
Class:seven

ComputerNotes

Unit#1:ComputerSoftware

Question/Answer(from exercise)

Q#1:DefineOperatingsystem?

Ans:Anoperatingsystem issoftwarethatcontrolstheoverallactivityofa
computersystem. Itprovidesaninterfacebetweentheuserand the
computerhardware.

Q#2:Whatarethetypesofsystem software?

Ans:System softwareisofthreetypes:

(1)Operatingsystem (2)UtilityPrograms(3)LanguageProcessors

Q#3:Namesomeoperatingsystemsusednowadays.

Ans:Examplesofoperatingsystem usednowadaysare:

 Android

 Microsoftwindows

 MacOSX

 Windowsphone

Q#4:Whoisknownasthefatherofjavaprogramminglanguage?

Ans:JamesAGoslingisknownasthefatherofjavaprogramming
language.

Q#5:Whatisalanguageprocessor?Whatareitsvarioustypes?

Ans:Alanguageprocessorisalsoknownaslanguagetranslator.A

Translatorsoftwareisusedtoconvertthehighlevellanguageintomachine
codes.

Therearethreetypesoflanguageprocessor:



Assembler:Itconvertstheassemblylanguageintomachinecodes.

Interpreter:Itconvertshighlevellanguageintomachinecodes.It
translatesthehighlevellanguageprogram linebyline.

CompilerItconvertsthehighlevellanguageintomachinecodesinonego.

Q#6:Differentiatebetweenhighlevelandlowlevellanguage?

Highlevellanguage Lowlevellanguage

Easytowrite Difficulttowrite

Easytotest Difficulttotest

Processingspeedisslow Processingspeedisfast

Interpreterorcompilerare
required

Interpreterorcompilerarerequired

C++andjavaareHLL COBOLandFORTRANareLLLL

Q#7:WhatdoyoumeanbyDBMS?

Ans:ADBMSisacollectionofdataandotherrelatedinformationofa
database.Itisusedto handlethelargeamountsofdatastoredina
database.Forexample,MicrosoftAccess

Q#8:Whatdoyouunderstandbyapplicationsoftware?Whatareits
varioustypes?

Ans:Applicationsoftwareisusedtoperform operationsforaspecifictask.
1)Packagessoftware2)Customizedsoftware

Q#9:Whatarethevariousadvantagesofusinghighlevellanguages?

Ans:Theadvantagesofhighlevellanguagesare:

 Highlevellanguageseasytounderstand

 Itiseasytowrite,correctandtestprograms.

 Programswritteninhighlevellanguagescanbeexecutedbydifferent
computers.



Q#10:WhatareutilityPrograms?Mentionanyfourutilitiesanddiscuss
theirimportance?

Ans:Utilityprogram issystem softwarethatimprovestheoperationsofan
operatingsystem byprovidingadditionalandspecializedfunctionalitytoit.

 BackupUtility:Itallowsyoutotakethebackupcopyofdataor
informationonadisk.

 Antivirus:Itscansforcomputerviruses.

 DataCompression:Itcancompressthecontentsofadisk.

 NetworkUtilities:Itanalysesthecomputer’snetworkconnectivity.

Q#11:Whatdoyoumeanbycustomizedsoftware?Explainwith
example?

Ans:Customizedsoftwareismadeasperspecificrequirementsofan
organization.Theusercanspecifywhatallherequiresfrom thesoftware
andsoftwareisbuilttoaccomplishthespecifictasks.Itisalsocalledtailor
madesoftware.

Example:softwaremadeforhotelmanagementsystem wouldbedifferent
from thatofanairlinereservationsystem.

Q#12:Whataredifferenttasksperformedbyanoperatingsystem?
Explaininbrief?

Ans:Therearefollowingtasksperformedbyoperatingsystem:

 Operatingsystem managesthesystem resourcesfore.g.itallocates
memoryandCUPtimeforcurrentlybeingexecuted.

 Itmanagesthetransferofdatafrom variousdevicessuchas
keyboard,mouseetc.

 Itmanagesthesystem securityandperformance.

 Itprovidesthewayforapplicationsoftwaretocommunicatewith
hardware.



Question/Answer(From reading)

Q#13:DefineSoftware.

Ans:AComputersoftwareisacollectionofcomputerprogramsthat
providestheinstructionsforacomputeronwhattodoandhowtodoit.

Q#14:Defineprogram.

Ans:Aprogram isasetofinstructionsgiventothecomputer.

Q#15:DefineMnemonicwithexample.

Ans:AMnemonicisanalphabeticalabbreviationusedasamemoryaid.
Forexample,torepresentaddition,theMnemonicADDmaybeused.

Q#16:DefineMultitasking.

Ans:Itistheabilitytoruntwoormoreprogramsatthesametime.

Unit#2:MoreFeaturesofMSWord2010

Question/Answer(from exercise)

Q#1:Whatisacell?

Ans:Itisarectangularareaformedbyintersectionofrowandcolumn.

Q#2:Definewatermark.

Ans:Awatermarkisatextorpicturethatappearsinafadedmanner
behindthetextofdocuments.

Q#3:Whichkeyisusedtomovetothenextcell?

Ans:TABkeyisusedtomovetothenextcell.

Q#4:Howwillyouchangethetablestyles?

Ans:Tochangethetablestyle,followthegivensteps:

 Clickonthetable.



 Clickondesigntab.

 Clickmorebuttonsinthetablestylesgroup.Agalleryappears.

 Chooseandclickanystyle.

Q#5:Writethestepstomergecellsofyourtable.

Ans:Tomergecells,followthegivensteps:

 Selectthecellsthatwewanttomerge.

 Clickonlayouttab

 Clickthemergecellsfrom themergegroup.Thecellgetsmerged.

Q#6:Howwillyouchangetheheightofarow?

Ans:Tochangetherowheight,followthegivensteps:

 Selecttherowfrom thetablewhoseheightyouwishtochange.

 Clickonthelayouttab.

 Clickonpropertiesfrom tablegroup.

 TheTablepropertiesdialogboxappears.ClickontheRowtab.

 Clickonspecifyheightcheckboxtocheckitandtypetherequired
height.

 ClickonOKbutton.

Q#7:Writethestepstoinsertacolumninyourtable.

Ans:Toaddcolumnstoatable,followthegivensteps:

 Placethecursorinthetablewherewewanttoinsertacolumn

 Clickonlayouttab

 Clickinsertsrightorinsertleftfrom rowsandcolumngroup.Anew
emptycolumnwillinsert.

Q#8:Howwillyouapplyborderstoyourtable?



Ans:Toaddborders,followthegivensteps:

 Clickonthetable

 Clickondesigntab

 Clickbordersfrom thetablestylesgroup.Adropdownlistwillappear.

 Clickbordersandshadingadialogboxwillappear

 Choosestyle,colorandwidthoftheborder.

 ClickonOKbutton

Q#9:Writethestepstoprintadocument.

Ans:Toprintadocument,followthegivensteps:

 Clickthefiletab

 Selectprintoptionfrom themenuthatappears

 Choosethepagestoprintnthepagerangeboxbyselectingone
ofthefollowingoptionsavailable.

1.Printallpages:Thisprintallpagesofthedocument.

2.Printselection:onlyprintstheselectedcontentinthedocument.

3.Printcurrentpage:Thisprintsonlythepagewherethecursoris
positioned.

4.Printcustom range:Herewemayenterspecificpageslike1,2,5,6,9
.Wemayalsoenterrangeofpagesusinghyphenlike4-9̀

Q#10:Howdoyouaddawatermarkinyourdocument?

Ans:Toaddawatermark,followthegivensteps:

 Openedthefileinwhichwewanttoaddawatermark.

 Clickthepagelayouttabontheribbon

 Thenclickthewatermarkfrom pagebackgroundgroup.

 Cluck custom watermark.The printed watermark dialog box



opened

 Clickpicturewatermarktoaddapicturebehindthetext

 Clickontheselectpicturebutton

 Insertpicturedialogboxappearedthenselectedthepictureand
clickinsertbutton.

Question/Answer(From reading)

Q#11:DefineMerging.

Ans:Mergingmeanscombingtwoormorecellsintoasinglecell.

Q#12:Whatdoyoumeanbysplitting?

Ans:Splittingmeansdividingasinglecellintomultiplecells.

Unit#3:MailMergeinMSWord2010

Question/Answer(from exercise)

Q#1:NametwoapplicationareaswhereyoucanusetheMailMerge
process.

Ans:1)Maindocument 2)Datasource

Q#2:DefineDataSource.

Ans:Itcontainsthenamesandaddressesoftherecipientsofaletter.

Q#3:DefineMainDocument.

Ans:Thedocumentthatcontainstextofaletter.

Q#4:WritethestepsinvolvedinMailMergeProcess.

Ans:1)OpenMicrosoftwordandtypetheletter.

2)Clickonmailingstab.

3)Clickonstartmailmerge.Adropdownmenulistopen.

4)Clickonstepbystepmailmergewizard.Themailmergetaskpane



appears.

Q#5:WritethestepstotypeanewlistinMailMerge.

Ans:1)Clickontypeanewlistunderselectrecipients.

2)Clickcreate

3)TheNewaddresslistdialogboxappears.

Q#6:WritethestepstoinsertAddressBlockorGreetinglineinMail
Mergedocument.

Ans:1)Clickonthelocationinyourdocument

2)Clickonaddressblock.Theinserteraddressblocksboxopens.

3)Selectaddresselementswewanttoinclude.

4)ClickonOK

Q#7:HowwillyoucreateEnvelopes?

Ans:Tocreatetheenvelopes,followthegivensteps:

 Clickonmailingstab.

 Clickonstartmailmergefrom mailmergegroup.

 Clickonenvelopesfrom themenu.

 Choosetheenvelopesize.

 Clickonprintingoptionstab;choosethefeedmethodforenvelope.

Question/Answer(From reading)



Q#8:DefineMailmerge.

Ans:MailmergeisafeatureprovidedbyMSWord2010thatisusedto
sendthesamebasiclettertoanumberofpeople.

Q#9:Definemergeddocument.

Ans:Maindocumentplusthedatasource.


