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Section -1
Operating System & Office Productivity Tools






1.1

Microsoft Windows XP/2003
What is an operating system and basic of windows?

The operating system (OS) is the first thing loaded onto the computer, without the
operating system, a computer is useless. The purpose of an operating system is to
organize and control hardware and software so that the device it lives in behaves in a
flexible but predictable way. The operating system is a interface between user and
computer. Computer software can be divided into two main categories:

Application software and system software.

Application software consists of the programs for performing tasks particular to the
machine's utilization. Examples of application software include spreadsheets,
database systems, desktop publishing systems, program development software, and
games." Application software is generally what we think of when someone speaks of
computer programs. This software is designed to solve a particular problem for users.
The diagram below illustrates the relationship between application software and
system software.

System Software

Operating _
Syetem Hardware Utilties

CPU, disks, mouse,

printer, etc.

On the other hand, system software is more transparent and less noticed by the typical
computer user. This software “provides a general programming environment in which
programmers can create specific applications to suit their needs. This environment
provides new functions that are not available at the hardware level and performs tasks
related to executing the application program”. System software acts as an interface
between the hardware of the computer and the application software that users need to
run on the computer.

An operating system has three main responsibilities:

1. Perform basic tasks, such as recognizing input from the keyboard, sending
output to the display screen, keeping track of files and directories on the
disk, and controlling peripheral devices such as disk drives and printers.

2. Ensure that different programs and users running at the same time do not
interfere with each other.

3. Provide a software platform on top of which other programs (i.e., application
software) can run.



The most operating system in India is Microsoft’s Windows operating system.
Among these Windows 98 and Windows XP are the most used operating system in
PC(Personal Computer). Microsoft Windows 2000 and Microsoft Windows 2003 are
the network operating system which is used in the network.

Other operating systems are UNIX, LINUX, OS/2 are also widely used and accepted.
Windows XP is the name of a line of operating systems developed by Microsoft for
use on general-purpose computer systems, including home and business desktops,
notebook computers, and media centers. The letters "XP" stand for experience.!'!
Codenamed Whistler during its development, Windows XP is the successor to both
Windows 2000 and Windows Me, and is the first consumer-oriented operating system
produced by Microsoft to be built on the Windows NT kernel and architecture. With
the release of Windows XP the Windows 95/98 architecture was finally discontinued.
Windows XP was first released on October 25, 2001, and as of 2006 continues to be
the most recent consumer version of Microsoft Windows available, with over 400
million copies in use.

The most common editions of the operating system are Windows XP Home Edition,
which is targeted at home users, and Windows XP Professional, which has additional
features such as support for Windows Server domains and dual processors, and is
targeted at power users and business clients. Windows XP Media Center Edition
consists of Windows XP Professional with new features enhancing the ability to
record and watch TV shows, watch DVDs, listen to music and more. Windows XP
Tablet PC Edition is designed to run the ink-aware Tablet PC platform. Two separate
64-bit versions of Windows XP were also released, Windows XP 64-bit Edition for
IA-64 (Itanium) processors and Windows XP Professional x64 Edition for
AMDG64/EM64T processors.

Windows XP is known for its improved stability and efficiency over previous
versions of Windows. It presents a significantly redesigned graphical user interface
(GUI), a change Microsoft promoted as more user-friendly than previous versions of
Windows. New software management capabilities were introduced to avoid the "DLL
hell" that plagued older consumer versions of Windows. It is also the first version of
Windows to use product activation to combat software piracy, a restriction that did
not sit well with some users and privacy advocates. Windows XP has also been
criticized by some users for security vulnerabilities, tight integration of applications
such as Internet Explorer and Windows Media Player, and for aspects of its user
interface.

Windows Vista is scheduled to be the next major revision of Microsoft Windows,
with a planned release date of November 2006 for business editions, and January
2007 for other editions.

Booting Up the computer
In computing, booting is a bootstrapping process that starts operating systems when

the user turns on a computer system. A boot sequence is the set of operations the
computer performs when it is switched on which load an operating system.
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1.2

Different Versions of Windows

The version of Windows installed on your new PC is probably Windows XP.
Microsoft has released different versions of Windows over the years, and XP is the
latest—which is why it comes preinstalled on most new PCs.

If you’ve used a previous version of Windows—such as Windows 95, Windows 98,
or Windows Me—on another PC, Windows XP probably looks and acts a little
different from what you’re used to. Don’t worry; everything that was in the old
Windows is still in the new Windows—it’s probably just in a slightly different place.

There are actually two different retail versions of Windows XP. Windows XP Home
Edition, which comes with most lower-priced PCs, is the version of XP for home and
small-business users. Windows XP Professional Edition, which comes with some
higher-priced PCs, is designed for larger businesses and corporate users. They both
share the same basic functionality; XP Professional just has a few more features
specifically designed for large corporate networks.

In addition, some new "media center” PCs come with a slightly different version of
Windows XP called Windows XP Media Center Edition. The Media Center is an
optional interface that sits on the top of the normal Windows XP desktop and allows
one-button access to key multimedia functions, including My TV, My Music, My
Pictures, and My Videos. In fact, PCs equipped with Media Center come with a
handheld remote control for quick switching from across the room! If you have
Windows XP Media Center, don’t panic; underneath the Media Center is the same
Windows XP we all know and love, and that is described in this chapter.

Introduction about Desktop, Mouse and Keyboard
Desktop
As you can see in the following figure, the Windows XP desktop includes a number

of elements. Get to know the desktop; you’re going to be seeing a lot of it from now
on.
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The major parts of the Windows desktop include

e Start button - Opens the Start menu, which is what you can use to open all your
programs and documents.

e Taskbar - Displays buttons for your open applications and windows, as well as
different toolbars for different tasks.

e System Tray - The part of the taskbar that holds the clock, volume control, and
icons for other utilities that run in the background of your system.

e Shortcut icons - These are links to software programs you can place on your
desktop; a "clean" desktop includes just one icon, for the Windows Recycle Bin.

¢ Recycle Bin - This is where you dump any files you want to delete.

Introduction about Keyboard
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Key Function

F1- F12 (Function keys) |Used to perform special functions that depend on the software being

used.

Enter or Return Used to execute an instruction or data being keyed in through the
keyboard

Caps lock Used for keying in capitalized alphabets.

Shift Capslock off: If pressed simultaneously with a character key, a

capitalized alphabet is input Capslock on: It reverses the above effect.
Also used to input the upper symbols for keys with two symbols or
characters on them.

Alt key Pressed with other keys, they input special messages to the computer.
Backspace Used to erase the character to the left of the cursor position.
NumLock Used to activate the numeric keys on the Numeric keypad.

Cursor keys Used to move the cursor in the direction indicated.

Home, End, PgUp, PgDn |Used to perform special functions, with which you will become
familiar during the course.

Ins Used to insert characters at the current cursor position

Del Used to delete characters at the current cursor position.

Esc Depends on the application. Usually used to cancel a command.
Print Screen Used to print whatever is displayed on the screen.

SysRq System Required; depends on the application.

Introduction about Mouse

A mouse is a small device that is connected to the system unit by means of a long
wire. This is another input device, whose movement causes the corresponding
movement of a pointer on the screen. It usually has two or three buttons using which
the user can select options from the screen.

Important Windows Operations

To use Windows efficiently, you must master a few simple operations, such as
pointing and clicking, dragging and dropping, and right-clicking. You perform all
these operations with your mouse.

Pointing and Clicking

The most common mouse operation is pointing and clicking. Simply move the mouse
so that the cursor is pointing to the object you want to select, and then click the left
mouse button once. Pointing and clicking is an effective way to select menu items,
directories, and files.



Double-Clicking

If you’re using Windows XP’s default operating mode, you’ll need to double-click an
item to activate an operation. This involves pointing at something onscreen with the
cursor and then clicking the left mouse button twice in rapid succession. For example,
to open program groups or launch individual programs, simply double-click a specific
icon.

Right-Clicking

When you select an item and then click the right mouse button, you’ll often see a
pop-up menu. This menu, when available, contains commands that directly relate to
the selected object. Refer to your individual programs to see whether and how they
use the right mouse button.

Dragging and Dropping

Dragging is a variation of clicking. To drag an object, point at it with the cursor and
then press and hold down the left mouse button. Move the mouse without releasing
the mouse button, and drag the object to a new location. When you’re done moving
the object, release the mouse button to drop it onto the new location.

You can use dragging and dropping to move files from one folder to another or to
delete files by dragging them onto the Recycle Bin icon.

Hovering

When you position the cursor over an item without clicking your mouse, you’re
hovering over that item. Many operations require you to hover your cursor and then
perform some other action.

Moving and Resizing Windows

Every software program you launch is displayed in a separate onscreen window.
When you open more than one program, you get more than one window—and your
desktop can quickly get cluttered.

There are many ways to deal with desktop clutter. One way to do this is to move a
window to a new position. You do this by positioning your cursor over the window’s
title bar and then clicking and holding down the left button on your mouse. As long as
this button is depressed, you can use your mouse to drag the window around the
screen. When you release the mouse button, the window stays where you put it.

You also can change the size of most windows. You do this by positioning the cursor
over the very edge of the window—any edge. If you position the cursor on either side
of the window, you can resize the width. If you position the cursor on the top or



bottom edge, you can resize the height. Finally, if you position the cursor on a corner,
you can resize the width and height at the same time.

Maximizing, Minimizing, and Closing Windows
Another way to manage a window in Windows is to make it display full-screen. You

do this by maximizing the window. All you have to do is click the Maximize button
at the upper-right corner of the window, as shown in following Figure

Cl OSF BUTTON
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If the window is already maximized, the Maximize button changes to a Restore Down
button. When you click the Restore Down button, the window resumes its previous
(pre-maximized) dimensions.

If you would rather hide the window so that it doesn’t clutter your desktop, click the
Minimize button. This shoves the window off the desktop, onto the Taskbar. The
program in the window is still running, however—it’s just not on the desktop. To
restore a minimized window, all you have to do is click the window’s button on the
Windows Taskbar (at the bottom of the screen).

Caution

If you try to close a window that contains a document you haven’t saved, you’ll be
prompted to save the changes to the document. Because you probably don’t want to
lose any of your work, click Yes to save the document and then close the program.

If what you really want to do is close the window (and close any program running
within the window), just click the window’s Close button.

Scrolling Through a Window

Many windows contain more information than can be displayed at once. When you
have a long document or web page, only the first part of the document or page is
displayed in the window. To view the rest of the document or page, you have to scroll
down through the window, using the various parts of the scroll bar (As shown in the
following Figure).
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There are several ways to scroll through a window. To scroll up or down a line at a
time, click the up or down arrow on the window’s scrollbar. To move to a specific
place in a long document, use your mouse to grab the scroll box (between the up and
down arrows) and drag it to a new position. You can also click on the scroll bar
between the scroll box and the end arrow, which scrolls you one screen at a time.

If your mouse has a scroll wheel, you can use it to scroll through a long document.
Just roll the wheel back or forward to scroll down or up through a window.

Using Menus

Most windows in Windows use a set of pull-down menus to store all the commands
and operations you can perform. The menus are aligned across the top of the window,
just below the title bar, in what is called a menu bar.

File Edit Format Miew Help

You open (or pull down) a menu by clicking the menu’s name. The full menu then
appears just below the menu bar, as shown in Figure below. You activate a command
or select a menu item by clicking it with your mouse.

! untitled - Notepad
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Exit

Some menu items have a little black arrow to the right of the label. This indicates that
additional choices are available, displayed on a submenu. Click the menu item or the
arrow to display the submenu.

Other menu items have three little dots (called an ellipsis) to the right of the label.

This indicates that additional choices are available, displayed in a dialog box. Click
the menu item to display the dialog box.
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Using Toolbars

Some Windows programs put the most frequently used operations on one or more
toolbars, typically located just below the menu bar. A toolbar looks like a row of
buttons, each with a small picture (called an icon) and maybe a bit of text. You
activate the associated command or operation by clicking the button with your mouse.

If the toolbar is too long to display fully on your screen, you’ll see a right arrow at the
far-right side of the toolbar. Click this arrow to display the buttons that aren’t
currently visible.

Tool tip

If you’re not sure which button does what, you can hover the cursor over the button to
display a tool tip. A tool tip is a small text box that displays the button’s label or other
useful information.

Using Dialog Boxes, Tabs, and Buttons

When Windows or an application requires a complex set of inputs, you are often
presented with a dialog box. A dialog box is similar to a form in which you can input
various parameters and make various choices—and then register those inputs and
choices when you click the OK button. (Figure shows the Print dialog box, found in
most Windows applications.)

Prinker
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Skakus: Idle Find Printer. ..
Type:! hp LaserJet 1320 PCL 6

where: LPT1: [T Print £ File
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Page range Copies
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O Currenk page O Selection

) Pages: Hﬁ Callate
Enter page numbers andfor page ranges '

sepatated by commas. For example, 1,3,5-12

Zoam

Print what: | Document w
) Pages per sheet: 1 w
Print: Al pages in range B FEr AL ESSE
Scale ko paper size: o Scaling v
o] (o )

Use dialog boxes to control various aspects of your Windows applications.
There are several different types of dialog boxes, each one customized to the task at

hand. However, most dialog boxes share a set of common features, which include the
following:
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Buttons—Most buttons either register your inputs or open an auxiliary dialog
box. The most common buttons are OK (to register your inputs and close the
dialog box), Cancel (to close the dialog box without registering your inputs), and
Apply (to register your inputs without closing the dialog box).

Tabs—These allow a single dialog box to display multiple "pages" of
information. Think of each tab, arranged across the top of the dialog box, as a
"thumb tab" to the individual page in the dialog box below it. Click the top of a
tab to change to that particular page of information.

Text boxes—These are empty boxes where you type in a response. Position your
cursor over the empty input box, click your left mouse button, and begin typing.
Lists—These are lists of available choices; lists can either scroll or drop down
from what looks like an input box. Select an item from the list with your mouse;
you can select multiple items in some lists by holding down the Ctrl key while
clicking with your mouse.

Check boxes—These are boxes that let you select (or deselect) various
standalone options.

Sliders—These are sliding bars that let you select increments between two
extremes, similar to a sliding volume control on an audio system.

Using the Start Menu

All the software programs and utilities on your computer are accessed via Windows’
Start menu. You display the Start menu by using your mouse to click the Start button,
located in the lower-left corner of your screen.

As you can see in Figure , the Windows XP Start menu consists of two columns of
icons. Your most frequently used programs are listed in the left column; basic
Windows utilities and folders are listed in the right column. To open a specific
program or folder, just click the icon.
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,..) Search
All Programs D =) Run...

i start VEE >

Access all the programs on your system from the Start menu.
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To view the rest of your programs, click the All Programs arrow. This displays a new
menu called the Programs menu. From here you can access various programs, sorted
by type or manufacturer. (When more programs are contained within a master folder,
you’ll see an arrow to the right of the title; click this arrow to display additional
choices.)

Launching a Program

Now that you know how to work the Start menu, it’s easy to start any particular
software program. All you have to do is follow these steps:

1. Click the Start button to display the Start menu.

2. If the program is displayed on the Start menu, click the program’s icon.

3. If the program isn’t visible on the main Start menu, click the All Programs button,
find the program’s icon, and then click it.

Switching Between Programs

After you’ve launched a few programs, it’s easy to switch between one program and
another. To switch to another program (and send all other open programs to the
background), you can do one of the following:

o Click the application’s button in the taskbar

To switch between applications.

e Click any visible part of the application’s window—including its title bar.

o Hold down the Alt key and then press the Tab key repeatedly until the application
window you want is selected. (This cycles through all open windows.) When
you’re at the window you want, release the Alt key.

If you have multiple windows open at the same time, you can determine which is
currently the active window by its title bar. The title bar for the active program is
brighter, and the title bar text is bright white. An inactive title bar is more dull, with
off-white text. If you have overlapping windows on your desktop, the window on top
is always the active one. The active application’s Taskbar button looks like it’s
pressed in.

Shutting Down Windows—and Your Computer

Windows starts automatically every time you turn on your computer. Although you
will see lines of text flashing onscreen during the initial startup, Windows loads
automatically and goes on to display the Windows desktop.

Do not turn off your computer without shutting down Windows. You could lose data
and settings that are temporarily stored in your system’s memory.

To shut down Windows and turn off your PC, follow these steps:

Click the Start button to display the Start menu.

Click the Turn off Computer button.

When the Turn off Computer dialog box appears, click the Turn Off button.
Manually turn off your monitor, printer, and other peripherals.

Awnh e
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1.3

File and Folder Management

All the information on your computer is stored in files. A file is nothing more than a
collection of data of some sort. Everything on your computer’s hard drive is a
separate file, with its own name, location, and properties. The contents of a file can be
a document from an application (such as a Works worksheet or a Word document), or
they can be the executable code for the application itself.

Every file has its own unique name. A defined structure exists for naming files, and
its conventions must be followed for Windows to understand exactly what file you
want when you try to access one. Each filename must consist of two parts, separated
by a period—the name (to the left of the period) and the extension (to the right of the
period). A filename can consist of letters, numbers, spaces, and characters and looks
something like this: this is a filename.ext.

Windows stores files in folders. A folder is like a master file; each folder can contain
both files and additional folders. The exact location of a file is called its path and
contains all the folders leading to the file. For example, a file named filename.doc
that exists in the system folder, that is itself contained in the windows folder on your
c:\ drive, has a path that looks like this: c:\windows\system\filename.doc.

Managing PC Resources with My Computer

The My Computer utility lets you access each major component of your system and
perform basic maintenance functions. For example, you can use My Computer to
"open" the contents of your hard disk, and then copy, move, and delete individual
files.

To open My Computer, follow these steps:
1. Click the Start button to display the Start menu.
2. Select My Computer.

As you can see in the following Figure , the My Computer folder contains icons for

each of the major components of your system—your hard disk drive, floppy disk
drive, CD-ROM or DVD drive, and so on.

14
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Use My Computer to manage your hard drive and other key components.

Each folder in Windows XP contains an activity pane (sometimes called a task pane)
on the left side of the window. This pane lets you view relevant information about
and perform key operations on the selected item.

You can also use My Computer to view the contents of a specific drive. When you
double-click the icon for that drive, you’ll see a list of folders and files located on that
drive. To view the contents of any folder, just double-click the icon for that folder.

Managing Files with My Documents

The documents you create with Microsoft Word and other software programs are
actually separate computer files. By default, all your documents are stored
somewhere in the My Documents folder.

Windows lets you access the contents of your My Documents folder with a few clicks
of your mouse. Just follow these steps:

1. Click the Start button to display the Start menu.
2. Click My Documents.

As you can see in the following Figure, the My Documents folder not only contains
individual files, it also contains a number of other folders (sometimes called
subfolders), such as My Pictures and My Music. Double-click a subfolder to view its
contents, or use the options in the Files and Folders Tasks panel to perform specific
operations—including moving, copying, and deleting.
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Access your important document files from the My Documents folder.

Managing Windows with the Control Panel

There’s one more Windows utility, similar to My Computer and My Documents that
you need to know about. This utility, the Control Panel, is used to manage most (but
not all) of Windows’ configuration settings. The Control Panel is actually a system
folder (like My Computer and My Documents) that contains a number of individual
utilities that let you adjust and configure various system properties.

To open the Control Panel, follow these steps:

1. Click the Start button to display the Start menu.
2. Click Control Panel.

When the Control Panel opens, as shown in the following Figure, you can select a
particular category you want to configure. When the Pick a Task page appears, either
click a task or click an icon to open a specific configuration utility. (When you click a
task, the appropriate configuration utility is launched.)
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The Windows XP Control Panel—configuration tasks organized by category.

When you open a configuration utility, you’ll see a dialog box for that particular item.
You can then change the individual settings within that dialog box; click the OK
button to register your new settings.

All the Other Things in Windows

Windows is more than just a pretty desktop and some configuration utilities.
Windows also includes a large number of accessory programs and system tools you
can use to perform other basic system operations.

Accessories

Windows includes a number of single-function accessory programs, all accessible
from the Start menu. These programs include a calculator, some games, two basic
word processors (Notepad and WordPad), a drawing program (Paint), a player for
audio and video files (Windows Media Player), and a digital video editing program
(Windows Movie Maker). You access most of these accessories by clicking the Start
button and selecting All Programs, Accessories.

Internet Utilities

In addition to the aforementioned Windows accessories, Windows XP also gives you
three important Internet utilities. These include a web browser (Internet Explorer), an
email program (Outlook Express), and an instant messaging program (Windows
Messenger). You access these three utilities by clicking the Start button and selecting
All Programs.
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System Tools
Windows XP includes a handful of technical tools you can use to keep your system

running smoothly. You can access all these tools by clicking the Start button and
selecting All Programs, Accessories, and System Tools.
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Windows Server 2003

Windows Server 2003 is the name of Microsoft's line of server operating systems. It
was introduced in April 2003 as the successor to Windows 2000 Server, and is
considered by Microsoft to be the cornerstone of their Windows Server System line
of business server products.

Overview

Released on April 24, 2003, Windows Server 2003 (which carries the version number
5.2) is the follow-up to Windows 2000 Server, incorporating compatibility and other
features from Windows XP. Unlike Windows 2000 Server, Windows Server 2003's
default installation has none of the server components enabled, to reduce the attack
surface of new machines. Windows Server 2003 includes compatibility modes to
allow older applications to run with greater stability. It was made more compatible
with Windows NT 4.0 domain-based networking. Incorporating and upgrading a
Windows NT 4.0 domain to Windows 2000 was considered difficult and time
consuming, and generally was considered an all or nothing upgrade particularly when
dealing with Active Directory. Windows Server 2003 brought in enhanced Active
Directory compatibility, and better deployment support, to ease the transition from
Windows NT 4.0 to Windows Server 2003 and Windows XP Professional.

Significant enhancements have been made to various services such as the 1IS web
server (which was almost completely re-written to improve performance and
security), Distributed File System (which now supports hosting multiple DFS roots on
a single server), Terminal Server, Active Directory, Print Server, and a number of
other areas. Windows Server 2003 was also the first operating system released by
Microsoft after the announcement of their Trustworthy Computing initiative, and as a
result, contains a number of improvements to security defaults and practices.

The product went through several name changes during the course of development.
When first introduced to technical beta testers in mid-2000, it was known by its
codename, "Whistler Server"; it then changed to "Windows 2002 Server" for a brief
time in mid-2001, before being renamed "Windows .NET Server" as part of
Microsoft's effort to promote their new integrated enterprise and development
framework, Microsoft .NET. However, due to fears of confusing the market about
what ".NET" represents and responding to criticism, Microsoft removed .NET from
the name during the Release Candidate stage in late 2002. This allowed the name
.NET to exclusively apply to the .NET Framework, as previously it had appeared that
.NET was just a tag for a generation of Microsoft products.
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MS Word 2003 including Advanced features
Opening Word Processing Package.

The steps to activate Word are:

e Click on the Start button in the taskbar.

e Select the Programs option from the Start menu.

e Click on the Microsoft Word option (refer Figure 1.1).

This invokes MS Word and displays a document window.
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A new document window is displayed each time Microsoft Word is invoked:
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The Menu Bar

Menu bar—is positioned below the Title bar. It contains options like
e File



e Edit
e View
e Format

Each of these menu bar items has drop-down menus. A drop-down menu comprises a
list of options which drops down when you click on the menu bar item. The options
can be activated by pressing together the Alt key and the underlined character in the
option name (often called hot keys). For example, the user can press Alt and f keys
together to invoke the File menu. etc.

Using the Icons below menu bar — Toolbar

Toolbar— helps the user to perform tasks faster and with ease. Two of the most
commonly-used toolbars are the standard toolbar and the formatting toolbar. The
standard toolbar provides shortcuts for menu commands while the formatting toolbar
contains tools related to formatting of the text in the document. When the user starts
MS Word, these toolbars are displayed just below the menu bar.

Opening documents, Save and Save As

Word allows you to create and save a document on the disk.
The steps to create a new document are:

1. Select the New option from the File menu.
2. Select the Blank Document icon.
3. Click on the Document radio button in the Create New box.

To create a new template, click on the Template radio button in the Create New box.
4. Click on the OK button.

A blank new document is displayed.
Opening a Document
The steps to open an existing document are:

1. Select the Open option from the File menu or press Ctrl + O.
An Open dialog box is displayed as shown in Figure.
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2. Select the appropriate drive and folder.
3. Type the name of the file to be opened in the File Name text box or select the file

from the list.
4. Click on the Open button.

Saving a Document

When a document is typed, it is stored in the internal memory of the machine. In
order to preserve the document for future use, it needs to be saved on the disk.

The steps to save a document are:

1. Select the Save As option from the File Menu.
The Save As dialog box is displayed as shown in the following figure:

Save in: E@-aQ ¥ oy B~ mds~
LY I2)C15A Certification_Files
IS Hiskar
6 CHistary
My Recent _.-i_"My Music
BRI EﬂMy Pictures
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LB I Z)Warezleech_Info - Your #1 Place For Warez_files
Deskkop IEl1RegisI:erecI Co
- lﬂ_]Registered Col
My Docurnents
%8
My Carmputer
11 File namne: word processing :J
My Metwiork, = =
Places Save as LyPe!  word Document &
2. Type a file name in the File Name box.

3. Click on the Save button.
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By default, the new document is saved as a word document with an extension .doc. If

we want to save as different type we have to click save as type as show below:
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4. Once a document is saved with a specific name, save button from File menu is
used to save the document while editing.

If we want to set different tools from Save As dialog box,

File -> Save As -> Tools
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For security options, click on security options in tools.

Security

File encryption options For this document

Password ta open: || | advanced. ..

File sharing options For this document

Password to modify: | |

] read-only recommended

Prokect Document. ..

Privacy options
[ remove personal information from File properties on save

[] warn before prinking, saving or sending a file that contains tracked
changes or comments

Stare randam number ko improve merge accuracy

Make hidden markup visible when opening or saving

Macro security

Adjust the security level For opening files that might Macro Security ..
contain macra viruses and specify the names of =

trusted macro developers,

[ [l 8 ][ Cancel ]

Page Setup, Print View, Printing of documents, Print a selected page

Page Setup

This command is used to change paper source, paper size, margins and page

orientation for the document.

Select a paper source

1. On the File menu, click Page Setup.
Following dialog box will appear.

Page Setup

Margins

Faper size:

A =]

width: 8.27"

Height: 11.69" 3:

Paper source

Firskt page:

Manual Paper Feed

Prewview
Apply ta:

|This section j

Print Options. ..

Other pages:

Defaulk tray Cautomatically S

Manual Paper Feed

Defaulk. ..

Cancel

% I
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2. Click on Paper Tab.

3. Select the Paper source from the List box.

Select a paper size

1. On the File menu, click Page Setup.

2. Click on Paper Tab.

3. Select the Paper size from the drop down list box.

Change page margins

1. On the File menu, click Page Setup, and then click the Margins tab.

l Paper ] Lawaout ]

Margins

Top: " El: Bottom: [1" El:

Left: " =] Right: [1" =]

Gutter: o El: Gutter position: [Left -
Orientation

Portrait Landscape

Pages

Multiple pages: |Normal j
Preview

Apply ko ——

This section ﬂ _
Default... (o] 4 I Cancel

2. Under Margins, select the options you want.

Print View
1. Select the Print Preview Icon from the Standard Tool bar OR
2. Select the Print Preview from the File Menu
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Printing of Document

1. On the File menu, select the Print option, Print dialog box will appear as shown
in the following figure.

l Frlit

=X
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() Current page
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Print what: | Document A Ll
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2. Select the name of printer from the Printer Name box.
3. Enter the no. of copies to print in the Number of copies box.
4. Click on Ok to Print the document.

Print a selected page

1. Put a cursor on the page which is to print.
2. Click on Print from the File menu.
3. Click on Current page radio button from the page range.

26



4. Click on Ok to print the selected page.

Display / Hiding of Paragraph Marks and Inter Word Space

1. Click on Tools from Menu bar.

2. Select Options from the Tools. An Option dialog box will appear as shown in

the following figure.

il

Security

User Information

Wigw General

Highlig
[1 Bookmarks
Status bar
ScreenTips

Farmatting marks
] 1ab characters
|:| Spaces
[1Paragraph marks

apelling & Grammar

il 3
Track Changes
Compatibility File Locations
Edit Prink Save

Smark tags
animated ket
Harizonkal scroll bar
wertical scrall bar
[] picture placeholders

Windaows in Taskbar
[] Field rodes

Field shading;

‘when selected

[ Hidden text
[] optional hyphens

[ al

Print and Web Layout options

Drawings
] object anchors
] Text boundaries

Cutline and Marmal options

] wrap to window Style area width: 0"
] Craft Font:
ok | [ cancel
3. Select View tab from the dialog box.
4. Mark / Unmark on Paragraph marks, spaces from formatting marks.
5. If we want to set saving options click save dialog box.

white space between pages (Prink vigw onky)
[ Background colors and images (Prink wiew only)
wertical ruler (Prink wiew only)
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Moving around in a Document, Scrolling the Document

Following Table lists the various keys and key combinations used to move around in
a document.

Name of Keys(s) Moves the Cursor to

Up arrow, Down arrow. Left One character up, down, left and
arrow, Right arrow right.

Ctrl + Right arrow Next word.

Ctrl + Left arrow Previous word.

Home Beginning of the line.

End End of the line.

Ctrl + Home Beginning of the document.
Ctrt+End End of the document.

Ctrl + Page up Beginning of previous page
Ctrl + Page down Beginning of next page.
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Scrolling by line / paragraph, Fast Scrolling & Moving pages

1. Page Up and Page Down keys are used to scroll one page up / down in a
document.

2. Moving a Vertical Scroll bar from the right side of word screen moves page up
and down.

3. Moving the horizontal scroll bar from the down side of word screen moves page
left and right.

Paragraph and Tab Setting, Text selection, Cut, copy & paste

Formatting Paragraphs

In Word, each time you press the Enter key, you create a new paragraph. Word
paragraphs always end with a paragraph mark. The paragraph mark is normally
hidden from view, but stores all the paragraph formatting for the paragraph that it
ends.

Line Spacing

Spacing is used to design a document and make it more readable. It is measured by
lines. The default spacing is single. Word enables you to change the line spacing in
your text. You can set spacing to single, double or one and half lines.

The steps to set line spacing are:
1. Select the paragraph(s) to space.
2. Select the Paragraph option from the Format menu.

The Paragraph dialog box is displayed as follows:
ErEerapi| ._Jd

Indents and Spacing | Line and Page EBreaks

General

Alignment: Outline level: Body text

Indentation

Left:

o

Spedial: By:
Right: o (none)

Spacing
Befare: opt Line spacing: Ak
After: 0 pt Single

Presien

Select the Indents and Spacing tab.
Select an option from the Line Spacing drop-down list.
Select a value from the at list box.

o s w
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6.

Click on the OK button to close the dialog box.

Paragraph Spacing
You can define the amount of white space that should be placed before and after
paragraphs by using the Paragraph dialog box.

The steps to add a single line of white space before or after a paragraph are:

1.

arwN

Select the paragraph(s).

Open the Paragraph dialog box.

Select the Indents and Spacing tab.

Enter the specification in the before or After Spacing spin box
Click on the OK button.

Setting Tabs

Tabs are used for creating quick, relatively simple lists. Working with tabs is a two-part
process. The first step is to set the tab stops. Word offers five types of tab stops—Left,
Center, Right, Decimal and Bar tabs. The default tab stop is left. The second step in using
tabs is to press the Tab key as the document is typed, to move the insertion point forward
to the next tab stop. The default tab-stop position is 0.5 inch.

Setting Tab Stops

The Tab dialog box provides additional tab-related features. Word also provides tab
leaders that make text easy to read. A tab leader is a row of dots or dashes that is inserted
between two text elements.

The steps to set tabs stops using the Tabs dialog box are:

1.
2.

Select the paragraph.
Select the Tabs option from the Format menu.

The Tabs dialog box is displayed as follows:

i L_ﬂ |
Tab stop position: Defaulk tab stops:

| 0.5"

Tab stops to be cleared:

alignrment
=) Left ) Center ) Right
() Decimal ) Bar

Leader
(%) 1 Nore Oz....... Oz
Oa_

Clear all

[ kK ] [ Cancel ]
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3. Using decimal numbers, type the position of the tab stop in the Tab Stop
Position box.

4. Select the tab alignment you want: Left, Center, Right, Decimal, or Bar from the
Alignment group.

5. Select the tab leader style you want: 1 for no leader, 2 for a dotted leader, 3  for
a dashed leader, or 4 for an underlined leader from the Leader group.

6. Click on the Set button to set the tab stop.

7. Click on the OK button.

To clear the Tab setting, use the Clear button on the Tabs dialog box to clear the tabs.

Indenting Text

Indenting is making your text look more eye-catching. Indents are added to margins,
thereby increasing the white space and decreasing the text area for specific
paragraphs.

You can indent your text by using the:
e Ruler
e Paragraph dialog box

Using the Ruler

The steps to set the left and right indents with the ruler bar are:

1. Select the paragraph(s) for which you want to set tabs.

2. Point to and then drag the appropriate triangular indent markers to the
desired locations.

When you release the mouse button, the text will be indented according to the
specification.

Using the Paragraph Dialog Box
Using the Paragraph dialog box, you can specify the left, right, first line and hanging
indents.

The steps to set indents for text by using the paragraph dialog box are:
1. Select paragraph(s) to be indented.
2. Select the Paragraph option of the Format menu.

The Paragraph dialog box is displayed.
3. Enter the specifications in the Left or Right Indentation spin box.

You can also select First Line or Hanging indent from the Special drop-down list box.
4. Select a value in the by spin box.
5. Click on the OK button.

Text Selection

When you enter your text, you are quite likely to make mistakes. Corrections of these
mistakes are called editing. Editing text is an essential feature of a word processing
package.
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In order to perform any editing operation on the text in a document, the text needs to
be selected.

The steps to select a text are:

1. Position the insertion point at the beginning of the text to be selected.

2. Hold down the left mouse button and drag the mouse in any direction across the
text to be selected.

The selected text will be highlighted.

Cut

1. Select the Text to be cut.

2. Select the Cut option from the Edit menu, or click on the Cut button of the
standard toolbar.

Alternatively, select the text and press Ctrl+X.

Copy

1. Select the Text to be cut.

2. Select the Copy option from the Edit menu, or click on the Copy button of the
standard toolbar.

Alternatively, select the text and press Ctrl+C.

Paste

1. Position the insertion point at the location where the text should appear.

2. Select the Paste option from the Edit menu, or click on the Paste button of the
standard toolbar.

Alternatively, Position the insertion point and press Ctrl+V.

Font and size selection, bold, italic and underline

Formatting a document includes assigning fonts and font sizes, aligning text, dividing
text into columns, adjusting the line and paragraph spacing, and setting margins. In
the following section, you will learn how to format text.

Changing Fonts and Style

Font refers to the manner or style in which text is displayed in the document.
Different fonts contain different collection of characters and symbols. Word offers
many ways to change fonts and font styles. The text to be formatted needs to be
selected first.

The steps to change font styles are:

1. Select the text whose font has to be changed.

2. Click on the down-arrow to the right of the Font list box in the Formatting
toolbar.
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A list of available fonts is displayed as shown in the following figure.
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3. Select a font from the list.
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4. Use one or more options explained in Table 1.3.

Button Name|Sample Output

Bold Changing font style.
Italic Changing font style.
Underline  [Changing font style.

Changing Font SIZE

Font’s size is measured in points. Points and picas are used for measuring spacing,
line thickness, and so on. There are 12 points to a pica and six picas to an inch;
therefore, there are 72 points to an inch. Normal template document is 10 points
Times New Roman, by default. Word offers many ways to choose font sizes.

The steps to change the font size are:
1. Select the text whose font size has to be changed.
2. Click on the down-arrow to the right of the Font Size list box in the

A list of available font’s sizes is displayed.

IEQ;»ScanToOFFiceaizﬁNormaI+JustiF-TimesNewRoman vv|B I g|§§§$§.|35 <-=+.—|.é.
[ ez A s AE——"
- 10
w 11
1z
14
| 15
R l15]
20
i 2z
- 24
. 26 ™

Select a font size from the list
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Alignment of Text: Center, Left, Right and Justify

Alignment's a way of organizing the text. It refers to the position of the text relative to
the margins. Word enables the user to left-align, right-align, center-align and justify
the text in the document in order to enhance it. This can be done by using the four
formatting toolbar buttons:

By default, Word uses left alignment. It is a good policy not to use spaces to center
your text. Type the text at left margin and press the Center button to center your text.

Right-aligned Text

Text is said to be right-aligned if it is aligned with the right margin of the page. To
right-align a paragraph, position the cursor on any line within the paragraph and click
on the Align Right button on the Formatting toolbar.

Left-aligned Text

Text is said to be left-aligned if it is aligned with the left margin of the page. This is
the default mode of alignment. To left-align a paragraph, position the cursor on any
line within the paragraph, and click on the Align Left button on the Formatting
toolbar.

Centered Text

The center option is normally used to center the heading and text. To center a line of
text, position the cursor on the line and click on the Center button on the Formatting
toolbar.

Justified Text

This feature aligns a paragraph with both the left and the right margins. Inter-word
spacing is adjusted such that each line of text begins at the left margin and ends at the
right margin. To justify a line of text, position the cursor on that line and click on the
Justify button on the formatting toolbar.

Formatting the Text: Changing the Font, Size and Color

Using the Font Dialog Box
Font dialog box contains most comprehensive collection of formatting options.

The steps to open the Font dialog box are:
1. Select the Font option from the Format menu,
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The Font dialog box is displayed as shown in the following Figure.

Fant Character Spacing | Text Effects

Font: Font style: Size:
Reqular 12
8 A
Italic 9
Times Mew Roman Special G2 50:3 : 1
Tiranti Solid LET Bold Italic L1
e F FER— v
Font calor: Undztline style:
Automatic | | {nonel w
Effects
[] strikethrough [] shadawe [ small caps
[J pouble strikethrough [ outline [ all caps
[ superscript [ Embuoss [ Hidden
[ subscript [JEngrave

Previgw

Times Mew F.oman

Thiz iz a TrueType Fant. This font will be used on bath printer and scraen,

Ok ] [ Cancel
2. Make the appropriate selections for the Fonts, Style, size and color from

the dialog box.
Using the Format Painter

The Format Painter is used to format an entire document quickly and easily. The
Format Painter copies formats from the selected text to the text you want to
format. Suppose, you have formatted a line as Times New Roman, bold, italic,
underline and left-aligned. Rather than formatting each paragraph of the
document separately, the Format Painter can be used to format the entire
document.

The steps to copy character formatting are:

1. Select the text whose format is to be copied.

2. Click on the Format Painter button in the standard toolbar.
The mouse pointer changes to a paintbrush with an I-beam.

3. Select the text to be formatted.
The text automatically changes to the copied format.

4. Press the Esc key when formatting is over or click on the Format Painter
Button again.
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Paragraph Indenting, Bullets and Numbering

Indenting Text

Indenting is making your text look more eye-catching. Indents are added to margins,
thereby increasing the white space and decreasing the text area for specific
paragraphs.

You can indent your text by using the:
e Ruler
e Paragraph dialog box

Using the Ruler
The steps to set the left and right indents with the ruler bar are:

1. Select the paragraph(s) for which you want to set tabs.

2. Point to and then drag the appropriate triangular indent markers to the desired
locations.

l|m 51 R R I B SR R S R SERrA L IR A

When you release the mouse button, the text will be indented according to the
specification.

Using the Paragraph Dialog Box

Using the Paragraph dialog box, you can specify the left, right, first line and hanging
indents.

The steps to set indents for text by using the paragraph dialog box are:

1. Select paragraph(s) to be indented.

2.  Select the Paragraph option of the Format menu.

The Paragraph dialog box is displayed.

3. Enter the specifications in the Left or Right Indentation spin box.

You can also select First Line or Hanging indent from the Special drop-down list box.
4.  Select a value in the by spin box.

5. Click on the OK button.

Creating Bulleted and Numbered Lists

You can use bullets and numbers to make the lists in your document attractive and
easy to read. You can bullet or number your lists by using Bullets and Numbering
dialog box.

The steps to add bullets or numbers are:

1.  Select an existing list or type in a new list.

2. Select the Bullets and Numbering option from the Format menu.

The Bullets and Numbering dialog box is displayed as shown in the following Figure.
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Bullets and Numbering EJ

Bulleted | Mumbered | Cutline Numbered || List Styles
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[ a4 ] [ Cancel
3. Select a bullet style of your choice.

4, Click on the OK button.
Cut, Copy and Paste across the documents

If a text is required to cut or copy into another document, following steps are taken:

1 Leave the current document open.

2 Open another document from the File menu OR open new document.

3. Select the text, paragraph to be copied into another document

4, Select Cut or Copy option from the Edit menu

5 Click on Window from the standard toolbar.

6 A list of opened word documents will be displayed Select another
Document from that list.

7. Put the cursor in the document where the text is to be copied. Select
Paste option from the Edit menu.

The Selected text / paragraphs will be copied on that location.

Use of Tab and Tab Setting, Changing case

Use of Tab

Tabs are used for creating quick, relatively simple lists. Working with tabs is a two-part
process. The first step is to set the tab stops. Word offers five types of tab stops—Left,
Center, Right, Decimal and Bar tabs. The default tab stop is left. The second step in using
tabs is to press the Tab key as the document is typed, to move the insertion point forward
to the next tab stop. The default tab-stop position is 0.5 inch.

Changing Case
The steps to convert the case of text are :
1. Select the text to be changed.
2. Select the Change Case option from the Format menu.
A Change Case dialog box is displayed as in the following figure:

37



Change Case E]

{:} Sentence case.

) lowercase

) Title Case
() HOGEGELE cASE

[ Ok ] [ Cancel

3. Select the desired option.
4. Click on the OK button.

Following Table lists the various options of the Change Case dialog box along with
their function.

Option Function

Sentence case Capitalizes only the first letter in the selected sentences.

lowercase Converts all selected text to lowercase letters.
UPPER CAS E |Converts all selected text to uppercase letters.
Title Case Capitalizes the first letter of each word of the selected text.

tOGGLE cASE |[Changes uppercase to lowercase and lowercase to
uppercase in all selected text.

Spelling and Grammar Check

Some of the content in this topic may not be applicable to some languages. By
default, Microsoft Word checks spelling and grammar automatically as you type,
using wavy red underlines to indicate possible spelling problems and wavy green
underlines to indicate possible grammatical problems.

. You can also check spelling and grammar all at once.

o Check spelling and grammar automatically as you type

To make automatic spelling and grammar checking are turned on:

1. On the Tools menu, click Options, and then click the Spelling & Grammar tab.

2. Select the Check spelling as you type and Check grammar as you type check
boxes.

3. Type in the document.

4, Right-click a word with a wavy red or green underline, and then select the

command or the spelling alternative you want.
Check spelling and grammar all at once
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This method is useful if you want to postpone proofing a document until after you
finish editing it. You can check for possible spelling and grammatical problems, and
then confirm each correction.

If you want to check spelling only,
1. Click Options on the Tools menu,

2. Click the Spelling & Grammar tab, clear the Check grammar with spelling check
box and then click OK.

3. On the Standard toolbar, click Spelling and Grammar

A Spelling and Grammar Dialog box will appear as in the following figure:

Spelling and Grammar: English (LS. )

Mak in Dickionary:
Cirtt+End ~
-
[ check grammar

You can correct spelling and grammar directly in the document while the Spelling
and Grammar dialog box is open.

Type your correction in the document, and then click Resume in the Spelling and
Grammar dialog box.

For a detailed explanation of a grammar flag, click Explain in the Spelling and
Grammar dialog box.

If you mistype a word but the result is not a misspelling (for example, "from™ instead
of "form™ or "there" instead of "their"), the spelling checker will not flag the word.

Use of Drawing Tools
You can add a variety of diagrams using the diagramming tools on the Drawing
toolbar. Diagram types include Cycle, Target, Radial, Venn, and Pyramid. Use the

diagrams to illustrate various conceptual materials and to enliven documents
(diagrams are not numerically based).
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To see a drawing toolbar, Right click on any toolbar, a list of toolbar will be
displayed.

Tick on Drawing Toolbar, A drawing toolbar will be displayed at the bottom of the
word work area as in the following figure.

Draw a curve

1. On the Drawing toolbar, click AutoShapes, point to Lines, and then click

Curve.

2. Click where you want the curve to start, and then continue to move the mouse
and click wherever you want to add a curve.

3. To end the curve, double-click at any time.

Flowcharts

Flowcharts (or flow diagrams) can be created using a combination of AutoShapes on
the Drawing toolbar, including flowchart shapes and connectors.

éf@ Lines r

E Connectars [

E}' Basic shapes 3

% Block Arrows » DD{} 7
2o Flowchart VOB O
35z Stars and Banners r = 1 WS
W Callouts vl o D0
ﬁ More AutoShapes. .. @ ﬂ_} i 9
auashepes =[N N I O[& VA D
fec 2 19/19 A 3.1 Q800

Tables

Concept of Tables: Rows, Columns and Cells
Horizontal elements are called Rows, Vertical lines are called Column and cress
section of row and a column is called Cell.

Draw Table

To insert a table, following steps are taken:

1. Click on Table from Standard menu bar

2. Select Insert from Table and then select Table.
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An Insert Table dialog box will appear as in the following figure

Insert Table @

Table size

Mumber of columns:
Mumber of rows:

AutoFit behavior
(%) Fixed column width:
{:} AutaFik to contents
() AukoFit ko window

Table style: Table Grid

[ ] remember dimensions For new tables

(]
4

=

=

[m]
s

AutoFormat. ..

| o

] [ Cancel

3. Insert no of Rows and Column into the proper box in dialog box

4. Click Ok

Changing cell width and Height

Following steps are taken to change the cell Width and Height:

1. Select the cell for which the width and height is to be changed
2. Click on Table and Select Table Properties

3. A Table Properties dialog box will appear

Table Properties

E Table | R |COIgmn Cell

Size
Rows

Qptions
Allowy rowe ko break across pages

[ specify height: l:l Ruows height is:

[ % Previous Row ] [

Mexk Row #

QK | [ Cancel

OdoEds Bl @E S g A-==2 0
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4, Click on Row Tab.

5. Select the row height from the drop down list box.

6 Click on Column Tab.

7 Select the proper width from the preferred width box.

Alignment of Text in cell
1. Put a cursor in a cell.

2. Click on Left, Center, and Right button on the Formatting Toolbar.
Copying of Cell

=

Select a Cell which is to be copied.

2. Press Ctrl+C OR Select Copy from Edit Menu OR Select Cell from
Table->Select.

Put a cursor into cell where the text is to be copied.

4. Press Ctrl+V OR Select Paste from Edit .

w
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Advanced Features

Mail Merge

You can use the Mail Merge to create form letters, mailing labels, envelopes, or
catalogs.

This option now is widely used because

e Itallows to you to use word for more than just word processing.
e It savestime.

e Italso allows you to import date stored in an Excel or an Access database into
Word document, or even to import the entire database into Word.

Step 1: Creating or specifying the main document

Click New Blank Document O on the Standard toolbar. On the Tools menu, click
Mail Merge.

&l Document?2 - Microsoft Word

File Edit Wiew Insett Format | Tools Table ‘Window Help

== &[G % speling and Grammar...  F7 L 3| == .@ Bl M oo - @ .

Mormal » Times Mew Romr i) B E= = == iE iE -2 A=
AutoCorreck, ., 2

LE---I---l---I R - T B U A
Online Collaboration 3

I1ail Merge. ..

=] Envelopes and Labels...

Macro 3
Cuskomize...
Options...

<«

Under Main document, click Create, and then click Form Letters...

B Mail Merge Helper

The next step in setting up the mail merge is ko specify a data source.
Choose the Get Data button,

les
=1 main docurent

: Mailing Labels...
2
Envelopes...

Catalog...

Restore to Mormal Wword Document. .

3
=] Merge the data with the docurnent

Cancel
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Step 2: Open or create the data source

Create a new data source: If you haven't already stored names, addresses, and other
data in a data source, and you want to store the data in a Microsoft Word table then

Use this method.
Mail Merge Helper E|FZ|

The next step in setting up the mail merge is ko spacify a data source.
Choose the Get Data button,

=
] Main document

Create =

Merge type: Mailing Labels
Main document: Document2

2 Data source

oy Open Data Source...
3
Use Address Book... 4

Header Options. ..

Cancel

Step 3: Create a new Word data source

| Create Data Source

& mail merge data source is composed of rows of data, The First row is called the
header row, Each of the columns in the header row begins with a field name.,

wiord provides commonly used field names in the lisk below, You can add ar remove
field names ko customize the header row,

Field name: Field names in header row:

B |

Remove Field Mame |

M3 QUEry, .. | Ik | Cancel |

1. In the Field names in header row box, specify the data fields that you want to
include in the data source.

2. To delete a data field, click the field name in the Field names in header row
box, and then click Remove Field Name.

3. To add a data field, type a new field name in the Field name box, and then
click Add Field Name.

4, To change the order of the data fields, click a field name in the Field names in

header row box, and then click one of the arrow buttons.
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e When you finish specifying the data fields, click OK.
e Locate the folder that you want to save the data source in, type a file name,
and then click Save.

Save in: |@ dipak ﬂ @ 5 ~ Tools +
mall_merge_word'

File name: |mai|_merge_ﬂle| j u Save

Save as bype: |W0rd Document j Cancel
T T

e Click Edit Data Source.

ibkallag Mail Merge Helper [ ?]x

The main docurnent and data source are now available, Choose the Setup
buttan ko lay out your main docurnent.

Microsoft Word

9 The data source you just created contains no data records, You can either add new
\-f/ recaords ko your data source by choosing the Edit Data Source button ar lay out wour
main dacumnent by chaosing the Set Up Main Docurment button,

| Edit Data Source Set Up Main Document

3
=] Merge the data with the document

Query Opkions, ., |

Options in effect:
Suppress Blank Lines in Addresses
ferge ko new document

Close

In the Data Form dialog box, fill in the information for each data record.

o To fill in a record, type information for a data field, and then press
ENTER to move to the next field. If you don't want to include information
for a particular field, press ENTER to skip the field. Don't type spaces in
the box.

o Tostart a new data record, click Add New.

45



Data Form

Title:
FirstMarme:
Lasthlame:
JobTitle:
Campany:
Address1:
Addressz:
ity
Skate:

Record:

04

' 5

Add Mew

Delete

Reskore

Find...

View Source

El

I4|4|1 P|H|

When you finish entering data records, save the data source by clicking View Source,

and then clicking Save = on the Standard toolbar.

To return to the main document, click Mail Merge Main Document Son the

Database toolbar.

Opening an Existing Data Source
If you have already data source, there is no need to re-create that data in Word.
Follow these steps to open an existing data source.

Click on Get Data then select Open Data Source option.

| Mail #erge Helper

The next step in setting up the mail merge is to specify a data source,
Choose the Get Data button,

=
] Main docurnent

Create ™ Edit ~

Merge bype: Form Lekkers
Main document: Documentlz

2 Data source

Create Data Source. ..

Open Data Source. ..
Use Address Book. .. k

3%

Header Options. ..

Cancel

Locate the data source in open Data Source dialog box. Specify the table, query, or

worksheet that contains the data in the dialog box that appears. Click OK.
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Step 4: Adding Merge Fields to a Main Document

1. Open the main document, and then type any regular text in the document. For
example, type the date, salutation, body, and closing of a form letter. To attach a
data source to the main document, refer to step:3.

2. Place the insertion point where you want to enter the first merge field, click the
Insert Merge Field button on the Mail Merge toolbar, and select the merge field to
insert.

Gl Document1? - Microsoft Wornd

File Edit Wiew Insert Farmat Toaols Table wWindow Help

M=oy = & [ ¥ ® <
Mormal = TimesMewRoman - 12 - B & O

Inserk Merge Field ~ | Insert Word Field - 1
Ralre | g) %) | =e 0t | G D

- Course

LI I R R | -
FirstMame

LasktMarne
Address1

AddressZz
ity

3. Repeat above step for each merge field you want to include in the main document.

Insert Merge Field = | Insert Word Field + | %2 | M 4 | ! » M B g % vee.. |G B .
g E& 4L B R,
Lg"'l"'l"'l"'Z"‘ N R A A AR A A A

August 08,2005

aFirsttamen «Lasthamen
ghddressls

ghddress2y

«Citys

Dear «FirstMames

considering your appliction we are myviting you for further communication with us
regarding marketing executive post on following date time and venue

Vene - Ahmedahad

Step 5: Previewing the merged Document

When the main document and data source are merged, Word will generate a separate
document or listing for each record in the data source, based on the layout of the
document. Before you perform the merge, it is a good idea to see a sample of how the
merged document will appear.
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See-Mail Merge effect on Screen

hEeda RV BIv-c QUDEEH T T 0 -7,

Kormmal » TmeshewRoman » 12 « | B T U | E= = SIEEE[O-4A=,
g BB 2L |%E @
LE"'I"'I"'I"'2“‘ I N A A S A A A AN SRR AERER

August 08,2005

Dipak Patel
89 Samarpan Tenament
Br. Janta nager Rly crossing, Ghatlodia

Dear Dipak

considering your application we are mviting you for further coruminication with us
regarding marketing executtve post on following date, time and verue.

Venue - Ahmedabad

Create mailing labels by merging an address list
Step 1: Create the main document

Click New Blank Document on the Standard toolbar.

On the Tools menu, click Mail Merge.

Under Main document, click Create, and then click Mailing Labels.

Click Active Window. The active document becomes the main document.

Awnh e

Step 2: Open or create the data source
In the Mail Merge Helper dialog box, do one of the following:

e Create a new data source. Use this method if you haven't already stored
names, addresses, and other data in a data source, and you want to store the
data in a Microsoft Word table.

e Use data in an existing data source. Under Data source, click Get Data, and
then click Open Data Source. Select a Word document, or a worksheet,
database, or other list, and then click Open. Click Set Up Main Document.

e Use addresses from an electronic address book. Under Data source, click Get

Data, and then click Use Address Book. Select an address book, and then click
OK. Click Set Up Main Document.
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Step 3: Select the label type and insert merge fields

1.

5.

If you don't see the Label Options dialog box, click anywhere in the main
document, and then click Mail Merge on the Tools menu. Under Main document,
click Setup.

Select the type of printer and labels you want to use, and then click OK.

If the type of labels that you want to use is not listed in the Product number box,
you might be able to use one of the listed labels, or you can create your own
custom labels.

In the Create Labels dialog box, insert merge fields where you want to merge
addresses from the data source. To insert a merge field, click Insert Merge Field,
and then click the field name you want.

See tips on inserting merge fields.

If you want to include POSTNET bar codes on mailing labels, click Insert Postal
Bar Code. Specify the merge fields that contain the ZIP Code and street address,
and then click OK.

Learn about POSTNET bar codes.

Click OK.

Step 4: Merge the data into the main document

1.

2.

3.

4.

If you want to specify the order in which data is merged, or merge only part of the
data, you can sort and select data records to merge.

If you want to see how the merged data will appear, you can preview the merged
documents.

In the Mail Merge Helper dialog box, click Merge under Merge the data with the
document.

If you want to check the data source for errors before you merge, click Check
Errors. Choose an option, and then click OK

Do one of the following:

(0]

(0]

Send the merged labels directly to a printer. Click Printer in the Merge to box, and
then click Merge.

Store the merged labels in a new document, so you can review, edit, and print
them later.

Create mailing labels by merging an address list

Step 1: Create the main document

Click New Blank Document on the Standard toolbar.

On the Tools menu, click Mail Merge.

Under Main document, click Create, and then click Mailing Labels.

Click Active Window. The active document becomes the main document.

Awnh e
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Step 2: Open or create the data source
In the Mail Merge Helper dialog box, do one of the following:

Create a new data source. Use this method if you haven't already stored names,
addresses, and other data in a data source, and you want to store the data in a
Microsoft Word table.

Use data in an existing data source. Under Data source, click Get Data, and then
click Open Data Source. Select a Word document, or a worksheet, database, or
other list, and then click Open. Click Set Up Main Document.

Use addresses from an electronic address book. Under Data source, click Get
Data, and then click Use Address Book. Select an address book, and then click
OK. Click Set Up Main Document.

Step 3: Select the label type and insert merge fields

If you don't see the Label Options dialog box, click anywhere in the main
document, and then click Mail Merge on the Tools menu. Under Main document,
click Setup.

Select the type of printer and labels you want to use, and then click OK.

If the type of labels that you want to use is not listed in the Product ~ number
box, you might be able to use one of the listed labels, or you can  create your
own custom labels.

In the Create Labels dialog box, insert merge fields where you want to merge
addresses from the data source. To insert a merge field, click Insert Merge Field,
and then click the field name you want.

See tips on inserting merge fields.

If you want to include POSTNET bar codes on mailing labels, click Insert Postal
Bar Code. Specify the merge fields that contain the ZIP Code and street address,
and then click OK.

Learn about POSTNET bar codes.

Click OK.

Step 4: Merge the data into the main document

If you want to specify the order in which data is merged, or merge only
part of the data, you can sort and select data records to merge.
If you want to see how the merged data will appear, you can preview the merged
documents.
In the Mail Merge Helper dialog box, click Merge under Merge the data with the
document.
If you want to check the data source for errors before you merge, click Check
Errors. Choose an option, and then click OK
Do one of the following:
o0 Send the merged labels directly to a printer. Click Printer in the Merge to
box, and then click Merge.
o Store the merged labels in a new document, so you can review, edit, and
print them later.
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15  MS Outlook 2003

Configuring and Managing Microsoft Outlook and Outlook Express
Click on the Microsoft Outlook Express Icon on the Microsoft Office menu and you
will get the following screen follow simple steps as shown below: Click on Next

pnfiguring Outlook
Configuring Dutlook Accounts M=

Craating Welcome Messags
Outlook 2003 Startup

Outlook 2003 Startup

Welcone ko the Outlook 2003 Startup wizard, which will
guide you through the process of configuring Cutlook
2003,

= 4 Internet Expl... = | [l 2 Microsoft Offi... + @] Microsoft Office ...

Click on the upgrade base if you want to upgrade otherwise click on don't upgrade if
you don't want it.

T Netwark1 - Microsaft Word.
bnfiguring Outlook

ghle  Windaw  Help
Configuring Outlook Accounts

Creating Welcome Message

QOutlook 2003 Startup

E-mail Upgrade Options ~|

Qutlook can import e-mail messages, address books, and settings Fram the Following
programs that were dstected on your computer.

Select the program that you wank Outlook bo upgrade. IF you do not want Outlook to
upgrade any of the following programs, then select "Do not upgrade” and continue.

(&) Upgrade From

) Do not upgrade

w0 om[g

T | T

L LW 12:24 PM

Give you Name by which you want to be known as: e-mail address
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T Netwnrkl - Microsoft Word

pnfiguring Outlook

Configuring Dutlook Accounts

Creating Welcome Message

Internet Connection Wizard

Your Hame

‘w'hen you send e-mail, your name will appear in the From field of the outgaing message.
Type your name as you would like it to appear

Display name: |

For example: John Smith

s v

< Back Mext > Help
Page 52 Sec 1 52/52

@_Nehﬁmrkj - Microsaft Ward
pnfiguring Outlook

Configuring Outlook Accounts

Creating Welcome Message

Internet Connection Wizard

Your Hame

When pou send e-mail, pour name will appear in the From field of the outgoing message.
Type your name as you would like it to appear,

Dizplay name:

|\TI-KUBEHNAGAH|

For example: John Smith

Page 52 Sec 1

5z7(52

Write the e-mail address you want to configure on the Microsoft Outlook Express
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O Netwark1 - Microsoft Word
pnfiguring Outlook

Configuring Outlook Accounts
Creating Welcoms Message

Internet Connection Wizard

Internet E-mail Addiess

*r'our e-mail address is the address other people use to send e-mail messages to you,

E-mail address: iti-kubernagar-ahd@gujarat. co.in

For example: someone@microsoft.com

WY b |!"‘\W' Y < Back i Mext > i Cancel Help

Page 53  Sec 1 S3/53

i Network1 - Microsoft Word
pnfiguring Outlook

Configuring Dutlook Accounts

Twpe a question for help =

Internet Connection Wizard

Creating Welcome Message

E-mail Server Names

My incoming mail serveris a |POP3 ¥ | sereer

Incoming mail (FORP3, IMARP ar HTTP] server:

|mailhost. gswan gov.in

A0 SMTP server is the server that is used for your outgoing e-mail

Outgoing mail (SMTF) server:

Ipuslmaster aswan. gov.in

= w %) HET
W | PW LA [ 4 Back “ Mest » J [ Cancel J Help
Page 53 Sec 1 5353

Give the e-mail address or login ID and the password and click to remember your

password.
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I::;j_rl_Nghmnrlﬂ - Micrasaft Wared
pnfiguring Outlook

Configuring ODutlook Accounts
Internet Connection Wizard
Zreating YWelcome Message
Internet Mail Logon

Type the account name and passwaord vour Internet service provider has given you.

Account name: ||l|-kubemagar-ahd

Pazsword: I ““““““““
¥ Remember password
If your Internet service provider requires wou to uze Secure Pazsword Authentication
[SPA] to access your mail account, select the 'Log On Using Secure Passwaord
Authentication [SPA)' check bos.
I Log on using Secure Password Authentication [SPA]

[ < Back ]L Mext > I[ Cancel J Help

Sec 1

Page 54

EXT ' 'OMR

Give the type of connection you would be connecting to the Internet i.e. by dialup,

direct cable connect or through LAN

Gl Netwnril - Microsaft Waord

pnfiguring Outlook

Configuring Dutlook Accounts - -
Internet Connection Wizard
Creating Welcome Message

IF pous already have an account with an Internet service provider and have obtained all
the necessary connection information, you can connect to pour account using pour
phone line. If you are connected to a local area netwark [LAN] that is connected ta the
[nternet, you can access the Intermet aver the LAN

wihich method do you want to use to connect to the [ntermet?

€ Connect using my phone line
& Connect using my lacal arsa network [LAN]

1 will sstablish my Intermet conhection manually

[ < Back ][ MNest > ][ Cancel J[ Help }

Page 54 Sec 1 5454 Atk 5.5 REC | TRK| [EXT | OYR

Click on next or finish and the finally screen will come
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prfiguring Outlook able  tindow  Help

Configuring Dutlook Accounts

Internet Connection Wizarnd

Creating Welcome Message B
Congratulations e E

au have suscesstully entered all of the information required to set up yaur accaunt,

To save these ssttings, olick Finish

[__<Back [ Finish | [ Cancel | Help

iDraw s g | Adtoshapest N w [ O |

Page 55 Sec 1 55/55 At 1.1" Ln 2

4 Internet Ex

The moment you will configure above Microsoft Outlook it will show the following

screen

B Welcome to Outlook Express 6 - Message (HTML)

Bile Edit View Insert Format  Tools  Actions  Help
i Careply | CliReply ol | Cyronuard |4 o S e S X e - v a0 @ [l

From:  Microsoft Qutiook Express Team [msoe@microsoft,com] Sent: Sat 10f12/2005 2:21 PM

To:
G
Subject: ‘Welcome to Sutiook Express 6

New Outlook Express Liser

The solution for all your messaging needs

Featuring

msn
E-mail and Newsgroups Hotmail.

any place an sarth. Click

offline synchronization
here to sian up right naw!

L]
® Multiple accounts and Identities Tired of sharing your e-
mail account with others
® HTML message support in your household? Get s |=
|
® Address Book and directary services Wmmm
L]
L]

Improved Inbox rules

| e ——
More Information lnf%eat

For the most current Gutlaok Exprass information, 5o to the Help menu, and then olick [l ¢t search and sift no
Readues moare! Infobest delivers
personalized news
straight to your e-mail

s ) newsaroup.

For Feedback, frequently asked guestions, and tips visit our newsaroy) o and with Outlonk
Express, Infobeat's e-

For updates and information about Outlook Express & visit Microsoft on the weh, mail has never looked so

good. So click here to
sign up for free!

For Helo and troubleshooting. oo to the Helo menu. click Contents and Index. and then

Mail check

To check the mail from MS-Outlook Express click on Inbox or it shows Inbox

mail details
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File Edk Mew Go Tools Actions  Help

i itew | § (3 X | CgReply Reply to Al 5 Forward | ¥y SendfReceive - | 2pFind (55 | [ Type & contact o find

Type a questian for help

i == ScanTo Office !
Ml limbox

Favarite Folders Arranged By: Date | Ne. . ~

[ Inbox (29}
| nread Mait

| For Folow Lip
(= Sent Items

= Today
= tmifilter@gujar at...

All Mail Folders =1 Microsoft Outlook E...

Welcome ta Outloo

= €45 Personal Folders £
% ';re;:d o = Three Weeks Ago
[ Inbox (29} -] MAILER-DAEMON... .
[ Junk E-mail failure notice
3 outbox
P —||= vLast Month
@ [ Search Folders Bl = gog-announcem
GoG - Announce..,, 0
|~ Mail
= 1= older
11 Nital Khatri 26/1,

515 ComplainfFault 1.,

-1 Lata Parmar 19/.. ..
for the apprenticeship

1 giitcell1-det 19/1...
file For Darve a

Welcome to Outlook Express 6

Microsoft Outlook Express Team [msoe@microsoft.com]
Meww Outlook Express User

Ta:

Featuring
® E-mail and Newsaroups
Multiple accounts and Identities

HTML message suppart

offline synchranization
Improved Inbox rules
Information

More

then click Read Me.

For Feedback, frequently asked
questions, and tips visit our
n

The solution for all your messaging ned

Address Book and directory services

For the most current Outlook Express
infarmation, go to the Help meny, and

msn.

Hotmail.

Tired of sharing your
mail account with oth
in your household? G
free Hotmail account
Then read your rmail —
any place on earth. ©
here to sian un right

InfeBeat

Surf, search and sift
more! Infi deliv

Sending and receiving mail

nbox - Microsoft Qutlo

To Send and receive the mails click on the Send/Receive options as shown below

~

ile  Edit  Wiew Go Tools  Actions  Help Type a question For help
Pdbew v | < 23 %K | dReply fReply to Al (5 Forward || SendiReceive || SpFind (55 | [GE Tvpe s contacttafird  « | @) !
ScanTo Office ! Send/Receive Al Fa
Send Al
Favorite Folders Arranged By: Date |Me... ~ 1 "All Accounts” Group
[ Inbox (23} 2 "mailhost.gswan.gov.in” Only v Foe@microsoft.com]
= Toda
L Lhread pai Y Free/Busy Information
| For Fofow Lip =N ter@gujarat... ..
=3 Serk Ttems & Download Headers in This Folder
All Mail Folders Uy Mark to Download Messageds)  Ctrl+Al-+M Il your messaging nee
= 5 Personal Folders = %y Mark to Download Message Copy
@ Deleted Items =l Three Weeks Ago S5 Unmark Selected Headers Chrl AU msn
LA Drafts Hotmail.
[ 2 Inbox (23) 4 MAILER-DAEMONM... 2| Unmark All Headers Tired of sharing your
[ Junk E-mail Failure notice mail account with oth
& outbe Process All Marked Headers in your household? &
= = Last Month sl free Hotmsil sccount
[ Sent Items ast Mon Process Marked Headers in This Folder fres tounall acoount
i [ Search Folders ~|| = gog-announcem... .. I Send/Receive Settings N any place on earth. ©
GoG - Announcs. .. @ = here to sian up right
i Mail More Information
= older For the most current Outlook Express
1] calendar . information, go to the Help menu, and
£ Nital Khatri 26/1. then click Read Me. n
Contacts 515 ComplainFault .. e
. Lata Parmar 19/.. . For Feedhack, frequently asked
e Surf, search and sift
Tasks ferthelppxenticeship) questions, and tips visit our mare! InfoBest delivi
newsgroup
.4 giitcell1-det 19/1... . 3 "”M“"'ﬂf*lmwr
o L[ A= file for Dave 0 s

30 Items
—

¥

+w Start

Concept of Calendar, Contacts, Task, Newsgroup

To set the Appointment and Calendar please click on the Calendar option and you get
the following screen with calendar. Click on the particular date and set the time of

meeting



wpe 3 conkact ko find

it E- Monday, December 12
SMITWTFS
27282030 1.2 3
456 78 910 i

11[12]13 14 15 16 17

18 19 20 21 22 23 24

oo

252627 2629 30 31 9
1 2 Fe4eaig ¥ [
PEs oo

My Calendars 10

Calendar

(ipen a Shared Calendar. ..

[¢3

THREAM - GTAR
& Il | >

[E3

1 Item

Subject: || |
Location: | v | Label: “:l Mone Vl
Starttime;  [Mon 12/12/2005 ~| [1no0am | A day event

Openad  Endtime: |Mon 1271212005 ~| [1130am (v

shous time a5

[ Contacts. .. J | | [Categories...] | Private []

4UU

5 oo v

1 Item

To Add the Contact for Address and find them click on Contact option



I8l Contacts - Microsoft Outlook: ._

: File Edit Wew Go Tools Actions Help Type a question For help =
:gpen + | 23 K | ® EY S | BoFpd | B Typea contact tofind = | @!

: =5 scanTo Office !

Contacts Contacts

My Contacts
|8 Contacts ke

|

There are no items to show in this view,

Double-click here ko create a new Contact,

Current View
& address Cards
) Detailed fddrsss Cards
O Phaone List
) By Category
O By Company
) By Location
) By Follow-up Flag

Open Shared Contacks,..
Custamize Current Wiew. .. w0

a Mail

it Calendar
%

iaﬂ Tasks =

bo L (8] =
S —

[ah]
(o]
[m]
(o)
(=)

80

7. 6 Internet Ex

Click on the Task option to get the Task screen and set the Task with selective

options

Tasks - Microsoft Outlook

i File Edt Wew Go Tools  Actions  Help Type a question for help [+
Few - | L5 X | BoFind | [ Type & contact tofind = | (@)

i s scanTo Office !

Tasks

My Tasks [ || subject | Due Date

@ Teke | T E—
Current Yiew Thers are no items to show in this visw,

@& simple List

) Detailed List

) Active Tasks

() Next Seven Days

) Overdue Tasks

) By Category

) Assignment

) By Person Responsible

(& Completed Tasks
N S Ty

ﬁ Mail
“t!i Calendar

Contackts

¢

Click on the Newsgroup option and you will get the following option screen
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&1 microsaft. public.windows.inetexplorer.ie6_outlookexpress - Outlook Express

Fle  Edit

View Tools  Message  Help

Hew Post Reply Group Reply

* . ® g w8 | L [x

Forward Print Stop

AR

Serd/Recy Addresses

%. microsoft.public.windows.inetexplorer.ie6_outlookexpress

s, microsoft. com
microsoft, public, windows inetexplorer.ie

¥ Re: Losing my email settings Ron Sommer
¥ problem importing folders/messages af... Chris Barnes
™ pa COnicnn Andea Nal smares
]

Falders x | d ¥ e Subject From Sent « M|
Express ¥ Re: Christmas wish, M# please listen! yan 09/10/z00( |
sl Falders np mojtaba 10/04,201
Inbox (1} [ jhibbhj bjhag brittany holt 16/11/201
Outbox Ij mohssen daemi @yahoo.com 17/11/200!
Sert Tterms & News John Smith 06/12/200!
Deleted Ttems ¥ problem with formatting code Brian Gotjunk 09/12/200!
Drafts ¥ Re: List of attachments not visible skennedy10 09/12/20

09/12/201

09/12/200!

na/12e0m Y
|

=l
From: To:
Subject:
=] il i |
Contacts ¥ x |

There are no contacks bo display. Click
on Contacts to creats a new contact,

There is no message selected,

300 message(s), 300 unread, 7025 not downloaded

I Working Online

| @ Mo nesw messages
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1.6

Internet Familiarity, Usage and E-mail
Preface

The Internet is the world's largest network. It has revolutionized the way in which
people communicate with each other. It is actually a network of networks. This
module aims at familiarizing you with fundamentals of the Internet, how it functions.

The session consists of the history of the Internet. It also contains various advantages
of Internet with the definition of World Wide Web. It gives an introduction to various
browsers available for Internet access.

Introduction to Internet
Define the communication protocol of the Internet

Understand the addressing system in the Internet Learn how to access the Internet

Understand the World Wide Web {www) Understand the various services of the

Web:

Search Engines

Universities on the Web

» Chat Rooms

» Electronic Commerce Understand the various Web browsers Understand the
Internet Explorer

What is the Internet?

Internet is an inter-connection between several computers of different types belonging
to various networks all over the globe. It is a network of networks.

The kind of colossal powers that the Internet gives your machine is mind-boggling.
To send or receive data within a matter of seconds to someone placed beyond the
Pacific was unthinkable before the advent of the Internet. The Internet represents the
transformation and evolution of the entire information age. It is due to these factors
that people all over the globe have recognized the Internet as their latest
developmental tool. The Internet unleashes the power to communicate unlike any
other novelties. The Internet is making a major impact on the information technology
industry. Major companies like Microsoft, AT&T, Intel and IBM have reworked their
business strategies vis-a vis the Internet.

The Internet being a packet switching network, data is transmitted by converting it
into small packets. The software that is responsible for making the Internet function
efficiently is TCP/IP, which stands for Transmission Control Protocol /Internet
Protocol.

Accessing Internet

Proper access to the Internet depends on two things, namely, the user's interface
connection and the installed browser. Different networks provide different kinds of
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services and connections. The type of connection chosen by the user will depend on
the purpose for which the user intends to use the Internet.

Advantages of the Internet

The Internet is an ocean of information accessible to people across the world, but the
way it can be put to use on various platforms is different. The Internet is
simultaneously as a Medium.

The Internet serves as a communication channel for anybody dealing with product
marketing to corporate communications as a Market

The Internet is a vast virtual market place where you can advertise and even order
products from the market.

Medium for Internet Access

Sr. Medium of Net Speed Instrument used Examples
No.
1 | Telephone Line - |56.6 Kbps Modem - Internet Service
Dialup Connection Modulator De- Provider (ISP) Icenet,
modulator Satyam, BSNL etc.
2 | Telephone Line -|256 Kbps or | Router-USB, BSNL in existing
ADSL Broadband higher Ethernet landline without
Router-Ethernet, disturbing the voice
Wi-Fi and LAN line
card.
3 | Broadband 64 Kbps or | Router + LAN card | Through cable net
higher Icenet, Aqguara,
Dishnet etc
4 | Leased Line 64 Kbps or | Router BSNL, TATA etc
higher
5 | Mobile phones and | 64 Kbps or | Mobile (Latest | Reliance, TATA,
Fixed Wireless Loop | higher mobile are with | Hutch etc.
(FWL) modem) Wi-Fi
6 | Satellite connections | 64 Kbps or | Satellite phone | BSNL, Reliance and
higher with modem more to come
7 | Cable network 64 Kbps or | Router + LAN card | SITI Cable network
higher
Notes

= Speed of Internet connectivity depends upon the Medium used and the
configuration of the Computer system being used.

=  The minimum connectivity in India goes from 28.8 Kbps in any of the dial-up
land line connection to maximum of 512 Kbps or more in Broadband

= Place operation and subjective traffic load on the main Server of the unit supplier
of Internet also affects the Internet speed

= Speed is measured in Kilo Bits per Second (KBPS) normally known as the baud
rate of the instrument being used
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WWW- World Wide Web and Web Browsers

The Internet application that is currently drawing the most attention is the World
Wide Web (WWW). WWW is a series of servers that are interconnected through
hypertext. Hypertext is a method of presenting information in which certain text is
highlighted that, when selected, displays more information on the particular topic.
These highlighted items are called hyperlinks and allow the users to navigate from
one document to another that" may be located on different servers. The user can use
the browser software like Internet Explorer, Mosaic or Netscape Navigator to
navigate the Web. A browser is a software that helps the user to navigate the WWW.
The Web is a graphic medium with most Web pages having some amount of images.
The term home page commonly refers to the index page of any organization or
information source. The home page can have links that take the user to further levels
of information within the same topic, or there can be links to other home pages.

Common Terminologies Some of the most commonly-used terminologies related to

WWW are:

= Browser— is client software that allows the user to display and interact with a
hypertext document.

= Web server—is a place where pages reside. It is a program that responds to
requests from Web browsers to retrieve resources. It is also used to refer to the
computer that runs the server programs. Some popular Web servers available are
Internet Information Server (11S) from Microsoft, Fast Track from Netscape and
Intra Netware from Novell.

= Home page—is the first hypertext document displayed when the user follows a
link to the Web server.

=  Hypertext Markup Language (HTML)—is the encoding scheme used to create
a Web document.

= Hypertext Transfer Protocol (HTTP)—is a protocol used on the Web to
transfer hypertext documents. A protocol is a set of rules that the computers use to
communicate logically.

= Uniform Resource Locator (URL)—is a Web addressing scheme that spells out
the exact location of an Internet resource. When the user clicks on a link, the
browser reads the link to the document. The information about the link is
provided to the browser by the URL. Any link from one document to another is
always implemented by using a URL. A URL contains information about the
location of the document. A URL may point to another HTML document or an
image. Certain conventions have to be followed while writing a URL. A typical
URL would be as follows:

The Web is a world of information available at the click of a mouse. To use it, you
need a computer, a connection to the Internet, and a browser.

When you run your browser, it finds and displays pages of information. The function
of a Web Browser is to interpret the programming language of the web pages
(HTML,) and transform it into the words and graphics that you see on your screen. If
you need more information, all you have to do is click on a hyperlink. On each page,
certain words, phrases, or even images are highlighted, and clicking on them causes
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the browser to go off and find another page, which probably contains more
highlighted items, and so on.

All Web documents are stored on so-called server computers, represented in the
image by a factory. Users can inspect these documents by requesting them from their
local (personal) computers, represented by the house, and called a client.

All computers involved in the Web are connected by the Internet, represented by the
roads.

When you click on a hyperlink, your computer asks a server computer to return to
you a document.

Web Browsers

The browser is the program which is necessary for surfing the internet.
Following are some examples of web browsers. Internet Explorer 6 is the dominating
browser, XP is the most popular operating system, and most users are using a display
with 800x600 pixels or more, with a color depth of at least 65K colors.

@l Internet Explorer
Internet Explorer (IE) by Microsoft is the most popular Internet browser today. IE
was introduced in 1995 and passed Netscape in popularity in 1998.

yall Netscape
N Netscape was the first commercial Internet browser. It was introduced in 1994.
Netscape has gradually lost its popularity to Internet Explorer.

Mozilla

E The Mozilla Project has grown from the ashes of Netscape. Browsers based on
Mozilla code is the second largest browser family on the Internet today, representing
about 20% of the Internet community.
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http://www.w3schools.com/browsers/browsers_explorer.asp
http://www.w3schools.com/browsers/browsers_netscape.asp
http://www.w3schools.com/browsers/browsers_mozilla.asp

Firefox
Firefox is a new browser from Mozilla. The browser is very promising and expected
to gain a high market share.

Opera

Opera is a Norwegian Internet browser. It is known to be fast and small, standards-
compliant, and available for many operating systems. Opera is the preferred browser
for a number of small devices like mobile phones and hand-held computers.

Surfing the Internet

Using the above net browser we can navigate to the proper website as per our needs
moving on the net i.e. surfing to be precise to say any thing i.e. the work you do on
net with the basic fundamentals of internet being used is termed as surfing Say for
example you may search for a website or a topic in a search engine this is a termed
example of doing some work on net is termed as “surfing”.

Search (Search Engines — Google etc. )

Search engines work with a little less human intervention. They send out spiders that
work their way through sites and catalogue the content. Each one works a little
differently and some are more powerful than others. If you are interested in learning
more about this subject, dig into the FAQ index at Bot Spot. The best way to get
relevant results from a search engine is to take the time to read the help files.

Search Engine Sampler

Alta Vista Search Engine

This engine boasts some powerful searching capabilities; you can search for web
sites, newsgroups and even for people.
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File Edit Miew Favortes  Tools  Help f.
@ Back - J |ﬂ Iﬁ h /.,_\J Search :1:'( Fawarites {‘} <~ :g Iﬂ - _J A}, ﬁ 3
Address |£_b| http: [ s, albavista, comf » ‘ Go Links **
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Moving Around in a website

Yes, after giving the website address probably a name the website name on the
browser you would be using would display the website contents as above. Navigating
on the website is a simple task with clicking the content highlighted subjective matter
on the site respective to your requirement.

These linking / highlighted options lead to the respective informative page to be
opened and would give the information or may even link to the respective site if the
website or information is linked.

o Click the Home button at the top of the page to return to the site home page at any
time.

e Click the Jump To dropdown box in the top left corner of the page to see a list of
places you can go. As you move around, this list changes to show what is
available from your current location. (Some sites use other names instead of Jump
To for this dropdown box.)

e Some pages have lists of links at their bottoms that you can use to move to related
pages.

From any page except the home page you can also

e Click a link in the navigation bar on the left to display the content of that
element.

e Click a breadcrumbs link at the top of the page to move to higher-level pages.

Related Topics

o Getting Help

66



Tune your Browser

If any other browser problems or problems with content that requires a player or plug-
in, try to tune the Browser to check your current browser and plug-ins and, if

necessary, download and install a new browser and/or plug-ins.

Printing or saving portion of web pages

Printing portion of web pages

Printing a portion web pages is easier; normally the website gives an option of
printing and saving with a symbol placed on the website itself to print the content of

the page or to save it.

Moreover you can select in File menu and use Print optiontfor printing the web page
contents. Moreover similar process can be used for saving the content page or the

whole page itself here is the screen.
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Downloading refers to the method by which you
access digital information from a remote
computer. As it turns out, almost everything you
do on the Web is some form of downloading --
it's as simple as clicking your mouse. When you
access a web page, for instance, you are actually
downloading the document and all its associated

Show Bietune

ave Fich

Set az Wallpaper

graphics from a web server. Once the digital
data arrives, your web browser looks at the file
extension (the letters following the "."). If it

Copy
Copy Shartcut

recognizes the type of file, it will display it. If it
doesn't recognize it, it will ask you if you want

Add to Favorites...

to configure a viewer (tell the browser which
software program to use to view the file). You

Froperties

also have an option to save the file to your hard
drive.

Another way to download files is to click

on the link to the file with your right mouse button (or hold the mouse button down if
you are using a Mac), and select Save to Disk from the pop-up menu. In some cases,
you will be prompted to save the file somewhere on your hard drive, or the file may
download automatically to your desktop, depending on how your browser is

configured.
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Saving an Image

Once a graphic or photo is displayed on your monitor, you may want to save it for
future reference. Here's how to do it:

_1.Place your cursor over the graphic.

—2.Windows users: Click your right mouse button. A pop-up box appears.
Macintosh users: Click and hold the mouse button until the pop-up box appears.

_3.Save the image to your hard drive by selecting the Save option.

4.You can accept the current file name or rename the file. (Graphic files are usually
in .gif or .jpg format.)

Compressed and Self-Extracting Files

With software, more often than not, you will be downloading files that have been
compressed. These may be individual files or groups of files that have been
compressed into a single file. This is done to save downloading time and disk space.
If the files have been compressed, you need a separate software utility to decompress
them.

Follow these steps for downloading applications, plug-ins, games or any other
software from the Internet.

B1 Exploring - [C:)

|20 Edit “iew Tool: Help

Shiortcut

[Create Sharkout )
If you don't already have one,

Lelete Metzcape Hypertest :
Fereme . Wiawe Sound. create a Temporary Files
Pyt -2 Temporaiy Files | folder by opening Windows
(] Travel Explorer, highlighting your
Lk (0 Wiewer = hard drive (typically the c:
H"g Eal’:i' drive), then selecting
) windons, File/New/Folder.
o D WirFip
{27 Ziptooks When the folder appears,
[#-=) Removable Disk (D) name it Temporary Files.

72


http://www.learnthenet.com/english/html/93down.htm##
http://www.learnthenet.com/english/html/93down.htm##
http://www.learnthenet.com/english/html/93down.htm##
http://www.learnthenet.com/english/html/93down.htm##
http://www.learnthenet.com/english/html/93down.htm##

download O““' free downloads
from macromedia

Download RealPlayer Plus G2 Now
W @ The best guality Realvideo

e ie J v oI SRS
Once you locate the s:oftware you e @ Hi-fi audia guality with
want to download, click on the = graphic EQ
link to begin the download @ Control pictute quality
process. : oy .
eesssmanmmms 0 05t 529 99 with money
hack guarantee
Download Now
Download now
A} | emporany Files
-] Travel
Saveds..  EEERNCE
. y F- Wamer
Savejn | 3 Temporay Fis [ e 2] Webshare You will be asked
0 Windows where to save the file.

Locate the Temporary

] ~$atet Files folder on your
“$UCE hard drive and double
Rk click on it to open it.
“$0E

K A

File name: Idemnplug.exe Save I
Save as ype; If-'«ll Files 7] j Cancel |

File name: Idemnplug.e:-:e

5 I
Click —
SAVE Save az type: Iﬂll Files [*.7] j Cancel |

73
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B
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1.7

Understanding LAN, WAN and Wireless LAN

Network: One or more than one computers when connected to each other and are
exchanging data and information vice-versa, is known as network of computers.

Topologies of Network: The way in which computers are connected to each other i.e.
in a network is knows as Topologies of network. They are as follows:

C2 C4 / c3 \
C2 C4
C1 C3 C5
C1 C5
Bus Topology Ring Topology
c3 C3
o ca C2 C4
c1 C5 C1 C5
Star Topology Mesh Topology

Types of Network: There are three types of Networks they are
LAN: Local Area Network

MAN: Metropolitan Area Network

WAN: Wide Area Network

Introduction to LAN

A LAN (Local Are Network) - the computers are on the same site and linked by
cables.

A MAN (Metropolitan Area Network) —

Metropolitan Area Networks or MANS are large computer networks usually spanning
a campus or a city. They typically use wireless infrastructure or optical fiber
connections to link their sites.

A metropolitan area network (MAN) is a network that interconnects users with
computer resources in a geographic area or region larger than that covered by even a
large local area network (LAN) but smaller than the area covered by a wide area
network (WAN). The term is applied to the interconnection of networks in a city into
a single larger network (which may then also offer efficient connection to a wide area
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network). It is also used to mean the interconnection of several local area networks by
bridging them with backbone lines. The latter usage is also sometimes referred to as a
campus network.

Examples of metropolitan area networks of various sizes can be found in the
metropolitan areas of London, England; Lodz, Poland; and Geneva, Switzerland.
Large universities also sometimes use the term to describe their networks. A recent
trend is the installation of wireless MANS.

A WAN (Wide Area Network) - the computers are on different sites and are linked
by telephone links. A computer may need to use a modem to link to the telephone
system.

Wide Area Networks, or WANs are very large networks of computers. These
networks span large geographical areas, generally covering a couple miles, sometimes
connecting computers thousands of miles apart. A WAN can also be a collection of
LANSs, bringing together many smaller networks into one large network. A WAN can
constitute a very large corporate or government network, spanning the country or
even the world. In fact, the Internet is the largest and most common WAN in
existence today.

Network media is the actual path over which an electrical signal travels as it moves
from one component to another. The common types of network media are twisted-
pair cable, coaxial cable, fiber-optic cable, and wireless.

Wireless Communication

Wireless communication uses radio frequencies (RF) or infrared (IR) waves to
transmit data between devices on a LAN. For wireless LANSs, a key component is the
wireless hub, or access point, used for signal distribution.

Connecting a LAN: The Physical Connection

Regardless of type, all LANs require special hardware. The usual parallel and serial
ports that come with personal computers are not fast enough for most uses on a LAN.
At UIC, and probably most universities, each desktop computer that will be
networked on a LAN must have an Ethernet card, which gives the desktop computer a
third, very fast, type of communications port.

In addition to LANs based on Ethernet hardware, in which data is broken up into
small "packets™ for transmission, including Twisted Pair Ethernet, Fast Ethernet (100
Mbps vs. only 10 Mbps for regular Ethernets), and Gigabit Ethernet, there are "token
passing™ networks such as Token Ring and FDDI (Fiber Distributed Data Interface),
and "cell relay" networks such as ATM (Asynchronous Transfer Model). Ethernet,
Token Ring, and FDDI are all "base band" networks -- the wires carry only one signal
(aka channel) at a time. ATM, which is part of B-ISDN (Broadband Integrated
Services Digital Network), on the other hand, is "broadband"”, in which a single wire
can carry multiple channels simultaneously.
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All types of networks differ, of course, in cost and speed, and in necessary software
and hardware. And all of these types of network are, or have been, used at UIC. (For
more information about ATM, see Building the Data Highway and the other articles
in the November/December 1996 ADN Connection newsletter.)

Once a desktop computer has an appropriate network card installed, it can be
connected to other computers through cables, hubs, and routers, so that the
information can flow from one to another as quickly as possible. This is precisely
how computers at UIC are connected to the UIC campus network and ultimately to
the Internet. Commonly, "LAN hardware™ also includes dedicated machines like file
or print servers, which provide LAN services to really make the network a LAN.

Hubs, switches and bridges
Let’s now look at the various components that are used in a LAN and in a WAN.
Hubs

In the old days the LAN comprised mostly of devices called hubs or a concentrator in
other words.

A hub or a concentrator was a way of concentrating network connections in a single
point. We said that hub’s ran at 10Mbps and essentially if you put 10 machines into a
wire that was running a 10Mbps you would see that every machine could probably
only transmit at 1Mbps even if they were transmitting at their maximum.

This statement is not strictly true of course, because Ethernet is CSMA/CD, so there
would be a back-off process and two machines would communicate with one another,
ultimately using up their 10Mbps standard.

Hubs were shared, they were slow, they were not optimal, primarily because you had
a certain number of devices that you plugged in and the performance of Ethernet
would degrade to such an extent that it was preferable not to even work on the
network. That was in the bad old days!

Switches

Hubs then gave way to switches, the difference between a hub and a switch is that it
when workstations started communicating with one another, they would essentially
form a direct connection and even though other devices were connected these two
workstations would talk directly to one another.

They would create a virtual connection between the two devices that were
communicating with each other.

Once the conversation was complete that connection would be broken and then if a

machine wanted to talk with a different workstation it would again create a virtual
connection.
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So you can see that at different times, different workstations could communicate with
one another without interfering with each other's traffic, because there’s a virtual
connection being established.

Wireless Network

To receive the signals from the access point, a PC or laptop must install a wireless
adapter card (wireless NIC). Wireless signals are electromagnetic waves that can
travel through the vacuum of outer space and through a medium such as air.
Therefore, no physical medium is necessary for wireless signals, making them a very
versatile way to build a network. Wireless signals use portions of the RF spectrum to
transmit voice, video, and data. Wireless frequencies range from 3 kilohertz (kHz) to
300 gigahertz (GHz). The data-transmission rates range from 9 kilobits per second
(kbps) to as high as 54 Mbps.

The primary difference between electromagnetic waves is their frequency. Low-
frequency electromagnetic waves have a long wavelength (the distance from one peak
to the next on the sine wave), while high-frequency electromagnetic waves have a
short wavelength.

Some common applications of wireless data communication include the following:
Accessing the Internet using a cellular phone

Establishing a home or business Internet connection over satellite

Beaming data between two hand-held computing devices

Using a wireless keyboard and mouse for the PC

Another common application of wireless data communication is the wireless LAN
(WLAN), which is built in accordance with Institute of Electrical and Electronics
Engineers (IEEE) 802.11 standards. WLANSs typically use radio waves (for example,
902 megahertz [MHz]), microwaves (for example, 2.4 GHz), and IR waves (for
example, 820 nanometers [nm]) for communication. Wireless technologies are a
crucial part of the today's networking.

Architecture of a Wireless LAN

Wireless Local Area Network vrirswWarksiazians
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Stations

All components that can connect into a wireless medium in a network are referred to
as stations. All stations are equipped with wireless network interface cards (WNICs).
Stations fall into one of two categories: Wireless Clients and Access Points.

Access Points (AP’s)

Access Points are base stations for the wireless network. They transmit and receive
radio frequencies for wireless enabled devices to communicate with.

Wireless Clients

Wireless clients can be mobile devices such as laptops, personal digital assistants
(PDAS), IP phones or fixed devices such as desktops and workstations that are
equipped with a wireless network interface card.

Basic Service Set

The Basic Service Set (BSS) is a set of all stations that can communicate with each
other. There are two types of BSS: Independent BSS and Infrastructure BSS. Every
BSS has an id called the BSSID; it is the MAC address of the access point servicing
the BSS.

Independent Basic Service Set

Independent BSS are an ad-hoc network that contain no Access Points. Since they do
not use Access Points they can not connect to any other basic service sets.

Infrastructure Basic Service Set

An Infrastructure BSS can communicate with other stations not in the same basic
service set by communicating to each other through Access Points.

Extended Service Set

An Extended Service Set (ESS) is a set of connected BSS. Access Points in an
extended service set are connected by a distribution system. Each ESS has an ID
called the SSID which is a 32 byte (maximum) character string. Example: linksys (the
default SSID for Linksys routers).

Distribution System

A distribution system connects Access Points in an extended service set. A
distribution system is usually a wired LAN but can be a wireless LAN.
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Types of Wireless Local Area Networks

Peer-to-peer or ad-hoc

Peer-lo-Peer or Ad-Hoc LAM

- .

. ey
Wiralass ™
connection  ~ i

&
e s

Laptop 2

Peer-to-Peer or ad-hoc Wireless LAN

This type of network allows wireless devices to directly communicate with each
other. Wireless devices within range of each other can discover and communicate
directly without involving central access points. This method is typically used by two
computers so that they can connect to each other to form a network.

If you have a strength meter for the signal coming from all the other ad-hoc devices
the meter will not read the strength accurately, and can be misleading, because it is
registering the strength of the strongest signal, such as the closest computer.

Access Point or Infrastructure Wireless LAN

Access Point Infrastructure
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‘}"ﬁreless connection
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Laptop 1 Laptop 2
Infrastructure Wireless Local Area Network

The most common type of wireless LAN when a wireless enabled client connects to
an access point in order to connect to the network.

An access point is often a hub or router that has an antenna built in to transmit and
receive the radio frequency and bridges a wireless network to a wired Ethernet
network. The network administer can configure the access point through a web
interface or telnet.

Home networks typically have one access point that is directly connected to the
internet to provide the network with internet access. Larger networks often found who
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provide wireless access to entire buildings usually have multiple access points placed
at strategic locations.

Method of Communication

A Wireless LAN is a local area network that uses radio frequencies to communicate
between wireless enabled devices. The transmission frequency of a Wireless LAN
depends on the protocol being used and the channel.

Protocols

IEEE 802.11 (Wi-Fi)

In 1990, the IEEE (Institute of Electrical and Electronic Engineers) formed a group to
develop a standard for wireless equipment. On June 26, 1997, a standard was finally
developed called 802.11

IEEE 802.15 (Bluetooth)

Bluetooth provides a way to exchange information between wireless devices such as
personal digital assistants (PDASs), mobile phones, laptops, computers, printers and

digital cameras via a secure, low-cost, globally available short-range radio frequency
band.
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1.8

Overview & Usage of PDF

Portable Document Format (PDF) is an open standard file format, proprietary to
Adobe Systems, for representing two dimensional documents in a device independent
and resolution independent format. Each PDF file encapsulates a complete
description of a 2D document (and, with the advent of Acrobat 3D, embedded 3D
documents) that includes the text, fonts, images, and 2D vector graphics that compose
the document. Importantly, PDF files do not encode information that is specific to the
application software, hardware, or operating system used to create or view the
document. This feature ensures that a valid PDF will render exactly the same
regardless of its origin or destination.

PDF files are most appropriately used to encode the exact look of a document in a
device-independent way. While the PDF format can describe very simple one page
documents, it may also be used for many pages, complex documents that use a variety
of different fonts, graphics, colors, and images.

PDF and accessibility

Microsoft Word documents can be converted into accessible PDFs, but only if the
Word document is written with accessibility in mind - for example, using styles,
correct paragraph mark-up and "alt" (alternative) text for images, and so on.

Multiplatform — Viewable and printable on any platform — Macintosh,
Microsoft® Windows®, UNIX®, and many mobile platforms.

Maintain information integrity — Adobe PDF files look exactly like original
documents and preserve source file information — text, drawings, 3D, full-color
graphics, photos, and even business logic — regardless of the application used to
create them.

Searchable — Leverage full-text search features to locate words, bookmarks, and
data fields in documents.

Accessible — Adobe PDF documents work with assistive technology to help make
information accessible to people with disabilities.
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Section — 2
Microsoft Office Indic 2003 (Gujarati)
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Introduction about MS Office 2003 Indic

Microsoft introduced new MS OFFICE 2003 Indic suit, in which user can type in six
Indian Languages like Hindi, Gujarati, Kannada, Malayalam, Tamil and Bengali.
Guijarati Indic IME gives a very convenient way of entering text in Gujarati using the

English QWERT keyboard in any Office XP application, WordPad and notepad on
Windows XP platform.

How to start Word? Method of Starting Word 2003
Following steps are used to start Word 2003

1. Click on Start

[5 Accessaries 2
@ Cyberoam Client for Corporate P
(5 1rfanview 2

ice L4 @ Microsaft Office Tools r

(5 Microsoft SQL Server b [#] microsoft Office fccess 2003
@ Microsaft Yisual Studio 6.0 b |3 Microsoft Office Excel 2003
] @ vahoo! Messenger 4 Microsaft OFfice InfoPath 2003
S e [2 Mera 7 Ultra Edition P | D] Microsoft Office Outlook 2003

I winzip

IE Programs
ﬁ Diocurnents
@ Settings
@ Search
@ Help

ﬂ Fun...
Shut Down, ..

[dstare || 1A 50 @ & ”

(5 Indic 1ME 1 (M Microsoft Office Wo
¥ @ Microsaft Office PowerPaoint 2003
Microsaft Office Publisher 2003

| L@ 4

2. Point to Programs -> Microsoft Office -> Microsoft Office Word 2003

3. Click on Microsoft Office Word 2003
How to Change Language English to Gujarati?
Following Steps are taken to change language English to Gujarati.

1. Hold down the Alt Key and Press the Shift Key to toggle language from
English -> Gujarati -> English. OR
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2.4

I§ Document1 - Microsoft Word |z”§|[z|

! Fle Edt Wiew Insett Format  Tools  Table ‘Wwindow  Help Twpe a question for help = | X

NEERAGRTEI L B9 c o8 FORES S @ el

4_( Mormal + {Com - Times Mew Roman - 12 - | B 7 U |§ == | i= = .gg | Bl - A - AA A ¥ X EnglishiU.s) -
—

E| --1‘--|---g-‘-|---1---\---2---|---3-‘-|--‘4---\---5---|-0-s-‘-|--‘7 v

. v

: E

B v w English {United States)

£ alm]=we Bl cujarati

Fage 1 Sec 1 1f1 AL 09" Ln1 <ol 1 English (0.5 [Cgf Show the Language bar

T EE

T pocument1 - Microsef... BN R Eo% R nisPM

1. Click on “‘EN’ from Task Bar.
2. Click on “‘GU’ from pull up Bar.

A Guijarati tool bar will be displayed as shown in the following figure

- ES
z | 2
- ¥
Page 1 Sec 1 11 At 101" Ln 27 Cal 1 Gujarati [ s e

. e < v o > .
1y Start T e @§ Document1 - Microsof ..

Introduction about the Gujarati Keyboards
Guijarati Indic IME provides support for five types of keyboard:

e Gujarati Transliteration — Using phonetic typing, the user can type his message
in Roman using the Standard English keyboard, which is transliterated on-the-fly
to Gujarati. It works on the logic of phonetics and is most effective when you
spell the word the way it is spoken.

e Gujarati Typewriter- Another Gujarati keyboard used in typing. Typing can be
done as per the key mapping of Gujarati typewriter keyboard.

e Gujarati Inscript - Another Gujarati Keyboard where the user types the basic

characters in sequence and an underlying logic determines that which of these
characters have to be combined and substituted to form a glyph.
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2.5

Gujarati Remington Indica- Another Gujarati keyboard used in typing. Typing
can be done as per the key mapping of Gujarati Remington Indica keyboard.
Gujarati Godrej Indica- Another Gujarati keyboard used in typing. Typing can
be done as per the key mapping of Gujarati Godrej Indica keyboard.

Gujarati Special Character — Another keyboard contains all possible special
characters in Gujarati.

Terafont keyboard — Another Gujarati keyboard used in typing. Typing can be
done as per the key mapping of Terafont keyboard.

Introduction about the Gujarati IME

Input method Editor (IME) gives a very convenient way of entering text in Gujarati
using the English QWERTY keyboard in any Office XP application, wordpad and
notepad on Windows XP application, and have the text on the fly get converted to
Guijarati. Indic IME has several features such as Auto Text, Customized word list, on-
the-fly Help, Different Keyboards Bilingual Composing of Text etc. which facilitate
the user to compose in Gujarati conveniently.

How to Use Gujarati Indic IME:

1.

After installing Gujarati Indic IME start any Office application, WordPad or
Notepad.

Click the Language Indicator located in the System Tray on the right side of the
Windows taskbar, and click to select “Gujarati Indic IME 1” from the shortcut
menu that appears.

Start typing in Gujarati.

izl Document] - Microsoft Word =[0] =]

File Edit ‘“iew Inseit Format Tools Table ‘window Help Type a question for help =X

DEHan SR Y BER o- @100 -2 shui -4 s [Blu [ElE 2

J v
[ sl B ;
| ] ) Customiz
* Gujarati/Engl J T
- I =
- AutoTe AutoText °
= =] = 4 | i
o On the fly Help

v
Kevboard Selection On/Off
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2.6 How to operate the Keyboards

Use the following different Keyboard Layouts for Gujarati Typing
All the Keyboard layouts below shows all the Gujarati characters that are mapped to
the Standard English keyboard of different keyboards :

1. Gujarati Typewriter keyboard

|
ool g2 A3 tld 5 E ED I O T L B E
1 2 a4l s| s8] 7 g &1 o €
N CO C O (Y [ qJr lu =i <2t J¢ &I = g
* Cl &, & d il al, 2 % @ P 2
a Gz ([d L|f == L - el Bl L zp
el L, 5 | ol ] | 4] s ] w B
| z J!J.lx %||: !|v -||::| 1J-|n El.|m ?|, G|_ ﬂ'l.f ir )
el 2 ] & wl ™, g al i} i i il

Zpace Bar

Use the following different characters for Typewriter Keyboard

Input

Output

54 + aamatra

2 + aa matra

£ +aa matra

YW+ aamatra

&, + aa matra

2+ aamatra

4 + aamatra

£

+ aa matra

+ aa matra

+ aa matra

+ aa matra

+ aa matra

+ aa matra

+ aa matra

+ aa matra

/ﬁ )S ;ﬁﬂ /"Q )»—‘L }: ;£ )rg )

+ aa matra

2. Gujarati Inscript Keyboard
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~f uwp sB ok B 2 AF 2EF P (P 3 F «F =® Ul(_
o 2] 3 s\ s8] 7] s8] 9] o . gl ol
wll, Al wlf #HE 4@ Mo dp wh »f & H
Tak 2
al & ol ol 2 ol 5 al, £ &1 @
wllr W wif ol §h s Eoow i ]
Caps Lock .
i ]'E L P o [ g y, z 5 o, %, s
Shitt 2 ' BE R EE R BB Shit
& W ol al o o ,
Space Bar
3. Gujarati Ramington Indica Keyboard
|
R R B B G G G G G O G G G L
& g o ! | 1 L a 2 & 5 @ ; '
8 gw v - L ¥y g4 ofi  al® P gl g
Tah l T wl o 2l A al ol 2l 5 [ g %
a gl (9 gt g b afi  fF ! B = =
Laps Lock l o, sl 4 of 4 # 4 u| A & S Enter
| z mlx 8fe Iy -|p wfn gm 2| & sIF Shift
=hift 21 %L[ 5}1 :-.-Ll T g &l 2] B o, '
|— Zpace Bar
4. Gujarati Godrej Indica Keyboard
|
Szt a2 P st e wlf s elF <P el o i s |
T & & S ! i q 2 & 5 i 4 /
g v c|® eff 3t ¥ g|d off @ P gll F ¢
Tab l ] o ) 2 o i, al &, i I ; &
8 gl ald eff o < (i <fk P BF | =z
Caps Lock l ol 5 al u ol %* el # o H & &
] z omlx efe I =B wn elm sl cl- ir Shift
=hift 21 %L[ & ul u E B e ) oL :
|— Space Bar

5. Gujarati Special Character Keyboard
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=l o]z | O 5 ~F <l |l i ~F =P -
- «
I n (% DD 8 :.| I{ :I * + = l|II <
Tab H O S 9 t "y = ] 1] [ |
5 AU o
Caps Lock la i 4 [ E i ! L L 3 I ; Enter
=] ]
Shift z 4 C W 4] n im I Shift
|E Space Bar
6. Gujarati Terafont keyboard
|
31 g2 )z 3|4 ¥[5 s g7 sl =8 <o &) o =« qe(_
L] e i L i, 2 & 5 a o &
q o olw YE  #|r 2|t ddy  2lu 3l efo P G =0 ¢«
[ r ! ™ . d | al, AL % p g
a os [d Lt jg alh R clk #| k| = z
Caps Lock l o 5 y, ol al %f ol % &l H g e
r HMlx 2c i -lb wjmn &jm 7 cl. 8l !
i i | Shift
=hift 2| %L| :-| :'.-L| UL| E| $L| ch| ﬁ| o '
|E Space Bar

What is Transliteration K/B ?

Transliteration is a Keyboard Layout in which the user can type the words in Roman
English using the standard keyboard layout. The word is translated into Gujarati on
the fly using phonetic logic. The word is translated in spell as it is spoken.

How to type different Characters and Words from transliteration K/B?

Followings are the list of character assigned to keys for Transliteration Keyboard.

1. Vowels
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Roman

Gujarati

aa

€e

00

ai/ei

au/ou

a/\

aH

aM

o)

A

Ra/Ru/Ri

oM

WeleglEledElel gl gDl c] s

2.

Consonants

Roman

Gujarati

ka

5

kha

vy

ga

O
—

gha

Nga

cha

chha
ja

jha

Nja

Ta

Tha

Da

Dha

vl v L8RS & | &

Na

ta

tha

da

dha

Ll o] | aflg=
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na o
pa v
pha 5
ba <l
bha ®,
ma H
ya q
ra 2
la q
va/wa 4
sha U
Sha Y
sa A
ha ¢
kSha / xa 54
tra 12
Gya/ jNja A
R 8
La 0
3. Consonants with Matra
Roman Gujarati
ka 5
kaa 51
Ki 5[
kee sl
ku 5
koo 5
ke 5
kai / kel 5
ko 51
kau / kou sl
ka 5
kaH 5.
kaM 5
kO sl
kA 5
kRa / kRu / kRi 5
kra 52
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2.8

2.9

How to use IME Help ?
On-the-Fly Help

Indic IME provides online help of the English character mapping along with Gujarati.
As the user types, help for each character or matra is available on the screen, helping
the user in typing. To turn on the On-the-Fly help, you have to click on the On-the-
Fly Help button shown in the bottom right corner of then Word Screen.

Spelling Check in Gujarati

Microsoft Word with Indic languages enabled checks the spelling of Indic language
words and other words automatically as it encounters them. You do not need to
perform a separate spelling check for each language.

There are two ways to check spelling grammar in Gujarati.

1. When the typing of word finishes, a red underline appears under the word which
spelling is wrong.
2. Right click on the word, a menu will appear which shows the correct word

OR

1. Select the word, Click on Tools -> Spelling and Grammar OR Press F7 key.
2. It shows the dialog box with the suggested word. You can choose the correct
word from the listed word.

What is Smart Tag?

You can save time by using smart tags (smart tags: Data recognized and labeled as a
particular type. For example, a person's name or the name of a recent Microsoft
Outlook e-mail message recipient is a type of data that can be recognized and labeled
with a smart tag.) to perform actions (actions: Tasks that can be performed by using
smart tags. For example, adding a name to a Microsoft Outlook Contacts folder is one
action that might be taken with a person name smart tag.) in Microsoft Word that
you'd normally open other programs to do.

The purple dotted lines beneath text in your document indicate the smart tags.

Mate Sun dolor =it
amek, Fonzectetuer
adipiscing elit, zed
diam nomummy nibk
euismod tincidunt ut

w
T
<
T
7
=)
[u]
=
3
o
=}
=
f
_k__—

aliquarm erat yolatpar.

How to use smart tags

When Word recognizes types of data, it marks the data with a smart tag indicator, a
purple dotted underline. To find out what actions you can take with a smart tag, move
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the insertion point over the underlined text until the Smart Tag Actions button
appears. You can then click the button to see a list of actions you can take.

® 1y
e T
£

[ ==

=

1 Smart Tag Actions button
2 Smart tag indicator

When you save a document, the smart tags are embedded so that they are available to
anyone who opens the document. You can, however, choose not to embed smart tags
when you save a document.

If you save as a Web page a Word document that contains smart tags, some tasks can
be performed on the Web using Microsoft Internet Explorer 5 or later. You can also
use smart tags in your Microsoft Outlook e-mail messages and in Microsoft Excel.

How smart tags work

You enable smart tags by selecting smart tag recognizers from a list (Tools menu,
AutoCorrect Options command, Smart Tags tab). Each smart tag recognizer
identifies a type of data, such as names, dates, or telephone numbers, and contains the
logic needed to provide one or more actions for each data type.

When you type text into a new document or open an existing document, the logic in
the smart tag looks for words that match the data types in the list. When the smart tag
finds a match, it places a smart tag indicator— a dotted purple line— under the term
and enables the appropriate actions.

The actions you can take depend on the type of data that Word recognizes and labels
with a smart tag.

For example, "Nate Sun" in the previous example is recognized as a "person name"
smart tag with actions you can take, such as Open Contact, Schedule a Meeting,
Add to Contacts, or Insert Address.

If you select the Add to Contacts action, you can add the name and address to your
Outlook contact folder without copying the information, opening Outlook, and then
pasting the information into a contact card.

What is a Thesaurus?
Thesaurus is a dictionary of synonyms. Followings are the steps to use thesaurus.

On the Tools menu, click Research.

In the Search for list, select Thesaurus.

Press ALT and click the word you want to look up.

Results appear in the Research task pane.

To use one of the words in the list of results or to search for more words, do one

of the following:

e To use one of the words, point to it, click the down arrow, and then click
Insert or Copy.

e To look up additional related words, click a word in the list of results.

arwONE
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2.10

You can also look up words in the thesaurus of another language. If, for example,
your document is in French and you want synonyms, click Research options in the
Research task pane, and then under Reference Books, select the thesaurus options
you want.

The thesaurus is installed by default. If, however, you receive no results from the
thesaurus, you may need to reinstall it.

In Microsoft Office Outlook 2003, the Research task pane is available only when you
are reading or composing e-mail messages.

How to change Menu from English to Gujarati

Following are the steps to change the Menu from English to Gujarati.

Step 1: Before changing Menu, Close all the Microsoft Office Applications then
Click on the Start Button.

Step 2: Point to Programs -> Microsoft Office -> Microsoft Office Tools ->
Microsoft Office 2003 Language Settings. Click on it. (As shown in Fig.)

@ Accessoties

@ Games

@ Google Earth Pro
'-@ HP Scanlet Software
[ Indic IME 1

[@ jetaudia

i ] New Office Document

e a Digital Certificate For ¥EA Projects
| B8 Open Office Docum ] Microsoft Clip Crganizer

@ Set Program Access

w Windows Catalog @ Microsoft Office Access Snapshat Yiewsr

% @ Microsoft OFfice Application Recovery

Wineme LR R @ Microsoft OFfice Document Imaging
3 Micrasoft Office Document Scanning
rﬂ Programs @ Microsoft Office Picture Manager

==
c L.A Diocuments

o
J}‘ Settings
f') Search

Help and Support
(7) P

=] Run..

@ Shut Down...,

Windows XP Professi

Ese 8@ 5~

oft Office Access 2003
Microsoft Office Excel 2003

Microsaft Office InfoPath 2003

0| Microsaft Office Qutlook 2003

Microsaft Office PowerPaint 2003
Microsaft Office \Word 2003

a3l 22| B|«0nz 2 s

Step 3: Language Setting Dialog box will appear. Select 2issz1d\ from ‘Display
Office 2003 in” drop down list box.
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¥ Microsoft Office 2003 Language Settings

X

User Interface and Help | Enabled Languages | &bout Microsoft OFfice 2003 Language Settings I

" ¥ou can change the language Microsoft Office 2005 uses in elements such as menus
kﬁ” and dialog boxes,

After selecting a new language, you must quit and restart any OFfice applications waou
are currently using.

Display Office 2003 in:

apwaedl j

{same as the system)

English ks in the Help swskem. Afker
Tt | the Answer Wizard using the

Display Help in:

IEninsh j

oK I Cancel |

Step 4: Select Help Language from ‘Display Help in” drop down list box. Click Ok

User Interface and Help | Enabled Languages | About Microsoft Office 2003 Language Settings |

7= Yoy can change the language Microsoft Office 2003 uses in elements such as menus
A and dialog boxes,
2 After selecting a new language, vou must quit and restart any Office applications you
are currently using.

Microsoft Office 2003 Language Settings

The language settings have been updated and will take effect the next time you skart
‘\!‘(J wour Office applications.

Display Help in:

English

][ Cancel ]

—_—= -
iz start E Mic &)C & 144

Now Start MS Word 2003. You can see the menu is changed from English to
Gujarati. Every menu command is converted into related Gujarati Language.
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Introduction about TBIL Converter

TBIL Data Converter is a desktop application, which enables any user to transliterate
data of MS Word Doc /Text /Access (MDB) /Excel (XLS) files in ASCII Font/ISCII
/UTF/Roman format (supported by converter) to a Unicode document in 7 Indian
languages supported by Microsoft and vice a versa.

1. To convert the document from Roman to Unicode the source document must be in
Times New Roman font.

2. TBIL Data Converter can convert text/doc file/access file from Unicode to Fonts
but only for Gujarati and Hindi Language.

3. TBIL Data Converter will be converting document only with the supported fonts.
The supported languages for the converter are:

a. Hindi, Tamil, Gujarati, Telugu, Kannada, Punjabi, Marathi
b. The supported fonts for the TBIL Data Converter with respect to all
languages are:

How to use TBIL Data Converter?

Before using TBIL Data Converter for conversion of Doc files, close all the other
running word applications, especially the source file.

Follow the steps given below for transliteration of the data in MS Word Doc/Text
files/Access/Excel files from font/ASCII/Roman format to Unicode and vice versa.
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Step 1:

Open/Run the TBIL Data Converter application. Select the source file format for

conversion. Click ‘GO’ button to continue

TBIL Data Converkter

(Transliterator between
Indian Languages)

O @Dnc of the Conversion Options

(%} Texk Files D Dioc FI|ES ) Access (MDE) Files {0} Excel Files

TBII.. Data Converter

G0 Exit

Step 2:
The next screen is “Source Font Selection” wizard.
Specify the following Details:

Case (A)
Select Source Language, Source Font and Target Language for Conversion,
Source Language I j
Source Format I <Selact> j
Source Font I <Selact> j
Target Language I <Selact> j
Target Format I <Salact j
Target Fonk I <Select> j
Mext ]l [ Exit ]l [ Abaut

100



Source Language | Select the language of Doc file/Text file from the
options available in drop down. Options are Hindi,
Punjabi, Gujarati, Marathi, Tamil, Telugu, Kannada
and None.

Source Format If source language is selected None, Iscii, Phonetic and
UTF Options are available. If source language is
selected as any language, Ascii and Unicode options
are available.

Source Font This is the name of the font used in document. Select
the font name available in the list, which is filtered on
the basis of selected language. To convert the Roman
documents select the Times New Roman here.

Target Language | The Target language is the language in which doc
file/Text file will be converted.

Target Format If target language is selected None, Iscii, Phonetic and
UTF Options are available. If target language is
selected as any language, Ascii and Unicode options
are available.

Target Font Select the Font in which the converted document will
be available.

After specifying above details click the “Next’ button.

Step 3:
Following screen will appear after step 2

Case (A)

If you select Doc/Txt file in the Splash Screen (Screen 1).You will see next screen
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[lE TEIL Data Converter - File Selection (Select Texk Fi X|

Source Language : Hindi Source Font : Webdunia
Target Language : Tamil Target Font : Latha

Click Browse ko select DOC file(s) ko be conwverted ko Unicode, when done Press Conwvert ko skart,,

Shout

. Remove All Files

Femove File

Close

Browse. | ' Convert | ' Back

After specifying all the details, Press Next button.

Step 4

This Screen will appear which will show the details you selected and now you can
press Convert Button to begin the conversion.

iig TBIL Data Converter - x|

Source: C:Program FilesMicrosoft ¥isual Studio’, ¥B9584MDBTBIL . dbTest.mdb

Destination: C:%Program Files' Microsoft Yisual
Studio’, ¥B95"MDETBIL  dbTest_Nakul.mdb

Table: thl_Unicode
Font: Makul

Columns: TextFld, MemoFld1, MemoFldz2

Back ] Convert Cancel

Controls on this screen

Button Description
Convert This Begins the conversion process.
Back This will take you back to the previous Screen.
Cancel You can close the application by clicking on this button
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Step 5

This Screen will appear. Which will show the completion of the conversion.
Controls on this screen

[\ TEBIL Data Converter - Conversion in Process..

Source: C:\Documents and Settings' test’ My Documents' ¥isual Studio
Projects' WindowsApplication1' dbTest.mdb

Destination: C:)Documents and Settings' test' My Documents' Yisual Studio
Projects' WindowsApplication1' dbhTest_Makul.mdh

Table: thl_Unicode

Font: Makul

Columns: TextFld, MemoFld1, MemoFldz

Mt Table ] Exit |

Button

Description

Next Table

This will take you back to the screen where you can select another
file for conversion.

Exit

You can close the application by clicking on this button
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Section - 3

Troubleshooting, Installation and Best Practices
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3.1

Understanding Storage Devices

A device capable of storing data is called Storage Devices. The term usually refers to
mass storage devices, such as disk and tape drives. Computer storage, computer
memory, and often casually memory refer to computer components, devices and
recording media that retain data for some interval of time. In contemporary usage,
memory usually refers to a form of solid state storage known as random access
memory (RAM) and sometimes other forms of fast but temporary storage. Similarly,
storage more commonly refers to mass storage - optical discs, forms of magnetic
storage like hard disks, and other types of storage which are slower than RAM, but of
a more permanent nature.

Various forms of storage devices, divided according to their distance from the
central processing unit. Therefore a computer system usually contains several
kinds of storage, each with an individual purpose, as shown in the diagram.
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Primary storage: Primary storage is directly connected to the central processing
unit of the computer. It must be present for the CPU to function  correctly.

Secondary storage: Secondary storage is also known as "mass storage”, as
shown in the diagram above. Secondary or mass storage is typically of much
greater capacity than primary storage (main memory), but it is also very much
slower. In modern computers, hard disks are usually used for mass storage.

Tertiary storage: Tertiary storage is used in the realms of enterprise storage and
scientific computing on large computer systems and business computer networks.

Off-line storage: Off-line storage is a system where the storage medium can be
easily removed from the storage device. Off-line storage is used for data transfer and
archival purposes. In modern computers, floppy disks, optical discs and flash memory
devices including "USB drives" are commonly used for off-line mass storage
purposes. "Hot-pluggable™ USB hard disks are also available. Off-line storage devices
used in the past include magnetic tapes in many different sizes and formats, and
removable Winchester disk drums.

Let us understand some storage devices

¢ Floppy Disk

A floppy disk is a data storage device that is
composed of a ring of thin, flexible (i.e.
"floppy") magnetic storage medium encased in a
square or rectangular plastic wallet. Floppy
disks are read and written by a floppy disk
drive or FDD, the latter initialism not to be
confused with "fixed disk drive", which is an
old IBM term for a hard disk drive.

Write-protect tab
Hub

Shutter

Plastic housing
Paper ring
Magnetic disk
Disk sector

NookrownE
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e Hard Disk

Cover Mounting Hales . . .

{Cover not shown) A magnetic disk on which you
can store computer data. The term
hard is used to distinguish it from a
soft, or floppy, disk. Hard disks
hold more data and are faster than
floppy disks. A hard disk, for
b example, can store anywhere from
o 10 to more than 100 gigabytes,

whereas most floppies have a
maximum storage capacity of 1.4

Base Casting

Spindle

Stidor jand Hoad)
Actirator Arm
Actuator Axis

Actuatar

Platters

’ megabytes.
A \ Ribbon Cable single hard disk usually consists of
(attaches heads
SCSl i 1o Logic Board) several platters. Each platter
Jumper Pins requires two read/write heads, one
Jumper  Power Vo for each side. All the read/write

Connectol

heads are attached to a single
access arm so that Hathey cannot move independently. Each platter has the same
number of tracks, and a track location that cuts across all platters is called a cylinder.
For example, a typical 84 megabyte hard disk for a PC might have two platters (four
sides) and 1,053 cylinders.

In general, hard disks are less portable than floppies, although it is possible to buy
removable hard disks.

Another media for external storage is the cartridge tape. It is particularly suitable for
storage of large volumes of data. Now, CD- ROMs, DVDs and Magneto-Optical
(MO) disks have also become an important media to store large volumes of data.

e CD/DVD

DVD (also known as "Digital Versatile Disc" or "Digital Video Disc") is an optical
disc storage media format that can be used for data storage, including movies with
high video and sound quality. DVDs resemble compact discs as their physical
dimensions are the same (120 mm (4.72 inches) or occasionally 80 mm (3.15 inches)
in diameter) but they are encoded in a different format and at a much higher density.
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Short for digital versatile disc or digital video disc, a type of optical disk technology
similar to the CD-ROM. A DVD holds a minimum of 4.7GB of data, enough for a
full-length movie. DVDs are commonly used as a medium for digital representation
of movies and other multimedia presentations that combine sound with graphics.

The DVD specification supports disks with capacities of from 4.7GB to 17GB and
access rates of 600KBps to 1.3 MBPS. One of the best features of DVD drives is that
they are backward-compatible with CD-ROMSs, meaning they can play old CD-
ROMs, CD-I disks, and video CDs, as well as new DVD-ROMs. Newer DVD players
can also read CD-R disks.

DVD uses MPEG-2 to compress video data.

e Flash memory/Pen Drive

A special type of EEPROM that can be erased and reprogrammed in blocks instead of
one byte at a time. Many modern PCs have their BIOS stored on a flash memory chip
so that it can easily be updated if necessary. Such a BIOS is sometimes called a flash
BIOS. Flash memory is also popular in modems because it enables the modem
manufacturer to support new protocols as they become standardized.

Flash memory is a form of non-volatile memory that can be electrically erased and
reprogrammed. Unlike EEPROM, it is erased and programmed in blocks consisting
of multiple locations (in early flash the entire chip had to be erased at once). Flash
memory costs far less than EEPROM and therefore has become the dominant
technology wherever a significant amount of non-volatile, solid-state storage is
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3.2

needed. Examples of applications include digital audio players, digital cameras and
mobile phones. Flash memory is also used in USB flash drives, which are used for
general storage and transfer of data between computers. It has also gained some
popularity in the gaming market, where low-cost fast-loading memory in the order of
a few hundred megabytes is required, such as in Nintendo DS cartridges.

How to use a DVD/CD ROM and Floppy?

Floppy disk and CD/DVD are read by there related driver device. Each driver
device has allotted a letter to identify them. Letter ‘A’ and ‘B’ are allotted to
floppy drive. C, D,... are allotted to the hard disk (and their partitions whatever
it may be). Next letter after the hard disk allotted is allotted to the CD/DVD
drive.

Reading process of Floppy and CD/DVD is described below:

1. Insert the Floppy disk into Floppy disk drive.

2. Open My computer from Desktop.

As shown in the following figure, there are three drives, Hard (ACER (C:))
drive, Floppy (A:), drive and CD drive (D:).

3. Insert the Floppy disk in drive A: or CD/DVD in drive D: then double click
on it.

! My Computer =S
File Edit Wiew Favortes Tools  Help | ﬂ'
) Back = =D B ﬁ 7~ Search Folders Ev
Address I My Computer j a Go
Files Stored on This Computer
System Tasks #®
e rsteninionnation - shared Documents admin's Dacuments
1 Add or remove programs j==s
[} Change a setting
/l Adrninistrator's Documents
Other Places &
&3 My Network Places Hard Disk Drives
L) My Documents
[£5) Shared Documents ool D ACER (C1)
[} Control Panel
Devices with Removable Storage
Details &
My Computer H /:) .
System Folder 1 5 3% Floppy (A K A CD Drive (D)
cE-startl - NE i) ”l "4 My Computer « 7% Wy 1315

The selected drive’s folder(s)/file(s) will be opened. Using explorer, we can
manage the files and folders seen in the opened drive.
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3.3

Burning CD/DVD

In computing, optical disc authoring, including CD authoring and DVD authoring,
known often as burning, is the process of recording source material—video, audio or
other data—onto an optical disc (compact disc or DVD).

Process

Creating an optical disc usually involves first creating a disk image with a full file
system designed for the optical disc, and then actually burning the image to the disc.
Many programs create the disk image and burn in one bundled application, such that
end-users do not even know the distinction.

There are also packet-writing applications that do not require writing the entire disc at
once, but allow writing parts at a time, allowing the disc to be used like a floppy.

There exist many optical disc authoring technologies for optimizing the authoring
process and preventing errors. Discs whose burn failed are colloquially termed
coasters since that is all they are good for.

Sessions
Data on an optical disc is laid out in sessions. Each session consists of a lead-in,

containing the session's Table of Contents, the program area in which the individual
tracks are located, and the lead-out.

The number of tracks is limited to 99 in a session. The specifications require at least
one track in each session. The tracks are located in the program area of the session.

In multisession discs, the lead-in areas contain addresses of the previous sessions. The
TOC written in the lead-in of the latest session is used to access the tracks.

TOC

The Table of Contents (TOC) is the area where the layout of the tracks on the disc is
described. It is located in the lead-in area of the disc session. The TOC on discs is in
principle similar to partition table on hard drives.

Nonstandard or corrupted TOC records are abused as a form of CD/DVD copy
protection, in e.g. the key2audio scheme.

Lead-In
The lead-in area of a CD session is the starting part of the disc. It contains the TOC
for the session, and the address of the next available free part of the disc available for

the start of the next session, unless the disc is closed and therefore no more sessions
can be added, or the disc is not multisession.
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Lead-Out

The lead-out area is the ending part of the CD session. When the session is closed,
the lead-out area is written.

The first lead-out is 6750 sectors (about 13 megabytes) long; each subsequent lead-
out is 2250 sectors (4 megabytes) long.

Tracks

A track is a consecutive set of sectors on the disc containing a block of data. One
session may contain one or more tracks of the same or different types. There are
several kinds of tracks: Audio tracks, Data tracks.

Hardware

Authoring is commonly done in software on computers with optical disc recorders.
There are, however, stand-alone devices like personal video recorders which can also
author and record discs.

Software

Use of optical disc recorders requires optical disc authoring software, (sometimes
called "burning applications™ or "burner applications™). Such software is usually sold
with the recorder.

File systems

Optical disk file systems include 1SO-9660 (often known simply as "ISO") and
Universal Disk Format (UDF). ISO is most common for CDs and UDF is most
common for DVDs.

1SO 9660

ISO 9660 is a format mainly used on CDs. The ISO 9660 can be extended with Joliet,
Rock Ridge, El Torito, or the Apple 1SO9660 Extensions. The Joliet file system was
made by Microsoft. It makes it possible to have long file names, among other things.
Rock Ridge is a system providing ownership, fewer restrictions on the file names, and
more. El Torito makes it possible to boot from a CD. The Apple Extensions enables
creator codes, file type, on so on.

Universal Disk Format
Universal Disk Format is a format. UDF can be extended with Mount Rainier which

makes it possible to use the disc like a floppy. You can delete, create, modify files,
without having to write the whole disc again.
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3.4

Taking Data on and from a flash drive, pen drive

Taking Data on and from a flash drive, pen drive

What is Flash / Pen drive?

Flash drive or pen drive is a fast access data storage device.lt is connected to USB

port of computer. USB means Universal Serial Bus. Communication with USB port is
faster and easier.

Data storage capacity of flash / pen drive varies from 128 MB to upto 2 GB.It is easy
to transport data through flash drive because it is a portable device and one can carry
it in his/her pocket. It is very reliable compare to CD or Floppy.

How to transfer data to and from flash/pen drive

One has to just connect flash/pen drive to USB port of the computer. If operating
system is Windows XP, then it will auto run flash drive.

Removable Disk (E:) x|

_ Thizg disk or device containz more than one type of
content.

YWhat do you want Windows to do?
S - uzing Microzoft Scanner and Camera \wizard ;l

Play
Lzing “Windows kMedia Player

Play
Lzing jehdudio

Create jetdudio's album
Lzing jekdudio

Dper falder o view files

Lizing " indaws Explore

0 T ake no action |

-

| aF. I Cancel

Select the option 'Open folder to view files' and press OK button

You will find one additional drive in ‘My Computer' named Removable disk.

Now it will act as common hard disk drive means you can write data into and from it.
Suppose you want to copy some files from your computer to pen drive then go to My

Computer and copy files or folders you want to transfer and then click on removable
disk in My Computer and paste the files or folders.
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When you finished working with your pen drive do not directly pull out but follow
procedure as shown below.

Right click on USB recognition symbol on your taskbar and click on Safely Remove
Hardware.

Then you will get following screen

%+ Stop a Hardware device

Confirm devices to be stopped, Choose 0K o continue.

Windows will attempt bo gtop the following devices. After the devices are
stopped they may be removed safely.

5& 5B Mass Storage Device
Ze Genenc volume - [E:]

=@ JetFlash TSZE6MIFT10 USE Device

[ 1]8 H Cancel ]

Click on Jet flash and then click on OK button. So message will come

i) safe To Remove Hardware b

The 'USE Mass Storage Device' device can now be safely
removed from the system,

drive -Mi... | EJ Purchase plan. .. EM

Now you can pull out your flash/pen drive.
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Using data and resources from a Local Area Network

Most LANs connect workstations and personal computers. Each node (individual
computer ) in a LAN has its own CPU with which it executes programs, but it also is
able to access data and devices anywhere on the LAN. This means that many users
can share expensive devices, such as laser printers, as well as data. Users can also use
the LAN to communicate with each other, by sending e-mail or engaging in chat
sessions.

LANSs are capable of transmitting data at very fast rates, much faster than data can be
transmitted over a telephone line; but the distances are limited, and there is also a
limit on the number of computers that can be attached to a single LAN.

How many computers are connected in a network can be viewed through My
Network Places.

You will find My Network Places icon on your desktop. Click on it.

Click on view workgroup computers.

¢’z Employment =12 x]
File Edit View Favorites Tools  Help | J','
O Back - = B 'ﬁ' | P ! Search Falders | Elv
Address I,J, Emplayment j a Go
- - - - - - - -
[ [ [ 1 | | [ =
2 o - (-] (-] (-] -] -]
Network Tasks X _‘_‘)g _‘_!)\g _‘_]J\g _‘_lJ\g __‘J‘g _._‘J‘g -._‘)‘g
J add & network place Acc Accl Acer-kh Acerm Adircts Aoz Abs1
t’:\’ Wiew network connections
3 Setup ahome or small :‘j :‘5 :‘5 :1 ,E .E .‘5
 office netwark J)g JJg J)g J)E JJg JJg J)g
< Set up a wireless network, Chh3 Det33n amm (Det53) detreg Drpdir _det Est3 MODESZ
far a home or small office (Detreg-new) (Estemp)
#y Wiew warkgroup computers - - - - - - -
I I I 1 | | I
Show icons Far networked = g g g B e e
B o e w8 58 N3 B1 K1 KB K9
Est-katarasir Estrew exam GevkDl Govk02 Gevk03 Gevk0s
(Exam4) (GEovt03)
Dther Places x — — — — — — —
-] ) -] st =t - | (]
Y Microsoft Windows ._Lg ..b‘g J‘g J‘g ..L‘g _‘J‘g _‘J‘g
Metwork Govtll Gevtibmi Gevtibm2 Giad gianewt Hdj Thr-725d28. ..
J Iy Computer (Gianew)
E My Documents - . -, .
= w8 w8 1| )| )| )| w8
I Shared Documents ¥ Y . - . - .
Cq\d Printers and Faxes Ttcell Ttcello Ttcelll ITCELLZ Ttcell4 Itcells Thcelle
(Ttcellz) —
P - =1 = - - =1 - -
e OB B8 K9 K9 N9 N9 N9
Modet MNodel2 Mode 21 MODE3D Node40 Moded7? riodeS1
Node21 Node30 ModeS1
{Had=z1} {Nade30) (MadeS1}
T la la e Ta Ta a =]
& Startl @ (@ % » W) storage DEvices.doc- M. +) Employment « oW E 1623

You will find computers connected in your network and which is switch on.
Click on the computer with which you want to connect.
You will find shared folders of that computer.

Click on folder which you want to access and then copy files from it to your
computer.
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3.6

Using FTP to Upload/Downloading of Data from the Internet

Because downloading files from the web is so easily done with a web browser such as
Microsoft Internet Explorer or Netscape Navigator, it is reasonable to think uploading
files would be just as easy. New web page authors quickly find, however, that
uploading and managing web files can be tricky.

Web hosting services often provide several ways to upload files to your web site. For
example, many web hosting services support Microsoft FrontPage, a software
program that enables you to create, manage, and publish (upload) your web site.
Other web hosts offer their own file management systems. Virtually all web hosting
services, however, support FTP (File Transfer Protocol) uploading.

FTP is one of the earliest Internet applications and was designed for transferring files
from one computer system to another computer system on the Internet. Using FTP to
download files from another computer system to your computer system is very easy
to do with your browser. Simply enter the URL address of the FTP server in your
browser window. The browser then connects to the FTP server and you login. Many
servers support "anonymous" FTP, that is, you do not have to have an account with
the server to download files. To log in as "anonymous," use "anonymous" as your ID
and your e-mail address as your password. Once you are logged on, you will see the
server's current directory and list of files. To download a file, you essentially just
click on the file and save it to disk.

Using FTP with your browser to upload files can be very complicated. A much better
option for uploading files is to use one of the many available freeware and shareware
FTP client programs available. Two of the most popular FTP client programs are
WS_FTP for windows and Fetch for the Macintosh. You can use a web search engine
to locate a source where you can download these programs.

I chose WS_FTP because it is popular and because the reviews say it is easy to use.
WS_FTP can be downloaded as a free version for home and educational use. For
professional or corporate use.

WS_FTP is simple and easy to install and use. After you connect to your ISP (Internet
Service Provider), run the WS_FTP program by double-clicking on its icon. A dialog
box will appear on your screen so that you can enter FTP server information. The
program comes pre-configured to connect with over thirty servers, including AOL,
Compag, Microsoft, and the like. You can use the pre-configuration settings as a
guide to configure a setting to connect to your web host server or to any other server.

Once connected to the FTP server, the WS_FTP window will appear. Local system
(your computer) information will appear on the left side of the window and remote
system (the server) information will appear on the right side of the window. For each
side, you can change directories, make directories, view files, and perform other
functions. Uploading or downloading files is a breeze. To upload a file from your
computer to the server, select a file from your computer and then click on the right
arrow in the center of the window. To download a file from the server to your
computer, select a file from the server window and then click on the left arrow.
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3.7 Information on SCANNER and its usage

A scanner is a device that analyzes a physical images such as a photograph, printed
text, or handwriting or an object such as an ornament and converts it to a digital
image.

Various types of scanners are described below.

Flatbed Scanner - The Flatbed scanner, as shown in the below illustration, is one of
the most commonly used and most recommended scanners.

This scanner allows the user to place a full piece of paper, book, magazine, photo or

any other object onto the bed of the scanner and have the capability to scan that
object.

Sheet feed - Another commonly used scanner which allows a user to scan pieces of
paper into the computer.

While the sheetfed is a less expensive solution when compared to the flatbed scanner,
the sheetfed is limited to 400dpi and the available options which can be scanned.
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Handheld - Today, not commonly used scanner option and can be difficult to find at
stores. The handheld option allows the user to drag over select sections of pages,
magazines, books and other objects scanning only sections.

While a very inexpensive solution, it can be tedious to drag the handheld correctly.
While scanning, it will be difficult to have a straight scan as well as if it is moved to
slow / fast can cause distortion in the image being scanned.

Cardscan - Excellent solution for anyone interested in scanning business cards for
record purposes.

While sometimes surprising, the cardscanners can sometimes be an expensive
solution for only having the capability to scan business cards.

Below is a brief overview explaining generally how a scanner gathers the information
and sends it to your computer.

Scanners configuration

Scanners in Control Panel enables you to install scanners, and other image-capturing
devices.

After a device is installed, you can use the Scanners and Cameras Wizard to
download and save pictures on your computer in a folder you specify. You can also
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view device properties, delete pictures from your camera, or print photos. You can
even test your device to make sure everything is working properly.

You can use Scanners and Cameras to link your device to a program on your
computer. For example, you can set your computer to automatically open all of your
scanned pictures in your program of choice.

Windows automatically saves pictures to the My Pictures folder or to a subfolder
you specify. If you save your files to any My Pictures subfolder or any folder
customized as a pictures folder, Windows provides specialized tools and features you
can use such as Windows Picture and Fax Viewer and the ability to view your
pictures as a slideshow.

Many cameras and scanners are Plug and Play. Windows detects Plug and Play
devices after you plug them into your computer. Some devices automatically shut
themselves off after a period of time. If your camera is connected to your computer,
and it is not being detected, check to see that it is turned on.
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INSTALLATIONS

3.8

Installing basic softwares
We will see the Installation procedure for Microsoft Office XP Professional.
Microsoft Office XP Professional includes following Applications

Word

Excel
Access
PowerPoint
Outlook

Minimum System Requirements for Microsoft Office XP Professional

e Processor: 133 MHz or higher; Pentium Il recommended.
e Memory (RAM): Necessary RAM for the operating system plus an additional 8
MB for each application running simultaneously.

Hard drive space: 245 MB; an additional 115 MB is required on the hard disk where
the operating system is installed.

Procedure

1. Insert Microsoft Office XP Professional CD into CD drive.

2. Open CD’s folder in explorer. Click on Setup.exe

3. Inthe Microsoft Office XP Professional User information window, enter your
User name, Initials, and Organization as you would like, and click Next.

i Microsoft Office XP Setup

Microsoft Office XP Professional

User information

Uzer name: |Cowh01,r Joe
Initials: 1
Qrganization: |University of Wyoming

I Mext = l [ Cancel l

4. In the Microsoft Office XP Professional Choose the type of installation you
need window, select Complete.

NOTE: Selecting Complete will install all applications and components in their

entirety to your computer which is recommended for Microsoft Office and
especially for computers that may not always be connected to the UW network.
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5.

The Custom option will allow you to install only the specific applications or
components that you need. The Install Now option will install only the most
common components for Microsoft Office XP Professional. If you select either
Install Now or Custom, be aware that in the future, if you need to use a
component you do not select, you must be connected to the UW network in order
for the component to be installed.

In the Install to box, do not change the default location (unless you have reason
to do so), and click Next.

i Microsoft Office XP Setup

Microsoft Office XP Professional

Choose the type of installation you need

C Install Now

Installs Microsoft Office with the default settings, induding the most
commonly used components.

of choose an install type:

(B Complete; 7 Run from Metwork

Installs all of Microsoft Office on your computer, induding all optional
components and tools.

Install to: C ‘Program Files\Microsoft Office’, Browse. ..

[ < Back H Mext = l [ Cancel ]

In the Microsoft Office XP Professional Begin installation window, click Install
to begin installation.

6.

In the Microsoft Office XP Professional window, click OK. You have
completed the installation of Microsoft Office XP Professional.

Opening a Microsoft Office Application

To open an Office application, click the Start menu button, point to Programs
(or All Programs), and click whichever Office application you would like to
open.

To create a shortcut on your Desktop for an application, click the Start menu
button, point to Programs right-click and hold on the application you would like
to create a shortcut for, drag it to the Desktop, then release the mouse. Click
Create Shortcut(s) Here or Copy Here.
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3.9 Installing CD Burning Software (Nero etc.)

Step 1. Insert CD into CD Drive which contains CD Burning Software. (e.g. Nero is
used here). Setup.exe will Run automatically. If not, Click on Setup.exe on
CD drive. It will extracts the compressed files for intallation process. (see

following figure)

Ewtracting Cabh1B13EAAE cab d

Ewtracting Cabh226540F9.cab
Ewtracting Cabh227B4CCH cab
Ewtracting Cabh22044319.cab
Ewtracting Cabh232469CE cab
Ewtracting Cabh23F 10239 cab
Ewtracting Cabh2h844569. cab
Ewtracting Cabh27RBBCCE cab
Ewtracting Cabh28E YOBAE.cab
Ewtracting Cabh23470240 . cab
Ewtracting Cabh2B5367AD . cab
Ewtracting Cabh20138425.cab
Extracting Cabh20 FCO7AF . cab
|E stracting Cab4307COBEN.cab

Destination folder

IE:'\DDELIME”‘I SADR NI TALOCALS ~ 14T empiMera? tm j Browse. . I

Estraction progress

L

| Fztall | Cancel

Step 2. After completing decompressing, Click on Next

i'._% Nero 7 Demo - Installation Wizard
'm Welcome to the Installation
Wizard for Nero 7 Demo

7 DEMO

The Installation Wizard will install Mera 7 Demo on your
computer, To continue, click MNext,

WARMING: This program is protected by copyright law and
inkernational treaties,

< Back

Cancel |
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Step 3. Click on ‘I accept the terms....” . Click on Next.
x|

License Agresment

Flease read the fallowing license agreement carefully.

End-User Agreement i’

Software Products: Ohject of this agreement is the Mero software suite,
camprising a selection of components, that varies with different suite types,
from the following list: Mero Buming ROM, Mero Express, Mero Scout, InCD,
InCD Reader, Nero StartSmart, Mero Toolkit, Mero CoverDesigner, Merg
WaveEditar, Mero SoundTrax, Mero BackltUp, Mera ImageDrive, Mera Home,
Mero Vision, Mero Hecode, MNero ShowTime, Nero PhotoSnap, Mero PhotoSnap
“iewer, Mero MediaHome, Mero PhotoShow Express, Mero PhotoShow Elite,
Mero PhotoShow Deluxe, Whtd Plug-in, Multichanne! Plug-in, D%D-Yideo Plug-

im mnelter Blavn Eact 00 Boemima Dhosa in MO e ftosaen ™ ;I

¥ | accept the terms in the license agreement

Frirt | < Back | Mext » | Carcel |

Step 4. Enter User Name, Organization and Serial No. of Software. Click on Next

ii._%- Nero 7 Demo - Installation Wizard ﬂ

Customer Information

Please enker vour information.

Uset name:

Qrganization:
[pET

Serial Mumber:

IICES-?SDE-I8K5-5X?X-4DDC-C2XX-K43F\

« Back I Mext = I Zancel
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Step 5. Select Typical or Custom setup type (recommanded Typical). Click on Next

ii-.% Nero 7 Demo - Installation Wizard ﬁl

Setup Type

Choose the setup bype that best suits your needs,

Please select a setup bype.

The typical Features set will be installed.

" Custom
@ “hoose which program features wou wank installed and where

they will be installed. Recommended For advanced users,

< Back I Tt = I Cancel

Step 6. Now installation process will continue. You can see the progress on screen.

— — =

i'-.‘!rl' Mero 7 Demo - Installation Wizard ll

Installing Nero 7 Demo

The program Features vou selected are being installed.

Please wait while the Installation Wizard installs Mera 7 Demo. This may take
several minutes,

Status:

Generating script operations For action:

= Back et = | Zancel I
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Step 7. As seen in the following fig., some default setting are required by the
installer. Click on Next

iia Nero 7 Demo - Installation Wizard

Settings

X

Pleaze zelect file azsociations and ather options

Photos |Uideu | Music | Gptiunsl Shortcut Menu

To open the file types belaw a Mera application will he used.

File extensions

%11 Bitmap image {xbrm)
Portable Bitmap {pbm) —
Photoshop image (psd)

PhotoC D image (pcd)

Amiga Paint image {ifF)

Amiga Paint image {lbm)

Multiple Metwork Graphics image {mng) -

[ Configure Mero Scout on first usage. Select Al | Remowve Al |

< Back I et = I Cancel |

Step 8. After completing installation, Click on Finish. Now the CD Burning software
IS ready to use.

{5 Nero 7 Demo - Installation Wizard X|

m Installation Wizard Completed

T DEMO

The Installation YWizard has
successfully installed Mera 7 Dema.
Click Finish to exit the wizard,

= Back

Cance| |
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3.10 Install a printer driver on a Windows 2000-based computer

To install a printer driver locally on a Windows 2000 computer:

Step 1. Click Start, point to Settings, and then click Printers.

Step 2. Double-click Add Printer to start the Add Printer Wizard.

Step 3. Click My Computer, and then click Next.

Step 4. Click Add Port, click Local Port, and then click New Port.

Step 5. In the Port Name box, type the path to the printer in the following format,
where server is the name of the print server and printer is the name of the
printer:

\\server\printer

Step 6. Click OK, and then click Close.

Install a printer driver on a Windows XP-based computer

To install a printer driver locally on a Windows XP-based computer, follow these
steps:

Step 1. Click Start, click Control Panel, click Printers and Other Hardware, and
then click Printers and Faxes.

B Control Panel

File Edit View Favorites Tools  Help

&Back " L) - I? /._.j Search [:_ Folders v

Address Ia- Conkrol Pane!

_ﬂ" Control Panel 23_@ / :g? @3

Game Internet Java Kevboard
Controllers Options

See Also : fk\ @0

: MNetwork  Metwork Setup  Phone and  Pawer Options
“ window- Lndate Connections Wizard Modem ...

@ 2 5 ©

Wl Regional and  Scanners and  Scheduled Security
Language ...  Cameras Tasks Center

[ Switch to Category Yiew

0 Help and Suppart

Shows installed printers and Fax printers and helps wou add new ones. I
: =

&= e o
Sound Effect  Sounds and Speech System Taskbar and
Managet Audio Devices Skark Menu

@ e

User Accounts  Windows Wirgless
Firewall  Retwork Set...

E}Startl a @ @ B @ Installations Final.doc - ... “D» Control Panel «© %g; 14:26
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Step 2. Double-click Add Printer to start the Add Printer Wizard, and then click
Next.

"% Printers and Fares

File Edt ‘View Favorites Todls  Help

@Ba:k - @ 2 |} |,':j Search IL_ Folders. v

Address IC_Q Printers and Faxes j £

Printer Tasks H g Eé @ ﬁ éé

Auto Microsoft  CubePDF HF Laserlet  hp Laserlet Microsoft:
[B] Add 2 printer Office Writer 1022 on itcellS 1320PCLE .. Office Doc...

& Sek up Faxiry L L
|Start the Add Printer wizard, which helps you install a prinker. E

on DET33N

See Also 2

L_ﬂ Troubleshaot printing
@) et help with printing

Other Places

[ control panel

% Scanners and Cameras
(£ My Documents

ﬁg My Pickures

§ My Computer

Details

o/ Start 0 @ & & @_] Installations Final.doc - ... ”EQ Printers and Faxes <« %gﬁ- 14:27

Step 3. Click Local printer, clear the Automatically detect and install check box,
and then click Next.

Add Printer Wizard

Local or Network Printer

The wizard needs to know which type of printer to set up :

Select the option that desciibes the printer you want to use:
& Local printer attached to this computer
V¥ Automatically detect and install my Plug and Play printer

= A network printer, of a printer attached to another computer

a. To set up a network printer that is not attached to a print server,
\1‘) usze the "Local printer' option.

< Back I Next > I Cancel

efStartl 0 @ @ 2 @Installatinns Final.doc - ... ’m
Step 4. Click Create a new port, and then click Local Port in the Port type section.
Step 5. In the Port Name box, type the path to the printer in the following format,

where server is the name of the print server and printer is the name of the
printer: \\server\printer
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Step 6. Click Next, and then select a Windows 2000 or Windows XP driver for your
printer.

Step 7. Click Next, and then follow the instructions to finish the wizard.

How to install a local printer

Step 1: In the Printers and Faxes folder, click Add Printer. Make certain that your
printer is connected to your computer and is turned on. Click Next to launch
the Add Printer Wizard.

Step 2: Select Local printer.

Step 3: Select the manufacturer and model of your printer.

Step 4: Once you have located the printer you wish to install, click Next.

Step 5: If you have a disk with the software for the printer, put it into your CD-ROM
drive and then click the Have Disk button. Select the drive that contains this
disk and then click OK.

Step 6: Supply a name for the printer and determine whether you'd like this printer to
serve as your default printer. It's always best to select the printer directly
connected to your computer as your default printer.

Step 7: Indicate whether you'd like this printer to be shared. This function is
especially useful if your home is networked and the printer will be shared with
other users. If so, click Share Name and assign a name to the printer that will
be easily recognized by family members.

Step 8: Click Yes to print a test page from your newly installed printer.

Step 9: Click Next to review the settings for your new printer before completing the
installation process.

How to install a network printer

Installing a network printer that's down the hall from your main home computer is
just as easy. When the Add Printer Wizard asks you to select a printer, simply click
Connect to This Printer.

If you don't know the name of the network printer, you may select Browse for a
Printer to search through a list of shared printers. Alternatively, if your network
printer is on a network that uses an Internet address, click Connect to a Printer on
the Internet and enter the address in the URL text box. The Add Printer Wizard can
guide you through the installation process, but playing with preferences is up to you.
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3.11

Installing/Adding New Fonts
To add a new font to your computer....

If you are using Microsoft Windows® XP

Step 1. On the Start menu, click Control Panel.

Step 2. In the Control Panel, double-click Fonts.

Control Panel

File Edit View Favorites Tools  Help

Bk - g - [T () search || Falders
F AV |- EH

Address Iﬂ- Control Panel

I Beo

Control Panel

W =5 B 2

iistart| & ([ 5 > @] Installations Final.doc - ... "E}Eontrul Panel

Accessibility  Add Hardware Add or Administrative Adobe Gamma  Automatic  Date and Time
G’ Switch ta Category View Options Tools Updates
r \J; - ? ‘g E
See Also & @ L’J E =
Display Folder Cptions Fame Internet Java Keyboard
ﬂ windaws Update Contrallers Options
Help and Suppart ; =
) Help and Suppor & (‘:) é Add, change, and manage Fonts on your computer, i [
%@ \ =) = g ™y e
Mail Mouse Metwork,  Metwork Setup  Phone and  Power Options  Printers and
Connections Wizard Modem ... Fazes
y N
@ 3 I 9
Regional and  Scanners and  Scheduled Security Sound Effect Sounds and Speech
Language ... Cameras Tasks Center Manager Audio Devices
System Taskbar and  User Accounts  Windaws Wireless
Start Menu Firewall  MNebwork Set...

Step 3. On the File menu, click Install New Font.

File Edt View Favortes Tools Help

(
/:) Search |L Folders

(=] (5] (8 =

Open t
BHnt f

Create Shorteut
Delete

Rename
Properties

= % & o o gd

AngsanalPC  AngsanaUPC AngsanaUPC  AngsanallPC Aparsjta  Aparajita Bold Aparajits Bold
(TrueType)  Bold (True... Bold Italic,., Italic {Tru...  (TrueType) (TrueType)  Italic (True...

9 ® ®H g ¢ 4d gd

Aparajita Italic Arabic Arabic Arial Arial Black. Arial Bold  Arial Bold Italic
(TrueType)  Transpar..  Transpar..  (TrueType)  (TrueType)  (TrueType)  (TrueType)

oo o o o 0 ad =u

Arial Italic  Arial Narrow  Arial Marrow  Arial Narrow  Arial Marrow  Arial Unicode  Avant Garde
(TrueTyped  (TrueType)  Bold (Tru...  Bold Italic...  Italic{Tru.. ™S (TrueType) BookBT(..

Andalus
(TrueType)

Angsana Mew Angsana New  Angsana Mew  Angsana Mew
(TrueType) Bold (True... BoldItalic (... Italic (True...

Histart| @ (& T ”Iﬁﬁ]nts

=
A 5 ® ®m 3

-

=
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Step 4. Navigate to the location where you saved the downloaded or unzipped font,
and, in the List of Fonts box, click the font you want to add

File Edit View Favorices Tools  Help

o N s
Il Add Fonts

l— = —

Address |25 F

)
Aharoni Bold
(TrueType)

)

AngsanalPC
(TrueType)

List of fonts:

GJBW-TTAvantika Nomal (TrusT ype)
GJEW-TTChitra Marmal [TrueT yps]

OK

Bl

Close

Select Al

Folders:

- hwindows

Drives:

=

2 WINDOWS
£3 addins
3 AppPatch
0 assembly
3 Cache

o)

Aparajita Italic
{TrueType)

o)

Arial Tealic

(TrueType)  (TrueType)  Bold (Tru...

ﬂ [=cacem

= o

LI ¥ Copy fonts to Fonts folder

Bold kalic...  Italic (Tru...

ﬁjstartl F-] @ @ > 4 Fonts @]Insta"at\nns Final.doc - ...

Eold Italic
ueType)

ank Garde
M35 (TrueType) Book BT (...

|

« W F L4is

Step 5. Click OK.

If you are using Microsoft Windows 2000

Step 1. On the Start menu, point to Settings, and then click Control Panel.
Step 2. On the Control Panel, double-click Fonts.

Step 3. On the File menu, click Install New Font.

Step 4. Navigate to the location where you saved the downloaded or unzipped font,
and in the List of Fonts box, click the font you want to add.

Step 5. Click Ok.

If you are using Microsoft Windows Millennium Edition

Step 1. On the Start menu, point to Settings, and then click Control Panel.

Step 2. On the Control Panel, double-click Fonts (if you don't see this option, click
view all Control Panel Options).

Step 3. On the File menu, click Install New Font.
Step 4. Click the drive and then click the folder that contains the font you want to add

(if the menu doesn't automatically recognize the font name, you may need to
unzip the font as described above).
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3.12

Step 5. Click the font you want to add and click Ok.

If you are using a different operating system, look up fonts in Help for your operating
system.

After you have followed these procedures, when you open a new Office document,
you should see the new font listed in the Fonts menu.

Installing any Drivers for new hardware (including sound driver)

To install a device driver,

Connect the device to the appropriate port or slot on your computer, according to
the device manufacturer's instructions. You may need to start or restart your
computer.

If you need to start or restart your computer, Windows should detect the device
and start the Found New Hardware wizard.

If you need to install a device, such as a sound card, into a slot inside your
computer, shut down Windows and turn off the computer. Remove the computer
cover and install the device in the appropriate slot. Replace the computer cover,
and then turn on the computer.

If your device did not install properly, you may have an older, non-Plug and Play
device. For more information about installing a non-Plug and Play device, see
Related Topics.

If prompted, follow the instructions on the screen to choose a destination path to
install drivers for the device.

If the device is a small computer system interface (SCSI) device, connect it to the
SCSI port on your computer according to the device manufacturer's instructions.
Restart or turn on your computer.

You need to be sure that the device number for the SCSI device is not used by
another SCSI device. To change the device number, see the device manufacturer's
instructions.

If the device is a universal serial bus (USB) or IEEE 1394 device, plug it into any
USB or IEEE port on your computer. Follow the instructions that appear on your
screen.

You do not need to shut down or turn off your computer when you install or plug
in a USB or IEEE 1394 device. Although USB and IEEE 1394 are similar
technologies, you cannot interchange USB connections with IEEE 1394
connections.
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Following s the procedure to install any new hardware/device driver

Click on Start. Point to Setting. Click on Control Panel.

B Control Panel

EIES

&

File Edit “iew Favorites Tools Help

0= O 3

p Search iL__ Folders

Address [ Control Panel 8

& | T 2 2

Accessibility e g e ETY Add or Administrative Adobe Gamma  Automatic  Date and Time

Ga Switch ta Category Yiew Options Remoy... Taols Updates
s RN ¥ F e P L =
See Also ES i . =
Display Falder Options Fants Game Inkernet Java Keyboard
‘ ‘Windows Update Cantrollers Options
(7] Help and Support e P ’ f .
@ D e & L 4 3
= ==
Mail Mouse Metwork  Mebwork Setup Phone and  Power Options  Prinkers and
Connections Wizard Modemn ... Faxes
e 8 P O & 9 g
k i
. =/ 2
Regional and  Scanners and  Scheduled Security Sound Effect  Sounds and Speech
Language ... Cameras Tasks Cenker Manager Audio Devices
System Taskbar and  User Accounts  Windows Wfireless
Start Menu Firewal  Metwork Set...

Click on Add Hardware from Control Panel

The Add Hardware wizard will search for Added New Hardware. Click on Next.

Add Hardware Wizard

This wizard helps vou:

# Inztall software to support the hardware you add to pour
computer.

¢ Tioubleshoot problems pou may be having with pour
hardware.

& If your hardware came with an installation CD,
it is recommended that you click Cancel to
close this wizard and use the manufacturer's
CD to install this hardware.

To continue, click Mest

< Back I Next > I Cancel

&Startl 0 @ @ 22 @New Microsoft Waord Doc.. .
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The Wizard will search for new added hardware.

Add Hardware Wizard

Please wait while the wizard searches. ..
.

This wizard iz searching for hardware that has been connected to your computer
recently but has not yet been installed.

(3

< Back Lancel

@#istart| @ (5 TF % W] New Microsoft Word Doc... « B Z 1231

If it doesn’t find any hardware, it will display following.

Click on “Yes,..”, then click on Next.

Add Hardware Wizard

Is the hardware connected?
R

Have pou alieady connected this hardware ta your camputer?

" Yes, | have alieady connected the hardware
= No, | have not added the hardware yet

< Back I Iewt > Cancel

i start -] @ & 2 @New Micrasoft Word Dac.., | <« %%gi 12:31
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As seen in the following figure, Select ‘Have Disk...”

Add Hardware rd

Select the device driver you want to install for this hardware.

Select the manufacturer and model of your hardware device and then click Mest. If pou
have a dizk that containg the driver pou want to install, click Have Digk.

M anufacturer Model
[Standard Infrared Port] 5 Serial Cable using IrDA Protocal

[Standard Modem Types]
[Standard port types)

[Standard system devices] =
4 i »
Eﬁ' This driver iz digitally signed. Have Disk... |

Tell me why diver signing is important

< Back I Mext > I Cancel |

wstartl & (B 5 2 ] ew Microsoft Wiord Doc. . | [ contral Panel | « oMl E 1253

Select a proper drive and folder where the driver files exist.

Add Hardware Wizard
Select the device driver you want to install for thie hard Install From Disk

1]
- Insert the manufacturer's installation disk. and then oK,
= rake sure that the comect drive is selected below.

@ Select the manutacturer and model of your hardware device Cancel

have a disk that contains the diiver you want to install. click

Locate File

Look in I@My Documents j O 2

|)Carel User Files

|- CutePoF Browse...

| Dowrloads
| hindi speech
|My sBiooks
My Music
IEMy Pictures

File name: Im ﬂ Open I
Files of type: I Setup Infarmation [%inf] j Cancel

| start -] @ E 2 LEE_‘_JNEW Micrasoft Ward Dac... I &Cnntm\ Panel I

Now the wizard will install the selected device driver in the system, After completing
the installation, the system need to restart. After restarting the system, the installed

device will work.
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Installing new Software and removing them using the Control Panel

Installing the Software

1. Start Windows® and place the New software CD in the CD-ROM drive, label

side up. Close the CD-ROM tray and the software Installer will automatically
launch. If the installation does not occur, double-click on the CD-ROM icon
under My Computer and double-click on RunSetup.exe. Once the main window
of the Installer appears, select the Install button to begin the installation process.

To install the software you must agree to the Software License Agreement. Please
read the Agreement before clicking on the Agree button, as you will be bound by
the Agreement's terms.

Choose the installation location and type. For most people the default installation
location will be perfectly fine, but those with unusual system configurations may
want to specify an alternate location. There are two installation types: each copies
all the game files from the CD-ROM to your hard drive except the large voice-
over file, which is only copied if a "full" installation type is selected. We
recommend the full installation if hard disk space allows; otherwise, the Inherit
the Earth disc must be in the CD-ROM drive during play.

Follow the prompts on the screen to complete the installation. You can read the
on-disk Game Manual once the installation finishes.

Uninstalling the Software

1. Find the Inherit the Earth folder in the Windows Start menu and select the

Uninstall Inherit the Earth icon. This will start the uninstall program.

Confirm you want to uninstall the game. You can choose to keep the
configuration and saved game files, or you can have those deleted along with the
game program and its data files.

The uninstall will not be complete until you restart your system. You will be
given that option before the uninstall program exits.
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BEST PRACTICES

3.14

3.15

Understanding patches, upgrades, versions and installing them
Patches
A patch (sometimes called a "fix") is a quick-repair job for a piece of programming.

It is also called a service patch, a fix to a program bug. A patch is an actual piece of
object code that is inserted into (patched into) an executable program. Patches
typically are available as downloads over the Internet.

A patch is the immediate solution that is provided to users; it can sometimes be
downloaded from the software maker's Web site.

system security patches

server operating systems are primarily software based and are constantly being
upgraded. Some of the software upgrades become available in the form of "patches”
or small sets of software code. Security updates, or patches, need to be kept current.

Upgrades

A new version of a software or hardware product designed to replace an older version
of the same product. Typically, software companies sell upgrades at a discount to
prevent users from switching to other products. In most cases, you must prove you
own an older version of the product to qualify for the upgrade price. In addition, the
installation routines for upgrades often check to make sure that an older version is
already installed on your computer; if not, you cannot install the upgrade.

Versions

Version is a state of an object or concept that varies from its previous state or
condition. The term "version" is usually used in the context of computer software, in
which the version of the software product changes with each modification in the
software. Revision control is very useful for keeping track of different versions of
information.

General Security Concepts

Computer security is a field of computer science concerned with the control of risks
related to computer use.

A password is a form of secret authentication data that is used to control access to a
resource. The password is kept secret from those not allowed access, and those
wishing to gain access are tested on whether or not they know the password and are
granted or denied access accordingly.
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Criticality of Password

Password Security: Appropriate security and access controls based on the criticality
of the system must be implemented and enforced to protect passwords that provide
access to network resources. The following password strength rules are minimum
requirements that must be followed by the user and enforced as far as possible by the
system for any system active in the network in which accounts are provided.

Encryption of Passwords: All passwords stored on a system must be encrypted.
Forming New Passwords

The following format restrictions are designed to help prevent passwords from being
compromised.

e Passwords must be a minimum of 8 characters.

e Passwords must incorporate at least 3 of the following: upper case, lower case,
numbers, and special characters (i.e. punctuation and symbols).

e Passwords must not include any portion of the user's logon name or the user's
first or last name or a word commonly found in any dictionary.

e Password expiration: Passwords must be set to expire at least once per year.

e Reuse of old Passwords: Users must be prevented from reusing their
previous three passwords.

Account Protection

Account locking: The system must be set to deny access for a period of time
consistent with the criticality of the system after 6 consecutive, unsuccessful logon
attempts.

Access: To prevent unauthorized access to System resources, changes in role or
separation from the must result in corresponding changes or deletion of information
technology account access privileges. It is the responsibility of the unit to which the
person reported to ensure that these changes occur.

Operating Systems/Network Applications: System administrators are responsible
for installing operating system and network applications updates of all manufacturer
recommended security patches and for turning off all identified unnecessary services.

Virus Protection: It is the responsibility of each unit to ensure that the virus
protection software is installed and enabled on unit computers. Unit computers must
be set to update virus definitions daily. A scan of local storage must be scheduled to
run minimally weekly.

Physical Security: The physical security of the resources (including, but not limited
to the facility, equipment, software and information) must be maintained. Individuals
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and units are responsible for implementing security measures for the resources within
their purview, commensurate with the criticality of each information technology
resource.

Disk Cleanup

The Disk Cleanup tool helps you free up space on your hard disk by searching your
disk for files that you can safely delete. You can choose to delete some or all of the
files. Use Disk Cleanup to perform any of the following tasks to free up space on
your hard disk:

1. Remove temporary Internet files.

Remove downloaded program files. For example, ActiveX controls and Java
applets that are downloaded from the Internet.

Empty the Recycle Bin.

Remove Windows temporary files.

Remove optional Windows components that you are not using.

Remove installed programs that you no longer use.

N
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You can start Disk Cleanup, by doing any of the following:

1. Click Start, and then click Run. In the Open box, type cleanmgr, and then click
OK.

2. Click Start, point to All Programs, point to Accessories, point to System Tools,
and then click Disk Cleanup.

3. In Windows Explorer or My Computer, right-click the disk in which you want to
free up space, click Properties, click the General tab, and then click Disk
Cleanup.

Remove Files Stored on Your Hard Disk

1. To remove files stored on your hard disk that you no longer use, follow these
steps:

2. Click Start, and then click My Computer.

3. Right-click the disk in which you want to free up space, and then click
Properties.

4. Click the General tab, and then click Disk Cleanup.

5. Click the Disk Cleanup tab (if it is not already selected), click to select the check
boxes next to the files that you want to remove, and then click OK.

6. Click Yes to the proceed with this action, and then click OK.

Remove Windows Components

To remove Windows components that you are not using, follow these steps:

1. Click Start, and then click My Computer.

2. Right-click the disk in which you want to free up space, and then click
Properties.

3. Click the General tab, and then click Disk Cleanup.
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4. Click the More Options tab, and then under Windows components, click Clean
up.

The Windows Components Wizard starts.

5. Inthe Components list, click to clear the check box next to the component(s) that
you want to remove.

6. A shaded check box next to a component indicates that only some of its
subcomponents are installed.

If you want to remove a subcomponent, click Details, click to clear the check box
next to the subcomponent(s) that you want to remove, and then click OK.

7. Click Next.

8. Inthe Completing the Windows Components Wizard page, click Finish.

9. Click OK, click Yes to proceed with this action, and then click OK.

Remove Installed Programs
To remove programs that you no longer use, follow these steps:

1. Click Start, and then click My Computer.

2. Right-click the disk in which you want to free up space, and then click
Properties.

3. Click the General tab, and then click Disk Cleanup.

4. Click the More Options tab, and then under Installed programs, click Clean up.

The Add or Remove Programs dialog box is displayed.

5. Inthe Currently installed programs list, click the program that you want to
remove, and then click Remove (or Change/Remove).

6. If you receive a prompt to confirm the removal of the program, click Yes.

7. Repeat step 5 and 6 to remove other programs that you no longer use, and then
click Close.

8. Click OK, click Yes to proceed with this action, and then click OK.

Remove Restore Points
To remove all restore points except the most recent restore point, follow these steps:

1. Click Start, and then click My Computer.

Right-click the disk in which you want to free up space, and then click
Properties.

Click the General tab, and then click Disk Cleanup.

Click the More Options tab, and then under System Restore, click Clean up.
Click Yes to remove all but the most recent restore point.

Click OK, click Yes to proceed with this action, and then click OK.

no
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3.17 Regular Updating of Antivirus Software
There are three steps to complete protection from menacing computer viruses:
1. Get a good virus protection program.

2. Install the software; set it to run in the background and keep it on.
3. Update the your anti-virus software on a regular basis.
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All three of these steps must be followed to have a good virus protection program in
place.

Step 1: Get Virus Protection

You can purchase the good Antivirus program at almost any computer or electronics
store. Many bookstores and department stores also carry software today. You can also
download an anti-virus program directly from the Internet, so you don't even have to
leave home.

Step 2: Installation

When you install your anti-virus program, you will have various options to choose.
Set the program to automatically scan all files. If your program is already installed,
just start the program and find the area where you can check to make sure the
program is set to scan automatically.

Step 3: Update Regularly

Unfortunately, most people stop after the first two steps. If you have installed a virus
protection program and set it to run in the background, constantly checking for
viruses, you may feel that you deserve a certain amount of comfort. You may even
think you are completely covered and that no viruses can hurt your computer.
However, you must be aware that the third step is an essential one.

You must update your virus protection program on a regular basis to keep it up to
date. Most virus programs consist of two main parts: heuristic scanning, which
searches for virus-type behavior; and a virus pattern database, sometimes called virus
signature files, that identifies specific, known viruses. The database is the part that
needs to be updated. More than 250 new viruses are detected each month. Companies
that manufacture anti-virus software incorporate the detection processes for the new
viruses almost as quickly as they are detected. However, the anti-virus software on
your computer will not detect or eliminate new viruses or variants until you download
the new anti-virus update.

How you update your anti-virus software depends on the type and version of the
software that you own. Start your anti-virus program. In Windows, click on the Start
button, choose Programs and look for the anti-virus program.

Use Automatic Update

Most of the newer versions of these anti-virus programs have an automatic update
feature. To use this feature, just connect to the Internet, start the anti-virus program
and click on the Update button. The Update process is completely automated. The
problem is that the automatic update does not always work.

If the update doesn't work, or you don't have an automatic update feature, you will

have to go to the website of the manufacturer to find the latest updates. Find the latest
update for the operating system that you are using and download it to your computer.
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After you download the update, you must install it by finding the file and double-
clicking on it.

Help with Large Downloads

An important thing to note here is that the virus update files can be very large. If your
memory cache is set too low, you will get through only a part of the download. Your
browser will come up with some cryptic message like "Server Reset", and the
download will stop. Most people then retry the download again and the same thing
happens again. Three or four frustrating hours later the download still has not
completed.

There is an easy fix for this. If you are using Internet Explorer, on the Tools menu
click on Internet Options. Then on the General tab, click on Settings. Move the slider
to the right to create a larger cache. If you are using Netscape Navigator, Go to Edit,
then Preferences. Choose Advanced, then Cache. Increase the size of the memory
cache. When | downloaded a recent update, the size of the file was 2513 KB. |
increased the memory cache size to 3000KB and the download worked fine.

If these instructions don't work with the particular version of browser that you have,
go to the help menu and search for the word Cache to find out how to increase the
size of the cache.

Staying Virus-Free

Many anti-virus programs offer free updates, but some will charge you a slight fee for
the updates. Also, if you have an older version of an anti-virus program, you may
have to pay to upgrade to a more current version in order to be fully protected from
the many new viruses that appear every day. Consider the investment that you make
in anti-virus software as an insurance expense. In today's world, it is insurance that
you don't want to be without.

After you update your virus protection program, you will want to scan your hard disk
to make sure that you haven't picked up any new viruses since your last update.
Remember that many viruses are date triggered. They can exist in your computer
system long before they do any damage.

If the virus scan finds any viruses, it will prompt you and then remove the virus. This
is a quick and easy process, which requires very little knowledge or intervention on
the part of the end-user. In many cases, the virus protection program will remove the
virus and repair your files without any data loss. However, it is always better to be
safe than sorry, so be sure to backup any important files on a regular basis.

Scandisk
A DOS and Windows utility that finds different types of errors on hard disks and is
able to correct some of them. In DOS, you run ScanDisk by entering scandisk at the

prompt and pressing the Enter key. In Windows 95, you can run ScanDisk by
selecting Start->Programs->Accessories->System Tools->ScanDisk
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Among other things, ScanDisk checks the disk platters for defects and also looks for
lost clusters that are sometimes created when a program aborts.

SCANDISK or ScanDisk is a command in MS-DOS and Microsoft Windows systems
which marks bad clusters. It was introduced in MS-DOS version 6.2. Previous
versions of MS-DOS supplied only the simpler, purely text-based program CHKDSK.
In Windows 95 onwards, SCANDISK also had a graphical user interface. The disk
scanning utility under Windows NT, Windows 2000 and Windows XP is also called
CHKDSK (even though it is different from the MS-DOS CHKDSK) and has the
capability of doing a surface scan.

Scandisk will check and correct for bad blocks or disk errors on any writable media,
such as a hard, zip, floppy, or Super disk.

To use scandisk:

1. Insert disk to be scanned into the drive.

2. Click on "My Computer.”

3. Use the *rightmost* mouse button to click on "A drive," (if disk is a floppy,
otherwise choose the drive as appropriate).

4. (Left) click on "Properties.”

5. Click on the "Tools" tab.

6. Click the error checking button "check now."

7. Select both the "Automatically fix filesystem errors™ and ""Scan for and attempt
recovery of bad sectors™ boxes.

8. Click "Start."

Microsoft ScanDisk

ScanDisk is now checking the following areas of drive C:

Media descriptor

File allocation tables
Directory structure
File system

Free space

Surface =scan

4 Pause b < More Info > < Exit >

Z» complete

Scandisk will check your floppy or other disk for errors, and fix them if possible.
Backup Utility
Backup in computer refers to the copying of data for the purpose of having an

additional copy of an original source. If the original data is damaged or lost, the data
may be copied back from that source, a process which is known as Data recovery or
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Restore. The "data" may be either data as such, or stored program code, both of which
are treated the same by the backup software.

Use of data backups

Computer backups are useful primarily for two purposes, the first and most obvious is
to restore a computer to an operational state following a disaster also called disaster
recovery. This includes loss of a hard disk or the file system becoming so badly
corrupted it cannot be read. The second use, often overlooked but probably more
common, is to facilitate the recovery of a single file or set of files when they are
accidentally deleted or corrupted by the user or a program.

Types of backups

There are primarily three different types of backup - full, incremental, and
differential.

A full backup is simply the backing up of all the files on the system. This may or may
not included the file allocation tables, partition structure and boot sectors, depending
on whether the backup is a drive image or just a file copy.

An incremental backup only backs up the files that have changed since the most
recent backup (either full or incremental). The advantage of this is quicker backup
times, as only files changed since the last backup (full or incremental) need to be
saved.

A differential backup is a cumulative backup of all changes made since the last full or
incremental backup. The advantage to this is the quicker recovery time, requiring
only a full backup + incrementals and the latest differential backup to restore the
system.

Backup Tools

During the period 1975-95, most personal/home computer users associated backup
mostly with copying floppy disks.

However, the recent drop in hard disk prices and its number one position as the most
reliable re-write-able media make it one of the most practical backup media.

A CD-R can be used as an alternative backup device. One advantage of CDs is that
they can hold 700 MB of data on it. They can also be restored on any machine with a
CD-ROM drive. CDs may all look the same, but there are different file formats for
different applications.

The option of backup online via the internet to a remote location is also available,

thus eliminating the worse case scenarios, such as someone's study burning down to
the ground along with the computer, its hard drive, and any on-site backup disks.
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Backup Procedure

Windows XP makes this task especially easy by giving every user account its own
personal profile, which consists of a set of subfolders in the Documents and Settings
folder. If you have personal data stored elsewhere, consider moving it into the My
Documents folder to make backing up easier.

Open Windows XP Backup

Windows XP includes its own backup program, although you may need to do some
digging to find it. You can also take your pick of third-party programs (listed at the
end of this column) that add bells and whistles you won't find in the basic Windows
XP Backup utility.

How to Install Backup in Windows XP Home Edition.

To start Backup:

1. Click Start, point to All Programs, point to Accessories, point to System Tools,
and then click Backup to start the wizard.

2. Click Next to skip past the opening page, choose Back up files and settings from
the second page, and then click Next. You should see the page shown in the
following figure which represents your first decision point.

Backup or Restore Wizard

Whal lo Back Up
‘o can specily the dems you wanl to back up @
L —

Wha!du;.wwa'tlnbachup'n’

(%) My documents and setting:
Irchudies the My Documsnts folder. plus wow Fayvonles, deshiop, and cookes.
) Everyone's documents and selfings

Inchides svery user's My Documents loldes, phus Lher Favaites, dazkiop, and
cookien

(AR whoimahion on e compulsd

Irchide: &l dabs on this compiber, snd crestes & sysham tecovery dek thal
s be uped 1o pestole Windows m the case of & msgor lahure

) Liet m chooss what 1o back up

 cBack | Ment> | [ Cancel

Decide What to Back Up
If you know that you have data files stored outside your profile, click Let me choose

what to back up. This option takes you to the Items to Back Up page shown in the
following Figure
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Backup or Restore Wizard

Items 1o Back Up
‘o can back up arg combinalion of diwes, lolders, of ez @

o Double-chek an fem on b ledl Lo 228 fs corberts on the ight Then selsct the check
: i o reest o onge diive, Fodder, or fle that wou want to back up,

lems o back v

= &L My Documentz 7 [Tome Comroort
& B Arensdl Repoit [] W My Corrpet
o Jﬁr:uadﬁ:pmlm ] .;:IH!JDIII.EMFF?
I Lo sl 3 et races
# B Logoe
® I My Data Soances
® Ot My Music
B2 My Fichnes
w O TOD Progects il K1 *

| <Back || #ews | [ Concet |

Select the My Documents check box to back up all the files in your personal profile,
and then browse the My Computer hierarchy to select the additional files you need
to back up. If some of your files are on a shared network drive, open the My
Network Places folder and select those folders.

This option also comes in handy if you have some files you now you don't want to
back up. For instance, | have more than 20 GB of music files in the My Music folder.
To keep my data file backup to a reasonable size, | click the check box next to the My
Music folder. This clears the check box from all the files and subfolders in My Music.

Decide Where to Store Your Backup Files

Windows asks you to specify a backup location. If you're one of those exceedingly
rare individuals with access to a backup tape, the Backup utility gives you a choice of
options in the Select a backup type box. No tape drive? No problem. Backup assumes
you're going to save everything in a single file; you just have to choose a location for
that file and give it a name.

By default, Backup proposes saving everything to your floppy drive (drive A).
Although that might have made sense 10 years ago, it's hardly a rational choice today.
You'd need dozens, perhaps hundreds of floppy disks to store even a modest
collection of data files, especially if you collect digital music or photos.

After you've chosen a backup location, enter a descriptive name for the file, click

Next to display the wizard's final page, as shown in the following Figure, and then
click Finish to begin backing up immediately.
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Backup or Hestore Wizard

Completing the Backup or
Restore Wizard
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Set a Schedule—and Stick to It

If you're disciplined enough, you can repeat the above steps once each week and
perform regular backups when you're ready. If you'd rather not count on remembering
to perform this crucial task, however, set up an automatic backup schedule for
Windows. When you get to the final page of the Backup Wizard (see Figure 3 above),
don't click Finish. Instead, click the Advanced button, and click Next to open the
When to Back Up page. Choose Later, and then click Set Schedule to open the
Schedule Job dialog box shown in Figure 4.

Schedude | g etings

ﬁ’é:la Al E:25 PM aveiy Fin of eveiy week, startng 6/5/2003

Schedule Task: Shat fime:
v | &z 2

Schedule Task 'Weekly

Every |1 % weeklson: [ Mon []5at
] Tue [C15un
[J'wWed
] Thu
[#]Fi
[ 1 5how multiple schedides.
ok || Cancel
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This example shows the settings for a weekly backup on Friday afternoon—a good
way to make sure your week’s work is protected. But you can set almost any schedule
you want by poking around in the extensive set of options available in this dialog box.
After you click OK to save your changes, Windows XP runs the backup
automatically. Just remember to leave your computer turned on.

All in all, you can count on backing up 5 GB of data in as little as 10 minutes. And
you don't need to worry about shutting down running programs, either—thanks to a
feature called volume shadow copy, the Backup utility can safely create a copy of
any file, even if it's currently in use.
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TROUBLESHOOTING

3.20 Troubleshooting Fundamentals

Troubleshooting is a form of problem solving. It is the systematic search for the
source of a problem so that it can be solved. Troubleshooting is used in many fields
such as system administration and electronics. Normally a process of elimination is
used to isolate possible causes of problems.Usually troubleshooting is applied to
something that has suddenly stopped working, so the first focus, or concentration of
attention, should be on what has changed. However, care must be used to not jump to
false conclusions of causality - correlation does not always mean cause.

« Strategies used to define and solve problems encountered while using information
technology tools.

o Systematic approach to locating the cause of a fault in system.

e Troubleshooting is a form of problem solving. It is the systematic search for the
source of a problem so that it can be solved. Troubleshooting is used in many
fields such as system administration and electronics. Normally a process of
elimination is used to isolate possible causes of problems.

3.21 Troubleshooting Tools

The following troubleshooters are available in Windows. You can start a
troubleshooter by clicking the name in the left column of the table.

Troubleshooter
System setup
Startup/Shutdown

Display

Home networking

Hardware

Multimedia and
games

Digital Video Discs
(DVDs)

Input Devices

Identifies and resolves problems related to:
Installing and setting up Windows.
Starting and shutting down your computer.

Video cards and video adapters, including your computer screen,
outdated or incompatible video drivers, and incorrect settings for your
video hardware.

Setup, Internet connections, sharing files and printers.

Disk drives (including CD-ROM and DVD drives), game controllers,
input devices (such as keyboards, mice, cameras, scanners, and infrared
devices), network adapters, USB devices, modems, and sound cards.
Also see the more specific hardware device troubleshooters below.

Games and other multimedia programs, DirectX drivers, USB devices,
digital video discs (DVDs), sound, joysticks, and related issues.

DVD drives and decoders.

Keyboards, mouse and trackball devices, cameras, scanners, and
infrared devices.

Drives and Network Hard discs, floppy discs, CD-ROM and DVD drives, network cards,

Adapters
uUsSB

tape drives, backup programs.
USB connectors and peripherals.

148



Sound Sound and sound cards.

Modem Modem connections, setup, configuration, and detection.
l?\frri?lzt connection Connecting and logging on to your Internet service provider (ISP).

Browsing the Web, downloading files, saving your favorites, using IE

Internet Explorer toolbars, or printing Web pages.

Outlook Express
(Messaging)
File and Print Sharing files and printers between computers, connecting to other
Sharing computers in a network, installing network adapters, logging on.
Printer installation and connection, printer drivers, print quality, printer
speed, and fonts.

Outlook Express and Windows Messenger Service.

Printing

Some Operating System offers tools to help you troubleshoot problems with starting
your computer and recovering from disasters. Some of the most useful tools are
detailed in this section.

1. Startup and Recovery Troubleshooting Tools

Tool Description How to Start

Safe Mode A startup environment that limits the device Windows 2000 Advanced
drivers and system services that load for Options Menu at system
troubleshooting problems with starting and startup
running Windows 2000.

Recovery A command-line startup environment that From Repair option of Setup

Console allows the system administrator access to the  or, if manually installed, from
hard disk of computers running Windows 2000 Operating System menu at
for basic troubleshooting and system startup

maintenance.

Emergency A process that can recover from problems such From Repair option of Setup
Repair as damaged or deleted operating system files or
Process a corrupted system volume boot sector.

2. Maintenance and Update Troubleshooting Tools

Tool Overview Location

Check Disk Scans for and repairs physical problems, such as  %systemroot%\System32
(Chkdsk.exe)  bad blocks, as well as logical structure errors,

such as lost clusters, cross-linked files, or

directory errors, on volumes on the hard disk.

Disk Rearranges files, folders, programs, and unused  %systemroot%\System32
Defragmenter  space on the hard disk to optimize disk
performance.
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Table 31.8 Device and Driver Troubleshooting Tools

Tool
System File

Overview Location
As part of Windows File Protection, scans %systemroot%\System32

Checker (Sfc.exe) protected system files and replaces files

Driver Verifier
(Verifier.exe)

overwritten with correct versions provided by
Microsoft.

Runs a series of checks in the Windows 2000  %systemroot%\System32
kernel to help readily expose errors in kernel
mode drivers.

3. Applications Troubleshooting Tools

Tool Overview Location
System Information Collects and displays system Program Files\Common
(Msinfo32.exe) configuration information about Files\Microsoft Shared\Msinfo

Registry Editor
(Regedt32.exe)

hardware, system components, and the
software environment.

An advanced editing tool for adding  %systemroot%\System32
and changing settings and creating
subkeys in the registry.

4. Networking Troubleshooting Tools

Tool
Network
Diagnostics
(Netdiag.exe)

IP Configuration
(Ipconfig.exe)

Path Ping
(Pathping.exe)

Overview Location

Helps isolate networking and Support Tools on the
connectivity problems by performinga  Windows 2000 operating
series of tests to determine the state of  system CD

your network client and whether it is

functional.

Displays the current configuration of the %systemroot%\System32
installed IP stack on a networked
computer using TCP/IP.

A route tracing tool that sends packets to %systemroot%\System32
each router, and then computes results

based on the packets returned from each

hop.

3.22 Troubleshooting Viruses

There are hundreds of viruses that can effect a computer. New ones are created every
day. Virus hoaxes are also introduced daily. Hoaxes look like viruses, but don't act

like them

Commercial software is available that will warn you if you are trying to copy an
infected file to your computer - regardless of whether the file comes from an e-mail
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enclosure, a floppy disk or CD, or via the Internet. This software may also remove a
virus from your computer if it finds one.

There are three very important steps to protecting your computer from viruses: Install
an antivirus software program and keep up-to-date with the latest virus definitions.
Make sure your operating system is fully patched and up-to-date. Do not open e-mail
enclosures unless you are expecting receipt of them. Some viruses propagate
themselves by using the address book found on a computer to e-mail itself to other
recipients. This type of e-mail is considered a form of spam, as it may appear to be
from someone you know. Many people automatically trust these messages and open
the attached file. Just because it appears to be from someone you know, doesn’t mean
they intentionally sent the file to you. If you are unsure, contact the person and ask if
they sent you something prior to opening it.

Troubleshooting - Disinfecting the computer

If the virus activity returns to the computer, the service will be blocked again.

First Option (cleaning option)

Disinfect: Disinfect the computer of viruses/worms/problems using an Antivirus
program with updated virus definitions AND provide the list of cleaned viruses as
proof to CNS that viruses has been cleaned from the computer.
Second Option (cleaning option)

BackUp: Backup all important data and files such as homework, essays, documents,
pictures, etc. onto a CD or other storage device.

Format: re-format or re-initialize the computer's system drive (usually c: drive) to
erase everything and reinstall the operating system. Everything will be erased
including the virus problem, so make sure there are appropriate support materials to
reinstall everything back on the computer, reinstall computer operating systems or
install software.

Antivirus Program: Make sure Antivirus is loaded and has up to date virus
definitions

If the steps were not done correctly, or the virus activity returns (some viruses may
come back) to the computer, the service will be blocked again. The Second Option is
the only guaranteed way of removing and cleaning virus problems.

Problem that keep a computer from starting boot

To load the first piece of software that starts a computer. Because the operating

system is essential for running all other programs, it is usually the first piece of
software loaded during the boot process.
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Boot is short for bootstrap, which in olden days was a strap attached to the top of your
boot that you could pull to help get your boot on. Hence, the expression "pull oneself
up by the bootstraps.” Similarly, bootstrap utilities help the computer get started. if it
damaged, the system does not start.

Short for bootstrap, the starting-up of a computer, which involves loading the
operating system and other basic software. A cold boot is when you turn the computer
on from an off position. A warm boot is when you reset a computer that is already on.

Power-on self test (POST)

Abbreviated POST, a diagnostic testing sequence run by a computer’s BIOS as the
computer’s power is initially turned on. The POST will determine if the computer’s
RAM, disk drives, peripheral devices and other hardware components are properly
working. If the diagnostic determines that everything is in working order, the
computer will continue to boot.

Boot loader

Most computer systems can only execute code found in the memory (ROM or RAM);
modern operating systems are mostly stored on hard disks (occasionally Live CDs,
USB flash drives, and the like). Just after a computer has been turned on, it doesn't
have an operating system in memory. The computer's hardware alone cannot perform
complicated actions of the operating system, such as loading a program from disk; to
load the operating system into memory, one appears to need to have an operating
system already installed.

Early programmable computers had toggle switches on the front panel to allow the
operator to place the bootloader into the program store before starting the CPU. This
would then read the operating system in from an outside storage medium such as
paper tape, punched card, or an old fixed head disk drive.

Troubleshooting Operating System
Disk defragmentation

The process of rewriting parts of a file to contiguous sectors on a hard disk to increase
the speed of access and retrieval. When files are updated, the computer tends to save
these updates on the largest continuous space on the hard disk, which is often on a
different sector than the other parts of the file. When files are thus fragmented, the
computer must search the hard disk each time the file is opened to find all of the file's
parts, which slows down response time.

System Restore
A tool that tracks changes to your computer and creates a restore point when it detects
the beginning of a change. You can use the System Restore Wizard to select a restore

point to restore your computer to an earlier state when your computer was functioning
the way you like.
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Backup

A collection of files, folders, and other data that has been backed up and stored in a
file or on one or more tapes.

Disk Cleanup

Disk Cleanup helps free up space on your hard drive. Disk Cleanup searches your
drive, and then shows you temporary files, Internet cache files, and unnecessary
program files that you can safely delete. You can direct Disk Cleanup to delete some
or all of those files.

Troubleshooting Scheduled Tasks

If a scheduled task does not run when you expect it to, right-click the task, and then

click Properties. On the Task tab, verify that the Enabled check box is selected. On
the Schedule tab, verify that the schedule is set correctly.

Problems after a Computer Boots

After successfully completion of Boot, sometimes the system encounters some
problems. Some of them are listed below:

System speed slow: It is mostly found problem after a system boot. When you open
any application, it takes to much time to open/close

Reason: There may be too much application are opened which consumes majority of
RAM. System may be virus infected. Hard disk may be filled up with temporary/junk
files.

Solution: It requires to increase RAM OR disinfect the system with the latest Anti-
virus program. The hard disk may require disk cleanup procedure which removes the
junk files from the system.

System hang: System does not reply any request by the user.

Reason: The system may be virus infected OR any corrupted .exe file is in run state.

Solution: Latest Anti-virus must be used to remove the virus. Using Task manager,
the corrupted application should be stopped.
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