PDF

Networking BB

il B o

2.
10.

Sharing of data and information.

Sharing of single high speed internet connection.

Can access server centered database.

Better communication using internet services such as e-mail, mailing list and chats.
Overall speed of the procedure increases.

Cost of a network version of software is comparatively less.

Centralised Software Management.

| Networking Components

Computer networks share common devices. functions, and features including servers, lienis,
transmission media, shared data, shared printers and other hardware and softwareresources,
Network Interface Card (NIC), Local Operating System (LOS), and the Network Operating
System (NOS). >,

Servers - Servers are computers that hold shared filsscpregrams. and the network
operating system. Servers provide access to network resources for all the users of the
network. There are many different kinds of seevers;and each server can provide several
functions. For example, there are file sérvers, print servers, mail servers, communication
servers, database servers, faxServersandweb servers, to name a few.

. Clients - Chents arejeomputers that access and use the network and shared network

resources. C]ie@ﬁi;ﬂlpﬁiﬁ'& are basically the customers(users) of the network. as they
request and receive sérvices from the servers.

: Tyﬂ,niﬁm"-ﬁ]edin - Transmission media are the facilities used to interconnect

cﬁfﬁp@rs'iﬂ a network, such as twisted-pair wire, coaxial cable, and optical fiber cable.

Transmission media are sometimes called channels, links or lines.

Shared data - Shared datas are datas that file servers provide to clients such as data files,
printer access programs and e-mail.

. Shared printers and other peripherals - Shared printers and peripherals are hardware

resources provided to the users of the network by servers. Resources provided include data
files, printers. softwares or any other items used by the the clients on the network.

Network Interface Card - Each computer in a network has a special expansion card
called a Network Interface Card (NIC). The NIC prepares(formats) and sends data.
receives data and controls data flow between the computer and the network. On the

<
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10.

11,

‘{hﬂﬂ#ﬂﬂﬂd for telephone lines, 1s the cheapesland easiest to
Anstall; it has the lowest message carrying capacity of the

transmission side, the NIC passes frames of data on to the physical layer, which transmits
the data to the physical link. On the receiver's side, the NIC processes bits received from
the physical laver and processes the message based on its contents,

Local Operating System - A local operating system allows personal computers to access
files, print to a local printer, and have and use one or more disk and CD drives that are
located on the computer. Examples are MS-DOS, Unix, Linux, Windows 2000, Windows
98, Windows XP etc.

Network Operating System - The network operating system is a program that runs on
computers and servers, and allows the computers to communicate over the network.

Hub - Hub is a device that splits a network connection into multiple computers. It ﬁﬁﬁf a
distribution center. When a computer request information from a netwari’;f;gﬁik'sﬁeciﬁc
computer, it sends the request to the hub through a cable. The hub willgecaive the request
and transmit it to the entire network. Each computer in the nemmﬁsﬁ{mid then figure out
whether the broadcast data is for them or not. 3

Switch - Switch is a telecommunication devige grouped as one of the computer network
components. Switch is like a Hub but builtan with advanced features. It uses physical
device addresses in each incoming messagesso that it can deliver the message to the night
destination or port. S

Network Cable -his‘lh&ﬂbleﬂhmh physically connects a user's computer to a network.
The cable mim Eath for the information to follow from one computer to another.
There are three p inciple types of cables used in local area networks (LANs):

Unshielded/shielded twisted pair (UTP or STP), like

three types.

Coaxial cable (coax). like those used for cable TV, has
higher capacity than UTP or STP but is also more
expensive.

Fibre Optic Cable carries messages in the form of light
and has the highest message carrying capacity; but it is also
the costliest and is difficult to install.

<
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| Tvpes of Networks

2
3.
P

LAN (Local Area Network)

. MAN (Metropolitan Area Network)

WAN (Wide Area Network)

LAN (Local Area Network): This network is a system in which more than one computer
are functioning interlinked, that enables data transferring without applying any outer
means such as Pendrives or Optical discs. This inter link system is formed by linking the
computers through wires. This system 1s applicable for a very short distance.

This system 1s used for such large offices where many computers are working and needsto
share datas with each other. The computers are not installed at far places from eachiothérs
and connecting them through wires is not difficult. This type of netwark issnormally
indicated as LAN (Local Area Network).

This system needs a circuit board which is called NIC (Network Interface Card). Through
this circuit board, all the computer under LAN [Lnn;:af‘ Area Network) are connected
through wires. This system works well in sinrmg datas between each other. Its
maintenance cost is also marginal.

MAN (Metropolitan Area ‘!u. twa k)2 This network is larger than LAN {Lch:al Area
Network). This needs betier qu ".-ﬁf connecting systems. Since this system is normally
used within a large glt?mqu:!ﬁ»a high quality speedy connection that obstructs to a zero
level. In this systemmany omputers work together and share datas smoothly.

This netwaork also provides connections in a limited number, though the numbers are very
high._In mmparlsun to LAN(Local Area Network) more number of computers are
cmd in this system. Naturally this costs more than that of LAN (Local Area
Network),

WAN (Wide Area Network): As we know that we are now passing through

globalisation. ‘Kar lo duniva muthi mein ' is the slogan of the present time. We need to
reachout worldwide, that becomes possible with the computers. We are sharing our
contents through internet, we are sending e-mails from one part of the world to another
part of the world. This facility 1s established by connecting computers worldwide.
This is not possible by connecting them through wires. This connection is made
possible by applying wireless systems through satellites and other modes. By using
frequency spectrums the computers in indefinite numbers are connected worldwide

between each other.
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Banking transactions, Railway reservations, Air tickets, Hotel bookings. sending e-mails etc.
worldwide have now become so easy by using WAN (Wide Area Network). For this every
individual networking institutions control their networks through their hubs. They are
connected through networks topology, which will be discussed later in the chapter.

r Server and Client

There are two main types of computers on a network: Server and Client. A server 1s a network
computer that contains resources that are shared with other computers within the network. In
other words, a server 1s a computer that serves information to other computers. These other
computers, called clients, can connect to aserver either through a local area network (LAN)ora
wide area network (WAN), such as the Internet.

| Tvpes of Servers

Database Server:

A database server 15 a computer program that provides dntahasﬁ,ﬁm'iwiﬂ other computer
programs or computers. The term may also refer to a computer dedicated to running such a

program.
It pmwdes database services to other computer prog ms or computers. A Database Serverisa
computerina LAN that is dedicated to @@bﬁﬁﬂt&ﬁg& and retrieval.

Application Server:
Itisaserver dedicated to mmﬂertﬁn software applications.

In a computer teramr]i;m}lim’hnn servers have the lion's share between database servers and
end users. A eferred as middleware. Middleware 1s that software that establishes a
connectionbetwee ntwo separate applications that are otherwise apart.

hﬁhcﬁ{"m

Toi m%m:we the management of mailing lists, list servers are used. It could be interactive debates
wopen for public or one way lists that deliver newsletters, announcements or advertising.

Chat Server:

This server enables a number of people to share the information in the environment of an
internet newsgroup that offer realtime discussion capabilities. It is used to refer to a number of
different features of computer.

Fax Servers:

Those organizations that want to reduce the incoming and outgoing telephone resources, a fax
server is an idle solution.

0.
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Mail Servers:

Mail server 1s as important as Web server. It is used to send and store mails on the corporate
networks through LAN's and WAN's and across the internet.

News Servers:

They work as a source of distribution and delivery of hundreds of available public news groups
accessible over the USENET news network. USENET 1s a global bulletin broad system that can
be approached via internet or via a variety of online services.

Groupware Servers:

This 1s a software that is designed to make the users able to work together, regardless of their
location through internet.

| Disadvantagesof Computer Networking
I. Ifanetwork file server develops a fault, then users may not be able w'run the application

programs.

2. Afaulton the network can cause users to lose data (i1f l!w:ﬁeﬂ Eieii.hg worked upon are not
saved). \ g

3. Ifthe network stops operating, then it may mﬁb&pﬂsmble t0 access various resources.

4. Users work-throughout bacumef&peﬁem upon network and the skill of the systems
manager.

5. Decisions on I'EWE ﬂiq:lmﬁ’g tend to become centralized, for example, what word
processor 1s.used, prmtersare bought. etc.

6. As mﬁﬁmﬂ’nn a network. the performance degrades unless it is designed properly.
7, EME!:M&}' be located too far away from some users.
8. ’.Thﬁlmgﬂ' the network becomes. the more difficult it is to manage.

) Rﬂmrk'l’upﬂngr

Network Topology is the arrangement of various elements (servers, printers, scanners,
computers, links, nodes etc.) of a computer network. It refers to the lavout or map of connected
devices on a local area network. There are three basic types of network topologies employed in
designing a LAN. These are known as bus, ring and star. Hybrid and mesh topologies employ
two or all of these basic types. Each topology is suited to specific tasks and has its own
advantages and disadvantages.
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Bus Topology:

Bus Topology is the simplest of network topologies. In this type of topology. all the nodes
(computers and peripheral devices) are connected to the single cable (called bus), by the help of
connectors. This central cable 1s the backbone of the network and 15 known as Bus (thus the
name ). Every workstation communicates with the other device through this Bus. Bus networks
are useful in small networks (like those setup in a small offices) and have the advantage of using
less cable.

SETver Frimier

T-Csnpectur -

Ring Topology:

In Ring Topology, all the nodes are connected to eagh-oather in such a way that they make a
closed loop. Each workstation 1s connected. to tWo other components on either side. and it
communicates with these two adjacent meighbours. Data travels around the network in one
direction. Today, the ring topology isseldom used.

\
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Star Topology:

Alternatively referred to as a star network, star topelogy 1s one of the most common network
setups. In this arrangement, every node connects to a central hub, switch or computer; the hub
acting as a server and the peripheral devices as clients. The attachment of these network pieces
to the central component is visually represented in a form similar to a star. A major disadvantage
of this network topology is that if the central hub fails, all of the connected devices are
disconnected.

l__,.h

Hvbrid Topology:
Hybrid. as the name suggests, is amixture oftwo different types. The combination of two or
more different topologies. makes for a hybnd topology. When different topologies are

connected to one anotheri they do not display characteristics of any one specific topology. Two
common examplesforHybrid network are: Star Ring network and Star Bus network.
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Mesh Topology:

The topology of a network whose components are all connected directly to every other
component is called as a mesh topology. In Mesh topology, every network device 1s connected
to other network devices. Mesh topology 1s costly because of the extra cables needed and it 15
very complex and difficult to manage. The main advantage of mesh topology 1s multiple paths
to the destination computer. If one link 15 down, we have another path to reach the destination.
Mesh Topology is not commonly used these days.

Tree Topology:
Tree topologies integrate multiple startopologicstogether onto a bus. In its simplest form, only
hub devices connect directly to the wee bus. and each hub functions as the root of a tree of
devices. This bus/star hybridapproach supports future expandability of the network much better
than a bus or a star along.
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Exercise
—_—

I Fillin the blanks:

I. When two or more PCs connected together such that they can share data between each
other is called a

2. LAN stands for
3. Types of network topology are

and 96

4. File, print, mail, fax and back-ups are all ; \)

5. Types of networks are : and %o :

6. Two benefits of networking are and 4

7. A cable has higher capacity than t lower than that of a

fibre optic cable.

N
8. For two devices on a network to c@ ate, they must follow the same

9. crea 1 d worldwide data communication networks.
10. A 1s a computer on a network that requests and receives services from a
Server.

ame the different types of Networking Cables.

¢ following:
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2. State the disadvantages of Networking Computers.
Ans.

State five benetits of Networking Computers.
Ans.

 ©
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IIl. Name the following:

I. A network topology which use both bus and ring
topologies.

2. The central cable in the bus topology.

3. Itsplits a network connection in to multiple computers.

4. It 15 a server dedicated to run certain software
applications.

5. These are the computers that hold shared files, programs

and the network operating system. &6
O
er

IV. State whether the given statements are True or False : ?
Statement g nsw

°
1. Acombination of star and ring topology 1s called a mesh \‘\o

topology. ‘\6
2. A fibre optic cable has the lowest messa @Ing

capacity. ?

3. Shanng of peripheral th on office space
and cost.

4. NOCisal fwork driver.

be efficiently shared by networking

Open awebsite. Find the list ofall the wonders of the world. Download the list, alsosave itin
the folder *My documents” with the name *Wonders of the World".
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Introduction to Excel

| Introduction

A spreadsheet 1s a software made up of sheet with many rows and columns. It is a program that is
used to record and handle large amounts of numerical information.

Some example for spreadsheet are LOTUSI23, VP Planner and MS Excel. We can create.
reports in MS Excel. MS Excel is a part of MS Office package. It has 10.48.576 rows and 16,384

Columns.

Advantages of Spreadsheet
The advantages of using spreadsheet program are as follows:

I. We can store large spreadsheets effortlessly on the computer”

2. Wecan make changes easily.

3. Calculations are almost error free.

4. Once data value has been chaﬁqﬁ% f'ﬂrmulae automatically recalculates the end result
5. Charts can be shown Jﬁgmaﬂeel

6. Reports can l;:a gmed inthe formof chart.

7 ing, ng and furmatung data 1s easy in a spreadsheet as it includes rows and

BN ]h:lﬂbe used as our day to day planner to organize our routines and schedules.
Beatnres of spreadsheet:

‘The basic features of this program are same as in other Microsoft Office programs, but it has
many advantages for working with large amount of data.

|. Functions:
Mathematical: Add, subtract., divide, multiply.
Logical: average, sum, mod, product

2. Charts & Graphs: With charts. we can clearly show products’ evaluation to the clients.
For example which product’s sale i1s more or less in this month.
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3. Sorting and Filter: In sorting we can sort our data and also filter our data (alphabetically
or numerically) so that repetitions could be scrutinised.

4. Formulae: Excel has a range of formulas that perform a vanety of calculations. Any
changes in numeric values, automatically recalculate the end result

5. Clip Art: Inthis we can add images and also audio, video clips can be added here.

6. Tables: Tables are created with different fields. E.g. -name, age. address, roll no.. so we
add a table to fill these values.

7. Images and Backgrounds: Inthis we add images and backgrounds in sheet.

| Starting With MS Excel

MS-Excel can be started in two ways.
Steps for starting MS Excel.
Click on Start button on the Taskbar.
Click on All Programs.
Click on Microsoft Office.
Click on Microsoft Office Excel.
Or
Click on &) button of shericut bar endesktop.

B

— Workbook
Name

{huck Access §
too] bar

Fi""_“|'lh.| h;mj

=y p & ! .__'_|--m | g |-|-||| o1 -lwih T e oy

g =i L

e 0 S e, Jm et ~ Ribbon

Mienue

B _ : B qu__I ‘unction
B
4 Y b
Nt @~ Cell Pomter
sl ; Tool
Bar

Rows — i L odumin

clive £
ahioel

Sheet
Tab
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1. Rows: In Excel, a row 15 a grouping of cells that run from the left to right of a page. Rows
run horizontally in an Excel worksheet. They are identified by a number in the row header.

There are 10,48.576 rows in each Excel worksheet.

labelled from left to nght and are named A, B... ...
are called column headers.

Cell: In Excel
Intersection

% ﬁz‘darbﬂx in a row worksheet 1s referred to as a cell. A cell 1s the

lumn and a row.

Excel is always stored in a cell. In the newest versions of Excel there are
illion cells in each worksheet.

0 keep track of where data is stored. each cell has a cell reference consisting of the
column letter and row number of where the cell is located.

i)

Cell —eg

{
]

Py
i
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4. Office button: The office button is a round button
on the top most left comer of the window with
Microsoft Office logo on it. It includes options
similar to the options on file menu in the earlier
versions of Microsoft Excel such as New, Open,

Save, Print, etc. B P |

5. Quick Access Toolbar: The Quick Access | .. " !
: s : e 1
Toolbar is found above the ribbon to the rightof | & | :::-::. i

the Office button. The toolbar contains shortcuts E"i . S speting

1 (o] unae .
to a number of -:ummnn!],r perrﬁ:-rmed tasks such as g I } 3
open, save, undo and quick print. 22 | son gy & |
; - e

6. Workbook: A workbook 15 a spreadsheet file. | 4 b 52 |
Each workbook in Excel contains three pages or | 5 o c*uwummnmm E
worksheets. B ea\® — " f
I - |

The term spreadsheet 15 often used to refer to aworkbook, but in fact, spreadsheet refers to
the computer program, such as ExcelsWhenwe open the excel spreadsheet program, it
loads an empty workbook fileonsisting of three blank worksheets for us to use.

7. Ribbon: The Rih@'ﬁﬁ_igri’@‘tu help us quickly to find the commands that we need to
complete a taskCommands are organized in logical groups, which are collected together
under ta.];s Eﬂl %ﬂﬂzla[es to a type of activity, such as writing or laying out a page. It
mﬂiﬂes mnm"‘lmls to format, edit, calculate and present data as required.

8. Formula Bar: The formula bar in Excel is located above the work area of the spreadsheet.
The formula bar displays the data or formula stored in the active cell. The formula bar can
be used to enter oredit a formula, a function, ordata in acell.

¢.
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Formula Bar appears just below the ribbon and is divided into three sections:

10,

Name Box: This box 1s on the left side

which displays the address of the current | - _!

cell or active cell.

Cell Content: The last area to the
immediate right of the Function Wizard
button displays the content of the active
cell.

Formulae Bar Button: The mddle
section displays the Function Wizard
button which displays a check and ‘X’
marks when we enter or edit cell data.

Active Cell: In a spreadsheet program such as Excel. the

m | li"""“ ___Efﬁ"i*blr-n

Fa g, St b FT*#{*%_T"“"E'I =
T e ———
1 \\‘.-"r'ei'mr.' Haor

Cedl Conddnt
Formlae Bay Button

ntitied by a black

active
border or outline surrounding the cell. The active r.ell I ”m as the current cell or

the cell that 1s in focus.

Spreadsheet (Worksheet): A spreadshee

Office Calc, or Google docs sprf:

n 15 a computer such as Excel, open

mmhﬂ of built in feature and tools, such
lata analysis tools that make it easier to work with large
used to refer to the computer file created by the above

S - T T TR S N R TS <

T
i

12l sl e

2B

[
£

R
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How te enter Data in the Worksheet

To enter data in worksheet, we have to follow these steps:
1. Click oncell B2 and type ‘Company Secretaries Examination, December2014°,

2. Take cursor onto the other cell with the cursor control keys or by using the mouse. The cell
becomes active and we can now enter data on this cell.

3. Type the data as shown below.

_al

i

a {31 |l-urmmnu Irgrams,

L]

& 25122901 Cowipatn beuretarial Practive

3 2113274 sl impy, Apmieenremte s Flewding, bt Ko

0. 12122035 [5em R\ .

. TIATITIN (Mun  |Tisiisl, Towsny o Ceves M W Cunmirsiy, Conmsinl Dav

i 2512281 |y A ‘

1 36,12.2011 ; i r@mhmﬂm Loy Az s il o1s e
15 1138 e frsclive Circical Mo b ol Sertariien waves
11 5.12.2301 Bt it ke Conrchiaige reduatyinl, L arig il L
15 -I'F-I-i-Hﬂ’F 1eac Clley anel Selyominmbilile

ih

4. Cell selegtmﬁ
It mﬂjtﬂmﬁﬂ‘ﬂ cell orrange of cells before we perform various activities like:

s hwinr copying data from one position to another.
"+ Formatting the text.

-~ Calculations of numeric data. .ﬁhﬂ- {% = J g

. .ﬂudfilmg and deleting rows and columns. n;ﬁ' i '.I_ |

* Editing the text. L . R
Selecting a Cell and Ranging cells: _ M_ . -

To select cells use the mouse pointer to click on acell or cells. Itis |1

known as highlighting. Before we can perform work on data such as Ja'.-_ |
formatting or including it in a function or formulate the cell(s), the | ;

data reside in must first be selected. }T" —
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There are a number of ways to select cells including: Drag and select, Typing a range in the
Name Box and using arrow keys on the keyboard.

Steps to select a range of cells (For example from B4 to E15)
I. Clickonthe cell B4,

2. Hold the mouse and drag till E15 towards the right.

Y
- |y.-n- On, . Jeiehesiond 2oy i e L g s
% l'll-&'.l'l'n.ﬂlll.'a.n.-l
. R  [Commurdercealal Frici Corzny 9
Brfting Apgocranee and Booding Lasand
[ % .
£ _h‘:ulh.ﬁ!."’ﬂ;'pmp aw| F iy A b T T e

Wl \
o, Allian memww
- ESITEL Aot A Narrene s Lo

BBl akian aeal Smpieral a

Sl

Alternate method to scluw gﬁ!& ells
. Clickon the cellB4.-

2. P"EEHW}S&EII%}' and use the down and night arrow keys on the keyboard to select
therangeofcelltill E15.

Compary Secrewaries Examanation, December 2014

[y Wy [Fenkissicron agrime Feshinn rims

AL e [ [Lrenpant Sreresadal Free émrar-ﬂm

2lizaont naliiey, Apmrearmive wid Flga o Lo e M Aty

FLAXIONL )

FANSANS Men [Hnancial | ensiny and bens Maragement rran i ivrenesal s

BEATINA [Tew.  |Dicoreie Mevaumioiw end rsubem Tauley

F1anma fran

syt |l Lierscgic nageagenenn, Sllanss god intamistion  Lampari sceunts snd Rudsig practies

ErAEELIEE (8 oot Toik Lt i Puaidites mmdmm

TN S mgmmm:mm e, | abvear e Jeral v
d
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How to Select cells which are away from each other.

1. Firstclick on, one of the cells we want to select.

2. Press and hold the control key and simultaneously click on the remaming cell to be

selected.

How to select an Entire Row:

Click on the row header of the row we want to select. The entire row 1s now selected.

3 |Company Secretanes Examination, December 2014

-
a Lats Lisy Frofedsionsl Fesarems

3

¥ ALVLARE [ naypary Semetaial Fracticn p &% b

7 FARPIE T P E irifing apprarnes and aading ikt and gt arrounss

M FhALINE [Ner e, 0

AR LA W werieamie { aromperial § i

D AL hioRiie -l-.l.w : o LT

L1 Al ame wed A

4 ML | i r'l.*mnr adirirmon  Cerpay Aosnants and dadisng pracfice
4 AT AR A wE e Frostise it Markste e Sermirdies laws
A4 M VERNE e lhlﬁ-uni C et CAmpianee eeedpafrial; o Abewir and fqnarsl cmk
1 AN Raner, Hutnes =i and st aniley

How to selwmﬁ:ﬂ‘tﬁﬁumn:

Click o the.column header of the column
e want 4@ select. The entire column now

'ﬁ:iizselectéd.

=
-
& [pm 5 [ PR ——
=
- &0 38,0028 i Congary Fonteripl Pracioe
“F FHE T iwdine Aepsdrerce gl Aandne
U REIATAR SN . n o
. dnaespds Aem o leacelsh cwacuny e oees aratEmest
i SULLE DY fue amparee baabralerls aelinsabarey
% e iErols el
SR  Rha bunb,r.l-r hhm.l:tm‘r..ﬂiu.u: ane rle'll':hr
2Epzmn ol Advanesd jax Lo and Pardes
z _'l.na-lilla:ltrnnii I:armhm[ﬂatr
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How to Select an Entire Worksheet:
a. Click on the square at the top left side of the spreadsheet

BADIGEE B S kil s it
: - 1% Thralib At ot b o i
L e Tl Ty e Ut nmenss smekelaemea k) e
ﬂaﬁm T, Serie ke apaliming Tas b :
Irinn bm St e it St o i (< A ke i b i =
ALY B e ribntiahy iAo o

e L o e o &
How to deselecting the cell:

To deselecta cell, we need to click anywhere outside the selected ar‘@%eadsheet.
How to delete the cells: * 6
I. Letus take an example of an Excel sheet shm%“me Table for Company Secretaries

Examination. ?o
elete.

2. Selectthe rows 9to 15 and clig

ng cells:

erge cell 1s a function in database software that allows multiple adjacent cells to be combined

into a single larger cell. This is done by selecting all cells to be merged and choosing the “Merge
Cells™ command.

Steps for merging cell:
1. Selectthe cells which we want to merge.

2. Chckon the merge option on Home menu of the Ribbon.
The selected cells are now merged.

THIS IS A SAMPLE PDF



THIS IS A SAMPLE PDF

Introdoction o Excel l.lll"

J—
Exercise

—

I.  State whether the following statement are *True’or *False™:

Vertical lines of cells are known as rows.

Grouping one or more cells together is known as deselecting Cells.
A workbook 1s a worksheet where data 1s arranged in tabular form.

The formula bar displays the address and contents of the current cell.
A cell defined as an intersection of rows and columns. -
A spreadsheetis a consistof 16,384 rowsand 10,48,576 columns.
II. Fillin the Blanks:

1. 1sacollection of worksheets.

2. MS Excel i1s used to record and manipulate Iarge amount of
information.

- S o o e

3. We can create. edit, copy and paste data in
4. Aworkbook includes worksheets by default.
5. IS a c[g@w-ﬁ_jﬁlem which information 1s permanently stored in
Mir:rnsuftEm:el
es 01 ce‘lﬁ‘hrecalled

7. A single Msﬁt“et in Excel has maximum rows and
columns.

NG ME one or more cells together is known as

¥ i1s a bar located above the work area in MS E:l:cel 2007 which includes
various tools to format, edit, calculate and present data as required.

10. A is defined as an intersection of a row and a column.

1. is a box on the left side which displays the address of the current cell.
12, The vertical lines of cell are called .

13. Formatting cells helps to enhance the of the spreadsheet.

14. The spreadsheet of excelis also knownas
15. Wecantypeina
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I11. Write the steps of the following:

1. ToselectaRange of Cells with anexample.
Ans.

2. Toselectan Entire Column.

3. Tostart MS Excel
Ans.

4, Toselectan Entire Row,
Ans.

Q>
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Re-arrange the jumbled —up letters to form the correct words:
SLEMXCE
SVAE
OKSERWHTE
PEDDHETEARS
WRO
ORBOKWOK
OLMUCN

SLX

UNEMCIR
RPOGRMAS

Activity \!
o %ﬁ

I. Openanew spreadsheet and enter the data as show

V.

1.
2,
3.
4.
3.
6.
7.
8.
9.

—
=

8 Sugar 45

Add a suitable border to the table.

Copy all the contents to another worksheet.
Move the data to another workbook.

Apply background colour for the first row.
Apply different font colour for names.

Insert one more row and add another food name.

Make the column and row headings to bold, Italics and font size to 10.

Howmewe =\

=
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II. ©Open MS Excel software program Apri School Events
and prepare a table using the 6 PTA Meeting
following information. 12 Sports Day
28 Puppet show
29 Elocution competition
30 Creative Writing Competition

I11. Perform the following operations for the above planner for the month of April.
a. Aftersports day insert an event of going to a Field Tripon March 17.
b. The Puppet show is postponed to April 31 and the Creative Writing Cumpetlthﬁég

preponed to March 27.
IV. Open anew workbook and enter the following data.
cRoR LAKH THOUSAND e\ )
TenCrore |OneCrore  |[Tenlakh | One Lakh® | Ten Thousand | One Tens Ohnes:

1 | L I I | I

ﬁF‘]ﬂ}’ hﬂrdﬂﬁ o tHE Ep'EL‘iﬁC cnm" . ¢

I.
2. Make use of merge cells.
3. Select and copy I‘J‘m mﬁ%ts to another workbook.
4. Applya hackgrﬁhﬂ.culéﬁ“fur second row.
5. Move the data 1o another workbook.
6. ]ngﬂl a Waﬁﬂﬂa column. Pen 10
8. ﬂpﬂ’f dlﬂ"erent font colours for each row. i ;1
Y/ Perform the following operations for the bill
summary provided. Bottle 50
1. Insert two rows and add the following items in the Note Book 60
list of stationery items and their cost, Bag R0
2. :].lllEE['l t:lm column and add the information given Crayons 10
ongside. -
E Drawing Book 23
Tiffin Box 40
Ruler 10
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Windows - Extension

| Introduction
This chapter introduces two important and powerful tools, namely Control Panel and

Windows Explorer.

Control Panel Icon Windaws Explorey Mi‘#

The Control Panel is a part of the Microsoft Window, grgphkai user interface which allows
users to view and manipulate basic system setti 7 d *ontrols such as adding hardware,
adding and remuvmg software, ccmtmll.ln r@ﬁ wints and changing accessibility options.
It has two views, Classic View andy(a |“E;; iew, and it 1s possible to switch between these
through an option that appearm cither left side or top of the window.

Windows Explorer, altﬁ;mtﬁ referred to as File Explorer is a file browser found in Microsoft
Windows 95 and Hﬂmi:ers on to explorer and manage the drives, folders and files on the
i:nmputer ough ‘similar, Microsoft Windows Explorer is not the same as
1| sttt is not Microsoft Internet Explorer, even though Internet Explorer is some
m 1 ';n-a"_;:- referred to as Explorer. It displays the files, folders, and drives on our
v’;;nm}mter in a hierarchical manner. Using Windows Explorer, we can create copy. move, rename

@H&!Emh for files and folders.
| Control Panel

Control Panel 15 a section of Microsoft Windows that enables a user to change vanous
computer hardware and software features. Settings for the mouse, display, sound. network
and keyboard represent just a few examples of what may be modified in the Control Panel.
Hence Control Panel is the place to go in Windows if we want to change something about how
it looks orworks.
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Toopen Control Panel, click Start, point to Settings, and then click Control Panel.

e 10 5= o elafe ikt ety or )

When we first open control panel, we will see someofithe most commeonly used control panel
items organized by category view. To find outinere information about an item in control panel
while in category view, hold our mouse poter over the icon or category name and read the
text that appears.
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Given below are few of the control panelicons and their uses.

* Action Center is a central place to view alerts and take actions that can help keep
Windows running smoothly. Action Center notifies us when items need our attention.

* The Backup and Restore Center is used to create and restore backups of groups of files
and folders using Windows Backup. Backup and Restore Center can also be used to
create a Windows Complete PC Backup.

* The Credential Manager 15 used to store and manage credentials like user names and
passwords 50 1t's easier to log on to network resources and password protected websites.

* The Desktop Gadgets is used to add an installed Windows gadget to the desktop. The
Desktop Gadgets applet can also be used to uninstall a gadget.

* The Deviee Manager is used to manage the hardware installed in Windows.

+ The Devices and Printers is used to install, manage and view informationabout devices
and printers connected to the computer.

» The Display is used to adjust display settings like screen resclution, multiple monitor
arrangement and text size,

* The Ease of Access Center is used to culﬁgne the various accessibility options in
Windows like Magnifier, Dn—Scmﬁl ]C@ﬂ:uﬁﬂd Narrator, and more.

* The Folder Options |M&Em:ﬂe all sorts of simple and advanced l:hanges to how
folders look and aet, One of the most common uses for “Folder Options’ 1s to configure
Windows to f;ﬁﬁﬁiﬁhw orhide hidden files.

. The Enm%d!ﬁ ad:i remove and configure the fonts available to Windows and the
( \Erams On our computer.

w, i;ATh-ﬂrﬂﬂtmg Started 15 a collection of shortcuts to various other Control Panel applets
f;ﬁnd settings that might be useful right after we install Windows or setup a new Windows
pre-installed computer.

* The HomeGroup is used to manage HomeGroup settings like the HomeGroup
password, items we want to share, etc. We can also join and leave HomeGroups from the
HomeGroup applet.

* The Indexing Options 15 used to change index settings in Windows like which folders
are included in the index. which file types are included, and more.

* The Internet Options opens the Internet Properties window for the current version of
Internet Explorer installed on our computer.

0.
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The Kevboard 1s used to make keyboard changes character repeat rate/delay and cursor
blink rate.

The Location and Other Sensors is used to enable, disable, and manage location or
other types of sensors installed in our computer.

The Mail is used to manage Microsoft Office Outlook email accounts, data files, and
more.

The Muouse 15 used to make mouse changes like double-click speed, pointer speed and
visibility, button and wheel configuration, and more.

The Network and Sharing Center 1s used to connect and disc:unnect fn::rm netwurksi

.....

about the state of the network.

The Notification Area lcons is used to manage which, and in what si’@ﬂﬁnnﬁ icons
appear in the notification on the taskbar, near the date and time.

The Parental Controls 1s used to set basic parﬂntiﬂ ﬁlﬁ:l‘n]s on a user account,
presumably the account of a minor that uses the tf@fh@.ﬁer Parental Controls lets us
restrict access to certain programs, settime iimni&lﬁinﬂre

The Performance Informationand $0pifisused to show the results of the most current
assessment of the computer hardware called the Windows Experience Index.

The Personalizationfis used to configure the themes, desktop backgrounds, screen
SAVETS, suundﬂiﬂﬂhhe“i_ onal preference types of aspects in Windows.

The Phane and Mot m is used to add, remove, and configure modems and other dialing
deages§

:Tfiéﬁ"ke er Options contains all the settings regarding how our computer uses power,
Power Options are most often used to change power plans which control things like
‘sleep, display, dimming etc.

The Recovery 1s used primanly to start System Restore but can also be used to start
System Image Recovery orreinstall Windows via a parallel installation.

The Region and Language 15 used to configure language and region specific
information in Windows like date and time formats, currency and number formats,
keyboard layout, etc.

The RemoteApp and Desktop Connections is used to setup. remove, and manage the
connection to Remote App and Desktop Connections in Windows,

<>
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The Sound is used to manage playback and recording devices. as well as the sounds
applied to program events in Windows.

The Speech Recognition options is used to manage the various speech recognition
settings in Windows.

The Syne Center 15 used to manage synchronization activity between the local
computer and another location.

The System is used to view basic information about our computer like the operating

system version, current service pack, basic hardware statistics like CPU speed and
amount of RAM, and more.

The Taskbar and Start Menu is used to mange the various options availabledop the
taskbar and Start menu. With Taskbar and Start Menu we can choose 0 m!b-oilﬂe the
task bar, change Aero Peek settings, set the default power button action, and much more.

The Troubleshooting is a centralized place to access tmubﬁsﬁﬁmﬁg wizards that can
help fix problems with software, sound piayban:i-: neiwork and Internet connections,
display problems. and more.

The User Accounts is used to mana e use WHE in Windows. With User Accounts,
we can change and remove Wmﬁvs pPassw ords, change account names and pictures,
and more.

The Windows Defén derisused to manage the Windows Defender antimalware tool,

The Colgr “ﬂ“ ‘nt is used to manage color profiles for monitors, printers, and
Dl'hﬁ-” lw devices. We can also perform basic display calibration from the Color
nentapplet.

'Th&’l‘htc and Time 1s used to configure the system time and data, set the time zone,
‘configure daylight saving time, and manage Internet time synchronization.

The Default Programs is used to configure the default program used fora particular file
extension and also to set default programs for certain activities like email, web
browsing, etc.

The Security Center 1s used to manage Windows security settings like firewall
protection, malware protection, and automatic updates.

Toopenany of these items, we click its icon or category name.

<>
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Letus learn the steps to change few features of our computer using Control Panel icons.

Toset Date and Time in the computer:

1. Double click on *Date and Time’. % Date and Time

2. Set the current date, month, year and time.
3. Click “Change date and time...". (See figure below)
4. Chick 'OK".

i 1 g
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Date / Time Properties

To change the Pesktop Background :
1. Double click on *Display” in control panel.
27" Click on the *Personalization’ tab. .

3. Select a background.

Display Icon
For example ‘Desktop Background®. (See figure)

4. Chck'Savechanges’.

¢.
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Windows - Extension |
To set a Screen Saver :
|. Double click on Display in the Control Panel.

2. Chick on Personalize.

3. Click on Screen Saver.

® & =
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[

Chooseascreen saver. For example Bubbles. (see figure below)

5. Click Apply. N sl

6. Chck OK.
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r Windows E xplorer

As the name suggests, this tool primarily allows us to view the file, folders and drives on our

computer.

To open Windows Explorer

. C[icknnE in the taskbar.
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2. The Windows Explorer window opens.

Windows Explorer window has two panels; the Left and the Raght Panel.

The left panel displays the folders like Docun

™ eniputer, Network, Desktop, Recent

Places. Pictures, Videos, Music and Dowen | oads When we click on any of these folders, the right

panel displays its contents. E.g. Music
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To create a folder in Window Explorer :

I. Select the folder on the left panel of
Windows Explorer window under
which we need to create a new folder.

[

Click on New folder tab in the menu
bar on the top of the window.

A New Folder appears on the right
panel of the window.

Give the name of our choice and chick
the Enter button.
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Alternative Method to Create a New Folder
I. Right click on the night panel of the Windows Explorer window.
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A new folder gets created.

A new window appears. Click on New and then on Folder.
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| Conclusion

In the Chapter, we learned about few important uses and guidelines of the Control Panel and
Windows Explorer. These two softwares plays an integral part on the smooth working of a
computer, without which the present generation of computer would have been a fallure.
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Chapter

| Advanced MSW Logo
N

| Introduction

LOGO 15 a programming language developed for teaching young children elementary exercises
involving drawing geometric shapes.

Your L OGO workspace looks like this.

bra bibea ot e lww

Title Bar
Menu Ban

Turtle's Flav ol

~“uTwrlle

" pan e r Vv iIndow

Command Butions

Command Box

| LOGO Turtle

Inside the output screen there is a small triangle called the Turtle. The head of triangle shows us
which direction is its face. This small tnangle obeys the commands typed in the Commander
Window and moves around as per the instructions given. When the Turtle moves it draws a line

behind it.
e



THIS IS A SAMPLE PDF

Advanced MSW Logo ..III“

The Turtle only understands the language of LOGO. Just the way we know different languages
like English, Hindi, French etc., we need to learn the language called LOGO to instruct the
Turtle to move around the screen for creating various figures and designs.

| Primitives

Primitives are the instructions or Commands given on the screen of the Command Window of
MS Logo. The turtle on the Graphics window moves around as per the instructions to draw or
perform various functions.

We have already learnt earhier about MSW Logo. The command are the instructions given to the
computer to do a task. These commands are case sensitive, that means it can be uppercase or lower
case, It1s essential to revise the primitives as we need to use them to create figures and deslgns

INSTRUCTIONS Shortcuts | Descriptions ‘_’FOT

SHOW TURTLE ST Shows the Turtle on the screen.

HIDE TURTLE HT  |Hides the Turtle from the screens o,

FORWARD NUMBER | FD | Moves the Turtle forwardlaecording to the number
indicated.

BACK NUMBER BK |Movesthe Tuiﬁhﬁacmrdjngm the number indicated

RIGHT ANGLE RT wgﬁam irection of the Turtle by turning it to the

LEFT ANGLE Changes the direction of the Turtle by turning it to the left.

CLEAR SCREEN, Erases the picture before a new picture is drawn.

Apart from ti’éﬂ{M@ﬁEﬂ commands, there are more in the advanced level of MSW Logo.

Few arﬂﬁjzd %‘n

‘mﬁi"l ng from the beginning.
" T -This command helps to clear the text in the commander window. We need not have to
type any input for this command.
* PUor PENUP - This command sets the Turtle's pen to lift up. After this, the turtle moves
without drawing any line behind it. After giving this primitive, the Turtle will move as per
the number of steps in the next command without drawing a line.

Forexample: FD 70
PU
FD 50
FD S0

¢ - This command brings the turtle back to the position from where it had started

<>
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Here, the Turtle moves forward by 70 units and draws a lin2as1t moves forward. Thereafter the
Turtle's pen lifts up and then the Turtle moves farward by 50 units on the graphic window
without drawing a line and again movesanother 80wnits without drawing the line.

PD or PENDOWN - This commanid allows the Turtle to start drawing a line again. This
command 1s given after thePU command to put the pen down so that the Turtle starts drawing
again. The PD commandis{ollowed by the FD pnimitives.

In the previous example, the Forward command moves the Turtle forward and then the PU
command followed by Forward command moves the Turtle more ahead by 50 and then 20 units
withoutdrawmg a line as the pen was lifted up. Now we continue giving PD Command followed
by ED primitives.
FopExample: FD 70

PU

FD 50

FD &0

PD

FD20
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Here the Turtle starts drawing again, moves forward by 20 units.

e
(SR

o i W ra

PE or PENERASE - This command 1s used to erase akine, once the PE command is given, will
erase the lines in that direction, instead ofdrawing.




avanced vsw Logo [ 11111
This command is also used to edit a given command.
eg. FD 100

PE

BK 30

PPT or PENPAINT - This command is used after the PE or the PU command so the Turtle starts
drawing again. The PPT command 1s given followed by another command. After giving PPT
command the Turtle starts drawing again.

e.g. FD 100
PE Fiz Bimay 34 Tans. Hey
FD 20
PPT
FD40

-1 r=oir |
Fa@a | Tms |
G

Pi.or PRINT - This command 1s used to display any word or sentence on the screen. Type
PRINT and then the sentence in square brackets. The sentence gets displayed in the Command

For example, .
Print[GOOD MORNING]  Jea saiifas™="=

The output is displayed in the Command Box.

<
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SETPC: This command 1s used to change the colour of the Turtle pen. Numbers from 0 to 15
represent different colours.

SETPC1
FD 100

The Turtle changes its pen colour to blue and all the subsequent drawings are drawn in blue.

i —

.'._Eu-lumr Codes in MSW Logo

0 Black 4 Red 8 Brown 12 Peach
| Blae 5 Mauve 9 Light Brown 13 Violet
"2\ LightiGreen 6 Yellow 10 Green 4 Orange
l.] Light Blue 7 White 11 Cyan 15 Grey

Math's with Logo: We must know, the Turtle is good at maths also. It can calculate and give
answers quickly. But you need to give commands in Logo language for the Turtle to perform
math's calculations. It can perform various calculations in LOGO.

1. Addition[+] 2. Subtraction[-]
3. Muluplication[*] 4. Dvision[/]

SUM :The SUM command 15 used to add two numbers. We also need to give the PR command
before the SUM command to display the result in the Command Box.

N
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For example,

We need to find the sumof 12 and 5 using MSW logo.
For that, we can use the following command:
PRINT12+5

The output is displayed in the Command Box.

Alternatively, we may also use the following command for perfernung addition in MSW logo.
PRINT(SUM63) or PRINTSUM63

For addingmore than two numbers, we need to give the following command:
PRINT(SUM3061)

ZR-HT (SUH 3 6 1)
10




T
DIFFERENCE:
The DIFFERENCE command 1s used to subtract one number from another. Here too, like the

SUM command, we need to give the PRINT command before the DIFFERENCE command to
display the output in the Command Box.

For example,
PRINTDIFFERENCE 2010

Alternatively, we can use the following command to perform thagubtraction operation.

PRINT 20-10
The output is displayed in the Command Box:




T

PRODUCT:

The PRODUCT command is used to multiply two numbers.
For example,

PRINTPRODUCTS2

Alternatively, we can use the following command.
PRINTS5*2

The output is displayved in the Command Box.

Tamultiply more than two numbers, we can use the following commands:
PRINT(PRODUCTS510)

Thebutput is displayed in the Command Box.
[E2IHT (BICDUCT 5 & 12)
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QUOTIENT:

In MSW logo, the QUOTIENT command is used to divide one number by other.
For example,

PRINTQUOTIENT 124

Execule Edall 4

Alternatively, we can use the following command:

PRINT12/4
The output is displayed in the Command Box.

’ 13='RIHT 1274

| Evecue | Edall |

We may also use the command PRINT (QUOTIENT 10 5) to process the division of the above
example.

REPEAT Command

This command 15 used to instruct the computer to repeat a command several times. Thus, this
command saves a lot of time as the command is given only once along with the number of time 1t
1s repeated.



(avanced Msw Logo | L1111

For example,

FD 70
RT 90
FD 70
RT 90
FD 70
RT 90
FD 70
RT 90

T, P e

[0
n
1]
]
n
fl
0
i

i

While drawing the square, the command FD 70 and RT"90s repeated four times. The same
process can be performed in just one line using the REME $T command.

The syntax for the REPEAT command.s:
REPEAT Number of times to repe Sgji@®mmands io be repeated]

For example, to draw a.square,
instead of the abave commands e
we can nowdlise-the REPEAT
commanid.

REPEAT4|FD 150 RT 90]

The / number 4 after the
REPEAT command instructs
the computer to repeat 4 times
the commands given within the RESEST 4 TFD 7D BT 00
square brackets.
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Let us learn to draw some more polygons using the REPEAT command.
1. Triangle:
Number of sides of a Tnangle=3.
To draw a Triangle, the Turtle makes 3 turns, we need to divide the number of sides by 360.
360/3=120
Thus the angle of each turn 1s 360/3=120°

To draw a Triangle using REPEAT command:
REPEAT 3 [FD 150 RT 120]

B i b Teoge Bl

i

Peldagon:
Number of sides of a Pentagon=>35.

To draw a Pentagon, the Turtle makes 5 turns, we need to divide the number of sides
by 360.

360/5=72
Thus the angle of each turn 1s 360/5=72°

To draw a Pentagon using REPEAT command:
REPEATS [FD 150RT 72]

D"
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3. Hexagon:
Number of sides of a Hexagon=6.

To draw a Hexagon, the Turtle makes 6 turns, we needtodivide the number of sides
by 360.

360/6=060
Thus the angle of each turn 1s 360G =602

To draw a Hexagon using REPEAT command:
REPEAT 6 [FD 150 RT 60j

3 4
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4. Decagon:
Number of sides of a Decagon= 10.
To draw a Decagon, the Turtle makes 10 turns, we need to divide the number of sides
by 360.
360/10=36
Thus the angle of each turn 1s 360/10=34°
To draw a Decagon using REPEAT command:

REPEAT 10 [FD 150 RT 36]

My iaf - Ao Myl

&7 Semicircle:
Total angle of a Semicircle = 180°
To draw a Semicircle, the Turtle makes a single turn.
To draw a Semicircle using REPEAT command:

REPEAT 180 [FD1RT 1]
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6. Circle:
Total angle of a Circle = 360°
To draw a Circle, the Turtle makes a single turn.
To draw a Circle using REPEAT command:
REPEAT 360 [FD1RT 1]

i & e

Wiie dvmee e Zoap, Mt

R ]

P — =
We may also draw the Circle using the following command:

REPEAT 180 [FD 2 RT 2]

<
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—
Activity
—
Draw the following shapes using LOGO commands:
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1. Create a document on the topic "Festivals" using Microsoft Word and perform the
following operations.
a. Make use of bulleted and numbered lists.

Make use of table properties to give information about the various festivals celebrated in
India.

=

Make use of Auto Format feature. 9@6
Apply borders and shading to the table. “
Move the tables to the center of the screen. o (‘Q

Center align the text and make the column headings b-uld
Resize the table.

\©
Add Clip Art related to the festivai& ?b\

Add an image from the fileand u

= HE om0 B S

- —
=

. Insert Auto Shapesin
1stic i[:rnk to vour document.

k. Insert Word Art
r X [‘reate marks scored by the studentsin vour class in the annual exam

an th ollowing operations.
tuta.l of few students.
Find the total of remaining students using AutoSum feature.

¢ Findthe average of all the subjects in the average column.
. Observe andrecord the number of students in the class.

d

e. Find the maximum marks scored by the student.

f. Find the minimum marks scored by the student.

g. Apply the conditional formatting for the above table using the following criteria:

i) The names of students who have scored less than 25 in maths should be highlighted in Red.
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Miscellancons: Combined activities lIII“l

i) The names of students who have scored above 75 in Science should be highlighted in
Purple.

) The names of students who have scored a total of 250 should be highlighted in Pink.

1v) The names of students with an average of more than 75 % should be in Bold and Yellow.

h. Display the "Result” as "Pass” if the student has scored marks >=30 in each subject
otherwise as "Fail". Display the class score according to the conditions given below:

1. Ifaverage >=35and average < 50then "Third class".

. Ifaverage>= 353 and average <65 then "Second class".
i, Ifaverage>=65 and average < 85 then "First class". 6
iv. Ifaverage >=85 then "Distinction” Otherwise display "Null". \)9

3. Create a presentation on the topic “Solar Svstem™ and per I'nrn@qmwi ng

operations. g
. Insert a minimum of 4-5 slides in the presentation.

Change the layout of the shide and observe the di “6\\

Apply adesign template for the shdes
Apply ashaded background.
Make use ofall the fo

Im
Insert EilpAﬂﬂ%& the topic.

Insert Auto
text using WordArt.
rent font color to the contents.

LEF R omoe Boe o

Okt
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