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Introduction of Computer

program. There are three elements required for a computer to complete a useful

. S

1-Hardware  2- software 3- The computers user

The computers user
y

|

Software
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Classification Computers <lulall ciuial

However, not all computers used by individuals are considered personal computers.

There are different types of computers designed for various tasks, and

understanding the differences is crucial for selecting the right device.

:Classification according to Purpose of use_

:General Purpose Computer 4alall (2 &Y Claula -1
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:Special Purpose Computer 4alil) (al £Y) cluula -2
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:Classification according to Type of Data Processed_

:Analog Computer 4 BUill clulal) -1
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:Digital Computerdz< 1l cluwdal) -2
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Analog Digital
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:Hybrid Computer 4bagll cluulall -3
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:Classification according to performance and size _
N

:Microcomputer 48:8a1) cluulal) -1
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:Main Computers 4wl Cladall-3
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Basic requirements for a Computer System

A- Hardware: refers to the physical elements of a computer, for example monitor

And keyboard.

1- (CPU): is brain of computer. It is responsible for all function'and processes. The
CPU is the most important element of a computer system.

Components of (CPU):
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B-ClOCK: (o Laa 43S jall dallnall 3an 5 Jals cllleal) ppen abay Gauti Jlea (4 delad)
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2- Graphics Processing Unit(GPU): The GPU is specially designed hardware
responsible for rendering graphics and handling computational tasks that are highly
parallel, such as in gaming, video rendering, or machine learning s =l 4allaa 335 5 &
& dall s LS e dplual) algall pe daladll 5 Sl g )l (2 s e J 55 banad aaas Jlea 2
Y il ) gandll 4 e o) lalY)

Difference between
P

\
CPU GPU
Is brain of computer. It is responsible It is one of the computer components
for all function and processes responsible for processing images,

graphics, and video
It is designed toshandle’a small number Processes large amounts of data in

of complex tasks sequentially (one at a parallel(multiple tasks in one go)
| time)
It manages operating system functions, | The GPU was originally designed for
user programs, and most other graphics processing, but is used for
computational tasks, making it other tasks such as scientific

essential for general computing calculations and machine learning
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3- Memory: Parts of the computer that hold information. daésy 53l salall ¢ 3al)

ila slaall

@=The Primary storage device (Random Access Memory (RAM) J s !l 3 I3
A s&21) and Read Only Memory(ROM) k8 s¢) &) 3 S)3),

9 Cilidail) il aa Ay 38 gal) Apdlaal) Baa g Jalat ¢ 0 il JSIA (e £ 6il) 138 (RAM)
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4 Jidi Ay B Jadd 43S jal) Apllaall Baa g daa Jalai <l SIA SRIERE I M(ROM)
(Boot loader) g3&Y) gl Ao 43 $8Y G gulall

RAM ROM
RAM stands for Random Access ROM stands for Read Only Memory
Memory

RAM is Volatile memory

ROM in non-volatile memory

Data can be modified

Data can't be modified

CPU can access data stored in RAM
\

‘Data needs to be copied from ROM to
RAM so that CPU can access it

RAM is faster memory

ROM is slower than RAM

RAM is mare expensive

ROM is cheaper than RAM

Used for the temporaryAstorage of data
currently being processed by CPU

Used to store firmware BIOS , and
other data needs to be retained

b? The secondary storage device (hard disk, CD, flash,...) ki khis 3 SI3

el yeSl) pladai) day s Sl slaally Ladiag ) I3 8
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COMPUTER STORAGE OR MEMORY DEVICES

G &9

ROM CD/DVD

Hard Disk

M =

Floppy Memory Card Pen Drive

-

4- Input devices: Part of the computer that allows information or data to be given
to the computer like: Keyboard, mouse, and seanner.

5- Output devices: Part of the computer that %ven out information generated by
the computer, like a monitor , printer; and speaker.

input output

Keyboard

Optical pen Joystick

/

Scanner
PR
5
—

Bar code reader

1 =
> Speakers
28
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Input Device Output Device
Data Information

6- Power supply Unit (PSU): The (PSU) transform “electrical \energy from an

external source (e.g., Wall outlet) into the required veltage:and current to power the
components inside the computer Jaas (e 4l S A8l Jy oty o 8 48Ul daa) 32s
G pmladl Dl S Jpandill (p gllaall Ll g agadl () (Lails ddie JUal) dass o) (2 la

7-cooling systems: To avoid overheating, computers use fans, heat sinks, and other

cooling systems to dissipate heat generated\by components like the CPU and GPU.

3 S e ATyl ) B S ) (30 Al )y il Bl 7l e i o
Gsulall Slea (8 a s )ll dallaa Bas g 5 45 38 jall dallaall 328

8-The motherboard:. is \the main component of a computer. It is a board with
integrated circuitry-that connects the other parts of the computer including the CPU,
Primary Memorx, Secondary Memory. <us @ sulall jlead oo I ¢ oSall oo 2Y1 ds 1)
san g @y 8 Lay puladl 1A o) a1 oy 5 dLlSia g0 e g sinida ol e 3 5le (5SS
30N 5 SIA 5 Al 5 SIAN 5 4 K el Aadladl)
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1-USB Ports: USB is a can connect keyboa}ds, input devices (mice, trackballs, flash
memory drives, data transfer, power stpply, printers, and other devices without

encountering resource conflicts s ,a¥! s jea¥) Jaa sl aadios Luuld deal 5358 5 allall o) JALY)

2-Network Connector: The network connecter allows you to connect your PC to a
local area network (LAN) or a broadband cable or DSI modem for high-speed
Internet access. 3 o @ai daS 5 dglae 480l Csulall Slea Joa 58 A0 i g Sl 2y
de ) Me i mY) I J a3 50
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BIGSTOCK

3-Sound Card Connections: The motherboard enables you to connect a
microphone, speakers, or device External audio Seurce sthrough “sound card
connections. > Al Gigall jaas gl ¢ geall @l S 5l G5y Suall Ja s e @Y1 Aalll (K4S
G gaall ABlay O3l 6§ A e el

4- Parallel Port: AIthouBh falling into disuse, when the parallel port is used, it's
most often.to connect a printer, but some drives and other peripherals can piggyback
on the port. «ﬂ!i'a:}sé gjbﬁ.d\ aiall plaaiul die V) EIAJ‘ 8 ol JPLEUAREN N PR ?‘;JM AL
GOAY) 4 Ll 5 jeall 5 el BV IS jaa o) daglhal) Jua 63l

5- Mouse Port: Also called a PS2 port PS2 Lay cemn 3Ll pals Mt

6- Keyboard Port: Looks like PS2 PS2Lay) 4uly 5 milaall da 5l (ala M
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7- Serial Ports: Some PCs still have one or two serial ports, but they are all but
obsolete because of the USB port. 3l (Sl g sl 5l asl g Mie e (5 58a85 jeal) gy <l j e

USB 28t Can Al il

8- Video Card Connection: to connect Monitor or Data show s <ablull Lili Jua ¢

Serial Port PS/2 Port

Used for PDAs and serial devices. Mouse Keyboard
® @

Parallel Port Games Port

Used for printers and data. Joysticks and Midi Input

o DOl

(o

All Replaced by USB!

\
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B- Software: Known as programs or applications consists of all the instructions that
tell the hardware how to perform a task. algall £13) 4K 8 3ga) ydd cliadail] g gal yal)

1- System software: helps run computer hardware and computer system. Computer
software includes operating systems, devise drivers , diagnostic toels and more
(Windows, Linux and Mac OS). dS& Jaall e aUaill selid @ gulall e Lepaii aby zal g
o slall

2- Programming software: Software that assists a'programmer.in writing computer
programs(C++, Matlab, Java and visual studio). sl ¢s ) shall learivg cilina i A
\

Al gl dilpea s

3- Application software: Allows users to complete one or more tasks(Microsoft
Word , Adobe Photoshop , Google Chrome,and power point). (e e Glaplai a
Gl & 53 Coua Ba0aa alga il addiall o g8 o) Ja)

MATLAB
§

G . |

Application
Software
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C- The computer’s user: it is about this person that makes hardware and software
components effective  4adiia 5 allad 4alall 5 dme ) o guladl G S Jrag (53l aasiudll

Operating system(OS): is a program that manages the computer hardware. It also

provides a basis for application program and acts as intermediary between the

computer user and the computer hardware. (Ms-Dos, Windows, and. Unix are
examples of operating systems). iz s < sulal) 3 jeal 5 ))al daut ) 4l g guse zeali 3 58
3 Lialal gl ) Jae (9585 ) ol (o i S8 e 505 can) gl () qeali )
Gymlall 3 el s et G dasugl) yiiny 545 s \

\

Hardware

\

The operating system category based on the types of computer they control and the

applications:There are generally four types of operating system:

1. Single-user, Single task: this operating system is designed to manage the

computer so that DR USer can do onething atatime . (ex: MS- DOS). 5 a5 paiiva

Lo Bh} ‘LQ@_A“ .J.IS.\.‘I.“."~
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2. Single-User, Multi-Task: The operating system that allows one user has several

programs in the same time, most people use this type of operation system on their
desktop and laptop computers today. (ex: Microsoft Windows , Linux , Android,
and Apple MacOS.) 3~y <y 8 aUaill 8320w gral ja iy 5 2a) g padiua

3. Real-Time OS (RTOS): Real — time operating system are SUpports time=critical
tasks, guaranteeing Specific response times, are used to scientific tools and
industrial system. (ex: VMxWorks , FreeRTOS, QNX). 3 jea) aalai¥l (0 g il 138 ac

Ay Seaml y Apelall 391l 5 Ailadl) S yall e Al 5 Fagall (SLY) (b 2ats ) o sulal)

alsald \(m&ukﬂf\jﬁ\nﬁ(wwm“
\

4.Multi-User operating system: Allows many different user to use a computer
system concurrently(ex: Unix, Windows, Server). ¢ 222l zeus Ladailll e ¢ 5ill 12a
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User Interface: The features of a computer system which allows the user to
Interact with it . A user interface , also sometimes called a human-computer
interface , comprises both hardware and software components. < gulall aUss &l jaaa (30

OS5 5 OtV - gulall dal g Liayl Lo il addiosall dal 5 o8 4ne Joléil) aadioall o Sl
o) s an o mal ) 53 jeal) il Sa (e LgaS 5

A. Command Line Interface(CLI): A command —Ling interface'is a

mechanism for interacting with operating system or software by writing
commands to perform specific task(. CLI accepts.input by keyboard only.
(MS- DOS <lilall (e & sill 138 ae i 1l danzai¥hia)

daga £12Y Badas yal ) LK 505k e el Ll o) Qi) Hlail) @‘d:um Jui cLalal) 1

3

B. Graphical User Interface (GUI): Allews people to interact with

computer by images rather than text conands. GUI accepts input using

keyboard and pointing devices(Windows LAl (e g 53138 aa Jaad Al Aadai¥) (1a
) kil 5 el Jleds) Gasb e ismaSl e Je il pndtiall (e LELAN (e g i) 128
Aoaill ol oY) (pe Y i il o e gy JSE e

GUI (Graphic User Interface)

CLI (Command Line Interface)

One Tekno
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C. Natural Language : A natural language interface is a spoken interface where
the user interacts with the computer by talking to it(ex: interface the system in
the Siri application on the iPhone and Cortana in windows ) < sl jlea aa Jelall
all Saadll 505k oo

* There are other types of user interfaces whose use is specific to some computer

devices, such as Menu driven and form based system interfaces.

Features of Windows operating system (Windows OS) :

1) Windows OS is a computer operating system(OS) developed by Microsoft
to run personal Computers(PCs). 48 x& s y ghaiy Culd iy g Jurd alas
g 5 Sola

2) The first version released in 1985._))xal J

3) Windows using Graphical User Interface(GUI). lilall ¢ o3 aaiig aUail) 13
e gl

4) Close source operating system. sbaall §lae

5) Support multitasking and multiuser. 4age (s JiSI 5 addivse (0 S

™=
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1-Click kil 5 adl)

a) Single click : il 3aa) 53 ya 3 AU Ga¥) J 31 o bl

b) Double Click : ctilall o) cilidail) I8l 0 pa ¥} 3 Ao Dl

2-Drag and Drop <3@¥) g el

il c3dly a8 3 AN ) Sa e peais JAI 5L & ja a0 5L ) e ) satily Jaiial)
< sllaall QM\Q,A

3- scroll wheel ) ciaiiwal) & Jaud) g Aoy pailhe Ll 52 oo gall Alaad) aladiuly Jaiit)

Sladall \

| N\ | .
Icon and Types : Icon is a small graphical representation of a program or file. When
: : N .
we double-click an icon, the associated-file or program will be opened.

1) System Icons: System Icons are displayed along left edge of screen. These
icons are created a{JtomaticaIIy by windows during its installation (Recycle
Bin and Network Icon .
Llal g 1 138 £ L) iy g, AELE (e (5 _paatl) dgad) Jsha e 53 5 5 (5585 ) il s 3y
3 a4l ) Windows ddau) s
2) Shortcut Icons: These are the icons with small arrows in the lower left
corner. A shortcut icons provides easy access to some objects on systems,

such as a program, a document or a printer(Google Chrome Shorteut). » -

e J g sl L g1 ¥1 o388 65 i Alaial) (5 punll A4 ) I A3 praall agu) Cld Gl gasY)
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3) Program folder and Document Icons: these are non-system icons without
arrows and they represent the actual objects they describe(PDF Icon and

WOTADIBBUBREIGEN . 15150 i ) e 5 i ¥ 5 (L i s 03 431 i
Lo ) Atadl)

Statusbar : status bar on a computer.is a \gr}phical element typically located at
the bottom of a window or screen that Rrovides Important information about the
current state or activity of the software or system. It often displays: a2 e paic
e 5zl 5 Ll Alladll il Jio dage o slae (myas o sh LA (e Jiu¥) 5 all b
La e g i W1 Al Juaty) g 4y jUadl 48l dous

\
System status , Application status and Notifications
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Start menu: The Start menu in Windows 10 has resizable tiles and more features
designed to increase productivity.

Display the Start menu:

To Display the Start menu: Select the Start menu E button on the far left of the
Windows Taskbar. — OR — Press Windows logo key on the keyboard.

From the Start menu, you can:
1) Lock your computer, change your account settings, or sign out.
a) On the Start menu, select your user name

\
b) Choose the option you want: Change account settings,Lock, or Sign out

Snipping Tool
Sticicy Notes

Paint

Windowws PowerShell
Remote Desktop Connection
Notepad

XPS Viewer

[ ¥ Fite expiorer

£S32 Sertings
(&>

Powveer

E=— A apps
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3) Shut down your computer, restart it, or put it to sleep
a) On the Start menu, select Power
b) Select the option you want: Sleep, Shut down, or Restart

7 XPS Viewer

e
alUca

Insider Hub

Sleep

Fill Shut down

se Restart
Power

All apps

4) Search for apps, settings,.and files;and search across the web.

Start typing in the search box to the right of the Start button to search across

i

Apps Documents Web
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Remark: To display the Quick Access menu:

Right-click the Start E vutton.

OR - Device Manager
- Network Connections
Press Windows logo key+ X on the Disk Management
Computer Management
Comman d Prompt
Keyboard . Comman d Prom::t (Admin)

Task Manager

Control Panel
File Explorer
Search

Run

Shut down or sign out
Desktop

Folder or (directory): is an area on the computer that contains.ether folders and

\
Files and helps keep the computer organized

Sl .

Opening Windows: g
1-Mouse Click: Double click on the file to open it in the default application.

2-Keyboard Shortcuts: Pressing specific key combinations (e.g., Ctrl + N for a

new window or Alt+ Tab to switch between windows).

3-Status Bar /Start Menu: Clicking on the status bar or start menu entries to

\
launch programs

1-Close Button (X): Clicking the "X" in the top-right corner of the window.

2-Keyboard Shortcuts: Pressing Alt + F4 (Windows) to close the active window
or app
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Right-click on States bar: Right-clicking the program icon in the states bar and

selecting "Close Window.
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Microsoft Word =
MS-Word or Microsoft Word is a Word Processing Software developed by
Microsoft in 1983. It is used to create documents, letters, reports, worksheets,

resumes, etc and also allows you to edit or modify your new or existing documents.

e Editing text

e Copying & moving text

e Pasting & deleting text

e Inserting pictures, objects & tables
e Saving & printing

e Formatting

e Chocking spelling & grammar

e Microsoft\Word
e Microsoft Works
e Pages (Mac)

e Google.Docs
If you have the entire Microsoft Office Package installed on Microsoft Windows.
You can find MS Word on your personal computer :

Star menu — All programs —Microsoft office 2010 — Microsoft word 2010
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How to open MS Word?

Step 1: Type MS Word in the search bar.

Al Apps Documents Web More -

B oOffice
Search the web

msword - See web results
ms word web

ms word login
msword download
msword test

ms word pdf

ms word 10

msword 2021

LRI IR R R NR R B

ms word for windows 10

|

msword]

Step 2: Select MS Word application. N
St6p'3: Select a blank document and, press créate button

Then you w

content and perform d ent types of operations on that content, like font type,

e image below where you can write your

style, bold, itali .You can also add images, tables, charts to your document.

Ailia e ol ity el gl (g ginal LS i€y Curm ol 5y gl (1 LS 33805 le ol ey Juans

I\ i
Wi iy 13 Y Ly il g (ymy yall okl g Jaaill g LW g Bin 5 shmall 130 e ciileal pe
Mf}é}ﬂ%}d}‘d}})}aﬁh’al
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MICROSOFT WORD WINDOW
Microsoft Office Interface
e Microsoft office 2010 improves the ribbon interface.

The Microsoft Office Ribbon is a set of tools that are grouped

together in a related set of tabs.

e Tools on each ribbon tab are further organized into legical groups

called ribbon groups.

Quick Access toolbar \
File tab Ribbon Title bar “Ruler Help

@ D iw Documentl - Microszoft Woed - - — )8
rHome Insert Fage Loyout References reaings Rewview S S Agc-Ins o 0

\ — ’ Catdn (Boay) - 31

i) B 7 U -adex x = Ewmm =
7 - - A - Ax- A A" DE we - SRS AR { i

“« »

LIV |
- AL

Page: 3 of 3 *\‘Volm o 5 | Enghsn 1S9 5——1 o . g' 3120% (— (> |
l Y P——
Status bar Document area  View buttons Zoom control

When you will open MS-Word, you will see a blinking line. It is called as a
Cursor. It tells us from where we can start typing.
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HOWTO OPENA NEW DOCUMENT 33 il gib
Follow these steps:

e Click on File Tab.
e Click on New and select Blank Document .

e A New Document will oEen on the screen .

Documentl - Microsoft Word
Page L =
= Ter
- Y Home
f pr— o — ——
| ! T =
L
) —
it =
| Biank ‘ Blog post Recent
document termplates
i 5 Bl = % =
Sample My templat New from
templates existing
S - =1
1

HOWTO CHANGETHE FONT IN MS-WORD kil s

W
Follow these st

m»mmmommummmnwmmmw

] s b e | e | B & | 8| N | 2@
mmimu Hoadeg | Mesde? (5] | e | nsonePof Sommms Toes

Cavolini mmmwbml

Pogerott autiwon [0 oghoh e e Y ccesiblng Geod 1 90 Do BIMIE -——+—+ o
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HOW TO CHANGE THE FONT COLOUR IN MS-WORD &8 s
BES]

Follow these steps:

Second An

Follow these steps:

‘W Insert Page Layout References Mailings Review
= == |15

":% % IVerdana i

Paste -
3 4 B 7 U ab

Clipboard =
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HOW TO MAKE TEXT BOLD, ITALICS OR UNDERLINE IN
MS-WORD: ha 43a3 | Jila, (3al& alll

Follow these steps:

| _ [
Tnsert  Pagelayout  References  Mailings

Home

— 4=

5 |Vm_$ana ¥ 10 'A"Aflfhﬂ'l%‘
e o BT Uk X A ¥-A- g

A

Sentence case,

lowercase

A e T

capitalize Each Word

tOGGLE cASE
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HOW TO ALIGN TEXT IN MS-WORDu<ill 1ilaa

Follow these steps:

Ctrl+L= Left Align
Ctrl+R= Right Align
Ctrl+E= Center
Ctrl+J= Justify 'Y

 y
Line and Paragraph Spacing shidi ¢y ddtuall

AaBbCcDc
l Emphasis

3.0

Line Spacing Options...

Remove Space Before Paragraph

Sl

Add Space After Paragraph
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OR
Select Line Spacing Options at the bottom of the menu, and then select the
options you want in the Paragraph dialog box under Spacing

Paragraph 2?2 x

Indents and Spacing l Line and Page Breaks l

General

Alignment: Justified : ]
Outline level: [Body Text : | [T | Collapsed by default

Indentation

Left: [o = Special: By:

Right: (0' =l (none} E I =
[ 1 mirror indents

Spacing
Before: 6;:'——}5—-] Line spacing: At:
After: lept =] Multiple [~] [1as [iﬂl
[ ] Don't add space between paragraphs of the same style

Preview
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Tabs... Set As Default | | ok

| |
To Find a particular word or phrase in a document 4=ls ¢e &att

> “ ‘5’3 "l ..'
)

Cancel

—o
3 Find ~

2. Replace
w s Select ~

Editing

Find Replace Go To
Find what: || E]

More => Reading Highlight ~ FindIn ~ Find Next [ Cancel |
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To Replace a particular word or phrase in a document Jiaiu
Chal) A dima dalg

button on
) Sy

Note: You can perform a more detailed search by clic
the Find and Replace dialog box. (2:3alt) 3l (38 Al
JIaia) g Cad) 2 e gé

|
To Insert a Table (Method 1): As¥! ‘aﬂeﬂﬂ‘ dssa gl
L)

LU

IR ENNED
0000000
0000000
0000000
000000

ULy

U

Insert Table...

Draw Table

Convert Text to Tabile...

Excel Spreadsheet

Quick Tables >

For example,

document.

To Insert a Table (Method 2): 45Ul 43, Jal) Jsaa z) 3
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MNumber of rows: = E?_—i
AutoFit behavior

=) AutoFit to window

= Drawe Tabic [ | Remember dimensions for new tables

== Conmwert Text to FTabie...

0= Excel Spreadsihheaet l! % 3 !I I!‘A%: "’47 k. u‘l
=== Ssick Tabies = \ \

To Draw a Table (Method 3): (&) sl 48, oy dﬁ%\ AP
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Insert Table...

Dr: Tabl

S 1.
Conuert Text to Table...
Excel Spreadsheet
Quick Tables

| Y
To Convert Existing Text to a Table: Jsa 3 gaill Jagad

[

iEKEBO0000000 .|

] N
] I e o O
(o o o [ o -
= N | A |
] I | |
e |
Insert Table...

g Draw Table

| &5 Conyert Text to Table... D}_,,ﬂ
43 Excel Spreadsheet de|
Quick Tables » pofg
v ganoevent pla
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Convert Text to Table ' < ‘” xl

Table size

rumber of columns:

Nicimber Of Fone:
AutoFit behawior

&2 Fixed column width:

< AutoFit ko contents

< AutoFit to windows

Separate text at
< paragraphs () Commas
< > Tabs & Other: E

=L\

To Add a Row To Add a Column On table : 3 <ia 4ddlay
Cra J92 (o8 2 5es

S$25,560 $13,745
$13,470 $27,800 | o5 ot
$17,555 S$8,907 =5 | Copy
$6.789 $10.239 | 58, Paste
-4l Insert Columns to the Left Insert e ]
Bl Insert Columns to the Right Delete Cells...
| s et B A1 o o
E- Insert Rows Below D Borders and Shading...
g‘]— Insert Cells... lﬁ Text Direction...
ster in January = new clients are Cell Alignment
1. New categories of business clients we AutoFit
usiness. 53 Table Properties...

W N
To Delete a Row or Column: «ia 3 dsae dia

o<
In
]
=3

r =
I ! B Delete Cells (R [Ib|
; _ (©) shift cells left
B ©) shift cells up
B S (@) Delete entire row
i Delete entire column:

14

o0

gTete Cells...
Sef®¢ >

BB spiit Cells...

s
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To Apply a Table Style: Jsaal) Jaad (gaukas

v

R ‘ Yopt -
o2 Pen Color *
Draw Bordg

Design

~

- 2 shading -
] Borders]=| | 3pt=— -

Bottom Border

Top Border
Left Border
Right Border

Borders ¥

.......... ¥
~ R

No Border
All Borders
‘Owtside Borders

== InSPde Borders

Print v Web Print v Web
$10,252 $25,560 §13,745

510,25

9 o v s 2 At
58,547 517,55 58,907 58,547 §17,555 48,907
§13,578 56,789 510,239 $13,578 §6,789 510,239
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To Resize a Table:Jgaall aaa s

e Click anywhere inside the table you want to resize
e asmall Cross Icon will appear at the top-left corner and a small
Resize Icon will appear at the bottom-right corner of the table

e Cross symbol to change the location of the table , and The other 'symbol

Is to change the size of the table

Cross fcon

Rowl
Row2
Row3
Rowd|

i

Resize lcon

To Merge Cells of a Table: Jsaa!l LA a2

Select the cells you want to merge —Press Right click — select Merge cells

Selected Cells

Name

& Class

Age

Name Class Age City ‘ City
Rahul BCA-I 16 Ludhiana Rahul | BCAI 16 Ludhiana
Aman BCA-Il 17 Delhi Aman  |BCAI |17 Dethi

. To Delete a Table:Jslaal) cada

Select the cells you want to delete — Select the Layout tab— click the Delete

Table

| B ‘ Iinsert Insert
L Above Below

sle
] Q"i"“ Delete Cells...
.<‘—' Delete Columns

Delete Rows

K %

Delete Tablis
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Proofing: (&2l

il oo ) pUadY) ce Gad) e U jia g play Alieall B (2 Cladle jga) sin) AalS JS Bp) B ay (g8ai

LA A 3Bl doluy AUSH B Uad o gad Uad gl Liidla) Uad ()18 ¢ g Ul IS CaLESS) ga ifsal) (385 (e

SUAY) e A g (380 alieie

SUaAY) e AdA g 4d) jia) cilation L) o dasladu ) gdail) QJ{ S-Word & jd s

To Access the proofing Options:

Word Options

A N -

General

Change how Word corrects and formats your text.
Display

Proofing AutoCorrect options
Save Change how Word corrects and formats text as you type: AutoCorrect Options...

Language

‘When i in Mie Office

Advanced
Ignore words in UPPERCASE

Customize Ribbon A 1gnore words that contain numbers
B4l Ignore Internet and file addresses
Flag repeated words

Quick Access Toolbar

Add-Ins [ Enforce accented uppercase in French
Trust:Genter [] suggest from main dictionary only

Custom Dictionaries...

French modes: | Traditional and new spellings
Spanish modes: |Tuteo verb forms only

When correcting spelling and grammar in Word

A check spelling as you type
EA Use contextual spelling
[ Mark grammar errors as you type
[] check grammar with spelling
| Show readability statistics

Writing Style: | Only | settings...
Recheck Document o

I oK 1 | cancet

Check Spelling As You Type:a;ust) ¢l Ma¥) (g8l
Y ~

Ignore
Ignore All
Add to Dictionary

AutoCorrect >
Language >
Spelling...
Look Up...

Tt

Copy
Paste

prxpy
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THESAURUS: (54l
€Al a2 Loliall AN e ) giall 3 4 gaom 4l 53 o
Aanall Al e ) giall & Gaclus o (S ‘;“d\ 8 jall e 548 3 30 Microsoft Word a3
Adlide Clal) il yall e daild gy sed Loy imall i sl il G Lgd IS QLS 8 aanndll
Ade a3 Gaill (LSl Jire 13 CilalS) all 5 (il i L]
To Use Thesaurus:

To Print a Document; aiiwall dslih
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[ 9~ & = UNT.8 [Compatibility Mode] - Microsoft .. = & ﬂ
Im l E q '-. u l ' " 'L- Home 1Insert Pagelayout References Mailings Review View &

C i save — | Print E
= ie B saveas 7 — =
File Home Ing 85 oven @ o
' Close :
. > &
: o Printer oF =
COVC r Pag e.v —4 cecent @ No Printers Installed -
D B'a nk Pa g e i | e Printer Properties !
e Table :
=5 Print Print All Pages <
’ra pa g e Brea k 1 Save & Send p@g P'M o :E‘;‘..: |
Pages Tables b i = o]

NV

SAVING A DOCUMENT: Aﬁ»-uvhh

FileTab ~ SaveAs

“ Home | Inset Pagelayout References  Mailings  Review  View  Developer & 0 Save As

H o & ‘ 1 g« Users » PKS » Desktop » v (| | SearchDesktop p
B Information about CFCS-PB-8 |- ——— Ee @
ve As
Ci\Users\PKS\Downloads\CFCS-PB1\CFCS-PB-8.doc A Name % Date modified Tie
Open 1 ThisPC
g r A [': . 1\ Compute Applications i Businss .o, 150520190148, Fiefoldr
[ Close Compatsity Mod o [l ;Des . . 1\ Cutit O-0520180137., Filefolder
. mpatiniir e roperties ¥ .-/ Documen 1 5 x
‘ ) s 1, Fundamentals of Database Management .. 16-05-2018 1232...  File folder
Ij t5°me "Wt’feaf;m Mhd'”b’ed Sie ;M°wf' e 11 nformation Technologies - 1 WS B1I5..  Fefolder
v?o‘:lzz;z/iffzopr:vri‘:ufv:?sions Pags _MP,::" 11 PracticalNotebook 10+2 ComputerScie.. 140520181127, Fifolder
Convert & Pictures
Recent ‘  of Offce, Convrting this filewil warcs = § Videos
o ting Ti W
enal:tlg tl;esef:at:res, but mey Total Edting Time & LoalDik(€)
New result in fayout changes, Title o LocalDk(@) v ¢
Tags
Print Comments File name: “I
Permissions Save astype: Word Document v‘
E Anyone can open, copy, and Related Dates . .
Save & Send @ hy p fhPy ‘ Authors: PKS Tags: Addatag
SRy AT Lt Modfied
Potet - document. [ Save Thurbnl
Help | Document~ Crested
.
T oo }_," 14 Hide Folders Tools v Save Cancel I
1 |
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Difference between Save and Save As Method :

e, iy aial
ik L e len le Byand | Bl Zlall 5 2ae £330
3 g2 gl 2o a8 o/ anly
£\ aY sl Calall Jagio 5 ) Calall Jasien ¥
saaall el il Al pany 43S
Al PP G| i GEVRENA [PREN R S O N A I PN
e Llaiay) 5 Jad caladl O Adazae 4300 Jaas )
" alal)
D)l 2 e D)o a e iy Y Dl a e iy
Alasiuy) dlla o Bl il o) il ylacal Li die e
A 5 ebawdl) A R Sl )

CLOSING A DOCUMENT: aliwa (338

Click the File tab —Click Close <uiS Lo 13) el ) ga a po ll jeday 8 gun Calal) aday 285 o1 13

(For a faster way to choose the Close Command, press Ctrl+F4)

Microsoft Word

/ 4 Do youwanttosave changes you made to Word_2010?

Save | | Dop'tSave Cancel
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Shortcut key Description
Ctrl+ A Select all contents of the page.
Ctrl +B Bold highlighted selection.
Ctrl +C Copy selected text.
Ctrl +D Open the font preferences window.
Ctrl +E Aligns the line or selected text to the center of the screen.
Ctrl +F Open Find box.
Ctrl + G Open Go To box.
Ctrl +H Open Replace box.
Ctrl +1 Italic highlighted selection.
Ctrl +] Aligns the selected text or line to justify the screen.
Ctrl +K Insert Hyperlink.
Ctrl+L Aligns the line or selected text to the left of the screen
Ctrl + M Indent the paragraph.
Ctrl + N Open a new blank document.
Ctrl +O To open an existing file.
Ctrl + P Open the print window.
Ctrl +R Aligns the line or selected text to the right of the screen.
Ctrl +S To Save a document.
Ctrl+T Create a hanging indent.
Ctrl+ U Underline highlighted selection.
Ctrl+V Paste.
Ctrl+ W Close a document.
Ctrl + X Cut selected text.
Ctrl+Y Redo the last action performed.
Ctrl+Z Undo last action.
Ctrl + Shift + L Quickly create a bullet point.
Ctrl + Shift + F Change the font.
Ctrl +] Increase selected font +1pts.
Ctrl +[ Decrease selected font -1pts.
Ctrl + Del Deletes word to right of cursor.
Ctrl + Backspace Deletes word to left of cursor.
Ctrl + End Moves the cursor to the end of the document.
Ctrl + Home Moves the cursor to the beginning of the document.

Ctrl + Spacebar

Reset highlighted text to the default font.
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Ctrl +1 Single-space lines.

Ctrl +2 Double-space lines.

Ctrl +5 1.5-line spacing.

Ctrl + F2 Display the print preview.

F1 Open Help.

F5 Open the find, replace, and go to window in Microsoft Word.
F7 Spell-check and grammar check on selected text or document.
F12 Save as.

Shift + Insert Paste.

Shift + Alt + D Insert the current date.

Shift + Alt+ T Insert the current time.

|
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Miicrosoft IExcel 2010

Microsoft Excel is used to process tables and data.

bl 5 Jglaad) dadlaal Gadal) 138 addiiey

Basic Excel Function

X, 2 WA 9 20 b0 &
"_’.a_‘/“_ "w—'«-b«-_\ LANAY)
Ca : -

UniversitylORUrUK

Input Data Formulating

M &
ol al aall ol
—_—— [
e -

Printig

e L d | 11 .0
== ) AL

8 ) all
-—
~— 7 “

Microsoft

X Excel
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e The file extension of the Excel 2021 application is - alall )il

e The file type in the Excel application is called \Workbook or Book. s —all ¢ s
Ciias cany JuSY) b

e The consists workbook of WWOFKShEets. Jec (315! (1o aiaall () 5

e The default number of worksheets is l 358 Janll @) oY () YY) 2aall

e The worksheet consists of Collmns and ROWs.

e Each column has a name, which is the letters A, B, C,...and eaech row has a
number 1, 2, 3, ,...(pL)) <sball 5 (al) slaul Lple Gllay saac Y

e The intersection of the column and row_the is - and each Cell's title is
the Column name and ROw nUMber. s 445 US 5 A oot Jlandl g s gurl o1
bl 8 50 5anll an) g Ol sic

e The number of columns in the worksheet'is - and the number of rows is
-_ Cagiiall 2ae 532 ) d2e

e The number of cells in one workshee(is\the product of multiplying the
number of rows by the number. of columns and equals 65586. <55 5 Loall axe
Byl 2o 4 S ghall de 0 pa Juals ga 3as) 5l Jaall

Microsoft Excel 2010 (gxki 4gal s

O On 0580 JuSY) (Bl 5 jaaall 4 ,2Y) s FOormula Bar 4asal byl sy
A (s gina Coauly A1 ¢ Ala)) 0lgie gb JgY)
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File tab: It includes the same instructions found in the Word application.
1) Open:oside rias =3
2) Save: &l il lada o Caiaall o A
3) Save As:tiadll (e dulidaus oA
4) New:yis ciias oLl
5) Print:—iad dcbih
6) Close:—iadll sle

7) Options:—aiadll A Leiulad o 5 dadie &) pud

Cell contents: The cell contents consist of either (Text, Numbers, Date, Currenccy,

Percentage, Formula) 4alxs ) 4 sie dusi 5 ddag za) Ul o8 ) ) G el dlad) il gisa

A gand] Gl Gpanda Al 408 ) JUEY) e s Enter ¢Uika Jeiday La) oy LAY 8 cililyd) cuds
Ao gl A pga) gl aladiudy g . ol (pall cpaca 050 4081 Y SN sy Tab glida
AN AR ol B i o) pedlial

The orientation of the worksheet must be determined before entering data, and

this is done from'a tool _ from -

Review View Developer
l 1 =2 width Automatic ~ “j Gridlines Headings | |
S _, # ] Height: Automatic - 71 view 71 Vview — —i=
3ackground Print ~ = = Sheet Bring send
Titles E&l Scale: 100 % =< Right-to-Left Print } Forward - Backward s
Scale to Fit Sheet Optio

| Print Gridiines
J I H S | Print the lines between rows and

‘ columns in the sheet to make r;__

eSalh g € s (N Cuan) ‘Hgﬁ;ée?%fﬁh e~ =
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Selecting Cells: LAY paas

o Select the cell with -

e To select an entire row with one click on the

e To select an entire column with one click on the
e To select a sequential group of cells, use

e To select a separate group of cells, use

S ‘_A:. Alaic ) &\33)‘2“ aad

Lo 1alae ) Jaall i je apaas

| [y

o Adalldnia yidl pad g AdAll 6 Lall ) gladll pan s Jodid AN Gaud Wl

_5‘;13;"%Jy‘uﬂﬁc_sw\ﬁ)_’tﬂgﬁj\cudcM\ﬁ)}wﬁdtc‘

)l ek
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Formatting Cell: Aual) gawis

e Merge and Center: pa) sisa Jass 8 5 580 5l pilA ran
o Wrap Text: Lo 4dall (5 sina Calaill

e Change the cell format (numbers, text, currency, or date,

Insert and Delet: <aall g ddLzaY)

Janll
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Formula: J' sl

In the following table, the most important functions in Excel will be classified
according to their function:
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DAY : sl 7l sty

gl (e

=DAY(A2)

TRIM: @le) &l Cada

il s 5230 5

=TRIM(A3)

ROUND: »8_Y) < 8
Cpze 22 )

=ROUND(AL:2)

Ad+B6= Mia W gina cpa Yoy LIAY o gie ey dpluaal) cillaal) ¢ o) die ;dlad

Some types of errors: syl gl sl s,

o Hi#HH: uame;;‘;\wgswaﬂu\o\ww\ (KYS

o #NAME? &)l e (i clllia 5 ing 13

\

o #DIV/0 L 7 sansa e Jiuall o dandl) iay Unad) 38
Preparing the page for printing:iclall iasiall slac)
Cilipdatl) Ll g JuSY) et b Lo gl (G0gke o) &) de b die Aadiall oladl aat o Say

Uo Lal Al a5 ¢ ) a5 ySal (5 AV

FlSEBESPARIESSENNg OR PAGEILAVOUESORENENON + . i) ¢ 5 v

(59 gac

w

Page Layout— Size 35l »;
v

PRGEIAVOUESIVIATGIRR - o < 75 5 <3 s
PRGEIAYOUES PHRIATER < - - ) L3 soe

CHIAY o e a1

\
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Juall & 35 dolhe

3,980 Gkl (A ) jlad) 4l

B sove s
& Open

a Close

Info

Recent

Save & Send

Help

2) Options




