The hardware devices attached to the computer are called peripheral
equipment. Peripheral equipment includes all input, output and secondary storage
devices.
Computer software
Software refers to a program that makes the computer to do something
meaningful. It is the planned, step-by-step instruction required to turn data into
information. Software can be classified into two categories: System Software and
Application Software.
Computer Software

System Software

Application Software

System software consists of general programs written for a computer. These
programs provide the environment to run the application programs. System software
comprises programs, which interact with the hardware at a very basic level. They are
the basic necessity of a computer system for its proper functioning. System software
serves as the interface between hardware and the user .The operating system
compilers and utility programs are examples of system software

Application software

System software

Hardware
The most important type of system software is the operating system. An
operating system is an integrated act of specialized programs that is used to manage
the overall operations of a computer.. It acts time an interface between the user,
computer hardware and software. Every computer must have an operating system to
run other programs. DoS (Disk Operating System), Unix, Linux and windows are some
of the common operating systems.
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The comelier software translates the source program user written program) into
an object program (binary form). Specific compilers are available for computer
programming languages like FORTRAN, COBOL, C, C++ etc. The utility programs
support the computer for specific tasks like file copying, sorting, linking a object
program, etc.

Source Program
Compiler
Object Program
An Application software consists of programs designed to solve a user problem.
It is used to accomplish specific tasks rather than just managing a computer system.
Application; software are in turn, controlled by system software which manages
hardware devices.
Some typical examples are : railway reservation system, game programs, work
processing software, weather forecasting programs. Among the application software
some are packaged for specific tasks. The commonly used application Software
packages are word processor, spread sheet, database management system and
graphics.
One of the most commonly used software package is word processing
software. Anyone who has used a computer as a word processor knows that it is far
more than a fancy typewriter. The great advantage of word processing over a
typewriter is that you can make changes without retyping the entire document. The
entire writing process is transformed by this modern word processing software. This
software lets you create, edit, format, store and print text and graphics. Some of the
commonly used word processors are Microsoft word, WordStar, WordPerfect, etc.
Spreadsheet software packages allow the user to manipulate numbers.
Repetitive numeric calculations, use of related formulae and creation of graphics and
charts are some of the basic tools. This capability lets business people try different
combinations of numbers and obtain the results quickly. Lotus1-2-3, Excel, etc. are
some of the famous spreadsheet applications
Type of Software

Functions

Examples

Word Processors

All personal Computers are
loaded with word processing
software which has the same
function as a typewriter for
writing letters, preparing
reports and printing

Spreadsheet

A table containing text and
figures, which is used to
Calculations and draw charts

Microsoft excel,
Lotus 1-2-3

Database
Management
System

Used for storing, retrieval and
Manipulation; of Information

Microsoft Access,
Oracle.
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Microsoft word,
Word Perfect,
Word star

Basic Components of a Digital Computer
Introduction
Computers are often compared to human beings since both have the ability to
accept data, store, work with it, retrieve and provide information. The main difference is
that human beings have the ability to perform all of these actions independently
Human being also think and control their own activities. The computer, however,
requires a program (a predefined set of instructions) to perform an assigned task.
Human beings receive information in different forms, such as eves, ears, nose, mouth,
and even sensory nerves. The brain receives or accepts this information, works with it
in some manner, and then stores in the brain for future use. If information the time
requires immediate attention, brain directs to respond with actions. Likewise the
central Processing Unit (CPU) is called th brain of the computer. It reads and executes
program instructions, performs calculations and makes decisions.
Components of a Digital Computer
Computer system is a tool for solving problems. The hardware should be
designed to operate as fast as possible. The software (system software) should be
designed to minimize the amount of idle computer time and yet provide flexibility by
means of controlling the operations. Basically any computer is supposed to carry out
the following function.
- Accept the data and program as input
- store the data and program and retrieve as and when required.
- Process the data as per instructions given by the program
- Communicate the information as output
Based on the functionalities of the computer, the hardware components can be
classified into four main units, namely
- Input Unit
- Output Unit
- Central Processing Unit
- Memory Unit
These units are interconnected by minute electrical wires to permit
communication between them. This allows the computer to function as a system. The
block diagram is shown below.
Input
Unit

Central
Processing Unit

Memory Unit
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Output
Unit

Functional Units of a Computer System
Input Unit
A Computer uses input devices to accept the data and program. Input devices
allow communication between the user are the computer. In modern computer
keyboard, mouse, light pen touch screen etc, are some of the input devices.
Output Unit
Similar to input devices, output devices have an interface between the
computer and the user. These devices take machine coded output results from the
processor and convert them into a form that can be used by human beings. In modern
computers, monitors (display screens) and printers are the commonly used output
devices.
Central Processing Unit

Central Processing Unit

Control Unit

Arithmetic and
Logic Unit

Registers
Central Processing Unit
CPU is the brain to any computer system. It is just like the human brain that
takes all major decision, makes all sorts of calculations and directs different parts of the
computer function by activation and controlling the operation. It consists of arithmetic
and logic units, control unit and internal memory (registers). The control unit of the
CPU co-ordinates the action of the entire system. Programs(software) provide the
CPU, a set of instruction to follow and preform a specific task. Between any two
components of the computer system, there is a pathway called a bus which allows for
the data transfer between them
Control unit controls all the hardware operations, , those of input units, output
units, memory unit and the processor. The arithmetic and logic units in computers are
capable of performing addition, subtraction, division and multiplication as well as some
logical operation. The instruction and data are stored in the main memory so that the
processor can directly fetch and execute them.
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Memory Unit
In the main memory, the computer stores the program and data that are
currently being used. In other words since the computers use the stored program
concept, it is necessary to store the program and data in the main memory before
processing.
The main memory holds data and program only temporarily. Hence there is a
need for storage devices to proved backup storage., They are called secondary
storage devices or auxiliary memory main memory and is much less expensive.
Stored Program Concept
All modern computer use the stored program concept. This concept is known as
the Von-Neumann concept due to the research paper published by the famous
mathematician John Von Neuman. The essentials of the stored program concept are
- the program and data are stored in a primary memory (main memory)
- once a program is in memory, the computer can execute it automatically
without manual intervention.
- the control unit fetches and executes the instructions in sequence one by one.
- an instruction can modify the contents of any location in the stored program
concept is the basic operating principle for every computer.
Central Processing Unit
Functions of a Central Processing Unit
The CPU is the brain of the computer system. It performs arithmetic operations
as well as controls the input, output and storage units. The functions of the CPU are
mainly classified into two categories :
- Co - ordinate all computer operations
- Perform arithmetic and logical operations on data
The CPU has three major components.
- Arithmetic and Logic Unit
- Control Unit
- Registers ( internal memory)
They arithmetic and logic unit (ALU) is the part of CPU where actual
computations take place. It consists of circuits which perform arithmetic operation over
data received from memory and are capable of comparing two numbers.
The Control unit directs and controls the activities of the computer system. It
interprets the instructions fetched from the main memory of the computer, sends the
control signals to the devices involved in the execution; of the instructions.
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While performing these operations the ALU takes data from the temporary
storage area inside the CPU named registers. They are high-speed memories which
hold data for immediate processing and results of the processing.

Control Unit

Input Unit

ALU

Internal
Memory

Out put

Control Path

Data Path

Main Memory

Secondary Storage

Functions of a CPU
Working with Central Processing Unit
The CPU is similar to a calculator, but much more powerful. The main function of
the CPU is to perform arithmetic and logical operations on data taken from main
memory. The CPU is controlled by a list of software instructions. Software instructions
are initially stored in secondary memory storage device such as a hard disk, floppy
disk, Cd - ROM, or magnetic tape, these instructions are then loaded onto the
computer`s main memory.
When a program is executed, instructions flow from the main memory to the
CPU through the bus. The instructions are then decoded by a processing unit called
the instruction decoder that interprets and implements the instructions. The ALU
performs specific operations such as addition, multiplication, and conditional tests on
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the data in its registers, sending the resulting data back to the main memory or storing it
in another register for further use.
To understand the working principles of CPU, let use go through the various
tasks involved in executing a simple program. This program performs arithmetic
addition on two numbers. The algorithm of this program is given by
(1)
Input the value of a
(2)
Input the value of b
(3)
Sum = a+b
(4)
Output the value of sum
This program accept two values from the keyboard, sums it and displays the
sum on the monitor. The steps are summarized as follows :
1. The control unit recognizes that the program (Set of instructions) has been
loaded into the main memory. Then it begins to executes the program
instructions one by one in a sequential manner.
2. The control unit signals the input device(say keyboard) to accept the input for
the variable ‘a’.
3. The user enters the value of ‘a’ on the keyboard.
4. The control unit recognizes and enables to route the data (Value of a) to the predefined memory location (address of ‘a’).
5. The steps 2 to 4 will be repeate4d for the second input ‘b’ The Value of ‘b’ is stored
in the memory location (address of ‘b’).
6. The next instruction is an arithmetic instruction. Before executing the arithmetic
instruction, the control unit enables to send a copy of the values stored in
address of ‘a’ and address of ‘b’ to the4 internal registers of the ALU and signals
the ALU to perform the sum operation
7. The ALU performs the addition. After the computation, the control unit enables to
send the copy of the result back to the memory (address of ‘sum’).
8. Finally, the result is displayed on the monitor. The control unit enables to send the
copy of the values of the address of ‘sum’ to the monitor (buffer) and signals it.
The monitor displays the result.
9. Now this program execution is complete.
The data flow and the control flow of CPU during the execution of this program is given
as
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Summary
*

Computers are often compared to human beings since both have the ability to
accept data, store, work with it, retrieve and provide information.

*

A computer system is the integration of physical entities called hardware and nonphysical entities called software.

*

The hardware components include input devices, processor, storage devices and
output devices.

*

The software items are programs and operating aids so that the computer can
process data.

*

A computer uses input devices to accept the data and program.

*

In modern computers, monitors and printers are the commonly used output
devices.

*

CPU is the brain of any computer system. It consists of arithmetic and logic units
control unit and internal memory (registers).

*

Control unit controls all the hardware operations, ie, those of input units, output
unit and the processor.

*

The arithmetic and logic units in computers are capable of performing addition,
subtraction, division and multiplication as well as some logical operations.

* In the main memory, the computer stores the program and data that are
currently being used.
*

All modern computers use the stored program concept. This concept is due to
John Von Neuman.

*

The smallest unit of information is a single digit called a ‘bit’ (binary digit), which
can be either 0 or 1.

* The Secondary memory is the memory that supplements the main memory. This
is a long term non-volatile memory.
*

The most common input device is the keyboard.

* Mouse is an input device that controls the movement of the cursor on the display
screen.
*

Monitor is a commonly used output device.

*

Some of the commonly used storage devices are hard disks, magnetic tapes,
floppy disks and CD-ROM.
145

Uses of Computers
Computers are very useful Machines. Unlike many other machines that have
definite purposes, a Computer can do any number of things. They help us to
play games, write letters, do calculations, draw and paint pictures, listen to
music, watch movies, etc. Computers are used in many places. Some of the
common places are:
Business places and in Other places:
Computers are used in business places like shops, Offices, Banks, Homes
schools Industries, etc. There are many repetitive jobs in business places,
Computers are used very effectively to handle three types of jobs, since they
never get bored doing the same thing again and again.
Features of the Computer+
A Computer has the following four important qualities. These are what that
makes a Computer such a special machine.
1. The Computer works very fast. It can do a number of calculations in a
second. At best, we can only do one such calculation in ka few seconds.
2. We might make mistakes, while we work. But the Computer never makes
mistakes. It always gives results correctly. The Computer never gets tried.
It can work continuously for many hours.
3. Computers have a large memory. They can store large amounts of
information.
4. Unlike other machines, A Computer can do a verity of Jobs.
Types of Computers:
l
l
l
l

Micro Computers
Mini Computers
Main Frame Computers
Super Computers.

Main parts of the Computers
are:
l
l
l
l

The System Unit
Monitor
Key board
Mouse

The System Unit looks like a box.
All the Other Computer parts (called Peripherals')
are connected to the System Unit. The System Unit is a very important part of
the Computer because it contains the 'Central Processing Unit (CPU) The CPU
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is the Computer's most important part because:
l

The CPU does all the work that we give to the Computer.

l

It controls all the activities of the Computer. Hence, it is also called the
'Brain' of the Computer.

l

The CPU is a single semiconductor chip made of Silicon. It sits inside
the System Unit. It is fitted on the main circuit board of the Computer
called the 'Mother Board'

l

In the system, the Input Devices get data and instructions from the user,
and then place them in the Main Memory (RAM)

l

The CPU takes these (data and instructions) from the Main Memory and
then processes it. It then sends the results back to the Main Memory.
The results are then send from the Main Memory to the Output Devices
for the user.

L

CPU is also known as the 'Microprocessor'

In early Computers, CPUs were made of Vacuum
Tubes and were very large.
The CPU has two main components:
1.
2.

Arithmetic and Logic Unit (ALU)
Control Unit.

The Arithmetic and Logic Unit carries out all the arithmetic (calculations like
addition subtraction, multiplication and division) and Logic (comparisons like
A>B) operations of the Computer. The Control Unit controls the activities of
the ALU, Memory and the other devices.
A CPU's speed is measured in Mega Hertz (MHz) or Giga Hertz (GHz).
MONITOR:
After processing the Input, the Computer presents the results to us through
the Output devices. The Monitor and the Printer are the most common Output
Devices of the Computer (but there are many more)
l

Monitor is also called 'Screen'

l

The Monitor is connected to a circuit board called 'Display Adapter Card'
in side the System Unit.
A Monitor looks and works like a TV set. It is an Output Device that displays
information from the Computer (like text, pictures, movies, etc.,) It also
displays our instructions that we type using the keyboard. There are two
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types of Monitors Monochrome and Colour. Monochrome Monitors display
information in a single colour whereas Colour Monitors display information
in various colours. Monitors come in different sizes. Monitor resolution is
determined by the number of 'Pixels' (which is the short for 'Picture
Elements') A Monitor with greater number of
Pixels has a higher resolution and hence can
display a sharper picture.
There are various Controls on the Monitor. These
are used to control the Brightness, Contrast and the
Position of the picture on the Monitor.
There is an ON/OFF Switch to turn the Monitor ON
or OFF. There are also Controls to adjust the
following:
Brightness: This helps us to adjust the brightness
of the picture on the Monitor.
Contrast:
This helps us to adjust the contrast of the picture on the Monitor.
Apart from these, there are a few other controls to control the position of the
picture on the Monitor. We will learn about these later.
KEYBOARD:
We give the input to the Computer using the Input Dev ices The Keyboard and
the Mouse are the most common Input Devices of he Computer (but there are
many more)
l

The Keyboard is an Input Device.

l

It is used to enter information into the Computer. Most Keyboards have
101 keys The job of each key is printer on it.
A Keyboard has a set of Alphabet Keys, (A to Z are marked) Number keys
(0 to 9), Function keys (The keys labeled F1 to F12 on the top of the
keyboard)and some Special keys.
Special Keys are located at
different places on the
keyboard.
Some of the Special Keys are:

1.
2.
3.
4.
5.

Enter Key.
Spacebar Key.
Caps Lock Key
Backspace Key
Delete Key
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The Enter Key is the big fat Key. It is used to enter instructions into the
Computer. It is also used to type anew line ink the Computer. We press the
Enter Key with our right pointing finger.
The long thin Key at the bottom of the Keyboard is called the Spacebar. This is
the longest Key on the Keyboard. The spacebar is used to give space between
words. We press the spacebar with our thumb.
Caps Lock Key is used to type letters in capitals( upper case). After pressing
this key once, whatever we type appears in capital letters. After pressing this
key once again, whatever we type appears in small letters.
The Backspace Key and the Delete Key are just like Erasers. Both are used to
correct mistakes while typing. When we press the Back space key, the letter to
the left of the Insertion Point is erased. Pressing the Del Key deletes a letter to
its right
When typing the Keys of the Keyboard of the Computer, the following correct
sitting posture should be followed always:
l
l
l
l

Sit at the right height
Keep the elbow slow and down by your sides.
Pull the Keyboard to the edge of the table
Hold the hands with curved fingers over the keys.

l Place your wrist off the table,
L Put both your feet on the floor (if possible)
MOUSE
The Mouse is also an Input Device. It has a
tail and looks like a real Mouse. It has two buttons
at the top-left and Right. Some moue comes with
three buttons (Left, Right and Middle button) A Mouse
is connected to the Computer with a cable. When we
switch on the Computer, a Pointer that looks like an arrow
appears on the Monitor. This is called the 'Mouse Pointer' Mouse allows us to
move the Mouse Pointer on the Computer Screen.
We can do the following things using the Mouse:
l Point

l Left - Click

l Right click l Double Click
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l Drag and Drop
The Mouse has a Ball under it. The Mouse moves on this ball. This is called the
'Tracking Ball' It is similar to the Steering Wheel of a car. It helps us to control
where the Moue Pointer on the Computer Screen is going. When we move the
Mouse, The Tracking Ball also moves. This makes the Mouse Pointer also to
move.
We should always use a Mouse with a Mouse Pad. Or else, it will get spoilt.
While working, if the Mouse goes off the edge of he Mouse Pad, e should pick it
up and place it in the center of the Mouse Pad.

Trackball: Trackball is a pointing device similar to a Mouse. It also allows us
to move the Pointer on the Computer screen. It consists of a ball resting on two
rollers and one or more buttons. If we roll the ball using our finger, the pointer
moves on the computer screen. Trackballs are usually found in Laptop
computers.
Pinter
Printer is an output device that prints text or images on paper or other media
(Like transparencies). By printings you create what is known as a `hard copy` There

Printer

Impact

Line
Printer

Non-impact

Serial
Printer
(Dot matrix
printer)

Thermal
(fax) Printer
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Laser
Printer

Inkjet
Printer

CHAPTER - I
AN INTRODUCTION TO WINDOWS XP

What is windows XP?
Windows XP Professional is a user-friendly operating system designed for
popular use. The most important advantage of using windows is its GUI (pronounced
as GOOYEE). It is said that the right side brain is good in processing the pictures and is
the seat of creative thinking and intuitive ideas whereas the left side brain is good at
logical thinking. It is believed, before the introduction of GUI, users of OS, mainly used
their left side brain, keeping their right side brain idle. It is felt, Windows effectively uses
the left and right side of the brain. Many other operating systems (including MS-DOS)
use Command Line Interface ( interface lets any one connected with the machine.
Actually interface is a (virtual) connection between two entities. For example, T.V.
Remote is an interface which connects a user and a T.V). In this kind of interface, you
have to remember cryptic Commands and type them without mistakes. To make things
worse some operating systems are case-sensitive also (LS, Ls, IS or Is are not same) .
A simple spelling mistake or missed space will result in an error. Windows displays all
the information on the screen and all you have to do is to point and select using the
mouse, with its GUI. A picture is worth a thousand of words, as they say.
Windows XP Professional combines all the positive aspects of its Microsoft
predecessors. This satisfies all the users who want to prevent frequent crashing of
software and want to use easy techniques.
Mouse
If you want to extract work from the computer, you have to input data. The input
can normally be provided by the keyboard and the Mouse. You know the keyboard. It
you want to move from cone window to another, unless you know the keyboard
combinations, it will be very difficult to move one window to another by using keyboard.
But the mouse intuitively provides the idea.
As you have learnt in the earlier section, windows XP uses GUI. That is, all
information is displayed on the screen. You can use it by simply pointing to it and
selecting. To do this you use the mouse. The mouse is an input device that you move
on a flat surface (usually a mouse pad.) When you move the mouse, a pointer movers
on the screen. This pointer, called the Mouse Pointer, is used to point to things on the
screen. The mouse has either two or three buttons on the top. The left button is the
most often used. Described below are mouse actions that you need to know to use
window XP effectively.
Note-Click on and click are used interchangeably for example you can write
Click on the button or click the button. Both forms are used in this chapter.
1) Move:
Moving the mouse is simply dragging the mouse on the mouse
pad so that the mouse pointer moves in the direction you want, without touching the
buttons. This action allows you to point to things on the screen.
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2) Click:
Clicking is used to select objects on the windows screen. To click,
ensure that the mouse is pointing to want you want and press the left button of the
mouse once and release the button immediately.
3) Double-click: Double-clic is most often used to start applications. To doubleclick, point to what you want and press the left button of the mouse twice in quick
succession. You should get used with double-click; because new comers to the
computer field find it difficult to cope with double-click in the beginning.
4) Click and drag: this mouse action is used to move an object from one place
to another. When you click and drag and object from one place to another. When you
click and drag an object, the object moves along with the mouse pointer. To click and
drag, hold the left button of the mouse down and move the mouse to the place wherever
you want.
Mouse after right click
The right click: Right Mouse button gains a lot of significance now-a-days. If
you right click on an item, you will be provided with a context sensitive menu (context
sensitive menu changes its contents depending on the situation ) This also called shotcut menu you can experiment with that menu. The context sensitive menu provides
almost all the facilities offered by menu as well as toolbars. You can change left mouse
button into right mouse button and vice versa. In this case the left click becomes the
right click and vice versa. This action may be helpful; to the left handed people.
Moving the mouse pointer via the Keyboard.
Again you can create the effect of all the above operations by keyboard
operations, In the beginning, people are very much attracted by the use of mouse, but
when they have to write lengthy programs, changing mouse and keyboard frequently is
irksome. Therefore those people who are experts in typewriting prefer to make use of
keyboard to bring the effect of mouse click.
The following keys can duplicate the mouse operations. It you want to use
your keyboard to do the work of the mouse, you have to follow these steps:
1)
2)
3)
4)
5)
6)

Click the Start button
select the Control panel in the menu and click it.
Choose the Accessibility Options in the menu and click it.
It opens a screen, click on Accessibility option under pick a Control
Panel icon.
Open the Mouse tab
Activate use Mouse Keys check box if it is not already activated.

Windows XP allows you to move the mouse pointer by using the arrow keys
on numeric keypad of the keyboard.
Note 1 : Make sure that you have Num Lock turned on.
Note 2 : Mouse keys do not work with the separate arrow-key keypads found on most
modern keyboards.
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Besides the basic arrow movements, you can also use the numeric keypad keys
outlined here. The following table gives you the equivalent keys for mouse operations.
Key

Equivalent Mouse Action

5

Click

+

Double - Click

/

Select the left mouse button

*

Select both mouse buttons

-

Select the right mouse button

These key can be used as follows:
To double-click an object, use the arrow keys to move the pointer over the
object, press the slash key (/) to select the left mouse button, and press the plus sign (+)
to double-click
To right-click an object, use the arrow keys to move the pointer over the object,
press the minus sign (-) to select the right mouse button, and press 5.
To drag-and-drop an object, use the arrow keys to move the pointer over the
object, press the slash key (/) to select the left mouse button, press Insert to lock the
button, use the arrow keys to move the object to its desired destination, and press
delete to release the button and drop the object.
To click an object, use the arrow keys to move the pointer over the object, press
the slash key (/) to select the left mouse button (if it isn`t selected already), and press 5
to click.
To right-drag-and-drop an object, use the arrow keys to move the pointer over
the object; press the minus sign(-) to select the right mouse button; press Insert to lock
button; use the arrow keys to move the object to its destination; and then press Delete
to release the button to drop the object, and display the context menu.
Use Mouse Keys when Num Lock is on. These options determine the
relationship between Mouse Keys and the Num Lock key. When On is activated (this is
the default), for example, Windows XP will use Mouse Keys whenever you have Num
Lock is on. If you then turn off Num Lock, you can use the regular arrow keys.
Show Mouse Key status on screen : When this check box is activated,
windows XP displays the Mouse Keys icon in the system tray. Double-clicking this icon
opens the accessibility Properties dialog box.
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CHAPTER: II
WINDOWS EXPLORER:
What is new in windows XP?
1)

Easier Installation and Updating

Roughly speaking, installation means the addition of program files and folder to
your hard disk. Windows XP includes several features designed to make it easier to
install and to keep up-to-date, the program files and folders.
2)

Effective Multi-user capabilities

Windows XP keeps each user`s files separate so that no user can see another
users files unless they have been shared deliberately. It lets multiple users Log on at
the same time. End users run their applications.
3)

Redesigned start menu

Windows XP provides a redesigned start menu that is easier and quicker to use.
The start menu appears as a panel containing two columns. The lower part of the left
column automatically reconfigures itself to show your most used applications. The
start Menu can also be customized to the show classic start Menu (Similar to the start
menu of Window 98 ).
4)

Taskbar changes and enhancements
These improvements are designed to help beginners. Experienced user may
switch back to how it was in the earlier versions of windows, if they like.
Taskbar locking: By default, windows XP Professional locks the Taskbar. This
prevents taking the taskbar to an inaccessible area.
Taskbar scrolling : Taskbar locking prevents flexibility. It the taskbar is of a
fixed size, buttons for the running applications must become very small and
useless when 10 or more applications run, To tackle the situation windows XP
provides a scroll bar on the taskbar when required.
Taskbar Button grouping : Windows XP provides only one button per
application when there is not enough space to accommodate buttons on the
taskbar. This too prevents minimizing the size of buttons displayed on the
taskbar. It shows the name of the current active window along with the number
of windows and a drop-down arrow. If you click the button, it will show you the
list of windows by title, you can select any one of them
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5)

Notification area

The status area (system tray) is known as notification area. Notification area
shows a few icons of the programs which are automatically executed at start up.
6)

better Audio and Video Features
Windows XP includes a set of new features and improvements for audio and

video.
7)

CD Burning

Windows XP provides built-in CD burning capabilities, which reduce the effort
taken by the user while writing something into the CD.
8)

Search companion

Windows XP includes Search Companion, an enhanced search feature to
search for finding information both on your PC and in the world Wide Web
9)

Enhanced Autoplay Feature

If you insert a CD and if it starts playing the music from it or installing any
software it contains, immediately, this facility is called autoplay. This feature is
enhanced considerably in Windows XP
10)

More Games

Windows XP includes more games than the previous versions of Windows.
This may be a welcome move for young people.
11)

Remote desktop Connection

This improved feature lets you use your computer to access a remote computer
with less effort.
12)

A more Useful Winkey

One or two winkeys may be provided in modern keyboards. Normally the key is
situated between ctrl and Alt keys. This key possesses the windows logo. Windows
XP includes more functionality for the Winkey. You are provided table with the uses of
Winkey.
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WINKEY COMBINATIONS
Winkey Combination

What it does

Winkey

Toggles the display of the start menu

Winkey+b

Moves the focus to the notification area

Winkey+Break box

Displays the System Properties dialog

Winkey+D

Displays the Desktop

Winkey+E

Opens an Explorer window showing My computer

Winkey+F

Opens a search results window and activates search
Companion.

Winkey+Ctrl+F

Opens a Search results window, activates search
companion, and starts a Search for Computer.

Winkey+F1

Opens a Help and support center window

Winkey+L

Locks the computer

Winkey+M

Issues a Minimize All Windows command

Winkey+Shift+M

Issues a Minimize All Windows command

Winkey+R

Displays the Run dialog box

Winkey+Tab

Moves the focus to the next button in the Taskbar.

Winkey+Shift+Tab

Moves the focus to the previous button in the Taskbar

Winkwy+U

Displays Utility Manager.

13)

Improvement for portable computers
Windows XP includes several improvements for portable computers (such as
Note book computers).

14)

More Help
Windows XP delivers more Help-and more different types of Help-than and
other version of windows. You have already seen some help topics of
interest.
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15)

Network Connectivity
Windows XP provides various improvements in network connectivity.

16)

Multiple Monitor Support-For Both Desktop and Laptop.
Windows XP Professional also introduces a new technology called Dual View,
which offers excellent opportunities to multiple monitor support especially to
laptops. The above characteristics can apply to both windows XP Professional
and windows XP Home.
The following characteristics strictly belong to Windows XP Professional.

17)

Backup and automated system Recovery (ASR)
Windows XP Professional includes a Backup utility and an ASR feature that can
be activated from boot up to restore a damaged system.

18)

Offline Files
Offline files allows you to store copies of files located on network drives on your
local drive so that you can work with them when your computer is no longer
connected to the network.

19)

Remote Desktop
Remote Desktop allows you to access the Desktop of the computer connected
remotely as if you are accessing the Desktop of y9our own computer. If you
need to connect to your computer remotely via Remote Desktop connection,
you need Windows XP Professional rather than windows Home. So far, you
have seen features that caught your eyes. Now, you are going to see the
facilities hidden in Windows XP Professional.

20)

Protected Memory Management
Windows XP offers fully protected memory management. With this facility,
Windows XP can handle memory errors effortlessly.

21)

System File Protection
Windows XP offers a feature called system file Protection that protects your
system files from inadvertent mistakes on your part.

22)

System Restore
Windows XP provides a system Restore feature. This is more effective than
System Restore feature found in windows Me.
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You can use System restore to rollback the changes to an earlier point at
which the system was working properly.
23)

Device driver Rollback
Windows XP tracks the drivers you install and lets you roll back the
installation of the driver. In other words, you can revert to the driver you were
using before.

24)

Compatibility with Windows 9x applications
Windows XP runs all applications that would run on windows 9X, Windows
NT and windows 2000.

Guarding Against Viruses
The literal meaning of virus is poison. Virus enters into the living things and
passes its code t the cells of the host. The host cell forgets to undertake its own work, it
becomes the industry for producing viruses, Computer virus is a mischievous program
designed to damage the Software, Hardware and / or data.
The technique of the biological virus is employed by the computer virus also. It
enters your computers as innocuous software and multiplies many time,. In that
process, it takes the lion`s share of the memory normally, erasing your own useful
programs.
Though virus started from the Bell Laboratory in the name of core wars, it
showed its ugly head to the world by the handiwork of a self taught Software engineer.
But still the method of creating viruses was kept as a secret. One of the eminent
computer professionals, while receiving a prestigious award, revealed the secret of
creating viruses to the audience. The entire computer world was shell-shocked. This
opened the Pandora box. From then on, the computer world is coursed with many
viruses. Most of them are created by the students to just show their intelligence to the
world, thus causing a loss of millions of dollars. The virus designers mainly attack
windows OS.
Viruses come in three basic flavours. They are file infectors, Boot sector
viruses and Trojan horse viruses
File infectors attach themselves to executable files and spread among other
files when you run the program
Boot sector viruses replace the hard disk`s master boot record (or the boot
sector on a floppy disk) with their own twisted version of the bootstrap code.
This lets them load themselves into memory whenever you boot your system
(the famous “Michelangelo” virus is one of these boot sector beasts).
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Trojan horse viruses, which appear to be legitimate programs at first glance but
when loaded, proceed to viciously damage your data:
Viruses are, by now, an unpleasant fact of computing life, and you just have to
learn to live with the threat. But somehow in the beginning, the Microsoft chose
to ignore this ugly threat, but now Microsoft deals with this crime more seriously
in Windows XP. There are vendors who provide antiviral vaccines that will
protect you from the hazards of this threat. Anti virus is a program to safeguard
your system from the virus programs.
There are many such anti viruses, which make the life of the programers
some what easy.
Here are two tips to keep your system virus-free:
1.
The main source of the viruses is the floppy disk. So, one should be very
careful about the floppies.
2.

Now-a-days, the internet is the major source of producing viruses. One
should be very careful while downloading files from the Internet. Keep your
virus utility`s virus library up-to-date. By some accounts, more than 100 new
virus strains are released each month, and they just get nastier and nastier.
Regular updates will help you keep up-to-date

The Economical explorer Keyboard
If you want to have alternative methods for the mouse click, here is the table.
Alt+Enter

Display the properties sheep for the selected objects.

Alt+F4

Closes explorer ( actually closes the active window ).

Alt+left arrow

Takes you back to a previously displayed folder.

Alt+right arrow

Takes you forward to a previously displayed folder

Backspace

Takes you to the parent folder fo the current

Ctrl+A

Selects all the objects in the current folder.

Ctrl+C

Copies the selected objects to the Clipboard

Ctrl+V

Pastes the most recently cut or copied objects

Ctrl+X

Cuts the selected objects to the clipboard

Ctrl+Z

Reverses the most recent action.

Delete

Sends the currently selected objects to the recycle Bin
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F2

It helps to rename the selected object.

F3

Displays the find dialog box with the current folder

F4

Opens the Address toolbar`s drop-down list.

F5

Refresh the Explorer window. This is handy if you have
made changes to a folder via the command line or a DOS
program and you want to update the Explorer window to
display the changes

F6

Cycles the highlight among the all Folders list, the
Contents list, and the address toolbar.

Shift+Delete

Delete the currently selected objects without sending
them to the Recycle Bin

Shift+10

Displays the context menu for the selected objects

Tab

Cycles the highlight among the All Folders list, the
contents list and the address toolbar. F6 does the same
thing.

Keys for Moving the Cursor through Text
Key

Where it Moves the Cursor
One character to the right
One character to the left
Up one line
Down one line

Home

Beginning of the line

End

End of line

Ctrl+Home

Top of document

Ctrl+End

End of document

Page Up (Page Up)

Up a page (or screen)
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Page Down (Page Dn)

Down a page (or screen)

Ctrl+

One word to the left

Ctrl+

One word to the right

Ctrl+

Up one paragraph

Ctrl+

Down one paragraph

Ctrl+Page Up (PgUp)

To top of previous page

Ctrl+Page down (PgDn)

To top of next page

Summary
The opening screen is called the Desktop. It contains icons and taskbar. Icons are
small pictures representing applications. The taskbar has the start button, the quick
launch toolbar and the System Tray.
The Start menu acts as a launch pad for most of the applications in the computer.
You can start application using the icons on the desktop or the start menu.
The rectangular area on the desktop that is used by an application is called a
window.
Every window has a title bar with sizing buttons, menu bar, tool bar and borders.
A window can be moved, resized or closed.
Windows XP allows you to customize the desktop and taskbar.
The Control Panel allows you to install and manage different hardware and software
components in your computer.
It is always a good practice to shut down the computer properly before switching the
power off.
Files can be of two types - Application and document files. Applications are used to
create data files
Command Prompt option on the start menu allows you to use DOS commands and
run DOS- based programs
The Clock on the taskbar is used to change the date and time

161

The Calculator is like an ordinary calculator. WordPad is a simple word processor
that is used to enter and store text. Paint is used to draw and colour pictures.
Windows allows you to use multiple applications at the same time.
You can switch between applications using the buttons on the taskbar.
You can also transfer data between two applications.
The Clipboard is a temporary storage for data being copied or moved.
All information on disks are stored as files. Every file has an unique file name.
A collection of files is called a folder
Windows explorer is an application that allows you to manage your files and
folders.
Windows Explorer provides two Bars. They are Explorer Bar, folders Bar. Explorer
Bar provides easy way to move, copy or delete.
Using windows explorer, you can, view the files and folders on your disk.
Create new folders, Copy and move files and folders. Rename files and folders
Delete files and folders
Create shortcuts for frequently used files and applications.
CD-RW can be used as a floppy.
The Search feature allows you to search for files or folders.
The Run command provides an alternate way to start applications and open data
files.
Viruses are ugly programs that spoil work. One has to be careful about them.
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IMPORTANT POINTS TO BE REMEMBERED FOR THE
Ist CHAPTER AN INTRODUCTION TO WINDOWS XP
1.

Windows XP is an Operating System.

2.

The opening screen is called the Desktop. It contains icons and Taskbar,
Icons are small pictures representing applications. The Taskbar has the
Start button. The Quick Launch toolbar and the Systems Tray.

3.

The Start menu acts as launch pad for most of the applications in the
computer.

4.

We can start applications using the icons on the desktop or the Start menu.

5.

The rectangular area on the desktop that is used by an application is called
a Window.

6.

Every window has title bar with sizing buttons, menu ,bar, tool bar and
boarders.

7.

A Window can be moved, resized or closed.

8.

The Control Panel allows you to install and manage different hardware and
software components in your computer.

9.

It is always a good practice to shut down the Computer properly before
switching the power off.

10.

When we move the mouse, a pointer move on the screen. This pointer,
called the Mouse Pointer.

11.

Turn off the computer by the key combinations of Alt=F4 and the click turn
off button.

12.

Resource Button: This button is used to restore the window to its original
size (i.e. to the size before you maximized it.)
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13.

Maximize Button: Click on this button enlarges the window to fill the entire
desktop.

14.

Close Button: This button is used to close a window.

15.

List Box: These boxes display a list of choices. we can select the one we
want by simply clicking on it.

16.

OK button in a dialog box, Window will accept our choices

17.

Cancel button will make windows ignore the changes and close the dialog
box.

18.

Blue Underlined Text: Click the blue underline text, it will open the item
associated with the text.

19.

Green Underlined Text: Click on this term it will provide the definition of the
term.

20.

Changed View: In order to reclaim more space, we can hide the left pane by
clicking the Change View button. If we again click Change View button, the
left pane will appear once again. We can also perform the above action
manually. We can drag the right pan to the left, so that a right pan may
occupy the entire screen.

21.

Home: This is the background display that appears on the desk top.

22.

Click on screen saver tap in the display prosperities dialog box

23.

Control panel provides two views to control panel. Namely (i) Category view,
(ii) Classic view.

24.

The opening screen of Windows XP is called the Desktop.

25.

The two different start menus are usual start menu, and classic start menu.

26.

Control Panel allows you to install and manage different hardware and
software components in your computers.

27.

When we in are in Welcome Screen Ctrl+Alt+Del Key combinations entering
in the user name and password dialog box.

28.

Closed button is used to close a Window.
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2ND CHAPTER: WINDOWS EXPLORER:
1.

All information on disks are stored as Files.
Each file has an unique file name.

2.

It is a collection of files is known as Folder
To start Windows explorer click

3.

Start ? All programs ? Accessories ? Window Explores

1.

Windows Explorer is an application that allows us to manage our files and
folder.

2.

Explorer is divided into three categories, namely
(I)File and Folder Task
(ii) Other places
(iii) Details

3.

A small yellow icon represents each folders

4.

Create new folders, copy and move files and folders. Rename files and
folders.

5.

Create shortcuts for frequently used files and applications.

6.

To Open a new folder:
Click File ? New ? Folder (A new folder is created temporary)

7.

A plus sign to the left of the folder icon in Folder Bar indicates the presence
of Subfolders within this folder

8.

+ sign to display a list of the subfolder. Sign will hide the details.

9.

If there is no +sign to the left of a folder icon, it means that the
folder does not have any subfolder.

10

Views will help us in finding a forgotten file

11.

Windows Explorer provides two Bars. They are explorer Bar,
Folders Bar, Explorer Bar provides easy way to move, copy or
delete.

12. Using Windows, Explorer, we can, View the files and folders on our
Disk.
13. Moving and Copying Files and Folders:
Once the files are selected, we can move or copy them using Cut,
Copy and Paste in three different ways.
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(i)

Click on the Edi

(ii)

Right click on a
short cut menu

(iii) We can use th
(Ctrl+c) to copy

14. Difference between
folders untouched
removes the files or
destination location.

15. CD-RW can be used

16. CD-R disk cannot be

17. Click File ? Rename

18. Recycle Bin is like th

19. The Search feature a

20. The Run command p
applications and ope

21. To use the Run comm
Run. Type the file n

22. File name is made u
(i) main component

23. The dot (or full stop)
Extension
24. Start Paint: Click on

25. Windows XP allows
(i) Keyboard shortcu
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26. Shortcut Method to K
Paint. To do it, first c
Accessories / Paint a
27.

What is new in Wind
(a)
Effective mu
(b)
Easier Instal

28.

(c)

Redesigned Start Menu.

(d)

Taskbar changes and Enhancements.

(e)

Notification area.

(f)

Better Audio and Video features

(g)

CD Burning

(h)

Search Companion

(i)

Enhanced Auto play Feature

(j)

More games.

(k)

Remote Desktop connection

(l)

A more useful win key.

(m)

Improvement for portable Computer.

(n)

More Help and Network Connectivity.

(o)

Multiple monitor support for both desktop and laptop

(p)

Backup and Automated system recovery.

(q)

Offline files.

(r)

Remote Desktop

(s)

Protected Memory Management

(t)

System file protection and system Restore.

(u)

Device Driver Rollback.

(v)

Compatibility with windows 9x Applications.

Viruses come in three basic flavours. There are
(i)

File Infectors

(ii)

Boot sector viruses.

(iii)

Trojan horse viruses

Viruses are very dangerous programs which spoil work. Every
one should be careful when Operating the System.
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Abbreviations
ALU

Arithmetic Logic Unit

ASCII

American Standard code for Information Interchange

ATM

Automatic Teller Machine

BIT

Binary Digit

CAD

Computer Aided Design

CPU

Central Processing Unit

CD

Compact Disk

Dbase

Data Base

DOS

Disk Operating System

Dpi

Dots per Inch

EEProm

Electrically Erasable Programmable Read Only Memory

FDDI

Fiber Distributed Data Interface

FTP

File Transfer Protocol

FIFO

First in First Out

GR

Giga Bytes

GUI

Graphical User Interface

HTTP

Hypertext Transfer Protocol

IC Chip

Integrated Circuits Chip

IC ANN

International Corporation for Assigned Names and Numbers

IC ANN

International Corporation; for Assigned Names and Numbers

IP

internet Protocol

ISP

Internet Service Provider

LAN

Local Area Network

LSB

Least Significant Bit

TCP

Transmission Control Protocol

MAN

Metropolitan Area Network

MODEM

Modulator Demodulator

MSB

Most Significant Bit

MB

Mega Bytes
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MICR

Magnetic Ink Character Recognition

MSDOS

Microsoft Disk Operating System

NIS

Network Interface Card

OSI

Open System Interconnection

OS

Operating System

OCR

Optical Character Recognition Software

OMR

Optical Mark Recongnition

Pixel

Picture Element

PC

Personal Computer

PDA

Personal Digital Assistant

PROM

Programmable Read Only Memory

SJF

Shortest Job First

RAM

Random Access Memory

ROM

Read Only Memory

UTP

Unshielded Twisted Pair

WWW

World Wide Web

WAN

Wide Area Network

169

III. INTERNAL EXAMINATION
MARKS : 50
PRACTICAL I (TYPEWRITING)
INTERNAL ASSESSMENT - 25 MARKS
i)

Record work : Preparation of Albums, Names of parts Cleaning &
Oiling, Envelope addressing, etc.,
….5 marks

ii)

Maintenance of files and Note Book & etc.,

….5 marks

iii)

Performance in monthly tests & terminal exams

….5 marks

iv)

Attendance & Attitude

….5 marks

v)

Typewriter maintenance in the class room

…..5 marks

PRACTICAL II (COMPUTER OPERATION)
INTERNAL ASSESSMENT - 25 MARKS
i)

Record work : Chapter I (Introduction to Windows XP)
and Chapter II (Windows Explorer)
….5 marks

ii)

Maintenance of files and work Book & etc.,

….5 marks

iii)

Performance in monthly tests & terminal exams

….5 marks

iv)

Attendance & Attitude

….5 marks

v)

Computer system maintenance in the class room

…..5 marks
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IV. Model Question Paper

XI. Standard

TYPEWRITING - ( PRACTICAL)
English
Time : 15Mts.
PART - A
Marks : 50
(Maximum Marks:150)

Land and Labour in modern
economic parlance are the basic
factors of creation on this planet.
Between the two, labour is supreme,
for it is he who makes conscious and
deliberate efforts to unravel the laws
and mysteries of land and makes
use of them for his own
development.
Indeed, his own
development is the be-all and endall of his entire conscious effort.
Looked at in this light, human
development has been the objective
of human Endeavour ever since
Adam and Eve first appeared on this
earth. Yes in the beginning, the
thrust of human Endeavour was in
the direction of spiritual
development, but now it is in the
direction of material development.
In the earlier years, it was
primarily the responsibility of an
individual to develop himself, but
now it has become the responsibility
of the State to arrange for all round
development of human beings. This
has put human beings in new light.
The shift in emphasis from individual
effort and spiritual development to
State planning and material
development has turned human into
a factor of production an economic.
Resource to be brought up
developed and used for material
development of the country as a
whole. Population growth at an
alarming rate comes in the way of
these social objectives in a big way.
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Rapid growth of population, therefore, has
rightly been cause of concern in jour
country since the early fifty’s. However,
popular perception in this regard has
undergone a sea change over the last
couple of years.
In early fiftys, socio-economic
implications of population growth were a
matter of concern largely in the context of
the argument that rapid population growth
is an obstacle to development. But now it
is increasingly recognized that the
relationship between population growth
and development is not that simple it is
rather much more complex. In 1994, it has
been forcefully argued and accepted that
rapid population growth itself is in many
ways the result of a lack of development. In
course of time many other dimensions
have been added to this relationship which
was once viewed to be unidirectional.
After the ICPD Conference population
issue is placed in a much large context of
sustainable development. Over the years,
the concept of development little has
undergone a change.
In the context of people-centered
development, many dimensions like
gender equity, women’s empowerment,
environmental degradation, uplift of the
weaker sections and human resource
development have assumed considerable
significance. From this point of view, it is
essential to look in to the implications of
population.

PART : B Questi on No. 1
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Question No. 2
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Question No. 3
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Question No. 4
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PART : C
Qn.No: 5 Mechanism

10 x 2 = 20

Answer any ten of the following questions. Each question carries equal
marks.
01.

Who invented the first Typewriter ? When?

02.

How many kinds of Typewriter there? And what are they?

03.

How will you Identify your Typewriter?

04.

How many thumb wheels are there ? Mention its uses?

05.

How many kinds of Cylinders? And What are they?

06.

Mention any 2 sizes of the Cylinder?

07.

What are the guide fingers? And Which is the guide row?

08.

What will happen when the draw card is cut off?

09.

Mention any 2 Non-Character keys?

10.

How many Character keys are there in the key board?

11.

When cleaning and oiling has to be done?

12.

What are the accessories required for cleaning the typewriter?

13.

What is the use of a wire brush?

14.

Mention the two types of envelope?

15.

How will you clean the nickel parts?
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