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What the elder person is followed by others;
What he demonstrates by action that people follow™
-Bhagwad Gita
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CHAPTER - 1
BASIC COMPUTER STRUCTURE

A Computer is an Electronic Machine which accepts the Data, Process it, stores in
its memory and gives out the result. The word computer is derived from Latin word
compute which means to calculate or manipulate.

System Unit Screen Monitor

L)

L0

» C= Commonly

«» O = Oriented

< M = Machine Soasker
% P =Properly Spoakier ,/
«» U= Used for

s T=Training

+» E = Education

+» R = Research

INPUT DEVICE

Input means the information that we feed to the computer. This device is used to
accept the data and instructions. This device is used to feed the data and instructions to
the computer. Input devices are connected to the System Unit.

Scaner

Digital Camera
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OUTPUT DEVICE

Once the data or instructions are processed, the user can choose to display such
results on the output device. The monitor is the most commonly used output device.

There are several devices which are used as output devices.

Plotter Speaver

SYSTEM UNIT

This unit stores and processes the data and instructions. This unit consists of CPU
and Memory Devices. The term CPU stands for Central Processing Unit. The CPU is the
main unit in acomputer.

Control unit (CU)

Fy

h 4
Arithmetic & Logic Unit (ALU)

A System Unit consists of Control Unit (CU) and Arithmetic and Logic Unit (ALU)

It Controls and directs the transfer of program instructions and data between
various units. The main activity of control unit is to maintain order and direct the
operations of the entire system.

The ALU performs all Arithmetic operations such as addition, subtraction,
multiplication, division and modulus operation. It also performs logical operations such
as and, or, not. It also performs relational operations.
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MEMORY DEVICE

Memory Device is used to store the data and instructions fed by the user. The
computer memory is measured in terms of bits and bytes.

Some Memory devices are used in computer are Floppy Disk, Hard Disk Driwe,
CD’s, DVD’s, Pen drive, Memory Card etc.

Memory Card Reader

USB Flash
Memory

Media
Devices

External Optical Drives

ZIP Drive

There are two types of computer memory

1. Primary Memory
+ RAM (Random Access Memory)
+ ROM (Read Only Memory)
2. Secondary Memory
¢ Hard Disk Drive (HDD)
¢ Floppy Disk Dive (FDD)
s Zip Drive

Units of Memory

Units Descriptions
Byte 8 Bits

1 KB ( Kilo Byte) 1024 Bytes

1 MB (Mega Byte) 1024 Kilo Byte
1 GB (Giga Byte) 1024 Mega Byte
1 TB (Tera Byte) 1024 Giga Byte

(©&3) KARNATAK RESIDENTIAL EDUCTIONAL INSTITUTIONS SOCIETY, BANGALORE
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TYPES OF COMPUTERS:

ON THE BASIS OF WORKING:

+« Analog computer
+ Digital computer >

¢ Hybrid computer (Digital + Analog) é —

ON THE BASIS OF SIZE:

Mainframe computer
Mini computer

Super computer
Work station

Micro computer

v Desktop computer
v" Laptop computer
v Palmtop computer
s Network computer

3

%

)
L X4

3

%

) )
X X4

ON THE BASIS OF BRAND:

% IBMPC
+« IBM compatible
s Apple/ Macintosh

ON THE BASIS OF PROCESSING:
XT18086 & 8088 processor

AT 286

AT 386

AT 486 /
Pentium I, 11, 1,1V

Dual Core, Core 2 Duo
Core 13, 15, and 17

K/
0‘0

K/
0‘0

3

0

3

0

3

%

) )
X X4
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PARTS OF COMPUTER SYSTEM

There are different and various types of the computer available in the market
ranging from small computer that is integrated into our household electronic equipments
to very large super computers. A Computer is not a single device, it is group of
components.

There are four parts of in computer system. They are:

» Hardware
» Software
» Data

> User(s)

HARDWARE

The physical components of a computer system called as hardware. The hardware
components can be seen, touch and feel. The hardware components are fixed inside or
outside the computer system. The hardware components are inner connected to the other
electronic device to control the operations of the computer.

The major hardware components are,

¢ Input Devices % Ram
+« Output devices s Power supply
Disk Drives s Mother Board

K/ K/
0‘0 0‘0

Processing Unit

SOFTWARE

Set or collection of programs is known as software. Software is a computer
program written using some computer languages to operate the computer. A program is a
set of instructions given by the user and executes results. Software tells the hardware
what to do. Unlike hardware we can’t touch the software. There are different types of
software used for specific purpose.

Example: MS-Office Package, Nudi 4.0, Adobe Reader, Winamp etc.

Note: Hardware and Software are just like

human body and soul

(©&3) KARNATAK RESIDENTIAL EDUCTIONAL INSTITUTIONS SOCIETY, BANGALORE
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Difference between hardware and software

HARDWARE SOFTWARE

These are the physical components | These are the logical components of
of the computer the computer

User can see, touch and feel the

User cannot touch the software
hardware

Works based on the instructions of Software tell the hardware what to

the software do
Hardware components are less Software are generally costlier as
expensive compared to hardware

DATA

Data is the raw information or basic facts that computer can process. Data by itself
doesn’t make much sense to the user. It will give a meaning only when it is processed by
the computer. A processed data is called information. Data can be text, numbers, audio or
video that the computer manipulates.

Ex: All the information fed by the user.
USER(S)

People who use the computer are called users. These computer operators are
computer users. You may be surprised as to why the users are included in a computer
system. No computer system is 100% autonomous. They need the human interface in one
or the other way. You may quote some computer systems example which themselves
work on their own, it is somewhere the human beings are involved in designing and
deweloping the computer system. Therefore the user is an inter part of the computer

system.

(B SN EE NN
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CHAP TER-2
INTRODUCTION TO WINDOWS

OPERATING SYSTEM

Operating System is software, used to operate the computer. The operating system
Is the interface between the user and the computer.

There are different types of operating systems like Windows, UNIX, Linux, and
Dos etc. Windows is a Graphical User Interface which allows you to pass instructions to
the computer. Windows are more user friendly as they have a desktop that resembles the
office and the applications can be executed by single mouse click.

Windows is the product of Microsoft
Company

Windows Operating System available in different versions like Windows95, 98,
millennium, 2000, XP, Windows Vista, Windows 7 and the recent one is Windows 8.

DESKTOP PROPERTIES

The Desktop Properties is the workspace that appears on your screen. Desktop is
the main screen appears when the computer is ready to work. Using the desktop a user
operates the computer.

Desktop

Start Task Bar

\tﬂ_y KARNATAK RESIDENTIAL EDUCTIONAL INSTITUTIONS SOCIETY, BANGALORE
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The Desktop contains shortcuts and icons, using these shortcuts and icons only
user operate the computer.

< Desktop: It is the background area of windows on which

windows on which windows, icon, menuand dialog box appear.

% Icon is the Graphical presentation of the computet's items.

Desktop icons are those icons, which remains on the desktop.

«* Taskbar: Taskbar is the horizontal line location at the bottom of the

desktop with start buttonand indicators. It is especially used for switching

Windows desktop contains default blue colored bar in down side of the main
screen is called Task Bar. This bar contains a start button in left side, which is used to run
the programs installed in a computer. This task bar shows the list of software’s opened

between opened programs and folders.

TASK BAR FUNCTIONS

and minimized software’s.

= I
f 12'] Dacument1 - Microsof. .. ‘ L4 4y 6:28PM
|

1 Start e DEQ

In right side the task bar contains the shortcuts of some Installed components,
using this shortcuts, a user can easily run the programs.

PROGRAM BAR FUNCTIONS

Task bar contains an important bar known as E‘_

program Bar. Program Bar is one among the feature of | &Rt b

@ My Recent Documents »

windows operating system. Some useful feature of the |L&/fi ceeouea o rctes

program bar is Y eom T
@ Windows Media Player 9 My Computer
RU N B oS g My Network Places
Run is an option, usually this an software package |z ros ofice access e e
. 2007 @ gztf:m;g’am Access and
can be easily opened. Just type the proper name or the | @) wousswe & !

software in open text box and click ok. If you don’t know | iz ticosoomceword | (5 proters andrases

the path of the file, select Browse option to search the |z yosor office access | @) andsispor

path and Click ok to run the package. @) rour vindous o g :“

All Programs D

Ex: MSpaint, Write, Winword, Powerpnt, msexcel,cmd

@ Log OFf [6| Turn OFF Computer

@ KARNATAK RESIDENTIAL EDUCTIONAL INSTITUTIONS SOCIETY, BANGALORE
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Run [?

- Type the name of a program, folder, document, or
% Internet resource, and Windows will open it For you,

B Search Results

File Edit View Favorites Tools Help #
Open: l MSpai Vl @ Back ~ O (j p Search FC Folders v @ Folder Sync
Address I@ Search Results “v,l , s

Search Companion X To start your search, follow the instructions in the left pane.

[ OK ,I[ Cancel ][ Browse. .. ]

What do you want to
search for?

Pictures, music, or
video

Documents (word
processing,
spreadsheet, etc.)

&l files and Folders
Computers or people

©) Information in Help
and Support Center

SEARCH

Search ia an important tool in
windows operating system. Using this
tool the user can easily search any
file, which is stored in computer.

You may also want ko...
0 Search the Tnkernsk

STARTBUTTON

v Right click on taskbar
v Properties
v Choose your option from dialog box

Click on start tab for changing the start button interface.

Taskbar and Start Menu Properties @ Taskbar and Start Menu Properties

Taskbar ISkart Menu/ | Taskbari] Start Menu I

Taskbar appearance

= 2Internet...v  fm Fold

Lock the taskbar

[] Auto-hide the taskbar

Keep the taskbar on top of other windows
Group similar taskbar buttons

Show Quick Launch

Naotification area

« Il oI (®) Start menu

Select this menu style for easy access to the
Show the clock Internet, e-mail, and your favorite programs.

You can keep the notification area uncluttered by hiding icons that you . =
have not cIicEed recently. At } O Classic Start menu Customize.

Select this option to use the menu style from

Hide inactive icons Customize. . earlier versions of Windows.

L ok J[ cancel || appy Lok J[ cancel || Apoly

@ KARNATAK RESIDENTIAL EDUCTIONAL INSTITUTIONS SOCIETY, BANGALORE
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MY COMPUTER /8

My Computer
The main file management tool on Windows is My Computer. My Computer can

be accessed through a desktop icon or through the start menu. The My Computer
window allows you to traverse through the file structure on a particular drive. The tool
bar at the top of the window provides options for traversing file structures, such as the
Back, Forward and Up (mowve up to the parent directory) buttons. There is also a
Search button to find a specific file or folder.

Files and folders can be sorted according to parameters such as Name, Size and
Type by selecting Arrange Icons By from the Views menu in the toolbar.

View next level up Change View of items
Search for files
View next itern Display Folders pane
Wiew previous | °
P tem | — Toolbar
b | B s i e B
.|' Firs Shmrrd g Pl Coempestrs I
Tasks list o ) - . Address box
] .- :‘] .,; "- -.Jf e I;-'-JI e ol Doty I.--;r [ T ——,
L=l ool
Other Places I.: "_F:ﬁ Ef T _
O e e i S
O cira r H
. & s Peooy Az '.-_.c#.".l-.o:'_:
Details of || v o =
salacted item Lo} wonee
Activity center pane Devices, drives, and folders

Expand folder button

Clicking on the Folders button in
the Toolbar brings up a file tree-like
structure in the left-hand side of the My

Computer window. This view is

essentially Windows Explorer found on Collapse &
. . . . . older ——-=

previous Windows wersions. This view button

allows you to see the entire file structure [frspare]
in one window pane and the contents of a
particular directory in another.

Caontents pane

%) KARNATAK RESIDENTIAL EDUCTIONAL INSTITUTIONS SOCIETY, BANGALORE
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MASTER FOLDERS

Windows tries to group related types of user files into master folders. The
following is a summary of master folders along with their file types:

» My Documents -> Word documents, Excel documents, etc
» My Pictures -> Image files (ex. jpeQ)

» My Music -> Music files (ex. mp3)

» My Videos -> Video files (ex. avi)

» My Webs -> user created web pages

These folders behave like My Computer and are thus easy to search.

WALL PAPERS AND SCREEN SAVERS

Wall Paper is the picture applied to desktop. A User can apply any pictures and
photos as desktop wallpaper.

Arrange Icons By >
Process to Change Wallpapers ek
Paste
1. Click right button on desktop Paste Shartcut
2. Click PI’OpG rties & Groove Folder Synchronization »
. ) Graphics Properties. ..
3. Click Wallpaper/desktop Graphics Options >
4. Select any picture from background list i ;
. Click Apply.
5. Clic PPy Properties
Display Properties E|E|

| Themes | Desktop \ Screen Saver | Appearance || Settings |

Using position change the image size to
center, tile or stretch.

The Sample view of the images is displayed

Backaround: On mo nlto r'
® (None) - Browse...
™ Ascent =
PR asdf Position:
Color:
[ 0K ] r Cancel ] [ Apply ]

KARNATAK RESIDENTIAL EDUCTIONAL INSTITUTIONS SOCIETY, BANGALORE
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Process to Apply Screen Saver

Display Properties

1. CIle r|ght button on desktop Themes || Desktop | Screen Saver | Appearance || Settingsl

2. Click Properties

3. Click Screen Saver

4. Select any screen saver from the list

5. Click Previewto display sample

6. Click Apply to apply screen saver

.. . Screen saver
Change the timing to display the screen saver [0 Flying Objects v [_setings | [ Preview |
|tse|f, When the Computer |S |d|e Wait: minutes [¥] On resume, password protect
USE Settlng OptIOn to mOdIfy the screen ks To adjust monitor power settings and save energy,
click Power.

Savers.
SCREEN SAVER SETTINGS Lok J[ cancel J[ aooh |

Setting is the option used to modify the screen saver. After selecting the screen
saver from the list plenty of options will be available in the settings to modify the screen
saver.

3D Text is the Screen Saver selected. Below Windows shows the settings of the screen
savers.

| 3D Text Settings
Text
) Time Low High
© Custom Text: ~ Windows7 ()
2 Display Settings
Size i
arge
U
Motion
Rotation Speed
Slow Fast
Rotation Type: Spin v 0
Surface Style
() Solid Color Custom Color: Choose Color
() Texture Custom Texture: Choose Texture
@ Reflection ["] Custom Reflection: Choose Reflection
[¥] Show Specular Highlights

%) KARNATAK RESIDENTIAL EDUCTIONAL INSTITUTIONS SOCIETY, BANGALORE
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RIGHT BUTTON PROPERTIES

As we use left mouse button to open software files, scroll select commands etc,
right mouse mutton is also used for some particular operations like cut, copy, delete etc.

Functions of Right mouse button on Desktop.

Using the right mouse button over desktop normally screen saver and wallpaper
can be changed, Apart from these to create a shortcut and a folder as well as to arrange
icons right button is used.

Creating a Shortcut

Shortcut is another way to open software
very easily and quickly.

Steps:

1. Clickright mouse button in desktop.
Select New

Select Shortcut and click Browse
Select Name of the software file
Click Next

Click Finish

This wizard helps you to create shortcuts to local or
network programs, fikes, folders, computers, or Internet
Ay osses

Click

o oA W N

Creating a Folder

Arrange Icons By >
Refresh

A folder is a separate location, which stores ...

Paste Shortcut

num ber Of fl IeS |n |t & Groove Folder Synchronization »
Graphics Properties...
raphics Options
Steps: i <
; R ; v M| & Folder
1. Clickright mouse button in desktop. —— @ shortcut
2. Select New and Select Folder %] Microsoft Office Access 2007 Database
Briefcase
3. SpECIfy a name(type) g & Baraha Document

- 9] Microsoft Office Word Document

. . . B £ Microsoft Office PowerPoint Presentation
Copl ng or mowvi ng a fl Ie or fOIder ' %] Microsoft Office Publisher Document
; Q WinRAR archive
1 . Se|eCt the |tem Keerthi @ BarahaPad Document
2. Clickonedit --> click copy or mowe E];:;‘j:;::::“t

3 . Open fOIder on Wth h yO u Want to @fﬂ Microsoft Office Excel Worksheet

copy the selected item B WinRAR ZIP archive
4. Click--> edit--> paste

\t@) KARNATAK RESIDENTIAL EDUCTIONAL INSTITUTIONS SOCIETY, BANGALORE
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Deleting the file or folder

Choose the file or folder direct press delete from keyboard click on yes, if
confirmation is asked.
Renaming a file or folder

1. Clickthe right mouse buttonon selected item
2. Clickon Rename & write a new name
3. Pressenter key.

Arrange Icons ® Name
Refresh Size
This option is used to arrange the — r..:. L’;Z‘?F,e ]
. . ; N ifi
icons, folders and shortcuts stored in a ste St
. . i, Groove Folder Synchronization » s
disk or a drive. Graphics Properties... v Auto Arrange
Graphics Options » v Align to Grid
Steps:
Mew » v Show Desktop Icons
1. Click right mouse button (desktop) ProDértios Lock Web Ttems on Desktop
Run Deskrop Cleanup Wizard

2. Select Arrange Icons By
3. Select any option

-~
RECYCLEBIN ry
e It consists of the deleted item for recovery. Recycle Bin

e We canrestore the accidently deleted item formrecycle bin. Or we can delete
permanently delete any file fromrecycle bin

CONTROL PANEL
111 H File Ed View Favortes Tools Help 7
The administration and control tools = ===\ =">
H H H address @ Control Panel ¥ B
are available in contro! panel. Control Panel is N . = v w b o &
the most powerful window contains system . e 4‘ ?
= - See Also A b w ,(‘ = é
maintanance and controlling tools. To add or g, |mme e o gn, mne wm >

@) Help and Support & @ 93 ‘; :&\ @’ q %

Keyboard Wil Mouse Network  Network Setup  Phone and  Power Options
[ wizard  Modem ...

S e 3 2 0 9 ¥

remove programs, to insert additional
hardware and to check system consisitency
etc, functions can be easily applied with these
tools. Use mouse setting option to change the
mouse left hand using and right hand using.

Wireless
Start Menu Firewall  Network Set...

4, 6:12PH
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Process to change Date and Time
Steps:

1. Place mouse pointer over right side of the task bar (Over Time Format)
2. Click Twice(left Button)
3. Select the date and Time

4. Click Ok.
Date and Time Properties @@ Mouse Properties E|®
Date & Time “'ﬂm; i)n;‘ Ilisiemegfifnéi Buttons | Pointers I Pointer Options ﬂ Wheel M Hardware]
Date Time

Scheme

by R

6 7 8 9 10 11 12
13 14 15 16 17 18 19

o v. E [,
1 2 B 4 s & ’\ '_ —

20 21 22 23 24 25 26 e Nomal Select
27 28 29 30 31 ol
6:30:22PM | 3 Help Select N2 B

y : 3 ‘Working In Background %

Current time zone: India Standard Time
Busy g
[ OK ][ Cancel ] Apply

Precision Select +

T &

Process to change Mouse Pointers

Enable pointer shadow

[UseDefauIt ] [ Browse... ]

Steps: [

0K l[ Cancel ] Apply

Click Start Button

Select Control Panel

Select Mouse Option

Select Pointers

Select any pointers in the list
Click Apply and Ok

SewhE

HOW TO START THE COMPUTER?

Log Off Windows

v' SWITCH on the electric (AC) power
supply.

v' Switch on the wlt guard or UPS
(uninterrupted power supply)

v" Turnon the power switch of the CPU

v Turnon the power switch of the monitor

Just wait few minutes when computer display

windows environment.

@ KARNATAK RESIDENTIAL EDUCTIONAL INSTITUTIONS SOCIETY, BANGALORE
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HOW TO SHUTDOWN THE COMPUTER?

v Save and close all the programs
v" Click on start menu
v Click on Turn off computer
v Then you will see: -
e Stand by
e Shut down
e Re-start
v" Click on Turn off

Just wait few minutes, your computer will automatically shutdown.
CALCULATOR

A Calculator is a small electronic device used to solve mathematical problems.
Using this device, basic mathematical operations can be easily solved.

To fulfill the needs of a user Windows Operating | R&HEES

System gives this facility to solve some mathematical | "= "
operations. \ 1987, |
Process to Open Calculator [ EEE e .
i ) DDEE)
] (] ]
1. Click Start
Select Programs 3 R e e

2.
3. Select Accessories
4.

Click on Calculator.

Edit View Help

u.\

Process to Open Calculator

(OHex @®Dec O0ct OBin (&) Degrees (O Radians (O Grads

L Click View Clinv— [CJHyp ’_ I_ [Baokspace” CE ” C ]
2. Select Scientific Option [Stal [F'EH [ ” ] ] [MC] [ % ” - H : ” . HMOdHAnd]
e | [om ][0 0 ] [we] [« ]{ s ] s ][ - ][0 ])[x]
| [0 JLew(ea ] (s ] [0 L2 (e )L J (] (0w
3/ ERR IR KN B2 BN RN Y
(=)0 G e 1le e lle I )

A e e e

Steps:

\t@) KARNATAK RESIDENTIAL EDUCTIONAL INSTITUTIONS SOCIETY, BANGALORE
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CHAPTER-3

TYPING PRACTICE AND SIMPLE GAMES

WORD PAD

Word pad is a software package used to type the text. Currently there are plenty of
software packages available in the market to create textual documents. This is the default
Package available in all versions of windows operating system.

PROCESS TO OPEN WORD PAD

Using program bar
Steps:

1. Click start
2. Select programs
3. Select Accessories
4. Click Word Pad
Using Run option
Steps:
1. Click start
2. Click Run
3. Type Write
4. Click Ok

Run @

- Type the name of a program, folder, document, or
~ Internet resource, and Windows will open it For vou.

Open: ] WRITE|

v

.

I OK ][ Cancel ][ Browse. .

STRUCTURE OF WORD PAD

Title bar
Minimize
Maximize/restore
Close

Menu bar
Standard Tool bar
Formatting bar
Ruler line

. Work area

10. Status bar

©oNOo R WDNDR

Fle Edt Wiew Insert Format Help

Deld &R » B B

& Document - WordPad El@@

0 ~1 O\ th 4 o M) =

For Help, press F1

g
i

10

\t@) KARNATAK RESIDENTIAL EDUCTIONAL INSTITUTIONS SOCIETY, BANGALORE
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KEYS DESCRIPTIONS

KEYS DESCRIPTION

Caps Lock To change the text capital to small and to capital

Tab To mowe cursor five character space at atime

Space bar To give space between words

Ctrl Used in combination With other key as short cut key

Alt Used in combination With other key as short cut key

Backspace To delete the text from right to left side

Del To delete the text from left to right side

Enter To start a new Paragraph

Shift To capitalize the text and to get symbols from numeric keys

Esc To cancel the command

Arrow keys To mowe the cursor to up, down, right and left

Home To mowe the cursor to beginning of the line

End To mowe the cursor to end of the line

Page Up Too scroll the page up side

Page Down Too scroll the page down side

Insert To over type the text

&l Document - WordPad
CREATING A DOCUMENT ) it ew Inseit Fomat ey
New... e : ey
Use both the hands to type the text. Type guv‘ Wesem |

the text in normal mode. Once you finished typing | . 73
use the formatting bar and format the document. B Fravien
PROCESS TO SAVE A DOCUMENT 5” MRS -
Steps: La ?

1. Click File Menu

2. Click Save option o =

3. Type afile name )

4. Click save command Q@ - = §

’ m KARNATAK RESIDENTIAL EDUCTIONAL INSTITUTIONS SOCIETY, BANGALORE
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PROCESS TO OPEN A DOCUMENT

Steps:

1. Click File Menu

& Document - WordPad
Edit View Insert Format
MNew... Chri+N

Open... Chrl+0O

Save Chrl+S

2. Click open option
3.
4. Click open command

Select file name from the list

Lookin: | (£} My Documents v @

3 My Music
(2 My Pictures

nt |y videos
s

o ®)saniay BK
L B)saniay BK ASH

PIX

Desktop
‘ \
‘ My Dﬁnenls |
9
My Computer
My:gxmk File name: [ v =
Places Files of typ Rich Text Format (1) v [m

+p

TOOLS AVAILABLE IN FORMATTING BAR

1. Fonts
2. Fontsize
: 1 2
3. Font Script
4. Bold - | e
5. Italic Formatting
' : (A : | 10 |
6. Underline bk B0 '@
7. Text Color ‘Western ¥l B 7 U @ |_§_!§| = r:'
8. Left Align | | | | | | |
9. Center Align 3 456 7 8 910 11
10.Right Align
11.Bullets
Commands Descriptions

Fonts To change Fonts style (Text style)

Font size To change Fonts size

Font Script To change script of fonts

Bold To change the text to bold style

Italic To change text to cross

Underline To underline the text

Text Color To change color of the text

KARNATAK RESIDENTIAL EDUCTIONAL INSTITUTIONS SOCIETY, BANGALORE
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Left Align To align the text to left side of the margin
Center Align To align the text to right side of the margin
Right Align To align the text to center side of the margin
Bullets To apply bulleted text

FIND AND REPLACE

This is an easiest process to search and replace a word in word pad. This is a user friendly
option from which a user can easily find replace words.

Process to use find
Steps:
1. Click Edit menu
2. Click Find option
3. Type the word to be searched
4. Click find next

Process to use Replace

Steps:

1. Click Edit menu

2. Click Replace option
Type the word to be replace
Type the replacing word
Click Replace

ok w

Find ?)X
Find what: 1_'!1 E',’fa,'.“ \ [m]
[] Match whole word only
[ Match case

Replace

Findwhat | MDRS Find Next

Replace with: ;M orarji Deasi Residential School

[ Match whole word only

[IMatch case

Replace
Replace All

Cancel

ofloE

SHORTCUT KEYS USED IN WORD PAD

Action Key Stroke
New Ctrl + N
Open Ctrl+ O
Save Ctrl +S
Print Ctrl +P

Cut Ctrl + X
Copy Ctrl+C
Paste Ctrl + V
Find Ctrl+F
Replace Ctlr+H

I E NN SN IR SN NN NN NN NN

KARNATAK RESIDENTIAL EDUCTIONAL INSTITUTIONS SOCIETY, BANGALORE




6" Standard Page |21

CHAPTER-4
MULTIMEDIA

INTRODUCTION TO MULTIMEDIA

You are aware with numerous areas of a computer. It can solve sums, prepare
bills, play game and movies, helps you to listen to songs and do a lot of work for you and
your family. When you play games or watch movies on it, what happens? It shows an
animation on screen plays sounds using speakers and shows images. All these things
together are termed as multimedia. Hence Multimedia is a collection of text, graphics,
sounds, animation and video clips.

Sound, Video, animation, graphics, text is different media. If we combine all these
media then we get Multimedia.

A Multimedia computer is a computer which capable of playing sounds or music
and showing graphics, video, text etc on the screen. All new computers are multimedia
computers.

Multimedia programs are interactive. They make learning very interesting and
offer good entertainment options. All the cartoon films like Tom & Jerry, The Sylwester
and Tweety, Ice Age, Spider man, Superman are possible through graphic animation
using a multimedia system.

Note: A Computer that supports multimedia is

called a multimedia computer.

USES OF MULTIMEDIA

A Multimedia system is very beneficial since it is used in different areas.
Multimedia programs are generally used for the following purposes.

e Educational Purpose

e Playing Games

e Playing Music and Movies

e Giving training to students and workers.
e Creating Advertisements.
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REQUIREMENT OF MULTIMEDIA SYSTEM

A Multimedia system essentially consists of the
following hardware:

A CD or DVD driwe for playing CDs

A Sound card and Speakers for producing sound.

")")'ﬁ)
®)

A Color Monitor to display video.

A Microphone and headphone for recording and listening to sound.

SOME EDUCTIONAL MULTIMEDIA CDs

There are numerous educational software available in the market. Different
vendors offer different flavors. Some of these are:

e Microsoft Encarta (Encyclopedia)
e Encyclopedia Britannica.
e Science( DK Multimedia)

INSTALLING AMULTIMEDIA CD-ROM

Many educational and skill-learning programs are available on CD-ROM’s. These
programs are extremely interesting as they comprise of text, pictures, sound and
animations. Children find them wvery interesting as they learn a lot while playing. You
may easily install them on your computer.
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To install a Multimedia CD/DVD, followthe given steps:

Step 1: Insert CD-ROM inthe CD-ROM Dirive.

Step 2: Open My Computer by double clicking its icon on desktop.

B *J

Q\__J [y Computer » = [ 42| Search Computer 2|

Organize System properties Uninstall or change a program Map network drive - A1 @

/¢ Favorites — 4 Hard Disk Drives (4)

P Desktop Local Disk (C:) Local Disk (D:)

18 Downloads —o ) s [

= 97.5 GB free of 117 6B S “ T

] Recent Places

Local Disk (E)

Local Disk (F)
<= | e
& Libraries | S meneoiie S 103 GBrec of 114 GB
[ Documents = )
& Music 4 Devices with Removable Storage (2)
B Videos KEERTHI (6:) A DD RW Drive () Disc
— o K &) Obytestreect3i3ce
S 230 GB free of 3.75 GB Wi voF
*d Homegroup

™ Computer

& Local Disk (C:)
s Local Disk (D:)
s Local Disk (E:)
a Local Disk (F:) oL

.k‘ USER-PC Wor

Pr

up: WORKGROUP

Memory: 200 GB
or: Intel(R) Core{TM) 3-21.

Step 3: Double click the CD-ROM drive. The CD opens up and its contents are visible
Step 4: Now double click the setup icon in the CD contents

= [ E [
() [G T TR 1
&S [€4 » Computer » DVD RW Drive (H) Disc » = [ 2 | [ Search DVD R Drve (9 Disc )
Organize »  Bumnto disc #- O @
i Recent Pl ) )
scent Hlaces 4 Files Currently on the Disc (5)
4 Libraries by .' \
] L N & | €
5 Document: 3 & i
& Music AUDIOTS  VIDEOTS  AUTORUNI mp.dat Setup.exe
NF
BB videos
*d, Homegroup

18 Computer
&, Local Disk (C)
= k (D)
K (E)
s Local Disk (F) |
e KEERTHI (G2)
4 DVD RW Drive (H

=

AUDIO_TS

5 items

Step 5: Complete the installation of the software by following the instructions.
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Your software installation is complete and now you may use it.
To start software, follow the given steps:
Step 1: Click the Start Button
Step 2: Select Programs.
Step 3: Click the newly installed software icon to activate it.
Note: Installing a CD means to load the computer program of a
CD on the hard disk of a computer.

Do You Know?

Some of the CD-ROM’s are Autoruni.e. they start

functioning on their own after being inserted in a CD-ROM
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CHAPTER-5
MS-PAINT

MS-Paint is a software package of windows operating system. Basically this
package is designed for the purpose of creating drawings, images and small graphics etc.
Using the tools of the pain kids can enjoy creating their own drawings and images.

@ Accessories 4 l@ Accessibility »
[ Baraha Software » (@) Communications »
™) Games » [T Entertainment »
i Google Chrome » T System Tools »
|@ K-Lite Codec Pack » ) Address Book
@ mBlaze » & Calculator
i@ Microsoft OFfice »B¥ Command Prompt
Set Program Access and Defaults () Nudi4.0 » 9 Notepad
Windows Update = Y
@ Startup » @) Program Compatibility Wizard
|@ TeraCopy 4 C_l_.‘ Remate Deskkop Connection
Mgl (@ The KMPlayer » 38 Scanner and Camera Wizard
Doctments ™ TypingMaster » €3 Synchronize
) winRaR » & Tour Windows %P
@’ Settings @) winzip » 3 windows Explorer
/’_‘) Search R Adobe Reader XI A wordrad
& Internet Explorer
0) Help and Support ., Mozilla Firefox

lﬁ Qutlook Express

Windows XP Professional

Z~J Run... = :
g« Remote Assistance
¥ wWindows Catalog
“1 Log Off user...
@ g & windows Media Player
@ Turn OFf Computer... 3 Windows Messenger

@ Wwindows Movie Maker
iJ start CDED D winzip

Lets discus the over view of the paint screen.

1. Title Bar 6. Tool Bar 11.Selection Box
2. Minimize 7. Scroll Up 12.Left Scroll
3. Maximize/Restore 8. Working Area 13. Status Bar

4. Close 9. Scroll Down 14.Color Box

5. Menu Bar 10.Right Scroll
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2 b
3 Fle Edt
Free-formselect select
4 \ $40 /
5 — 5 G Yow lnage Coors b
=] o7 Bt~ ——— Fnhalr
o 6 ‘vi’
2Q 7 Pick color LensforZoom
e Gk n
/ ‘
~ : DrawingPendl — w=y | PaintBrush
2 G &
(= 4 =K > Alrbrush / \Text
— \
i Curve
11— -m 0 / \
w9 SO
L | pa— &* S Rectangle Polygon
|.,I WS — 10
T . = Elipse/ circe Roundedrectange
ror e, ok ep Topis an the Hep Menu| =113
SER

FUNCTIONS OF TOOL BAR

Pencil To Free-hand writing

Eraser To erase a Drawing

Text To Type a text

Line To draw a straight line
Rectangle To draw a rectangle or asquare
Fill with Color To fill color to aimage

Air Brush To spray color

Pick Color To copy a color from an object

Free Form Select

To select an image irregularly

Select To select an image regularly
Magnifier To magnify the image

Brush To free-hand painting

Curwe To draw a curve

Ellipse To draw a circle or ellipse

Polygon To draw a polygonal shaped images

Rounded Rectangle

To draw a rectangle with rounded edges
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CREATING AND OPENING AN IMAGE

There are several ways to create a new image, open existing images and to save
images in MS-Paint.

Creating a new image

The steps involved in creating a new image are
Steps:
1. Click File in Menu Bar
2. Select the Newoption OR
3. Press Ctrl+N on the keyboard

Open an Existing Image

The steps involved in opening an existing image are
Steps:
1. Click File in Menu Bar
2. Select the Open option OR
3. Press Ctrl+O on the keyboard
4. Each method will show the Open dialog box. Choose the file and click the Open
button.

Saving an Image

The steps involved saving an image are
Steps:
1. Click File in Menu Bar
2. Select the save option OR
3. Press Ctrl+S on the keyboard

Closing an Image

After finishing your work you can close your image.
Steps:
1. Click File in Menu Bar
2. Select the Exit option OR
3. Direct Press Alt+F4 on the keyboard
4. Then, click on Yes, if you want to save and click on No, if you don't want to save.
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USING CUT, COPY AND PASTE

Cut, Copy and paste are the commands on the Edit menu. These commands are
used to delete and to get multiple copies of the selected objects.

Steps:

Select any objects using select tool
Click Edit Menu

Click Copy Option

Click Edit Menu

Click Paste Option

a bk o

You get the selected object in duplicate, repeat the paste option to get multiple
copies. Instead of using the copy you can also use Cut. The only difference is the
command Copy copies the image and cut, cuts the image.

Use Short cut keys in Key Board Ctrl+C-

Copy, Ctrl+X Cut, Ctrl+V- Paste

ROTATING A IMAGE Flip and Rotate ?)X
Any image in paint can be rotated using Flip of rotate
rotating options. (%) Flip horizontal
O Flip vertical
Steps: () Rotate by angle
1. Select the image using the Select Tool =
2. Click the menuimage in menu bar
3. Click flip/Rotate option
4. Click the Rotation by angle option
. . Stretch and Skew
5. Click any angle from the list
6. Click Ok e
I:l Horizontal: z
STRETCH AND SKEW
l:II Vertical: z
This is an additional feature in paint.
This option is used to stretch and skew the s':i"'
images. ./17 Horizontal: EDegtees
a I Vertical: 1} Degrees
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Steps:

1. Select the image using the Select Tool
Click the menu image in menu bar
Click Stretch/Skew option

Select any one from the list

Enter % or degree

Click Ok

© ok W

Enter values in percentage for stretching the image, the image can be stretched in
both the directions i.e., in horizontal and in vertical.

Enter values in degrees for skewing the image; the image can be skewed in both
the directions i.e. in horizontal and in vertical.

SET AS BACKGROUND
After creating your own images, the same can be applied for desktop wallpapers.
Steps:

1. Click File Menu
2. Click Set as background Option
3. Click Minimize Button
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