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"o Select the loalion Whexe you want P save
the cf.ocumen% UsIn H«e qwj’ clown MEeNY -

o fntes o mame “dos the clocument “Jext_ 1o -1ableqd

To click  the  Save bulon.

% Xk 2 % %X B




F e ————

S.10. |Cseale a file in Ms-wowk o inset a table
| ;: izhc". document . Jescaibe all steps involved B

(ng. = .Am_m_u?L B
o cliclk” the stmt ifecon. "3 e IS

1 o Then poixﬂ o Al proguams.
= o Then click Micxosoft “office  cnd
o Then click Micwosoft wowd. -

e Cyeale  the Micwosoft office buHen/fle Jab.
o Seled  the mew , then mew clocument clialog

| _box _qppeaxs. sl i g
e Seledt mlc clocument . 41 will be highlighted |
l:a clefault - . o _ I
o [ mew  Dlomle  clocument appeess in the wesd |
window.

;-_Jgg_ can aeqk_ cJoc:me'nj__ bg‘in fexd »

. jmﬂa qave  clotument: P s .

| | e .

o place goun  insestion point in the clocument |
_ Whexe _you want 1o inseyt  dfable . =
o %let the Bneext fab. 3 1 A
o clicle  the table command - i NN
o fag  uouy  aow® ovey  the C(f_dg’(fam

oquaves” b Seled  the mumber of columms |

|  ond gows in the  doble -

..




e

~

o Loft - click gpus mouce el the  fabl
| appeeys _in_ the  clocument .

le Fntex fext  inln  the ftable.
| Tk ek )




§.41.

-

Ceeate a following wouksheet in [Ms-excel
aMJQvg it  with mame ‘books’. = !

s e  skat  bullm em  the  Tasikbex |

| qt _the  boHon  left covmes of the scecem.

* Highlight the AN paogram ttem. The prgan

_amemy_wxll appe open i ,

o aclect  Micwoeofi office  fmom dhe list  0f
P E0g M8 . =

e cliek  om  Miewsoft  Excel:




— e ————————————————————————————— -

To «veale o mew blank suosksheed .
o [eft-click  the _micasost  office  buMon &5
file Jab. | w
. oelccQ mew. The M New/ um'k.shee% 0(467’08
box Qf a¥s ., amel  Blank  woskshee t high-
116}\ clefouli = |
_ Lo e opegaimm— | =]
le A mew  blank womshed_appemrs im-J_be,__

W] fnclayQ:-

Now/, ¢ ollo Qi .
> This, »Jam}aee}:s Bad< Page-

_— ——

To Save \igskbook. using Save ‘As ' command: "l
o Chck  the plicwosoft  ofite  bullon o¥ file Hab.

o GElmT hiMer- t L

elect +He location \hese You wam?t. % save-

qame. o the  Wankhook “‘Book 1", ]
o click ihe Save  bullon.

B Y T3 e AR




Fol!owu'ng woslksheel .

e 1,
ol mo. Name Nagks
Ll M 6o
2> 10
31 m3 3
4-1 pmt 90
5| mS 40
_ 6| b 50
Il %7 77
2 xd 44
9 ,ne P
11 lD mw 5
13
14
19 - L o
16 ]’“*‘




Ins. = > The sum of the naxkshin a wange of cell@ﬁcaq

—

Q-ﬂ-[f&] lale following +hi § n
[ O s e B S .
cuealed W Qquestion mo 10,

W The sum of the viagks using Audosum in
| a wmange of cells (C2:cn)

V Avexage of the "mavks i a wange of -
- CeN Gxeas) s i 1“6

- —

P wimimum marks in a Tange of cellslca:cu)
~agng Aulogam

| SUM i Calaulales the sum of aange of celle dogethes
| Bmmulai= Sum (cel yange) { - g iogg

=Sum (C‘}:CH) queu ypP ’Lie_ '?01011—]—

| > Avexage of the maxks in o sang of
aell( 1:Cn) 1 ? ; .HA‘-i” - ___{ {
vegay i< Cakulates the qveyage of wxmae of

’ cellg . Y . .
Jowrnule & = &mﬂv@a@e (el yange)

= (v [éq:c 1L)

| Asgues = 801 [

» higest mazks in a wange of cells (ca:cu)

Max -5 ndenlifies the lozgect mumber 0o vame of cell
 fosmula 2 zMax (ceNl yange) = Max(Ca 3 (s )  Pncpey = 99 |
P Mimmuyt May )< in a yange O F cells (<2 3¢)
| M4N J>Adenlifies the Smalles? Numbey in q auhge of cells

[ —

_mayles_in a_zange 0f cetts(cr:cu)|

fosmulal : = Min (cell Fange) ! =NinlCe:C11) % [Ancuer = 60 |




1INt 10
r: 21\ 90
a 3 N'! - }0
5]  #In* 60
(’ ~._51 ENQ- 2 85
=/ AL b'f. a5
i) ] 1’ : 75
(3 R hnye \ 65
m Q| ND g%
AL 10 fNio 3%
m o —
m -|
14
) S
Mefom  shekeb)  she th




Ans.=»

e lefl-click. the fmous@ » then

_ L?W
T

:

Jescznbe vavious steps invalved in  the

‘?Io a'lows
o7

| ¢ Release  the  amouge  buHon.

- —

mmodag colurm width of a wovksheet.
the zow “gml a‘ a \Jalksh«ﬂ
s 0f a worksheet

e Position “the cusscr oves the colurmm  lime n
the  columm . heads

e and a  clouble o wil cw(ea'&

8 the cuxsew

o the 8h°( inczease.  the Y columm |
width on B the left b cecacase  the
colurm  diclth.

* Release the  eomouse.  butiom .

® Dosidion  the cussos owea  the 30w  line You,
want 1o mods f(\; v anel o couble  amoLy
Will  oppeay:

o loPt-olick the amouce . them the.

cursa  ppwascl  fp  clecwease Jhea 20/
heﬁhf as  clownloael T incyease  {he
POW hergh'l




_ el —————

PW@ a
o Select the 2o 0% column  you  want

Yo clelete.
o colick ‘the Relele command in the celle

oup_ov the  Home.  dab.
o “Oeleclecl  columm  o¥  wwW  clelefecl .

LI R S 3




Q.13-b)| Rescuibe fllowing feams dn  the wnkshu!]

>Qmaua£h vefekece. in foymulla
» Cell vess

:

e Relative acfeseence

cell  aefeyence in  fevmula

automalically QC!fus% b AN/ lecations  when
the  foevula  fs  poslect  mip  oiffesend
cefls . This is  caled a zelalive efesence.

* Somedimes  when glou Py and. pasie

a

fosmula 57?& don+ want  one o 'mose
€ -

cell efex

to chomae, .

o flbgolute  Refesence |

cell pefesence M a  femda

a'\mgs wefes o the  some celon  cell

gange . AF a  faomula 15 wpeied b a
chilesent  locolitn .  the  abaglule  wefesence.
Yemaims the  same.

¥ _Cell adduess.

kach ’Bec'{q'ngle in  the  Josksheet
caled  a  cell. Fach  cell  has o

'{S
Mame,

|

S ———

;‘ fin  absdute eefevence  solve  this pzobchF 25



0¥ a cell addwess s based om  the
coluynn amd oW whewe g locateel -
iv below  diggiam  meme __of selecled |
cell i Ca " because  columm  heael is
e and  aow  head 1y 3.
X %2 R EXR
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8. 14, th_inols alﬁmlnbk_b _customize. |

m 10 00 aris Qvaapl® is W" 4 — ==
m oe s ép ration - _

1.

=N H Qe

R _j The. _ham_e_an holds the  cut  and

, PGS&E ;f{‘gﬂh ' FO % f TQ&L_ 0ve
i arnel whg}fgmnmeecl %DPQMB GMH

3 slmlesb — s
941 T = ol

A click. Avsest o qclgL ﬁgoméﬁung
2 o shide, iz indudes pictuves , shapes . Yehnls,
link, text boxes ., video omd mege. -

" T fesign_i- 1 i
, £ = ﬂn the  Resig n, tab . _&LL can
lodd o Qolo:d‘scheme ‘o8 Gvmat |

J fhe. sd&__m.kgmmd N -

4 e !’ll

. - St up  how  youw s\des c}\mn |
_Fﬁmi ﬁe o the me;’c {og the ‘bleT"o'ons g
2 _tak. H 03 1/, S e s
| +memsitions. _inﬁfa‘ +ranaitions _iDQO&S thig sl«.ﬂaj

~ |goup- clide amose. _of the olide of the
5 Aa O 1o SQM_QJ ‘H"m




e ey e

~ Use  {he Avimelion db b
the  amovement oLJMgs Oh_acu‘o’

chageoguaph
aliclea s Note  thal Hm" "
| possible. animimn Yhe Co

| Avimation gxoup cmL se@_fnome_ oLJrheme =

6. ol dbaig *— . |
bn  the slide chow dab. set

| pesemted

e o R

¢ that  siou Wemt o show
qu e__MﬂnaT __dou Jem Heux

_othexs.

bB clsc&«ma_ —_ il

The Reviewd  4ab lets Hou ol

cometents,  oun  Spell-check . o3 compme.  ane

vesslon)s _—

presentalion  With  amothes {such as an  eatlies |

Vfowls _allows. Hau_‘hL ook
?'Uesen{cﬁlon n cbﬂﬂenf Ways Jemndm%

whese e gon cmse M the C]{&dum

Q\\ vasy. pyocely. -

AY one  end of dhe  sibbon i

_ dao + Which Um&__usﬁ_,ih& ...... be hincl
mes  stuff  dou oo pidlh o file , such




a P'Kesenhﬁm _c'hc.k

the flo dab *Jm en Woouted |
callel " dhe  Gackslge =%

he cide T

\Jﬁen

of

 Srmees)

LA r__Loltxs:[uL

ma

————

c‘i"

ws  shdes . such

= fol)) %ex?

eriving

j\dc _ﬁm_ihe_bs,t_
a0 ) :\jmj
t ¥ 4 ]

example »  click, e
Jhe " opins cnd s&i i
presendalten « click. ol

A%

am_sﬂlcls._sm

g pic

h—%gm the

tunes » shopes

box.gs_,_ oy "df_ﬁ_se ===
wew b oppecrs. -{ij b i

patls

the

m

qbo\f@._, __ﬁ\e. Mm&_'[mis__kb_api;

QE'. _Of ey bQX

_ oxwpld

eqs  When |

__clice. a _flghle 2 the

%ools_ng

_8uch

picuye. |
fcbos . inclysels

p—

0 ._.&h.it .

| omat A

*i

Video
when

T

“oals, -

These  Aabse  clisapp

oﬂ_chck_ _some#hfna‘elge m_gm'_

ch«cls_]bolm_l’gble tools  amd

for 8 ckm«ge q -

L

ke

— T



0. 1) Waite the steps fow the following acdion
fos Cwealion of pouespoint paesetalion |
;%(:n %I\ Glank. ﬁimia%ionl- e |
| Jdave the pPuese on_as Labl. pptx.

Y Add a UﬁHg o +he fivst shide: Ji ,;m

s College. i
Y Tpé  youx  fizst mame oand last Mame
3 i 4he’  sublifle  seclion e
" PHJM@MM.UML_ - 1
and Conlent . i
Dins.=>| P nk -

_» %elect Newi o of  the window,
e then . click flank Presentition.

o Select  the file Hab %o g Baclslage view.
n_'beL&H_SlI(lﬁ’.

>

e glepl— chick on the file dab b taumch |

1 the _Bac\gs.kge__y_igw_mmsg\ect s (o I

e slep?2+Anm ~ the save fle ch'alag. fype in fhe § .

file  mame C‘mcl c lick. *save ", o e B

o slep3~>The clefuult file Rwmat 1. ‘E(ﬂx'a ¢
gou ant b save dhe file with
cliffewent mawme: chosse owe of the file |
types o dhe “Save as  Type” olwopdowm il |

> 0dd o Titlle to the fist shide ; the vame |
Qim- — ,
¢ Selec? the {ile dab o g T  Qacksloge view. J




@ Selee] New on  fhe _left alde of  the wi
e dhen, click  Blank.  poesentalion. acdlinal inoumalon on oo sk
_ |o then, Open  the  frwst <lide.

o ik the  Hlle baxs.

|+ Type the _mame of m@,a@‘_‘ R-8eR T coll_eég"_’o_

. ‘}‘D ﬁackﬁ@_ view .

Select the file | |
o Select NQLDA;_H__ﬂ\Q é?o sicle of “the windoy
_ﬂdiﬁmlﬁmmphmm how he demplale can be

Vil iosi Gl - emonlion
-Jhm B open  the  SubliHe sechion.

. the fisst mawne in_gublitle “Auokhi " _anel
. p the last mame tn the sublifle sechon “ Kamai™ |

__c_nimns_a_ﬂﬂe cm‘ tonbend”|

SLL%ML&%H: in_ +the Rxbbozz

. '[hem_c\'mk the “Newd slide” bulln m the “slder budion.

j__o Esca'l a fnew_shclj ane ckicom{_}mwme\gml
clie _phmp wn A " U

jﬂg\ this ey Jhmso a _fzﬁoe_sjm\_mnu Jrlmd 1
e e e &EG“J;WT
enelic Ooa eﬂﬁ in_the p- clou

insest o mewd clike




8.15. |Write steps fox tion of t o |
- “mL sﬁg fho.}aej on of a set of pewe-

bus:‘lhe

> Ti ltlg slicle &

» che

» ﬁJ&Jhau
Ans. | > Tidle sl

19 olmt  Nicwosoft

0N

3 fodbcns
Tke s)e L

o agpeas.on

* The

o Buﬂe}ej Y

5 C'lwck the
,1’1\ the o\noy

anhL 311c

¥ Ansexdi ‘5 Ix;el Shee?

shoon  im 4

—

Text “ul¥
effects

poviexpoint -

2 Open mbwhag_c_xsimg pouexpom’c pwesentali-

29 Chck the  New Slide bubbon om  the Fowma-|

t  hek  pame  oppeors oS
he above Fguxe. The slicle.

- lets A.;jou aelect  fom  onumesous
| OU.{ thot ~ cletexamine.  \hat aou Want

, shc)e We want o add

L alide

Gulleted  List lnaou} a5 shown |

e figuse.
appeass _aftes  the (t(oa’en{__

zJe n doug pﬁeeen’[a%m as  chodn n

{ %be fguse

styales sjouzm slull
tools of Powew Poin¥. At -shoulel

incude  the {dh::%z} u:ps — Wil

— -



NAhce Jhewe awe Ao Placcholcbre, oy Fhis

ne Ao Ahe %He of  the slide

i ml_%e,
B oS I T S

%

__db

* Now

. A
« In

a_ laceholcﬂmf ol Hou have - b
1% C'\Ck Cm(J €«

typ
85Clhdk  the  difle  placehokles (Whese i1 a0
"k b eqﬂ lnnef““ il 985

() Type some  lext. |
3 let's add  some  tet o dhe ,bglle%.ec?

Flacchedes.

18 ¢ ack__-};he Jle-?&l Jet lace}iolc)&’ anck |
__Some Q €85 < kntews ) T
Powenpgin% oiﬁ;ﬁ_ ono’fhe? bqllei_-ln Jhe st |

ol'yed

when Hou_pyese the < Enfer > key

8) Repeat “the  follosing  thee dime’: Tgpe Somd
dext fves 2Entes > .

9) dmlg_«‘he slicle lgaou{ pone’s clise  bubby|

qu m& mot P\m\mmd o use  the

shI fane  again ¥ {5 o hi
- _us- o goock  felea Jo dose
it % ao,u ~Nean O have. extscet wewma
spece tr Yeux  poesentation.

- -

1. An o sfoint . on +he_~ﬁns€z$’c +ab , click

fle .

4 ns@f'} Ol%jecl' cho 08 box. SQIQC% =




Zeclick 0% igb_ﬁzmaeﬁ&i._m_lhg_ﬂﬁlmse_‘!_ -
box, finck  the  Fxel otkbook. with  the |
dada  fnsest  and Ik 1o -

4. Befose you  dose the  4nsest object box +
) geeet “lmk .and  elick  OK- <

Lo dek whexe you Wont 1 3
1l et o clip ait fle. ST |

2. bn_ the _Anseﬁ_io.b_vjn_ﬁm._ﬁma@eﬁ ferel
itk omline  Piduzes. (In  powespoint oo |10,
Hus oplfon. i caiedd  clip Axt ) . W
3. 5n the Ansest  picdmes  dialoy  box  enlex 7

—1

_Seemch  dexms in the  VYBing.com fleld |

L ey I =
4. Y esulls  load 3w the dask pave.
15 locate  the  dip Asd You ant o fpsest |
| in uouk Slide omd  elouble —olick on it
o dide the  Hlem  omd seleet Ancest. |

L. Mou  ase  opina o meedd mose  han one
B TR S »
_19-These cme._a  {ed  1odys _Hou_ccm_c@l& __
== = .MQ_MES_Q-___g_
. Notice  that theve %o a  sepavate e
b the loft of the  scweem. whese youd

L. fiwst  slicle fs loaded




i

- _-_-t_-ﬁlha_ﬁzsi_ua& b add a dide je :m'ghi = 0
1 ik ih mm_nduhcﬁiéo

fsst slide fo  localed  amdd  Select Row clide”
15. A New slide qefeg"_c_gch another dide it
= _——'b—dids_ﬂem_ih_ﬁ—[n__ihﬁ

RS
SE=——w)

|

|

e




Q-lb-

ins.<p | [

Paxt -1
Mm? s 'HILJ!H!I'QIKQ_MMD Ncshme

. qnw Hnah Level me ?

\ 1%
4 /

Sometimee, 11 s ageferzed b as fmcmhme

code axf chject cede » machine qn(cyucl(y 2 o,

Col’ler}:mv of bmcnfd cbgvls 0¥ bils

Cmfiu}er_m&acs oml m}mﬂzefs ﬂ comm}a j
ocmmi cliect undezfsiqnd/' e wmming
cofntg peggEams,

'quauna qserl to  cmeate
the  pmaquam  code  must  be  compil eo(
Exqmple - 01001000 , 01100104 , 01101100 , D110100 etc.

.
« IR o A " s A,
I

lopment F a pwogram i o amuch
mose useyfriend) by pwazcmmng oniex?

This o 5 a pogvatmi lomgue
with e'hfng abatyaclion CibOuJ rg'H'C thduﬁ

o5 the compuley v confsast o dow level ofy pavypo-

vming ang,agﬂﬁssomb) languages) s Ex. +CsCt 4 Jay

A compu?ex PayoqsaTmINin
lq e s 15'}7 n 0 }' b1 1mmc%7€€1n; (Ohi (_l18
o 8c gpuk’b’ con 'zesponcl nagy chwllﬁ

A hq;h -level Tomguage
8 om (n a e that  enables clew-|

4

s
|
|

(v B,

]




81,

Ins. >

| a single bdfe

—

1 -magm'nmfmina_unauqae .
ata in ¢ ~.
W bach  wempiable 1 C

has  an  aaspeiated  clata fft/pef Tequires
diffeaen? aqmounts of mevicyy amg ~ has
some _gpecific  opesations Qhich _can _be
b pefmmecd  ovex ke Lel us briefly

Xiscuss about different clata types of

escsibe  thewn  @ne ba on&lm
L= olo,u'ng ase

the examples of  Some  vexr Comman
cllo ypes uced in c:i T -

schay ¢ The most  basic dala  fype in c.
At stomes a single chapacter anel mequives
of _omemayy in cUmest

all  compiless. _dd

eint: s the mame suggests , an int
vaxiable. 15 used T slme om inkegex.

o fhals 51 ds uced Ao slowe  olecimal  aum-

oevs (muwbes with {loating o}t vale)e

‘dosble ¢ 87 f used 4 stwe  cleejyal

aumbexs (mumbess with  fol flaling point
yalue  bul ifs gange of values is” high 1n
10




F

find the outpul of the hllowing expressin
a)x=20/5"%2 +30-5 b.) Y=30-(e0fio+s) +10|
cdZ=40%2/10-2 410

g : -

4 %20(5* 2 -+ 30-5

. ——> Peyfosm_the  operadions  in
Payentheses fhst o The clivigion=|

?-0/5 = 4—-'

Jwmula  becornes
4_"{1_«5-:59:5

> Next  the amulliplcolion dakes |
~ place  befose  the  flutpsum,
Huﬂq’p]g = 4% = 8.

Yoxmula  becomes

- 8_i\'..30'.5 B

— > The Aulocum dakes place bedne
| the subtsaction, Autosum =8+30 = 38.
fmul.  becomes
j 38(5

. — ﬂnqﬁ(\j o 28-5 = 23,
The fimal amswes is 3%

30—(40L/m +6) + 10

i 2 Pexdoym the opezations in
= _ pasentheses sl The clivision-
=40flp = 4.




Jovmula berowes
| 30:(4#) +1p

S The. Awdosum = 446 = L0

Jorvonula becomes
%0 - t_o],uo

Hosmula. beomed

S0-0
. L

> The Qulosum = -10+10 =0

e fimal amswex 15 _20 .

€)is40®2/0-2+430.

Lo;“_zjm- 2410

ﬁnqﬂd . 30-D = 30

lp ~7 +10
L

frsmula becomes
g -2 l+ 0

foyuls  bewomes

> Pestoom  the opewalions in
Parventhses Jiwst , omuldiplscalion= 4;1
= XO

—> The Q»lgg%"_hk% Olace  befsse
the  Oulosum &, the clivision=% = 8

| iaimyla  becgmes

8+l-_8_

— The Aydosum de kes place befme

> The  subbsaction = 30-0 =30 |

the sum, the Aulosym=~2+10:= &

| The  fima) answes 15 16 .
- 5 5. =L _.

’ f?‘n_qlm_; the sum = §+§ =16




Q.u-[;smbLJbe syntax of the following

 Slatements.
a)si-elsc stalement. b. 9 fos  loop.
| ¢) While loop. do -while loop.

ﬁhs--b_a)ugﬁummi_ 22pP 2213

Af  glalemen? con  be
fﬂowed __oplonal else  block of stale-
_ements \«?hvch executes  vihenm the Doolen  ex-
| pyession 15 false .

Syniax. - oo

F if (expression)

.
. L

% toue  Block of slufemenls: 7
: :
3 ei% e H

Clse  Black of slaleqments:

'!L_el_lme._ -
fox  loop is  similas B while . Besic
oyn}qx of fox loop 15  as  Jollows :
ﬁo’zs(exmes;s?oni y CxXPTession Z 5 @xmesszon3>

: oy

Block. of slalements :

 4n  the abeve myrhr 717 e —L




a)&{— else statemeni:

AF condition 15 Hue




| eexpaession -4 - 4nlializes  vewiables.
e expression .2 ~ Conclitional  expression » as lomg as

this  condition 45 tue « dwp will leep “execuling.
| * expyession 3. — expression 2 15 the  anodifies  which

Wil incwease v clecwease  the wvalue of the |
vasiable . Rt

o Gasic symilax of while loop is as followss
d | while (tondilion)

. | __ Single slalement 5 ... ¢
OR

Y ”-_{Nbﬂe_(whc_lfifon) & 1=
P  block  of  slalements ¢ i /
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