
In today's world, in any field, knowledge of  'Computers' is an "essential" for any
service/job one wants to join. How deep the knowledge of computers is required
depends upon the kind of job/service one is aspiring for. This "SIMPLIFIED
COMPUTER COURSE" has been created with this aim so as to introduce readers
not only with various aspects of computer applications, but also with the latest computer
techniques they need to know. Specially those readers would be more benefited
who lag behind only due to the reason that they don't possess knowledge of
computers. Besides, students of courses like DCS, PGDCA, PGDCS and I.T.I.
etc. can also make use of this book to learn basic knowledge and use of software
like Windows 7 and MS Office 2016, and give direction to their careers. Apart from
the latest software, valuable light has also been thrown upon 'Internet', 'E-mail' and
'Multimedia' techniques so that all readers can become aware of these computer
techniques.

It is trusted that this "SIMPLIFIED COMPUTER COURSE" would be capable of
introducing various computer techniques and software and teaching their use to its
readers in very short time.

-Authors

Preface



1. Computer Fundamentals ........................................................................... 1-32
Computer Science - An Introduction ................................................................................ 1
Functions of a Computer .................................................................................................. 4
Some Beginning Terms .................................................................................................... 4
What makes a computer powerful? ................................................................................. 4
The Computer System...................................................................................................... 4
How computers work, Control unit ................................................................................... 5
Arithmetic/logic unit (ALU), Memory ................................................................................ 7
Input/output (I/O) ............................................................................................................... 8
Digital Data, Digital Codes ............................................................................................... 9
Binary numeral system .................................................................................................. 11
Counting in binary ........................................................................................................... 12
Hexadecimal numeral system ........................................................................................ 13
Decimal numeral system................................................................................................ 14
Multitasking..................................................................................................................... 15
Multiprocessing ............................................................................................................... 16
Types of Computer System ............................................................................................ 16
Generations of Computer ................................................................................................ 19
Memory devices in a PC ................................................................................................ 23
HDD (Hard Disk Drive), Connection Types ..................................................................... 25
CD-ROM Drive (An introduction) ..................................................................................... 26
Pits and Lands, DVD disc capacity ............................................................................... 27
Blue-ray Disk, USB flash drive ....................................................................................... 28
Zip drive, Tape drive ......................................................................................................... 29
Multiple Choice Questions Answers .......................................................................... 30-32

2. Computer Peripherals .............................................................................. 33-49
PC Hardware ................................................................................................................... 33
The Keyboard .................................................................................................................. 37
Keys of Computer Keyboard, Alphabet keys ................................................................. 38
Pointing Devices, Mouse, Trackball ............................................................................... 41
Glidepad, Game Devices, Pen Input .............................................................................. 42
Touchscreen, Digitizers and Graphics Tablets, Sound Input ......................................... 43
Video and Image Input .................................................................................................... 43
Output Devices ............................................................................................................... 44
Computer Display (Monitor), Computer printer, Toner-based printers ........................... 45
Liquid inkjet printers, Solid Ink printers, Dye-sublimation printers ................................ 46

Contents



Impact printers, Dot-matrix printers, Pen-based plotters, Line printers ........................ 47
Computer speaker, Headphones .................................................................................... 48
Multiple Choice Questions Answers .......................................................................... 48-49

3. Software Introduction ............................................................................... 50-55
Relationship to computer hardware ................................................................................ 50
Types of Computer Software .......................................................................................... 51
Program and library ........................................................................................................ 52
Platform software ............................................................................................................ 53
User-written software, Operation .................................................................................... 53
What is a Compiler? ....................................................................................................... 54
What is an Interpreter? ................................................................................................... 54
Multiple Choice Questions Answers ............................................................................... 55

4. Introduction of Operating System .......................................................... 56-62
Multi User and Single User OS ...................................................................................... 56
File System..................................................................................................................... 57
Networking ...................................................................................................................... 58
Graphical user interfaces, History of Operating System ............................................... 58
Modern operating systems ............................................................................................. 60
Multiple Choice Questions Answers .......................................................................... 61-62

5. Working with MS Windows 7 ................................................................. 63-100
The desktop .................................................................................................................... 63
Working with desktop icons ........................................................................................... 66
Adding and removing icons from the desktop ................................................................ 66
To add a shortcut to the desktop ................................................................................... 67
To add or remove common desktop icons ..................................................................... 67
To move a file from a folder to the desktop .................................................................... 67
To remove an icon from the desktop .............................................................................. 67
Moving icons around ....................................................................................................... 68
Selecting multiple icons ................................................................................................. 68
Hiding desktop icons ...................................................................................................... 69
The Recycle Bin ............................................................................................................. 69
The Start menu ............................................................................................................... 69
Getting started with the Start menu ............................................................................... 70
Opening programs from the Start menu ......................................................................... 71
The search box ............................................................................................................... 71
The taskbar ..................................................................................................................... 72
Minimize and restore windows ....................................................................................... 74
See previews of your open windows............................................................................... 75
The notification area ....................................................................................................... 75
Customize the taskbar ................................................................................................... 76
How do I turn off my computer? ..................................................................................... 76
Turning off your computer properly ................................................................................. 77
Use the Shut down button on the Start menu ................................................................ 77
When to shut down ......................................................................................................... 77
System Restore in Windows 7....................................................................................... 78
Create a restore point ..................................................................................................... 78
To rename a desktop icon .............................................................................................. 79



Choose a desktop background....................................................................................... 80
Arrange your desktop icons ........................................................................................... 80
Add or Remove Programs .............................................................................................. 81
To add or remove a Windows component ...................................................................... 81
Using the Files and Settings Transfer Wizard ............................................................... 81
To start a program each time you start Windows:......................................................... 82
Using Fonts in Windows 7 ............................................................................................. 82
To view a font on your computer ..................................................................................... 83
To add a new font to your computer ............................................................................... 83
Using Printers in Windows 7 .......................................................................................... 84
Connect to a printer ........................................................................................................ 84
To connect a printer directly to your computer .............................................................. 84
To connect to a printer on a network .............................................................................. 84
Find the file you want to print ......................................................................................... 85
To search for a file or folder ............................................................................................ 85
Print a file ........................................................................................................................ 86
To print a document ........................................................................................................ 86
Using Windows Explorer ................................................................................................ 87
Volume Control ............................................................................................................... 88
To adjust the playback volume ....................................................................................... 88
To enable or disable sound ............................................................................................. 88
Delete .Tmp Files ........................................................................................................... 88
Using Disk Defragmenter ................................................................................................ 89
Disk Defragmenter window ............................................................................................. 89
To analyze a volume ....................................................................................................... 91
To defragment a volume .................................................................................................. 91
Setting Wi-Fi Net Connection in  Windows 7 ................................................................ 91
Setting Up Internet Connection ...................................................................................... 93
Securing the Network ..................................................................................................... 94
Setting Up Other Computers On The Network .............................................................. 95
Setting Up Sharing On The Network .............................................................................. 95
Turn off Your Computer ................................................................................................... 96
Multiple Choice Questions Answers ........................................................................ 97-100

6. MS Word 2016 (Word Processing) ...................................................... 101-126
What is Word Processing? .......................................................................................... 101
Working with Microsoft Word 2016 .............................................................................. 103
MS Word 2016 Interface ............................................................................................... 104
Starting MS Word  2016 ............................................................................................... 105
Title bar of Word 2016 user interface ........................................................................... 106
Ribbon of Word 2016 user interface ............................................................................. 107
Status bar of MS Word 2016 ........................................................................................ 108
Create a new blank document ...................................................................................... 109
Entering Text in the Document ..................................................................................... 112
Saving a Document ....................................................................................................... 113
Document Editing ......................................................................................................... 115
Printing and Previewing ................................................................................................ 120
Previewing in Backstage .............................................................................................. 120



Selecting a Printer ........................................................................................................ 121
Using Print Options ...................................................................................................... 122
Multiple Choice Questions Answers ...................................................................... 125-126

7. Working with MS Excel 2016................................................................ 127-150
The Excel Window ........................................................................................................ 128
Excel Elements ............................................................................................................ 128
Identify Columns, Rows, and Cells .............................................................................. 130
Navigate in and Among Worksheets ............................................................................ 130
Excel 2016 User Interface ............................................................................................ 131
The Ribbon .................................................................................................................... 131
Columns and Rows, Entering Text ............................................................................... 132
Long Words and Numbers, Mathematics and Formulas ............................................. 133
Creating Formulas ........................................................................................................ 133
Use Cell References in Formulas, Constants in Formulas ......................................... 134
Apply the Order of Precedence, Parentheses in Formulas ......................................... 135
Displaying Cell Formulas .............................................................................................. 136
Insert and Delete a Worksheet ..................................................................................... 136
Insert Cells, Columns, and Rows ................................................................................. 137
Delete Cells, Columns, and Rows ............................................................................... 138
Adjust Column Width.................................................................................................... 139
Adjust Row Height ........................................................................................................ 140
Select a Range ............................................................................................................. 140
Apply Borders and Fill Colour ...................................................................................... 141
Creating Charts in Excel .............................................................................................. 142
Types of Charts ............................................................................................................. 143
Inserting a Chart ........................................................................................................... 144
Previewing and Printing a Worksheet .......................................................................... 145
Printing Multiple Worksheets ....................................................................................... 145
Multiple Choice Questions Answers ...................................................................... 149-150

8. Working with PowerPoint 2016 ........................................................... 151-182
PowerPoint Viewer ....................................................................................................... 153
Powerpoint Ribbon ........................................................................................................ 154
Backstage View of Powerpoint ..................................................................................... 156
Opening an Existing Presentation ............................................................................... 157
PowerPoint Views ......................................................................................................... 158
Working with Text ......................................................................................................... 159
Saving an Edited Presentation ..................................................................................... 160
Presentation Template .................................................................................................. 160
Creating a Blank Presentation ..................................................................................... 161
Adding Text to a Blank Slide ........................................................................................ 162
Save a Presentation ..................................................................................................... 163
Saving a New Presentation for the First Time .............................................................. 163
Working with Slides ...................................................................................................... 164
Duplicating Selected Slides ......................................................................................... 165
Rearranging the Slides in a Presentation .................................................................... 167
Deleting a Slide, Printing a Presentation ..................................................................... 168
Using Text Blocks ......................................................................................................... 169
Creating a New Layout ................................................................................................. 169
Using Images in a Presentation ................................................................................... 170



Inserting a Picture from a File, Animation Pane of PowerPoint 2016 ......................... 171
Transitions .................................................................................................................... 172
Animating Slide Contents ............................................................................................. 173
Adding a Video to a Slide ............................................................................................. 175
Adding an Audio File to a Slide .................................................................................... 176
Inserting a SmartArt Graphic ........................................................................................ 177
Exiting PowerPoint 2016 .............................................................................................. 177
Multiple Choice Questions Answers ...................................................................... 181-182

9. Working with MS Access 2016 ............................................................. 183-200
Starting Access ............................................................................................................. 183
Opening an Existing Database..................................................................................... 185
Using Access 2016 Interface ........................................................................................ 187
Using Object Tabs ........................................................................................................ 188
Changing Views ............................................................................................................ 189
Using Tools and Commands ........................................................................................ 190
Using the Ribbon .......................................................................................................... 190
Working with Backstage View ..................................................................................... 191
Data and Data Types .................................................................................................... 192
Data Types for Fields .................................................................................................... 193
Defining Database Tables ............................................................................................. 195
Multiple Choice Questions Answers ............................................................................. 200

10. Internet and E-mail ................................................................................ 201-216
Internet and Web .......................................................................................................... 201
Creation of Internet ....................................................................................................... 202
Internet Protocols ......................................................................................................... 203
Common uses of the Internet, E-mail .......................................................................... 204
The World Wide Web, Remote access ....................................................................... 205
File sharing ................................................................................................................... 206
Streaming media, Voice Telephony (VoIP) ................................................................... 207
Internet access, Using Web Based E-mail .................................................................. 208
E-mail Message format ................................................................................................ 209
Email Types .................................................................................................................. 212
Email Inbox/Outbox, Email outbox .............................................................................. 213
Email  spam, Cloud Computing ................................................................................... 214
Multiple Choice Questions Answers ...................................................................... 215-216

11. Basics of Multimedia ............................................................................ 217-227
Multimedia System....................................................................................................... 218
Elements of Multimedia ................................................................................................ 219
Types of Computer Graphics ........................................................................................ 222
Video on Internet ........................................................................................................... 225
Multimedia Applications ................................................................................................ 226
Multiple Choice Questions Answers ............................................................................. 227

12. Basics of Data Communication ........................................................... 228-231
What is Networking? .................................................................................................... 229
Fundamentals of Transmission .................................................................................... 229
Analog and Digital Signals ........................................................................................... 230
Multiple Choice Questions Answers ............................................................................. 231

Appendix: Computer Glossary ........................................................................... 232


