What is a central processing unit ?
What is RAM ?

What is ROM ?

What is nibble ?

€ Long Answer Type Question

Lo

-t
.

-y

Write characteristics of computer system.

Drscribe any five input devices.

What is printer ? Describe the types of printer.

What is primary memory ? What is its types ?

What are the various types of ROM ?

Write a note on the unit of memory.

)»)){ Answers Key

1. Instruction, 2. bits, 3. Mouse, 4. CPU,
1. False, 2. False, 3. True, 4. True, 5. True.
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BASICS CONCEPT OF
OPERATING SYSTEM

© CROEBeB=sQ560=0

. r Objective of Learning] \

2.1 Introduction of MS Window

2.2 Basic concepts of Operating System & its Functions

2.3 Desktop. Icons on the Desktop (My Computer. Recvcle Bin, Task: Ber,
Start Menu and Menu Selection using mouse) Running an Application

2.4 Setting System Date and Time

2.6 Window FExplorer to View Iile, Folder, Directories,

2.6 Creating, Renaming and Deleting of File & Folders

2.7 Opening and Closing of Window, Minimize and Maximize form of a
window

2.8 Basic Window Accessories : NotePad, Paint. Caleulator. Docliments,
Music, Pictures, Control Panel

2.9 Mause Button I'unctions (Left. Right, Scroii Button) J

€ 2.1 INTRODUCTION OF MS WINDOW

MS Windows is a multitasking operating system which uses a Graphical User
Interface (GUI) to link the user to the computer. A GUI is an interface that
helps users to interact with the computer by use of windows, icons and menus.
The interaction between the user and the computer heavily relies on the use
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of a mouse and keyboard which make it possible to enter data into the computey

and also manipulate it the way we want. :

€ 2.2 BASIC CONCEPTS OF OPERATING SYSTEM & ITS |
FUNCTIONS

2.2.1 Basic concepts of Operating System

The operating system is system that acts as in interface between the software
and hardware. The user can only communicate with hardware with the help

of operating system. So, we can say that computer hardware always required f
software to perform important useful tasks.

Examples of Operating System :

There are many examples of operating systems. Some common examples of %
operating system are as follows :

Windows XP, Windows 7, Window 8, Windows 10, Android, I0S, MacOS,
Disk Operating System (DOS).

Basic Functions of the Operating system

The five basic functions of any operating system are :

(oth) |
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. Interface between the user and the hardware

. Coordinate hardware components

1
2
3. Provide environment for software to function
4. Provide structure for data management

)

. Monitor system health and functionality

Advantages of Operating System : There are many advantages to
operating systems. Some advantges are mentioned here for having a basic
understanding.

1. Operating System provides Graphical User Interface (GUI) in the form
of menu, icons and buttons.

2. Operating System manage the memory by memory management
techniques. e.g. paging, swapping etc.

3. Operating System manage the input and output. All I/0 devices are
managed by Operating System.

4. Operating System manage resource allocation. Operating System gives
the resources to the process in such a way that all processes can use the
resources in an efficient way. A resource can be a file or in the form of software

or hardware etc.
5. Operating System convert a program into the process.
6. Operating System is responsible to synchronize the processes.

7. Operating System the interrupts and handle the interrupts.

€ 2.3 DESKTOP, ICONS ON THE DESKTOP (My Computer,
Recycle Bin, Task Bar, Start Menu and Menu Selection

using mouse) Running an Application

2.3.1 Desktop Icons on the Desktop

Desktop is the area on which your work can be laidout. You can change the
appearance of the desktop to just about anything. If you right click any where
on the desktop, windows shows different popup menu.
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You can doublechick on & deskrop icon to launch that program. folder or file. Below -
are some common desktop wons.

Ieems are small pwenires thar represent files: folders, programs and otdst

. 2 = e = - gt
ftems an desktop or = fider lenns represent files and folders. [eons ace B8
» - - ¥ ¥ - = -~ * i
bumon. Tz cpen 3 progex Sle or foider, chick its icon twice. For exampe ©.

vou dochie ciek Compuzer wop ther Computer window will open. Follwwong
are some wops on Desitop. ,

%
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Computer Network User's Files Recvcle Bin
Yig. Icons
(1) Computer; (11) Network;
(i11) User's Files: (iv) Recycle Bin

(i) Computer : With the help of Computer Icon you can see everything
available in Computer. It has many files, folders and drives. Computer window
opens when you double click on Computer Icon.

(ii) Network : You can see vour network setting by opening this icon.

(ii1) User’'s Files : It is used to save the files created or downloaded. ‘L(J-u
can save vour files and folders in this folder. When you double click on this
icon. you will see the following display :

2.3.3 My Computer

My Coampurter icon provides acvess to the different parts
o your computer. You can acvess the different denves
(Hard Drive. Floppy Drive. Network Drivers) inside My

Coputer.

Senp P ES !
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2.3.4 Reeyele Bin

All the deleted files and folders are moved to the Reeyele Bin, Whone,,
you don't need a file or folder you delete it from its loeation, but it is not deley,,
permanently from the computer but it goes to Recycle Bin, To delete o fi).
foldar permanently you have to delete it from Recyele Bin also,

In case you have deleted a file or folder by mistake then you need ngy,
worry about it, You can get back the deleted file or folder from Recyele |y,
This process is ealled Restore, To do this you need to open Recycle Bin gy
then select deleted file or folder in it. Then press 'Restore this item' s shoy,
in the figure below, the selected file or folder will go back to its original locig,

MT gkm‘n:hqm?m 5 lem:lm R e e (B 8
W Povesie o T Dent Detete That

B Cetrop My 1o v

X !

¥ Beovs Fiscer

LR

Fig. Recycle Bin
2.3.5 Tark Bar

The taskbar is the long horizontal bar at the bottom of your screen, It
contains the start button and buttons for all other programs.

It has three main sections :

(1) The Start button, on the left side of the taskbar, which opens the Start
menu and Quick launch icons.
~ (ii) The middle section, which shows you which programs and files you have
opened. :

(iii) The notification area, on the right hand side of the taskbar, which
includes system Try button Notification area, Computer Network Icon, System
Sound icon and Date and Time icons that tells the status of certain programs

and computer settings.

[.13 I (9th)
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The image below shows where the different arcas are located -

ACIVE (i caged atils

Quick launch jcons

(lwk & Hlate

Bt buttomn MeAification ares

Vig, Task bar

With the help of Start button e we can run any program, There is one

more nren on the Taskhar that is casily overlooked-the Show Deskrop button.,

In the above imuage you will find a narrow rectangle to the right of the clock.

By clicking on this button you can minimize all opened programs and access
j the desktop,

) 2.3.6 Running an Application

The Run command on operating system such as Microsoft Windows and
Unix-like system is used to directly open an application or document whose
path is known.

The Run command is acessible through the Start menu and also through
tho shorteut by Win+R. Although the Run command is still present in Windows
Vista and later, it no longer appears directly on the Start menu by default, in
favour of the new search box and a shortcut to the Run command in the
Il Accessories sub-menu.

T'o run an application, choose one of the following:

Click on Run — Run or Continue or click the Run or Continue button.

it
" .Mh_dlmmhﬂn.“t.w
r L o=t , red vl ogeen & Fw vema.
Ve Cpary “
ch
« Start
|
0f If you need to enter arguments, select Run — Restart With Arguments ....

Enter the run command in the Console window.

b (9th) [47])
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The application begins running and the debugger creates and ex«cut...
new process.

2.3.7 Start Menu

Open windows explorer with start menu :

1. Click on Start button — All Programs — Accessories —» Windou,

Explorer
R | ey 5
&) Adcte » | ¥ Communicatiors »
) Adobe Acrobat » 1 €3 Entertainment »
&) Alds » | & System Toolks ’
) Corel Graphics Suite 11 * 1 'D Address Book
) Games » § @ Command Prompt
&) Migosoft Office Tools * |  Nobepad
8 Statp *{V Paint
2 Adobe ImageReady 7.0 % Program Compatibility Wizard
2 Adobe Photoshop 7.0 © Synchronize
i1 Adobe Reader 7.0 © Tour Windows XP
& Intermet Explorer ™ Winddws Explorer
@ Microsoft Access

&O.lﬁookEmress

B s ———
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3. See files and folders of My Documents with different views like

Thumbnails, Title, Icon, List, Detail etc.

Standard Bu
ar

Title Bar Menu B

= My Documents

~_ Minimize
1on, 1dress bar Minimize

Fike Ecdt Yesw Faerihe l---'r' el
] ) ¥ lSexcn W Fokbss (50
Bey¥e. QMy Decymests *» BGo
Fobders * pre—
D Led iop | D O rj—]
= My Doouments ! V
2 Dowrisa® L & B =4 -/ -
g ::: :-:.::-.-.- Crmrinat My Mg My Fihres Aty e
w § My Comp s
Sty b Pl - . £ =y
1y b = M‘] b )
w @ AP (C Ly ay:) e N e
e tee e Craptecl o o rbited 1 oy
Left Pane
Right Pane
T e e e 5 =
\
Status
® 2.4 SETTING SYSTEM DATE AND TIME

Following are the steps of setting system date and time

1. Press the Windows key on your keyboard to display the taskbar if it isn't

visible.

2. Right-click the Date/Time display on the taskbar and then choose Adjust

Date/Time from the shortcut menu. ...

3. Click the Change Date and Time button. ...

4. Enter a new time in the Time field.

Cane

Batrands, M la FER
Vo

inwma

Toma pora

| AT RO Pt Ve 0 8 Conmbe
L S
| Dwvgit ey T gt g G St B TR 00 Sd Ty
et g P d | s o Tt B

| ety e et Ve mS O

©. EESs EWE s wie mbetes 2 @t Sk
| e et P el png v o]

Click the
— Change Date and Time
bution
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& 2.5 WINDOW EXPLORER TO VIEW FILE,

DIBRECTORIES
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A window hes snany cxngprmsts. §rdlerest progtresme cpen 0 sy <8
WAndeaw, Lih iyt thuse arypsrtis off sovary wisiow ziv G s 2 wadiiow Blpes
sornae tRIngE I arEnInen. For e SRLng, Wisew s ZIWE YT BIs At A b TN
viue pmziny Work zres off your sersen. §5 alCRi0n. srss. WIS E D5y TRk et
Lramae QRIS

Tow diflerens womprmerts of Wy Coroptss wintoow zee - 2y Zer, Wan
By, Tord §onr, nnd Fraa)ll Fowr -

GGy Title Bar : Tale bzr iz the S bur of 2 window. 12 Sanporye e s
of the dornimnans znd progrze on e W vide. 1t g 2w Vs Lolopwing taess
nsions on B riges corser

1. Minimize bratton . 2 §t Liidas the WEnlew, (5 i ST T AUSIRANILE

s

s g A A | - & - ] " - = ; . e ’.‘ .
shie wiindierws, Whas yors ik cn 2 She wintaows Zlzing e srzise S F DRI
o s tnskizy.

2. Mazximize Fution B - This button is loezted e the seddis. 32

a

enlzryss the windaow t G5l the wheie worees.

%2, Restosre Forstsarn E 2 Mers ezta nrgs i wisatonw Uy e G e 2

dhicking on this $uston (ulore snaxismzing, i wirdanws),

4, (Clesse $heatsein 2 It dlemes the wisdery.

(iiy Menu Var : Mere: bar is the serond var of 2 wirdow. §t envtzivs “he

snevits verns, When you ik on z rmeve % Vet of options il zppear thue you
€t it

(iii) Tookbar : It coxnains buttons for the crmrmands whieh zze cxsemonly

tised,

(ivy Scrollbar : I8 allows yoxi to serdfi the cortenta of the window ty 3ee
inforrmation that s currently out of view.
- A{v) Borders and Corners : Yoa can drag these with your momse pornter
Lo chiarnige the size of the window.
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v i are given below
W ws Baplorer o indows
Parts of Windows &

1. Title bar.

3. Address bar

4. Search box

| < h,‘

Left pane of windows explorer is also called Navigation Pane. W oY

Drives, files and folders in left pane. We can select any object openc ©
pane. The selected object can be a drive, file or a folder. When a drive.
folder is selected the detail of the same appears on the right pane of w2

n«-’

explorer.
' ' «

)
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2 5.2 WINDOWS EAXFLORER VIEWS

-

[ e— [ T T X ] ot e by boiie  dwbe A e g /.mwc.-
.h-—‘ 24 L
‘HH e e St /. )
B R : /.; L
w7
am ‘y.h—. [ ; Z-a P —
o — i

Pack keation has a view setting, which determines the lavout of the 1tema

an the screen and the sort of information which s displayed for ¢ach 1tem.

(3) Semall, peediuss, large and extra large icons views. The 1tems are laid
ot as ofie or mose rows, and each tem consiats of an icon with its name

QU@@@@

Lecs Dak Lacel Duss Locsl Duak
tm 0} (L 8] iF) {G)
(L]

Yig. Smaoll leons View

[N Loce Gl (D)

¥Fig. Extra Large Icon

(b) Tiles Icons view : The items are laid out as one or more rows, and
each item consists of an icon. Each item contains a name. It has some other

information like type of file and size.

(Srh) (53]
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() List leons view 1 The iteme are laid out ag one ov move columnes, ang

cach ftem constets of & name, with a small icon just to ite lefl.

(@) Details leons view : Bach item conslets of o row in a table 'The ties |

|
i
|
1

colurn containg & name, together with a small icon and the other colunms
contain varwus properties such as size and date modified.

(e} Content Toons view : This view s used by detault for seavching tiles
and folders. The items are lawd cut column wise. Each item consists of an won,
It has a name and type of tem. written below. Some other properties Like

B Vv Yisierag (00 Limosd Deas,
e L v Limmd Dw
i Lo Dt (D) Lo vk
s Lo Dhadt (3 Lo Dty
i Loem Tas & Lol Dk

0 G
L3 GR
0GR
NI GE
SWEGE

Fig. Details foons view
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u b Divectovios/oliler

A dlivectory s n location for stoving files on your computer, Diresctories e
found tn i heranechionl Gile aystem, such as Lianug, MEDOM, OH/2, and Unix,
Miorosoft Windows, divectovies nre relorved to as foldora,

1. Open Computer or Windowe Explorver,

¥, Opoen the deive o tolder in which you'd like to create the new folder; for
example, the Ci deive 1P yvou do not want to create n folder in the root directory,
browse to the looation of your choice,

a In Windowe 10 on the Home tab, click the New folder con, In Windows
7 and eavlier ou the tile menu bar, select File and then Folder.

2.5.4 File

A file is an object on 1 computer that stores data. tnformation. settings, or
commands used with a computer program. In s GUT (graphical user interface), such
as Microsoft Windows, tiles display as wons that relate o the program that opens
the file. For example. the picture is an won assectated with Adobe Acrvbat PDF Sles.
[f this file wus on your computer, doublechicking the wun in Windows woeuld cpen
that file in Adobe Acrvbat or the FDF reader installed on the computer.

Geh) e
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€ 2.6 CREATING, RENAMING AND DELETING OF FILE &

FOLDERS

We can make a new file and folder also. Files and folders can be cur ...
copied. We can change the name of folders, files.

2.6.1 Creating folder

Perform the following steps to create folder :

1 Click the right button of the mouse on the desktop.

a m = ey
&) Microsoft Office Access 2007 Database
@ Briefcase
B Bitmap Image
Arrange 1cons By * | & Miaosoft Office Word Document
Refresh 8 PageMaker Publication
- ) Microsoft Office PowerPolnt Presentaticn
p__-m,.; shortast % Miarosoft Office PL:JIshar Document
]
Undo Delete Cri+Z B WIrRAR. archive
Graphics Properties... E‘ Lﬁmgﬁ
Graphics Opt » =
fpbics Options ) Microsoft Office Excel Worksheet
B B vRAR ZIP rchive
Properties I

Fig. Folder Option

2. Select New Folder.
3. Type the name of the Folder.

4. Press Enter key.

2.6.2 To Rename

You can change the name of file/folder. It is called Renaming.

Perform the following steps to Rename file/folder :

1. Right click on the file/folder to be renamed, a menu will display.

(56
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2. Click on Rename.

\r‘ e p T g oI i N
)
[P Theach reporabor Im kSEg
(P b by R LR T e &
Open With...

| @ Add to archive. ..
‘B Add to Unbited-1 rar™
B Compress and email...
|® Compress to "Untitked-1 rar™ and email
| SendTo »

| Cooy
| Create Shortout
| Delete

Properties

Fig. Rename Option

3. Type new name and press Enter key.
2.6.3 To Delete file / folder :

The Delete option is used to delete a file/folder. Deleted file/folder moves
to Recycle bin.

Perform the following steps to Delete file/folder :

1. Click on the file/folder to be deleted.

2. Press the delete key of keyboard.

MR Sombr vomes ]
Po Cromty e gitlon irir S04
P razer s, Frp Ay oy At eae

Open With_ .

B Add to archive...

@ Add to "Untitted-1 rar”

| B Compress and email..,

B Compress to "Untitled-1 rar® and email
Sernd To i

Fig. Delete Option
3. A message will display which will confirm the file to be deleted.

b (9th)
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4. Click on Yes'.

Conﬁrm File De
vwmmw*m"“‘w'

|' ;as,lr o |

{- Are

—

2.6.4 To Cut the folder :

File and folder can be sent from one place to another with cut optigy Cu

file or folder leaves its place and moves to the next place.

Perform the following ste
1. Right Click the required file, a menu, called Popup will open.

ps to cut the folder :

2. Click on Cut option.

¢ Edit

(I Soan for wineses

o€ ek cemtotion kSN

:‘ ‘=‘-J-:‘;f_:f"f e ot W ol g

; Cbm'l!fm'l >
;B Add o archive....

WMAddD "1ra"

@ Compress and email. .

‘W Compress p "1 rar™ and email

i
Serd TO »

m
T EI

Fig. : Cut Option

(e
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2.6.5 To Copy :

We can copy a file or folder. Copy file is present at both new and original place.

Perform the following steps to copy file/ M

. | Eae
folder : i

1. Right Click the required file or folder, a menu

"

will open. o
Opsry With »
2. Click on 'Copy’' option. :32;:30; i

| B Comgress and email...
B Compress to "scan (01 rar® ard email

. SerdTo »
2.6.5 To Paste | as
When we cut or copy a file/folder then it moves ' rrewsowe !
to clipboard. Paste command is given to take it to Fig. : Copy Option
new place. |
Clipboard : A clipboard is a temporary storage | '_ View ’
area for data that the user wants to copy from one Arrange lcors By ’
place to another. e o
Customize This Foldsr ..

Perform the following steps to Paste file/

L
folder:’ Paste Shortout

| Undo Deke +2
1. Right click the required drive or folder,a < SOOI, ... .
menu will display. - - :
Properties

2. Click on Past tion. i
ste option Fig. : Paste Option

& 2.7 OPENING AND CLOSING OF WINDOW, MINIMIZE
- AND MAXIMIZE FORM OF A WINDOW

2.7.1 Opening and Closing of Window

You can maximize a window, which enlarges the window to occupy the
entire screen, and you can restore a window, which reduces the window to the
size it was before being maximized. You can also minimize a window. which
reduces the window to a button on the taskbar, removing it from the screen

(9th)
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Qhanges 0 that operr fle may be lost unless thev are saved defore cleaing. 19

A3 .~ % v,
the 20 N B0 SRR LR s wrghous ;\’:‘Et.':.'t.’..!.,‘. e . the Close a0ton, TR 1 usual }. el reed

L A= & oruaby

¢ 2.8 BASIC WINDOW ACCESSORIES

SR Rasic Window Accessortes

The Acvemvries lder, acovssebie throug? the Windows Sare mene, = hoome
= 53 3598 :;;*Lt?- usetel e als St These o el e S 4 50 vaciude Calculaner. Netepad,
Wordad, Taine Rewrote Desleer Commettom. S0 vanous st 2ehies

I3 NesePad

-

» = . N - - G - L T R, we—" I

SQNS!N B R Dol SUXS abun 2Dl vuu oSSt owes WU orwmily Dhe sumrpie texe

guounrents. [ suppueress Bw dasne Uroratiimy RAEtUONS U #8 L ame woend

- 3 % T i - A B e =3 - 3 a5 E e
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(iiy Parts of Notepad Wisdow : Followmmg are the par
W cmatiomm

Tale bty 2 Momu bar & Texs Sren 4 Seatus Far

Crrreimenu

283 Wordpad

WordPad iz 8 Micresoft Windows program that you can use © 70
: documents such as letters, notes and posters. It's :
less complicated than a full word processor buat
still lets vou perform a range of taske create, open,
and save documents

Perform the following steps to open
WordPad :

1. Click on the "Windows” button (right) at the
bottom left-hand corner of your screen.

2 1n the menu that appears, click All Programs:
3. In the new menu, click Accessones:
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28 4 PAINT Microscdt Painz)

Mirroscft Paint i1s a derawing program [t s developed by Microsoft
Corporation:. 11 1 often referred to as MS Paint or Paint You ran e paint w0
draw and codor putures Pamnt provides many Ueds to create ard oo petares
You can alst save and print pactures drawn in pasnt Pawnt allows you 4o wark
with pactures having cxtensscn such as. jpg. of. or. bmp

Steps to start the MS - Paint 7
Mﬂ. ~» ALl Programe —» Accessorws —sPaint _
1. Click on the Star: button on taskbarisuper bar. Start menu will appear

2 Froes this toeno click on "All programs’, another menu will appear
4. Chrk un Accesaores optioe i this menu. Another menu will appear This

. gmenu has a Paint option

4. Click on Paint option
Faint window will open up as shown below -

Fig. Paint Window
Paint window has the following parts :
(ii) Quick Access Toolbar

i)
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(iii) Menu Bar

(iv) Vertical and Horizontal Scroll Bar

(v) Status bar
(z1) Zoom in. room out ,
(v) Work Ares

2 8.5 Calculator

—

Calculator is software capable of s
as addition. multiplication. subtractzon. o
Calcrlaror is used for calculations. St=ps 0 open Calculator through Run Bq, o

followings
1. Cick on St bomon
2 Choose Ron Box. Rom box will open

3 Tspe"Cac" m

performing mathematical calculatiy,
division.

3 an
=3 ek

-

&
:'l__!l—-_sp = 5.'-,‘-_- !*

b

E"F]J
B

by
LS
F bl

presmy g ey |

n
r\“r s
-
s
'
g S
L]
b,
S fER
E
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2.8.6 Pictures

Picture is a visual capture of an object. Pictures can be created using devices
such as a digital camera, scanner, smartphone. or are works of art created on
the computer. If visual object is made exclusively on a computer and is not

captured by another device, it may be referred to as a clip art. graphic,
illustration, render, or a screenshot.

2.8.7 Desktop Background (Picture)

Desktop background basically consists of wallpaper. Wallpaper is =a
background pattern or picture against which desktop menus. icons. and other
elements are displayed and moved around. A wzallpaper image can e in 2 JPEG
or a GIF file format. Wallpaper is commonly used in Microsoft Windows. Each
operating system provides several pre-installed wallpaper images for the
A user can also change the wallpaper as per its requirement.

uSser

e ————————

R N N Ay e e Y

Crorse exu westog LeeScrTED-w

e = — o —— s

-
- srTtertee

--?-E- ,

L= - _ ¥

—

i1 - == E=
!,__.‘ i ‘-—___ it

L

Fig. Customizning Background

Screensaver

It is a software program that becomes activalad a2fter the compuier 3= oo
in use for a specified duration of time. A screensaver basicelly consists of 2o
animated image. Screensavers were onginally designed 10 help prevent images

e d ———

or text from being burned phosphorus coating into older monitors.

) =]
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Steps to set sereensaver !

() Click on Screensaver thumbnail as shown in fig. You will see pictur .
shown below:

“"""""‘f__._____ it ; Photos

Bk t‘, “Ehmhﬁ\.—m

Fig. Screensaver

(&9 To set screensaver of your choice click on Screen saver button as show
in fig. and select a screen saver of your choice from drop down menu. For &
ample 3D Text screen saver is selected in fig.

(i) To set the Screen saver, click on Settings button and set as per yo
choice.
(iv) To see preview of yvour screensaver click on Preview button.

(v) For running a screen saver automatically on your desktop you need!
adjust its time. To do this click on Wait option as shown in fig. and type um
settings as it is set to 2 minutes.

(vi) Click on Apply button and then on OK button. Screen saver will be s
2.8.8 Control Panel

The control panel, in the context of Windows, is a software module used!
perform administrative and management operatulg system tasks and/or provi
access to specific software features.

(©th
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The control panel is used to configure and manage almost all aspects of
Windows, including keyboard and mouse functionality, users and passwords,
power options, network settings. desktop background. display settings, sound
settings, mouse settings, hardware and software options, installation and
removal of programs, parental control, speech recognition, etc.

€ 2.9 MOUSE BUTTON FUNCTIONS (LEFT, RIGHT, SCROLL
BUTTON)

The standard mouse has two buttons, plus a scroll wheel in the middle which
sometimes is a button.

But most mouse do just two things: right click and left-click.

2.9.1 Left button

Left-click is often referred to as “normal-click” or “regular-click.” Most tasks
on a computer can be accomplished solely by using the left mouse button.
Pressing the left mouse button seems to simulate the mouse cursor being
pressed down on the screen: you can drag items or select text or open files.

2.9.2 Double click

Double clicking involves clicking your mouse button quickly two times. To
perform a double click, and not just two clicks, the mouse button must be

(9th)
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pressed twice within a very short time, typically about half a second
operating systems allow you to lengthen or shorten the maximum time allog..
for a double click. using the Mouse Control Panel or System Preferencs

Double-click is a term used to describe the process of quickly pressn,;
mouse button twice while keeping it still. In most cases, a double-click ix v,

the [eft mouse button and is used to open or execute a file, folder, or sortw,,
pregram

2.92 Right Button

When vou press the one on the right, it is called a right click. By defay. |
the lefs button is the main mouse buttor. and 1s used for common tz3ka3 sy |
as selecting cbjects and double-clicking. The right mouse button is often use |
to opex contextuzl menus, which are pop-up menus that change decendir;
where vou click. [

293 Scroll Button
£ mcouse with z rubber or plastic wheel located between the left and -z

teiors (the "scrnll wheel™). Also known as 2 "wheel mouse.” when the vi=

s moved bzck a2 forth the active window is serolled, eliminzting the n==

e

i

X T;Eﬁmwﬁm&mmamtyg&ac.cﬁw' re s Drstaile=)

T Bimdows apersting syuters Is = graphicsl mwser Interizes.

3. Desloop is the bzsie sersen foes where sou can run 211 the progmar |

£ My Commpouer iooe prowides aceess to the different paruis o 770
EATIeT '

=  Tmen we delets zorihios semd i o the Beryele Bin

£ Erooe wink zn zerow In the iower 25 ovrner zre shortom: fooms. !
7. Wmmbow ex;ﬂ:r?: Fimows fies 2nd foldess In Arfferent soemoe o 815

'. . -
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9.

10.

11.

Notepad i1s a generic text editor including with all verions of M
windows that allow you to create. open and read text file.

n

Microsoft paint is a drawing program, we can use paint to draw and
color pictures.

Calculator is an electronic device or software capable of performing
mathematically caleculation such as addition multiplieztion substraedon
or division.

A computer document is z file created by a scitware application.

EXERCISE

& Fill in the blanks

o

]

i

M

-

When we start the computer the very Srst scrsen which agpesrs on the
monitor is called &

Operating system IS & graphiczlly me=sm

My computer provides access oo the dimer=rr §arts oo Four
COmpPUtET.

Fir=t screen of the window s czlled )
[eons Witk 2 arvow I the lower left cormer 0= o

4 True or Fzlse

e

o

o & _ e e B
TEe t=skbor s vsu=lly [cested o the e of the Seshizovn.
- - -
) : " 3B i = |
The irternet expiorey oom STarts the IoTermerT ennliorss Trowser
=
We czrmoon chzmgs the mame of Tle 7/ Oihder '
= | —
= - = B R 3 = LT Y o
Note pad is 2 gemeric texx eduor beloded wind 20 versioms of WS
e
b e o iy
1==2
=
: 2 e i eyl = e e ol A B - v T AR
To éo azroy theny In peoms = Ao ool Desd Rome T3 rtears. ;
z §:-3

———— ey |
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2. What is icon ?

3. What is Recycle Bin ?

b 4. What is window explorer ?

! & Short Answer Type Question

' What is the basic concept of operating system ?
How you will turn off the computer ?

How you will open windows explorer with start meny ?

———w——— — . ——

v W -

! i What are the steps for setting system date and time ?
: - 1‘ _ What are the steps to open notepad ?
il i’ @ Long Answer Type Question
it E : i1 1. What are the basic functions of operating system ?
| ; | | 9. What is window explorer ? What are the five views of window explore

1 '-I':' In ?

i Il
1 A AT : 3.  Write the steps to delete file / folder.

A 4. What is paint ? What are the steps to start MS Paint ?

l fitin '-. 5. Describe the functions of mouse button ?
R I >> > > P Ansvers Koy | LLEE
Ih': :I.il. I : ze b % :
%f ‘Hl | ' . 1. Desktop, 2. GUI, 3. Icon, 4. Desktop, 5. Shortcut Icons
TR ' : : i
A . - i =
L ]'I;i :" ; 1. False, 2. True, 3. False, 4. True, 5. False. s —
it 8 b —— — e _ :
Hikal
1|
| ;!f i f
A T
il | i
LA ] i
i
kL e
LA A
e i
(R !’
iu: flrl.rl I L J
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DIGITAL DOCUMENTATION -

WORD
PROCESSING (ELEMENTARY)

c OB BEBeR 0EBeRs0 &S0

= l Objective of Learnlng
3.1 MS Word : Introduction to Word Processor
3.2  Creating, Saving, Opening Document

— 3.3 Print & Print Preview

| 3.4 Closing of Document

3.5 Editing Document, Formatting Document
3.6 Bold, Italic, Underline, Font Type, Size, Color Change

- 3.7 Alignment of Text (Left, Right, Center & Justified)
3.8 Margins — Left, Right, Top and Bototm
3.9 Formatting Paragraphs
3.10 Adding Header and Footer
3.11 Page Numbering
3.12 Using Grammar and Spell Check Utility

S 5
o (9th)
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