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Chapter 1 Introduction to Computer

Chapter Gne
Introduction to Computer

1.1 Computer:

A computer is an electronic device, operating under the control of instructions stored in its
own memory that can accept data (input), process the data according to specified rules,
produce information (output), and store the information for future use.

Any digital computer carries out five functions in gross terms:

1- Takes data as input.

2- Stores the data\ instruction in its memory and use them when_required.
3- Processes the data and converts it into useful information!

4- Generates the output

5- Controls all the above four steps.

Processing

—— Information

Figure 1: Computer Function

1.2 Computer Components:

Any kind of Computers consist of:
1- HARDWARE

2- SOFTWARE

Computer Science 1



Chapter 1

1- HARDWARE:

Introduction to Computer

Computer hardware is the collection of physical elements that constitutes a computer system.
Computer hardware refers to the physical parts or components of a computer such as the
monitor, mouse, keyboard, computer data storage, hard drive disk (HDD), system unit
(graphic cards, sound cards, memory, motherboard and chips), etc. all of which are physical

objects that can be touched.

1 2 3
5 6
Tren
4
7
1) Monitor 3) System unit 5) Speaker 7)) Keyboard
2) Modem 4) Mouse 6) Printer

Figure 2: Gomputer Hardware

A- Input Devices

Input device is any peripheral (piece of computer hardware equipment to provide data and
control signals to an informatign processing system such as a computer or other information

appliance.

Input device Translate data from form that humans understand to one that the computer can
work with. Most ecdmmion are keyboard and mouse.

Example of Input Devices:-

1. Keyboard

. Mouse (pointing device)

3. Microphone

4. Touch screen

| 2

. Scanner

7. Touchpads

8. MIDI keyboard

6. Webcam
9.

10.Graphics Tablets 11.Cameras 12.Pen Input
13.Video Capture Hardware 14 Microphone 15. Trackballs
16.Barcode reader 17 Digital camera 18.Joystick
19.Gamepad 20.Electronic Whiteboard 21.
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Introduction to Computer

Examples of Manual Input Devices

Keyboard

Numeric Keypad

»

Pointing Device

//7’

Remote Control

Joystick

Touch Screen

Scanner

>

Graphics Tablet

~

Webcams
=

_ @
T

Figure 3: Input Devices

B- Central Processing Unit (CPU)

Light Pens

A CPU is brain of a computer. It is-responsible for all functions and processes. Regarding
computing power, the CPU is the /most important element of a computer system.
The CPU is comprised of three main parts:

e Arithmetic Logic Unity(ALU): Executes all arithmetic and logical operations. Arithmetic
calculations like as=addition, subtraction, multiplication and division. Logical operation
like compare numbeérs, letters, or special characters

e Control Unit(CU): controls and co-ordinates computer components.

1. Read th€icode for the next instruction to be executed.

2. Increment the program counter so it points to the next instruction.
3. Read whatever data the instruction requires from cells in memory.

4. Provide the necessary data to an ALU or register.
5. If the instruction requires an ALU or specialized hardware to complete, instruct the

hardware to perform the requested operation.

e Registers: Stores the data that is to be executed next, "very fast storage area".

Computer Science



Chapter 1 Introduction to Computer

C- Memory
1- Primary Memory:-

e RAM: Random Access Memory (RAM) is a memory scheme within the computer system
responsible for storing data on a temporary basis, so that it can be promptly accessed by
the processor as and when needed. It is volatile in nature, which means that data will be
erased once supply to the storage device is turned off. RAM stores data randomly and the
processor accesses these data randomly from the RAM storage. RAM is considered
"random access" because you can access any memory cell directly if you knew, the row
and column that intersect at that cell.

e ROM: (Read Only Memory): ROM is a permanent form of storage~ROM stays active
regardless of whether power supply to it is turned on or off. ROM devices do not allow
data stored on them to be modified.

2- Secondary Memory:-
Stores data and programs permanently: it’s retained aftet\the power is turned off

e Harddrive (HD):

A hard disk is part of a unit, often called a “disk drive,” "hard drive," or "hard disk drive,"
that store and provides relatively quicks access to large amounts of data on an
electromagnetically charged surface ot Set of surfaces.

e Optical Disk:

An optical disc drive (ODD) ig"a disk drive that uses laser light as part of the process of
reading or writing data to or from optical discs. Some drives can only read from discs, but
recent drives are commenly both readers and recorders, also called burners or writers.
Compact discs, DVDs, and Blu-ray discs are common types of optical media which can
be read and recorded by such drives. Optical drive is the generic name; drives are usually
described as "CB™"DVD", or "Blu-ray", followed by "drive", "writer", etc. There are
three main types of optical media: CD, DVD, and Blu-ray disc. CDs can store up to 700
megabyteS(MB) of data and DVDs can store up to 8.4 GB of data. Blu-ray discs, which
are the mewest type of optical media, can store up to 50 GB of data. This storage capacity
is a clear advantage over the floppy disk storage media (a magnetic media), which only
has a capacity of 1.44 MB. 4.

e Flash Disk:

A storage module made of flash memory chips. Flash disks have no mechanical platters
or access arms, but the term "disk" is used because the data are accessed as if they were
on a hard drive. The disk storage structure is emulated.
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Chapter 1 Introduction to Computer

Comparison between Mam memory (RAM) and Secondary Memory (Hard disk)

RAM Hard Disk (Hard Drive)
Memory Storage
Smaller amount Much larger amount
(typically 500 MB-6 GB) (typically 80GB to 1000 GB)
Temporary storage of files and programs Permanent storage of files and programs

A little hike vour real desktop - has only your : . : . .
. , o Like a file cabinet - has long-term storage of
current work on 1t (which could be ruined by a 1 e cofa fomr el
e - work (it's safe from spills!)
spill of Coke or coffec!)

Contents remaim when vou turn off the power
Contents disappear when you turn off power to to the computer (they don't

the computer and when the computer crashes disappear unless you purposely delete them),
and when the computer crashes
Consists of hard disks (platters)

Consists of chips (microprocessors)

When you want to use a program, a temporary Holds the origmal copy of the program
copy 1s put into RAM and that's the copv you use permanently

D- Output devices

An output device is any piece of computer ‘hardware equipment used to communicate the
results of data processing carried eut by an information processing system (such as a

computer) which converts the electronically generated information into human-readable
form.

Ex;unples of Output Devices

CRT Monitor TFT Monitor Laser Printer

Dot Maltrix Printer Speakers

Inkjet Printer

Multimedia Projectors
- '.“'.-' ‘ - =
| - - 0

Figure 4: Output Devices
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Chapter 1 Introduction to Computer

2-

—

. Monitor 2. LCD Projection Panels

. Printers (all types) 4. Computer Output Microfilm (COM)
5. Plotters 6. Speake(s)
7. Projector

LT ]

SOFTWARE:

Software is a generic term for organized collections of computer data-and instructions, often
broken into two major categories: system software that provides-the basic non-task-specific
functions of the computer, and application software which isiused by users to accomplish
specific tasks.

Software Types:

A- System software is responsible for controlling, integrating, and managing the individual

hardware components of a computer system,so that other software and the users of the
system see it as a functional unit without having to be concerned with the low-level
details such as transferring data from ‘'memory to disk, or rendering text onto a display.
Generally, system software comsists of an operating system and some fundamental
utilities such as disk formatters;“file managers, display managers, text editors, user
authentication (login) and manhagement tools, and networking and device control
software.

Application software“is used to accomplish specific tasks other than just running the
computer system.Application software may consist of a single program, such as an image
viewer; a small callection of programs (often called a software package) that work closely
together to*aCcomplish a task, such as a spreadsheet or text processing system; a larger
collegtion”_(often called a software suite) of related but independent programs and
packages that have a common user interface or shared data format, such as Microsoft
Office, which consists of closely integrated word processor, spreadsheet, database, etc.;
or a software system, such as a database management system, which is a collection of
fundamental programs that may provide some service to a variety of other independent
applications.

Computer Science 6
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1.3 Unit of Measurements:

Introduction to Computer

Storage measurements: The basic unit used in computer data storage is called a bit (binary
digit). Computers use these little bits, which are composed of ones and zeros, to do things
and talk to other computers. All your files, for instance, are kept in the computer as binary
files and translated into words and pictures by the software (which is also ones and zeros).
These two number systems are called a “binary number system” since it has only two
numbers in it. The decimal number system in contrast has ten unique digits, zero through

nine.

Computer Storage units

Bit BIT Oorl
Kilobyte KB 1024 bytes
Megabyte MB 1024 kilobytes
Gigabyte GB 1024 megabytes

Terabyte B

1024 gigabytes

Speed measurement: The speed of Central Processing Unit (CPU) is measured by Hertz
(Hz), which represent a CPU cycle. Fhe.speed of CPU is known as Computer Speed.

(CPU SPEED MEASURES

| hertz or Hz

[ cycle per second

| MHz

| mullion cycles per second or 1000 Hz

| GHz

| billion cycles per second or 1000 MHz

Computer Science



Chapter 1 Introduction to Computer

1.4 Computer Classifications:

Computers can be generally classified by size and power as follows, though there is
considerable overlap:

1-

Personal computer: A small, single-user computer based on a microprocessor. In

addition to the microprocessor, a personal computer has a keyboard for entering data, a
monitor for displaying information, and a storage device for saving data.

2- Workstation: A powerful, single-user computer. A workstation is_dike*a personal
computer, but it has a more powerful microprocessor and a higher-quality monitor.

3-

Minicomputer: A multi-user computer capable of supportingfrom 10 to hundreds of

users simultaneously.

4-

Mainframe: A powerful multi-user computer capable/of supporting many hundreds or

thousands of users simultaneously.

5-

Supercomputer: An extremely fast computer that can perform hundreds of millions

of instructions per second.

6-

Computer Science

Laptop and Smartphone Computers;

LAPTOP: A laptop is a batterynor”AC-powered personal computer that can be easily
carried and used in a variety.0f locations. Many laptops are designed to have all of the
functionality of a desktop*Computer, which means they can generally run the same
software and open the samie types of files. However, some laptops, such as netbooks,
sacrifice some functionality in order to be even more portable.

Netbook: A _netbook is a type of laptop that is designed to be even more portable.
Netbooks are"often cheaper than laptops or desktops. They are generally less powerful
than othertypes of computers, but they provide enough power for email and internet
accessywhich is where the name "netbook™ comes from.

Mobile Device: A mobile device is basically any handheld computer. It is designed to
be extremely portable, often fitting in the palm of your hand or in your pocket. Some
mobile devices are more powerful, and they allow you to do many of 8. The same
things you can do with a desktop or laptop computer. These include tablet computers,
e-readers, and smartphones.



Chapter 1 Introduction to Computer

e Tablet Computers: Like laptops, tablet computers are designed to be portable.
However, they provide a very different computing experience. The most obvious
difference is that tablet computers don't have keyboards or touchpads. Instead, the
entire screen is touch-sensitive, allowing you to type on a virtual keyboard and use
your finger as a mouse pointer. Tablet computers are mostly designed for consuming
media, and they are optimized for tasks like web browsing, watching videos, reading
e-books, and playing games. For many people, a "regular” computer like a desktop or
laptop is still needed in order to use some programs. However, the convenience of a
tablet computer means that it may be ideal as a second computer.

e Smartphones: A smartphone is a powerful mobile phone that is desSigned to run a
variety of applications in addition to phone service. They are basically: small tablet
computers, and they can be used for web browsing, watching videes;, reading e-books,
playing games and more.

CLASSIFICATIONS OF
COMPUTERS
On the basis of On the basis of On the basis of On the basis of
Generation Data Processed Size and capacity Purpose
r
FIRST | .
— SUPER
; — SPE CTAL
GENERATION [ anaLoc COMPUTERS g
— SECOND || MAINFRAME
GENERATION
— DIGITAL
THIED | MINI GENERAL
GENERATION COMPUTERS PURPOSE
I FOURTH . MOBILE
GENERATION — HYERID COMPUTERS
FIFTH 1 MICRO
GENERATION COMPUTERS

Figure 5: Computer Classifications
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Operating System (Windows 7)

Chapter two
Operating System (Windows 7)

2.1 Operating system (OS)

OS is system software that manages computer hardware and software resources and

provides common services for computer programs.

In another word, an operating systemis the most important software(that runs on
a computer. It manages the computer's memory and processes, as ‘well as all of its
software and hardware. It also allows you to communicate with/the computer without
knowing how to speak the computer’s language.

Linux A - Y ok
e £ Apple Windows
E===_ -{_>ubuntu unix
Tl crgy MS 4
ClﬂDU;OID Eu m"’ Mac OS
= BlackBerry. OS2wa P

Figure 6: Operating Systems Examples

2.2 Examples of the Operating Systems

As shown in the above figure, the most famous operating systems are:

1- Linux operating system

2- Windows operating systems
3- 10S

4- Android

5- Blackberry

Computer Science
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Chapter 2 Operating System (Windows 7)

2.3 Functions of the Operating System

08 File

Management

Job 03

Accounting Processor

Management

Error
Detection

05

Figure 7: Operating Systems Functions

2.4 Windows 7:is a personal computer operating systemthat was produced
by Microsoft as part of the Windows NT family of operating systems. It was released to
manufacturing on July 22, 2009 and became generally available on October 22, 2009, less
than three years after the release of its predecessor, Windows Vista. Windows
7's server counterpart, Windows Server 2008 R2, was released at the same time.

Computer Science 11
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Chapter 2 Operating System (Windows 7)

2.5 Windows 7 Desktop Elements:

l Cating Slafted

a Wrdows Medhe (oo

Calodates
el

Wiy Motey

% Snppng Tool
,-/ Part
% Moyt

Deve v arnl Provtess
Dvt mak Poogram

Helg arsd Sugpon

Explorer
Window

G\_,,' S » Livases » Dodwments »

& Shortcuts o

, < Tooone Documents library
Inchudies | Mecotupe
Tasks for the
Week

o Bowrec
¥ Documents Prren 1304 . Update
My Documants + Team mactogn 4 aaperses
& Maic ) Yok Yo e Week docs ! W02 1549 o Foh repont
[ *  WWYRe up Mnutes
H oo from meetog

& Comgutor
& ooy

Program

2 o Notification

Area

Figure 9: Desktop Elements
Computer Science
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Operating System (Windows 7)

)

N

[ Fie Edt View Tools Help

Bl Desitop
4 Libcaries
+ Documents
o Music
- Pictures
B videos
A LATE AN
2l oider
AppData
. Apphcation Data)
53 Contacts
i Desktop
I Documents
8 Downloads
iz Favortes
. LATE

Menu bar

S tems

2.5.1 How to make shutdown:

: Part

n‘ Werd X113
¢ Fecel 2003
Stcky Notm
(t DR-CL2S CaphareOnTouch
s'.'@ Foem 1 Factony

Cakoulator

;] Natepad

* PG MOBILE
e
. Ao be Mustyatee CC 20U

" Getting Stanes

b ANPiogtame

Bumn

# links —» Navigation pane

New foides

Address bar

Control menu

Figure 10: Folder Window,

To shut down the computer:
|- open the start menu
2-click on [

To Restart the computer;
1- open the start menu

2- click on hidden menu 190

3- choose Restart,

To Hibernate the computer;

1- open the start menu

2- click on hidden menu =l
3- choose Hibernate,

Figure 11: Shutdown Steps

Computer Science

13



Chapter 2

2.6 Shortcuts Keys:

Description
Open Explorer ( My Computer)
Search on startup Menu
Search on files, folders
Search on files, folders, internet
Copy
Paste
Select All
Switch between the languages ( Arabic to
English and vice versa)
Left to Right text direction
Right to Left text direction
Close Current Program ( if there is no program
in process then it work as a shutdown button)
Show the task manager (it is usefabifthe
computer is hanging or the pregrams“are not
response)

Switch between the programs
Maximize ‘€urfent Window
Minimize Current Window

Minimize all windows
Take a screenshot
File menu options in the current program.
Edit options in current program

Switch between open programs

Universal Help in almost every Windows
program.

Computer Science

Operating System (Windows 7)

Shortcut Keys

E+E
E+S
E+F

Ctrl+F
Ctrl+C
CtrisV
Ctrl+A
Alt+Shift
Right Ctrl+Right Shift
Left Ctrl+Left Shift
Alt+F4

Ctrl+Alt+Delete

Ctrl+Tab

E+Up Arrow

E+ Down Arrow

E+M

PrtSc ( sometimes not working alone so you

can click on: Fn+PrtSc)
Alt+F

Alt+E

Alt+Tab

F1

14



Chapter 2

Rename a selected file
Refresh the current program window
Create a new, blank document in some
software programs
Open a file in current software program
Select all text.

Change selected text to be Bold
Change selected text to be in Italics
Change selected text to be Underlined
Open find window for current document or
window.

Save current document file.

Cut selected item.

Cut selected item.

Copy selected item.

Copy selected item
Paste
Paste
RedortheNast action
Undo last action
Indert hyperlink for selected text
Print the current page or document.
Goes to beginning of current line.
Goes to beginning of the document.
Goes to end of current line.

Goes to end of the document.

Computer Science

Operating System (Windows 7)
F2

F5

Ctrl+N

Ctrl+O
Ctrl+A
Ctrl+B
Ctrl+1

Ctrl+U

Ctri+F

Ctrl+S
Ctrl+X
Shift+Del
Ctrl+C
Ctrl+Ins
Ctrl+V
Shift+Ins
Ctrl+Y
Ctrl+Z
Ctrl+K
Ctrl+P
Home
Ctrl+Home
End

Ctrl+End

15



Chapter 2

Highlights from current position to the
beginning of a line.

Highlights from current position to end of a
line.

Moves one word to the left at a time.
Moves one word to the right at a time.
Opens the START menu
Opens Windows Task Manager
Close the currently active program

Open the Properties for the selected item (file,
folder, shortcut, etc.)

Computer Science

Operating System (Windows 7)

Shift+Home

Shift+End

Ctrl+Left arrow

Ctrl+Right arrow

Ctrl+Esc X\Q

Ctrl+Shift+Esc

AIt+F4| ~

Alt+Enter

.
9
\2\\)
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Chapter 3 Microsoft Office 2010

Chapter three
Microsoft Office 2010

Microsoft Office 2010 is a comprehensive system of programs, servers, services, and
solutions, including a dozen desktop productivity programs that you can install on your
computer, and four new online program versions. To meet the varying needs of individuals
and organizations, Microsoft offers five different Office 2010 software,Suités, each
consisting of a different subset of programs. The following table identifies ‘the programs
available in each of the software suites.

_.wome and Student” | Office Home and Business Office Professional Office Professionar .

[l

)H;( e and
Professions
Academic

/ Word 2010

/ Word 2010 Word 2010

Word 2010

<
Excel 2010

P
PowerPoint 2010

N;

e
-~

Excel 2010

2
Excel 2010
P
PowerPoint 2010

P
PowerPoint 2010
N

£
Excel 2010

P
PowerPoint 2010

OneNote 2010 OneNote/ZMO i :
OneNote 2010 OneN I
/ neNote 2010
l Outlook 2010 O x
| utlook 2010 (o]
| utlook 2010
p
. Publisher 2010 Publi hp
Isher 2010
\¥ A
— Access 2010 A«:u:‘ |

Figure 12: Microsoft Office Versions

e Microsoft Word 2010 a word-processing program with which you can quickly and
efficiently author and format documents.

e Microsoft Excel 2010 a spreadsheet program with which you can analyze,
communicates, and manages information.

e Microsoft PowerPoint 2010 a program with which you can develop and present
dynamic, professional-looking slide presentations.

Computer Science
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Chapter 3 Microsoft Office 2010

e Microsoft OneNote 2010 a digital notebook program with which you can collect,
organizes, and quickly locates many types of electronic information.

e Microsoft Outlook 2010 a personal information management program with which
you can manage e-mail, contacts, meetings, tasks, and other communications.

e Microsoft Access 2010 a database program with which you can collect information
and output information for reuse in a variety of formats.

e Microsoft Publisher 2010 a desktop publishing program with which you/Can lay out
newsletters, cards, calendars, and other publications.

'\

J Microsoft®

.J = OfflC 2010
(WP O

Figure 13: Migroseft Office Package

Working in the Program Enviroenment

The most common way to start any Office 2010 program is from the Start menu, displayed
when you click the Start button at the left end of the Windows Taskbar. On the Start menu,
click All Programs, clickitherMicrosoft Office folder, and then click the program you want to
start. When you startdMicrosoft Word, Excel, or PowerPoint without opening a specific file,
the program window-appears, displaying a new blank document, workbook, or presentation.

Start Menu =) All programs ) Microsoft office 2010

1 2 R

Start the work <==sssss——m Choose the application

S 4

Figure 14: How to Open Microsoft Office Programs
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3.1 Microsoft Word 2010:

Microsoft Office 2010

Aside from actually typing the document, there are a number of tasks that you will perform

most during your usage of Word. These tasks include:
e Creating new documents

Opening existing documents

Saving documents

Working with text within documents

Formatting documents

Inserting non-text items

Proofing documents

Printing documents

Closing Documents

Quick Access Toolbar Title bar Ribbon
IE d |+ Docurnentl - Microsoft¥Word = = 73
m Homme Tnsett Page Layout Retererces Mallings Rew e Wl ew = @
S 4 Calibei Bodyd =11 v T T etge | ER4E | | A% a4
s ro B [E==== aaBborc | AsBbcce AaBhCy | 1
= u 2 gy = == | o=
'-h"j-'r' j - 3l ﬁ, Aa~ Ax it :’t" __ E q ‘ T Moarmal ‘T'\]I ipadd,,,  Heading 1 = E:?:E: Fﬂ:hJ
Clipboard = Fant ] Faragraph Shyles
i
)
-
o
4 I [ ¥
Pageilofl | WordsiD | ElE = S 1% (o) ] (+
Status bar

Figure 15: Microsoft Word window

Computer Science
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Chapter 3 Microsoft Office 2010

e The title bar displays the name of the active document. At the left end of the title bar is the
program icon, which you click to display commands to move, size, and close the program
window. Three buttons at the right end of the title bar serve the same functions in all
Windows programs: You can temporarily hide the program window by clicking the
Minimize button, adjust the size of the window by clicking the Restore Down/Maximize
button, and close the active document or exit the program by clicking the Close button.

bl ST

hlEnETare — = T-'_|_': e

e By default, the Quick Access Toolbar appears to the right of the program®icon at the left
end of the title bar. Each program has a default set of Quick Access Toolbarputtons; most
commonly, the default Quick Access Toolbar displays the Save, Unde, and Redo buttons.
You can change the location of the Quick Access Toolbar and customize it to include any
command to which you want to have easy access.

Zll bd 7 - = - I

e Below the title bar is the ribbon. All the commapds“for working with file content are
available from this central location so that you can work efficiently with the program.

|E|| H9-00 &?ﬂ = Documentl [Compatibility Mode] - Microsoft Word |_:| |6 [
i3 Home | Insert Pagelayout  References  Mailings  Review  View &@
& i S e AT Mg B iz miEr gplpd 4 1L  Fhfina -
B s i A A D E ST BB N e |ae cDdbe ke coue (K€ sooare | A

a
Sz Replace

Paste o i w. A ==[==. t=, v Diiy i i i i i — Change
: }'FDrmatPaimer B J U-asx x A EEEE E &~ Thormal |THNoSpach., Headingl Heading2 Heading3 Title Subtitle |- Shes - | [t Selet®

Clipboard Font Paragraph Styles Editing

e File Menu: This menu will give you access to general options related to the Word file
itself.

| =) i g = Wo —— T e
Home  insert  Pagetayout  References  MaMings  Review tew  Add-ins =]
e save
Available Templates Blank document
B save
e o & tHome
~f Close
e l=dl et oD
Recent B! Blogpost  Recent Sample M |
document mplates asting
m Offics com teny Eistes >
Print
— =
e areana s} -3 A |
Agendas Avard Srochures Budgets Business Catendars Contracts Oisgrams £
Help certificates cards
23 options —
B3 e = i i =
EEEEEEE Faxes = Greeting i Invitations  loveices

descriptions
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Chapter 3 Microsoft Office 2010

e Home Ribbon Menu: The “Home” menu contains general options such as font sizes,
alignment, and copy/paste. The bulk of your time in the menu system will be spent in this

ﬂ_ﬁ]‘ H9 0] 4 osoft raera
File Home Insert Page Layout References Mailings Review View Add-Ins A e
= TimesNewRome* 112 | A° o" | Asv | B %% [A]| i=+ i= EE N A q ' ‘ & Find ~
B e oW Rons Ki k(B A - £ z AaBbCcl AaBbC:|AaBbCcl | AaBbCel AaBbCe. P
&3 C P wac
Paste = 2 | A.¥. A EE=E=sEg ‘= vitkDy N _ Change
= f Format Painter B 7 U -ae X X v-A-R @ = = = 4 Emphasis  Headingl | TNormal | Strong Subtitle |~ Stylesg' b Select~
Clipboard . Font Paragraph Styles ¥| Editing
&
=
i -
=

The font size and style controls are located within this ribbon, as shown bd\ You may
adjust these settings by using the relevant dropdown menus. ®\

T —

Insert Page Layout References Mailir

Painter

\ V.
e Insert Ribbon Menu: This menu allows Qnato insert a variety of non-text objects into
your document. You can use it to adéﬁbms, pictures, links, headers and footers, among

other things.
fﬁ‘wd@
°@

Home Insert Page Layout References Mailings Review  View Add-Ins

E=EEHEPRd« Q3 3 RER HE4ES - TQE

Text Quick WordArt Drog Equation Symbol Number

Cover Blank Page = Table = Pidure Clip Shapes SmartArt Chart Screenshot Hyperlink Bookmark Cross-reference = Header Footer Page Py ;
Pagev Page Break &+ At v v v v Numberr | Boxv Parts~ p- "4 Object *
Pages Tables Tllustrations Links Header & Footer Text Symbols
| ! 2
=

N\
e Page LayOL@})bon Menu: The “Page Layout” menu is where you will do the majority
of yo d@nent formatting. You can use it to set margins, page orientation, and size, the

text columns, borders, indentation and spacing.

R=aio

o g
[h 12 aign~
W o

Home  Inset | Pagelayout | References  Mailings Review  View  Add-Ins

B8~ hO@eGuSe. BOB0%, . 0N R

""" [A]Fonts ~ 3 Line Numbers » It Grou

Themes — Tet  Margins Orientation Size Columns Watermark Page  Page i = vl s ralll; 1 Wrap  Br j  Selection |
- Effeds' Direction® v v »  bc Hyphenation * v Color~ Borders ¥ Right: 0 v p=After Opt o Text* Forward = Backwar Pane .k Rotat
Themes Page Setup 1 Page Background Paragraph Arrange
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e References Ribbon Menu: The “References” menu allows you to easily cite and reference
sources that you may use while creating a document.

@M 7 U ol
Home  Inset  Pagelayout | References | Mailings  Review  View  AddIns a@
[ Add Tt - .,I}']Insertfndnote b gManageSour(es ﬂ i) Ingert Table of Figures j 1) Insert Index j"‘ g Insert Table of Authorites
wie |= -+ (-
- jUpdateTabIe ASNextFootnote' ; l;g]Style: APAFift} * ! Update Table =l Update Index ! Update Table
Table of Inset . Insert Insert Mark Mark
Contents Footnote =/ 0w Notes | cation+ g Bibliography™ | capton L) Croseerenc Entry (tation
Table of Contents Footnotes v|  Citations & Bibliography Captions Index Table of Authorities

)
e Mailings Ribbon Menu: The “Mailings” ribbon menu contains n@er of features
related to documents that will be created for the purpose of being ser@ne mail.

rsonalizing individual
nd contact information.

You can use these tools to print envelopes and labels, as wel
letters in a large mailing to the specific recipient using add

ri
@ ust have contacts available in

“Select from Outlook Contacts”

Note that not all printers support these features, and
your Microsoft Outlook application in order to us@n

feature.
T 0 Micosch W ol
Home Inset  Pagelayout  References | Mailings | Review  View  Add-Ins &e
= y = o \  Rule ey N o PN
=| 9= =" : -
-l J ; - J J | v Find Recipient
Envelopes Labels = Start Mail ~ Select E Highlight ~ Address Greeting Insert Merge VJ s ;
Merge* Redplents” Recpient ist | Merge Felds Block  Line  Field+ [ Update Labels | payits 5y Auto Checkfor Emors | pjerge
(reate Start Mall Merge Write & Insert Fields Preview Results Finish
‘ G

4

W he “Review” menu allows you to review your document for
ical errors, insert comments, track (and accept) changes made to your
iewing, and compare or combine two documents.

e Review Ribbon
spelling and gra
document dur

i R ot ool
Home Inset  Pagelayout  References  Malings | Review | View  Add-Ins &e

)g ﬂRcsearm "‘% “j-;j %8\ Update IME Dictions j ,—J :J _J ‘}. {j Final Show Markup ~ ~ %\ !2» ?)Prewous J (] { N_.l

L Y - | ) ‘ o N

& Mhesaunus i < 13 Show Markup » == et &

Spelling & gq Translate Language New Delete Previous Net | Track Accept Rejedt Compare  Block Restrict | Linked

Grammar g Word Count ' Comment (hanges'ER““W'“gpﬂ"e' v v uthors Edting | Notes

Proofing language Comments Tratking Changes Compare Proted | OneNote

I &5
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e View Ribbon Menu: The “View” menu allows you to change how the document is viewed

within Word.

The “Zoom” and the “Document Views” sections of this document are where you will
spend the majority of the time in this menu.

:

Home Inset  Pagelayout  References  Mailings  Review | View | AddIns aa
D M @ . [ Ruter Q (5 () one Page —E, B D () View Side by Side EE] Q
— [ Giidines .Two Pages synchranous Saraling =
Print |Full Screen Web  Outline Draft s 200 New Amange Split Switch | Macros
Layout| Reading Layout [] Navigation Pane g]Pagewmth Window Al A4 Reset Window Position  windows» | v
Document Views | Show Zoom Window Macros |

&2

—
I

Create New Document

Home Insert Page Layout References Mailings Review View Add-Ins
ol save
Available Templates
Bl save As
88 open » {3 Home
[ Close N | D e D
| | il

" g D im L@ L
Recent Blank Blog post Recent Sample My templates  New from

document templates templates existing
New Office.com Templates ;SeAarc7h Office.com for templat
print = D & 5
Save & Send | J Lz ._i] L==P fasiss: ==

Agendas Award Brochures Budgets Business Calendars Contrac
Help certificates cards
] Options ==\ = Y \ N =
8 o "-—5} = W ST =R

L ' : = . —

Computer Science

23



Chapter 3

Open Existing Document

(w] Open

Microsoft Office 2010

?, 3 = (M Desktop » i
‘ Organize ¥ New folder g~ [0
(i
a (W] Microsoft Word  (— |/~ libraries
! 1. Templates i System Folder

Homegroup
System Folder

‘ ¢ Favorites Q%
@ Downloads

% Recent Places

Peter
B Desktop k System Folder
. Dropbox
/| Computer

~a Libraries System Folder

[3 Documents

J’ Music . Network

&) Pictures System Folder

B videos ¥  ~

W .“‘-‘ \AJ
Qv
o @mls
Split
-~ :lﬁ R
Wil

File name:

~ | All Word Documents (*.docx™.c v/

o)

v [ Open

Cancel

)

Saving Document for the first time
File Home Insert Page Layout References Mailings Review View Add-Ins
[ =l save J )
Information about Documentl

& save As
[ZZ Open Permissions
£ Close @ Anyone can open, copy, and change any part of this document.

Protect
Info Document ~
Recent

Prepare for Sharing
New @ Before sharing this file, be aware that it contains:
Document properties and author's name

Print Check for

Issues ~
Save & Send
Help Versions

@ A) There are no previous versions of this file.
2] Options Manage
Exit Versions ~
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e Shortcut Keys in Microsoft Word

F1 key: Get help on a selected command or use the Office assistant.
Shift and F1 Key: Review text formatting.

F2 Key: Move text or image.

Shift + F2 Key: Copy text.

F3 Key: Insert an auto text entry.

Shift + F3 Key: Change the case of the selected text.

F4 Key: Perform last action again.

Shift + F4 Key: Perform a Find or Go To action again.

F5 Key: Displays the Go To dialogue box. You can also get to Finthand
Replace from here.

Shift + F5 Key: Move to a previous revision.

F6 Key: Go to the next frame or pane.

Shift + F6 Key: Go to the previous frame or pane,

F7 Key: Launch the Spell Checker.

Shift + F7 Key: Launch the Thesaurus.

F8 Key: Extend the current selection.

Shift + F8 Key: Shrink the current selection.

F9 Key: Refresh.

Shift + F9 Key: Switch between a field code and its result.
F10 Key: Show Key Tips.

Shift + F10 Key:"Display a Shortcut Menu (same as right-clicking).
F11 Key: Go to'the next field.

SHIFT, +F11 Key: Go to the previous field.

F12Key: Open Save As, equivalent to tools menu.

Shift + F12 Key: Save document, equivalent to tools menu.

Ctrl + A: Selects all in the current document.

Ctrl + B: Bold text.

Ctrl + C: Copies the item or text.

Ctrl + D: Displays the Font dialogue box.

Ctrl + E: Switch a paragraph between center and left alignment.
Ctrl + F: Displays the Find dialog box to search the current document.
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Ctrl + G: Displays the Go to dialog box to search for a specific location in

the current document.

Ctrl + H: Displays the Replace dialogue box.

Ctrl + I: Italicize text.

Ctrl + J: Switch a paragraph between justified and left alignment.
Ctrl + K: Create a hyperlink.

Ctrl + L: Left align a paragraph.

Ctrl + M: Indent a paragraph from the left.

Ctrl + N: Create a new document.

Ctrl + O: Opens a new document.

Ctrl + P: Prints a document.

Ctrl + R: Switch the alignment of a paragraph between left and right.

Ctrl + S: Saves a document.

Ctrl + U: Underlines text.

Ctrl + V: Pastes the copied item or text.

Ctrl + X: Cuts the selected item or text.

Ctrl + Y: Redo the last action.

Ctrl + Z: Undo the last action.

Ctrl + Enter: Insert a page break:

Ctrl + F2: Select Print Preview command.

Ctrl + F4: Closes the active window.

Ctrl + F6: Opens thewnext window if multiple is open.
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3.2 Microsoft Power Point 2010:

Microsoft PowerPoint is part of the Microsoft Office suite of programs. It can be one of your
most powerful tools for communicating ideas and information during presentations. In
PowerPoint, you are able to place your content into a series of “slides” which can then be
projected for your audiences, printed and distributed as handouts, or published online using

different file formats.

. - m_(.”h_ - . srrabat & O
== i 4 Fint
Slides Tab —»7 R
Outline Tab”’ Slide Pane
d—
| ; ...................................
Thumbnails Click to add title
b
1 Notes Pane
Click to add notes _A —
Slide1ofl | “Cfice Theme' e e |
Normal Slide Slide
View Sorter Show
View View

Figure 15: Microsoft Power Point window

You use the PowerPointswindow to interact with the software by choosing commands. After
opening PowerPoint 2010, the window appears and your screen will look similar to the one

shown above.

The Ribbon:
Lﬂ H |5 Presentationd. - Microsoft PowerPoint |FJ@ ’-&
E Home | Inset Design  Transitions  Amimations ~ SlideShow  Review  View a@
HJ e [ kB g gl Weoeme E\\DOG- & e A
1 ‘ERESEY ‘ A-L—L[:>{}6 ) —D i 211PE UL aeReplace
Paste New [ U § e iV \ | EEEE g E y Y\ | Arange
’ Slider 3 3ection LB L =2a= M08 O™ i § Seledt”
Clipboard Slides Font Paragraph Drawing Editing
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Animations Slide Show

Detign

1. Tabs
2. Command Group
3. Command Buttons

4. Launcher

Zoom Slider and Viewing pane: On the bottom right ofthe window you will find the
Zoom Slider. Clicking or dragging the slider arrow em++/- icons with your mouse will
enlarge or shrink the size of the slide in your window;,

[Elgs g 2 87% (= ( (+) [

Also notice the four icons to thé left of the slider. These are shortcuts to the normal, sorter,
slideshow, or reading pane-view of your presentation.

Making a Slide Shew

Slide 1: Title Slide: The first slide will be the Title Slide. You will notice, in the lower left
corner of.the-screen, Slide 1 of 1 is indicated.

Adding New Slides

Each slide in PowerPoint has a slide layout. Slide layouts contain formatting, positioning,
and placeholders for all of the content that appears on a slide.
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PowerPoint includes nine built-in slide layouts:

Microsoft Office 2010

Office Theme

-----------------------

Title and Content

Section Header

gy || g B
SRl e T
Two Content Comparison Title Only ’Q
>
-I..Lgl; 6
Blank Content with Picture with —
Caption Caption
i3] Duplicate Selected Slides
7=] Slides from Qutline...
=] Reuse Slides...
@

To Add New Slides:
1) Click on the Home tab
2) Click on New Slide in the Slides grc%g .

3) Choose a slide layout

Content
There are six type Ment:
L 4
1) Tables 1 6
) J’\

2) Charts () i
3) Smakrt Graphics
4) Pictures

5) Clipart
6) Media
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Creating a New Presentation

To Create a New Presentation:

1) Click on the File tab

2) Click on New

3) Select either a Blank Presentation or one of the Office.com Templates

4) Click Create

Microsoft Office 2010

o S
Bid9-0 Precentation] « Microtoft PowePoint ol &
e srgn Tea Anmabons Shde Show Broen View AGdAnt Aciobat 9
Available Tompiates and Themes Blank presentation
Bl Save s
Ha

o Sove o) Adobe POF Q e

L Open -
1 j Close |~ = (

d Y im A L@
| Info Blark Recent Samgle Themnes My templates
i presentation temglatces templates
| Recemt
‘ Print New from 43
| antng .

Save & Send
‘ Office.com Templates earch - Creste
|
“ Help s
| 2) Optiens 5 szpse| & |
T : = =
| Agendas Hocks Butiness Calendars Cards
| Coeds
1 :' °l ¥4 :
' Cemficates Chans end Errvelopes Flyers Forms
‘ dagrams
! N —— /; . Y,
) b / I y
l_ Irmations Invores Labels Lists and Plammers > —

9

When

?@ate a new presentation, the first slide to appear is a Title slide. It contains two

placeholders: a title placeholder and a subtitle placeholder. To add text, click within the

placeholder and type.
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W - 0@ Preserticonl - Microsoht PowerPoint
N e 0

r 4 4 )
l Sdes Dutwce x l
|

Click to add title Placeholders
Click to add notes
=1 1 'Ofre m NRBQNT &% + 4

Formatting

PowerPoint provides a wide variety of themes that apply a distinctive look to the text,
bullets, background colors, and graphics in a presentation. Using a theme is a big time-
saver and immediately adds a professional touch to your presentation. You can apply a
theme when you create a new presentation and you can change the theme as many times as

you want.
To Apply a Theme:
1) Click on the Designitab

2) Select one of the themes in the Themes group

To see more themes click on the dialog box launcher.

H_E_H A ) &= Presentation? - Microsoft PowerPoi

Home Developer — Insert  Design | Transtions Animations  Slide Show Review View  Add-Ins

Atrobat [A O

T 3 Ir 1 - K coos+

‘ ; < Background Styies ¥
_] 1 | Aa Aa Aa a i { « [ A|Fonts ~

Page Siide (| wmsmm nmcem nnsman SIREE | (jowwans || SRS < ¥ tects » || Hide Background Graphics

Setup Orientation~ |

Page Setup Themes Background
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To Format Text:

1) Click within the placeholder

2) Select the text to format

3) Click on the Home tab

4) Click on the formatting buttons in either the Font or Paragraph groups
You can also use the Mini Tool Bar that appears when the text is selected.
Applying Slide Transitions

A transition is a special effect that determines how a slide appears as it“enters or leaves the
screen.

To Apply Transitions:
1) Click on the Transitions tab

2) Click on the drop down arrow in the Transition to.This Slide group to see a listing of all
available transitions

3) Click on the transition you want to apply

4) Click on Apply to all to apply thedransition effect to the entire presentation

Ej A9-0 3|5 Presentation2 - Microsoft PowerPoint = [[E] 337
@ Home Developer Insert Design Transitions Animations Slide Show Review View Add-Ins Acrobat (A @
7 = = = . 4§ Sound: [No Sound v Advance Slide
| H ¢ 4
| ! s @ @ ) o .

| — _1i L L Y Duration: ! v | [¥! On Mouse Click
’ None Cut Fade Push Wipe Split O ] ] ApplyTo A [ After; 00:00.00 *
Preview Transition to This Slide Timing

Printing
To Print:
1) Click on the File tab

2) Click on Print
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R Fresentation? - Miciosoft PowerPoint == _S:‘-_|
m Home Develaper Insert Design ransitians fnmimatians Slide Show Feview View Add-Ins Acrobat [ 7]
| save
Print =
B Sove as j
e Copies |1 -
»  Sove as Adaobe PDF
Print
£ open
f _i‘ Close Printer
Info Ci:!:’. UNE100HL on MEJPRINT
- Ready -
Recent Prpiar Boopert i
Settings
MNew
= Prink All Slides -
—-J Print enfire presentation
Sides PowerPoint Training
Save & send
| Full Fage Slidec -
Help Print 1 slide per page
Print Cne Sided - Ll
£ Sptions Only print on one side of th..
5 Bat 2o Collated
=203 123 123 )
E Grayscale -
Edit Hezder & Footer
-
1 ofl B 50% (= +

Under Settings click on Print All Slides and select one of the options to print:
* Print All Slides — print entire presentation

* Print Selection — only print the selected slides

* Print Current Slide — only print.the current slide

» Custom Range — enter specific slides to print

Printing HandoutsyNotes and Outline

Click on Full Page-Slides and choose from the following:

* Print Layout

e Full Page Slides
e Notes Pages
e Outline
» Handouts o Choose between 1— 9 slides per page (horizontal or vertical)
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