A: Course Title / Course Code / Teaching Schemes

Course Title: Computer Application
Course Code :( 3315102)

Teaching Scheme:

Teaching Scheme (In hours) Total Credits
(L+T+P)
L T P C
2 0 3 5

Legends: L-Lecture; T-Tutorial; P-Practical: C-Credit

Examination Scheme
Total

Theory Marks Practical Marks
= | Marks

ESE PA ESE PA

150
70 30 20 30

Expected Course Outcomes (CO) with Justification:

CO: 1Use a computer and its peripherals for various applications.

CO:2 Use software tools and commands for word-processing, data analysis and
presentation preparation

CO:3 Design 2D drawings using AutoCAD software.

CO:4 Use internet effectively to access relevant information



List of Experiments

N PRECTICAL Cco
0.
1 Create and manage files and folder tree Co-1
2 Entering and editing text in a document file. CO-1
3 Apply formatting features on text like bold, italics, underline, CO-1
font type, colour and size.
4 Apply features like bullet, numbering CO-2
5 Create documents, insert images C0-2
6 Create and manipulate tables CO-2
7 Entering and editing data in workshop CO-2
8 Create and manipulate EXCEL charts CO-2
9 Create pay bills, pay sleeps, using Excel CO-2
10 | Print sheet using print area CO-2
11 | Basic operation of power point, create PPT and insert and CO-2
delete slides
12 | Create project presentation, lecture presentation. CO-2
13 | Use of master slide in presentation CO-2
14 | Apply basic formatting features in presentation like font, font COo-2
size, font colour, text fill, spacing and line spacing formatting
text boxes, word arts, styles. Applying object borders, object
fill, object effects.
15 | Working with a drawing tool, applying shape or picture style. CO-2
Applying object borders, object fill, object effects
16 | Working with video, link to video and sound files CO-2
17 | Creating hyperlinks, using action buttons CO-2
18 | Creating given 2D drawing using AutoCAD COo-3
19 | Edit given 2D drawing using AutoCAD COo-3
20 | Create email account and sending and receive message on COo-4
email
21 | Use search engine for downloading appropriate information CO-4




Laboratory Manuals

Foxp iiDa‘tabase st Software 8.

oftware & Wiz QU B.
Application Software
®pemtmg Software

Application Software
Application 2@ GuallaL. A5 usR+1i sl 5240 M2 2553 Ws1a-l Software I UL
WY B, A, st UsRHAL sl 5240 M F Alssu usRAL Software Al Gwdlal 524 WL A

Software 4 Application Software 5¢6.

Geree adly,
o 2uud Letter, Application, Quotation 4312 W24 514 24 €l dl MS Word Software

Al GuHlaL AW B,
o 24149 Balance Sheet, Table Base, Chart @313 usi2d 514 539 élu dl MS Excel

Software <l GudldL AW S,
% »48l Presentation s34 st 539 €lu dl MS Power Point -l Gudlal 524l Wy 6.

% 218l Graphics 45124 s 539 $\u d\ Page Maker, Coral Drow, Photoshop

Software -l GuilaL 52l W 8.
.22l Account Wsig s 52 €1 dl Tally Software l Gudlol 524 W 8.

7 il Database #5124 504 533 €14 dl Foxpro, Access Software -l Guilal 2R 8.
2, MS Word, MS Excel, MS Power Point, Page Maker, Coral Drow, Photoshop,
Tally, Foxpro, Access 31 Application Wi Software B

Operating Software
§s2ai Hardware Division %1 Application Software A Operate £2al 32 % Software
a iy § A Software A Operating Software 58 8.

DOS, Windows 23 Unix 31 Operating 442+t Software 5.
5









New: «idl Tlanck File Open 54l %2 Quaio gy

da 1
Step 1 File Menu il New Gy Click 3.
20l {13 1@l New i+l Diolog Box uadl.

New E
General [Lega! Pleadings I Letters & Faxes IMemﬂ Other Documents IF‘ ‘blications | Reports] Web Pages |
1%

— — —Preview
i Blank Web Page E-mail
Document Message
Preview not available.
rCreate New
@ Document O Template
I OK j L Cancel l
Step 2 Diolog Box i#l Blank Document -\ Icon Select 531 OK Button Gz Click 5.
¥tell <l Blank 1§« Open u4,

dd 2
Standrd Toolbar il New +t Icon W2 Click 59 «<{] Blank $16¢ Open 59 sy .

4 3
Ctrl + N Press 41 «dl Blank $15¢ Open 531 usiy .




lulor 91y 6,

1 % $16e Open ¢4l A 5154 Close u.



s19a Save sal w2 Glualol s 6.

Adl MRAA R 80 QoL s2a1 42 4 MRAA Save sl W B, suSadt Save sl
, Menu i 2134 Save Option -l Guedar i .

File Menu 4idl Save 6w Click 53l
2l -00eud- Save As il Diolog Box »adl.

|Save As i ) o=
Savei:  [C3 My Documents ~ [lem|@XCIE- - 7




Page Setup : s18a- Page Setup 5341 #12 GludloL 214 6.

§1Sa a1y sul oue wuvell w3Rud 3o Margin, Page +(| Size %L Page +f Orientation Set s2a1 w2
Page  Setting 529 W3 8. 1 42 File Menu 4i »uda Page Setup «il Gluudt aid 6.

Ud
Step 1 Al WuM % 510t Page 4 Setting 429 ¢lu 4 41§ Open 31,
Step 2 File Menu 4l Page Se(up Gluz Click 531. »u#ll Page Sctup 14+l Diolog Box %uq -
Step 3 Page - Margin Set s2a1*u2 Margin Tab Gl Click 531
Wl {12 w#i@l Diolog Box »tadl.
Page Setup @E
Margins LPaper gizﬂ Paper Souu:l Layout '
Top: 15 = [Prevew
Bottom:  [05 £ ———
Left: l 1.5 %j —— .
Rigiit: 0.5 = = ——
Gutter: rﬁ; s T —
From edge ————————— — = e
Footer,  [05 = 5
( [ mirror margins Gutter position
[T12 pages per sheet © Left Q 1o

Top Margin Box  Page 4 Top Margin Set 521 2 Gudlot e &, .
e Ex. TopMargm 1.5”Set 539 e\qcarop Margin Box i 3 S” o .



.

Page -l Size 1 Page 1 Orientation Set 5341 M2 Paper Size Tab G Click $2.
il {13 s+l Diolog Box »tiaal.

Page Setup ) [ [E3]

_—

’uurw\s | Paper Size | paper Source | Layout |
Paper size: Preview

T, N
ortrain (Gl
e



Print :  s1a- Printing dcl 2 Gludlo i 6.

sube 26u sul oute el w3Ruid 3w A Paper AW Print g ¥l di 4 w2 File Menu i »04¢ B
Glvue wy 8.

Ad
Step 1 Al 3un % 5164 Printing A5 ¢4 d suSa Open 3.
Step 2 File Menu *ell Print G112 Click %31
20l {12 1319441 Print «wi+ll Diolog Box »tid.
Print [£3{E3
rinter
| Meme: -&_ﬁ'ﬂm LaserJet 1010 Series Driver &) | Properties I
= Status: Idle
Type: hp LaserJet 1010
Where: DOT4 00| [ prirt to file
Comment
age rangs rCopies B e T
@Al Number of coples: [T ﬁg
O Current page O Selection
OrPages: | ] [4 coliate
Enter page numbers andfor page ranges 4
separated by commas. For example, 1,3,5-12
Zoom
Print what: [Document E Pages per sheet: || page v
Pant:  |alpages inrange [] | scoletopspersie: [Noscaing [7]
Lo J[ cons ]

al zuPnnter AL A 2UAdl €1y B, dqell 2048l % Printer 4 Pnntmg&qm '

~ ExhpLasecJet1010 "



Cut

Step! &l e siSaneeld ¥ MPHl Copy mt-a m o oL

Step2  Edit Menu %itll Copy G Click 5. ‘
Step3  Select s3c oua{l wui Copy s2a-dl dlu i Cumrq o

Step4  Edit Menu itll Past G Click 53\,

da 2
Standard Toolbar *ul Copy -t Icon Gluz Click 59 Copy 53 usiu 8. - .,’(

Standard Toolbar il Paste - Icon 6wz Click 541 Paste 531 asi4 8.

da 3 _
Ctrl + C Press 59l Copy 31 usiu 8. i
Ctrl + V Press 53l Paste s3 usiu 6. -

s1daxi 8 dl dldl-0l 215 woyiell ollw woural Move s2at M2
GludlaL iy 9.

Ad 4
Step I &l Mt s1deudl % oudtd Cut -l dlu A oyt Select 53

Step2 Edit Menu xitll Cut GuR Click 53l
Step3  Select s2al a1 w4l Move sai-l €14 i Cursor @ 2l

Step4  Edit Menu ¥i#ll Past Gl Click 5.

Aat 2
Standard Toolbar %l Cut -t Icon GNR Click 530 Cut 53 asiy i)

Standard Toolbar *ul Paste -t Icon B4R Click 53 Paste 53 asiy 8.

{la 3
Ctrl + X Press s3 Cut 53 asu 8.

Ctrl + V Press 4l Paste 3 asi4 8,




Clear:  afani Wd wddld Delete 52 (oqaar) 2 Gyl =

/,&\

Ly g

et A
Step |l wwx el ¥ il Clear il dlu d oot Select 51,

Sten2  Edit Menu il Clear Ava Click 5.
syll Select 53l o1 Delete .

dn :
Delete Key Press sl Select s36l cuat Delete 53 15146

Select All: sifani el ol ¥ udldlA 22Q 3 2uefl $15a A8 2 Select
S W2 Gyl wiy 9,

'ﬂ'. i
Edit Menu il Select All Gluz Click 531
el wnd] sy Select 1.

ez
Cul + A Press 59 sl 5104 Select 531 454 6.

Find : sifaridl S8 Assu woe 3 A6 Assa s+ el Waar w2
Al iy @

ld ¢
Step 1 Edit Menu %l Find Gz Click 53,
Wl {13 w84l Find and Replace il Diolog Box »uil.

Find and Replace X
Find IRegare I gom
Find what: [ahmedabad al

[ tore ¢ ][ Endtent ] [“cacel |

Step2  Find What Box i s16e wuell % syt 21ee 24 Qly A ave Type 53
Step3  Find Next Button Qw2 Click 53

e 2
Ctri = F Press 534 Find 53l a4 9.

Scanned with

CamScanner 14 i



> Eogpil P
: rﬁw“m«l ‘muﬂwﬂﬂ'ﬂ '
\ A4 udldl Replace s2a1 w2 Guda i 8. b
da 1 =
Step | Edit Menu uil Replace 6wz Click 5. e
wﬁ-ﬂimﬂ-ﬁ%‘zdmd;eplmm DIMB“"“"
Find and Replace
| Find | Reglece [ goto
Find what: M

Replace with: M‘







Scrollbar | Mee4l Page i {12+ 214 8§ Footer
(ML % a2 Footer afl} »inaid dlu 4 atsy 2y 53 2
ter a3 daid €l A Object Insert 53.

ler Footer Toolbar il Insert Page Number Button Gluz 531. %t Page i
 Header custii e Page i Date Print 53l €lu dl Header Footer Toolbar
Midl Insert Date Button Guz Click 3.

 Header and Footer Toolbar ¥l Close Button G4 Click 531 »uefl sl
Header and Footer 1@+ €35 Page i »udl 4.







20-Mar-07 3:33:08 PM
3:33 PM

3:33:08 PM

15:33

15:33:08

~| [ Update automatically

LS RS

Rolag.. [ ][ conce ] e

*3Ruid 3¢t Date and Time Option Select 531, S
OK Button G4z Click 531.

s15aui Symb;al Insert razqi 2 Gl\iubt: u;u !3.- ol Bt A% 4
s18aui Footnote Insert 52al W2 Gluyla uy 8.

s15axi Comment Insert 5241 %2 Qudloi w8,

s15@Mi Caption Insert 5240 M2 Gl wy 8.

s1Seni Picture (Clip Art), Auto Shapes, Word Art Insert $34i %2 QoL auu .
aug g5 ofle s15d Insert 524l M2 GldloL iy B,

518emi Object Insert s2ai % GudloL ay 8.

515l Bookmark Set s2al W2 Gludla iy .







~ Step3

| é':S,.;(;anned with
CamScanner

[ o

I [ Cancelj

o3l 4o Alignment (Lefi, Right, Center, Justify), Line Spacing, Hanging,
Indentation Select 53 Set OK Button G4z Click 531.







sl subecdi Title Paragraph 4 Border 03 Shadig et du Title
-} Paragraph 4 Select 53l.

I FdimatMenu »iell Borders and Shading Glw2 Click 3.
d wmt(l,wlli w8i-) Borders and Shadig -+l Diolog Box »uail.

sumwsmg -7'_ e i . - 0],







Tab: suSeani w3RuA 4ot Tabs Stop Set Set s2ai 12 Audlar i d.
Ad
Step 1 Format Menu il Tabs Gluz Click 531
e, A2 342 Tabs Al Diolog Box wiail.
X
Defauktabstops:  [05°
Alignment
2] O et O Decimal
O Center O Bar
O Right
Leade-
© 1 None 03—
(O F ) Q.
Tab stops to be cleared:
[ st |[ e |[ cewm ] ol
[ ok ][ cancel |
Step 3 Tab stop position box i %3R4t - Tab Stop Set 53l
Set Buttonn Gluz Click 531 =
a4 r3RuLd Yot Tab Stops 315wl 215 Type 59 Set Button
Glyz Click 531
Step 4 OK Button Glw: Click 31
Note

Tabs Stops ~ %3R4 %3R41d 3 Alignment s2al 42 Alignment 4l
3Rud 3xu-ll Option Select 53 »14 & Tabs Stop 42 %3RUIA Yot A

Qlal 42 Leader Hizll %3%iid yovui-dl Option Select 531

Scanned with
25







Step 3
Step 4

hange @

__/
Aa

A Step 1
s

Step 2

Sentence Case -

Lower Case
Upper Case
Title Case
Toggle Case
Step 3

L

Orientation Box el #3Ruld ¥oet 4 Direction Select 531
OK Button Gluz Click 53l.

s1§adi :8al Pharagraph -l Case Change $4l 12
GluAlaL w8, r

2l uum s15a-L ¥ Paragraph - Case Change 534l €14 d Paragraph -
Select 53\.

Format Menu il Change Case G4z Click 53l.

wdl, {12 3381 Change Case -3+l Diolog Box »iidl.

Change Case (ZIx]

O sentence case.
O lowercase

e

O tOGGLE cASE :
[oc | [ concel | N

Select s3él Paragraph Sentence Case #i Change 4.
Select 52d Paragraph Lowercase i Change 44l
Select 534l Paragraph Uppercase 4i Change u4l.
Select 53¢l Paragraph Title Case 4i Change 44l
Select 3l Paragraph Toggle Case #i Change 4.
or3Rud roill Option Select 54 OK Button 64z Click 3.

'S ZRgeSpvith 51944l Backgroun gL e Gludlo i 8.

3gckgraund :
a%ﬁ%ucnaf] nner




-4

; Spelling Compugc,

.~ Spelling 4 Computer -
Spelling A2 £t 243 4 245
2 315 Spelling A% Match « vy
Yeald 8. wu Glurid Typing
Typing e2:41 udl Spelling




s

A Protect 311l Unproteet 531

sidan Protect sdl.
sunll S10ani S5 33512 + 530 ub d w2 s1deA Protect 54 usiu 8. 810 44 Protect 521 w2 Tools Menu i
a1de Protect Document - Glusdlar i &,

Sup 1 all uuM ¥ s15aA Protect 2l €l A s16d Op :n .
Step2 Tools Menu #idl Protect Document Guz Click 53L.
wiell, 02 WAl Protect Document -iti+il Diolog Box vuadl.

H’ntect Document [Z]x]

Confirm Password 7]
Reent]:r password to open:

L |

Caution: Ifyoubseorfaoet&wpmd,kcmbo
recovered, It is advisable to keep a list of passwords and s
' their corresponding document names In a safe place. fors
mber thatpasmdsaeccse-sem&m) .5




: % Data source

[ Getoata~ |

3 % Merge the data with the document

Main Document
Create Gluz Click 3
Form Letter Gz Click 53|

Active Window Gluz Click 3.

auell, Computer Letter Al 154y Maip, Doucy

Scanned with 30
CamScanneE

ment adld 4q)




e ——

Step 2. bala Source
Get Data
Create Data
wiell, 0 il Create Data Source -weil Diolog Box wiadl.
Create Data Souice m@

Amelmoem«mescawdmofdaa.mﬁambuﬂh
f.:ahmn.&dndd\emimhd\chﬂummwﬂuwm.

' Wudummmhmedﬁeumhhlﬁm.vwmddumm
: field names to customize the header row.

. Field name:
[
] I Add Field Name »»
[ Remove Field Name
ot o] [come =] |+ »
: T

w11, Field Name in Header Row Box i ogei %ei -t Field e d. auuell Field

Ficld Remove 53. % g Field G329 €14 d\ Field Name Box i qaiField4 - a6y 53 Add Field
n@“i Click 3. ¢ e

4 OK Buiton GQuz Click 53. 2udl, Save As Al Diol B

s, |






LA

41 i o
 dluen suSeni i Table
3 Table Menu i ¢ Insert Ta

Inserl Table

Table size
Number of columns:

3 Number of rows:

Autorit behavior
@ Fixed column width:
O AutoFit to contents
O AutoFit to window

Table Format (none)

[J set as default for new tables

I OK Jl Cancel l

Number of Columns Box : Table i %2ai Columns -l %32 €l d 38t {412 Set 3.
Number of Rows Box  : Table i %2l Row +{l %32 €lu d 38 AoR Set 5.

OK Button Guz Click 53L.

% Row Select ¢dl cui Blank Row Insert 24l

& Column Select ¢t i Blank Column Insert 23l

5 Row Select sl d Row Delete dl.

& Column Select ¢4t & Column Delete 8.

% Table Select vl A Table Delete ua.

% Cells Select wita Cells Merge udl.

& Cells Select ufl A Cells 134l a4 Row 24 Column i Split s3ai x2 GludloL wiu 8.
% Row Hi Cursor il Row Select a4l
& Column *i Cursor s2 Column Select ud.
5 Table ®i Cursor ¢l d >y Table Select ual.

ganned with
N .
arn Scanner o



Distribute RowsEvenly:© 315t a4 Row | Height 3 43\ ud| Distribute s2ai i2 Glulot a4 6.
Distribute Columns Evenly : sl a§ Column -l Width A 29 eu3| Distribute s2ai 2 a4 5.

Table Propertieé

Row -l Height #4 Column -{t Width Set $2ai w2 Glualal 21 &.

{d

Row ™12
Step 1.
Step 2

all wum % Row Al Height i 32512 524l dlu & Row Select 5.

Table Menu ui % Tzble Properties Gua Click 3.
aall, 1% w1 Table Properties -l Diolog Box »uai.

Table Propesties =

| | size

1 Row 15

; | & spectyheight: [ & row pape: [t




|1
N
||

s
B preteredush [ & measwen: s [ ||

[« previous Coumn | | mcmmh =k

i
J

o ][ ] -

Step 3 Preferred width Box i #2Ruid el Width Set 531
Step 4 OK Button G2 Click 531

R




o] (o] [ ] |

Step 3 Sort by Box *i % Field G4z Sort 539 €ld d Field o -ux Select 531
Step 4 A Sort Ascending {4 524 €14 dl Ascending Button Select 43),

+4 Sort Descending 14 524 €l dl Descending Button Select 53}
Step 5 OK Button @4z Click 53l

Formula : Numerie 15+l iRl Glvz Formula <l Qluslal s3aj »
Gyl iy . i
'.L‘

Gridline :  Gridlines On %\ Off s3ai w2 Qudloy ey @

Scanned with 16

Camacannes




Windows i % Arrange All Gz Chck.'ﬂ e
well el 515l Open Al A wt  $165l Screen GuR.

Gluyloy epu ¢

Al wud ¥ el R s oflon wid a2l Sl 4 515 Open 23, d 2
Windows i % Split Quz Click £3. .

el % $15a Open ¢l A s15¢ & oy Split uat.

¢4, Scroll Bar -l Gualal 5913 s15a-dl 2uRdll As ofloa A 23vunell 530w 3
o,

-1y b
Spiite nidl s18ad Unsplit 524i 2 Windows i %¢$ Remove Split G4 Click
53

Scanned with
CamScanner 37




FILE MENU

New : | Blanck Workbook Open 53al M2 Gludlat i 0.

Open : s-u4dl Workbook Open sat 412 GluylaL iy 6.

Close : Workbook Close 241 412 Gludlor 4 8.

Save : Workbook i $3ai 32512 Save £al Hi2 Gludla iy 8.

Save As 4l wudel Workbook % 418 55 U Save sal Hi2 Gl 4 &

Save Workspace : 2154l a4 Workbook < 4l ul Workspace ¢l Save s34l (2
Glurlor iy 8.




L k -

o - ;" 22
¥ s

FLYE

i\ :

e Voo e
= = 4
. FileMenu %i*ll Page Setup B4 C
~ ll Page Setup -un-l Diolog Box i
Page - Margine Set s2a1 %2 Margins Tab @
«l 18480 Diolog Box »uadl. RRE -

Page Setup

| Page | Margins | Header/Footer | Sheet |
Top: Header:

Bottom:

s & = ' - s

Center on page
[ Horizontally [J vertically

I OK][ Canr.el—l

Page  Top Margin Set 524 *ue GQudlar aiu &,
Ex. Top Margin 1.5” Set 529 ¢l4 dl Top Margin Box ui 1.5” Type 53.

Page - Bottom Margin Set 52 12 GlydloL 214 69,
Ex. Bottom Margin 0.5” Set 539 €l4 dl Bottom Margin Box i 0.5” Type #31.

Side M ginBox: Page 1 Lefi Side Margin Set s241 42 Glulal a &,
i Ex. Left Side Margin 1.5 Set 534 él dl Left Side Margin Box i 1.5” Type

£

de Margin Box-Page - Right Side Margin Set s3a1 42 Gudla iy 3,
Ao Ex. Right Side Margin 0.5" Set 534 ¢l dl Right Side Margin Box xi 0.5” Type

Sea &2l
ganned with 39

@mScanner




= - 3 e Wil AN 3 £ £ .
Step 4. Page | Size x4 Page « Orientation Set s2a1 412 Page Tab Gluz Click. oo e ol
wiell A1 il Diolog Box »uadl. : '
Page Selup M’
{ Page || Margns | Header/Footer | sheet |
o
A ors [B) Oueom
Scaling I Options... '

® Adjust to: % normal size
O Fit to: page(s) wide by | 1 GE tall

Paper size: [Letter 8ljzx11in E]]

Print quality; [rlerJ dpi Eﬂ

First page number: |Auto

S —

Paper Size Box Paper Size Box Mi %&l %el 1si2-i Paper i <M »uddl 6.
et adls Leler, Legal, A4 433, el 2148 % U5y Paper As5g iy d Paper
1 41 Select 531.

Orientation Page « Printing Portrain (Giey) 3 Landscape (i) 49 © d «1251
5341 (2 Orieniation il GludlaL wid 8.

Step 5 OK Button Gluz Click sl 2148l 52d1 Setting 339 Worksheet 4 Setup 4al.

410



Print:  Worksheet < Printing da i A4l s 8.

» MS Excel #i Worksheet < Printine Aai #2+i Step aendl.

Worksheet 2w sl ot 24uefl 3(3u1t 4ot A Paper G4z Printing 43 dludl d e
File Menu %1 2udd Print -t Gludiara i,

dal
Step 1. all % Worksheet «f Printing dq ¢l4 A Worksheet Open 53l

Step 2. File Menu il Print Gluz Click 531
2l A% WAl Print il Diolog Box »uail.

Print I'*_!]_[Zl_

Name: L@Eosomq-mo E] [ meﬁeSJ
Status: Idlz

Type: Epson LQ-400

l Where: LPT1:

Comment: [ print to file

t Print range pies
oa Number of coples:

v O Page(s) From: Lo: e m

y int what

i msdecdu;\, O Entire viorkbook @ @ @ O Cotate

i © Active sheet(s)

L o J[ coca ]

}'. PrinterNameBox:  Printer Name Box i %&l i Printer -t -t udat dlu §. duull 2uyd %
Printer &} Printing dai4 €14 & Printer 4 % Select 531,
| Ex. Expon LX 400

Print Range Workshhet t2da1 Pages 2l k2c1 Pages 4 Printing 498 d 454l s2a1 42 Gulat
. i @, 4 M2 Aeud A Option ell suvell agRuud Yoo QYo 53 wsiy B,

All 1 il Option Select 5341 Workshhet %t 28@1 «t4 % Page Print ud.

Pages 3 il 3 @l Workshhet 5 54 10 Page 6. d=udl §5a Page Aoz 1 @ 5
4% Printing d4 & dl Pages Box %t 110 5 Type s3.

Numberof Copies:  Print Range Box i »ulai Page - 32dl Copy Print $3d13 & -54] s3a 2 Gludlay
i . W% 2el e Page L1 Copy Print s34l o\ Print Range Box i 1 a4
s

- Step 3. OK Button G4z Click 52t %l Printer On ¢l dl Printing g us§ 2l
g| Scanned with
g CamScanner




Undo
Redo
Cut

Copy
Paste

Fill

Clear

Down :

Right :

Up

Left

Series

Delete

EDIT MENU

 Undo s2at w2 Gruslar i .
Redo s2a1 12 Gludlor aiy &,

: Cut a1 412 Glydlo wiy 9,
Copy 5241 32 Gludlat uy 6.

: Paste sz w2 GludloL aiy .

: Fill s2a e Qudlar iy 8.

% Text Select sd d-i A1 d25 Fedl e2L Select ¢dl d2di eudi Select s34l
Text Fill ust.

% Text Select ¢il d-ti 2efl 42¢ %2d) cuat Select <2 A2ai ouspii Select 23
Text Fill 2.

% Text Select edl d+ti Glu-l a4 %2¢l 191 Seiect ¢4l d2di cudi Select 536l
Text Fill a3l

% Text Select ufl A-i Mofl d25 %24l o419 Select ¢l Azai cudni Select s34 Text
Fill a3).

Series oi-ttadl Hi2 GudlaL Hiu 6.

4zl % 2E 1 7l 100 BHIAL e Auz 2 s2al © dl Al uax 1 a8y = A Cali
Select 43l. ¢4, Edit Menu i % Fill ®idl Series GluR 43\ 12l Series 34+l
Diolog Box »u4dl. dwl Series In #itll Row % Column Select 53\ %13 Type uitll
Liner Select 53l OK Button Click Gluz 53\.

: Data 4 Clear 524l q2 Glulor i .

- Row 211 Column « Delete 5241 42 GluyloL auy 9.

Delete Sheet : Workbook *i 2uddl Sheet A Delete 3 %12 Glualoy a1y &

Move of Copy Sheet : Workbook i »uddl Sheet A Move 5qL 213 Copy s34 #i2

Find

Replace

Glydlal i 8.

- Worksheet #i 20144l 1Rl #iel A1 A5 R Find 5341 w2 Qailoy

DICEE
. Worksheet #i 203d] MRl 4idl A6 0553 1R Find 53 Q4] o1z «dl
wifadl Replace $24i 412 Gludlar iy &

42




Normal

Page Break Preview

g
( on ¢
Uil OC T
£0o0om

Worksheet 1 Normal L %4l 312

\-\m."} } c

ormula

1S Bar On 'r‘"()‘f %39 -!}7'

Worksheet

|

{ Page Break Previ

i ()] 494

ir On 24 Off 24l w2

1.200m Xt WU N2

EINCIERIL R

ew i 2dal #ie Glyatst



Normal

Page Break Preview

g
( on ¢
Uil OC T
£0o0om

Worksheet 1 Normal L %4l 312

\-\m."} } c

ormula

1S Bar On 'r‘"()‘f %39 -!}7'

Worksheet

|

{ Page Break Previ

i ()] 494

ir On 24 Off 24l w2

1.200m Xt WU N2

EINCIERIL R

ew i 2dal #ie Glyatst



Cell

Rows
Column
Worksheet
Comment
Picture

Object

I"INSERT MENU

We ksheet 3 Blank Cell Insert s2ai w2 Gudlo i 9,
Worksheet 41 Blank Row Insert 52ai 42 Giudlo uiy 6.
Worksheet 4i Blank Column Insert s2ai w2 Glualat i .
Workbook i Blank worksheet Insert 52ai %2 Gludlor 2 .
Worksheet 4i »u4ai Cell AComment »iuai 412 GlualoL iy .
Worksheet i Picture G324l 312 Gludlay wiu 6.

Worksheet »i Object Ql324i 32 Glydla wiy 6.

44




Excel #i Chart ei-ttqat w2+ Steps «. 1244l ~ i
Workbook i 23a Data il G 41 %ei %gei Chart ei-uaqt w2 Excel i Insert Menu Hi 2144

Chart -l Gudlot 24 . M, Chart s-udl” Data -l 315 ofloa 010 avuell ¥ adarddl s wsud.
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COMPUTER FUNDAMENTAL!

Question  Ans.
No.

I Central Processing Unit
Control Unit
Anithmatic and Logic Unit

input
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3.
4.
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~MS Word
L. MS Word =l c-uddl $18a Page Suup 534l Hi2nl Steps dyAdl.
2.  MS Word sl oi-uddl §15as Print dal 312 Steps wxoadl.
3.  Header A Footer 912 g ? 3aq.
4.  Spelling and Grammar G4z Short Note @vil.
5.

6. Sort Gu2 Short Note cvil.
_MS Excel .

R il adag Page Setup sl 42 Steps W),
2. MS Excel i ttdell $165ax] Print ddi 42+t Steps R,

3 Chart Gu2 Short Note @u

4 Sort Gu: Short Note A

3:1“5?.2 22d 9 ? Syl sl ugdl WAl

Input 43 Output 9124 § 7 Gelev 2 Input »3 Output Device a1adl.
Key Board 642 Short Note @wil.
CPU Gy Short Note @vil. :
Sofrware 2128 3 ? Application » Operating Software GeLeeL 48 43424l

MS Word i ei-iddl $15a Protect 214 Unprotect 52ai M2+t Steps 3%2dl.
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List of Books / Reference books / E-books

https://www.computer-pdf.com/tutorials-ms-office-basics

http://freecomputerbooks.com/microsoftOfficeBooks.html

https://bookauthority.org/books/new-microsoft-office-books

https://www.onlinebooksreview.com/articles/microsoft-office-2016-books

https://spipa.gujarat.gov.in/ccc-study-material

https://microsoft-office-2007.en.lo4d.com/windows

https://microsoft-office-2007.en.softonic.com/

L ecture Notes/Handouts/PPTS

https://spipa.gujarat.gov.in/ccc-study-material



https://www.computer-pdf.com/tutorials-ms-office-basics
http://freecomputerbooks.com/microsoftOfficeBooks.html
https://bookauthority.org/books/new-microsoft-office-books
https://www.onlinebooksreview.com/articles/microsoft-office-2016-books
https://spipa.gujarat.gov.in/ccc-study-material
https://microsoft-office-2007.en.lo4d.com/windows
https://microsoft-office-2007.en.softonic.com/
https://spipa.gujarat.gov.in/ccc-study-material

N. Video Lectures, if available (like NPTEL, MOQOC, etc.) :

https://learnmech.com/autocad-tutorial-for-beginners-pdf-free-
download/

https://www.youtube.com/watch?v=9Ji00Oda0n3w
https://www.youtube.com/watch?v=0D7H4p _luvs
https://www.youtube.com/watch?v=ca_uMGSNFow

https://www.mta.ca/uploadedFiles/Community/Administrative_de
partments/Human_Resources/Training_and_professional develo
pment/Classroom/Excel%20Training%20-%20Level%201.pdf

https://www.cours-gratuit.com/excel-courses/ms-excel-course-
training-with-examples

https://www.google.com/search?g=powerpoint+presentation+idea
s&sxsrf=ALeKk004aSYOp2K2-
ARU04IFAThloUFwbw:1602226722141&tbm=isch&source=iu&i
ctx=1&fir=I-
SOTOTWXtcWgM%252CugB2FnSW3W9KkTM%252C &vet=1
&usg=Al4_-kSmBqgR-
HmMDfpgJIMvwWRQxzX9ZJSiA&sa=X&ved=2ahUKEwjjqf3U96b
SAhXCe30KHUJVDocQ h16BAgOEAk#imgrc=I-
SOTOTWXtcwWgM

Useful Software
*Microsoft Office
*AutoCAD
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Question Bank

Introduction to computer

1.

W

O 00 N o U

Give a definition of computer and write about its advantages.

. Explain input devices, their function and use.

. Explain CPU and its function.

. Write the difference between Hardware and Software.
. Write about Hardware of computer.

. Draw and explain the block diagram of the computer.

. What is software?

. Write definition of computer

. Write difference between Hardware &amp; Software of computer

10. Define the Hardware of the computer.

MS-World

v b W N

O 00 N O

. Draw screen of MS-Word.

. Explain Standard toolbar of MS-Word.

. Explain any two menus of the menu bar of MS-Word.
. Draw a Word drawing toolbar and label it.

. Explain the edit menu of MS-Word.

. Explain formatting toolbar of MS-Word.

. Draw Word Screen.

. List down the formatting toolbar of Word

. Explain the View menu of Word.

10. Write in brief about the standard toolbar of Word in brief



MS-Excel

*List down the types of charts of Excel.

*Define worksheet and workbook of Ms Excel.

*Draw screen of MS-Excel.

*Explain Standard toolbar of MS-Excel.

*Explain any four functions of MS-Excel.

*Write about the workbook &amp; worksheet of Ms-Excel.
*Write about uses of Ms-Excel.

*What do you mean by cell-address in Ms-Excel?

*Briefly write about minimum and maximum Excel function.

*Write any four functions of Excel.

AutoCAD

*Explain how AutoCAD is useful in garment designing.
*Explain any five tools of AutoCAD Draw toolbar.

*Explain any four commands of AutoCAD.

*How many types of toolbars are there in AutoCAD?
*Write difference between line &amp; polyline command.
*Write any two Modify commands of AutoCAD.

*Write any two Draw commands of AutoCAD.

*Explain HATCH and ARC tools of AutoCAD.

*Write introduction & uses of AutoCAD.

MS-Power Point
*Explain Standard toolbar of MS-PowerPoint.

*Draw screen of MS-PowerPoint.



*Explain any two menus of the menu bar of MS-PowerPoint.
*Draw Power Point Screen.

*Explain the standard toolbar of PowerPoint.

*Explain how to set up a slide show in PowerPoint.

*Explain the window menu of PowerPoint.

*Write the two functions of Ms PowerPoint.

Internet

*What is the Internet?

*How to send Emails?

*How will you use search engines for downloading information?
*Write in detail about the “Line” command of AutoCAD.

*Write in detail about “Inbox” and “Sent” in e-mail.

*Write the scope of the internet.

*Explain how to gather information from a website.

*Explain the process of sending e-mail.

*What is the internet and how to write its scope.

*What is surfing and how to gather information through websites?

*How will you gather information from a website? Explain it
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Q1 Answer any seven out of ten. E¥MI#l SlBHURL W ciotl Wanel Ul
Define computer.

532 ofl cauven vl

What 1s mousa?

WGy W2A ¢?

What is hardware? Write its functions.

81332 WeA 92deu sl vl

Define printer and Wnite the name of pninter.

Qez2ell casvau vl Qo22ett «tixd vl

Write functions of CP.U.

Al Ul 2ot sl el

What is AutoCAD?

w2lds 2@ 2

What 15 software? Which software used for garment designing?
dlgzd? Aed 92 w2 Sloudellor 2 s Ws2d2 Gualll &2
Write about arc command.

wi} siles [QA cvil

Write about shut-down.

22-516e1 @A il

Wirte the full form of AL U.

B Bl Y of Wiy ol @il

Q2 (a) How can vou make file and folders in computer?
U2 (W) 5122wl HSA uaA 5152 Adl A wenaul?
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(a) Winte uses of AutoCAD.

() Bl2lEs et Guall @il

(b) Grve the difference between Software and Hardware.
(«) #s2ed? wa s3d2 alel dsiad Wl

OR
(b) Wnte about Ammation menu of power point.
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List down the mput devices and explain any two of them

getyz Slauduell €l wdl wa axiel sl¢ ug & wxwmal

OR
Write in detail about any two commands of AutoCAD.

wl2l3set e un A 53105 [@AA wl@zu2 cvil
Explain the Internet and its uses.
Po22a2 WA dett Gualol ¥umal

OR
How can you make slide show in power point? Explain it
uauldeeni 2cuefs ol 3dl A cletanl? d wuwmal
Wirite about the advantages and limitations of computer.
5122 2edl sAclll wel Haletull @A cwil

OR
Write about cut, copy & paste of text or an object.
¢s22 b ulu®set 52, shdl wa Uze @A cil
Aoz WA yollz uxmal

OR
Wiite about header & footer.

352 ua g22 [@A el
Explain drawing toolbar of MS-Word.
W AY b o PN 2Eeu? yMamal.
OR
Explain edit menu of MS-Word.
A AN al of Wllz Ao yuwmal
Explain change case options of font m MS-Word.
A AN alui deott Ay 53 wletet WMl

OR
Draw a screen of MS-Word.

An AY ad ol ¥l €12

Write any three function s of Ms-Excel.
An Ay Asucet 818 u 20 sl avl

OR
Write about workbook & worksheet of Ms-Excel.

A An Asuenl adops wat aellz @A el
Draw Ms-Excel screen and explain row, column and cell.
Ay Ay dsuaedl ¥l €13 2, slan wal e wuemal.

OR
Explain standard toolbar of Ms-Excel.

An Ay AsUG] 21055 ZACIR ¥MMdl
How will you use search engines for downloading mformation.
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Explain different types of charts available in Ms-Excel

A AN AsSUAML YEL YEL Ysiet ué [@a wiomal
Explain the functions of any two output devices of computer.
slef uel A w62 Yz Slanefuen siall yuwtal

What do you mean by cell-address in Ms-Excel?

U VN UsHEAM Ad W3y ded 92

Explamn block diagram of computer.

512220l 6ells SIAYM ¥MHal
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