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VISION

To Excel in the emerging areas of Computer Science and Engineering by
imparting quality education , relevant practices and inculcating human values
to transform the students as potential resources to contribute innovatively to
meet industrial needs and social expectations.

MiSSION

M1: To provide strong fundamentals and value - based technical education
for Computer Science applications through effective teaching learning
methodologies.

M2: To transform lives of the students by nurturing ethical values, creativity
and novelty to become Entrepreneurs and establish start-ups.

M3: To Impart high quality experiential learning to get expertise in modern
software tools and to cater to the real time requirements of the industry

M4: To provide a conducive environment for faculty to engage in and train
students in progressive and convergent research themes through
collaborative linkages with industry and academia by establishing
Centres of Excellence.

M5: To inculcate problem solving and team building skills and promote
lifelong learning with a sense of societal and ethical responsibilities.
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PROGRAM OUTCOMES (POs)
Engineering Graduates will be able to:
POL.ENGINEERING KNOWLEDGE: Apply the knowledge of mathematics, science,

engineeringfundamentals, and an  engineering specialization to the solution of complex

engineering problems.

PO2.PROBLEM ANALYSIS: Identify, formulate, review research literature, and analyze
complexengineering problems reaching substantiated conclusions using first principles of

mathematics,natural sciences, and engineering sciences.

PO3.DESIGN/DEVELOPMENT OF SOLUTIONS: Design solutions for complex
engineering problems anddesign system components or processes that meet the specified
needs with appropriateconsideration for the public health and safety, and the cultural,

societal, and environmentalconsiderations.

PO4.CONDUCT INVESTIGATIONS OF COMPLEX PROBLEMS: Use research-based
knowledge and researchmethods including design of experiments, analysis and

interpretation of data, and synthesis of theinformation to provide valid conclusions.

PO5.MODERN TOOL USAGE: Create, select, and apply appropriate techniques, resources,
and modernengineering and IT tools including prediction and modelling to complex

engineering activitieswith an understanding of the limitations.

PO6. THE ENGINEER AND SOCIETY: Apply reasoning informed by the contextual
knowledge to assesssocietal, health, safety, legal and cultural issues and the consequent

responsibilities relevant tothe professional engineering practice.

PO7.ENVIRONMENT AND SUSTAINABILITY: Understand the impact of the professional
engineeringsolutions in societal and environmental contexts, and demonstrate the

knowledge of, and needfor sustainable development.
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PO8.ETHICS: Apply ethical principles and commit to professional ethics and responsibilities

andnorms of the engineering practice.

POY9.INDIVIDUAL AND TEAM WORK: Function effectively as an individual, and as a

member or leaderin diverse teams, and in multidisciplinary settings.

PO10.COMMUNICATION: Communicate effectively on complex engineering activities with
theengineering community and with society at large, such as, being able to comprehend
and writeeffective reports and design documentation, make effective presentations, and

give and receiveclear instructions.

PO11.PROJECT MANAGEMENT AND FINANCE: Demonstrate knowledge and
understanding of theengineering and management principles and apply these to one’s
own work, as a member andleader in a team, to manage projects and in multidisciplinary

environments.

PO12.LIFE-LONG LEARNING: Recognize the need for, and have the preparation and ability
to engage inindependent and life-long learning in the broadest context of technological

change.
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Program Specific Outcomes (PSOs)
The Computer Science & Engineering graduate will

The Computer Engineering Graduates are able to understand,
analyze and develop computer programs in the areas related to
PSO-1 |Professional Skills: jalgorithms, system software, multimedia, web design, big data
analytics and networking for efficient design of computer based

systems of varying complexity.

The Computer Engineering Graduates are able to employ
Successful Career [modern computer languages, environments, and platforms in
PSO-2 |and creating innovative career paths to be an entrepreneur and

Entrepreneurship: [enthusiastic for higher studies/employability in the field of]

Computer Science & Engineering.

Program Educational Objectives (PEOs)
The Programme Educational Objectives of the B.Tech in Computer Science & Engineering
programme are given below and are numbered from PEO1 to PEO4.

To provide the graduates with solid foundation in computer science and
PEO-1 engineering along with fundamentals of Mathematics and Sciences in formulating,
analyzing, designing, modelling, programming and implementation with global

competence and helps the graduates for life-long learning.

To Promote collaborative learning and team work spirit through multi -
disciplinary projects and diverse professional activities and prepare graduates
with recent technological developments related to core subjects like programming,
PEO-2 databases, design of compilers and Network Security aspects and future
technologies so as to contribute effectively for Research & Development by

participating in professional activities like publishing and seeking copy rights.

To train graduates to choose a decent career option either in high degree of

PEO-3 employability /Entrepreneur or, in higher education by empowering students with
sustainable progress, ability to handle critical situations and training to excel in

competitive examinations.
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PEO-4

To exhibit professionalism, ethical attitude, communication, managerial skills,

teamwork, and social responsibility in their profession and adapt to current

trends by engaging in continuous learning.
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GENERAL INSTRUCTIONS

Do’s

Please leave footwear outside the laboratory at the designated place.
Please keep your belongings such as bags in the designated place.
Students must present a valid ID card before entering the computer lab.
Maintain Discipline in the laboratory.

Work on the designated computers only.

Do keep your computer and workspace clean and organized.

Do save your work frequently to avoid data loss.

Do follow ethical guidelines and respect copyright when using digital resources.

© 0o N o g B~ w DN PE

Students must inform the in-charge Lecturer of any observed hardware or software
failures.

10. Turn off the respective systems and arrange the chairs before you leaving the laboratory.

Don’ts

Don’t touch the computer with a pen or pencil.
Don’t eat or drink near your computer.
Don’t touch wires or cables when the computer is on.

Do not install, uninstall or alter any software on the computer.

A A

Students are not allowed to use personal Pen Drives, CDs, DVDs etc., in a Computer
Lab. Only prescribed official Pen Drives, CDs, DVDs etc. will be used in the Computer
Lab to avoid VIRUS in Computers.

6. The use of cell phones is prohibited in the computer lab.

7. Don’t forget to turn off your computer before leaving.
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IT WORKSHOP OBJECTIVES AND OUTCOMES
(Common to all branches of Engineering)
Course Objectives:
e To introduce the internal parts of a computer, peripherals, 1/0 ports, connecting cables

e To demonstrate configuring the system as Dual boot both Windows and other Operating
Systems Viz. Linux, BOSS

e To teach basic command line interface commands on Linux.
e To teach the usage of Internet for productivity and self-paced life-long learning

e To introduce Compression, Multimedia and Antivirus tools and Office Tools such as Word
processors, Spread sheets and Presentation tools.

Course Outcomes:

CO1: Perform Hardware troubleshooting.

CO2: Understand Hardware components and inter dependencies.
CO3: Safeguard computer systems from viruses/worms.

CO4: Document/ Presentation preparation.

CO5: Perform calculations using spreadsheets.
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INDEX

EXPERIMENT NAME PAGE NO

1. PC Hardware & Software Installation

Identify the peripherals of a computer, components in a CPU and its
Task 1 functions. Draw the block diagram of the CPU along with the 1-6
configuration of each peripheral and submit to your instructor.

Every student should disassemble and assemble the PC back to
working condition. Lab instructors should verify the work and follow
Task 2 it up with a Viva. Also students need to go through the video which 7-11
shows the process of assembling a PC. A video would be given as
part of the course content.

Every student should individually install MS windows on the
Task 3 personal computer. Lab instructor should verify the installation and 12-17
follow it up with a Viva.

Every student should install Linux on the computer. This computer
should have windows installed. The system should be configured as
dual boot (VMWare) with both Windows and Linux. Lab instructors
should verify the installation and follow it up with a Viva

Task 4 18-29

Every student should install BOSS on the computer. The system
should be configured as dual boot (VMWare) with both Windows
and BOSS. Lab instructors should verify the installation and follow it
up with a Viva

Task 5 30-39

2. Internet & World Wide Web

Orientation & Connectivity Boot Camp: Students should get
connected to their Local Area Network and access the Internet. In the
process they configure the TCP/IP setting. Finally students should
demonstrate, to the instructor, how to access the websites and email.
If there is no internet connectivity preparations need to be made by
the instructors to simulate the WWW on the LAN.

Taskl 40-41

Web Browsers, Surfing the Web: Students customize their web
browsers with the LAN proxy settings, bookmarks, search toolbars
and pop up blockers. Also, plug-ins like Macromedia Flash and JRE
for applets should be configured.

Task 2 42-44
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Search Engines & Netiquette: Students should know what search
engines are and how to use the search engines. A few topics would be

Task3 given to the students for which they need to search on Google. This 45-46
should be demonstrated to the instructors by the student.
Cyber Hygiene: Students would be exposed to the various threats on

Task 4 the internet and would be asked to configure their computer to be 47-48

safe on the internet. They need to customize their browsers to block
pop ups, block active x downloads to avoid viruses and/or worms.

3. LaTeX and WORD

Word Orientation: The mentor needs to give an overview of La TeX
and Microsoft (MS) office or equivalent (FOSS) tool word:
Importance of La TeX and MS office or equivalent (FOSS) tool
Task 1 Word as word Processors, Details of the four tasks and features that 49-50
would be covered in each, Using La TeXand word — Accessing,
overview of toolbars, saving files, Using help and resources, rulers,
format painter in word.

Using La TeX and Word to create a project certificate. Features to be

covered:- Formatting Fonts in word, Drop Cap in word, Applying
Task 2 Text effects, Using Character Spacing, Borders and Colors, Inserting 51-52
Header and Footer, Using Date and Time option in both La TeX and
Word.

Creating project abstract Features to be covered:-Formatting Styles,
Inserting table, Bullets and Numbering, Changing Text Direction,

Task 3 Cell alignment, Footnote, Hyperlink, Symbols, Spell Check, Track 53-57
Changes.
Creating a Newsletter: Features to be covered:- Table of Content,

Task 4 Newspaper columns, Images from files and clipart, Drawing toolbar 58-64

and Word Art, Formatting Images, Textboxes, Paragraphs and Mail
Merge in word.

4. EXCEL

Excel Orientation: The mentor needs to tell the importance of MS
office or equivalent (FOSS) tool Excel as a Spreadsheet tool, give the
details of the four tasks and features that would be covered in each.
Task 1 Using Excel — Accessing, overview of toolbars, saving excel files, 65-66
Using help and resources. Task 1: Creating a Scheduler - Features to
be covered: Gridlines, Format Cells, Summation, auto fill,
Formatting Text
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Calculating GPA -. Features to be covered:- Cell Referencing,
Task 2 Formulae in excel — average, std. deviation, Charts, Renaming and 67-70
Inserting worksheets, Hyper linking, Count function,

Split cells, freeze panes, group and outline, Sorting, Boolean and

logical operators, Conditional formatting 1-74

5. POWER POINT

Students will be working on basic power point utilities and tools
which help them create basic power point presentations. PPT
Task 1 Orientation, Slide Layouts, Inserting Text, Word Art, Formatting 75-77
Text, Bullets and Numbering, Auto Shapes, Lines and Arrows in
PowerPoint.

Interactive presentations - Hyperlinks, Inserting —Images, Clip Art,

Audio, Video, Objects, Tables and Charts. 78-79

Task 2

Master Layouts (slide, template, and notes), Types of views (basic,
Task 3 presentation, slide slotter, notes etc), and Inserting — Background, 80-84
textures, Design Templates, Hidden slides.

6. Al TOOLS - Chat GPT

Prompt Engineering: Experiment with different types of prompts to
see how the model responds. Try asking questions, starting
conversations, or even providing incomplete sentences to see how the
model completes them.
- Ex: Prompt: "You are a knowledgeable Al. Please answer the
following question: What is the capital of France?"

Task 1 85-89

Creative Writing: Use the model as a writing assistant. Provide the
beginning of a story or a description of a scene, and let the model
generate the rest of the content. This can be a fun way to brainstorm
Task 2 creative ideas 90-94
- Ex: Prompt: "In a world where gravity suddenly stopped working,
people started floating upwards. Write a story about how society
adapted to this new reality."

Language Translation: Experiment with translation tasks by
providing a sentence in one language and asking the model to
translate it into another language. Compare the output to see how
accurate and fluent the translations are.
- Ex:Prompt: "Translate the following English sentence to French:
'Hello, how are you doing today?™

Task 3 95-96
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PC Hardware & Software Installation

Task 1
Identify the peripherals of a computer, components in a CPU and its functions. Draw the block
diagram of the CPU along with the configuration of each peripheral and submit to your
instructor.

AIM: To ldentify the peripherals of a computer, components in a CPU and its functions and to draw
the block diagram of the CPU along with the configuration of each peripheral. To assemble an
disassemble the PC back to working condition..

Hardware Requirements: Cabinet, Hard Disk, CD/DVD Drive, Floppy Drive, Monitor, Mouse,
Keyboard, Mother Board, Socket 478, Processor, Heat Sink Fan, RAM Slots, PCI Slot, AGP Slots,
CMOS Battery, BIOS, North Bridge, South Bridge, IDE Slots, SMPS, ATX power Connector.
Software Requirements: Not Required

INTRODUCTION TO COMPUTER:

A computer is a programmable machine or computer is an electronic device which takes the input
information from the input device, process or executes the input in Processor or CPU and generates
the output information through output devices. Computer enables arithmetic computations, data
processing, information management (storage) and knowledge reasoning in an efficient manner.

BLOCK DIAGRAM OF COMPUTER

Central Processing Unit
CPU

~CO~C0

1

n —
z Control Unit

t

2 | — Arithmetic/Logical Unit

Y

i

c 4 2

e

s —

Memory Unit

0QY0 0

Basically the computer system has three major components. These are
1. Central Processing Unit (Processor)

2. Input and Output Unit.

3. Memory Unit (Main Memory and Auxiliary storage).

1. CENTRAL PROCESSING UNIT:

The Central Processing Unit takes the input data from the input devices and processes it according to
the set of instructions. After that generate the output and sends the output to the output devices. The
CPU is composed three parts. These are

a) ALU: Arithmetic Logical Unit (ALU) is used to do the arithmetic operations on data by adding,
subtracting, dividing, multiplying and incrementing and decrementing.
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It is also used for Logical operations like AND, OR, NOT and X-OR.

b) CU: Control unit is mainly used for generating the electronic control & timing signals for
program execution. It controls all the operations of the computer.

c) Registers: CPU also possesses the memory to hold the data temporarily during the execution of an
instruction. These are small memory locations in CPU.

2. INPUT AND OUTPUT UNIT:

INPUT DEVICE: Input devices accept the data and instructions from the user.
Ex: Mouse, Scanner, Keyboard, joysticks, digital cameras, microphones, etc...
OUTPUT DEVICE: Output devices return the processed data back to the user.
Ex: Monitor, Printer, etc...

3. MEMORY UNIT:

Memory is like an electronic scratch pad inside the computer. It is a storage unit to hold the data. In
the computer the data will be stored and retrieved in the form of bits and bytes. The byte will store a
single character such as a letter of the alphabet or a numeral.

a) 8BITS=1BYTE

b) 1024 BYTES =1 KB

c) 1024 KB=1 MB

d) 1024 MB = 1 GB

e) 1024 GB = 1 TB.

The memory can be classified into two categories. These are
I. primary or main memory
I1. Secondary or auxiliary memory

I. PRIMARY OR MAIN MEMORY:

Primary memory is the fastest memory in a computer. This memory is primarily (temporarily) used
to store the data and programs during the execution of a program.

Primary memory is classified into two categories called

a) Random Access Memory (RAM)

b) Read Only Memory (ROM)\

Il. SECONDARY OR AUXILIARY MEMORY:
Secondary memory used to store the data permanently. The data will be stored in storage devices.
Storage devices are like Magnetic disks, Hard disks, Floppy disks, Compact disks

IDENTIFICATION OF PERIPHERALS:
1. Cabinet:
It is used to install all hardware devices like (Mother Board,

=4
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SMPS, HDD, CD ROM, and FDD). It has Start,Restart Button, Led’s, Audio and USB
Connecters are available at front side.

2. The Mother Board/ System Board

In Personal Computers, a Mother Board is the central printed

circuit Board (PCB) in many modern computers and holds

many of the crucial components of the system, providing connectors for other peripherals. It is also
called as main board or system board.

Classification of Mother Boards:

1) Integrated Mother Boards have all the peripheral device slots, input output ports, serial and
parallel ports are mounted on the board.

2) Non-Integrated Mother Boards have all peripheral device slots and input output ports,, serial
and parallel ports are connected using expansion Boards.

List of Mother Board Manufactures are: Intel, Zebronics, Acer Inc.,VIA Technologies, etc.

Mother Board

Mother Board Parts:

a) Socket 478: It has 478 pin slots to place the CPU in it and above the CPU place the Heat Sink Fan
to cool the processor when it generates the heat and we can fix the fan with locks.

PCI PCI PCI

Express x1 Express x16 Express x1 Rear 110

slots slot (AGP) slot panel shield
L L

g 4-pin CPU
B power
@ connector

PCI
slots

CPU
socket:

CMOS LGA 775

Battery

Memory
slots:
dual
channel
DDR2

IDE/PATA.
connector

FDD 24-pin ATX

SATA connectors: gouen Bridge
3Gb/s connector power connector

North Bridge

Mother Board

Mother Board Parts:

a) Socket 478: It has 478 pin slots to place the CPU in it and above the CPU place the Heat Sink Fan
to cool the processor when it generates the heat and we can fix the fan with locks.
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P e
CPU Heat
sink and

Fan

b) CPU or Processor

CPU The central processing unit contains the heart of any computer, the processor. The processor is
fitted on to a Mother Board. The Mother Board contains various components, which support the
functioning of a PC. Clock Speed measures how fast a processor completes operations, usually
measured in megahertz and gigahertz. A 1.8GHz processor runs at 1,800,000,000 cycles per second.
List of CPU Manufacturers are: AMD, INTEL, Samsung, IBM, Transmeta, etc

c) RAM Slots and RAMs

RAM Slots are used to place the RAM Cards. RAMs are used to increase the processing speed the
system to run application more effectively, and it has temporary memory. We have two types of
RAMs

i) SD RAM (Synchronous Dynamic), it has two Gaps/Notche

ii) DDR RAM (Double Data Rate), it has one Gap/Notch

DDR RAM & SD RAM Siots

16Mx84 SORAM
rC133.222.520

Assembled in taly
©, 133 MMz, CL2
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Manufactures of RAM’s are Transcend, Kingston, Micron, Hynix, etc.

d) North Bridge: It is also called as controller. It converts electronic signals to
binary values and binary values to electronic signals.

e) South Bridge:

It is controls major components of mother board and it is a back bone of the
input out devices. It is communicates PCI slots, IDE-1, IDE-2,floppy connecter,
BIOS chip.

f) CMOS (Complementary Metal Oxide Semiconductor) Battery
Computer is using a coin shape battery. It generates the clock signal and
it manages system time continuously.

g) Primary & Secondary(IDE-1 & IDE-2) :
Mainly there are three IDE slots and cables i.e. IDE-1 (Primary) to connect Hard Disk Drive having
40 pin slot and 80 wire cable, IDE-2 (Secondary) to connect CD/DVD Drive having 40 pin slot and
40 wire cable, IDE-3 (Tertiary) to connect Floppy Drive having 35 pin slot 3.5inch wire with a cut in
middle. But present mother boards does not have IDE-3 slot.

40-pin, 80-wire 40-pin, 40-wire 34-pin, 3.5-inch
IDE cable IDE cable floppy drive cable

t g2 ] | ‘
5 Yool 3
Primary se————

h) Input & Output ports :
I/0 ports are used to connecting 1/0 device such as key boards, mouse, monitor, printer, scanner,
speakers etc...

Qi c
W
A -

‘ Parallel Port —
LA SRR

| =

" \ J o . Ly o -
Keyboard Port NS Serial Port VGA Port Sound Ports
T

USB Ports
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i) AGP Slot & AGP Card :
Accelerated Graphic Port (AGP) Slot is used install the AGP card. AGP back view same as VGA

port (15-pins) and used to connecting the monitors.
AGP Card

J) PCI(Expansion) Cards, PCI Slots :
PCI (Peripheral Component Interconnect) slots are used to place the PCI cards such as LAN
(Ethernet) Card, Sound Card, TV Tuner Card, etc.

6*‘0 —a

N
LAN Card Sound Card
k) BIOS Chip :

BIOS (Basic Input Output System) controls how the operating
system and hardware wok together and manages all the hardware
devices installed in mother board.

I) ATX Power connecter Slot:

ATX (Advanced Technology Extended) power

connector slot used to place the ATX power

connector from SMPS to supply the power to motherboard.

3. SMPS (Switched mode Power Supply)
To supply the power to all the components inside the cabinet
and it is a case that holds a transformer, voltage control and fan.

4. HDD (Hard Disk Drive)
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HDD is a device for storing and retrieving digital information, primarily computer data. It consists of

rotating discs (often referred to as platters), coated with magnetic material and with magnetic heads

arranged to write data to the surfaces and read it from them.

List of Manufacturers of HDD Devices are: Hitachi, Samsung, Toshiba, Seagate Technology

————e—y
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5. CD-ROM Drive/ DVD ROM Drive

CD Drive the most common type of removable media.
The common types are: CD-ROM, CD-RW, CD-R, DVD,
DVD-ROM., DVD-RW, DVD-R

6. Different Screws Used:

A Computer system has three kinds’ screws
i) Mother Board Screws (Small Size) “ @ o g §
ii) HDD, CD/DVD, FDD Drive Screws (Medium Size) & &/
iii) Outer screws to fix sides of cabinet (Large Size)




® ) DEPARTMENT

BEHARA o
CSE

COLLEGE OF ENGINEERING AND TECHNOLOGY

Approved by AICTE NEW DELHI & Affiliated to JNTU-GV, Vizianagaram
88th Division, Narava, GVMC, Visakhapatnam, Andhra Pradesh 530027, India

o]

e-mail: beharaenggclg@gmail.com www.bcetin

Task 2
Every student should disassemble and assemble the PC back to working condition. Lab
instructors should verify the work and follow it up with a Viva. Also students need to go
through the video which shows the process of assembling a PC. A video would be given as part
of the course content.

AIM: To disassemble and assemble the PC back to working condition

Hardware Requirements: Cabinet, Hard Disk, CD/DVD Drive, Floppy Drive, Monitor, Mouse,
Keyboard, Mother Board, Processor, Heat Sink Fan, RAM Cards, PCI Cards, AGP Card, CMOS
Battery, IDE cables, SMPS, ATX power Connector.

Software Requirements: Not Required

Safety Precautions:

1. Beware of electrostatic discharge (ESO)

2. Build computer on a hard surface, away from concepts.

3. Wear shoes and the short sleeved cotton wear.

4. Use Phillips, head screw driver.

5. Keep the components away from moisture.

6. Avoid using pressure while installing.

Steps for Assembling:

. Setting the cabinet ready.

. Preparing to fit the components.

. Fitting the mother board.

. Fitting the RAM, processor and cooler.
. Installing PCI cards.

. Fitting the hard disk and floppy drive.

. Installing the CD ROM drives.

. Connecting the ribbon cables.

. Powering the drives and mother board.
10. Connecting the cables for the case front panel.
11. Final check.

O© 00O N O Wb -

Getting the Cabinet ready:-

1. Check how to open the cabinet and determine where to fix the components.
2. Determine if the case has the appropriate risers installed.

Preparing to fit the Components:

1. Network adapter drive.

2. Floppy disk drive.

3. BUS cables.

4. Hard disk.
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. CD-ROM Drive.

RAM

CPU

. Heat sink / cooler / fan.
. Mother board.

10. Screws.

© o N o Ul

Fitting the Mother board:
1. Line up the patch on the motherboard with the appropriate holes in the block panel 1/0 shield of
the case.

2. Check the points where you and to install
3. Install them and make the mother board sit on them and fix screws if required

Fitting the processor:

1. Raise the small lever at the side of the socket.

2. Notice that there is a pin missing at one corner, determine the direction to fit in the processor.

3. You should not force the CPU. When inserting it. All pins should slide smoothly into the socket.
4. Lock the lever back down.

5. Install the heat sink over it (Different type for each processor). Heat sink / CPU fan.

- g

Fitting the RAM:
1. The RAM must be suitable for motherboard.
2. There are currently 2 types of RAM available.
a) SD RAM.
b) DDR RAM.
3. The mother board’s chipset determines which type of RAM may be used.
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Installing the PCI Cards:
1. Most of the cards are inbuilt these days.

2. Network Interface Cards, Sound Cards etc. are fitted into PCI slots.
Fitting the hard disk and Floppy disk:

1. Place the floppy and hard disks in their slots.

2. Leave some space above HDD to prevent heat building.

3. Check the jJumper configuration.

4. Fix the screws.

Installing the CD-ROM Drives:

1. CD-ROM drive is similar to installing a hard disk.
2. 1ST check that the jumper configuration is correct.
3. Fix the screw.

Connecting the BUS Cables, power connectors:-
1. Attach the long end of the cable to the IDEU connector on the motherboard first.
2. The red stripe on the IDE cable should be facing the CD Power.

‘; ‘ :r

FI I
A AR
v -
v .-

Final Check:-
1. Mother board jumper configurations are the settings for the processor operator.
2. Drive jumper settings, master/ slave correct?

3. Is the processor, RAM modules and plug in cards finally seated in their sockets?

4. Did you plug all the cables in? Do they all fit really?

10
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5. Have you frightened all the screws in plug- in cards or fitted the clips?
6. Are the drive secure?
7. Have u connected the power cables to all driver?

11
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Task 3

Every student should individually install MS windows on the personal computer. Lab
instructor should verify the installation and follow it up with a Viva.

AIM: Performing a Clean Installation of Windows 10

Software Requirement: Windows 10 software

Hardware Requirement: Personal computer

Theory:

To perform a clean installation of Windows 10, insert a bootable media DVD or USB pen drive in
your computer system, and press any key to boot from the bootable disk. Let the disk allow the
loading of the setup file. Follow the steps below for clean installation of Windows 10

Follow the steps below to proceed with the Windows 10 installation.
1. Select the following Language, Time, and Keyboard Layout and select “Next”.

4 Windows Setup | & -”

2. Select “Install now” option.

& Windows Setup |l = @

2R Windows'

3. Enter the product key to activate Windows and press “Next”, or press “Skip” to enter a valid
product key later.

12
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) o Windows Setup

Enter the product key to activate Windows

It should be on the back of the box that Windows came in of in a message that shows you bought
Windows.

The product key locks like this: X000 OUD0E X000 IDOO0- X000

Dashes will be added automatically.

Brivacy statement Skip et

4. Check the box next to “I accept the license terms” and select “Next”

@ s
License terms

Last updated July 2015 ~
MICROSOFT SOFTWARE LICENSE TERMS
WINDOWS OPERATING SYSTEM

IF YOU LIVE IN (OR IF YOUR PRINCIPAL PLACE

OF BUSINESS IS IN) THE UNITED STATES,

PLEASE READ THE BINDING ARBITRATION

CLAUSE AND CLASS ACTION WAIVER IN v

\% Nea

5. Choose the type of installation to perform. - To upgrade to Windows 10 from an earlier version
of Windows, select the “Upgrade” option below. - To perform a clean OS installation, select
“Custom: Install Windows only (advanced)” option below. For instructional purposes, this option
was selected below.

& ol vrdoms setvp

6. Select the “Load driver” option to load the appropriate driver for the storage device.

13




B E HARA DEPARTMENT

COLLEGE OF ENGINEERING AND TECHNOLOGY ,.__ OF

Approved by AICTE NEW DELHI & Affiliated to JNTU-GV, Vizianagaram Cfvm "
88th Division, Narava, GVMC, Visakhapatnam, Andhra Pradesh 530027, India 3 ® 4 ‘ S E
. o

Lo

e-mail: beharaenggclg@gmail.com wwnw.boet.in

7. Make sure to load the appropriate storage device driver onto a CD, DVD, or USB flash drive
before completing the next step. The storage device drivers can be found on the Lenovo Support
website here. - For storages devices attached to the Intel storage controller, load the Intel Rapid
Storage Technology enterprise (RSTe) driver. o Select “Browse”, and browse to the CD, DVD,
or USB flash drive to where the storage device driver is located and select “OK”.

To istall the device drver for your drve. insert the installation medka contasning the |
driver fles, and then chick OK.

Hote: The instalistion media can be a CD, DVD, or USB flash drive.

Browse for Folder

Browse to the driver, and then click OK.

w . Removable Disk (C:) ~
~ Intel RSTe
Linux
v Win10
w 1K1RAD137
~ 1K1RAD137
RSTe_5.2.0.1215_F6-drivers

RSTe_5.2.0,1215_Install
Win?

! CD Drive (D:) ESD-1S0
- Boot (X:)

Con

For storages devices attached to the Broadcom controller, load the Broadcom storage driver. o Select
“Browse”, browse to the CD, DVD, or USB flash drive to where the storage device driver is located
and select “OK”.

14
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Toinstall the device driver for your drive, insest the installstion media contaming the
driver files, and then click OF.

Load driver

MNote: The installation media can be a CD, DVD, er USE flash drive.

[Crowse ] [0k | [ Cancel ]

Browse for Folder [
Browse to the driver, and then dick OK.
[~ - Removable Disk (C:) -~ |
Intel RSTe
~ LSI Card
Linux
~ ‘Windows
~ 118SAS064
~ 1J85A5064
v Driver_7.701.03.00
Win 10_x64
Win7_x64
LSAw002.220.000.000 w
[ox ] conee
8. Select the driver to install.
i

@ o Windows Setup

Select the driver to install

[¥" Hide drivers that aren't compatible with this computer's hardware

R

[ B  Besen | Bet |

9. Select the drive to install Windows and select “Next” at the bottom.

& o Windows sewp Ll
Where do you want to install Windows?
————— P——
< >
€8 Losd drve S estend
Bee ]
10.Installing Windows screen.
£y Windows Setup

Installing Windaws

Status

Copying Windaws files (0%)

Getting files ready for installation

Installing feat

Instalfing upclates

Fimishing up

COLLEGE OF ENGINEERING AND TECHNOLOGY

&

r
¥ DEPARTMENT
=2 OF

P
‘s. CSE

[
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11.After the installation completes, the system will automatically reboot. If no product key was
entered above, then it’ll prompt to enter a product key again. Either enter the product key here and
select “Next” or select “Do this later” at the bottom left.

12.Select “Use Express Settings” at the bottom right to use the default settings or select “Customize
settings” at the bottom left. For instructional purposes, “Use Express settings” was selected.

14.Windows 10 desktop screen.

16
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15.At this point, download and install the appropriate device drivers, i.e. Intel Chipset, Intel AMT,

Ethernet, Graphics, etc.

17
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Task 4
Every student should install Linux on the computer. This computer should have windows
installed. The system should be configured as dual boot (VMWare) with both Windows and
Linux. Lab instructors should verify the installation and follow it up with a Viva

AIM: To should install Linux on the computer

Software Requirement: Linux software

Hardware Requirement: Personal computer

Theory:

FEDORA Linux Installation Process:

1. LINUX BOOT OPTIONS

Actually Linux can be installed in two different modes, based on the requirement of the user.
Graphical Mode. & Text Mode.

Graphical Mode - In this you can work with Graphical Interface (i.e., it supports mouse and Icons ).
By clicking the icon with the mouse, you can perform related action.

To install Linux in Graphical Mode Press Enter.

Fedora

Text Mode - In this mode you have to interact with character based interface ( i.e., Command prompt
). To install Linux in Text Mode Type : Linux text and Press Enter. After selecting the mode of
installation, it goes on detecting the basic input output devices and file systems. And at last it
displays a screen asking whether to test the CD inserted to install or to Skip the test process.

Otherwise we can test total installation CD’s.

Teo Bagim textlng thes CD sedia befores
inutallation pross O

Choome Skip to =kip tha modia toxt
and xtart the fnctellation.

foer Qe e Loy mr welects | CFLEY meel e

On completion of testing the CD’s, it goes on loading an installation program “ANACONDA” which
helps us in the installation of the remaining part.
2 WELCOME TO INSTALLATION PROCESS

18
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Fedora

Wealcomes to Fedora
Core

W

It starts with the display of the welcome screen containing the online help , and four buttons to help
us in the different activities in the installation process.
Hide Help/Show Help - Which helps you in guiding the installation process, which can be activated
or hidden.
Release Notes - Which contain the Basic Hardware Requirements that are necessary for the
installation of the Red Linux 9.0 and some other post-installation issues.
Next - This button allows you to go to next step of the installation process by the current step.

Back - This button allows you to move back of the installation process to make any changes that
previously mentioned.
Action: click “Next” to move to next screen.
3. SELECTING A LANGUAGE
It displays a screen containing various languages, to select a language you would like to use during
this installation process.

Language Selection

| vt gt | [ patmans moass

4. CONFIGURING KEYBOARD AND MOUSE

Here we need to select our own keyboard and mouse layouts which will help you to interactively
proceed in the installation process. At this point of time it displays you the different types of
keyboard layouts. So that you can select your desired one that you would like to use for the system.
And also choose the appropriate Mouse for the system, based on the following: Select the exact
mouse type among the available.

19




BEHARA

COLLEGE OF ENGINEERING AND TECHNOLOGY - OF
Approved by AICTE NEW DELHI & Affiliated to JNTU-GV, Vizianagaram <5"- r'?_ C S E

5 e 3
88th Division, Narava, GVMC, Visakhapatnam, Andhra Pradesh 530027, India 3 ® q-}'
3

e-mail: beharaenggclg@gmail.com wwnw.boet.in

(il melees the appropeiate keybaans for the systum.

Keyboard Configuration
=]
Choose the layout type fos the
keyboard (for example, LS.
English) that you would like to
use for the system.

Speakug
Speakis lapop)
Swudish

Swisn French

Swiss Erench datni)
Swiss Geman
Swiss Geman daainl}

[BBrie it | [C5 otnane s | [# met | [ e |

e .

Cheoose the comect mouse Type |N“"',_ i e E =
far your syskem, 2 Bumon Mouse (sesial)

2 Bunon Mouse (USE)
Do you have a PS/2, USE, Bus 2 Bumes M (]

or serial mouse? (Hint: Hthe
CONECTON Yould mouss plugs
inta is round, it is & P52 or &
Bus mouse:; if rectangular, it is
a USE mouse; if rapezcidal, it
is a serial mouse.)

b Kensingion
Try 1 hrid an exact mateh. i an b Logitech

exact match cannot be found, b Micrasol c
choose ane which is =

compatible with yours. Jrvice ]
Onherwise, choose the

appropriate Generic mouse
type.

If you have a serial mouse, pick o it
the device and port it is [ T Emulabe 3 buttorn

[BB e viwtn| |5 mwteane rioten | (@ gk | [ e |

5. TYPE OF INSTALLATION

There are different installation types that are available which will enable you to select that will best

meet your needs. There are four different types of installations are there —

Personal Desktop - You select it for personal computers or laptops, select this installation type to

install a graphical desktop environment and create a system ideal for home or desktop use.

Work Station - This option installs a graphical desktop environment with tools for software

development and system administration.

Server - If you would like to set up file sharing, print sharing, and web services and additional

services.

Custom - Select this installation type to gain complete control over the installation process,

Including software package selection and authentication preferences.:

Installation Type S B

e S 00 R, B4R T L Iy T
111 & Qraphic.al Saxkin ame Fome And CHRAM & spetam el for
- home or deykiep use,

Choose the type of installation

thar will e st meet your nesds.

i e rRatatke A
o E j Thi sl FSRab & e al s bl et i sl b, L
scirwears duvabprmars wrd ==

Aninstallation will destroy any | 5 el TSR RIS
prEviously saved infommation on
= Server
‘ Tkt B st e o s M T S g e S
wharing, wed Wk s, Adddonal varvicen an ahao be sabled
e e ™ e ——
5 ==
Floct T et Rt B Ok CnETol G Ve i LA
‘‘‘‘‘‘‘ g Mo DAChaD SERCION AN DT
B Hide Help 3 Beloase Hotes A mack | B biesi

6. PARTITIONING THE DISK

20
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Partitioning the disk can be done either automatically or manually.

AUTOMATIC PARTITIONING - By selecting automatic portioning, you will not have to use
partitioning tools to assign mount points, create partitions, or allocate space for your installation.
Automatic partitioning allows you to have some control concerning what data is removed from your
system. To remove only Linux partitions remove all Linux partitions on this system. To remove all
partitions on your hard drive, select remove all partitions on this system. To retain your current data
and partitions, assuming you have enough free space available on your hard disk, select Keep all
partitions and use existing free space. You can review the partitions that are automatically created
using the check box Review (and modify if needed) the partitions created.

MANUAL PARTITIONING - To partition manually, choose the Disk Druid partitioning Tool. For
the manual partitioning of Linux installation you need assign disk space for the three compulsory file
systems, they are /boot, /(root), swap /boot - This type of partition should of ext3 file system type.
For this /boot partition a minimum of about 150MB is necessary.

Swap The swap partition should of swap file system type having a minimum of the double the RAM
available on your system. (i.e., if, RAM is of 512MB, your swap should be a minimum of 1024MB.)
/(root) — The symbol /> stands for the root. This root partition should be a minimum of 5GB. And
you can also increase it based on your availability to increase your system performance. To add a
new partition Just click on the NEW button and select your mount point (i.e., directory of partition
ex: /, /boot, /user, etc., ), select your file system type among the available i.e. Ext3, ext2, swap, vfat,
etc., ), and you have different additional size options like Fixed Size, Fill all space up to(MB), Fill to
maximum allowable size. And also you can make a partition to be primary partition and check for
the bad blocks on each partition. Now we have to partition our hard disk. You can choose to let the
Fedora installer do the partitioning, or you can do it yourself. I want to create a small /boot partition
(less than 100 MB) with the file system ext3, a swap partition and a huge / partition (again with
ext3):
Fedora

Disk Partitioning
Setup

Tao pareman manislly, chooss
whee Ditshk Dwusied partitoning ool

- Gz - e
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Disk Serup T —

o Pt
Choase where yo

Fedara Cone io be File Sysiem Type: | eatd

¥ you do nat knoy

pariiion your sysi Alowable Drves:
eed help with us

manual paitienis

10 the product dog 32 B

Mk wl

100 =] 1

Acsctional Sere Ot ', Seant | End

W youi ushd SUOF (& Fed uze
partitioning, you ¢
accept the curen

the setup using tF

) Fl al space up i (M)
seflings (click Me  C Fill i massmum glowable size

pa ing tool [] Force b be a pamany partion

¥ you are manual
WOUP SYSTEm, yOu Lan see U
cumrant hard drive{s) and

s o ol R R

) e et

[ Besease hoses & pack

X Cancel Fon

=] ) Hidke RAID devac LM Volusie Grosp members

I' & hent

Disk Setup

Chooss where you would ke
Fadara Core 8o be installed.

W yeis e Aot v Feirs B
pasiition your syabem or if you
need help with wsing the
manual panisoning wols, refer
o the prochuct documentasan.

Wy used awomans
PATHBGAING, you CAR Sither
accept the cusrent parman
semings (cick Nexi), o madidy
he setup Using the marual
pasiitioning tool.

Wyou ane manaally padloning
VO SYBIRIT, VO CAR SEE yOuT
current hard deiveds) and

R T

D rese tup

[ Retease pames - Bk

Dvivn a1 M| Mo b Y M s, VMaaa ) )
e
e

eeindal e -l o L 1 13

| 1 it FUAID devicail VM Violame Group memten

[=bm ]

Disk Setuyp T S —

]
Choose whens v

Fedara Care 1o be File Syviem Type | wmap =

H you da nat ke
artition your s Abueable Deves
need help with us

manual paritons T

W the product doq e MRK e = By |
Acdirond ize Dpoom G |SRaet [Ema

Hyou used AUNMT  (F e aiee

panitonsng, you ©

ceept he suman = Fi sl space um o MMB

setings dchick Ne Fll e prameetars gl alies 4B i 1B

e setup using ¥ T

Partitioneng soal.

o you are manual
WOUF SYSIEML il Lam s puus
Enitmaed hasd diivids b an

e P
Choose wheie v
Fadora Core he b Fie Syusem Type | mxil :

My dhes met ke

o you sys Assabis Deves
need heip with us

manual patitions

B2 B praduct do S0 B

Addsional Sre Diptiorn.

H you used Sulsn i Gued woe
parsening, you ¢

[ Fosre o2 be a pamary parsson

¥ coa

] Mt RAND dev /LM Whrms Gotasd mesidssrs:

3323
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Fedora

Disk Setup

' et e (405 M) (Modet Vibware, Yllmans Viseal 51
Choase whene you waould like () =

ofutar -
Fedara Care Io be installed, iz ue run
W you da nat knaw how 1o
pastition your system ar if you
need help with wsing the " i
manual paritiening tols, reler Neg | E& | Do Reyet RAID ()
10 the praduct documentation, Nhown Poirel (=™

D i Type |Fomat| 08 | Stan |Eind

W you used asomatic ey
PANOAING, s CAN St
accepl the cument partition -
semings (click Nex, or modify pifuial - fom -l w1 B
thee setup using the manual e ol WM 4 A
pastitioning tool Flewisdad g My Az sz

i you ane manually panitioning
VOUS SYSIEM, YOU €A SEe your
cumesthand dbveidand [ Hidke RAID vt &1L WM Withsaroe oy mvembess

B bivde ik ) Bucbease Notes # fack & biew

Now the boot loader GRUB will be installed. You can leave the default settings unchanged and click

on Next:

7. BOOT LOADER CONFIGURATION

The GRUB boot loader will allow you to boot other operating systems. It will allow you to select an
operating system to boot from the list. To add another operating system. You can also add other
operating systems that are not detected automatically. For greater system security, you can set your
password for the boot loader. To avoid unauthorized changes to the system. You can also change the
type of boot loader other than GRUB, among the available like LILO. And also you can avoid to

install boot loader.

The GRD book eader vill b Instalied o dvhn. | Sranas bast foawter]
Boot Loader Drange boot |omder |

Configuration Vou cam Configene the boo lader 1o boo mihes oseraning
SYsIEmS. i1 Wil aNow V0w 10 SIRCE 4 OpETAInG SYETEm 10
. o from the Ik, To add addEenal cperiing sy siems,
By defaul, "“,'-‘R""B boot which ame noi auiomatically desected, click Add.” Ta
Inader will be installed on the e i el it i o ks 1 ket
sysiem. lf you do notwanto || ‘Defuul’ by the desied cperting vy tem

install GRUB as yous baat
Ieader, select Change boot
loader. 1 s ey vl

[ oo [oeiee i

r Eadt
) Fedors Com (devihdst
You can also choase which 05 Lanm
(if you hane mare than onel
should bost by defaul. Seleer L1 o e psswond prevents users from changieg
Dafaiilt beside the prefemsd optians passed 1 the kemel, For greaser vystem
cheose your wmcurity, it in moommended that you set 8 paswond.
5. You will [ M e vy e
sot b bl o meve farwand in e = l
the installation unless you foya et
chesse a defauli boot image, IR SNSRI O A
You may add, edit, and delete
the boat lnacder sniries by
selecting 2 nar with wour =]
B Hde Hoip| | [ Aetease Noses | o Bak J [ penr

8. NETWORK CONFIGURATION

With this option you can set your Network devices manually or using DHCP (Dynamic Host
Configuration Protocol) which will automatically takes default IP address, and Net mask addresses.

The DHCP also set your Hostname.
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9. FIREWALL CONFIGURATION A firewall configuration is set between yours computer and
network. And decides which resources of your computer are accessible by the remote users on
the network. On proper configuration of firewall we can set different security levels for the
system. By using firewalls we can avoid any entrusted passage of data and also we can set our

own protocol supports.

Fedora

Firewall Configuration

A firewall sits berseen your

s pons
T you vecsdd ke 10 Sove sl 1raMic from a dewice, selsct it bk,

=

SUPPORT
This screen shows different additional languages for installation. These additional languages can be
used to switch after installation process.

Fedora’
e Pguage Tor The st Aglish S

Additional Language
Support

Select

@ rwoe peip| |3 Retease Hotes | = eack | [B mem

11. SELECTING A TIME ZONE

To set our time zone we can do it either by selecting computers physical location or by your time
zone’s offset from Universal Time, Coordinated. This screen shows two tabs namely location and
UTC Offset. First tab offers you the ability to configure by location. Second tab allows to set UTC
Offset.
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Time Zone Selection

Set your time zone by selecting
your computer's physical
location.

America/Los_Angeles - Pacific Time

on Descrption El
You can also select the L ca/Los_Angeles.
System Clock uses UTC Amenca/Loutsville Eastem Time - Kentucky - Louisville area
option.(UTC, also known as : (3
all =L I =
rapeth (o] O Svstem clock uses uTc
&3 Hide Help [3 Release Notes < Back | B mext

12. ROOT PASSWORD SETTINGS
The Root password is for avoiding any unauthorized access to Administration settings .

Fedora
Sét Robt (5 nerthe o st s for st
I ———
-
Confim:  [vene 1
.
doing damage to your system.
[Basece o] Bl |

13. PERSONAL DESKTOP DEFAULTS

With this screen we can accept the default package list or we can customize the set of packages to be
installed.

14. SELECTION OF PACKAGES TO INSTALL

On selecting the customized set of packages we can select our own selection of desktops,
applications, servers, development tools and system tools to be installed among the available. And
also we have an option to select a minimal set of packages and all the packages that are available

which will install complete set of packaiesi about 1400i which will rei uire about 4850 MB of space.
Fedora

Package
Defaults

The installation program
automatically chooses package
groups to be installed on the
system.

Select Accept the current
package list to accept the default

ackage groups and to continue At lation, additional software can be added or removed
with the installation process. Kages'

e specii

peciic
Select Customize the set of staling. Check the

pach
packages to be installed if you box below
wish to select different or

additional package groups. rim
e software packages to be Instaled

15. ABOUT TO INSTALL
This is the final step to make any modifications to the installation process. Once you
click the next button you cannot do any modifications.
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About to Install

Caution: Once you click Next,
the installation program will begin
writing the operating system to
the hard drive(s). This process
cannot be undone. Ifyou have Click next to begin installation
decided not to continue with this o ’““’:a CT’“'M .

: : : A complete log of the
installation, this is 1Te last point at e it
which you can safely abortthe fle Jroatnstalog after
installation process. tebooting your system.

A kickstart file containing the

To abort this installation, remove
installation options selected can

all installation media, and press be found in the file
your computer's Reset button or ‘root/anaconda-ks.cfg'after
resetusing Control-Alt-Delete. rebooting the system.

[ 3 Relezse Notes.

About to Install

Caution: Once you click Next,
the installation program will begin
writing the operating sy R A RibGE
the hard drive(s). This p|

ixt to begin instalat
cannot be undone. If yot Tl tere o e Zeimcte b eis el eenare he R 2. 2o it
decided notto continue: following CDs:

installation, this is the la Jete log of the

fon can be found in the

which you can safely abj Fedora Core 1 CD #1 4

i i Y Fedora Core 1 CD #2. tinstalllog' after

installation process. g your system.
Please have these ready before proceeding with the

To abort this installation installation. 1f you need to abort the installation and reboot {21 fle containing the

: : s “Reboot" ion options selected can
allinstallation media, ar| please select "Reboot". [

your computer's Reset. \aconda-ks.cfg' after
reset using Control-Alt- - g the system.

5
16. INSTALLING THE PACKAGES

First it formats the file systems and copies the files to our hard disk to continue installation. Then
there starts the installing of packages which may take up to several minutes of time during which we

need to insert next two CD ROMs to comi lete the installation r rocess.
Fedora®

Installing Packages

We have gathered all the
information needed to install
Fedora Core on the system. It
may take a while to install

everything, depending on how F ™
many packages need to be =)
installed.

R E

D

Fomating le system.

[ elase Notes <

17. CREATING A BOOT DISK
Here the prompts you to create a Linux boot disk on your choice for your further requirement.

Boot Diskette Creation (|
T -
To create a boot diskete, insert a from a floppy dizkette. A boot dizkette allows you to Boot your
it i SySTem I The event your bostioader conliguration stops
3'.""" _C"s"e_'l'.e_‘:"h“"' yaurfioppy warking, If you chose not to Install a boot Ioader, or if your third-
rive, and clic ext to continue. party boot loader does not support Linus.

It is highly recommended you create a boot diskette .

3 ¥es, | would like 1o create a boot diskette

@ |No, | do not want to create a boot diskette|

e tisin| (9 stease noten = o | [
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18. CONFIGURING YOUR DISPLAY
At this stage you need to select your video card type and monitor configuration and also you restore

to the original values.

Congratulati the installation is

any | media or CD-ROMS) used
during the Installation process and press the "Reboat” button to
reboot your system.

‘@'Uum L-b-lrl |[§Mease Nmes| ‘-i Back | ‘Eﬂ Reboot. ‘

19. END OF INSTALLATION PROCESS At the end of the installation process it will remove all
the media that is used by the installation. And reboots your system again.

After the Installation:
After the installation your computer will reboot and you will go through a simple configuration

procedure to get your computer ready for use. It includes such things as setting the time, setting the
password for the "root" user, and creating other user accounts.

Zh welcome

T row mare ro The Setn,
ey

your system is mady o use
basic configuraton. Please chick the
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Task 5
Every student should install BOSS on the computer. The system should be configured as dual
boot (VMWare) with both Windows and BOSS. Lab instructors should verify the installation
and follow it up with a Viva

AIM: To install BOSS on the computer

Software Requirement: BOSS software

Hardware Requirement: Personal computer

Theory:

Indian people always rely on other nations for using Operating Systems like Windows and Linux
distributions like CentOS, Ubuntu, etc., in their computers, smartphones, and other gadgets, none of
which were developed in India. Therefore, if we want to use an OS developed in India, then the
BOSS operating system should be our go-to option.

BOSS Operating System, also known as Bharat Operating System Solution, is
a GNU/Linux distribution that is derived from Debian Linux.

This distribution was developed in India by the Centre for Development of Advanced
Computing (C-DAC), Chennai, in the year 20062006 for the enhancement of Free/Open source
software used throughout the entire nation.

The National Resource Centre for Free and Open Source Software (NRCFOSS) is the key provider
of BOSS GNU/Linux OS. It has an upgraded desktop environment that supports local Indian
languages.

C-DAC had a vision that the BOSS Operating System would significantly impact the digital divide
across India since every individual will now have access to applications or software in their local
language to use the internet and other communication technologies.

The BOSS operating system has been recommended by the Indian government for its adoption and
implementation on the national level. It has been LSB certified (Linux Standard Base) by the Linux
Foundation.

Note: Linux Standard Base(LSB) is a set of standards that increases compatibility among Linux
distributions.

It becomes easier for Microsoft Windows users to migrate to the BOSS operating system because of
its exceptional features like presentation tools, document converter, All-in-One control panel, and
also features like plug and play. BOSS operating system is designed to be easily used for Educational
Domains with the help of EduBOSS OS, which is a variant of BOSS OS and has relevant features
for the primary and secondary school environment.
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Till now, 9 major versions of BOSS OS have been released, which are as follows :
e 1.01.0 (Tarag) released in JanuaryJanuary 20062006
e 2.02.0 (Anant) released in SeptemberSeptember 20072007
e 3.03.0 (Tejas) released in SeptemberSeptember 20082008
e 4.04.0 (Savir) released in Aprildpril 20112011
e 5.05.0 (Anokha) released in SeptemberSeptember 20132013
e 6.06.0 (Anoop) released in August4ugust 20152015
e 7.07.0 (Drishti) released in August4ugust 20182018
e 8.08.0 (Unnati) released in JulyJuly 20192019
e 9.09.0 (Urja) released in FebruaryFebruary 20212021

How to Install the BOSS Operating System?

Before moving towards the installation part of the BOSS operating system, the system on which we

want to install the operating system should meet the minimum requirements.
Let's have a look at the minimum system requirements:
e 512512 MB of RAM.
e 1010 GB of Hard Drive space.
e Processor which supports 1386i386 or x86-64bitx86—64bit architecture.
e 800x600800x600 pixels screen resolution.
e DVD drive (in case of installation from a DVD drive).

Now, Let's see the steps involved in installing the BOSS operating system:

e Step:1
Download the latest version of BOSS OS from download link.
e Step:2

First, make a DVD or USB device bootable with the BOSS Operating system. Then we insert the
bootable device inside our computer and configure the system to boot from that drive by going to

the BIOS settings.
e Step:3

When booting starts, a screen contains options to install BOSS in the system. We have to

select Graphics Install from the menu and then press enter to boot, as shown in the image

below.
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BOSS

BOSS GNU/Linux instﬁl'l‘er boot nenu

1T
ced options

Press ENTER to boot or TAB to edif a menu entry

o Step:4
Now a screen is displayed in which we have the option of English language along with local
languages, from which we have to choose the language for installation. We will choose the most
suitable option which suits best for us. We will choose English here and then click on continue,
as shown in the below image.

Indian Version of GNU/Linux - I

Salact alanguage

Choose the lanquage to be used for the installation process. The selected language will also be the
default languaqge for the installed system.

Language:

Bangla - e

Gujarati - el
Hindi e
Kannada e
Malayalam Pe— X
Marathi - A
Punjabl (Gurmukh} . el
sinhala Barg
Tamil - sl
Telugu - B
“Screenshot |  GoBack | W

e Step:5
We have to choose our location according to which the system detects the time zone of the
location. We will choose India here and then click continue.
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Select your location

The selected location will be used to set your time zone and also for example to help select the system
locale. Normally this should be the country where you live.

This is a shortlist of locations based on the language you selected. Choose “other” if your location is not
tisted.

Country, temtory o sres

Antigua and Barbuda

Australia

Botswana

Canada

New Zealand
Nigaria
Philippines
singapore
South Africa
United Kingdom

United States
Zambia

Scroenshot Go pack

e Step:6
Then we will choose the configuration of the keyboard. Here we will choose American
English and then click continue.

Indian Version of GNU/Linux - 171

Configure the keyboard

Brazilian
British English

Bulgarian

lan (phonetic layout)

ranch
an Multilingual

Screenshot Go Back

o Step:7
Now, we will have to enter the hostname for the system. The hostname is used to recognize our
system, so we should name it carefully. Then again, click on continue to move ahead.

Indian Version of GNU/Linux i 2O 55
Configure the network

Please enter the hostname for this system.

The hestname is a single word that identifies your system to the network. If you don't know what your
hostname should be, consult your network administrator. If you are setting up your own home network,
you can make something up here.

Hostname

=0 1 )

screenshot | Gopack || continue
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o Step:8

Now we will get an option to assign the domain name to the system, but we will leave the field
for the domain name blank. Then click continue to move ahead.

Configure the network

The domain name is the part of your Internet address ta the right of your host name. It is often
something that ends in .com, .net, .edu, or .org. If you are setting up a home network, you can make
something up, but make sure you use the same domain name on all your computers.

Domair name:

(

Now, we have to set the user's full name, which we can skip. Then click on continue, and now we

have to set up the username and password for the system. Then again, click continue as shown
below images.

e Step:9

Indian Version oF GNU/Linux - T

F " : = - oy
Indian = -

et up users and passworcs dian Version of GNU/Linux bORS

Select a username for the new account. Your first name is a reasonable choice. The username should

start with a lower-case letter, which can be followed by any combination of numbers and more lower-

case letters. A goo rd will contain a mixture of letters, numbers and punctuation and should be changed at
Usemanme for your account: regular interval

[bose |

als.
Choose a password for the new user:

Set up users and passwerds

Please enter the s¥mg user password again to verify you have typed it correctly.

ver)

ssssssses

-

Screenshot Go Rack

Screenshot Go Back W
e Step:10

The system will take some time to complete the process we have done until now. Then we will
have to partition the disks using the entire disk or creating partitions for installation. But here, we
will choose Guided-use entire disk. After selecting the partition scheme, click on continue.
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Indian Version of GNU/Linux

anually. With guided partitioning you will still nave a chance later to Foview ana

Partition disks
The installer can gulde you throush partitiening 2 disk (using different standard schemes) ac H you
i

an do it m.
sults.
od partitioning for an entire disk, you will naxt be asked which disk should be used.

k and set ufy encrypted LVM

GoBack

Screenshat

Step: 11 We have selected the disk we use for installation purposes. After selecting the disk

again click on continue.
Indian Version of GNU/Linux

Partition disks
Note that all data on the disk you select will be erased, but not before you have confirmed that you

really want to make the change

Select disk to partition:
SCS11 (0,0,0) (sda) - 2.9 GB AIA VMware Virtual |

Sereenshot

o Step:12
Then we will choose All files in one partition which is recommended for the new users. We can
select the /home/home, /ust/usr, /var/var, and /temp/temp options if we want to have a separate

5
partition. Then after selecting, click on continue.
sess

Partition disks

Selected for partitioning:

SCS110,0,0) (sda) - ATA VMware Virtual 1 2.9 GB
The disk can be partitioned using ane of several different schemes. If you are unsure, chaose the first

Partitioning scheme.
trecommended for new users)

B
Separate fhame, just, ivar, and tmp partitions

 GoBadk

o Step:13
Now, Click on option finish partitioning and write changes to disk and then click
on continue to move ahead in the installation process
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Indian Version of GNU/Linux
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Partition disks

This is an overview of your currently configured partitions and mount points. Select a partiion to modify its settngs
(file system, mount point, ete.), a free space to craate partitions, or 2 device to initiakze its partition tabie

Guided partitioning

Configure software RAID

Configure the Logical Volume Manager
Configure encrypted volumes
Configure iSCS! volumes

= SCSIL(0,0,0) (sda) - 42.9 GB ATA VMware Virtual |
> #1 primary 4L2GB  f extd i
>  #5 logical 18GB £ swap swap

Finish partitioning and write changes to disk

Screenshot Help GoBack ||

Continue |

e Step:14

Then, on the next window, select Yes for the question "Write the changes to disk ?" and click
on continue.

Indian Version of GNU/Linux

Partition disks

If you continue, the changes listed below will be written to the disks. Otherwise, you will be able to make
further changes manually.

The partition tables of the following devices are changed:
SCSIL (0,0,0) (sda)

Tha fulnmng partitions are gaing to h- lnnnin.-d
ion #1 of SCSI1 (0,0,0) (sda) as e:
partihnn #5 of SCSIL ln.n.m (sda) as swip

Write the changes to disks?

' No

Screenshot Continue

Now, we will have to install the GRUB boot loader, for which we have to select Yes and again click
on continue.

Indian Version of GNU/Linux

Install the GRUB boot loader on a hard disk

It seems that this new only system on this
T Rare I the RO et aties (e CmTa Aot T At o your first hard drive.

If 50, it should be safe

Warning: If the installer failed to detect annther operating system that is present on your computer,
modifying the master boot record will make stem ‘though GRUR
can be manually configured later to baot it.

Install the GRUB boot loader to the master boot record?
) Ne

| Screenshot | GoBack || continue

36




BEHARA

)DEPARTMENT

COLLEGE OF ENGINEERING AND TECHNOLOGY - OF
Approved by AICTE NEW DELHI & Affiliated to JNTU-GV, Vizianagaram fmu?‘."
88th Division, Narava, GVMC, Visakhapatnam, Andhra Pradesh 530027, India 3 ® 4 ‘ S E
. -
e-mail: beharaengeclg@gmail.ocom www.boet.in e

o Step:15
Then we will select the hard disk volume to install the GRUB boot loader, where our operating
system is already installed. Click on continue.

Indian Version of GNU/Linux

Install the GRUB baot loader on  hard disk

You need to make the newly installed system buotable, by installing the GRUE boot loader on a bootable
device. The usual way to do this is to install GRUB on the master boot record of your first hard drive. If
you prefer, you can install GRUD elsewhere on the drive, or to another drive, or even to a flappy.

Davice for boot loader installaton:

Enter device manually
Idevisda (ataVMware Virtual IDE_Hard_Drive_00000000000000000001)

Screenshot Go Back

o Step:16
Now the installation is completed, we will click on continue and wait for a few seconds until the
system reboots.

. . - -
Indian Version of GNU/Linux o - 1T
Finish the installation
Instaliation compiete
Installation is complete, so it is time to boot into your new system. Make sure to remove the

installation media (CD-ROM, floppies), 50 that you boot into the new system rather than
restarting the installation.

screenshot Go Back Continue _ |

e Step:17
Now, choose the operating system we want to boot into and enter the password we created

during the installation process to start using the operating system. Now the BOSS operating
system is ready to use.
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How to Use the Boss Operating System?

The BOSS operating system can be used the same way we use different Linux-based distributions.
At the very start, we start the system and log in using the password we created for the user. Then we
see the desktop of BOSS OS, which initially has icons like home,trash, etc. We can change the
desktop's background by right-clicking on the desktop and choosing the change desktop background
option from the menu. We can check the computer system's specifications and information about the
user from the system menu inside the All Settings option.

BOSS operating system also has pre-installed internet browsers like Mozilla Firefox and a
Chromium web browser which helps in browsing the internet easily. It also has LibreOffice, which
is used to open different documents and enables us to edit them. Maps are also available as a feature
on the operating system.

If we want to install a new application, this can be done easily by downloading the apps from
the APT repository. We have to type sudo apt-get install <package name> on the terminal to
download and install new packages from the APT repository.

BOSS OS should be more than enough to carry out our everyday tasks.

Advantages of BOSS OS

Let's take a look at some of the advantages of the BOSS operating system:

e Since BOSS OS is a Linux distribution, it is Free/Open source software and free of cost. No
licensing or permit is required to install and use a Linux os; it can be used on numerous
computers.

o Interms of security, Linux distributions are very safe as there are few possibilities that a Linux os
can be infected. That is because Linux is open-source software and many engineers always watch
out for security-related issues.

e In the case of the Windows operating system, if we install or uninstall the software, then the os
demands a reboot, but in the case of BOSS Linux os, we don't have to reboot the system.
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» Suppose we have an old pc that has very low specifications. Even after this, we can install BOSS
Linux os. This is because Linux has various distributions made for various PCs.

o It is easier to migrate toward the BOSS operating system from the Windows operating system
since it provides a wide variety of features and ease of usage in Education platforms.

Disadvantages of BOSS OS

Let's take a look at some of the disadvantages of the BOSS operating system:

e One of the major issues we face with the BOSS operating system is the drivers. The equipment
makers generally develop drivers for Windows or mac operating systems; they don't make the
drivers for Linux OS.

e The BOSS operating system deals with the problem of insufficient software tool requirements.

e BOSS OS does not come with an application store, making it a bit uncomfortable for new users
or those who are migrating from Windows or mac os.

e Linux distributions like Ubuntu have a huge dedicated community; in contrast, no such
community exists for the BOSS operating system. This is a huge drawback as Linux is open-
source software and demands a community that will help beginners understand more about the
operating system.
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Internet & World Wide Web
Task1l

Orientation & Connectivity Boot Camp: Students should get connected to their Local Area
Network and access the Internet. In the process they configure the TCP/IP setting. Finally
students should demonstrate, to the instructor, how to access the websites and email. If there is
no internet connectivity preparations need to be made by the instructors to simulate the WWW
on the LAN.

AIM: To learn Local Area Network and access the Internet. In the process they configure the TCP/IP
setting. Finally students should demonstrate, to the instructor, how to access the websites and email
Software Requirement: Local Area Network to access the Internet

Hardware Requirement: Personal computer

Theory: The internet is a worldwide, publicly network of interconnected computer networks

LOCAL AREA NETWORK: LANs are privately owned networks with in a single building or
campus of up to few kilometers in size.

WIDE AREA NETWORK: A WAN is a network that connects computers across a large
geographic area such as a city or country

TCP/IP(Transmission Control Protocol/Internet Protocol): Collection of methods used to
connect servers on the internet and to exchange data.

HTML (Hyper Text Markup Language): The coding used to control the look of documents on the
web HTTP (Hyper Text Transfer Protocol): Part of a url that identifies the location as one that uses
HTML.

IP (Internet Protocol): A format for contents and addresses of packets of information sent over the
internet

IP ADDRESS: An identifier for a computer or device on a TCP/IP network

SEARCH ENGINE: A program that searches documents located on the Internet for keywords or
phrases entered by a person browsing the net.

Internet Connection requirements:
e TCP/IP protocol
e Client Software
e ISP Account

Means of communication to the net:
e TelephoneModem
o Ethernet
o ISDN(Integrated Services Digital Network)
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o DSL(Digital Subscriber Line)
« Satellite.
PROCEDURE:
. Go to start>control Panel
. Open Network Connections
. Click create a new connection and then click next
. The new connection wizard window opens, click next to continue
. Choose one of the options in the next dialog box.
. Choose one of the three options in the next dialog box
. If you do not have an internet account click choose from a list of ISPs and then click next
. If you have an account click Set up my connection manually
. If you have a CD from the ISP click use the CD I got from an ISP and then click next
10. Follow the next steps as per the option you selected.

O© 0O NO O & Wb -
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Task 2
Web Browsers, Surfing the Web: Students customize their web browsers with the LAN proxy
settings, bookmarks, search toolbars and pop up blockers. Also, plug-ins like Macromedia
Flash and JRE for applets should be configured.

AIM: To learn to surf the web

Software Requirement: Local Area Network to access the Internet

Hardware Requirement: Personal computer

Theory:

Web browser provides the means to the searching and also helps to Download the web content.
Web browsers support most of the famous Internet Protocols like HTTP, FTP. Common file formats
a browser accepts are HTML. Well known browsers natively support a variety of other formats in
addition to HTML such as JPEG,PNG,GIF image formats

Each web browser is built-in with the support of Internet Bookmarks which serve as a named anchor
— primarily to URLs. The primary purpose of this book mark is to easily catalog and access web
pages that the web browser user has visited or plans to visit, without having to navigate the web to
get there.

Pop-up Blockers: Pop-ups are a form of online advertising on the WWW intended to attract the
attention of the users. These pop ups are hosted on the web sites which are frequently visited by the
netizens. These pop ups are activated when these web sites open a new web browser window and
there by displaying the advertisements.

Plug-ins: A plug-in is a software component program that interacts with a main application to
provide a better integration of the media. The basic difference between application programs and
plug-ins is that multimedia files are launched in a separate window where as in plug-ins multimedia
play in the browser window.

Few famous plug -ins are:

1. Apple Quick Time 2. Adobe Shockwave 3. Macromedia flash
4. Sun Microsystems Java Applet 5. Microsoft Media Player

LAN Proxy Settings:

1. select tools menu in Internet Explorer
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2. Select Internet Options
3. Select Connections

4. You end up in two options
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Internet Options m

General | Secuity | Privacy | Content | Connections | Progiams | Advanced

Home page

You can change which page to use for your home page.

b

Address:

({use Curent | [ UseDefaut ] [ UseBlank

Temporary Intemet files

‘(7 Pages you view on the Intemet are stored in a special folder
@Y for quick viewing later.

(Delete Cookies...| [ Delete Fies... | [ Settings... |

History

The History folder contains inks to pages you've visited, for
quick access to recently viewed pages.

Days to keep pages inhistory: 20 %] [ Clear History

[ coors.. ][ Fonts.. | [ Languages.. | Accessibily... |

Internet Options

| General | Secuity | Piivacy | Cantent | Connections | Pragrams | Advanced|

To set up an Internet connectio, cick
Setup. =3

Diakup and Vitual Fiivate Network selfings

Add

Choase Settings F you need to configure a proxy
serwer For 3 connection

Local Area Network (LAN] settings

LAN Settings do not apply to dialup connections. (LN Settings...

(haoose Settings above for dial-up settings.

v' Dial-up and virtual network settings

v" LAN setting

Local Area Network (LAN) Settings

Automatic configuration

Automatic configuration may override manual settings. To ensure the
use of manual settings, disable automatic configuration,

[] Automatically detect settings

D Use automatic configuration script

Proxy server

Use a proxy server for your LAN {These settings will not apply ko
dial-up or ¥PM connections).

Address: 170,505,203 | Port: 6588 | [advanced...

[¥]Bypass proxy server For local addresses
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- Local Area Connection Properties

General | Authentication | | Advanced |

Connect uging:

‘m Broadcam MetLink (TH) Gigabit Ether ‘

Thiz connection uzes the following items:

g Client for Microsoft Metworks
.Q File and Prirter Sharing for Microsoft Metworks
4=} (05 Packet Scheduler

Internet Pratacal [TCRAR)

Dezcription

Transmission Control Protocol/Intemet Protocol. The default
wide area network pratocal that provides communication
across diverse interconnected networks.

Show icon in notification area when connected
Motify me when this connection has limited or no connectivity

[ Ok ][ Cancel ]

Select the properties button. The properties of the ipaddress, default Gateway and the DNS server
details are reflected in the dialog box.

Internet Protocol {TCP/IP) Properties

General |

You can get IP settings assigned automatically if your network, supports
this capability. Otherwize, you need to ask your network, administrator for
the appropriate P zettings.

() Obtain an IP address autamatically
(®) Use the following IP address:

IF address: |_ 195 .100 . 101 . 180 |
Subnet mask: 255 0265 .285. 0
Default gateway: 170 . B0 . & . 203

Preferred DNS server: [170. 50 . 5 207
Alternate DNS server: | 195 100 1M . 7 |

[ Ok H Cancel ]

e The selection at this step is dependent on the kind of connection you are trying to configure.
They are:
v Dial-up modem connection
v" LAN connection
v" DSL or Cable modem
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Task 3
Search Engines & Netiquette: Students should know what search engines are and how to use
the search engines. A few topics would be given to the students for which they need to search
on Google. This should be demonstrated to the instructors by the student.

AIM: To know what search engines are and how to use the search engines.

Hardware Requirements: Personal Computer

Software Requirements: Operating System, Web Browser

Theory:

Search engine:

A search engine can be defined as a web site with tools which help you to find information on the
internet. Search Engine can the search any data based on keywords, searches on web and finding the
locations various web sites databases with the related information and gives the different list of
results to the Web Browser.

Limitations:

Search engines visit web sites only several weeks. Search engines cannot see information in other
data bases later on. On the internet a search engine is a coordinated set of programs that includes: A
spider (crawler or bot) that goes to every page or representative pages on every web site that wants to
be searchable and reads it, using hypertext links on each page to discover and read site’s other pages.

Pros:
e You can select the search terms
e You can use the same search terms with multiple search engines
e You can change search terms as much as you wish
e You will normally receive numerous links
e Its fast

e There are so many different search engines it may be difficult to choose
e You will normally receive too many links often making it difficult to identify the most
relevant sites.

e The vast majority of links may be only marginally relevant or altogether irrelevant
EX: Alta Vista, Ask Jeeves, Google, Lycos, Yahoo, Bing, Etc...

Meta Search Engines:

Meta search engines or “metacrawlers” don’t crawl the web themselves. Instead they search the
resources of multiple search engines by sending a search to several search engines at once
aggregating the result.
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e You only need to use one search tool which is time- efficient
e You only need to learn how to use one search engine reducing learning curve
e You benefit from the difference among several search tools at once

e Meta search services may not be able to leverage each individual search engines full range of

query tools resulting in less refined searches
e You can not personally select the search engines queried by Meta search services.
Ex: DogPile, Mamma, Vivisimo, Meta Search Engine, etc.
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Task 4
Cyber Hygiene: Students would be exposed to the various threats on the internet and would be
asked to configure their computer to be safe on the internet. They need to customize their
browsers to block pop ups, block active x downloads to avoid viruses and/or worms.

AIM: To learn various threats on the internet and configure the computer to be safe on the internet.
Software Requirement: Antivirus Software

Hardware Requirement: Personal computer

Theory:

Antivirus:

Antivirus software is a program that either comes installed on your computer or that you purchase
and install yourself. It protects your computer against most viruses, worms, Trojan horses and other
unwanted invaders that can make your computer sick.

Firewall:

A firewall is a special software or hardware designed to protect a private computer network from
unauthorized access. A firewall is a set of related programs located at a network gateway server
which protects the resources of the private network from users from other networks.

PROCEDURE:Installing Symantec antivirus for Windows:

e Insert Symantec antivirus CD into your CD drive

e Double click on the Symantec-setup.exe

e The installer will open

e Click next to proceed

e License agreement will open. Click I accept the terms of the license agreement and then click
next.

e Follow the instruction on the screen to complete the installation.

Get Computer Updates:

e Click start> settings>control panel

e Click Automatic Updates icon to open Automatic Updates dialog box
e Check the box Keep my computer up to date

e Choose a setting

e Click OK

Block Pop ups:

e Inthe IE open tools>pop-up blocker
e Click on Turn on Pop- up blocker
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Windows Firewall:

Go to Start>control panel>Network and Internet Connections >windows firewall
In the general tab check the On(recommended) box
If you don‘t want any exceptions check on Don’t allow exceptions box
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LaTeX and WORD
Task 1
Word Orientation: The mentor needs to give an overview of La TeX and Microsoft (MS) office
or equivalent (FOSS) tool word: Importance of La TeX and MS office or equivalent (FOSS)
tool Word as word Processors, Details of the four tasks and features that would be covered in
each, Using La TeXand word — Accessing, overview of toolbars, saving files, Using help and
resources, rulers, format painter in word.

LATEX INTRODUCTION:

LaTeX is a family of programs designed to produce publication-quality typeset documents. It is
particularly strong when working with mathematical symbols. The history of LaTeX begins with a
program called TEX. In 1978, a computer scientist by the name of Donald Knuth grew frustrated
with the mistakes that his publishers made in typesetting his work. He decided to create a typesetting
program that everyone could easily use to typeset documents, particularly those that include
formulae, and made it freely available. The result is TEX. Knuth's product is an immensely powerful
program, but one that does focus very much on small details. A mathematician and computer
scientist by the name of Leslie Lamport wrote a variant of TEX called LaTeX that focuses on
document structure rather than such details.

Required Components of LaTeX Document:

Every LaTeX document must contain the following three components. Everything else is optional
(even text).

1. \documentclass{article}

2. \begin{document}

3. \end{document}

AIM: To maintain a shift schedule with specifications

Software Requirement: MS-WORD

Hardware Requirement: Personal computer

Theory:

Rulers: It is used to change the format of the document, i.e. it helps you align the text, tables,
graphics and other elements of your document.

Format Painter: It is used to quickly apply the same formatting, such as color, font style and size, or
border style, to multiple pieces of text or graphics. To choose Format Painter: On the Home tab,
select Format Painter in the Clipboard group.

Overview of toolbars:
e Quick Access Toolbar lies next to the Microsoft Office Button.
e It gives you quick access to commonly used commands such as Save, Undo, Redo, etc.

49




BEHARA = ®oumen

COLLEGE OF ENGINEERING AND TECHNOLOGY =~

Approved by AICTE NEW DELHI & Affiliated to JNTU-GV, Vizianagaram

m
88th Division, Narava, GVMC, Visakhapatnam, Andhra Pradesh 530027, India _ @ 1 ‘ S E
o e d

e-mail: beharaenggclg@gmail.com www.bcet.in

Tabs:

e It comprises seven tabs; Home, Insert, Page layout, References, Mailing, Review and View.

e Each tab has specific groups of related commands. It gives you quick access to the commonly
used commands that you need to complete a task.

PROCEDURE:

1. Click the start button which is located on the left-hand bottom corner on your Desktop or Laptop

2. Click the All Programs button just above the Start button.

3. Find the group Microsoft Office. If you point at the Microsoft Office group icon, the sub-group
will open. If it does not, just click once with your left mouse button.

4. In the sub-group, one of the icon will be Microsoft Office Word
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Task 2
Using La TeX and Word to create a project certificate. Features to be covered:- Formatting
Fonts in word, Drop Cap in word, Applying Text effects, Using Character Spacing, Borders
and Colors, Inserting Header and Footer, Using Date and Time option in both La TeX and
Word.

AIM: To create a document applying the above mentioned techniques.

Software Requirement: MS-WORD

Hardware Requirement: Personal computer

Theory:

Header and Footer:

1. To create a header, enter text or graphics in the header area or click button on the header and
footer tool bar.

2. To create footer, click switch between header and footer.

3. Then click exit.

Date and Time:

1. Insert a date field that automatically updates so that the current date is displayed when you open
or print the file.

2. Insert a time field that automatically updates so that the current time is displayed when you open
or print the file.

Border:

1. On the format menu, click borders and shadings.

2. To specify that the border appears on a particular side of a page, such as only at the top, click
custom under setting.

3. To specify a particular page or section for the borders to appear, click the option you want to
apply.

4. To specify the exact position of the border on the page. Finally, click OK.

Borders and Shading

V| | applyta:
Paragraph ~

Color:
1. Select the text you want to make a different color.
2. Toapply the color most recently applied to text, click font color.

51




BEHARA = ®oumen

COLLEGE OF ENGINEERING AND TECHNOLOGY - OF
Approved by AICTE NEW DELHI & Affiliated to JNTU-GV, Vizianagaram e s
88th Division, Narava, GVMC, Visakhapatnam, Andhra Pradesh 530027, India _ @ .; C S E

e-mail: beharaenggclg@gmail.com www.bcetin

3. To apply different colors, click the arrow on the right of the font color button, select the color
you want and then click the button.

PROCEDURE:

First click start button on the status bar. Then select program and again select Microsoft word. On
the menu bar click the file option. Then again click new. Then enter the text not less than 100 words.
A header appears at the top and the footer appears at the bottom of each page. On the view menu,
click header and footer option. From dialogue box, make the required changes and then click OK. On
the format menu, click borders and shading s make required changes and the click OK. Select the
text you want and make the different color. Click on right of the font color button, and then select the
color you want and then click on the button.
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Task 3
Creating project abstract Features to be covered:-Formatting Styles, Inserting table, Bullets
and Numbering, Changing Text Direction, Cell alignment, Footnote, Hyperlink, Symbols, Spell
Check, Track Changes.

AIM: To create a document applying the above mentioned techniques.
Software Requirement: MS-WORD

Hardware Requirement: Personal computer

Theory:

Table: A table consists of rows and columns.

Insert Tahle g|
Table size

Number of columns:

Number of rows: 2 &
AukoFit behavior

(%) Fized colurmn width:

O AutoFik ko contents

3 AukaFit ko window
Table style: Table Grid AutoFormat. ..
[] remember dimensions For new tables

[ ol 4 ] [ Cancel ]

Cell Alignment: Aligns contents written in a table in the top left corner or top right corner or in the
center etc...

Tables and Borders v X

= 1é-£-|v{b-
SloEEH (Al 2l & =
ElE=]
= = =
== =

Foot Note: Foot notes are used to comments on, or provide references for text in a document.
Hyperlink: It is a colored and underlined text or a graphic that you click to go to a file, a location in
a file, an HTML page on the World Wide Web, or an HTML page in an intranet.
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Link ot Text to display: | | ScreenTip...
@ Look in: |Iﬂ Iy Documents vi
Existing File or E
Web Page ) Downloads ~ Bookmark. ..
(%:grlrdent My Diaka Sources
I Al (=) My Music Target Frame. ..
Flare in This J My Pictures
Document Browsed My ¥ideos
Pages | =) Sanju
;ia @ A small drop at a time fills the ocean over time
Create Mew Recent % IO_ devices L
Document Files B spider
2 owle-1.1.7-win32 bt
Address: I| ~ |
E-mail Address

Symbols: You may not be able to enter certain symbols into your word document, as there is a
limitation on the keys on the key board. Creating these new symbols especially when working with
mathematical terms it becomes very difficult .For example we can insert symbols such as==, ,..

Symbols ‘ Sperial Charackers
Font: |(normal text) v Subset: | Currency Symbols v
- . 3
aiiECHE < BIIRNEEES
DAEA DA EAEA FApspy WAy AR E S I i
s el 0] ] =|2|=] 2] =|o|~ =
TR T FA =
[ .I | ria T — F e
Recently used symbols:
el % el a2 2 <[z ]=[ - [alule[p
EURO SIGH Character code: [20aC | Frum:lunlcude thex) vl
Shorkeut key: AHCHE

Spell check: It automatically checks for spelling and grammatical errors

B Spelling and Grammar: English {L.5.)

Mat in Dictionary:

‘—\plé

5| Cigweonee ]

Tgniore All

+ | | Add to Dictionary

Suggestions:

~ Change
ale

g‘n;ple Change All

Ape =

apples ~ AutoCorrect

Check grammar

| L 0

Cancel

Bullets and Numbering: In Microsoft word we can easily create bulleted or numbered list of items.
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»

Bullets and Numbering @
Buleted | Wumbered | Outine Numbered | List Styles
MNone
+ 4 4
+ 4 4
+ 4 4

Formatting Styles: o A style is a set of rules to be followed for the effective document. o Style can
be applied to text, paragraph, table or a list.

Formatting

A4 | Mormal - |Times MewRoman - |12 ~|| B J U |

Il
1l
o
i
4
il
[l
111
TEa]
"
¥
[

= E-Y-A-

Changing text direction: You can change the text orientation in drawing objects, such as text boxes,
shapes, and callouts, or in table cells so that the text is displayed vertically or horizontally.

Text Direction - Table Cell X]

Qrienkation Preview

[_ree ]

The quick brown

Fox jumnps aver

wal

Ll
sy

the lazy dog.

[ oK ][ Cancel ]

Track changes: A track change is an excellent feature of Microsoft word as it enables a user or
reviewer to keep track of the changes that have taken a period. Changes like insertion, deletion or
formatting changes can be kept track of.

Procedure:

Changing Text direction:

1. Click the drawing object or table cell that contains the text you want to change.

2. On the Format menu, click Text Direction.

3. Click the orientation you want.

Table:

1. Click where you want to create a table.

2. On the Table menu, point to Insert, and then click Table.
3. Under Table size, select the number of columns and rows.
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4. Under AutoFit behavior, choose options to adjust table size.
5. To use a built-in table format, click AutoFormat. Select the options you want

Cell Alignment:

1. Click the cell that contains text you want to align.

2. On the Tables and Borders toolbar, select the option for the horizontal and vertical alignment you
want— for example, Align Bottom Center or Align Top Right.

Foot Note:

1. In print layout view, click where you want to insert the note reference mark.

2. On the Insert menu, point to Reference, and then click Footnote.

3. Click Footnotes or Endnotes. By default, Word places footnotes at the end of each page and
endnotes at the end of the document. You can change the placement of footnotes and endnotes by
making a selection in the Footnotes or Endnotes box.

4. Inthe Number format box, click the format you want.

5. Click Insert. Word inserts the note number and places the insertion point next to the note number.
6. Type the note text.

6. Scroll to your place in the document and continue typing.

As you insert additional footnotes or endnotes in the document, Word automatically applies the

correct number format.

Hyper link: Select the text or picture you want to display as the hyperlink, and then click Insert

Hyperlink on the Standard toolbar

Do one of the following:

1. Link to an existing file or web page:

a. Under Link to, click Existing File or Web Page.
b. In the Address box, type the address you want to link to or, in the Look in box, click the
down arrow, and navigate to and select the file

2. Link to a file you haven‘t created yet Under Link to, click Create New Document.

3. In the Name of new document box, type the name of the new file.

4. Under When to edit, click either Edit the new document later or Edit the new document now

An e-mail address:

1. Select the text or picture you want to display as the hyperlink, and then click Insert Hyperlink on
the Standard toolbar

2. Under Link to, click E-mail Address.

3. Either type the e-mail address you want in the E-mail address box, or select an e-mail address in
the recently used e-mail addresses box.

4. In the Subject box, type the subject of the e-mail message

A specific location in another document
1. Insert a bookmark in the destination file or Web page.
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2. Open the file that you want to link from, and select the text or object you want to display as the
hyperlink.
3. On the Standard toolbar, click Insert Hyperlink .
4. Under Link to, click Existing File or Web Page.
5. In the Look in box, click the down arrow, and navigate to and select the file that you want to link

to.
6. Click Bookmark, select the bookmark you want, and then click OK.
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Symbol:

Click where you want to insert the symbol.

On the Insert menu, click Symbol, and then click the Symbols tab.
In the Font box, click the font that you want.

Double-click the symbol that you want to insert.

Click Close

o s wDNhE

Spell check:

1. On the Standard toolbar, click Spelling and Grammar .

2. When Word finds a possible spelling or grammatical problem, make your changes in the Spelling
and Grammar dialog box.

Bullets and Numbering:

1. Type 1. to start a numbered list or * (asterisk) to start a bulleted list, and then press SPACEBAR
or TAB.

2. Type any text you want.

Press ENTER to add the next list item. Word automatically inserts the next number or bullet.

4. To finish the list, press ENTER twice, or press BACKSPACE to delete the last bullet or number
in the list

w

Formatting Styles:

1. Select the words, paragraph, list, or table you want to change.

2. If the Styles and Formatting task pane is not open, click Styles and Formatting on the Formatting
toolbar

3. Click the style you want in the Styles and Formatting task pane. If the style you want is not
listed, click All Styles in the Show box

Track Changes:

1. Open the document you want to revise.
2. On the Tools menu, click Track Changes
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Task 4
Creating a Newsletter: Features to be covered:- Table of Content, Newspaper columns, Images
from files and clipart, Drawing toolbar and Word Art, Formatting Images, Textboxes,
Paragraphs and Mail Merge in word.

AIM : Create a news Letter

Software Requirement: MS-WORD

Hardware Requirement: Personal computer

Theory:

Table of contents: Table of contents displays a list of headings in a created document. It basically
provides an outline of the entire document created

Newspaper columns: One can create a newspaper columns document by specifying the number of
new letter-style column required and then adjust their width , and add vertical lines between
columns.

Images from files and clipart: Inserting a picture (graphic) from a file and clipart may be required
for a document. This picture could be a scanned photograph or any other digitally produced one. This
pictures can be modified , resized, cropped and enhanced.

Drawing toolbar and Word Art: One can create his/her own drawings in Microsoft word. Ms word
provides a full fledged drawing tool bar. Word Art in Microsoft word enables you to create special
and decorative text.

Formatting Images, Textboxes and Paragraphs: Formatting an image includes selecting
appropriate color, size, layout and cropping. Generally the text in a document follows a standard
orientation (line after line). A text box provides a different orientation to the text with in a document.
It can arrange the text in anywhere and can be resized and moreover moved to any section of the
document or even outside.

When you are formatting a paragraph, you do not need to highlight the entire paragraph. Placing the
cursor anywhere in the paragraph enables you to format it. After you set a paragraph format,
subsequent paragraphs will have the same format unless you change the format

PROCEDURE:

Table of contents:

Click where you want to insert the table of contents.

On the Insert menu, point to Reference, and click Index and Tables.
Click the Table of Contents tab.

To use one of the available designs, click a design in the Formats box.
Select any other table of contents options you want.

o s wnh e

Newspaper columns:
1. Select the entire or part of document to be converted into a newsletter-style
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2. Click on format menu, select columns

3. Any desired number of columns are presets-one or two or three or left or right b\can be selected.
4. Width and spacing can be fixed and equal columns width can be checked for uniformity

4. If newspaper columns are to be separated by a line, then check line between

5. Under apply to will be whole document if entire document is selected else we have to select a
selected text. Click ok

Columns EJE\
Fresets
One Two  Three  Left Right
Mumber of columns: =
‘Width and spacing Preview

Col #: Width: Spacing:
ilg " £

Apply to: Wwhale document R

Inserting images from files and clip art:

1. Click where you want to insert the picture.

2. On the Insert menu, point to Picture, and then click From File.
3. Locate the picture you want to insert.

4. Double-click the picture you want to insert.

CLIP ART:

1. On the Insert menu, point to Picture, and then click Clip Art.

2. Inthe Clip Art task pane, in the Search for box, type a word or phrase that describes the clip you
want or type in all or some of the file name of the clip.

3. To narrow your search, do one or both of the following:

4. To limit search results to a specific collection of clips, in the Search in box, click the arrow and
select the collections you want to search. To limit search results to a specific type of media file,
in the Results should be box, click the arrow and select the check box next to the types of clips
you want to find. Click Go

5. If you don't know the exact file name, you can substitute wildcard characters for one or more real
characters. Use the asterisk (*) as a substitute for zero or more characters in a file name. Use the
question mark (?) as a substitute for a single character in a file name. In the Results box, click the
clip to insert it.
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My Recent e == D,
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@ 7
Desktop Picasa ndhya My Document t:
57 |
My Dacumen its ‘-‘
|
»  E=
SRRt Sample Pictures
'3 Fle name: || v s .
My Network : )
Places Files of type: [l pictures v] Cancel | |

Drawing Toolbar and Word Art:

1. Click in your document where you want to create the drawing.

2. On the Insert menu, point to Picture, and then click New Drawing. A drawing canvas is inserted
into your document.

Use the Drawing toolbar to add any shapes or pictures that you want

WORD ART:

On the Drawing toolbar, click Insert WordArt .

Click the WordArt effect you want, and then click OK.

In the Edit WordArt Text dialog box, type the text you want.

Do any of the following: To change the font type, in the Font list, select a font.
v To change the font size, in the Size list, select a size.

v To make text bold, click the Bold button.

v" To make text italic, click the Italic button.

el A

Draw = |i | AutoShapes= ™\ " DO;‘_JQZI 8] B | & - A

Sz ad

WordArt Gallery. (=]

Select a Wardart style:

ordA!

,‘\ord&,.'

Wordart

WnrdAﬂ

Wil

WA

WordArt

WordArt

Heordhey

Wordart

WordArt

WorcArt

Worda) :

Sordaet

Warthre

Hardhet

Mt

wygri!

o

.

Formatting Images:

1. Formatting of the images can be achieved by selecting the image and double click on the picture,

format picture dialog box appears.

2. The same can be achieved by selecting the tools menu > customize>tool bars tab>picture and

click close.
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Paragraph @El

Indents and Spacing | Line and Page Breaks

General
Alignment: v Cutling level: Body text v

Indentation
Left: 0" E: Spedial: By:
Right: 0" E (none] S

Spacing
Before: 0 pt B Line spacing: at:
After: 0pt E Single v E:

Preview

Basic formatting features of an image
Resize a drawing
1. Select the drawing canvas
2. On the Drawing Canvas toolbar, do one of the following:
e To make the drawing canvas boundary larger without changing the size of the objects on the
canvas, click Expand .
e To make the drawing canvas boundary fit tightly around the drawing objects or pictures, click
Fit .
e To scale the drawing and make the objects and canvas proportionately smaller or larger, click
Scale Drawing, and then drag the edges of the canvas.

Resize a picture or shape

1. Position the mouse pointer over one of the sizing handles

2. Drag the sizing handle until the object is the shape and size you want.

To increase or decrease the size in one or more directions, drag the mouse away from or toward the

center, while doing one of the following:

e To keep the center of an object in the same place, hold down CTRL while dragging the mouse. o
To maintain the object's proportions, drag one of the corner sizing handles.

e To maintain the proportions while keeping the center in the same place, hold down CTRL while
dragging one of the corner sizing handles.

Crop a picture
1. Select the picture you want to crop.
2. On the Picture toolbar, click Crop .
3. Position the cropping tool over a cropping handle and then do one of the following:
e To crop one side, drag the center handle on that side inward.
e To crop equally on two sides at once, hold down CTRL as you drag the center handle on
either side inward.
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e To crop equally on all four sides at once, hold down CTRL as you drag a corner handle
inward.

4. On the Picture toolbar, click Crop to turn off the Crop command.

Text Box:

1. On the Drawing toolbar, click Text Box .

2. Click or drag in your document where you want to insert the text box

3. You can use the options on the Drawing toolbar to enhance a text box— for example, to change
the fill color— just as you can with any other drawing object

Paragraphs: Change line spacing

1. Select the text you want to change.

2. On the Formatting toolbar, point to Line Spacing, and then do one of the following:
e To apply a new setting, click the arrow, and then select the number that you want.
e 0To apply the most recently used setting, click the button.

e To set more precise measurements, click the arrow, click More, and then select the options
you want under Line Spacing.

Paragraph

Indents and Spacing ‘ Line and Page Breaks
General

Alignment: v Qutline level: Body text
Indentation

Left: Spec: By

Right: o e (none) hd F
Spacing

Before: Opt : Line spacing: At

After: 0pt e Single b | | F
Preview

Change spacing before or after paragraphs

1. Select the paragraphs in which you want to change spacing.

2. On the Format menu, click Paragraph, and then click the Indents and Spacing tab.
3. Under Spacing, enter the spacing you want in the Before or After box.

Change paragraph direction
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1. Place the insertion point in the paragraph that you want to change, or select several paragraphs.
2. Do one of the following:

e To have text begin from the left, click Left-to-Right on the Formatting toolbar.
o To have text begin from the right, click Right-to-Left on the Formatting toolbar.
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When you change the paragraph direction, Microsoft Word leaves justified and centered text as it is.
In the case of left-aligned or right -aligned text, Word flips the alignment to its opposite. For
example, if you have a left-to-right paragraph that is right aligned, such as the date at the top of a
letter, clicking Right-to-Left results in a right-to-left paragraph that is left aligned.

Forms: Using Microsoft word one can create an organized and structured document with a provision
to enter the required information into it. A document of such nature is called a form.

Mail Merge: It helps us to produce from letters mailing labels envelopes catalogs and others types of
merged document. It is so found in the tools option on the menu bar. In tools we have letters and
mailing. In letters and mailing we have mail merge mail merge tool box envelopes tables and letters
wizard. In mail merge select the required document you are working on. A window for customizing
the data base structure appears. This file contains the names, address details with contact numbers etc
of people you wish to send the letters.

Inserting objects: Insert an object such as drawing word art text effects or an equation at the
inserting point.

Fields: It inserts a field at the inserting font fields are used to insert a variety of information
automatically. Select table in table select insert. In that select insert table a box containing number of
rows and columns will appear. Select six colors and four rows and click o.k. Given the first row as
date, problem repeated student‘s signature action recommended problem status and councilors sign.
Insert the objects in the feedback form and apply the text fields in the form.

PROCEDURE:

Mail Merge:

1. Open a document and type the complete body of the letter and format it as required.

2. Create a data source and choose mail merge from tool bar a window is displayed.

3. Click on create button and choose from letter options. Then a window is displayed.

4. Click active window choose currently active document. Click on data and create data source
option.

5. A window for customizing the data base structure appears and this file contains the names
address details with contact number etc. we can add or remove fields from this file.

6. Once the list of fields is finalized a window of same is displayed and types the required file
names and click on save button.

7. A window is displayed. Type the details of 10 candidates. After typing details of one person,
click on add menu.
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8. Click on the o.k. to finish entering the records mail merge tool bar is displayed.
9. Place the curser at the place where you wish to insert names and click on insert mail merge
button. A drop list is displayed all fields created would be shown.
10. By highlighting to desired file and click on it we can insert the field into the main document and
go to begin the mail merge click on mail merge.

11. A window is displayed click once on the merge button to generate letters for all records in your
data source file.
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: Mail Merge —
@ | @ | &

Select document type

what bype of document are you
working on?

(&) Letters

> E-mail messa ges
(3 Envelopes

) Labels

) Directory

Letters

Send letters ko a group of people.
*ou can personalize the letter that
each person receives.

Click Mext ko conkinue,

Step 1 of 6

=  Mexk: Starting document

Forms:

1. Design the form by sketching a layout first, or use an existing form template as a guide. Tables,
text boxes, borders, and shading are all design elements that can help you create a well-designed
form that's easy to use.

2. On the Standard toolbar, click New Blank Document .

3. Add the text or graphics you want. For example, enter the questions you want answered, and list
the available choices.

4. To insert a text box where users can enter their responses, click the document, and then click
Text Form Field on the Forms toolbar. If you need more space, you can insert multiple text boxes
side by side. To insert check boxes that list choices, such as Yes and No, click the document, and
then click Check Box Form Field on the Forms toolbar. Save the form

Insert line numbers:

1. On the File menu, click Page Setup, and then click the Layout tab.

2. Inthe Apply to box, click Whole document.

3. Click Line Numbers.

4. Select the Add line numbering check box, and then select the options you want.
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EXCEL
Excel Orientation: The mentor needs to tell the importance of MS office or equivalent (FOSS)
tool Excel as a Spreadsheet tool, give the details of the four tasks and features that would be
covered in each. Using Excel — Accessing, overview of toolbars, saving excel files, Using help
and resources.
Task 1

Creating a Scheduler - Features to be covered: Gridlines, Format Cells, Summation, auto fill,
Formatting Text

AIM: To maintain a shift schedule with specifications
Software Requirement: MS-EXCEL
Hardware Requirement: Personal computer

Theory:
Grid lines:
1. Click the worksheet.
2. On the file menu, click page setup and the click the sheet tab. e
3. Click gridines. h=s
4. Select the sheets on which you want to change the gridlines O e

color. Dot oo et s
5. On the Tools menu click options click the color you want oo
6. in the color box. To use the default gridlines color click R

automatic.
7. Lines you can add to a chart that make it easier to view and

evaluate data. Gridlines extend from the tick marks on an axis across a plot area.
Format Cell:
1. Change the font and font size. P——— BE
2. Change the text color. ot sbomere |_ e | g | e | praecion
3. Make selected text or numbers bold, italic or i

underlined. G e
4. Create a new style. Fracion

Lo,

Auto fit:
1. Combine cells horizontally or vertically to make one
2. Add borders to cells.
3. Shade cells with colors.
4. Change the column width and row height
5. Change the font, font size or colors of text.
6. Align text vertically at the top, center and bottom of cell
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Format Cells [’? |§‘
Humber | [ Biignmert ; | Font Border | Patterns | Protection
Text alignment Orientation
Horizontal: .
E— g
Py T .
Wertical: Nl
o ¥ 3
t .
+
Text contral *
[ wrap text
[ shrink to fit E=geEs
Merge cells
Right-ta-left
Text direction:
=

Formatting the text:

1. Select the text you want to format.
2. On the format menu click cells and then click number tab.
3. Inthe catalog box click text.
4. Enter the numbers in the formatted cells.
5. Click ok.
6. Then press enter and reenter the data.
Format Cells E|r‘$__(|

Murmber | Alignment |Font‘ Border | Patterns | Protection

Eonk: Font style: Size:

Arial Regular 10

T Agency FB ~| [ETEEE Wﬁ

Algetian = Tralic ] =

T — 5 o

B Arial Black 5 Bold Italic 11 b

Underline: Color:

‘None v| | Automatic v| ¥ mormal Fant

Effects Frevigw

[ strikethrough

[ superscript: L AaBbCoYyZiz

[ Subscript:

This is a TrueType font. The same font will be used on both your printer

and yaur screen.

(= (==

PROCEDURE:

First click start button of the screen on status bar. Click on programs and then Microsoft excel. To
get a new blank work sheet go to programs and then click on excel sheet. On the file menu click page
setup and then click sheet tab click gridlines. In this way do the required changes using format cell,
make the required changes using formatting text also make the required changes. Enter the data in
the data in the worksheet consisting of week name person name and timings 7 a.m. to 3 p.m. Make
all the above changes to the text.
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Task 2
Calculating GPA. Features to be covered:- Cell Referencing, Formulae in excel — average, std.
deviation, Charts, Renaming and Inserting worksheets, Hyper linking, Count function

AIM: To maintain a control chart for printing books with given data.

Software Requirement: MS-EXCEL

Hardware Requirement: Personal computer

Theory:

1. On the chart menu click chart type

2. Text direction. Click the arrow down next to the text direction button. For right to left click right
to left. For left to right reading order, click left to right. For reading order that is consistent with
the language of the first entered character, click context. For reading order that is inconsistent
with the language of the first entered character, click control.

3. Inthe tools menu click options and then click chart tab.

4. To show all worksheet data in the chart even if some rows and columns are hidden, clear the plot
visible cells by check box

5. To prevent hidden rows and columns from displaying in the chart, select the plot cells only check
box.

Hyper Linking:

1. Create a worksheet: On the file menu, click new, and then click blank workbook task pane.

2. Insert a worksheet: Click worksheet on the insert menu. Right click on sheet tab and then click
insert double click the template for the type of sheet you want.

3. Hyperlink: Using hyperlink we can insert one more sheet in the present sheet

4. Count function: Create a blank worksheet press control +c. In the worksheet select cell A and
press control +c. On the tools menu point to formula auditing and then click formula auditing
menu.

Worksheet:

1. In the file menu go to menu then a new worksheet is created.

2. To add a single worksheet, click worksheet on the Insert menu. To add multiple worksheets hold
down shift and then click the number of worksheet tasks to add in an open workbook

Sort:

1. Click acell in the list you want to sort.

2. On the Data menu click sort.

3. Under first key sort click the custom sort order you want and then click ok.
4. Click any other sorting option you want.

PROCEDURE:
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Formulae in Excel: First click on start button at the bottom of the screen on status bar. Click on
programs and then on Microsoft excel. Then open a new document. Give the main heading and
subheading by changing the size so that they look in block letters. Enter the data. To calculate go to
Insert menu in the menu bar and then click on function and then ok. Then select the data to which
you want to calculate mean. Then you get the required answer. In same way, sample means standard
deviation lower count limit and upper count limit. Go to insert menu and click on function and select
the required operation to be done and select the data and calculate. Formulas for all the above are
given below.
Mean = (s1 + s2 + s3 + s4 + s5)/5;
Sample mean = avg (mean)
Standard deviation = (mean, sample, mean)
Sample standard deviation= avg (Standard deviation)

Lower count limit = sample mean — sample standard deviation.
Upper count limit = Sample mean + Sample Standard deviation
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Hyper linking: First click on start button of the screen on status bar. Click on programs and then
Ms-excel. To get a new blank worksheet go to programs and then click on excel sheet. Rename the
first sheet as student by right clicking on sheet 1 and renaming. Insert hyperlink insert and click on
hyperlink. Then go to sheet 2 and rename as CSE type in particulars of ECE right click on sheet 3.
Then go to sheet -4 rename as IT. In this type all the four sheets are created.

WORKSHEET

First click on start button at the bottom of the screen on status bar. Click on programs and then Ms-
excel. Then enter the data as given. Enter the student‘s names, Subjective wise marks, total and avg.
Then calculate the total and avg by using formula. Then go to Data menu and click sort. Under first
key sort, click custom sort order needed i.e. ascending order or alphabetical order and then click o.k.
Then the required worksheet is prepared.

Count Function

Some of the content in this topic may not be applicable to some languages.

1. To count words in selected text only, select the text you want. If you don't select any text,
Microsoft Word counts the words in the whole document.

2. On the Tools menu, click Word Count. Word displays counts for words, paragraphs, lines, and
characters.

3. To add or remove footnotes and endnotes from the count, select or clear they Include footnotes
and endnotes check box.

VLOOKUP and HLOOKUP Functions

This document explains the functions of VLOOKUP and HLOOKUP and how to use them in a
spreadsheet. It can be used in all versions of Microsoft Excel. VLOOKUP and HLOOKUP are
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functions in Excel that allow you to search a table of data and based on what the user has supplied
and give appropriate information from that table. If you have a table of Student ID numbers, Student
Names and Grades, you can set up Excel so that if a Student ID number is supplied by the user, it
will look through the table and output the student's name and grade.

A B C
VLOOKUP
Student 1D Number 1234 *— IJser supplied
Student Name John Smith <+— From table
Semester Grade AB <+— From table

VLOOKUP allows you to search a table that is set up vertically. That is, all of the data is set up in
columns and each column is responsible for one kind of data. In the Student Record example, there
would be a separate column of data for Student Names, one for Student ID numbers, etc.

HLOOKURP is the exact same function, but looks up data that has been formatted by rows instead of
columns.

Student ID Number 1234 1689 2495 3697 0228
qﬁ"mdf‘fnf T:':Ifimg‘ John Smith Jane Jones Michelle Schreiner Jack Lepak Rod Ameson
Semester Grade AB BIC B A B

The format of the VLOOKUP function is:

VLOOKUP (lookup _value, table _array, col _index _num, range _lookup)

The lookup _value is the user input. This is the value that the function uses to search on. If you are
searching a table by the Student ID number, then the lookup _value is the cell that contains the
inputted Student ID number being looked up.

The table _array is the area of cells in which the table is located. This includes not only the column
being searched on, but the data columns for which you are going to get the values that you need.
Back to the example, the table_array would not only include the Student ID number column, but the
columns for the Student Names and Grades as well.

The col _index _num is the column of data that contains the answer that you want. If your table is
set up as: column 1 - Student ID Number, column 2 - Student Names, column 3 - Grades and you
inputted a Student ID Number and you want to retrieve the grade that was received for that person,
the col _index _num would be 3. 3 is the column number of the data column for the ANSWER that
you are trying to look up.
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Range _lookup is a TRUE or FALSE value. When set to TRUE, the lookup function gives the
closest match to the lookup _value without going over the lookup _value. When set to FALSE, an
exact match must be found to the lookup _value or the function will return #N/A. Note, this requires
that the column containing the lookup _value be formatted in ascending order.

To use the Function Wizard to insert a VLOOKUP function:

1. Select the cell that will contain the answer to the VLOOKUP and select Insert -> Function...

2. Under the Function Category, choose either All or Lookup & Reference.

3. Under the Function Name, select VLOOKUP, and hit OK.
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Paste Function

Most Recently Used Al [HLOOKUP
All HYPERLINK
Financial INDEX

4. The Function Wizard for VLOOKUP will then display. The 4 values talked about above (lookup
range_lookup) are required by the function. Each line for each value required. If you put the
cursor into the first line for lookup down below it explains what the lookup Similar information
is displayed when the cursor is in any of the other fields.

5. Enter in the lookup _value either by typing in by selecting the cell on the worksheet.

6. Enter in the table _array by typing in the numbers for the cells, or, by selecting the group of cells
on the worksheet.

7. Enter in the number for column which contains the data that you obtain in the col _index num
area.

8. Enter into the range _lookup field the value TRUE if the function should accept the closest value
to your lookup _value without going over or FALSE if an exact match is required.

9. Hit OK when ready.
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Task 3
Split cells, freeze panes, group and outline, Sorting, Boolean and logical operators, Conditional
formatting

AIM: To create Excel with split cells, freeze panes, group and outline, sorting, Boolean and logical
operators, conditional formatting

Software Requirement: MS-EXCEL

Hardware Requirement: Personal computer

Theory:

Split Cells: Excel allows you to split the workbook window into two horizontal or vertical panes and

also to split cells or data across many cells.

Sort:

1. Click acell in the list you want to sort.

2. On the Data menu click sort.

3. Under first key sort click the custom sort order you want and then click ok. Click any other
sorting option you want

Freeze Panes: You can freeze a pane from a split window or just freeze rows or columns without
splitting the window.

PROCEDURE:

Sort: First click on start button at the bottom of the screen on status bar. Click on programs and then
Ms-excel. Then enter the data as given. Enter the student’s names, Subjective wise marks, total and
avg. Then calculate the total and avg by using formula. Then go to Data menu and click sort. Under
first key sort, click custom sort order needed i.e. ascending order or alphabetical order and then click
0.k. Then the required worksheet is prepared

Split cells:

Spread the content of one cell over many cells

1. Copy the data you want into the upper-leftmost cell within the range.

2. Select the cells you want to merge.

3. To merge cells in a row or column and center the cell contents, click Merge and Center on the
Formatting toolbar.
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Split merged cells

1. Select the merged cell When cells have been combined, Merge and Center on the Formatting
toolbar is selected
2. Click Merge and Center on the Formatting toolbar.

Formatting

Arial 210 - B J U EETS % o0 W% EE DA

Meroge and Center

Divide text across cells

1. Select the range of cells that contains the text values. The range can be any number of rows tall,
but no more than one columns wide.

2. On the Data menu, click Text to Columns.

3. Follow the instructions in the Convert Text to Columns Wizard to specify how you want to
divide the text into columns.

Convert Text fo Columne Wirard - Siep 1 of 3

The Text Wizard has determined that your data is Delimited,
IF this is correct, choose Mext, or choose the data type that best describes your data,
2riginal daks typs
—hooza the File type that bast describas your data)
0 peiimited = Charackers such as commas or babs separate sach Field.
= Psmed paiclbh - Flelds are aligned in columns with spaces between each Feld,

0@ N T W= D

Freviews of selected data:

SdRFD

323303

-

| *

[ cancal | [Lobmet = [ rFinish ]

Split Windows:

1. At the top of the vertical scroll bar or at the right end of the horizontal scroll bar, point to the split
box.

2. When the pointer changes to a split pointer, drag the split box down or to the left to the position
you want.

Freeze Panes:

1. To freeze a pane, do one of the following: The top horizontal pane Select the row below where
you want the split to appear. The left vertical pane Select the column to the right of where you
want the split to appear. Both the upper and left panes Click the cell below and to the right of
where you want the split to appear.

2. On the Window menu, click Freeze Panes.

Outline:

1. Outline the data automatically
1. Select the range of cells you want to outline. To outline the entire worksheet, click any cell

on the worksheet.
2. On the Data menu, point to Group and Outline, and then click Auto Outline. Outline the data
manually
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3. Select the rows or columns that contain detail data.

4. On the Data menu, point to Group and Outline, and then click Group. The outline symbols
appear beside the group on the screen.

5. Continue selecting and grouping detail rows or columns until you have created all of the
levels you want in the outline.

Group: Group objects

1. Select the objects you want to group. To select multiple objects, hold down SHIFT while you
select each object.

2. On the Drawing toolbar, click Draw, and then click Group.

Ungroup objects

1. Select the group you want to ungroup.

2. On the Drawing toolbar, click Draw, and then click Ungroup. To continue ungrouping, click Yes
when the message box appears. To change an individual object, continue to select and ungroup
objects until the one you want becomes available.

3. Use the tools on the Drawing toolbar to change the object

Conditional Formatting:
1. Select the cells for which you want to add, change, or remove conditional formatting
2. On the Format menu, click Conditional Formatting.
3. Do one of the following: Add a conditional format
1. Do one of the following: To use values in the selected cells as the formatting criteria, click
Cell Value Is, select the comparison phrase, and then type a constant value or a formula. If
you enter a formula, start it with an equal sign (=). To use a formula as the formatting
criteria (to evaluate data or a condition other than the values in selected cells), click Formula
Is and then enter the formula that evaluates to a logical value of TRUE or FALSE.
2. Click Format.
3. Select the formatting you want to apply when the cell value meets the condition or the
formula returns the value TRUE.
4. To add another condition, click Add, and then repeat steps 1 through 3. You can specify up
to three conditions. If none of the specified conditions are true, the cells keep their existing
formats
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Conditional Formatting g|

Condition 1

'3:E||"J'-E||IJE IEN v | | betwesn v and |
Prewview of Farmat ko use
No Format Set

when condition is true:

[ Add == II Delete. .. ] [ o4 J[ Cancel ]

Change or remove a conditional format

1. Do one or more of the following:

2. To change formats, click Format for the condition you want to change.

3. To reselect formats on the current tab of the Format Cells dialog box, click clear and select new
formats.

4. To remove one or more conditions, click Delete, and then select the check box for the conditions
you want to delete

Conditional Formatting [g|

Condition L

| ¥ | between v and |

Prewiew of Farmat ko use No Format Set

when condition is true:

Cell Value Is

[ Add >> Il Delete... ] [ Ok ][ Cancel ]
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POWER POINT
Task 1
Students will be working on basic power point utilities and tools which help them create basic
power point presentations. PPT Orientation, Slide Layouts, Inserting Text, Word Art,
Formatting Text, Bullets and Numbering, Auto Shapes, Lines and Arrows in PowerPoint.

TITLE: Create a power point presentation consists of slide layouts inserting text, formatting text,
bullets and numbering of five slides with following information’s.

Slide 1 — contents

Slide 2 — Name

Slide 3 — Address

Slide 4 — Hobbies

Slide 5 — Friends

AIM: To maintain a PowerPoint presentation with some specifications

Theory:

Slide Layout -

SLIDE LAYOUT:

Apply slide layouk:

1. On the format menu, click slide layout. Text Layouts
2. On the slides tab in normal view, select the slides; you want to
apply a layout too. —
3. Inthe slide layout task pane, point to layout you and then click
it e == ||FE
4. A new slide can also be inserted within the task pane. Point the
layout you want the slide to have, click the arrow and then click content ayorrs
the insert new slide. E =
BHE S HE HS
INSERT TEXT: L RT3 || s
1. Text can be added to layout. Seled| [
2. Align text in the top, middle or bottom of a cell. il P
3. Align text on the right or left, or in the center of a cell.
4. Change cell margins.
5. Insertatab in a table.
6. To make the symbol command available, in normal view, place Text and Content tayauts
the insertion point on the outbox tab or in a text place holders = 9] % =] <

on the slide.

7. On the insert menu, click symbol.
8. To change fonts, click a name in the font box.

FORMATTING TEXT:
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1. Select the text you want to format as superscript or subscript.
2. On the format menu, click font.
3. To show or hide text formatting, on the standard toolbar, click show formatting.

Font [‘5_(|
Font: Fant style: Size:

Arizl

-~ e
T Arial Black =

T arial Marrow

T Avrial Rounded MT Bold

T Baskerville Ol Face s

Effects Colar:
[Junderline [J5upetscript I
[Ishadaw OFfset: |0 %%

[IEmboss [5ubscript

[CIoefault For new objects

This is a TrueType Font.
This same Fonk will be used on both your printer and your screen.

BULLETS AND NUMBERINGS:
1. Select the lines of text that you want to add bullets or numbering to.
2. Click bullets or numbering.

Bullets and Numbering El
Bulleted |Numbsrsd
o)
Mone : o
o]
m} > v
a ¥ v
a ¥ v
@3]
—

AUTOSHAPES:
1. Select the auto shape that has the text you want to position.

2. Double-click the selection rectangle of the auto shape or text box and then click the text box tab
in the format dialog box.

3. Inthe text anchor point box, click the position you want the text to start in.

AutoShapes * x

o ool H2 B o B YO | LR

D[aw'E|.ﬂgtDShapes* N Mw DC)Q—J&@:? @Eﬂ|&'£'é'E:§ 4 J

LINES AND ARROWS:

1. In Microsoft power point, double click the chart.

2. Double click the chart item you want to change.

3. On the patterns tab, do one or both of the following.

4. To change the colors, patterns or lines, select the options you want.
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5. To specify a fill effect, click fill effect and then select the options you want on the gradient, text
patterns or picture tabs. To return to the slide, click outside the about

PROCEDURE:

First click on start button at the button of the screen on status bar. Click on programs and then
Microsoft PowerPoint. Go to file and new. Then you find different pattern of slides on right side of
your screen. Then select which is completely empty. Then enter the contents in the first slide as per
given information, name in the second slide, Address in the third slide, Hobbies in the fourth slide
and friends in the fifth slide. Except first slide, all the second, third, fourth, fifth slides should be
inserted. When you select pattern of slide from a new slide, on slide which you selected you will find
an arrow towards its right side, click that arrow and then again click insert slide. Then save it. Then
adjust the layout. Then format the text then give bullets or numbering to the text if required. Go to
auto shapes. Select more auto shapes and insert wherever required. Then again go to insert option
and select new slides. And select chart and a chart with datasheet appear. Give the name, roll no,
marks in three subjects and calculate the total. Then save the file.
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Task 2

Interactive presentations - Hyperlinks, Inserting —Images, Clip Art, Audio, Video, Objects,
Tables and Charts.

AIM: To maintain a PowerPoint presentation using some specifications
THEORY:

HYPERLINK:

1. Select the text or object that you want to represent the hyperlink.
2. Click insert hyperlink.

3. Under link to, click place in this document.

INSERT IMAGES:

1. Click where you want to insert the picture.

2. On the drawing tool bar, click insert picture.

3. Locate the folder that contains the picture that you want to insert, and then click the picture file.

Insert Picture 3]
Lookiin: | (2} My Pictures v @ @B|Q X i E3- oo~
B - o - Al
)
My Recent - .
Document ts 1 PO 5
| S sl
- Inesiliine ,
Desktop
Roger Harg Roger Hargr Roger Hargr
il EE0
| Ecagle
s = el
My Computer Fa " o |
e Roger Hargreavesé. Sample Pictures stamps_or_men_ ]|
l‘J File pame: v/|
My Network
Places Files of type: | al pictures v|

CLIP ART:

1. On the insert menu, point to structure and then click clipart.

2. In the clipart task pane, in the search for box, type a word or phrase that describes the clip, you
want to type in all or some of the file menus of the clip.

3. In the results box, click the clip to insert it.

i chp Are - >

& | @ | .-

8€R

=
P art on Cffice Gnline
Fou

Tips For finding clips

AUDIO VIDEO OBJECTS:
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Set Up Show 23]
Show type Show slides
@ Presented by a speaker (fullsreen) @4l
© Browsed by an individual (windaw) Ofrom: [| 2|1
©Browsed at alosk (ful screen)
Show options fdvance sides
[CLosp continuausly until Esc' O manually
[]5how without narration () Using timings, if present
[ show without animation Pultiple monitors
Pen color | R
Perfarmance
[Juse hardware graphics acceleration
Slide show resolution: |[Lse Current Resolution] v
-

3D. CHART:

1. Click the slide where you want to place the embedded object.

2. On the insert menu, click chart.

3. Click a cell on the data sheet and then type the information you want To return to the slide, click
outside the chart

D East
mWest [
ENorth

04
1st Qtr 2nd Qtr 3rd Qtr 4th Qtr

PROCEDURE:

First click on start button at the bottom of the screen on status bar. Click on programs and then
Microsoft power point goes to file menu. Then you find different pattern of slides on right side of
your screen. Then select which is completely empty. Then enter the name of your college in bold
letters. Address of your college in bold letters in the second slide. List of all the available courses in
the third slide, extra co-curricular activities in the fourth slide except first slide, all the second, third,
fourth slide should be inserted. When you select pattern of slide from a new slide, on slide which you
selected, you will find an arrow towards it right side click that arrow and then again click insert slide.
Then save it the select the slide show and then select the view show option. Then review the
presentation in slide show by selecting next and after completing the slide show then click end show.
Click on start button at the button of the screen on status bar, click on programs and then Microsoft
power point. Go to file menu. On insert menu and select table option and give no. of rows and no. of
columns and give the name, Roll no and marks in three subjects and find the total

TEST DATA: No Test data for this Experiment

ERROR: No Errors for this Experiment

RESULT: A Power Point Presentation is created by applying the above mentioned techniques
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Task 3
Master Layouts (slide, template, and notes), Types of views (basic, presentation, slide slotter,
notes etc), and Inserting — Background, textures, Design Templates, Hidden slides.
AIM: To maintain a Master Layouts in PowerPoint presentation using some specifications
Theory:
Introduction
You may have noticed that when you select a different theme in PowerPoint, it rearranges the text on
your slides and adds shapes to the background. This is because each theme has built-in slide layouts
and background graphics. You can edit these layouts with a feature called Slide Master view. Once
you learn how to use Slide Master view, you'll be able to customize your entire slide show with just a
few clicks.
What is Slide Master view?
Slide Master view is a special feature in PowerPoint that allows you to quickly modify the slides and
slide layouts in your presentation. From here, you can edit the slide master, which will affect every
slide in the presentation. You can also modify individual slide layouts, which will change any slides
using those layouts.

For example, let's say you find a theme you like but you don't like a few of the slide layouts. You
could use Slide Master view to customize the layouts to look exactly the way you want.

-.CLICK TO EDIT
| MASTER TITLE
TR

: ‘ i

slide master view
In Slide Master view, the Slide Master tab will appear first on the Ribbon, but you'll still be able to
access commands on different tabs as you normally would.
Using Slide Master view
Whether you're making significant changes to your slides or just a few small tweaks, Slide Master
view can help you create a consistent, professional presentation without a lot of effort. You could use
Slide Master view to change just about anything in your presentation, but here are some of its most
coOmMmon USes.
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e Modify backgrounds: Slide Master view makes it easy to customize the background for all of
your slides at the same time. For example, you could add a watermark or logo to each slide in
your presentation, or you could modify the background graphics of an existing PowerPoint
theme.

e Rearrange placeholders: If you find that you often rearrange the placeholders on each slide, you
can save time by rearranging them in Slide Master view instead. When you adjust one of the
layouts in Slide Master view, all of the slides with that layout will change.

e Customize text formatting: Instead of changing the text color on each slide individually, you
could use the Slide Master to change the text color on all slides at once.

e Create unique slide layouts: If you want to create a presentation that looks different from
regular PowerPoint themes, you could use Slide Master view to create your own layouts. Custom
layouts can include your own background graphics and placeholders.

e Some overall presentation changes—Iike customizing the theme fonts and theme colors—can be
made quickly from the Design tab. Review our lesson on Modifying Themes to learn more.

To make changes to all slides:

If you want to change something on all slides of your presentation, you can edit the Slide Master. In
our example, we'll add a logo to every slide. If you'd like to work along with our example, right-click
the image below and save it to your computer.

e Select the View tab, then click the Slide Master command.

5]

Insest Design Transtians Animatians Slide Show

View  Tellme
(Em] = [ [ = Ruler = B colar
EEEENEERER L EERE g Q [
L — Griclines B Grayscale
Mommal Outine Siide  Notes Resding | Slide Handout Mot ) Motes  Zoom  Fitto .
w  Sorter Page View | Master Master Master Guides Windpw  mm Black and fWhte

= =

e The presentation will switch to Slide Master view, and the Slide Master tab will be selected on
the Ribbon.
e In the left navigation pane, scroll up and select the first slide. This is the slide master.

| CLCK To EDIT
{MASTER TITLE STYLE
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Make the desired changes to the slide master. In our example, we’ll insert a picture of the

o
Mongibello logo.
EL_||_DL~ o EI':"-FI
i A e
o Move, resize, or delete slide objects as needed. In our example, we'll resize the logo and move it
to the bottom-right corner.
Click to edit Master title style |
= Second level
w  Third level
- Fourth ievel
e  When you’re finished, click the Close Master View command on the Slide Master tab.
Mongibelo Pasts - PowerPoint
: Tlide blastar e e Tepeesit ore Animatians Peieny Vies 0 Tall mewha
= ! ) Rocelos - 2 Backy Slyhiss - |
T 7 Ransme o ||?HJ [& Fonts - Hide Backgr JI' raphi | | B
Inzert Shde Insert =i Felaster nsert Foorpsr  Ihemes | o She o
Plasber  Layoud - Fresene Layaut Pl ' ® E stects Gicw = Wlasber YWiesm
e The change will appear on all slides of the presentation.
: Homemade Gnocchi
Py o
8
Shop or Visit Our Kitchen

Customizing slide layouts
You can use Slide Master view to modify any slide layout in your presentation. It's easy to make

small tweaks like adjusting background graphics and more significant changes like rearranging or
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deleting placeholders. Unlike the slide master, changes to a slide layout will only be applied to slides
using that layout in your presentation.

To customize an existing slide layout:
In our example, our newly added logo is hidden behind the photo in the Picture with Caption Layout.
We'll customize this layout to make room for the logo.

e Navigate to Slide Master view.

EEE:'I_I _li . —l ﬂulkl: q l_ .thhr .

riclines B Grymcale
Mareral Outine Side  Moter Raacing | Side Haeocout botes . notes  Zoom  [itto
Wisw  Gormr Page  Vew  (Mamer Mlaster Master Guirde Wiy Blaci and Weite

Persen| batinn Virws Flmher W Shaw & Zonm Cinutaraycale

e Locate and select the desired layout in the left navigation pane. You can hover the mouse over
each layout to see which slides are currently using that layout in the presentation.

¢ In some layouts, the background graphics may be hidden. To show the graphics, uncheck the box
next to Hide Background Graphics.

Hame It Tranaitions Arimalinns W Tel me wh
O e F!"?J B celors = @Ea:kgmunc Sl -
_ 'H,E.«.-.....- -~ —= |A Funts- [ Hide Bae koraund Sraphics
Insert Slicke Insert Master  Insert o Footers  Themes }
Mastar  Layout s Preseree Layout Placeholder= . [ Effects -
Edit Maiter Master Layauk Edit Theme Background

e Add, move, or delete any objects as desired. In our example, we'll delete the gray background
shape.

ik 00 o 2 poture:

L oyl
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e |If you want to change the arrangement of the placeholders, you can move, resize, or delete
any of them. In our example, we'll move our text placeholders and the black bar to the
right side, and the photo placeholder to the left side.

TGiicjllcon 1o add picture

Click to edit
‘Master title
style

1 Edit Master text styles

& Mongibello

e When you're finished, click the Close Master View command on the Slide Master tab.

S Maongibello Pasta - PowerPoint Picture Tools
Slide Master Home Insert Transitions Animations Review View Format '\; Tell me what you want to
|\:’ j Delete D - B Colors - 3] Background Styles ~ 1\:\ E
':I Rename — Fonts - Hide Background Graphics i
Insert Slide Insert = Master Insert Footers | Themes | — Slide CIoseI}
Master Layout C# Preserve Layout Placehalder - Effects ~ Size~  Master View
Edit Master Master Layout Edit Theme Background ml Size Close

e All slides using the layout will be updated.

Our Team

Owner Shel Rheingold (with Manager Stefan
Linn) leads a talented team with over 30
years of experience making pasta by hand,
crafting unique flavors that tantalize the
palate, and pushing the boundaries of
traditional artisan pasta making.

@ Mongibell

You can also move placeholders on the slide master, which will move the placeholders on multiple

slide layouts at the same time. However, some slide layouts may still need to be adjusted manually.

TEST DATA: No Test data for this Experiment
ERROR: No Errors for this Experiment
RESULT: A Power Point Presentation is created by applying the above mentioned techniques
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Al TOOLS - Chat GPT
Task 1
Prompt Engineering: Experiment with different types of prompts to see how the model
responds. Try asking questions, starting conversations, or even providing incomplete sentences
to see how the model completes them.
0 Ex: Prompt: "You are a knowledgeable Al. Please answer the following question: What is
the capital of France?"

AIM: To maintain a with different types of prompts to see how the model responds

Theory:

ChatGPT is highly versatile and can be used in various natural language processing (NLP)
applications. Its ability to generate text based on a given prompt has garnered significant attention,
and it’s poised to revolutionize how we interact with machine learning models. It can be used for a
wide range of tasks, from answering questions and generating content to providing
recommendations. However, under the hood ChatGPT is trained on an extensive dataset that includes
parts of the internet, books, and various text sources. During training, it learns to understand and
generate human-like text by predicting the next word in a sentence, given the preceding context.

Key Considerations for Effective Prompt Engineering
Clarity : A good prompt should be clear and easily understood, leaving no room for ambiguity.
Example: Unclear — “What’s that?”” Clear — “Could you explain the concept of string theory?”

Specificity : A specific prompt clearly conveys what information or response is expected from the
model.

Example: Vague — “I need details.” Specific — “Please provide information on the economic
impact of renewable energy in the United States.”

Politeness : Being polite and respectful in your interaction, which can lead to more favorable
responses.

Example: Impolite — “Answer this immediately!” Polite — “Could you kindly share your insights
on this topic?”

Structure : Organizing your prompt in a logical and coherent manner, especially for complex or
multi-part questions.

Example: Unstructured — “Tell me about dogs food, cats behavior.” Structured — “Please provide
information about dog food and describe common cat behaviors.”

Relevance : Ensuring that your prompt is directly related to the topic or task at hand.
Example: Irrelevant — “Explain climate change using baking recipes.” Relevant — “Discuss the
impact of climate change on polar ice caps.”

Openness : Allowing room for creative or flexible responses, when appropriate, to encourage more
diverse answers.
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Example: Restrictive — “Provide a one-word answer for the capital of France.” Open — “Tell me
interesting facts about France, its culture, and history.”

Prompting Techniques

Prompting Techniques are strategies or methods used to effectively communicate with ChatGPT,
ensuring you receive the desired responses. These techniques can enhance the quality and relevance
of the model’s output.

Zero-shot, One-shot, and Few-shot Prompting

This technique revolves around the idea of providing varying degrees of context or example output
snippets within a prompt to guide the model’s response. Providing examples can help fine-tune the
result tone, style, & content.

a. Zero-shot Prompting:

In zero-shot prompting, you provide a prompt to ChatGPT without any explicit examples or
reference output.

Use Cases: Zero-shot prompting is useful when you want ChatGPT to generate responses entirely

based on its pre-trained knowledge and the context you provide in the prompt. It can be employed for
general questions, creative writing, and basic language understanding tasks.

Provide a brief summary of the TV show "The Big Bang Theory."

b. One-shot Prompting:

One-shot prompting involves offering a single example or reference output snippet as part of the
rompt.

FJse (?ases: One-shot prompting is beneficial when you have a specific style, tone, or content in mind

that you want ChatGPT to emulate. By providing one example, you guide the model to generate

responses similar to the given output. This is useful for generating content consistent with your

writing style or for instances where you have a particular reference to follow.

Provide a brief summary of the TV show "The Big Bang Theory." For instance, "The Big Bang Theory

is a popular sitcom that revolves around the lives of four socially awkward scientists and their
interactions with each other and the world."

c. Few-shot Prompting:

Few-shot prompting extends one-shot prompting by including a few (typically more than one)
example output snippets within the prompt.

Use Cases: Few-shot prompting is particularly valuable when you need ChatGPT to understand and

mimic a combination of different styles, tones, or content. By providing multiple examples, you can
help the model grasp a broader range of references, which is especially useful for tasks that require
adaptability and nuanced responses. It can be used in content generation, where you want the model
to incorporate various elements, or in text summarization, where you want the model to extract the
most important points from diverse sources.
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Provide a brief summary of the TV show "The Big Bang Theory." For instance, "The Big Bang Theory

is a popular sitcom that revolves around the lives of four socially awkward scientists and their
interactions with each other and the world." Additionally, "The show's humor is centered on geek
culture, science, and the challenges of interpersonal relationships." >

Ask-Before-Answer prompting

The “ask-before-answer” prompting technique is a method used to instruct ChatGPT to seek
clarification or ask questions before delivering a response. It is designed to enhance the specificity
and relevance of the generated content. This approach involves defining a role, setting a goal,
specifying constraints, and providing extra information in the prompt. What sets it apart is the
instruction to the model to ask for additional details or clarifications before finalizing the response.

This technique offers several benefits, including precision, contextual relevance, and improved
content quality. It is particularly valuable in tasks where a deep understanding of the subject matter is
essential. It allows you to actively guide the model and use your expertise to ensure more accurate
and informed outputs.

%E You are an experienced tour guide
Your goal is to create a guided tour itinerary for a group visiting a historic city.
The tour should last for approximately three hours and include at least three significant
historical sites or landmarks in the itinerary. Ensure that the tour is accessible and enjoyable

for people of all ages and physical abilities.

Before proceeding with the itinerary, please ask for any clarifications or additional details.

Feel free to inquire about the group's interests, any specific historical periods they are keen
on, or dietary restrictions for any planned breaks. Your goal is to create a personalized and
memorable historical tour, so do not hesitate to seek further information if needed.

Perspective prompting

The core concept here is to allow ChatGPT to adopt various viewpoints as it generates its responses
and outputs. By default, ChatGPT typically provides responses without any specific perspective.
However, with this technique, you can instruct ChatGPT to adopt a defined viewpoint, such as
creating a travel plan from the perspective of a yoga trainer. This results in entirely different
responses tailored to that perspective.

The process involves assigning roles, which effectively implements perspective prompting,
providing a distinct perspective for generating the response. Moreover, you can take it a step further
by employing multiple perspectives in your prompts. This approach allows ChatGPT to engage in
discussions or create distinct plans for different individuals with varying needs and preferences.

The key concept behind perspective prompting is to understand that you can guide ChatGPT to adopt
different viewpoints. This flexibility — whether through role assignments, responses without a
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specific perspective, or multiple perspectives — proves invaluable in addressing specific scenarios,
facilitating discussions, or tackling multifaceted topics.

Create a travel plan for a two-week yoga retreat in Bali.

Default — No perspective

Create a travel plan for a two-week yoga retreat in Bali from the perspective of a yoga trainer.

Single perspective

Create atravel plan for atwo-week yoga retreat in Bali from the perspectives of both yoga

enthusiasts and non-yogis.

Multiple perspective
Contextual prompting
Contextual prompting involves providing the model with extra context, such as historical
background, cultural details, or current events, when writing prompts. This extra information helps
ChatGPT generate responses that are more contextually aware and relevant to the specific query.

Contextual prompting is particularly useful when the context significantly influences the response,
resulting in more accurate and informed answers. However, it should be used selectively, as
excessive context can complicate the model’s understanding.

Provide an overview of the history and significance of traditional African art.

Consider the rich and diverse cultural heritage of Africa, spanning various regions, tribes, and
historical periods. Highlight the role of art in African societies, from ceremonial masks to

sculptures, and how these artifacts have beeninfluenced by the continent's history, traditions, and
spirituality. Please ensure the response reflects the contextual importance of African art within the
broader scope of cultural history.

0 Ex: Prompt: "You are a knowledgeable Al. Please answer the following question: What is
the capital of France?"
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10:00 o2 a0 93%m

{d 2 chatgpt.com/c/0! + :

— ChatGPT ©

You are knowledgeable Al.
Please answer the
following question: What is
the capital of France?

@  The capital of France is Paris.

0 <c @<

TEST DATA: No Test data for this Experiment
ERROR: No Errors for this Experiment
RESULT: A chatgpt output will be generated
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Task 2
Creative Writing: Use the model as a writing assistant. Provide the beginning of a story or a
description of a scene, and let the model generate the rest of the content. This can be a fun way
to brainstorm creative ideas
0 Ex: Prompt: "'In a world where gravity suddenly stopped working, people started floating
upwards. Write a story about how society adapted to this new reality."

AIM: To Use the model as a writing assistant

Theory:

ChatGPT is a hot topic, but is it relevant to Creative Writing? Creative Writing is a craft that requires
inspiration, imagination, and a lot of hard work. But would writers embrace a tool that could help
them generate ideas, overcome writer’s block, and even write entire scenes?

Can creative writers use ChatGPT to help them create original fiction?

Creative writers could use it for new, original ideas or even fiction. However, keep in mind that
ChatGPT is simply a tool. It’s up to the writer to use it creatively and effectively. It is also important
to note that ChatGPT wasn’t explicitly designed for Creative Writing. Therefore, it may be better
suited for generating ideas or providing inspiration rather than writing complete works of fiction.

It is important to note that while ChatGPT can be a helpful tool for generating ideas and providing
inspiration, it is ultimately up to the writer to use their creativity and judgment to develop and shape
those ideas into a finished work. But there are a few ways that a creative writer could use ChatGPT
to generate ideas for inspiration:

Prompting.

A writer could give ChatGPT a prompt, such as a character or a setting. Then, they can use the
model’s responses to inspire a story or poem. For example, enter the following prompt. “A soldier
returning home from war.” And use the answers to generate ideas for characters, plot points, and
conflicts. Also, a writer could use ChatGPT to generate lists of words or phrases and use them as
inspiration for writing exercises, such as freewriting, poetry, or character development.

Freewriting.

A writer could use ChatGPT as a writing partner and engage in a ‘freewriting’ session, where the
writer writes whatever comes to mind without worrying about grammar, structure, or other
conventions. ChatGPT would respond with related ideas. This can be an excellent way to get the
creative juices flowing. Freewriting can be done with a specific prompt or theme in mind, or it can be
entirely open-ended. Many writers find freewriting helpful for starting a writing project or
overcoming writer’s block.

Brainstorming.
A writer could use ChatGPT as a brainstorming tool, asking it questions and using its responses to

generate ideas and explore different possibilities.
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We’ll go into more detail on the use cases of ChatGPT in content writing in the next section. But
before we do, it’s important to know its limitations for creating quality content.

ChatGPT is not designed to produce content optimized for search engines. So you will have to
research and implement keywords for on-page SEO. Moreover, ChatGPT may generate repetitive
ideas and phrases. You will need to provide detailed writing prompts to create content that meets
your requirements.

Therefore, it might not be the best tool for creating long-form SEO content. For long-form content,
use Al content generators that are designed to write articles for search engines - we’ll dive more into
that below.

A more apt use of ChatGPT for content writing is to use the tool for short-form content like ads and
landing page copy, social media posts, and even email subject lines.

Also, note that the content that ChatGPT generates may not always be entirely accurate or
appropriate. Its knowledge is limited to what has been published in the media and on the internet - up
to September 2021 for the users of the free version (GPT 3.5) and up to April 2023 for the ones with
access to GPT-4.

In any case, you should review the content generated by ChatGPT or any Al tool to ensure its quality
and accuracy before publishing it.

8 ways to use ChatGPT for content writing
ChatGPT has several applications for research, summaries, and even data analysis. In marketing, it’s
primarily used to write blog posts, social media captions, and short-form marketing material.

Here are 8 ways to use ChatGPT to write content.

1. Generate article outlines

ChatGPT can be used to generate article outlines by providing suggestions for subtopics or sections
based on given blog post ideas. For instance, you can prompt ChatGPT to “Generate an outline for

an article on [insert your article topic].”

The more details you give in the prompt, the better the output will be. You can add more about the
general direction of your article, the intended audience, and even some keywords you want to use.

In the screenshot below, you can see how we’ve used this approach to ask ChatGPT to create an
outline for a blog post on “How to use ChatGPT for content writing”.

2. Write headlines and meta descriptions
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Start by defining your main topic or keyword. Then, ask ChatGPT to generate a list of potential
headlines for that keyword.

For example, if you’re writing a blog post on the ‘benefits of Google Ads’, you can ask ChatGPT to
“Write 5 headlines for a blog post on the benefits of Google Ads”.

3. Summarize blog posts and URLS

ChatGPT can be used to summarize text by utilizing its natural language processing capabilities. The
model can read and analyze the text of a blog post, research paper, and even books to identify the
main points and key takeaways.

It can then use this information to generate a concise summary, highlighting the most important
information and presenting it in a clear and digestible format.

The free version of ChatGPT has a prompt character limit of up to 2048 characters, so you cannot
copy and paste entire articles and ask the Al to analyze them. The new GPT-4 Turbo can handle
around 300 pages of text in one prompt.

One of the benefits of GPT-4 is its ability to access the internet through Bing search. So you can
directly ask it to summarize a webpage

4. Draft introductions and conclusions
ChatGPT can assist you in drafting introductions and conclusions by providing you with suggestions
based on the topic and purpose of your articles.

You may start by asking ChatGPT to “Write an introduction/conclusion for a blog post on the
benefits of Google Ads”. However, know that with this type of prompt ChatGPT is more likely to
give you a generic output, you know, the dreaded “in the world of digital marketing” and how
“Google Ads is growing at an exponential rate”.

For better results, you should give ChatGPT more information regarding the information covered in
your article, your article’s angle, purpose, intended audience, and writing tone.

5. Aid keyword research

ChatGPT is a language model trained to generate text based on prompts given to it, and it can be
used to generate new ideas and suggestions for keywords and topics. Even though, it does not have
the same level of precision and accuracy as dedicated keyword research tools.

In addition, ChatGPT's output may not always be relevant or useful for your specific industry or

niche. It may also generate some irrelevant or off-topic suggestions that could potentially harm your
SEO efforts if you were to use them in your content.
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For example, you could ask ChatGPT "What are some related keywords for [topic]?" or "What are
some long-tail variations of [keyword]?"

6. Use writing prompts
ChatGPT can use writing prompts to help you write better content by generating ideas and inspiring
your creativity. The platform can generate writing prompts in different forms, such as questions,
statements, or scenarios.

These prompts can help you brainstorm new content ideas or generate transition words for your
article.

To use writing prompts with ChatGPT, you can start by providing a general topic or theme for your
content.

For example, if you are writing a blog post about “digital advertising”, you could ask ChatGPT to
provide some writing prompts related to that topic.

7. Compose ad copy
As an Al-powered language model, ChatGPT has been trained on a vast corpus of text, including
marketing and advertising copy.

To use ChatGPT to compose ad copy, you can start by providing some basic information about your
product or service, such as its features, benefits, target audience, and unique selling proposition
(USP).

You can also specify the type of ad you want to create, such as a social media ad, search engine ad,
or display ad.

Based on training data and on this information, ChatGPT can generate ad copy ideas, headlines,
taglines, and even full ad scripts.

8. Edit your content
You can also ask ChatGPT to edit your content, e.g. to make it more concise, add examples, check

for grammatical errors, and so on.

0 Ex: Prompt: "In a world where gravity suddenly stopped working, people started floating
upwards. Write a story about how society adapted to this new reality."
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Translate the following
English sentence to
French: Hello, how are you
doing today?

@  Bonjour, comment ¢a va aujourd'hui ?

g c @<

@ Mes ChatGPT

ChatGPT can make mistakes. Check important info.

11 O <

TEST DATA: No Test data for this Experiment
ERROR: No Errors for this Experiment
RESULT: A chatgpt output will be generated
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Task 3
Language Translation: Experiment with translation tasks by providing a sentence in one
language and asking the model to translate it into another language. Compare the output to see
how accurate and fluent the translations are.
0 Ex:Prompt: "Translate the following English sentence to French: 'Hello, how are you doing
today?""

AIM: To Use Language Translation

Theory:

ChatGPT is a large language model (LLM) that was trained using natural language processing (NLP)
on massive amounts of digital text in many languages. Its ability to translate between those
languages is dependent on how much they were both included in its training data.

Using ChatGPT for translation

Using ChatGPT for translation is easy. To get started, create an account with OpenAl and log in to
the ChatGPT interface. A good way to begin every new chat with ChatGPT is to give it a scenario.
Tell it your background, what you hope to achieve from the interaction, and any persona you’d like it
to take.

In this case, you can begin by telling ChatGPT to act as a translator and translate your input language
to your target language.
Let’s start by signaling that we’re entering English text and want to translate it into French.

“You are an experienced translator who knows English and French. Your goal is to translate
English text to French. Do you understand? Please answer yes of no.

Now that ChatGPT has its instructions, it’s time to ask it to translate the text.
Let’s start by asking it to translate a simple sentence: can you walk the dog for me while I’'m out of

town?

Translate text: Can you walk the dog for me while 'm out of town?

Sure! Here's the translation:

Pouvez-vous promener le chien pour moi pendant que je suis hors de la ville?

As you can see, we only needed to provide context at the beginning of the interaction. ChatGPT
remembered the original context in the first message of the conversation and successfully translated
the text to French. You can go through this process for any language, but the quality of the
translation depends on ChatGPT’s training in those languages. Remember to provide clear
instructions in your ChatGPT prompts to ensure the program responds correctly. Also, ChatGPT
might lose context if the conversation gets too long. You may occasionally need to remind it of your
instructions or start a new chat window.
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Of course, you may not want to use ChatGPT in everyday work situations. OpenAl offers an
application programming interface for these situations.

An API allows you to call ChatGPT’s LLM from within your own applications. Doing this allows
you to integrate translation features into a custom workflow or bulk-process translation text.

How good is ChatGPT at translating text?

It has been said that ChatGPT is highly accurate at translating text and its results are close to human
translation. We ran some tests to see whether this is true and found that it fails to recognize slang
words as well as cultural terms that are unique to a specific language, jeopardising the accuracy of
translations. Let’s see what happened.

First, we translated an informal sentence from Spanish to English with the slang word “primo”. The
correct translation in English would use the words “brother” or “mate” in English; however,
ChatGPT fails to recognize this slang word and provides the direct translation “cousin”, which does
not really make sense in this context.

When it comes to quality, the team at Ampere Translation observed that ChatGPT uses the passive
voice excessively and sentences can be too long diluting the register and tone of the source language.
As a language service provider that stands for quality, we would recommend using this tool to
perhaps get a first draft and then relying on a professional translator to edit your content.

0 Ex:Prompt: "Translate the following English sentence to French: "Hello, how are you doing
today?""

10:31 oY . 88% @

O 235 chatgpt.com/c/0! —+ H

3

11 O

TEST DATA: No Test data for this Experiment
ERROR: No Errors for this Experiment
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RESULT: A chatgpt output will be generated
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