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Chapter #1: Fundamentals of Computer

Q1. Discuss the use of computerin any two Fields of life.
Use of computerin field of life
Education

Computers have revolutionized the teaching profession in multiple ways.

Teachers use computers to record grades, calculate averages, manage
attendance mndata on student performance in online programs and
assessments. rs have also m@ i
instructionalF““ |
susined] JRE1 1T
EENE

quality.

Banking

Banks and other financial institution are heavy users of computersin

maintaining customer's accounts, ledger, updating, electronic fund transfer and

processing of huge amount of cheques, credit cards, and the major transacti

that takes place daily

ST

T
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Q2. Differentiate Compiler and Assembler.

Compiler

Assembler

Compiler translates high level
programming language code to

machine level code.

Assembler converts the assembly
level language to machine level

code.

h level

Source code in hi
programming dgglﬂ

Assembly level code as input.

Compiler checks and converts the

complete codeiﬂ_tﬂe».

lexical analyzer, Syntax analyzer,

semantic 414l 836 fe dolizer

AEENR
Cod

generator, and Error ha
Mnemon [ code.

C, C++, Java compilers.

Q3. Differentiate System and Application software.

System Software.

Application Software.

System Software is the type of
software which is the interface
between application software and

system.

Application Software is the type
of software which runs as per

userrequest.
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In general System software are While in case of Application
developedinlow levellanguage | software high levellanguageis
which is more compatible with used for their development as

the system hardwareinorderto |theyaredevelopedassome

interact with. specific purpose software.
System software is used for On other hand Application
operating computer hardware. software is used by user to

perform specific task.
S%del_nmmaalledon n other hand Applica
the compLEsu?H operating b aresihsis d
systemis
WM c'/"omts
syst & Specificto

user interaction available in case

of system software.

System software canrun Onother hand in application
independently. It provides software can’t runindependently.

platform for running application | Theycan't run without the

software. presence of system software..

Some examples of system On other hand some examples of

software’s are compiler, application software’s are word
S—

assembler, debugger, driver, etc. | processor, web browser, media

player, etc.
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Q4. Describe artificial intelligence with examples.

Artificial Intelligence

Theterm A.l. may also be referred to any machine that displays qualities
associated with a human brain such as learning, reasoning and problem
solving. A.l.is also used for Machine Learning. It learns from our daily routines

and suggests us different options.

Example J 0 I “
Like google maps e best ways forp
used in scientific ejF t, healthcare and sg
Q5. Discuss ImpactgﬂE

on—Tn?p’act Printers

Impact M

It is a type of printer that works by direct conta

These printers are typically loud but remain in
ability to function with multipart forms. An impact printer has mechanisms

resembling those of a typewriter.
Example of Impact Printers

Dot-matrix printers, Daisy-wheel printers, and line printers.

Non-Impact Printers:

It is a type of printer that does not hit orimpact aribbon to print. They used laser,

xerographic, electrostatic, chemical and inkjet technologies. Non-impact
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printers are generally much quieter. They are less likely to need maintenance or

repairs than earlierimpact printers.
Example of Non-Impact Printers

Inkjet printers and Laser printers.

Q6. Write the use of these storage devices: Hard Disk, USB Flash Disk, SD Card.

Hard Disk J 0 l N
Ahard disk dgﬁﬁ‘) is a non-volatile |e|i n aihing
O

magnetic dis ersrotating at

~ MOREN!

d
USBFiashDisk

USB flash drives are often used for storag férring
nulllun

of computer files. Compared with flopp
have significantly more capacity, and are more durable due to a lack of moving

parts.

SD Card

An SD card is astorage device that is used to store data You can add anSD ea 1 :
to a small device, like a mobile phone, to extend the storage space available for

ringtones, texts, apps, music and other data.
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Q7. Which monitor will you prefer in your school; CRT or FPD? Why? FPD(flat

panel display) monitor will he more preferable than CRT monitor, because,

e ltuse less electricity
e Itdose not emits ray which-emitted by CRT monitor which effect the eyes
of uses

e |tuse smallareawhereas CRTneedbigger area

e FPDhavea “ &I]“lty is better than CRT monitor
Q8. List any five components present on mot I
Components on m:FaHd

. Micropr,
2. Ports msﬁ ' ' '
EENE

5. ROM

Q9. Outline the various generations of computers

(a) First Generation of Computers (1940 t01956)

Based on vacuum tubes, first generation computers were very large in size. This
generation computers used machine language (i.e. 1's and 0's).Magnetic drums
were used as primary internal storage medium and punched cards for input. In

this generation mainly batch processing operating system was used.

Examples
Electronic Numerical Integrator and Calculator (ENIAC), Universal Automatic

Computer (UNIVAC)
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(b) Second Generation of Computers (1956 to 1963)

Because of transistors computers became smaller, faster, cheaper and more
efficient. Assembly language and a high-level language FORTRAN were
introduced. Magnetic core was used as primary internal storage medium.
Punched Cards were used for input. Batch processing and Multiprogramming
Operating systems were used. These computers were mainly used for

commercial productions, scientific and engineering analysis and design.
Examples

IBM 7094 andBullN
(c) Third GenFﬂrﬂ Computers (19

Use of ICs further decreased size of co ars af diand

ﬂ Sofadhfompters

efficien
HEBR

|
[
programming languages su Pasca 0 as
inpu :

Example

IBM 370 are the examples of this gene

(d) Fourth Generation of Computers (1971to Present)

The invention of microprocessors was revolutionary which caused the
development of faster, less expensive, smaller and more reliable computers.

They used semi-conductor memories RAM and ROM and magnetic storage

became popular. More high-level languages were introduced like C, C++,Jav oy

etc.
Examples

Apple Macintosh, IBM PC.
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(e) Fifth Generation of Computers (Present and Beyond)

Fifth Generation computing devices are still being developed. In this generation

computers will be capable of self- learning, reasoning and generalization.

Q10. Define Analog Computer, Digital Computer and Hybrid Computer.

(a) Analog Computers

Analog ComputerdraAIe“o process analogdata. Analog data are in the form
of continuously varying physical quantities | : -
speed and weight. fﬂ)n of Analog comp E
voltmeter etc.
MORE!!
(b) Digital Computers
DigitalMsed

process information with quantities using the

1's). Digital Computers are used in home, ed

business, scientific fields, etc.

(c) Hybrid Computers
Hybrid Computers are the combination of Analog and Digital Computer system.
These computers combine analog and digital features of computers in a single

machine. A Hybrid Computer uses analog to digital and digital to analog

conversion. It may input or output either digital or analog data.

Q11. What are Super Computers, Mainframe, Minicomputer and Microcomputers.
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(a) Super Computers

Super Computers are the most powerful, fastest and largest computers. They
are extremely expensive. These computers are widely used in scientific
applications such as aerodynamics, design simulations, processing of

geological data, weather forecasting and nuclear research.

(b) Mainframe

Mainframe J‘lale“are powerful
computers. T, rocess huge a ; eed.
Mainframes eﬁ“ery expensive a ise to

be inst a e jilney are usé d%
organiz RE.V-- Lusers wa I«ﬁ".‘

(c) Minicomputer

These are smaller than mainframe co
Microcomputers. Minicomputers usually use multi-user operating system.
Multiple users can use the Minicomputers through

terminals. Minicomputers may be used as network servers and Internet

servers. DEC VAX and IBM AS/400 are good examples of minicomputers.

(d) Microcomputers

Microcomputers are also called Personal Computers (PCs). The use of
microprocessor has made computers cheaper yet faster and more reliable.
These are the smallest computers designed to be used by individuals. PCs can

be used for variety of tasks like documentation, calculations, illustration and

ok o
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entertainment. The power of network and internet has also made it more useful.

Now computers are also used for communication and socialization.

Q12. Write shot note on mother board.

Mother board

The motherboard is the main board which connects different parts of computer.
ltincludes the folﬂum'al components: Microprocessor (CPU), Slots,
Ports, Buses, RAM; ther electroni€ cempen

resistors, capacitofs ﬁ,transistors,ju

Just like nervous system it allows communi atﬂ}

computer. WM@ gr'ﬂryslots e ;hw
chipsets on motherboard otherboards alse

These por edtoc output a

Q13. what is an Arithmetic Logic Unit ALU and

(a) Arithmetic Logic Unit (ALU)

ALU performs all the actual calculations like arithmetic operations and logical
comparisons. Arithmetic operations include addition, subtraction,
multiplication and division while logical comparisons include comparing,

selecting and matching of data.

(b) Control Unit (CU)
Control Unitis responsible for controlling the transfer of data and instructions

among other units of a computer. This unit controls the operations of all parts of

ok o
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the computer but does not carry out any actual data processing operations. CU

functions just like a traffic policeman. It manages and coordinates all the units

of the computer.

Q14. Define Buses and it types

Buses

In computer, the electric paths on which data is sent and received by
different coJ'n]ta"hey are just li Jas™A - ETE
places, buse allthe parts of the
connect all iIﬁlnmponents on the
buses

. MORE!!!

ata bus
3. Addressbus.

Control Bus carries command between different components to control all

activities in a computer.

Data Bus carries data between the processor, memory unit and other

components.

Address Bus carriesthe address of the data (but not the data).The address bus
is used to specify memory location to be used by micro process for specific

operation.
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Q15. Differentiate between Soft Copy and Hard Copy

Soft Copy Hard Copy
Itis screen display or voice output. It is output on paper.
Itis volatile output and lost when It is nonvolatile output that is

other outputis shown or computeris | relatively stable

turned off and permanent form

Monitor,speakerdﬁl—r“les of soft | Pri

copy cop

Q16. Whatis ero H E ' ' '
Plotters mEe
Like priw typiga

images such as maps, construction drawingja

Q17. Define monitor and its types

Monitors

Itis TV like device that displays data by small bright dots called pixels.

Monitors are of two types.

Cathode Ray Tube (CRT)

CRT monitor contains millions of tiny red, green, and blue phosphor dots that
glow when struck by an electron beam that travels across the screen to create a

visible image. The illustration below shows how this works inside a CRT.
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Flat Panel Display (FDP)

A flat-panel display (FPD) is an electronic display device used to enable people
to see contentin arange of entertainment, consumer electronics, personal
computer, and mobile devices, and many types of medical, transportation and
industrial equipment. They are far lighter and thinner than traditional cathode

ray tube (CRT) television sets and are usually less than 10 centimeters (3.9 in)

JOIN
FOR
. o B i Romanc . J.l

ROM _
RO , hot ¥€quiring AM i it m Hower to

power to store data.

ROM is often used to store the

BIOS program on a computer temporarily store files in use on the
motherboard. computer.

ROM chips often have a storage RAM chips often range in storage
capacity of 4 to 8 MB. capacity from 1to 256 GB.

ROM canvaryin size RAM s available in two primary smﬁ.u;{ﬂ

Q19. Prepare a table of generations.

Example of
Generation | Period Technology
Machines
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First 1940 - 1956 Vacuum tubes ENIAC, UNIAC
Second 1956 - 1963 Transistor IBM 7094
Third 1964 - 1971 Integrated circuit IBM 360

Forth 1971 - present Microprocessor IBMPC

Fifth Present - beyond | Artificial Inelegancy | Laptop

JOIN
FOR
MORE!!!

hori At
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Choose the right answer

1. The device that converts hard copy into soft copy is:

a) printer b) plotter

c) scanner d) barcode reader
2.The volatile memory

a) is permanent b) loses contents as the power is off

C) possesses age d) manages hardware resources

3. Mediapla T

a) business:EtﬁrR b) |
H

c) entertainmentsoftware d) prod

4.The pM Ev'a"herallyins 3

overall n urees is:

c) language translator d)

9. Modern languages use

a) compiler b) interpreter

c) convertor d) assembler
6. A collection of wires connecting the CPU with main memory thatis
used to identify particular locationsis:

a) control bus b) data bus

c) address bus d) memory bus
7. The inexpensive and most commonly used computers are:

a) super computer b) mainframe computer
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c) minicomputer d) microcomputer
8. Computer cannot start without:

a) operating system b) utility program
c) device drivers d) business software

9. Graphical User Interface (GUI) was developed in:

a) second generation b) fourth generation

c) mechanical era d) electro-mechanical era

10.Apersonwhodnlu ylanguages to develc

programsis:

a) database adminiErun

c) software er'M“ H E d) graph
I

hori At
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Chapter # 2: Fundamentals of Operating System

Q1  Define Operating System. Give three examples of operating systems
Operating System

An Operating System is a software which performs all the basic tasks like
booting the computer, file management, memory management, process

management, and controlling peripheral devices such as hard disk, printer, etc.

It managesc r sources efficiently.
Examﬂn “

WindovF 0 H

Li

JORE!!!

i0S

Q2 Listthe functions of an 0S? Write briefly about any two

Function Of Operating System

Operating system manages every activity of a computer. It is the master control

5

|

program that provides aninterface for a user to communicate with computer;

System software and application software run on operating system. Operati

T

System performs the following functions.

1. Booting
Booting is a process of starting the computer operating system. It checks

the computer resources and makes it ready to perform different tasks.
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2. Resource Management

Operating system manages all the hardware and software resources.

Thisincludes allocation and de-allocation of processor, memory, access

to shared cache memory and access to network resources.

Q3. Differentiate between CLI and GUI. Write any two benefits of each.

(CLI)

Graphical User Interface (GUI)

Command Line |
Itis a screen ortam
representation in whi user
typesthe commarEﬁ ﬁce called

Commandc - .

chara

rs.

CLlis difficult to use because the user
has toremember the commands and

their syntaxes.

run commands without memorizing

them.

Itis fastin use because text mode

takes less resources

GUlis as graphical mode takes more

memory and resources.

\—.___.-d

Personal computers including MS-
DOS and Apple DOS are the example
of CUI

Windows and 10S are the example of
GUL.

2023 -2024
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Q4. Which resources are managed by Resource Management function of 0S?

Ans. Resource Management Operating system manages all the hardware and
software resources. This includes allocation and de-allocation of processor,

memory, access to shared cache memory and access to network resources.

Q5. Whatis J ul'ue between singte
Single Usermﬁm

Ina Single USe ting System, a
singl Mﬂuﬂf'l‘i'computer
syste EEE

e mostcommon s

home computers

DOS for PCs and Windows 98 for PCs inux and UNIX are the most common
are example of examples of the multi-user operating

single user operating system. system.

Q6. What is the purpose of office automation software? List the programs

available in MS Office and write why each program is used?

Purpose of office automation
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Office Automation software is the most common software package that we
install on our computers. Office Automation software is a group of computer
programs that help usersin their daily work. Generally, you will find MS Office in

school lab, offices and other places. MS Office contains

e MSWord use for word processor
e MS Excel use for making Spreadsheet

e MSPowerPointis use for making multimedia presentation
e MS Access Lﬁﬂm database management
e MS Outlookisa application

Q7. What is the major difference between So

EEE

Soft Real Time and Hard Real Tim

A RealTime Processing operating systemisg

which has fixed time limit.

whereas A Hard Real Time System guarantees that critical tasks complete on
time. Missile systems and Air Traffic Control System are best examples of Hard

Real Time System

Q8. Why itisimportantto install an antivirus?

Installing Antivirus ~—= IE-I: 'n, :

To keep our computer secure and free from viruses, we need to install an
antivirus software. A number of free antivirus software are available online.

AVG, Avast, Avira and Kaspersky are some of the free antivirus software.
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Q9. what are the major stepsinvolve to install windows
Major Steps for Installing Windows

e Insertthe Windows Installation DVD/Flash Drive

Restart your Computer

Wait for the First startup screen

Press or hold Delor F2 to enter the BIOS screen

Locate the Boot order/Boot sequence

Selec /Bootsequenceg

USB Flash/USB Hard Disk

uss cefof} i

Internal CD/DVD ROM
]
- SMORE!!!
EENE
Upgrade
' vance
e Selectanydrive forinstalling yo 0 I’rUn screen

instructions

Q10. Give steps To install MS- Office package
We need to take following steps.

e Runthe MS- Office setup from USB, DVD or Hard Disk backup.

e Checkthe box marked'l accept the terms of this agreement' and-elicko i

‘Continue’.
e Enter Product Key

e ClickonInstall Now or Customize procedure.
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e Selectthe package which youwant toinstall. Click on‘Install Now'. Then
installation begins.

e MS Office installer will notify automatically after finishing the installation.
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Choose the right answer

1. The software which performs all basic tasks is:

a) antivirus b) start menu

c) operating system d) office automation
2. Aprogram that enables userto interact with computer is called:

a) my document b) start menu

c) desktop d) interface
3.The proceJ nmng computer, ste g
making it rea kis referredto 3
a) resource rErnvnent b)
c) errorMZUBE!)" d) file ma nh_ i

4.The that can acce [ na

a) one b)

c) many d)
5. Which management controls the dynamic allocation and de-allocation of

processor, memory, etc?

a) Resource b) File

c)1/0 d) User

6.In which operating system jobs are executed in groups?
a) Batch Processing b) Time Sharing

c) Single User d) Real Time
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7.The system that guarantees that critical tasks should be completed

without shortest delay is:

a) Batch Processing b) Hard Real Time

c) Soft Real Time d) Time Sharing

8.D0S is an example of:

a) Real Time Processing 0S b) Multi Processing 0S
c) Single User 0S d) MultiUser 0S

9. The group of przdﬁsl?“ helps office worke

tasks easily and efficiently is called:

a) operating systerF 0 n b) e-mai

c) anti-virus d) office

10.The operatMQ#tEtthle freque
EENE

anothenis:
a) BathaalT

c) Single User d) Time
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Chap # 3: Office Automation
Q1. Whatis aword processor? Write functions of a word processor.
Word processor

Word processing software is used to manipulate a text document, such as a
resume or a report. You typically enter text by typing, and the software provides

tools for copying, deleting and various types of formatting.

Functions ouu lr“ssing
Some of the functions of word proces n. :M I
| H O
a. CreatirFun,saving and printi m :
||

b. CMﬁﬁigﬁjing and deleti fit

c. F , Such as font type,

d. Creating and editing t

e. In [ ronvother sof
photographs.

f. Correcting spellingand gramma

Q2. Discuss the Margins and Paper Size options in the Page Setup group.
Margins (HOTKEY: ALT+P+M)

A marginis the area or space between the main content of a page and the pa

edges. This buttonis used to change the margins of the entire document or=

selected section.

ik

EE

e ard
T
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Paper Size (HOTKEY: ALT+P+S+2)
The size buttonis used to choose the size of the paper for current section or

entire document.

Q3. Name and describe two options in Orientation.

Orientation (HOTKEY: ALT+P+0)

Page orientation or print orientation is the placement of contents on a page.

Portrait mode J 0 I “

Portrait mode is the,ori ion of the page tha

across the page F

Landscape mm q H E ' ' '
odels

Landscape m e orientation of the pade

across the

Q4. How can we apply Margins in adocumen

To set margins in Word, first click the “Layout” tab in the Ribbon. Then click the

“Margins” drop-down button in the “Page Setup” button group.

Inthis drop-down is a “Last Custom Setting” option, six preset margin choices,
and a “Custom Margins” command click on it and set your desire custom margin
then click ok or, to apply preset margins in Word, click one of the preset margin

choices shown inthe drop-down menu.

Q5. Describe the different types of breaks in MS Word.

Page Breaks in MSWord
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There are 4 types of section breaks you caninsertin a Microsoft Word

document.

Next page

Insert a section break and start the new section of the next page.

ContinuousJ 0 I N
Atype of breakii ich asectionis br
same page. “/

Itinser andgtart the

Even pa

page.

Odd page

Inthis type a section breaks and start the new section on the next odd number

page.

Q6. Differentiate “Bring Forward” and “Send Backward” options in the Arrang ':L;,,',

group with example.

Bring Forward Send Backward
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Brings a selected objectinfrontofall | Sends a selected object behind all

other objects. other objects

HOTKEY use is ALT+P+A+F HOTKEY use is ALT+P+A+E

Q7. Explain the “Columns” optionin the Page Setup group.

Columns
This button is used to split the text into two or more vertical columns. Short cut
key use foritbe A d_l

Q8. List and define Fntﬂnd Wrap Text o i

Position (HOTKEY; ALT, + "#‘
||

Positionis us j x!(pictureo s T

want. &, ?

Wrap Text (HOTKEY: ALT+P+T+W)

Text wrappingis usedto arrange the text arot

Q9. In what way does a ToC help book reader?
Table of Contents (ToC)
ATable of Contents (ToC) is an organized listing of the sections, groups and

headings of content ina document and identified by page numbers where they

are placed. It provides an overview of the ~—7 =&

document and allows readers to go directly to specific section or contentin the
document. ToC usually appears after the Title Page in a document. MS Word 2010
provides an advanced feature for automatically creating aToC. A user can

create an Automatic or a Manual table of contents in a document.
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Q10. Write steps that will multiply 37 by 15 using the formula bar in MS Excel.

To multiply numbers, which are 37 and 15, placed in.columns A2 and B2,

respectively. The objective is to add these two numbers using MS Excel formula.

To achieve this, follow these steps:

1. Select cell C2.

2. Type = (eqdntu

3. Select cel orksheet by us

action placeTu“eHeference A2int

4.Type™.

9.Sele | heet by us
Mrﬂ H:E;!Hla of selec

6. s Enter.
7.

cell'sr

The answer (555) will be calculated

cell (C2) where the addition formulaw

Q1. Why do we use Watermark inadocument? Give some examples of

Watermarks.

Watermark (HOTKEY: ALT+P+P+W)

A watermarkis a faded background image that displays behind the textin a

of a page.
Common watermarks by default are
Confidential

Do not copy

o

document. This buttonis used to insert logos, images or text behind the contents

po e
o
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Q12. List uses of spreadsheets in business
1. Storing Data

One of the main uses of spreadsheetsin business is storing data.

2. Manipulate and analyze data

Apart from stora% Ia“se spreadsheet

For example, it contains a feature that allow

FOR

Spreadsheets are u eﬂ en for visualizatio

tools and s that make, )

4. Inform the Decision Making Process

3. Presentatl

Decisions that a business makes determines whether it will be successful or

not. Spreadsheets help managers and investors to make well-informed

decisions

5. Business Accounts and Budgeting E]M‘I‘HE
PR o

Coming up with abudget is not an easy task without the use of spreadsheets.—~ IET'?'%E

You can create a table and list the most important things followed by the least
important. There are features that will show you the sectors that need the most

attention. Thisinformation is very important, especially when purchasing items.
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Spreadsheets also assist accountants in managing business accounts. So funds

are released easily because some calculations are automated.

6.Invoices

Most spreadsheet platforms will allow you to integrate the invoice template. It

speeds up the processof receiving or dispatching products.

1.Wages
Managing waF 0 Bw easy thanks tg

Lo;:l:laMﬁ/ﬁET! !calculates h
N— T

13. What do you know about page layo

Page layout tab

The Page Layout Tab allows user to control the look and feel of his or her
document. User can set margins, apply themes, control page orientation and
size, add sections and line breaks, display line numbers, and set paragraph

indentation and lines. The Page Layout tab has have groups of related

i
commands namely Themes, Page Setup, Page Background, Paragraph and %mgﬁ
Arrange. ~— |Gl

Q14. what is Page setup group? Also discus if functions.

Page setup group
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Page Setup settings help us set the page layout properties such as margins,

orientation and size. The settings in this section are often applied throughout the

document.

1. Margins (HOTKEY: ALT+P+M)
A marginis the area or space between the main content of a page and the
page edges. This button is used to change the margins of the entire

document or selected section.
2. Orientationm T+P+0)

Page orient m orientationis

page. This bu he contents of the

(Vertical) orl m (Horizontal) la outj..

g | ‘”MDIiE
The siz torchoose the siz

e document.
4. Columns (HOTKEY: ALT+P+J)

This button is used to split the textinto

5. Breaks (HOTKEY: ALT+P+B)
Breaks buttonis used toinsert page, section or column breaks in the
document.

6. Line Numbers (HOTKEY: ALT+P+L+N)

This buttonis used to add line numbers on the left side of each line of the
document.

7. Hyphenation (HOTKEY: ALT+P+H)

This button is used to specify how hyphenation in a document should be

applied.
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Q15. What do you know about page background group?

Page Background Group

These settings are used mostly for special documents such as certificates,
invitations, brochures, essays, etc. It consists of 3 buttons namely, Watermark,

Page Color and Page Borders.

. Water ( EY: ALT+P+P+W)
Awatmnll faded backgro
adocu button is used to
COhtGhFln E

2. P LT+P+P+

mﬁgii en user wan
the page.
me

Page Border buttonis usedtop

Q16. What do you know about Paragraph Group? Discus its function.
Paragraph Group

The Paragraph Group is where we can modify all the settings of the paragraphs
that appearin our document. This allows us to set a few basic paragraph styles
and also adjust the indents and spacing'’s.

1. Indent Left (HOTKEY: ALT+P+I+L)
Indent Leftis used to define amount of blank space (in centimeters) used

to separate a paragraph from left margin.

2. Indent Right (HOTKEY: ALT+P+|+R)
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Indent Right is used to define amount of blank space (in centimeters) used

to separate a paragraph from right margin.

3. Space Before (HOTKEY: ALT+P+S+B)
Space Before is used to indicate how much space (in points) is added
before the selected paragraph.

4. Space After (HOTKEY: ALT+P+S+A)

Space Afteris used to indicate how much space (in points) is added after

the selectedJUm.
Q17.What doyou krpﬂ“ Arrange group nEu]HI I E

Arrange group

l I.l.. -
The buttonsii the user [ k!/
| |
1. Position (HOTKEY: ALT+P+P+0) .

Position is used to place an object (pic

wherever you want.
2. Wrap Text (HOTKEY: ALT+P+T+W)
Text wrappingis usedto arrange the text around an object like an image.
3. Bring Forward (HOTKEY: ALT+P+A+F)
Brings a selected object in front of all other objects.
4. Send Backward (HOTKEY: ALT+P+A+E)
Sends a selected object behind all other objects.
5. Selection Pane (HOTKEY: ALT+P+A+P)
Selection Pane is used to select, show, hide and change the order of
objects inthe document.
6. Align (HOTKEY: ALT+P+A+A)
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Alignis usedto place objects like pictures, shapes, icons, etc. in alignment

with margins, edge, or relative to another object in the document.

Q17. Write a short note on sorting
Sorting

Sorting is the process of rearranging or reordering data based on different

criteria likeﬂnju; value and quantity. MS Excel has the ability to sort data
according t fthe user.
MORE!!!
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Choosetherightanswer:

1. Which chart will be suitable to show the share of three partnersina
business?

a) . b)

c)

2.The softwa
a) MS Word
c) MS Power

3.The softwa
a) MS Word
c) MS Power point

4.The special character that initiates the formula mode in a cellis:
a)/ b) =
c) - d)*

9. The function which is used to re-arrange data according to specific criteriais
called:

a) Filtering b) Sorting
c) Organizing d) Grouping
~——7
6.1f we want to change the overall design of a word document, we should use:
a) themes b) page layout
c) watermark d) margins
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A 8 c D E 7
1 Name English Sindh/Urdu Maths Science Total
2 Ghuiam Shabir a0 41 41 &0
3 Riaz Hussain 41 39 34 38
a Nabil Ahmed a1 35 32 20
5 Anwar Al 40 38 33 37

7. Thecorrectformulatocalculatethetotalinthegiventableis:

a)=B2+C2+D2+E2 b) =B2+E2
c)=sum (B2to E2) d) =sum(B2fromE2)

8.Thecorrectformulatocalculatethe percentageinthegiventableis:

A C

1 Sindh/Urda
2| Ghu a1
3 Riaz 35
Naoil Afmind 35

Anwae Al {

a)=B2+C2+ FﬂZHUO *100

b) =B2+C2 +D2+E2*100

oo MORETH

9. Charts are basically used to

a) design tables b) organize dataintables

c) Sort datain different columns  d) show the quantities and their
relationships graphically

10. To apply the table of contents automatically, the mostimportant taskis tg o
properly define the

a) levels of heading b) page numbering

c) page layout d) themes
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Chap 4: Data Communication and Computer Networks

Q1. List the properties of a good communication system. Explain any one.

Properties of a Good Communication System
The effectiveness of a data communications system depends on the

fundamental characteristics which include delivery, accuracy and timeliness.
Characteristic
. Delivery J 0 I “
Making sure tais delivered is -
characteristiEanZmmunlcatlon : K. able to
deliver '-'Tto the cor ek% i
WOREM
3. Ageuracy I#I.l
TI‘W&CCU

during transmission and left uncorrec

4. Timeliness
The data must be deliveredin a timely manner. Late delivered dataiis

useless.

Q2. Explain components of communication using single example.

Components of a Communication System
A Communication system has following five components
1. Message
Itis the information or data to be communicated. Common forms of

information include text, numbers, pictures, audio and video.
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2. Sender

It is the device that generates and sends a message. It can be a computer,
telephone handset, etc.

3. Receiver
Any particular digital electronic device which has capability to recieve
datain form of message. The location of receiving computer is generally

different from the sending computer. Like sender, it can also be a

computer ne handset, etc.
4. MediJﬁr"

Itisthe or path through whi

senderEu-IBeiver.Someex

coaxi : mit'v'aves, etc.
. JHOHET!

Protocols are the rul rocg _ ange
Mrei ﬂ

communicate with each other. Inlo pr5to 0 l'sw ement

between two parties or venders, usi

Q3. Write the function of following network devices.

Amplifiers, Routers, Switch, Hub

Amplifiers

Router

A Routeris adevice that connects two or more networks. Routers are a

combination of hardware and software. The main function of arouteristo
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determine the optimal data path and transfer the information through that path,

also known as network traffic controller.

Switch

A switch or network switch is a networking device that connects computers and

other devices like printers, scanners and cameras on a network. Data cables
from all computers devices of network are plugged into the switch to
enable communitJ twieen them.

=/ FOR L [ mHE

Hub is commonly used to connect segment

Ahub containMﬂnE’ 'l'en a packe kﬁ
ata Jme

the other portssot segmeﬁts of the L/

acommon ion poi ina

Q4. List the causes of signal impairments. Exp
Causes of impairment

There are three causes of impairment i.e.
attenuation

distortion

noise

1. Attenuation
Attenuation means loss of energy. A signal loses its energy due to the

resistance of medium while it is transmitted. Its strength decreases with
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increase in distance. Amplifiers are used to overcome attenuation

and make signal stronger again. Itis measured in decibels.

2. Distortion
Distortion means change in the shape of the signal. A composite signal
has several frequencies. When it travels through a medium different
component of signal may reach at different time at destination because
each as different speg
distortion. They have different phsa

FOR

3. Noise

UMﬁjH l'*'mixes up

[ |
transmission o cratalls ed no n i i :
[ i pulse noise Whi al.

Q5. What is the difference between radio wave and microwave?
Microwave Radio Waves
Microwave transmission is a line of Radio waves are also called

sight transmissioni.e.the sendingand | electromagnetic waves. These are

receiving antennasneed to be properly | easytogenerate and can penetrate

=
L

!
T

oF
aligned with each other. through "'F’%
buildings.
Microwaves are electromagnetic Radio waves are electromagnetic
waves with frequencies between waves within the frequencies

30KHz - 300GHz, and Microwaves
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300MHz (0.3GHz) and 300GHz in the are at the higher frequency end
electromagnetic spectrum. radio waves are at the lower

frequency end.

These are mostly used for mobile phone | FM, AM radios, television and
communications tower and television cordless phones use radio waves

broadcast

Q6. Why OSI modeu ﬁlﬂp in layers?

OSI model

The Open Systems Etnn\ection modelise
ISO. It characterize rdizes the ca

telecommumMﬁnE’!i! Eg network.lts.gi
interopegability of different com ion §y t
commquide a e

seven abstraction layers

Q7. Explain the purpose of Standard Organization.
Purpose of Standard Organization

Standard Organization develops, coordinates, revises, amends and reissues

technical standards. These standards are intended to address the requirements

2
of a group of concerned devices. There are several organizations working on——~= “ﬁﬂ

standardization of computing equipment to enable the interoperability among
different devices manufactured by different companies in different regions.

IEEE, IETF, ITU and ANSI are the examples of standard organizations.
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Q8. List merit and one demerit of each topology.

Bus Topology
Advantages of Bus Topology

1. It is easy to set up, handle, and implement.

Itis bﬂﬂi*“)r small networ
It costsrehlﬁ.
oo JOREH
HENn

| ; r-I'J
l. Thecablelengthis lI?hlSl T es§ that
can be

2. This network topology can perfo

nodes. When the number of devices co

efficiency decreases.

3. It is suitable for networks with low traffic. High traffic increases load on

the bus, and the network efficiency drops.

4. It is heavily dependent on the central bus. A fault in the bus leads to
network failure. — > %ﬁ'} :
S. Itis not easy to isolate faultsin the network nodes.

6. Each device onthe network “sees” all the data being transmitted, thus

posing a security risk.
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Ring Topology
Advantages of Ring Topology

1. The data being transmitted between two nodes passes through all the
intermediate nodes. A central server is not required for the management of this

topology.

2. Thetraffic |$J|0Ic“nal and the data transmission is high-speed.
3.  Incomparisontoabus,aringis better Ev 1 I E
4.  Theadding orF Bng of network node yn 3
changing onl con

. Thecon Vmaﬁrﬁﬁteasyto ide

6. Int ogy, eac

averyorganized network topology.

7. Itis less costly than a star topology.

Disadvantages of Ring Topology

1. The failure of a single node in the network can cause the entire network to

fail.

2. The movement or changes made to network nodes affect the entire

network’s performance.

3. Data sent from one node to another has to pass through all the

intermediate nodes. This makes the transmission slower in comparison to that
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in a star topology. The transmission speed drops with anincrease in the number

of nodes.

4.  Thereisheavydependencyonthe wire connecting the network node

Star Topology

Advantages of Star Topology

1 Duetc&ﬂrlr“zed nature, the topolog implicity of operation.
2. It also ?{ﬁBisolation of each . N
||
: Addingler ing network node . out
[ ]
affecthg E'/'r'
) the cen

Dueto ratized nature, it is

devi
9. As the analysis of trafficis easy, th & cﬂ".it risk.

6. Data packets do not have to pass
ring network. Thus, with the use of a high-capacity central hub, traffic load can

be handled at fairly decent speeds.

Disadvantages of Star Topology

1. Network operation depends on the functioning of the central hub-Henc S

central hub failure leads to failure of the entire network.

2. Also, the number of nodes that can be added, depends on the capacity of

the central hub.
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3.

The setup costis quite high.

Q9. Discus brief of LAN, WAN and MAN.

1.

Local Area Network (LAN)

LAN is a group of computer and peripheral devices which are connected in
alimited area such as school, laboratory, home and office building. Useful
resources like internet access, storage space and printers

can be shard BJIN_AN It can be buj

such as hubs, switches, network adap

software are ed through LA

Metropolitan Area Network (MAN)

In MAN,MGﬂEA'J'I‘:an spread Ibﬁfl
bl
campus, or asmallregion cove mf y HJ
= O
mWrLA s"MA ﬂwrﬁ .

communication but they are expensivelt g
business organization or universities eWN 'AM ré&!ﬂs@r' y

measures to prevent unauthorized access.

4

ugn i

3. Wide Area Network (WAN)

A Wide Area Networkis used for long distance transmission of data. WAN
helps to coveralarger geographical area and connect cities, provinces or
even countries. Using WAN technology, computers may be

linked together in different countries using satellites, microwaves or
telecommunication links. Therefore, large business, research and

educational organizations situated at longer distances use WAN. AWAN

ok o
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may include multiple MANs and LANS. WANs are set up with expensive

devices and need some dedicated connections.

Q10. Discus the Basic Terminologies of Data Communication
Data

Collection of raw facts and figures is called data. The word datais derived
from Lat\lﬂ‘u‘t“1 and it is plural of Datum. The text, numbers, symbols,
images, eowhicharep and digita

G 0 r
devicesarFoﬂata. Datacanb c ods ﬂ rmation.

Data Communication

N
Datamunioll'heproces 0 sf DM one
[ |
lace to another. ltis th f
betw uch&s huma

Data Transmission

The datatransmission means emission of datain any direction via wireless

or wired medium. Transmission may occur between source and destination.
Analog Signals

Analog signals are a continuously varying signals or waves that change with

time period and used to represent data. An analog signal can be used to

measure changes in some physical quantities such as light, sound,?ﬁeé Fes

or temperature.

Digital Signals

(] 35

o

i

el

T
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A digital signalis an electrical signal that is converted into a pattern of bits to

represent a sequence of discrete values, at any given time. It can only be one

of the finite numbers representedas O or1.

Q11. Difference between Analog and Digital Signals

Analog Signals

Digital Signals

An analog signalis acontinuous

wave that chanies bitiﬁe period.

Adigital signalis a discrete wave

that carries informationin binary

Analog signal has no fixed range

An analog signal can easily be

disturbed ther l' 'rlNaves.

The human voice is example
analog

An analog signal isrepresented by a

sine wave.

fo
Digita a [ e
O
| |
Aldi Li one t e
si i ce L.'
~N
S P
O
digi bl . .
Adigi natisicepr Ly
Bl  wulllea"T"N"
square waves.

Analog signals are long term waves

need to be boosting.

Digital signals are short term
signals remain within digital devices

/ electronic.
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Choose the right answer:
1. Wired Media is also called:
a) targeted media b) directed media
c) guided media d) unguided media
2. Communication system is made up of

a) three components b) four components

c) five com[JnsI N d) si
3.Both PhyS|F nrﬁglcaladdresse :

a) different b) unique

o ORENT s
HE
'ﬁqou are an electrical or ?nic

a) IEEE b)
c) ITU d)
5. The topology in which all computers are connected to a central device
called hub is:

a) Bus b) Star

c) Ring d) Tree

a) attenuation b) interruption
c) noise d) distortion

7. Router determines data path to transfer data packets which s the:
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a) shortest b) longest
c) cheapest d) optimal

8. Converting digital signal to analogis called:

a) modulation b) modification
c) bandwidth d) multiplexing
9.The number of bits used in an IPV 4 address are:

a) 16 J“I“ b) 32

c) 64 d) 128

hori At
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Chapter 5: Computer Security and Ethics

Q1. What do you know about computer security?

COMPUTER SECURITY

The computer has become animportant part of our life. We store important data
on our computersinthe shape of documents, pictures, programs, etc.
Therefore, we expect that all our information must remain safe and our
computer runs properly without any problem. Few threats can cause problems
for our computers. These threats may be different types of viruses or
mputer.To prevent our computerfrom such threats we

unauthorized
need to abi n: ter security. Comag
theft or damage to our computer hard

onit. Fun

Q2. Wh

MBRE
Import |E-r-6lcurity . 3 1I
ter securityisim rourc )s our
|nformat|on and hetps preve ﬁ
O
0

programs to run quicker and smoothet.

information H_ snlll=a"1"00"

Q3. What is cyber crime

Cybercrime

Cybercrime is the crime thatis committed through a computer and network.
Cybercriminal uses devices to gain unauthorized access to important
information. Stealing passwords and important information, hacking social |= %l
media accounts, accessing anyone else's account and making transactions; ""' T .
committing online frauds are some of the examples of cybercrime. Cybercri
isillegal and also punishable. According to Pakistan's Cybercrime Law, any
offender who interrupts the privacy of a person or organization and harms their
repute may be sent to jail for three to five years including a heavy fine.
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Q4. What do you know about hacker and crackers?

HACKERS

Hacker can be a person who has in-depth knowledge of computer systems,
networks, and programs. Hacker maybe someone who uses his or her
extensive skills to identify and overcome a network loophole. Hackers
constantly seek further knowledge and freely share what they have discovered.
Hackers are generally considered as bad people however, hackers can also
help ustoimprove the data and network security

CRACKERS

Crackers are pers ain unauthorizeg
bypass passwords or licenses of computer

intentionally 1‘[ urity. The
Crackers canmanE-t- .system ung
commit these activities generally, neyb
for chalw

| O ||
a)inreallife.
There are many genres of computer crime or now called cyber-crimes. Some
examples are

Q5. List some computer crimes (cyber crim

1. Hacking

2. Credit and Debit Card Scam

3. Phishing

4. Clickjacking

5. Cyber Bullying or Harassment

Hacking

Hacking is perhaps the most common crime in the computer world. Hackers can
steal our WiFi, email or social media accounts' passwords. Hackers also attack
awebsite and take it down. However, the scope of hacking is much wider. The

ok o
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hackers can also steal sensitive information from government and business
organizations, make fraudulent transactions and erase data on the cloud or
network computers.

Credit and Debit Card Scam

Keeping debit or credit cards is a common practice but insecure use of these
cards can be dangerous. If a person has information about our debit or credit
card he or she can make fraudulent transactions. There are various ways to get
this information. One way is through scamming. Scammers set small machines
inside an ATM or credit card machine. These machines copy the data whichis

then misuse mmers. Debit and credit cards are also secured with
PIN codes. Ineepthiscode g erwise any-person can use the

card for online shopping and other purp

Phishing

PhishinM&BEl‘ll/lgtogathe
mails a ebsites.In Phishing, perpe
email, telephone or text me and
andtru indivi =Heor asks

different accounts and can resultinid

Clickjacking

Have you ever seenany video tagged as “OMG? You won't believe what this boy
has done!” or did you nd abutton on a website that asked to clickto claima
reward you had never applied for? This is a kind of fraud which is called
Clickjacking. Usually, culprits target children or novice internet users to click on
a link containing malware or trick them into sharing private information via (&
social media sites. i

Cyber Bullying or Harassment

Electronic means like a computer, mobile phone orinternet are also used for
online bullying or harassment. Harmful bullying behavior can include posting
rumors, threats, passing inappropriate remarks, leaking personal information,
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blackmailing and committing hate speech. The perpetrator does it with the
intent to cause harmto the victim. Victims may experience lower self-esteem,
intent to commit suicide and a variety of negative emotional responses,
including being scared, frustrated, angry and depressed.

Q6. What is malware? Name and discus different malware.
MALWARE

The term malware is the contraction of malicious software. Malware is a broad
term that encompasses computer viruses, worms, spyware, adware and
others. Malware is a program that is written generally to cause a mess. They
can be sodangero i can alsodamage devices.

(i) Computer Virus

E: :?)WA:\T; re F 0 n
(v) Spyware
MORE!!!
(i) Computehhuh_—-’.' ;

A computer virus is a computer program tha and
networks by making copies of itself, usually an
also modify other computer programs, insertits.own.code.and.change

computer settings. Viruses are harmful. Viruses generally latch on a host file
and when they execute they infect other files or programs.

Example

Boot Sector, Resident, Macro Viruses and File Infector

(i) Worm

A computer worm spreads copies of itself from computer to computer. Aworm_=
canreplicate itself without any human interaction. It does not need to attach

itself to a file or program to cause damage. It can do several malicious tasks,

such as dropping other malware, copying itself onto devices physically attached
to the affected system, deleting files, and consuming internal storage and
memory resources.

=]

P
S
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(iii) Adware

Adware is advertising-supported software. They present endless ads and pop-
up windows that could potentially consume memory and processing resources.
Adware can also change the different settings of

internet browsers like homepage and default search engine. Normally, these
are not as dangerous as other malware.

(iv) Spyware
Spywareis a hat monitors a dewce and steals importantinformation
abouta perdnvk’“‘ulzatlon withoutthe nsentan h
information to another person or organi

mobile phon uter without the
information [Feunrowsing history

passwords and online payment infor

2 Norton
3. McAfee

Q8. What are the types of Security Mechanism?
(i) Username and Password:

A username and password are the pair of keywords known by the user. They are
presented to the computer to authenticate the user. Usernames and passwords
are the default authentication mechanism on the web today. However, recen
large scale computer attacks have made usernames and passwords an

unacceptable authentication mechanism.

Personal Identification Number

PIN stands for Personal Identification Number. It is a security code for verifying
your identity. Similar to a password, your PIN should be kept secret because it
allows access to important services such as financial transactions and
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confidential emails. The PIN provides security when a credit/debit card is lost or
stolen because the PIN must be known before making money withdrawal or
transfer.

Biometric Verification

Unlike authentication processes, biometrics verification makes sure that the
real person gets access tothe data or device. Biometric authentication relies on
the unique biological characteristics of a person. Biometric authentication
systems captures datain real-time and compare it with existing datain
database. If both sa he biometric data match, authentication is
confirmed. Scann ints are the mo§ '

Q9. What s Intellec erty Right?

Intellectual Prope m

When any person develops software, writesa b‘)lﬁm oflinVents
ct

any method o , omesthei tk
Intellectualpmnﬂtﬁlt!creatlons ft Iiuh! lecﬂ tike B
other property the intellectual pr can .tme H}
useor sWMteu : hi
Through these rights, intellectual property is

copyrights, patents, and trademarks.

Bl " Tl ©

Q10. What do you know about patent, copyright and trademark?
(i) Patent

A patentis a grant of exclusive rights for aninvention to make, use and sell the
invention for a limited period, in Pakistan 20 years. Owning a patent gives the
patent holder the right to stop someone else from making, using or selling his or
her invention without permission.

(ii) Copyright

Copyrightis a legalinstrument that provides legal rights to the creator of
artwork, literature, or a work that conveys information or ideas. In simple
words, copyrightis the right of copying. Copyright gives control over how the
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workis used. The © sign is also often displayed on copyrighted objects.

(iii) Trademark

Trademarkidentifies a product or service and distinguishes it from other
products and services. Trademarks are protected by intellectual property rights
which identifies that the product or service belongs to a specific organization. It
can be an easily recognizable word, phrase, logo, or symbol and often
mentioned as TM (Trade Mark).

Q11. Write SPJ atl Nsoftware pirac
Software Pirac i I
Software pirm nrred to the |lleg l
It caus lrlsr!f revenue fo
earn | m cedto pas§ these co

ware companies have . | racy but
most uccess m [

which demands the user to enter certa
software require registration which isfmai gasures
could not stop software piracy.
Using pirated software is also risky for users. Aside from the legal
consequences of using pirated software, users of pirated software lose some
practical benefits as well. Pirated software may not work properly or

stop working at any time.

Q12. What is plagiarism?
Plagiarism

Plagiarismis presenting someone else's work or ideas as your own without full
acknowledgment to the author or conceiver. Academic honesty demands that
the users of any ideas, words and data should

acknowledge the originators. Plagiarism is unethical and can have serious
consequences. Colleges and universities encourage students to submit their
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original work and cite the ideas and words borrowed from any other sources.
Failing to this may cause serious penalties. There are online services to check
and FIx the plagiarism issues. Academic organizations hire the plagiarism
detection service. One of the most used services is Turnitin.

JOIN
FOR
MORE!!!
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Chap 6: Web Development

Q1. Define the following terms

(i) World Wide Web (WWW)

The word world wide web (www) is commonly known as the web. The Web is a
collection of computers connected through a network to provide publicly
accessible information.

(i) Web Page

A webpageis nt commonly written in HTML that is accessible through
internet by Net browser.

(iii) Website g

A website is a collection of web pages orﬂ.i
multimédiair a!s'lj:ific set of
throug ource Locator (
(iW

A web browser is a software applicatian { n.the,world
wide web. Most common web browse s xplorer,
Google Chrome, Mozilla Firefox, and Safari.

v) Uniform Resource Locator (URL)

Itis the address of aresource on the internet (e.g. https://www.google.com). It
includes the following two components.

-The protocol used to access the resource (https://)

-The location of the server. (www.google.com)

(vi) Search Engine

A Search Engineisaweb-basedtool that enables a user to locate information
on the web. Most popular search engines are Google, Yahoo, and Bing.
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(vii) Home Page

A home page (also known as landing page) is a web page that serves as the
starting point of the website.

(vii) Web Hosting

Web Hosting is a service thatallows aweb developer to make a website publicly
accessible through the internet.

(viii) Web Server J 0 I N

A web serveris the computer thatis responsi

its content includinFﬂ ni media to ause
Q2. What are M|0HE' websites?
Hi

Portal:

A web portahi ebsite t asin
all of its users. It collects information fromd
forums, search engines and presentsiitto th
MSN are common examples of web portal.

News:

A news website is the modern-day alternative for newspapers. Such websites
contain everyday information related to current affairs, sports, politics,
weather, health, technology, entertainment, etc. Informational: Informational
websites provide detailed information of any field. There are many dedicated

informational websites for science, arts, sports, online trainings, research, etc. _, E-l; 'n' .

Educational.:

Educational websites are purely designed to deliver educational material for
both, teachers and students such as sabaq.pk, khan academy.org, etc.
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Personal:

A person can share about his or her biography or achievementsin a custom
developed website.

Business:

Abusiness website is the best way for any organization to market their products
and services. It also tells about the teams, policies and procedures of that

business. F(ﬂrﬂinww.psx.com.pk is the website of Pakistan Stock
Exchange.

4
FoR | O [[(3Rsu =]
Blogs: :- R -
Ablogi ' bsite that 3 .
article% yEl ategories
published. Word

EEE
ress is apopularblo
w ifferent users candi abo
categorize sers carfeasily lo

Entertainment:

An entertainment website serves content like videos or games purely for the
purpose of entertainment. YouTube is widely used for entertainment.

Social:

Social website is a platform where different people get together and socializ

with each other. They can also share their ideas, opinions and media. Facebo ki

and Twitter are instances of social networking websites.

Q3. Whatis HTML? Write Steps Involved In Creating Web Page In HTML
HTML

hiredt
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HTML stands for Hypertext Markup Language. HTML is used to create web
pages that are displayed by web browsers mainly on internet.

It is standard markup language for text documents. It allows the user to create
structured content by adding headings, paragraphs, links, blockquotes and
other media. It takes advantage of simple code structures called tags and
attributes to achieve formatting, graphic and navigation effects on web pages.

Step 1

Text Editor Start b ating a new blank file in a text edltor of your
choice. Asimplet U “e notepad can beduses odina-HIMLfo

web page.
Step 2: F u n
Write HTML cMrﬂzﬁEcn |
EEE
Example
<html> M
<head>
<title>My Website</title>
</head>
<body>
Welcome to my first web page.
</body>
</html>
Step 3:

IE]HL{E

Save HTML Page Go to File menu and click on Save. Make sure to provide .htm or -, ‘*"'i
.html extension for the file being saved. This will save the document as aweb
page instead of a plain text file. Step 4: View HTML Page in Browser Open the
saved HTML Ole in your default web browser. The web browser will
automatically translate HTML codes to correctly display the web page.

1
b £
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Q4. Briefly describe the htmltags
<IDOCTYPE html>

It specifies the HTML version used so the web browsers can show the web page
according to HTML standards. All HTML documents must start with this tag.

<html>

AlLHTML documents start with <html> tag and end with </html> tag.

<head> J 0 | N

Itis used to defi itional informatic Rl sia set of

tags such as trga, eta>, <style>,<scrip :

<body>M0nE"'
HEBR

The main content of the we is co

<title>

It defines the title of a web page. Titles &
of the browser window and displayed on search engine result pages.

<footer>
It defines the footer fora web page. e.g. “Copyright 2020. All rights reserved.”

<p>

adds space before and after its text.

<br>

S

It defines a paragraph of text in a webpage. It always starts from a new.line-ang:*

ok
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It defines a line break and starts the following content from a new line. Unlike
<p> tag, it does not add space before or after the break.

<hr>

It draws a horizontal line where it is defined. It is used to differentiate between
sections of the page.

<h1> - <h6>

Itisusedto defin%lﬂf HTML heading = 6) with <h1>
being heaviest heading a 6> being the lig di
<b>, <i>, <u> Fn n

i'a"ze and unde

These tags arMﬂ:ﬂE
EENE
<pre> M

It is used to define a preformatted text. The
spaces and line breaks as defined in HTML c«

<font>

It is used to define the font, size and color of its text. This tag can be composed
with three attributes: size, color and face. This tag is supported till version 4.1 of
HTML.

<center>

Itis usedto alignitstext to the horizontal center of the web page. This tagis
supportedtill version 4.1 of HTML.

<sub>
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It defines subscript text whichis under the baseline of other textand has a
smaller size.e.g. H20

<sup>

It defines superscript text which is slightly above the normal line of other text
and has a smaller size.

Q5. Name some web designing tools

WEB DESIGMI*

Followingis the list of some of the tools

website: Epﬁ
Microsoft FrontPage

1.
2. C
: JOOREN
HEBR
4. WordPress
icrosoft Visual Studi
6. Wix

7. Figma
8. Coffee Cup HTML Editor
9. Adobe XD
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Chapter #7
INTRODUCTION TO DATABASE SYSTEM

1. Whatis database? Give its some uses.
Database

A database stores datain organized form. A database is composed of tables
which contain rows and columns. These rows and columns are called records
and fields respectively.

Uses Of Database
1) Thesedays, 4 H nbe seenin eve
industries, heal ulture, schooli
2) The databas eveloped accordi

partlcular or

ation.

perfor I!
2. Whatd Im RE abase Mana

give its examples

DatabaM

Databases are usually developed, maintainet
Management System (DBMS). The DBMS esse
between databases and end users or applicatic
is consistently organized and remains easily accessible.

Examples

a) MySql

b) Oracle

c) Microsoft SQL Server

d) MongoDB

3. What are the Advantages of Database Management System over the Flai/—;
File System?

DBMS Flat file system
Multiple users can access data only users can access data at atime
simultaneously
Capable of handling huge sets of data | Capable of handling smaller sets of
data
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Allows non-duplication and integrity | Increase duplication and redundant
Supports online access Does not Supports online access

4. Mention Characteristics of Database Management System

Characteristics of Database Management System

a) Multiple users can access DBMS and can view, add, edit and delete

records.
b) ADBMS offers tools like Queries, Views and Forms which help users to

manipulate data easily and more effciently.

c) ADBﬂ nlﬂecure and reliable.

d) DBM ribution of data 1 USE

features like keys and relationships o€ lds <
e) Thisall &Erdupllcatlon ofld: nlesse dancy.
f) Preparing ps and providin lllntq I heﬂﬂrs are
es.0

EMBVH 'rl;e and com lk@l r'm.-ing' “Thergfore, it
edium andlmﬁ. i 1I
Wnts f . ol

Table

ltis a collection of data elements orga i@v&.ﬂowﬁ-m* 5. A

contact list may be one of the simplest
prepared by a class teacheris also an example of a table.

Field

Itis the smallest componentin a database. It is where the actual data is stored
during data entry. All data fields in the same table, have unique names. Fields
are also called attributes or columns.

Record

Asingle entryinatableis called arecord. Records are also referred a?tﬁp?e
rows. Arecord is made up of two or several data items which are also called
tuplesin atablerepresenting a set of related data
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Data Type Desecription Examples
Integer Holds only whole numbers. 145, -35, T4586

Holds numbers with decimal

points. 3.6, 3.14, 554.9

Floating Point

Character Stores only one character. A B, cd

Can store a combination of Palistan, Computer,

String nu1r_lbers:. letters and special @admin
characters. i
Boolean Can hold only Boolean values i.e. 1.0

true or false.

Stores date and time in specified
format.

Views QQ!‘M
In a database the data dintables.Ho

views. Views do no taand just sho
have the ability to f ﬁ from different table

Date & Time 01-01-2020 11:30

6. Describe the steps for creating a table
) Tocreammwsmg«oesi .
click on hen pull down
Vw
;"‘.E!;\ A
- Home
BT N
| View | Paste A
| 7 Datasheet View [

\J J PivotTable View

“ PivotChart View

(e

2) Anew table then appearsinthe Table Design View. Note that the default
name assigned to the table is Tablel.
3) Type the name of afield into the “Field Name” column.

M Design View ~—_—7F

hori At
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4) Then use the drop-down menu in the “Data Type” column to assign the
field a data type.
5) If desired, type a description of the data stored in this field
@ d49-c S  bankdb : Database (Access 2007) < Micros. Fable Tools - =% |
- Home Create External Data Database Tooks Acrobat Design “w
= v “ré Inset Rows 'Ju
i‘_‘l f = SN Detete Rows ——I
View Primary Builder Teat Valioat Property Indexes
x Key fuile oil Lookup Column | Spest
Vitws | Tcoi'. . | Show/Hide |
All Tables .« i{ - X
Tablel 2 | field Name - Description -
EZ] Tablel : Table ' CustomerlD Number The unigue identifier for a customer |9
‘ Fleld Properties -
ét;“’*' Lookup
Field Size |

Format

| Decimal Places

| Input Mask
Caption
Default Value
Validation Rule

Validstion Text

| Required
'}ucc

entries.

Field Name | Data Type Nes Ttiom
Customer [D Number The Unique Identifier for a customer
First Name Text The First Name of the customer
Last Name Text The Last Name of the customer
Address Text The Address of the customer

7) Click the “Save” button in the Quick Access toolbar.
8) Thentype a name for the newly created table and click “OK".
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Save As E|

Save 'Tablel' ko
;Custumer| |
fits

: Tahle v |
L

[ (4 ] [ Zancel ]

7. Write the Steps for creating a query or view using Design View.

Steps for creating a query or view using Design View

1.Tomake aquery i [ ew, clickon the “Create”tab inthe Ribbon and pull
down the “Querie click on “QueryPesign“buttorn:

2.Inthe “Show Table: dialeg box, add the table
query design view. n

3. Next, add the fields from these tables that

results or vie REﬂ!lall of the fi
i jeld inthe ta

you can click

4. OnceN have added all the nec:?y tah
clickthe “Clos i ow/Table” dis

query design view.

9. Torun aquery and view the result set, you
“Results” group of the “Design” tab in the “Query Tools” contextual tab on the
office Ribbon.

6.Theresult set looks like atable. This result set is a refection of data from the
selected Oelds of the tables. It is also known as a view.

7. Click the “Save” buttonin the Quick Access toolbar. Type a name for your view
and click “OK” to save the query.

8. What is datamodeling? What are its important components?

Data Modeling

Data modeling is a process of developing conceptual representation of data
objects and their relations. Data models are used to express how the
information will be stored in database. This helps to identify the most important
fields and remove the irrelevant data.

ok o
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(i) Entity

(i) Relationship
(iii) Referential Keys
9. Describe the components of Data modeling.

Entity

In literal sense, an entity isany individual object which has its own qualities and
properties. In database terms, an entity is an independent table and its fields are
known as attributes. As an example, a Payroll database will contain an entity

named Emﬂﬁlf“fmployees entity will contain various attributes like
Employeell ignation, Salary, é '

Relationship
When the datEn Buctures grew a

started to become redundant whichm [ essarily
duplica '
samed

Relational Database Mana
Referentia

field of an entity. In larger databases, keys are very important to uniquely
identify a specificrecord.

10. Describe the types of relationship.
Three types of relationships can be defined between entities.

(i) One to One Relationship

i

This type of relationship defines that arecord in one entity can be connected
only one recordin another entity. This is not a very common type of relations
because the data fromrelated entities can directly be placed in a single entity.

o )

(ii) One to Many Relationship

This type of relationship defines that arecord in one entity can be connected to
many records in another entity. This is the most common type of relationship
usedin relational databases
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(iif) Many to Many Relationship

Inthis type of relationship, one or more records of one entity are connected to
one or more records of another entity.

11. What are the types of referential Keys
Two types of keys are most commonly used in RDBMSs:
(i) Primary Key

A primary key is used to uniquely identify a record in an entity. When a primary
key is applied to any attribute in an entity, it forces the rules of Primary Key onto

that attribute. J 0 I “

(ii) Foreign Key

Aforeignkeyis usfﬂﬂe the connectio
The foreign key of is configured to be

another entity. henaforel nke is appliedio

value for that ch any reco
primary key. ---

e the steps to desi ode
Steps to design ER Model

1. Identify and design the entities based on thg
2. ldentify and design the attributes within the required entities.
3. ldentify the relationships required between entities.
4.Define Primary Keys in interrelated entities.

5. Design Foreign Key relationships based on requirements and bind them to
previously created Primary Keys.

6. Generate an automated Entity Relationship Diagram
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