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                                            CLASS  NO- 1: 
TOPIC COVERD: 

1-DEFINE INTERNET  WITH REAL EXAMPLE: 

2-COMMON APPLICATION OF INTERNET. 

3-GLOSSARY FOR THE INTERNET. 

 

WHAT IS INTERNET: 

Definition 1: 

The internet is a vast, global network that connects computers and devices worldwide. It's 

like a giant spider web of interconnected networks, allowing people to communicate, share 

information, and access resources from anywhere with an internet connection. 

 

Real-World Examples: 

1. Sending an Email: Imagine you want to send a message to a friend across the 

country. Instead of writing a letter and mailing it, you use the internet to send an 

email. Your email travels through the network, hopping from server to server, until it 

reaches your friend's inbox. 

2. Watching a Video: You want to watch a funny cat video. You go to a website like 

YouTube, search for the video, and click play. The video is streamed to your device 

over the internet, allowing you to watch it instantly without having to download the 

entire file. 

3. Online Shopping: You need a new pair of shoes. Instead of going to a physical store, 

you visit an online retailer like Amazon. You browse through their selection, find the 

shoes you like, and make a purchase. The internet facilitates the entire transaction, 

from browsing to payment. 

4. Social Media: You want to share a photo with your friends and family. You upload it 

to a social media platform like Facebook or Instagram. Your friends and family can 

then view and interact with your photo, no matter where they are in the world. 

5. Researching a Topic: You're curious about the history of the Roman Empire. You 

use a search engine like Google to find information. The search engine scours the 

internet, finding websites and articles related to your query, and presents them to you 

in a list of results. 



DEFINATION 2- 

The internet is a vast network that connects computers and devices worldwide. 

 

It's like a giant spider web of information, allowing people to communicate, share data, and 

access resources from anywhere with an internet connection. 
 

w 

Internet basic diagram 

 

Key Components: 
 

• Devices: These are the computers, smartphones, tablets, and other gadgets that people 

use to connect to the internet. 

• Networks: These are the local or regional connections that link devices together, such 

as home Wi-Fi or mobile data networks. 

• Internet Service Providers (ISPs): These are the companies that provide internet 

access to individuals and organizations, like your local cable or phone company. 

• Servers: These are powerful computers that store websites, files, and other data, 

making them accessible to users on the internet. 

• Routers: These are devices that direct internet traffic, ensuring that data reaches its 

intended destination. 

https://www.researchgate.net/figure/Basic-components-of-the-Internet_fig1_342991695
https://www.researchgate.net/figure/Basic-components-of-the-Internet_fig1_342991695


• Protocols: These are the sets of rules that govern how data is transmitted and received 

over the internet, ensuring smooth communication between devices. 

 

How it Works: 

1. When you want to access a website or send an email, your device sends a request over 

your local network to your ISP. 

2. Your ISP connects to the broader internet, routing your request through various 

networks and servers. 

3. The request reaches the server hosting the website or email, which then sends the 

requested data back to your device. 

4. Your device receives the data and displays the website or email for you to view. 

 

Basic Internet Terms: 

• World Wide Web (WWW): This is the collection of websites and online content that 

you access using a web browser. 

• Web Browser: This is a software application that allows you to view websites, like 

Google Chrome, Mozilla Firefox, or Safari. 

• Website: This is a collection of web pages, images, and other content organized 

under a specific domain name, like www.example.com. 

• URL (Uniform Resource Locator): This is the address of a website or web page, 

like https://www.example.com. 

• Email: This is a method of sending and receiving messages electronically over the 

internet. 

• Search Engine: This is a tool that helps you find information on the internet, like 

Google, Bing, or DuckDuckGo. 

 

Benefits of the Internet: 

• Communication: Connect with people around the world through email, messaging 

apps, and social media. 

• Information Access: Find information on virtually any topic through search engines 

and online resources. 

• Entertainment: Enjoy streaming videos, music, and games online. 

• Education: Take online courses, access educational materials, and collaborate with 

students and teachers. 

• Commerce: Shop online, manage finances, and conduct business transactions. 

 

Safety Tips: 

• Use strong passwords: Protect your accounts with unique and complex passwords. 

• Be cautious of phishing scams: Don't click on suspicious links or provide personal 

information to untrusted sources. 

• Install antivirus software: Protect your devices from malware and viruses. 

• Be mindful of privacy: Understand how your data is being collected and used online. 

https://www.google.com/url?sa=E&source=gmail&q=https%3A//www.example.com
https://www.google.com/url?sa=E&source=gmail&q=https%3A//www.example.com


The internet is a powerful tool that has transformed the way we live, work, and interact with 

the world. By understanding its basics, you can harness its potential and navigate the online 

world safely and effectively. 

 

1.2 COMMON APPLIACTION OF INTERNET: 

The internet has become an indispensable part of our lives, offering a wide array of 

applications that cater to various needs and interests. Here are some of the most common 

applications of the internet for beginners, presented with a simple diagram: 

 

w 

Common Applications of Internet Diagram 

1. Communication: 

 

• Email: Send and receive electronic messages instantly across the globe. 

• Messaging Apps: Engage in real-time conversations with friends, family, and 

colleagues through platforms like WhatsApp, Facebook Messenger, and Telegram. 

• Video Conferencing: Conduct face-to-face meetings and calls with people anywhere 

in the world using tools like Zoom, Skype, and Google Meet. 

• Social Media: Connect and interact with others on platforms like Facebook, Twitter, 

Instagram, and LinkedIn, sharing updates, photos, and videos. 

 

2. Information Access: 

 

• Web Browsing: Explore a vast ocean of information through search engines like 

Google, Bing, and DuckDuckGo, finding answers to any question imaginable. 

• Online Encyclopedias: Access comprehensive knowledge bases like Wikipedia for 

information on various topics. 

• News Websites: Stay updated on current events and happenings around the world 

through online news sources. 

https://www.educba.com/what-is-internet-application/
https://www.educba.com/what-is-internet-application/


• Educational Resources: Learn new skills, take online courses, and access 

educational materials from platforms like Khan Academy, Coursera, and edX. 

 

3. Entertainment: 

 

• Streaming Services: Enjoy movies, TV shows, and music on demand through 

platforms like Netflix, Hulu, Spotify, and YouTube. 

• Online Games: Play interactive games with friends or against opponents from around 

the world. 

• Social Media: Engage with entertaining content, videos, and memes on social media 

platforms. 

• Online Radio: Listen to radio stations from anywhere in the world and discover new 

music. 

 

4. Commerce: 

 

• Online Shopping: Purchase products and services from a vast array of online 

retailers, enjoying convenience and competitive prices. 

• Online Banking: Manage your finances, pay bills, and transfer money securely 

through online banking platforms. 

• E-commerce Platforms: Buy and sell goods and services on platforms like eBay, 

Amazon, and Etsy. 

• Online Auctions: Participate in online auctions to bid on unique items and 

collectibles. 

 

5. Other Applications: 

 

• Travel and Tourism: Book flights, hotels, and tours online, research destinations, 

and access travel guides. 

• Healthcare: Access medical information, book appointments, and consult with 

doctors online. 

• Education: Take online courses, access educational materials, and collaborate with 

students and teachers. 

• Government Services: Access government information, file taxes, and renew 

licenses online. 

 

These are just a few of the many ways the internet is used in our daily lives. As technology 

continues to evolve, new and innovative applications of the internet are constantly emerging, 

making our lives more connected, informed, and convenient. 

 

1.3 GLOSSARY FOR THE INTERNET BASICS: 

Here's a glossary of basic internet terms for beginners: 

 

A 

 

• Address Bar: The field at the top of a web browser where you type the URL of a 

website. 



• Algorithm: A set of rules or instructions followed by a computer to solve a problem 

or perform a task. Often used in search engines and social media feeds. 

• App (Application): A software program designed to run on a computer, smartphone, 

or other device. 

 

 

 

 

 

B 

 

• Bandwidth: The amount of data that can be transmitted over a network connection in 

a given period of time. Think of it like the width of a pipe—wider bandwidth means 

more data can flow through. 

• Bookmark: A saved link to a website, allowing you to easily return to it later. 

• Browser (Web Browser): A software application used to access the internet and 

view websites (e.g., Chrome, Firefox, Safari, Edge). 

• Bug: An error in a computer program that causes it to malfunction. 

 

C 

 

• Cache: Stored data that a browser keeps to load websites faster on subsequent visits. 

• Cloud Computing: Storing and accessing data and programs over the internet instead 

of on your local computer. 

• Cookie: A small piece of data stored by a website on your computer, often used to 

remember your preferences or track your activity. 

• Cyberspace: The virtual world of the internet. 

 

D 

 

• Data: Information that is stored and used by computers. 

• Download: To transfer data from a remote server to your local computer. 

• Domain Name: The unique name of a website (e.g., google.com, wikipedia.org). 

 

E 

 

• Email (Electronic Mail): A method of sending and receiving messages electronically 

over the internet. 

• Encryption: The process of converting data into a secure code to prevent 

unauthorized access. 

 

F 

 

• Firewall: A security system that controls network traffic, blocking unauthorized 

access. 

 

H 

 

• Homepage: The main page of a website. 

• HTML (HyperText Markup Language): The language used to create web pages. 

https://www.google.com/search?q=google.com


• HTTP (HyperText Transfer Protocol): The set of rules for transferring data over 

the web. 

• HTTPS (HyperText Transfer Protocol Secure): A secure version of HTTP, 

indicating that the website uses encryption. 

• Hyperlink (Link): A clickable element on a web page that takes you to another page 

or website. 

 

 

 

I 

 

• IP Address (Internet Protocol Address): A unique numerical identifier for each 

device connected to the internet. 

• ISP (Internet Service Provider): A company that provides internet access to 

individuals and organizations. 

 

M 

 

• Malware (Malicious Software): Software designed to harm or gain unauthorized 

access to a computer system. 

 

N 

 

• Network: A group of interconnected computers and devices that can communicate 

with each other. 

 

P 

 

• Password: A secret word or phrase used to access an account or system. 

• Phishing: A type of online scam where someone tries to trick you into revealing 

personal information, such as passwords or credit card numbers. 

• Protocol: A set of rules that govern how data is transmitted and received over a 

network. 

 

S 

 

• Search Engine: A tool that helps you find information on the internet (e.g., Google, 

Bing, DuckDuckGo). 

• Server: A powerful computer that stores and serves data to other computers over a 

network. 

• Software: A set of instructions that tells a computer what to do. 

• Spam: Unsolicited or unwanted email, often of a promotional nature. 

 

U 

 

• Upload: To transfer data from your local computer to a remote server. 

• URL (Uniform Resource Locator): The address of a website or web page. 

• Username: A unique identifier for a user on a system or website. 



V 

 

• Virus: A type of malware that can replicate itself and spread to other computers. 

 

W 

 

• Web Page: A document that can be viewed in a web browser. 

• Website: A collection of web pages organized under a specific domain name. 

• Wi-Fi: A wireless networking technology that allows devices to connect to the 

internet without cables. 

• WWW (World Wide Web): The collection of websites and online content that you 

access using a web browser. 

 

This glossary provides a foundation for understanding basic internet concepts. The internet is 

constantly evolving, so continuous learning is key! 



                       CLASS NO -2    

TOPICS COVERED: 

✓ 1-INTODUCTION ABOUT BROWSER AND HOW IT WORKS. 

✓ 1-COMMON BROWSER FEATURES 

✓ 2- CONSTITUENT OF A WEB BROWSER 

✓ 3-ELEMENTS OF CHOROME BROWSER WINDOW.               

What is a web browser? 

• Imagine the internet as a massive library with countless books (websites). A web 

browser is like your personal librarian, helping you find and read those books. 

• It's a software application that you install on your computer, phone, or tablet. 

• Popular examples include Google Chrome, Mozilla Firefox, Safari (for Apple 

devices), and Microsoft Edge. 

What does a web browser do? 

1. Finds websites: When you type a website address (like www.google.com) into the 

browser, it fetches the website's files from the internet. 

w.  

Website address bar in a web browser  

2. Displays websites: It then translates those files into the visual webpage you see, with 

text, images, videos, and interactive elements. 

https://www.google.com/url?sa=E&source=gmail&q=https://www.google.com
https://en.wikipedia.org/wiki/Address_bar


  

website displayed in a web browser  

3. Lets you interact: It allows you to click links, fill out forms, watch videos, and do all 

sorts of things on the web. 

 

 

Key features of a web browser: 

• Address bar: Where you type website addresses. 

• Navigation buttons: "Back" and "forward" to move between pages you've visited. 

• Tabs: Open multiple websites in different tabs within the same window. 

 

tabs in a web browser  

• Bookmarks: Save your favorite websites for easy access later. 

w  

bookmarks in a web browser  

• Search bar: Quickly search for things on the web. 

https://help.comodo.com/topic-169-1-413-4481-find-and-edit-bookmarks.html


How Browsers Work 

• Fetching: When you type a website address (URL) or click a link, the browser sends 

a request to a web server where the website's files are stored. 

• Translating: The server sends back the files (HTML, CSS, JavaScript), and the 

browser's "rendering engine" interprets these files to create the visual webpage you 

see. 

• Displaying: The browser displays the webpage with text, images, videos, and 

interactive elements, making it user-friendly. 

 

Why are web browsers important? 

• Access to information: They're your gateway to the vast world of information, news, 

entertainment, and resources online. 

• Communication: They enable you to use web-based email, social media, and 

messaging services to connect with others. 

• Productivity: They provide access to online tools for work, education, and personal 

tasks. 

 

 

NOTE BOOK-IMPORTANT 

The Internet vs. the Web vs. the Browser 

• Internet: The vast network of interconnected computers around the world, like a 

giant system of roads. 

• Web (World Wide Web): A collection of websites and online content that you 

access through the internet, like the cities and towns you visit on those roads. 

• Web Browser: The software that allows you to travel on the internet and access the 

web, like your car or bus. 

COMMON BROWSER FEATURES: 

Let's explore some common features you'll find in most modern web browsers: 

Core Functionality: 

• Address Bar: The field at the top where you type in website addresses (URLs). It 

often includes features like autocomplete and suggestions as you type. 

• Navigation Buttons: Back, Forward, and Refresh buttons to move between 

previously viewed pages or reload the current page. 

• Tabs: Allow you to open multiple webpages simultaneously within the same browser 

window. Each tab acts like a separate window, keeping your browsing organized. 



• Bookmarks/Favorites: A way to save website addresses so you can easily return to 

them later. You can typically organize bookmarks into folders. 

• History: A log of the websites you've visited, allowing you to easily find pages 

you've seen before. 

• Search Bar: Many browsers have a built-in search bar, often integrated with the 

address bar, that lets you quickly search the web using your default search engine. 

Enhancements and Utilities: 

• Pop-up Blocker: Prevents unwanted pop-up windows from appearing, which can be 

annoying and sometimes malicious. 

• Download Manager: Helps you keep track of files you've downloaded from the web. 

• Zoom: Allows you to enlarge or shrink the content of a webpage for better 

readability. 

• Print: Lets you print webpages. Often includes options to adjust the layout and 

remove unnecessary elements before printing. 

• Developer Tools: A set of tools for web developers to inspect and debug websites. 

These are usually hidden in a menu or accessible via keyboard shortcuts. 

• Extensions/Add-ons: Small programs that add extra features to your browser, like ad 

blockers, password managers, or note-taking tools. 

• Private/Incognito Mode: A browsing mode that doesn't save your browsing history, 

cookies, or other data. Useful for keeping your browsing activity private. 

• Settings/Preferences: Allows you to customize the browser's appearance, behavior, 

and privacy settings. 

• Auto-fill: Saves information like your name, address, and credit card details to 

automatically fill in forms on websites, saving you time. 

• Password Manager: Some browsers offer built-in password managers to securely 

store and manage your website passwords. 

Security and Privacy: 

• Phishing and Malware Protection: Browsers often have built-in features to warn 

you about potentially dangerous websites that might try to steal your information or 

install malware. 

• HTTPS: Browsers emphasize the use of HTTPS (secure connections) and often 

display a lock icon to indicate a secure website. 

• Privacy Controls: Options to manage cookies, tracking, and other privacy settings. 

Accessibility: 

• Text Sizing: Ability to increase or decrease the size of text on webpages. 

• Screen Reader Compatibility: Browsers are designed to work with screen reader 

software for visually impaired users. 

 

 



CONSTITUENT OF A WEB BROWSER: 

 

 

1. User Interface (UI): This is what you, the user, see and interact with. Think of it as 

the "control panel" of the browser. 

o Address Bar: Where you type website addresses (URLs) like 

www.example.com. 

o Navigation Buttons: Back, Forward, and Refresh buttons to move between 

pages or reload the current one. 

o Tabs: Let you open multiple webpages at the same time within one browser 

window. Each tab is like a separate window within the browser. 

o Menus: Provide access to settings, bookmarks, history, and other browser 

functions. 

2. Browser Engine: This is the core of the browser, acting as a bridge between the UI 

and the rendering engine. It handles the basic operations. 

3. Rendering Engine: This is the "artist" of the browser. It's responsible for taking the 

code of a webpage (HTML, CSS, etc.) and turning it into the visual representation 

you see on your screen. 

o HTML Parser: Reads the HTML code and figures out the structure of the 

webpage (headings, paragraphs, images, etc.). 

o CSS Parser: Reads the CSS code and determines the style of the webpage 

(colors, fonts, layout, etc.). 

o Layout Engine: Combines the structure (from HTML) and style (from CSS) 

to calculate the position and size of everything on the page. 

4. Networking: This component is the "messenger" of the browser. It's responsible for 

fetching the webpage data from the internet. 

o HTTP/HTTPS Requests: Sends requests to web servers to get the website 

files. 

o Receiving Data: Receives the HTML, CSS, JavaScript, images, and other 

files that make up a webpage. 



5. JavaScript Interpreter: This component executes JavaScript code, which adds 

interactivity to webpages (animations, form validation, dynamic updates, etc.). 

6. UI Backend: This component draws the user interface elements of the browser itself 

(buttons, menus, windows, etc.). It works closely with the operating system. 

7. Data Storage: The browser needs to store some information, like: 

o Cookies: Small text files that websites store on your computer to remember 

your preferences or track your activity. 

o Cache: Stores copies of website files to load pages faster the next time you 

visit. 

o Bookmarks: Your saved website addresses. 

o History: A list of the websites you've visited. 

Simplified Flow of Information: 

1. You type a website address (URL) in the Address Bar (UI). 

2. The UI sends this request to the Browser Engine. 

3. The Browser Engine tells the Networking component to fetch the website files. 

4. The Networking component sends a request over the internet to the web server. 

5. The web server sends back the website files (HTML, CSS, JavaScript, images). 

6. The Networking component gives these files to the Rendering Engine. 

7. The Rendering Engine (HTML Parser, CSS Parser, Layout Engine) processes the files 

and creates the visual webpage. 

8. The JavaScript Interpreter executes any JavaScript code. 

9. The UI Backend draws the webpage on your screen. 

10. You see and interact with the webpage. 

 

ELEMENTS OF A CHOROME BROWSER WINDOW: 

 

 

 

 

1. Title Bar: 



• Window Controls: On the far right, you'll find the minimize, maximize/restore, and 

close buttons for controlling the browser window. 

• Browser Name: Usually displays "Google Chrome" or the name of the current 

webpage. 

2. Address Bar: 

• Website Address (URL): The field where you type in website addresses (URLs) like 

www.example.com. 

• Security Indicators: Shows a lock icon to indicate a secure connection (HTTPS) and 

may display other security warnings. 

• Page Information: Clicking the lock icon often provides details about the website's 

security and permissions. 

• Reload Button: A circular arrow to reload the current webpage.    

• Star (Bookmark) Icon: Click to save the current webpage as a bookmark. 

3. Tab Strip: 

• Tabs: Displays open webpages as tabs. You can click on a tab to switch to that page. 

• New Tab Button: A plus sign (+) to open a new, blank tab. 

• Tab Close Button: An "x" on each tab to close it. 

4. Bookmarks Bar (Optional): 

• Displays saved bookmarks for quick access. You can toggle this bar on or off in 

Chrome's settings.    

5. Webpage Area: 

• This is the main area where the content of the webpage is displayed. 

6. Scroll Bars (If Needed): 

• Appear on the right side and/or bottom if the webpage content is larger than the 

visible area. 

7. Status Bar (Optional): 

• Located at the very bottom, it may show information about the webpage loading 

status, links you hover over, or other details. 

8. Chrome Menu: 

• A three-dot icon (⋮) on the far right of the address bar. 

• Provides access to Chrome's settings, history, bookmarks, downloads, zoom controls, 

and other functions. 

9. Extensions Icons (Optional):If you have installed any Chrome extensions, their icons 

may appear to the right of the address bar. 
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1. Install and manage extensions - Chrome Web Store Help  

Important Notes: 

• The exact appearance and arrangement of these elements may vary slightly depending 

on your operating system (Windows, macOS, Linux) and the version of Chrome you 

are using. 

• Some elements, like the Bookmarks Bar and Status Bar, can be hidden or shown in 

Chrome's settings.    

• Chrome is constantly updated, so new features and changes to the interface may be 

introduced over time.    

 

https://support.google.com/chrome_webstore/answer/2664769?hl=en
https://support.google.com/chrome_webstore/answer/2664769?hl=en


EFFICENT USE OF SEARCH ENGINE: 

What is search engine: 

 a search engine helps you find information on the internet quickly and easily, without having 

to search through every web page yourself. 

 

A search engine is like a helpful guide to the internet. Imagine the internet is a giant library 

with billions of books (web pages). You want to find information about, say, "how to make a 

cake." Instead of searching through every book yourself, you ask a search engine for help. 

Here's how it works: 

1. You ask: You type "how to make a cake" into the search engine. This is your "search 

query." 

2. The search engine searches: It has a massive index, like a catalog of all the books in 

the library. It quickly looks through this index to find web pages that mention "how to 

bake a cake." 

3. It gives you results: The search engine shows you a list of links to web pages that it 

thinks are the most relevant to your question. These are your "search results." 

Think of it like this: 

• Internet: The giant library with billions of books. 

• Search engine: The helpful librarian who knows where everything is. 

• You: The person looking for information. 

• Search query: Your question to the librarian ("how to bake a cake"). 

• Search results: The list of books (web pages) the librarian gives you. 

So, a search engine helps you find information on the internet quickly and easily, without 

having to search through every web page yourself. 

Think of a web browser as the tool you use to access the internet. It's like the key to open 

the door to all the websites, videos, and information online. 

TYPES OF WEB SEARCHES: 

Here's a simple breakdown of the main types of searches people do online: 

1. Navigational Searches (The "Go There" Search) 

• What it is: You want to go to a specific website. You already know the website's 

name or brand. 

• Example: Typing "YouTube" into Google to go to the YouTube website. 



• Think of it like: Using a map to find a specific address, or knowing exactly which 

aisle the book you want is in. 

2. Informational Searches (The "Learn About" Search) 

• What it is: You're looking for information on a topic. You want to learn something 

new or answer a question. 

• Example: Searching "how to bake a cake" or "what are the symptoms of a cold?" 

• Think of it like: Going to the library to research a topic, or reading an encyclopedia 

to learn about something. 

3. Transactional Searches (The "Do Something" Search) 

• What it is: You want to do something specific online, like buy something, sign up for 

a service, or download a file. 

• Example: Searching "buy new running shoes" or "download the latest version of 

Chrome." 

• Think of it like: Going to a store to buy a specific item, or going to the library to 

borrow a book. 

Why this matters: 

Understanding these different types of searches helps search engines give you better results. 

It also helps website owners create content that meets the needs of people searching for 

information. 

 

 

 

 

 

 

SOME POPULAR BROWSER VARIANTS 

 

Here are some of the most common ones: 

• Google Chrome: The most popular browser worldwide. It's known for being fast, 

easy to use, and having a huge library of extra features (called "extensions"). 

• Safari: Apple's browser, which comes pre-installed on iPhones, iPads, and Macs. It's 

designed to work seamlessly with Apple devices and is known for its strong privacy 

features. 



• Microsoft Edge: The default browser on Windows computers. It's built on the same 

technology as Chrome but has some unique features, including AI-powered tools. 

• Mozilla Firefox: A long-standing browser that's popular with people who value 

privacy and customization. It's open-source, meaning it's developed by a community 

of people rather than a single company. 

Here's a simple way to remember them: 

• Chrome: The popular one, like the cool kid in school. 

• Safari: The Apple one, like the stylish one. 

• Edge: The Windows one, like the helpful one. 

• Firefox: The independent one, like the unique one. 

Each browser has its own strengths and weaknesses, so the best one for you depends on your 

needs and preferences. 

HOW DO SEARCH ENGINE WORKS 

Let's break down how a search engine works with a simplified diagram and explanation: 

 

 

1. The Web: This is the vast collection of all websites on the internet. Think of it as a giant 

library with billions of books.    

2. Crawling (The Explorer): Search engines send out "crawlers" (also called "spiders" or 

"bots"). These are like tiny explorers that travel across the web, going from website to 

website, following links. They collect information about each website they visit, like the text 

on the page, images, and other content. Imagine them reading the title, author, and a summary 

of each book in the library.    



3. Indexing (The Cataloger): The information gathered by the crawlers is then organized 

and stored in a massive database called the "index." This index is like the library's card 

catalog, listing every book and where to find it. It allows the search engine to quickly find 

relevant websites when someone searches for something. The index is crucial for speed.    

4. Search Engine (The Librarian): This is the system that takes your search query (what 

you type into the search bar) and uses the index to find the most relevant websites. It uses 

complex algorithms (sets of rules) to determine which websites are the best match for your 

search. Think of the librarian using the card catalog to find the books you need.    

5. Your Search (Query): This is what you type into the search bar. It's your question to the 

search engine. For example, "best pizza recipe" or "weather in London."    

6. Search Results (The Book Recommendations): The search engine displays a list of the 

most relevant websites it found in response to your query. These are the "search results." 

They usually include the website title, a short description (snippet), and the website address 

(URL). This is like the librarian giving you a list of the best books to read.    

In Simple Terms: 

You ask a question (your search query). The search engine, which has already explored and 

organized the internet (crawling and indexing), quickly finds the best answers (search results) 

and shows them to you. It's like having a super-smart librarian who knows where every book 

is and can find the right one instantly.    

HOW TO SEARCH THE WEB: 
 

Think of them as special instructions you give to Google to find exactly what you're looking 

for. 

1. Exact Phrases: "" (Quotation Marks) 

• What it does: Finds pages with the exact words you put inside the quotes, in the 

exact order. 

• Example: "best chocolate chip cookie recipe" This will only find pages with 

that exact phrase. Without quotes, Google might find pages about "chocolate," "chip," 

"cookie," and "recipe" separately. 

2. Excluding Words: - (Minus Sign) 

• What it does: Tells Google to ignore pages that contain a specific word. 

• Example: jaguar -car This will find information about the animal jaguar, but 

exclude results about the Jaguar car. 

3. Including Words: + (Plus Sign) 

• What it does: Tells Google that a specific word must be included in the results. (Less 

commonly used than the minus sign). 



• Example: running shoes +nike This will find running shoes that must mention the 

brand Nike. 

4. Wildcards: * (Asterisk) 

• What it does: Use the asterisk as a placeholder for a word you don't know or want to 

leave open. 

• Example: best * cake recipe This will find results for "best chocolate cake 

recipe," "best vanilla cake recipe," "best carrot cake recipe," etc. 

5. Either/Or: OR (Capitalized) 

• What it does: Finds pages that contain either one word or another. 

• Example: hiking boots OR hiking shoes This will find results about either 

hiking boots or hiking shoes. 

6. Searching Within a Site: site: 

• What it does: Limits your search to a specific website. 

• Example: site:wikipedia.org dinosaurs This will find information about 

dinosaurs only on Wikipedia. 

7. Searching for Specific File Types: filetype: 

• What it does: Finds files of a specific type, like PDFs, DOCs, or PPTs. 

• Example: filetype:pdf resume template This will find PDF files that are resume 

templates. 

8. Finding Similar Sites: related: 

• What it does: Finds websites that are similar to a website you already know. 

• Example: related:amazon.com This will find other online shopping websites. 

9. Searching in Titles: intitle: and allintitle: 

• What it does: intitle: finds pages where your search term is in the title of the page. 

allintitle: requires all your search terms to be in the title. 

• Example: intitle:best coffee makers This will find pages with "best coffee 

makers" in the title. 

10. Searching in URLs: inurl: and allinurl: 

• What it does: inurl: finds pages where your search term is in the URL (web 

address) of the page. allinurl: requires all your search terms to be in the URL. 

• Example: inurl:recipe chocolate cake This will find pages with "recipe," 

"chocolate," and "cake" in the URL. 

Combining Operators (Power User Tip!): 



You can combine these operators to make very specific searches. 

• Example: "best hiking boots" -waterproof site:rei.com This will find 

reviews of hiking boots on REI's website, but exclude waterproof boots. 

Key takeaway: Practice makes perfect! Try these operators in different combinations to see 

how they affect your search results. The more you use them, the better you'll become at 

finding exactly what you need on the web. 

 

 

GOOGLE ADVANCED SEARCH: 

Google Advanced Search is a tool that lets you use those search operators (like quotes, minus 

signs, etc.) without having to type them directly into the search bar. It provides a form where 

you can fill in the information you're looking for, making complex searches easier.    

Here's a simplified breakdown: 

1. Finding Advanced Search: Go to Google.com. At the bottom right of the page 

(sometimes hidden behind "Settings"), you'll find "Advanced Search." Click it. 

2. The Advanced Search Form: You'll see a form with lots of fields. These fields 

correspond to the search operators we talked about.    

3. How to Use It: 

o "Find pages with..." Section: 

▪ "all these words": This is like a regular search. Type in the keywords 

you want to find. 

▪ "this exact word or phrase": This is like using quotation marks. 

Type in the exact phrase you're looking for. 

▪ "any of these words": This is like using OR. Type in words you want 

Google to find any of. 

▪ "none of these words": This is like using the minus sign. Type in 

words you want to exclude. 

o "Narrow your results" Section: 

▪ "site or domain": This is like using site:. Type in a website address 

to search only that site. 

▪ "file type": This is like using filetype:. Choose the type of file 

you're looking for (e.g., PDF, DOC).    

▪ "language": Choose the language of the pages you want to find.    

▪ "region": Choose the region of the pages you want to find.    

▪ "last updated": Choose how recently the pages you find should have 

been updated.    

▪ "terms appearing": Where the words you search for should appear 

(anywhere on the page, in the title, or in the URL).    

▪ "safe search": Filter explicit results.    

▪ "number range": Search within a range of numbers, for example, 

prices.    

4. Click "Advanced Search": Once you've filled in the form, click the "Advanced 

Search" button. Google will then perform the search using the criteria you specified. 

https://developer.mozilla.org/en-US/docs/Glossary/World_Wide_Web#:~:text=The%20World%20Wide%20Web%E2%80%94commonly,webpages%20accessible%20through%20the%20Internet.
https://developer.mozilla.org/en-US/docs/Glossary/World_Wide_Web#:~:text=The%20World%20Wide%20Web%E2%80%94commonly,webpages%20accessible%20through%20the%20Internet.
https://www.google.com/search?q=Google.com


Why Use Advanced Search? 

• Easier than typing operators: It's a visual way to build complex searches without 

remembering all the symbols. 

• Less prone to errors: You're less likely to make mistakes when filling in a form than 

when typing complex strings of operators. 

• Good for complex searches: If you're having trouble finding something specific, 

Advanced Search can help you narrow down your results.    

Example: 

Let's say you want to find PDF files about dog training on the American Kennel Club 

website, but you don't want results about puppies. 

1. Go to Advanced Search. 

2. In "this exact word or phrase," type "dog training". 

3. In "none of these words," type "puppy". 

4. In "site or domain," type "akc.org". 

5. In "file type," select "PDF". 

6. Click "Advanced Search." 

Google will then give you a list of PDF files about dog training on the AKC website, 

excluding anything about puppies. 

In short, Google Advanced Search is a user-friendly way to use the power of search operators 

to find exactly what you need on the web. 

   

 

 

 

https://searchengineland.com/advanced-google-search-operators-388355
https://searchengineland.com/advanced-google-search-operators-388355


WHAT IS DIGITAL INDIA: 

Imagine India as a big neighborhood, and the government wants to make things easier 

and more convenient for everyone living there. 

 Digital India is like a big project to bring technology to everyone in the neighborhood.. 

Essentially, Digital India wants to make technology available and useful for everyone in 

India, so that everyone can have a better life. 

 

Think of it like this: 

• Internet for everyone: Imagine everyone in the neighborhood having fast internet at 

home, in schools, and even in the local park. This is what Digital India aims to do – 

make sure everyone has access to the internet. 

• Easy access to services: Instead of going to different offices for things like getting a 

birth certificate or paying bills, imagine being able to do all of that from your phone 

or computer. Digital India wants to make it easy for people to access government 

services online. 

• Learning about technology: Imagine free classes for everyone in the neighborhood 

to learn how to use computers and the internet. Digital India wants to teach people 

how to use technology so they can benefit from it. 

Here are some real-life examples: 

• A farmer in a village can use his phone to check the weather forecast or learn 

about new farming techniques. 

• A student can use the internet to study for exams or take online courses. 

• An older person can use a computer to video chat with their family who lives far 

away. 

PILLARS OF DIGITAL INDIA PROGRAM: 

 

Imagine Digital India has 9 main supporting pillars, like the legs of a table, that hold the 

whole project up. Each pillar focuses on a different area to make India more digital. 

1. Broadband Highways: 

• Think: Super fast internet roads connecting every corner of India, especially villages. 

• Why: So everyone can access information, learn online, and connect with others 

easily. 

 



2. Universal Access to Mobile Connectivity: 

• Think: Making sure everyone has a mobile phone and network coverage, even in 

remote areas. 

• Why: Mobile phones are like mini-computers, helping people access services, 

information, and stay in touch. 

3. Public Internet Access Programme: 

• Think: Setting up common places like internet cafes in villages and towns. 

• Why: To help people who don't have internet at home still get online and use digital 

services. 

4. e-Governance: Reforming Government through Technology: 

• Think: Making government services like getting a birth certificate or paying taxes 

available online. 

• Why: To make things easier, faster, and less complicated for people dealing with the 

government. 

5. e-Kranti - Electronic Delivery of Services: 

• Think: Providing important services like education, healthcare, and banking online. 

• Why: So people can access these services conveniently from anywhere, anytime. 

6. Information for All: 

• Think: Making government information and data easily available to everyone online. 

• Why: To be transparent and empower citizens with knowledge. 

7. Electronics Manufacturing: 

• Think: Making India a hub for manufacturing electronic devices like phones and 

computers. 

• Why: To make technology more affordable and create jobs in India. 

8. IT for Jobs: 

• Think: Training people, especially in villages, to use computers and technology for 

jobs. 

• Why: To help people find better jobs and participate in the growing digital economy. 

9. Early Harvest Programmes: 

• Think: Small but quick projects that show the benefits of Digital India right away. 

• Why: To build momentum and encourage more people to embrace digital technology. 

These 9 pillars work together to make Digital India a reality, bringing technology and its 

benefits to everyone in India. 



 

 

 

LIST OF DIGITAL INDIA PROGRAMME WITH SERVICE 

 

 

For Everyone: 

• .   Aadhaar:  

o What it is: A unique 12-digit identification number for every Indian citizen. 

o Service: Acts as a digital identity proof for various services (like opening a 

bank account, getting a SIM card, etc.). 

• DigiLocker:  

o What it is: A secure digital space to store important documents like Aadhaar, 

PAN card, driving license, and certificates. 

o Service: Easy access to official documents, no need to carry physical copies. 

• UMANG (Unified Mobile Application for New-Age Governance):  

o What it is: A mobile app to access various government services in one place. 

o Service: Pay bills, apply for passports, access health records, and more, all 

from your phone. 

• UPI (Unified Payments Interface):  

o What it is: A real-time payment system for instant money transfers between 

bank accounts. 

o Service: Send and receive money instantly using your phone, no need for cash 

or cards. 

For Villages and Rural Areas: 

• Bharat Net:  

o What it is: A project to provide high-speed internet to all villages in India. 

o Service: Enables access to online education, healthcare, government services, 

and more in rural areas. 

• Common Service Centers (CSCs):  

o What it is: Physical centers in villages where people can access government 

services and digital facilities. 

o Service: Help with online applications, banking, telemedicine, and digital 

literacy training. 

• Pradhan Mantri Gramin Digital Saksharta Abhiyan (PMGDISHA):  

o What it is: A scheme to make people in rural areas digitally literate. 

o Service: Provides basic computer and internet training to rural residents. 



 

 

For Specific Needs: 

• DIKSHA (Digital Infrastructure for Knowledge Sharing):  

o What it is: A digital platform for school education. 

o Service: Provides access to e-learning content for students and teachers. 

• e-Hospital:  

o What it is: A digital platform for hospitals. 

o Service: Online registration, appointments, and access to medical records. 

• MyGov:  

For Businesses and Economy: 

• e-Biz: A single-window portal for businesses to obtain clearances and licenses from 

various government agencies. This simplifies the process of starting and running a 

business. 

• GST (Goods and Services Tax) Platform: The online platform for filing GST 

returns, paying taxes, and managing GST-related activities. This has streamlined the 

indirect tax system in India. 

• National Payments Corporation of India (NPCI) Initiatives: Beyond UPI, NPCI 

also manages other payment systems like RuPay cards (India's own card payment 

network) and Bharat Bill Payment System (for paying utility bills online). 

• Start-up India: While not directly a Digital India program, it aligns with it by 

promoting digital entrepreneurship and providing support to startups, many of which 

are digitally driven. 

For Specific Sectors: 

• e-NAM (National Agriculture Market): An online platform for farmers to sell their 

produce across the country, increasing market access and potentially better prices. 

• National Digital Health Mission: Aims to create a digital health ecosystem with 

unique health IDs for citizens, enabling access to medical records and facilitating 

telemedicine. 

• Saksham Anganwadi: Aims to improve the delivery of services at Anganwadi 

centers (childcare centers) using technology, including digital tools for tracking child 

growth and providing information to parents. 

For Governance and Citizen Engagement: 

• MyGov.in: This platform goes beyond just sharing ideas. It's used for online 

consultations, polls, and even citizen-driven design of government logos and 

initiatives. 

• PG Portal (Public Grievance Portal): A platform for citizens to lodge complaints 

about government services and track their resolution. 

• e-Courts: Digitization of court records and processes, making the judiciary more 

accessible and efficient. 



Infrastructure and Backbone: 

• National Informatics Centre (NIC): Plays a crucial role in developing and 

maintaining the IT infrastructure for various government departments and initiatives. 

• National Internet Registry of India (NIXI): Manages the .IN domain name and 

internet exchange points, contributing to a stable and robust internet ecosystem in 

India. 

 

 

 

 

Important to Note: 

• Convergence: Many of these programs overlap and work together. For example, 

Aadhaar is often used as the foundation for identity verification in other digital 

services. 

• Evolution: Digital India is not static. New programs are launched, existing ones are 

updated, and the focus areas evolve as technology advances and needs change. 

o What it is: A platform for citizens to engage with the government. 

 

o Service: Share ideas, participate in discussions, and contribute to policy-

making. 

 

 

 



 

What is a State Portal? 

It's a website specifically designed by a state government to provide information and services 

to its citizens. It's like a central hub where you can find pretty much anything related to the 

state government. 

Key Features You'll Find: 

• Information about the State: 

o About the Government: Details about the state's government, including the 

Governor, Chief Minister, ministers, and government departments. 

o Departments and Organizations: Information about different government 

departments (like health, education, agriculture) and their functions. 

o Policies and Schemes: Details about the state's policies, programs, and 

welfare schemes for citizens. 

o Acts and Rules: Access to state laws, regulations, and official documents. 

o Contact Information: Contact details of government officials and 

departments. 

• Services for Citizens: 

o Online Applications: Apply for various certificates (birth, death, marriage), 

licenses (driving, business), and permits online. 

o Bill Payments: Pay utility bills (electricity, water) and taxes online. 

o Forms and Downloads: Download application forms, documents, and other 

useful resources. 

o Grievance Redressal: Lodge complaints and track their status online. 

o Information about Services: Find details about government services, 

eligibility criteria, and how to access them. 

• Citizen Engagement: 

o Feedback and Suggestions: Provide feedback on government policies and 

services. 

o Online Consultations: Participate in online discussions and consultations on 

important issues. 

o Citizen Forums: Engage with other citizens and share your views. 

• Other Important Features: 

o News and Updates: Stay updated on the latest news, announcements, and 

events in the state. 

o Tenders and Notifications: Find information about government tenders and 

job notifications. 

o Accessibility: Designed to be accessible to people with disabilities. 

o Multilingual Support: Available in multiple languages for the convenience 

of citizens. 

Why are State Portals Useful? 

• Convenience: Access government information and services from anywhere, anytime. 

• Saves Time: No need to visit government offices in person for many tasks. 



• Transparency: Provides easy access to government information and promotes 

transparency. 

• Efficiency: Streamlines government processes and makes them more efficient. 

Examples of Services: 

• Applying for a caste certificate 

• Paying property tax 

• Checking land records 

• Registering for a government scheme 

• Finding information about schools and colleges 

Essentially, a state portal is a one-stop shop for citizens to interact with their state 

government, access information, and avail services conveniently. It's a key part of the Digital 

India initiative to make governance more accessible and citizen-friendly. 

HOW TO NAVIGATE A STATE PORTAL: 

let's make navigating a state portal super easy! Think of it like exploring a new city – here's 

your map and guide: 

1. Finding the Right Portal: 

• Search: The simplest way is to search on Google for "[your state name] government 

portal" or "[your state name] online services." 

• National Portal: You can also start at the National Portal of India (india.gov.in) and 

look for your state in the list of state portals. 

2. The Home Page - Your City Square: 

• Key Sections: Most state portals have these common sections:  

o About Us: Information about the state government, its history, and key 

officials. 

o Departments: Links to different government departments (like Health, 

Education, Transport). 

o Services: A list of online services offered (like applying for certificates, 

paying taxes). 

o Schemes: Details about government welfare schemes and programs. 

o News & Updates: Latest announcements, events, and press releases. 

o Contact Us: Contact information for government departments and officials. 

3. Using the Navigation: 

• Menu: Look for a main menu at the top or side of the page. It usually has clear 

headings like "Services," "Departments," "Citizen Corner," etc. 

• Search Bar: If you can't find what you're looking for, use the search bar on the portal. 

Type in keywords related to your need (e.g., "driving license," "property tax"). 

• Links: Click on links within the page to explore different sections and access specific 

information or services. 



4. Finding Services: 

• Services Section: Most portals have a dedicated "Services" section. You can browse 

services by category or use the search bar. 

• Online Forms: Many services will have online forms that you can fill out and submit 

directly through the portal. 

• Downloads: You might find downloadable forms, documents, and guides in the 

"Downloads" or "Resources" section. 

5. Interacting with the Portal: 

• Create an Account: Some portals require you to create an account to access certain 

services or track your applications.    

• Make Payments: For services that involve payments, you can usually pay online 

using various methods like credit/debit cards, net banking, or UPI. 

• Track Applications: After submitting an application, you can often track its status 

online through the portal.    

Tips for Easy Navigation: 

• Look for Icons: Many portals use icons to represent different services or sections, 

making it easier to find what you need. 

• Read Instructions: Pay attention to instructions and guidelines provided on the 

portal, especially when filling out forms or making payments. 

• Use the Help Section: If you get stuck, look for a "Help" or "FAQ" section. It might 

have answers to common questions. 

• Contact Support: If you can't find the information you need or have trouble using 

the portal, look for contact information to reach out to their support team. 

Remember: 

• Be Patient: It might take a little time to get used to a new portal. Don't hesitate to 

explore and try different things. 

• Stay Safe: Be cautious when entering personal information or making payments 

online. Make sure the portal is secure (look for "https" in the website address). 

With a little practice, you'll be navigating state portals like a pro! If you have any specific 

questions about a particular portal, feel free to ask! I'll do my best to help. 

HOW NAVIGATE A COLLEGE PORTAL: 

1. Finding Your College Portal: 

• College Website: The most common way is to go to your college's official website. 

Look for a link or button that says "Student Portal," "My College," "Online Services," 

or something similar. 

• Search: If you can't find it on the website, try searching "[your college name] student 

portal" on Google. 



2. Logging In - Entering Your Digital Classroom: 

• Credentials: You'll usually need your student ID or roll number and a password to 

log in. This information is usually provided by the college during admission.    

• Forgot Password: If you've forgotten your password, look for a "Forgot Password" 

link. You'll usually be able to reset it via email or SMS.    

3. The Dashboard - Your Campus Hub: 

Once you're logged in, you'll typically see a dashboard with various sections. Here are some 

common ones: 

• Profile: Your personal information, contact details, and sometimes your photo.    

• Academics: This is the most important section! It might contain:  

o Course Registration: Register for your courses each semester. 

o Timetable: View your class schedule. 

o Attendance: Check your attendance records. 

o Grades/Marks: See your grades for assignments, exams, and overall 

performance. 

o Assignments: Sometimes, professors might upload assignments or accept 

submissions through the portal.    

o Study Materials: Access lecture notes, presentations, or other resources.    

• Fees: Information about your fees, payment history, and due dates. You might even 

be able to pay fees online through the portal.    

• Exams: Details about exam schedules, admit cards, and results. 

• Library: Access to the college library's online resources, like e-books and journals. 

You might be able to reserve books or renew them online. 

• Communication:  

o Announcements: Important announcements from the college or your 

professors. 

o Messages: A way to communicate with professors or other students. 

o Forums: Some portals have forums where students can discuss topics related 

to their courses or college life.    

• Placement: Information about internships, job opportunities, and the college's 

placement cell. 

• Support: Links to help resources, FAQs, or contact information for technical support. 

4. Navigating Within the Portal: 

• Menu: Look for a menu (usually at the top or side) to navigate between different 

sections. 

• Links and Buttons: Click on links and buttons to access specific information or 

perform actions (like registering for a course). 

• Search Bar: If you can't find something, use the portal's search bar. 

Tips for Success: 

• Explore: Take some time to explore all the sections of the portal. 

• Read Instructions: Pay close attention to any instructions or guidelines provided. 



• Check Regularly: Make it a habit to check the portal regularly for updates, 

announcements, and assignments. 

• Ask for Help: If you have any questions or encounter any problems, don't hesitate to 

contact the college's IT support or your professors. 

College portals are designed to make your academic life easier and more organized. 

Once you get the hang of it, you'll be able to manage everything from course registration to 

checking your grades online!    

Sources and related content 
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https://assamshesp.samarth.edu.in/#:~:text=If%20you%20have%20registered%20earlier%3A%20You%20can%20log%20in%20directly,and%20the%20captcha%20in%20the


CENTRAL PROCESSING UNIT: 

Think of the CPU as a tiny, highly organized factory. It has different departments, each with 

a specific job. Here are the main ones: 

1. Control Unit (CU): This is the "manager" or "traffic director" of the CPU. Its job is 

to: 

o Fetch Instructions: Like a waiter taking orders, the CU fetches the next 

instruction from memory. 

o Decode Instructions: It figures out what the instruction means, like 

translating the order into specific actions. 

o Direct Operations: It sends signals to other parts of the CPU, telling them 

what to do and when. It's like the manager telling the cooks what to prepare. 

2. Arithmetic Logic Unit (ALU): This is the "worker" or "chef" of the CPU. It handles 

all the calculations and comparisons: 

o Arithmetic Operations: It performs math like addition, subtraction, 

multiplication, and division. 

o Logical Operations: It makes comparisons like "greater than," "less than," 

and "equal to." It's how the computer makes decisions. 

3. Registers: These are like the "short-term memory" or "workbench" of the CPU. They 

are small, very fast storage locations inside the CPU: 

o Holding Data: The CPU stores the data it's currently working on in registers. 

It's like the chef having all the ingredients and tools within easy reach. 

o Holding Instructions: Sometimes, instructions themselves are briefly stored 

in registers. 

o Fast Access: Because they're inside the CPU, registers provide very fast 

access to data, which speeds up processing. 

4. Cache Memory (Sometimes considered part of the CPU complex): This is a small, 

very fast memory close to the CPU. It's like a small pantry near the chef: 

o Frequently Used Data: The CPU stores frequently used data and instructions 

in the cache. 

o Faster Access than Main Memory: Accessing data from the cache is much 

faster than going all the way to the computer's main memory (RAM). This 

speeds up overall performance. 

How They Work Together: 

Imagine you ask your computer to add two numbers. 

1. The CU fetches the instruction "add these two numbers" from memory. 

2. The CU decodes the instruction and figures out where the numbers are stored (either 

in registers or main memory). 

3. The CU moves the numbers to registers. 

4. The CU tells the ALU to perform the addition. 

5. The ALU does the math and puts the result back in a register. 

6. The CU then moves the result from the register to where it needs to go (maybe back 

to main memory, or to be displayed on the screen). 



These components work together seamlessly, billions of times per second, to execute the 

instructions that make your computer do everything you ask it to do. 

TYPES OF COMPUTER MEMORY: 

 

Imagine your computer has different types of "storage spaces," each with its own purpose and 

characteristics. Here's a breakdown: 

1. Primary Memory (Main Memory): 

• Think of it as: Your computer's "working memory" or "short-term memory." 

• What it does: Holds the data and instructions that the CPU is actively using right 

now. 

• Types:  

o RAM (Random Access Memory):  

▪ Think of it as: A whiteboard where you can quickly write and erase 

things. 

▪ Characteristics: Fast, volatile (data is lost when the computer is 

turned off), and can be accessed randomly (any piece of data can be 

accessed directly). 

▪ Used for: Running programs, loading operating system, and holding 

temporary data. 

o ROM (Read-Only Memory):  

▪ Think of it as: A textbook that has information printed on it. 

▪ Characteristics: Non-volatile (data is retained even when the 

computer is turned off), and data can usually only be read (not easily 

written). 

▪ Used for: Storing essential startup instructions (BIOS) that the 

computer needs to boot up. 

2. Secondary Memory (Storage): 

• Think of it as: Your computer's "long-term storage" or "filing cabinet." 

• What it does: Stores data and programs permanently, even when the computer is 

turned off. 

• Types:  

o Hard Disk Drives (HDDs):  

▪ Think of it as: A large filing cabinet with spinning disks inside. 

▪ Characteristics: High capacity, relatively slower access speeds. 

▪ Used for: Storing operating system, applications, files, and other data. 

o Solid State Drives (SSDs):  

▪ Think of it as: A super-fast filing cabinet with no moving parts. 

▪ Characteristics: Very fast access speeds, more durable, but generally 

more expensive per unit of storage than HDDs. 

▪ Used for: Same as HDDs, but often preferred for faster performance. 

o Optical Discs (CDs, DVDs, Blu-rays):  

▪ Think of it as: Removable discs that can store data. 



▪ Characteristics: Portable, but can be easily damaged. 

▪ Used for: Distributing software, storing movies, music, and backups. 

o USB Flash Drives (Pen Drives):  

▪ Think of it as: A small, portable storage device. 

▪ Characteristics: Easy to carry around, convenient for transferring 

files. 

▪ Used for: Storing and transferring files between computers. 

3. Cache Memory: 

• Think of it as: A small "express lane" near the CPU. 

• What it does: Stores the most frequently used data and instructions so that the CPU 

can access them very quickly. 

• Characteristics: Very fast, but small in size. 

How They All Work Together: 

1. When you turn on your computer, the CPU first accesses ROM to get the startup 

instructions. 

2. Then, it loads the operating system from secondary memory (like an HDD or SSD) 

into RAM. 

3. When you open a program or file, the CPU loads it from secondary memory into 

RAM so it can be accessed quickly. 

4. The CPU uses cache memory to store the most frequently used data and instructions, 

making processing even faster. 

Essentially, different types of memory work together to ensure that your computer can access 

the information it needs quickly and efficiently. Each type plays a crucial role in the overall 

performance of your computer. 

DISPLAY: 

What is a display? 

Imagine a window into your computer's world. That's what a display is! It's a screen that 

shows you information, like text, images, and videos, that your computer is processing. 

Why is it important? 

Without a display, you wouldn't be able to see anything that your computer is doing! 

Displays are essential for: 

• Reading documents 

• Browsing the internet 

• Watching videos 

• Playing games 

• And much more! 

Types of displays: 



Displays come in different shapes, sizes, and technologies. Here are some of the most 

common types:    

• LCD (Liquid Crystal Display): These are the most common type of display. They 

use liquid crystals to create images. LCDs are thin, lightweight, and energy-efficient.    

• LED (Light Emitting Diode): These displays use LEDs to backlight the LCD screen. 

LEDs are even more energy-efficient than traditional LCDs and offer better picture 

quality.    

• OLED (Organic Light Emitting Diode): These displays don't need a backlight. 

Each pixel emits its own light, which results in even better picture quality, with 

deeper blacks and more vibrant colors. OLED displays are becoming increasingly 

popular, but they can be more expensive.    

• Touchscreen: These displays allow you to interact with your computer by touching 

the screen. Touchscreens are commonly found on smartphones, tablets, and some 

laptops.    

Key features: 

• Size: How big the screen is, measured diagonally. 

• Resolution: How many pixels are on the screen. More pixels mean a sharper image. 

• Aspect ratio: The shape of the screen (e.g., 16:9 is widescreen).    

• Refresh rate: How many times per second the image on the screen is updated. A 

higher refresh rate means smoother motion.    

• Connectivity: How the display connects to your computer (e.g., HDMI, DisplayPort). 

How does it work? 

Displays work by taking signals from your computer and using them to create images on the 

screen. The specific technology used varies depending on the type of display.    

In simple terms: 

A display is like a TV screen for your computer. It lets you see what your computer is doing 

and interact with it. 

OTHER PERIPHERAL DEVICE: 

1-INPUT DEVICE: 
KEYBOARDS: 

What is a keyboard? 

Imagine a typewriter, but connected to your computer. That's basically a keyboard! It's a tool 

that lets you type letters, numbers, symbols, and give commands to your computer. 

Why is it important? 



Keyboards are one of the main ways we communicate with computers. We use them to: 

• Write documents 

• Send emails 

• Browse the internet 

• Play games 

• And much more! 

Types of keyboards: 

While they all do the same basic job, keyboards come in different shapes and sizes: 

• QWERTY: This is the most common type. The letters are arranged in a specific way 

(QWERTY) that was designed to prevent typewriters from jamming. 

• Ergonomic: These keyboards are designed to be more comfortable to use, especially 

for long periods of typing. They often have a curved shape or split keys. 

• Wireless: These keyboards connect to your computer without any wires, using 

Bluetooth or radio frequencies. 

• Mechanical: These keyboards have physical switches under each key, which makes 

them feel more responsive and satisfying to type on. 

• Gaming: These keyboards are designed specifically for gamers, with features like 

customizable keys, backlighting, and faster response times. 

Key features: 

• Keys: The most important part! They have letters, numbers, symbols, and special 

function keys. 

• Layout: How the keys are arranged (like QWERTY). 

• Connectivity: How the keyboard connects to your computer (wired or wireless). 

• Special features: Some keyboards have extra features like backlighting, media 

controls, or programmable keys. 

How does it work? 

When you press a key, it sends a signal to your computer. The computer then interprets that 

signal and displays the corresponding character on the screen. 

In simple terms: 

A keyboard is like a bridge between you and your computer. It lets you type words, numbers, 

and commands to tell your computer what to do. 

MOUSE: 

What is a mouse? 

Imagine having a magic wand that lets you point at things on your computer screen and 

interact with them. That's basically what a mouse is! It's a small device that you move around 

on a surface, and it controls the cursor (the little arrow or pointer) on your screen.    



Why is it important? 

A mouse makes it much easier to: 

• Point and click: Select icons, open files, and click buttons.    

• Scroll: Move up and down on web pages and documents.    

• Drag and drop: Move files and folders around.    

• Draw and paint: Create images in graphics programs.    

• Play games: Control characters and navigate virtual worlds.    

Types of mice: 

• Wired: These mice connect to your computer with a cable. 

• Wireless: These mice connect to your computer without any wires, using Bluetooth 

or radio frequencies.    

• Optical: These mice use a light sensor to track movement. They're the most common 

type.    

• Laser: These mice use a laser to track movement, making them more precise and able 

to work on more surfaces.    

• Trackball: Instead of moving the mouse itself, you move a ball on top of the mouse. 

The mouse stays stationary.    

Key features: 

• Buttons: Most mice have at least two buttons (left and right click) and often a scroll 

wheel in the middle.    

• Scroll wheel: Lets you scroll up and down easily. 

• Connectivity: How the mouse connects to your computer (wired or wireless). 

• Ergonomics: How comfortable the mouse is to hold and use. 

How does it work? 

When you move the mouse, the sensor inside tracks the movement. This information is sent 

to your computer, which then moves the cursor on the screen in the same direction. When 

you click a button, it sends a signal to the computer, which performs the corresponding 

action. 

In simple terms: 

A mouse is a handy tool that lets you point, click, scroll, and interact with things on your 

computer screen. It's an essential part of how we use computers today.    

2-OUTPUT DEVICE: 

Okay, let's talk about output devices in a simple way! 

What is an output device? 



Imagine your computer has ways of showing and telling you things. These ways are called 

output devices. They take information from your computer and present it to you in a way you 

can understand. 

Why are they important? 

Without output devices, you wouldn't be able to see, hear, or interact with anything your 

computer does! They are essential for: 

• Seeing what you're working on 

• Listening to music or watching videos 

• Printing documents 

• And much more! 

Types of output devices: 

Here are some common examples: 

• Monitors: These are like TVs for your computer. They display text, images, and 

videos. 

• Printers: These devices let you print documents and photos on paper. 

• Speakers: These let you hear sounds, music, and voices from your computer. 

• Headphones: Similar to speakers, but they let you listen to audio privately. 

• Projectors: These devices project images onto a large screen or wall, making them 

ideal for presentations or watching movies. 

• Touchscreens: While they are also input devices, touchscreens can also be 

considered output devices because they display information and allow you to interact 

with it. 

• Plotters: These are specialized printers that are used to create large-format drawings 

and designs, often used in engineering and architecture. 

• 3D Printers: These devices can create three-dimensional objects from digital designs. 

• Virtual Reality Headsets: These immersive devices provide visual and auditory 

output, creating a virtual world that you can interact with. 

How do they work? 

Output devices receive signals from your computer and translate them into a form that you 

can perceive. For example, a monitor takes digital signals and turns them into images on the 

screen, while speakers take digital signals and turn them into sound waves. 

In simple terms: 

Output devices are how your computer communicates with you. They show you things, let 

you hear things, and sometimes even let you touch things. They are essential for you to 

interact with and understand what your computer is doing. 

 

 



 

 

3-STORAGE DEVICE 

HDD: 

 

What is an HDD? 

Imagine a mini filing cabinet inside your computer. That's what an HDD (Hard Disk Drive) 

is! It's a storage device where your computer keeps all its data, like your operating system, 

programs, files, and photos.    

How does it work? 

Inside the HDD, there are spinning disks called platters. These platters have a magnetic 

coating that stores data. A tiny arm with a "read/write head" moves across the platters to read 

and write data, kind of like a record player.    

Think of it like this: 

• Platters: Like the shelves in your filing cabinet. 

• Read/write head: Like your hand reaching for a file. 

• Data: Like the files in your cabinet. 

Why are HDDs useful? 

• Storage: They can hold a lot of data, from your operating system to all your photos 

and videos.    

• Non-volatile: They keep your data even when your computer is turned off.    

What are the drawbacks? 

• Speed: HDDs are slower than newer storage devices like SSDs. This means your 

computer might take longer to boot up or load programs.    

• Moving parts: Because they have moving parts, HDDs can be more fragile and prone 

to failure.    

• Noise: The spinning disks can make some noise.    

Where are HDDs used? 

HDDs are commonly used in: 

• Desktops: Many desktop computers still use HDDs for their main storage. 



• Laptops: Some laptops use HDDs, especially for larger storage capacities. 

• External storage: You can buy external HDDs to add extra storage to your 

computer.    

In simple terms: 

An HDD is like a reliable filing cabinet for your computer. 

It can hold a lot of data and keep it safe, but it might not be the fastest option.    

Sources and related content 

 

 

 

 

 

SSD: 

 

What is an SSD? 

Imagine a super-fast, super-organized filing cabinet for your computer. That's essentially 

what an SSD (Solid State Drive) is. It's a type of storage device that your computer uses to 

hold data, like your operating system, applications, and files. 

How is it different from a traditional hard drive (HDD)? 

Traditional hard drives (HDDs) have moving parts, like spinning disks and a read/write head. 

SSDs, on the other hand, have no moving parts at all. They use flash memory to store data, 

similar to the memory in your USB flash drive. 

Why are SSDs better? 

• Speed: SSDs are much faster than HDDs. This means your computer will boot up 

quicker, programs will load faster, and files will transfer more rapidly. 

• Durability: Since they have no moving parts, SSDs are more resistant to shocks and 

bumps, making them more reliable. 

• Quiet: SSDs operate silently because there are no spinning disks to make noise. 

• Energy efficiency: SSDs generally consume less power than HDDs, which can be 

important for laptops and other portable devices. 

What are the drawbacks? 

• Cost: SSDs are generally more expensive per gigabyte of storage compared to HDDs. 

• Capacity: While SSD capacities are increasing, they are still generally smaller than 

the largest HDDs. 

https://www.dropbox.com/resources/what-is-a-hard-drive#:~:text=A%20computer%20hard%20drive%20is,data%20for%20the%20long%20term.
https://www.dropbox.com/resources/what-is-a-hard-drive#:~:text=A%20computer%20hard%20drive%20is,data%20for%20the%20long%20term.


What are SSDs used for? 

SSDs are used in a variety of devices, including: 

• Laptops: Many modern laptops use SSDs as their primary storage to improve 

performance. 

• Desktops: SSDs can be used in desktop computers for faster boot times and 

application loading. 

• Gaming consoles: Some gaming consoles use SSDs to improve game loading times. 

• Servers: SSDs are used in servers to handle large amounts of data and provide fast 

access to information. 

In simple terms: 

An SSD is like a super-fast, reliable, and quiet storage device for your computer. It can make 

your computer feel much more responsive and snappy. While they might be a bit more 

expensive, the benefits of speed and durability often make them a worthwhile upgrade. 

 

 

DIFFERENCE BETWEEN SSD AND HDD: 

• HDD (Hard Disk Drive): This is like a traditional filing cabinet with spinning 

shelves and a robotic arm that moves around to find your files.    

• SSD (Solid State Drive): This is like a super-organized filing cabinet with no moving 

parts. Your files are stored on chips, and you can access them instantly.    

Here's a table summarizing the key differences: 

Feature HDD SSD 

Speed Slower Much faster 

How it works Spinning disks and a moving arm Data stored on chips 

Durability More fragile (moving parts) More durable (no moving parts) 

Noise Can make some noise Silent 

Power consumption Uses more power Uses less power 

Cost Cheaper per unit of storage More expensive per unit of storage 

Export to Sheets 

Think of it like this: 

• Speed: SSDs are like express delivery, while HDDs are like regular mail. 

• Durability: SSDs are like a sturdy box, while HDDs are like a box that can be 

damaged if dropped.    

• Noise: SSDs are like a library, while HDDs are like a room with a ticking clock. 

 

https://www.lenovo.com/in/en/glossary/computer-mouse/#:~:text=It%20looks%20like%20a%20small,drag%20items%20on%20the%20screen.
https://www.lenovo.com/in/en/glossary/computer-mouse/#:~:text=It%20looks%20like%20a%20small,drag%20items%20on%20the%20screen.


Which one is better? 

It depends on your needs and budget. 

• SSDs are great for:  

o Speeding up your computer    

o Making your laptop more portable and durable 

o Running demanding applications like games and video editing software    

• HDDs are great for:  

o Storing large amounts of data (like photos, videos, and backups)    

o Keeping costs down 

In simple terms: 

SSDs are faster, more durable, and more efficient, but they're also more expensive. 

HDDs are cheaper and can hold more data, but they're slower and more prone to damage.    

Sources and related content 

 

 

 

 

https://www.crucial.in/articles/pc-builders/what-is-a-hard-drive#:~:text=t%20being%20supplied.-,How%20does%20a%20hard%20drive%20work%3F,platter%20and%20an%20actuator%20arm.
https://www.crucial.in/articles/pc-builders/what-is-a-hard-drive#:~:text=t%20being%20supplied.-,How%20does%20a%20hard%20drive%20work%3F,platter%20and%20an%20actuator%20arm.


                           UNIT-2 

OPERATING SYSTEM INTRODUCTION: 

An Operating System (OS) is the software that manages computer hardware and software 

resources and provides common services for   computer programs. It acts as an intermediary 

between the user and the computer hardware,   making it easier to run applications.  

Core Functions of an Operating System: 

• Resource Management:  

o CPU Management (Process Management): Allocates CPU time to different 

programs and processes, ensuring efficient utilization. 

o Memory Management: Allocates and deallocates memory to programs, 

preventing conflicts and optimizing memory usage. 

o Storage Management (File System): Organizes and manages files and 

directories on storage devices like hard drives. 

o I/O Management (Device Management): Controls and manages input/output 

devices like keyboards, mice, printers, and network cards. 

• User Interface: Provides a way for users to interact with the computer, either through 

a graphical user interface (GUI) or a command-line interface (CLI). 

• Security: Protects the system from unauthorized access and malicious software. 

• Error Handling: Detects and handles errors that occur during system operation. 

Types of Operating Systems: 

• Batch Operating Systems: Execute jobs in batches without user interaction. 

• Time-Sharing Operating Systems: Allow multiple users to share the computer 

resources simultaneously. 

• Distributed Operating Systems: Manage a network of computers as a single system. 

• Network Operating Systems: Designed to support network communication and 

resource sharing. 

• Real-Time Operating Systems (RTOS): Guarantee timely execution of critical 

tasks, often used in embedded systems. 

• Mobile Operating Systems: Designed for mobile devices like smartphones and 

tablets. 

• Embedded Operating Systems: Designed for embedded systems, which are 

specialized computer systems within larger devices. 

Examples of Operating Systems: 

• Desktop/Laptop: Windows, macOS, Linux (Ubuntu, Fedora, etc.) 

• Mobile: Android, iOS 

• Servers: Linux (various distributions), Windows Server 

• Embedded: Embedded Linux, FreeRTOS 

 



 

 

Key Concepts: 

• Kernel: The core of the OS, responsible for managing the system's resources. 

• Process: A program in execution. 

• Thread: A lightweight sub-process. 

• File System: A hierarchical structure for organizing files and directories. 

• Device Drivers: Software that enables the OS to communicate with hardware 

devices. 

• Virtual Memory: A technique that allows programs to use more memory than is 

physically available. 

Operating systems are fundamental to how we interact with computers. They provide the 

necessary foundation for running applications and managing hardware resources. 

OPERATING SYSTEM VARIANTS: 

For Personal Computers (Desktops/Laptops): 

• Microsoft Windows:  

o This is the most widely used desktop OS. Variants include:  

▪ Windows 10 

▪ Windows 11 

▪ And various "editions" like Home, Pro, and Enterprise. 

• macOS:  

o Apple's operating system, exclusively for Mac computers. Versions change 

regularly, with names like macOS Ventura, and macOS Sonoma. 

• Linux:  

o An open-source OS with numerous "distributions" (variants), including:  

▪ Ubuntu 

▪ Fedora 

▪ Debian 

▪ Linux Mint. 

• Chrome OS:  

o Google's operating system, primarily for Chromebooks, focused on web-based 

applications. 

For Mobile Devices: 

• Android:  

o Google's mobile OS, used by a vast range of smartphone and tablet 

manufacturers. Android versions have code names (like Android 13, Android 

14). 

• iOS:  

o Apple's mobile OS, exclusively for iPhones and iPads. iPadOS is a variant of 

iOS, optimized for tablets. 



 

 

For Servers: 

• Linux:  

o Dominant in the server market, with distributions like:  

▪ Red Hat Enterprise Linux 

▪ CentOS Stream 

▪ Ubuntu Server 

• Windows Server:  

o Microsoft's server OS, used in many enterprise environments. 

Key Considerations: 

• The popularity of OS variants can shift over time. 

• "Popularity" can also vary depending on the specific use case (e.g., desktop, mobile, 

server). 

• Linux is very versatile, and is used in a very wide range of applications from 

embedded systems, to super computers. 

LINUX INSTALLATION : 

SYSTEM REQUIRMENT: 

• Processor: Most modern Linux distributions require a 64-bit processor.  

• RAM: A minimum of 1GB of RAM is generally recommended for smooth 
operation, but lighter distributions might function with less.  

• Disk space: At least 10GB of free disk space is usually needed for a basic 
installation, but more is recommended for storing user data.  

STEPS: 

1. Choose a Linux Distribution: 

• Consider your needs and experience level. Popular choices for beginners include 

Ubuntu, Linux Mint, and Fedora. 

2. Download the ISO File: 

• Visit the official website of your chosen distribution and download the ISO image 

file. 

3. Create a Bootable USB Drive: 



• You'll need a USB flash drive (8GB or larger) and a tool like:  

o Rufus (for Windows) 

o Etcher (cross-platform) 

• Use the tool to "flash" the ISO image onto the USB drive, making it bootable. 

4. Boot from the USB Drive: 

• Restart your computer. 

• Enter your computer's BIOS/UEFI settings (usually by pressing Del, F2, F12, or Esc 

during startup). 

• Change the boot order to prioritize the USB drive. 

• Save the changes and exit BIOS/UEFI. 

5. Begin the Installation: 

• The Linux installer will start. 

• Follow the on-screen instructions. This will typically involve:  

o Selecting your language and keyboard layout. 

o Choosing your installation type:  

▪ "Erase disk and install" (for a clean install). 

▪ "Install alongside" (for dual-boot). 

▪ Manual partitioning. 

o Creating a user account (username and password). 

o Setting your time zone. 

6. Complete the Installation: 

• Wait for the installation process to finish. 

• Remove the USB drive and restart your computer. 

7. Post-Installation: 

• Update your system. 

• Install any necessary drivers or software. 

• Customize your desktop environment. 

Important Considerations: 

• Back up your data: Before installing any operating system, back up your important 

files. 

• Partitioning: If you're dual-booting, be careful when partitioning your hard drive. 

Incorrect partitioning can lead to data loss. 

• BIOS/UEFI: Familiarize yourself with your computer's BIOS/UEFI settings. 

• Secure Boot: Some Linux distributions may require you to disable Secure Boot in 

your BIOS/UEFI settings. 

 

 



WINDOWS INSTALLTION : 

SYSTEM REQUIRMENT: 

The system requirements for Windows 10 and Windows 11 include the 
following:  

• Processor: At least 1 GHz speed, or faster 

• RAM: 1 GB for 32-bit or 2 GB for 64-bit 

• Storage: 16 GB for 32-bit or 20 GB for 64-bit 

• Graphics card: DirectX 9 or later with WDDM 1.0 driver 

• Display: 800 x 600 resolution 

• System firmware: UEFI, Secure Boot Capable 

• TPM: Trusted Platform Module (TPM) version 2.0 

STEPS: 

Installing Windows involves a series of steps that can vary slightly depending on the version 

of Windows you're installing (Windows 10, Windows 11, etc.). However, here's a general 

outline of the process: 

1. Prepare the Installation Media: 

• Download the Windows ISO:  

o Visit the official Microsoft website to download the Windows ISO file. You'll 

likely use the Media Creation Tool provided by Microsoft. 

• Create a Bootable USB Drive:  

o Use the Media Creation Tool or a tool like Rufus to create a bootable USB 

flash drive with the Windows installation files. Ensure your USB drive has 

sufficient storage (at least 8GB). 

2. Configure Your Computer's BIOS/UEFI: 

• Access BIOS/UEFI:  

o Restart your computer and press the appropriate key (usually Del, F2, F12, or 

Esc) to enter the BIOS/UEFI settings. 

• Change Boot Order:  

o Modify the boot order to prioritize booting from the USB drive. 

• Disable Secure Boot (if necessary):  

o In some cases, you might need to disable Secure Boot in your BIOS/UEFI 

settings. 

• Save and Exit:  

o Save the changes and exit the BIOS/UEFI settings. 

3. Begin the Windows Installation: 



• Boot from USB:  

o Your computer will restart and boot from the USB drive. 

• Windows Setup:  

o The Windows Setup screen will appear. Select your language, time and 

currency format, and keyboard input method. 

• Install Now:  

o Click "Install now" to begin the installation process. 

• Product Key:  

o Enter your Windows product key. If you're reinstalling Windows, you might 

be able to skip this step if your license is linked to your Microsoft account. 

• License Terms:  

o Accept the license terms. 

• Installation Type:  

o Choose "Custom: Install Windows only (advanced)" for a clean installation. 

• Partitioning:  

o Select the drive where you want to install Windows. You can create, delete, or 

format partitions as needed. Be very carefull here, as mistakes can cause data 

loss. 

• Installation Process:  

o Windows will begin installing files. This process may take some time, and 

your computer will restart several times. 

4. Complete the Setup: 

• Region and Language:  

o Select your region and language settings. 

• Network Connection:  

o Connect to your Wi-Fi network. 

• Microsoft Account:  

o Sign in with your Microsoft account or create a local account. 

• Privacy Settings:  

o Configure your privacy settings. 

• Finish Setup:  

o Follow the remaining on-screen instructions to complete the setup process. 

5. Post-Installation: 

• Windows Updates:  

o Install the latest Windows updates. 

• Driver Installation:  

o Install any necessary drivers for your hardware. 

• Software Installation:  

o Install your preferred software applications. 

Important Notes: 

• Back up your data: Before installing Windows, back up all your important files. 

• Product key: Ensure you have a valid Windows product key. 

• Drivers: Have your hardware drivers readily available, especially network drivers. 



• Internet connection: A stable internet connection is recommended for downloading 

updates and drivers. 

• Microsoft's Website: Always obtain windows installation media from Microsoft's 

official website. 

 

 

 

 

 

UNIX SHELL INTRODUCTION: 

Conceptual Diagram: 
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Explanation of the Diagram: 

• Hardware:  

o This is the physical computer, including the CPU, memory, and storage 

devices. 

• Kernel:  

o The kernel is the core of the operating system. It manages the hardware and 

provides essential services to applications. 

o It handles tasks like memory management, process scheduling, and file system 

access. 

• Shell:  

o The shell acts as an interface between the user and the kernel. 

o It receives commands from the user, interprets them, and translates them into 

instructions that the kernel can understand. 

o It also displays the output of commands back to the user. 

• Applications:  

o These are the programs that users run, such as text editors, web browsers, and 

other software. 

o These programs make requests of the kernel through system calls. 

 

 

 

 

Key Points: 

• User Interaction:  

o The shell provides a command-line interface (CLI) where users can type 

commands. 

• Command Interpretation:  

o The shell parses and interprets the commands entered by the user. 

• System Calls:  

o When a command requires access to hardware or kernel services, the shell 

initiates system calls. 

• Automation:  

o Shell scripts allow users to automate sequences of commands. 

 

 

 

 



WHAT IS SHELL AND ITS TYPE: 

In computing, a "shell" is essentially an interface between a user and the operating system. It 

allows users to interact with the OS by entering commands. Here's a breakdown:    

What is a Shell? 

• At its core, a shell is a program that interprets and executes user commands.    

• It provides a way to access the operating system's services.    

• It can be a command-line interface (CLI) or a graphical user interface (GUI). When 

people talk about "shells" in a programming context, they are almost always referring 

to command line shells.    

Types of Shells: 

When discussing shells, particularly in Unix-like systems (like Linux), we're primarily 

referring to command-line shells. Here are some prominent types:    

• Bourne Shell (sh):  

o One of the oldest Unix shells.    

o It's the foundation for many other shells. 

o Known for its simplicity and portability. 

• Bourne-Again Shell (bash):  

o The most common shell in Linux distributions. 

o An enhanced version of the Bourne Shell.    

o Offers features like command history, tab completion, and scripting 

capabilities.    

• C Shell (csh):  

o Features a syntax similar to the C programming language.    

o Introduced features like command history and aliases.    

• Korn Shell (ksh):  

o Combines features of the Bourne Shell and the C Shell.    

o Known for its advanced scripting capabilities. 

• Z Shell (zsh):  

o A powerful shell with extensive customization options.    

o Offers advanced tab completion and other features. 

• Fish (Friendly Interactive Shell):  

o A more modern shell, that is designed to be very user friendly.    

o Features include auto suggestions, and syntax highlighting.    

Key Concepts: 

• Command-line interface (CLI): A text-based interface where users type 

commands.    

• Shell scripting: Writing scripts (sequences of commands) to automate tasks. 

   

 



SHELL COMMAND WITH EXAMPLE: 

1. ls (List Directory Contents): 

• Description:  

o Lists the files and directories within a specified directory. 

• Example:  

o ls - Lists the contents of the current directory. 

o ls -l - Lists the contents in a long format, providing detailed information like 

permissions, owner, and size. 

o ls -a - Lists all files, including hidden files (those starting with a dot). 

2. cd (Change Directory): 

• Description:  

o Changes the current working directory. 

• Example:  

o cd /home/user - Changes the directory to /home/user. 

o cd .. - Moves one directory up (to the parent directory). 

o cd - Returns to the user's home directory. 

3. pwd (Print Working Directory): 

• Description:  

o Displays the full path of the current working directory. 

• Example:  

o pwd - Outputs the current directory path. 

4. mkdir (Make Directory): 

• Description:  

o Creates a new directory. 

• Example:  

o mkdir new_folder - Creates a directory named "new_folder" in the current 

location. 

5. rm (Remove): 

• Description:  

o Deletes files or directories. 

• Example:  

o rm file.txt - Deletes the file "file.txt". 

o rm -r directory - Deletes the directory "directory" and its contents (use 

with caution!). 

6. cp (Copy): 

• Description:  

o Copies files or directories. 



• Example:  

o cp file1.txt file2.txt - Copies "file1.txt" to "file2.txt". 

o cp -r directory1 directory2 - Copies the directory "directory1" and its 

contents to "directory2". 

7. mv (Move): 

• Description:  

o Moves or renames files or directories. 

• Example:  

o mv file1.txt file2.txt - Renames "file1.txt" to "file2.txt". 

o mv file.txt /home/user/documents - Moves "file.txt" to the 

"/home/user/documents" directory. 

8. cat (Concatenate): 

• Description:  

o Displays the contents of a file. 

• Example:  

o cat file.txt - Displays the contents of "file.txt". 

9. grep (Global Regular Expression Print): 

• Description:  

o Searches for patterns within files. 

• Example:  

o grep "search_term" file.txt - Searches for lines containing 

"search_term" in "file.txt". 

10. man (Manual): 

• Description:  

o Displays the user manual for a command. 

• Example:  

o man ls - Displays the manual page for the ls command. 

 

 

 

 

 



VI EDITOR: 

The vi (visual) editor is a powerful, text-based editor that's a staple of Unix-like systems. It's 

known for its efficiency and availability across various platforms. However, it has a steep 

learning curve due to its modal nature. Here's a comprehensive overview: 

Key Features: 

• Modal Editing:  

o vi operates in different modes, primarily "command mode" and "insert mode." 

This is its defining characteristic. 

• Efficiency:  

o Designed for speed, vi allows for rapid text manipulation once you become 

proficient. 

• Portability:  

o Available on virtually all Unix-like systems. 

• Lightweight:  

o Requires minimal system resources. 

• Extensibility:  

o Can be customized with plugins and settings. 

Modes of Operation: 

• Command Mode (Normal Mode):  

o The default mode. In this mode, keystrokes are interpreted as commands for 

navigating, deleting, copying, and pasting text. 

o This is where you execute most of your editing commands. 

• Insert Mode:  

o In this mode, keystrokes are inserted as text. 

o You enter insert mode from command mode using commands like i, a, o. 

• Visual Mode:  

o Allows you to select blocks of text for manipulation. 

• Ex Mode (Command-Line Mode):  

o Accessed by typing : in command mode. 

o Used for executing more complex commands, such as saving files, searching 

and replacing, and setting editor options. 

 

Basic Commands: 

• Entering Insert Mode:  

✓ i: Insert before the cursor. 

✓ a: Append after the cursor. 

✓ o: Open a new line below the current line. 

✓ I: Insert at the beginning of the line. 

✓ A: Append at the end of the line. 

✓ O: open a new line above the current line. 



 

• Navigation (Command Mode):  

✓ h: Left. 

✓ j: Down. 

✓ k: Up. 

✓ l: Right. 

✓ w: Next word. 

✓ b: Previous word. 

✓ 0: Beginning of the line. 

✓ $: End of the line. 

✓ G: End of the file. 

✓ gg: Beginning of the file. 

• Editing (Command Mode):  

✓ x: Delete the character under the cursor. 

✓ dd: Delete the current line. 

✓ yy: Copy (yank) the current line. 

✓ p: Paste after the cursor. 1  

✓ u: Undo. 

✓ Ctrl + r: Redo. 

✓ : followed by a command: start ex mode.  

▪ :w: Save the file. 

▪ :q: Quit. 

▪ :wq: Save and quit. 

▪ :q!: Quit without saving. 

▪ :/pattern: Search for a pattern. 

▪ :%s/old/new/g: Replace all occurrences of "old" with "new". 

• Visual Mode:  

✓ v: Start character-wise visual mode. 

✓ V: Start line-wise visual mode. 

✓ Ctrl + v: Start block-wise visual mode. 

 

 

 

 

 

 



Conceptual Diagram: 

 

 

 

 

 

 



 

 

 

 

 

Diagram Explanation: 

✓ The diagram illustrates the four main modes of vi. 

✓ Command mode is the primary mode, from which you can switch to the other modes. 

✓ Insert mode is for entering text. 

✓ Visual mode is for selecting text. 

✓ Ex mode is for running advanced commands. 

✓ The arrows show the transitions between modes. 

Important Notes: 

✓ vi can be intimidating at first, but with practice, it becomes a very efficient editor. 

✓ vim (Vi IMproved) is a popular enhanced version of vi that includes many additional 

features. 

✓ There are many online tutorials and resources available to help you learn vi. 

✓ Practice the navigation commands, as they are the key to efficient editing. 

 



                          UNIT 4 (OPEN OFFICE TOOLS) 

Apache OpenOffice is a comprehensive open-source office productivity suite. Here's a 

breakdown of its key features: 

Core Components: 

• Writer:  

o A word processor similar to Microsoft Word. 

o Features include:  

▪ Wizards for creating standard documents. 

▪ Styles and formatting tools. 

▪ AutoCorrect and AutoComplete. 

▪ Table of contents and references. 

▪ Export to various formats (PDF, HTML, etc.). 

• Calc:  

o A spreadsheet application similar to Microsoft Excel. 

o Features include:  

▪ Functions and formulas. 

▪ Charting tools. 

▪ Data analysis capabilities. 

▪ Ability to import and export CSV files. 

• Impress:  

o A presentation program similar to Microsoft PowerPoint. 

o Features include:  

▪ Templates and slide layouts. 

▪ Animation and multimedia effects. 

▪ Ability to export to Adobe Flash (SWF) files. 

Advantages of Apache OpenOffice (Software): 

• Free and Open Source:  

o The most significant advantage is that it's completely free to download, use, 

and distribute. This eliminates licensing costs, making it ideal for individuals, 

small businesses, and organizations with limited budgets. 

• Cross-Platform Compatibility:  

o OpenOffice works on various operating systems, including Windows, macOS, 

and Linux, providing flexibility for users with different setups. 

• Open Standards:  

o It uses the OpenDocument Format (ODF), an international standard, which 

promotes data portability and avoids vendor lock-in. 

• Comprehensive Suite:  

o It provides a full suite of applications, including word processing, 

spreadsheets, presentations, databases, and drawing tools, catering to diverse 

productivity needs. 

• Customization:  

o Being open source, it allows for customization and modification to suit 

specific user requirements. 

• Large Community Support:  



o There is a large community of users that can provide support, and trouble 

shooting help. 

HOW TO  DWNLOAD AND INSTALL OPEN OFFICE: 

• Go to the Official Apache OpenOffice Website: 

o The most reliable place to download OpenOffice is directly from the official 

Apache OpenOffice website: openoffice.org.    

o Specifically go to this page: https://www.openoffice.org/download/ 

• Select Your Operating System and Language: 

o On the download page, you'll be prompted to select your operating system 

(Windows, macOS, or Linux) and your preferred language.    

o make sure to choose the correct operating system. 

• Download the Installer: 

o After selecting your options, you'll be provided with a download link. Click it 

to download the installer file. 

• Run the Installer: 

o Once the download is complete, locate the installer file on your computer and 

run it. 

o Follow the on-screen instructions to install Apache OpenOffice.   

Introduction to open office writer : 

Core Functionality: 

• Word Processing:  

o At its heart, Writer allows users to create documents ranging from simple 

letters and memos to complex reports, books, and brochures. 

o It offers a wide array of formatting options to control the appearance of text, 

paragraphs, and pages. 

• Feature Rich:  

o Writer includes features commonly found in commercial word processors, 

such as:  

▪ Spell and grammar checking. 

▪ Styles and formatting. 

▪ Table creation and manipulation. 

▪ Image insertion and editing. 

▪ Mail merge capabilities. 

▪ Table of contents and index generation. 

• Open Standards:  

o A significant advantage of Writer is its use of the OpenDocument Format 

(ODF), an international standard that promotes document compatibility and 

accessibility. 

o It also supports various other file formats, including those used by Microsoft 

Word, enhancing interoperability. 

• Cross Platform:  

o Open office writer, like the whole open office suite, is cross platform, meaning 

it can be run on many different operating systems. 

https://www.openoffice.org/download/


INTERFACE(ELEMENTS) OF OPEN OFFICE 

WRITER 

 

• Menu Bar:  
o File: Handles document creation, opening, saving, exporting (e.g., PDF), 

printing, and closing. 

o Edit: Provides tools for cut, copy, paste, find and replace, and other editing 

functions. 

o View: Controls how the document is displayed, including zoom levels, 

toolbars, rulers, and gridlines. 

o Insert: Allows you to add various elements to your document, such as images, 

tables, charts, and special characters. 

o Format: Offers options for formatting text, paragraphs, pages, and other 

document elements. 

o Tools: Includes utilities such as spell check, grammar check, thesaurus, and 

options for customizing the application. 

o Window: Manages open windows and allows you to arrange them. 

o Help: Provides access to documentation, tutorials, and support resources. 

• Toolbars (Customization):  
o OpenOffice toolbars are highly customizable. You can:  

▪ Add or remove buttons. 

▪ Create custom toolbars. 

▪ Move toolbars to different locations on the screen. 

 

o Common toolbars include:  

▪ Standard Toolbar: Contains basic commands like open, save, print, 

cut, copy, and paste. 

▪ Formatting Toolbar: Provides tools for formatting text, such as font, 

size, and alignment. 

▪ Drawing Toolbar: tools for drawing shapes, and lines. 

• Status Bar (Information):  
o Provides real-time information about the document:  

▪ Page number and total pages. 

▪ Cursor position. 

▪ Zoom level. 

▪ Insert/overwrite mode. 

▪ Selection mode. 

▪ Language. 

• Title bar: 

             Function of the Title Bar: 



1-  Displaying the Document Title:  

The primary function of the title bar is to display the name of the currently open 

document. If the document has been saved, the title bar will show the file name. If 

it's a new, unsaved document, it will typically display something like "Untitled 1" 

or a similar designation. 

2-Window Controls:  

The title bar also typically houses the standard window control buttons:  

Minimize: To reduce the window to the taskbar. 

Maximize/Restore: To enlarge the window to full screen or restore it to 

its previous size. 

Close: To close the OpenOffice Writer application or the current 

document. 

3-Window Manipulation:  

The title bar is used to drag and move the application window around the desktop. 

By clicking and holding the left mouse button on the title bar, you can reposition 

the window. 

 

how to start and open ,saving closing and 
printing documents: 

1. Starting OpenOffice Writer: 

• Windows:  

o Click the "Start" button. 

o Navigate to "All Programs" or "All Apps." 

o Find the "Apache OpenOffice" folder. 

o Click on "OpenOffice Writer." 

• macOS/Linux:  

o Locate the OpenOffice Writer icon in your Applications folder or application 

launcher and click it. 

2. Opening an Existing Document: 

• Within OpenOffice Writer:  

o Click "File" in the menu bar. 

o Select "Open..." (or press Ctrl+O). 

o A file dialog box will appear. 

o Navigate to the folder containing your document. 



o Select the document file. 

o Click "Open." 

• From File Explorer/Finder:  

o Locate the document file on your computer. 

o Double-click the file. If OpenOffice is your default program for that file type, 

it will open. 

3. Saving a Document: 

• To Save a New Document:  

o Click "File" in the menu bar. 

o Select "Save As..." (or press Ctrl+Shift+S). 

o A file dialog box will appear. 

o Choose the folder where you want to save the document. 

o Enter a file name in the "File name" field. 

o Select the desired file format (e.g., ".odt" for OpenDocument Text). 

o Click "Save." 

• To Save Changes to an Existing Document:  

o Click "File" in the menu bar. 

o Select "Save" (or press Ctrl+S). This will overwrite the existing file with the 

changes. 

4. Closing a Document: 

• To Close the Current Document:  

o Click "File" in the menu bar. 

o Select "Close." 

• To Close OpenOffice Writer:  

o Click "File" in the menu bar. 

o Select "Exit" or "Quit." 

o or click the "X" on the top right hand corner of the application window. 

5. Printing a Document: 

• Click "File" in the menu bar. 

• Select "Print..." (or press Ctrl+P). 

• A print dialog box will appear. 

• Select your printer. 

• Adjust print settings (e.g., number of copies, page range). 

• Click "OK" or "Print." 

• Print preview:  

o before printing, it is always a good idea to use the print preview function, 

found within the file menu. 

Important Notes: 

• OpenOffice's default file format is ".odt" (OpenDocument Text). This is an open 

standard. 

• OpenOffice can also open and save documents in other formats, such as ".doc" (Microsoft 

Word), but compatibility may vary. 



HOW TO  SELECTION CUTTING AND 

PASTING IN A DOCUMENTS” 

1. Selection: 

• Selecting Text:  

o Mouse:  

▪ Click and drag the mouse cursor over the text you want to select. 

▪ Double-click a word to select it. 

▪ Triple-click a paragraph to select it. 

▪ To select a block of text, click at the beginning, then hold down the 

Shift key and click at the end. 

o Keyboard:  

▪ Hold down the Shift key and use the arrow keys to select text. 

▪ Ctrl+A selects all the text in the document. 

• Selecting Other Objects:  

o Click on an image, table, or other object to select it. 

2. Cutting: 

• Using the Menu:  

o Select the text or object you want to cut. 

o Click "Edit" in the menu bar. 

o Select "Cut." 

• Using the Toolbar:  

o Select the text or object. 

o Click the "Cut" icon (scissors) on the Standard toolbar. 

• Using Keyboard Shortcuts:  

o Select the text or object. 

o Press Ctrl+X. 

3. Pasting: 

• Using the Menu:  

o Position the cursor where you want to paste the content. 

o Click "Edit" in the menu bar. 

o Select "Paste." 

• Using the Toolbar:  

o Position the cursor. 

o Click the "Paste" icon on the Standard toolbar. 

• Using Keyboard Shortcuts:  

o Position the cursor. 

o Press Ctrl+V. 

• Paste Special:  

o Sometimes, you'll want to paste content without its original formatting. In this 

case, use "Paste Special." 

o Click "Edit" > "Paste Special." 

o Choose the desired format (e.g., "Unformatted text"). 



o Also, sometimes when clicking the paste icon, a small drop down arrow will 

appear, giving the user various paste options. 

Important Considerations: 

• When you cut content, it is removed from its original location and placed on the 

clipboard. 

• When you copy content, it is duplicated and placed on the clipboard, leaving the 

original content intact. 

• The clipboard holds the most recently cut or copied content. 

• Always be aware of where your cursor is placed, prior to pasting, because the paste 

function will insert the clipboard contents at the cursor location. 

HOW TO DO CHAARCTER AND PARAGRAPGH 

FORMATTING: 

1. Character Formatting: 

Character formatting affects individual characters or selected portions of text. This includes 

things like font, size, and style. 

• Basic Character Formatting:  

o Selecting Text: First, select the text you want to format. 

o Using the Formatting Toolbar:  

▪ You'll find dropdown menus for font selection and font size. 

▪ Buttons for bold (B), italic (I), and underline (U) are also available. 

▪ You can also change the text color. 

o Using the "Character" Dialog:  

▪ Go to "Format" > "Character." 

▪ This dialog box provides more advanced options, including:  

▪ Font type, style, and size. 

▪ Font effects (e.g., superscript, subscript, outline). 

▪ Font color and background color. 

▪ Positioning. 

• Key character formatting functions:  

o Changing the font type. 

o Changing the font size. 

o Applying bold, italics, or underline. 

o Changing the font color. 

o Applying superscript or subscript. 

2. Paragraph Formatting: 

Paragraph formatting affects entire paragraphs. This includes alignment, indentation, and line 

spacing. 

• Basic Paragraph Formatting:  

o Selecting Paragraphs: To format a single paragraph, simply place your 

cursor within it. To format multiple paragraphs, select them. 



o Using the Formatting Toolbar:  

▪ You'll find buttons for left, center, right, and justified alignment. 

▪ You may also find buttons for increasing or decreasing indentation. 

o Using the "Paragraph" Dialog:  

▪ Go to "Format" > "Paragraph." 

▪ This dialog box provides more detailed options, including:  

▪ Indents and spacing (e.g., left indent, right indent, line spacing). 

▪ Alignment. 

▪ Text flow. 

▪ Borders and background. 

• Key paragraph formatting functions:  

o Aligning text (left, center, right, justified). 

o Indenting paragraphs. 

o Adjusting line spacing. 

o Adding borders or shading to paragraphs. 

3. Using Styles: 

• For consistent and efficient formatting, use styles. 

• OpenOffice Writer provides paragraph styles and character styles. 

• You can modify existing styles or create new ones. 

• To access styles, open the "Styles and Formatting" window (F11). 

• Using styles helps create a consistent look through out the document. 

 

Tips: 

• Use keyboard shortcuts to speed up formatting. 

• Use the "Format Paintbrush" to copy formatting from one section of text to another. 

• Always use print preview, to see how the formating will appear when printed. 

 

FIND AND REPLACE TEXT SPELLING  AND GRAMMAR CHECK AUTO 

CORRECT): 

1. Find and Replace: 

• Basic Find and Replace:  

o Go to "Edit" > "Find & Replace" (or press Ctrl+H). 

o In the "Search for" field, enter the text you want to find. 

o In the "Replace with" field, enter the text you want to use as a replacement. 

o Click "Find Next" to locate the next instance of the text. 

o Click "Replace" to replace the current instance, or "Replace All" to replace all 

instances. 

• Advanced Options:  

o The "Find & Replace" dialog box has options for:  

▪ "Match case": To find text that exactly matches the capitalization. 

▪ "Whole words only": To find only complete words. 



▪ "Regular expressions": For more complex search patterns. 

▪ Also formating can be searched for, and replaced. 

2. Spell and Grammar Check: 

• Spell Check:  

o To check the spelling of your entire document, go to "Tools" > "Spelling..." 

(or press F7). 

o OpenOffice will highlight misspelled words. 

o You can choose to:  

▪ Replace the word with a suggested correction. 

▪ Ignore the word. 

▪ Add the word to your custom dictionary. 

• Grammar Check:  

o OpenOffice also has grammar-checking capabilities, although it might not be 

as robust as some dedicated grammar tools. 

o Grammar check is typically included within the Spelling check function. 

o Look for grammar suggestions within the spelling dialog box. 

• As-You-Type Spell Checking:  

o OpenOffice can check spelling as you type. Misspelled words are usually 

underlined with a red wavy line. 

o You can right-click on a misspelled word to see suggestions. 

3. AutoCorrect: 

• AutoCorrect Options:  

o Go to "Tools" > "AutoCorrect" > "AutoCorrect Options...". 

o Here, you can:  

▪ Set up automatic replacements for common typos (e.g., "teh" to "the"). 

▪ Customize capitalization rules. 

▪ Create your own AutoCorrect entries. 

• How it Works:  

o AutoCorrect automatically corrects certain typing errors as you enter text. 

o It can also automatically format text (e.g., replace "--" with an em dash). 

Key Tips: 

• Regularly use the spell and grammar check to catch errors. 

• Customize your AutoCorrect options to suit your writing style. 

• Be cautious when using "Replace All," as it can sometimes lead to unintended 

changes. 

• Always proof read your documents, even after using these tools. 

 

 

 



SHORT CUT KEYS ON OPEN OFFICE WRITER 

It's very helpful to know keyboard shortcuts! They can significantly speed up your workflow 

in Apache OpenOffice Writer. Here's a breakdown of commonly used shortcuts: 

Basic Document Operations: 

• Ctrl + N: New document 

• Ctrl + O: Open document 

• Ctrl + S: Save document 

• Ctrl + Shift + S: Save as 

• Ctrl + P: Print document 

• Ctrl + Q: Exit OpenOffice 

Editing: 

• Ctrl + A: Select all 

• Ctrl + C: Copy 

• Ctrl + X: Cut 

• Ctrl + V: Paste 

• Ctrl + Z: Undo 

• Ctrl + Y: Redo 

• Ctrl + F: Find 

• Ctrl + H: Find and replace 

Formatting: 

• Ctrl + B: Bold 

• Ctrl + I: Italic 

• Ctrl + U: Underline 

• Ctrl + L: Align left 

• Ctrl + E: Align center 

• Ctrl + R: Align right 

• Ctrl + J: Justify 

• F11: Styles and formatting 

Navigation: 

• Ctrl + Home: Go to the beginning of the document 

• Ctrl + End: Go to the end of the document 

Other Useful Shortcuts: 

• F7: Spell check 

 

 



 

 

 



Open office calc 

Introduction to calc: 
  OpenOffice Calc is a powerful, free, and open-source spreadsheet application that's part of 

the Apache OpenOffice suite. Here's a basic introduction: 

Key Features and Concepts: 

• Spreadsheet Functionality:  

o Calc allows you to organize, analyze, and store data in a tabular format, using 

rows and columns. 

o It's designed for tasks like budgeting, data analysis, creating charts, and 

managing lists. 

• Cells:  

o The fundamental unit of a Calc spreadsheet is the "cell," where you enter data 

(numbers, text, formulas). 

• Formulas and Functions:  

o Calc supports a wide range of formulas and functions for calculations, 

including mathematical, statistical, and financial functions. 

o This enables you to perform complex data analysis. 

• Charts and Graphs:  

o You can create various types of charts and graphs to visualize your data, 

making it easier to understand trends and patterns. 

• Data Analysis:  

o Calc provides tools for sorting, filtering, and analyzing data, helping you 

extract meaningful insights. 

• File Compatibility:  

o It can open and save files in various formats, including Microsoft Excel (.xls, 

.xlsx) formats, as well as the OpenDocument Format (.ods). 

• Open Source:  

o Being open-source, Calc is free to download and use, and it benefits from a 

community of developers. 

Basic Uses: 

• Creating budgets and financial reports. 

• Managing lists of data (e.g., customer lists, inventory). 

• Performing statistical analysis. 

• Generating charts and graphs for presentations. 

• Creating simple databases. 

 

 



CALC INTERFACE ELEMENTS: 

 

 

Key Interface Elements: 

Title Bar:  

o Located at the very top, it displays the name of the current spreadsheet file. 

Menu Bar:  

     Beneath the title bar, the menu bar provides access to various Calc commands organized 

into menus like "File," "Edit," "View," "Insert," "Format," "Tools," "Data," "Window," and 

"Help.  

➢ The menu bar provides access to a wide array of Calc functions, organized logically. 

➢ "File" handles file operations (opening, saving, printing). 

➢ "Edit" offers editing tools (cut, copy, paste, find, replace). 

➢ "Format" controls cell appearance (fonts, colors, alignment). 

➢ "Data" provides data analysis tools (sorting, filtering, validation). 

➢ "Tools" include options like spell check, macros, and options. 

o  

Toolbars:  

o Toolbars contain buttons that provide quick access to frequently used 

commands. Common toolbars include:  

▪ Standard Toolbar: Contains basic commands like "Open," "Save," 

"Print," "Cut," "Copy," and "Paste." 



▪ Formatting Toolbar: Provides tools for formatting cells, such as font 

selection, font size, bold, italics, and alignment. 

Formula Bar:  

➢ This bar displays the contents of the active cell. It's where you can enter or edit 

formulas and data.  

➢ It includes the "Name Box," which shows the cell reference (e.g., A1), and the 

"Function Wizard" for inserting functions. 

 

➢ Name Box:  

o Displays the active cell's reference, aiding in cell identification. 

o Can also be used to quickly navigate to a specific cell by typing its reference. 

➢ Input Line:  

o Where data and formulas are entered or edited. 

o Provides a clear view of cell content, especially for complex formulas. 

➢ Function Wizard:  

o A valuable tool for inserting and building formulas. 

o Provides a list of available functions, descriptions, and prompts for arguments. 

▪  

Worksheet Area:  

o This is the main grid where you enter and manipulate data. It's composed of:  

▪ Columns: Identified by letters (A, B, C, etc.). 

▪ Rows: Identified by numbers (1, 2, 3, etc.). 

▪ Cells: The intersection of a column and a row. 

Sheet Tabs:  

o Located at the bottom of the worksheet area, sheet tabs allow you to navigate 

between multiple worksheets within the same Calc file. 

 

Status Bar:  

o At the very bottom of the window, the status bar displays information about 

the current state of Calc, such as the current cell selection and zoom level. 

 

 

 



Starting OpenOffice Calc: 

• From the Application Menu (Windows):  

o Click the Windows "Start" button. 

o Navigate to "Apache OpenOffice" (or just "OpenOffice" depending on your 

install). 

o Select "OpenOffice Calc." 

• From the Application Folder (macOS/Linux):  

o Go to your Applications folder (macOS) or your applications menu (Linux). 

o Find and double-click the "OpenOffice Calc" icon. 

• From an OpenOffice Start Center:  

o If you have the OpenOffice start center open, you can simply click on the Calc 

icon. 

• Once opened, a new, blank Calc spreadsheet will appear. 

 Saving a Calc Document: 

• "Save" (for existing files):  

o If you've already saved the file once, click the "Save" icon (a floppy disk) on 

the Standard Toolbar, or go to "File" > "Save." This will overwrite the existing 

file with your changes. 

• "Save As" (for new files or to create a copy):  

o If you're saving a new document or want to create a copy with a different 

name, go to "File" > "Save As." 

o A "Save As" dialog box will appear:  

▪ File Name: Enter the desired name for your file. 

▪ Save in: Choose the folder where you want to save the file. 

▪ File Type: This is very important. Select the file format. The default is 

"ODF Spreadsheet (.ods)," which is OpenOffice Calc's native format. 

If you need to share the file with Microsoft Excel users, you can 

choose "Microsoft Excel 97-2003 (.xls)" or "Microsoft Excel 2007-365 

(.xlsx)". 

▪ Click "Save." 

 Closing a Calc Document: 

• Close the Current Document:  

o Click the "X" button on the top-right corner of the Calc window (if you only 

have one document open). 

o Or go to "File" > "Close". If you have changes that have not been saved, Calc 

will prompt you to save them. 

• Close OpenOffice Calc Entirely:  

o Click the "X" button on the top-right corner of the main OpenOffice window. 

o Or go to "File" > "Exit" (or "Quit" on macOS). Again, Calc will prompt you to 

save any unsaved changes. 

Important Notes: 



• File Formats: Pay close attention to the file format when saving. Using the native 

".ods" format ensures full compatibility with OpenOffice Calc. 

• AutoRecovery: OpenOffice Calc has an AutoRecovery feature that can help recover 

unsaved changes in case of a crash. 

• Saving Frequently: It's always a good practice to save your work frequently to 

prevent data loss. 

Keyboard Shortcuts:  

o Ctrl+S (Windows/Linux) or Cmd+S (macOS) for "Save." 

o Ctrl+Shift+S (Windows/Linux) or Cmd+Shift+S (macOS) for "Save As." 

o Ctrl+W (Windows/Linux) or Cmd+W (macOS) to close the current document. 

o Ctrl+Q (Windows/Linux) or Cmd+Q (macOS) to close the application. 

FREEZING UNFREZZING ROW AND COLUMN 

Freezing rows and columns in OpenOffice Calc is a very useful feature when you're working 

with large spreadsheets. It allows you to keep certain rows or columns visible while you 

scroll through the rest of your data. Here's a breakdown of how it works: 

Understanding Freezing 

• When you "freeze" rows or columns, you're essentially locking them in place, so they 

remain visible as you scroll. This is especially helpful for keeping headers visible. 

How to Freeze Rows and Columns in OpenOffice Calc: 

1. Select the Cell:  

o The cell you select determines which rows and columns will be frozen. 

o Everything above and to the left of the selected cell will be frozen. 

o For example:  

▪ To freeze the top row, select any cell in the second row. 

▪ To freeze the first column, select any cell in the second column. 

▪ To freeze the first row, and the first column, select cell B2. 

2. Freeze:  

o Go to the "Window" menu. 

o Select "Freeze." 

3. Unfreeze:  

o To unfreeze the rows and columns, go back to the "Window" menu. 

o The "Freeze" option will now have a checkmark next to it. Click it again to 

unfreeze. 

CREATING CHART AND CREATING FORMULA 

Let's cover the basics of creating charts and formulas in OpenOffice Calc. 

1. Creating Charts in OpenOffice Calc: 



• Select Your Data:  

o Highlight the cells containing the data you want to include in your chart. This 

includes the labels (for axes and legend) and the data values. 

• Insert the Chart:  

o Go to the "Insert" menu and select "Chart..." 

o This will open the Chart Wizard. 

• Chart Wizard:  

o Chart Type:  

▪ Choose the type of chart you want (e.g., column, bar, line, pie). 

▪ Select a variant of the chosen chart type. 

o Data Range:  

▪ Verify that the data range is correct. If needed, you can adjust it here. 

▪ You can choose if the data series is in rows, or in columns. 

o Data Series:  

▪ Here you can adjust the data series, change names of the series, and 

add or remove data series. 

o Chart Elements:  

▪ Add or modify chart elements like titles, axes labels, and legends. 

o Finish:  

▪ Click "Finish" to insert the chart into your spreadsheet. 

• Editing the Chart:  

o You can edit the chart by double-clicking it. This will allow you to modify its 

elements, such as:  

▪ Chart type 

▪ Data range 

▪ Titles and labels 

▪ Colors and formatting 

2. Creating Formulas in OpenOffice Calc: 

• Select the Cell:  

o Click on the cell where you want the formula's result to appear. 

• Start with an Equals Sign (=):  

o Every formula in Calc must begin with an equals sign (=). 

• Enter the Formula:  

o You can enter the formula using cell references, numbers, and operators. 

o Cell References:  

▪ Use cell references (e.g., A1, B5) to include the values from those cells 

in your formula. 

o Operators:  

▪ Use mathematical operators like:  

▪ + (addition) 

▪ - (subtraction) 

▪ * (multiplication) 

▪ / (division) 

▪ ^ (exponentiation) 

o Functions:  

▪ Calc has a wide range of built-in functions:  

▪ SUM(A1:A10) (sums the values from A1 to A10) 



▪ AVERAGE(B1:B20) (calculates the average of values from B1 to 

B20) 

▪ MAX(C1:C15) (finds the maximum value from C1 to C15) 

▪ MIN(D1:D12) (finds the minimum value from D1 to D12) 

▪ COUNT(E1:E20) (counts the number of cells with numbers in 

that range) 

▪ To insert a function, you can use the function wizard. 

• Press Enter:  

o Press the Enter key to complete the formula. Calc will calculate the result and 

display it in the cell. 

Example Formulas: 

• =A1+B1 (adds the values in cells A1 and B1) 

• =C5*10 (multiplies the value in cell C5 by 10) 

• =SUM(D1:D10) (sums the values in cells D1 through D10) 

• =AVERAGE(E1:E5) (calculates the average of the values in cells E1 through E5) 

OPEN OFFICE CALC SHORT CUT KEY: 

Basic Navigation and Selection: 

• Arrow Keys: Move between cells. 

• Tab: Move to the next cell to the right. 

• Shift + Tab: Move to the previous cell to the left. 

• Enter: Move to the next cell down. 

• Shift + Enter: Move to the previous cell up. 

• Ctrl + Home: Move to cell A1. 

• Ctrl + End: Move to the last used cell. 

• Page Up/Down: Scroll the worksheet up or down. 

• Ctrl + Page Up/Down: Move between sheets. 

• Shift + Arrow Keys: Extend cell selection. 

• Ctrl + A: Select all cells. 

Data Entry and Editing: 

• F2: Edit the active cell. 

• Ctrl + C: Copy. 

• Ctrl + X: Cut. 

• Ctrl + V: Paste. 

• Ctrl + Z: Undo. 

• Ctrl + Y: Redo. 

• Delete: Clear cell contents. 

• Ctrl + D: Fill down. 

• Ctrl + R: Fill right. 

Formulas and Functions: 



• = (Equals Sign): Start a formula. 

• Shift + F3: Function Wizard. 

Formatting: 

• Ctrl + 1: Open the "Format Cells" dialog. 

• Ctrl + B: Bold. 

• Ctrl + I: Italic. 

• Ctrl + U: Underline. 

File and Window Operations: 

• Ctrl + N: New spreadsheet. 

• Ctrl + O: Open spreadsheet. 

• Ctrl + S: Save spreadsheet. 

• Ctrl + P: Print. 

• Ctrl + W: Close current document. 

• Ctrl + Q: Exit Calc/OpenOffice. 

Other Useful Shortcuts: 

• Ctrl + F: Find. 

• Ctrl + Shift + F: Find and Replace. 

• F11: Styles and Formatting. 

• Shift + Space: Select entire row. 

• Ctrl + Space: Select entire column. 

 

 



           OPEN OFFICE IMPRESS INTRODUCTION  

OpenOffice Impress is the presentation application within the Apache OpenOffice suite. It's 

designed to help you create professional-looking slideshows for various purposes, from 

business presentations to educational lectures. Here's an introduction to its key aspects: 

Core Functionality: 

• Slide Creation:  

o Impress allows you to build presentations using individual slides, each capable 

of containing text, images, charts, and other multimedia elements. 

• Visual Design:  

o It offers tools for designing visually appealing slides, including templates, 

drawing tools, and formatting options. 

• Multimedia Integration:  

o You can incorporate images, audio, and video files into your presentations to 

enhance engagement. 

• Animations and Transitions:  

o Impress provides features for adding animations to slide elements and 

transitions between slides, creating dynamic presentations. 

• Presentation Delivery:  

o It offers various options for delivering your presentations, including on-screen 

slideshows and exporting to different file formats. 

• File Compatibility:  

o Impress supports various file formats, including its native OpenDocument 

Presentation (.odp) format and compatibility with Microsoft PowerPoint (.ppt, 

.pptx) files. 

. Creating a New Presentation: 

• Open OpenOffice Impress:  

o Find OpenOffice Impress in your applications menu or program list, and open 

it. 

o Alternatively, if you have the OpenOffice start center open, click on the 

Impress icon. 

• New Presentation Options:  

o When Impress opens, you'll typically be presented with a "Presentation 

Wizard" or a blank presentation. 

o Presentation Wizard:  

▪ This wizard guides you through selecting a template, slide design, and 

output medium. 

▪ You can choose from pre-designed templates or create a blank 

presentation. 

o Blank Presentation:  

▪ Selecting this option starts you with a default, empty slide. 

• Starting with a Blank Presentation (Most Common):  

o It is usually easiest to just start with a blank presentation, and then customize 

it as you need. 

 



 PART OF INTERFACE  OR ELEMENTS OF OPEN OFFICE IMPRESS: 

 

 

Parts of the Impress Interface: 

• Title Bar:  

o Displays the name of the current presentation. 

• Menu Bar:  

o Provides access to all Impress commands (File, Edit, View, Insert, Format, 

Tools, Slide Show, Window, Help). 

• Toolbars:  

o Contain buttons for frequently used commands (e.g., Standard, Formatting, 

Drawing). 

• Slides Pane:  

o Located on the left side, it displays thumbnails of all slides in your 

presentation. This allows you to easily navigate and manage slides. 

• Workspace (Slide View):  

o The large central area where you create and edit individual slides. 

• Tasks Pane (Sidebar):  

o Usually located on the right side, it provides access to various tools and 

options, such as:  

▪ Master Pages: For setting consistent slide layouts. 

▪ Custom Animation: For adding animations to slide elements. 

▪ Slide Transitions: For adding transitions between slides. 



▪ Styles and Formatting: For controlling the appearance of text and 

objects. 

o This sidebar can change what is shown based on what task you are currently 

performing. 

• Status Bar:  

o Located at the bottom, it displays information about the current slide, zoom 

level, and other status indicators. 

• Drawing Toolbar:  

o This toolbar is usually located at the bottom of the workspace. It contains tools 

for drawing various shapes, lines, and other graphic elements. 

• Notes Pane:  

o Located below the workspace, it allows you to add notes for each slide, which 

are visible to the presenter but not to the audience. 

Key Interface Elements and Their Functions: 

• Slides Pane:  

o Provides a visual overview of your presentation's structure. 

o Allows you to rearrange, duplicate, and delete slides. 

• Workspace:  

o The primary area for designing and editing your slides. 

o You can add text, images, shapes, and other elements. 

• Tasks Pane:  

o A versatile tool for managing slide layouts, animations, and other presentation 

elements. 

o This pane is very useful for adding animations, and slide transitions. 

FORMATTING PRE AND APPLYING ANIMATION EFFECT 

. Formatting Presentations: 

• Master Pages:  

o Go to the "View" menu and select "Master." 

o This opens the Master View, where you can create a consistent design for all 

slides. 

o You can modify the background, fonts, and layout of the master page. 

o Any changes you make here will be applied to all slides that use that master 

page. 

o To exit the master view, click "Close Master View" on the top of the 

workspace. 

• Formatting Text:  

o Select the text you want to format. 

o Use the Formatting Toolbar or the "Format" menu to change:  

▪ Font type, size, and color. 

▪ Text alignment (left, center, right, justified). 

▪ Bullet points or numbering. 

▪ Line spacing. 

• Formatting Objects:  

o Select the object (image, shape, etc.) you want to format. 



o Right-click on the object and choose "Area," "Line," or other formatting 

options. 

o You can change:  

▪ Fill color or gradient. 

▪ Line style, color, and thickness. 

▪ Object size and position. 

• Slide Backgrounds:  

o Right-click on the slide and select "Slide Properties." 

o Go to the "Background" tab. 

o You can choose a solid color, gradient, or image as the background. 

• Slide Layouts:  

o In the Slides Pane, right-click on a slide and select "Change Slide Layout." 

o Choose a pre-defined layout that suits your content. 

2. Applying Animation Effects: 

• Select the Object:  

o Click on the object (text box, image, shape) that you want to animate. 

• Open the Custom Animation Pane:  

o Go to the "Slide Show" menu and select "Custom Animation." 

o Or, if the sidebar is open, select the custom animation icon. 

• Add an Effect:  

o In the Custom Animation Pane, click the "Add Effect" button. 

o Choose the type of animation:  

▪ "Entrance" (how the object appears). 

▪ "Emphasis" (how the object changes while on the slide). 

▪ "Exit" (how the object disappears). 

▪ "Motion Paths" (how the object moves). 

o Select the specific animation effect (e.g., "Fly In," "Appear," "Fade"). 

• Customize the Effect:  

o In the Custom Animation Pane, you can customize the effect:  

▪ "Start": Choose when the animation starts (on click, with previous, 

after previous). 

▪ "Direction": Choose the direction of the animation. 

▪ "Speed": Choose the speed of the animation. 

• Slide Transitions:  

o In the task pane, select the slide transition icon. 

o Select the transition type that you want between slides. 

o Change the speed, and how the transition happens. 

• Preview Animations:  

o Click the "Play" button in the Custom Animation Pane to preview the 

animation. 

o Or, start the slide show to see all animations in context. 

RUNNING SLIDE SHOW /PRINTING PRESENTATION: 

1. Running a Slide Show: 

• Start from the First Slide:  

o Go to the "Slide Show" menu and select "Slide Show." 



o Alternatively, press the F5 key. 

• Start from the Current Slide:  

o Go to the "Slide Show" menu and select "Start from Current Slide." 

o Alternatively, press Shift + F5. 

• Presenter Console:  

o If you have multiple monitors, Impress can use the Presenter Console. This 

allows you to see your notes, a preview of the next slide, and a timer on your 

own screen, while the audience sees only the current slide. 

o You can usually find the Presenter Console options in the Slide Show menu. 

• Navigation During the Slide Show:  

o Next Slide: Press the space bar, the right arrow key, the down arrow key, or 

click the left mouse button. 

o Previous Slide: Press the backspace key, the left arrow key, or the up arrow 

key. 

o Go to a Specific Slide: Type the slide number and press Enter. 

o End the Slide Show: Press the Esc key. 

• Pointer Options:  

o During the slide show, you can often use the mouse pointer to highlight things. 

The mouse pointer may change into a pen tool, or laser pointer. 

2. Printing a Presentation: 

• Open the Print Dialog:  

o Go to the "File" menu and select "Print." 

o Alternatively, press Ctrl + P (or Cmd + P on macOS). 

• Print Options:  

o Printer: Select the printer you want to use. 

o Range and Copies:  

▪ "All": Print all slides. 

▪ "Slides": Print a specific range of slides (e.g., 1-5). 

▪ "Copies": Specify the number of copies. 

o Print Layout:  

▪ "Handouts": Prints multiple slides per page, which is useful for 

audience handouts. You can choose the number of slides per page. 

▪ "Notes": Prints each slide with your speaker notes. 

▪ "Outline": Prints an outline of the presentation's text content. 

▪ "Slide": Prints each slide on a separate page. 

o Options:  

▪ You can often find additional options, such as printing in grayscale or 

black and white. 

• Print:  

o Click the "Print" button to start printing. 

Tips for Printing: 

• Preview: Always use the "Print Preview" option (usually found in the Print dialog) to 

see how your presentation will look before printing. 

• Handouts: Printing handouts is a great way to provide your audience with a physical 

copy of your presentation. 



OPEN OFFICE IMPRESS SHORT CUT KEY: 

General Presentation Shortcuts: 

• F5: Start slide show from the first slide.    

• Shift + F5: Start slide show from the current slide.    

• Esc: End slide show.    

• Ctrl + N: New presentation. 

• Ctrl + O: Open presentation. 

• Ctrl + S: Save presentation. 

• Ctrl + P: Print presentation. 

• Ctrl + Q: Exit Impress. 

Slide Navigation During Slide Show: 

• Spacebar: Next slide or animation. 

• Backspace: Previous slide. 

• Arrow keys (right/down): Next slide or animation. 

• Arrow keys (left/up): Previous slide. 

• Page Up: Previous slide. 

• Page Down: Next slide. 

• Home: First slide. 

• End: Last slide. 

Editing and Formatting Shortcuts: 

• Ctrl + A: Select all. 

• Ctrl + C: Copy. 

• Ctrl + V: Paste.    

• Ctrl + X: Cut. 

• Ctrl + Z: Undo. 

• Ctrl + Y: Redo. 

• Ctrl + B: Bold. 

• Ctrl + I: Italic. 

• Ctrl + U: Underline. 

• Ctrl + M: Insert new slide. 

• F2: Edit text. 

• F11: Styles and Formatting. 

Object Manipulation: 

• Shift + Ctrl + G: Group selected objects. 

• Ctrl + Shift + Alt + G: Ungroup selected objects. 

 


