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Unit-1

Fundamental of computer

1-What is computer?

A computer is an electronic device that automatically accepts stores manipulates data and give the output. The term 'Computer' is derived form Latin word 'Computer' this means to calculate.

Computer is an electronic modern advanced device which take row data as input from output device than process theses data as per given instruction than gives output (result) and store is for future use.
Definition:

"Computer is an electronics device having - ;+u ePsf] _ processing and storage capability  - Ifdtf, ;fdfYo{, of]hgf_
2- Part of computer:
1- System Unit (CPU)
2- Monitor

3- Keyboard

4- Mouse

5- Speakers

6- Printer
7- UPS

3- Starting Computer:
· First check all the cables.

· Switch on the electric line.

· Switch on the system unit's power button.

· After sometime you will see mouse arrow.


4-Turning off computer:
· Click on start button.
· Click on Turn off computer
· Turn off dialog box appears.


· Click on Turn off.
· Than after sometime the computer is turned off.

5- What is 'IPO' cycle?

Input process and output full form of IPO cycle. It means any kind of electronic device operate by following these cycle.

    Row data (50+50)                           Invisible( = )                            Result (100)
  Input Device  


 process Device   

Output Device
-Keyboard   



                    - CPU 


-Monitor

-Mouse  



                    - (CU+ALU)                    -Printer

-Scanner 








          1-Plotter

-Digital camera

-Web camera

      Note: CU= Control Unit ALU = Arithmetical Logical Unit

I) Input: 

Input (data) is the row information. It is the collection of letters, numbers, Image given to the computer to produce the result.

ii) Process:
Process is the action taken on data as per given instruction . It is totally inns process of the computer system.

iii) Output:
Output is the final data given by computer after data processing . It is also called result we can save the result for our future use .
6.1-Starting 'Typshala':
· Double click on Typshala icon on the desktop.
· Again, double click on Typshala icon (
[image: image1.wmf]Typshala.exe

).
· Click on level.
· Click on home.
· Click on ok.
· Press the key on red symbol.
· Next method
· Click on start button.

· Click on Run button sometime dialog box appears.

· Chose the 'Typeshala.exe.'

· Click on ok.
· After sometime you will see keyboard on desktop.

· Click on level.

· Click on home.

· Click on ok.

6.2-Close Typshala:
· Click on close button (X)

7.1- Starting  'TT':

· Double click on 'TT' icon on the desktop.
· Again, Double click on GO icon(
[image: image2.wmf]Go.exe

 )
· Press Enter.
· Press Enter.
· Press Enter.
· Press Enter.
· Next method 

· Click on start button.
· Click on Run , After sometime dialog box appears.

· Chose the 'TT/GO/EXE.
· Click on ok.
· Press Enter.
· Press Enter.
· Press Enter.
· Press Enter.
7.2-Close 'TT':
· Press ESC key on the keyboard.
· Click on close button.
8-Characteristics of Computer
a) Speed

b) Accuracy

c) Storage

d) Versatility

e) Automatic

f) Diligence

i) Speed:
Computer is the fastest data processing device .it can process thousand of  millions of data with in faction of second the speed of computer measured the speed of computer measured in terms of second terms used for fraction of second are millisecond , microsecond, nanosecond, and Pico second .the table below shows measurement of second .
	Name of Second
	divide of second
	Power of 10th 

	Milliseconds
	
[image: image3.wmf]1000

1


	10-3

	Microseconds
	
[image: image4.wmf]1000000

1


	10-6

	Nanoseconds
	
[image: image5.wmf]1000000000

1


	10-9

	Picoseconds
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1


	10-12


ii) Storage:
Computer kinds storage large amount information or program in it memory device. The different term use to express the memory capacity are KB( kilobyte) MB ( megabyte) GB ( gigabyte) TB ( terabyte) the table below shows the relationship between different unit of memory.

	1 byte
	1 character

	1024 byte
	1 KB 

	1024 KB
	1 MB

	1024 MB
	1 GB

	1024 GB
	1 TB


iii)Accuracy:
Although computer work at a very high speed . It does not any mistake in data processing . That mains computer is hundred present accuracy error an occur in a computer but these error work deuce to inaccurate data box ( malfunction ally hardware and in correct program)

iv) Versatility:

Versatility is an ability -v'aL_ to perform -;Dkfbg_ various task related to different fields like science and technology. Business, education etc. A computer can process any kind of data so it called versatile machine.

v) Diligence:
Diligence is a capacity of perform repeated operation without any tiredness and any mistakes . A computer is capable of performing the required task continuously with the same speed accuracy and efficiently without any errors. Computer never get tired , bored, and laziness to do the task.

vi) Automatic:
Once we give an appropriate instruction a computer can perform the operations automatically. It carries on with the give task in dependently.
9) Disadvantages of computer.
· Computer is very expensive machine.

· A large amount of data can be lost some time.

· New technology is making the present day Computer old.

· There is a lack of computer knowledge among the people in your society.
10) Type of Computer:
Type of computer


11-Computer System:


A-Computer Software:
Computer software of a computer works likes its brain . Software can be defined as a set a program necessary to carry out operations for specified job.
i) System Software:
This consists of all the programs languages and document action liked by the computer manufacture. This type of software is required to use the computer efficiently and conveniently.
System software programs allow the application developers to write and develop their application developers to write and develop their own program (Window 98, Window ME, Window XP etc) 

ii) Application:
Any software is designed to accomplish specific task like accounting, typing drawing browsing the internet, E-mail etc. is known as application software.

12-What is operating System or window XP
Window xp which is an operating system that controls your computers hardware . Computer hardware is not capable of communications to you directly . It needs a communication medium is called the operating system . The operating system controls the over all working of your computer. 
Currently five operating system software program.

1- Window 98

2- Window ME

3- Window 2000

4- Window 2003

5- Window XP (2006) 

6- Vista 
13- Parts of screen




Unit – 2
Windows

1) Taskbar  and start menu setting
i) Hide the taskbar

· Click on start button .

· Go  to  setting and click on taskbar and start menu.

· Taskbar and start menu properties box appears.

· Put the check mark Auto-hide the taskbar
· Click on apply.

· Click on ok.
ii) Show the taskbar
· Click on start button.
· Go to setting and click on taskbar and start menu.

· Taskbar and start menu properties box appears.
· Delete the check mark on Auto-hide the taskbar.
· Click on apply.

· Click on ok.

2) Date and Time   

· Click on start button. 

· Go to setting and click on control panel.

· Double click on date and time Icon.
· Now the date and time properties box appear.

· Select the date / time/ day / month / year / sec / hour / AM / PM / etc.
· Click on time zone time and set time.

· Click on apply. 

· Click on ok.

3) To change the background.

· Go to start button.

· Go to setting and click on control panel.

· Double click on display icon.
· Display properties box appear.

· Click on desktop button.

· Choose the background wallpaper from list.

· Click on apply.

· Click on ok.

4) Setting saved file on desktop.

· Click on start button.
· Go to setting and click on control panel.

· Double click on display icon.

· Display properties box appear.

· Click on desktop.

· Click on browse.

· Choose the required file.

· Select on it.

· Click on open.

· Click apply.

· Click on ok.

5) Setting the screen saver.

· lick on start button. 

· Go to setting and click on control panel.
· Double click on display Icon.
· Display properties box appear. 
· Click on screen sever.

· Select the sever from the list.

·  Set time 1,2,3 …etc minuets.

· Click on apply.

· Click on ok. 

· You can also see preview of your choice.

6) New text writing in  screen sever.

· Click on start button. 

· Go to setting and click on control panel.

· Double click on display Icon.

· Display properties box appear.
· Click on screen saver .

· Select the 3D text.
· Click on setting.

· Place the arrow on the box in write of the custom text.

· Type the text.

· Select the font color.

· Click on apply.

· Click on ok.

· You can also see previews of your choice.

7) Mouse setting:

· Click on start button.
· Go to setting and click on control panel.

· Double click on mouse Icon.

· Mouse properties box appear.

· Put the check mark on the switch primary and secondary button.

· Click on pointer button.

· Click on browse button.

· Choose the required option.

· Click on open.

· Click on apply.

· Click on ok.

8) Keyboard setting:
· Click on start button.
· Go to setting and click on control panel.
· Double click on keyboard Icon 
· Properties box appear.

· Define the blinking rate of the cursor.

· Click on apply.

· Click on ok.
9) Arranging desktop icon:

· Right click on desktop.

· Choose arrange icon by and check on ( Name/Type/Size/Modified)

10) Calculator:
· Click on start button.
· Go to program, accessories and click on calculator.

· Calculator box appear.

· Go to view menu and click on scientific.

11) Drive:
`
a) Creating folder:
· Right click on my computer

· Click on explore/open.

· Choose the drive (C:, D:, E:, F:,)

· Double click on the drive .
· Go to file menu.

· Select new and click on folder.

· Type the file name.

· Press enter.

b) Renaming folder or file:

· Right click on my computer Icon in the desktop.
· Click on explore/open.
· Choose the ( C:, D:, E:, F:)

· Double click on choose the drive.
· Select the folder and file.
· Go to file menu.

· Click on rename.

· Type the new file name.

· Press enter.

c) Deleting folder or file:
· Select folder or file which you want delete folder or file .
· Press delete key from the keyboard.

12) Recycle bin:
Recycle bin is special folder where the deleted file or folder restore.
· Double click on recycle bin on desktop Icon.

· Select the file and folder which you want the restore.
· Go to file menu and click on restore.
13) Copy / Paste:
· Right click on my computer.
· Click on explore.
· Choose the location and double click on it ( C:, D:,  E:,  F:)

· Select (folder or file)
· Go to edit menu and click on copy.
· Choose the location (C:, D:, E:, F:)
· Again Go to edit menu.

· Click on paste. 
14) Cut/paste:

· Right click on my computer.

· Click on explore.

· Choose the location and double click on it ( C:, D:,  E:,  F:)

· Select (folder or file)

· Go to edit menu and click on cut.

· Choose the location (C:, D:, E:, F:)

· Again Go to edit menu.

· Click on paste.
15) Search command:

The search command is used to search folder or file in the computer.
· Click on start button.

· Go to search and click on for file and folders.

· Search results properties box appear.

· Click on all file and older.

· Type your file name.

· Click on search.

16) Run command:
· Click on start button.

· Click on run button.

· Run box appear.

· Select the exe file.

· Click on ok.
17) Start Media Player.
· Click on start button.
· Go to program and click on window media player

Or

· Click media player Icon on the taskbar/Desktop.

· Media player dialog box appear.
· Go to file menu.

· Click on open.

· Choose the song file.

· Select all files.

· Select choose the song file .

· Click on open.
Unit-3
Ms- paint

 Ms paint is a small program which is used to create bitmap.

(Stating Ms paint: 

( Click on  start button .

( Go to program accessories and.

· Click on ms paint .

(Next method:

· Click on start button.
· Click on Run button.
· Type the Mspaint.
· Click on ok.
Title bar . menu bar.  tool box , color box. status bar  .

(Kind of tools:
With the help of this box we can create hand creation .

1) Free from select tool :

This tool is used  to select the document freely .

2) Rectangle select tool: 

This tool is used to select the document in a rectangle shape .

3) Eraser tool:

This tool is used to rub or deleted some part of the document .

4) Fill with color tool :
This tool is used to fill color in the boundary  area .

5) Pick color tool: 

This tool is used to change the color .

6) Magnifier tool: 

This tool is used to create hand writing .

7) Brush tool :
This tool is used to fill color in required  area of the document .

8) Air brush :

This tool used to fill color like spraying on the document .

9) Text tool:   

This tool used to write text in the  document .

10) Line tool: 

This tool used to create a straight line in the document.

11) Curve line tool: 

This tool is used to create curve line in the document.

12) Rectangle tool:

This toll is used to create rectangle shape in the document.

13) Polygon  tool: 

This tool is used to create polygon in the document.

14) Ellipse tool:  

This tool is used to create circular shape in the document .

15) Rounded rectangle tool: 

This tool is used to create the rectangle with rounded coiner in the document .

A- Fill menu

1) New

This option is used to create the new blank document .

· Go to file menu and 
· Click on new .


2) Save 

This option is used to save the document .

· Prepare the document .

· Go to file menu .

· Click on save .

· Select the location .

· Type the name of document .

· Click on save .

3) Open 

This option is used to open the previously save document .

· Go to file menu .

· Click on open select  the file or document .

· Click on open .

4) Save as

This option helps to save the document in different location at any time but the in save option .we can  do it at anytime .

· Go to file menu .

· Click on save as.

· Select the location .

· Type the name of document .

· Click on save .

5) Print preview 

This option is used to look document how it is printed.

· Go to file menu.

· Click on print preview.

· Point preview dialog box appear.

· Click on close.
6) Page set up

This option is used to set printing paper style and margins the should be left in right left .top .button.

· Go to file menu .

· Click on page set up. 

· Set the margins on  left .right. top and  button .
· Set portrait and landscape printing style.

· Click on ok.

7) Print:

This option is used to print the document on paper.

· Go to file menu.

· Click on print.

· Choose the current printer.

· Choose page ranges and number of copies.

· Click on print.

8) Send:

This option is used to send message or document to server.

· Prepared the message .

· Go to file menu.

· Click on send.

9) Set as background:

This option is used to set document as a background.

· Go to file menu.

· Click on set as back ground ( tiled or centered)

10) Recent document:

These are the current document which con be opened directly by clicking on them.

· Go to file menu.

· Click on name of document.

B- Edit menu:

1) Undo:

This option is used to return back set of current work.

· Go to edit menu and

·  Click on undo.
2) Redo:
This option is used to return back of undoing work.

· Go to edit menu.

· Click on repeat.

3) Cut: 

This option is used to copy the document while we have to paste.

· Select the document.

· Go to edit menu.

· Click on cut.

4) Copy: 
This option is used to copy the document.

· Select the document.

· Go to edit menu.

· Click on copy.

5) Paste:

This option is used to duplicate the document.

· Select and copy or cut the document.

· Go to edit menu.

· Click on paste.

6) Select all:

This option is used to select the whole document at once.

· Go to edit menu and.

· Click on select all.

7) Clear selection:
This option is used to delete the selected document.

· Selected the document.

· Go to edit menu and click on clear selection.

8) Paste from:

This option is used to mix the anther document on the current.

· Make the document.

· Go to edit menu.

· Click on paste from.

· Click the another document.

· Click on open.

· Resize the document.

· Click on outside.

Unit-4
MS-Word

Ms s a part of Ms office 2003 which is developed by Microsoft corporation in U.S.A. .It is one of the most powerful word processing program . It helps us for arranging the text number. Symbol and picture to prepare the meaning text.

( Starting Ms word;

· Click on start button.
· Go to program , select Ms office.

· Click on Ms office 2003.

( Next method 
· Click on Run button.

· Type the 'WinWord'

· Click on ok.

( Title Bar:
This bar shows the of current program and name of the current document.
(Menu bar.

This bar gives the information of different options contained in menu bar.

( Formatting bar:

This bar contain the different Icon for formatting and styling the text , text size , color, alignment, etc

( Ruler:

The ruler help us to create the text in required dimension there are two types of ruler Horizontal and vertical.

( Scroll box:

This bar help us to move the text right , left, top, and down.


1-Title bar
2- Menu bar

3- Formatting bar

4- Standard bar

5- Drawing tool bar

6- Scroll bar

7- Ruler
A- File menu:
1) New:
New this option is used to create a new blank document.
· Click on file menu.
· Click on blank document.

2) Save: 
This option is used to save the document.
· Prepared the document.

· Go to file menu.

· Click on save .

· Choose the location (C:, D:, E:, F:)

· Type the name of the document.

· Click on save. 
3) Close:
This option is used to close the current document.

· Go to file menu.
· Click on close.
4) Open:
This option is used to open previously saved document.

· Go to file menu.
· Click on open.
· Which you want open file required in the location.

· Select the file.

· Click on open.
5) Save as:

This option is used to save the document in different location and to save with passwords.

· Go to file menu.
· Click on save as.
· Choose the location.

· Type the name of document.

· Click on tools.

· Click on security options.

· Type same passwords two times and click on ok.

· Again type same password two time and click on ok.

· If you want to protect click on protect and type any passwords two times and click ok.

· At last click save.
6) Save as web page:

This option is used to save the document on the web page.

· Go to file menu.

· Click save as web page.
· Save as web page dialog box appear.

· Choose the location.

· Type the name file.

· Click on save.
7) web page preview:

This options is used to look the document in internet explorer.
· Go to file menu.
· Click on web page preview.
· Now the web page preview box appear.

8) Print preview:

This option is used to look document how it is printed.
· Go to file menu.
· Click on print preview.

· Point preview dialog box appear.

· Click on close.
9) Page setup: 
This option is used to set the margins on left, right , top, and bottom of paper, paper size and paper orientation.

· Go to file menu.

· Click on page setup 
· Define the paper size margins and paper orientation (landscape and portrait)

· Click on ok.
10) Print:
This option is used to print the document.

· Go to file menu.

· Click on print ( ctrl + p)

· Print dialog box appear.
· Choose the current printer.

· Define the page ranges, number of copies select paper scale and click on ok or print.

11) Exit:
This option is used to close the current document.

· Go to file menu.

· Click exit.
                          B- Edit Menu:
1)  Undo :
This option is used to return back of current work.

· Go to edit menu.
· Click on undo.

2) Redo:
This option used to return back of undoing work.
· Go to edit menu.

· Click on redo.

3) Cut:
This option is used to cut the selected document.

· Select the text .

· Go to edit menu.

· Click on cut (ctrl + x)

4) Copy:

This option is used to copy the selected area of document.

· Select the text.

· Go to edit menu.

· Click on copy ( ctrl + C)
5) Paste: 

This option is used to duplicate the document in required place.

· After copying the document select location file or  folder then.
· Go to edit menu.

· Click on paste ( ctrl + V)

6) Office clipboard:
This option used for multi pasting at once.

· After copying the document select location file or folder then.

· Go to edit menu.
· Click on office clipboard from box.

· Click on paste all.

· Finally click on clear all.

7) Paste special:

This option is used to paste some special word, line or text.
· After copying the document go to edit menu and click on paste special.

· Click on ok.

8) Select all:
This option is used to select the whole document at once.

· 'Go to edit menu.

· Click on select all ( ctrl + A)

9) Clear:
This option is used to delete the document.

· Select the text.

· Go to edit menu.

· Select clear and click on contain del.

10) Find: 
This option used to find word or text in the document.

· Go to edit menu.
· Click on find.

· Find dialog box appear.

· Type the text which you want to find. 

· Click on find next.

11) Replace:
This option is used to change the word or text with each another.

· Select the text.

· Go to edit menu.

· Click on replace.

· Find and replace dialog box appear.

· Type the text in finds what box.

· Type the in replace with box.
12) Go to :
This option is used to go to next line or page .

· Go to edit menu.

· Click on go to.

· Find and replace dialog box appear.

· Type the number of page or line.

· Click on go to.

· Click on close.

C -View menu:
1) Normal:

This option used to display the document in normal position.

· Go to view menu print.
· Click on normal/print layout/ web layout .

2) Web layout;
This option is used to display the do current in web layout.

· Go to view menu.
· Click on web layout.

3) Print layout:
This option is used to display the document in printing style.

· Go to view menu.
· Click on print layout.

4) Out line:
This option is used to move the text .

· Select the text.

· Go to view menu.

· Click on outline.

· Click on arrow if you want to move the text.

5) Task pane (ctrl+F1)

This option is used to show and hide the task pane.

· Go to view menu.
· Click on task pane for showing or hiding dialog box appears.

6) Tool bars:

This option is used to show and hide different tool bars.

· Go to view menu.

· Select tool bar, put the check mark and remove it again for showing or hiding tool bar ( e.g. standard, formatting, drawing, picture, etc)

7) Ruler:
This option is used to show or hide the ruler.
· Go to view menu.

· Click on ruler for showing and hiding it.

8) Document map:

This option is used to display the document map on the left side of current document.

· Go to view menu.
· Click on document map.

· For removing it again go view menu.

· And click on document map.

9) Header and footer:

This option is used to add header and footer on the text.
· Go to view menu.
· Click on header and footer from box.

· Type the text for header and press down arrow key from keyboard.

· Type key footer text.

· Click on close.
10) Mark up:

This option is used to delete the comment of text.
· Go to view menu.
· Click on markup.

11) Full screen:
This option is used to display the document in full screen.

· Go to view menu.
· Click on full screen.

12) Zoom : This option is used to display the document in different zoom size.
· Go to view menu.
· Click on zoom.

· Select the zoom size with margins( 100%, 200%, 400%)

· Click on ok.

D- Insert:
1) Break:

This option is used to break pages , section line etc.

· Go to Insert menu.

· Click on break.

· Break dialog box appear.

· Select the break ( page, column)

· Click on ok
2) Page number:

This option is used to insert page number in document.

· Go to insert menu.
· Click on page number dialog box appear.

· Choose the position and alignment.

· Click on format dialog box appear.

· Choose the text number style.

· Click on ok.

3) Date and time:

This option is used to insert date and time on document.
· Go to insert menu.

· Click on date and time dialog box appear.

· Select the date and time.

· Click on ok.

4) Auto text:
This option is used to add some special text in the document.
· Adjust the cursor where you want to add .

· Go to insert menu.

· Click on auto text dialog box appear select the option and 

· Click on the select text.

· Click on insert.
5) Symbol:
This option is used to insert symbol on the document.

· Go to insert menu.
· Click on symbol.

· Symbol dialog box appear.

· Select the symbol.

· Click on insert and click on close.

6) Comment:
This option is used to add comment on document.

· Select the text on you want to comment.
· Go to insert menu.

· Click on comment.
· Type the comment word.

· Click on outside the comment text.

7) Foot note and endnote:
This option is used to add foot note and endnote on the document like word meaning.

· Place the course at the end of the word on which you want to write the note.

· Go to insert menu.

· Click on footnote dialog box appear.

· Select the footnote and endnote.
· Define the format number etc.

· Click on insert.

· Type the note.

· Click on outside.

8) Caption:
This option is used to add caption on subject ( table, picture, equation).
· Make the table equation picture.

· Go to insert menu.

· Select reference and click on option.

· Caption dialog box appear.

· Choose the required option from list.

· Click on ok
9) Cross Reference:

This option is used to link caption on book mark ,heading ,we can use cross reference .
· Make the bookmark text .

· Select the text on  which you  want to add cross reference .

· Go to  insert  menu .

· Select  reference  dialog box appear .

· Choose the cross  reference  option ( book mark .heading .figure )

· Select the  item  from list .

· Click on insert  .

· Finally click on close.

· Ctrl± click on cross reference  text.
10) Picture :
This option is used  to insert  pre defined picture .

i)Clip art:
· Go to insert .

· Select pictures .

· Click on clip art .

· Click art  dialog  box.

·  Appears .

· Click on ok .
· Choose the clip  art .

·  Picture and click on it .

ii) From file: 
This option is used  to insert picture from program file.

· Place the cursor where you want to insert picture  .
· Go to  insert menu .select  picture .

· Go to insert  menu .select picture and click on from file .

· File dialog box appear .

· Select the  folder when the file is located .

· Choose the  picture and click on insert .

iii) Organization chart : 

This option is used to insert organization  chart.
· Go to insert menu select picture and  organization chart.

· Organization chart appear.

· Click on to add text.

· Type the text and click on outside.

iv) Auto shapes:
This option is used to insert the pre defined shape styles.
· Go to insert menu.
· Select picture and click on auto shapes.

· Auto shapes tool bar appear.

· Choose the auto shapes styles.

· Select shapes click on document and drag the mouse.

v) Word art: 
This option is used to insert different word style.

· Go to insert menu.

· Select  picture and word art dialog box appear .

· Type the text and click on ok .

vi) Chart:
This option is used to insert different  chart style.
· Place the cursor where you want to insert chart .

· Go to insert menu select  picture  and click on chart .

· Chart data box appear .

· Set the required data or text and click on out side .

11) diagram: 

This option  is used  to  insert  diagram .
· Place the  cursor  where  you  want to insert  diagram .

· Go to  insert  menu  and  diagram  dialog box  apper .

· Choose the diagram styles and click on ok .

12) Object : 
This  option is used  to insert ms education  other object  on  document .
· Place  the cursor  where you  want  to insert object .

· Go to insert menu  and  click  on object  .

· Select Ms equation 3.0 from the list .

· Education  tool bar appear .

· Set  the  Ms equation 3.0  and  click on  outside .


13) Text box :
This sorption  used to  insert  text  box  on document .
· Go to  insert  menu  and  click  on text  box 

· Dialog  box appear .

· Type  the  text.

· Define  the  fill  color  fill line  and  text  color .

· Drag  the  text  box  to  working  area .

14) File :
This  option  is used  to insert  text  file on  current  document .
· Place the  cursor  where you  want  to  insert text file .

· Go to  insert  menu  click  on file  dialog box appears .

· Choose the file  and  click  on insert .

15) Bookmark :
This option is used  to add bookmark .
· Select the  text on  which  you  want  to add bookmark.

· Go to insert menu  and  click  on bookmark .

· Bookmark dialog box appear.
· Type the bookmark name and click  on  add .

16) To  open  bookmark :
· Open the document.
· Go to insert menu.
· Click on bookmark.

· Choose the bookmark name.
· Click on go to .

· Click on choose.
17) Hyperlink :
This  option is used  to  link  many  document .

· Select  the text  where  you  want  to  link .

· Go to  insert  menu .

· Click  on  hyperlink  dialog  box  appear .

· Choose  file  or  document .

· Click on ok .

E- Format Manu
1) Font  :
 This  option  is used  to  select font  face. style size .color .

· Select  the text .

· Go to  format  menu .

· Click  on font  .font  dialog  box  appears  .

· Select  the  font  face  .size. style. Color.

· Click  on ok .
2) Bullet and  numbering :  
This  option  is used  to add  number  and  bullet  on text .

· Select text .

· Go to  format  menu .

· Click  on   bullet  and   numbering  from box.

· Select  bullet  and  numbering  styles .

· Click  on ok .

3) Paragraph :
This option  is  used  to set  paragraph  spacing  alignment .

· Select  the  text .

·  Go to  format menu  and  click  on  paragraph .dialog  box  apparel .

· Define  required  options   and  click  on ok .

4) Border and  shading : 
This  option  is used  to insert  border  and  shading  on text and  shading   on text  on  text  document .

· Select the text .

· Go to  format menu .

· Click on border and  shading  from box.

· Click on  border  and  shading .

· Click  on box.
· Define border , border shading  .border  color  border line .

· Click on ok .

5) Column :
 This option  is used  to  define  the text  into  many columns .

·  Select  the text .
· Go to  format  menu  dialog  box  appear  .

· Click  on column .
· Define  the  column  numbers and  column spacing .

· Click on ok .

6) Tab :
This option is used to set tab position .

· Go to format and click on tab dialog box appear.

· Type the tab position.

· Set the alignment ( left, right, center)

· Click on set.

· Click on ok.

7) Delete tab setting:

· Go to format menu.
· Click on tab from the tab list.

· Click on clear.

· Click on ok.

8) Drop cap:

This option used to make the first character large like in magazine.

· Select the first character.

· Go to format menu.

· Dialog box appear.

· Click on drop cap.

· Choose the drop cap style.

· Click on ok.

9) To remove drop cap:
· Select the letter.

· Go to format menu. 
· Click on drop cap.

· Dialog box appear.

· Click on none.

· Click on ok..

10) Text direction:
This option is used to change the direction of text.

· Make the text on text box.

· Go to format menu.

· Click on text direction dialog box appears.

· Select the text position.

· Click on ok.

11) Change case:

This option is used to change the case ( upper case, lower case, sentence case etc)
· Select the text.
· Go to format menu.

· Click on change case dialog box appears.

· Choose the required option (upper case , lower case, sentence case)

· Click on ok.

12) Back ground:

This option is used to fill back ground color.

· Go to format menu.

· Click on background, dialog box appears.

· Choose the background color.

· Click on ok.
13) Themes:

This option is used to set the per defined background on the document.
· Go to format menu.
· Click on theme dialog box appears.

· Choose the required styles.

· Click on ok.

14) Style and formatting:
This option is used to change the document in different heading styles.

· Select the text.

· Go to format menu form box.

· Click on styles and formatting.

· Choose the headings.

· Click on close.

15) Reveal formatting:

This option is used to level formatting.

· Select the text.
· Go to format menu.

· Click on reveal formatting.

· Reveal formatting box appear.

· Choose the formatting option and click on ok.

16) Frame:

This option is used to insert frame in the document.

· Go to format menu.

· Select the frame and click on table of contents of frame.
· Click on required frame option ( frame- above, below, right, left)

17) Insert text box:

This option is used to put document on text box.

· Select the text. Go to format menu. Click on insert text box.

F- Tools menu:
1) Spelling and grammar:

This option is used to correct the grammar and grammar.

· Select the text.

· Go to tools menu.

· Click on spelling and grammar.

· Spelling and grammar box appear.

· Click on autocorrect.

· Finally click on ok.

2) Language:
This option is used to find the synonym meaning and to add hyphenation.
i) Thesaurus:
This option is used to find synonym and antonym and meaning of the word.

· Select the word.

· Go to tools menu .

· Select the language and click on thesaurus.

· Now we can see antonym, synonym and meaning of the word.

· Click on close.

ii) Hyphenation:

This option is used to set hyphenation in document.

· Select the text.

· Go to tools menu.

· Select the language and click on hyphenation.

· Put the check mark on automatically hyphenation.

· Click on ok.

3) Word count:

This option is used to fine the document of word, page, line character on the document .

· Select the text.

· Click on word count.

· Click on close.

4) Auto summarize:
This option is used to summary the text.
· Select the text.

· Go to tools menu.

· Click on Auto summarize.

· Auto summarize dialog box appear.

· Define the summarize percentage.

· Click on ok.

5) Speech:

This option is used to record the sound.

· Go to tools menu.

· Click on speech.

· Speech dialog box appear.

· Click on next, click on next and finish.

6) Track change:

This option is used to change the track of text while editing.
· Adjust the cursor.
· Go to tools menu.

· Click on track change.

7) To remove track change.

· Right click on inserted track.

· Click on track.

· Again right click on inserted track.

· Click on reject insertion.

8) Compare document and merge:

This option is used to mix the any document on current document.
· Go to tolls menu.
· Click on compare document merge. 

· Dialog box appear.

· Choose the file.

· Click on merge.

9) Protect:
This option is used to protect the document.

· Go to tools menu.

· Click on protect.

· Dialog box appear.

· Put the check allow only this type of editing in the document.

· Click on yes, start enforcing protection.

· Type the pass words.

· Type the same passwords.

· Click on ok.

10) To unprotect the document:

· Go to tools menu.

· Click on unprotect.

· Dialog box appear.

· Type the same passwords.

· Click on ok.

11) Online collaboration:
This option is used to contact on online.

· Go to tools menu.

· Select online collaboration .

· Click on meet new.

· Net meeting box appear.

· Type the first name , last name, email address and sever address.

· Click on ok.

12) Letter and mailing:
This option is used to merge letter in different address.

· Go to tools menu
·  Select letters and mailing and click on mail merge .
· Mail merge wizard box appear.

· Click on next starting document.

· Select use the current document.
· Click on next on next select recipients.

· Select the type a new list.

· Click on create.

· New list dialog box appear.

· Type the new address and name.

· Click on close.

· Save the file.

· Click on ok.

· Type the letters.

· Place the cursor where you want to in set the name or address.

· Go to main merge tools box and click on in set and click on close.
· Click on view merge data and click on next record.

13) Envelops and table :
· This option is used to prepare envelops and to type delivery and  return address.

· Go to tools menu select letters and mailing and .
· Click on envelops and table.
· Envelops  and tables dialog box appear.
· Type address on delivery address and type address on return address.
· Click on add to document.

· Resize the delivery address.  

14) Tools on web:

· This option to open directly the internet explores.

· Go to tools menu and  click on tools on web.
15) macro: 

· This option is used to set information on key.

· Go to tools menu, select the macro and click on record new macro.
· Macro dialog box appear.
· Type the macro name.

· Click on keyboard.
· Type the shortcut key.

· Click on  assign.

· Click on close.

· Type message.

· Again go to tools menu macro and click on stop recording.

16)To delete to macro:

· Go to tools menu.

· Select macro and click on macro.
· Select the macro name and click on delete.
· Click on close.

17) Auto correct and options:
· These options control the function of all menu option.

· Go to tools menu click on auto correct or option.

· Put the check mark on requires options.

· Click on ok.

18)Customize:

   This option is used to create the new menu bar.
· Go to tools menu and click on customize.

· Custom dialog box appear.
· Click on new menu and drag new menu to menu bar.
· Choose the options click on them and drag to menu bar.

G- Table menu:
1) Draw a table:
This options is used to draw table.

· Go to table menu and click on draw tables.
· Click on pencil and draw table as required.
2) Insert:

This options is used to insert table in the document.

· Go to table menu and click on insert.
· Adjust the  row and column numbers and click on ok.

3) Delete cell

This option is used to remove the cells.

· Select the cell of the tables.
· Go to table  click on delete cells.

· Select the options and click it.

4) Select:
This option is used to select table , rows , column and cells.
· Place the cursor.
· Go to table menu point on select and click on needed option ( table, cell, rows, column)

5) Merge cells:
This option is used to merge ( delete) the selected cells.

· Select cells.

· Go to table menu and click on merge cell.

6) Spilt cells:

This option is used to divide the cells into more cells.

· Click on  which you want to divide cells.

· Go to table menu and click on spilt cells.
· Define the number of columns and cell.

· Click on ok.

7) Spilt table:
This option is used to separate the tables .
· Place the cursor on table cell.

· Go to table menu and click on spilt table.

8) Table auto format:

This option is used to insert pre defined table styles.

· Select the tables.

· Go to table menu and click on table auto format.

· Choose the table style and click on apply.

9) Auto fit:
This option is used to make the balance ( to fix, rows, and columns , width) of row and columns.

· Select the table.
· Go to table menu .

· Select the auto fit.

· Click on distribute column row evenly.

10) Convert:

This option is used to convert table into text and text into table.

To change table into text:

· Select the table.

· Go to table menu.

· Select to the convert and click on table in to text.

To change text into table:

· Select the text.
· Go to table menu and select to the convert.

· Click on text into table.
· Define table column and row numbers and click on ok.

11) Sort:
This option is used to make numbers in ascending and descending order.

· Select the number range.
· Go to table menu and select on sort.

· Put the radio button on the ascending on descending.
· Click on ok.

Unit-5
Ms-Power point

Introduction:
          Power point is one of the very useful pre sensation software .it is the family member of ms–office group It was developed by Microsoft corporation .U.S.A. with the helps of this program .We can animate text object etc you will use power point to create  presentation  .The central part of a power  point presentation file consists of slides to show the audience .slide can also contagion graphic images either from the clip art  supplied or  from another source slides  con also conation graphs and  charges . organization  charts or multimedia clips such as short  sound .animation or  video  clips .

( Start  power  point .

( Click on start button .

( Go to program .and click on  ms –power point.

( New :
This option is used to create  a new presentation (document )

( Go to file menu .

( Click on new .

( Choose the needed options (blank presentation .from design. template .and .from  auto content  wizard .from existing  presentation  photo  album )

( Choose the required side .

( Click on it .

( To open  a file:
 ( Go to file menu .

( Click on open .

( From the given box . choose  the  presentation  that you want  to open .

( To close  presentation :.

( Go to  file menu .

( Click on choose .

( To view the presentation (slides)

(  Go to view the menu

( Click on slides show or (press .F50)

(To add a (slides ) (ctrl + M )

 ( select the slide before the one you wasn't to insert. 

 ( Go to insert menu .

 ( Click on new slides . 

 ( From the slide layout box . choose the required slides.

 ( Click on ok .

( To delete slide:
· Select the slide that you want to delete .

· Go to  edit menu and click on delete.

( To select all slides at Once

      ( Go to edit menu.

      ( Click on select All or (ctrl +A)

( To mark duplicate slide:
     ( Select the slide of which you want to make duplicate.

     ( Go to  edit menu and chick on duplicate slide(or) (ctrl +V)

( Normal view: 

Normal view contains three pones the out line pane the slide panel and notes panel these panes let you work on all aspects of your present onion one place.

· Go to view menu.

· Click on normal view.

( Slide sorter view:
If you need to rearrange the order of slides use slide sorter view you can simply click on a slide and drag it to a new location.

· Go to view menu.

· Click on slide sorter view.

( Note page view:
The note page view lets you add your speaker notes or information you want to share with the audience.

· Go to view menu.

· Click on note page view.

· The selected slide will appear on the serene with text box.

· Click on the text box and type the notes for the slide.

( Slide view:

This option is used to view / show the slide and its conations in full screen .

· Go to view menu.

· Click on slide view.

( Setting a background color:

You can change the appearance of your slide background by changing its color, shade, pattern, or texture. You can also use a picture as a slide background, but you can use only one type of background on slide.

· Select the required slide.
· Go to format menu.

· Click on Background.
· You will get background dialog box as show.

· Choose the required color. You can also set the various fill effect by clicking and click on ok.
· Finally click on apply / Apply all button.

(Design template:

This option is used to apply the pre-define (readymade styles) background color to the slide .

· Select the slide.

· Go to format menu and click on design template.

· You will get the deign template dialog box with various styles.

· Click on apply to all slide.

(Slide transition:
This command is used to add or change the special effects that introduce a slide during a slide show. These effects come in between leaving one slide and appearing another slide. We can also set different kind of sound effects as the slides changes.
· Selects as the required slide.

· Go to slide show menu.

· Click on slide transition.

· You will get slide transition dialog box as shown.

· Choose the required options.

· Click on apply/ Apply all.

( Custom Animation:
It is very special feature under slide show menu which lets you to give any special effect to the text or object It used to animate the text or object and another graphics with special effects .

· Selected the slide.

· Go to slide show menu and click on custom animation.

· Custom animation dialog box appears on the screen with different options.

· Define the add effect and modify blinds.

· Choose the required option.

· Click on it.

( To unhide a slide:

· Select the hidden slide.

· Go to slide show menu and click on hide slide.

( To setup:
You can use this procedure when you need a presentation on your computer to appear on an external monitor or projection system you can also use this option for running your slides continuously.

· Go to slide continuously.

· Click on setup show option.

· You will see the setup show dialog box as shown.

· Put the check mark on the loop continuously unity esc key and select other necessary option.

· Finally click on ok.

( Header and footer:
It is used to add or change the text that appears at the top or button of the page.

· Go to view menu.

· Click on header and footer.

· You will get a box as shown.

· Put the check mark the option button's ( date/ time/ slide etc)
· Type the text or note header and footer.

· Click on apply/ apply all.

( Inserting slide from file:
This option is used to insert the file from another presentation into current presentation.
· Select the slide after which you want to insert the slides.

· Go to insert menu and click on slide from file.

· You will get a window on the serene as shown.

· Choose the file and click on open.

· Select the slide that you want to insert.

· Finally click on insert/ insert all .

· Click on ok.

( Inserting clip arts into the slide:
· Go to insert menu.
· Select on the picture and click on clip art.

· After sometime dialog box appear.

· Right click over the picture that you want to insert.
· Click on insert.

( Inserting pictures into the slides:
· Go to insert menu.

· Select on picture and click on from file.

· From the given box select any picture file .

· Click on insert.

( Inserting table:
· Choose a blank slide.

· Go to insert menu.

· Click on table.

· In the given box define the rows and colors you wand.

· Click on ok.
( Inserting chart:
· Choose the blank slide.

· Go to insert menu.

· Click on chart.

· Fill the table for chart as your requirement.

· As last click on outside of the chart area.

( Inserting organization:

· Choose a blank slide.

· Go to insert menu.

· Select the picture and click on organization chart.

· You will get window of organization with organization chart tools.
· Click on add text.
· Type the chart name.

· Click on outside.

( Rehearse timing:

It is used to run your slides in rehearsal mode in which you can set or change the timings of your slide show.

· Go to slide show.
· Your 1st slide will appear in full screen with the rehearse timing box in the left top comer of the screen.
· Set the timing according to your for the first slide.
· Click on next for the next slide.

· As your reach in the last slide power point will display a message.

· Click on yes.
( Action buttons:
Action buttons allows you will insert an action when you click or drag on the action window it open the action setting dialog box.

· Go to slide menu.

· Select the action buttons and choose the required action button.

· Drag it in your slide area.

· Action setting dialog box appear or the screen as shown.

· Select any event and action according to your requirement.

· Click on ok.

( Movies and sound:
This option is used to insert a move and sound your slides so that you can play a movies or sound during the slide show.

· Go to insert menu.

· Select the move and sound and click on movie from file.

· Form the given box select and video file.

· Click on ok button.

( Pack and Go:
Pack and go wizard allows you to distribute your presentation on disk so that it can be sun on another computer with out the need for the other to have a copy of power point.
· Go to file menu.
· Click on package for CD.

· Dialog box appears.

· Click  add files.
· Choose the file.

· Click on add.

· Click on copy to CD.

( Animation scheme:

This option is used to give animation to slides.

· Select the slide.

· Go to slide show menu.

· Click on animation scheme.

· From dialog box appear.

· Choose the required option.

· Click on apply or apply all.

· Click on play or show.

(Custom show:
This option is used to choose slide and to give it animation.

· Go to slide show menu.

· Click on custom show.

· Custom show dialog box appear.

· Click on new.

· Choose required slide.

· Click on add.

· Click on show.

( Place holder:

This option is used to add background fill color.
· Select the slide.
· Go to format menu.

· Click on place holder.

· Format auto shape box appear.

· Click on color and lines.

· Choose the fill color and line color .

· Click on ok.

Unit-6

Ms Excel:
Excel is an important office package specially used in calculating and accounting performance in business as well as all sums. It is also used to present a importance of budget cashing record and all financial and accounting management within this program excel worksheet consist rows and column and we can reshape them differently.

(Starting excel:
· Click on start tab.

· Go to program and click on ms excel.

(Next method:

· Click on start button.
· Click on run button.
· Type the ‘excel’

· Click on ok.

1) Cell:
Cell reference is address of cell denoted with column following the rows numbers.

2) Range:
The number collecting of required cells into work sheet is cell ran cells into work sheet is cell range e.g-A1 B6.

3) Column:
The portrait cell line with is column. there are total 256 column.

4) Rows:
The landscaped line of cell with sheets is rows. The work sheet consists 65536 rows.

5) Work sheet:

The place where we work is worksheet that consists rows and columns.

6) Work book:

The collection of work sheet is the work book or the pages of the excel is work book. There work books by the default.

7) Operators in formula:

i) Arithmetic operators:

· Addition.



+
· Subtraction.



-
· Multiplication.


*
· Percent.



%
· Division.



/
· Exponentiation.


^
· Decimal.



.
· Parenthesis.

       

  (
)
ii) Relational operators:

· Equal to.



=
· Less than or equal to.

<=
· Greater then or equal to.

>=
· Less than.



<
· Greater than.


>
· Not equal to.


<>
iii) Logic operator:


AND, OR, NOT, IF


   iv) Text operator:


This ampersand is used to join the characters.

1) To save a file with password:

· Go to file menu and click on save button.

· Save dialog box appears.

· Go to tools option and click on general option.

· Type the password and again retype same password.

· Choose the location and type the file name.

· Click on save.

2) To open word book:

· Go to file menu and click on open.

· Select the location and choose the file.

· Click on open.

3) To open work book:

· Go to file menu and click on open.

· Select the location and choose the file.

· Click on open.

4) To change the column width:


· Select the column.

· Go to format menu select column and click on width.

· Column width dialog box appears.

· Type the column value.

· Click on ok.
5) To change the rows height:

· Select the row.
· Go to format menu select row and click on height.

· Row dialog box appear.

· Type the row value.

· Click on  ok.

6) To insert of row:

Place the courser above which you want insert of rows (click).

· Go to insert menu and click on raw.

7) To insert of column:
· Place the pointer on the column before which you want to insert of column.

· Go to insert menu and click on column.

8) TO insert workbook (work sheet):


· Select the sheet before which you want to insert of sheet.
· Go to insert menu and click on worksheet.
9) To delete row:

· Go Select the row which wants to delete.
· to edit menu and click on delete.
10) To delete column:

· Select the column.
· Go to edit menu and click on delete.

11) To delete cell:

· Select the cell.

· Go to edit menu and click on delete.

· Cell dialog box appears.

· Click on ok.

12) To delete a worksheet:

· Select the sheet that you want delete.
· Go to edit menu and delete sheet.
13) Renaming a worksheet:

· Right click on the sheet name that you want to rename.

· Click on rename.

· Type the  sheet name and click on out side.

14) Editing the data:

· Double click on the cell or select the cell.

· Press F2.

15) Remove worksheet:

· Click on right double .touch worksheet and change right. Lift etc.

16) Protecting a work sheet:

· Select the sheet that you want protect.

· Go to tools menu select protect and click on protect sheet.

· Protecting dialog box appears.

· Type the password and click on ok.

· Re type the same password and click on ok.

17) Unprotect a worksheet:

· Select the sheet which is protect.

· Go tools menu select protect and click on unprotect sheet.

· Type the password and click an ok.

18) Salary report:

a- Salary report -I
	
	A
	B
	C
	D
	E
	F
	G
	H

	1
	Code no
	Name
	Address
	Salary
	Bonus
	O.T.
	Tax
	Total

	2
	101
	Ganga
	Salyan
	4000
	
	
	
	

	3
	102
	Kabita
	Dang
	5000
	
	
	
	

	4
	103
	Gopal
	Rolpa
	6000
	
	
	
	

	5
	104
	Hari
	Rukum
	12000
	
	
	
	

	6
	105
	Binod
	Dang
	15000
	
	
	
	


i) Criteria:

-Bonus is 10% of salary

-OT is 8 % of salary

- Tax is 7 % of salary

ii) Solution:
Bonus: 
= D2×10% ( press enter)
OT:

= D2×8% ( press enter)

Tax:

= D2×7% ( press enter)
Total: 
= D2+E2+F2-G2 ( press enter)

b- Salary report –II
	
	A
	B
	C
	D
	E
	F
	G
	H

	1
	Code no
	Name
	Address
	Salary
	Bonus
	O.T.
	Tax
	Total

	2
	101
	Kamala
	Dang
	5000
	
	
	
	

	3
	102
	Subash
	Rolpa
	6000
	
	
	
	

	4
	103
	Indra
	Palpa
	7000
	
	
	
	

	5
	104
	Deepak
	Salyan
	4000
	
	
	
	

	6
	105
	Pabitra
	Rukum
	3000
	
	
	
	


i) Criteria:
- Bonus is 5 % of basic salary if the more then equal to 6000

- OT is 7 % of basic salary if is not from dang

- Tax is 10% basic salary and bonus

ii) Solution:
Bonus:
= If(D2>=6000,D2×5%,0) ( press enter)
OT: 

= If(C2<> “Dang”,(D2×7%),0) ( press enter)
Tax:

= (D2+E2)×10% ( press enter)
Total:

= D2+E2+F2-G2 ( press enter)
c-Salary Peport -‘III’

	
	A
	B
	C
	D
	E
	F
	G
	H
	I

	1
	Code no
	Name
	Address
	Post
	Salary
	Bonus
	O.T.
	Tax
	Total

	2
	101
	Mina
	Dang
	Director
	12000
	
	
	
	

	3
	102
	Sita
	Surkhet
	Engineer
	10000
	
	
	
	

	4
	103
	Prakash
	Dang
	Accountant
	90200
	
	
	
	

	5
	104
	Hari
	Salyan
	Assistant
	15000
	
	
	
	

	6
	105
	Maya
	Rolpa
	Teacher
	18000
	
	
	
	

	7
	106
	Himal
	Rukum
	Teacher
	9000
	
	
	
	


A – Criteria:
- Bonus will give 10 % of basic salary 
- Bonus will give 15 % of the basic salary is less then 10000

- Bonus will give 12 % of basic salary if the basic salary is greater then 10000 and less then equal to 12000

- OT 15 % of basic salary , if he form Rukum , 10 %  form Rolpa and other 5 %

- Tax 10 % basic salary and bonus if he is not from Dang
B – Solution:

Bonus:
= If(E2<=10000,E2×15%,If(E2<=12000,E2×12%,E2×10%)) ( press enter)
OT:

= If(C2= “Rukum”,E2×15%,If(C2= “Rolpa”,E2×10%,E2×5%)) ( press enter)
Tax:

= If(C2<> “dang”,(E2+F2)×10%,0) ( press enter)
Total:

= E2+F2+G2-H2 ( press enter)
19) Telephone Bill:
	
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J
	K

	1
	Code no
	Tel. No.
	Name
	P.R.
	C.R.
	 Total
	Excess call
	Sub-total cal
	Tax
	Vat
	Amount

	2
	10
	522525
	Ramu
	2000
	2200
	
	
	
	
	
	

	3
	11
	522526
	Dhim
	3000
	3800
	
	
	
	
	
	

	4
	12
	522527
	Bina
	5000
	5700
	
	
	
	
	
	

	5
	13
	522528
	Rima
	8000
	8600
	
	
	
	
	
	


A – Criteria:
- Minimum call = 200 per cll Rs:200

- Excess call per call Rs: 1

- Telephone Tax : 10 %

- Telephone Vat :13 %

B – Solution:

Total call:

= E2-D2  ( press enter)
Excess call:

= If(<=200,0,(F2-200)) ( press enter)
Sub total call:
= G2×1+200  ( press enter)
Tax:


= H2×10 %  ( press enter)
Vat:


= H2×13 %  ( press enter)
Amount:

= H2+I2+J2+  ( press enter)
20) Electricity bill:
	
	A
	B
	C
	D
	E
	F

	1
	Code no
	Name
	P.R.
	C.R.
	Total unit
	Amount

	2
	101
	Sagar
	1200
	1500
	
	

	3
	102
	Ek Raj
	1700
	2000
	
	

	4
	103
	Gopal
	2400
	2800
	
	


A – Criteria:
- 20 unit Rs 80
- 21 to 250 unit Rs 5

- 251 above per unit Rs 7.50

B – Solution:

Total unit:

= D2-C2 ( press enter)
Amount:
= If(E2<=20,80,If(E2<=250,80+(E2-20)×5,(80+(250-20)×5)+(E2-               250)×7.5)) ( press enter)
21) Discount bill:

	
	A
	B
	C
	D
	E
	F
	G
	H

	1
	101
	Ram
	Particular
	Quantity
	Rate
	Amount
	Discount
	Amount

	2
	102
	Hira
	Book
	100
	45
	
	
	

	3
	103
	Raju
	Radio
	10
	500
	
	
	

	4
	104
	Mina
	T.V.
	5
	6000
	
	
	

	5
	105
	Ganga
	Computer
	16
	22000
	
	
	


A – Criteria:
- Discount will give 10% , if quantity great then 15 
B – Solution:

Amount:
= D2×E2( press enter)
Discount:
= If(D2>=15,F2×10%,0) ( press enter)
Amount:
= F2-G2( press enter)
22) Bank balance:
	
	A
	B
	C
	D
	E
	F

	1
	Date
	Particular
	Opening
	Deposit
	Withdraw
	Balance

	2
	10/05/2060
	Opening
	45000
	
	
	

	3
	18/06/2061
	Deposit
	
	50000
	
	

	4
	25/09/2062
	Withdraw
	
	
	20000
	

	5
	01/12/2063
	Withdraw
	
	
	12000
	

	6
	29/07/2065
	Deposit
	
	100000
	
	


Balance:

= C2( press enter)
= If(D2>0,F2+D3, If(E3>0,F2-E3) ( press enter)
23) Find the age:
	
	A
	B
	C
	D
	E

	1
	S.N.
	Name
	Date of birth
	Age
	Remarks

	2
	101
	Kabita
	12/05/1960
	
	

	3
	102
	Karna
	11/24/1985
	
	

	4
	103
	Hari
	03/20/1986
	
	

	5
	104
	Kamala
	05/06/1995
	
	

	6
	105
	Saraswoti
	08/15/1993
	
	


B – Solution:

- Age:
= INT((Now()-C2)/365)
- Remarks:
= If(D2<=5, “baby”, If (D2<=12, “Children”, If (D2<=19, “Tanager”, If(D2<=30, “Young”, If(D2<=50, “Adult”, “Old”)))))
24) Education code:

	
	A
	B
	C
	D

	1
	S.N.
	Name
	Education
	Remarks

	2
	101
	Hemaraj
	1
	

	3
	102
	Raju
	2
	

	4
	103
	Nabin
	3
	

	5
	104
	Mina
	4
	

	6
	105
	Bina
	5
	

	7
	106
	Hima
	6
	


B – Solution:

Remarks:
 = If (C2=1, “Master”, If(C2=2, “Diploma”, If(C2=3, “Certificate”, If(C2=4, “S.L.C.”, If(C2=5, “Literate”, Iterate”))))) ( press enter)
25) Mark Ledger:

	
	A
	B
	C
	D
	E
	F
	G
	H

	1
	S.N.
	Symbol No
	Name
	Nepali
	English Wr.
	English Pr.
	English
	Maths

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	


	I
	J
	K
	L
	M
	N
	O
	P

	Science Wr.
	Science Pr.
	Science
	Social
	H.P.E. Wr.
	H.P.E. Pr.
	H.P.E.
	Education Wr.

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Q
	R
	S
	T
	U
	V
	W
	X

	Education Pr.
	Education
	Total
	Result
	Percent
	Division
	Failed of subject
	Remarks

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


B – Solution:

Total:
= D2+G2+H2+K2+L2+O2+R2 ( press enter)
Result:
= If (And (D2>=32, E2>=26, F2>=6, H2>=32, I2>=24,J2>=8, L2>=32, M2>=24, N2>=8, P2>=24, Q2>=8), “Passed” , “Failed”) ( press enter)
Percentage:
= If(T2= “Passed”, S2/700×100,0) ( press enter) 
Division:
= If(U2>80, “Division”, If(U2>60, “First”, If(U2>45, “Second”, If(U2>32,Third, “***”))))( press enter)
Failed of subject:= If (D2>=32,0,1)+If (and(E2>=26,F2>=6),0,1)+ If(H2>=32,0,1) +If (and(I2>=24,J2>=8),0,1) +If(L2>=32,0,1) +If(and( M2>=24, N2>=8),0,1) +If(and(P2>=24,Q2>=8),0,1) ( press enter)
Remarks:
= If(W2=0, “Congratulation” , If(W2<=2, “Supplementary” , “Try again”)) ( press enter)
26) Formatting cell:

· This option is used to change the cell alignment, border, pattern font etc.

· Select the required cell.

· Go to format menu and click on cell.

· Dialog box appears.

· Define the number, alignment, font, pattern, and border.

· Click on ok.
27)Auto format:

· This option is used to pre define format style for the data.

· Select the required cell.

· Go to formal menu and click on auto format.

· Choose the format style.

· Click on ok.   

28) Auto sum
[image: image7.wmf]å

:

· Place the courser where you want sun.

· Click on the auto sum tool bar option.

· Rang the cell and press enter.

29) Sort:
This option is used to adjust the numbers in ascending order or descending order.

· Select the data.
· Go to data menu and click on sort.

· Dialog box appears.

· Select the ascending or descending order.

· Click on ok.

30) Data filter:
This option is used to filter the data with in the data basic which need the criteria.

· Create the data.
· Select the data.

· Go to data menu and click on Auto filter.

· A down controls appears.

· Choose the needed option in the drop down controls.

31) Removing the auto filter:
· Place the cell pointer in the data basic.
· Go to data menu select the filter and click on Auto filter.

32) Advanced filter:

This option is used to select the required data from a data basic according criteria of on or more filter.

· Crate a data basic.
· Copy the file name in different place.

· Give the criteria as used needed in the second sheet.

· Go data menu select filter and click on advanced filter.

· Dialog box appears.

· Place the courser in the list range box give the address of range for basic data.

· Place the courser in the criteria rang box and give the address of the range for criteria. ( select the second sheet)

· Click on copy another location, place the courser copy to box select the there sheet.

· Click on ok.

33) Form:
This option is used to see and maintains the individual recodes.
· Select the data.
· Go to data menu click on from.

· Click on required button.

· Click on close.

34) Subtotal:
· Create the data.
· Select the data.

· Go to data menu and click on sub total .

· Subtotal dialog box appears .

· Put the check mark add subtotal  box as needed option .

· Click on ok .

35) Goal seek:
 This option is used  is to  define the profit  target .
· Create a table  .

· Place the pointer in the profit .

· Go tool menu.

· Goal seek dialog box appears.

· Type the target value in the to value .

· Click on selling price 

· Click on ok.

	
	                        A
	                                       B

	1
	Product
	Computer

	2
	Choose price
	35000

	3
	Calling price
	40000

	4
	Unit
	10

	5
	Profit
	=B3-B2

	6
	Total profit 
	B4-B5


36) Scenarios: 
This option is used to  different type value in different scenarios home .

· Crate a data .(data )
· Go tools menu and click on scenarios .

· Scenarios  dialog box appears .

· Click on changing cell and define the  changing  option .

· Type the  different value for  product .cost price .selling price and unit .

· Click on add .
· Click on ok .

· Select the scenarios home and click on show .

                        ® Best of LUCK @
Input





Process





Output





Hardware





Computer System





Software





Application Software





System Software





Operating System





Ms-Does, Ms-Word, Ms- Front Page, Ms-Excel etc.





Icon





Desktop





Taskbar





Time





Start





My computer





Drive


( C: , D: , E: , F )





Folder/File





Sub-Folder/File





ON THE BASIC OF SIZE


a) Micro computer


b) Mini computer


c) Mainframe computer


d) Super computer








ON THE BASIC OF WORK


a) Analog computer


b) Digital computer


c) Hybrid computer





ON THE BASIC OF BRAND


a) IBM PC


b) IBM compatible


c) Apple/Macintosh





ON THE BASIC OF MODEL


a) XT computer


b) AT compute


c) PS/2 computer
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