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PREFACE
I\/I Experience as a computer instructor gives me lots of knowledge and
confidence,and on the basis of which | have written this book for students,

beginners, professionals and especially for computer instructors. 1 know there are many
experienced people. I don’t claim to be a perfect writer.But on the basis of my experience | have
learned that there is need of a book a type of syllabus or guide line for those people who are
relatively new in this filed and also for those who wants to polish their knowledge through a
quick review,and | think this will fulfill all their needs.

I have been teaching in private institutationsfor years, now | am in a position that can
suggest the syllabus for new comers. | understand the needs of a user very well. Also | have done
all the hard work to provide you the latest information related to computer soft and hardware
inclusive.

Thebook also includes assignments related to every topic, and also frequently asked questions at
the end.
This is totally a different style of writing a computer book. Because
If you are a new computer user this is the best for you and provides you the all basic information.
If you are already related to computer then this book will update your knowledge.
If you are a student from high schoolto university,this is also good for you because this will
strengthen your knowledge of computer in very easy language English and Urdu Simultaneously.
If you are a professional &want to manage official work this is very good for you to sit on a chair
and just read this book and solution is always there using easy language from this book so just
one click or one short key will solve your problem.
And if you are a computer instructor this is very good guide line for you to manage your
syllabus/lecturesof different courses.

So this is a complete syllabus for every one,and I think as for as computer users’are concern
they must read this particular book in order to fulfill their requirements.

Also | have included chapters of web and internet and | think if you try those tools for just
one month and even in your homeyou will learnt a lot.
The best thing about this book is that it has the languages Urdu and English, pictures and
diagrams, tools and short keys, computer hardware problems & solutions etc.

Any mistakes pointed by you will be highly appreciated.

Thank you very much.
Wish you exhilaration & ever-increasing life.



MOON CREATIONS SCHOOL OF INFORMATION TECHNOLOGY®
IN A GLANCE

Welcome to the Moon Creations School of Information Technology, a hallmark for quality IT
education. We are living in the age of rapid progress where nothing is constant, except change.
Only those who would gain excellence in the domain of knowledge will progress ahead. In this
race for going forward, information technology is the key tool, which we must acquire to make
our forward journey smooth and successful.

We at MCSIT aim at offering the best IT education coping with the ever changing need of the
market. Providing excellent teaching in better environment is our main priority. Our certificate
and diploma programs are designed to equip our students with the latest IT skills and enabling
them to enter the world of opportunities with flying colors and capitalize the huge IT market.

At MCSIT, we believe in providing practical education using our state-of-the-art labs, thus
enabling our students to use their IT skills to meet challenges of the market. The goal of the
School is to become recognized as one of the top Schools of the region. To this end, we are
making sincere efforts for attracting the best and brightest students and faculty members from the
entire spectrum of the population. We are proud of our commitment to student achievements and
look forward to future success.

I am confident that by offering latest IT programs/courses will go a long way to enhance the
capabilities of our local community for realizing the cherished goal of self sufficiency in the vital
field of information technology.

We invite you to join us on the exciting frontier of IT knowledge and fresh practical solutions for

a shining future.

Administration MCSIT



AUTHOR’S COMMENTS

The 8™ of October 2005 was really a turning point for the people of Azad
Kashmir & especially for the people of Capital city Muzaffarabad. It was such a
great shock for the people of entire state, that we suffer great difficulties from
this particular disaster. And that was at times when our city was absolutely
destroyed. But Allah SubhanWaTahAllah gives His own mercy that provides us
the basis that we are still in procession of life again. And the people of different
regions have become the way for this avenue. We are real thankfull to all those.

After this Disaster | had experience of working with different NGO’s that made me more
professional and efficient in computer sciences. But the real credit goes to my teachers in NICR
(National Institute of computer Research) that provided me such a wonderful basis of
computer skills and professionalism. Also a great experience as an instructor from PICS(Prime
Institute of computer Sciences), Al Furgan Welfare Association andMCSIT (Moon
Creations). | thank to my teachers. Also thank to Allah Almighty who made these people a way
for my education. And my parents that give me great care & kindness that | have become
educational medium for others & of course they will become the way of my absolutism to Allah
Almighty.

Message for readers:

Although the world is progressing very rapidly, but life has become tougher. Now your
approach must be very positive towards life, that is your Life must be beneficial for others;
because this is your first obligation for you, for your parents & teachers. My message for you is to
make sure that your use of computer should beneficial for you, for your parents, for teachers who
have work hard about you, for your friends & importantly for your society.

This is very fast period of the world & as some people are saying that world has become
Global Village, now you can share your knowledge, sorrow, happiness, in real quick time. So
make a right decision about your career and profession. Because now you have to face the real
challenges (national & international). So make sure that you are doing your job as a student as a
professional & more importantly as a Muslim.

Please make your way in computer field, and work hard because in the future you have to
become one of good programmer or an engineer of computer sciences. So work hard to find your
destination. Because we are just a little touch short in this important field of new era.

Being a Kashmiri nation we have to perform the real good manners that the other people
of different regions must feel & realize our moral aspects. So as a student you have to perform
this responsibility, because this will really help us to develop as a great nation on the map of the
world.
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Always think about your day & what are you doing for others. And what you have done
for himsel for the day of decision, because we have to answer about our every job every facility
that we have in this world. So make sure that you are doing your job as Muslim again.

| Thank To ALLAH
For Stitching Some Beautiful People .....
Into The Fabric of My Life.....
Their Colourful Patterns.....
And Personadlities. ... ..
Add Richness.. ...
To Who i am

Dedicated to..-

My parents & teachers
Who give me much care and knowledge. ..
My friends and students
Who give me great company, respect and honour-..

And especially to my motherland

Muhammad N@veed
Cell: 03216718084
E-mail:naveed58@hotmail.com



CHAPTER 1: INTRODUCTION TO COMPUTER
(FOR BEGINNERS)
Introduction to Computer & Its Components

What is Computer?

Computer is an electronic machine which can automatically process the input data or instructions
(in accordance to its program of instruction i.e. OS) & provides the results in a suitable form or
according to your desires.

Computer is an electronic machine which can be programmed to accept data (input or
instructions) & process it into useful information (output).
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HISTORY OF COMPUTER
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Computer performs speed, consistency, precision, reliability & efficiency at the same time.
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Low level & High Level Languages
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1. Machine Language:
2. Assembly Language:
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FORTRAN: Formula Translation: It is used for mathematical problems solving.
BASIC (Beginner’s all Purpose Symbolic Instruction Code)

COBOL (Common Business Oriented Language)
C and C++ Visual Basic and V.B.net and PASCAL, JAVA
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Main Components of computer



System Unit/CPU (Central Processing Unit)
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Types of Computers
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Personal Computer:
A small single user computer based on a microprocessor has keyboard for data entry and
monitor, has storage devices. They appeared in 1981. Made by IBM.

I) Tower II) Desktop
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Hardware:

All the physical components of computer are called hardware.CPU, Monitor, Keyboard, Mouse
etc.
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Software:
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It is a set of an instruction that computer can understand & provides suitable results. i.e. the
visual effects are called software. OS are examples of software. Different OS are DOS, windows,
Linux, OS/2, etc.
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2. Applications software
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Introduction to Operating System (OS):
An operating system is system software that provides an interface for the user to communicate

with the computer in well define manner, and to find suitable solutions. The purpose of the OS is
to organize and control hardware and software in a link.
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Types of OS:

GUI (Graphical User Interface) OS i.e. Windows
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Command Line OS i.e. DOS (Disc Osperating System)
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Computer BIOS (Basic Input Output system)
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Bit. (Binary Digits)
It is a unit of computer. i.e.
8bits=1byte implies 16bit= 2bytes(2 characters or space or symbols)
lbyte=1character. A symbol or space
1024 bytes=1KB

1024KB=1MB
1024 Mb =1 GB
1024GB=1TB
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Technology Speed
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What is RAM (Random Access Memory?
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LECTURE-1

Computer word comes from the word compute which means to calculate.

1. A computer is an electronic machine, which can automatically process the input data
(personal instructions, in accordance to its program of instructionsOS (i.e. windows)
install in the computer, and provides the results in a simple way or in an acceptable manner.

2. It responds to a_specific set of instructions in a well defined manner.

3. It can execute a prerecorded list of instructions (programs).

4. A computer is an electronic machine which process instructions or data to give desirable
result.

e G b s g e e e S 2B S e S 28
Evolution of computer

e |n 600 B.C china invented the first calculation machine called Abacus (Soroban).

e In 1617 A Scottish mathematicians Sir John Napier invented the second good calculation
machine called Napier Bones.

e In_1642, a French mathematician Blaise Pascal invented another calculation machine
that is called PASCAL’s calculator. It contains the no. system 0 to 9.

e In 1671 another calculation machine was invented by a German mathematician
GottfriedLeibnitz. that was capable of multiplying and sub.

e Inthe 19th century the first mechanical computer was designed, and invented by Charles
Babbage, called Differential engine. Charles Babbage is considered the father of modern
digital computers

e The first electrical computer was invented in_1930 by Howard Aiken, called Mark1.It was
very big in size. Having 80 kilometers long wring. It got proper shape and size in 1948.

e |n 2009 the world’s fastest computer is called ROAD RUNNER made by IBM.

Merits of using computers

1. Business

Marketing, organization’s products & distribution, stock exchanges, Banks, Departments, Office
automation, Document management, message handling and quick results, networks to others.
Etc

2. E-Commerce

Electronic commerce describes the buying, selling, and exchange, services, and information via,
electronic Mail (E-Mail), Video conferencing, E-shopping, E-Banking.

3. Industry

Robots (an automatic machine)

4. Research of physics, chemistry, and medical

5. Airline system

6. Education

7. Weather Forecasting: etc

So computer performs speed, consistency, precision, reliability & efficiency.

Generations of computers

Until today there are 5 generation of computers one two three four five and some of known early

computers are Mark 1(1937-1944) ATANASOFF-BERRY (1939-42) ENIAC (1943-46) EDVAC (1946-52) the
EDSAC (1947-49) and theUNIVAC | (1951)
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Generation(Period) . : Characteristics Systems
technologies technologies
1st (1942-55) Vacuum tubes, Machine & For Limited ENIAC(Electronic
electromagnetic assembly commercial use, | Numerical
relay memory languages and other Integrator &
punched cards, business Calculator),
secondary storage problems UNIVAC-
etc. 1(Universal
Automatic
Computer),
IBM701
2nd 1955-64) Transistors, Batch Faster smaller Honey well 400
magnetic cores operating more reliable and | IBM7094, IBM1400
memory, secondary | system high easier to use for | CDC 164
storage level business & Etc.
programming. | commercial
production.
3rd (1964-75) ICs with SSI and Timesharing Faster smaller IBM 360
MSI technologies OS with high more reliable and | 370, PDP-8,
larger magnetic level easier to use for | UNICAC 9000 &

cores memory,
larger data storing
capacity,

programming

business &
commercial
production, and
easier to
upgrade than
previous
generation better
futures for
business and
commercialism.

IBM 370.

4th (1975-1989

ICS with chipsets,
technologies,
Pentium processors,
semiconductor
memory larger
capacity of storing,
personal computer
with high speeds.

OS for PCS,
graphic user
interface
(GUI)
windows OS
UNIX OS PC
based
applications
Concept of
system
software &
application
software.

Small,
affordable, more
comfortable for
use, many
futures for
business, and
great for network
and other
functions.

And graphic use.

IBM PC, Apple I,
Pentium concept
like P1, PIL.

Types of computer:

1. Digital computer
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A computer which understand only two codes O(represent the OFF) & 1(represents the ON) these
are called binary codes. PC’s are digital computers.

2. Analog computer

The computers in which components depends on comparison between voltage & current. l.e. the
billing machine.

3. Hybrid computer

The combination of digital & analog. These computers are used in research.

Different computers:
1. Super computer
An extremely fast computer that can perform hundreds of millions of instructions per second.
2. Mainframe
A powerful multi-user computer capable of supporting many hundreds of users simultaneously.
3. Mini computer
Multi-user computer capable of supporting 10 to 100 users.
4. Personal computer
A small single user computer based on a microprocessor has keyboard for data entry and
monitor, has storage devices. They appeared in 1981 made by IBM
[) Tower II) Desktop

5. Workstation
A power full single user computer like a personal PC but has a more powerful CPU.
6. Laptop 7. Palmtop. 8. Pen based 9. Note Book

Personal Computer
Has four basic parts, and they are very common in these days
System Unit, Monitor, Keyboard, Mouse etc.
Monitor
The output device.
LCD (Liquid Crystal Display)or TFT
VDD (Visual Display Device)VDU (Visual Display Units)
Keyboard
The data entry device. Where you give instructions to the CPU. (Input device).
Mouse
The input device. It is also a point in device.
System Unit
Also consider as CPU, one of the major component of PC, all the processing, storage and others
functions belongs to this component.
Parts of System unit
. CPU or processor
HDD (data storage device) start form 40 GB to 500 GB and 1TB
RAM (random Access memory) 512 MBto 2 GB ...... etc.
ROM (read only memory) or IC
Motherboard. (Electronic circuit board) Intel chipsets are most common.
CD/DVD ROM (CD player) combos are most common
Floppy drive. Not in use now because of data traveler flash drive of 32 GB.

Modem (internal & USB external are both common)
Slots, Cards (VGA (display), sound, LAN) etc.

LECTURE - 2

Basic Concepts
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Input:
Devices which give information/data to the CPU are input. l.e. keyboard, mouse, scanner,
joystick, Web camera.
Output:
Devices which show or stores information are output. Monitor, Printer, headphone, speaker.
Hardware:
All the physical components of computer are called hardware.CPU, Monitor, keyboard, mouse
etc.
Software:
It is a set of an instruction that computer can understand & provides suitable results. I.e. the set of
instructions that you can see on the screen are called software. OS are examples of software.
Different OS are DOS, windows, Linux, 0s/2, etc. i.e.
Two Types of Software are:
System software: OS the (GUI) windows OS was introduced by Bill Gates in 1983.
Applications software: The programs used to accomplish some specific task i.e. Ms Office,
Corel etc.
Introduction to Operating System (OS):
An operating system is system software that provides an interface for the user to communicate
with the computer in well defines manner. And to find suitable solutions. The purpose of the OS is
to organize and control hardware and software in a link.
Types of OS are:
GUI (Graphical User Interface) OS i.e. Windows
Command Line OS i.e. DOS
Introduction to MS DOS.(Disc Operating System):
Dos is a ready made program that is used to operate the computer, it is also used for handling
hard disc & other data storage devices.
It is also called command prompt, because in this we operate with specific commands.
There are two types of commands used in dos.

1. Internal commands. 2. External commands.
We shell discuss these in Hardware Section
The Internet:
The internet is huge network of computers in which we can share our information, can send
emails, have very quick results of connecting with each other and can research and make your
information available to each other. Find targets, to get entertainment and more useful results.
What is WWW or W3:
It is a map of text images, and other linked base files, that is use to show data and effects on the
internet.
Law of World Wide Web (WWW) HTTP (hyper text transfer protocol).
And the code of HTTP is URL (Universal recourse locator).
The format of URL is
Type://laddress/Path/file.ext
Webpage
It is one of the main source of internet; consist of multi hyperlinks & HTML codes interpreted by
the browser.
ISP (internet service providers) in Pakistan
IBM, PAKNET, DIGICOM, Brainet, Aster net, Comsat. PTCL, SCOM, WARID, ZONG, UFONE.
Etc.
Program
A program is sequences of instructions given to the computer & on the basis of these instructions
you can find desirable results.
Computer Virus and Anti virus:
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A computer virus is a program (software) that attaches itself with other executable files by
modifying them so that the virus program is also loaded and executed with the execution of these
programs. A virus performs destructive operations. Virus has this ability that makes copies of
similar forms.

Another definition is “A destructive program containing code that can generate copies of it with
other programs so that it is automatically executed when those are executed”.

Causes of Virus:

Email, Networks, Removable storage, unregistered software, CD, etc.

(For Details see Hardware syllabus Virus Topic)

LECTURE - 3

Computer Languages:

The computer is a similar device like TV or CD player. A computer does not understand our
instructions if they are given in any of our own language. There are some special languages that
used to communicate with the computer. Namely:

e BASIC (Beginner’s all Purpose Symbolic Instruction Code)
e COBOL (Common Business Oriented Language)

e FORTRAN (Formula Translation)

e P/L (Programming Language)

Bit. (Binary Digits)

It is a unit of computer. i.e.

8bits=1byte

1lbyte=1character. A symbol or space

1024 bytes=1KB

1024KB=1MB

1024 Mb =1 GB

1024GB=1TB

Example;

If you have a floppy of 1.44mb and you want to know how much space it has.
1.44 X 1024=1474.56kb

1474.56 X 1024=1509949.44 bytes (characters)

Ports of CPU

Ps2 Ports Keyboard, Mouse
Serial ports Serial keyboard, Mouse
USB ports USB devices(all)
Parallel Ports Printer etc.

Com ports Modem, LAN etc.

Different computer Devices: Data traveler flash disk, Scanner, keyboard, mouse, Joystick,
digital cameras, Modem (external), etc,.

Printer:(Inkjet printer), Dot matrix Printer, DeskJet color printer, laser printer (color & Black white)
Monitor:Flat Screen, LCD, TFT, Multimedia.

Mouse:Optical laser mouse, simple mouse, pen pointer

Speakers: Multimedia speakers set, woofers etc.

CD-ROM:Combos, DVD Rom CD/DVD writers, Blue Ray (Dual Reading)



(For Details see Hardware syllabus)

System specifications
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CPU Pentium Ram VGA card Normal HDD
266 to 433MHZ PIl 32TO96MB |4 MBto8MB 6GB to 10 GB(user defined)
450 to 1300MHZ Pl 128t0 256 MB | 8 MB to 64 MB | 20 GB to 80 GB (defined)
(1.2 GHZ2)
1.3t035 PIV 256to 1 GB 128 to above 80 GB to 250 GB (defined)
1.7 to 3.6GHZ Dual Core | 512 to 4GB 256 MBto 1 160 to 500 GB
Dual Core & Core | technolog GB Optional

& Due

For Professionals

Different OS (system software) for use:
PIIl: Win XP2005 (service pack 1 & 2) with direct x 9.1. etc.
PIV and dual : Win XP (service pack 1 & 2), Vista, Win Seven(DVD version).

Good editions of Application software:
Office 2003(Win XP), office 2007 & 2010 (XP service Pack 2 or above, Os Vista etc. Corel draw 9
to 12 for XP 2006 & above, Vista & Win 7)

CHAPTER 3:

WORKING ON APPLICATION SOFTWARE

Switching on Syestem Unit
LECTURE - 4

SIS g adse o

"ugifufi}{g{'%lvu’%
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Starting typing tutor: At least 3 days practice is must before staring Ms Word.

LECTURE -5

Starting Ms Word Processor

MS Word processor is standard application software from Microsoft of America whose owner is
Mr. Bill Gates a well renowned personality. Using MS Word you can make Documents, Tables,
books, templates, web pages, printing and many other features of daily office work.

Ms Word Format
Format means which type of application you are working on, in a specific program, i.e Doc. PPT,
.Exe are different format. MS Word’s format is .Docx (2007-2010)
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LECTURE - 6

Three Basic Lectures:
There are four kinds of different keys on the keyboard, as a whole there will be 104 keys on the
standard keyboard.

1. Functional Keys like F1, F2.................. F12

2. Alphanumeric Keys A, B, C etc.

3. Editing Keys like Home, End, delete etc.



4. Numeric keys like 1,2,3,.....

Text Editing:

To delete one Character left from the position of cursor
from the position of cursor
To delete one word left from the position of cursor

To delete one word right from the position of cursor

To delete one character Right

New line

New Paragraph
Word

Sentence
Double Distance

Cursor Movement:

Movement to one character left
Movement to one character right
Movement to one word left
Movement to one word right
Move to up/Down

Move to beginning of line

Move to End of line

Screen up

Screen down

Text Selection

Select one character left
Select one character right
Select one word left

Select one word right

Select one Paragraph up/Down
Select one line home to end
Select one line End to Home
Select Whole file

Cancel Selection
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Backspace key

Delete Key
Ctrl+Backspace
Ctrl+Delete

Enter key

Enter + Enter + Tab
Space

Full stop

Tab key

Left Arrow key
Right arrow key
Ctrl+Left arrow
Ctrl + Right Arrow
Up/Down arrow
Home key

End key

Page up

Page down

Shift +Left Arrow

Shift + Right Arrow

Ctrl + Shift + LeftArrow

Ctrl + Shift+Right Arrow

Ctrl + Shift + Up/Down Arrow
Shift +End key

Shift + Home key

Ctrl +A or Ctrl +5

Any Arrow key

£T§£uf;5(lf,4.;f%<+J@&Kc&w‘;;‘lgz007-201ou}Tw:fiJ:;f!Lﬂfu?.;T.,!mLJfqu

< u&ﬁé&@é.@%}mﬁ;;&m
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LECTURE -7
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LECTURE - 10

Assignments Related to Home Menu:
On the basis of MS. Word processor 2010 edition you have just learned Text composing,
formatting and many advanced tools. Now solve these and observe what you have learned?

Assignemtn (1): Compose an application for job as a data entry operator to General Manager of
IT Board and format it.

Assignemtn (2): Write a letter to your friend for Eid greetings.
Assignemtn (3): Write any 5 districts of AJK. Make them top heading and also write names of

villages and towns for each then format it and use bullets and numbering and Multilevel Bullets as
well.

Assignemtn (4): Write any 10 main ctrl keys for Home Menu.
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MOON CREATIONS SCHOOL OF IT
Near Girls College Madina Market, Muzaffarabad AJK.




26

Dated: April 30, 2010

Director General
IT Board,
Islamabad-Pakistan.

Dear Sir,

With reference to, the morning newspaper of April 25, 2010, | understand that you are looking for
young graduate in computer application for your office. May | request you to consider me a as
candidate for this position?

| am interested in computer science that is why | have learned lyear Diploma in computer
software & hardware. My CV enclosed will show you my work & experience.

In addition, | have 4 years experience of teaching as a computer instructor and managing office
work as a computer operator.

Moreover, have following operating & teaching skills in computer.
e Office Applications & DMS
e Computer Hardware & Programming
e Internet & Web Development
e Designing & Multimedia etc.
Complete details are available in my CV.

In the above noted particulars | hope that my application for job will be considered accordinalgy,
further | assure you, if | would have opportunity to serve, | will try level best to satisfy my
superiors with my work.

Best Regards

XYz

LECTURE - 10
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Table Tools

u‘;%/vw)ywmm LT uuLeLJye’,JU” ru’w



. s Sl | =¥ Psen 51} jo7 B 353 AS \l
= = i 4 =29 3 ::_;JE — y { B
e it = = & & Drection Margins fe 7
Design:
Layout

Layout

kg Select ~
(HH View Gridlines
_\;j‘ Properties

Table

ows & Columns

EE Ed Insert Below | e
A Insert Left i spiit Cells
Above [l Insert Right

Insert

M

:]J Split Table

illlorr 1 HE
| == x  +H
e - |
R F
e AutoFit -

Cell Size

S =
==
= =
A

—_—
—_—

Text
Direction
Cell
Margins

M

e Jiele K Pty ff,giLJ’f Sl
S L e S el 8 G U
oo 44%&? L L iF e B a s e
LHf o SINE S gL et ey
Fedodrichlon B §H U2 g 8 oL
I P S JE S s S L LS st I e
S IS IR B T AN T
SotasmlId £01f Fe e Jongr vl oot
Lo A L5 Hsny LS S & S e
Juiuffagk’fﬁb’guéjécé.ﬁ)wdwq,Jib’Merge <
ALK P S SIS e L8 S S S L

eSef Uil e L Lk

Width & Height Jf&g;/_j&%@;&;L‘J“/t/;!qw/&guﬁ
i d S L%,TJJ&JT.%:ifJWIL&/@_@i Jx
WY N (Y B % i -

ot U e S S e L
< ufui/(}'?wdfﬂ'g&»g,écrMJU'J/:«J.;/}‘:_J

e DI E (Ayenf el JE

mw@ﬂ;&ﬂgﬂ&gu:ﬁ?&j&’f.p/é,kls!,ﬂf



5

Sort

== Convert to Text

S Formula

E=EE

Tabie

Tabies

Picture

Shapes

v

2

smartArt Chart

h,'__i_,'_:,HyperIink

JfSeIect Jg-t)//"(b'ufd)ﬂgd;)'?f}fﬁ/?zugﬁ

G E S S SE S e

GEHTIIT S e s Je0 s i £
SIS K PN AL i £E 2 e
oy Jﬁ@u/ 2/'_;"4; &5 ME=sum(above)-bd oo b
AverageZ_= & sum J/?uz“la’lfjw!.;]f!_éuﬂgn(fuf
Median, Mode, Max, c}u‘!-u“;;/c)u“umtsdgqf:fe
Ctrl+F9 @;gyjj4ugzg-£u§/L}53¢,/v:,¢LMin
TR LKL o {=sum(above)} » F T f

RS o gl
Ll bdE Pt ar e Ner il LA SE L
;Jrf,@LJ;_Z,Jf’L_?jﬁ‘}’f"/v/b@,uu@aiugan
@if&@gtﬁ;&fmu_@iffuschJ}uﬁ

LECTURE - 13

ﬂ)c?‘jd‘ AL F kL L e Ui,
&%-‘fuﬁ,fg:‘uﬁs/fj U 16D s .?_j(ég
LUTE L et P e 56 us § L5
KU~ nggTFormat g égﬁb?"‘ = JI~ L% 4}‘3 f/ é?/
€t ? 51

oW S a3 )é.bﬁ ‘4 Lu;fL’}’/}é)/ u;;&_j‘w_ e J.’u/!’b{f
J9mmﬁ4%@iLf&dcﬂ¢&fL
PSS e L!ié_.if}:;,f 'OLL

& G Lwn i e u§Uie JI Gl ebDrawing o
e LSy Sl £ L 205§

AU L ded Lol spfis,
ENP NS LI N NI
LECTURE - 14

5 et L £l 87 LS55, n5 Uy
I LS IR g

29



Ag- Bookmark

"h Cross-reference

Header Footer

- .

.

Page
Number ~

A

Text
Box~

| Quick Parts -

SU1b b Fo-ur 2 bl BT AL L ol R
ctri+kf et
LJr&f'svféiu’_wétg{:,;g!w/b;fc—)»égj}’bu”
U#TLJM?JJJg@fﬂ/rd}w/f&é&/,‘@?d{

b g eIz f et 55 TE
:»gfwavl’;Jl<q)fﬂ4(t7yw4J;Jl;@“l¢g
W47 7s

S AL Fdrsnr i Lerfhe) Tenldivi
AR Y SR TN 3-8 O
AIT+N+RF-£Q@§4&€/}:£/

U SR T N LDV R 6 e a6
Loty

et St b L BT e fUg Hflen
S E e L L a LS S A G
.,t's"*'t;u"’/.;,u’;u:‘uuug/nglf/‘;c,/.u:‘w_ug
Alt+V+H-( /S

UslrEFooter sl ks 5-AIt+N+NU£u§/@/f}&’7"L;»JJ'
| _uguzrgffu"‘f‘/ts..a@ut‘wg,

t/’%e%&;@fn;ﬁuﬁ*?,’,@wﬂ%uﬂ e
S e i S By fg EF e B S5 gzt
Soler§ o Bi nlppd 1 E g4 E il Nenl
A1+ XK T SV e Bois IS i s
 LTL G LG5 P e hoep T eI
S e el S ek I e AL
Ctri+Fo 5§ 6L LT3y f R pom L el £
FUFE T L 82T, e L E LTI oy
Ut U U Ll 33 et F TL Ly
éLJ"Time éé/_(ilﬁ’ Date, uf&z,’ﬂfé:ﬁé;tulﬁ”&?i

u/f;Author

30



31

T TS A I TPy SR ¥
WordArt =
ST ST LS L f e

£ AV = —:
st o o ordfye | Wordliet| - .

B i -

-
e -

[ L‘
&
]

Word Art options

t

LU\t sbo o T Tinle Juw‘}w_fmz’,_,u!,ufu/uﬂ’g:, L
wa//éywam Lffm/wcu u'"u/’u;;}’a,u’r_;»d/gf}c_dj Ay &
-Lu:“’/?gd'f”uimiff SR, FEI L sk L 1§58 F Kk J/g.
LECTURE - 15
Alt+N+ RC-/Lu:x,;J/lﬁ«u‘lé;gf}J6(4;!2(‘2.?]4;;»JJ’

It

_: Drop Cap =

Sk f_?,i’fv-ugéfjggflzagé LJV?@Q?«TL)MJJ;J’
-‘édit{d(’u’mf;m/?/G/}}/;I-&gtﬂ

éu.‘.{/d;;uf &J!‘J&Ef’)‘éﬁfﬂfﬁ{,g/uK/?TL)»JJ;J‘

Lon R b wip1F gl S B £ oG e

~AIT+1+0-

bgd Object - 5o s § r’?wam/‘rm}fu S E Tyl PS
S5 Un fr(m)ft rbzuJ”{c;vf_.,wfuwu;fﬂ/%w
M('fﬁ{,nlgglgu %Jrgf}kbg:auu:jua{{,&/“g/?d.}fdé'/}’gj”)/u:
e 966t o F B SSoins g3 ne S 05 T A S8 o n
-9(}Z&/J/J()’guff;:&lf:lﬁ/lu’ﬁfg<u.‘f’{’/3/f
uyajf.’f)}fL!iL‘fﬁL)ﬁLu"‘L/Ju‘fw_aJid/‘u:,u
= erdd L LB phbe Uirogen$ELALS TIE
IS At+N+E-E @J’u‘enz./w,/.i.;u—,a_fﬂ/vw-%ﬂ
LTy LIS

\¢% Signature Line ~
_’f) Date & Time

TC e+ < T+ £ C\ X } f {O} sn0 d lim A [«1?]




€
Equation
v abe Normal Text

Tools

32

o A I TUE 16 A JL-6Type Equation Here & L9 &
£ u‘})a—)i}” LT piabn upf_,un/wm
Ut a2y el S (5 A U2 U e by U e F kg L
(b/:‘t:c‘_ L4 Liner or Professional § =lsl+ ZJ/:_uj é L .;’fu’

i B SN S B JIET o S e o
eridun el bk J?Ju"g/i_;!'q,[wui‘auuf J(

[=}l= "' +| ol - .7 - .
CIEIEIEIE =] LG8 T8 L on s Iylsbnilz o 7 Ut sir ) cnte 47
- U FR ST A IS S L
y '€ )
X n 2 LR .
VX [, % {Orsee g lim A
Radical Integral Large Bracket Function Accent Limit and Operato
v Operator~ x 4 v Log~ ¥
Structures

-u:b)/gfé{.d/ujbl/ﬁgd}k/u‘u:1510&/£’/JJU}J/%’UUULJ1K
{2 symbol ~ < Fonts qu'iuécﬂng&LW,Alt+l+s-é Ld;‘alﬁﬂi

Assignment:

-iuﬁl’ abﬂ&ﬁf.?f”?quebdings

N ol: Compose your own CV, Format it using drawings, Tables etc

No2. Compose a date sheet of any school using Word art for heading & Table

No3. Design a Title of any book of your own choice Using shapes, shades, colours cover page &

Text Boxes

No4. Write any five mathematical equations of your own choice

No5. Draw a table of 7x8 (CxR) and compose your monthly budget also use Header & footer.
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No1l. Using Theme, A4 page settings, landscape page, page color, and watermark prepare a

stylish document

No2. How can you group three different objects of insert shapes?

No3. Write a paragraph and format it also give it indent and space margins?
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No1l. Using your Document make table of contents for five Headings and then insert it on page

NO1.

No2. Apply these tools on your document footnote, Endnote, citation etc?

Mailings:
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INTRODUCTION TO MAIL MERGE:
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Moon creation school of IT

Muzaffarabad AJK
Result Card
Name:
Roll No:
Class:
RegdNo:
Subjects Total Marks Obt. Marks Remarks
English 100 52 Pass
Urdu 100 53 Pass
S.Study 100 57 Pass
Math 100 61 Pass
Physics 100 74 Pass
Chemistry 100 59 Pass
Bio 100 69 Pass
Islamic study 100 70 Pass
Principal
qté,fa;/da’._j;Z,p%ﬂ/'!u?‘ufuawéu/%ﬁgmﬁwf L2l T4 r
Name Roll NO D> (| Class Regd. No>
Muhammad Al 100 10t PPS-220
Nasir khan 101 10t PPS-225
Shakoor Ahmed 102 10t PPS-226
Kamran Ahmed 103 10t PPS-227
Ghafoor Al 104 10t PPS228
Zubair 105 10t PPS-229
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A). Compose a Wedding invitation card« using Mail merge send it to 10 different friends-
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Assignment:

No1l. Using Review Ribbon review your document using spelling & grammar, research, track
changes & protect document-
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iy Jf‘,ﬁbiululufu’/9/£<ujj;(fl¢;(o/fﬁPage setup, Save as, Print, ufJ/U

RS E B S S e St T 8 Bt §SF o ot
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There are huge numbers of Short keys; you will never find these in any other book.

The 10 most useful shortcut keys in Word

F5 Displays the (Edit > GoTo) dialog box

F9 Updates all the field codes in the selection

Shift + Enter Enters a line break (Soft break)

Ctrl +1 Adjusts the line spacing to Single for the current selection
Ctrl + R Right aligns the current selection

Ctrl + Enter Enters a normal page break

Ctrl + Alt + 1 Applies the Heading 1 style to the selection

Ctrl + Shift + N Applies the Normal style to the selection

Alt + Ctrl + N Displays the active document in Normal view

Alt +5 Selects the whole table (5 on Numerical keypad)

Function Keys

F1 Displays the Office Assistant or (Help > Microsoft Word
Help)

F2 Moves text ??

F3 Replaces an AutoText entry from the preceeding word

F4 Repeats the last document action (Edit > Repeat)

F5 Displays the (Edit > GoTo) dialog box

F6 Moves to the next pane in a document (if the window is
split)

F7 Displays the (Tools > Spelling) dialog box

F8 Toggles whether to extend a selection with the arrow
keys

F9 Updates all the field codes in the current selection

F10 Toggles the activation of the Menu Bar / Subscript ???

F11 Moves to the next Field



F12
Shift + Function
Shift + F1

Shift + F2
Shift + F3

Shift + F4
Shift + F5

Shift + F6

Shift + F7

Shift + F8
Shift + F9
Shift + F10
Shift + F11
Shift + F12

Ctrl + Function

Ctrl + F2

Ctrl + F3
Ctrl + F4
Ctrl + F5
Ctrl + F6
Ctrl + F7
Ctrl + F8
Ctrl + F9
Ctrl + F10
Ctrl + F11
Ctrl + F12

Other + Function

Displays the (File > Save As) dialog box

Activates the context sensitive Whats this ? prompt
(Help > Whats This)

Copies ?

Toggles between lowercase, mixedcase and uppercase
on the selection

Repeats the last Find, the same as (Edit > Find Next)

Moves to the previous revision \ Goto Previous insertion
point when document was last opened

Moves to the previous pane in a document (if the window
is split)

Displays the (Tools > Language > Thesaurus) dialog
box

Shrink / reduce selection

Toggles between displaying field codes and field results
Displays the (Shortcut) menu for the selected item
Moves to the previous Field

Saves, Displays the (File > Save As) dialog box if a new
document

Displays the Print Preview (same as File > Print
Preview)

Spike / cut to spike (multiple cuts to clipboard)
Closes the active document or window (File >Close)
Restores the size of the active document or window
Moves to the next open document or window
Activates the Move window command

Activates the Resize window command

Inserts a blank Field containing two curly brackets
Maximise the active document or window

Locks a Field code

Displays the (File > Open) dialog box



Alt + F2
Alt + F3
Alt + F4

Alt + F5
Alt + F6

Alt + F7

Alt + F8
Alt + F9
Alt + F10
Alt + F11

Alt + F12
Alt + Shift + F2
Alt + Shift + F4

Alt + Shift + F10

Alt + Ctrl + F2

Ctrl + Shift + F3
Ctrl + Shift + F5
Ctrl + Shift + F6
Ctrl + Shift + F7
Ctrl + Shift + F8

Ctrl + Shift + F9
Ctrl + Shift + F11
Ctrl + Shift + F12

Ctrl + Numbers

Ctrl +1

Ctrl + 2

Displays the (File > Save As) dialog box
Create an AutoText entry for the current selection

Closes the active document (saving first) and exits Word
(File > Exit)

Restores the size of the active window??

Toggles between all the documents that are currently
open

next spoll ? Similar to right mouse click ?? Move to the
next misspelling ?7?

Displays the (Tools > Macros > Macro) dialog box
Toggles between displaying field codes and field results
Maximise the active window

Toggles between the Visual Basic Editor window and
the Word window

Activate Print Preview ?7?
Displays the (File > Save As) dialog box

Closes the active document (saving first) and exits Word
(File > Exit)

Displays the drop-down menu for the corresponding
smart tag

Displays the (File > Open) dialog box

Unspike / paste the spike contents

Displays the (Insert > Bookmark) dialog box
Moves to the previous open document or window
Updates Selection ??

Allows you to vertically select text / Selects a column in a
table

Unlinks a Field code
Unlocks a Field code

Displays the (File > Print) dialog box

Adjusts the line spacing to Single for the current
selection

Adjusts the line spacing to Double for the current
selection
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Ctrl +5
Ctrl +0

Ctrl + Shift + 8

Alt + Ctrl + 1

Alt + Ctrl + 2

Alt + Ctrl + 3

Ctrl + Letters

Ctrl + A
Ctrl + B
Ctrl +C

Ctrl+D
Ctrl + E
Ctrl + F
Ctrl + G

Ctrl + H

Ctrl + 1
Ctrl +J

Ctrl + K

Ctrl + L
Ctrl + M

Ctrl + N
Ctrl + O
Ctrl +P
Ctrl + Q
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Adjusts the line spacing to 1.5 for the current selection

Toggles adding a 12 point line spacing before the current
selection

Toggles the display of paragraph formatting (non
printable characters)

Applies the built-in Heading 1 style to the current
selection

Applies the built-in Heading 2 style to the current
selection

Applies the built-in Heading 3 style to the current
selection

Selects all the text in the active document
Toggles bold on the current selection

Copies the current selection to the clipboard (Edit >
Copy)
Display the (Format > Font) dialog box

Centre aligns the current selection
Displays the (Edit > Find) dialog box

Displays the (Edit > GoTo) dialog box / unhand an
indent ??

Displays the (Edit > Replace) dialog box / toggles
hidden text ??

Toggles italics on the current selection

Justifies the current selection / ie full paragraph
justification

Inserts hyperlink / Toggles between (smallcaps /
lowercase) ???

Left aligns the current selection

Indents the paragraph / Un Nest / left indent, increase
indent ??

Creates a new document based on Normal.dot template
Displays the (File > Open) dialog box
Displays the (File > Print) dialog box

Resets the formatting back to the original paragraph
style. Removes character formatting from the selection



Ctrl + R
Ctrl + S

Ctrl+T
Ctrl + U
Ctrl +V
Ctrl + W
Ctrl + X
Ctrl +Y
Ctrl+ 2z

Others + Letters

Ctrl + Shift + A

Ctrl + Shift + C
Ctrl + Shift + D
Ctrl + Shift + F

Ctrl + Shift + H
Ctrl + Shift + K
Ctrl + Shift + L
Ctrl + Shift + M
Ctrl + Shift + N
Ctrl + Shift + P

Ctrl + Shift + Q

Ctrl + Shift + S

Ctrl + Shift + T
Ctrl + Shift + Vv

Ctrl + Shift + W

Alt + A
Alt + E
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Right aligns the current selection

Saves, Displays the (File > Save As) dialog if new
document

Inserts a Hanging Indent

Toggles (continuous) underlying on the current selection
Pastes the entry from the clipboard (Edit > Paste)
Closes the active document or window (File >Close)
Cuts the current selection to the clipboard (Edit > Cut)
Repeats the last document action (Edit > Repeat)

Undo the last document action (Edit > Undo)

Toggles between Capitals and Lowercase on the
selection

Copies only the formatting from the current selection
Toggles (double) underlining on the selection

Activates the Font drop-down list on the Formatting
toolbar

Toggles whether to make the current selection hidden
Toggles smallcaps on the selection

Applies the built-in List Bullet style to the selection
Unindents the paragraph, decreases indent ?7?
Applies the built-in Normal style to the selection

Activates the Point drop-down list on the Formatting
toolbar

Applies the Symbol format / Changes the selection to
symbol font ??

Activates the Style drop-down list on the Formatting
toolbar

Reduces / removes a hanging indent

Pastes only the formatting. Used in conjunction with (Ctrl
+ Shift + C)

Toggles underlining on the selection (words only not
spaces)

Displays the (Table) menu
Displays the (Edit) menu



Alt +F

Alt + H

Alt +0O

Alt +T

Alt +V

Alt + W

Alt + Shift +D
Alt + Shift + E
Alt + Shift + F
Alt + Shift + N
Alt + Shift + M
Alt + Shift + P
Alt + Shift + T
Alt + Ctrl + A
Alt + Ctrl + C
Alt + Ctrl + D
Alt + Ctrl + E
Alt + Ctrl + F
Alt + Ctrl + |
Alt + Ctrl + K
Alt + Ctrl + N
Alt +Ctrl + P
Alt + Ctrl + R
Alt + Ctrl + T
Alt + Ctrl +V
Alt + Ctrl +Y
Alt +Ctrl + Z

Entering Data

Enter
Ctrl + Enter
Shift + Enter

Ctrl + Shift + Enter

Delete
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Displays the (File) menu

Displays the (Help) menu

Displays the (Format) menu

Displays the (Tools) menu

Displays the (View) menu

Displays the (Window) menu

Insert Date field with current Date (format ??)

Edit Merge data source ?7?

Insert Merge field

Merge to a new document ??

Merge to a printer ??

Insert Page field with current Page

Insert Time field with current Time

All in capitals

Enters the Copyright symbol (©)

Enters the current date as a field. Format "mm/dd/yy"
Enters an Endnote

Enters an Footnote

Displays the Print Preview (same as File > Print Preview)
Start Autoformat ???

Displays the active document in Normal view
Displays the active document in Page Layout view
Enters the Registered symbol (®)

Enters the Trademark symbol (™)

Replaces an AutoText entry from the preceeding word
Goto the top of the next page??

Goto the previous Insertion point??

Enters a new paragraph

Enters a normal page break

Enters a line break (Soft break)

Enters a column break or splits the table

Deletes the selection or one character to the right



Backspace
Ctrl + -

Alt + Ctrl + -

Alt + 0152

Alt + 0175

Ctrl + Tab

Ctrl + Shift + Spacebar

Extending Data
Shift + Home
Shift + End
Shift + Up Arrow
Shift + Down Arrow
Shift + Left Arrow
Shift + Right Arrow
Ctrl + Shift + Home
Ctrl + Shift + End
Selecting Data

Ctrl + Shift + Up Arrow
Ctrl + Shift + Down Arrow
Ctrl + Shift + Left Arrow
Ctrl + Shift + Right Arrow
Ctrl + Shift + Home

Ctrl + Shift + End

Shift + Page Up

Shift + Page Down

F8, F8

F8, F8, F8

Ctrl + Backspace

Ctrl + Delete

Formatting Data

49

Deletes the selection or one character to the left

Enters an En Dash (number pad) (shorter) basically a
hyphen ?7?

Enters an Em Dash (number pad) (longer)
Enters the ?? symbol

Enters the ?? symbol

Enters a tab in a table cell

Enters a non breaking space / hard space, ie prevents
word wrap at undesirable places ?7?

Extends the selection to the beginning of the line
Extends the selection to the end of the line

Extends the selection one line up

Extends the selection one line down

Extends the selection one character to the left

Extends the selection one character to the right
Extends the selection to the beginning of the document

Extends the selection to the end of the document

Selects to the beginning of the current paragraph
Selects to the end of the current paragraph
Selects the beginning of the current word
Selects the end of the current word
Selects to the beginning of the document
Selects to the end of the document
Selects to the top of the previous screen
Selects to the bottom of the next screen
Selects the current sentence??

Selects the current word??

Deletes one word to the left of the cursor

Deletes one word to the right of the cursor



Ctrl +]
Ctrl +[

Ctrl + Shift +]
Ctrl + Shift + [

Ctrl + Shift + >

Ctrl + Shift + <

Ctrl + Shift + -

Ctrl + =
Ctrl + Shift + =
Ctrl + Spacebar

Alt + Shift + Right Arrow
Alt + Shift + Left Arrow

Manouvering
Arrow Keys
Tab
Home
End
Page Up
Page Down
Ctrl + Home
Ctrl + End
Ctrl + Up Arrow

Ctrl + Down Arrow
Ctrl + Left Arrow
Ctrl + Right Arrow
Ctrl + Page Up

Ctrl + Page Down
Alt + Ctrl + Page Up
Alt + Ctrl + Page Down

Increases the font size of the current selection by 1 point
Decreases the font size of the current selection by 1
point

Increases the font size of the current selection by 1 point
Decreases the font size of the current selection by 1
point

Increases the font size to the next size in the font drop-
down list

Decreases the font size to the previous size in the font
drop-down list

Inserts a non breaking hyphen (ie grammer note 2
hyphens = 1 dash)

Applies Subscript to the selection (automatic spacing??)
Applies Superscript to the selection

Resets the formatting back to the original style (removes
any manual formatting)

Demotes the paragraph to the previous heading style

Promotes the paragraph to the next heading style

Moves one character in the corresponding direction
Moves to the next cell in a table (or inserts a normal tab)
Moves to the beginning of the line

Moves to the end of the line

Moves to the previous screen

Moves to the next screen

Moves to the beginning of the document

Moves to the end of the document

Moves to the beginning of the paragraph or the previous
paragraph

Moves to the end of the paragraph or the next paragraph
Moves one word at a time to the left
Moves one word at a time to the right

Moves to the top of the previous page (paragraph / end
of column) ??

Moves to the top of the next page
Moves to the top of the current window
Moves to the bottom of the current window
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Other
Alt + Ctrl + Home
Alt + Enter
Shift + Delete
Ctrl + Insert
Shift + Insert
Alt + Tab
Alt + Shift + Tab
Alt + Print Screen

Alt + Spacebar
Alt + Backspace
Ctrl + Escape
Alt + Escape

Ctrl + Spacebar

o1

Activates the Document Browser

Repeats the last action (Edit > Repeat)??

Cuts the selection to the clipboard

Copies the selection to the clipboard

Pastes the entry from the clipboard

Toggles between all your open applications

Toggles backwards between all your open applications

Copies just the active window / application to the
clipboard??

Activates the Control Box in the top left hand corner
Undo the last action (Edit > Undo)??
Activates the Windows Start menu

Toggles between all your open applications on the
taskbar

Resets the formatting back to the original paragraph

style. Removes character formatting from the selection
Ctrl + Up Arrow + F9 Converts a field to text??
Esc Cancels the action or closes the dialog box

Assignments:

Nol. What do know about MS Word please explain in 5 lines?

No 2: Write an application for job & Print it out?

No 3: Composing your matric‘s result card & Print it out?

No 4: Pasting inpage’s text into word and print it out?

No 5: Composing an Admission form of your Institute & Print it out?
No 6: Compose a district wise population table with chart & print it?
No 7: Composing a Book title of your own choice?

No 8: Using text boxes Word art & drawing?

No 9: Using Object tool & working on MS Equation editor?

No 10: Using data base options & Mail Merge?
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CHAPTER 4: INPAGE

LECTURE- 23
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l p #aal ﬂ| English font style
Ctrl+F9,Ctrl+F10
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|n1 Character spacing
3 Ctrl+Alt+L, Ctrl+Alt+E, Ctrl+R Text alignments
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Text Colour
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LECTURE-24
Tool bar

Select this Tool for the Selection Tool
Select this Tool for an Editing Too
Select this Tool for a Text Box

Select this Tool for a Title Text Box
Text Box Linking Tool Link Text Chain Tool

EEEEEE

Text Box Unlinking Tool Unlink Text Chain Tool

v
D3

Select this Tool for a Picture Box

Select this Tool for 3 Round Rectangular Picture Box

Select this Tool for an Elliptical Rectangular Picture Box

Select this Tool for a Graphic Box

Select this Tool for a3 Round Rectangular Graphic Box

Select this Tool for an Elliptical Graphic Box

Select this Tool for Line
PN SR N S g I & H o
e d i fei Pl N LIy ET e FLE VL 2SI s
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LECTURE - 25

Menu bar

’E File Edit ‘“iew Fomnat Insert Swmbole  Ublties  Language  Window Help|

Hew...
Open...
Close

Save...
Save As...

Impart...

Export Page...
Fiirt...

Exit

Collect For Qutput...

Chil+M
Chrl+0
Ctil+F4

Ctil+5
Chil+&ilt+5

Chil+

Chil+F
Al+F4

Important tools in File Menu:
Place:
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Import:
EN-g S eI
Export:
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LECTURE - 25

Faste Special...
Paste

Select Al

Find and Replace...

Lack Guides

Stary Editor

Preferences

Chil+if

Chrl+d,
Chl+F

F2

View

Edit Menu
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LECTURE - 27
Format Menu




Character...
FParagraph...
Huyphenation...
Borders...
Tabs

Text Wiap

Sort Test...

Document...
Guides...

Style Sheets. .
Define Caolors. .

Chrl+H
Chl+G

Chrl+&k+T

Chrl+T

What you have learned?
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File Operations
Create a New Document

Save Document

Save As Document

Print Document

Import Picture

Open an Existing Document
Print Setup

Import Text or Picture
Export Text or Picture
Close Document
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Keyboad Shotcuts: 5>

Ctrl+N

Ctrl+S

Ctrl+Alt+S

Ctrl+P

Double Click on Picture Box
Ctrl+O

Ctrl+Alt+P

Ctrl+Y

Ctrl+Alt+Y

Ctrl+F4

KEYBOARD SHOTRCUTS

Caret movement and Text Selection Text Editing

Previous Character
Next Character
Previous Word

Next Word

Previous Line

Next Line

Top of Previous Textbox
Top of Next Textbox
Top of Paragraph
Top of Next Paragraph
Arrow

Beginning of Line
End of Line
Beginning of Story
End of Story

Select Word

Select Paragraph
Text Formatting
Bold

Italics

Left Alignment

Right Alignment

Left Arrow Toggle English and Urdu  Ctrl+Space

Right Arrow .

Ctrl+Left Arrow Delete Previous Character Backspace

Ctrl+Right Arrow Delete Previous Word Ctrl+Backspace

Up Arrow Delete Next Character Del

Down Arrow

Alt+Up Arrow Delete Next Word Ctrl+Del

Alt+Down Arrow Cut Ctrl+X, Shift+Del

Ctrl+Up Arrow Copy Ctrl+C, Ctrl+Insert

Ctrl+Down Paste Ctrl+V, Shift+Insert

Home Undo Previous Operation Alt+Backspace,

End Ctrl+z

Ctri+Home Select All Ctrl+A

Ctrl+End .

Double Click Find Text Ctrl+F

Triple Click Replace Text Ctrl+R
Scroll Page Up by One Line

curl+B Shift+P U

Ctrl+! rrage Lp

Ctrl+Alt+L Scroll Page Down by One Line
Ctri+Alt+R Shift+Page Down
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CHAPTER 5: PRESENTATION PROGRAM
POWER POINT 2010

LECTURE - 28

Introduction to PowerPoint:

Power point is program (application software) which is ued to represent our information in the
form of slides.

The format of power point 2010 is PPTX. In which you can make wonderful presentation and also
video & audio effect can be shown in presentation using power point slide show format.
PowerPoint 2010 offers you advanced web and picture editing tools also.

Power point also has similar type of Bars that you have already learned in MS word.
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LECTURE - 30
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Assignment:

Nol. Make five slides project with pictures using insert album tool, format it, edit it, apply
animations, transition and save these in PowerPoint show? Use your own name and any title
style for 15t slide.
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The 10 most useful shortcut keys in PowerPoint

F5

Shift + F3

Shift + F9

Shift + Enter

Ctrl + A

Ctrl+T

Ctrl + Shift + Tab
Ctrl + Shift + G
Ctrl + Shift + H

Alt + Shift + F4

Essential
1 + Enter
2 + Enter
Escape
Letters

A

Runs the presentation (View > Slide Show)

Toggles between lowercase, mixedcase and uppercase on the

selection

Toggles the display of Guide Lines

Enters a line break (Soft break)

Selects all the objects on the active slide

Displays the (Format > Font) dialog box

Toggle between the Slides and Outlines tabs (Normal view)
Group the currently selected objects / shapes

Ungroups the currently selected object / shape

Closes all the presentations (saving first) and exits PowerPoint

(File > Exit)

Goto slide number 1
Goto slide number 2

Stops the slide show

Show or hide arrow pointer

Toggles the display of a black screen

Erase any on screen annotations

Displays the next hidden slide

Use the mouse click to move to the next slide

Move to the next slide or perform the next animation
Use the original timings while you are rehearsing

Move to the previous slide or perform the previous animation



T
w
Ctrl + Letters

Ctrl + A

Ctrl +H

Ctrl + M

Ctrl +P

Ctrl +S

Ctrl +T

Ctrl + U
Manoeuvring

Spacebar

Enter

Page Down

Right Arrow Key

Page Up

Left Arrow Key

Up Arrow

Backspace

1 + Enter

2 + Enter

Other

Stop or restart the slide show
Set new timings while you are rehearsing

Toggles the display of a white screen

Redisplay the hidden pointer and/or change the pointer to an

arrow
Hide the pointer and navigation buttons immediately

Toggle the display of the ink markup

Redisplay the hidden pointer and/or change the pointer to a pen
Display the All Slides dialog box

Display the task bar

Hide the pointer and navigation buttons in 15 seconds

Move to the next slide or perform the next animation

Move to the next slide or perform the next animation

Move to the next slide or perform the next animation

Move to the next slide or perform the next animation

Move to the previous slide or perform the previous animation
Move to the previous slide or perform the previous animation
Move to the previous slide or perform the previous animation
Move to the previous slide or perform the previous animation
Goto slide number 1

Goto slide number 2

Show or hide arrow pointer

Toggles the display of a black screen
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Esc
Ctrl + Break
Hyphen
Shift + F10
Tab
Shift + Tab
Function Keys
F1
F2

F4

F5
F6
F7
F10

F12

Shift + Function

Shift + F1

Shift + F3

Shift + F4

Shift + F6

Toggles the display of a white screen

Stop or restarts the slide show

Stop the slide show

Stop the slide show

Stop the slide show

Display the shortcut menu

Move to the first or next hyperlink on the slide

Move to the last or previous hyperlink on the slide

Display Help or the Office Assistant
Select the text box containing an object or text

Repeats the last presentation action (Edit > Repeat) (not

Format Autoshape dialog)

Runs the presentation (View > Slide Show)

Moves to the next pane in the presentation (clockwise)
Displays the (Tools > Spelling) dialog box

Toggles the activation of the Menu Bar

Displays the (File > Save As) dialog box

Activates the context sensitive Whats this ?prompt (Help >

Whats This)

Toggles between lowercase, mixedcase and uppercase on the

selection
Repeat the last Find, the same as (Edit > Find Next)

Moves to the previous pane in the presentation (anti-clockwise)
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Shift + F9

Shift + F10

Shift + F12

Ctrl + Function

Ctrl + F4

Ctrl + F5

Ctrl + F6

Ctrl + F7

Ctrl + F8

Ctrl + F9

Ctrl + F10

Ctrl + F12

Other + Function

Alt + F2

Alt + F4

Alt + F5

Alt + F7

Alt + F8

Alt + F9

Alt + F10

Alt + F11

Alt + Shift + F2

Alt + Shift + F4

Toggles the display of Guide Lines
Display the (Shortcut) menu for the selected item

Saves, Displays the (File > Save As) dialog box if a new

presentation

Closes the active presentation or window (File > Close)
Restore the size of the active presentation or window
Moves to the next presentation window

Activates the Move window command

Activates the Resize window command

Minimises the size of the active presentation or window
Maximise the size of the active presentation or window

Displays the (File > Open) dialog box

Displays the (File > Save As) dialog box

Closes the active presentation (saving first) and exits

PowerPoint (File > Exit)

Restore the program window size

Find next mispelt word - continue (Tools > Spelling) ??
Displays the (Tools > Macros > Macro) dialog box
Toggles the display of the Grid

Maximise the program window

Toggles between the Visual Basic Editor window and the

PowerPoint window
Displays the (File > Save As) dialog box

Clnees the active nrecentatinn (cavina firef) and eyite
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Alt + Shift + F10

Ctrl + Shift + F10

Ctrl + Shift + F12

Ctrl + Numbers

Alt + Shift + 1

Alt + Shift +9

Ctrl + Letters

Ctrl + A

Ctrl + B

Ctrl + C

Ctrl + D

Ctrl + E

Ctrl + F

Ctrl + G

Ctrl + H

Ctrl + 1

Ctrl +J

Ctrl + K

Ctrl + L

Ctrl + M

Ctrl + N

Ctrl + O

Ctrl + P

Ctrl + R
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PowerPoint (File > Exit)
Displays the drop-down menu for the corresponding smart tag

Activates the Menu Bar or displays the (View > Toolbars)

dialog box

Displays the (File > Print) dialog box

Show Heading 1 (Outline view)

Expands all text in the presentation (Outline view)

Selects all the objects on the active slide

Toggles bold on the current selection

Copies the current selection to the clipboard (Edit > Copy)
Make a duplicate of the selected slide (Edit > Duplicate)
Centre aligns the current selection

Displays the (Edit > Find) dialog box

Displays the (View > Grid and Guides) dialog box
Displays the (Edit > Replace) dialog box

Toggles italics on the current selection

Justifies the current selection

Displays the (Insert > Hyperlink) dialog box (in a textbox)
Left aligns the current selection

Inserts a new slide (Insert > New Slide)

Creates a new presentation (File > New)

Displays the (File > Open) dialog box

Displays the (File > Print) dialog box

Right aligns the current selection



Ctrl +S

Ctrl+T

Ctrl + U

Ctrl +V

Ctrl + W

Ctrl + X

Ctrl +Y

Ctrl +Z

Others + Letters

Ctrl + Shift + B

Ctrl + Shift + C

Ctrl + Shift + F

Ctrl + Shift + G

Ctrl + Shift + H

Ctrl + Shift + P

Ctrl + Shift + V

Alt + D

Alt + E

Alt + F

Alt + H

Alt + 1

Alt + K

Saves, Displays the (File > Save As) dialog box if a new

presentation

Displays the (Format > Font) dialog box

Toggles (continuous) underlying of the selection

Pastes the entry from the clipboard (Edit >Paste)
Closes the active presentation or window (File > Close)
Cuts the current selection to the clipboard (Edit > Cut)
Repeats the last presentation action (Edit > Repeat)

Undo the last presentation action (Edit > Undo)

Opens the Outlook Address Book

Copies the formatting attributes from the current selection to the

clipboard

Activates the Font Names drop-down on the Formatting toolbar
Group the currently selected objects / shapes

Ungroups the currently selected object / shape

Activates the Font Size drop-down on the Formatting toolbar

Pastes the formatting attributes from the clipboard on to the

selection

Displays the (Slide Show) menu
Displays the (Edit) menu
Displays the (File) menu
Displays the (Help) menu
Displays the (Insert) menu

Checks the names in the To, Cc and Bcc lines against the

Address Book
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Alt+0O
Alt +S
Alt+T

Alt +U

Alt +V

Alt + W

Alt + Shift + A
Entering Data

Enter

Shift + Enter

Ctrl + Tab
Extending Data

Shift + Home

Shift + End

Shift + Up Arrow

Shift + Down Arrow

Shift + Left Arrow

Shift + Right Arrow

Ctrl + Shift + Home

Ctrl + Shift + End

Selecting Data

Ctrl + Shift + Up Arrow
Ctrl + Shift + Down Arrow
Ctrl + Shift + Left Arrow

Ctrl + Shift + Right Arrow

Displays the (Format) menu
Displays an e-mail message containing the active presentation
Displays the (Tools) menu

Displays the AutoShapes drop-down menu on the Drawing

toolbar
Displays the (View) menu
Displays the (Window) menu

Show all or collapse all text or headings (Outline view)

Enters a new paragraph
Enters a line break (Soft break)

Inserts a tab in a table cell

Extends the selection to the beginning of the line
Extends the selection to the end of the line

Extends the selection one line up

Extends the selection one line down

Extends the selection one character to the left
Extends the selection one character to the right
Extends the selection to the beginning of the textbox

Extends the selection to the end of the textbox

Selects to the line above
Selects to the line below
Selects to the beginning of the word

Selects to the end of the word
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Delete

Backspace

Ctrl + Delete

Ctrl + Backspace
Formatting Data

Ctrl +]

Ctrl + [

Ctrl + Shift + >

Ctrl + Shift + <

Ctrl + =

Ctrl + Shift + =
Maneuvering

Arrow Keys

Tab

Shift + Tab

Home

End

Page Up

Page Down

Shift + Page Up

Shift + Page Down

Ctrl + Home

Ctrl + End

Ctrl + Up Arrow

Ctrl + Down Arrow

Ctrl + Left Arrow

Deletes one character to the right
Deletes one character to the left
Deletes one word to the right

Deletes one word to the left

Increases the font size to the next size in the drop-down list
Decreases the font size to the next size in the drop-down list
Increases the font size to the next size in the drop-down list
Decreases the font size to the next size in the drop-down list
Toggles Subscript on the selection

Toggles Superscript on the selection

Moves one character or line in the given direction
Moves to the first or next hyperlink / object / cell
Moves to the last or previous hyperlink / object / cell
Moves to the beginning of the line

Moves to the end of the line

Moves to the previous slide

Moves to the next slide

Moves to the previous slide

Moves to the next slide

Moves to the beginning of the text box

Moves to the end of the text box

Moves up one paragraph

Moves down one paragraph

Moves one word to the left
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Ctrl + Right Arrow

Ctrl + Enter

Other
Alt + Tab
Alt + Shift + Tab

Ctrl + Shift + Tab

Ctrl + Spacebar

Esc

Alt + Shift + Left Arrow
Alt + Shift + Right Arrow
Alt + Shift + Up Arrow
Alt + Shift + Down Arrow
Alt + Shift + +

Alt + Shift + -

/

Alt + Escape

Ctrl + Escape

Print Screen

Alt + Print Screen

Redundant Shortcut Keys

Ctrl + Shift + F6

Alt +S
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Moves one word to the right

Moves to the next title or body text placeholder

Toggles between all your open applications
Toggles backwards between all your open applications

Toggles between the Outline tab and the Slides tab in Normal

view.

Remove manual character formatting returning the text back to

its default

Cancels the action or closes the dialog box
Promotes a paragraph (Outline view)

Demotes a paragraph (Outline view)

Moves the selected paragraphs up (Outline view)
Moves the selected paragraphs down (Outline view)
Expands the text below a heading (Outline view)
Collapses the text below a heading (Outline view)
Turn character formatting on or off (hnumeric keypad)
Switches to the next program

Displays the Start Menu

Copies a picture of the whole screen to the clipboard

Copies a picture of just the active window to the clipboard

Move to the previous presentation window ??

Send presentation as an email ??
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Alt + K Check the names in email against the address book ??

What you have learned?

There are two parts of a slide a title & subtitle.

In this program you have learned about making a decorated presentation and starting its show in
full screen.

Making presentation & formatting it.

Using animations including simple animation & custom animation also called advanced
animation.

Copying urdu text in a slide using paste special tool for this purpose.

Using media clips, like inserting sound, video, and adding your own voice as well, form insert
menu in movies & sounds.

Arranging slides & starting it show using slide show menu that is discuss above.

Saving your slide as picture using save as tool in file menu using GIF & JPEG format.

Start presentation directly using save as button in file menu & format must be power point show.
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CHAPTER 6: MS. EXCEL 2010

LECTURE - 32

MS Excel:

Ms Excel is spread sheet software, which provide you the facilities of arranging and storing large
amount of data (text and numbers), performs calculations, analyze information, draw charts and
Diagrams and also can be used for creating small data base as well.

Using Ms Excel you can make large spread sheets and can use functions that provide you more
smooth results of your data and your tables become more accurate.

The format of MS Excel is .XLSx & others.
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No of Sheets = 0-255

No of page per sheet = 0-255

Every worksheet has columns (A — XFD) and 1048576 rows.

This means that every worksheet contains (A-XFD)xROWS individual cells.
Default sheets in new book=3

Standard Height of Row: 12.75

Standard width of a Column 8.43

There can be 3200 characters can be write in cell but according to rules 255
One formula can hold up to 3200 letters.etc
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Then press Ctrl +F9 and type your formula in given brackets. Like.
{=sum(above}, {=average(above)} etc then pres F9
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T el bmLgie s e 2B ua P 27,00k
J")’l,'img_?,,fgfﬂjj/w-ﬁué’ff&wiﬁﬁfﬁﬂzhﬁ.{’e
_‘cl}:‘%ﬂ;f

LSS E e sb T8 P e S E Fin 2
LSS SRS B

Oy L LI WreiF A ee sl )ik
e feeS el S Jues ot

S e ol JE S PG E LS s
ké/‘gvTLJMJJ"LU%’TNumbGF{,/J#"-(j{,)%{.—/lﬂoﬁuﬁjﬂ'
g},!..ﬁ,:‘/lﬁ/}:’“ )/‘LJ'/L%/GGeneral -iqu,; J/L‘; ..ﬁ:zliﬁ}
uf//ﬁg;;(/b/ 77c)»JJl§.%/GNumber 4/,’;;/5:-_{’&

Luﬁjc‘/ﬂigujfjl/:a"c)yt}/Currency g.éiué’lzl{&klgDecimal

-‘4L"fftgLy’ﬂfw‘éoﬂ/,m,fw%/s[c)u‘t-.ﬁf

LECTURE - 34

R = VIS

Column Line

Pie Bar Area Scatter Other
- ¥ b e Charts ~

Charts i

U1 s S Bl 27 Sl 2 dnad e 6 f77¢;»Ju1+Jiﬁla¢:gsﬂuiiél:,Ag

Overs Runs Rate
1 12 12
2 7 8.7
3 6 7.7
4 5 6.5
5 8 9.5
6 9 9

el LTl Ll f e o e,

14
12
10
m Overs
M Runs
Rate

o N B OO

&@/‘ngrwfté__;i’szfm_;l’g-@i b Lt dler ufdfft.;t’fuu%defu“uuw;g,
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e Z L T e T At+FL S U g S s

Design, Layout, Foramt
jve::,/tgdwgu;ugcﬁugéfﬂ&w;:‘xguf K e W bl st L L e Vel JTSun
wpUE e B S e e BLS U U AT o FUF A5 LT S
AAGES e g plitpobes IS u'(gJ?iffrg4uiﬁu|11;£uwug;zr N
cUnfentd Penfiiiebdie & ol f gt (T Uty U A ST S U S U
-ugi mi UL s ut‘mi:,/tgz.nzrac/:,gu/(_;u’ut“/”/g‘e’z.ww:,/tg;/,

LECTURE - 36 - 37

GE LN L1 F g AIE I Tk

B

AL NFE ST A0S T send
--éuf@uuuauwﬂiwg}[t

Formulas of Ms Excel
J}/‘/Br_dl/‘i;:«fc;)»d/u";ﬂzd/fg-uxLb}h”dé'ufz._/l: Z—J‘:'/EJ./J:;?«T&L‘L)/JL’;";U}J//L;
-ﬂ&ljufg?/?jfb‘uxpg,»&/%'J/-‘-«é/@uﬁu}/ﬁ uwf-iffdb&!

Sum SO s 588 s,
=sum (al:ab) R E SRS O ]
—ol+apras }L v Jlﬁ”’ sl il 2/_4.)/5
=45+78+56
=Sum(name)
=al+b1+c1+d1+........ L.j@’.;/g,,gjcag
=Sum(a1:a10;b1:b10) Jlﬁ;ﬂ.w@ﬂ. L1 58
=sumif(a2:a10;"Ali";c2:c10) lﬂyﬁ%d‘&)?’u@“g S S ST

Average (o Lol
=average (al:al0)
=average(al:al0;b1;b10) L;:’J,/AK/KMLJ:.;G
Maximum or Minimum Bl S 2l o
=Max(al:a7) NI RTN
=Min(al:al0) qu.‘.”bwd/,ﬂ oL

Count 5e)
=Count(al:al0)
=Count blank(a1:a30) eoe S U5 d6
=CountA(al:al0) Coold S Kot f

LECTURE - 38



=countif(a1:A10; “=200")

Product
=Product(al:a6) L
=45*89 4
=al*a2*a3 L

Subtraction

=al-a2
=50-60

Dividing
=al/a2
=45/

Stdev(Standard Deviation)
=stdev(al:a9)

=Var(al:al0)

Linest

=Linest(al:a5;b1:b5)

Trend
=Trend(al:a5;b1:b5)

Growth
=Growth(al:a5;b1:b5)
Median

=median(al:ab)
=mode(al:ab)
Correlation

=correl(al:a5;b1:b5)
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LECTURE - 39
Statistical Functions
Used to define the variation of Data.

The slope of line

Forecasting
t’frgu:&lﬂbf d/(f Ufczl, LJJ:/?/:«TJ!‘/&:
Ll s KUFIFe

The Growth of a company in a new year

Cfdygj’ﬁf&yuuf@,jgf‘/uf
The strength of relationship in two

variables or attributes

LECTURE - 40
LogicalTest

PAEGI N6 A LT Lo v b Tre e e STUE L § 6 P JF Ul S U6 6™ Ut 28 ot

If :

=if(al1=5;10;20)

and
=if(a1>100;200;300
Pass/Fail Test

L L bl e Q6T U e B IR TS e
J/Lyru')f’[f'{L')//‘W/L&"u‘l}éfufdfg_/u
202 p510 % S Eidws ¥

TR ST
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=if(a1>=33; “pass”; fail") Lﬁ;/,ufgﬁ_%/g_ﬁ}ﬁ_y;,@égﬁ

=if(Average(B4:D4)>=40;"Pass”;"Fail”) Jj;»u’L?cAoL/ﬂJu’i/il

=If(sum(a1:b1)>=66;"Pass”;"Fail”) gﬁ;uJL?cGGJ’iK}JKuiuﬁ

=if(@1>50; “True”; "False”) Fallse <3 True Jq,uk}c.SO/f;fl

=ifta1=2; "Move” ; *Stop”) Stop ~.:Move < 271

Akl /sz_ug.lf kit 7“/@.&@ AU

gLt
LECTURE - 41
Grading

¢S ()’f,gf .k
=If(a1>89;"A%if(a1>79;"B”;if(a1>69;"C”;if(a1>59;"D";”
F))
=if(a1<=59; “c”; if(a1<45; “d”)
=if(al<=32; “fail’; if(a1<=45; “d” ;if(a1<=59; “c”)))
=if(a1>=85 “a+”;if(a1>=75; “a”;if(a1>=60; “b” ;
if(a1>=50; “c”; if(a1>=33; “d")))))
=if(average(B2:E4)>=40; “Pass”;"Fail”)

-Lagfgdv?ugfi@'uiu:‘g@g@,éz%gﬁ;Wc,{im; L s il g

Computer Class Test for 8th Test #2 conduct on 20-06-2010
Roll Obt. Pass/Fai
S# NO Name Marks T.Marks | Condition Remarks Grade
1st 1 Moazzam 36 100 Pass Poor Satisfactory D
2nd 2 Gulzar 40 100 Pass Good Good D
3rd 3 Shadab 22 100 Fail Poor Good F
4th 4 Faizan 29 100 Fail Poor Satisfactory F
5th 5 Adil 46 100 Pass Good Satisfactory D
6th 6 Asif 67.5 100 Pass Better Satisfactory B
7th 7 Qasim 65 100 Pass Better Good B
8th 8 Arif 34 100 Pass Poor Satisfactory D
9th 9 Tariq 21 100 Fail Poor Satisfactory F
10th 10 Asharaf 21 100 Fail Poor Satisfactory F
11th 11 Javed 60 100 Pass Good Good B
12th 12 Naseem 11 100 Fail Poor Satisfactory F
13th 13 Wagqgas 57 100 Pass Good Satisfactory C
Computer Class Test for10th Test #2 conduct on 08-06-2010
Roll Obt.

S# NO Name Marks T.Marks | Pass/Fail || Condition Lab Grade
1st 1 M. Zaman 46 100 Pass Good Satisfactory D
2nd 2 Atiq 55 100 Pass Good Good C
3rd 3 Atiq Bag 25 100 Fail Poor Satisfactory F
4th 4 Ishtiag 27 100 Fail Poor Poor F
5th 5 Ajza Absent 100 0 FALSE Poor FALSE
6th 6 Tnaveer 58 100 Pass Good Good C
7th 7 Ajaz 61 100 Pass Better Better B
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Balooch
8th 8 Ali 66.5 100 Pass Better Better B
Computer Class Test for 9th Test #2 conduct on 08-06-2010
Roll Obt.
S# NO Name Marks T.Marks || Pass/Fail | Condition Lab Grade
1st 1 Naveed 22 100 Fail Poor Poor F
2nd 2 Faisel 64 100 Pass Better Better B
3rd 3 Mumtaz 42.5 100 Pass Good Good D
4th 4 Sajawal 19 100 Fail Poor Poor F
5th 5 Zahoor 69 100 Pass Better Better B
6th 6 Rasalat 35 100 Pass Poor Good D
7th 7 Ali Shan 33 100 Pass Poor Good D
8th 8 Rasalat 23.5 100 Fail Poor Good F
9th 9 Ali Shan 34 100 Pass Poor Good D
6th 6 Rasalat 35 100 Pass Poor Good D
7th 7 Ali Shan 33 100 Pass Poor Good D
8th 8 Rasalat 23.5 100 Fail Poor Good F
9th 9 Ali Shan 34 100 Pass Poor Good D

=if(a1>=33; “pass”; fail”)

=if(a1<=39;"Fair”;if(a1<=49;"Satisfactory”; if(a1<=59;"Good”;

_ufJJr/qufﬂ:"Z—Jngé

if(@1<=79;"Very good”; if(a1<=89; “excellent”; if(a1<=99;
“exceptional”))))))

=if(a1<=39;"Fair”;if(a1<=49;"Satisfactory”; if(a1<=59;"Good”;
if(@1<=79;"Very good”; if(a1<=89; “excellent”; if(a1<=99;
“exceptional”))))))

=if(a1<=39; “F”;if(a1<=49; “D” ; if(a1<=59; “c”;if(a1<=79; “b”
;if(@1<=89; “a”; if(a1<=99; “a+”))))))

—canyt Iy b S LR

Sk U1e AUt S TS A A

- J 6

Q}J}”/Gnﬁéiéful

=var(Sheetl:Sheet2!Al:F12)

=count(Sheetl:Sheet2!A1:F12)

These are called 3d formulas.

LECTURE - 42

Reference Formulas

_é_ué/)/dlw‘"'}j@t,_/umgaﬁ;(‘j’/?,;fu)/)b/@/lfuf{uk];égb?«fc}»gu'
=SUM(Sheetl:Sheet2!A1:F12)
=average(Sheetl:Sheet3!A1:F12)
=max(Sheetl:Sheet2!Al:F12)
=counta(Sheetl:Sheet2!A1:F12)
=product(Sheetl:Sheet2!A1:F12)

%41»&);»1{,u’ﬁiﬁ»l‘a%bjfwé;-gz_)/g.}r/létﬂoﬁé‘_l/
WL Sy g B85 e v ik Ay
ufufq,tz;)’zf'ib@/z/’.éz’.z Pl et v bl b
Tl Lo b 65 e Gl v e 2 6 6 2L

G E R adulie Ut
B f Pematbospldl b2l AU AL

=Sum(
ﬂ{,u’?uﬁé_nngﬁcﬁ/}fﬂf/&[fﬂ{,%ﬁ&.;ﬁri
1AV ij J@nd’%%}}du,é;m L8

/,J’iﬁﬁfufingag.:g_q,g;;wié_hz:fé/.m-qf

ALUPUIE g g SRS RIS

~Unbies Iy b
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LECTURE -43
Data Menue

i 13 % Consosgat
Refresn ¥| son Fifler . Testto  Remove Group Ungroce Sunto
4| 2 hieancag skt ! » g

nnechion 51 j_: ’ =

(1%}

» Wnat.tt Ansyn

%5 From Access

- From ‘Web ——e
From Othey

A From Test ’ ELes
o p i
.:" jort
I
Filter
*
Tot t
Cebs
(=)
| R
al
Remove
Duplicates
DNat

E4 Data Validation -

L35 TS F B s A s e e e P e
unu:‘J“LnK:,{)u’l%/LsKu%J/Lsd/uu/(g%,,u):ujjKz.n’rwt“guc.[g
JeCHrreselavy sauinrE S P edcft s e sund s

_qufJL&iu:’JTﬁﬂiu!L‘/_ugiuﬁcw

e N B LA 275 L ot s sl Uie Jifisort
I HTH e L g SIS 5 e B2
ST s e LI G SR T el

Se WL WL w55 Lilic WSLTF6FIL et f T
_Z,uf.;/f@/

SN -SPIE N TR P L N
MZD-12o-JKL&.;)/J:‘KKV@’J//;ly?ib;ﬂ)i,?-‘cW/J_

-z.ué/ff}{,é.zb‘uu/’fjdﬁdbé.fzg/E u’fﬁggugf’/ U'{vTL)kJJ;J’

L3Sl AT Y F ot (AL T af foe Hif1es,
F A gL, S LA IE S Sy U
u"ﬂ}/‘;ff’ Message /4‘,){2{;;7)7‘/)‘;7}‘;/’.%:&];/:} J'ufdf"; uﬂfuj'

NS

=obt.marks/total.marks*100 -+&V,J:”/Ggwugifngﬂé_»:'.;jufu%

=and(5<al;al<100)
=and(5<a2;a2<100)

LECTURE -44
Reference Formulas

JE 1L s s s

. . LI ~ .
{,Lﬂb@/”}/b{,é_/l :«/u&ﬂf*u}mb,False Kes
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Truefalse

et Loyl o Y,

=if(or(average(al:D1)>=80;E1<2)

“Pass”; “Fail”)
Absolute Number

=abs(al)

SQRT

=Sqrt(al)
=al”bl
Dollar

=Dollar (al;2)
Factorial

=Factorial (al)
Power

=Power (al;bl)

Trigonometric functions:
=sin(al)

=tan(bl)

=cos(vl)

=proper(al)

=rept(al,3)

=lower(al)

=upper(al)

=sum (al:a4;100)
=sum(al: a6; bl:b6)
=countif(a1:a4; “>200")
=countif(a1:a4; “>200")
=countif(a1:a4;<> “100")
=Round(A1;2)
=Round(al;0)

=int(al)

=Mod(al;b1)

=PV(10 %;5;1000)

LECTURE - 45
More Complicated Functions

&{’:'&//}J)ﬁ
o»fJJ'Jwa';u’(
e

Cdode
JlemiLLo g

S 1 E e sk ST

72=49

Ll F

R 2 LA

o f s AL S
S Ui § iz
e nlic 200206 (5
e nlic 200206 (S
_q,u:f/.'/.iloo}?

: ~¢,;;;zfu/tf,t',uij/
s

14 e 5
Ledl. [16+5=1
b o
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=FV(al;a2;-b3;1)
=PV(Rate; no of periods, payment, future value, type)

Rate=11% Time=35
Deposits=2000 - s 205

—Pmt(B1:b2:b2) R
=NPER(al:a2;a3) o § S
=Value(Al) L ut‘&/?f/u/(
=Value(“40205”)

=Text(al) bt S e U'(
=Dollar(al) wwéffjuij’ﬁfdf
=Rept(“*":4) wﬁiwu&f
=Len(al) o
=Choose(a1; nonen; “TWO” , “Three”) H@"g}’ﬁ"kﬁ(}f
=Sign(al) té;JujL«L/b@'nf(

=Vlookup(cl;al;b4;2)

=Hlookup(d4;al;d2;2)

=lookup(b7;el;e5;b1;b5)

=index(d3;g5;a2;a3)

=length(al) =5, The Length of text or number

=Match(20, al:d1)

LECTURE - 46
Text Formulas

_u:/b‘f/:}/}’j}’fd/l:MU'JJU/(U:A%J.;/;E

=BAHTTEXT (al) Svsir b S e S L
=CHAR (A1) K@?&/ﬁ@;ﬁi;L!iqu-ﬁfﬂ

=CLEAN (A1) Remove nonprintable character from text

=CODE (al) b’(_;jfl{/g&gu’(ASCII
—CONTENCATE (al) b FAIF B
=DOLLAR(A1) _€./_,;»w&9}m,/wjua;/

€< sFalse %EQ/JJJUM/:}4.i.gu..”)fﬁ-KGJJ:?:TKJJ&’A'..’L/u/‘é_n&wué—ﬁ'ﬂd!d=Exact(a1)
ujL)/‘ﬁ{,ﬂ:@fvfcﬁ@é,fi'ﬁ'/f/f}uﬂ'{‘f/:Fixed(al)
«ngz’ﬁ'JJ%./f/L&g=Len(al)
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xz.u/;,(/uu'f/i.w?u/(:Rept(al;5)

RS Lr~£_(7¢§<§,t~f4/J{uqﬁfdfgi/;w,&lb/:i@/dnd;ui@,
Apply this useful function:(Related to Banks)
Down payment=No
Interest Rate = 18%
Term (Months) = 360
Loan Amount  =800000
Use suitable function?

Down paymnet Nil

Interest Rate 10%
Term(Month) 360
Loan 800000

Rs80,000.00-| 800000
.Jr/Ls=pmt(b1;b2;b3)puw!6’mpﬁuj"4mﬂ& 1o/vgu"/";uéé_usoooooLdv;gu:’wmu,@f

-
¢

Some complicated formulas for professionals:
1. Function FV (future Value) :

eSS T2l ld F e U el S S, L 655,
Format of this function is:
=Fv(rate, number of periods, payment, present value, type)

For example:

Rate=11% years= 35 deposits= 2000
=fv(b1,b2,-b3,,1) =fv(11%,35,-2000,,1)

=758,328.81

2z /L—)&)w/?ﬂ’-%& Wansl p e tivg_ il p e sl PU GOk Ue 2ot Ul

_é—ﬁ&f/)?

el L0 S F et e e s 5P ST

=PMT (rate, number of periods, present value, future value, type)

2.PMT(payment)

. red
Rate: & s,8-5 02y

Number of periods: will be time period

Present value: current value

Future value, type your choice.

Rate=0.92% Months=300 Loan= 100000
=pmt(b1,b2,b3) =pmt(0.92,300,100000)

=983

3. NPER(number of periods):
et L0 S ddnd 505

=Nper(rate, payment, present value)
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Rate=0.92% months=1200 loan= 100000
=nper(Al,-a2,a3) =159
4. Rate:

RN 1 R A SR P v

=rate(number of periods, payment, present value, future value, type, guess)
Year=5 payment= 1000 cost= 3000
=rate(al,a2,-a3) =0.1986%

LECTURE - 47

L Lips sl d e I P97 Ao £ L e gl P60 Loip el F e s e S
_uj'éé LJL&'/LU’
Data Base Options:

2L Je LS AT S et E S A E S L
-Ubilé“ uf/'umu;)gfbézklﬁ Jﬁb
-UMLLPJWLJ{.L’,GJ;UJJJ@/;‘QJJ;:;"/lﬁz
0l A It Bl b s = G5

Some main tools are discussed below:

Sort:
iFurt fe o bsSs s _;TLMJ U165 s PG b ssan L pe iS55 U7
_uji ¥,
Filter:

Sl F LM £ ,-/Lf POV S T IO W F Ry <{5 WOVt 3 uqr.mf e JISies
_/Lu:‘/“ So i S A T &S Kk S8
Form:
s 5T L S Ly F P 1 T ) £ ke e Fien§ 2T S Ut Us
a2 USRS US R o T LT e S B s £ S s F
Subtotals:
e S b Bl LB ST LI KT s o U

Category Rs
Food 45
Food 12
Food 56
Food 78
Food 12
Entertainment 220
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Entertainment 150
Entertainment 200
Entertainment |330
Entertainment |225

TS T b I T e S I ecn it 210535 TH U e el U 1 6 2
Ors J u:’w-éf FeLv o Luml-ugéf felt AT Tk & 1B s S = 3T
L E LG i TPV I PGS N e o p et SIS

Validation:
UF TS L et P n L s e 1 L5002 8F e e Te Ui
b PP b L E B LG 28 TR E e eI Loyt

Table:

BCH Y 13 TRy BT S LIy T 4 U7
bes 55 LT V0L Pl p S dErimsingr L5 5% §UE o

Function is
=abs(pmt(c3/12,c4,-c5)

Text To columns:
o £ S DS A1 ST s n S
MCSIT-120-450-360 '
S F eI I 2 e K S 1 T
Pivot Table Reports: ’ ’
This tool will allow you to create your pivot table for getting your desirable solutions.

A E PN Lt S e el TP o eneind L2, U A e 515 sl L3
eI gz e S JI AL Ly

Chart Producing:
wgiu‘fu’(q&“i LJ.L'«.&1&@‘”&?-&@;49@71&%4(3/771‘45/@gug”&w/é%gugd’f&fwé.ui‘
DS P 19401

2008 2009 2010
PAK 3.70 $ | 850$% |550%
IND 560 $ [3.20 $ | 9.509%
IRAN | 560% | 850% | 8.60%

e 58y F el S S L,
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-uZif%/B;}ufM7T;Ji€n'¢V:«/.lfgj“)/ufj~{,Alt+Fl

LECTURE - 48
Summary

What you have learned? (Important features)
Office clipboard:

_z_u%lgLu’fc_/qu'fﬁ/vdTéngfo} dﬂi J:«TL:»JJLKLJ)J{T Lﬂ#‘iﬁ(ﬂf_”«ded
Fill:
-Z/Luf.;/f/.l{iseries’;ﬁz_fd"'LU:’/&:'?/J/:‘;:,T
Name:
il s 88 G5 A I S Ut i 5 U b e sa§ e SIS e
=sum(sa|es-1f'>-u32€fJW|qur/G
Chart & diagram:
Folew&e ks T LogE b U eyl L USRI 1T £t uf(uf;4gt(uf§usg¢,/lg

_gES sdg S
Object:
Ly Ffus gl :{f.f,t:ala?c;ufu'fd,ﬂff(tf,4<./,)571"«.,;‘&)/‘1}’
Formatting:
I e B s JR S J i S e B F S
Security:

_JW”KL}/:“;/UU))LL?A’B(:&C)&:'EQ:f/}d&f.&f‘
Formula Auditing:
_uzﬁﬁﬁfzgl:/;'ﬁ;uff_é":ﬁfﬂwLU)//GL.;"L)»JJ'
Using Functions:
-&?J_mtsdJu;,/.L,T.Lfnuw’;,/.(mé:m@ﬁ;;;‘fgﬁz_mumu“/@
Printing:
Mfey
Data Operations:
LSS AL L B A
Conclusion:
As a whole | can only say that you have learned some exciting features of data base & keeping

your record smooth & accurate as well. This will help you to become a successful professional of
DMS (document management system), and to find your goals as well. | hope so.

Excel Short Keys:

Down Arrow) Move to the same field in the next record

(Up Arrow) Move to the same field in the previous record
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(Tab)
(Shift + Tab)
(Enter)
(Shift + Enter)
(Page Down)
(Ctrl + Page Down)
(Page Up)
(Ctrl + Page Up)
(Home)
(End)
(Shift + Home)
(Shift + End)
Function Keys

F1

F2

F3

F4

F5

F6

F7

F8

F9

F10

F11

F12

Move to the next field you can edit in the record
Move to the previous field you can edit in the record
Move to the first field in the next record

Move to the first field in the previous record
Move to the same field 10 records forward
Move to a new record

Move to the same field 10 records back

Move to the first record

Move to the beginning of a field

Move to the end of a field

Extend the selection to the beginning of the field

Extend the selection to the end of the field

Displays the Office Assistant or (Help > Microsoft Excel Help)
Edits the active cell, putting the cursor at the end*

Displays the (Insert > Name > Paste) dialog box

Repeats the last worksheet action (Edit > Repeat)

Displays the (Edit > GoTo) dialog box

Moves to the next pane in a workbook (if the window is split)
Displays the (Tools > Spelling) dialog box

Toggles whether to extend a selection with the arrow keys
Calculates All the worksheets in All the open workbooks
Toggles the activation of the Menu Bar

Displays the (Insert > Chart) dialog box that creates a chart

(on a chart sheet) using the highlighted range

Displays the (File > Save As) dialog box

Note: *This is only available with (Tools > Options, Edit tab, Edit directly in cell).




Shift + Function

Shift + F1 Activates the context sensitive Whats this ? prompt (Help >
Whats This)

Shift + F2 Inserts or edits a cell comment (Insert > Comment)

Shift + F3 Displays the (Insert > Function) dialog box

Shift + F4 Repeats the last Find, the same as (Edit > Find Next)

Shift + F5 Displays the (Edit > Find) dialog box

Shift + F6 Moves to the previous pane in a workbook (if the window is
split)

Shift + F8 Toggles between switching Add Mode on or off*

Shift + F9 Calculates just the active worksheet

Shift + F10 Displays the (Shortcut) menu for the selected item

Shift + F11 Inserts a new worksheet (before the active sheet) into the

active workbook (Insert > Worksheet)

Shift + F12 Saves, Displays the (File > Save As) dialog box if a new

workbook

Ctrl + Function

Ctrl + F1 Closes and reopens the current task pane

Ctrl + F3 Displays the (Insert > Name > Define) dialog box
Ctrl + F4 Closes the selected workbook window

Ctrl + F5 Restores the size of the active workbook or window
Ctrl + F6 Moves to the next open workbook or window

Ctrl + F7 Activates the Move window command

Ctrl + F8 Activates the Resize window command

Ctrl + F9 Minimises the size of the active workbook or window

Ctrl + F10 Maximises the size of the active workbook or window



Ctrl + F12

Other + Function

Alt + F1

Alt + F2

Alt + F4

Alt + F8

Alt + F11

Alt + Ctrl + F9

Alt + Shift + F1

Alt + Shift + F2

Alt + Shift + F4

Alt + Shift + F10

Alt + Shift + F11

Ctrl + Shift + F3

Ctrl + Shift + F6

Ctrl + Shift + F10

Ctrl + Shift + F12

Insert + F4

Ctrl + Numbers

Ctrl +0

Ctrl +1

Displays the (File > Open) dialog box

Creates a chart (on a chart sheet) using the highlighted range
Displays the (File > Save As) dialog box

Closes all the workbooks (saving first) and exits Excel (File >

Exit)
Displays the (Tools > Macro > Macros) dialog box

Toggles between the Visual Basic Editor window and the

Excel window
Calculates All cells on All worksheets in All workbooks

Inserts a new worksheet (before the active sheet) into the

active workbook (Insert > Worksheet)
Displays the (File > Save As) dialog box

Closes all the workbooks (saving first) and exits Excel (File >

Exit)

Displays the drop-down menu for the corresponding smart tag
Activates the Microsoft Script Editor window

Displays the (Insert > Name > Create) dialog box

Moves to the previous open workbook or window

Activates the Menu Bar or Displays the (View > Toolbars)

dialog box
Displays the (File > Print) dialog box

Read spelling errors and suggestions ??

Hides the columns in the current selection (Format > Column

> Hide)

Displays the (Format > Cells) dialog box
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Ctrl + 2

Ctrl + 3

Ctrl + 4

Ctrl +5

Ctrl + 6

Ctrl +7

Ctrl +8

Ctrl +9

Ctrl + Shift + 0

Ctrl + Shift + 2

Ctrl + Shift + 8

Ctrl + Shift + 9

Ctrl + Letters

Ctrl + A

Ctrl + B

Ctrl +C

Ctrl + D

Ctrl + E

Ctrl + F

Ctrl + G

Ctrl + H

Ctrl + 1
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Toggles bold on the current selection

Toggles italics on the current selection

Toggles underlying on the current selection

Toggles the strikethrough of text on the current selection

Toggles between hiding, displaying or displaying just

placeholders (objects)

Toggles the display of the Standard toolbar

Toggles the display of Outline symbols on the active worksheet
Hides the rows in the current selection (Format > Row > Hide)
Unhides the columns in the current selection

Enters the value from the cell directly above into the active cell

Selects the current region (surrounded by blank rows and

columns)

Unhides the rows in the current selection

Displays the formula palette given a function name or selects

the whole worksheet
Toggles bold on the current selection
Copies the current selection to the clipboard (Edit > Copy)

Copies the first cell in the selection downwards (Edit > Fill >

Down)

Goto current Error ??

Displays the (Edit > Find) dialog box
Displays the (Edit > GoTo) dialog box
Displays the (Edit > Replace) dialog box

Toggles italics on the current selection



Ctrl +J

Ctrl + K

Ctrl + L

Ctrl + N

Ctrl + O

Ctrl + P

Ctrl + R

Ctrl + S

Ctrl +U

Ctrl +V

Ctrl + W

Ctrl + X

Ctrl +Y

Ctrl +Z

Other + Letters

Alt + C

Alt + D

Alt + E

Alt +F

Alt + H

Alt + 1

Alt + L

Alt + O

Alt + P

Toggles calculation between Manual and Automatic ??
Displays the (Insert > Hyperlink) dialog box

(Added in 2003) Displays the Create List dialog box
Creates a new workbook (File > New)

Displays the (File > Open) dialog box

Displays the (File > Print) dialog box

Copies the leftmost cell in the selection to the right (Edit > Fill >

Right)

Saves, Displays the (File > Save As) dialog box if a new

workbook

Toggles underlining on the current selection

Pastes the entry from the clipboard (Edit > Paste)
Closes the active workbook or window (File > Close)
Cuts the current selection to the clipboard (Edit > Cut)
Repeats the last workbook action (Edit > Repeat)

Undo the last workbook action (Edit > Undo)

Move the selected field into the Column area (Pivot Table)
Displays the (Data) menu

Displays the (Edit) menu

Displays the (File) menu

Displays the (Help) menu

Displays the (Insert) menu

Displays the Pivot Table Field dialog box ??

Displays the (Format) menu

Move the selected field into the Page area (Pivot Table)
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Alt + R

Alt+T

Alt +U

Alt +V

Alt + W

Alt + Shift + B

Alt + Shift + G

Ctrl + Shift + A

Ctrl + Shift + C

Ctrl + Shift + F

Ctrl + Shift + H

Ctrl + Shift + O

Ctrl + Shift + P

Ctrl + Shift + R

Ctrl + Shift + S

Move the selected field into the Row area (Pivot Table)
Displays the (Tools) menu

Activates the AutoShapes submenu on the Drawing toolbar*
Displays the (View) menu

Displays the (Window) menu

Report on the cell borders ??

Report the gridline status ??

Inserts argument names given a function in the formula bar.
List cells in current column ???

Activates the Font Name drop-down list on the Formatting

toolbar
Selects all the hyperlinks ?? where
Selects all the cells with comments

Activates the Font Size drop-down list on the Formatting

toolbar
List cells in the current row ???

List all the worksheets ??

Note: *This assumes that the Drawing toolbar is visible.

Entering Data

Enter

Shift + Enter

Tab

Shift + Tah

Enters the contents of the active cell and moves to the cell

below (by default)

Enters the contents of the active cell and moves to the cell

above (by default)

Enters the contents of the active cell and moves one cell to the
right

Fnters the contents nf the active cell and moves nne cell tn the
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Alt + =

Alt + 0128
Alt + 0162
Alt + 0163
Alt + 0165
Alt + Enter

Ctrl +'

Ctrl + Shift + 2

Ctrl +;

Ctrl + Enter

Ctrl + Shift +;

Ctrl + Shift + Enter
Shift + Insert

Alt + Down Arrow

Esc

Editing Data
Delete
Backspace
Shift + Delete
Ctrl + Delete
Ctrl + -

Ctrl + Shift + =

left

Enters the SUM() function (AutoSum) to sum the adjacent block

of cells

Enters the euro symbol (€) (using Number keypad)
Enters the cent symbol (¢) (using Number keypad)
Enters the pound sign symbol (£) (using Number keypad)
Enters the yen symbol (¥) (using Number keypad)

Enters a new line (or carriage return) into a cell

Enters the formula from the cell directly above into the active

cell

Enters the value from the cell directly above into the active cell
Enters the current date into the active cell

Enters the contents of the active cell to the selected region
Enters the current time into the active cell

Enters the formula as an Array Formula

Enters the data from the clipboard

Displays the Pick From List drop-down list

Cancels the cell entry and restores the original contents

Deletes the selection or one character to the right
Deletes the selection or one character to the left
Cuts the selection to the clipboard

Deletes text to the end of the line

Displays the (Edit > Delete) dialog box

Displays the (Insert > Cells) dialog box



Selecting Data

Ctrl +\

Ctrl + Shift +\

Ctrl +/
Alt +;
Ctrl + Enter

Ctrl + Shift + (8 or *)

Ctrl +*

Ctrl +[

Ctrl + Shift + [

Ctrl +1]

Ctrl + Shift + ]

Ctrl + Shift + Page Down
Ctrl + Shift + Page Up

Ctrl + Shift + Spacebar

Ctrl + Backspace
Ctrl + Spacebar
Shift + Arrow keys

Shift + Backspace

Selects the cells in a selected row that do not match the value

in the active cell

Selects the cells in a selected column that do not match the

value in the active cell

Selects the array containing the active cell ??
Selects the visible cells in the current selection
Selects the first object / chart ??

Selects the current region (surrounded by blank rows and

columns)
Selects the current region (using the * on the number keyboard)

Selects all the cells that are directly referred to by the formula in

the active cell (precedents)

Selects all the cells that are directly (or indirectly) referred to by

the formula in the active cell

Selects all the cells that directly refer to the active cell

(dependents)

Selects all the cells that directly (or indirectly) refer to the active

cell
Selects the active worksheet and the one after it
Selects the active worksheet and the one before it

Selects all the objects on the worksheet when an object is

selected or selects the whole worksheet

Selects the current active cell (scrolling if necessary)
Selects the current column

Selects the active cell and the cell in the given direction

Selects the active cell when multiple cells are selected
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Shift + Spacebar
Extending Data

Ctrl + Shift + Arrow Key

Ctrl + Shift + End

Ctrl + Shift + Home
Shift + Arrow Keys
Shift + Home

Shift + Page Down

Shift + Page Up

End, Shift + Arrow Keys
End, Shift + End

End, Shift + Home
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Selects the current row

Extends the selection to the next cell adjacent to a blank cell in

that direction

Extends the selection to the last used cell on the worksheet
Extends the selection to the beginning of the worksheet
Extends the selection by one cell in that direction

Extends the selection to the first column

Extends the selection down one screen

Extends the selection up one screen

Extends the selection to the next non-blank cell in that direction
Extends the selection to the last cell in the current row*

Extends the selection to last used cell on the worksheet

Note: *This is only available with (Tools > Options, Transition tab, Transition Navigation Keys).

Formatting Data
Alt +'
Ctrl + Shift + (' or -)

Ctrl + Shift + (1 or !)

Ctrl + Shift + (4 or $)
Ctrl + Shift + (5 or %)
Ctrl + Shift + (6 or )
Ctrl + Shift + (# or ~)
Ctrl + (# or ~)

Ctrl + Shift + (7 or &)

Ctrl + Shift + (-or _)

Displays the (Format > Style) dialog box
Applies the Time format "hh:mm™" to the selection

Applies the Comma separated format "#,##0.00" to the

selection

Applies the Currency format "£#,##0.00" to the selection
Applies the Percentage format "0%" to the selection

Applies the Exponential format "#,##E+02" to the selection
Applies the General format to the selection

Applies the Custom Date format "dd-mmm-yy" to the selection
Applies the outline border to the selection

Removes all the borders from the selection



Manoeuvring
Arrow Keys
Ctrl + Tab
Alt + Tab
Alt + Shift + Tab
Enter
Tab
Home
End, Arrow Keys
End, Enter
End + Home
End, Home
Page Down
Page Up
Shift + Enter
Shift + Tab
Alt + Page Down
Alt + Page Up
Ctrl + Home
Ctrl + End
Ctrl + Up Arrow
Ctrl + Down Arrow
Ctrl + Left Arrow
Ctrl + Right Arrow
Ctrl + Page Up

Ctrl + Page Down

Moves to the next cell in that direction

Moves to the next open workbook or window

Moves to the next application open on your computer
Moves to the previous application open on your computer
Moves to the cell directly below

Moves to the next cell on the right (or unprotected cell)
Moves to the first column in the current row

Moves to the next non empty cell in that direction
Moves to the last cell in the current row that is not blank
Moves to the last used cell on the active worksheet*
Moves to the last used cell on the active worksheet*
Moves to the next screen of rows down

Moves to the previous screen of rows up

Moves to the cell directly above (opposite direction to Enter)

Moves to the cell directly to the left (opposite direction to Tab)

Moves you one screen of columns to the right

Moves you one screen of columns to the left

Moves to cell "A1" on the active sheet

Moves to the last used cell on the active worksheet*
Moves to the first row in the current region

Moves to the last row in the current region

Moves to the first column in the current region

Moves to the last column in the current region

Moves to the previous worksheet in the workbook

Moves to the next worksheet in the workbook
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Ctrl + Shift + Tab
Ctrl + Backspace

Scroll Lock + Arrow Keys

Moves to the previous open workbook or window
Moves to the display the active cell

Moves the workbook or window one cell the corresponding

direction

Note: *This is only updated when the workbook is closed.

Manoeuvring (within a selection)

Enter
Tab
Ctrl + .

Shift + Tab

Alt + Ctrl + Left Arrow
Alt + Ctrl + Right Arrow

Other

Ctrl +°

Ctrl + Delete
Ctrl + Insert
Ctrl + Shift + (
Ctrl + Shift +)
Ctrl + Shift +/
Ctrl + Shift +\
Alt

Alt + Shift + Left Arrow

Alt + Shift + Right Arrow

Moves from top to bottom within a selection
Moves from left to right within a selection
Moves clockwise to the next corner within a selection

Moves from right to left within a selection (opposite direction to

Tab)
Moves to the left between non adjacent cells in a selection

Moves to the right between non adjacent cells in a selection

Starts a Formula

Toggles between the value layer and the formula layer
Deletes to the end of the line

Copies the current selection to the clipboard

Unhides any hidden rows within the selection

Unhides any hidden columns within the selection
Copy value from cell above / select the array ?7?
Select unequal cells

Toggles the activation of the Menu Bar

Displays the (Data > Group and Outline > UnGroup) dialog

box

Displays the (Data > Group and Outline > Group) dialog box
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Alt + Backspace Undo the last action (Edit > Undo) ??

Alt + Spacebar Activates the Control Box in the top left hand corner
Alt + - Displays the Excel application control menu

End Toggles between switching End Mode on or off
Scroll Lock Toggles between switching Scroll Lock on or off
Shift + Insert Pastes the entry from the clipboard

CHAPTER 17: COREL DRAW 12
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4J;J1M1Lf¢«é,’%qf&gulﬁﬁu'léLu"-é//,ul{’]/;;’/“ﬁff&g‘f/?fc;)ygﬁtText to path

W e
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More Shortcuts
Ctrl +A Select all Ctrl + B Bold text
Ctrl + C copy text or folder or object Ctrl+ D Font List
Ctrl + E Center alignment Ctrl+F Find text
Ctrl+ G Go to text Ctrl+H replace text

Ctrl + | italic text

Ctrl +J justify text

Ctrl + K create hyperlink Ctrl+ L left alignment

Ctrl + Mincrease indent Ctrl+ N new document

Ctrl + O open list of files Ctrl + P Print

Ctrl + Rright alignment Ctrl +S save text

Ctrl + U underline text Ctrl + v Paste text

Ctrl + W close file Ctrl + X cut text or folder

Ctrl + Y redo Ctrl+z undo

Ctrl + shift + D double underline Ctrl + shift + +/=superscript

Ctrl +}] increase text size Ctrl + {[ decrease text size

Shift +F3 change case Ctrl +home home of file

Ctrl +end end of file Alt + F4 close applications

Alt +Tab go to previous program Print screen sys Rq to take picture of
current screen

F2 to edit in Ms excel cell F5 refresh

Alt +5 new folder Ctrl + Alt + Delete end task

Esc cancels any list Ctrl + enter new page

Ctrl +F9Decrease size in (Inpage) Ctrl + F10 Increase size in (Inpage)

Ctrl + space bar key To change lang. Alt + insert new page in Inpage
Alt + del delete page in Inpage F12 Go to ribbon in inpage
Ctrl+Alt+Del End task Alt +F+A Save as

F7 Spelling check Alt+F7 Direct Spelling check
F1 Help F2 Editing in MS excel cell.
Corel Draw Short Cuts:

F1 Help F10 shape tool

Y4 Zoom Tool F6 Rectangle

F7 Oval Y Polygon

F8 Text Editing G Interactive Fill toll

Ctrl +I Import Ctrl +E Export

Ctrl +D Duplicate Ctrl +Z Undo

Ctrl+shift +Z Redo Ctrl +R Repeat

F9 Full screen Ctrl +G Group

Ctrl +U Ungroup Ctrl +Q Convert to curve
Ctrl+F9 Contour Ctrl+F7 Envelope

Alt +F3 Lens Ctri+T Format Text

Ctrl+ F11 Insert symbols

LECTURE - 55 - 57

Starting Accessories OS ‘s Important Application:
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You will learn about some extra Applications. Including Printing, Virus Scanning, Data traveling,
Disk properties CD writing, System properties, Different Concepts of daily usage. Etc.

Summary:

In this little course you have learned about English composing, Tables, Book Titles & Design
Templates, Using Office tools, (MS. Word), Urdu composing, Tables, Design (Using Inpage2.4),
Making Presentation, Showing Charts, Diagrams, Professional Presentations with Animations,
Audio/Video effects (PowerPoint), Working on spreadsheet, Making large Tables, More effective
tools, formulas & functions, data base management(Using MS Excel including), Designing, Art &
design, book titles, visiting cards, eid cards, handouts, working on pictures (Using Corel Draw,
And saving your assignment as a bitmap picture, Using GIF and JPEG Format.

Accessories, software installation, using Antivirus, Control Panel & OS XP, introduction to Internet
& Some extra applications, and other office handling tools.

These applications allow you to become a good professional official person. Our prayers of
success will always with you.

Golden Tips:
e |trust you is better complement than | love you because you may not always trust the
person you love, but you can always Love the person you trust.
e Arain drop looks very small to eyes but somewhere a thirsty land waits for it.
e Care should be in heart not in words, & anger should be in words not in heart.

CHAPTER 8: SLYBUS OF COMPUTER HARDWARE
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Introduction to Hardware
Definition of Computer:
1. A computer is an electronic machine, which can automatically processthe inputdata (Data refer
to a collection of facts usually collected as the result) (personal instructions), in accordance to its

program of instructions OS(i.e. windows) install in the computer, and provides the results in a
simple way or in an acceptable manner.
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2. A computer is machine that can be used programmed to accept data (input) and process into
useful information (output) and also safe for later reuse.

3. It responds to a specific set of instructions (input) in a well defined manner.

4. A computer is an electronic machine which process instructions or data to give desirable result.
5. A computer is machine that can be programmed to accept input(data) & process it into output
(information).

Input — CPU B Out Put

v v

Primary (OS) & Secondary
(Personal Instructions)

Storage (HDD) S[:)cf)t;n;{grfd

Difference Between Hardware & Software.

Hardware:
All the physical components of computer are called hardware. Handling system devices &hard
driveis also included in this process.

Software:

It is a set of instruction that computer can understand & on the basis of these it can provides
suitableresults. i.e. the affects that you can see on the screen are called software. OS are
examples of software. Different OS are DOS,Windows, Linux, OS/2, MS. Word, MS. Excel are
another example of softwares.

Two types of softwares are

System software:

System software provides the_interface to user for controlling operations like saving data printing
document and other useful solutions of daily use. i.e. OS’s

Application software:

These are used to accomplish tasks specified by the user. l.e. Ms Office, Corel etc.

The main purpose of an OS is to control and manage the hardware and_software in a link,
and software can be some given instruction of a user to accomplish a specifictask.

We will discuss about OS in next lectures.

What are Machines?

Machines are devices which perform a useful work. Computer is also a machine.
*Simple machines *Automatic Machines *Digital Machines
*Analog Machines

The Under line words will be discussed briefely in lectures

Computer Languages:

The computer is a similar device like TV or CD player. A computer does not understand our
instructions if they are given in any of our own language. There are some special languages that
used to communicate with the computer.
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Types of Languages:
i) Low Level Languages i) High Level Languages

i) Low Level Languages:
The low level language requires the programmer to have a detailed knowledge of the internal
structure of the computer hardware that is how these components works with 0 and 1.

There are two low level languages:
1) Machine languages 2)Assembly Languages

1. Machine languages:

The only language that computer can understand that is machine language, ie 1 and 0. This is
only language that directly understood by the computer, machine language represents data and
programinstructions into 0 and 1 two digital codes.

2. Assembly Language:

Many people doesn’t like machine language that is 1and 0, solution was provided in 1952 which
uses nemonic codes (abbreviations) such as A for add and C for compare MP for multiply and so
on. Assembly language uses assembler to change assembly language’s codes into machine
languages thatis 1 & 0.

High level programming languages:

In this language we use English to write any program and after a translator is needed to convert
this into machine language. Some main high level languages are:

FORTRAN: Formula Translation: It is used for mathematical problems solving.

BASIC (Beginner’s all purpose Symbolic Instruction Code)

COBOL (Common Business Oriented Language)

C and C++ Visual Basic and V.B.net and PASCAL, JAVA

Types of Computer:

Digital Computer: A computer which understand only two codes i.e. the two machine codes
O(represent the off) & 1(represents the on) these are called binary codes. PC’s are digital
computers.

Analog Computer: The computers in which components depends on comparison between
voltage & current. i.e. the billing machine.

Hybrid computer: The combination of digital & analog. These computers are used in research
fields.
Our course just belongs to Digital Computers.

PHYSICAL DEVICES OF COMPUTER (PC)

LECTURE - 02
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PC (Personal Computer):
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Ports of System Unit (Called CPU

BT Sk
):

oY

PS2 ports,

=

—

USB

(universal serial Bus), Comp ports, Parallel ports, Serial Ports, VGA port, game and sound

portsetc.
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The Physical Devices of the syste
1. Motherboard:

It is an electronic circuit board.
The circuit where the processing,
storage& different
devices take place consists
number of silicon chips. And each
chip has many of transistors and
ices. (Integrated (built in or fixed)
Circuit)

functional

LECTURE - 03
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Socket 478

Conneclor

Back Panel |3

Conneclors

CD-In
Conneclors
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DDR
SDRAM Slots

Intel 845PE
Chipset

ATX
Power Supply

~IDE Ports

Intel 8280108
Chipset

Floppy Drive
Por

3V Lithium

Battery
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MOTHER BOARD SETTINGS
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LECTURE - 04
The Chipsets




A chipset is referred to aggregate of different
ices or chips that are designed to work
together. Or the chipsets are aggregate of
several ices (integrated circuits) in two or 1
IC. The north bridge and the Southbridge.
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Northbridge

Links the CPU to very high-speed devices,
especially main memory and graphics
controllers,
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| Southbridge

e

Southbridge

Connects to lower-speed peripheral buses (such
as PCI or ISA). In many modern chipsets, the
Southbridge actually contains some on-chip
Integrated peripherals, such as Ethernet, USB,
and audio devices. A chipset is usually designed
to work with a specific family of
MICroprocessors. Because it controls
communications between the processor and
external devices, the chipset

plays a crucial role in determining system
performance.
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LECTURE - 05
Different Components of Board

Ports are already discus.

Slots:
Different slots.
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Types of Slots:

PClslots (peripheral component
interconnect) sound, VGA modem
etc.
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AGP  (Accelerated Graphic Port)
sound VGA, TV card etc.
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3. AMR(Audio Mediariser)



http://images.google.com.pk/imgres?imgurl=http://www.hothardware.com/reviews/images/tualatin/pci_slot.jpg&imgrefurl=http://www.techsupportforum.com/hardware-support/video-card-support/206588-agp-pci-pci-express-primer.html&usg=__nZpPQPThitOq2SegobZSADDfN4E=&h=480&w=525&sz=291&hl=en&start=2&um=1&tbnid=i185R1z-ArntXM:&tbnh=121&tbnw=132&prev=/images?q=PCI+slots&um=1&hl=en&sa=N
http://images.google.com.pk/imgres?imgurl=http://www.hardwarezone.com/img/data/articles/2002/467/agp_slot.jpg&imgrefurl=http://www.hardwarezone.com/articles/articles.hwz?cid=6&aid=467&usg=__kqhQKcXKmca7zZfNhER97cEKZGI=&h=300&w=400&sz=33&hl=en&start=6&um=1&tbnid=8NRS6Y9V15T7_M:&tbnh=93&tbnw=124&prev=/images?q=AGP+slots&um=1&hl=en&sa=G
http://images.google.com.pk/imgres?imgurl=http://www.atmarkit.co.jp/fpc/motoazabu/034_2001-10-05/cnr_slot.jpg&imgrefurl=http://www.gamespot.com/pages/forums/show_msgs.php?topic_id=25676345&page=0&usg=__4q38K2W90UbySy1JXEZTrv9JYGE=&h=234&w=480&sz=26&hl=en&start=2&um=1&tbnid=BGV8dGNzDuIUgM:&tbnh=63&tbnw=129&prev=/images?q=AMR+slot&um=1&hl=en&sa=G

118

3.};%&?3?;;2% Standard 2 dn e 20381l P E U LUt A P2
L o1t ar S L Ege oF Pt 5
B ISt o ol S LI b S5 K1SA T8

—enlic
gﬁl\SInMS(Igit:gle in line memory JLJKJ/L»%L)’{{J,{‘%&&/;}%Wufg;g :iujﬂqfé/
Module) slot (P1) LG T F U IS T A S o e e

BN SN

cotr o sb e telf i F eifbnd i Lus
LZLL@(_SJ'F:JU..JAE-C‘,&){JUJ}; At e
e $nlud e 5 F

DIMM (Dual in line memory
Module) slot (PII, PII)SDR RAM

Z.n'..b{»c:a/l}'J(:/ufﬁaﬂ/J"g,JTufujﬁ;P3 & P4 (:/"5
ce T LB e S §3F S A

DDR (Double Data Ram) slot (PlII,
PIV)

L lec s S B et s U 1o ST S 30 05 5 s il £ 1 P A Pl LTSS
... 2DDR1,DDRe-mse- 48 7oz SE LIS U1

e qn e i T LT e §E oy SOLiF S o £y 5


http://images.google.com.pk/imgres?imgurl=http://www.cybergooch.com/tutorials/images/buildsystem/IMG_6797.jpg&imgrefurl=http://www.cybergooch.com/tutorials/pages/systembuild_3.htm&usg=__qcB46xaYXjuJmtwErEkf2sAIRDs=&h=473&w=584&sz=160&hl=en&start=5&um=1&tbnid=GFolcA2olIylDM:&tbnh=109&tbnw=135&prev=/images?q=RAm+slots&um=1&hl=en&sa=G
http://images.google.com.pk/imgres?imgurl=http://img.zdnet.com/techDirectory/_DUALDDR.JPG&imgrefurl=http://dictionary.zdnet.com/definition/SDRAM.html&usg=__4xQyYU5zP4fsruMcDuaOmeNl8l4=&h=364&w=251&sz=40&hl=en&start=3&um=1&tbnid=85ntBJQP5M5vXM:&tbnh=121&tbnw=83&prev=/images?q=SDR+RAM+SLOT&um=1&hl=en&sa=G
http://images.google.com.pk/imgres?imgurl=http://home.pacbell.net/mrosito/install_ddr.gif&imgrefurl=http://www.memorystock.com/how_to_install_184pin_ddr.htm&usg=__0VociaNZ0SYYMgTm-BMXTDk_p-g=&h=313&w=366&sz=12&hl=en&start=6&um=1&tbnid=3l_L6pjQYd_tuM:&tbnh=104&tbnw=122&prev=/images?q=DDR+slot&um=1&hl=en&sa=G

119

LECTURE - 06

Test
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CPU/Processor
Slots

Socket (ZIF) zero insertion Force
processor slot

Slot processor

Some concepts about electronic
components

Conductor, insulator, Semiconductor,
Transistor,
Capacitors, Diode & IC.

Conductor

Insulator,

Semiconductor
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IC.(ROM)
These are ROM (Read only Memory)
ICES (integrated Circuits) An integrated

circuit (IC), sometimes called a chip or
microchip, is a semiconductor wafer on
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fabricated. An IC can function as an T I‘ o,
amplifier,
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LECTURE - 08
Chip and Slot Processor
The CPU (central Processing Unit) refers
to the brain of the computer. The primary

work of the CPU is to convert data from
input, process the data (instructions) and
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out put in useful information that can be
use by the user of other computer
programs. The definition of computer
also referred to CPU as well. It is one of
the complex units of the computer. Has
three basic parts.

All the operations & calculations are
basically depends on this device. CPU
receives & transfers the signals which we
send to it. Different processors holding a
code i.e.8088, 80286, 80386, 80486,
Pentium, pentium11.....the greater codes
denotes the amount of highest speed.
Different Processors from companies are
Intel, Intel's Celeron, AMD (advanced
Micro Devices)s ATHLON, Motorola,
DUO core, VIA, Cyrix etc.

CPU has three basic parts i.e.

Control unit: It controls all the activities
of a computer with the help of given
instructions. l.e. decides what kind of
action is to be taken. The CU consists of
circuitry that generates signals to direct
the entire computer system to carry out
or execute the programs. It also controls
the flow of information through the
processor.

Arithmetic logic unit (ALU):

Solves the mathematical and decision
making problems and produce the
results. l.e. add subtract, divide and
multiply and other logical solutions.
Addition, subtraction, multiplication,
Division, logical operations (if, and less or
greater).

Memory Unit (MU):

It is used to store data temporarily &
permanently.

I.e. with the help of given instructions
CPU has to decide what to do and how to
do.

Bit. (Binary Digits)

It is a unit of computer. i.e.
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8bits=1byte implies 16bit= 2bytes(2 characters or space or symbols)

1byte=1character. A symbol or space
1024 bytes=1kb

1024kb=1mb

1024 mb =1 GB

1024GB=1TB



Buses (Data Cables):

These are internals used to transfer data
from one device to another.

Types of buses are.

Address bus:
Address bus carries address information.
It only connects CPU and memory.

Control Bus:

It carries control information from the
control unit to the other units ALU and
MU
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LECTURE - 09
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1. VGA CARD (Video Graphic Array)
PClI & AGP (Peripheral Component
Interconnect) & Accelerated Graphic
port)

It is a monitor input (where we detect the
monitor's cable). The display of
computer. Now days the 64 Mb VGA
card is most common. AGP and PCI
VGA are most common in these days.
Different VGA cards drivers names: ATI,
Intel, S3, AMD, SIS, Different Chipsets
(intel 810 E, 815, 845, 865) Triton, XL etc

Cards
:ﬁlgjd‘}adﬁg
Ju.;,@nﬂgﬁfur.y,éﬂvf,?ug S Gtk
5128 e dfiead Us6nd £ T b réls £ 8
S e Ul S S L bk S T
ce S fikni S b

Ll Pe STt phpe et O tbie b §uivg §58 i £ opde i i
il 12 2Rl o S sk e L e L S b AES Selonb feeacs
<u:/l29/u"r5}f”.'§1) K'&Z(l:LJ/{U}"LUUJ’l:@/,’fuﬁ?/]f/l{u'c;bvd/djb



123

Sound card | ! i' “gl
It is a sound of computer & contains .

the speakers input. PCl and | O ,fo)'@_;,._.@_?a_a_'@
AGP.Different Sound cards drivers 8 —
names. Digital Out
Audio Excel, Creative, Trident, Microphone In

isi H Ana ine In
Mvision, Dream, Crystal, Neomagic, e

. . ont Left / Right
sound pro series, Yamaha, Zlotrix, C- & Headphones
Media, SoundmaX, Center / Subwoofer
Surround Left / Right

Surround Back Left / Right
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LAN Card: (local area Network):
LAN connects the computers in a small unit
in office or in any department or in
buildings situated near each other.

Wan: Wide area Network:
It can be spread over different countries &
has several LANs connected together.
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LECTURE - 10

Power Supply

Power supply is a reference to a source of
electrical power. A device or system that
supplies electrical or other types of energy
to an output load or group of loads is called
a power supply unit or PSU. The term is
most commonly applied to electrical energy
supplies, less often to mechanical ones,
and rarely to others. It is an electronic part
of computer that provides the electricity to
your PC. A computer usually uses a 5V
(1.5A), 12 V (2.5A) volts of electricity

A modern computer power supply is a
switched-mode supply designed to convert
110-240 V AC power from the mains
supply, to several output both positive (and
historically negative) DC voltages in the
range 12V to 3.3V. The first computer
power supplies were linear devices, but as
cost became a driving factor, and weight
became important, switched mode supplies
are almost universal. The diverse collection
of output voltages also have widely varying
current draw requirements, which are
difficult to all be supplied from the same
switched-mode source. Consequently most
modern computer power supplies actually
consist of several different switched mode
supplies, each producing just one voltage
component and each able to vary its output
based on component power requirements,
and all are linked together to shut down as
a group in the event of a fault condition.
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LECTURE - 10

The memoriesof computera re two type

Primary (Internal)
Secondary (External)

Secondary (External)

Hard DRIVE/hard disc:

HDD are used to permanently store
information in the computers, and can be
used any time for other purposeless, now a
days a typical computer has HDD of
capacity of more than 80GB. Data is stores
in HDD in form of files & folders.(A file is
simply a named collection of bytes).

Some main concepts of HDD:

A typical HDD consists of a sealed metallic
box with controller circuit on one side; the
controller is responsible for read/write
mechanism of HDD.

DATA RATE: The data rate is the number
of bytes per second the the HDD can
deliver to the CPU, rates between 5 and 40
MB are common.

Seek time:

The time used to move the HDD to the
appropriate track after reading the address
is called the seek time.

Types of HDD are:

IDE (Integrated development environment)
EIDE (Enhanced integrated development
environment)

ATA (Advanced technology attachment)
SATA (SerialAdvanced technology
attachment)

PATA (Parallel Advanced technology
attachment)

SCSI (Small computer system interface)

Parts will be discussed in lectures with
practical

Settings of HDD:

Master or slave: Will be discussed in
lectures in details using different HDDs.

Sy IAUE
Settings of HDD:
Master or slave: Will be discussed in
lectures in details using different HDDs.

Spindle

Head

Platter
Actuator Arm

" Actuator Axis

Power Connector

Jumper Block
Actuator

IDE Connector

How to differentiate between SATA and PATA

PATA drive

eSATA .


http://upload.wikimedia.org/wikipedia/commons/5/52/Hard_drive-en.svg
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CD (Compact Disk): It is a made of plastic,
has nearly 5 inch diameter. Can store data
more than 600 — 700 Mb other are
DVD(digital versatile Disc) can store data
up to 8 GB.

CD Rom/writer/DVD/Combo

Flash Drive (Flash Memory):

These are the devices that can be used to
transfer the data from one pc to the other.

If Floppy has the size of 1.44 MBi.e. It can
save your 1509376 characters. The other

device is Flash drive it can store your data
from 1GB to 32 GB.

LECTURE - 12
The Priamary Memories (Internal)

A). RAM (Random Access Memory):

It holds the inputs or instructions that we
give to the computer temporarily. When we
switch off the computer these inputs are
removed.

SIMM (Ram) single in line memory module)
4 Mb 8MB 16 Mb 32 Mb 64 MB.

DIMM (Dual in line memory module) 128
MB & 256 DDR (double data Ram
256mb512 Mb 1 GB

b). ROM (Read Only Memory):

A permanent memory i.e.
Ices.(Integrated(built in or fixed) Circuits), it
holds the data after making computer off.
At the time of making a computer some
programs are stored in ROM. Whenever
the computer is switched on these
programs are automatically executed.
These programs are never removed even
when the computer is off. The user can
only use these programs but can not edit or
delete these.



http://images.google.com.pk/imgres?imgurl=http://www.yamahamultimedia.com/yec/tech/images/sample_cd.jpg&imgrefurl=http://club.cdfreaks.com/f59/copying-disc-t-2d-cds-mass-copying-61601/&usg=__okQI1uweP_qawTYeVKHY65w27kI=&h=407&w=400&sz=39&hl=en&start=4&um=1&tbnid=-ZRqznb5ofpFWM:&tbnh=125&tbnw=123&prev=/images?q=CD&um=1&hl=en&sa=N
http://www.google.com.pk/imgres?imgurl=http://upload.wikimedia.org/wikipedia/commons/e/ef/SDR_SDRAM_133MHz.jpg&imgrefurl=http://commons.wikimedia.org/wiki/File:SDR_SDRAM_133MHz.jpg&h=568&w=2066&sz=1322&tbnid=4WEjg0imYM_riM::&tbnh=41&tbnw=150&prev=/images?q=SDR+RAM&hl=en&usg=__yEHQ9Fz5jyTA6_S248EjJBpwUaQ=&sa=X&oi=image_result&resnum=2&ct=image&cd=1
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Types of ROM:

PROM:

Programmable ROM:

In programmable ROM a user can also
write his own program, but cannot make
any further changes.

EPROM:
The erasable Programmable Rom provides
us both writing & erasing facilities.

EEPROM:

Electrically Erasable Programmable Read
only Memory is permanent memory on
which user can write and erase his
programs

HEAT SINK

A heat sink (or heat sink) is an environment
or object that absorbs and Dissipates heat
from another object using thermal contact
(either direct or Radiant). Heat sinks are
used in a wide range of applications
wherever efficient Heat dissipation is
required; major examples include
refrigeration, heat engines, cooling
electronic devices and lasers.

PROCESSOR FAN

A set of 4 industry standard 80 mm fans,
most commonly used in personal
computers. A computer fan can be any fan
inside a computer case used for cooling
purposes, and may refer to fans that draw
cooler air into the case from the outside,
expel warm air from inside, or move air
across a heat sink to cool a particular

component. /"jlglﬁ»jo%t’f,g}/ﬁ,ﬁu{oﬂﬂzg&fmgJ{+)l/cu4
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megahertz (MHz), refers to how much data
can move across the bus simultaneously.

Assembling

PC System.
Lec-13& 14

Guidelines for Building Your Own PC
Pervious, we have covered the
fundamentals of the components used in
today's PCs, discussed some of the
important aspects of hardware
configuration, now further we will explain
how to assemble a standard PC.

First, let's take a look at the various steps
to putting together a PC.

Opening the empty case.

Preparing to fit the components.
Fitting the motherboard.

Fitting the RAM, processor, and cooler.
Installing the graphics card and sound
card.

Fitting the hard disk and floppy drive.
Installing the floppy and CD-ROM
drives.

Connecting the ribbon cables.
Powering the drives and motherboard.
Connecting the cables for the case
front panel.

Final check.
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LECTURE - 15

Computer BIOS & BIOS Extension ROM

[ 23D

BIOS are software that controls all the H.W
in the computer. Work in booting processor
in the computer and check that how many
devices are attaches with the computer and
how they have to work.

In computing, the Basic Input/Output
System (BIOS), also known as the System
BIOS. The BIOS is boot firmware, designed
to be the first code run by a PC when
powered on.

The initial function of the BIOS is to
identify, test, and initialize system devices
such as the video display card, hard disk,
and floppy disk and other hardware. This is
to prepare the machine into a known state,
so that software stored on compatible
media can be loaded, executed, and given
control of the PC. This process is known as
booting, or booting up, which is short for
boots trapping. BIOS programs are stored
on a chip and are built to work with various
devices that make up the complementary
chipset of the system. They provide a small
library of basic input/output functions that
can be called to operate and control the
peripherals such as the keyboard, text
display functions and so forth. In the IBM
PC and AT, certain peripheral cards such
as hard-drive controllers and video display
adapters carried their own.

BIOS extension ROM,

This provides additional functionality. Operating
systems and executive

Software, designed to supersede this basic
firmware functionality, will provide

Replacement software interfaces to applications.
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LECTURE - 16

Introduction to SET UP or BIOS of computer.
Using Dell P2, Non Branded P3,P4 and Dual Core.

LECTURE - 17
Concept of Software
Software is a single collection of programs that performs a particular task.
System software and application software are two main components of software.
Do you remember that a set of instruction is called program, so a set of program can be
software (that is system & application).

Types of software:

System software:

System software used to control, monitor or facilitate the use of the computer.
Example of system software is OS.

Introduction to Operating System (OS)

An operating system is system software that provides an interface for the user to communicate
with the computer in well defines manner. And to find suitable solutions. The purpose of the OS
is to organize and control hardware and software in a link.

Types of OS are

Command Line OS i.e. DOS

GUI (Graphical User Interface) OS i.e. Windows

Command Line OSi.e. DOS

Introduction to MS DOS.

Dos (Disc Operating System):

Dos is a ready made program that is used to operate the computer, it is also used for handling
hard disc & other data storage devices.

It is also called command prompt, because in this we operate with specific commands.

DOS files are BATCH files, command files & executable files. These are identifying by their
extensions which are .bat, .com, .exe. Respectively

1. Batch Files:

One are more commands are grouped together. The name of the batch file acts as a command
for the DOS. When the name of fils is given to DOS on command prompt the command written
in the batch file are executed sequentially without involving user to type every command on
command prompt.

2. Executable Files:

These are ready to run on the computer. These files contain instructions in machine language.
3. Command Files:

contain DOS commands.

There are two types of commands used in dos.

1. Internal commands.

2. External commands.

Infernal commands:

The internal commands are loaded into memory when Dos is loaded these are available only
sometime. And used with in command .com program only. The prompt of “command .com” is
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“C>" some commands are time, ver, dir, exit, date etc.
Command .com is specific directory which exist in the program. In which we can add or delete
commands.

External commands:
Are used for handling hard disk and other data storage devices. These are some fixed
commands some of them can not be used in internal commands (tell that can not be included in
the command .com) the prompt of these commands is ¢ :\> and some commands are format,
CHKDSK, path, DELTREE, XCOP etc.
LECTURE - 18
Working in Ms. Dos (Using Commands)

Bl £ u’(/,lq,(?u%,uﬁ’,;’,sjhﬁuf@,/u’uéﬁcuymujga,ﬂ,uéwswﬁu
PV S ASUBS e Lir L
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In DOS secondary storage of the computer are logical drives and each is recognized by letter
followed by a colon. i.e.

A: for floppy drive B: Zip drive (not used

C: Drive and similarly D:, E: , F: so one up to CD ROM drive.

(About making these drives we will learn next) using DOS and Win XP.

Using current OS:
Go to run & type command.

C:\>

Using Commands:

CD:

C:\>CD.. (This command used to change the working directory)
C:\>PICS~1\user>CD..

C:\>PICS>

MD: (Make directory)

Is used to make a directory of folder in a specific drive

C:\>md Prime

RD:(remove directory):

C:\>rd PICS

DIR: show directory

Used to display a list of files and subdirectories that are in the specific drive.
C:\>DIR



132

Using Wild Cards with DIR:

When we want to search for some specific files we use wild cards or this purpose. That is *
and?.

* is used to denote any number of characters.

? is used to denote exactly one missing character.

C:\> dir PI*.dat

This will show all files having names starting with the character P1 and then extension .DAT.
C:\>dir ?2?2X*.*

In short

When we forget the name or spelling of our file then we use wild cards to find it two types of wild
cards are

* Asteris &? Question Mark

There are three methods of loading Ms DOS.
Using current OS:

Booting with CD ROM:

Using F8 Command in booting

Lec-19

Adding switches with DIR

C>dir/slp

Ctrl + c to end current action.

Alt +enter maximize program

CIs clear screen

Exit close dos

Dir/p: shows files & directories page wise
Dir/w: shows files & directories Width wise
Dir/l: shows files & directories in a lower case
Dir/B: shows files & directories in a bare format
Dir/s: searches files & directories

F3: undo in DOS

“O” switches for ascending & descending orders
Dir/ON: shows files & directories in ascending order
Dir/o-n: show dir in descending order of file & dir name
Dir/OE: show dir in ascending order of file extensions
Dir/O-E: show dir in Descending order of file extension
Dir/Os: show dir in ascending order of file size
Dir/O-S: show dir in descending order of file size
Dir/OD: show dir in ascending order of date & time
Dir/O-D: show dir in descending order of date & Time
Dir/OG: show sub dir before files

Dir/o-G: show sub dir after files

Attributes switches

Dir/AD: show only directory names & show hiding directories
Dir/A-d: show all files only other than sub dir & show hiding files
Dir/Ar: read only files

Dir/a-r: other than read only files

Dir/Ah: hidden files(enter)

Dir/a-h: other than hidden files
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Dir/As: system files

Dir/a-s: other than system files

C:\>tree shows the files in a tree diagram

C :> path

Del to delete a file or dir

C:\>del a.bat

Copy is used to copy files from one place to another
C :> copy Prime.doc C:\Prime.doc

DISKCOPY is used to copy one disk to another.

A > disk copy a: a:

C:\chkdsk this command is used to check your hard drive.
Making file in dos.

C:\chkdsk/f: fix problem in a current drive.
C:\scandisk

C:\ edit

D: go to second drive

Save file ALT+FS

Exit ALT+FX

Tree: structure of directory

C:\>tree

Prompt: Used to make prompt like this
C:\>prompt

PICS:\> then

Type prompt PICS

PICS: prompt $p$g

Copy commands:

From Cto A

C:\> copy . A: (enter)

Form Ato C

A:\>copy . C: (enter)

Or

C:\copy PICS.DOC A: (enter)

Deleting files from drives

From A

A:\>Del PICS.DOC (enter) le
Any file extension doc, presentation etc.

Format: use to create a new boot directory and file allocation table for the disk, it also check bad
areas on the disk. This command will delete all the previous data from your drive. So be careful
with using this command.

C:\>Foramt A:

FDISK:

Use for partition procedure using WIN 98.

C:\> FDISK:

SCAN DISK:

For clearing bad sectors from your HDD

C:\>scandisk.

LECTURE - 20
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Test

LECTURE - 21
Complete Procedure of installing OS 98
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Main Steps of installing OS win98
1. Booting with CD Rom
2. Loading Ms Dos
3. Making Partitions.(if needed)
4. Copying 98’s files in hard drive (Backup)
5. Starting setup of win98

To start we begin with step 1
1. Booting with CD Rom
Insert win98 CD in your CD ROM
Go to set up of your computer and change your boot device i.e. your first boot device must be
CD ROM. Save your changes.
And restart your computer or Press CTRL+ALT+DEL.
2. Loading Ms DOS:
There will be two options
1. Boot from hard disc
2. Boot from CD ROM
Enter choice 2.
Again there will be three options
1. Start win98 setup from CD ROM
2. Start win98 setup with CD ROM
3. Start win98 setup without CD ROM

Choose the 2nd one start computer with CD ROM supprot in order to go in partition
procedure a fresh win.
When PCI bus scan completed

The prompt will appear A :\>
A\

Step 4 of installing OS 98:
4. Partition Procedure
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Win 98 total space=300 MB
Win Xp=1.59 GB

Win Visita=4GB +

Seven original=10GB+

Hard Disk Partition Table:

(20 GB)(for XP)
C=5050MB(6GB)

(40GB) (for XP)

C=6000 or 8000GB

(80GB) (for XP)

C= 10000MB to 15000MB(15GB)
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LECTURE - 22
Deleting/ Creating Partitions (if needed)

D:\>cd win98
f IJhf

Ds win9s:\ SEDISK dﬁév u‘é)l,fui; /L c;)»d/98/uu; u’:(’
There will be 4 choices i.e. -ug;zr(‘.w?uf‘iu Lﬂ;,{/d!ui’.a!/?
1. Create DOS partitions or logical . .

dos drive. u’f)b?/u"_c.u’}"¢lx/5;&1/5u"
2. Set active partition. fadﬂp"’}‘u'u”u'.fftfu“ ;/’JL;);/J’JY
3. Delete partition or logical dos

drive. e BILAS D2 AU T P L U1 n 6T
4. Partitions information(total space) ’

A S AUl ara S kg LS



To delete partitions enter choice 3.
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There will be four options. G’fﬁ,wt)’(&/gl;ééii.i?/'%/g uﬁ'b,‘c’598uﬁ;ug
1. Delete primary dos partition - ’ .

2. Delete extended dos partition. Gl L 1-e k3339158 A1 A isExtended Zlogical &%
3. Delete logical dos partition. éLLJ;?/J'iq—Ach;(L/J’G/_,/MU’{LXP }ZJ:-:/&

4. Delete none Partitions system
At first you have to delete extended
Dos partition. And than the primary

& AT

uﬁ‘xpizm" ujé. _“J’f'ﬂr'.’LcL-U:J,Delete none Dos Partition

one.
So enter choice 2 o e NTFs S U1 s 53 985 I NELL
And if you have only one drive i.e. no : ~ I S
partitions then you have to enter . B JExP fgfuzw‘”uwiw-rr ST
choice 1. o)dn}/d’(}fubui'gl&.kdjnujqﬁ;U'uui Jf&uj’
Creating partitions 2722 fom r?éz,ut/ékqu,gufgsiuif?w&,
Now for creating partition enter choice
1 of first menu. bro
There will k?e three Opt'O,n,S AExtended %:d/’(,&:aﬁir_(,ﬂi LL['/.L;)%/L
1 Create primary dos patrtition ) e E s ¥
2. Create secondary dos partition ui’fe’féjivz‘uf%;thctive i,gbﬁu‘&’ié'?m%tulogical
3. Create logical drive space. PR . . Y
Enter choicel J;/g_;lf!/vu/f/)gﬂpagwLguufgsﬂ/g-g,;zr
Create partition according to your disc —< S Restart

space |.e.2.50GB (total 6 GB)

After making drive C then than make this
drive active. Press esc and return to first
menu and enter choice 2.than enter
choice 2.

After this you can make the secondary
drive D, E, F...........

Enter choice after making partitions you
have to restart you machine press
CTRL+ALT+DEL.

LECTURE - 23
Copying and Starting Setup of Windows 98

After partitions you have to format your local drive C
ANSE:

E:\ CD win98>

E :\> win98 :\> format c:

E :\> win98 :\> format D:

Then go to C drive or other where you have to install an OS
And make a directory

C:\>md win98

Then check it type

C:\>dir

Then go to CD ROM drive again
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C:\>E:

E:\ win98>

Now you have to copy all the files in your ¢ drive or where you have made a directory
E:\>copy win98 C:\win98 or

E:\win98>copy *.* c:\win98

All the files will be copy in your drive

Then go to c drive

E:\>C:

C:\>setup

This will start your win98 s’ setup: then you have to respond as the OS required.
Now you have to wait while windows install in your system.
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LECTURE - 24
Installing Operating System Windows XP

Before installing xp in your pc your system must have this capability i.e.
Processor of 400+..... And 96+..... MB RAM.

Making Partitions (If needed)

After some process your system asks you this type of question.

To install win in your system press Enter.

You must press Enter.

Then the partition process will start. Now do the same things as the system requires.
Installing new device (VGA, Modem, Capture Card etc.) in system.

(Installing drivers) & detecting double IDE or CD ROM/writer.
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LECTURE - 25
Installing os winxp
(when system has suffered from virus)
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LECTURE - 26
Installing OS using Ghost

brber s ufz{/;lﬂowiul-éuff/fdjdk%(b’/u@’/ﬂgl_jc;mgfu?éu?gu??gfu;g:ﬁu:’w
s A L e s $4 G e ke T b S
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LECTURE - 27
Data Recovery Using Software & HDD Tools
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LECTURE - 28
Test

LECTURE - 29
Computer Virusand Anti virus

T F U5 st L (Fred Cohen) o533 UK 198201983 U Ay S WU UK UL A
“In the mid-1980s two brothers in Pakistan discovered that people were pirating their software.
They responded by writing the first computer virus, a program that would put a copy of itself and
a copyright message on any floppy disk copies their customers made. From these simple
beginnings, an entire virus counter-culture has emerged.Today new viruses sweep the planet in
minutes and can corrupt data, slowNetworks down, or harm your reputation.”
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What is a virus?

"A virus or worm is a computer program
that can spread across computers and
networks by making copies of itself,
usually without the user's knowledge.
Viruses can have harmful effects. These
can range from displaying irritating
messages to stealing data or giving other
users control over your computer.”

Or

“A virus is a program (software) that
attaches itself with other executable files
by modifying them so that the virus is
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How does a virus infect computers?

A virus program has to be run before it can infect
your computer. Viruses have ways of making sure
that this happens. They can attach themselves to
other programs or hide in code that is run
automatically when you open certain types of file.
Sometimes they can exploit security flaws in your
computer’s operating system to run and to spread
them automatically. You might receive an infected
file in an email attachment, in a download from the
internet, or on a disk. As soon as the file is
launched, the virus code runs. Then the virus can
copy itself to other files

also loaded and executed with the
execution of these programs. Virus has
this ability that makes copies of similar
forms.”

There are five recognized types of viruses:

File infector viruses:

File infector viruses infect program files. These virusesnormally infect executable code, such as
.com and .exe files. The can infect other files when an infected program is run from floppy, hard
drive, or from the network. Many of these viruses are memory resident.
After memory becomes infected, any non-infected executable that runs becomes infected.
Examples of known file infector viruses include Jerusalem and Cascade.

Master boot record viruses:

Master boot record viruses are memory resident viruses that infect disks in the same manner as
boot sector viruses. The difference between these two virus types is where the viral code is
located. Master boot record infectors normally save a legitimate copy of the master boot record
in an different location.

Macro viruses:

These types of viruses infect data files. They are the most common and have cost corporations
the most money and time trying to repair. With the advent of Visual Basic in Microsoft's Office
97, a macro virus can be written that not only infects data files, but also can infect other files as
well. Macro viruses infect Microsoft Office Word, Excel, PowerPoint and Access files. Newer
strains are now turning up in other programs as well. All of these viruses use another program's
internal programming language, which was created to allow users to automate certain tasks
within that program. Because of the ease with which these viruses can be created, there are
now thousands of them in circulation.
Examples of macro viruses include W97M.Melissa, WM. NiceDay and 97M.Groov.

Boot sector viruses:

Boot sector viruses infect the system area of a disk--that is, the boot record on floppy disks and
hard disks. All floppy disks and hard disks (including disks containing only data) contain a small
program in the boot record that is run when the computer starts up. Boot sector viruses attach
themselves to this part of the disk and activate when the user attempts to start up from the
infected disk. These viruses are always memory resident in nature.

Multi-partite viruses:

Multi-partite (also known as polypeptide) viruses infect both boot records and program files.
These are particularly difficult to repair. If the boot area is cleaned, but the files are not, the boot
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area will be reinvested. The same holds true for cleaning infected files. If the virus is not
removed from the boot area, any files that you have cleaned will be reinvested.
Examples of multi-partite viruses include One Half, Emperor, Anthrax and Tequila

What can viruses do?

Slow down email.

Steal confidential data.

Use your computer to attack websites.

Let other users hijack your computer.

Corrupt data.

Delete data.

Disable hardware.

Play pranks.

Display messages.

Damage your credibility.

Cause you embarrassment.

Where are the virus risks?

CDs and floppies

Programs and documents

Email

The internet

Networks

Removable Storage

Un Registered software etc.

LECTURE - 30

Anti-virus software

Anti-virus software can detect viruses 1 s p ’ NG

' Ul s 5 5% . |
prevent access to infected files and often J"/( dﬁgd;fjjifj/ ’(’{uﬂb"ﬂu"//“ b1
eliminate the infection. w2lisle S e gy B Je sy UV
The program which is used to clean & ) X . P
Delete the viruses is called anti virus U//’/"f‘uéu’(/""'7';J'/"bfde/'d4'4‘ﬁ‘f/"d~"'Ur
program in computer -Qfdi'j&Wid’eléiufdlng«f/K@)g~+

LECTURE - 31

Preventing viruses
How we can protect?

Make users aware of the risks

Install anti-virus software and update it regularly
Use software patches to close security loopholes
Use firewalls

Keep backups of all your data
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LECTURE -32

Tips about VIRUS Attack:

1. Drives are auto play:

Serious virus attack, reinstall your OS
properly scanned your drives then, go to
tools menu show hidden files & folders &
delete the auto run file in your every HDD
drive.

2. Low speed:

There are many factors are there but be
sure that this time is virus.

3. Task manager progress:

Many processes are running on without
opening any applications.

4. Hanging, low speed while restarting
& shutting down.

5. Hidden files & folders cannot be
shown:

6. “Application can not be run on win
32 bit OS format "Message:

7. MS DOS will not run more then 5
mins.

8. Task manger will not work, HDD
light will be more often on.
9. Your applications will not work also.
10. System will take long time while
logging on & off.
11. After reinstalling OS some drives
are not opening/formatting.
Sol (11): Use Disk management to
change your drive address otherwise use
MS DOS mode to Format your current
Drive.
12. Program will automatically close.
Sol: Open your HDD and detect it to
another system in which upgrade
antivirus is working well scanned it and
return it to your system if your find some
errors while booting then your OS will be
corrupt Reinstall your OS properly.

OR
Reinstall your OS properly and use fresh
up graded antivirus for scanning your
HDD drives

Virus Signs:
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LECTURE -33
Handling Troubleshooting
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Practical Work

The first thing about handling troubles/problems in your computer you have initialize that what
kind of problem computer has. And in my little concern this is the most important aspect of
solving problems.
Mainly there are two types of troubles can by find in the pc.

e Errorin OS (System software) or Application software.

e Error in Hardware
Also there are some problems about your application software but in this course we are talking
about two main problems .

Error in OS (software)

1. Corrupt OS
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Signs:
1. Low speed and send error reports or low speed while opening programs etc.
2. NTLDR is missing message. (optional)
3. Replace disk and press any key message. (Optional).
4. Missing OS message. (optional)
5. OS not found. (optional)
6. Media test failure check cable and reboot message. (optional)
7. Restarting at OS’s 15t start up screen again & again. (optional)
8. Start windows normally message and restarting it again. (optional)
9. Restarting at windows welcome screen. .(optional again)
10. System 32/windows files missing error message.
11. Windows media player is not working.
12. Hanging again and again .(optional)
13. System represent blue type screen after booting and restart it again.
14. Application software is running very slowly.
15. System cannot detects some devices automatically, and you to restart your PC for this
special purpose again & again.
16. Folder option is hide.
17. Task manger is not working.
18. Restarting system while working on heavy application.
19. System represents file missing message while working on.
20. Not showing hidden files & folders. Etc

All these problems belong to corrupt OS, now the question is that Why the OS is corrupt? It is
very difficult answer directly about all these. We will handle it one by one during our course. As a
summary | can only say that some of these problems belong to VIRUS & some of others to your
method of using computer& some of these belong to wrong handling to your OS or Hardware.
Etc we will discuss it during Lecture.

Arguments:

1. These are some main signs of your corrupt OS and there are also many things that why
your OS is corrupt? One thing is sure in these days is the Virus. Because virus can
destroy your data and OS for sure. So always use the best and upgrade anti virus for
protecting virus attack and longevity of your OS.

2. The other thing about your corrupt OS is your attitudes toward your PC. i.e. how your
handling your computer. Many people don’t have the right idea of switching off the PC. It
must be on the spot. Otherwise you are about to corrupt your OS himself.

3. Light factor is also there. Fluctuating light is harmful for your hardware and software
both.

4. Using harmful web sites on the internet is also dangerous for your OS. Because these
are containing some Virus.

5. Unregistered software also not good for your system software/OS.

6. |If your HDD is damage then your OS will not run any longer and speed will also be
down.
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7. Another thing that must be kept in mind that if your OS is running along nicely and you
have installed a new software or Hardware then you find your OS giving these kind of
messages “Start windows normally” every time while rebooting your computer. Then
you’re not allowed to use current software/Hardware. Be remember that these are some
other matters are also there for giving these kinds of messages that is turning off your
computer while application is still going on. And light factor.

We will discuss these in our lectures briefly.
Solution:
Decide about the right idea that what is factor of corrupting your OS. Then reinstall your OS and
use the same method of installing your new OS that your have learned during course.

LECTURE -34
Error in Hardware

1. Replace disk and press any key option:
Sol. Check your data bus then HDD (is it connected or not) and then reboot your
system other wise reinstall your OS also load BIOS defaults.
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2. Blue screen during installation of OS:

Sol. Check your CMOS battery otherwise change it if problem exist erase your RAM and use
blur to provide a service to your PC. Otherwise reinstall your OS. Or press F7 while installation
of your OS Xp during set up.
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3.Very low progress during installation:
Sol. Check CMOS and CD Rom otherwise RAM & HDD.
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4. Virtual memory low message:
Sol. Installation must be carrying on. But while working on restart you system.
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5. No power display.

Sol: Check power cable, processor &RAM is rightly connected or not, Power supply and
motherboard. And power on off switches is rightly connected on the motherboard. Clear your
CMOS and then try again.Power supply is main factor in this problem.
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6. Error booting from CD Rom:
Sol. Check your CD & CD Rom then reboot your PC otherwise change your CD/ROM.
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7. Error Copying files from CD:

Sol. Check your CD then CD Rom then checks your CMOS, RAM and erase it then capacitor on
Motherboard may be the problem.
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8. Error during formatting of HDD:
Sol: Check your HDD otherwise change it. or break your partition & make it again. Or Use DM
for creating/deleting partition or fix your problem using low level formatting of DM.
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9. BIOS patch error:
Sol: CPU bus speed must be managed.
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10. No VGA display
Sol: Check your VGA cable/card clear

CMOS, RAM (erase it otherwise change it), any change in hardware , data buses,CPU
otherwise your board is damage.
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LECTURE -35

11. Low speed

Sol. Check any change in Ram then OS, CD ROM, HDD or virus attack. Any hardware change,
otherwise make a service to your PC and then clear your CMOS

12. Error in detection of HDD or CD Rom

Sol. Check your Setup HDD is connected or not then jumper settings then data buses.
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13. System booting error from CD ROM or file copying error:

Sol. Check CD then CD ROM & RAM.

20. Restarting during Formatting of HDD drive:

Sol. HDD contains Bad sector, so use Disk manager tools to get recovered this problem.

14. Starting set up again & again:

Sol. HDD error use disk manager, RAM error then clean it. Light factor.

15. File copying error where CD & CD ROM are absolutely true.

Sol. RAM is the problem check your Ram erases it and confirms it that the BUS speed is similar
to CPU, Board and other RAM.
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16. Restarting when loading heavy program Video or Game:

Sol: Light is big factor, check your power supply, RAM, VGA card otherwise use extra FAN or
heat skink for your CPU also use cool magic while assembling your CPU on Board.
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17. Hanging after inserting new VGA/RAM/Sound etc.

Sol. Check you card and then Board slot otherwise use other slot. If problem exist then either
your card is not functioning well.

18. Long Beep but display.

Sol. Check Keyboard/mouse, keys stuck, any thing on board

19. Light beep no display.

Sol. Check your Data buses & Ram

20. New sound/VGA card is not working:

Sol. Go to setup and disable your default sound/VGA (built in). & install your card.

LECTURE - 36

21. | have increase my CPU, but every time it gives an error in BIOS (install BIOS patch to
upgrade your CPU) or alike.

Sol. Load your setup defaults, then check your board that how much CPU clock speed and bus
speed it supports if you find option buttons then establish it and compare it to your current CPU
clock speed, if problem exists then don’t use this CPU for this particular board.

22. Blue screen while making partition/formatting drive.
Sol. HDD error. Use Disk manager tools.(DM)

23. Scanned disk every time on rebooting.
Sol. HDD error. Make fresh partition after backing up your data or Use Disk manager tools.

24. “OS not found” message:
Sol. Got to setup and check that HDD is properly connected or not, check your Master/slave
settings of HDD. If all the settings are ok then same message exist, you must reinstall your OS.
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25. Low speed and gives messages of “a dialogue of send error report” don’t send” again
& again:
Sol. Corrupt OS, reinstall your OS. or bad operating.

26. Date & time check some error again again/invalid date & time.
Sol. Change your CMOS battery.

27. Low progress while installing new OS:
Sol. Check CD/ROM, RAM, HDD, CMOS CPU FAN and CPU. Otherwise board capacitors.

28. HDD Master/ slave problem.
Sol. Use corrects jumper’s settings, proper data buses. Etc

29. A:\> after booting process:
Sol. Check you HDD and data cables then reinstall your OS.

N AN VPO T
30. Scandisk every time when system reboot.
Sol. Either your OS is corrupt otherwise there is error in you HDD, you can recover it using Your
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OS recover bad sectors option or using DM tools.

31. Drives shows 0 bytes:

Sol. Format your drive again or change your file system and format it again.
32: Dim prompt light of system:

Sol. Check your power light then clear your CMOS otherwise check your power supply & Board.

33. BIOS password is not enabling:
Sol. Check your PSW (Jumper) on board is right on the spot or not

34.Blue Screen While Partitions
Sol. Use DM tool to creat these partitions or your HDD is damage

LECTURE - 37

35. Beep sound

Sol. Check your cables i.e. keyboard/mouse then keyboard stuck keys, RAM is big factor for
giving Beep sound, other thing is if your board generating a sound then your CPU is running
along well so don't disturbed your CPU.VGA card is also factor if your system is not displaying
and giving Beep sounds. Mainly VGA and RAM must be checked.

36. No sound
Sol. Check your speaker’s input then sound drivers, then any bad problem in your sound card.

37. NTLDR missing
Sol. Restart your system load default settings of your pc. If problem exists then reinstall your
0s.
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38. Low progress in installation of OS:
Sol. Ram and CMOS then processor Fan or sink.

39. Error during partition procedure:

Sol. HDD media error use disk manager to fix this problem. Otherwise make only one partition
that is C and leave all the other space. When your OS is installed then make your partition using
my computer’'s manage option.

40. Low speed while opening drives:
Sol. HDD error use disk manager and then use this kind of HDD as a slave. Virus also a factor.

41. USB keyboard is not functioning in BIOS:
Sol: Go to setup & enable your USB keyboard support in BIOS.

42. Input sound is running but out sound is not running well.
Sol. Sound card input port error. Replace your sound card.

43. Long Beep, then option for Setup:
Sol. Go to setup and load your defaults, check your CMOS.
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44. 1 ong beep No display.
Sol. VGA/RAM and board.

45. System has been automatically turned off.

Sol. Confirm it that there is no virus problem. If you confirm it then do these things.

Provide service to your PC, erase your RAM, clear CMOS (checks it),Use heavy Heat sink and
cream, check your Power supply (checks its FAN, otherwise provide an extra Fan for it), provide
an extra FAN for CPU. The light is also be a factor.

46. System is Restating again and again.
Sol. Heat is big factor also where you put your system there will be minimum 15 & maximum 49
degree (for Intel chipset).

47. Blue screen while installing new OS.
Sol. Clear your CMOS and RAM. Press F3 during installation of OS.

48. Blue screen after inserting new card.
Sol. Change your slot other wise card.

49. Blue screen after booting process and then restarts.
Sol. Install a new OS.

LECTURE - 38

50. Some applications are not running like windows media player:.
Sol. Reinstall your OS properly. & install a good antivirus.

51: HDD prompt red light is completely on and then system Halt:
Sol. HDD error, use Disk manager if HDD is detecting.

52. System is absolutely power off and no power effect.

Sol. Power cable and power supply, if your system bear a shock then might be your power
supply is burnt, then open it and check its Fuse and capacitors otherwise change it.

After inserting new power supply cleat it that your board is healthy.

53. HDD is not taking any power and not detecting.
Sol. Check your power cable of HDD, use another one, and otherwise change your HDD card.

54. Hanging during setup of Win XP:
Sol. Check your CD & CD ROM other wise break your C drive and make it again.
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LECTURE - 39
Concept of Networking
“A network is way to connect computers together so that they can communicate, exchange
information and pool their resources amongst each other.”
Practical work.
Extra devices for networking:
LAN card, WAN Card, MAN (Metropolitan Network), Net working switch (HUB), Networking
Cables, Connectors. Etc.
There are three types of networking Modals:
1. Client/Server Networks:
This network involves a server. Which is a main computer having whole of information. It can
hold several HDDs. Where It can share info. To others using internet or small network. The main
advantage of this king of network is security. Because administrator that belongs to main server
has total command on this kind of network. He can protect files & data from being sharing.
II) Peer to Peer Networks:
In this network all the computer has an equal status. And no one has any control on others. So
they have equal status and right to others. And you can easily share all the devices and data..
But this network has lack of security and speed. But it is an one of easy way to connect
computers to others. This networks only supports 10 to 15 computers.
[I) Hybrid Networks:
This networks is power full in all, It is the combination of both above.
Networks Topologies:
Network topology is “shape or map” of the network. Before being able to connect.
Types of Topologies:
BUS, RING, STAR, TREE, MESH.
Practical will be in lectures

LECTURE - 40
Password Unlocking& Security
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LECTURE - 41
Hardware Application
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Summary

CHAPTER 9 INFORMATIVE SECTION
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-uﬁJﬂfJWin logo + Pause/Print 4“1. LZ’.@)‘f{,'{,JMy Computer [

-u-‘.,AIt+ Arrow Key uf&;ﬂ&én&’@f’ [
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shutdown -s -t 80 -c "Message A gift for you"

start—run flﬂ/énd:éfiﬂé LL)?}Q/J'_@:{_J%;QJ}/:/’W%J{(jf.;"/?uktﬁc‘_lnwufjwdf{,ulﬁ
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To cancel this mesage

type shutdown -a

Useful key shortcuts for WinXp

Windows key + D
Windows key + M
Windows key + Shift + M

Windows key + E
Windows key + R
Windows key + F
Windows key + Break
Windows key + TAB
Windows key + PAUSE

Windows key + U

ALT + TAB

Hold down CTRL while dragging an
item to Copy it

CTRL + ESC

ALT + ENTER

Shows the desktop
minimizes all open windows
maximizes whole open windows

Runs Windows Explorer

shows the RUN dialog

shows Search window

shows System Properties box

Go taskbar applications

Display the System Properties dialog
box

Unlatched Lift Executive

Cycle through opened applications

Exhibition the Inauguration menu
View the properties for the selected
item

DEFINITIONS
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Application:
A program that helps the user accomplishes a specific task. i.e Using MS Word or Ms
excel etc.

Address Bus:
It is the part of system bus. It carries the addresses of various memory locations to
perform read or write operation.

ALU:
It is one of the major part of CPU. Solves & perform arithmetic logical operations.

Amplitude:
It is the height of wave within a given period of time.

Analog Signal:
These are signals which are in wave form.

Antivirus Software:
It is software which is used to detect & remove a virus software from computer.

ASCII:
American standard code for information interchange, 7 bit coding scheme.

Bandwidth:
It is a measure of the transmission rate of communication channel.

BCD:
Binary code decimal. 4 bit coding scheme.

BIT:

Unit of computer, the smallest unit of data representation.

Broadband:

It is a technique of transmitting a large amount of date (voice or Video) over a long distances
simultaneously by modulation each signal onto a different frequency.

Bitmap:
In bitmap graphics an image is displayed in the screen as a collection of tiny squares pixels,
which together form a pattern.

Boolean:
In computer and digital electronics this term means an expression with two possible values “true”
& “false”. The common operations are AND, OR, NOT, IF etc.

Browser:
A program that allows users to read hypertext documents on the World Wide Web.

CRT:
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Cathode ray tube — It is a vacuum tube used as a display screen in a computer or video display
terminal.

Custom Built software:
This software is developed for a particular customer.

Cache:

Read as “Kash” a temporary storage area for frequently accessed or recently accessed data.
There are two kinds of cache internal and external. Internal cache is built into the processor and
external cache is on the motherboard.

Clipboard:
An area of temporary memory which is used to transfer text and graphics within a document
being edited.

Cache

In computer science, a cache (pronounced /kee&#643;/) is a collection of data duplicating original
values stored elsewhere or computed earlier, where the original data is expensive to fetch (owing
to longer access time) or to compute, compared to the cost of reading the cache. In other words,
a cache is a temporary storage area where frequently accessed data can be stored for rapid
access. Once the data is stored in the cache, future use can be made by accessing the
cachedcopy rather than re-fetching or recomputing the original data, so that the average access
time is shorter

Decoder:
It converts the encoded signal to digital form.

Digital Signal :
It uses on — off electronic pulses in discontinues & discreet form.

Domain Name:
All servers on the Internet also have human readable names.

DSL:
Digital Subscriber Line.

Database:
A large collection of data organized for rapid search and retrieval.

Desktop:
The whole computer screen which represents different shortcut icons in graphical interface.

Domain name:

An internet address in alphabetic form (Intel, .com, www) domain names must have at least two
names.

Some domains are

.com commercial site .edu  educational institution
.gov  governmental .mil military
.net network .org non profit organization

Download: Getting some data from Internet and saving in your PC is Downloadingprocess.
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DISK Defrag met:
A program which you can find in your accessories, It is tool which arrange your files and folders in
respectable order so that computer can search these easily and provide you quick results.

E-Mail:
It is the process of sending messages electronically over the internet.

E —Mail Client:
It is software used to create, send & receive.

Ethernet:
It is LAN protocol.

Extended Partition:
The partition refers to a portion of Hard disk that can contain other partitions.

Frequency:

It is the number of times a wave repeats during a specific time interval.

FTP:

File Transfer Protocol. It is a protocol to transfer files from one computer to other on a computer
network.

GIF: (Graphical Interchange Format):
An object format in which you can save your object in a picture format.So that you can view these
in a direct picture browser directly.

Hardcopy:
It is refers to printed output.

Hyperlink:
A word or icon or object that follow another location while clicking on it.

Hub:

Also known as a dumb hub. Hubs are general repeaters that share bandwidth between other
devices connected to it. If you have a 100Mb hub and 4 ports, and 4 devices connected to the
hub, each device is using the same 100Mb bandwidth. So, if PC1 is pushing a large amount of
files, that will slow down the other devices connected to that hub. PC1 is using 1/2 of the
resources the hub is designed for, so, the rest of the machines share the remaining resources.
This results in poor performance which can result in data collisions. Another down side to a hub is
that it broadcasts to each PC since it's not smart enough to remember where each device is.

Internet:
It is huge network of computer in which millions of computer are connected together, can share &
transfer data from one to another. It is also called network of networks.

ISP :
A company which provides internet services.

Internet: Internet is huge network of different computers in which you can share your data from
one computer to another
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JPEG Bitmap (Joint Photographic Expert Group):
Another picture format in which you can view your pictures directly in picture browser.

Multiprocessing:
We mean having more than one processor in a single computer.

Multitasking:
The ability of loading different applications (software) at the same time & after processing
providing you the results.

Multiuser OS:
It allow multiple users to work on a single computer (capable) at the same time.

Network:
A group of computers which are joined together to exchange information and pool their resources
to each other.

Operating System:
An OS s collection of operative programs that provide an interface for the user to interact with the
computer.

Partition:

The process of making different drives of your HDD.
Primary Partition:

It is used for system partitioning.

Program:
A set of instruction is called program & a set of program is called software.

Pixel:
Short for picture element, one spot from thousands of dots to form a complete picture.

Protocol:
It is refers to rule & procedure that defines how computer receive and transmit data over the
network.

Router:

There are different types of routers, what will be explained are home routers. A router is a
switch that acts as a DHCP (Dynamic Host Configuration Protocol), and sometimes a NAT
server. All that means is that it can assign any device connected to it an IP, Subnet, Gateway
and DNS servers automatically. Usually NAT will function as a firewall between your PC's and
your internet connection. This will make sharing an internet connection and file sharing easier
for home users who do not have a dedicated server to function as the “router".

Switch:

There are two types of switches, managed and unmanaged switches. Unmanaged switches are
more common in homes and SOHO settings. Switches are Collision detection and prevention
and each port is allocated 100Mb.
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SVGA(Supper Video Graphic Adaptor)
XGA (Extended Graphic Array) Supported 16.7 millions Colors.

Sample ATM (Auto Mated Travel Machine) card.
PIN(personal identification number).

An ATM card (also known as a bank card, client card, key card or
cash card) is an 1SO 7810 card issued by a bank, credit union or
building society. It can be used at an ATM for deposits, withdrawals,
account information, and other types of transactions, often through
interbank networks Some ATM cards can also be used: at a branch,
as identification for in-person transactions at merchants, for EFTPOS
(point of sale) purchases Unlike a debit card, in-store purchases or
refunds with an ATM card can generally be made in person only, as
they require authentication through a personal identification number or
PIN. In other words, ATM cards cannot be used at merchants that only
accept credit cards. However, other types of transactions through
telephone or online banking may be

performed with an ATM card without in-person authentication. This includes

account balance inquiries, electronic bill payments or in some cases, online purchases (see
Interac Online).

In some countries, the two functions of ATM cards and debit cards are combined into a single
card called a debit card or also commonly called a bank card. These are able to perform banking
tasks at ATM's and also make point-of-sale transactions, both functions using a PIN. Canada's
Interac and Europe's Maestro are examples of networks that link bank accounts with point-of-
sale equipment. ATM Cleaning Cards are the primary means of cleaning ATM machines to
ensure that the machine stays functioning properly.

What is Unicode?
Unicode provides a unique number for every character, no matter

what the platform, no matter what the language. Fundamentally,
computers just deal with numbers. They store letters and other
characters by assigning a number for each one. Before Unicode was
111°%0759%" 2

invented, there were hundreds of different encoding systems for
assigning these numbers. No single encoding could contain enough
characters: for example, the European Union alone requires several
different encodings to cover all its languages.

Even for a single language like English no single encoding was
adequate for all the letters, punctuation, and technical symbols in common use. These encoding
systems also conflict with one another. That is, two encodings can use the same number for two
different characters, or use different numbers for the same character. Any given computer
(especially servers) needs to support many different encodings; yet whenever data is passed
between different encodings or platforms, that data always runs the risk of corruption. Unicode is
changing all that!

Unicode provides a unique number for every character, no matter what the platform, no matter
what the program, no matter what the language. The Unicode Standard has been adopted by
such industry leaders as Apple, HP, IBM, Just Systems, Microsoft, Oracle, SAP, Sun, Sybase,
Unisys and many others. Unicode is required by modern standards such as XML, Java, ECMA
Script (JavaScript), LDAP, CORBA 3.0, WML, etc., and is the official way to implement ISO/IEC
10646. It is supported in many operating systems, all modern browsers, and many other
products. The emergence of the Unicode Standard, and the availability of tools supporting it, is
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among the most significant recent global software technology trends. Incorporating Unicode into
client-server or multi-tiered applications and websites offers significant cost savings over the use
of legacy character sets. Unicode enables a single software product or a single website to be
targeted across multiple platforms, languages and countries without re-engineering. It allows data
to be transported through many different systems without corruption.

Color depths and what they mean?
Here's a general break down of the different color depths:
Color Depth Guide 32-bit 16.7+million colors plus an 8-bit (256-level) grayscale mask.

24-bit 16.7 million colors 16-bit 65.5 thousand colors
15-bit 32.8 thousand colors 8-bit 256 colors
7-bit 128 colors 6-bit 64 colors
5-bit 32 colors 4-bit 16 colors
3-bit 8 colors 2-bit 4 colors
1-bit 2 colors
[l ol l ol eleleolele ]
CHAPTER 10: SELF TEST

This test belongs to your previous course; you can judge him that what you learned during
course, if you are satisfied then you will never loose any other test. | will ensure you.

1. What is computer; write down the components of your PC?

2. What do you mean by digital computers?

3. Write down the first 4 generations of computers and some main model computers?



15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45,
46.
47.
48.
49,
50.
51.
52.
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How many keys are there on your keyboard? Also write type of keys.
What is booting process of computer?

What is BIOS?

What is an OS? How many types of OS are there in these days?
What do you mean by Desktop?

Write down the function of DXDIAG command?

. What is MS Office? Which versions of MS office do you like &why?

. Write down some characteristics of MS Word 20077

. What is format of MS Word office 20077

. Name the Different toolbars of MS office 2007? Explain interface also?

. Write down the short keys of New, Open, Save, save as, Cut, Copy, Paste, undo, redo,

Hyperlink, zoom, increasing & decreasing text size, centre Alignment, change case, print,
print preview, exit, drop cap, spelling check ect.

What is function of paste special?

Write down the properties of page setup?

What is task pane & Header & footer?

What is Auto Text?

Why are symbols important?

What is object? How can you insert MS equation editor?

Explain some main tools of reference menu?

What is Drop cap & change case?

What is the function of text Box?

What is Clip Art?

What is Printed Watermark?

What is Mail merge & Macros?

Define difference between protect & security of document?

How can you draw a table of 8 x 9?

How can you insert a table of 7x 7?

What is merge cell?

What is inpage? What is format of inpage 2.4?

What is the short key of increasing Text size in inpage?

What is name of standard layout of inpage?

What is place, import & export in inpage program?

What is story editor? Write its short key?

Write down short key of inserting new page in inpage & deleting it?
What is style sheet in format menu of inpage?

Write down the properties of document button in format menu of inpage?
Insert a table of 9x 6 in inpage & format it?

Write down short keys of symbol menu in inpage?

What is short key for changing language in inpage?

What is master page in inpage?

How can you send data form inpage to Ms Office Word?

What is format of Power point presentation? Also write its second name?
How many parts are there in slide of MS PP 20077

What is short key of new slide?

Why power point is important?

How can you save your slide as picture using JPEG or Gif format?

How can you paste Urdu data from inpage to powerpoint?

What difference is between save & save as?

Discuss the properties of Movies & sound buttons of insert menu in PP?
How you can Open Ms word document in powerpoint?
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53. Briefly discuss slide show menu in power point?

54. How can you start your show directly?

55. What is format of Ms Excel?

56. How many sheets are there in a work book of Ms Excel 2007?

57. What is cell address?

58. What is Sort in Ms Excel?

59. Write down the properties of page setup in Ms Excel?

60. How can you use office clipboard for traveling data from excel to Word?

61. How can you insert new sheet, new row, new column?

62. What do mean by name button of insert menu in Ms excel?

63. Write down the functions of these? sum, max, date, time, median, mode, average, square
root, multiplying, dividing, subtracting?

64. How can you find the grades of students using data?

65. How can you use name function for using formula easily?

66. Write down the properties of cells menu in format of MS excel?

67. What is goal seek?

68. Why are filters important?

69. How can you use validation Rules in your sheet?

70. How can you protect your folder?

71. What is format of Corel Draw?

72. What are Accessories? Discuss according to your concept?

73. What are partitions?

74. How can you paly a CD & copy it to your own Disk drive?

75. What is unit of computer write its complete chart?

76. How can you insert a password on your OS using User Account?

77. What is procedure of installing a software i.e. Ms office, inpage, corel, etc in your
computer?

78. How can you add are remove your program?

79. What is Recycle Bin?

80. How can you change your desktop’s properties?

81. What is method of inserting a new folder & copying your files in it?

82. How can you hide your folder & showing it again?

83. How can you power off your computer also write its short key?

84. What is difference between log off & power off?

85. How can you change your computer’s time & date?

Assignments:

Write down the application for Job in English Also print it?

Compose you CV & print it?

Compose your experience certificate & print it out?

Make a Date sheet & print it on landscape page?

Compose your urdu application in inpage & insert it in MS Word?

Prepare your Matric’'s marks sheet using table’s commands?

Write down a letter to your father for money & print it?

Compose an application in inpage Urdu & print it?

Insert a table of 8x 6 in inpage using sutiable data also print it?

0. Prepare a presentation of 5 districts of AJK with audio Video effects & launch it directly
using save as ‘s suitable format?

11. Find out the grades of following data using logical tests of Ms Excel also find there

remarks? 555, 250, 360, 701, 364, 200, 245.
12. What is formula of finding monthly payment of your loan?

BoOoo~NoOOA~M®ONE



13. Make a graph of the data also print it?
X= Districts= MZD, Mirpur, Kotli, Bamber, Neelum, Poonch, Bagh, Mirpur.

Male= 5 , 6 , 7, 4, 6, 3, 2, 9 (Lakhs)
Female= 7, 3, 6, 2, 4, 1, 5, 5( Lakhs)
Total=

14. Make a database of your monthly expenditures also apply some validation rules?
15. How will your proceed for traveling your excel‘s data into Ms Word?

16. Prepare your personal visiting Card & insert it in MS word?

17. Prepare the Icon given below?

o R""“'c,
(3 S
A~

18. Make a title page of any book in corel draw in Urdu & print it?

19. What is function of Fit text to path in corel draw?

20. How can you proceed for creating your Own CD?

21. Use data traveler for copying your data from one computer to another?

NANNNNNNNNNNNNNNNNNN

Self Test for Hardware:
What is difference software & Hardware?
Prove with the help of diagram that how computer proceed & saves data?
Write down the components of Motherboard?
What is CMOS?
How can you proceed for breaking your BIOS password?
Why Hardware is important?
What is the main purpose of as OS?
What is BIOS, write some standard key for hitting PC’s BIOS setup?
Define different types of memories in computer?
10. What is Chipset, write some chipset’s from Intel?
11. What is DOS, How many commands are used in DOS?
12. Write some main steps for installing OS 98 in your PC?
13. How many types of partitions are there in PC?
14. What is HDD & CD ROM?
15. What is RAM & ROM?
16. What is difference between DDR & SDR RAM?
17. Write down procedure for installing OS XP?
18. Can you enable your Urdu language in OS XP?
19. What is assembling? Also assemble a tower PC? also write stepwise procedure?
20. Write down the names of HDD technologies?
21. What is GHOST?
22. Your system is attacked by the VIRUS how will you proceed?
23. What is computer Virus, how they can destroy your data?
24. How can you protect your PC form Virus?
25. What is NOD 32?

CoNoOA~LONE
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26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.

37.

What is program? Write down the names of some basic languages of computer?

Your computer is making a noise, what is first thing about this problem?
What is data bus, Bus speed, clock speed, Unit of computer, FAT, NTFS?
Write down the ports of a PC?

You have install a new OS XP but your sound & VGA is not working what is solution?

What is VAG card? How many slots are there in intel 845 chipset board?
What is CPU write its parts & their functions?

What is power supply?

Write all the components of a motherboard?

What is LAN & WAN?

Apply these DOS commands, Dir, CHKDSK, copy, DIR/p, dir/a-h, label, FDISK, tree,

type, path, edit, exit, CD, MD?
What is troubleshooting?

Solve these problems

38.
39.
40.
41,
42.
43.
44,
45,
46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.

Your computer not showing display, what is problem?

Your PC showing dem light with no display?

Restarts at welcome screen?

Every time showing starts windows normally?

Computer not showing hidden files & folders?

Three beeps & no display?

Continuous Beep & no display?

Replace disk & press any key message?

Very low speed?

Send error reports again & again?

VGA, SOUND, or any other card is not detected?

If your built in sound is not working, how you can install your PCI Sound card?
HDD is not detected?

Invalid date & time message?

NTLDR is missing message?

CD ROM is not detected?

You are in procedure to use tow HDD in your PC how will you proceed?
How can you copy your data from one HDD to another directly?
System Hang at first point?

Showing little “-“& halt?

My drives are auto play?

System restarts during formatting of HDD?

File copying error?

System 32/ is corrupted message?

Bootable CD not exist message?

System showing Blue screen & restarts?

Very low speed during working?

No power display?

System is halted every time when | starts video?

My game is not running?

My pc is setup is not highlights password options?

Very heavy sound from system?

How can | increase my PC’s speed using simple techniques?
How you will install Printer, Scanner, and Web camera?

My data is lost how can | recovered it?

My HDD is giving sound & very low speed how can | recovered it?

162



163

74. | want to break my user password?
75. What is best password for keeping system secure?
76. What is networking? Write down some IP address?
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The Internet:


http://www.youtube.com/
http://www.youtube.com/
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The internet is huge network of computers in which we can share our information, can send
emails, have very quick results of connecting with each other and can research and make your
information available to each other. Find targets, to get entertainment and more useful results.

--€s #ARPA NET (Advanced Research Project Agency Network)J_CG;,ﬁiﬁ/’#L w]&Tg&Jj;’uﬁGL
,Jf_fc.d/ f_,L.}"WK‘fwwJuwJdv‘”/uuy{u‘)lpcum:ﬁ972/;!4;_4J1972c.1960
ny/d,/u’/u)du’dwamldu/‘wwwwijwa.umw.p/f!,w wLLﬁf,Gd/uc.

e tF eI NE s L U Sl 5 Ay

FTP, Client & Server Networks, Peer to Peer Networks etc. &
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LECTRUE-2

BEYETRE- U ) RPN 0 T

Brain Net, Comsats, MSNEt, NEXLINX,PTCL, SCOM, UFONE, WARID, JAZZ, Telenor etc.
RICHTP pY PR F SO%y 7

e IS - g s L B9 ALK S e A IS 2y

d/v.v/.fécalf/‘;z,ufé/~1<u'~/l,/;|&)u§'c)u’l<%y”¢@g)‘fﬁf‘ébj;z;;;/?rq_r,«%k)‘ﬁm_f
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Iy s :,L'Laﬁc.u’?-q,blgﬂuﬁ’uﬁ;df;uuﬁJl,/,u/ééﬁ.’éfﬁ)u"’d'-lo

LECTRUE-3
:ﬁ’{jd/)/%éﬁif'f"l
PC, MODEM, PHONE LINE or Wireless connection of internet.
EVO PTCL b:.w-ug,»b’;@_u:utj/uzwwg,dfﬁ%'ﬂf ug»;fJ/grdjv:,%u);ul

thetf & Esle S JedIlsy
"&L&%Jé;'uf}{{.q,gﬁlgsdl,é.ug%';luf}{{féuf‘g,VTJ&J)JJJJ‘WZ;M:ZJ(L:!
Jetol i 21 Loy A brb e A A I AS B ya i 6P e G b R 212005 T
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-ugifdb&“w:'uglg%ugz 77@»6&-%‘)@»@96#5,» m&ud’fd%wg;;ﬂf(f MODEM USBULL
-@Ltggufﬂ/?um,Luuﬁg’mﬁmidw’rﬁr

S sl 21 (AP K‘/".’;l & - KJ.{{{’ L Fusl sl s s S e SWWW

-« C{:dg&lﬁz,b;'géfi—:«"c)»gwg:ﬁtf&gé:a:'/"-"u.‘.’d“'WWW or W3

U 14l 9URLS

§TRE L U1y A e iz 2 F s il 2SS U =0, AP P é}jf;_?j
HTTP(hyper text transfer protocol). ;é: waw-@n];!/.(? K.;T{,Lz JJ’c, wgu/mg&.},m/.w

- URL (uniform recourse locator). o5l JH'I‘I’P Vsl

The format of all URL is
Type://laddress/Path/file.ext

What is WWW or W3?
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It is a map of text images, and other linked base files, that is use to show data and effects on the
internet.

And the language of www is html (will be discussed in web course)

Law of World Wide Web (WWW) is HTTP (hyper text transfer protocol).

And the code of HTTP is URL (uniform recourse locator).

The format of all URL is

Type://address/Path/file.ext

WWW L LTSS S U1l HTTP Ze bl et U e B U6 L s 25 G S s s LA
&% _c URL 5562 55

f/)k«é—fd};;&:%ﬁégu;fc;ﬁk‘fdz ufgj:l/l’;f.fwc/ , Www.ajk.gov.pk , www.yahoo.comwww.ptv.com
G Fig S d LSy Pl e AR e T p et o U
WA A

LECTRUE- 4
uﬂuﬂiigﬂn'bookmarks :,_/l/o;(/}'é'uij]}'/.?ij%% J’u;@ﬁ4u—@4‘t¢/u% uff'fzb{g
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_Lcff’lggdlﬁ*luﬁ”d_%ui.'@/l;'G&W/..C/L‘dc‘—www.msn.com/-f
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LECTRUE-5

BV S I O P TO (IAE  Ay = al¥
BBC, Karachiupdates, AJKgov, PTV, GEO News, Mouhsaib news, Nwai Waqt
news, Muzafffarabad PICS,AJK university, PND AJK, Muzafffarabad ak.com, etc.

S>>
LECTRUE-6


http://www.ptv.com/
http://www.ptv.com/
http://www.yahoo.com/
http://www.ajk.gov.pk/
http://www.google.com/
http://www.google.com/
http://www.yahoo.com/
http://www.msn.com/
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Searching- URLsuizél.,{,;-}';ﬁgf,u,VEl:‘jfl *

Searching: o

S ETUF I e &

J(j{’@/ﬂiujk ff.?,!’uw.iw_ugif@/wm is or Who is in Pakistan flgufd{’@/ff.;z"“i i i

<£,u:¢)/6/jb4uév..aygf{c;;»
4}1 NGOs, Organizations, Federations ﬁ/i‘frutfk‘bfju"szliJL?‘L')/J"LVqu’/E UE{./.‘S/U

LECTRUE-7
-L‘b:df’é‘l'G-Mail, Yahoo, Hotmail /' U -5ulsi e JZ S
e e ocfive e i bocfideop e sl e g5 Fbfi6 il 255" K
e 367 08Bl s o oad dor § UL SIS sl B0 22105 AL Lo 5 e,
< bﬁdvpidﬁ&/"uyuﬁ’/uw/@'fq—.?5uﬁ-ﬁ:—
Kby F T e o L

LECTRUE-8, 9

f(ﬁ‘dhbf’gﬂ{; U’J;L‘fub,&.ﬁ&)..aiﬁch?gJ-’U";L‘ffwﬁJn'fdl(Yahoo Messenger fwf‘;)rt‘l}g(’f%‘){dl
Hot mail Also-J&*160utiook & Ms Wordé LJ':L’)/J—;{'JG
‘L'Ji"[g cdﬁ@@l,w[g c:,rlf:,;g)fdl
LECTRUE-10,11
G s2d el p
S0 At B2l B ot rbfgrlf 1£IRC
LECTRUE-12,13
_u":s.;l,ﬂf ,45,‘3»‘3“@/!,@1, eI S5t
-4 /‘.g:fhf /‘J}l(URLs)uﬁ (%3

LECTRUE-14,15
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Practice o)/lg L)

CHAPTER 12: WEB DEVELOPMENT & DESIGN

LECTRUE-1
..cjll _‘ATJJf
.&L‘)l’”ya_%uﬁldjlﬁ .
235 & DHTMLHTML S ozs  ®
b 3 8 Z
‘u*e/"l,lg,u*:’ Se dinking. B 6 o
Browser, Front page 2002 & Adobe Dream WeaverCs5 ©

LB SEL ) o



173

£ rb’4_‘/g KELS e

CoeBuslt S uf.*a,(JGHTMLf&flﬁuf/f%fw@l(:l. u.‘.'@z&/'Hyperlinks °

&< Bookmarks e

U U s ST 209 3l o S sl KLl LB e

k7 rb’{jf o

.):‘44&5}'?/)1‘]31‘}" °

-7 (6g b @

Photo Impact 12, Gif Animator, Swish Max2, Cool 3D production Studio & :7’j34-¢é))(%3 (]
other web related tools

AP IS IS e Vi 2 A

09 b S LS EATL Kb sty s IS eis? o

CFhU1218J.5 o

..L'bz(ﬁ'?u.‘a"g})'ﬁleif Animation

.di:ﬁlu.‘.'Swish Max e

ﬂ:{"u.‘.’Cool 3D production e

T4

kb e

-JWWXS’L!I’% °

_Cf’,év;ééu/ ]

.L')/J'l.’szgu/é;uld)fqvﬁuﬁl o

SV

Web page is source of displaying text, images, and media & to use for sharing knowledge &
creative work to the whole world. And you know that internet is main source for this purpose.

s

St A G
B/Z’L_’:jﬂ/u:c;:»tgﬁka @')éf:,g:?HTML(Hyper Text Markup Language) :ﬁ’f&@:@ JIH}/C:..Q Jff{ug
Eb T tf FF S Tind pa S OF S 2l inf G & 2 S ey T 6 4
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21508 S G L Lt Sty b1t S B g e B 1 5
ﬁftdgdy:ﬁf&f _E 5 Ui AUt 2 £ Visual Programming e sl P sz Frd e e ap
i BN

wpE TS BTl TSl T L S iy e b/ 38 e 6T I 0
D e 3 e P AT

So simply we can say that web page consists of different links (hyperlinks), horizontal & Vertical
Bars, Menus, Banners & text (Animated & none animated

:%Jééj.u’}".ﬂu'/r
Internet, LAN, WAN, Servers.
ey IS G

Personal, corporate, institutional, informational, uf&-uzZ.lthch. Lwlﬁ»ﬁ@j.ﬁ“’
entertainment etc.
LECTRUE-2

fe L{qﬁlulagnﬁ(g@;%3
< t'nté;point of View €31 315 u:‘b'{'}-%LL’}?})b"(,)w/}’&J}/bJb'{'}

I 6l S (F sy 5Lué;,-(|

SO ST B
u":vbic; U< J1usINews paper sites, TV, Radio, commercial .-J}-Jéa—é’JEUVTJ}/;J’}?&LP% Gy
_uﬁ’cﬁ-fgg el o QUL L aclee 5 15y So U S A

Education: Universities, Colleges, & online web sites.

Entertainment: Games, sports, Music & Movies.
Communication: Buying & selling products etc.

Iy € xS (F
/}l&U.lé'%lLl/d;l/}'-a/:;)&Vﬁw}:u}/blgﬁw{J&;/&JL{{:WL;,;J&J{J& U:/Lgétjf:&l»}l"‘ft'
.%J’L"’qu"(f’:bgﬁﬁu;/»frg

. o . )
W T A P IR §

! "%)(Lf'/rgdu"l?‘"u]udc}»d/cﬁuj’d'/}c u?/u@
VBB IRN: 3
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Media, TV, Newspaper, Maps, Books VS Websites, Area & ranges, time of View..

e J YDAy
R ufu’:a b'%if//'gigfuj._.@Lg—/u.Lg}?)j*..ﬂ?d'f/?ay:)dﬂ/o%uc;»&/u? HTML Software
_%Vfdég}/&(’,jgi_ujuLbé;)

-1 = HTML
The language used to develop web pages is called hyper text markup language. HTML is

interpreted by the browser. You can see internet explorer open your page in totally different mode
after saving your code in html format.

”<«, ”>«:£‘
-‘Ldlgu’%yan’wu < >,i:f2,:-‘¢§?/u’//égdf/?ﬁfﬁ@':éf:

First HTML Assignment:
Zo g S eI g e o £ P frlic s SHTMLEL S G i AT
oo el AL o 5 T pE e Ve U0 8 it o e S L
Jeh g b G e S E P e pTeb G e URL U 655 T L et s
%fdu/}“iL):')ﬁg,}/"bég,ul-éu{ucuﬁ.’/’ u]»VisuaIu’fi/Af)'lﬁ’ﬁu:/lﬁ/:ffc_:»d]fi/ufq—u'/"
LA S e b\l Absnubl £ F1T L sl

HTML is set of codes determining what a page will look like in a web browser; HTML files must
have a HTM or HTML extension. HTML is the language that tells the browsers how to display a
webpage on computer screen.

<html>

<head>

<title>mcsit</title>

<body>

</head></body></htm|>

Must Be Save With .htm| Extension
¥ e Sbabe html 25 L P ne oS et B EFF Sl ik e U Tl AU A A

gk fie S
_/Lu.‘f’gfa@/ﬁd/vwﬂufkﬂ_u:f%lﬁ;:

<html|>

<head>

<title>my first web page</title>
<body bgcolor= black text= white>
</html>

</head>

</body>

_ungﬂ?ul(»;w-gnL'fJ;}”fcm.,?Jfiumtéﬁ!;ddt&;@{.L(K/‘u:’y
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HEAD..... </head>

S AET Lt TS i e etk G SIS LA
<title>..... </title>

Lyt Jed KT AS G e L e ndU

<body >...</body >

Z,,

Bt 2 448 B2 TS Ut attributes 4 2 ETE J1-a bt U o SI6p R AU S o Pt

<htmlI>

<head>

<title>My home page</title>

<body bgcolor=black text=white>

Naveed here.............. Hi!

<body background= “image.gif’ text=red>
</html></head></body>

-u.‘.“é).”)bﬂﬂuf/b'/.u’qj}.‘{’ u..”»."—;{‘/GHTMLfT?/J’

SISO

LECTRUE-3

:.ﬁ.{/b’

<B>....</B><i>..</i><U>..</u><p>...</p>

S A e o e sep inS L BE A 0L Fagrs nJeid LBt %2?(& »
JLLP e feblded Lol feipd L8150

Ly FJeicnl>. </hl>  <h2>...</h2>, <h3>..

<BR>..</BR> and <hr>..</hr>
Ll S T L 5 E g F ok 35 g S e L L ASAIS s LG f
£

<htmI>

<head>

<title>My Web page</title>

<meta name="keywords” content =“text, formatting, bold, paragraph”>

</head>

<body bgcolor=black text=white>

<h2>Welcome to my page</h2>

<p>Here is the beginning of the paragraph. Notice there is no automatic indentation.</p>
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<hr>

<h2>Whats up</h2>

<h4>Good evening</h4>

<p align =center>In this paragraph you' Il apply some formatting such as
<b>bold</b><i>ltalics</i><u>underline</u<S>Strike</s><blink>Blink</blink>and so on</p
<h3 align=Ileft>My Kahsmir</h3>

</body>
</html>

-Jf J’é{,/{ ASTIImE Ky ¥t L b

< >SI>>>I>I><><><>
LECTRUE-4
Other Text Effetcs:
<center>.............. </center> ,

Fo b5 8 Plopd Lyl Feusiyeds ut,»f_,tup Bust 355 S AT LT L

-Kz,,)’u:‘uy/,

Font faces:

<font face= “time new Roman” size=12 color=red>Welcome to Muzaffarabad The city
of Mountains</font>

?qugtfﬂziu'fi7f4 éundt&iu:’%:/“w,?rw;éguwim-&,;)“)y‘&sg&?’f u’ﬁ?uﬁwl
fﬂfu'jbifb(l}ié.;{;b:k@fﬂ{.d/ulu'u:LJU{.Q:)/U:’/"“/V?"/M{'UPCL,Q/nf}vgjb’&ﬁ{'ulﬂ

7 Je
Lists
B S e

Unordered List
Ordered Lists

Definition Lists

- é JL»WK@!(I
WO SUNICT ASN7 S GY TS S, (7

<ul type =square >

Unordered List

<li type=circle>
M Sy >jua(‘tl’,;ﬁ/é‘éq,adckfﬁd'wmju/,riq,j<U|>&v:-.,/.;!’u:‘m

<ul>
<li>Lions
<li>Tigers
<li>Bears
</ul>
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Ordered Lists(OL)
<ol Type=A/lli>
<ol Start=10>

<li type=i value=7>

-&,:/,} u.’f'.‘.«;)'f.‘»g’f: (}jd%[w;rbi—w

<ol>

<li>First ITEM
<li>Second ITEM
<li>Third ITEM
</ol>

-J"fub'é/jﬁfm

<OL Type=I>

<LI>Top Level Item
<LI>another Top Level Item
<OL Type=A>

<LI>A second Level item
<LI>Another second level Iltem
<OL Type=1>

<LI>A third Level item

</OL>

<LI>Another second level item
</OL>

<LI>A top level item

</OL>

LN

<dI>
<dt>terml
<dd>Description of term1
<dt>term2
<dd>Description of term?2
</dI>

Lyfdened g et S8 Fapuiad Feliind £y S,

LECTRUE-5
<IMG> L LS G S S
<u‘?Ln~.§"c

<IMG align=center border=1 height=50 hspace=0 SIS IN- WA (g G
src= “img.jpg” width=400> S de SRy donde by

bt

<html> cek P LEBIL B & Ly

<head> .
<title>Displaying Images</titie> L INP J'L?‘a"é'l’};g@);é&_ u’ﬁ»?uﬁ"i



<body background= “image.jpg”>
<B>See here my PICS</b>
<IMG src= “image.qgif’><br>
<img border=3 src= “image.qgif">
</body>

</html></head>

<IMG src= “Roomi.jpg”>
<img alt= “the PICS” src= “image.gif">

<a href="nextpage.html”> this is a link</a>

Blue & Underlined
href hypertext reference

LECTRUE-6

-%U%J}’Jé%’fb@ﬂﬂwé{’ﬁv'
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L Lvie St g s
_,./T:?{,}Laj(au’uﬁjl:«./ﬂ;’éggff'c;.ﬁf"
(SIS OR Y SV ST OV,

L2408 $mIE s R ib S e S G

bLbnd Uil

IS RELTE SPEYN

G UE U P T Uy Ll
lf;,."

.bmp, .jpg, .jpeg, .gif, .png,
JJ?JGJG;:L%/VJ//'}’/,{.&%}UQ
unufﬂzﬁﬁb@ﬁuzaf’w%nﬁa@

S L il iehd a3 G
Z,(liiz,y‘;/;JJ"Q/(JL’;"u?.jpg,..gif, .png
e Ld Fualt oS T R e
sl

Not only documents, image file, video, audio and many others

<ahref="http://www.msn.com/products.html”> click</a>

<a href= “abc.thml’>My page</a>
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<a href ="interests.html"><img width=120 height=30
<src="images/bl.jpg"></a><br><br

<a href = "education.html" ><img width=120
height=30 src="images/b2.jpg"></a><br>

E-mail Link:

<b>Click Here to send your feed back: <h3>

<ahref="mailto:njustgue @yahoo.com">

1.njustgue@yahoo.com</a><br></b></h3>

<b><h3>

<a href="mailto:naveed58@hotmail.com">

2.naveed58@hotmail.com</a></b></h3>
LEC-7

<Table>

<center><table border=thin bordercolor=solid >
<bgcolor=silver></center

<tr>>

<th>S#</th>

<th>Name of the position
</th><th>Organization</th><th>Period</th>

<tr >

<td>1</td><td><I>Data Entry operator
+Translator</td>

<td>International Organization UNICEF</td>
<td>6 months</td>

<tr >>

<td>2</td><td><i>Office Assistant/computer
operator</td>

<td>National Institute of Computer Research
<NICR</td><td>5 Months</td></i>

<tr align=center><td>3</td><td><i>Computer >
Instructor*</td><td>Prime Institute of Computer
Sciences (PICS)</td><td>4 years Continuous
<</td></i>

<tr align=center><td>4</td><td><i>Security >
Officer*</td><td>Inter Services Intelligence
<(ISl)</td><td>Continuous </td

<tr align=center>

<td>5</td><td><i>Computer Instructor*</td><td>Al
Furgan Welfare Association</td><td>Continuous
<</td>

<table/>
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FORMS
LECTRUE-8

<html>

<head>

<title>Feed Back</title>

<body background="images/ba.jpg" >

<img align=left height=100 width=150 src="images\3.jpg"><h3>Feed Back</h3>

<hr align=center size=6 color=black></center><br>

<i><marquee scrollamount="4" behavior="scroll"><font face="sirif" color=white>This is not
important taht you make thousand friends in a year important is to make a friend for thousand
years...<br></marquee></font></i>

<form method="post" action="">

Name <input type="text" size="24">

Address <input type="text" size="30" >

Country

<select>
name="Country"><option>Select</option><option>Pakistan</option><option>India</option><opti
on>USA</option><option>UAE</option><option>UK</option><option>Other</option>
</select><br><br>

Location

<select>
name="Country"><option>Select</option><option>Muzaffarabad</option><option>Islamabad</o
ption><option>Lahore</option><option>Karachi</option><option>not in
Pak</option><option>Other</option>

</select>
&nbsp&nbsp&nbsp&nbsp&nbsp&nbsp&nbsp&nbsp&nbsp&nbsp&nbsp&nbsp&nbspOccuption
<select>
name="0ccuption"><option>Select</option><option>Study</option><option>Govt.Job</option><
option>Business</option><option>Professional</option><option>Teacher</option><option>Othe
r</option>

</select>

&nbspé&nbsp&nbsp&nbsp&nbsp&nbsp&nbsp&nbsp&nbsp&nbsp&nbsp&nbspDate Of Birth
<select name="date of Birth"><option>Select</option><option>1960-70</option><option>1970-
80</option><option>1980-90</option><option>1990-95</option>

</select>

<br><br>Your Hobbies

<input type="radio" hame="Hobbies" value="Books Reading">Books

<input type="radio" hame="Hobbies" value="Traveling">Traveling

<input type="radio" name="Hobbies" value="Sports events">Sports Events

<input type="radio" name="hobbies" value="Software Games">Software Games

<input type="radio" hame="hobbies" value="Others">0Others<br><br>

What is your opnion about my website

<input type="checkbox" name="Province" value="Excellent">Excellent

<input type="checkbox" nhame="province" value="Good">Good

<input type="checkbox" name="Province" value="Better">Better

<input type="checkbox" name="Province" value="Best">Best

<input type="checkbox" name="Province" value="Don't know">Don't know<br><br>

Would you like to say something? <br>



<center><textarea rows="6" cols="28" wrap="physical" nhame="comments">
Enter Comments Here

</textarea><br><br>

<input type="submit" value="submit">

<input type="reset" value="reset">

</fform>

<text area rows="5" cols="20" wrap="physical" name="comments"></form>

Ll Ol Pl el el Pl Py

LECTRUE-9
Cascading Style Sheet (CSS)
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e CSSs provide the means to control and change &gﬁ'ég‘%rfﬂ;ow&gi%:'cﬂ

presentation of HTML documents

e CSSiis not technically HTML, but can be embedded in c@ﬁz&.ﬁ.ﬁfféébﬁ:ﬁﬂf

HTML documents
e Style sheets allow you to impose a standard style on a

~ 7 =
,;,é“u,s/itﬁjqﬁfu‘a_}

whole document, or even a whole collection of (VJ(VMLJ!,(LU“;,VUJ
documents
e Style is specified for a tag by the values of its bl PG a6 (5 B
properties igdkz—m“iid’-e@{.’ﬂ‘égﬁ
Types of CSS: :&!&!J+D;/;!+;£/ﬁfu;/Joﬂ
* |Inline - specified for a specific occurrence of a tag e a
and apply only to that tag S LS o Ut S
e This is fine-grain style, which defeats the ngbu“ u%__,(;) b et

purpose of style sheets - uniform style

¢ Internal style sheet - apply to the whole document in ub‘zﬂaiu’a;ggq;udu‘;ﬂp,f/

which they appear
e External style sheets - can be applied to any number

;g‘;w?-u:’fm@{iw(,g;ﬂ/

of documents <yl ,,j;gtfuf,@,mg/guﬁ}
L BenlL Pl

e F S e T F Eeagr U
_u;z“_ndt»“wt,u:‘j:vjfmwﬂo/.u)mﬁ%u/»}/’

HL, B b £asef BUS S o pon s f T & oy £ o T e Sufevan

-a/;;;font, P,

HEICES e A s £ A 2265 N1 AT o Bt SAaMCSITG e F e SHLEL (AU i gl

Inline Styles:
<H1 STYLE="color: blue; font-size: 20pt;“>MCSIT

</H1>

_t'nu.‘.f"/



Internal Style Sheet

<HTML>

<HEAD>

<TITLE>Stylesheet</TITLE>

<STYLE TYPE="text/css">
h3{font-family:ariel,helvetica; color:black}

P {font-family: calibri; font style:italic;font size:14pt; font
style:italic; color:cyan;border-style:groove;border-
width:medium; border-color:voilet}

</style>
</HEAD>
</HTML>

LECTRUE-10
External
h3{font-family:ariel,helvetica; color:black}

P {font-family: calibri; font style:italic;font size:14pt; font
style:italic; color:cyan;border-style:groove;border-
width:medium; border-color:voilet}

<HEAD>

<LINK REL=stylesheet” TYPE=“text/css”
HREF=* mystyles.css”>

</HEAD>
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LECTRUE-11
Java Scripts

Final Project Through Coding
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A complete website “Your Choice”

LECTRUE-12
Frames:

<HTML>
<HEAD>
<title>Index</title>

<FRAMESET ROWS="15%,80%" >

<FRAME SRC="name.html|" >

<frameset cols="15%,78%">

<frame src="links.html" name=framel scrolling=no>
<frame src="page2.html" name=frame2>
<frameset>
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</farmeset>

T LS B LS o)
</html> \= ahacid
</head> NPT

<frameset rows = "150, 200, 300"> o &b
<frameset rows = "25%, 50%, 25%"> 'dew';’;w
<frameset rows = "50%, 20%, *" >

<frameset rows = "50%, 25%, 25%" cols = "40%, *">

Formatting frames N I
FRAMEBgRDER:n or "J“é”g*/uf"a‘”l’
Border=n

NORESIZE

Scrolling="* *“

Yes/no/auto

MARGINHEIGHT=n
MARGINWIDTH=n
BORDERCOLOR=* “

LECTRUE-13
Web Development through Visual
(Front page and other web supported software)

Introduction to Front page:

Front page allow user to create, edit, maintain a single webpage as well as complete web project
with out HTML coding. Because this program has its ability to developed your visual actions into
HTML himself.

;»J/!)ﬁ;{,ﬁzl?f‘(./um(Dreamwever Cs5 )/g:@;“@f&/ﬁ i@fﬂcu«fWYSlWYG.,TLJ#J(U/;{,J!
< UVT@Lﬁffﬁﬁwu@’%;Dynamic :,piégLnL)/(Kuster Friendly Interface .,,Tc

Starting MS Front page 2002
File — New — page or web — Empty web: This will create your web folder.
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i/u"(f{u;ufi.uﬁ‘?/;luﬁid(&l{.&féj.Lul%-,lnl{u}l’i_ufﬂd?f}f‘cul/l’;ﬂl,jta{di/ué}'li(lfﬁ{,u"

:?_;L»c.*/uﬁ‘(u’ ,4-5,&3;? = QTumE . f

~U<Tile bar, Menu Bar, Standard text Bar, Formatting text bar,

2 f $og F Trc b F o6l T e BtbTUs ule s iView barb L L LA U

E T LA LG o f &8 T a6 L8 2 nt bl ALl Tdee
T et +N st E S S s A P i ol e oS BL A S P LS oE

-uZZ‘jJ.fzggurf'lgufl;-l?nul/u!,u’lfa[@‘&fl{u)uq.&.)extension .html Ju"dib&é‘i&'i u':;/

LECTRUE-14

View Bar
Page
Folder
Reports
Navigation
Hyperlinks
Tasks

LUIIEAA TG B g
LSS E G St vol S A S e L L2 S5 B e
E S SRYN RN, NSF SR
Normal: For Working

HTML: For Coding
View: for view

Working With text & Hyperlinks in web page:
Standard & formatting tool bars front page:
Hyperlinks:

cee? LGt S 12 Ly i Lo PGt eli Tesnluic Jifend £,
L F PP e LS el s

I L0 AL S TS o iSrotspot prsi 5 el e Bl b P LG )
IS by

Internal Hyperlink = One page to another
External Hyperlink = Outside web page
E-Mail Links.

e Ctrik§ ekt b & S A L L it 55 el S 5
_q_;ﬁrﬁﬂfgy@/ﬂf: U Insert ¥
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<<:,E{/bgvaf4bﬁﬁ/9f ufﬂu{buﬁbJ’
Assignments:

66 e elis”

-Q}»..@K&’g/uc;ﬁku‘;’éguj

J:g,;v@c;('f;{,:fb;fﬁwc; Mail Me, Feed Back, E-Mail

Outsider Web page Links:

> B URL G/uujﬁ/URL gbw?u’(

<gj“;)/vaf{,remove Link flg uf.ﬁg%ﬁ:ﬁé.fﬂ;ﬁu";}.ié.fﬁ}fu@{,g

wgdbAs”
SIS bl

-etlgd,yigﬁyg-f
-a/-f,é/':ﬁvgmmiﬁZ,.J:Lu"{yi’l’.szi:juru{g Lt,ﬁ/iu@/?gzifuuﬁég@)w
Insert — Hyperlink — Target Frame — New Window or else.
< mlac“i/aﬁmgsu!f CH Y uﬁ e FJeI6A 9 £
Sl
-/xiacf,j-éu:‘/“z_)bﬁijlegfw J’vu";,ﬂju;
Insert — Bookmarks — Heading text — Okulgj»)/.blf{:’fﬁ
G ESBE SIS A
Insert — hyperlinks — bookmarks — Ok '

Insert — Bookmark — clear. “i LL)?};&{/L;{U/(
_gf/ufu@u:/’ﬁiuﬁb
WS LNL Z LG S LA
Align the Bookmark on next page & link it with Back page.
Address Are (link the word)

Next page name :#bookmark word.
<S>>SO

LECTRUE-15
: Components L@: oy
Hover Buttons: Shows effects on mouse over (active x must be installed)
LA AT
Insert — web components— dynamic effects — Hover Button— Finish— H.B Properties etc.
K
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Juss - NV F e o F D5 B T s el 1o F e 65 1 f e e fls

S ol bl g
Hit Counter:

_+L{.w'aé_ui)Z?’qv%;g}/g'fiué’é;ch&w
Insert — web components — Hit Counter — Finish — Properties etc '

-ujifd‘”tﬁgf'{Horizontal Line

Marquee:
Insert — web component — Dynamic effects — Marquee — Finish — Properties -c/‘ﬂ/,AnimationJ/u
Inline Frame :

Page into page for giving full details & serving the space of front page.
Insert — inline frame

—er U 2 M (IR el A S 6B U A
Date & Time:
Insert — Date & time
Change the date & time format
Last modifying on page time.
Page properties:
Format — background
Right click on page area — Page properties box.
DHTML Effects on text:
Format — DHTML effects.
Views tool bars — HTML bar — on

e LBIDHTML 10 £ 8 S ol 5 gf(

Page Transition:
Format — page transition
Formats — paragraph, bullets & numbering, Borders & shading.

Ay SO e ST AV E AN Y S J;K.qw’;lur@&/’_;l’cmfu1c,djuamfﬂ4df~’
Jﬁuﬁ.‘é)ﬂ;i:LDream Weaver Cs SﬁLu"

LECTRUE
16,17,18,19,
EDITING IMAGES
Photo Impact 12

LS e A S ety o0 S o\ Pl g s tecs rien i & BLIE 1AL
- 7 ie: -

you will surely _ﬁdé/fq“')juéﬁ/}"/gg%)*'u..”r'fw,d'-ﬁ@fﬂ{‘g‘@‘lé,&w Jsl Animation ssle &

enjoy these moments

GIF, JPEG?%(K{,J?/GKTUJQJ. L pld
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i AF gy WL S g L un g b LTI Ak e $iV 2t 6 g Crop
Jidé/&c_;»

Gif Animator:

LA SRR o JE e et e,

LECTRUE
20,21,22,23
Corel Draw 12

As j)_")l/up”éf:afé AU, %mZquhapter éj_‘f(f'fd/f-ugéfu@).ﬁé Lg,:ﬂc»u(j('f}{,d"
_"r’l/& Corel Draw, Photoimapct, Swish, Gif Animator, Photo Express, Photshop, etc lff"-uzL)/JW'a Tool
B2l ge 8 sl S AL e Bt i S A e S8 T T
sl g J1egs E T ig8 i £2 tpamners T2 st §ue s QT U6y S nZle
PALE s vfSogmin P8 bl Sunted Lt sie ey e QU5 S S
-KL%L{ﬂ4€u1577u11;;ijﬁq-quW!u:‘%wlu‘fé:LChapter leg)/!_j

LECTRUE-24,25,26
Swish Max 2

4){5;/51%/7{7&‘}?4‘,/&QVE?&&Q:MW&J'/LU{Q&ﬁ)&{,(,}hﬁm&'{""J/’é}iﬁh:j@:»ggﬂ
-/Lu??u’f/g“ﬁ’LLug4Jrf/,'-£u?u/gﬁi&f

LECTRUE- 27,28

Cool 3D Production Studio(if Needed)
LgFJend LL[}.AnimationdBuﬁ:d

LECTRUE - 9,30,31,32
Creating your personal web page :( Full Practice)

SIS iyt ut‘ub”'”‘{,m%L-fgggf.;i’u:’guug+/tgé_taqu%,@_;]

BRI 8 - RPN 1)
,u:’tf.&w{,.@)‘jujagéir,lfugﬂguf(lf,4 Cu1ip wlerd & oplo st &1y
-uffr:crt!,mdex.html iwmu’féjué/‘:’u}’f (N

SRR OIS SN T SR I

_u’fd,&ug%mi/“ S e W dffﬁj}k%flj}/ffg%:’;?f//lw LLE
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S e JE L bt fu!muf{/ut’l;w!i.;ﬂ;’(tK(‘Zj/ulu‘JLJ{C’G/uO’WLﬁ z.yz_J_,u o
u’J)’quu.u_fJmef I

u’ﬂ u’)/a_v'fi Jdﬁ/ugﬂfwmfw”s\msh Max LJ/UAJJ.JW*L&/L T»_?n &-4
KLU SIS ras I\ Lo Uil s B e U

Marquee, page Transition, DHTML Effects, ufgf ungW'uf%;Q’,'uj i;&fvfﬁﬁﬁfr@f&/'vfgu\
Web components etc.

_uffufw//,;duy/ﬂwwz Li S
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LECTRUE-33,34,35
Publishing Web site

Doamin name:

2 Twww.majk.come £ et E U S i re s 8 1034 e SRR KA § T
,gguauiv;_;wuf&ﬁ CESLURL YL TUE F S Ut e Tt § U7 S 355 275
L ke I S ssnr < dbn S (90 55 U 5 TR
WK £, c_//}*{dii_u'dg'diﬂfc—/widfzb_/l/uﬁdé'..ﬁu'ié’/!(l/i_@u}Lu'fu?u'
S U RE E S T £ e bt 2B p G e W 2l

_u;i/
NI PRI S TPINRIEY, F B IOP PSSO

"Netwrok of the Networks is called Internet "

_quﬁd'yéfi/ﬂ’ud;
1. Server(Physcial Domain)
2. Client (Virtual Domain)
1. Servers
Make the Internet possible.The machines that provide services to other machines are servers
2. Clients
The machines that are used to connect to those services are clients.

When you connect to http://www.msn.comyou are a user sitting at a client's machine.

You are accessing the msn Web server.

The server machine finds the page you requested and sends it to you.

Most popular software which the Servers run to allow responding to client is Internet Information
Server (1.1.S), Apache Web Server, Microsoft Personal Web Server.

Clients run special software that allows them to
e Locate the required Server.
e Query the Server for Information.


http://www.majk.com/
http://www.msn.com/
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e Most popular software that the Clients run are Netscape Communicator, Internet
Explorer, Mozilla Firefox, Opera.
Clients direct their requests to a specific software server running on the server machine.
For example, if you are running a Web browser on your machine, it will want to talk to the Web
server on the server machine, not the e-mail server.

Communicating on the Internet:

TCP/IP used to send data all over the network.

TCP

Set of communication protocols.

IP

A unique address

Every computer that is connected to the Internet is part of a network, even the one in your home.
Every machine on the Internet has a unique identifying number, called an IP Address.

InterNIC (Network Interface Controler)
An international governing body who is responsible for registering and assigning IP addresses to
organizations wishing to manage networks.
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Paid Hosting:
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http://www.internic.com/
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Some Product Keys:

MS Windows Service Pack 2:
QW4HD-DQCRG-HM64M-6GJRK-8K83T.
XP Crystal Service Pack 2:
RHKG3-8YW4W-4RHJG-83M4Y-7X9GW.
MS Windows Service Pack 1:
FCKGW-RHQQ2-YXRKT-8TG6W-2B7Q8.
Ms Windows 98:
HQ6K2-QPC42-3HWDM-BF4KJ-W4XWJ
Windows VISITA CD Version:
MPH7K-PPYPT-GMG2V-HDJG7-43X2H.
Ms Office 2003.
GWH28-DGCMP-P6RC4-6J4MT-3HFDY.
Ms office 2007 VISITA Edition.
HCFPT-K86VV-DCKH3-87CCR-FM6HW.
FMOFY-TMF7Q-KCKCT-V9T29-TBBBG.
Ms Office 2006.
FMO9FY-TMF7Q-KCKCT-V9T29-TBBBG.
Corel Draw 11.
DR11CRD-0012082-DGW.

Corel Draw 12.
DR12WEF-5646037-WEC

Photoshop - 9
1045-1042-1053-5499-5707-8118.
1045-1209-6738-4668-7696-2783.

Nero Burning.
1A23-0009-5030-2275-0470-9781
Adobe Acrobat Reader5:
KWW500R7150122-128

Macro Media Flash8.
PFD800-55549-16648-41238

Recover My File:

0JV3X5-FEE9XD-6TXZU0-JH7PIJM-BB61RQ-4ZVJEK-E4ZW3H

-KR7N4N
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ALU
ASCII
ALGOL
ALU
AGP
ANSI
ASCII

BIT
BASIC
BCD

CAD
CAM
CD
CD ROM
CMOS
CLS
COBOL
CPU
CRT
CuU

DBMS
DM
DDR
DVD
DDC
DRAM
DEL
DIMM

EDC
EDP
EDVAC
ENIAC
EOF
EIDE
EMF
EOF
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IMPORTANT ABBREVIATIONS
A

Arithmetic Logic Unit
American Standard Code of information
Alphabetic Language
Arithmetic Logic Unit
Accelerated Graphic Port
American National Standards Institute
American Standard code for information interchange

B
Binary digits
Beginner’s all purpose symbolic instruction code
Binary coded decimal

C
Computer aided design
Computer aided Manufacture
Compact Disc/ change directory
Compact disc read only memory
Complementary metal oxide semiconductor
Clear screen
Common business oriented language
Central processing unit
Cathode ray tube
Control unit

D
Data base management system
Disc Manager
Double data Ram
Digital Video Disc
Date description language
Dynamic Random Access Memory
Delete
Dual in line memory module

E
Electronic Digital Computer
Electronic data processing
Electronic discrete variable automatic calculator
Electrical Numerical Integrator and Calculator
End of file
Enhanced Integrated Device Electronic
Enhanced Metafile Format
End of File
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F
FAT File allocation table
FDD Floppy disc drive
FIFD First in first out
FORTRAN Formula translation
G
GUI Graphical User interface
GB Gaga byte
GIF Graphical Interchange Format
JPEG Joint Photographic Expert Group
H
HDD Hard disc
HZ Hertz (Unit of frequency)
HTML Hyper text markup language
HTTP Hyper text transfer Protocol
HP Hewlett Pickard
I
I/O0 Input/output
IC Integrated circuit
IDE Integrated Device Electronic
IBM International business machine
ISA Industrial Standard architecture
ISO International standard org.
IC Integrated Circuit
ISP Internet service provider
IE Internet Explorer
IT Information technology
K
KB Kilo byte
L
LAN Local area network
LED Light Emitted Diode
M
MB Mega Byte
MS Microsoft Cor.
MD Make directory
MHZ Mega Hertz
N
NTFS New technology File system
@)
0S Operating system

P



PBM
PDA
PCI
PSTN

RD
RGB

SIMM

WAN
WWWwW

USB
URL

VB
WWWwW
WAN

ZD

Public data network
Personal data assistant
Peripheral component interconnect
Public switched telephone network
R
Remove directory
Red green blue
S
Single memory in line single in line Memory Module
w
Wide area network
Wide Area Network
U
Universal Serial Bus
Uniform resource locator
Vv
Visual Basic
World wide web
Wide area network
Z
Zone digit

Good Luck for your future
Do remember me in our prayers.
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