indo Y

owards Understanding Computers

Ey

Bt £ ioban

PrE—.

Navdeep Publications

Scanned with CamScanner




(ontents

Knowing the (omputer

~ Purpose of a Machine

Defining a Computer

Components of the Computer System
Input Devices

Processing Device

Output Devices

Memory of Computer

Hardware and Software

More on Windows

Using the Windows Operating System
About the Windows Operating System
The Look of Windows

Files and Folders

Entertaining Programs
Computer as an Entertainer
Software for Entertainment
Using the Sound Recorder

Using the Windows Media Player

X

More on Microsoli Office Word

Whatis a Word-processor?

What is Microsoft Office Word?
Opening Microsoft Office Word 2007
The Screen Components

Entering the Text

Editing the Text

File Operations

Beautifying the Document
Formatting your Document
Font Formatting

Changing Alignment
Creating the Bulleted list
Creating the Numbered list

[nserting Objectsin Word

Inserting Objects

Inserting a Picture from the Clip Art
Inserting a Picture File

Inserting WordArtin the File
Inserting Date and Time

Inserting a Table

Starling Microsoft Office PowerPoint

About Presentations
What is PowerPoint?
Opening Microsoft Office PowerPoint 2007

Building a Presentation
Inserting New Slides

Moving between the Slides
Applying the Transition effect
Preparing the Slide Show

Mara Fay Ath TOCH
flore Fun-with LOGO

MSWLogo Interface
Logo Commands

The Internet Applications
About the Internet

World Wide Web (WWW)
Few Important Terms
WWW Concept

About the Web Browser
About the Internet Explorer
About the Web Browser
Allabout E-Mail

About Chatting

Scanned with CamScanner



Knowing the Computer
&yPurpose of a Machine i

The purpose of each machine is to change the raw facts and figures
into useful results by working on them.

Example

1. Ajuicer works on the fruits and gives out thejuicé.

2. Anair cooler works to change the hot air into cool air.

3. A washing machine works to wash the dirty clothes to give us clean
clothes.

When we feed something in a machine (input); the machine works on
it and changes it into something which is useful to us (output). The
following table will show the purpose and working of various machines.

;Machine Name Purpose Inpdf T “-\_I"\.lork done Output |

5 g To make juice | Extracting

P | . juice

e & |

Juicer Juice
To give cool Making the
air | air cool
To wash Washing | (&
clothes clothes
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‘ﬁDeﬁmng a Computer

In the same way we feed input in a computer in the form of facts
and details, the computer works on those facts and changes them
into useful output. Let us define some important terms which W|ll

form the basis of the working of a computer.

Data Data: Water, tea leaves
sugar and milk

Data is the collection of facts and details which
are unorganized.

Processing

Processmg is the sequence of m_structloos GIVEN “ o o

to a machine to change data into information. Information: Readytea |
Information 4

Information is the final result which comes after the processing of
the data. Information is always useful to a user and is used |n
decision making.

AR

- Example
In the table below there are some examples of data, information
and processing. ;

I " oata | Processing . [ o Information
5 S N dition G SeaEE
"3‘-7 iw;lS Difias L Ascendlng order = 1, 3, n7,21,_45

Ishi, TFJE; Saby, Mona | Alphabetical orde_rm:_:Ar_un’“fé“h( Mona, Saby

A computer is @ machine that accepts data (in
dlgltal form) ard processes it into some
“information (useful result) based on a program
(sequenceof |nstruct|ons)

ST . e .,__.._,..,..,

Rmméep The sequence of lnstructlons |s normally m the f
computerprogram »
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ents of the Computer Sy

puter is a multi-part machine. It has a ke

O INput data and instructions, a CPU to proce

~ and speakerstoprovide the output. A computer is th
of Input devices, Output devices and Processing

- Work together to produce results.

@lnput Devices

To enter the Input (like computer work and commands)
Input devices. There are a lot of devices such as keyboard, mol
touchscreen, microphone, scanner and digital camera whic
used for the purpose of input. j
Keyboard

B RGO oman m oo

A keyboard helps us to enter data in S R T
the computer. It has alphabets, |SEEECEEECEER
numbers and signs printed on its keys. | S5 S
Mouse

You slide a mouse on a mouse pad or any smooth
surface to move the mouse pointer associated with it.
By clicking on the mouse button, you give a command
to the computer telling it what is to be done.

Touchscreen

In a touchscreen, we touch the graphical icons to
execute the commands associated with them.

vcopccco_

Touchpad e
- A touchpad allows you to move your finger across :
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Flatbed Scanner

Flatbed scanners have a flat
glass plate onto which you place
the matter on paper/photograph
to be scanned.

Microphone

A microphone (or mic) is a device that allows you to recor
or sounds and store them into the computers, in a ¢

readable form. Microphones can be of the following types

fi) 7FreeStandm0
,-ijThe Free standlng type is tall

least

scanner is used to copy the textual or graphi\c or

, cahnmg, the contents (like photographs) get €
omputer readable format and copied into the comput

~ We have the following types of scanners.

Hand held Scanner

Hand held Scanners art
the hand and passedﬁ
areas to scan. |

e

Headset Style

The Headset s
integrated with the
toformthe 2 a(
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Digital Camera v
Ah digital camera records pictures in the computer readable form rather
anon a film. We have the following types of digital cameras.

Compact Digital Camera Advanced Digital Camera

Compact Digital cameras are Advanced digital cameras
compact, light weight and very contain quality lenses, extra
€asy to use and carry. flashes and advanced features.

R . e
&¥Processing Device

The Central Processing Unit (CPU) is
the processing device which does all
calculations, comparisons and
decision making for a computer.

The CPU is a chip inside the CPU cabinet,
mounted on the motherboard along &l
with other components. -
Fact File =t

Motherboard is the main circuit board, containing the CPU. All the
other input/output devices are connected to the motherboard.

The CPU further consists of the following two components

Arithmetic and Logic Unit (ALU)
The ALU does all the calculations, comparisons and decision makmg j

for the computer in the CPU.

Control Unit (CU)
The CU controls the flow of information in the CPU. It extracts_
_ instructions from the memory, and sends the necessary S|gnals to
'“the ALU to perform the operation required. e

£
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& Output Devices e
. 'A'riOutput device in a computer is usgd to show resultsi(Tpse com
output devices are the monitor, the printer and the speakers.
Monitor ‘ .
A monitor is the most common type of output dgwc;]ee.sYo_ll_Jh(ca?Q g
monitors of different sizes like 15, 17 and 21 Inc 5
following types of monitor available.

Cathode Ray Tube (CRT) Liquid Crystal Disple.ly (LCD)
CRT monitors are heavy LCD monitors are slim and the|
monitors because of the bulky  display is more clear causing
cathode ray tube inside it. less strain on the eyes.

Printers

A Printer prints information and pictures onto
connected to the CPU by a cable. These are t
- printers available. A

a piece of paper. It l
he following types off

Dot Matrix Inkjet

Dot matrix printers use Inkjet printers use
a black ribbon to print.  liquid ink to print.
Characters are formed These 3 F€ very powder

C C to
by the combination of economical and hence to print. Tr?ged 2
dots. The print quality Very popular, the best prin}c/'p roY
~ is not very good. | B

Laser

Laser printers ys
laser light and 3 d
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ébéakers |

Speakers are output devices that allow you to
hear the sound coming from your computer.
Speakers are normally available in pairs, but for
better sound output, you can also get speakers
with one subwoofer ang multiple satellite units.
They are available in various sizes and qualities.

Headphones and Earphones

Headphones and Earphones allow you to get the

sound output in your ears only. Earphones are
smaller sized headphones.

R
. Earphone
Headphone

& Memory of Computer

The memory of a computer is made up of 'chips'. The
main working memory of a computer is called the
Random Access Memory (RAM). 1t holds the data and
calculates results while you are working on the |
computer. It is a temporary memory and its contents %
get erased when the computer is switched off.

- &yHardware and Software
The computer is a combination of hardware and software. The
hardware is like the body of the computer and the software is like

its intelligence.

Hardware |
Hardware is any part of a computer system you can see or touch.

Some examples of hardware are the keyboard, the CPU, the
mouse and the speakers.

Software
Software is a program or a-set of programs that tell a computer what

todo. Some examples of software are the 'Paint program' or the 'MS
Word program' and also the games which you play on the'compu_ter_.. i
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Quick Recap

|  Computer accepts data and processes it into
, based onaprogram. : 52
> Data is the collection of facts and details Wthh;j

seful inforr

unorganized.
Processing is the sequence of instructions given to a comp

to change data into information. g
Information is the final result which a user gets aftel‘f_
processing of the data.

Keyboard, Mouse, Scanner, Touchscreen and Digital cam
are some input devices,

Monitor, Printer, Speakers and Headphones are some Ou
devices. -

Dot Matrix printers, Inkjet printers and Laser printers are
various types of printers, /

The Central Processing Unit (CPU) is t

he processing dey
"Parisons and decie
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1, erte (T) for True and (F) for False statements. -

11

10.

il

Exercise Time

The computer processes the data to prowde“fff T

information,

A mouse allows you to move your finger across a
pressure sensitive pad and press it to click.

A microphone (or mic) is a device which allows you to
record voices or sounds.

The full form of RAM is Radio Access Memory.
RAM is a temporary memory.

ALU does all the calculations, comparisons and
decision making.

CU controls the flow of information.

CPU and other components are attached to the
motherboard.

Laser printers use a dry powder called toner to print.

Software is a program or set of programs that tell a
computer what to do.

Hardware is made up of bricks.

12. The Paint program is an example of computer |

hardware.
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Processing Touch Screen .'ALU;E

- Dot Matrix CRU Digital CU RAM

Laser Hardware
1k is the collection of facts and details which are
~unorganized.
2 Is the sequence of instructions given to a

computer to change data into information.

81 0n a , YOU touch the screen to execute the
commands.

4. Adigital camera records picturesin the _form=

Db Ihe is the processing device which does all the'_;ff
calculations, comparisons and decision making in the CPU.

6. The and are components of a
CPU. '

The printers use a black ribbon to print.
The dry ink (toner) is used in a printer.

is the term used to refer to the phy5| '
components of a computer.

is the memory which holds ‘the da
rograms results while you are working on the com ,_:_ute'
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3 Answerthe following in 2-3 lines.
1. Define a Computer.

2. Whatis data, processing and information?

3.. Write about the memory of a computer.

4. Name any four input devices and any three output devices.

‘5. \What are hardware and software? Wr|te a few Ilnes on
computer hardware and computer software. ~

it
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'M More on Windows

;_ @Usmg the Windows Operating System

An ”O‘peratin'g system is a set of programs which manage compt
resources and lets people communicate with a computer.

WE SEE... ‘  IN COMPUTERS...

At your home, your mother In the same manner, an operati
“manages all the affairs. She is in  system helps to operate a COmpUuter
charge of cooking food, takingcare by managing its file systems,
of washing and cleaning. You can handling input/output, and running
say that your mother is the programs. It provides the interfa.q
operating system of your home. between a human and a compute

' Food

Cleaning y i

m Clothes Store files mmm

== Open files

Manage

3 _ Fe. Control
1» Washing software <

hardware
&¥About the Windows Operating System
In the beginning, people did not like using computers as they
to remember a lot of commands. If they happened to forg

command, they had to leave their work unfinished. Then Micro
came up with a wonderful operating system called 'Windows"lr. :

Graphical User Interface (GUI) .
The’ Windows Operating System is very user-friendly becaus
~ commands used in it are'in the form of small pictures (called
an -~in.9t'.in’ the form of typed text. That is why the

ti System is termed as a "Graphical User Interf-
Character User Interface (CUL
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' 'FacthIe

‘There are different versions of Windows like Windows 3.0, Wlndaws :
3.1, Windows 95 Windows NT, Windows 2000, Windows XP and |
‘Windows Vista. Many older versions like Wlndows Windows 3. 0
Windows 3.1, Windows 95 and Windows 98 have been discontinued.

&y The Look of Windows

When you switch on your computer, the Windows OS gets loaded
o_nto your computer and you will see the Windows screen. Let us
discuss the various components of it.

Icons—

Quick Launch
toolbar

Task bar

Desktop

Desktop is the look on the screen when you switch on the computer
which has the Windows operating system installed on it. In the
above picture, you can see the Desktop screen of Windows XP.

Icons

Icons are the 'small pictures' which represent the programs, files,
folder, etc. associated with them. |
Example —

The -g; icon represents the Recycle bin.
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vallpaper

~ you can see a back
* packground is called a 'wallpaper
to give different background t
picture, even yourown photograp

Taskbar '
The bar at the bottom of the screen 15 C

contains the Start putton which when clicke
. other options to access the other programs an

settings of your computer.

Quick Launch Toolbar

Near the Start button, you ca

toolbar contains small icons of s
If the Quick | aunch toolbar is not visible, follow t

LET'S D0 IT! To show the Quick
1. Rightclick on the Taskbar. A submenu will appear.

kground on which icons areplaced..‘T
' This wallpap€er can be chang
Desktop. You can use.

alled the Taskbar

d will give you a lot
change t

Quick Launch toolbar. This
essed icons.

3

n see the
ome very commonly acc
he steps given.

Launch toolbar

Follow thesssa

M AT sequence of ste
windows Media Player again to disable

Cascade Windows Links
» Windows Horizontaly & : Quick Launch tool
Tile Windows Yertically D;i: T
Show the Desktop Quick Launch
T S A e w1 - N 8] o
e - 2. Enablethe Qurck
lchionoosr 7| NewToobar... Launch option.
v Lock the Taskbar ;

Properties

- Adding Icons to Quick Launch toolbar

From the Desktop, dra i :
e ; g the icon o - -

p————

14

Scanned with CamScanner



| &Y Files and Folders

AII the time while working on the computer, you will be creating
files and organizing them in folders. Let us be clear about what a
file' and 'folder' means to us. o

About Files

Afile is your computer work stored with a name on a disk.

Whatever you draw on your computer can be saved with your
name to indicate that it is your drawing. Everything that a
computer does can be stored in files. Files are stored permanently
on storage devices like a hard disk, floppy disk, or CD/DVD.

7€en:em64r You can do lots of things with files - create, name, rename,
save, or delete them.

Creating Files

Files are created in a software in which you work
For example, in the Paint Program - you can |
create files when you draw. In MS Word you can |
create your text files. These files can be sav
with any name of your choice. :

ous typesost
Opening a File .

Opening a file means to display it in front of you to work on it.
Either use the Open option from the File Menu or double click on
the icon of the file to open it. : |

LETS DO IT! Toopen afile

1 aint
\ o ) [ wan
/ w e .
AT |
B st -
S Y

1. Double-click @53
on the File ==
icon.

. Thefilewill
o] Open. = @

= SEEINENEES
(T B BEEE BEEE

o i, ik el s o e el e

::_’1' 5‘ _;
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Working in Folders
Afolder keeps files organized by grouping them together.“

hae el trlhi‘s way files get categorized and stored systematically and dc
~ not get mixed with other files.
WE SEE... IN COMPUTERS...

' ' lassify your work
In your cupboard, you keep things On a disk you c )
in csllifferent shelves so that they do  different folders so that it does not

not get mixed up. get mixed up.

How Folders organize our work?

If you have three folders on the Desktop namely,
Letters (storing your letters), Drawings (storing
your drawings) and Music (storing your songs), you
can create a folder of your name and move all the
three folders in that folder. In the same way, other
users can organize their work in suitable folders.

Remember Afolder within a folder is called the sub-folder.

" Look of a Folder

A folder looks like this ([ZJ]). You need to open it to see and work '
what is inside it. There could be many folders or files inside a fold

Opening a Folder
‘Double click on a Folder to open it.

Folder Ishi

@ Ishi

Subfolders

Hipermers
\

1 To open a folder, SIS,
double-click on it.

| The folder will ope
T~ —Wwindow and the
' -folders
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Creating a Folder _ e —

(;reating a folder is a necessity when you have to org'an-i"ieﬂ: your
files. We will learn to create folders on the Desktop. B

LET'S DO IT! TO Create a folder on the Desktop

1. Ri_ght click on the Desktop. A shortcut menu 2. A New Folder icon
will open. Point to New and click on the Folder. will appear on the
Desktop.

@ Shortcut

E‘_] Microsoft Office Access 2007 Database
Exj Briefcase
T Q{ Bitmap Image
¥ CorelDRAW 11.0 Graphic
# CorelR.AVE. 2.0

Corel PHOTO-PAINT 11.0 Image
4] Microsoft Office Word Document
K1) Microsoft OFfice PowerPoint Presentation
'_t_’_ Adobe Photoshop Image

: +H) Microsoft Office Publisher Document

i2, Groove Folder Synchronization » 2] Teyt Document

Arrange Icons By >
Refresh

Graphics Properties. .. &) Wave Sound
,M,Gr 2 Y '_I Microsoft Office Excel Workshest
21 Corprsse ped) o
Properties TSR

3. Type the name for the folder, it will appear
at the place where 'New Folder' appeared.
Press the Enter key. The folder name will
change to the typed name.

Always create folders with meaningful names. For example, :
if you have to store letters in a folder, name it 'letters' or 'my
letters' instead of giving it a name like 'abc', 'sdf’, etc.

-
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~ Moving Files into the Folder | e
You can move the files on the Desktop in the newly created folde
to cleanup your Desktop and organize your computer work. Let us
- seeifyou can do this. i
LET'S D0 IT! To move a fileinto a folder

1. Dragand drop the file over the folder in which

2R & |shi
| | Fle Edt View Favorites Tools

you want to move it.

» ‘aﬂ

_ PR S
,and.f r The file will move
Address | L3 C:\Documents Setting 5 o

(8 inside the folder.

. |

just like you organise your |

Copying Files into the Folder
study table, similarly yo,u;‘i

‘_

If you want to copy the file instead of |should organise your
moving it, press the e key and repeat the | computerwork. 3

above procedure. w

Remember You can also move/copy folders within some
other folder to organize your computer work.

- ||
)

Deleting a File/Folder
A file or folder which is no longer required should be delet

otherwise it will unnecessarily keep on occupying the disk space.

LET'S DO IT! To delete a File/Folder

1. Select the file/folder 3. A message box will appear asking y
by clicking on it. ‘ confirm that you want to delete this

Confirm Folder Delele

2. Press the
Del key.

- ) Are yousure you want to remave the Foider Tshi' and move o &5
2 contents tothe Recycle Bn?
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Where does the Deleted File/Folder Go?

When you delete a file, it does not get permanently deleted
immediately, instead it disappears from the place from where it was
deleted and goes into the Recycle Bin. From the Recycle Bin it can
either be Permanently deleted or restored by you. Let us learn how.
Restoring a File ‘

Restoring a file means getting it back from the Recycle Bin to the
place from where you deleted it. :

LETS DO IT! To restore 3 file from the Recycle bin |

IESbouble click . 2. The Recycle Bin window opens.
on the Recycle i
Bin icon.

© Recycle Bin - =

Fie EGt View Favortes Tooks Help o

»| 3. Right click on

3 ? ) ch Folder v < -
Kk Rl 7" A the file which

Address | 9] Recyde Bin & Go

g};’ﬂﬁ;ﬁéh.;%&%f & 3 S you want to
é’ Recyde Bin Tasks i _HUt E estore ] resto re. CI ick

% 2/ Tmpty the Recyde Bin Cut
-, 8% Restore this item ) 5 Delete 7 | on the Restore

B R option.
ES Nitin drawing  ONWS-rnar—

5
Y Y

The file will move from the Rec
was deleted.

Emptying the Recycle Bin

When the Recycle bin is emptied, all items inside the Recycle bin will
be permanently deleted and you cannot get anything back. Therefore,
you should be very careful ta delete the files from the Recycle bin.

LETS DO IT! To empty the Recycle Bin

=

ycle Bin to the location from where it

1. Right click on the Recycle Bin. A
shortcut menu will appear.

" The Recycle Bin

2. Select the Empty Recycle Bin ] .
. Create Shortcut willgetempty. -

- option.
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" eTs DO IT! Torename a File/Folder

ey A file is your computer work stored with a name on a d

o Icons are small picture - like buttons which represer

Renaming a File/Folder .
ny times you would like to change the name of the file o
ich you have created to make it relevant and more meaningrul.

1. Right click on the file or folder. A shortcut menu will appear.

W . Edit the name
required and press
Enter key.

2. Click on the [FEeg
Rename option. | | &% o

Explore
Search...
Open as Notebookin Onefote

3. The cursor will
be placed below
the icon where

Sharing and Security...
%, Groove Folder Synchronization »

4 Guardian 5can

| Harry Potter

the initial name
Send To L4
was.
Cuk
Copy

Create Shortcut
Delete

g : e The file/fold
’ - ' : Poperti; ' WI” gEt HENEL

L AL B

Giving a meaningful name will help you locate or identify it later.

Quick Recap
o An operating system is responsible for-managing resources

your computer.
o The Windows operating system is very user-friendly becau
the commands in it are in the form of small pictures ('c‘é‘ilil‘ ol |
icons) and not in the form of typed text which you have

- remember. -
o The Windows Operating system is also termed as a Grapf
User Interface (GUI) due to its graphical properties.

programs associated with it.

You can keep files organized in folders by grouping them

120 |

A S AT
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1. Create a folder with th
Marisa. Delete it afterw

Quick Practice

€ name Krystal and rename it to
ards. |

1. Create a folder with the name Krystal.

2. Right click on the folde
Rename option.

35 Type the new name
at the cursor position

and press the Enter
key.

2. Create three folders Delhi, Mumbai and India on the
Desktop. Move the folders Delhi and Mumbai inside the

& 4. Right click on

the folder and
select the
Delete option.

folder India.

1. Create three folders Delhi,

Mumbai and India.

3. Drag the folder Mumbai to

the folder India.

Mumbai

India

Mumbai

r. A shortcut menu appears. Select the

Open
Explore
Search...
B Op2n a5 Notebook in Onefiote

i Sharing and Securty...

{8 = Groove Folder Synchronization »

2. Drag the folder Delhi to the
folder India.

Both folders will
move inside the
folder India.

5. In the message
box, click on the
Yes button.

Confirm Folder Delete

x| A you Sre you want to remove the folder Tarks’
uJ‘ contents to the Recycle Bn7

The folder will get
deleted.

QQQFE; “-%ﬁ% 2

Dehi

‘fﬂuﬂﬁi“fpzlin
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Exercise Time

‘ 1 Write"(T) for True and (F) for False statements.

gos W

" 65 To copy a file into the folder, press the

1. Iconsrepresent the programs associated with them.
2. Thetaskbar is present in the middle of the Desktop. | a“
3. You can get a deleted file back from the Recycle Bin if [

the Recycle bin has not been em ptied.

4. A file is your computer work stored with @ name on a |
disk. a8

5. You cannotrename a file or a folder.
6. You cannot create a folder inside another folder. '

. select the suitable word and fill in the blanks.

et et

Operating System Recycle Bin N

| Ctrl Start Folders {

L e of a computer is responsible for th
storage/retrieval of files and the managing of th'

information.

. The Windows OS is also calléd a

The button is located on the Taskbar.
When you delete a file, it goes to the

_ keep files organized by grouping t
together. o

~ dragand drop itinto the folder.
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3. Answer the following in 2-3 lines.
1. Whatis an operating system?

i

2 Wihy ‘is the windows operating system called a GUI?

3. Whatis a Desktop? Write the names of its components.

4, Whatis afile?

5. Why are foldersimportant?

6. What happens when you delete a file?
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Practical Workshop

| *"‘Practlcal 1 Creating and renaming folders
1. Create a folder with your name on the Desktop.
2. Rename the folder you have created to 'Ajay' and after 7_

delete it too.

Practical 2 Creating, Moving the folders
1 Create two folders named 'Input Devices' and 'Output Devi
on the Desktop.
2. Next create four folders namely 'Keyboard', ‘Scannef§
'Monitor' and 'Printer' on the Desktop.
3. Move folders 'Keyboard' and 'Scanner' in the folder 'Inp r

Devices'. 1
) 4. Move folders 'Monitor' and 'Printer’ in the folder 'Outp'q_
Devices'.

5. Open and check folders, 'Input Devices' and 'Output Devices'.
6. Delete all the folders. -

Practical 3 Managing files in folders
1. Create four files named Lion, Elephant, Dog and Cat on t

desktop.

2. Create two folders named 'Pet Animals' and 'Domestic Anim
on the desktop.

3. Move the files 'Lion' and 'Elephant' inside the folder

~ Animals'.

4. Move the files 'Dog' and 'Cat' inside the folder 'Dome
Animals'.

5. Open the folders and move the files back to the Desktop.‘D
the folders.

uggestzo.,

: Teachers should create these files in Paint or MS Word for students.

e
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