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G R FERCE|

Conmputer Applications
Max Marks : 100

MARKS : 35

UNIT-1

FUNDAMI] 'IAI Ol C ()MI’UI KR AND INFORMATION TECHNOLOGY
Data and InTormation

[istory of development of computers and generations ol 'computer.

Computer system coneept.

Computer system characteristics. ) _

Types of computer - Analog, Digital, Hybrid, General purpose, Special purpose,
Micro, Mini, Mainframe, Super. o

Typers of PC's - Desktop. Laptop, Notebook, Palmtop ete their characteristics.
Basic components and block diagram of computer system — Control unit, ALL,
Input/Output and Mcmory, their [unctions and characteristics.

RAM & ROM - [:PROM, PROM cle.

[nput devices, Output devices, Storages devices.

Data representation in computers. Fundamental of Number system of computers.
Compuler, software and Hardware.

Operating System - Introduction and [unctions ol 3OS and Windows

Compilers and Interpreter

UNTT-T1

Word processing and [oint Marks : 35
Introduction to Word Processing.

Introduction to MS Word @ Features, Creating, Saving and Opening document in
Word, Interface, Toolbars, Ruler, Menus, Keyboard Shorteuts and Devnagarl onts,
Editing a document : Maving, Scrolling in a document, Opening Multi document
windows, liditing, Text-Selecting, Inscrting, Deleting, moving, text,, Previewing
documents, Printing documents - Print a document from the standard tootbar, Print
Ldocament fronn the mena, Shrinkiie a document to (it o page, Reduce the number
ol pages by one.

Fornatting Docament @ paragraph formals. Aligning Test and Paragraph, Borders
and Shading, headers and Tooters, multple columns, Fid and Replace, ¢ heck g
the srammnar and spelting, Form atling vin lind and Replace,

fntroduction 1o o ol
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e

R,

(

dnew slide, move, copy, delete, duplicate, layouting of
aslide,

Rr R i ' ] . .
‘M::L.mg:t “"lh diltoron, VICWSs and menys ol power point,
Working witly slidey Muke
slide, zoom iy or out of
Liditing, and forma ing
[orm: alting of lex,
checking,

UNIT =111

Wm'lmhtu

XU Alignment. editing, inserting, deleting, selecting,
[ind and replace text, bullets, footer, paragraph formatting spell

and Intep net
Introduct ton o MS Iixeol
Wor ksheet basics

-

~Creating Worksheet, entering data in worksheet, heading information, data, text,

dates, al phanumeric values, saving and quitting worksheet. ~
Aulto sum '
i'm'mzulilw ol workshee| - Auto format, changing-aligniment, character styles,
column width, d e format, borders and colours, currency sing.
P ICV!L‘WII'IU and P tinting worksheet Jage setting, Print titles, Adiusting Margins,
Page break, headers and [ooters.
Graphs and Charts using wizards, various charts type. formatting grid lines and
legends, previewing and printing charts.
[ntroduction 1o Interne
Wnr!d Wide Web (Wi wy Workimg, Wed Browsers, Its functions, Concept of
search, Fngines, Scarching the Web,
-mail  Concepis. POP and WiER based l-mail, merits, address, basics of sending
and Receiving, 1i-mail Protocols, Ma uling, list, Free E-mail services.
LAB 2 Al tlie aboy o AppHeations will alsn practically Luught in compuler lab,
Referenee Books
I, Introduction wo cotuputers, Peter Norton, Tatg Mecpraw [l

2. Computers Fundamemal Architecture and Organisation, 13.Ram New Ave
[nternational
30 Digital Fundamental, Fhomas 1. i oid, Universal Book Stall

Ao Workmg in Micross! office, Ron NMansliclds, Tar Megraw [ 1il]
S Introduction to MS Office and Intermnet, 3P publications
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