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1 I 

:

(Booting)

1.1 

(e-commerce)

1837 (Analytical Engine)
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1.2 

 

 

1
 

1942-1955

(Vaccum tube) 

•

ENIAC EDVAC UNIVAC ENAIC - 27

8 x 100 x 3 150

2 1955-1964

(Transistors)

(Operating System) 

(Batch Processing 

and multiprogramming 

operating system)

  - IBM 1401, IBM 1620, UNIVAC 1108
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3 1964 -1975

Integrated 

circuits (IC)

 - IBM 360 series, Honeywell 6000 series

4 1975-1980

Very Large Scale 

Integrated Circuits 

(VLSI)

IBM APPLE

5
1980 - 

Ultra Large Scale 

Integration (ULSI)

(Parallel processing)

(Expert system)
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6

(Robots) 

1.1

1943 ENIAC 1946

ENIAC 1800 18000 

50

ENIAC

1.3

 (ANN - Artificial Neural Networks)

 (WAN 

- Wide Area Networking) (NLP–Natural Language 

Processing)   (AI–Artificial Intelligence)
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(DLNN - Deep Learning Neural Networks)

 (OCR 

- Optical Character Recognition)

(scans) 

(inscriptions)

417 

(expert-level)

 3700

1.4

“Computer”

19

Computer “Compute” 

“Compute” “Compute”

Computer 
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1.5

(motherboard), (memory), 

(monitor)

 

 1.2

(IPO- Input Process Output- cycle)

134, 16,

16

 - 16

1.1
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1.3 

1.5.1

1.5.2

 

(CU - Control 

Unit), (ALU - 

Arithmetic and Logic Unit)

(MU - Memory Unit)

1.5.2.1

1.5.2.2

 

1.5.3
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1.5.4

 

 (RAM - Random 

Access Memory)

 

(Hard disk), (CD-ROM)

(DVD ROM)

1.5.5

 (1)

 (typewriter)

(function 

keys) 

1.4

(2)

 (cursor)

 (icons), 

(menus),

(command buttons)

(Mechanical)

(Optical Mouse ), (Laser)

 (Air Mouse) 3D

(Tactile) 

(Ergonomic Mouse),

(Gaming Mouse).  
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 1

(Mechanical)

02/10/1968 

(Telefunken,  

German Company)

 2

(Optical) 

 

(acceleration)

1980-

(Richard 

Lyon),

(Steve 

Kirsch

. 

 3

(Laser)
(acceleration) 

1.2
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(Douglas Engelbart)

(Bill English)

1960 

1970

17

(3) (Scanner)

 (Xerox machine)

1.5 

(4) (Fingerprint Scanner)

 (biometric)

 (Fingerprint Reader)

(Scanner)

 1.6

(5) (Track Ball):

1.7
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(6) (Retinal Scanner)

(biometric) 

1.8

(7) (Light Pen)

(light-sensitive) 

 

 1.9 

8) (Optical Character 

Reader)

 1.10

(9) (Bar 

Code / QR Code Reader) 

 (electric 

pulses)

 (Q.R. – 

Quick Response) 

1.11 
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(10) (Voice Input 

Systems)

 1.12

(11) (Digital Camera):
(digital)

 – CCD 

(Charged Coupled Device)

(Electronic chip)-

(lens)

1.13 

(12) (Touch Screen):

(GUI)

 (tablets), (cash 

registers)

(information kiosks) 

1.14

(13  (Keyer):

 (switch)-

4 50

(“no board”)
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 1.15

(1) (Monitor)

 (PIXELS)

 CRT (Cathode 

Ray tube),

LCD (Liquid Crystal Display)

LED (Light 

Emitting Diodes)

VGA 

(Video Graphics Array

 

(Video Graphics Card) 

(motherboard)

1973 1

(Xerox 

Alto) 

.

1.16 

(2) (Plotter)

1.17

(3) (Printers)
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(Impact Printers)

(Non Impact 

printers)

 (ribbon)

(Dot Matrix 

Printer)

 30

1550 (CPS - Character Per Second)

1.18

(Line Matrix 

Printer)  (print 

head)-

1000 (Lines 

Per Minute)

 (Non-Impact Printers)

(striking)

(electrostatic) 

(Inkjet)  (Laser) 

 1.19 

 (Laser)

(Laser)

 (photocopiers) 
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(drum) 

 (resolution) 

 (DPI) 

 1200 dpi 

100

(PPM – Page Per 

Minute).

(Inkjet Printers) :

(Magenta), (Yellow)

(Cyan)

(color tones) 

 

(monochrome) (black) 

1  20 

(PPM – Page Per Minute).

1. 20

(bubbles) 

 (piezoelectricity)

(Speakers): 

 (audio) 

1. 21

(Multimedia Projector):  

1.22
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1.6

(Booting)

 

(OS - Operating System)

 (ROM – Read Only 

Memory)

(POST - Power On 

Self Test)  

 (

)

(BIOS-Basic Input 

output System)

(Booting)

Boot 

Strap Loader

(

) 

(Booting)

(1)  (Cold booting) 

(2) (Warm booting). 

1. (Cold booting) 

 (Hard booting)

2. (Warm booting)

(Soft booting)
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:

 (ALU), 

(CPU

(Cold booting)

 (Warm 

booting)

(Booting) 
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1. 

2. 

1993, ,1995, 

2005, 2008 2016

(RAM)

3. 

1. 

2. 

1.

2.

ROM PROM RAM EPROM

3.

4.
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5.

6.

7.

8. POST 

Post on self Test Power on Software Test

Power on Self Test Power on Self Text

9.

ROM RAM Flash drive Hard disk

10.

1.

2.

3.  (CPU) 

4. (ALU)

5.

6.

7.

8. ?
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1.

2.

3.

4.

5.

6.

7.

8.

1.

2.

3.

QR 

 

(1)  - PHI

(2) - NCERT

(1) www.wikipedia.org

(2) https://www.computerhope.com/jargon/c/computer.htm
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 Computer

Vacuum tube

- 

Transistors

(" ")

-Punched cards 

(Hollerith)

- Machine 

Language

assembly language

(low-level )

Integrated Circuits 

M i c r o c o m p u t e r

-High-

level languages

(High-Level Language ) 
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Natural language 

processing (NLP)

(NLP - Natural Language Processing)

Robotics 

1921 RUR 

(Rossum's Universal Robots) (Karel Capek)

Nanotechnology
100

Bioengineering
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2.1 

 Data Datum 

(Raw 

facts)  

 (Name), (Age),  

(class), (Marks)

(Subject)

Name   = Rajesh

Age  = 16

Class  = XI

Mark  = 65

Subject  = Computer Science

2.1

16,

65 

2.2

‘0’

‘1’

‘0’ ‘1’

0 

1 (Machine 

Language) 0

1  

Binary Digits (Bit)

 (Binary) 

 

2 I 
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(Bit) 0 1

Bit Binary digit (Bi

(Nibble) 4 

 (Byte) 8

(Word length)

– 8 16 

32 64 32 

64 

 (1024 GB)

 (1024 MB)

 (1024 KB)

 (1024 bytes)

(8 bits)

 (4 bits)

(0 or 1)

2.2

(Kilobyte - KB)  (Megabyte -MB)

1 1000 103.  1 

1024 210



25

2.1

K 2^10 = 1,024

M 2^20 = 1,048,576

G 2^30 = 1,073,741,824

T 2^40 = 1,099,511,627,776

P 2^50 = 1,125,899,906,842,624

E 2^60 = 1,152,921,504,606,846,976

Z 2^70 = 1,180,591,620,717,411,303,424

Y 2^80 = 1,208,925,819,614,629,174,706,173

 (ASCII - American Standard 

Code for Information Interchange)

0 127

ASCII 32. (0)  48

 97 122

65 90 ASCII 

2.3 

(Decimal) (Binary) (Octal) (Hexa Decimal)

 10

(0,1,2,3,4,5,6,7,8,9)
 2

(0,1)

8
(0,1,2,3,4,5,6,7)

 16
(0,1,2,3,4,5,6,7,8,9,A,B,C,D,E,F)
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2.3

Radix

Base

64

 64

32

64

32

64

32

2.3.1

0,1,2,3,4,5,6,7,8,9

(Positional 

Value) 

10

(123)
10

 = 1x102  +  2x101  +  3x100  

  = 100 + 20 + 3 

  = (123)
10

2.3.2

0 1 

2

(2's Power positional weightage method) 

2

(Most Significant Bit – MSB)

(Least 

Significant Bit – LSB)

1 1 0 1

MSB LSB

 (1101)
2

(1101)
2
 = 1 × 23  +  1 × 22 + 0 × 21 + 1 × 20

  = 8 + 4 + 0 + 1

  = (13)
10

2.3.3

0 7 

8
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(547)
8

(547)
8
 = 5×82 + 4×81 + 7×80

  = (5×64) + (4×8) + (7×1)

  = 320 + 32 + 7

  = (359)
10

2.3.4 

16

0 9

A, B, C, D, E, F 16  A, B

C, D, E, F 10, 11, 12, 13, 14  15

2.2 

0 0000 000 0000

1 0001 001 0001

2 0010 002 0002

3 0011 003 0003

4 0100 004 0004

5 0101 005 0005

6 0110 006 0006

7 0111 007 0007

8 1000 010 0008

9 1001 011 0009

10 1010 012 A

11 1011 013 B

12 1100 014 C

13 1101 015 D

14 1110 016 E

15 1111 017 F

25
16

 

(25)
16 

= 2×161 + 5×160

  = 32+5 

  = (37)
10
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.

1 (1010)
10

2 (1010)
2

3 (989)
16

4 (750)
8

5 (926)
10

2.4

2.4.1

2 –

2- 0 1 

2-

“0” “1”

N

N-  2-

 Ni Ri 0 

1 

0 1 

0 1

.

 (65)
10

2 65

2 32 -1

2 16 - 0

2   8 - 0

2   4 - 0

2   2 - 0

 1 - 0

LSB

MSB

 : 

65/2 = 32 + 1

32/2   = 16 + 0

16/2   = 8 + 0

8/2   = 4 + 0

4/2   = 2 + 0

2/2   = 1 + 0

(65)
10

 = (1 0 0 0 0 0 1)
2

2.4.2

 

“8 

2.4.1- 

2

.

1. 786

2. 101

3. 7



29

 

8-

(65)
10

8 65

8 8 - 1

1 - 0

LSB

MSB

(65)
10

   = (1 0 1)
8

2.4.3 

“16-

2.4.1

 

16-

16    31

1 - 15
LSB

MSB

(31)
10

 = (1F)
16

2.4.4

 “2

“2-

1:

2

0 1

2: 1

2

1 2

0

3:  1 2

0 

1-

0.2  2 = 0.4 0

0.4  2 = 0.8 0

0.8 2 = 1.6 1

0.6 2 = 1.2 1

0.2  2 = 0.4 0
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(0.2)
10

 = (0.00110)
2

1) 1920

2) 255

3)126

2.4.5

 

2's

(2s Power Positional notation 

method) 

 1

2

2:  2

3:

4:

2.3 - 2

2 2

20 1 26 64

21 2 27 128

22 4 28 256

23 8 29 512

24 16 210 1024

25 32

(111011)
2

2
25 24 23 22 21 20

32 16 8 4 2 1

1 1 1 0 1 1

32 16 8 0 2 1

32+16+8+0+2+1= (59)
10

(111011)
2
= (59)

10

2.4.6 

1: 

2:

3: "2
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0 000

1 001

2 010

3 011

4 100

5 101

6 110

7 111

2 - 4 

3 /

(11010110)
2

1

011 010 110

0

2: "2

011        010      110

(11010110)
2 
  = (326)

8

  3          2        6

{ { {

2.4.7

 1: 

0

2: "2

3:

0 9

10 15 

A

F

(1111010110)
2
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1:

0011     1101     0110

0

2: "2

0011        1101      0110

(1111010110)
2 
  = (3D6)

16

  3          D        6

{ { {

3:

3  3 3

3  D 6

(11110110)
2
   = (3D6)

16

2.4.8

1:  

 2.4.5

 2

2:

 2.1:

2.2

2

 2.3:

2

2.4:

2

2-1  (1/2) 0.5

2-2   (1/4) 0.25

2-3   (1/8) 0.125

2-4  (1/16) 0.0625

2-5   (1/32) 0.03125

2-6  (1/64) 0.015625

2-7   (1/128) 0.0078125

3:
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(11.011)
2

11

011

1 1 . 0 1 1

2 21 20 2-1 2-2 2-3

2 1 1/2 1/4 1/8

0.5 0.25 0.125

2 1 . 0 0.25 0.125

(11.011)
2 
 = (2+1). (0.25 + 0.125)

(11.011)
2 

= (3.375)
10

1) 101110101

2) 1011010

3) 101011111

2.4.9 

 8

1: 

8

2:

8

3:

(1265)
8

1 2 6 5

8 83 82 81 80

512 64 8 1

512 128 48 5

(1265)
8 

= 512 ×1 + 64×2 + 8×6 +1×5

 = 512 + 128 + 48 + 5

(1265)
8
  = (693)

10

2.4.10 
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(6213)
8

6 2 1 3

110 010 001 011

(6213)
8
=(110010001011)

2

472 145 347  

6247 645

2.4.11

 16

1:

2:

16

3:

(25F)
16

2 5 F

16 162 161 160

256 16 1

512 80 15

(25F)
16

 = 512 + 80 +15

(25F)
16

 = (607)
10

2.4.12

(8BC)
16

8 B C

1000 1011 1100

(8BC)
16 

= (100010111100)
2

A6 BE

9BC8 BC9
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2.5

 

(Signed 

Magnitude)

(Left most bit), (MSB)

(Sign Bit) (Parity 

Bit)

 (Signed 

Magnitude Representation)

1

•  2

2.5.1 (Signed 

Magnitude Representation)

'-’

+43 43

-43 

 0 1

 8 

7

(Magnitude) 1

+43

1 1 1 1

 (MSB )

(LSB)

-43

1 1 1 1 1

 (MSB )

(LSB)

2.5.2  –  1

 

1

1:
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2: 8 

8

0 8 

3:

1 

0 0  1 

(-24)
10

  1

(-24)
10

00011000 11100111

2.5.3 – 2

 2

1 0 0 1

(-24)
10

2

+24 11000

8 00011000

1 11100111

1 +1

-24 2 11101000

22 -13 -65 

-46 255

2.6

(Binary Arithmetic)

 

2.6.1 (Binary Addition)

A B

(A + B) (Carry Bit)

0 0 0 -

0 1 1 -

1 0 1 -

1 1 0 1

 1 + 1 = 10

 1-

(Carry Bit) 

1011
2
 + 1001

2
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(Carry Bit)→  1 1

 1 0 1 1

+ 1 0 0 1

1 0 1 0 0

} 1 0

 1011
2
 + 1001

2
 = 10100

2

23
10 

+ 12
10

1:  23 12

23
10   

(1) 23 – 16 = 7         (2) 7 – 4 = 3

(3) 3 – 2 = 1              (4) 1 – 1 = 0

2 16 8 4 2 1

1 0 1 1 1

23
10

 = 00010111
2

12
10   

(1) 12 – 8 = 4                  (2) 4 – 4 = 0 

2 8 4 2 1

1 1 0 0

12
10 

= 00001100
2

2: 

23 12

Carry Bit 1 1

23
10

 = 0   0 0 1 0 1 1 1

12
10  

= 0   0 0 0 1 1 0 0

35
10

 = 0   0 1 0 0 0 1 1

(Binary Subtraction)

 

A B

(Difference) (Borrow)

0  0 0 0

1  0 1 0

1  1 0 0

0  1 1 1

0 1

(MSB)

1 1

1 0

0

1

 0-

 0 

1

1: -21 5

1001010
2
 - 

10100
2

0 1 10 0 10

1 0 0 1 0 1 0

(-) 1 0 1 0 0

1 1 0 1 1 0

(-21)
10 

+ (5)
10
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21
10 

2 16 8 4 2 1

1 0 1 0 1

21
10

 = 00010101
2

5
10 

2 4 2 1

1 0 1

5
10

 = 00000101
2

2:

21
10

0 0 0 1 0 1 0 1

1 1 1 1 0 1 0 1 0

2 1 1 1 0 1 0 1 1

3:

-21 5

1 1 1 1

-21
10

1 1 1 0 1 0 1 1

   5
10

0 0 0 0 0 1 0 1

-16
1

1 1 1 1 0 0 0 0

( 10
10

 + 15
10 

-12
10 

+ 5
10

  

14
10

 – 12
10

(-2
10

) – (-6
10

)

2.7 

 (Representing Characters in 

Memory)

 

(Numerical form)

26

(Uppercase), 26

(Lowercase), 10 (0 

9 7 20 

40 

(Character Set)

(Encoding System)

• BCD – Binary Coded Decimal

• ASCII – American Standard Code for 

Information Interchange

• EBCDIC – Extended Binary Coded 

Decimal Interchange Code

• ISCII - Indian Standard Code for 

Information Interchange

• Unicode 

Binary Coded Decimal (BCD)

 

26 

26 = 64

2.7.1

. American Standard 

Code for Information Interchange (ASCII)

(USA) 
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27

27 = 128

 ASCII-8  28 

256

0  255

A ASCII 

65. 7

ASCII 1000001

ASCII-8 01000001.

2.7.2 Extended Binary Coded Decimal 

Interchange Code (EBCDIC)

ASCII

8 

IBM (International Business 

Machine) 

256 

 ASCII 

 ASCII EBCDIC 

EBCDIC 

ASCII

2.7.3

 Indian Standard Code 

for Information Interchange (ISCII)

 ISCII 

8

256 

(Department of Electronics)

(Standardaisation Comittee) 1986-88

(Bureau of 

Indian Standards – BIS)

2.7.4 (Unicode

 

ASCII 

ASCII 8  256 

ASCII

ASCII

ASCII

16 65536
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1991 2.6

2.6

0B8 0B9 0BA 0BB 0BC 0BD 0BE 0BF

0B82

0B83

0B85

0B86

0B87

0B88

0B89

0B8A

0B8E

0B8F

0B90

0B92

0B93

0B94

0B95

0B99

0B9A

0B9C

0B9E

0B9F

0BA3

0BA4

0BA8

0BA9

0BAA

0BAE

0BAF

0BB0

0BB1

0BB2

0BB3

0BB4

0BB5

0BB6

0BB7

0BB8

0BB9

0BBE

0BBF

0BC0

0BC1

0BC2

0BC6

0BC7

0BC8

0BCA

0BCB

0BCC

0BCD

0BD0

0BD7

0BE6

0BE7

0BE8

0BE9

0BEA

0BEB

0BEC

0BED

0BEE

0BEF

0BF0

0BF1

0BF2

0BF3

0BF4

0BF5

0BF6

0BF7

0BF8

0BF9

0BFA

0

1

2

3

4

5

6

7

8

9

A

B

C

D

E

F

0D0 0D1 0D2 0D3 0D4 0D5 0D6 0D7

0D00

0D01

0D02

0D03

0D05

0D06

0D07

0D08

0D09

0D0A

0D0B

0D0C

0D0E

0D0F

0D10

0D12

0D13

0D14

0D15

0D16

0D17

0D18

0D19

0D1A

0D1B

0D1C

0D1D

0D1E

0D1F

0D20

0D21

0D22

0D23

0D24

0D25

0D26

0D27

0D28

0D29

0D2A

0D2B

0D2C

0D2D

0D2E

0D2F

0D30

0D31

0D32

0D33

0D34

0D35

0D36

0D37

0D38

0D39

0D3A

0D3B

0D3C

0D3D

0D3E

0D3F

0D40

0D41

0D42

0D43

0D44

0D46

0D47

0D48

0D4A

0D4B

0D4C

0D4D

0D4E

0D4F

0D54

0D55

0D56

0D57

0D58

0D59

0D5A

0D5B

0D5C

0D5D

0D5E

0D5F

0D60

0D61

0D62

0D63

0D66

0D67

0D68

0D69

0D6A

0D6B

0D6C

0D6D

0D6E

0D6F

0D70

0D71

0D72

0D73

0D74

0D75

0D76

0D77

0D78

0D79

0D7A

0D7B

0D7C

0D7D

0D7E

0D7F

0

1

2

3

4

5

6

7

8

9

A

B

C

D

E

F
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2.6

0C0 0C1 0C2 0C3 0C4 0C5 0C6 0C7

0C00

0C01

0C02

0C03

0C05

0C06

0C07

0C08

0C09

0C0A

0C0B

0C0C

0C0E

0C0F

0C10

0C12

0C13

0C14

0C15

0C16

0C17

0C18

0C19

0C1A

0C1B

0C1C

0C1D

0C1E

0C1F

0C20

0C21

0C22

0C23

0C24

0C25

0C26

0C27

0C28

0C2A

0C2B

0C2C

0C2D

0C2E

0C2F

0C30

0C31

0C32

0C33

0C34

0C35

0C36

0C37

0C38

0C39

0C3D

0C3E

0C3F

0C40

0C41

0C42

0C43

0C44

0C46

0C47

0C48

0C4A

0C4B

0C4C

0C4D

0C55

0C56

0C58

0C59

0C5A

0C60

0C61

0C62

0C63

0C66

0C67

0C68

0C69

0C6A

0C6B

0C6C

0C6D

0C6E

0C6F

0C78

0C79

0C7A

0C7B

0C7C

0C7D

0C7E

0C7F

0

1

2

3

4

5

6

7

8

9

A

B

C

D

E

F

0C8 0C9 0CA 0CB 0CC 0CD 0CE 0CF

0C80

0C81

0C82

0C83

0C85

0C86

0C87

0C88

0C89

0C8A

0C8B

0C8C

0C8E

0C8F

0C90

0C92

0C93

0C94

0C95

0C96

0C97

0C98

0C99

0C9A

0C9B

0C9C

0C9D

0C9E

0C9F

0CA0

0CA1

0CA2

0CA3

0CA4

0CA5

0CA6

0CA7

0CA8

0CAA

0CAB

0CAC

0CAD

0CAE

0CAF

0CB0

0CB1

0CB2

0CB3

0CB5

0CB6

0CB7

0CB8

0CB9

0CBC

0CBD

0CBE

0CBF

0CC0

0CC1

0CC2

0CC3

0CC4

0CC6

0CC7

0CC8

0CCA

0CCB

0CCC

0CCD

0CD5

0CD6

0CDE

0CE0

0CE1

0CE2

0CE3

0CE6

0CE7

0CE8

0CE9

0CEA

0CEB

0CEC

0CED

0CEE

0CEF

0CF1

0CF2

0

1

2

3

4

5

6

7

8

9

A

B

C

D

E

F
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American Standard Code for Information Interchange (ASCII)

(Alphabets)

8

A 65 01000001 101 41

B 66 01000010 102 42

C 67 01000011 103 43

D 68 01000100 104 44

E 69 01000101 105 45

F 70 01000110 106 46

G 71 01000111 107 47

H 72 01001000 110 48

I 73 01001001 111 49

J 74 01001010 112 4A

K 75 01001011 113 4B

L 76 01001100 114 4C

M 77 01001101 115 4D

N 78 01001110 116 4E

O 79 01001111 117 4F

P 80 01010000 120 50

Q 81 01010001 121 51

R 82 01010010 122 52

S 83 01010011 123 53

T 84 01010100 124 54

U 85 01010101 125 55

V 86 01010110 126 56

W 87 01010111 127 57

X 88 01011000 130 58

Y 89 01011001 131 59

Z 90 01011010 132 5A

a 97 01100001 141 61

b 98 01100010 142 62

c 99 01100011 143 63

d 100 01100100 144 64
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e 101 01100101 145 65

f 102 01100110 146 66

g 103 01100111 147 67

h 104 01101000 150 68

i 105 01101001 151 69

j 106 01101010 152 6A

k 107 01101011 153 6B

l 108 01101100 154 6C

m 109 01101101 155 6D

n 110 01101110 156 6E

o 111 01101111 157 6F

p 112 01110000 160 70

q 113 01110001 161 71

r 114 01110010 162 72

s 115 01110011 163 73

t 116 01110100 164 74

u 117 01110101 165 75

v 118 01110110 166 76

w 119 01110111 167 77

x 120 01111000 170 78

y 121 01111001 171 79

z 122 01111010 172 7A

(Numerics)

(8

0 48 00110000 60 30

1 49 00110001 61 31

2 50 00110010 62 32

3 51 00110011 63 33

4 52 00110100 64 34

5 53 00110101 65 35

6 54 00110110 66 36

7 55 00110111 67 37

8 56 00111000 70 38

9 57 00111001 71 39
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(Special Character)

8

Blank 32 00100000 40 20

! 33 00100001 41 21

" 34 00100010 42 22

# 35 00100011 43 23

$ 36 00100100 44 24

% 37 00100101 45 25

& 38 00100110 46 26

' 39 00100111 47 27

( 40 00101000 50 28

) 41 00101001 51 29

* 42 00101010 52 2A

+ 43 00101011 53 2B

, 44 00101100 54 2C

- 45 00101101 55 2D

. 46 00101110 56 2E

/ 47 00101111 57 2F

: 58 00111010 72 3A

; 59 00111011 73 3B

< 60 00111100 74 3C

= 61 00111101 75 3D

> 62 00111110 76 3E

? 63 00111111 77 3F

@ 64 01000000 100 40

[ 91 01011011 133 5B

\ 92 01011100 134 5C

] 93 01011101 135 5D

^ 94 01011110 136 5E

_ 95 01011111 137 5F

` 96 01100000 140 60

{ 123 01111011 173 7B

| 124 01111100 174 7C

} 125 01111101 175 7D

~ 126 01111110 176 7E
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1.

2.

1000 8 4 1024

3. ASCII

American School Code for Information Interchange

American Standard Code for Information Interchange

All Standard Code for Information Interchange

American Society Code of Information Interchange

4.  2^50

 (Kilo) (Tera) (Peta) (Zetta)

5. Binary Coded Decimal 

64 255 256 128

6. 1101
2
-

F E D B

7.  00100110 1

00100110 11011001 11010001 00101001

8.

 645 234 876  123

1.

2. 1

3. (46)
10
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4. (28)
10 

1

5.

1.

2.

3. (150)
10

4. ISCII 

5. -22
10

 + 15
10

20
10

 + 25
10

1. 

 (98.46)
10

2. 1 2

-98  -135

3.  1101010
2
 + 101101

2

1101011
2
 – 111010

2
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3.1 

(CPU)

3.2.

(Micro 

processor)

1970 

4004

 (Intel)

3.1

3 I 
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3.1 

• 1823 

(Si) 

• 1903

 (gates) 

• 1947

Bell 

Laboratories  

23 1947  

1956- 

• 1956

(IC’s) 

12,1958

• 1960  IBM 

(Arithmetic and 

Logic Unit - ALU): 

(Registers – Internal Memory)

/ 

RAMROM

3.2

a) (Clock Speed)

b) (Instruction Set)

c) (Word Size)

a)

(Mega Hertz) 

(Giga Hertz)



49

• Hz Hertz

 

20 20,000 

20

“bass”

5000 Hz

“treble”

b)

c)

(RAM)

(Pins)

3.3

(CPU),

(MDR)

(MAR) 
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Intel 4004  4 – bit

 4  4

 4-bit

4-bit

Intel 4004

 1971  

1981

Intel Inc.

740 kHZ

10

(μm)

2300

4

16

Intel 8085 8 

Intel 8086 16

Intel Inc

 32

 64

 

 RAM

8 Intel 8085

 (Program Counter)

 (bus) 

 (Decoder), 

MDR-

 0 1 

 MDR

3.3

 

Word

(RAM)

MAR

MDR

 3.3
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5V 

5V

(5V 

1  0V 0

3.4

3.4.1

8- 

16-  

32-  

64-

3.4.2 

RAM

8

8 

8

 8

R/W

1

 0

3.4 READ   

3.5 READ

1 1 0 0 1 0 1 0
MDR Memory Word

3.4 READ

11 11 00 00 11 00 11 00
MDR Memory Word

When R/W=1

3.5 READ

READ

WRITE
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3.4.2.1

(RISC)

 RISC  Reduced Instruction Set 

Computers.

• RISC :Pentium 

IV , Intel P6, AMD K6 K7

3.4.2.2

(CISC)

 CISC Complex Instruction Set 

Computers. 

 

CISC

Intel 386 & 486, Pentium, Pentium II, 

III Motorola 68000 CISC 

3.5

3.6

Main  Memory

Hard Disk

CD / DVD / Blu - Ray

Cache

Memory

3.6

3.5.1 (RAM)  

 (Random Access 

Memory)
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(Bit)

 8

(Byte) ‘B’

1

(MB) 10,48,576 

1 MB 1024 KB 1KB 

1024 1024 x 1024= 

10,48,576 

RAM

RAM

READ WRITE 

3.5.2

RAM

[Dynamic 

RAM -DRAM]

[Static 

RAM -SRAM]

3.5.3 (ROM)

 (ROM) 

ROM

ROM

ROM

3.5.3.1

(Programmable Read-Only Memory - 

PROM)

 

PROM

 PROM

PROM – ROM

PROM

ROM

PROM

PROM Burner
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PROM

PROM

PROM

3.5.3.2

(EPROM)Erasable 

Programmable Read-Only Memory:

 

  PROM

EPROM 

PROM

PROM

EPROM, PROM 

EPROM

PROM

3.7

3.5.3.3

(EEPROM) Electrically Erasable 

Programmable Read-Only Memory:

  PROM 

PROM

EEPROM

EPROM

3.5.4

 

(Access Time) 

3.8
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CPU Cache
Main

Memory
Fast Slow

3.8 

3.6 

 (Backup Storage) 

3.6.1 (Hard Disks)

 

3.6.2 (CD)

 CD CD-ROM 1.2 

CD - 

“pits”

Pits 

“lands” 

CD

CD

CD MB

3.9

3.6.3

(DVD)

 DVD (Digital Versatile Disc

Digital Video Disc) 

(Optical Disc) 4.7 GB

6 CD-

DVD

DVD

DVD

 12 

4.7 GB

 8.5 GB 

8 cm DVD 1.5 

GB DVD- 

ROM 

DVD
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 DVD

.

3.10

3.6.4

(Flash Memory Devices)

EEPROM  EPROM 

(Pen drive

(Memory card)

(Personal Computer)

(Personal 

Digital Assistant)

1

(GB 2 (TB) 

3.11

3.11

3.6.5 (Blu – Ray Disc)

DVD-

 5.0 GB

5 DVD

70CD

DVD

 3.12

3.7  (Ports) 

(Interface)

 

 3.13

(Mother Board) 

 I/O 
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(Serial Port)

(Parallel 

Port) 

USB

USB 3.0

(Universal Serial Bus –USB) 3.13 

USB 3.0

5 (GB)

USB 3.1 USB 3.2

VGA LCD

 (Audio Plugs): 

(Head phone) 

 PS/2 Port:

SCSI Port:

 3.13 USB 3.0

Mouse Port

Keyboard Port

VGA
Port

HDMI Port

USB Port

Network Port

Serial
Port Power Supply

3.14

(HDMI)

LCD

Micro HDMI HDMI

  3.15 HDMI
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ROM

LCD

1.

2.

3.

 8 16

32

4.

(Locator) (Encoder)

 (Decoder) (Multiplexer)

5.

Intel P6 AMD K6 Pentium III Pentium IV

6.
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7. 8 

28 1024 256 8000

8.

4.7 GB 5.5 GB 7.8GB 2.2 GB

9. CD

10.

USB  Ps/2 SCSI VGA 

(1)

(2)

(3)

(4) (HDMI )

(5) EPROM

(1)

(2)

(3)

(4) PROM EPROM 

(5)

(6) CD DVD

(7) EEPROM 

(1)

(2) (READ / WRITE)

(3)

(4) ROM
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61

4.1

 

 

4.1.1 

1)  (Application 

Software)

2)  (System Software)

 

(MS-word)

(text document)

 (application 

software) VLC

 

 (Operating System)

 (Language Processor)

4.2  

  

(Disk Drive),  (Printer) 

 (File 

Management), (Memory 

Management), (Process 

Management) (Device 

Management) 

 

4 I 
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 4.1 

 

(Android) iOS

4.2.1 

 

4.2

- Booting
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4.3

 

 

4.3.1 

 

MS-DOS

4.3.2 

 

 (raspbion OS)

 (Raspberry Pi) 

4.4 

4.3

4.4.1 
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(User Friendly)

 

(Graphical User Interface – GUI) 

 (GUI)

 (Pointing devices) 

4.4.2 
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4.4.3. (Process 

Management)

 

1.

2.

 (CPU time),

 

(Algorithms) 

1. (FIFO

2.  (Shortest Job First)

3. (Round Robin)

4. (Based on Priority)



66

(FIFO -  

First In First Out):

 

(Queuing 

Technique)

CPU

 (Shortest Job First)

 

A B 

A 6 

 B 9 

A 

B

A

 (Round Robin)

 

(Time Sharing System)

A, B, C

A  B C 

 (Based on Priority)

A  B 

A

5 B  7

B

4.4.4. 

 

1.

2. 

3. 

 (access)
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4.4.5 

 

4.4.6 

 

 (FAT) 

 (

)

FAT - 

(NTFS) ext12 

4.4.7 

 

4.4.8 

 

P1, P2, P3
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30,40,50 P1,  

20 

P2

P2, 40

P2

P3

4.4.9

 (

)

 

(Host)

 4.4

4.5 

 :

• iOS

 (GUI) 

GUI-

(text 

elements)
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Windows

Free BSD

Solaris

Mac OS

Sun Cobalt
Red hat

Linux

4.5 

OS

 iOS 

: 4.6

4.5.1 

 

AT&T

 1970

4.5.2

(customize) 

4.7 
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1991

 

4.8

C

AT & T 

4.5.3 

OS 

4.9 
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4.10

4.5.4 

 3

 iOS

 iOS 4.11

 4.11 
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4.5.5

 

Alpha

Honeycomb

Beta

Ice Cream 

Sandwich

Cupcake

Jelly Bean

Donut

Kitkat

Eclair

Lollipop

Froyo

Marshmallow 

Gingerbread

Nougat

A

H

B

I

C

J

D

K

E

L

F

M

G

N 
4.12 

4.5.6 iOS -  OS

 iOS OS

Messages CalendarPhotos Camera

Youtube Stocks Maps Weather

ContactsClock Voice 

memos
Calculator

iTunes App Store SettingsCompass

Phone Mail Safari iPod

4.13xiOS -
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1:  (Logo)

GUI

2: 

1) 

2) 
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1. 

2.

 

1)

2)

3)

4)

5)

7  iOS 

6) ?

7)

(GUI)

8)

9)

JELLY BEAN UBUNDU OS / 2 MITTIKA
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– 

1)

2)

3) GUI

4) ?

5)

6) 

7)

1) 

2)

3)

4)

1)

2)

3)

   

1) Silberschatz, Galvin Gagne, Operating System Concepts – John Wiley&Sons,inc

2) Andrew S. Tanenbaum, Modern Operating Systems – Pearson Publication

3) Andrew S. Tanenbaum , Operating Systems Design And Implementation, Prentice Hall 
Publication

4) Tom Anderson,Operating Systems: Principles And Practice, Recursive Books 

5) Thomas W. Doeppner, Operating Systems In Depth: Design And Programming, John 
Wiley&Sons,Inc
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5.1. 

 

  (Operating  System) 

 (System Software) 

 1  - 

5

 

(  5.1)

1 2 n 

5.1 

 I 
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• Windows 

• iOS

(Server) 

5.2. 

(GUI - 

Graphics User Interface)

(Multitasking)  

(Settings), (Colour 

Scheme),  (Screen Savers)

5.1

5.1. 

1.x

 

1985

(1) 16

(2) 
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 2.x 1987

 

(Customising Options)

(Computer 

System Setting)

(Control Panel) 

 3.x 1992

(Concepts of Multitasking)

• 256

 95 1995
• 32 

.

 98 1998

Internet Explorer)

• DOS

(Plug and play) 

 NT
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 Me 2000

 

2000
2000

2000

• Professional (

)

• Server (

).

• Advanced Server 

• Data Centre Server

(high-trafic)

 XP 2001

• 64-

 

Vista
2006

  7 2009

(Aero Peek), 

(pinning programs to taskbar), 

Handwriting 

recognition), 

8 (Internet Explorer 8)
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 8 2012

8 

8 - 

(Multo Core Processing)

 10 2015

(Cortana voice activated Personal assistant)

5.3. 

 5.2.
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5.5.

  (Desktop)   

 5.3

Winkey + D

(Aero Peak)

5.4

 5.3. 7

 

(item)

5.2



82

5.4. .

5.5.1.  (Icon)

"

(GUI)

5.5.1.1

(Standard Icons)

  

(Standard 

Icons)

 (My Computer), 

(Documents)

(Recycle Bin)

5.5.1.2. 

5.5)

5.5.1.3.  

 

(C,D,E) 

CD-ROM / DVD 

(Pen Drive)

(Tablet) 

 5.6

 5.5
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 5.6.
5.6. 

"

5.7

(Minimize), 

(Maximize), (side 

by side), 

(Overlap) 

Word, Paint

5.7 5.8

5.8.

5.9

(graphics)
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 5.7. 

 5.8. 
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  5.9.

5.9

5.9. 

 5.10 

5.9.1

Alt 

 Alt F10 

 7 organize

layout Option  

5.11
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Menu Bar

 5.10. 

 5.11. 

5.9.2.  

5.10 

5.9.4 
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5.10 

5.9.5 

5.10

5.10 

” (Taskbar)

 (System tray) 

 (Quick launch toolbar),

 5.12.  
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5.13

5.10.2 

XP

(My Computer) 8 10  (This PC)

5.10.3 

 

1. : Start All Programs 

 5.15 

2. 

 5.14.
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 5. 15.

3. Run 

5.16 

  5.16. Run

4.

 5.17)
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 5.17 (Close) (Exit)

5. File → Exit  File → Close

RUN  

Word Pad

 File  Word Pad

5.11 

7

5.11.1. 

5.11.1.1 
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 1

1. 

2.

D:

3.File  New  Folder

4. “New Folder” 

 5.19)

5. Enter 

 (

task folder 

5.20) 5.18. File 

5.19 

5.20
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 2 

1- 

New 

 Folder  

( 5.)

 2- new folder 

(

5.22)

3-

 Enter

4 – 

 5.20)

2. (My Document) 

5.11.1.2  ( )

(Word Pad) 

5.21.
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1.  Start  All Programs  Accessories  

Wordpad Run  type Wordpad 

ok 

 Word Pad 5.23 

File  

Save  Ctrl + S   

3. Save As 

 look –in 

5. File name 

6. Save 
5.22.

5.23.Word pad
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3. Wordpad-  

5.11.2. 

Start Search

5.24. Start menu 

1. Start

Search 

2.

Search box-

3.

4. Search “See more 

results”

5.

Search Results

 1 

Start 

 2 (Disc Drive)

Search box

5.25) 

3 

4 
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 5.25. ' '

4. 

3 

5.11.3. 

5.11.4 

 

File

 1

File

 File -> Rename

 5.26   Enter  

OK 
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 5.26. File 

5.27.  5.27 SCERT  SCERT-DPI 
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   2 

 1- 

2 

5.28)

 3 

rename

 4  

 5   Enter   

OK

 5.29 . New Folder  C++  

5.28.

  5.29. C++

 3 

 1-  

 2 – F2 

 3 –

 4 – Enter   

OK

5.  File 

Menu

5.11.5. 
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1-

• 

• Edit  Cut  Ctrl + X

Cut

• 

Edit Paste

 Ctrl + 

Paste 

 2 –  

• 

• 

•

• 

  5.30. 

.

5.11.6 

 

 1

2. Edit  Copy  Ctrl + C 

 Copy

Edit  Paste Ctrl + 

V

Paste 
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 2 

1. 

2.

3. 

Ctrl + Click

5.11.7. 

 

2. Send To

1

 USB flash USB 

USB flash

• Start Computer 

USB flash

USB (

5.32)

Copy 

USB

Paste

5.34

 II Sent To

• USB flash

Send 

To

USB flash

5.35

5.31 Start 
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5.32  

5.33 Click 

6. 

D

D:/ 

 5.34

5.11.8.

•

 Delete 

Delete 

7.
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Removable disk

 5.35. Send to 

SHIFT

Delete

Restore
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Restore all 

“Empty Recycle bin”

5.12  

Send to Desktop (Create Shortcut)

5.36

5.36

5.13. 
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• Start -> log off   Start -> Shut down  5.37) 

 (Force Shut Down)

Figure 5.37. Log off option

• Switch User

• Log off

• Lock

 

• Restart

• Sleep

Hibernate
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5.14 (Open 

Source Operating System)

Open Source

II-

5

5.15  (Linux)

  (Unix)

.

 (Linux)

 (Ubuntu Linux)

(Linux mint)

(Arc Linux)

(Deepin)

(Fedora)

(Debian)

 OS(Cent OS)

5.16  (ubuntu)

U.K.  

(Canonical Ltd.,) 

2004

(Mark Shuttleworth)

 I 
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5.16.1 

Windows-

(Firefox), (chrome)

VLC 

(Libre Office)

(Thunderbird) 

(Exchange),

(Gmail), (Hotmail) 

Smart Search

5.17 (Ubuntu Desktop)

 

(Micorsoft 

Windows),  (Apple) 

(Graphical User Interface – GUI)

5.38 
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(Search your 

C ompute r )

(Files)

(Firefox web 

browser)

(LibreOffice 

Wr i te r )

(LibreOffice Calc)

(LibreOffice 

Impress)

 (Ubuntu software)

(Amazon)

(System Settings)

 (Trash)

5.40 

(Menu bar)

5 . 3 9

 5.39 

(Network Indicator)

 (Text Entry settings)

 

(En, Fr, K

(Character map),

(Keyboard Layout chart)

(Messaging indicator)

 

(Instant Messenger)

 (Sound Indicator)

(Music 

Player)
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 (Session Indicator)

.

 (Title bar )

 (Directory)

(Tool bar)

 (browsing)

(File system) 

5.18 

(The Desktop Background) 

 (Menu bar)

(Ambiance)

5.38)

Firefox  

VBox_GAs_5.22 

 

5.40 
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5.19  – Launcher 

 (Launcher)

(Applications),

(Trash)

5.40)

5.20  (Elements of 

Ubuntu)

5.20.1 

(Search your computer Icon)

(Search)

5 .40)

5.41 

5.42
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5.20.2 

 File  ' ' 

 ( 5.40)

5.20.3

 

(Web Browser)

5.40

 

(Web Browser)

 (

5.40)

5.20.4 (LibreOffice 

Writer)

 MS-Word 

 ( 5.41)

5.20.5 (LibreOffice 

Calc)

 

MS-Excel

 5.42

s

 5.42

5.20.6  (LibreOffice Impress)

MS PowerPoint  5.43
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5.43 

5.20.7

Update 5.40

5.20.8 (Online Shopping Icon)

5.40

5.20.9  (System Settings)

 5.44 
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(Control 

panel) 

(

5.44)

5.20.10 

 

(Recycle Bin)

 ( 5.40)

5.21 

 File

 5.46

 File

 5.47 

 5.45 VBox_GAs_5.2.2 

 5.46 
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5.47 File

/

5.48 5.49)

5.48

5.49 Edit 
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5.22  (Shutting down in Ubuntu)

 (LogOut), (Suspend) (Shut 

Down) 

 5.50  (Session Options) 

1.

2.

3.

1.
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1. 

I/O

2.

My document My Picture  Document and settings      My Computer

3. shift + delete

windows 7 windows 8 windows 10 MS-Dos

4. Linux

Ubuntu  RedHat CentOS BSD

5. Ubuntu OS

Settings Files Dash VBox_Gas_5.2.2

6. Ubuntu

 Thunderbird FireFox  Internet Explorer Chrome

7.  Ubuntu

Libre Office Writer Libre Office Calc

Libre Office Impress Libre Office Spreadsheet

8. 

1. Cut Copy

2.

3.

4. Save Save As

5. (Open Source)

6.  (Open Source)

7.  (Server Distrubution)

8. Ubuntu OS
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1.  (dirves)

2.

3. Cortana-

4. Windows Ubunto

5. Thunderbird FireFox

6. Ubunto OS Save Save As

1.

2.

3.

GUI
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(Basics)

6.1 

 “ ” 
(Word processor)

” (Word processing) 
“

(Proprietary source) 
(Open source) 

6.1-

6.1 

Package

Developer

Microsoft 

Word Microsoft Corporation

WPS 

Kingsoft

WordPro

Package

Developer

OpenOffice Writer

Apache)

LibreOffice Writer The document 

foundation

Abiword Abisource

6II  



117

 (Tamil Word 

Processors)

(Tamil 

OpenOffice Writter), 

 (Tamil Libre Office), 3.0 

(Kamban 3.0), 2017 (Mentamizh 

2017) -

 6.2 

Worksheet), 

(Presentation),  

(Graphics), (Database) 

 (International open 

standard format) 

(OpenOffice 

Writer)

 (OpenOffice Calc) 

- 

 (OpenOffice Base)

 (OpenOffice 

Impress)- 

 (OpenOffice Draw)

(OpenOffice 

Formula)- 

(Spelling 

Check) (Thesarus)

(Hyphenation), 

(Autocorrect),

 (Find &Replace)

(Automatic Generation of Table of contents and 

indexes), (Mail Merge) 

(Templates 

and Styles) 

 (Frames)
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(Master Document) 

(Change Tracking during 

Revisions)

(Database 

integration, including a bibliography database)

PDF

6.2.1 

http://www.openoffice.org/download

6.2.2

 Start All Programs OpenOffice OpenOffice Writer 

(Star Center) 6.1)

OpenOffice

6.1 

6.1 
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(Star Center) 

“Text 

Document” 

6.2 File New Text Document

Ctrl + N 

6.2 

6.2.3. 

6.3

(Title bar)  (Menu bar), (Standard Toolbar)

(Formatting Toolbar),  (Ruler),  (Workspace)

 (Status bar)  6.3 
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 6.3

 (Title bar)

 

Untitled1

 (Control buttons)

 6.4 1. (Minimize)

2. (Maximize / Restore) 3. (Close)

1 2 3

6.4 
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1.

6.5

 

(Miniature

6.6

2. 
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Restore

6.7 

3. 

“Exit” “Quit”

Exit / Close openoffice 

Close document

 6.8 

.

 6.9

 File –

(New) (Open) (Close)

(Save)

(Save as) (Print)

 

File

 Edit-  (Edit)

(Copy),  (Cut),  (Paste)

(Undo) (Redo)

 View– (Web 

Layout) (Print Layout)

View 

 Insert– (Picture)

(Tables)

(Charts) (Comments)

(Header)

(Footer) (Special 

Character)

Insert 

 Format

(Page size) (Layout)

(Font Character)

(Bullet and Number)

 Tables–

 Tools

(Macros),
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 Window – Window  Window  

(Freeze)

 Help – help (built-in) 

(Tool bar):

1) (Standard)

2) (Formatting) 

–

 

6.10 

 (bold (underline) (italics)

(font type), (font color)

6.11

(Ruler)

6.12 (Ruler)

1)  (Horizontal) 

2) (vertical) 
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(Horizontal ruler)

(vertical ruler)

 (Work space)

Status Bar)

6.2.4 

 6.2 

Ctrl + 

Ctrl + 

Ctrl + 

Ctrl + 

Home

End

 (flashing) (vertical 

bar)

(Word 

wrap) 

(Enter)

6.2.5

6.2



125

Ctrl + Home

Ctrl + End

Tab

Shift + Tab

Pg up(Page Up)

Pg Down(Page 

Down)

6.2.6 

(Drive)

(Folder)

• File Save File  Save As Ctrl + S 

• “Save As”  6.13 .

 6.13 Save As



126

 

“Documents”

File Name

.odt

 (Microsoft Word)

PDF 

“Save As 

type” 

Save

(Title Bar)

“Save with Password” 

 (Check box)

“Save” 

 6.14 “set pass word” 

Enter Your Password here

Enter the same Password  once again

Click Ok to Finalise

 6.14

“Enter Password to open”

“Confirm Password”

“OK” 

(Protected) 

“Read only”  

“More Options” 

6.2.7 

 File  Close 

Ctrl+W 

 Close 
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6.15

6.15

“Save”

“Save” 

“Discard”

“Cancel”

6.2.8 

File  open 

Ctrl+O

6.16 Open 

 

File Name Open 

6.16 Open 

6.3 

 (font)
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(Control Panel) font

Unicode

• “Arial Unicode” Unicode  

6.3.1

“NHM Writer”

• http://anjal.net/download

“Murasu” 

• http://software.nhm.in 

“NHM Writer”

• UNICODE 

6.4 

Backspace 

 Delete

 Insert 

 (Type over)
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Insert

(Type over)

(Insert)

(Insert)

6.5

6.5.1

(i)

(ii)

• Shift

 Shift

• Ctrl

Ctrl 

1. 

2. 

3. 

1. 

2. Shift

Shift 

3. 
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• Ctrl+A

6.5.2 

1. 

2. Ctrl +X Cut 

 Edit Cut

3. 

(Clip Board)

4. 

5. Ctrl + V Paste 

 Edit Paste

6. 

1. 

2. Ctrl + C Copy 

 Edit Copy

3. 

4.

5. Ctrl + V Paste 

Edit Paste

6.3 

6.3

CUT
Ctrl +X

COPY
Ctrl +C

PASTE
Ctrl +V

UNDO

Ctrl +Z
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6.5.3 Paste Special 

(Paste)

 Paste Special

Edit  Paste

Special Ctrl+Shift+V Alt+E+S 6.17 Paste 

Special

6.17 Paste special

Paste Special

• Paste Special DDE(Dynamic Data Exchange) link 

OK 

(link)

DDE

“live”

(destination) 
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6.6  Writer 

 F1

Help 6.18 - 

6.18 

• (Tools tips),  (Extended tips) (Help 

agent) Tools Options OpenOffice 

Tips

Extended tips

6.19 General Settings

Help What’s this? ( 6.18) 

6.19 General Settings
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6.1

.

 “The ignited minds of the youth is the most powerful resource on the earth. The power 

of the youth, if properly directed, will bring about transformed humanity by meeting its 

challenges and bring peace and prosperity.”

.

.

6.2 

 6.1

 “We are as young as our faith and as old as our doubts. We are also as young as our self-

confidence and as old as our fears. We are as young as our hopes and as old as our despairs".

Delete Backspace

.

 “It doesn’t matter who you are, if you have a and determination to achieve that vision, you 

will certainly do so.”

‘a’ ‘and’  “vision”

6.3 

 6.1 

(i) ignited (ii) powerful (iii) humanity (iv) 

challenges                     (v) prosperity

(i) Ignited (ii) Challenges (iii) Prosperity
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 II : 

6.7 

. 

 (Bold),

 (Italics),  

(Font style), (Font size) 

  

(Underline) 

 Format 

6.7.1 

 

 6.4-

.

 6.4 

Ctrl + B

Ctrl +I

Ctrl +U

1
1.

2.
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 Times New Roman 

  12 

 

 

(Color Palette)

Format Character 

 6.20 Character

Font Tab

Preview window

 6.20 Character

6.7.2 

 (Upper Case) 

(Lower Case)

• Uppercase ( )

• toggle case (

), 

• sentence case (

), 

• Capitalize every word (

), 

• lower case. ( ) 

• Select Format Change case

.

6.7.3 

 

Highlighting 

 

No fill 
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6.7.4

• Ctrl + A   Edit Select All 

Ctrl+M 

6.8    

6.8.1 (Paragraph alignment)

 (Enter)

(Hard return)

(Left), (Right),

(Center) (Justify)

 

 

 

 Format Paragraph, 

  

-6.21

 6.21
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6.22 

6.5 

 

 6.22  

6.5

Ctrl + L

Ctrl + R

Ctrl + E

Ctrl + J

An example showing all the four paragraph alignment:

Left Alignment

All power is with in you take up one idea, make that one idea your life. Think of it 

dream of it, live on that idea let the brain, muscles, nerves, every part of your body 

be full of that idea, and just leave avry other idea alone. This is the way to success.

Right Alignment

All power is with in you take up one idea, make that one idea your life. Think of it 

dream of it, live on that idea let the brain, muscles, nerves, every part of your body 

be full of that idea, and just leave avry other idea alone. This is the way to success.

Center Alignment

All power is with in you take up one idea, make that one idea your life. Think of it 

dream of it, live on that idea let the brain, muscles, nerves, every part of your body 

be full of that idea, and just leave avry other idea alone. This is the way to success.

Justified Alignment

All power is with in you take up one idea, make that one idea your life. Think of it 

dream of it, live on that idea let the brain, muscles, nerves, every part of your body 

be full of that idea, and just leave avry other idea alone. This is the way to success.

 6.1 
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6.8.2 

(Single space) 

 line spacing

 Single, 1.5 Double 

 6.23 Paragraph

Paragraph

• Edit  Select All  

• Format paragraph 

• Paragraph  Indents & Spacing 

• Line Spacing  OK
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6.8.3 

(tab) 

(Left Indent)

(Right Indent)

  (First line Indent)

(Hanging Indent)

 Increase Indent 

½ 

  Format  Paragraph Indents & Spacing 

“Before text”

  

Decrease indent Increase Indent 

Format Paragraph

 After text 

 Format  Paragraph  Indents & Spacing  First line

 (group) 
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 First line

 (negative)

6.8.4 

 

6.8.5 

(.) 

(1, 2, 3……) 

• Format Bullets and Numbering

• Bullets 

Bullets and Numbering

OK 

 

Bullets 

and Numbering 6.24 
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1. Format  Bullets and Numbering 

2. Numbering type

3.  Bullets and Numbering

4.  OK

5. 

 Numbering Type Bullets and Numbering  

6.25

 6.24
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• bullets   

• numbering  

 6.25 Bullets and Numbering

6.9
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6.9.1

A4 8.5x11”

• Select Format  Page,  6.26 Page Style 

• Page

• Paper format  A4, Legal width  

Height  

 6.26 Page Style
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Page style

1. 

1.

2. 

3.  (Double 

headed) 

4. 

5. 

Page style 

1

(pop up)

page  Page Style

page

2. Margins

3. OK

6.9.2 (Page Orientation)

 (Landscape) 

 (Portrait) 
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• Page style  Orientation  

6.9.3 

6.27 Page style Background

Color

“graphic”

 Page Style 

Borders 

(Border line style),

 6.28 Page Style 

6.27 (Background color)
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6.28 Page Style 

6.10 

 File Page Preview 

6.10.1

• Insert  Header  Default

 

Insert→Fields→Title
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• Insert  Footer Default 

• Select Insert  Fields  Date 

. File  Page 

Preview

6.10.2 

• Insert  Fields  Page Number

• Format page,

  page style

6.29-  

Page 

• Layout Settings- Format

(drop down 

combo box)

• OK

6.29 Page style 
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 6.4 

.

 “Learning gives creativity, creativity leads to thinking, thinking provides knowledge, 

and knowledge makes you great”

 “ Knowledge makes you great”  

6.5

6.1 

 “ When one door closes, another opens, but we often look so long and so regretfully 

upon the closed door that we do not see the one that has opened for us – Alexander 

Grahambell”

6.6

6.5 -
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– 2

III

6.11

Find and Replace 

 Find and Replace

wild cards  (Expressions)

• Edit Find & Replace  Ctrl+F 

6.30 Find & Replace
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Bombay

Mumbai

6.30 Find & Replace

. 1 Search for “Bombay”

“Mumbai” Search for

“Bombay” Replace with “Mumbai”

. 2 Find “Bombay”

Replace

4. Find All

.

5. Replace All “Bombay” 

“Mumbai”

Match case 

7. Whole words only

8. Close 
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6.12. 

6.12.1  (Auto 

Spell check)

  

 Spelling and Grammarc 

 6.31 

Spelling 

 6.31 Spelling 

 Spelling 

 Spelling 

Spelling

Add 

• Spelling Options

Custom Directories 

6.12.2  

( Au t o c o r r e c t )

“hte”

“the”
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• Tools Autocorrect  

• Autocorrect

6.32

• Replace 

• With 

• New 6.34

Autocorrect ON OFF 

Format  Autocorrect  While Typing 

Autocorrect (c) 

© Autocorrect

 1:

“comupter” “computer”
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1. Tools  Autocorrect Options 

 6.33 

2. Replace “comupter”  Replace

with “computer”

OK 

“comupter” “computer”

 “comupter”

 “computer”

6.34 
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6.35 

Spell Check 

Spell Check 

“All birds find shelter during a rain. But Egles avoid rain by flying above the clouds. 

Problems are common, but attitude make the difference.”

• “Egles”   “Eagles”

 Spelling Check 
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  - IV :

6.13 

 

6.13.1

 

  

 6.36 

Insert Table  

 

1

 Table 

3. Table

 .

5

2) Insert Table

 Insert Table

• Table Insert Table

Table 

 Ctrl + F12 

• Insert Table 

(rows)  

(columns)

• Name 

Heading

• Repeat Heading

• Don’t Split Table 

• Border 
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 6.36 Insert Table 

Auto format  Auto format 6.37 

 Table 

 View  Toolbars 

 Table 

6.37 Autoformat

 6.38 Table Formatting 
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6.14 

6.14.1 

1

Row  Insert

Column Insert

 6.39

3. OK 
.

6.39 Insert Row 

6.14.2

1

Row Delete

Column Delete

6.14.3 

1

Cell Merge

Table Merge cells

1

cell  Spli

Table

Split cells 

6.40 Split cells 

 (horizontal)
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 (Vertical) 

6.40  Split cells

 

6.7

 5 6 

S.No., Name, Maths, Physics, 

Chemistry and Total

6.8

6.7
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• 4 x 4 

6.9 

6.8

  - V :

6.15.

6.15.1

 OpenOffice writer - 

(Picture gallery)

• Insert  Picture From file 

• Insert Picture 

 (Picture gallery) 

(Folder) 

Open

6.15.2 

  

alpha( ), beta(β), pi(π) 
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• Insert  Special character Insert Symbol

6.41 

• Special Character

• OK 

 6.41 Insert Symbol 

6.15.3 

(Drawing 

toolbar)  View  Toolbars Drawing

 (Drawing Toolbar)  6.42

6.42 (Drawing Toolbar)
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 (Drawing Tool) 

6.42

Cross hair Pointer

“ESC” 

 

(Full color, 

Line Type) Drawing 

Object properties 

6.15.4 Auto text 

 Auto text -

“Tamil Nadu”

“tn” F3 

“Tamilnadu”

Auto text

1

. 3 Edit  Auto text

Ctrl+F3 

. 4 Name 

Writer 

Shortcut

5.

Auto text

 New (Text 

only) 

6. Close

7. 

Auto text

 

Ctrl+F3 

Insert 

F3

8. Auto text 

• Auto text 
Import

Auto 

text 
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6.16 

6.16.1 

. 1 File  Page Preview  Page Preview  

. 2 Page Preview

Multiple Pages 

. 3 Close Preview 

6.16.2 

(Setting the Printer ) 

. 1 File Print or Ctrl + P or Print File Icon

Print

6.43 

. 2 General

. 4 Range and Copies All 

Pages 

Pages 

. 5 Number of Copies

. 6 Print 

6.43 Print 
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6.10

6.1 - 

• Dr.A.P.J. 

6.3

6.11  

(i) Aα+Br+cβ  (ii) πr2hπr2h 

6.12

6.2

• Auto Text “VIRUS” 

“VITAL INFORMATION UNDER SEIGE”

 Preview

6.13

6.4 
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Ctrl+X

Ctrl+C

Ctrl+V

Ctrl+F

Ctrl+Z

Ctrl+Y

Ctrl+L

Ctrl+R

Ctrl+E

Ctrl+J

Ctrl+A

Ctrl+D

Ctrl+B

Ctrl+I

Ctrl+U

Ctrl+Shift+B

Ctrl+Shift+P

Left Arrow

Right Arrow

UpArrow

DownArrow

Shift+ LeftArrow

Shift+ RightArrow

Ctrl+ LeftArrow

Ctrl+ RightArrow

Shift+Up Arrow

Shift+ DownArrow

Home

End
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Shift+Home

Shift+End

Ctrl+Home

Ctrl+End

2

Unicode 

a k ka ke
aa ng nga kee
i s sa ko
ii nj nja koo
u d / t da / ta kau
uu N Na
e w wa we
ee th tha wee
ai p pa wo
o m ma woo
oo y ya wau
au r ra
q l la

v va
z za
L La
R Ra
n na

j ja jaa je jee jo joo ji jii ju juu

sh sha shaa she shee sho shoo shi shii shu shuu
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– 6.14  / NHM )

 

 

 

  

 “ ” (Chennai Schools) 

. ,

“ ” (Education Department) .

 (IAS) . , , 

(Educational Officer) 10  (Assistant Educational Officers – AEO),

1

5

1
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1

5

7

9

1 5 7
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1

5

1

5

1
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DDE (Dynamic Data 

Exchange)

Proprietary

Embedding
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 – I (Basics)

7.1 

 

(What – if analysis)

7.1.1 

1979- 

II 

(Visicalc)

(Lotus Corporation)

-2-3 (Lotus 1-2-3)

 1982

7

 1-2-

3”

1987-

(Excel)

GUI - 

Graphical User Interface)

  
 “ ”-  
   

   
 , 1951 
 16  , 

“    ” 
    

.   
  (Software Garden 

Inc.)    
  .  

web.com-    
 (Trellix Corporation) 

   
. ,   

(Alpha software)   
“    ”-

 .

“ ”

II  
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 (Open Source)

(Apache) 
1985

(Star 

Division) 

(Star Office Calc), (Open 

Office Calc)

7.2.

(Calc) 

(Open Office) 

7.2.1

(Autosum)

(List Auto Fill):

 (Visible Calculator)

II

(IBM)

1

(Auto Fill):
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 (Charts):

 (Pie)  

(Bar),  (Line)

 (Functions):

(Database functions)

 7.3

Start  All Programs  
OpenOffice  OpenOffice Calc 

• “Open 

Office  

• 7.1 

 
(Star Center)

“Spreadsheet’’

( )

File  New  

Spreadsheet 

 7.2

(Work area)

(Worksheet)  
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 7.1 

1

11
10

9

5
6 7 4

3 2

8

7.2 
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1. 

(Title bar)

2. 

(Control Buttons)

3.  

(Menu bar)

4. 

(Tool bar)

5. 

 

(Name Box / 

Address Box) 

6. 

 (Quick 

Function Wizard)

7. 

 

(Formula bar / 

Input Line)

8.

 (Formatting 

properties)

9.

(Zoom)

10. 

(Scroll bar)

11.  (Status bar)

7.3.1

7.3.1.1

 

Untitled1

 Untitled1 

7.3.1.2 

(1) (2)

 (3)

7.3.1.3 

 (Menu), 

File:

 (New), 

 

(Open), Close), 

(Save)

(SaveAs),  

(Print)

(Export) 

Edit: (Cut), (Copy)

(Paste)  (Undo), 
 (Redo)  (Fill)

Edit 

View:

Insert:  (Cells),

(Rows), (Columns),  

(Functions)  (Chart)
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Format

Tools (Spell check), 
(Protect document), 

 (Insert pictures), 
 (Macro)

Data:  (Sort),  

(Filter), (Subtotal), 
(Validity

Window: (New Window), 
 (Close Window),

 (Split and Freeze) 

Help:

7.3.1.4 (Tool bar)

• (Standard Tool bar)

• (Formatting Tool 

bar)

•  (Formula bar)

 File, Edit

Data

New 
Open 

Save 
Send Print 
Print preview

Cut Copy Paste 
Sorting Inserting 

Chat

 (Icons) 

(Font Style),  (Size), 
(Colour)  (Alignment), 

 (Cell Formatting) 

7.3
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(Name box), 
 (Function Wizard), 

(Sum button), 

(Function button)

 (Input Line)

7.4

 7.4 

 (Name Box / 

Address Box): 

(Function Wizard):

 (Sum button): 

 (Input line): 

7.3.1.5 (Scroll bar)

 (1)

(Vertical Scroll bar) (2) 
(Horizontal 

Scrollbar) 7.5

 

(Scroll buttons)

7.3.1.6  (Row), (Column), 
(Cell) 

(Cell Pointer):

A, B, C, D …….. AA, AB, AC 

…… 

1, 2, 3  

 7.6
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Scroll button

 7.5

 4.1.5 
1024  10,48,576 

 A

AMJ -

2016”

 16,384 (A 

XFD 10,48,576

 (Cell)

 

 

(Cell Address)

B 4-

 B4 7.7

(Cell Pointer): 

(Active Cell) 

 
(Highlighted). 
(Visual Clue)
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Grid of Cells

 7.6

Highlighted Column Heading

 7.7

7.3.1.7

 7.8 
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(Sheet Tabs) 
Sheet 1, Sheet 2 

Sheet 3

7.8

Sheet 

1 (Default active 

sheet)

Ctrl

(Navigation buttons) 

1 3

2 4

1. 

2. 

4. 

 7.9

3/12 

 12 
 3

 7.10

Rename Sheet 

7.10 

Name

OK

7.3.1.8

7.11
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7.11

(Sheets Count):

(Page Style)

“Default”

(Page Style dialog box) 
(Margin)

(Orientation) (Page Size)

 (Header) (Footer)

(Border Style)

(Selection mode):

Standard (STD), 

Entended (EXT) Add (ADD).

(Unsaved 

C h a n g e s )

(Cell Information)

 (Zoom slider)

(View  

Scale)

100%

7.4

 A1 

A1 “Home Cell”

 Tab 

Shift 

+ Tab

Enter

Enter 
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7.4.1 

(Active cell) 

(Active Cell)

• (Alphabetic data type)

• (Numeric data type) 

•  (Aphanumeric 

data type)

• (Date data type)

• (Time data type)

7.4.1.1

 ( - )

( )

( – )

( 0 )

7.12

7.4.1.2 

7.4.1.3
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 (System data 

format)

MM/DD/YY 

 

DD/MM/YY 

7.13

18 2017-

12/18/17

“12/18/2017”

(Visual clue)

 Cell Formatting

7.14 

DD/MM/YYYY

YYYY/MM/DD

MM/DD/YYYY

DD/MM/YYYY 

and

MM/DD/YYYY

DD/MM/YYYY

and

YYYY/MM/DD
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HH:MM:SS 

HH 

MM SS 

7.5

(Syntax)

= + 

- 

= + 

=

 

= 

+ 

-

7.5.1  (Operators):

 (Expressions)

(Arithmetic Operators)

(Relational Operators)

(Reference Operators)

(Text Operators)

7.5.1.1 

7.1

 

+ 98 25 = B3 + C3 123

- 125 25 = B3 – C3 100

* 25 5 = B3 * C3 125

/ 90 10 = B3 / C3 9

^ 25 2 = B3 ^ C3 625

% 600 = B3 * 

35%

72

Enter
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7.15 

Formula Entered

7.15

7.5.1.2

 

"Comparative operators" 

Relational operator" 

(True)  (False) 

 7.2

B
-

C

D

D
-

> 98 100 =B3>C3 FALSE

>= 85 72 =B3>=C3 TRUE

< 54 24 =B3<C3 FALSE

<= 55 55 =B3<=C3 TRUE

= 12 12 =B3=C3 TRUE

<> 54 45 =B3<>C3 TRUE

7.5.1.3

(Range)

(1)

 (Range Reference 

Operator) (2)

(Range Concatenation) 

 (3

(Intersection Operator).

(1)

(:)

(A1 : A10)
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(Upper left corner) 

(Lower right corner)

7.16 

A1, A2, A3, A4, A5  A1:A5 A1:A5 

A2, A3, A4, ….. B2, B3, B4,….

D5, D6 A2:D6 A2:D6 7.17

7.17
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A2:D6

(2)

( ~ ) 

 N 

A1 A6 C3 F3

= SUM(A1:A6 N C3:F3)

 SUM

7.18

 (!)

 ! 

(A2 : D3! B2 : E4) 

A

1

2

3

4

B C D E F

A2 : D3

A1 B1 C1 D1 E1 F1

A2 B2 C2 D2 E2 F2

A3 B3 C3 D3 E3 F3

A4 B4 C4 D4 E4 F4

B2:D3

B2:E41 2

2

 7.19
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B2:D3 A2:D3 B2:E4 
A2:D3 

B2:E4

B2:D3

7.20 

7.5.1.4 

&

(Text Concatenation)  ( 7.21)

&

7.21

(Rule of precedence)

I. (Exponenet ^ )

II.  (Negation)
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III. (Multiplication and Division , /)

IV. (Addition and Subtraction +, -)

Reg. No Name Tam Eng CS Com Acc

12001 Jayashree J 147 136 105 163 162

12002 Kowsalya T 156 148 149 147 179

12003 Muskan S 149 165 123 168 179

12004 Ashia Stephy R 168 144 146 192 167

12005 Vennila T P 199 198 150 200 200

12006 Deepika M 187 141 98 130 178

12007 Tharani J 165 102 100 192 192

12008 Thulasi A 143 169 88 176 173

12009 Ayisha B 120 138 109 182 167

12010 Jenifer A 145 135 95 180 185

 

7.22
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7.5.2 

• 

• =

• 

• 
 BODMAS

• 
: =

< >

(i) (Relative 

cell reference)

(ii) 
(Absolute Cell reference)

• 

(Relative Cell reference) 

A1, B1, C1, D1 

=A1+B1+C1+D1

E4  H3
= H3 – E4

B5  A5
= A5 * B5

G1, G2, G3, G4 
=(G1+G2+G3+G4)/4

• 

• 

$

A1, B1, C1, 

D1 

=$A$1+$B$1+$C$1+$D$1

E4 H3
= $H$3 – $E$4

B5  A5
= $A$5 * B5

G1, G2, G3, G4 
=($G$1+G2+$G$3+G4)/4
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• 

• 1

• H2 (Tot 

= C2+D2+E2+F2+G2 (  7.23)

• C2, D2, E2, F2 G2 

 H2

• 

• 

 7.23
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7.6 

7.6.1 

1:  File  Save Ctrl + S 
Save 

 2:

“Save As” 

3:  ”File Name”

.ods (extension) 

 4: “Save”

 “Save”

 7.24

“Documents”  
”My Documents”

Text Files .txt

Microsoft Word Documents .doc / .docx 

OpenOffice Documents .odt

Microsoft Excel .xls / .xlsx

OpenOffice Calc .ods

Microsoft PowerPoint .ppt / .pptx

OpenOffice Impress .odp

Executable Files / Applications  .exe

Web Pages .htm / .html

Portable Document Format .pdf

Photos .jpg / .jpeg (Joint Photographic Experts Group)

Animated Images .gif (Graphical Image Format)

Audio .mp3

Audio / Video .mp4
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 7.24 

7.6.2 (Auto Save)

15

7.6.3 

File  Save Ctrl + S Save

 File   Close Ctrl + W

7.6.4

7.6.4.1 Open 

File  Open 
 Open Ctrl + O 
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7.25 Open

Save As 

7.25 Open 

7.6.4.2 Recent Document 

 

File  Recent 

Document

7.26

List of recently used files

7.26
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7.7 

7.7.1 

• 

• Edit    Copy

“Copy” 

Ctrl + C 

• 

• 

• Edit Paste

“Paste”

Ctrl 

+ V 

7.7.2 

• 

• Edit Cut

“Cut” 

Ctrl+X

• 

• Edit  Paste

“Paste”

Ctrl 

+ V 

7.7.3

Copy and Paste Formula:

• 

• 

 7.27

Row number

= B3* C3

= B2*C2

7.27 
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• D2 B2*C2 D3 

 D3*C3 

7.7.4

1 7.23 

 1: Ctrl + C 

Edit Copy

Copy  H2

H2- C2+D2+E2+F2+G2

2: H3  H11

 3: Ctrl + V Edit  Paste Paste 

 H2

7.28

1. 1

2.  I1 “Average”

3. I2

4. I2

5.
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7.8

 

(Auto Fill feature) 

“Drag fill 

handle”

Drag Fill Handle

7.29 Drag fill handle

 

Edit 

 Fill Down Edit  Fill 

Right 

7.8.1 (Auto Fill 

Series)

1,2,3 …….

Drag fill handle

1: A1  1

Enter 

2: A1 

3: Drag fill 

handle

+ 

 4:

Drag fill handle

7.30

5:

Drag

fill handle 

Drag Cells

Generated series

7.30
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7.8.2 Edit Fill Series 

 Edit  Fill Series

 Edit  Fill  Series Fill Series 7.31

7.31 Fill Series

Fill Series

Direction: Down / Right / Up / Left

Series type: 

 Linear: 
( 2, 4, 6, 8, 10,……….)

 Growth: 

( 2, 4, 8, 16, 32, 64 ……….)

 Date:

Time unit (Enabled)

 AutoFill:

Time unit, End value Increment

(Disabled)
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Time Unit: Date 

 Day  :

 Weekday  :

 Month  : 

 Year  :

Start Value:

• 

End value:

• 

• 

• 

Increments:

• 
Increment

• Increment

2 20

5, 10, 15, 20 …….

2, 4, 8, 16 ……… 2048 

33, 30, 27 ……….. 3

25 
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7 8.3

A2  02/06/2018 

 80 =A2 + 80

A4 05/17/18 

• 

• 

• 
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II 

7.9

7.9.1 

1:

 2: 

3: “Insert Columns”

Pop - up Menu appears

7.32
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Insert Columns 

7.32

"Insert" 

"Column" 

 7.33 

(1)  1-

(2)  E F 

(3) “Eco”

(4) ”Name” “Tamil”

(5) “Date of Birth”

(6)
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7.9.2

1:

2:

3: “Insert Rows”

 "Insert Rows" 

7.34

Insert  Rows 7.35
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"Insert" 

7.35 

(1) -1

(2) 

.

(3) 

Reg. No Name Date of Birth Tam Eng CS Eco Com Acc

12101 Sarika S 26/05/2001 145 135 145 125 180 196

12102 Jewees Celcya J 11/04/2001 102 165 134 95 180 134

12103 Yuvarani T 27/06/1999 172 130 107 155 162 130

12104 Meharunisha I 30/05/2001 132 146 112 185 192 176

12105 Priya W 07/03/2000 130 172 100 92 162 155

12106 Vijaya Vasavi K 03/06/2001 198 175 149 148 158 135

12107 Deepika B 14/03/2001 120 182 103 144 107 186

12108 Viji V 19/04/2001 137 173 128 148 125 177

7.9.3

• 
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• “Insert”

• “Insert Cells”

 (1) Shift cells down (2) Shift cells right (3) Entire row  (4) Entire Column

• 

1. Shift cells down

2. Shift cells right

 Entire row

4. Entire Column

7.36

7.9.4

• 

• 7.9.1 7.9.2

7.9.5 “Insert Cells”

• ”Insert Cells”

• “Insert Cells” View  Tools bar  Insert Cells
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• 

7.37

 7.37 Insert Cells

7.10

7.10.1

• 

• Edit  Delete Cells

• 

• 
Delete Columns 

Delete Rows

7.10.2

7.38

• 

• 

• 
Delete Column Delete Rows 

Edit 

 Delete Cells

(1) 1

(2)

!!!
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7.11 

 7.38

7.11.1 

( 7.39 (a)

 7.39 (a) 
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Ctrl + B

Ctrl + I

Ctrl + U

Ctrl + L

Ctrl + R

Ctrl + E

Ctrl + J

7.11.2 

7.43

Number Format: Currency 

 7.39 (b) 
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Number 
Format

Keyboard
Shortcuts

Currency Symbol Ctrl+Shift+4

Percent Ctrl+Shift+5

Standard Ctrl+Shift+6

Add Decimal Place

Delete Decimal Place

(1)  1 

(2)

(3)

(4) Missing

(5)

?
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7.12

 
11 

 350

“Mathematical” 

7.12.1

7.12.1.1 

SUM

SUM

= SUM ( 1; 2; 3 n)

**

1. =

2. 

3. 

 (arguments) 

4. 

Enter

= Sum (A1 : A4)

 7.40 

III  
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(1)  1

(2) Total

(3) SUM 

(4)

7.12.1.2 (Using Function wizard):

Function Wizard Ctrl + F2

Function Wizard 7.41

Function category

 Function Wizard Functions 

Shortcuts Functions 

11

1. Database 

( )

2. Date and Time 

(

)

3. Financial ( ) 4. Information 

( )

5. Logical 

( )

6. Mathematical 

( )

7. Array ( ) 8. Statistical 

( )

9. Spreadsheet 

(

10. Text ( ) 11. Add-in (

)

 Function All

Function 7.42
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7.41 

7.42 
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(Function 

Description)

7.43

POWER ( )

POWER ( )

 POWER ( )

 (Power of an exponent) 

(Mathematical)

(Base) (Exponent)

25 2 (252

25 2 

POWER ( )

= POWER (Base; Exponent)

Base  Exponent

(; ) 

POWER ( )

1: A2

( 25)

2: B2

2)

3: C2 

 (

).

 4:

fx

Insert  Functions 

Ctrl + F2

 5: Category

Mathematial

Function 

6: Function

POWER ( )

7: “Next”

7.44
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.

7.43

8: Base Select Cell 

 7.45

7.44
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7.45 

A2

Cell address with 

contains Base

Formula for finding 

Power

7.46

9: Maximize 7.46

Base
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Result  to the 

Function

Base value cell 

address

Exponent value cell 

address

Formula
Result to the 

formula

7.47

 10: Exponent

7, 8 9

Base Exponent

7.47

Function 

Function 

Result 

 11: "Ok" 

 Base Exponent 
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 Base  Exponent

Base Exponent

7.48 

Result of the function

Vaues typed

No more steps

Function Formula bar 

with values

7.48

(1)

(2) A1 “Value”

(3) A2 “Square root” 

(4) B1

(5) B2 B1

(6) B1

(7)
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7.13  (Working with Chart):

 (Chart Wizard)

7.13.1 (Chart Wizard):

“Chart” 

Insert  Chart

(Chart Wizard) 7.49

(1) (2) (3) (4)

"Next" 

1: Chart type

Chart type,

“Choose a chart type” 

7.49
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 3D Look

(column char) 

(Normal) (Stacked) 

(Percent stacked).

“Next” 

2: Data Range

“Data Range” 

“Select data range”

 “Select data range”

“Select data 

range” 

7.57

Column Chart 3D Cylinder shape

Chart styles

List of 3D 

shapes
3D look 

Checkbox

7.50 

First row as label  First column as lable

 (Check box) X- Y-

“Next” 
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3: Data Series

“Data Series”

"Remove”

“Add”

“Range for 

name”

7.52

“Next” 

4: Chart Element

(Legend)

“Title”

 

“Subtitle”

( 7.52)

12 F

 

“Highest Markholders”

“Class XII – F”

X  Y

“X 

axis” “Y axis”

“Finish” 

.

7.51
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7.52

 7.53

7.13.2 

7.54

1: 

• A1  F1 

2:

• “Chart”  Insert  Chart 

3:  7.55
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 7.54

7.55 

• “Column” “Chart type”

“Normal”

• “3D Look”

“Cylinder” 

• “Next” 

• 
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 4: 7.56

7.56 2

• 
“Data range”

• “Next”

5: 7.57

• “Data Series”

• “Total” “Remove”

Total

• Total 

• 
“Next”

7.56 1
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7.57 2:

 6: X Y 7.58 

• Title “Rain Fall Details” Subtitle “During 2010” 

• X axis “Districts”

• Y axis “Rain Fall in mm” 

• “Finish”

7.58 3: 
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Coimbatore
Chennai

District

Dharmapuri
Cuddalore

Kanchipuram Th eni Tiruvallur

TirunelveliMadurai

600

500

400

300

200

100

R
ai

n
F

al
l 

in
 m

m

0

Erode

Sep

Oct

Dec

Nov

Rain Fall Details

During 2010

 7.59  4:

X

Sep

Oct

Dec
Dec

Nov

Rain Fall Details

During 2010

Districts

Coimbatore
Chennai

Dharmapuri
Cuddalore

Kanchipuram Th eni Tiruvallur
Erode

R
ai

n
F

al
l 

in
 m

m

7.60 – 2010
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7.13.3

(1)

(2)

 (3) “Format …..” 

X X

7.60

“Format axis……” 

7.61 X Axis 

7.66

“Label” 

“Text Orientation” 90

“OK” 7.62

 7.61 1 
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Rain Fall Details

R
ai

n
 F

al
l 

in
 m

m

During 2010

1200
1000
800

600

400
200

0

C
h

en
n

ai

C
o

im
b

at
o

re

C
u

d
d

al
o

re

D
h

ar
m

ap
u

ri

E
ro

d
e

Districts

K
an

ch
ip

u
ra

m

T
ir

u
n

el
ve

li

T
ir

u
va

ll
u

r

M
ad

u
ra

i

Th
 

en
i

Sep

Oct
Nov

Dec
Total

 7.62  2 

(1) 1

(2)

IV  

7.14 

 

 Data

7.14.1 

7.14.1 
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Sl.
No Class Group 

Code Student Name Gender

Comm 
Date of 
Birth

Date of 
Birth Religion

1 XII - F1 302 GANDHIMATHI N F SC 02/10/2000 H

2 XII - H2 402 SANDHIYA D F SC 19/08/2000 H

3 XII - H2 402 SUMATHI P F BC 06/09/1999 H

4 XII - F1 302 JAYASREE J F BC 09/06/2001 H

5 XII - H1 402 JOTHIKA A F SC 07/04/2001 H

6 XII - H2 402 RAMYA T F MBC 23/11/2000 H

7 XII - F1 302 KOWSALYA T F SC 14/12/2000 H

8 XII - F1 302 ASHA A P F SCA 14/09/2000 H

9 XII - A 102 VENNILA T P F BC 14/02/2000 H

10 XII - F2 302 SANGEETHA G F MBC 14/01/2000 H

 

 (Record) 

(Field)

7.63

7.14.2 

 (1) (Simple Sorting) 

 (2)  (Multi Sorting)

 (3) (Sort by Selection)

(1) 
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(1)  Sort Ascending  (A Z )

(2)  Sort Descending (Z A )

7.63 

Sort Ascending Sort Descending

7.64 Sort Ascending /Sort Descending
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Click "Sort Ascending" icon to arrange ascending order

Place the Cell pointer 

anywhere in name column

7.65

2 : Sort Ascending sort Descending

7.65

Date of Birth
Sort Ascending sort Descending

(2) 
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7.66

7.66

 1:

• Data  Sort 

 2:

•  7.67 Sort 

7.67 

3:

• “Sort by”

Group Code

• Ascending Descending
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4:

• “Then by” 

Student Name

• Ascending Descending

5:

•  “OK”

Select First column in which 

the data arranged first

The selected the second and third column in which the 

data to be arrange based on the first column

Select order of 

arrangement

Fainally Click 

"Ok"

7.67

(3) 
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( 7.68)

1:

• 

2:

• Sort  (Sort Ascending Sort 

Descending) Data Sort

• 7.68 Sort Range 

• Sort Rang  (1) Extend selection 
 (2) Current selection.

 3:

• Extended Selection

• Current Selection

• 
Sort 

•  Data  Sort

7.14.3 (Filtering)
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(1) 

 (Auto Filter) (2) (Standard Filter) (3) (Advanced 

Filter).

(1)

7.68

• ”Auto Filter”  Data

Filter  Auto Filter 

• 
( 7.69,

7.70)



234

• 

• 

Drop down list box

7.69

7.70

7.14.1

1:

2: “Auto Filter”

Data  Filter  Auto Filter
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402 Group Code

402 ( 7.70)

7.70 402

7.71

7.72

• 

• Auto Filter

• 
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(2)  (Standard Filter)

1:

• Data  Filter  Standard Filter

• 
7.73

Standard Filter 

2:

• Standard Filter

Field name 

• Condition

>, <, = 

• Value 

 3:

• 
Operator

AND OR 

• 2

•  Ok

7.14.1

402 XII – H2

.

 1:

• Data  Filter Standard Filter 

• 
7.73

Standard Filter 

2:

Standard Filter

• Field name Group Code 

• Condition  = 

• Value 402

3:

• Operator AND

• Field name  Class 
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• Condition =

• Value XII – H2

4:

• OK

7.74

• Data  Filter  Remove Filter

(3) 

7.73

7.15 

• Format  Page 

•  7.75 Page style

• Page 

• Header

• Footer 
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Figure 7.74 BC student of group 402

7.75
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•

 1 

1.

Emp. 

No
Name of Emp. Basic DA HRA CCA MA GPF IT HF

1001 Manivannan M 25500

B
as

ic
-

 2
5

%

B
as

ic
 

 D
A

 1
5

%

600 300

G
ro

ss
 1

2
%

G
ro

ss
 %

1
0

250

1002 Kannan K 20200 600 300 250

1003 Gowrishankar N V 24300 600 300 250

1004 Lenin K 23400 600 300 250

1005 Suryanarayanan T 24100 600 300 250

1006 Ramesh K 18500 600 300 250

1007 Govindasami A 13200 600 300 250

1008 Kannan S 20250 600 300 250

1009 Penchil Rao K 28300 600 300 250

1010 Logeswaran M 30200 600 300 250

1011 Arumugam E 12000 600 300 250

1012 Vasu G N 25000 600 300 250

(1) Gross Salary Total Deductions  Net Salary 

(2) “IT Cess” 3% cess 

(3) “Govindasami” “Arumugam” 

(4)

Emp.

No
Name of Emp. Basic DA HRA CCA MA GPF IT HF

2001 Murali G 24750

2002 Munirathnam A 23550

2003 Ramakrishnan V G 25500

2004 Srinivasan R 27500
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2 

1. 

2. “Chennai whole sale Marketing Pvt. Ltd. 2018

C
o

d
e

P
ro

d
u

ct
 N

am
e

W
ei

g
h

t 
(g

m
)

O
p

en
in

g
 s

to
ck

C
o

st
 p

ri
ce

S
al

es
 i

n
 u

n
it

s

R
at

e 
o

f 

D
is

co
u

n
t

A
m

o
u

n
t 

o
f 

D
is

co
u

n
t

S
el

li
n

g
 p

ri
ce

A
m

o
u

n
t 

o
f 

S
al

e

C
lo

si
n

g
 S

to
ck

100 Marie Gold 120 345 15 147 5%

101 Milk Bikis 85 106 10 63 5%

102 Dark Fantasy 75 147 25 43 3%

103 Nutri Choice 250 98 50 12 10%

104 Lays potato chips 52 172 15 152 4%

105 Oreo 120 112 25 85 6%

3.

 (i) Amount of Discount, Selling price  Amount of sales

 (ii) (Total amount of discount) 

 (iii)

4.

3 

1.

2. Tamil Finance Corporation” 2018

3.  

(i) Interest, Total amount due date

(ii)

+
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A
C

 N
o

 E
m

p
. 

N
o

N
a

m
e

A
m

o
u

n
t 

o
f 

L
o

an

L
o

a
n

 S
a

n
ct

io
n

 

d
at

e

D
u

ra
ti

o
n

 o
f 

L
o

an

R
at

e 
o

f 
In

te
re

st

In
te

re
st

 (
R

s)

T
o

ta
l 

A
m

o
u

n
t

D
u

e 
d

at
e

2001 Senthil 250000 02/01/2018 120 days 9.5%

2002 Kumar 175000 15/01/2018 150 days 9.5%

2003 Ibrahim 550000 16/01/2018 140 days 10.5%

2004 Valli 375000 21/01/2018 210 days 10%

2005 Charles 450000 28/01/2018 130 days 10.5%

4. Kumar Ibrahim 

A
C

 N
o

N
am

e

A
m

o
u

n
t 

o
f 

L
o

an

L
o

an
 S

an
ct

io
n

 

d
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e

D
u

ra
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o
n

 o
f 

L
o

an

R
at

e 
o

f 
In

te
re

st

In
te

re
st

 (
R

s)

T
o

ta
l 

A
m

o
u

n
t

D
u

e 
d

at
e

3001 Pari 250000 03/02/2018 125 days 9.5% 5%

3002 Arul 375000 07/02/2018 155 days 9.5% 5%

3003 Raman 350000 10/02/2018 130 days 10.5% 3%

3004 Givind 450000 10/02/2018 100 days 10% 10%

3005 Zeenath 800000 26/02/2018 90 days 10% 4%
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• 

• 1979 II
(Visicalc) 

•  (Open Source)
(Apache)

• 

• 4.1.5 1024 10,48,576 

• 

• 

• 
(Active Cell)

• 

• 

• 

 

1 

1. 

(Excel 1-2-3 (Lotus 1-2-3)

 (Visicalc) (OpenOffice Calc)

2.

 (Visicalc) (LibreCalc)

1-2-3 (Lotus 123) (StarOffice Calc)
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3.

4.

5.

Enter Tab Shift + Tab Delete

6.

= +  -

7. + A1^B2 

 7 25 10 52

8. = H1<>H2 (H1=12, H2=12 )

True False 24 1212

9.

 + %  & $

10.

3  2 4 5

2 

1.

2.

3.

4.

5.

6.

7. “Insert Cells” 

8.

(1)

(2)

(3) 

 $A$5 (4)

9. (1) (2) 

10.
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5 

1.

2.

3. Backspace Delete 

4.

5. A1, A2 A3  34, 65  89

10 

1.

2. 5, 10, 20 ….. 2560 

3.

A B C D E

1 Year Chennai Madurai Tiruchi Coimbatore

2 2012 1500 1250 1000 500

3 2013 1600 1000 950 350

4 2014 1900 1320 750 300

5 2015 1850 1415 820 200

6 2016 1950 1240 920 250

 2012  2016

(1) 2015

(2) 2012 2016 

(3) 2015 2016

(4) 2012 2016 

(5) 2016
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(OpenOffice Impress) 

 (Task Pane)

(Workspace)

 (Drawing objects)

OLE 

(Freeform 

shapes) 

8.1 

 (Editor) 

•  

(Basics)

8II  
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 Impress, 

Micro Soft Power Point Apple’s keynote

OpenOffice Impress 

8.2. Impress 

org’s

 Impress 

Impress

Impress

 8.1

8.3.

Impress

•  Start Select all

All programs : →open office→ 

open office impress

 8.1

 Start 

 

8.2

8.4. 

1. 

2. Template 

3. 
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 8.2

8.4.1. (Using Empty presentation)

1  Type 

. 2 Next 8.4 Presentation wizard

. 3 Design Select a slide

Presentation Backgrounds Presentations.

. 4 slide design <Original> 

(preview) 

. 5 Presentation Backgrounds-  25 Backgrounds 

8.5 (Original) 

(Original) 

Recommendation of a Strategy. 8.b 

. 6 Preview Preview slide design
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 8.3

 8.4
. 7 Select an output medium

8.6 Screen

. 8 Next The presentation Wizard step 3 8.7

Effect desired slide transition speed

Speed  Medium 8.8

Create
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 8.5

 8.6



250

 8.7
8.4.2. Template  

From Template template

Template 8.9

Template

 8.8
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 8.9

8.4.3 Open existing presentation – 

• Open existing presentation

• Open

8.10

 

 Do not show this wizard again 

checkbox

impress

Wizard
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 8.10

 8.11

Impress

open office org Quickstarter

New

8.11

File New Presentation 8.12
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8.5  Impress

 impress 1. Slides pane 2. Workspace 3.Task 

pane. 8.13

 8.12

 8.13
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8.5.1 

layout

layout

8.5.2. 

8.5.2.1.  Master Pages

Impress-

8.14

 8.14



255

8.5.2.2. Layout

Layout 

custom layout

 8.15

8.5.2.3.  Table Design

 8.16

 8.17
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8.5.2.4. 

8.17

8.5.2.5.

 No 

Transition 

(Slow, Medium, Fast)

8.18

8.19 impress 

window Impress 

window

Ruler

open officer writer

 8.18

8.6.1 View 

Normal, Outline, Notes, Handout

Slide sorter 8.19

8.6.2 (Status bar)

View 

Status Bar

8.6.3.

8.20

(Object

Navigator 

Edit→Navigator  ctrl + shift + f5

“Object1” “Picture 1” 8.20

 

close (X)

View Slide pane

View Task pane/Side bar
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View 

 8.19

 8.20

8.7. (Workspace)

(Normal, outline, Notes, Handout

Slide Sorter) 8.19

View Toolbars

View

View

1. Normal View 

2. Outline View
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3. Notes View 

4. Slide Sorter View 

5. Handout View

Tasks Pane  Layout

8.7.1. Normal view

 Normal View

ctrl + shift + FI

8.7.2. Outline view

Out line View

Out line View

1.

 Normal View

Up down 

Left

Right

outlinelevel 

2. Outline

outline

outline view

Normal view

Review

8.22
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 8.21

8.7.3. Notes view

8.23 Notes View

click to add notes

Green resizing handles

F11 Styles and Formatting window

 8.22
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 8.23

8.7.4. Slide Sorter view

• View → Toolbars → Slide View 8.24

15

• View → Tollbars → Slide View

CTRL

(  8.25)
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 8.24

1

2

Slide Sorter View  

 (transition)

Handout View 

Handout view

Handout

8.26
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 8.25

8.7.5 Handout-

• Slide Sorter

File -> Print Ctrl+P-

Handouts –

OK

8.8 (Formatting a presentation:)  

8.8.1. 

 

 AutoRecovery (Tools-> Options -> 

Load/Save -> General ). Save ->AutoRecovery

8.8.2. 
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8.26

 

Tools → Options → OpenOffice.org 

→ General → Help 

(Extended tooltip)

Add 

title

F11

Modify

“Click to add text”

(8.27)

8.8.3. 
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 Slide Master

8.28)

Slide Transistion

 custom animation 

1

• Insert -> Slide

 Slide -> New Slide-

• Slide icon-

2:

3:

8.27

8.8.4.

• Edit→ Delete Slide 8.28)

Delete Slide
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8.28

8.29

8.30

Slide Sorter View-

8.8.5 

8.33
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8.31

Slider Sorter

8.9.

Slide Show -> Slide Show 

8.34

Slide Sorter

Slide Show 

8.35)

• F5 F9

 x 

Slide Show

8.32

8.33



267

8.34

Space bar

"Click to exit Presentation"

 Esc-

8.10

File -> Save

8.36)

 Impress

8.37 )

• Impress

odp 

(File Name)

8.36)

PPT 

8.35
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Save Save As

Save

Save 

As

 

8.36

.pdf 

8.36)

8.39  pdf

8.11. Master slide

(Master Slide)

(Page Style Writer)

 

Slide Master

logos

 (frames) 

Master 

(Styles) 

Slide Master

Slide Master

Slide Master 

 Slide Master

Slide Master

(Master Slide)  (Slide Master)

(Master Page)

Slide Master 
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8.37

8.38
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8.39

(presentation styles) 8.39 Slide Master-

View -> Master -> Slide Master

Master Slide

1. Slide Master

2. Notes Master

• Master View dialog box

8.41)

Master Slides

Master View dialog box Close Master View Master Slide-
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8.40

8.41
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8.12

Impress

 Impress-

Open Office.org

8.12.1 

View →Toolbars Drawing

View → Toolbars Drawing 

• Select:

• Line  : 

• Arrow :

• Rectangle 

• Ellipse:

• Text:

• Vertical Text:

• Curve :

• Connectors:

8.13 (Insert Images)

 

Insert->Select Picture-

>From File option  Insert Menu

8.44)

Open Office  Impress

.

( 8 . 4 4 ) 

8.42
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Drawing

1. Select 9. Connector

2. Line 10. Basic Shapes

3. Arrow 11. Symbol Shapes

4. Rectangle 12. Block Arrows

5. Ellipse 13. Flowcharts

6. Text 14. Callouts

7. Vertical Text 15. Stars

8. Curve

8.43

8.44
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8.45

8.14

  Impress

Insert Movie and Sound Option

 Insert 

 8.46

8.46
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8.47

1. 

2. MS PowerPoint

3. Impress MS PowerPoint

4.
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5.

1.

2 PC

3  MS Powerpoint

 - 

1 

1. 

?

 Fill Color  Page Border

2.  ? 

 ) F6 ) F9   ) F5 ) F10

3. 

 ) Notes  Outline   ) Handout ) Slide Sorter

4. Impress- ?

 ) Normal  Outline  ) Handout ) Slide Sorter
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5. ?

 ) Slide Show l ) View ) Tools  ) Format

6. Impress- (extension) ?

 ) .odp  ) .ppt  ) .odb  ) .ood

7. 

.

 ) Animation     ) Slide Transition

 )Custom Animation    ) Rehearse Timing

8. 

?

 )Custom Animation   )Rehearse Timing 

 )Slide Transition    ) Either (a)or (b) 

 - 

2 

1.  Slide Show- ?

2.  Impress .?

3. .

4. Impress- . 

5. ?

 - 

5 

1. Impress-

2. ?

3. Slide Sorter .
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4. Normal View .

5. Impress  (transistion effect) 

 - 

10 

1. OpenOffice Impress

Impress

2

3

 5

 30 

4
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In-House


