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[ FOREWORD j

Punjab School Education Board, since its inception has been engaged in an
endeavor to prepare text-books on various subjects at school level. This textbook
is one in the series and is designed fo focus on students-centered learning for the
students of Computer Science. The book has been developed as per
recommendations of Punjab Curriculum Framework 2013 based on National
Curriculum Framework-20035, accordingly to which the school life of the students
needs to be linked to the outside world. The book is a step forward to move from

the traditional book-based learning to activity-based learning.

The need for study of computer science as a subject is increasing day by day
because in the age of scientific and technological advancement computer
education improves the work efficiency in every field to socio-economic life. With
the advancement of communication and information technology, computerization
is being done in every department. Computer Education has become mandatory to
have access to information from various departments, e-governance and internet
access in various aspects of modern life such as education, business, health,
transportation and many more.

Keeping in view such requirements, Punjab School Education Board has
implemented the guidelines of the Punjab Government to make the computer
science subject as a compulsory subject from Class VI to XI1. Every effort has
been made to include requisite information accordingly to level of class tenth in
this book. Hopefully this book will be useful for students and teachers.

Punjab School Education Board acknowledges the sincere efforts made by
writers. translators and vetters for the preparation of this book. Board also
welcomes comments and suggestions forany further improvements.

Chairman
Punjab School Education Board
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Chapter 1" OFFICE TOOLS

]{]hjﬂ:lh es of this Chapter:

1.1 Introduction

1.2 Software — It's types

1.3 Different Types of Office Tools
.4 Online Oflice Tools

L1 INTRODUCTION

Office Tools include some application softwares. These softwares are designed to make computer
users more productive and efficient at their workplace. Usually these tools/softwares are used to
create, update, manage documents, handle large data, ereate presentations ete. These tools help
users to save their large amount of time and effort. Lots of repetitive tasks can be done very easily
with the help of vanious office tools. Examples of such tools/softwares are: Word Processors,

Presentation Tools, Spreadsheet softwares, database management tools, graphics tools etc.
As the internet becomes an important tool for businesses, many new online office apps and tools

are being used all over, such as Google Docs, Google Sheets, Google Slides, Google Drive,
Microsoft One Drive, Gmail, Google Forms etc.In this chapter, we are going to have a look on
some of these commonly used offline and online tools.

L.ZSOFTWAREANDIT'S TYPES

Computer Software plays the role of mediator between the user and computer hardware, A
Software is a set of programs that enable a user to perform some specific task or used to operate a
computer. These are the softwares that direct all the peripheral devices on the computer system —
what to do and how to perform a task. Hardware and Software work together to accomplish a
task. Without software. a user can't perform any task on a computer. Software can be further
divided into mainly two types: Application Software and System Software.

System Software Application Software

Fig: 1.1 Types of Software
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1.2.1 System Software:

System software 1s a collection of system programs. These softwares are designed to operate,
control, and extend the processing capabilities of the computer itself. These sofiwares are usually
written in Low-Level Computer Programming languages. such as Assembly Language ete. Low-
Level programming languages have the capability to interact with the hardware at a very basic
level. System softwares are generally prepared by the computer manufacturers, Some examples
of system software are Operating System (Windows, Linux cte.), Language Translators

(Compilers, Interpreter, Assemblers), etc.

Applications softwares are also known as End-User Applications. These softwares are mostly
designed and developed to perform specific tasks for users, Application softwares are used by
users as per their requirements. Different users have different requirements. So, every user may
use different types of softwares according to his'her requirements, for example: a photographer
usually uses application software - photoshop to edit photographs, an accountant usually uses
application software - Tally for maintaining accounting records, officc-users uses application
softwares - word processors etc. to prepare documents ete.

These softwares are usually written in various types of High-Level Computer Programming
languages, such as Java, Visual Studio NET ete. These softwares reside above the system
software. Application software cannot run without the support of Operating System.

Various types of Office Tools also fall in the category of application softwares. Users use various
types of application softwares (office tools) in the computers at their workplaces (offices) to
perform office related specific tasks, such as creating word processor documents, spreadsheets,
presentations, graphics, sending the email, ete.

LADIFFERENT TYPESOFOFFICE TOOLS
Application software that support users in regular office jobs like creating, updating and
maintaining documents, handling large amounts of data, creating presentations, scheduling. etc.
are called office tools. Using office tools saves time and effort and lots of repetitive tasks can be
done easily. Some of the software that perform these operations are —

I. Word processor Softwares

2. Spreadsheet Softwares

3. Presentation Software
4. Database Systems
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5. Multimedia Tools, ete.
We have already learnt about many of these tools in very detail in the previous classes. So, we are

going to have an overview of these tools:

1.3.1 Word Processor Tools:

A software for creating, storing and manipulating text documents is called word processor, In
simple words, we can say that Word Processor is a software that is used to manage text documents,
User can create, update and format text files using word processor. A word processor is an
essential part of any office suite. A word processor usually runs on local machine as a desktop
application like Microsoft Word, but nowadays cloud based Word Processors like Google docs
are also used which makes it easier for teams to manage their documents on cloud.

EExamples of some word processors are:
1. MS-Word: Retail Cross-Platform word processor
2, Word Pad: Retail Windows only word processor
3. Word Perfect: Retail Cross-Platform word processor
4. Google Doces: Freeware Cloud Based word processor
5. Open Office Writer: Open Source word processor

1.3.2 Spreadsheet Softwares
Spreadsheet is a software that allows users to process and analyse tabular data easily. It is a

computerized mathematical and accounting tool. In a Spreadsheet, data is always stored in cells.
Accell is an intersection of rows and columns. Users can use functions and formulas very easily to
process data stored in the cells. Spreadsheets are usually used to maintain budget. financial
statements and sales records etc.

Examples of some spreadsheet software are:
1. MiS-Excel: Retail Cross-Platform spreadsheet package
2, Google Sheets: Freeware Cloud Based spreadsheet package
3. OpenOftice Calc: Open Source spreadsheet package

1.3.3 Presentation Softwares
A Presentation Tool enahles users to demonstrate information in the form of a slide show. This

information is broken into small pieces called slides. A series of slides that present information
about some idea or concept to an audience is called a presentation. The slides in the presentation
can have text, images, tables, audio, video or any other multimedia information.

Examples of some presentation tool are:
1. MS-PowerPoint: Retail Cross-Platform presentation tool
2. Lotus Freelance: Proprietary software presentation tool
3. Google Slides: Freeware Cloud Based presentation tool
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4. OpenOffice Impress: Open Source presentation tool

1.3.4 Database Management Systems
DBMS (Database Management System) is a software that manages data by creating databases. A
database is an organised collection of data. It is a computerized approach for managing data of

organizations.

Examples of some Database Management Systems are:
1. My SQL: GPL (General Public License) or Proprietary Open-Source Relational
Database Management System
2. Postgre SQL: Free and Open-Source Relational Database Management System
3. Oracle: Proprietary Software for Relational Database Management System
4, MS Access: Retail database tool by Microsofi
5, Open Office Base: Open Source database tool

1.3.5Multimedia Tools
Multimedia is a form of communication that combines different forms of contents such as text,

audio, images, animations, or video into a single presentation, Multimedia tools allow users to
create multimedia applications/contents using various forms of contents. In offices, multimedia
tools are used to create and play business presentations, for emplovee's training purpose, for
advertising and documentaries. Adobe Flash, Media Players and Real players are the examples of
multimedia tools.

So far, we have introduced various important and essential office tools to perform different types
of tasks in office environment. Besides these, there are various other office tools which can be
used for communication (such as emails, group chat, video conferencing etc), cloud storage (such
as google drive, one drive ete. ), various types of conversions (such as pdf to word, word to pdf, jpg

to pdfete.). file compression (such as winzip, winrar, 7zip etc.) ete.

1.4 ONLINE OFFICE TOOLS
As the internet becomes an ever more important tool for business, many new onhine office apps
and tools are being used all over. Online office tools are those office tools that are offered in the
form of web applications. These tools are accessed online using a web browser. It allows people to
work together worldwide and at any time. Such accessibility leads to web-based collaboration
and virtual teamwork, Some online office tools can be installed on office-computers, while other
are offered only as Software as a Service (Saa8). Of the latter, basic versions can be offered for
free, while more advanced versions are often made available with a subscription fee.

1.4.1 Common Online Office Tools:

Google apps for office work covers all our business needs and has the added advantage of getting

all our apps delivered from the same source. So, there are no concern of incompatibility. We are
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also guaranteed about the security of our data and efficiency of the tools, Google Docs, Google
Sheets and Google Slides are the Google Apps that are commonly used as online office tools.

Files created in these Google Apps (Google Docs/Sheets/Slides) can be stored both online on the
Google cloud or on the user's computer, Access to these files is available from any computer with
an Internet connection and a fully-featured Web browser. The files created in Google
Docs/Sheets/Slides may be viewed by other google groups and members with the file owner's
permission. These Google Apps (Docs, Sheets, and Slides)are also available as mobile apps on
Android and 108 and as a desktop application on Google's Chrome OS.

These Google Apps are included as part of the free, web-based Google Workspace (also known as
(i Suite). Multiple people can work on the same file created in these Apps and Apps will save all of
them automatically. These Google Apps also offers the benefit of cloud storage. It means users'
files are saved automatically on an online storage, and these files may be retrieved even if our
computer's hard drive fails. Now, Let's take a look at these popular online office tools from Google
for our paperless office:

1.4.1.1 Google Docs
Google Docs is a free online word processor, It is a Web-based document management

application for creating and editing documents. It helps us in real time online word processing.
Google Docs allows us to export its document file in all major file types including .docx, .pdf. .odt,
atf, axt, and Jhtm.

Opening Google Docs: Gocgle
Google Docs is available on all devices and platforms; all ABC User
we need is an internet connection and a web browser (in the W beoefpmalloce v

case of mobile, the applicable apps). Docs suppaorts several
different file types, including .doc., .docx., .txt. .rif. and
.odt, making it easy to view and convert Microsoft Office O soowsesmn
files directly from Google Drive.

[ Fudi Fos g WAy

Following are the steps to open and to work with Google |~ [ v |
Doces:

I. Open any Web Browser, For Example: Google

Chrome Fig: 1.2
2. Typetheurl https://docs.google.com inthe address ~ Sign-In page for Geogle Account
bar of the web browser.

3, The first thing we'll need to do before we can use Google Docs is sign up for a Google
account {an (@gmail account). If we already have an account, we can move on to the next
step. [fnot, we'll go over the simple way to create a Google account.

4. After Successful Sign-in into the google account, the Home page of Google Docs will
appear in the web browser as shown in the figure 1.3
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Fig: 1.3 Homepage of Google Docs

Creating a Blank Document using Google Docs:

After Signing-in into a Google account, it's time to create our first document. The Homepage of
Google Docs shows two sections:

1. Start a new document: It shows Blank document option along with various templates
for creating documents in template gallery.
2. Recent documents: [t shows the list of recently used document files in the Google Docs

application, It also shows Yiew Options, Sort Options and Open file picker option at
the top right side of this section.

To create a blank document, Move the cursor on the multi-coloured *+" icon in the Start a new
document scction of Google Docs Homepage, Now click it to open a Blank document in the
Google Docs.

Opening a Microsoft Word Document using Google Docs:

We can also open the word document files in the Google Docs. For this \
purpose, we have to upload and import the word document file in the

Google Does. When we import a Word document, we can use either F
Google Docs or Google Drive to upload our files, Both methods allow us

to drag and drop a file from our computer directly into the web browser for

easy uploads. Our Google Drive stores all of our uploaded files, but for convenience sake, when
ever we open the Doces homepage, it only shows us document-type files.

From the Google Docs homepage. click the Open file picker (folder icon) option in the top right
cormer of Recent documents section (as shown in figure 1.3). It will display 'Open a file' dialog
box (as shown in figure 1.4)to select the word document file. Click the “Upload™ tab of this dialog
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box. Now click on the 'Seleet a file from your device' button to select the word document file

saved in our computer system or just drag and drop the word document file in the 'Drag a file
here' area of upload tab.

B s Dan -l = o
£ = 3 & Fmaidocprogie comddoommenin Tl aE oA * r
= B poes Qs Upload Tab w Wy
Open a file
Wy D Saned wish Ma Shared Reart Upload
Drag a lile here
| e Canosl

Fig: 1.4 Open a file dialog box to upload word document

Once the Word file uploads, Docs opens it automatically, ready for us to start to edit, share, and
collaborate.

If we want to open a document from the list of recently used files, then just click on that file from

our Google Docs homepage.Once the file opened in google docs, we can work with it in three
different modes as shown in the figure 1.5

1. Editing Mode: In this mode, we can edit the document directly

2, Suggesting Mode: In this mode, editing in document will become suggestions for the
author of the document.

3. Viewing Mode: In this mode, we can only read or print the opened document.
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B Frpe oo g oot dosurme el o TSl ness B iesd e sl 2

n g 3 OYEST THRFATS & Secuity aEeg EEEY & @ @ =5 @ m *
i 4ER View et Fomed Tale Sy Laeoevswes on N eraon JTRN)

P WA - e s Sl (- ¢ BT U S e EE TR N - n. e o]
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Fig: 1.5 Different Modes of Working with files
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When we are in Editing or Suggesting Mode, we can do formatting and editing of the document in
the same way as we do it in the Microsoft Office Word (about which we had learnt in our previous

classes)

Downloading document files from Google Docs:

When we finish with the document. we can download our document back inte DOCX, PDF, ODT,

TXT,HTML, EPUB format. To download the document, perform the following steps:
1. Click on File menu
2. Click on Download option

3. From the Download Submenu, click on the desired format
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Fig 1.6 Download document file from Google Docs
Tt will download directly to the location where files are saved from our web browser.

Collaborating on Documents with Others:

One of the best features of Google Docs is the ability to generate a sharcable link. Itallows anyone
with it to either view, suggest edits. or edit our document. Instead of sending a file back and forth
between collaborators, we can make edits and suggestions all at once, as if we were all together

working over the same computer in real time. The only difference is that each person has their

owntext entry Cursorto use on their pﬂl‘SOﬂﬂ' computer.

From the document that we want Lo share, click on the blue button “Share™ to choose how and

with whom you want to send a link of our file, Here, two sections will be shown:

I. Share with people and groups: [n this section, we can enter email addresses manually
to whom we want to send a link of our file through email.
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Fig: 1.7 Share with people and groups

1. Get link:In this section, we can get a link that can be shared by our self for inviting other
persons to view or work on our document, We can also set the restrictions and various
types of permissions for other users having the link. If we want to stop sharing our
document, then we can use the Restricted option as shown below in figure, otherwise
for sharing the document we have to choose the option — Anyone with the link.

e Share with people and groups

Mo one hoy beer padded ped

© cetink

ety erier googhe ooy Tiledf T pl Egirrtyeind. EMEG pabr APl Fiind 2/vi Cogw Nk

o At vty that link - Tebiar

Reatricied

e =

«F  Arvpone with (he link

Fig: 1.8 Get Link options

After setting the option- Anyone with the link, we can set one of the following access

levels using the drop-down menu for sharing the file:

1. Viewer: If'we choose this access level for sharing, then anyone on the internet with this
link can view the document, but can't edit it in any way. This is the default action when
we share a file, and the best option if we are trying to share a file for download. Viewers
of the file can also see commments and suggestions of our document.
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2. Commenter: If we choose this access level for sharing, then anyone on the internet
with this link can comment on our document. It is helpful for shared users to leave

comments if desired— This is great for team projects.

3. Editor: If we choose this access level for sharing, then anyone on the internet with this
link can edit our document. This access level gives full read/write access to shared user.
But, they still can't delete it from our Drive, though-this is just for the contents of the

file.

9 Share with peooe and groups
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Fig: 1.9 Access Levels for shared users

Viewing All the Recent Changes to a Document:

When we share documents with others, il's

difficult to keep track of all the small changes Ehookendas - =
F it View Insert Formetr Tocls Add-ons  Helo
that are made by other users, For that, there's | . F b1 - | SaskAei.
version history. Google Docs keeps track of all e ' i
: Coall { i
the changes that occur in a document and groups - '
CEL N ek
them into periods. We can even revert a file to | cweny , - . F'HAPTER 2 - My passion|
any of the previous versions listed in the history | cusr e s atsch
. ; N hishoey :
with the click ofa mouse. EHAF ' S, e i
e Sow version hissony Ve A0 T 4 )

We can view a list of all recent changes by performing the following steps:

|. ClickonFile menu
2. Click on Version History

3. Fromsubmenu, click on See Version History

10
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Fig: 1.10 Version History of document file

1.4.1.2 Google Sheets
Google Sheets is a free online spreadsheet web application. It includes nearly all capabilities of a
traditional spreadsheet program such as Microsoft Excel. It comes with excellent data analysis
tools along with powerful functions and formulas for performing calculations. We can also insert
charts. create pivot table reports and apply filters etc. in the spreadsheets. The sheets may be
viewed by other google groups and members with the spreadsheet owner's permission. We can
export the file in all major file types including .x1sx. .csv, .html, .ods, .pdf, and .ixt.
Opening Google Sheets:
Google Sheets is available on all devices and platforms; all we need is an internet connection and
a web browser (in the case of mobile, the applicable apps). Google Sheets supports several
different file types, including .xlsx. .csv, .html, .ods, .pdf, and .txt. making it easy to view and
convert Microsoft Office files directly from Google Drive.
Following are the steps to open and work with Google Sheets:

I. Openany Web Browser, For Example: Google Chrome
Type the url https://sheets.google.com in the address bar of the web browser.

Sign-In into the google account,

B 4R B

After Successful Sign-in into the google account, the Homepage of Google Sheets will

appear in the web browser as shown in the figure 1.11
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Fig: 1.11 Homepage of Google Sheets
Creating a Blank spreadsheet using Google Sheets:
After Signing-in into a Google account, it 1s time to create our first spreadsheet. Similar to Google
Docs' Homepage. the Homepage of Google Sheets also shows two sections:
I. Start a new spreadsheet: [t shows Blank spreadsheet option along with various templates
for creating spreadsheets in template gallery.
2. Recent spreadsheets: It shows the list of recently used spreadsheet files in the Google
Sheets application. It also shows View Options, Sort Options and Open file picker option

atthe top right side of this section.

To create a blank spreadsheet, Move the cursor on the multi-coloured \

*+" icon in the Start a new spreadsheet section of Google Sheets -
Homepage. Now click it to open a Blank spread sheet in the Google

Sheets.

Other features of Google sheets work in the same way as we did with the Google Docs, in the
previous section of this chapter. Formatting and Editing in Google Sheets is also done in same
way as we do in the Microsoft Office Excel.

1.4.1.3 Google Slides

Google Slides is a free presentation web application. It was formerly known as Google
Presentations. It allows us to create better looking presentations from our browser. It includes
nearly all the capabilities of a traditional presentation program, such as Microsoft PowerPoint.
Google slides support the .ppt. .pptx. .pptm, .pps. .ppsx. .ppsm, .pot, .potx. and .potm presentation
file types.

12 OFFICE TOOLS




Opening Google Slides:

Google Slides is available on all devices and platforms; all we need is an internet connectionand a
web browser (in the case of mobile, the applicable apps). Google Slides supports several different
file types, including .ppt, .pptx, .pptm, .pps, .ppsx, .ppsm, .pot, .potx, and .potm making it casy to
view and convert Microsoft Office files directly from Google Drive.

Following are the steps to open and work with Google Shdes:

I. Openany Web Browser, For Example: Google Chrome

2. Type the url https://slides. google.com in the address bar of the web browser.
3. Sign-Ininto the google account.
4. After Successful Sign-in into the google account, the Homepage of Google Slides will
appear in the web browser as shown in the figure 1.12
B My g [y 7] e iy K e - 4 -
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Fig: 1.12 Homepage of Google Slides
Creating a Blank presentation using Google Slides:
After Signing-in to a Google account, 1t's ime to create our first presentation. Similar to Google
Docs' Homepage. the Homepage of Google Slides also shows two sections:

I. Start a new presentation: It shows Blank presentation option along with various
templates for creating presentations in template gallery.

2. Earlier: Tt shows the list of recently used presentation files in the Google Slides
application. It also shows View Options, Sort Options and Open file picker option at the
top right side of this section.

To create a blank presentation, Move the cursor on the multi-coloured =+~ \
icon in the Start a new presentation section of Google Slides Homepage. +
Now click it to open a Blank presentation in the Google Slides.
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Other features of Google Shides work in the same way as we did with the Google Docs. in the
previous sections of this chapter. Formatting and Editing in Google Slides is also done in same
way as we do in the Microsoft Office PowerPoint.

All these apps — Google Docs, Google Sheets and Google Slides has also been integrated with the
Google Dnive. Google Drive is a cloud-based storage solution which provides us the online
storage of many types of files. These files can be accessed from many different devices such as
mobiles, tablets, desktop computers, laptops cte.
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Fig 1.13 Google Drive and Other Integrated Office Apps

Online office tools discussed so far has their advantages and disadvantages too. An overview of
these advantages and disadvantages of using online office tools are given below:

1.4.2 Advantages and Disadvantages ol Online Office Tools:

Using online office tools has their own advantages and disadvantages, Some of the important
advantages and disadvantages are given below:

1.4.2.1 Advantages of Using Online Office Teols:

I. Thecostis low. Inmost cases, there is no specific charge for using the service for users who
already have access to a computer with a web browser and a connection to the Internet.

2. There is noneed to download or install the tools/sofiware.

3. Online office tools can run on thin clients (N Computing) with minimal hardware
requirements.

4. Online office tools provide the ability to share files,
5. There is no need to purchase or upgrade a software license. Instead, the online office suite
is available in the form of Software as a Service.
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6. Online office tools are portable. Users can access their documents from almost any device
with a connection to the Internet, regardless of which operating system they use.

7. Ifthe user's computer fails, the documents are still sately stored on the remote server.

1.4.2.2 Disadvantages of Using Online Office Tools:

I. Access requires connectivity—if the remote server or network is unavailable, the content
will also be unavailable.

2. There are speed and accessibility issues. Most of the available online office tools require a
high speed (broadband) Internet connection. That can be a problem for users who are
limited by a slower connection to the Internet.

3. The number of features available is an issue. Online office suites tend to lack the advanced
features available on their offline counterparts.

4. 1In the long term, 1if there 1s a subseription charge lo use the service, the ongoing
subscription cost may be more expensive than purchasing offline sofiware upfront.

5. The user has no control over the version of the software used. Ifthe software is changed the
user is forced 1o use the changed version, even if the changed version is less suited Lo the
user.

6. The useris reliant on the service provider for security and privacy of their documents.

1.4.3 Offfine Vs Online Ofice Tools:
Following table shows the comparison between Offline and Online OfficeTools:

Offline Office Tools Online Office Tools

1. No internet connection is required for | 1. Internet connection is required for using
using these tools these office tools.

Files created in offline office tools are
stored in the local storage of computer
system

Files created in online office tools are
stored on the cloud storage.

Files can be accessed only on the local
computer system where they are stored

Files can be accessed from anywhere in
the world as files are stored at online
storage media

Files cannot be shared easily. Third
party tools can be used to share files
with others.

File can be shared easily as these tools
have the inbuilt option to share files.

Multiple people cannot work on the
same file created in these Apps.

Multiple people can work on the same
file created in these Apps.

Examples: MS Word, Excel. PowerPoint
elc.

Examples: Google Docs, Google Sheets,
Google Slides etc.

OFFICE TOOLS

Table: 1.1 Comparison between Offline and Online Office Tools
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(Pnints to Remember ]

. A Sofiware is a set of programs that enable a user to perform some specific task or used to
operate a computer.
o System software is a collection of system programs that are designed to operate, control

and extend the processing capabilities ol the computer itsell.

3. Applications softwares are also known as End-User Applications which are mostly
designed and developed to perform specific tasks for users.

1 Application software that support users in regular office jobs like creating, updating and
maintaining documents, handling large amounts of data, creating presentations,

scheduling ete. are called office tools.

5. A software for creating, storing and manipulating text documents is called word
Processor.

f. Spreadsheet is a software that allows users to process and analyse tabular data easily.

7. A Presentation Tool enables users to demonstrate information in the form of a shide show.

8. Multimedia is a form of communication that combines different forms of contents such as

text, audio, images, animations, or video into a single presentation.

9. Online office tools are those office tools that are offered in the form of web applications.

1.  Some online office tools can be installed on office-computers, while other are offered
only as Software as a Service (SaaS).

1. Google Docs is a free online word processor. It is 2 Web-based document management
application for creating and editing documents.

12.  Onge the file opened in google docs, we can work with it in three different modes
Editing, Suggesting and Viewing

13.  Google Sheets i1s a free online spreadsheet web application.

14.  Google Slides is a free presentation web application that allows us to create better looking
presentations from our browser.

15.  Google Docs, Google Sheets and Google Slides has also been integrated with the Google

Drive.
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EXERCISE

Que:1 Multiple Choice Questions:

1.

V.

VI

Which of the following is an example of office tool?

a. MS Word b. Google Slides

¢. MS PowerPoint d. All of these

Which of the following is the example of Word Processor?

a. Google Docs b. Google Sheets

. Google Dnive d. MS Excel

Which of the following is not an example of Google's Online Office Tool?
a. Google Slides b. Google Docs

¢. Open Office Writer d. Google Sheets

Which softwares are designed to operate, control and extend the processing
capabilities of the computer itself ?

a. Application Software b. System Soflware

¢. Google's online office tools ¢. All of these

is a set of programs that enable a user to perform some specific task.

a. Software ¢. Hardware

¢. Language Translators d. Programmung Languages

After setting the option “Anyvone with the link”, we can set one of the following
access levels using the drop-down menu for sharing the file created in Google Docs?
a. Viewer b. Commenter

c. Editor d. All of these

Que:2 Fill in the Blanks

L.
1.

11

IV.
V.

Application Softwares are also known as

System softwares are usually written in level Computer Programming
Languages.
Various types of Office Tools fall in the category of softwares.

is a software that allows users to process and analyse tabular data easily.

15 a free online word processor.
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Que:d Short Answer Type Questions
I. Define Office Tools.
Il. What is Application Software?
IT1. Write some examples of Word Processor Tools.
I'V. Write about Multimedia Tools.
V. Explain Google Docs.

Quesd Long Answer Type Questions
. What are Softwares? Explain different types of softwares.
1. What arc the advantages and disadvantages of using onlinc office tools?
111, Compare Offline and Online Office Tools.
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Chapter-2" HTML PART-I

Ohjectives of this Chapter:

2.1 Introduction

2.2 HTML

2.3 Software Requirements for HTML - Editors and Web Browsers
2.4 Tags and Attributes

2.5 Basiec Structure of HTML document

2.6 Formatting in HTML

1.1 INTRODUCTION

World Wide Web, which 15 also known as a Web, 15 a collection of websites or web pages. These
web sites/pages are stored on web servers. Each web site/page 1s given a unique online address
called a Uniform Resource Locator (URL). A particular collection of web pages that belong to a
specific URL is called a website, e.g., www. facebook.com, www.google.com, etc.

Users can access the content of these sites from any part of the world over the internet using their
devices such as computers, laptops, cell phones, etc. The contents in these web pages can be in the
form of text, digital images. audios. videos. ete.

Client (local computer)

Wguﬁtl

“®ITML respon response

& =

Lapto
F Fig:2.1 Concept of World Wide Web

Web pages are designed and formatted in HTML. These pages are connected with each other by
links, which are also known as Hyperlinks. These links are electronic connections that connects
related pieces of information so that users can access the desired information quickly. These web
pages can be accessed by HTTP (Hyper Text Transfer Protocols) using web browsers. In this

chapter, we are going to start discussion about the basics of HTML,
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2.2HTML

HTML was created by Tim Berners-Lee in 1991. There are lots of version of HTML which are
being developed. From an initial version of 1.0 to the latest version of 5.2, HTML has developed a
lot. W3C { World Wide Web Consortium) has alse maintained standards so that all browsers could
have a common standard to follow. HTMLS3 has developed a lot with new tags and the support of

form elements.

HTML stands for Hyper Text Markup Language. It is the standard markup language for creating
Web pages. A Markup language is a computer language that uses tags (<) to define ¢lements
within a document. These languages are used by web browsers to manipulate text, images, and
other contents of web pages, in order to display them on the internet. It is not a ¢ase-sensitive
language.

Hyper Text is the text which contains links to other web pages.
Using these links, internet users can navigate on the world wide
web, By clicking on these links, also called hyper links, users
are brought to new web pages. Here, the word hyper means it 1s
not linear, so users can go anywhere on the Internet simply by

clicking on the available links.

Fig: 2.2 Concept of Navigation
2.3 SOFTWARE REQUIREMENTS FOR HTML on Intermet

There are no minimum system requirements for developing HTML programs. HTML
Programming can be done on any type of computer and with any operating system. We need

only the following software to begin with programming in HTML:

Software Requirements for HTML

—_—

Web Browsers

Text Editors SEEtE
g5 (For Viewing the output of
(For Writing HTML documents) HTML documents)

Fig: 2.3 Software Requirements for HTML
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2.3.1 TextEditors:

Aweb page is a text file in which a hypertext is written according to HTML syntax. So, for making

web pages using HTML. we just require any simple Text Editor, such as Notepad (a built-in text

editor of window) etc.Some computers with different Operating-system have different text

editors, But all text editors are used to write and save texts in various formats," . html" or ".htm"

are the two extensions that are used to write and save HTML files using these text-editors.
Although. many advanced text editors are also available in the market for programming in

HTML, Notepad++, Dreamweaver. Sublime, NetBeans ete. are mainly vsed for writing and

editing HTML coding, Notepad++ is a free and powerful code-editor, It can be downloaded free

from the Internet (website: https://notepad-plus-plus.org/). It has the convenience of Tabs and we

can edit & work with multiple files at the same time. Following figures show the interface of
Notepad and Notepad++ Editor.
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Fig 2.4 Notepad

Fig 2.5 Notepad++

Many specialized online apps are also available on the web to create and edit web pages such as
W3Schools Online Code Editor, OneCompiler, JS Bin, ISFiddle, Dabblet, CodePen etc. We can

also use these online editors to create web pages using HTML.{For more information about using

Online HTML editors, see the detail in Appendix-1.)

HTML PART-1
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2.3.2 Web Browsers
To view the output of HTML program, we have to open it in the Web Browser such as: Chrome,

Internet Explorer, Firefox, Safari, etc. Internet Explorer is the inbuilt browser of Windows
operating system, while other web browsers should be installed explicitly,. HTML code is
displayed by the browser converting it to a web page.
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Fig: 2.6 Internet Explorer (Web Browser)

If we prepare HTML web page in the simple text editor (Notepad), then we have to open the web
page manually to view it in the web browser. To open the HTML document file manually using the
web browser, we usually use the Open dialog box which can be opened by pressing the shortcut
key Ctrl+ 0.
But, in the case of Notepad++, we can do it from within the Notepad++ interface. To preview the
html code in the web browser, we can follow the steps given below:

l. Click on the View Menu.

2. Click on the *View Current file in” to open the submenu.

3. Now, click on the desired web browser that is listed in the submenu, to view the output of

HTML program.

We can also view the output of HTML program by right clicking on the tab and select Open in
Default Viewer.
If we are using Online HTML Editors for creating and editing web pages, then it implicitly too
provides the options to view the output of created/edited web pages.(For more information, see
the detail in Appendix-1.)
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24 TAGSANDATTRIBUTES
HTML is a hyper text markup language; It has a predetermined set of markup tags (also known as
clements). These markup tags are special type of instructions that are used in HTML documents to
design web pages. Each tag starts with Opening Angle Bracket (<) and ends with closing angle
bracket (=). These tags instruct web browsers how they will format and display the contents of a
web page. With the help of tags, a web browser can distinguish between an HTML content and a
simple content. HTML tags contain three main parts: opening tag, content and closing tag. But
some HTML tags are unclosed tags. Therelore, these HTML tags can be mainly divided into
following two types:
= Paired Tags: These tags are also known as Compamion or Container tags, A paired tag
consists of two tags: first one is called an opening tag (<tag>) and the second one is called
aclosing tag (</tag>). The text on which we wantto apply tag's effect is placed in between
these opening and closing tags. For Example:
<b>=Hello from
HTML</b=
Here,<b> is called opening tag and </b> is called closing tag. We want to apply the bold
effect on the text “Hello from HTML™ so this text is placed in between the opening <h>
and closing </b> tags.
s Unpaired Tags: These tags are also known as Singular or Stand-Alone tags, These tags do

not need to be closed. For Example:

<br=, <hr> tags etc.

These tags donot require any closing tag.
HTML tags can also have attributes. Attributes are used to provide additional information about

HTML tags. These attributes are always specified in the Opening tag. Attributes usually come in
name/value pairs like: name="value". Attribute values should always be enclosed in quotation

marks. For Example:

Opening Tag Attribute Value of Attribute ClosingTag

L
<h1 align="right”’>Main Heading</h1>

In this example, we are using paired tag <h|>which isused to create a Heading of level one. Inthe

opening tag of <hl>, we are using align attribute having value “right”. Here, align attribute
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provides additional information about the heading that it will be aligned to the right side. If'we do
not provide this attribute, then <h 1> tag will take its default alignment, i.e. left. So, to change the

alignment to the right side for heading tag, we used align="right" attribute.

Different tags can have different attributes. Some attributes are required for certamn elements, for
instance: an<img=tag must contain a src attribute, while for most of the tags. the use of attributes
depends on the requirement.

HTML is relatively easy to learn because every tag is predefined, so only we need to know the
work of tags and their attributes. HTML tags and attributes can be written in small or capital
letters of English Alphabets,

25 BASICSTRUCTURE OFHTML DOCUMENT

Basic structure of HTML Document can be mainly divided into two parts: head part and body part

as shown in the following figure:

HTMKIL
Document
<HTML=>
<HEAD=> . -
) " HEAD Part ]
< /HEAD=
<BODY=
BODY Part |
</BODY>
<fHTML=>

Fig: 2.7 Basic Structure of HTML document

As shown in the above figure, HTML document begins with opening tag <HTML= and ends with

closing tag </HTML=>. These tags contain everything inside the document, including the Head

and Body.<HTML=> tag acts as a root of the document, This tag should be only one for the entire

document. Following description shows the role of head part and body part in the html document.

«  HEAD Part: This part includes header information about the HTML document, for example:
page title, information about meta-data ete. Meta-data refers to other information related to
the data available in the html page, such as keywords used by the search engines etc.
Information in the head part is used by the web browsers and even web servers. Head part is
defined by <HEAD= tag which is a container tag, It begins with <HEAD= tag and ends with
</HEAD= tag. This tag 1s always defined before the <BODY = tag, Different types ol tags can
be used for different purposes in head part of html documents. Following are some commonly
used tags within the head part (within <head> and </head>) of the web page:
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Tag Description

<title=  Itis used to define the title of the HTML document

<meta> [tisused torepresent the metadata of the HTML document

<style=  Itisusedto define the styles (CSS) for the HTML document

<script> ltisused to insert scripts (such as JavaScript. php, aspetc.) inthe HTML
document

<link> It is used to define the link for external resource (such as style sheet etc. jthat will
be used in the HTML document

= BODY Part: This part contains all those contents that are displayed on the web page to the

end user. Body part is defined by the <BODY>tag which is also a container tag. It begins with
=BODY> tag and ends with </BODY= tag. All the contents, such as text, pictures, videos,
tables, lists, forms ete. shown to user 18 defined within this tag. Body of the html document
should start immediately after the closing head tag, i.e. </head>.
Note: C55 (Cascading Style Sheet) is a style sheet language that is used for describing the
presentation of'a document written in a markup language such as HTML.
251 Creating a Web Page with Basic Structure of HTML document:
Tocreate aweb page, perform the following steps:

. Openany Text Editor such as Notepad or Notepad++etc.

2. If you are using Notepad++, Create a new file by clicking on File New or by using the
shorteut key Ctrl+N, while if you are using the Notepad, then it will automatically open a
new file for you.

3. Now, start typing a very simple HTML program code as shown in the example below:

<1DOCTYPE html3

<html>
<head>
<title>Example Page</title>
</head>

<body>
<hl>Introduction to HTML</hl>
<p>HTML stands for Hypertext Markup Language</p>
</body>
</html>
Program2.] Simple Example of HTML program

4. After typing HTML code (Program 2.1) in the text editor, now save 1t using File Save or
using shortcut key Ctrl+5. Make it sure to type the extension (.html) of HTML document
after typing the file name, i.e. filename.html ( for example: pl.html)

Every HTML webpage has such type of code. Let's learn about the code given in the Program 2.1:

<! DOCTYPE htmi=tag describes the version of html. It shows that the HTML document is
going to use version 3 of html. It must only appear once, at the top of the page (before any HTML
tags). The <!DOCTYPE= declaration is not case sensitive. This declaration will be used only if we
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want to use the HTMLS version for web designing, otherwise if we omit this declaration, then the
HTML4 version will be used by default.

In the Head part of above program, we are using only title tag. Title tag is a container tag. It
begins with the <title> tag and ends with the </title> tag. This tag defines the title of the web page.
Title of the web page should appear in between the opening and closing tag of the title tag. The
title appears in the title bar of'the web browser when web page gets loaded in the web browser,

In the Body part, we have written a simple text message. This message will be displayed to the
end user in the maim window of the web browser when web page gets loaded i the web
browser, We can even display more contents such as pictures, videos, formatted text, tables, lists
ete, in the body part of HTML document instead of only a simple message. For this, we have to use
different types oftags in the body part of the document,

2.5.2 Viewing the Web Page with Basic Structure of HTML document:

Once HTML document file is saved, it can be opened as a webpage in the web browser. If we
prepare HTML web page in the simple text editor (Notepad), then we have to open the web page
manually to view it in the web browser. To open the HTML document file manually using the web
browser, we usually use the Open dialog box which can be opened by pressing the shortcut key

Cirl+ 0.
If we are using Notepad+—. we can open it in the web browser very easily. Just right click on the

file tab and click on the option “Open in default Viewer”. It will open the web page in the default
web browser as shown below:

= f M
G |E Ci\UsershKareahDesktaghp T htenl * @& || Search.. P i@
! Bample Page = [[%] I
Title of Web Page written in
Introduction to HTML <head> part using <titketag
HTML tor Hypertext Markup Language
Contents of <h1>
heading tag Contents of Body Part written
Contenis of <p=> with in <body=> tag
paragraph lag

Fig: 2.7 Output of Program:2.1usingInternet Explorer

%



2.6 FORMATTING HTML DOCUMENTS:

We have learnt about how to create a HTML document with a basic structure. Now, we will add
some more elements to the sample program of HTML. Let's discuss about the formatting of web
page contents using various HTML tags.

HTML Formatting 15 a process of formatting text for better look and leel of web pages. HTML
provides us ability to format text without using CSS (Cascading Style Sheets). There are many
tags and attributes in HTML that helps us in formatting. These tags are used to make text bold,
italicized, or underlined. Following is the description about commonly used tags and attributes

that are used for formatting in HTML.

1.6.1 Bold, ltalic, Underline and Strikethrough:

HTML provides us with the ability for formatting text just like we do it in MS Word or any text
editing software. Following tags are used to apply these formatting effects on text:

e Bold: The <b> tag is used to apply Bold eftect on the text. It is a paired tag. Any text that
appears within <b>.. </b> element, is displayed in bold format.

o Italic: The <i> tagis used to apply Italic effect on the text. It is a paired tag. Any text that
appears within <i=.,.</i= element, is displaved in italic format.

 Underline: The <u=tag is used to apply underline effect on the text, Itis a paired tag. Any text
that appears within <u>...</u> element, is displayed in underline format.

e Strikethrough: The <s> tag is used to apply strikethreugh effect on the text. Itis a paired tag.
Any text that appears within <8, </s> ¢lement, is displayed in strikethrough format.

Following program shows the use of these formatting tags in the HTML document:

<html>
<head>
<Litle>Example Page</Litle>
</head>

<body>
<u>HTML stands for <h>Hypertext</b> <s>Markup</s> <i>Language</i1></u>
</body>
</html>

Program 2.2 HTML program for making text bold, italic, underline and strikethrough
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Fig: 2.9 Output of Program 2.2 in Internet Explorer

2 Adding Line Break and Horizontal Line:

Line Break: When any text is written in different lines by pressing the Enter key in HTML
document, then these line breaks are not considered by the browser, HTML will ignore the
line breaks and treat everything as simple content and put everything in a single line.

Therefore, HTML provides us a special tag to insert line break in our document.

It is the <br> tag which can be used to insert a single line break wherever required in the
document. This tag can be used to move the control to the next line. It immediately breaks the
text and starts the text in the next line. This tag can be useful for writing addresses or poems
ete. in the HTML document. This tag is unpaired tag, so it doesn't have any closing tag.
Horizontal Line: To draw a horizontal line in HTML, we use <HR> tag. Here, HR stands for
Horizontal Rule. It ereates a horizontal line wherever it 1s used in the body of the document.
This tag is used for a thematic break or used for separating content from one another.
Following common attributes can also be used with this tag:
o align: It is used to change the alignment of the rule on the web page. If no value is
specified, the default value 1s center. The align attribute has no effect unless the width
attribute is set to less than 100%. This align attribut is value is set to left, right and centre.

o color: It is used to change the color of the horizontal line through color name or

hexadecimal value.
o size: Itis used to set the height of horizontal line in pixels.
o width: It is used to set the length of the horizontal linc on the web page through pixels or

percentage value.
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Following Example Program 2.3 shows the usage of line break and horizontal rule tags

<html>
<head>
<titlerLine Break Example</title:>
</head>

<body>
<bh>My Address:</h>
Mr. Paramveer Kansal,
H.No: 174, Sector 92,
5.A.5. Nagar Mochali.
<hr width="80%" size="5" color="red">
<b>My Address:</b> <br>
Mr. Paramveer Kansal,<br>
H.No: 174, Sector 92,<br>
S.A.5. Nagar Mchali.<br>
</body>
</html>

Program: 2.3 HTML Program for Line Break

= A B
1| E] Enlsee i ko b =0 | Sumnck, Dre | Sty 00

B Tine Bk Baeplo x 7

My Address: Mr. Paramveer Kansal, H.No: 174, Seclor 92, 5. A5, Napar Mohal,

My Address:

Mr. Paramveer Kansal;
HNo: 174, Sector 92, \k
S.ALS. Nagar Mohali,

Line Break using <br= tag

Horizontal Rule <hr=

Fig: 2.10 Output of Program 2.3
2.6.3 Heading Level Tags:
Users often view a page by its headings. It is important to use headings to show the document
structure. HTML headings are defined with the <h1> to <t.6> tags. There are 6 levels of headings
in HTML. <h 1= headings should be used for main headings, followed by <h2> headings, then the
less important <h3>, and so on. In simple words, the <h1> heading denotes the most important
and <h6> heading denotes the least important heading in HTML document. Search engines use
the headings to index the structure and content of your web pages.
When we place the text within the heading tags <hl=........ </h1= then it 1s displayed in the
browser inthe bold format, and size of the text depends on the level of Heading.
By default, these headings are left aligned. [fwe want to change the alignment of these headings,
L.e. right, center or left alignment, then we have to use its attribute —align. Consider the following
example:
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<html>
<head>
<title>Heading Example Page</title>
</head>

<body>
<hl1>This is the Most Important Heading</hl>
<h2 align="right">This is 2nd level of Heading</h2>
<h3 align="center">This is 3rd level of Heading</h3>
<h4 align="1left">This is 4th level of Heading</h4>
<h5 align="right">This is 5th level of Heading</h5>
<h6>This is Least Important Heading</héG:>

</body>
</html>
Program 2.4 HTML program for Heading levels
- o ¥
G-c El Cizers Harsa’ Deskdt ool oL bt = | Sewch. 2| G =8 -]
I =1 I‘udn;:hartnh Pags %]

<H2 = haading-Fight aligned

This@ust Important Heading V

=H1= heading —Left alignad by default This is 2nd level of H(‘,Hdi_llg
This w'ml of Heading
This i 4th level of Heading <H35> heading —Right aligned
<H23> haading— Canter alignead H
<H4 > heading - Leftaligned This 15 Sth level of Heading

it oo i ﬁ <HB> heading—Left aligned by default

Fig: 2.11 Output of Program 2.4 in Internet Explorer

2.6.4Making Paragraphs

The <p=tag is used to define a paragraph in the HTML document. It is a container tag. Any text
written in between <p> and </p> tags is considered as a paragraph. The <p> tag automatically
adds space before and after any paragraph, which is basically margins added by the browser. If a
user adds multiple lines in between the <p> and </p> tags, the browser reduces them to a single
line. Similarly, If a user adds multiple spaces in between the text of'a paragraph. the browser also
reduces them toa single space.

We can also change the alignment of a paragraph using the align attributes of <p> tag. Here, the
align attribute can have lefi, right, center and justify values for aligning the paragraph in different
ways. By default, paragraphs are left aligned in web pages. Following program shows the use of

paragraph tag <p=inthe HTML document:
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<hitml»

<head:>

“lLillerParagraph Example</LilLla>

</head>

<hody>

“prWorld Wide Web iz alsc known as a Web.

It iz a collection of websites or web pages.
Thase web sites/pages are stored on weab servers,
Each wab site/page is given a unique online addres= callad a Uniform Bessurce
Locator (URL) . </p>
<p align—"zight">World Wide Web iz alsc known as a Web,
It is a collection of websites or wab pages.
Thesa web sites/pages are storad onh wab sarvars.
Each web site/page is given a unique online addrass called a Uniform Rescurca
Locator (URL) . </p>
<p align="justify">World Wide Webk is also known as a Web.
It is a collection of websites or wab pages.
The=ae weh sites/pages are atorad on wah servera.
Each web site/page is given a unique online address called a Uniform Rescurce
Locator {URL) . </p>
</body>
</html>

Program 2.5 HTML Program for the Use of Paragraph tag <p=>

Paragraphwith defaull . N u_ 4 :
alignmentleft {it also ignores i R-| i@
all line breaks and exira spaces
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World Wide Web i3a ites or web pages. Thase web
siles/pages are stored on web servers. Em:h web site/pags is given a unique online address called a
Uniform Resource Locztor (URL).

World Wids Wab is also known as a Web. It is a collection of websites or web pages. These web
sites/nages are stored on web servers. Each web site/pace {3 given a unique online address called a
Unitorm Eesourcs Locator (TTRL).

Paragraph with
Right alignment

gt known ag 3 Web. 1L ig a collection of websites or web papges. These web

o web servers, Ezch web site’papge 5 given a unique onbeme address called a
tor (LTRL).
Faragraph with

justify alignment

Fig: 2.12 Output of Program 2.5 in Internet Explorer
1.6.5 Superscript and Subscript Texi:

The <sup=> tag is used to add a superscript text to the HTML document. It is a container tag. The
content written in between <sup=>...</sup> element will be shown as a superscript. Superscript
text appears half a character above the normal line and 1s sometimes rendered in a smaller font.
Superscript text can be used in mathematical equations. For example: X'y, here 2 is a superscript.
Superseript text can also be used for footnotes.

The <sub> tag 1s used to add a subscript text to the HTML document. It is a container tag. The
content written in between <sub>...</sub> element will be shown as a subscript. Subscript text
appears hall a character below the normal line and is sometimes rendered in a smaller font.
Subscript text can be used for chemical formulas. like H2O to be written as H,O.
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<html>
<h=ad>
<LilLle>Subscript and Superscript Example</Lill=>
</head>

<body>
<hl>Mathematical Equation X<sup>2</sup>¥</hl>
<hl>Chemical Equation H<sub>2</sub>0</hl>

</body>
</html>
Program 2.6 HTML Program for Superscript and Subscript
— ] - |
a 3 | & CLsemtarsal D ssheogi b - & || merch

____________ I .
ﬁ Gubscript and SaperscrigtD. = il,' | / Su perscnpt

Mathematical Equation X*Y

Subscript

Chemical Equation H,O

Fig: 2.13 Output of Program 2.6 in Internet Explorer

1.6.0 Working with Fonts:

To work with the fonts of text, we use <tont> tag in HIML documents. The <font> tag plays an
important role in the web page to create an attractive and readable web page. This tag is used to change

the color, size, and face/style of a text. It has the following three attributes:
e (Color: This attribute is used to clmnge the color of text using either hexadecimal code or named

color (i.e. black, red, white)
* Face: This attribute 1s used to change the fontface. If the user viewing the page doesn't have the

font installed, user will see the default font face applicable to the user's computer.
e Nize: This attribute is used to change the Font size. Size can be expressed as either a numeric or

relative value. The range of accepted numeric values is from 1 (smallest) to 7 (largest). The
detault size of a font is 3. We can specity the size using Relative values. such as + 1 (increasing by
one font size than the pre-set font size) or-2 (decreasing by 2 font sizes than the pre-set font size)

ete.
To change any of the font attributes at any time within our webpage, simply use the <font> tag. The

<foni>tagis obsolete in HTMLS3.
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<html:>
<head>
<bitle>*Font Example</Lills=>
</head>

<body>
This is the Sample Text 1 <bri
This is the <font color="red":>Sample Taxt 2</font> <br>
This is the <font size-"5">Sample Text 3 </font><br>
This is the <font face="Impact">Sample Text 4 </font><br>
This is the <font face="Arial" color="blue" ziz=="3">Sample Text §
</ font><br>
</body>
< html =
Program 2.7 HTML Program for Working with Fonts tag

ﬂ' B CumaarsenDesopipinm No Change in Font (Default) | Pe| i@
'ﬁ Fart Cxarrple - N |
This is the Sample Text |

o o) Change in Font Color
This is the Sample Tex! 2 1

. . _____——————__-I 1 1
This is the Sample Text 3 | Change in Font Size
This is the Sample Text4 \

T'his 15 the Sample Text 5 \—ﬁ Change in Font Face
—__--'-=h'——‘-——_‘=____________-_______

Change in Font Color, Size and Face

Fig: 2.14 Output of Program 2.7 in Internet Explorer

2.6.7 Making Text Size Larger or Smaller:

HTML <big> tag was used to increase the text font size one level bigger than the document's base
font size or surrounding text size, such as from small to medium, medium to large, large to x-
large, ete. HTML <big= tag is no longer supported by HTMLS.

Similarly, HTML <small> tag was used to decrease the text font size one level smaller than the
document's base font size or surrounding text size, such as from x-large to large, large to medium,
medium to small, etc. HTML <small> tag is no longer supported by HTML3.

Both of'these tags are paired tag. Following HTML program shows the usage of these tags:

%



<html>
<head>
<title>Bigger and Smaller Text Examle</title>
</head>

<body>
This is an example of <big>Bigger Text</big><br>
This is an example of <small>Smaller Text</small><br>
</body>
</html>

Program 2.8 HTML Program for Making Text Bigger or Smaller

1l D:Sth and 106k Mew BEookl kimd files for 100 bookp22 himl - (0 Search.., _.I:" -

4= Bigger and Smaller Text Exa.., »

. Effect of <big> tag
This is an example of Bigger :Fex{"—’/'l’_“

This 1s an example of Smaller Text

Effect of <small= tag

Fig: 2.15 Output of Program 2.8 in Internel Explorer

1.6.8 Monospaced Font

We know that most of the fonts are known as variable-width fonts because different letters
have different width. (for example: 'w' is wider than 'I'). Monospaced Font provides
similar space among every letter. If we want that each letter has the same width then we
should write the content within <tt>...</tt> element. The <tt> tag is the abbreviation of
teletype text. This tag 1s depreciated from HTML 5.Consider the following example

which shows the usage of <tt>tag:
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<html>
<head>
<title>Monospaced Example</Litle>
</head>

<body>

<h3>Text in Common Font</h3>

The quick brown fox jumps over a lazy deog.

<hr>

<h3>Text in Monospaced Font</h3>

<tLt>The quick brown fox jumps over a lazy dog.</ti>

</body>
</html>
Program 2.9 HTML Program for Monospaced Text
= o =
G 3 | d“l Colnar s Mareal Desktephed ntml| =t || S=arch. D~ TP
42 Moneipeaced Eramale w il s |

Text without Monospace Font
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The quick brown fox jumps over a lazv dog.

Text in Common Font

Text in Monospaced Font

The guick brown fox jumps over a_lazy dog.

Text in Monospaced Font

Fig: 2.16 Output of Program 2.9 in Internet Explorer
L.6.9 Pre-tormatted Text:
The <pre=tag is used fo specify pre-formarted text. It is a paired tag. Text within <pre>.......</pre>
tag is displayed in a fixed-width (monospace) font. The spaces and line breaks in the text are
preserved.
The <pre=tag is usually used to display code, or a text (for example, a poem), where the author
himself sets the location of the lines relative to each other. Following HTML program shows the

usage of this tag.

%




<html>

<head>
<title>Preformatted Text Example</title>
</head>
<body>
<pre>
# # #
# # #
# # # 8 #
# # #
# # #
</pre>
</body>
</html>
Program 2.9 HTML Program for Preformatted Text
a bod
[ « [SlpEmr— 2| B hune

4

1 Pretormsted lest boample % ]

Preformatted Text
{Spaces and Line Breaks in the
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e
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text (# symbols) are preserved)

Fig: 2.17 Output of Program 2.9 in Internet Explorer

2.6.10 Center Alignment:
So far, we have used the align attribute of various HTML tags to align the contents in the center. If

we want to align any content (text, graphic elements, tables and so on) in the center of web page,
we can also use <center= tag in the HTML document. The <center> tag is used to center the
contents horizontally in the HTML document. It is a paired tag. The content written in between the
<center=,...</center= clements will be displayed horizontally at the middle of the page. This tag
is not supported in HTMLS.

2.6.11 Marked Formatting:

If we want to mark or highlight a text, we should write the content within <mark=>.....</mark>
tags. Consider the following example program which shows the usage of center and mark tags in
HTML documents:
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Z!'DOCTYPE html>
<html>
<head>
<title>HTML Example</title>
</head>
<body>
<centaer> Hello Students </center>
This is an example of <mark> marked text </mark>

</body>
</html>
Program 2.10 HTML Program for <Center> and <Mark> tags
= N} B
IG ([ [{a'-'&:'-:ill;:fliléinllil'.:l;‘iib;p'l.pﬁ.htl:rl -G I F— o~ e -

JEE HTML Eramipile

Hello Students ‘—% Effect of <center=> tag
This is an example of marked text —__

Effect of <mark= tag

Fig: 2.18 Output of Program 2.10 in Internet Explorer

2.6.12 Serolling Text:

Marquee is one of the important tags introduced in HTML. It is used to create scrollable texts and

images within a web page. It scrolls either from horizontally - left to right or nght to left, or

vertically - top to bottom or bottom to top. The <marquee= tag is a container tag of HTML. This

tag 1s deprecated in HTMLS5. Following are some of the common attributes that can be used with

marquee tag;

« Behaviour; This attribute is used to define the scrolling type. Scroll, slide, alternate are the
possible values of this attribute

= Bgcolor: This attribute is used to set a background color for scrollable text. We can use
hexadecimal codes or named-colors as values for this atiribute.

= Direction: This attribute is used to set the direction for the scrolling content. Up, down, lefi,
right are the possible values for this attribute.

» Height: This attribute is used to define the height for scrollable text. We can set its value either
inpivels orinpercent,

= Loop: This attribute is used to define how many times the content will scroll. If we don't
define this, the content will scroll forever.

= Scrollamount: This attribute is used to define the scrolling amount at each interval in pixels,
Its default valueis 6.

» Width: This attribute is used to define the width of scrollable width. We can set its value either
inpixels orinpercent.
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Following example program shows how to use marquee tag in the HTML document:

<html>
<head>
<title>Marquee Example</Tille>
< heads
<hody>
<mergues> Welcome to the World of HTML-1 </marquse>
Z<margues bgcolor="pink" direction="right" width="1004"> Welcome tc the
World of ETML-Z2</marquser
smargques direction="down" height="200"> Welcome to the World of HTML-3
</marguss> <br>
<margues bgocolor="red" behavior="alternate" widLh="80%">Welcome to the
World of HTML-4 < /maroueas
</ body>
</html>

Program 2.11 HTML Program for Scrolling Text using <marquee™ tags
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Weleome o the World of HTML-3
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having alternate behaviour with red background

g

Fig: 2.19 Output of Program 2.11 in Internet Explorer

2.6.13 Formatting Body of HTML document:

We can also format the body of the web page using the attributes of <body> tag, We can set the
foreground and background color of the body. We can also set a picture at the background of the
body. Link colors can also be changed. For all these settings, we have to use the attributes of the
<body> tag, Following are some of common attributes that can be used to format the body part of

the document.

®  Background: This attribute 1s used to set the background image for the HTML document.
We have to set the url of the image to use the picture as background ofthe body.

Bgcolor: This attribute is used to set a background color of the HTML document.

®  Link: This attribute is used to change the color of unvisited link for the HTML document.

%




. F'exti: This attribute 1s used to change the text color for the HTML document.

Following HTML program shows how to use these attributes:

<html>
<head>
<title>Body Format Example</title>
</ head>

<body bgcolor="black" text="yellow">
<h1>HTML stands for Hypertext Markup Language</hl>
</body>
</html>

Program 2.12 HTML Program for Formatting body of document

| 8% o it K isah Dkt 12 enl - & | | Search:,, B~=| 3

HTML stands for Hypertext Markup Language

Fig: 2.20 Output of Program 2,12 in Intermet Explorer
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[ POINTS TO REMEMBER J

1. World Wide Webis a collection of websites or web pages.

2. Web pages are designed and formatted in HTML.

3. A Markup language is a computer language that uses tags (<) to define elements within a
document.

4. HyperText is the text which contains links to other web pages.

5. For making web pages using HTML, we just require any simple Text Editor, such as Notepad
(a built-in text editor of window) ete.

6. To view the output of HTML program, we have to open it in the Web Browser such as:
Chrome, Internet Explorer, Firefox., Safari, etc.

7. Markup tags are special type of instructions that are used in HTML documents to design web
pages.

8. HTML tags can be mainly divided into following two types: Paired and Unpaired Tags.

9. Attributes are used to provide additional information about HTML tags.

10. HTML document begins with opening tag <HTML> and ends with closing tag </(HTML>.
These tags contain everything inside the document, including the Head and Body.

11, Head part includes header information about the HTML document, for example: page title.
information about meta-data etc. It begins with <HEAD:> tag and ends with </HEAD> tag.

12. Body part contains all those contents that are displayed on the web page to the end user. It
begins with<BODY= tag and ends with</BODY>tag.

13. <! DOCTYPE html> tag describes the version of html. It shows that the HTML document is
going to use version 5 of html.

14. HTML Formatting is a process of formatting text for better look and feel of web pages.

15, Tt is the <br> tag which can be used to insert a single line break wherever required in the
document.

16. If we want that each letter has the same width then we should write the content within
<tt=...</tt>element. The <it>tag is the abbreviation of teletype text.

17. The <pre>tag is used ro specify pre-formatred text.

18. The <marquee> tag is used to create scrollable texts and images within a web page.
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EXERCISE

Que:1 Multiple Choice Questions:

I.

1I.

1.

IV.

is a collection of websites or web pages.

a. World Wide Web b. Web Sites
c. HTML d. HyperText
is the text which contains links to other web pages.

a, Static Text b. Hyper Text
¢. Plain Text d. All of these
To view the output of HTML program, we have to open itin the
a. Text Editor b. Word Processor
c. File Explorer d. Web Browser

are used to provide additional information about HTML tags.
a, Paired tags b, Unpaired Tags
¢. meta-data d. Attributes

tag is used to create scrollable texts and images within a web page.
a. <title> b. <center>

C. <marquee> d. <sup=

Que:2 Fill in the Blanks

[.
1.

M.

Iv.
V.

VL

Paired Tags are also known as tags

part contains all those contents that are displayed on the web page to the
end user,
<! DOCTYPE html> tag describes the of HTML.

tag is used to insert a single line break.

tag is used to add a subscript text to the HTML document.

attribute is used to set the background image for the HTML document.
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Que:d Write the full forms of the following HTML tags:

[. <h= VI <>
. <I= VIL  <hr=>
Il <u> VIIL.  <br>
V. <s> IX. <sup>
V. <p= X <sub>

Quesd Short Answer Type Questions
I.  What is HTML?
[1. Write the name of softwares required for HTML programming.
I1l. What are attributes?
I'V. Write the name of any five lags used for formatting in HTML.

V. How will yvou scroll text and images in HTML document?

Que:5 Long Answer Type Questions
I.  What are Tags? Explain two different types of tags used in HTML.
Il. How will you work with fonts in the HTML document?

III. Explain about the body part of the HTML document? How will you format it?
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Activity 2.1:
1. Make a web page which represents the Introduction to HTML (Given under Title 2.2 HTML
of'this chapter)
2, Setthe background color to skyblue for the entire body of web page.
3. Savethe file with “projectd.html” and view the output of webpage in the web browser.

== = L}

& [ St it = ] fawt -2 X
& ezt L iy
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Aectivity 2.2:
Make the following webpage using basic tags of HTML that we have discussed in this
chapter:

‘Note: HTML Coding for these activities has been given for assistance in the Appendix 111 of this book.




HTML PART-II

Objectives of this Chapter:

3.1 Working with Lists
3.2 Working with Tables

In the previous lesson. we learned how to create and view HTML documents along with various
types of tags that can be used for formatting web pages. In this chapter. we're going to add various
types of lists and tables to our webpage. HTML lists allow web developers to group a set of related
items in lists while HTML tables allow web developers to arrange data into rows and columns,
Let's begin working with lists and tables in the HTML document.

JAIWORKINGWITHLISTS:
HTML lists are used to present list of information in a well-formed way. In our daily life, we
usually use many types of hists, such as shopping list, To-do list ete. All lists may contain one or
more list elements. Articles, website navigation menus, and product features on e-commerce
websites, all make frequent use of lists. So, lists play an important role in defining important
information in the form of few lines.
In HTML documents, we can create and use three different types of lists:

|.Unordered List or Bulleted List

2.0Ordered List or Numbered List

3. Definition List or Deseription List
Each of these lists has a specific purpose and meaning. In the following sections of this chapter,
we will cover all these three types of list one by one:

J.1.1 Unordered List:

An unordered list is a list in which the order of the list items does not matter. In this list, all the list
items are marked with bullets. That is why. unordered list is also known as Bulleted List, The <ul>
tag is used to create this type of list in HTML document. Here, UL stands for unordered list. The
<ul> tag is a paired tag. All the list items are placed in between <ul> and </ul> tag. Each item of
list starts with <li> tag which stands for List ltem. We can also change the type of bullet with the
help of <ul>tag's attributes. Following example shows how to use the unordered list in the HTML
document:
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<html>
<head>
<title>HTML Unordered List</title>
</head>
<body>
<hl>»Hardware Examples</hl:>
<uls>
<li>Monitor</1i>
<li>Keyboard</1i>
<li>Mouse</1i>
<li>CPU</1i>
</ul>
</body>

</html>
Program: 3.1 HTML Program for Unordered List

el I :a- 4 UserdKansahDieskeop! ktmi files for 10tk hooklpidhtml - Iieurl:h.. P | h3h H

e HTHIL Linarderss List Y |

Hardware Examples

+ Moniloe ] ;
=l Unordered List with
P e default bulletstyle (disc)

‘K

Listlterms with bullets

Fig:3.1 Output of Program 3.1 in Internet Explorer

Attributes of Unordered List:
If we want to change the type of bullets for the unordered list, we can use the “Type” attribule of

<ul=tag in the HTML document. Following are the possible options for the type attribute:
<ul type = "square">
<ul type = "disc">
<ul type = "circle"=

By default, disc type of bullets is used for <ul>tag.

Following example shows how ta change the bullet style using the Type attribute of unordered list

imaHTML document:

%




<html>
<head:
<title>HTML Unordered List</title>
</head>
{btfldf}
<hl>Hardware Examples</hl>
<ul type="gcircle":>
<liMonitor</li>
<lisKeyboard< /1i>
<li>Mouse</1i>
<lix>CPU</1li>
</ul>
<hl>Software Examples</hl:>
<ul type="sgquare">
<1i>MS Word</li>
<1i»MS Excel</li>
<1i1>MS PowerPoint</li>
<1i>MS WIndow<,/1i>
</ual>
</body>
</html>

Program: 3.2 HTML Program for Unordered List with Type attribute

a =
a =) E Ef'u,l..l.:.-:'.i.‘-n:.d'.,t‘-.:.&_q:".hh-nlin!u fer 1k ookl 3 il - G-. Swmirch I - 3
5 7 U it ]
Hardware Examples
:EE?:& Unordered List
N with Circle BulleBtyle
= CPU
Software Examples
* MS Werd Unordered List
" Mis Excel i
e With Square BulleBtyle
" WS Window
Fig:3.2 Output of Program 3.2 in Internet Explorer
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3.1.2 Ordered List:

Ordered lists are used when the order of the items in the list is important. This list is also known as

Numbered List because it displays list items in the numbered format. The <ol> tag is used to

create this type of list in HTML document. Here, OL stands for ordered list. The <ol= tag is a

paired tag. All the list items are placed in between <ol= and </ol=tag. Like the unordered list, each

item of the list starts with <li> tag. Following example shows how to use the erdered list in the
HTML document:

<html>
<hsad:>
<title>HTML Ordered List</title>
</head>
<body>
<hl>Hardware Examples</hl>
<gl>
<li>Monitor</li>
<li>Keyboard</li>
<li>Mouse</li>

<1iz>CPU</1i>
</fol>
</body>
</html>
Program: 3.3 HTML Program for Ordered List
= =

@ - & s Tt e - 6| seech, EESRR- 1
2 HTWL Ondered Lz %Y
Hardware Examples

iffssiniil) Ordered List

3. Monse With Numbered Format

4. CPU

Fig:3.3 Output of Program 3.3 in Internet Explorer

Attributes of Ordered List:
We can use ordered list to represent items either in numerical order format or alphabetical order
format, or any format where an order is emphasized. There can be different types of numbered

list:

a Numbered List with Numeric Numbers(1, 2, 3)

a Numbered List with Capital Roman Numbers (111 111)
o Numbered List with Small Roman Numbers (i i1 111)

o Numbered List with Capital Alphabets (AB C)

a Numbered List with Small Alphabets(ab¢)
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We can use Type attribute for <ol>tag to specify the type of numbering we like. By default. itisa
number. Following are the possible options for Type attribute to change the format of numbers
forordered lists:

o <ol type="1"> - It is the default-case numerals.

o <ol type="I"> - It is used for Upper-Case Roman Numerals.
o <ol type="i"> - It is used for Lower-Case Roman Numerals.
o <ol type="A">- It is used for Upper-Case Letters.

o <ol type="a"> - It is used for Lower-Case Letters.

We can also use Start attribute for <ol> tag to specity the starting point of numbering we need.
For example: <ol type = "1" start = "5"> will start the numbering of list items from the value “v”.
Following program example shows how to use the ordered list with Type and Start attribute in
the HTML;

<htmlix
<heads
“<title>HIML Ordered List</title>
< Shead>
“hodys
hl>Hardware Examples</hl>
<ol Type="AN:
<llrMonitoxr</li>
<lizHmyboard</11>
<lis*Mouse< /131>
£1i»0BU</1is
<folx
<h!>5oftware Examples</hl>
<0l type="1i" start="a">
£1ixME8 Word</ 1lix
<1iM8 Excels/1i-
“1i»MS PowerPoint</li>
£]11>MS WIndow</11i>

<fol=
</ body>
</himl>
Program: 3.4 HTML Program for Ordered List with Type attribute
o B
_G_ 8] erbinemama Cnstoprm iz o Tt basiig el -8} S 2| E
& HITUL Db L i
Hardware Examples
A Maonilar
B Kevhansd Ordered List
. bouss
f. CPlI With Uppercase Letter Format
Software Examples
Bl Ordered List
vi M Ezeel With Roman-Mumber Format
e Starting from 5"serial number

Fig:3.4 Output of Program 3.4 in Internet Explorer
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3.1.3 Definition List:
HTML supports one more list style which is called Definition List or Description List.A
description list is a list of items with a description or definition of each item or term, In this list,
items are listed like ina dictionary. The HTML <dl= tag is used [or declaring a definition list. Each
list item in the definition list contains two entries:

e Definition Title (also called Data Term): The <dt>tag defines definition title.

e Definition Description (also called Data Definition): The <dd=tag defines

definition description,

The <dt> and <dd> tags are used in between the <dl> and </dl> tags. There are no attributes that

can be used with the <dl>= tag. Following example shows how to work with definition lists in
HTML document;

Chtmi>
<heads
<title>ETML Dafimition Lisktd/ticlex

< /heags

<bodys

<dls
<dt>HTMLS S dt>
<dd»HIML stands for HyperText Markup Language. It is the standard markup language
for creating Web pages. A Markup language is a computer language that uses tags(< »)
to define elements within a document. </dd>

<dt>C58</dL>
<dd>CEE stands for Cascading Style Eheets. It describes how EIML elements are to be
displayed on screen, paper, or in cther msdia CS8S saves a lot of work. It can
control the layout of multiple web pages all at once. External styleshests are
stored in CS8 files</dd>

</ diz

4 body>

</hitml>

Program: 3.5 HTML Program for Definition List

m w

G - |d_ CvilserKamsel sty =t Seanh B | rit i@
&) HnaL Datiee Lzt « 4 Definition Title using <DT3

—

HTMI
HTML stands for HyperText Markup Tanguage, T is the smandard markup langage for creating Welb
pages. A Marlup language ianguage that nses tags(< =) o defing clements within a
docnmeant

Eefi nition
== List using
<DL~

a5

C55 stands for Cascading Style Sheets. It describ
screen, paper, or 10 other media CS% saves o lot of
pages all at once. External styleshests are stored in €55 Llles

Definition Description using <0D%n

Fig:3.5 Qutput of Program 3.5 in Internet Explorer
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3.1.4 Nesting of Lists:
A nested list is also known as a sub-list. [t is not any new type of list in HTML and no special tag is
used to create such lists. Simply, we can sav that it is a list within a list. The nested list hasto be a
child of the <li= element and not of a list. We can nest different types of lists, too. Following
procedure can be used to create nested lists in HTML documents:
I, Start by creating a list, [t can be ordered or unordered. For example:
<ul>
<li=Hardware</li>
=li=Software=/li=
<liz=User</li=
=ful=
2. Now, suppose we want to add numbered subitems — 'System Software', and 'Application
Software', under the List Item - 'Software'. To do so, add an ordered-list to the list item -
'Software’ to create a sub-list, as shown in the following HTML program:
<html=
<head>
<titlesNested List</title>
</head> Outer—
<body> Unordered list
<nZ>Example of a Nested List </hZ>
<13l
<li>Hardwarae</1i>
<]li*Boftwarea
<ol type="iNs
<lirSystem Software</Ll1>
<lisApplication Software</li>

<fol> “-":-'-'.“'-‘

<f1in [ Inner Ordered Sub-list

clirUsarg/1lix» for List-iter: Software
</al>
</bodys>
</ html >

Program: 3.6 HTML Program for Nested List

G 120 e Rarmal Desirog bl files ar 10tk beokip S Hm) = &4 || Smech. =T I ol i 1=
(5 Mested List X[T

Example of a Nested List

- ilag:va.re Sub-list of
=oiware List-ltem Software

i. System Soltware
ii. Application Soffware
» Tlzer

Fig:3.6 Output of Program 3.6 in Internet Explorer
In the similar way, we can add more levels of nesting to the list.
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32 WORKING WITH TABLES

A table is a structure in which data can be arranged in rows and columns. Tables are widely used to
represent data in tabular form mainly for data analysis and research work etc. Information in
tables is easily readable and understandable. They provide an excellent method of compiling
lengthy and extensive information. All popular browser provides support for tables.

The HTML tables allow web authors to arrange data like text, images, links, etc. into rows and
columns. The cross-sectional area of rows and columns is called a Cell. Contents of a table are

shown in these cells. Following elements arc used for working with tables in HTM L documents.

<TABLE=>: The <table> is used to define a table in HTML documents. It is a
paired/container tag. Every table must start with <table> and ends with </table=. All the
rows and columns including data must be defined with in these table tags.

<TR=: TR stands for Table Row. This tag is used to define a row in the <table= . This tag is
also a paired/container tag. Each row of table begins with <tr> and ends with </tr>. Table
Heading and Table Data are defined with in the <tr=> and </tr>tags. For each row of'atable, a
separate <tr=...</tr>must be defined in the <table> tag.

<TH=>: TH stands for Table Heading. This tag is used to define the Table Headings. It is also
a paired/container tag which begins with <th= tag and ends with </th>tag. For Each Table
Header (Column Name), there must be a separate combination of <th=. . _</th> tags. These
tags must be defined with in the <tr> and </tr> tags. Normally, we will put our top row as
table heading, otherwise we can use <th=element in any row. By default, table headings are
bold and ¢entered in the cell,

<1D=: TD stands for Table Data. This tag is used to define contents/data of acell. Itisalsoa
paired/container tag. Cell contents/data must be defined with in the <td= and </td> tags.
These tags must be defined with in the <tr>> and </tr> tags. The contents defined by <td> are
regularand left aligned by default.

<CAPTION=: The <caption> tag will serve as a Title or Explanation for the table. It shows
up at the top of the table. By default, a table caption will be center-aligned. The <caption>
tag must be inserted immediately after the <table> tag. If we want to define a Title for the
table, then we should use this tag, otherwise this tag is not compulsory to define the table.

Consider the following example of a simple table:

Table: Student Information

Roll No Name of Student _
100 | Paramveer
102 Karanveer
103 Kavyanjali

If we want to create such wype vn e 1 a weo page, wien we van use e above-mentioned table
tags in the HTML document. Following figure shows the concept how to use the table tags for
creating the above table:

92

HTME PART-11



<table> _ . ption>Table: Student Information </caption>

<tr>/<th> Roll No </th> <th> Name of Student</th>{</tr>
<tr><td>101 </td>|<td> Paramvee! <jtd>|<tr>
<tr>/<td>102 </td><td> Karanveer </td=>|</tr>
<tr><td>103 </td> <td> Kavyanjali </td={</tr>
</table>

Following 15 a complete example of HTML document for creating above mentioned table;
<htmlz>
<heads>
<title>Table Example</title>
</head>
<bhody>
<table>
<capticon>Table: Student Information</captbion>
<trz<th>Rell Ne</th><th>Name of Student</th></tr>
<trr<tdr101</td><td>Paramveer</td></tr>
<trz<td>102</td><td>Karanveer</td></tr>
<tr><td>103</tdr<td>Kavyanjali</td></tr>
<ftable>
< /body>
<fhtml>

Program: 3.7 HTML Program for Creating a Simple Table

- @ =
gllﬂ‘ww““*r'rmwwj::;,,l Table Caption | Lz GRS
Table: Student Information _-
Roll No Name of Student =————— Table Headings
101 Paramveer Using <TH=
107 Karanveer Table Data <td> in
J_{:B Kﬂ\r}'ﬂﬁjﬂ]i TﬂhlE‘ RUWE <tr>

Fig:3.7 Qutput of Program 3.7 in Internet Explorer

In the above example, table and its data are shown without any cell borders. If we want to set the
border of cells, we have to use the border property of the <table> tag. Besides border attribute,
there are many other attributes too that can be used with the table and 1ts associated tags. These
attributes help us to format the table or to make changes in the structure of a table. Following

deseription shows how to use various attributes of table tags with suitable examples:
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3.2.1 Setting Table Height and Width:
We can set a table width and height using wideh and heighr attributes of <table> tag. We can

specify table width or height in terms of pixels or in terms of percentage of available screen area.
For Example:<table width="50%" height="200">.......</table>

In this example: 50% space of web browser window is used as a width of table, while 200 pixels
are set to define the height of the table in web browser window.

3.2.2 Setting Table Border and Border Color:

By default, no border is set for the HTML table in the web page. It is the Border attribute of
<table> tag that is used to put a border across all the cells. Border width is determined using a
number. For example, for a thin border, use the number "1". For a thicker border, use a greater
number. If we do not need a border, then we can use border="0".

For Example:<table border="5">....... <ftable>

In this example, a thick border has been defined because value of border is “5" which is greater

than ™™
To change the color of table border, Border Color attribute can be used. Color of Border will be

shown only when border value has been set to greater than or equalsto 1.
For Example: <table border="1" bordercolor="red">.....</table>

In the example, a thin border has been defined with red color.
Following HTML program example shows the use of table properties that has been explained so

far:
<html>
<head>
<title>Table Example</title>
</head>
<body>
<table width="50%" height="100" border="3" bordercolor="zred">
<caption>Table: Student Information</caption>
<tr=<th>Rell Ne</th><th>Name of Student</th></tr>
<trs<td>101</td><td>Paramveer</td></tr>
<tr><td>102</td><td>Karanveer</td></tr>
<tr><td>103</td><td>Kavyanjali</td></tr>
</table>
</body>
</html>

Program 3.8 HTML Program for Table Properties: WIDTH, HEIGHT, BORDER and
BORDERCOLOR

Z
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Table: Student Information
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Fig: 3.8 Qutput of Program 3.8

Bordercolorattribute is deprecated in HTMLS.

1.2.3 Setting Table Backgrounds:
We can set table background using one of the following two attributes:
» Bgeolor: This attribute is used to change the background color for the whole table. It could

also be used to change the color of a table row or a table cell. Value of this property will be

color name ora hexadecimal color code.
For Example:<table bgcolor="pink"=.......<table=
s Background: This attribute is used to set background image for the whole table or just for

one cell. Value of this property will be the URL (location address) ot the image with file

extension.
For Example:<table background= “back.jpg "=.......<table>
These attributes have been deprecated in HTMLS in favour of style sheets. Following HTML

program shows how to use these attributes in HTML document;

chimli=
<heads
£Libkle=Table Example</tiLlai
</head>
“hody>
<table width="50%" height="150" bhorder="3" background="samplel.jpog">
scaption>Table: Student Informatiom</caption>
str »<th>Roll Ne</thr<th>Name of Student</thz</tr>
“hrr<td>l01</td><td>Paramveer</Ld></tr>
=Lt bocolor="yellew"><1d=102</cd><td>Karanvear</tdz</tr>
cstrr<td>l03</td><td boocolor="pink">Havyanjali</td></cr>
</tabls>
</ body>
</Html>

Program 3.8 HTML Program for Table Properties; BGCOLOR and BACKGROUND
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Favyanjali Background Color of a Cel‘

Fig: 3.8 Output of Program 3.8

1.2.4 Setting Cell Padding and Cell Spacing:
Cell padding and cell spacing can be used to adjust the white space in table cells. For adjusting
these white spaces, two attributes cellpadding and cellspacing are used in table tags:

Cellpadding: The cellpadding 1s an important feature to format and make table cells good.

L]
Cellpadding provides space inside the cells. It represents the distance between cell border
and the content of'a cell. The default cell padding is 1 pixel.
For Example: <table cellpadding="5"=

e (Cellspacing: Cellspacing is another important attribute for <table> tag in HTML. [t

provides space outside the cells. Using cellspacing attribute, we can define space between

table cells. The default cellspacing is 2 pixels.
For Example: <table cellspacing=*7">
Following ligure shows the concept of Cell Padding and Cell Spacing in the HTML table:

Cell Padding

" Cell Spacing
D[«+Cell Content E'—-éell Content ‘E‘ '
g g 2
a ) _
@ & . e
3 |«+Cell Content ﬁrﬁl Content ls]
2 b

g Cell Spa:cinﬁ\\t
ell Padding
Fig: 3.9 Concepts of Cell Spacing and Cell Padding mn a Table

Following HTML program shows how to use cellspacing and cell padding attributes in the
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HTML Table:

“html>
<head>
<ticle>Table Examples/tizles
</ head>
<hody>
<tgble cellpsdding="5" callspacing="10" width="50%" helght="100" border="3">
<caption>Table: Btudent Information</caption>
<Lra<lh>Roll No</Lhe<Lh>Name of Student</Lhsa/Lrs
<trrtd>10l</cd><td>Paramveers /td>< /o>
stre<tdel02</tdr<td>Karanvear</ tds</tr>
<tr><td>103</cd=<tdsKavyanjali</tde</tr>
<fable>
</body>
=/html>

Program 3.9 HTML Program for Table Properties: CELLPADDING and CELLSPACING

O ey it v o - 3! jam B~ il
i e Ll ]

Table: Student Information

Roll No. Name of Student

101 Paramveer i __II Cell-Spacing
wﬁ Cell-Padding

103 Kavyanjali

Fig: 3.10 Output of Program 3.9
3.2.5Merging Cells:

Merging cells mean combining two or more cells to make a single cell. Colspan and Rowspan
Attributes ¢an be used to merge cells in HTML tables, These are the attributes of <td> or <th>
tags,

® Colspan: We will use colspan attribute if we want to merge cells of two or more columns

into asingle cell, as shown in the figure: 3.11. Minimum value for colspan is 2.
For Example: <td colspan=“2">

® Rowspan: We will use rowspan attribute if we want to merge cells of two or more rows into

asingle cell, as shown in the figure: 3.11. Minimum value for rowspan is 2.
For Example: <td rowspan="2">

Following figure shows the concept of Colspan and Rowspan in the HTML table:
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ColSpan {(Merging of Column Cealls)
it

% ]
%

i
)

A\
RowSpan (Merging of Row Cells)

Fig: 3.11 Concepts of Colspan and Rowspan in HTML Tables

Following HTML program shows how to use colspan and rowspan attributes in the HTML
Table:

<html>
<Head>
<tizle>Table Example</title>
</ heads
<body>
<table widzh="50%" height="100" bordsr="3">
<caption>Table: Student Information</caption>
ctrx<th>Roll No</th=><th>Name of Student</th><th>Class</th></tr>
<trr<ud=101</td><td=Paramveer</td><td rowspan="2">12th</cd></tr>
<trr<td>102</td><td-Karanveer</td></tr>
ctrr<td»103</tds<tdrKavyanjali</tdr<td rowspan="3">10th</tdr</tr>
ctrr<td>104</td><td>-Divvanshi</td></tr>
<Lraatd»106</tdr<td=Sunny</tds< /L=
<tr><td colspan="2">Total Students</tds<td>5</td></t=>
</tabler
</body>
</html>

Program 3.10 HTML Program for Table Properties: COLSPAN and ROWSPAN

<table=
<gaption= Teble: Studen! Informalion <fcaption=

=tra|rth= Roll ¥o </th> |<th> MName of Student <fthe<th>Chiss <fth> fitr>

=trapstel=| o) <ftd> std>Parunvecr <ftd> <td rowspan=23 <ftd=f=itr=

<tre{Rtd=102 </td> =k aranveer </tdl> o <ftr>

“trefEtd= 103 <t eidaFavyaniall </td> <td rowspan=3> =ftd={=itr=

=tr=fetd= 104 <ftd= ktd=Divvenshi =ftd=> Lotk <fr>

atrletd=105 <t etdssunny <ftd> =ftr=
<tr> <td colspan=2> Terlal Students <fid= |"~'l-d=" 5 <frd=|f <itr=

</table>

Fig:3.12 Working of ROWSPAN and COLSPAN in Example Program 3.10
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101 Paramvesr using RowSpan
12th
102 KEaranveer
103 Eoavyanjali
104 Divyanshi 10th :
105 Sunny Merging Three Row-Cells of a column
Total Students using RowSpan

Merging Two Column-Cells

of a rowusing ColSpan

Fig: 3.13 Output of Program 3.10

1.2.6 Changing the Alignment of a Table or Cell Value:

We can set the alignments in two ways: Horizontally and Vertically. Table can be aligned only
horizontally while contents in the cells can be aligned horizontally as well as vertically in both
ways. Following discussion shows how to set the alignments of various HTML table tags:

3.2.6.1 Setting Horizontal Alignment:

We can set the horizontal alignment of the table and its cell contents using align attribute,

Following description shows how to use align attribute for different table tags used in HTML

documents:

Align attribute for <table> tag: By default, tables are shown left aligned in web pages.
Using align attribute in the <table> tag. we can change the alignment of the table
horizontally. Align attribute can have either Right, Left, or Center value for <table>tag.

For Example: <table align="right">

Align attribute for <tr> tags: By default, cell data in table rows are shown left aligned.
Using align attribute in the <tr> tag, we can change the horizontal alignment of the
contents for all cells in the row. Align attribute can have either Right, Lefi, Center or
Justify value for <tr=tag.

For Example: <tr align="center™>

Align attribute for <td> and <th= tags: By default, cell contents of <td= are shown lefl
aligned while default alignment for cell contents defined by <th> is center. If we use align
attribute in the <td> or <th> tags, it will change the horizontal alignment of that particular
cell on which it is applied. Align attribute can have either Right, Left. Center or Justify
value for <td> and <th> tags.

For Example: <td align="center”>
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Align attribute for <caption> tag: By default, a table caption is center-aligned and
shown above the table. Align attribute indicates how the caption is aligned with respect to
the table. Normally, align attribute can have either Top or Bottom value for <caption= tag,
Ifwe set align="Top ", the caption is displayed above the table and if we want the caption
is displayed below the table then we can use afign="Bortom " value for the <caption> tag.
But, align attribute has been depreciated in HTMLS in favour of CSS style sheets.

For Example: <caption align="bottom ">

3.2.6.2 Setting Vertical Alipnment:

We can set the vertical alignment of only cell-contents using valign attribute. HTML valign

attribute supports <td>, <th>, and <tr> elements. Following description shows how to use valign

attribute for different table tags used in HTML documents:

® valign atiribute for <tr> tag: By default, cell data in table rows are shown vertically
centeraligned. Using valign attribute in the <tr> tag, we can change the vertical alignment
of the contents for all cells in the row, Valign attribute can have normally either Top,
Middle, or Bottom value for<tr=tag.
For Example: <trvalign="top">

® valign attribute for <td= and <th> tags: By default, cell contents of <td> and <th=> are
shown vertically center aligned. If we use valign attribute in the <td= or <th= tags, it will
change the vertical alignment of that particular cell on which it is applied. Valign attribute
can have normally either Top, Middle. or Bottem value for <td= and <th>tags.
For Example: <td valign="bottom ">

<html>
<head>
<titlesTable Example</titls»
</head>
Coody>

<table cellpadding="5" widtk="50%" haight="3d" border="3%:
foaption allgn="bottom™>Table: Student Information</ception»
<trx<th:Rell Hod/thr<th-Mame of Student</th><thrClass</tha</tr>
CLrx<bd>101</ tdr<td>Paramveer</td><td rowspan="2" allor="center” vollon="top">1Zth</td></te>
<rr-td>102</td<rd align="oanter" >Earanvess td>< /tr>
ctrx<td>103</tdrctd>Ravyanjali</ td><td rowspan="3" wvalign="middle">10th</td></tr>
<orx<td»104</td><rd align="right">Divyanshi</cd></cr>
SLrr<lda105¢//td><ld align="right">Sunny</td></ L3>
<tr align="centar"><td colzpan="2">Total Studants</tdr<tdsS</td»</tr>
</table>
£ bodirs
<ihtrl>

Program 3.11 HTML Program [or Table Properties: ALIGN and VALIGN
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= f — Center Alignment of a Cell
Huk! Emsymniadi
s R Middle Alignment of a Cell
L4 Senny
\ o segus ! Right Alignment of a Cell
A" nhiz: 5! farmation
DefaultLeft ‘
Alignment of Center Alignment of a Row Bottom Alignment of a Table Captior
Table Data

Fig: 3.14 Output of Program 3.11

Till now, we have discussed in detail about the table tags along with their attributes. Now, we are

in a situation that we can work very flexibly with the data in tables, HTML tables are also used to

manage the layout of the weh pages. c.g. header section, navigation bar, body content, footer

section etc. But, it is recommended to use <div> tag over table to manage the layout of the web

pages.

Note: All browsers do not support all tags and their attributes. Therefore, it may also be
possible that some tags or attributes may not work as expected due to compatibility 1ssues of
web browsers, In such a case, try to run the HTML program in different browsers to get

expected output of HTML documents.
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( POINTS TO REMEMBER )

. HTML lists are used to present a list of information in a well-formed way.

2. In HTML documents, we can create and use three different types of lists: Unordered,
Ordered and Description list.

3. Anunordered list is a list in which the order of the list items does not matter. In this list, all
the list items are marked with bullets.

4. The <ul> tag is used to create an ordered list in HTML document. Here, UL stands for
unordered list.

5. Ordered list is also known as Numbered List because it displays list items in the numbered
format.

6. The <OL=> tag is used to create an ordered list in HTML document. Here, OL stands for
ordered list.

7. Typeand Start are the two main attributes for Ordered Lists

8. Anested listisa list within a list. The nested list has to be a child of the <li= element and not

ofalist,
9. The HTML tables allow web authors to arrange data like text, images, links, etc. into rows
and columns.

10. <TR=> tag is used to define a row in the <table>tag. TR stands for Table Row.

1 1. <TH=> tag is used to define the Table Headings. TH stands for Table Heading.

12. <TD> tag is used to define contents/data ofa cell. T stands for Table Data.

13, It is the Border attribute of <table> tag that is used to put a border across all the cells.

14. Bgeolor and Background attributes are used to format the background of a table in HTML
document.

I5. Cellpadding represents the distance between the cell border and the content of a cell.

16. Using the cellspacing attribute, we can define space between table cells.

I 7. Colspan attribute is used to merge cells of two or more columns into a single cell

I 8. Rowspan attribute is used to merge cells of two or more rows into a single cell

19. The horizontal alignment of the table and its cell contents can be changed using align
attribute.

20. The vertical alignment of cell-contents only can be set byusing the valign attribute.

1 EXERCISE |

Que: 1 Multiple Choice Questions:
I. Which of the following list is not used in HTML documents?
a. Bulleted List b. Numbered List

¢. Ordered List c. Data List
1. Which of the following tag is used to define the list items in the ordered and

unordered lists?
a. <0OL= b, <UL=>
c. <Ll= d. <DT>
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tag is used to create a table row in the HTML document.

a. <row= b. <table row=
c. <IR> d. <R=
IV. By using attribute, we can adjust space between table cells.
a. cell-spacing b. cell-padding
C. rowspan d. colspan
V. We will use attribute if we want to merge cells of two or more rows into a

single cell.

a. cellspacing b. cellpadding
C. rowspan d. colspan

Que: 2 Write the full forms of the following tags or attributes:

. =0L= VL. <DT>
. <UL> VI,  <DD=>
Il. =DL= VI, <TR=>
V. <LI= IX. <TH=
V. <DI> X. <TD=>
Que: 3 Fill in the Blanks:
I. In HTML documents. we can create and use different types of lists
. In list, all the list items are marked with bullets.
[ A list is a list within a list.
V. tag 15 used to define the Table Headings.
V. We can set the vertical alignment of only cell-contents using attribute.
VL% represents the distance between the cell border and the content of'a

cell.

Que: 4 Short Answer Type Questions:

L.
1.
[1l.
V.
V.

What is Definition List.

Whatis Ordered List? Write the name of tag and attributes for creating ordered lists.
Write the name of various basic tags used for creating tables m HTML.

How will you merge cells olHTML table?

Explain the various attributes of <table= tag used tor formatting its background.

Que: 5 Long Answer Type Questions

[
1.
I11.

What are tables? Explain the basic tags used for ereating a table in the HTML document,
Whatis Cell Padding and Cell Spacing? Explain with suitable example.
DilTerentiate between Ordered List and Unordered List.
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[ Lab Activities J

Activity 3.1:
Create a webpage using HTML which shows the following output in the web browser:

= T ——— v 8| -
B Lt T

Compoeneats of n Computer System

Hardvare
These ane the plrvsical compoenents of computer swstem. We can iouch these components of computer syitem,
Salrwane

These are #2i of progrum 1o pertonn o task in the computer system. we can oot lonch these componenn of compuier sysizm.
Examples of Hardware Componenis

1. Mowlbes
1 Keyboand
3. Mowse
4. CPU

5. Spenloer
fh. MPriisies

Examples of Software

= Windows 10

= ME Paint

= Dosupad

= Wordpad

= 8% Wiord

= MS Excei

* ME PowerPoint

Activity 3.2:
Create a webpage to show the time table of your class as shown below:

W B et a2 | | amoh O

Time Table of 10th Class

Lect. No. Subject Teacher Name

1 Math Wir. Honey Kumar

2 Sciencs er. Ram Singh

3 [lcomputer Seispce [Pvirs. Chandana

4 _social swdy [[Mirs. Muheshwari

] [[Hindi [[Miss Aruna Batra

Recess
3 Funjubi I.".'lm. Gagnndesp
English IMr. Johar Smith

(2 [Elective Subject i1 Harbans Lal

Time Tahle for session 2021-12

*Note: HTML Coding for these activities has been given for assistance in the Appendix 111 of this book
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HTML PART — 111

Objeetives of this Chapter:

4.1 URLs and Their Types

4.2 Working with Images

4.3 Working with Hyperlinks

4.4 Working with Forms

4.5 Stages/Phases of Web Development

So far, we have discussed about the various tags and their attributes for developing web pages. We
have learnt about creating and formatting web pages, working with different types of lists,
representing and formatting data in the tables ete. In this chapter, we are going to discuss about
how to use images in HTML documents to make web pages more attractive, how to create
hyperlinks to access other web pages, how to accept data from user, and various stages of web
development ete. For working with images and hyperlinks, first of all we have to know about the
various types of resource locations and file-paths. So, in this chapter, we will start our discussion
from the topic URLs and File Paths.
4.1 URLs AND THEIR TYPES
URL stands for Uniform Resource Locator. URLs play an important role in
locating our resources on web server or local computer. In most cases, URL
refers to remote resources on server and a lile-path refers to local resowrce
inside our computer. So, we can say any internet location available on server s
called a web URL or a web address. Each website or webpage has a unique
URL. For example: the website of Punjab School Education Board has web-
address or web-URL called http://pseb.ac.in/. On the other hand, a File-Path specifies the
location of a file inside a folder structurc on our local computer. 1t is like an address of a file which
helps us toaccess it
Both URLs and File-paths are used to link external resources such as images, videos, style sheets,
other web pages ete. To insert/use a file in a web page, its source must be known. For example, if
we want to display an image on a web page then URL or file-path of that image must be known to
us to specify itin the HIML document. A web URL is made up of four basic parts:

e Protocol

s  Hostname
o Foldername
¢ File-name

Forexample: http:/pseb.ac.in/ebooks/cs12.pdf
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In this web-URL example, fiegp: represents the protocol, pseb.ac.in represents the host name,
ehooks represents the folder name and es? 2. pdf represents the file name, Hence, this URL shows
us the complete location of a pdf file (csl12.pdf) which is located in the ebooks folder on the
website pseb.ac.in.
AFile Path is made up of three basic parts —

= Drive Name

¢ Foldername

¢ File-name
Forexample: “D:\main\picture.jpg”
In this File Path example, D:| represents the Drive name, main represents the folder name and
picture.jpg represents the file name. Hence, this File Path shows us the complete location ol a jpg
file (picture.jpg) which is located in the main folder onthe D:\ drive.
4.1.1 Types of URLs:
Basically, URLs tall into two categories: Absolute and Relative URL.
(i) Absolute URL:
An absolute URL gives complete location to a resource (file). Absolute URL contains all the
information necessary to find the files on the internet or on the local computer. Any URL written in

absolute type does not change when the location of requesting file or server is being changed.
Consider an example of file location which shows the loeal path of the file picture.jpg within

index html file: 3
“D:\main\picture.jpg"” I::> | A I

picture.jpg

This example shows us the complete file-path location of a picture file (picture.jpg) which is
located in the main folder at D: drive of the computer system, Here, if we change the location of
index.html to the root directory then the URL still remains pointing to the file
D:\main‘\picture.jpg(A) regardless the root directory itself has a file picture.jpe (B).

D: (Drive)

h

picture.jpg

) B

index_html picturejpg

il

abcjpg  hello.png

Fig: 4.1 Example of Folder Structure
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(ii) Relative URL:

A Relative URL describes the path of the file relative to the location of the current web page file. It
usually contains only the folder name and file name or even just the file name. Here, a browser
doesn't need the server name or the protocol indicator. Its main advantage is that, this type of path
changes according to the requesting resource's own location at web server or local directory
structure. For example: if the path shown in the example of absolute URL is written as relative
URL then it changes accordingly when the location of index html is being changed. We can
represent the same path in relative URL as:

[
" /picture.jpg" |:lJ> | A |

picture.jpg
When our index html file is located in main directory then this path represents
D:\main\picture.jpg (A). But, if we change the location of index.html to root directory of the
same directory structure then the same path will start representing D:\picture.jpg (B). This

dynamicity of path made it more useful to be used in local or web applications.

Relative File Path Delimiters:

While we use relative file paths, there are three delimiters(./. ../, and /Jthat are very important to
understand. For example. consider we are working in the index.html file located at the main
folder of D: drive, we can explain the use of relative file-path delimiters with the following

example;
1. The delimiter./ points to the parent folder of the current working file (index.html). For

Example: "./picture.jpg". Here, "picture.jpg" (A) file is located in the same folder (main

folder) as the current file (index . html)
2. The delimiter../ points to one folder up the parent folder of the current working file

(index.html). For example: "../picture.jpg". Here, the picture jpg (B) file is pointed to the

location D:\picture.jpg
3. The delimiter / points to the root folder of the web project at all times. For

Example:"/picture.jpg". Here, "picture.jpg" (B) file is located at the root folder (D:\)

Absolute and relative URLs both are used to structure our site and link to its resources. There are
advantages and disadvantages to each. While absolute URLs provide better security and
improved SEQ (Search Engine Optimization), relative UURLs are quicker and easier to use
when developing websites,

4.2 WORKING WITH IMAGES

Images are the most common part of a great web site. Images make the web pages attractive, They
can also be used as buttons on the web pages. To use images 1 the HTML documents, we should
know some basics of images.

Many types of image formats are available to use in the web pages. In general, web-based images
come in two basic formats: GIF (Graphics Interchange Format) and JPEG (Joint

Photographic Experts Group). File extension of GIF image format is .gif and JPEG image has
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extension Jpg or jpeg. A third format, PNG (Portable Network Graphics) is becoming popular
for web pages. Its file extension is .png. Itis supported in all the modern browsers.

Choosing the correct image is an important part of web design. In general, GIF images are good
for illustrations such as logos or cartoons, whereas JPEG images are used for complex images
such as photographs. While using these images in web pages, their size should be small so that the
web pages do nottake long time to load, Let's see how to add images on a webpage.

To add an image to HTML page, we use <img> tag in the HTML document. The <img> tag 1s an
emipty tag, which means it has no closing tag. It can contain only a list of attributes. Following is
the basic syntax toadd an image to a web page:

<imgsrc="image_url" >

Here, src is an essential attribute of <img= tag which stands for source. Every image tag has a src
attribute which tells the browser where to find the image that we want to display. The “image ur]”
points to the location where the image is stored. We can specify the image url either using
absolute or relative file-path location. Following HTML program shows how to use an image in
the web page using the basic syntax of the <img> tag:

<html=>
<head>
<title>Image Example</_ills>
</head>
chody>
<hl>*Welcome to School Education</ /Ll
<img src="./education.jpg">
</body>
<fhiml>

Program: 4.1 HTML Program (testl.html) is Example for Using Images in Web Pages

Here, our HTML program - testl.html and the image file - education.jpg, both are stored on
the same location (i.e, in D;\main folder).

LT A E= Manage rmin - O *,
“ Hame Share Wiew PFieture Tool ﬂ
_f - U n:l‘l'. Cut = x *F"I Im' a : 1 Cpen Hﬂ&:l:d all
=l i Capy path - = e 27 zeléet none
Finto Ouick Copy Faste o Mave Copy | Deiete Rename Blaw Properties 1
ACCRSE [F] Pasze-harteus i 10 - Tokder - L Histony {55 trovest seiection
Clipbeaid Organite Fev Dpen Selecl
o= w 4 | ] s ThisPC & Data(D¥) » main w 0 Lt S=arch main
L MNam= = Cnte Type Sim= Tags
#F OCurck access .@
] computer 20-05- 2021 O0a AP File LYt
- Dﬂm L T '-"""'———1;-—_'——"‘——— = e
education 27-06-2021 1002 JPGE File 14 ¥8
-
¥ Downloads &ltestt 23.06-2021 078 HTML Document 1+
ﬂ Documents &
= Fictures -
| 21-22 Bictes &

LaSnarePeFesd Y0
3 items F.I% =}

Fig: 4.2 File Path Location of test|.html and education.jpg files
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In HTML program (test.html), we used relative file path ©./education jpg™ for the image source
which tells the web browser that image file is located in the parent folder of the current working
file (testl.html). When we open test1.html in the web browser, it will display the following web
page:

e O
£=]IE |d:'||:l:"r1'ain‘n.mﬂ.html v ot | semien Pe DRE
& image baampe - | i
Welcome to School Education =

Output of image tag
<img src="./education jpg">
]

Fig: 4.3 Ouwput of Program 4.1 (test].html) in Internet Explorer
4.2.1 Workine with Attributes of <IMG=> tag:
The sre attribute of <img> tag is essential for defining the image path. Though, some other
attributes of <img> tag are also available that helps us to work with images in the HTML
documents. Now, let's begin with what these attributes are and how to use them in <img> tag of
HTML document:
Setting Alternate Text for the Image:
The alr attribute provides the alternate text for the image. If the user, for some reason, cannot view
the image (hecause of slow connection or due to any mistake in the image urlofsre attribute) then
this alternate text will be displayed. The value of the alt atiribute should describe the image. For
Example:

<html>

<head>
<title>Image Example</title>

</head>
<body>
<hl>Welcome to School Education</Lil>
<img src="./edu.jpg" alt="Educational Image">
</hody>

</himl>

Program: 4.2 HTML Program (test]l . html) Example for alt attribute of <IMG= tag
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In this program, we mentioned the file name as edu.jpg in the sre attnbute, while the actual name
of the file is education.jpg. Therefore, web browser will not be able to search the file named
“edu.jpg"” at the current location. So, this program will not show the image, instead it will show
image error along with the alternate text mentioned in the alt attribute in <img> tag, as shown in
the figure 4.4:

. = O =
— 1= 1| ] Dimainigest ]t = @ | Semrch B~ | G 55 B 4

(4]

12 nage Brample x |_-;

Welcome to School Education

Alternate Text displayed
Educational lmege due to alt attribute

Imags not displayved due to mistake
in image url of src attnbule

Fig: 4.4 Qutput of Program 4.2 in Internet Explorer
Setting Width and Height of the Image:
The width and freight attributes are used to specify the width and height of an image. The values of
these attributes are interpreted in pixels by default. We can specify width and height of the image
in terms of percentage of its actual size.

<imgsre="education.jpg "al="Educational Image"width="500" height="600" >

Setting Image Border:

By default, image will have no border around it. Berder attribute can be used to set the border of
the image. We can specify border thickness in terms of pixels using border attribute. A thickness
of ' means, no border around the picture. The default value of <img> border attribute 15 ().

<imgsre="education jpg "alr="Educational Image"width="500"height="600"border="5" =

Setting Image Alignment:

The align attribute of <img= tag is used to set the alignment of an image in HTML documents. It
is used to specify the alignment of the image according to surrounding elements. By default.
image will align from the bottom side. Following are the possible values of align attribute for the
<img=lag:

« left: It sets the alignment of image to the left.

right: It sets the alignment of image to the right.

middle: It sets the alignment of image to the middle.

top: It sets the alignment of image to the top.

bottom: It sets the alignment of image to the bottom.

Following HTML program shows how to use various image attributes to work with images for

web pages:
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<html>
<head>
<Litle>Tmage BExample«/Lil_ e>

< fhead>

chodys

Computer =img sro="oomputer.jpg" width="50" heighc="50" border="2":is an
electronioc device.

<hria<hrs<hre

Computer <img sro="computer.jpg" width="30" height="3530" align="right">is an
electronic devioa,

<brrx<brr«<brs

Computer <img sro="ecmputer.jpg" width="30" height="30" borcer="4" slign="teop">» 1s
an electronic device.

<hrix<brr<br>

Computer <img sro="gomputer.jpg" width="50" height="50" border="2" align="middle">
is an electronic device.

sbhrer<br><br>

Computer <img sroc="cocmputer.jpg" width="50" height="50" border="2" aligo="left">is
an eleatronia devioa .
<{/body>

4/ html>

Program 4.3 HTML Program for the usage of Image tag attributes

~ @ N
(&3 -|ED.\|nd|n'-.Lﬁ1.1.htrri 0 | Serci. D | Gy 2@
&3 Ireange Brample » ;_l Default battom Eﬂ:g!'l-:l'l'l:ﬁl'lt

with border

Computer e electronic device,
Right alignment
Computer is an electronie device. without any border i

|
Compater ﬁ W cloctronie device, | Top alignment with border

Compmter “ an clectromic.devie:: | Middle alignment with border

Commputer 1= an electronie device.
i [ Left alignment with border

Fig: 4.5 Output of Program 4.3 in Internet Explorer

4.3 WORKING WITH HYPERLINKS

HTML links are called Hyperlinks. It 1s an important property of HTML. A webpage can contain
various links. When we move the mouse over a link, the mouse arrow will turn into a little hand.
Hyperlinks allow visitors to navigate between Web sites by clicking on words, phrases, and
images. By default, web browser shows links in blue color with underline. When we click on the
link, it takes us directly to other pages and even specific parts of a given page.

In HTML documents, a link is specified using <a> tag. This tag is called anchor tag. It is a paired
tag. Anything between the opening <a> tag and the closing </a> tag becomes part of the link. In
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the opening tag of anchor tag, HRE F attribute 15 used to specity the inked document, resource, or
location. Here, HREF stands for Hypertext Reference. This attribute can be used to link to local
files orfiles on the internet. Following is the simple syntax to use <a=>tag.

<g href="link_url">Link Textor Image</a>
Here, link_url is the address of linked document, resource or location, We can use absolute or
relative urls to mention the link _url for the HREF attribute. When user clicks on this “Link Text or
Image™, the web browser will take the user to the linked document, resource or location,

=

o

Link Text _//w

I LINKED
WEE PAGE DOCUMENT

Fig: 4.6 Concept of Hyperlink

A hyperlink on the web page can have various states. Following are the common states of a link
and their default appearance in web browsers:

Unvisited Links: These are the links that has not yet been clicked by the user. An

unvisited link is underlined and shown in blue color by default.
Visited Links: These links are the links that user has previously clicked. A visited link is

underlined and shown in purple color by default.
Active Links: This state refers to a link in the moment a user clicks on it.An active link 1s

underlined and shown in the red color by default.

Following HTML program shows how to create Hyperlinks:

<html>

<head>
<title>Hyperlink Example</title>
</head>
<body>
<hl>Hyperlink Examples</hl>
Click on the following links to wisit their websites:<br>
ca href="http://google.com">Google</a> <hr>
<a href="http://pseb. ac.in">Punjab School Education Borad</a> <br>
<a href="./testl html">Web Page of Image Example</a> <br>
< {body>

</html>

Program 4.4 HTML Program (test2.html) for creating Hyperlinks
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| Ee 0000 8 v i) e o] [ manan e | S

B pputos B T
Hyperlink Examples

Click on the following links to visit their webaites:
Google :::J Unvisited Links
Punjab School Education Board

Web Page of Image Example )
i Visited Link

Fig: 4.7 Output of Program 4.4 (test2.html) in Internet Explorer

In the Program 4.4, we have created three links. First two links are linked with the website of
epogle and Punjab school education board while third link is connected with loeal test].html file
that we have created for image examples in this chapter. IT we click on any one of the first two
links, then web browser will open the respective website while chicking on the third link will open
the web page of our Image Example. Linked document will open in the same web browser
window.

In the output of test2 html, first two links represent unvisited links (underlined in blue color)
while the third link represents the visited state of the link (underlined i purple color), 1.e. we have
already visited/opened this link. If we click on any of the first two unvisited links, and reopen the
test2.html. then color of visited links also turns into purple color with underline.

4.3.1 Attributes of Anchor Tag:

The HREF attribute is the essential attribute of anchor tag which is used to specify the address of
the linked document or resource. Anchor tag is of no use without the HREF attribute. Besides
HREF tag, there are some other attributes too that can be used in the anchor tag which are
explained below:

Setting Titles for Links:

The tit1e attribute specifies extra information about an element. The information is most

often shown as a tooltip text when the mouse moves over the ¢lement. For Example:
=a href="htips:/eoogle.com "title=""Go to Google” >Google</a=>
Setting Target Window:
By default, the linked page will be displayed in the current browser window. We can also open the
linked document in the new tab-window. The target attribute is used to specify where to open the

linked document. The common values for target attribute can be one ol'the following:
» _self:It is the default value of target attribute. It opens the document in the same

window/tab as it was clicked.
» _blank:It opens the document in a new window or tab of web browser, For Example:
<a href="https://google.com "title="Go to Google "targer="_blunk" >Google</a=
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Following HTML Program shows the usage of these attributes of anchor tag:
<html>
“head:>
cLitle>Hyperlink Example</Litle:
</ hend>
<hoadys
“hl*Hyparlink Examples</n]>
Click on the following links to wisit their websites:<hbr>
<a href="hittp://google.com" Litle=-"Goto Google" target=" blank">Google</a><hr>

<a href="http://pseb.ac. in" title="Goto PSEE sita" target=" self">Punjab
Sohool Eduocation Borad</az <bhr>

“<a hret="./testl . html" t 't #="Coto Testl.html">Web Page of Image Example</a>
< /body>
< html>

Program 4.5 HTML Program (test2.html) for creating Hyperlinks using title and target

attributes

|5 0 | ] etz it - c.l Sedrih,. D | e B @

(24 Hypiedinke Exarnale %

Hyperlink Exampl

=
lin,
Google ™

Punjab School Education Board
Web Papge of Image Example

Title of Hyperlink
Using litle attribute

tollowing links to visit their websites:

Fig: 4.8 Output of Program 4.5 (test2.html) in Internet Explorer
When we click on the Google hyperlink, it will be opened in the new tab window of the web
browser, because in the target attribute of hyperlink is set to _blank:

< a href="https:/Veoogle.com'title="Go to Google "targer=""_blank" >Google</u>

G hitpe/iwengoeglecom ! pes rds ssFepf - 1E2IARAIEETY - @2 | Sescn., b=

& Hpsitak Brample | 5 boogle

Google Hyperlink Opens up
in the New Tab window

Goags S2anch FrFzeingLucky "

Fig: 4.9 Google hyperlink in the new Tab window due to target=" blank™
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4.3.2 Linking with Images:
We can also make hyperlinks with the images in web pages. For this. we put an image tag in
between the <a> and </a> tags. For example:

<a href="url" =

<imgsre="url_of image"=

<=
Now, when we click on the image-link, it will display the linked resource that we mentioned as a
url for href attribute, We can also make hyperlink with thumbnail images to present larger images.
A thumbnail is an image with a reduced file size that is used as a placeholder for full sized image.

<a href="larger_image"><imgsrc="thumbnail"></a>
When user clicks on the thumbnail image, it will show the larger image of the thumbnail image to
the user. Following HTML program shows how to create hyperlinks with the image:

<html>
<head>
<title>Hyperlink Example</tiLle>
</head>
<body>
<h1>Hyperlink with Image</hl>
<a href-"http://google.com#" title="Goto Google" target-" blank">
<img src="search.png" width="50" height="50" border="2"5
<fa>
</body>
</html>
- o x
()| 8 eavminteta i ~ © || seach.. p-l e ®
| = H],lpa;linlnc Exsmple x [}
Hyperlink with Image
[
[ @
Image as a Hyperlink

Fig: 4.10 Qutput of Program 4.6 (test3.html) in Internet Explorer

4.3 3Link to an Email Address:

HTML <a> tag provides us option to specify an email address to send an email with a predefined
recipient address. While using <a> tag as an email tag, we will use mailto:email_address along
with href attnibute. When the user clicks on the mailto: link, the default email-client opens on the
user's computer to send an email. An email client 1s a program or web application that 1s designed
to receive, write, send, and keep our email messages. Following is the syntax of using mailto:
instead ol using http.

<a hrel = "mailto: abe@example.com”=Send Email</a>
MNow, if a user clicks this link, 1t launches one Email Chient (like Lotus Notes, Outlook Express,
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Thunderbird etc.) installed on user's computer to send email to the predefined recipient
abe@example.com. If user do not have email client installed on their computer then it would not
be possible to send email.

4.3.4Named Anchors or Creating Bookmarks:

A named anchor is a label assigned to part of an html document. Ancher tag enables users to
“jump” to this labelled part on a page. This is especially useful with large pages having many
sections/subdivisions. Named anchors are also called Bookmarks. There are two steps for using

bookmarks in HTML documents:

Stepl: Create Named-Anchor:

For using bookmarks, first step is to create a named anchor in the HTML document. We can create
a named anchor by using the mame attribute of <a> tag. Consider the following example which
creates a label assigned to a section named anchor - Section

<a name="Sectionl">Title of the Section</a>
Step2: Create Link to a Named-Anchor:
After creating named anchor, next step is to create a link to the named anchor. For creating such
link to named anchor, we have to use hiref property of anchor tag and assign it the name of anchor
(that we have created in stepl ) with # symbol. If'we want to create link for named anchors that are
available within the same document, the <a> element should be as follows:
<a href="§Sectionl"> Link Text for Sectionl</a>

Following HTML program shows how to implement the concept of bookmarks for a single
web page:

<html>
<hoad>
<title>Bockmark Example</titlex Step2:
</head> Creating Links to
<body> Mamed Anchors

<hl>Boockmark Example Page</
<hZ>r<a href="§oomputer">Computer System</a></ hiz
<h3x<a href-"§input">Input Devices<fax</hi>
<h3r<a href="#output">0utput Devices</a></h3s
<h3><a href="fstorage">Storage Davices</a></h3>

< 1m 'oomputar. jpeg” bhorder=rins
Step1: 2 nams="input">Input Devices</fa></ hi>
Creating img arc=Yinput.phg" bhorder="lns
Named Anchors <h2>»<a name="output">0Output Devices</ fa></hi>
<img sro="eutput.jpg" border="1m">

=hZ><a name="storage”>5torage Devices</a=</hZz>
<img sro="storage.png" border="1":

<fbndy>
Program 4 </html>
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Fig:4.110utput of Program 4.7 in Internet Explorer

The Program 4.7 produces a very long web page. Only partial web page is shown in the above
output. In the program, we have created 4 Bookmark links to named-anchors at the top of the
page. When we click on any of the Bookmark Links (Computer System, Input Devices, Output
Devices., or Storage Devices), the web browser directly navigates to the respective labelled
part(named anchor) by scrolling automatically on the web page.

4.4 WORKING WITH FORMS

HTML Forms provide interactivity between user and website, These forms are like the simple
forms. They are used to get data from the user,such as - registration information: name, email
address, credit card, etc.A form will take input from the user. Then it will be posted/submitted to
web-server. At web-server, server-side scripts (ASP or PHP etc.) process the form's data and
stores it in the database, Following figure shows a sample HTML form with data filled by the user,
After filling data, user clicks on the “Submit Data™ button to submit the filled data to the web
server. On the web server, a program, called server-side script, will get the filled data in the Form
to process itor to store it in the database,
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Enter Name : | Paramveer |

| Sector 92,
Enter Address : | 5-A.S. Nagar Mohali

Select Gender : @ Male © Female

Select Class:

Select Language : & Punjabi 0 English

| SubmitData | | ResetForm |

Fig: 4.12 Example of a HTML Form with data filled by User

Asthe Figure 4.12 shows, a form may contain many different types of elements/controls to accept
different types of information from the user. Form elements can be a text field, text-area, drop-
down list, radio button, checkbox. etc. Following discussion explains the different types of form
elements and how to use them in the HTML document:

4.4.1 <FORM=Tag:

=FORM= tag is used to create a form in HTML document.<Form= is a paired tag. All the form
elements/controls to accept data from user are placed inside the <Form™> and </From> tags. A
simple syntax of using <form=>is as follows:

<formaction="script-file"method="posting method">

</form>
Here, action and method are the two most important attributes of form tag:
= Action attribute: [tis used to specify the URL of the script which will receive form's data on
the web server.

»  Method attribute: It is used to specify HTTP method for sending form-data to web server,
There are two kinds of HT TP methods, which are GET and POST:

GET: In this method, Form values will be visible in the address bar of the web browser
after submitting the form-data. This method is not useful for sending sensitive/secure
information (such as passwords etc.) to web server. It is also very useful in those
situations where a user wants to bookmark the result.

POST: In this method, Form values will not be visible in the address bar of the web
browser after submitting the form-data. It appends form data inside the body of the
HTTP request. This method is essential when we want to store form-data to a database,
or when submitting sensitive information, such as passwords etc. Form submission with
POST cannot be book marked.
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4.4.2 Elements or Controls for the HTML Form:

A Form contains many types of controls to accept the data from user. All these controls are put in
between the <form> and </form> tags. Following are the commonly used controls of web-forms:

«  TexthoxControl

Enter Name 1| | . Tttt

#« TextArea Control : :
« Password Field Control € TextArea

Enter Address
s Checkbox Control

« Radiobutton Control

Select Gender :It’- Male = Female ] e Radio Buttons

« Selection List Control Seleot Classy Gth - S Selection List

. File Selection Control Select ]’..unguag: B (] P‘llnjabi O Engli!i]l M Check Box
= Button Control | Submt Doia | | ResctForm | | 4= foset Button
*  Submit Button Sl BT

. Reset Button Elements/Controds of HTML Form

These controls that are used commonly in web forms are explained here with suitable
examples:

4.4.2.1 Textboxor Text-Field Control;

This form control is used to accept a single line of text from the user. For example:user name,
search boxes ete. To create this control, we use <input= tag with npe="text"” attribute, Consider
the following basic example of textbox control to aceept single line of text:
<input type="text">
It will create a rectangular box where Users can input the text data. There are several optional
attributes that can be used with the <input>tag, which are given below:
= name: It is used to set the name of the control. This attribute is required for the server-side
seripting such as ISP, ASP. PHP ete. to get the data filled in the textbox.
= value: Itisused to provide the default value for the textbox control.
« size: Itis used to specify the width of the textbox in terms of characters.
o maxlengeh: It is used to specify the maximum number of characters a user can enter into the
tlext box.
Consider the following example with additional attributes for accepting user name:
Uzser Mame:<input type="text" size="20" maxlength="50">
This code creates a textbox to accept maximum 50-characters long text in a single line. It will be
shown 20 characters wide on the web page. as shown below. User can fill text-data in this text-
field.

)5 B DArainermt atmi |_ 1= 1| &) amainfarm bl
.ﬂhnu Examale L ||: | Aﬂgrr\! @ Tu.ﬂ:m: Examale H |._?|
User Name: | | User Iny/ User Name: | Paramveer %

Fig:4.14 Example of Text Field Control
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4.4.2.2 Password FieldControl:
Itis also a Single-line text input control but it masks the input character as soon as a user enlers it.
Therefore, this control is used to accepts the password type secure information in the web pages.
To create this control, we use <input> tag with fype="password” attribute. Consider the
following basic example of password control:

Input Password: <input type="password”>

This code creates a text-field to accept password information. It masks the input character as soon
asauser enters any textin it

] "“—....'-'--'-".'Iﬁ'] Devmminsfara] bl :I = :'-/_":\:I:'IE DivrnareiFom Lhtml
W e N E N AR =
[jE Baszward Crarmple w ||__‘i’ | L% | 3 Dasswnrd Bxarnple % ||_j‘-
After
D].P'L'It Password: | | Uﬁaﬂﬂpu‘i‘)ipu[ Password: Iliill| -

4

Fig:4.15 Example of Password Field Control

This Control also supports name. size. maxiength. and value as optional attributes.
4.4.2.3 Text AreaControl:
This control 15 used to accept multiple lines ol text from the user. Typically, this control 1s used to
accept the address information, comments, feedback ete. from the user. To create this control,
<textarea= element is used in the HTML documents. There are two mmportant attributes of
<lexlarea™> control:

= rows: [tis used to set the height (number of rows) of textarea control.

« cols: Itisused to set the width of text area control in terms of characters.
<textarea™ element is a paired tag. So, itmustbe closed with </textarea> closing tag. Consider the
following basic example of text area control:

Address Information: <br>

<textarearows="5" cols="50"></textarea>
This code creates a text-area having 5 rows and 50 columns (in terms of characters) to accept

address imformation from user.

] EE [T e p— | Dt Sl s
B et B i [T TRy p— [
Adddress Luformmtson.: i AR Adelress Information:
er Paramveer Fanaal |
User Inpul Sertor BE; ~
S A.S. Magar MOmald, |
LY Pzt | als g

Fig:4.16 Example of Text Area Control

80 HTML PART - 111



4.4.2.4 Checkbox Control:
Check boxes allows a user to select zero or more options from a imited set of choices. It1sa very
convenient way of accepting data when the possible inputs are already known. To create this
control, we use <input> tag with fype="checkbox” attribute. Consider the following basic
example of checkbox control to accept user choice:
Select Your Subjects: <br>
<input type="checkbox" name="gl" value="Chemistry">Chemistry
<br>
<input type="checkbox" name="¢l" valve="Physics"> Physics<br>
<input type="checkbox" name="cl" wvalue="Math'>Math
This code creates three check boxes for selecting subjects from user. User can select zero or more
subjects [rom the given choices. Here. the mame attribute is required for the server-side scripting
such as JSP, ASP, PHP etc. to get the values (mentioned in the value attribute) of selected check
boxes. Check boxes can have the same name Lo form a group:

L | B e po { = 2] B il b
= :hm:.bmc;arruln K[E (& Checkins Byamgls w[%
Select Your Subjects; Select Your Subjects:
O Chiemiztry ¥l Chemismy
[ Physics ¥ Physics
[ Math L1 Math

Fig:4.17 Example of Checkbox Contral

4.4.2.5 Radio Button Control:
Radio buttons are used in those situations where we want to accepts as a Boolean value or we
expect only one input as true out of multiple options. In simple terms, we can say that Radio
Buttons are used for a single selection from a given group of options. Some common uses of radio
buttons are gender determination, employee type (Regular/Temporary), ete. To create this
control, we use <input> tag with fype="radio " attribute. Consider the following basic example
of radio button control:

Select Gender:<br>

<input type="radio" name="gender" wvalue="Male">Male <br>

<input type="radio" name="gender" wvalue="Female">Female
This code creates two radio buttons for selecting gender value from the user. User can select only
one of the given choices. Here, the name atiribute is required for the server-side scripting such as
JSP, ASP, PHP etc. to get the values (mentioned in the valiee attribute) of selected radio button,
Radio buttons can have the same name to form a group:

| [ B it &y L ) Dt ot =
| Z Rania 2uttan Bample wilf 5 Fiackn Bt baample =[]
Select (iender: Select Gender:
O Male ® Male
(> Female I Female

Fig:4.18 Example of Radio Button Control
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4.4.2.6 Selection List Control:

Selection List control is also known as Drop Down List. This control is used to select one or more
options from the huge list of options. The <select> tag is used to create Drop-Down box. The
options to be selected 1s listed with <option> tag having value as the attribute. The value of
selected option will be sent to the web-server after form submission. The HTML code given
below shows the use of <select> tag with <option= tag to create a Selection Box or Dropdown
control:

Select a Language:<br>
<select name="language">
<option value="Hindi">»Hindi</option>
<option walue="Punjabi'">Punjabi</option>
<option value="English">English</option>
<option walue="Urdu">Urdu</option>
</select>
This code will create a dropdown control to select a language from the given four options, By
default, it will display the first option from the list. By clicking on the dropdown arrow, we can
view the list of other available options. To select any option, just click on the option from the
dropdown list.

B [ oo I e——"
Y SRR B i i | [ 7 erme—
Select a Tangnage: Select o Longuage: Select 0 Languegs:
Hindl After >
Lser Selaction

Click on Dropdown arrow to
L show the list of available options

Fig:4.19 Example of Dropdown List Control

Attributes of <select> tag:
s Name: This attribute is required for the server-side seripting such as ISP, ASP, PHP etc. to
getthe value of selected option.
o Size: This attribute is used to make a scrollable list box.Its value 1s set to a number which
determines how many list items gets visible in the list box.
= Multiple: This attribute is used if we want to allows a user to select multiple items from the
list.
The HTML code given below shows the use of various attributes of <select=tag
Select a Language: <br>
<select name="language"size="3" multiple="true">
<option value="Hindi">Hindi</option>
<option wvalue="Punjabi">Punjabi</option>
<option value="English">English</option>
<option wvalue="Urdu">Urdu</option>
</select>
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This code creates a Scrollable List Box in which we can select multiple options by Holding the
Control key + Left Clicking the Mouse:

&1 DAmainiform 1 htrnl | & DAmain\form T bt
= Uropdown Example x i3 &) Dropdown Example % LT
IPurjabi 2 User Selection Hindi B4
lEngiish Multiple Selection
B . English of Options
Scrollable List Box [

Fig:4.20 Example of Scrollable List Box Control

4.4.2.7 File Upload Control:
If we want to allow a user to upload a file to our web site from his/her computer. we will need to
use a file upload box, also known as a file select box, To create this control, we use <input=> tag
with fype="file " attribute. Consider the following basic example of file upload control:

<input type="file" name="fileupload" accept="imaga/*">
Here, name attribute is required for the server-side scripting such as JSP, ASP, PHP etc. to get the
uploaded file and the aceepr attribute is used to specify the types of files that the server accepts.
Theaccept="image/* " specifics that server will accept only image type files:

= .-":'z 1] ’éﬂ MiFmrtam kil
T — =[]
 Browsa... | B s
EET e
& Choose File to Upioad ko o
Dimainiscucation jog Browss
|y o Pale i e orman w B fesesvimam T
Ceporize = Hiow Fnidir = @ 8
il T 4] 1 -
& oaruments |
A Doy
I e _ _ After !
ol R | | 4 FileSelection
T Frrenes
Bl vide jrr—— corputs - euezn 1
L WinT0 )
- e l and .
Filg fiatine irdlrrﬂrrl ‘v'J -||llll'-_IF.F|L:’\-[:'M:."_-JN!"dr'|" '“'l
[Copn || conea |

Fig:4.21 Example of File-Upload Control

When we click on the Browse. .. button, it will display a dialog box “Choose File to Upload™,
After selecting a file, click on the Open button of the dialog box. The selected filename with the

full path will appear in the read-only lextbox adjacent to the Browse. .. button, as shown in the
figure above.
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4.4.2.8 Creating Buttons:

Different types of buttons can be created for different tasks in HTML. We can create clickable
buttons using <input> tag by setting the fype attribute. The type attribute can take the following

values to create different types of buttons in the HTML documents:

« submit: [t 15 used to create a submit button. When this button 15 clicked, the browser will

automatically send all the form-data to the web server.

« resel: It is used to create a reset button. When this button is clicked, the browser will

automatically reset all form-controls to their initial values.

« button: It is used to create a button that is used to eall/run a tunction/code written in

client-side scripting languages (such as: JavaScript).
« Image: Itisusedto create aclickable button with image background.

Consider the following basic example for creating commonly used buttons on forms:

<input type="submit" wvaluse="Submit Data">
<input type="reset" wvalue="Reset Form">

(G N ‘=’\1|@ Derainiform bt
& Button E:;rnrnnle » |J'“|

| Subrmit Data ” Reset Form |

Fig:4.22 Example of Button Controls (Submit & Reset Buttons)

Here, we create two buttons- one for submitting form data and other for resetting form values.
When we click on the submit button, it will send form's data to web server and il we click on reset

button, it will clearall filled values in the form and reset the form controls to theirinitial values.
Now, we will create a complete basic example program for just creating form and various

form-controls:

whiml>
Lhmseds
ctitloshdmtanian Parmo/ticles
</ heads
“hodys
“hi align="pesnter’ >hmission Form=,/ hl>
e
<Eoami @ L= e el =" poa it
Enter Student Nams: <lnput typs-text": choschos
Enter Father Hane: nput type="text"r <hrs<br>
Select Gendsri <input type="radieo”® nm gender” vmive="Hale >Male
Sinpul Lypo-"sadi=m® wov-"geodes™ veluo-"Febisle® -Pandle <lixclcs
Entar Rddramss: <textares rowp="2r ools<ME0vso/temtarsascogrchrs
Entar Contact Mumbar: <ippit fypo—="toct®> <ore<ars
Felect GClass: <pelect name="olass™r

opllon veloe=" ek >Bth up L Loy
Coptlon value="Tek%>Teh< fopE Lo
captlan walje="ath* rBeha foptions

coption welus="9th=»9che /optiony
captlon veine="10sh">10ths/option>
iawleat> Lbpb<hits
Elsctive dubiest: <inpot Lype="checkbex® pape="gubjesct® vhlos="ganskelt®Sanskeit
<inpat fyps=“cheskbox” names—"subject® yalus-"agriculturs”Agricul ture
CinpUt type="checkbax” name="sohjact™ ralnc="drawing™>Drawing

<ipgpul Lyp==“pubmit" valuoe="Submis Data®>
Linpult bips="swewl" valus-"Resst Foom">
</ forms
« Doy

¢S himl

£inpuarc typos"chesckbox" namos"ubjsot™ valoes"physoial"=Physioal Bduoation <hrixcbrs

Program 4.8: HTML Program {form 1. html) for Creating a form along with its various elements
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ﬁi‘.;r;v;-l.—[lr w13
Enter Mame: |
Enter Address | v

Select Gender: O Male ©O Female

Select Class: [Rh >~
Select Language: [l Punjabi (2] Bnghish

| Submit Data || AesetForm |

Fig:4.23 Output of Program 4.8 in Internet Explorer

Here, user can fill the form and send data to server where a script file handles the form data to
process it, In our example, we have not mentioned any script file in the action attribute of form tag,
because it is beyond the scope of our syllabus, So vou are only given information on how to create
a simple form.

R e th_ﬂmar

| i Buma s Esampls v a
Eniter Mamie: [Parsrvaer

Bector 92, [l
Enter Address: [aas wngar #onali W

Select Grendes @ Mude O bemmale
Seleet Cluss: [100h ¥

Select Languoge: T Pogjabi B English

| Subimil Date || Fessat Form |

Fig:4.24 Output of Program 4.8 with form data filled and submitted by user

4.5 PHASES OF WEB DEVELOPMENT

Web development refers to building, creating, and maintaining websites. It includes aspects such
as web design, web publishing, web programming, and database management. In a broader sense,
web development encompasses all the actions, updates, and operations reguired to build,
maintain and manage a website to ensure its performance, user experience, and speed are optimal.
Web development is also known as websile development, while the professionals that maintain a
website are called web developers (also known as Web Devs). Most web developers use
Hypertext Markup Language (HTML). Cascading Style Sheets (CS8), Client-Side Scripting
Language such as JavaScript and Server-Side Scripting Language, such as PHP, ASP ete. to
develop websites. Web development skills are in high demand worldwide and well paid too —
making development a great career option. It is one of the easiest accessible higher paid ficlds as
you do not need a traditional university degree to become qualified. Good knowledge in this field
can shape your career.

The web development process requires a team of experts responsible for implementing the
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different tasks needed to create a website, The various phases that are needed in order to develop a
weh projectin web development are as following:

B L Information Gatherir1_5>

E; Design & Layout >
— oo

B T
E). wonterance

Fig: 4.25 Various Phases for Website Development

Phase 1: Information Gathering
This is the most important phase of website development. It involves understanding the client's
requirements, identify their needs and helps them in providing the perfect solution. Following are
some of the very important points that should be considered in this phase:

* Whatis the purpose of creating a website?

* Whatis the main goal of the building a website?

e  Which target audience we want to get targeted?

e Which type of contents our target andience will look for?
Every website is different from the other, so gathering relevant information regarding the project
1§ very important. So. it is vital to getinsights so that an appealing website is created.
Phase 2: Planning
Good website is the result of good planning. Planning is nothing but prioritizing tasks for website
completion. All the planning process should have the involvement of the client. So, the client has
an idea about the blueprint of the project. The important task to be performed in this phase are
given below:

o Develop the sitemap of the website.

® Think ofthe best user interface that can be created for easy navigation.

e Decide the menus, contents & navigational system for the website.

o Prepareadetailed list of all the areas of the website and the sub-topics

&




Phase 3: Design& Layout
This is the creative phase of website design. In this phase, look and feel of the website is
determined. The designer needs to understand each & every aspect of the client expectation & try
to sketch it, The designer gives life to the graphics, typography, colors, animations, buttons, drop-
down and pop-up menus, and more as per the project requirement. From logo design to selecting
templates, everything is discovered in this phase.
Phase 4: Development
Adter designing, there is a development phase. The development phase is also a very crucial phase
for the website design. This is the phase where actual website starts its implementation. All the
elements are used to generate a functional website. The development process begins with first
developing the home page followed by the mtenior pages. Here. we integrate all the information
that we had collected from inital phases. Creating Database, logic & actual programming is done
here, At this stage, web developers develop/build websites using a variety of programming
languages, such as - Hypertext Markup Language (HTML), Cascading Style Sheets (CSS),
Client-Side Scripting Languages (for example: JavaScript) and Server-Side Scripting Languages
(forexample: PHP, ASP, etc.).
Phase 5: Testing &Launch
After the completion of web development, the functionality of the website is tested along with the
device compatibility. The tester validates the codes written for the website. The following are the
types of website testing:

+« Content Testing

« Functional Testing

o Design Testing
All these types of testing are done offline. After offline testing of the website, we upload the files to
the server. Now again we test it, but this test is performed online, In this testing we should check
whether all the files are uploaded properly or not and also assures that the website is working
properly. After Testing is finalized, the site is launched for public view.
Phase 6: Maintenance

The last phase of website development is Maintenance, In this stage, some elements are changed
as per the user's feedback, support, and maintenance. Maintenance means updating the contents
& design of the website. Website maintenance is an on-going process. One good way to attract
potential visitors and repeat their visits is to keep updating the content and adding new contents on
aregular basis.
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Any internet location available on server is called a web URL or a web address.

An absolute URL gives complete location to a resource (file).

A Relative URL describes the path of the file relative to the location of the current web
page file.

To add an 1image to HTML page. we use <imgsre=“image nri”> tag in the HTML
document

Hyperlinks allow visitors to navigate between Web sites by clicking on words, phrases,
and images.

In HTML documents, a link is specified using <ahref="link_ur!{"> tag. This tag is called
anchortag.

Anamed anchor is a label assigned to part of an html document. Named anchors are also
called Bookmarks.

HTML Forms provide interactivity between user and website.

Method attribute of form is used to specify HTTP method for sending form-data to web
server. There are two kinds of H'T'TP methods, which are GET and POST

While using GET HTTP method. Form values will be visible in the address bar of the web
browserafter submitting the form-data.

Textarea control is used to accept multiple lines of text from the user.

Checkboxes allows auserto select zero or more options from a limited set of choices.
Radio Buttons are used for a single selection from a given group ol oplions.

Selection Box control is alse known as Drop Down Box which is used to select one or
more options from the huge list of options.

Submit button is used to automatically submits form-data to web server

Web development refers to building. creating, and maintaining websites.

Planning is nothing but priotitizing tasks for website completion.

The development process begins with first developing the home page followed by the
interior pages.

After the completion of web development, the functionality of the website is tested along
with the device compatibility.

Maintenance means updating the contents & design of the website.
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[ EXERCISE |

Que:l Multiple Choice Questions:

1. URL gives complete location to a resource (file).
a. Relative b. Absolute
¢. Internal d. External

I1. Which tag is used to add an image in HTML document?

a. <picture> b. <pic>

C. <image= d. <img>

I11. Which of the following attribute is not used by anchor tag in HTML?

a. href b. src

. target d. title

V. A link is underlined and shown in purple color by default.
a. Unvisited Link b. Visited Link

c.Active Link d. None of these

V. Which HTTP method is used to send form-data to web server?

a. GET and SET b. GET and POST

¢. POST and SEND d. GET and SEND

V1. Which of the following form control is used to accept multiple lines of text in the
web page?

a. Textbox b. Dropdown Box

¢. Password Field d. TextArea

Que:2 Fill in the Blanks:

I. In relative paths, delimiter points to the parent folder of the current working
file.
II. Every image tag has a - attribute which tells the browser where to find the

image that we want to display.

I11. Named anchors are also called

IV, Form submission with HTTP method cannot be bookmarked

V. is nothing but prioritizing tasks for website completion.
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Que:d Write the full forms of the following:

. URL V. HREF
I1. GIF V1. SRC
I11. PNG VII. <A=>
IV, JPEG VIIL  <IMG=

Que:d Short Answer Type Questions:

L. How will you insert an image in the HTML document?

1. What 1s Hyperlink?

I1I. What are Forms?

Iv. Write the name of various controls used in the web forms.

V. What are the different types of buttons used in the HTML forms?

Que:sS Long Answer Type Questions:

| What 1s URL? Explain different types of URL.
1. Explain the various text input controls used in web forms.
I What are the various phases of web development?
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[ Lab Acti'.-itir:s]

Activity 4.1:
Create a web page for your school as shown below and save it using “myschool.html™.

H Mumae® g e el - G lawrh.

B

B
i

Govt. Sen. See. School

Wielnoane 1o My i

School i ihe plee whens we lenm i rend nod wrle 1 s e most cractal pinse Jor o atdent, nned 11 belm ol o lesmn sew Bungs The teochers ane sbwnys

belpfhl and gench us iportant things la life, We mus always be regular ta school as missing classes can bead w0 problens daring exmme, Schools meach us bow
e e comsstent andd punciisl

3y School iz the moat prestigious school i the city. My School iz a two-stoney clean and beamrifil building. With Stodics, other social and culmml activities
olbsn happen o my schiood, There is alsn o big playgoonsd nsloch we pliy everpdoy. The clean amd posative afmosphens o our school mepirss o i sty

In this web page, you can use any descriptive image of school building. Use the relative address
for inserting an image in the web page by placing both the html document (myschool. html) and
image files (school.jpg)at the same location.

Activity 4.2:

Create a web page showing some useful links with local and global resources as shown below:

; B Dy e s e = & || Srih B S g
2 i iae = |0 ek o FALEC i 2 M

Some Useful Links for Students

My Schoaol

Punjnb School Education Board
ePunjubSchool

Ashimwad Portal for Scholarships

Here, create the links as follows:
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« Link My School to the local web page that we created in activity 4.1 (*./myschool.html™)
« Link Punjab School Education Board to its official web site “http://www.pseb.ac.in/"

« Link ePunjabSchool to its official web site “https://www.epunjabschool.gov.in/”

« lLink Ashirwad Portal for Scholarships to its official web site

“http://scholarships.punjab.gov.in/”
All these links should be opened in the new tab window of the web-browser. Save the HTML
document for above activity (Activity 4.2) with the name “usefulsites.html” at the same location
where we saved “myschool.html” document.

Activity 4.3:
Create an “Admission Form™ using HTML-Form as shown below:
- T =
R L e e + 8 || o 2= @
-

Admission Form

Fnter Smdent Name: |

_———

Enier Frtlwr Mame; ]

Seleet Gender: O Male O Temaly

Enter Address: | - |
Enter Contact Mumbsr: |

Solect Class: [Gth |
Seluer Elective Sobjecn: U Sunsknt [l Armeuliore T Demwing [ Fhysical Edveation

SubmitCaa || AwsetForm |

*MNote: HTML Coding for these activities has been given for assistance in the Appendix 11 of this book
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OPERATING SYSTEM

Objectives of this Chapter:

5.1 Operating System

5.2 Types of Operating Systems

5.3 Single-User and Multi-User Operating Systems
5.4 Compuler Security

INTRODUCTION:

Operating system is a System Software. It is used to operate or run computer. It also helps the
user to interact with the parts of the computer, i.e., the hardware. It provides an environment in
which the users can work efficiently on the computer system. An operating system is a software
which performs all the basic tasks like file management, memory management, process
management, handling input and output, and controlling peripheral devices such as disk drives
and printers. Operating system is needed to manage computer resources efficiently, Some
popular Operating Systems include Windows, DOS, Unix. Linux, Mac OS ctc.
5.1 OPERATING SYSTEM
An operating system is a program that acts as an interface between the user and the computer
hardware. and controls the execution of all kinds of programs. as shown below in the figure 5.1

Fig 5.1 Operating System
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S5.1.18ervices provided by operating System
Operating system provides certain services to programs and to the users. It provides an
environment for the execution of programs. It provides users the services to execute the programs
in & convenient manner, These services also provide convenience to the programmer. The basic
services or functions provided by the operating system are as follows:

+ Userlnterface

» Program execution

« /O operations

= File System manipulation

» Communication

« Error Detection

+ Resource Allocation

« Protection

5.1.1.1 User interface:
Almost all operating systems have a user interface (Ul). This interface is used to interact with the
computer system, This interface can be Batch Interface, or CUI (Character User Interface) or GUI
(Graphics User Interface):
s In Batch Interface commands and directives are entered into files. and then these files are
executed. Batch Operating System is best example of such user interface.
o CUI uses text commands to perform any operation. DOS is the best example for such type
of user interface.
« GUI is the most common user interface. It provides a graphical way to interact with the
computer system. Windows is the best example of such user interface.

5.1.1.2 Program execution
Operating systems handle many kinds of activities from user programs to system programs like
prints pooler. name servers, file server., etc. Each of these activities is encapsulated as a process. A
process is a program in execution and includes the complete execution context {(code to execute,
data to manipulate, registers, OS resources in use). Following are the major activities of an
operating system with respect to program management —

» Loadsaprogram into memory.

« Executes the program.

+ Handles program's execution.

» Providesamechanism for process synchronization.

» Provides amechanism for process communication.

« Providesamechanism for deadlock handling.
5.1.1.31/O Operation:
A running program may require 1/0, which may involves a file or an [/O device. Users usually
cannot control 1/0 devices directly. Therefore, the operating system must provide a means to do
1/O, An 1/O subsystem comprises of 'O devices and their corresponding driver sottware, Drivers
hide the internal functioning of specific hardware devices from the users. An Operating System
manages the communication between user and device drivers.

« /O operation means read or write operation with any file or any specific I/'O device.

» Operating system provides the access to the required /O device when required.
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5.1.1.4 File System Manipulation:
As we know a file represents a collection of related information. Computers can store files on the
disk (secondary storage). File manipulation refers to a wide variety of operations. Create, delete,
copy, move, search are the common operations that can be performed on the files and folders. A
file system is normally organized into directories for easy navigation and usage. These
directories may contain files and other directories. Following are the major activities of an
operating system with respect to file management —

» Programneeds to read a file orwrite afile.

= The operating system gives the permission to the program for performing operations on

files.

« Permission varies from read-only, read-write, denied and so on.

« Operating System provides an interface to the user to create/delete files.

« Operating System provides an interface to the user to create/delete directories,

5.1.1.5 Communication:
Sometimes one process needs to exchange information with another process. Such
communication may occur between processes on the same computer or on different computer
systems using a network. This communication may be implemented via shared memory or
through message passing. All such communications between processes are performed with the
help of operating system.
In case of distributed systems, which are a collection of processors that do not share memory,
peripheral devices, or a clock, the operating system manages communications between
processes in a network. Multiple processes communicate with one another through
communication lines in the network.
Following are the major activitics of an operating system with respect to communication;

» Two processes often require data to be transferred between them

« Both the processes can be on one computer or on different computers, but are connected

through a computer network.

5.1.1.6 Error Detection:
Errors can occur anytime and anywhere. Errors may occur in the CPU and memory hardware
(e.g. due to power failure), in I/O devices (e.g. lack of paper in the printer), and in the user
program (e.g. an arithmetic overflow). For each type of error, the operating system should take
the appropriate action. Following are the major activities of an operating system with respect to
error Detection:

s The OS constantly checks for possible errors.

» The OS takes an appropriate action to ensure correct and consistent computing.

5.1.1.7 Resource Management:
When there are multiple users or multiple jobs running at the same time, resources, such as main
memory, CPU cycles and files storage, must be allocated to each of them. Many different types of
resources (CPLU, Memory etc. ) are managed by the operating system, So, operating system should
allocate the resources to multiple jobs in an efficient way. Following are the major activities of an
operating system with respect to resource management —

« [iactsasaresource manager.,

» Operating Systemmanages all kinds of resources using schedulers.

» (CPU scheduling algorithms are used for better utilization of CPU.
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5.1.1.8 Protection:
Protection refers to a mechanism or a way to control the access of programs, processes, or users
to the resources defined by a computer system. Considering a computer system having multiple
users and concurrent execution of multiple processes. In such a system, the various processes
must be protected from each other's activities. Following are the major activities of an operating
system with respect to protection:

» TheOS ensures that any access to system resources is controlled.

o The OS5 ensures that external 'O devices are protected from invalid access attempts.

»  The OS provides authentication features for each user by means of passwords.

S5.2TYPESOFOPERATING SYSTEMS
In this topic, we will discuss some of the important types of operating systems. which are most
commonly used.

5.2.1 Baich Operating System:

The users of a batch operating system do not interact with the computer directly. Each user
prepares his job on an off-line device like punch cards and submits it to the computer operator.
The operator sorts jobs into batches. To speed up processing, jobs with similar needs are batched
together. This batch is then entered into the system and the operating system executes these jobs
one by one. When the job is completed, its output is sent back to the appropriate user.

Card Reader o  crU »  Printer

Fig:5.2 Batch Processing System

In batch system, major task of operating system is to transfer control automatically from one job
to the next. In this system, output is usually printed on a line printer. The problems with Batch
Systems are as follows:

« Lackofinteraction between the user and the job.

« CPUisoftenidle, because the speed of the mechanical /O devices is slower than the CPU.

» Difficult to provide the desired priority.
In this execution environment, the CPU is often idle during the I/O operations. It is because speed

of /0 devices is slower than CPU, Even a slow CPL can work in this system. The introduction of
disk technology has helped in this regard. Cards are read directly from card reader and stored on
the disk. When a job is executed, operating system provides the input from the disk, which was
stored from punch cards. Similarly. when the job requests the printer. the output is written into the
disk. When the job is completed, output 15 actually printed. This form of processing is called
Spooling (Simultaneous Peripheral Operation Online)

CPU | > Printer

Fig: 5.3 Spooling in Batch Processing System
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Thus, spooling technigue overcome the problems in simple batch processing: because the speed
of disk is faster than the input/output devices. In spooling afier completion of execution of one
program, CPU has not to wait for the slow speed input device to feed next job.

5.2.2 Multi-Programming Operating System:

Multiprogramming refers to keeping several programs in different parts of the main memaory at
the same time and executing them concurrently, The CPU switches from one program to another
program instantaneously. Since the speed of CPL is much faster than that of 1O operations. When
one program is busy with I/O operations, CPU's time is allocated to another program instead of
remaining idle. Hence, in multiprogramming system, when one program is waiting for /O
transfer, there is another program ready to use the CPU. A simple example of multiprogramming
is given in the following figure:

Main Memory

Program A

—"| Program B

Program C

Fig:5.4 Multi-Programming System

Secondary Storage

In the fig:5.4, After using CPU, Program A is busy in writing its output on the secondary storage,
while at the same time, program B is utilizing the CPU, and program C is waiting for CPU to
become [ree. Thus, in multi-programming system, CPU switches [rom one program to another
program that resides in the main memory. In this system, the idle time of CPU is less than the non-
multiprogramming systems. Multiprogramming systems also provide the facility for setting
priorities for the programs residing in main memory.

5.2.3 Time-Sharing Operating Systems:

The principal method of a time-sharing system is to provide direct access to the computer to a
large number of users, This is accomplished by providing a separate terminal to each user. A
terminal is an access point to a remote machine which usually consists of 'O Devices without
having its own CPL. All these terminals are connected to the main computer system. Thus, a
time-sharing system has many terminals linked to the same computer at the same time.

Each user has at least one separate program in memory. A time-sharing operating system uses
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CPU scheduling and multiprogramming technigues. A little time of CPU is given to each user's
program in this system in a circular way. This little CPU time given to each user is known as TIIﬂ.IBI
Slice or Time Quantum, which ranges between 10 to 20 milliseconds.

Muain Memuory

Time Sharing Supervisor

User 1
User2

o=

User N cru

Fig: 5.5 Time - Sharing System
As the system switches rapidly from one user to the next user, each user in multiprogramming|
system feels as if he is working on his own computer but actually one computer i1s shared by manyl
users. |
Advantages of Time-Sharing Svstem: |
l. Reduces CPU idle time. |
2. Reduces the output of paper.

3. Avoids duplication of software. |
4, Quick Response, 1.¢. turnaround & response time is negligible. I
Disadvantages of Time-Sharing System: |
1. Large main memory is required for user programs. |

2. Itrequires CPU scheduling technigues.
3. Memory management is required. !
4. Question of security and Integrity of user programs and data. I
I
I

§.2.4 Multi-Processing Operating System:

Multiprocessing system 18 used to describe interconnected computers, with two or more CPUs,
These systems have the ability to simultancously exccute several programs. In such a system)
instructions from different and independent programs can be processed simultaneously byl
different CPUs, or the CPUs may simultaneously execute different instructions from the samg
program. The basic organization of a typical multiprocessing system is shown below:

Fig: 5.6 Basic Organization of Multiprocessing System

I

- |

|

11O Processors /O Processors |
i i |
/O Devices 1/0 Devices :

|
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Multiprocessing system are of two types-Tightly Coupled Systems and Loosely Coupled
Systems. In tightly coupled systems, there is a single primary memory, which is shared by all the
processors, On the other hand, in loosely coupled systems, cach processor has its own local
memory. Tightly coupled systems are known as Parallel Processing Operating Systemswhile
loosely coupled operating systems are known as Distributed Operating Systems.
Advantages of Multiprocessing:
. It mproves the performance of computer systems by allowing parallel processing of
programs.
2. It provides a built-in backup. If one CPU breaks down. the other CPU automatically takes
over the complete workload until repairs are made,
Disadvantages of Multiprocessing:
I.  Alarge main memory is required.
2. Averysophisticated operating system 1s required to schedule balance.
3. Suchsystems are very expensive.

5.2.5Network Operating System:
A Netwaork Operating System runs on a server. This Operating System provides the capability to
manage data, users, groups, security. applications, and other networking functions. The primary
purpose of the network operating system 15 to allow file sharing and printer access among
multiple computers in a network. Examples of network operating systems are: Microsolt
Windows Server 2003, Microsoft Windows Server 2008, UNIX, Linux, Mac OS X, Novell
NetWare etc.
Advantages of Network Operating Systems:

« Centralized servers are highly stable

o Security 1s managed by server

» Remote access to servers is possible from different locations and types of systems.
Disadvantages of Network Operating Systems:

« Highcost ofbuying and running a server.

« Dependency on a central location{server) for most operations.

» Regular maintenance and updates are required.
5.2.6 Real Time Operating Syvstem:
A real-time system is defined as a data processing system in which the time interval required to
process and respond to inputs is so small. The time taken by the system to respond to an input and
display of required updated information is termed as the response time. So, in this method, the
response time is very less as compared to online processing.
Real-time systems are used when there are rigid time requirements on the operation of a
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processor or the flow of data. A real-time operating system must have well-defined, fixed time
constraints, otherwise the system will fail. Real-time operating systems are used to control
machinery, scientific instruments, medical imaging systems, industrial control systems, weapon
systems, robots, air traffic control systems etce,

S53SINGLE USERAND MULTIUSER OPERATING SYSTEMS

A Single-User Operating System is a system in which only one user can access the computer
system ata time. In other words, it supports one user at a ime. However, it may support more than
one user-profiles. Single keyboard and single monitor are used for the purpose of interaction. The
most common example of a single user operating system is a system that is found in a typical
home computer. Examples of Single User Operating Systems are — MS DOS, Windows 95,
Windows NT. Windows 2000, etc,

Tarminal 1

Computer System
Uzerl iE Useri =

Single User System Multi-User System

Fig: 5.7 Single-User and Multi-User Systems

On the other hand, A Multi-User Operating System is a system that allows more than one user to
access a computer system at one time. Generally, anetwork is laid down, so that a computer can be
remotely used. Mainframes and minicomputers work on multi-user operating systems. These
operating systems are complex in comparison to single user operating systems. Each user 1s
provided with a terminal and all these terminals are connected to the main computer. Examples of
Multi User Operating Systems are Mainframes such as IBM AS400, Linux & Unix Distributed
08, etc.
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Following table shows the major differences between these two systems:

Single-User Operating System

1. In these Systems, only one user can access
the computer at the same ime,

. In these System. more than one user can access

a compuler at the same time,

2. A Single User is allocated all the resources
of the computer system.

. All the resources are allocated among multiple

users of the system,

3. As all the resources are dedicated to a single
user, therefore, processing of system is
faster.

. The resources are divided among multiple

users therefore the processing of system is
slower.

4. The Single User Operating systems are
simplistic and easy to design.

. The Multi User Operaling systems are

complicated and difficult to design

5. Types of Single User Operating systems
are;

* Single-User Single-Task systems

* Single-User Multi-Task systems.

. The types of Multi-User Operating System are:

= Time Sharing Operating System
# Distributed Operating System

6. Examples of Single User Operating Systems
are; MS DOS, Windows 95, Windows NT.
Windows 2000, Personal Computers, ete.

" ares Mainframes sachas TAM: AS400. Linix &

Unix Distributed OS, ete.

Table 5.1 Single User and Multi User Operating Systems
S4COMPUTERSECURITY

Computer Security is also known as Cyber Security or IT Security. It is the protection of
computer systems and information from harm, theft, and unauthorized use. So, if we have a
computer, the main objective of computer security is to protect the system's information from any

external or internal harms.
Under computer security, we have various types of attacks like malware attack. denial of

service, man in the middle, phishing. and so on. There can be multiple motives for these attacks,
such as information theft, disrupting business, demanding ransom, etc.

Computer security 15 mainly concerned with three main areas, also known as CIA triads:
» Confidentiality ensures that data exchanged is not accessible to unauthorized users.
» Integrity means that data is protected from unauthorized changes to ensure that it is reliable

and correct.
» Availability means authorized users have access to the systems and the resources they

need.

In simple language, computer security 1s making sure information and computer components are
usable but still protected from people or software that shouldn't access it or modify it.

5.4.1 Computer Security Threats:

A computer security threat refers to any possible malicious attack. These threats can affect the
smooth functioning of our PC. In the present age. computer security threats are constantly
increasing as the world is going digital. The most harmful types of computer security threats are
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mentioned below:

. Malware: Malware 1s malicious software such as viruses, spyware, worms, ransomware
and trojan horses etc. Malware is activated when a user clicks on a malicious link or
attachment, which leads to installing dangerous software. Computer Viruses replicate
itsell and infects the files and programs of our PC and can make them non-functional.
Spyware collects sensitive information like user id. passwords, credit card information
stored in the computer system ete, from a computer system without user's consent. Worms
are malicious programs that make copies of itself to use up our computer hard-disk space.

. Phishing: Phishing is a technique used by cyber criminals to steal
login credentials & financial information of users. Phishing in
unfortunately very easy to execute. Attackers may target victim via
phishing emails. These mails show fake offers to lure users &
encourage them to submit their financial & personal information,
which can be misused by the attacker.

. Rootkit: A Rootkit is defined as a malicious computer software hidden

deep inside a PC and remains undetectable. Attackers can have 'root or

administrative' access to the user's computer using rootkit softwares.

Hence, it is considered extremely dangerous for user's privacy and PC ‘ m ’

users need an anti-rootkit software. |
. Keylogger: Also known as a keystroke logger, keyloggers can track the

real-time activity of a user on his computer. Keylogger runs in the m

background and records all keystrokes made by a user and passes the

information to the hacker. It is also a very powerful threat to steal
people's login credential such as username and password.

These are perhaps the most common security threats that we come across. Apart from these, there
are others like adware, botnet, scarewareand many more. Fortunately, there are ways to protect
ourselves against these atlacks.

5.4.2 How Do We Secure Our Computer?
Computer security threats are becoming relentlessly inventive these days. Internet Security is the
most important aspect that everyone using the internet should understand. For best computer

security, we must follow cerlain guidelines, which are also called Computer Best Practices.
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Following are some important tips that can help us to secure and protect our Information from

various Security threats:

Latest Anti-Malware software: Anti-malware 15 a computer program used to prevent,
detect, and remove malware. An anti-malware software protects the computer from
malware such as viruses, spyware, adware, and worms etc. It scans the system for all
types of malicious software that manage toreach the computer. An anti-malware program
15 one of the best tools to keep the computer and personal information protected, To make
Anti-malware software more effective, we need to update it with latest updates available.
Examples of anti-malware software include: Norton, Quickheal, Kaspersky, Bitdefender
and McAfee etc.

Password protection: Passwords are the most important aspect of various online
accounts. They provide access to online accounts and enable vus to perform various
activities linked with account like shopping, emailing, online transactions ete, Keeping
our password secure is like keeping money secure. Never keep same passwords for
different accounts. Never keep password's that can be guessed. Change passwords
regularly, using a unique combination of numbers, letters and case types.

Apply Latest Updates & Patches: No software installed on our system is perfect for
life. Apply the latest updates & patches to the software. These updates and patches are
made available from time to time by the software manufacturer,

Firewall: A firewall acts as a security guard between the internet and our local area
network. It prevents hackers from attacking our system. Firewall blocks unauthorized
accesstoour PC.

Avoid clicking on email attachments unless we know the source.

Use the internet with caution and ignore pop-ups, drive-by downloads while surfing
Create a periodic system backup schedule to ensure your data is retrievable should
something happen to your computer.

Perform daily full system scans with various types of anti-malwares

Apart from these, there are many other ways we can protect files and our computer system.

Aspects such as encryption and computer cleaners can assist in protecting our computers and its
files.
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( POINTS TO REMEMBER )

10,

Operating system is a System Software which acts as an interface between the user and
the computer hardware, and controls the execution of all kinds of programs.

An operating system interface is used to interact with the computer system. This interface
can be Batch Interface. or CUI (Character User Interface) or GUI (Graphies User
Interface).

Protection refers to a mechanism or a way to control the access of programs, processes, or
users to the resources defined by a computer system.

The users of a batch operating system do not interact with the computer directly.
Multiprogramming refers to keeping several programs in different parts of the main
memory at the same time and executing them concurrently.

A little time of CPU is given to each user's program in the Time-Sharing system m a
circular way. This little CPU time given to each user is known as Time Slice or Time
Quantum.

Multiprocessing system are of two types-Tightly Coupled Systems (Parallel Processing
Operating Systems) and Loosely Coupled Systems ( Distributed Operating Systems).

A real-time system is defined as a data processing system in which the time interval
required to process and respond to inputs is so small.

The time taken by the system to respond to an input and display of required updated
information, is termed as the response time.

A Single-User Operating System is a system in which only one user can access the
computer system ata time,

A Multi-User Operating System is a system that allows more than one user to access a
computer system at one lime,

Computer Security is also known as Cyber Security or I'T Security. It is the protection of
computer systems and information from harm, theft, or unauthorized use.

Acomputer security threat refers to any possible malicious attack.

Malware is malicious software such as viruses, spyware, worms, ransomware and trojan
horses etc.

For best computer security, we must follow certain guidelines. which are also called
Computer Best Practices.

A firewall acts as a security guard between the internet and our local area network. It
prevents hackers from attacking our system. Firewall blocks unauthorized access to our
B
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EXERCISE

Que:1 Multiple choice questions:

L. An operating system is a

a. Terminal b. System Software
¢. Application Software d. Processor
1. refers to keeping several programs in different parts of the main
memaory at the same time and executing them concurrently.
a. Multi-application b. Multi-processing
¢. Multi-programming d. Multi timing
II. The users of does not interact with the computer directly.
a, Batch Processing System b. Time Sharing System
¢. Network Operating System d. Distributed system
V. A acts as a security guard between the internet and our local area
network.
a. Operating System b. Processor
¢. Firewall d. Security Threat

V. GUI stands for
a. Graph User Interface b. Graphics User Interface
c. Graphical User Interface d. None of these

Que:2 Fillin the blanks:
I.  The little CPU time given to cach user in the Time Sharing operating system is known as

11. refers to a mechanism or a way to control the access of programs,
processes, or users to the resources defined by a computer system.

1. is a program that acts as an interface between the user and the computer
hardware.

V. replicate itselfand infects the files and programs of our PC and can make them

non-functional,
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Que:d Write True or False:

I

1.

I1.

V.
V.

In tightly coupled systems, there is a single primary memory, which is shared by all
the processors.

A Multi-User Operating System is a svstem that allows only one user (o access a
computer system at one time.

Confidentiality ensures that data exchanged is not accessible to unauthorized users.
Firewall cannot block unauthorized access to our PC,

Anti-malware is a computer program used to prevent, detect and remove malware.

Quezd Short answer type Questions:

1,
1.
11
V.
W,

What is an Operating System?

Write the name of types of operating systems.

Make a list of the common functions of operating system.
What are Computer Security Threats? Write their names.
Whatis Firewall?

Que:s Long Answer Type Questions:

L.
1.
I
Iv.

Explain various functions of operating system.

Wrile the difference between the Single-user and Multi-user operating systems.
What is Time-Sharing Operating System? Write its advantages and disadvantages.
What is Multi-Processing Operating Systems? Explain,
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Chapter-6"

DESKTOP PUBLISHING

Objectives of this Chapter:

6.1 Desktop Publishing

6.2 Desktop Publishing software

6.3 Word Processing vs Desktop Publishing
6.4 WYSIWYG Feature

6.5 Graphics

6.6 Margins

6.7 Fonts

6.8 Frames and Layers

6.9 Printers

6.1 DESKTOP PUBLISHING

Desktop Publishing: In short DTP is the process of
using a computer and specialised software to integrate
and re-arrange text, images and artwork to produce
documents in any language those are properly
formatted for print or visual display. Desktop
Publishing can be used to create books, magazines,
newspapers, pamphlets and many other kinds of

printed documents.
Desktop Publishing involves the combination of

typesetting (choosing fonts and the text layout),
graphics design, page layout and printing the
document. For Desktop Publishing, all we need is a

computer system, printer and software that can create |

a printable document.

Desktop Publishing began in 1985 with the °

introduction of Aldus PageMaker software and the

Fig 6.1 Desktop Publishing

LaserWriter printer from Apple Computer for the Apple Macintosh computer. The founder of
Aldus Corporation was Paul Brainerd. The ability to create WY SIWY G page layouts on screen
and then print pages at 300 ppi(pixels per inch) resolution was revolutionary for both the
typesetting industry as well as the personal computer industry.
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6.1.1 Definition:

Desktop Publishing is the use of the computer and software to create visual displays of ideas and
information, Desktop publishing documents may be used for personal or commercial printing or
electronic distribution, including PDF, slideshows, email newsletters, electronic books and the
Web.

6.1.2 Features of Desktop Publishing:
Following are some important features of Desktop Publishing:
|. Desktop Publishing enhances appearance for all produced documents.
It generally increases productivity,
Itallows easy customisation ofall kinds of projects.
It also minimized production costs.
It allows to manage presentation as well as contents.

W o el

It handles more graphical elements than a word processor.

Itis a Frame-based application.

A DTP application can be set to automatically restructure other elements around a frame
which has been moved.

6.2 DESKTOP-PUBLISHING SOFTWARE

Desktop Publishing software can turn simple contents into publishable layouts, for things such as

Zollbes BB =

newspapers, magazines, brochures, flvers and books, Finalised layouts can be uploaded onto a
website, exported or printed onto paper. Users can use pre-packaged templates or build pages
from scratch, and can edit individual pages to meet the needs of each project, Desktop publishing
tools may integrate with drawing or photo editing tools and are commeonly used by the user. The
commonly used Desktop Publishing software’s are as follows:

6.2.1 Microsoft Publisher: Microsoft Publisher is a desktop publishing
application from Microsofl, different from Microsoft Word. In Microsoft
Publisher, the emphasis is placed on page layout and design rather than text gl
composition and proofing. Microsoft Publisher lets you work as easily as you do

in Microsoft Word but instead of using tools for text, it 1s using tools for editing
page layouts and visual contents. The first version of Microsoft was released in the year 1991 by
Microsoft.

6.2.2 Adobe Photoshep: Adobe Photoshop is a desktop image editing software
developed by Adobe Inc. It is widely considered as one of the most powerful
image editors in the market. Adobe Photoshop 1s equipped with advanced
features that can fulfil the requirements for a wide range of artistic professionals
and hobbyists. It has amazing photo editing tools that can take a photographer's

pictures to the next level. It uses range from the full-featured editing of large

batches of photos to create digital paintings and drawings.
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6.2.3 Corel Draw: Corel Draw is a vector graphics editing software that is
developed by Corel Corporation. CorelDraw is designed to edit two-
dimensional images such as logos and posters. It is available for both Windows
and MacOS. The initial version of Corel Draw was released in the year 1989

and it was developed by Michel Bouillon and Pat Beirne. The latest version of
Corel Draw is CorelDraw Graphics Suite 2021 and was released in March
2021.

6.2.4 QuarkXPress: QuarkXPress is used by individual designers and large

publishing firms to produce a variety of layouts, from single-page fiyers to the

multimedia projects required for magazines, newspapers, catalogs and others.

Quark X Press is a desktop publishing software for creating and editing complex

page layouts in a WY SIWYG (What You See Is What You Get) environment. It

runs on both MacOS and Windows platforms. The initial version of

Quark X Press was released by Quark. Inc. in 1987 and after five years Microsoft Windows version
was released in the year 1992, The most recent version is Quark X Press 2019,

6.2.5 Adobe Dreamweaver: Adobe Dreamweaver is software for web
development by Adobe Inc, Adobe Dreamweaver is an all-in-one visual
development tool for ereating, publishing and managing websites. It allows
any type of users, from beginners to professionals, from designers to
developers, to easily and conveniently create simple or complex dynamic
websites. It was initially developed by Macromedia in the year 1997, but in the
year 2005, Macromedia was acquired by Adobe Systems in the year 2005.
Adobe Dreamweaver is available for both the platforms, macOS and Windows operating
syslems,

6.2.6 GIMP: GIMP stands for GNU Image Manipulation Program, Itis a freely

distributed program for image processing tasks like photo retouching and image

composition. It has many capabilities. It can be used as a simple paint program, Y
an expert quality photo retouching program, an image format converter etc, It is giMﬂ
used for producing icons, graphical design elements ete.

6.3WORD PROCESSING VS. DESKTOPPUBLISHING
Both word processing and desktop publishing are similar in many ways but differentiate each
other in a number of areas of publication.

6.3.1 Similarities between Word Processing and Desktop Publishing

s Both deals with text that can be formatted.
. Both can work with tables and pictures.
. Both have many similar features like Word Art, Clip Art, and text styles.
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6.3.2 Dilferences between Word Processing and Desktop Publishing

S.No

Word Processing

Desktop Publishing

Word processing  software, sometimes
called a word processor, allows users to
create and manipulate documents containing
text mostly.

Desktop  publishing  (DTP)  software  enables

professional designers to create sophisticated
documents that contain text, graphics, and many
colors,

It is less expensive.

It is more expensive,

A word processor is a Text based Editor.

DTP is a Graphics based Editor.

Word processing is used for general purpose
text editing.

Deskiop Publishing can be a solution for all soris
of projects including text and graphics.

Word processing documents are common
for simple memos, letters, manuscripts, and
TOSUIMES,

Desktop Publishing is used to work on things like
newsletters, magazines, advertisements, and
brochures where layout is important,

In Word Processor, text can be dircetly
entered into the blank page.

In Desktop publisher, the first page is blank and a
text frame must be added to-add text,

It is a kind of software that focuses on the
line-by-line creation of text documents.

It is a kind of software which allows the complex
pages of the given text and graphics,

It cannot handle more of the graphical
elements into it as it has its own limits.

It handles both text and graphical elements.

It helps in changing the shape and siyle of
the characters of the paragraphs.

They are often used to produce physical media
like publications such as books, newspapers,
brochures and magazines, ele.

The commonly used software for the
purpose of Word Processing are Microsoft
Waord, Word Pro, Word Perfect.

The commonly used softwares for the purpose of
Desktop  Publishing are Adobe PageMaker,
Microsoft Publisher, Adobe Photoshop.

6.4 WYSIWYG:

The WY SIWYG stands tor "What You See Is What You Get ™, In pninting and computing. it is a
system that shows vou exactly what the document will look like when you print it. In computers,
laptops, and tablets, the 'print preview' feature is a WYSIWYG application. A WYSIWYG isa
feature in which content (text and graphics) can be edited in a form closely resembling its
appearance when printed or displayed as a finished product, such as a printed document, web
page, or slide presentation.

AWYSIWYG editor or program is one that allows a developer to see what the end result will look
like while the interface or document 1s being created. The first WYSIWYG editor was a word
processing program called Bravo that was invented by Charles Simonyi at the Xerox Palo Alto
Research Center in the 1970s. WYSIWYG is especially popular for desktop publishing. Before
printing something, looking at what it will look like 15 useful if you want to determine what parts
of the document need to be changed. It also helps you determine whether you need to add
anything.
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6.5 GRAPHICS
A graphic is an image or visual representation of an object. Therefore, computer graphics are
simply images displayed on a computer screen. Graphics are often contrasted with text, which is
comprised ol characters, such as numbers and letters, rather than images.
Computer graphics can be either two or three-dimensional,
6.5.1 2D Graphics:
Earlier computers supported only 2D monochrome graphics: those were supported by only black
and white color. Eventually, computers began to support color images. While the first machines
supported only 16 or 256 colors, most computers can now display graphics in millions of colors.
2D computer graphics is the computer-based generation of digital images of two dimensional. 2D
computer graphics started in the 1950s.
2D graphics are widely used in animation and videos. They provide a realistic, but flat, view of
movement on the screen. There are two main types of 2D graphigs:

e  Raster or Bitmap graphics

e« Vector graphics
6.5.1.1 Raster or Bitmap Graphics:
Raster graphics, also called bitmap graphics, is a type of digital PED (RASTER) GRAPHICE

B4

image that uses tiny rectangular pixels, or picture elements,

arranged in a grid formation to represent an image. Bitmap
graphics consist of many tiny dots called pixels. It is possible to

edit each individual pixel by using bitmap graphics software like
Adobe Photoshop. The amount of detail we can draw depends on
the number of pixels per square inch (PSI). Since the computer

has to store information about every single pixel in the image, the

file size ol a bitmap graphics is often quite large. When we resize a bitmap graphice, it tends to lose
its quality.

Digital Photographs or Scanned Images are examples of Raster or Bitmap Graphics. The file
formats such as JPEG, PNG, GIF, BMP and MPEG4 are commonly used Raster Graphics images.
6.5.1.2 Vector Graphics:

Vector Graphics are computer graphics images that are based on vecTor arapmcs

points, which are connected by lines and curves to form polygons

and other shapes. Vector graphics can be resized to any resolution

the vector path: each path may have various properties including

without losing the quality. The points determine the direction of e

values for stroke color. shape, curve, thickness and fill. It 1s

possible to edit each shape object separately, i.e.we can change the

shape. outline type (stroke), fill, size or position of each object

separately, Vector graphic displays were first used in 1958 by the US SAGE Air Defence System
Vector graphics are commonly found today in the SVG (Scalable Vector Graphics), PDF
(Portable Document Format). CDR (CorelDraw File extension) or Al types of graphic file
formats.
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6.5.2 3D Graphics:

3D or Three-dimensional graphics provide realistic views by showing depth of objects thatallows
the viewer to see objects into spaces. We can notice the movement of light and shadows in 3D
Grraphics, This technique helps create 3D objects using shapes and colors. 3D graphics appears
more realistic as they are seen in the real-world (e.g., a building, a person, a caretc.),

3D graphics started to become popular in the 1990s, along with 3D rendering software such as
CAD and 3D animation programs. By the year 2000, many video games had begun incorporating
3D graphics, since computers had enough processing power to support them.

Fig:6.2 Use of 3D Modeling in Virtual Reality

3D modelling is used in Virtual Reality environments to produce realistic scenes. There are many
varieties of files supporting 3D graphics, for example, Wavelront .obj liles and .x DirectX files.
Each file type generally tends to have its own unique data structure.

6.6 MARGINS
A margin is the space between the main content of a page and its edges. The margin helps to define
where a line of text begins and ends. Depending on the requirement, the margin size can be
adjusted. These margins create a frame around the content of the page so that the text does not run
all the way to the edges. The white space along the edges of the document makes the page look
cleaner and the text becomes easier to read. Following figure shows the different types of
Margins:

Margins Guttelijargins
Top Margin

& | =

] =

2| Contents |z —

£ [T

- .
3 —

Bottom Margin

Fig 6.3 Margins
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6.6.1 Gutier Margin

Gutter margin is the margin that 1s added to the binding side of the page when printing. It is an
additional margin added to a page layout for the binding purpose. A gutter margin ensures that
contents of text are not hidden while binding the book. Word processors, like MS Word, typically
allow you to choose whether to position the gutter margin of your document at the top or left of the

page.

6.7 FONTS

A font 15 a graphical representation of text that may include a different typeface, point size,
weight, color, or design. A typeface 1s a set of characters of the same design. These characters
include letters, numbers, punctuation marks and symbols. While most computers come with a
few dozen typefaces installed, there are thousands of typefaces available. The term "typeface” 15
often confused with "font,” rather it 15 a specific size and style of a typeface. Anal, Helvetica,
Cambria, Times New Roman, Anmolipi, Ascesand Verdana are examples of fonts.

Arial

Anial Regular Anial Namow
Anal lalic Arial Narrow Halie
Arial Bold Arial Narrow Bold
Arial Bold Italic Arial Narrow Bold ltalie
Arial Black Arial Rounded MT Bold

Fig 6.4 Typeface (ARIAL) and its Fonts

6.8 FRAMES & LAYERS

Frames are rectangular areas meant for inserting graphies and text. They allow users to place
objects wherever they want on the page. Because text and images are handled in DTP as separate
units, they are placed on the page as frames surrounded by bounding boxes. These frames can then
be changed in size or position using the bounding boxes. Frames allow for complete control of the
page design. Text frames can also be linked to allow text to flow from one column to another or
one page to another. Frames can be a rectangle, an oval. or a polygon. Polygon frames can be
changed to any shape. Frames can contain text, graphics or be empty.
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In Graphics soflware, Layers are the different levels at which one can place an object or image
file. Layers can be stacked, merged or defined when creating a digital image. Layers can also be
used to combine two or more images into a single digital image. In some graphic applications,
such as Adobe Photoshop, GIMP etc. we use layers to work on multiple objects in the image.

6.9 PRINTER
A printer 1s an external output device that 1s used to print documents which may include text
documents. images or a combination of both. A printer is a peripheral machine that takes data
from a computer and generates output on a paper in the form of graphics or text.
There are two types of printers:

e [mpact Printers { Daisy Wheel Printer, Dot Matrix Printer and Line printer)

e Non-Impact Printers (Inkjet Printer, Laser Printer)

6.9.1 Impact printers

These are those printers in which characters or graphics are printed by striking print-head on the
paper. Impact printers have mechanical moving parts to conduct printing. They work by creating
a direct contact between ink ribbon and paper. [t usually forms the print image by striking its pins
on an inked ribbon against the paper. These printers are noisy and yet popular.

The various types of Impact Printers are as follows:

6.9.1.1 Dot-Matrix Printers:

A dot matrix printer (DMP) is a type of printer which uses pins impacting an ink ribbon to
print. These printers are generally considered out-dated, as they cannot create high-quality
prints. However, they have a certain specialty that other printers like inkjet and laser printers do
not have, as they use impact for printing, they can be used to print multiple copies of text at the
same time with the help of carbon copying. Therefore, they are mostly used in places where
multipart forms are required.
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Fig: 6.7 Dot Matrix Printer (DMP) with sample output

The dot-matrix printer uses print heads containing from 9 to 24 pins, These pins produce patterns
of dots on the paper to form the individual characters. The 24 pin dot-matrix printer produces
more dots than a 9 pin dot-matrix printer, which results in much better quality and clear text. The
general rule is: more the pins, clear the characters on the paper. The pins strike the ribbon
individually as the print mechanism moves across the entire print line in both directions, i.e, from
left to right, then right to left and so on. Dot-matrix printers are inexpensive and typically print at
speeds of 100-600 characters per second.

A dot matrix printer s also known as an impact matrix printer.

6.9.1.2 Daisy-wheel Printers:

In order to get the quality of type found on typewriters, a daisy-wheel impact printer can be used.
The daisy-wheel printer appeared in 1972. It is called a daisy-wheel printer because the print
mechanism looks like a daisy: at the end of each “Petal” is a fully formed character which
produces a solid-line print. A hammer strikes a “petal” containing a character against the ribbon
and the character prints on the paper. Its speed is slow, typically 25-55 characters per second.

Paper
Ribbon

Characters
Emposed on
Tip of Arm .+~

Printer s
Mechanism ""*--.--f
Movement otal of 98
Charactars
Fig: 6.8 Daisy Wheel Printer and Its mechanism of Printing

Note: Dot Matrix Printers and Daisy Wheel Printers come under the category of
Character Printers, because these printers print one character at a time.
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6.9.1.3 Line Printers:

Line printers or line-at-a-time printers, use a special mechanism that can print a whole line at
once: it can typically print the range of 1,200 to 6,000 lines per minute. In business, where large
amount of matenal is printed, the character-at-a-time printers are too slow: therefore these users
need line-at-a-time printers to serve the purpose of the business firm. Drum Printer, Chain Printer,
and band printers are examples of line-at-a-time printers.
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Fig: 6.9 Line Printer and its Printing Mechanism
6.9.2 Non-Impact Printers:
These are those printers in which characters or graphics are printed without striking print-head on
the paper. Non-impact printers use a cartridge filled with toner or liquid ink, which allows them to
produce fine-quality images quickly and quictly. The printer cartridges are casily reeyelable,
resulting in environmental benefits as well. Tt is a type of printer that does not hit or impact a
ribbon to print. The various types of Non-Impact Printers are as follows:

6.9.2.1 Ink-jet printers

Ink-jet printers work in the same manner as dot-matrix
printers in the form of images or characters with little dots.
However, the dots are formed by tiny droplets of ink. Ink-
jet printers form characters on paper by spraying ink from
tiny nozzles through an electrical field that arranges the
charged ink particles into characters at the rate of
approximately 250 characters per second. The ink is
absorbed into the paper and dries mstantly, Various colors
of ink can also be used. Fig: 6.10 Inkjet Printer

One or more nozzles in the print head emit a steady stream of ink drops. Droplets of ink are
electrically charged after leaving the nozzle, The droplets are then guided to the paper by
electrically charged deflecting plates [one plate has positive charge (upper plate) and the other has
negative charge (lower plate)]. A nozzle for black ink may be all that is needed to print text, but
full-color printing 15 also possible with an addition of the requirement to print text, three extra
nozzles for the cyan. magenta, and yellow primary colors. If a droplet isn't needed for the
character or image being formed, it is recycled back to its input nozzle. These printers produce
less noise and printin better quahity with greater speed.
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6.9.2.2 Laser printers:

A laser printer works like a photocopy machine. Laser
printers produce images on paper by directing a laser beam
at a mirror which again directs the beam onto a drum. The
drum has a special coating on it to which toner (an ink
powder) sticks. Using patterns of small dots, a laser beam
conveys information from the computer to a positively
charged drum to become neutralized. From all those areas
of drum which become neutralized, the toner detaches. As Fig 6.11; Laser Printer

the paper rolls by the drum, the toner is transferred to the paper printing the letters or other
graphics on the paper. A hotroller bonds the toner to the paper.

Laser printers use buffers that store an entire page at a time. When a whole page is loaded, it will
be printed. The speed of laser printers 1s high and it prints quietly without producing much noise.
Many home-use laser printers can print eight pages per minute, but faster and print approximately
21,000 lines per minute, or 437 pages per minute (if cach page contains 48 lines). When high
speed laser printers were introduced they were expensive. Developments in the last few years

have provided relatively low-cost laser printers for use in small businesses.

6.9.3 Dilference between Impact Printer and Non-Impact Printer:
Following are the common difterences between the Impact and Non-Impact Printers:

Impact Printer Non-Tmpact Printer

1. Characters, graphics are printed on paper | 1. Characters, praphics are printed on paper
by striking. without striking.

2. Printing is done by hammering a metal pin | 2. Printing is done by spraying ink on paper in
or character dye. any form.

3. In Impact Printers, Electro-mechanical | 3. No electre mechanical device is used for
devices are used for printing, printing in case of Non-Impact Printer.

4. Impact Printers are slow in speed. 4. Non Impacts are faster in  speed in
comparison to lmpact Printer.

5. Impact Printers ate very noisy as compared | 5. Non-Impact Printers are silent as compared

to Non-Impact Printers to Impact Printers.

fi. Examples of Impact Printers can be Dol- | 6. Examples of Non-lmpact Printer can be
matrix printers, Daisy-wheel printers and Inkjet printers and Laser printers.
line printers.
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6.9.4 Dilference between Inkjet Printer and Laser Printer
Following are some common differences between Inkjet and Laser Printers:

Inkjet Printer Laser Printer
1. An Inkjet printer uses ink to print| 1. Laser printers uses electromagnetic powder
documents. to print documents
2. lnkjet Printers are compact in size. 2. These printers are large and heavy,

Inkjet Printers print on a wide variety of
paper types.

Laser printers cannot print on paper that's
are heat-sensitive, which limits the types of
papers you can use for printing.

Inkjet Printers are slow in speed as

compared to Laser Printers,

Laser Printers are faster in speed.

Inkjet Printers have smaller paper trays as
compared to Laser printers s0 they may
hold less number of papers.

Laser printers have bigger paper trays so
they may hold more papers.

Inkjet Printers are suitable for printing
for home purposes.

Laser Printers are suitable for offices,

Inkjet Printers used for color and black &
white document printing.

Laser Printers usually print high volumes of
black and white documents.
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Desktop Publishing is the use of the computer and software to create visual displays of
ideas and information.

2. For Desktop Publishing; all we need is a computer system, printer, and specialised
software that can create a printable document.

3. Desktop Publishing can be used to create books, magazines, newspapers, pamphlets and
many other kinds of printable documents.

4.  The commonly used Desktop Publishing softwares are: Microsoft Publisher, Adobe
Photoshop, Corel Draw, Adobe Dreamweaverand GIMP ete.

5. Word processing software, sometimes called a word processor. that allows users to create
and manipulate documents containing mostly text.

6. A graphic is an image or visual representation of an object.

7. A margin is the space between the main content of a page and its edges.

8.  In printing and computing, WYSIWYG is a system that shows you exactly what the
document will look like when you printit.

9. A font is a graphical representation of text that may include a different type face, point
size, weight, color or design.

10.  Frames are rectangular areas meant for inserting graphics and text.

11.  In Graphics software. layers are the different levels at which one can place an object
or image file.

12, A printer is an external output device that takes data from a computer and generates
output in the form of graphics / text on a paper.

13.  InImpact Printers, characters or graphics are printed by striking print-head on the paper
whereas in Non-Impact Printers, printing is performed without striking print-head on the
paper.

14. 3D or Three-Dimensional graphics provide realistic views by showing depth of objects
that allows the viewer to see objects into spaces.

Que:1 Multiple Cheice Questions:

11,

Programs that can be used to create books, magazines, newspapers, flyers, pamphlets,
and many other kinds of printed documents are called?
a. Desk Publishing b. Desktop Publishing
¢. Top Publishing d. Publishing
enables us to see on the display screen exactly what will appear when the
document is printed.
a. WYSWIKI b. WKSWUG
c. WUSIWUG d. WYSIWYG
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are external output devices that take data from a computer and generate
output in the form of graphics / text on a paper.

a. Frames b. Printers
¢. Fonts d. Plotters
are rectangular areas which are meant for inserting graphics and text.

a. Rectangles b. Frames
¢. Structure d. Fonts

15 a visual representation of objects
a. Charts b. Graphics
¢. Frames d. Fonts
Which of the following is not an example of Desktop Publishing Software
a. Corel Draw b. Word Processor
c. GIMP d. Adobe Photoshop

Que: 2 Fill in the banks

I

1.
I11.

V.

V.

I
IL.
11
V.

15 the use of the computer and software to create visual displays of ideas
and information.

A is the space between the main content of a page and its edges.
A 18 a graphical representation of text that may include a different
typeface, point size, weight, colour, or design.
In Graphics software, are the different levels at which one can place an
object or image file.
In  Printers, characters or graphics are printed by striking print-head on the
paper.
Que: 3 Write the Full Forms:
DTP
WYSIWYG
iD
GIMP
DMP

V.

Que: 4 Short Answer type Questions

L.
Il
I1.
V.
V.

What is Desktop Publishing?

Write the name of various types of printers?
What are Margins?

Define Graphics?

What do you mean by the term "WYSIWYG"?

Que: 5 Long Answer type questions

L.
II.

111
EV.

Explain Vector Graphics and Bitmap Graphics?

What 15 Desktop Publishing Software? Write about any two Desktop Publishing
Softwares.

What is the difference between Impact and Non-Impact printers?

Give any six difference between Desktop Publishing and Word Processing Software,
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Chapter-7" MICROSOFT PUBLISHER
Objectives of this Chapter:

7.1  What is Publisher?

7.2  How to start publisher

7.3 Components of the Publisher Window
74  Creating a Publication

7.5 Advertisements

7.6 Award Certificates

7.7  Greeting Cards / Invitation Cards / Compliment Cards
7.8 Envelops

79 Letterhead

7.10 Resumes

7.11 Signs

7.12  Saving Publication

7.13  Printing Publication

7.1 WHAT IS PUBLISHER?
Publisher is an application used to design and produce attractive advertising and promotional
material like pamphlets, letter heads, banners, posters, calendars, invitations and newsletters and
soon. This advertising and promotional material is called a publication.
Publisher enables us to produce quick publications by wsing wizards and design gallery. A
template is the predefined model of publication. We can view the publication on the monitor
exactly the way it would appear when printed. Publisher also helps us keeping track of the colors
used in publications to produce high-quality color output. With the help of publisher, we can
create quick web sites ata minimum cost.
Publisher is a program that helps us to design professional publications such as newsletters,
websites, brochures, catalogues, flyers, signs, postcards, invitations, greeting and business cards,
letterheads, envelopes, business forms, banners, calendars, certificates, and more. Microsoft
Publisher 2010 helps us to create professional-looking publications quickly and easily. With
Publisher, we can create, design and publish professional marketing and communication
materials for print and e-mail. Publisher 2010 allows us to apply built-in templates, our own
custom templates, and to search from a variety of templates available on Office.com. Office.com
provides us a wide selection of popular Publisher templates, including newsletters and flyers.
7.2 HOWTOSTART PUBLISHER?

1. Click on the Start button.

2. Type “Publisher” or “Pub” in search bar

3.  Press Enter key from keyboard.

Or
1. Press Window Key + R from the keyboard, it will open Run Command box,
2.  Type MSPUB in it.
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3.

F Run

Type the name of a program, folder. documernt, ar Inkernet
resource, snd Windows will open it for you,

Cpen: | MSPUE]

Fig: 71 Starting Publisher using Run Command Box

Box.

Now, The Microsoft Publisher window will appears as shown below in the figure.

FEELE

Press Enter Key from the keyboard or Click on OK button of Run Command
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Fig 7.2 Publisher opening window
7.3

COMPONENTS OF PUBLISHER WINDOW

There are three most important components that we should remember as we work

within Publisher 2010. These are:

s The Quick Access Toolbar
» The Ribbon

o  The File Window
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7.3.1 Quick Access Toolbar TR

The Quick Access Toolbar is a customizable toolbar — :h.m q“."'-‘:l'iij'd""." Aeces Tookoa
that contains those commands which we may wantto [ 10 | om 1
use frequently. We can place the quick access toolbar il _":; il v ::mm 1
above or below the ribbon, To change the location of [l | Prtre i
the quick access toolbar, click on the arrow at the end [ ¥ G

of the toolbar and click Show Below the Ribbon. We L i’“: ——

can also add items to the quick access toolbar, simply Bore Commands..

click on any item and it will be added to our toolbar. bbbttt

Fig 7.3 Quick Access Toolbar

7.3.2 Ribbon
The ribbon is the panel at the top portion of the document it has six tabs: Home, Insert,
Page Design, Mailings, Review and View. Each tabis divided into groups.
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=54 = - - i F i Saleet s
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o [T W e [ 2 | A ESE S S | e |' [ sikgri -

tzard 5 “2r Virmgrach agiee | Ligurk

Fig 7.4 Ribbon of Publisher

Arwege tEra

7.3.21 Tabs:
There are 6 tabs in Publisher, in which many options are available. These options are

categorized into different Groups in each tab. To view options of any tab, just click on the
tab name. Here is the list of groups within each tab:

® Home: Clipboard, Font, Paragraph, Styles, Objects, Arrange, Editing

+  Insert: Pages, Tables, Illustrations, Building Blocks, Text, Links, Header &

Footer

e  Page Design: Template, Page Setup, Page Layout, Schemes, Page Background

e Mailing: Start, Write & Insert Fields, Preview Results, Finish

¢  Review: Proofing, Language

¢ View: Views, Layout, Show, Zoom, Window

Note: To view additional options within each Group, click the dialog box launcher

{arrow) at the bottom right corner of each Group.

7.3.3 File Window:
When we click on the File Menu, File Window appears on the screen. As we click on the
options in the File Menu, the screen will change accordingly.
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Fig 7.5 File Folder

Following is the list of available options in the File Menu:

L]

Save: To Save the file

Save As: Allows us to choose a different file type (i.e. PDF, Word)
Open: To browse and open a Publisher file

Close: Closes the file, but keeps Publisher running

Info: Edit Business Information, Run Design Checker, and set Commercial
Print Settings

Recent: Shows the List of our recently used Publisher files
New: To create aNew Publisher File

Print: Print Option

Save & Send: Options for saving and e-mailing the file
Help: Opens the Microsoft Help

Options: Set default options

Exit: Closes Publisher (file and program)

On the bottom right corner of the Publisher Window, we can change our View as well as
zoom inand zoom outusing the slider,

[Em % 50

Fig 7.6 Zoom in Zoom out slider
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7ACREATING APUBLICATION

A publication can be created in many ways. Following are the commonly used
methods to create a new Publication in M5 Publisher;

1. By using Blank layout
2. By using Templates
7.4.1Creating a publication using Blank Layoul:
Following are the steps to start with a Blank publication:
1. Click the File Menu, and then click New.
2. Click on theBlanklayout publication.

R Pl waialt P i 5]
Gow sk PeieDeion Webam Redes  Wew

Raailalin Tani 1100

S e el - . Toe e f= Sae e o g el 1
Brame

1= 8

Wimw A Rk i I-h.'u-l!-'a- Py Tenpi ey
Penrall Londbeapmi Fageloes

Fig 7.7 Blank layout publication

Note: We can choose the desired size of Blank publication by clicking More Blank Page
Sizes from the New Publication screen or even we can also customize the size as per
our requirement.

Now, we can create a publication with our own specifications. We can also add the
objects to the blank Layout like text, picture, word art and auto shapes etc. The blank
layout window is shown as below:

O e " P T . =y "
h. e | i epileapi | Malea;  Arks e & J
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L
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Fig 7.8 Blank Publication window
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After creating a publication, save the publication by clicking on Saveoption in theFile
Menu. The Save As dialog box appears. Type the name for our publication, select the
folder in which we want to save it, and then click onSavebutton. The publication will be
saved with a .pub extension.
Close the publication by clicking onCloseoption in File menu, A dialog box appears, if
we want to save the changes, then click onYesbutton, otherwise click onNo.
Before exiting Publisher, we should close all the publications, then Click Exit in theFile
Menu or click cross button on the title bar,
7.4.2 Creating a Publication using Templates:
A Template helps us to create a basic publication very easily. The template has a set of
pre-defined design styles that we can use as it is or customize it as per our requirement.
To create a publication using Templates, Select a publication templates under New
option of File Menu. Publisher provides us the following methods to create a
publication using templates:
» InstalledTemplates: These are the built-inor pre-installed templates
e« Online Templates: These templates are available online at Office.com.
Office.com provides a wide range of popular Publisher templates. We have to
download these templates to use them, and it requires Internet.
e« My Templates: These are our own custom templates that we have already
created.
We can create any publication easily with the help of the installed templates available in
Publisher. We can create so many different types of publications like Brochures,
Business Cards, Calendars, Greeting Cards, Labels, Newsletters, Advertisements,
Award Certificates, Banners, Envelops, Flyers, Invitation cards, Letterhead, menus and
resumes etc. To create a publication using pre-installed templates in Publisher 2010, do
the following:
1. OntheFile tab, click New option.
2. Under Available Templates, scroll and find Most Popular or More Templates

Buid Projiabar
s EN H | == ' T
d i (pr @ gy | |
Brochinia Busras Tanli Calaidan Gred | T i Lk Wi i Boni i
M Teaelaley
L B ey () a = .
o = O |EE  5H = e > :
£z L = B e 2 =2 =5 e A
Adwrfnemnrin gt [ o—rry Miure=s Formt Cbmdragn Fre=iml Ireges nipen: Fhyery F Eprificsles  Bapard WorE rwteiiod Canty
Cacchonbas Elenrerty

3. Click the Publication template category that we want to create
4. Select the template design as per choice
5. Click Create button.
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Fig 7.9 Templates

NOTE: We can also search for installed and online templates in Publisher. In the
Search for templates box, type one or more search terms, and then click the arrow
button to search

Customizing the Template: Each template is customizable, Click on a template from the
middle of publisher window. We can change the template colors, fonts and more from
the right side of the publisher window. When we complete customization of selected
template, click on Create button. Our selected publication will get opened and now we
can edit the text boxes, images, and shapes, that have been set up by the template, as
needed.

Now we will discuss some of the common publication types:

7.5 ADVERTISEMENTS:

Advertising means how a company encourages people to buy their products, services or
ideas. Anadvertisement or "ad" for short is anything that draws good attention towards
these things. It is usually designed by an advertising agency. Ads appear on television,
as well as radio, newspapers, magazines etc. Advertising is an audio or visual form of
marketing communication that employs an openly sponsored, non-personal message to
promote or sell a product, service or idea. Sponsors of advertising are often businesses
who wish to promote their products or services.

Advertising is communicated through various mass media, including old media such as
newspapers, magazines, Television, Radio, outdoor advertising or direct mail; or new
mediasuchassearch results, blogs, websites or text messages. The actual presentation of
the message is referred to as an advertisement or "ad". Non-commercial advertisers
include political parties, interest groups, religious organizations and governmental
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agencies. The following figure shows anexample of an advertisement.

Summer |

camp |

Summer camp is |

e Painting being organized in i
* Dance these summer

® Swimming holidays for all age |

e Skating |

groups.

rs daily morning or |
Fun 4 all 2k olymomis

evening as per your |
choice

Near mini e |

market fundooz
Tel: 555 555 5555

Fig 7.10 Advertisement

MS - Publisher offers templates and other tools that help us to create a variety of

advertising publications, including brochures, newsletters, business cards, and
menus.

Various print media used for advertisement are:

7:5:]

Brochures
Mews letters
Banners

Business cards

Brochures

A brochure is an informative paper document often used for advertising that can be
folded into a pamphlet or leaflet. Brochures are promotional documents, primarily used
to introduce a company, organization, products or services to the public. Brochures are
distributed inside newspapers, handed out personally or placed in brochure racks in
high traffic locations. They may be considered as grey literature.

Now-a-days, brochures are also available in electronic format and are called e-brechures.
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They have added benefits of having unlimited distribution and cost savings when

compared to the traditional paper brochures.

The most common types of single-sheet brochures
are:

¢ 'The bi-fold: 1t is a single sheet printed on both
sides and folded into halves. A bi-fold
brochure results in four panels (two panels on
each side)

» The tri-fold: Itis also a single sheet printed on
both sides, but folded into thirds. A tri-fold
results in six panels (three panels on each
side).

Other brochure fold arrangements are also possible:

00, .

1, latter/C tn-fold, 2 gate tri-fold, 3 |
rolifdouble gate fold, 4: ac r:ard_!un =
fold, 5: double (paraliel) fold, §: doubla

right-anala f French fold
|

the accordion or "Z-fold" method, the "C-fold" method, etc. Larger sheets, such as those
with detailed maps or expansive photo spreads, are folded into four, five, or six panels.

Booklet brochures are made of multiple sheets most often saddle stitched stapled on the
creased edge, or perfect bound like a paperback book, and result in eight or more panels.

Fig 7.11Brochure (tri fold)

7.5.1.1 Creating Brochures using MS-Publisher:
Steps to create Brochures in Publisher:
1. Click onFile Tab,

2. Click on New option

3. Now, click on Brochures template category under More Popular templates.
Many pre-installed brochures templates are available in Publisher. Select any one

according to the choice.
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Fig 7.12 Brochures templates

4. Now, we can see many options are available at right side of the Publisher
window for customizing the selected template. Now, customize our brochure
with the help of color scheme, font scheme, page size options and forms.

Fore schemen ;
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Fig 7.13 Customizing Options for Brochures Templates

5.  After changing of color, fonts, size and forms of brochure, click on Create

button.
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We will see the brochure as shown in figure below.
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Fig 7.14: BrochuresTemplate

Now, we can edit our brochure's details and save it as publication.

7.5.2 Newsletters:

A newsletter is a printed report containing news or information of the activities of a
business or an organization that is sent by mail regularly to all its members, customers,

employees or people, who are interested in. Newsletters generally contain one main
topic of interest to its recipients. A newsletter may be considered as grey literature.

E-Newsletters delivered electronically via e-mail and can be viewed as spamming if sent
unsolicited.

7.5.2.1 Crealting Newsletters using MS-Publisher:
Steps to create Newsletters in Publisher
1. Click on the File Tab, then New, and then News letters template category.
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Fig 7.15 Newsletters Templates
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2 Select newsletter design from available templates as per choice and click on
Create button.
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Fig 7.16 Newsletter

Now we can edit our newsletter's details and save it as a publication.

7.53 Banners:

A bannerisa hmg strip of cloth bearing a slogan or design carried in a demonstration,
procession or hang in a public place. Depending on how it is used, a banner can be aflag
or other piece of cloth bearin gasymbol, logo, slogan or other marketin g message.

An online banner is a graphic image that announces the name or identity of a site. An
online banner is typically a rectangular advertisement placed on a Web site's main
content and is linked to the advertiser's own Web site.

7.5.3.1 Creating Banners using MS-Publisher:

Steps to create Banner in Publisher:

1. Clickon the File Tab, then New, and then Banners template category.
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Fig 7.17 Banners Templates
Here, we have many categories of banners such as: Congratulations, Event, Get
well etc. Select Banners design from available templates as per requirement.
3. Click on Create button.
Banner will be shown as given in figure below:
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Fig 7.18 Congratulations Banner
Now we can edit the banner and save it.
7.54 Business Cards:
A small card printed with one's name, occupation, business address, etc. is called a
business card. They are shared during formal introductions. A business card typically
includes the giver's name, company or business affiliation (usually with a logo) and
contact information such as street addresses, telephone number (s), fax number, e-mail
addresses and website, In these days, business cards may also include social media
addresses such as Facebook and Twitter. Traditionally many cards were simple black
text on white stock; today a professional business card will sometimes include one or
more visual design.
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7.54.1 Creating Business Card in Publisher:

L Click on the File Tab, then New
2 Now click on the Business Cards template category. Select any one template
according to our choice. We can customize the selected Business Card using the
options, such as: color scheme, font scheme, business information, page size
options and logo, available at the right side of Publisher window.
3. After setting the required options, click on Create button.
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Fig 7.19 Business Card Templates
4. We will see the Business Card as shown below in the figure. Now, we can change

Business Name or Individual name, Address, Contacts information ete. in the
business card template.
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I'ig 7.20 Business Card
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7.6 AWARD CERTIFICATES:

An award is something given to a person, a group of people, or an organization in
recognition of their excellence in a certain field. An award may be accompanied by
trophy, title, certificate, medal, badge, pin or ribbon.

Certification refers to the confirmation of certain characteristics of an object, person or
organization. This confirmation is often, but not always, provided by some form of
external review, education, assessment or audit.

Certificates of achievement, merit, and honour given to a person can be proved
powerful tools for him when given at the right time and presented in the right way.
Receiving an award certificate gives a person the warm glow of knowing someone took
the time to acknowledge them. And being the person who motivates others can be
rewarding, too.

Award certificates may include: Community Service Award, Great Job, Good
Behaviour or Course Completion. MS Publisher provides many templates for creating
Award Certificates. Figure shown below is an example of certificate of Appreciation
created using MS publisher.

Fig 7.21 Certificate of Appreciation

Various Templates in MS publisher can be used to create this certificate, as shown

below:
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Fig 7.22 Award Certificate Templates

After selecting the required certificate design, edit the color scheme and click on
Create button. Now we can edit the certificate information and saveitasa
publication.

7.7 GREETING CARD/INVITATION CARD/COMPLIMENT CARDS:

A Greeting Card/ Invitation Card/ Compliment Card is a piece of card or high-quality
paper expressing friendship or any other sentiment. Although these cards are usually
given on special occasions such as Bi]"thdﬂ}-’ﬁ, Anniversary, Christmas, Diwali or other
holidays, they are also sent to convey thanks or express other feelings. These cards are
usually packaged with an envelope, come in a variety of styles. There are both mass-
produced as well as handmade versions thatare distributed by hundreds of companies.

L

J [+ T

Fomn
LR, Bl

Greeting Card Invitation Cards Compliment Cards
Fig 7.23 Different types of Cards
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These can also be designed with the help of MS Publisher.

7.8 ENVELOPES:

Anenvelope is a common packaging item. It is a flat paper container with a sealable flap
designed to enclose a flat object, such as a letter, card or document. Traditional
envelopes are made from sheets of paper. They are most commonly used for enclosing
and sending mail (letters) through a prepaid-postage postal system.

Envelope with mailer's address and recipient's address may look like the figure
shown below.

Fig 7.24 Envelop

We can create envelope with Various Templates in MS publisher. After selecting the
required envelope design, edit the color scheme and click on Create button. After that
we can edit the envelope information and saveitas a publication.

7.9 LETTERHEAD:

It is stationery with a printed heading. The heading usually consists of a name and an
address, a logo or corporate design, and sometimes a background pattern. The term
"letterhead" is often used to refer to the whole sheet imprinted with such a heading,.
Many companies and individuals prefer to create a letterhead template in a word
processor or other software application due to lower cost. Such type of Letterhead can
then be printed on stationery or plain paper as needed or it can also be sent
electronically.

781 Creating Letterhead in Publisher:

Here we are creating a Letterhead for an organization using MS publisher. Follow the

steps written below:

1, Click on the File Tab, then New, and then Letterhead template category. Select
any one template design according to our choice,
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Fig 7.25 Letterhead Templates
We can customize the selected Letterhead template using the options, such as:
color scheme, font scheme, business information, and logo, available at the right
side of Publisher window. After changing color, fonts, size and other
information, click on Create option. The letterhead will be shown.
3. Now edit the necessary information as we can see in the figure below and save
the changes.

)
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Frimary Baslasss, Asdiresa
Adavasy Lira 3
A Lire 3
B Lires 4

Pl 535-535-3531
Fax: SES-555-FA58
Fomtamls sapeermr sl Toms e e e

Fig 7.26 Letterhead

710 RESUMES:

A resume provides a summary of our education, work history, credentials and other
accomplishments and skills, There are also optional sections, including a resume
objective and career summary statement. Resumes are the most common document
requested of applicants in job applications. A resume should be as concise as possible.
Typically, a resume is one page long, although sometimes it can be as long as two pages.
Often resumes include bulleted lists to keep information concise.

138 MICROSOFT PUBLISHER




7.10.1 Creating Resumes in M5 Publisher:
To create Resumes in Publisher, follow these steps:

1. Click on the File Tab, then New, and then Resumes template category. Now,
Select any one template according to our choice. We can customize the selected
Resumes using the options available at the right side of Publisher window. After
customizing the selected Resume click on Create button.
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Fig 7.27 Resumes Templates
2. Now edit the necessary information in our resume and save the changes. The

resume will be shown as below.

Fig 7.28 Resume
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7.10.2 Curriculum Vitae(CV):

Like resume, a Curriculum Vitae (CV) provides a summary of one's experience and
skills. Typically, CVs are longer than resumes - at least two or three pages. CVs include
information on one's academic background, including work experiences, degrees,
research, awards, publications, presentations, and other achievements. CVs are thus
much longer than resumes, and include more information, particularly related to

academic background.
NOTE: We can create CVs with the help of M5 Publisher in same way we have
created Resumes above.
711  SIGNS:
A sign is a piece of paper, cloth, wood or any other material which is painted with
pictures or words and which gives some information about a particular place, product,
or event. MS Publisher provides us many types of signs as shown in figure below, We
cancreate any of these sign using publisher.
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Fig 7.29 Signs Templates

712 SAVING PUBLICATION:
There are two basic ways to save our publication:
Use Shortcut Key Ctrl+S to save the publication

OR
Follow these steps:

1. Click on the File Menu Save
2. If we are saving our new file for the first time, Save As Dialogue Box will

appear. Choose folder location where we want to save our file.
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3. T}rpe the name of our puhlicaﬁon file in the File Name field.
4. Click on the Save button.

713 PRINTING PUBLICATION:
There are two basic ways to print your publication.
Use Shortcut Key Ctrl + P to print the publication
OR
Follow these steps:
1. Click on the File Menu Print
2. Print window will appear, set the desired number of copies.
3. Choose any other Print Settings
4. Click Print.
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( POINTS TO REMEMBER |

1n.

1L

12.

13.
14,

15.

Publisher is an application used to design and produce attractive advertising and
promotional material

Atemplate is the pre-defined model of publication.

To open the Microsott publisher, Type “Publisher” or “Pub™ in search bar and press
enter button

Advertising means how a company encourages people to buy their products, services or
ideas.

Brochures are promotional documents, primarily used to introduce a company,
organization, products or services Lo the public.

Now day's brochures are also available in electronic format and are called e-brochures
A newsletter is a printed report containing news or information of the activities of a
business or an organization,

Business Card is a small eard printed with one's name, oceupation, business address ete.
A greeting card/Invitation card/compliment card is a piece of card or high-quality paper
expressing friendship or any other sentiment.

An award is something given to a person, a group of people, or an organization in
recognition of their excellence in a certain field. An award may be accompanied by
trophy, title, certificate, medal, badge, pin or ribbon.

Certificates of achievement, meritand honour given to a person can be proved powerful
tools for him when given at the right time and presented in the right way.

A resume provides a summary of our education, work history, credentials, and other
accomplishments and skills. There are also optional sections, including a resume
objective and career summary statement.

Resumes are the most common document requested of applicants in job applications.

A curriculum vita (CV) provides a summary of one's experience and skills. Typically.
CVs are longer than resumes — at least two or three pages. CVs include information on
one's academic background, including teaching experience, degrees, research, awards,
publications, presentations, and other achievements.

A sign is a piece of paper, cloth, wood or any other material which is painted with
pictures or words and which gives some information about a particular place, product,
orevent,

EXERCISE

Que:1 Multiple Choice Questions:

.

Choose an application vused fo design and produce attractive advertising and

promotional material.
a) Word Processor b) Spreadsheet
¢) Publisher d) Presentation
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Il is the predefined model of publication?

a) Template b) ClipArt
¢) Object d) Style

111, Now-a-days, brochures are also available in electronic format and are
called
a) e-brochures b} m-brochures
¢} t-brochures d) k-brochures

V. is stationery with a printed heading. The heading usually consists
of a name, an address and a logo.
a) Letterhead b} Program
¢) Invitation Card d) Catalogue

V. What are longer than resumes — at least two or three pages?
a) Curriculum vitae (CV) b) Banner
¢} Invitation Card d) Catalogue

Que:? Fill in the Blanks:

[.  Advertising means how a company encourages people to buy their , Services
orideas.

. A is a printed report containing news or information of the activities of
a business oran organization.

1. Business cards are cards bearing business information about a or

V. A resume provides a summary of our . work history, credentials and other
accomplishmentsand skills.

V. 15 the most common document requested of applicants in job
applications,

Que:3 Write True or False:
[ ATemplate is a tool used in Publisher to help us easily create basic publication.
1. Before exiting Publisher, we should not close all the publications.
IIT. Acompliment card is a piece of card or high-quality paper used for promotional purpose .
I'V. Certificates of achievement, merit, and honour given to a person can be proved powerful
tools for him when given at the right time and presented in the right way
V. Brochures are promotional documents, primarily used to introduce a company,

organization, products or services to the public.
Que:4 Short Answer type Questions:
I.  What is Publisher?
Il.  How to start publisher using Run command?
I1I. Define Templates.

IV. Which type of publications can be used for advertisements?
V. What is Banner?
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Que:5 Long Answer type Questions:
[.  Write about the main components of publisher window.
II. How to Print Publication? Write its steps.

M. What arc Advertisements? Explain various print media used for advertisements.

[ Lab .-\L'Ii\'il,\']

Activity 7.1: Prepare “No Smoking” Sign using M5 Publisher Application

No Smoking

Activity 7.2: Prepare a Business Card as shown below:

CTC Enterprise
Phone: 9876543210
Fa: 8876543210
E-mail: someane T example.com
Cost To Cost Selutions
ABC Road.
Mear Dld Grain Market
SAS Nagar Mohali

= .

Cost To Cost

V.K. Aggarwal

Soluiions

Ceabart For uny Tyom of Camputee Werk ol lowest Dot
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Activity 7.3: Prepare a letterhead for vour school as shown below:

GOVT. SEN.SEC. SCHOOL, (PUNJAB) .

A Gowt. Sen. Sec Schoal, Phone: 0123-454.78%
_ Hear Super Markes, Fax: 01 23-456-78%
(ﬂ. h‘ S & ABEC Clry, E-rmall: gmsschooligmall.com

Driset. Sangrur (Funjzb)
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. Appendix - | |

HOWTODOHTMLPROGRAMMING ONLINE?

We can prepare and execute any HTML program online using our favourite browser, without
having any setup on our local machine. There are many websites that provide the online editor for
HTML programming. Following are some of the popular online HTML Editors:

»  hittps://fwww.w3schools.com/tryit/

» https://liveweave.com/

s https://html. house/
»  https://htmlg.com/html-editor/

»  http:/fishin.com/?html output

» https://jsfidd|e.net/
» hitps://codepen.io/pen/

»  hitps://html-online.com/editor/

If we are using any of the Online HTML Editors for creating and editing web pages, then they
implicitly too provide the option to view the output of created/edited HTML document.
Following figure shows the Homepage of w3schools.com with a “Try it Yoursell” butlon. “Try it
Yourself” opens the HTML Editor and Viewer of w3schools:

W P iLop Lk Uirh fatemen W e =

& = O B iriiemes sdsch oo Oy :

WV Tuodshv  Rulernces Esecchams D @ G PoidCourses

HTML Example:

HTML :

TrPE hErle

uhitals
sritl=sHT™L Tureriald/ricle

The language for building web pages

ehlilhis La @ bwmdings /ALs

Lemim HTML ApuTHiE 54 & peragrash . e

Fpr—
Tey i1 Yowraeldl

Fig: A(I) Homepage of w3schools.com with a button “Try it Yoursell”
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| Appendix -1 |

HOWTO DO HTMLPROGRAMMING ONLINE?

We can prepare and execute any HTML program online using our favourite browser, without
having any setup on our local machine. There are many websites that provide the online editor for
HTML programming. Following are some of the popular online HTML Editors:

s https://www.w3schools.com i
* https://liveweave.com/
¢  htips://btml.house/

= https://htmig. html-editor,

. :/{ishin.com mi
* https://isfiddle net/
o h : n.i n

e https://html-online.com/editor/
If we are using any of the Online HTML Editors for creating and editing web pages, then they
implicitly too provide the option to view the output of created/edited HTML document.
Following figure shows the Homepage of w3schools.com with a “Try it Yoursell” butlon. “Try it
Yourself” opens the HTML Editor and Viewer of w3schools:

W P iLop Lk Uirh fatemen W e =

& = O B iriiemes sdsch oo Oy :

WV Tuodshv  Rulernces Esecchams D @ G PoidCourses

HTML Example:

HTML :

TrPE hErle

uhitals
sritl=sHT™L Tureriald/ricle

The language for building web pages

ehlilhis La @ bwmdings /ALs

Lemim HTML ApuTHiE 54 & peragrash . e

Fpr—
Tey i1 Yowraeldl

Fig: A(I) Homepage of w3schools.com with a button “Try it Yoursell™
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By clicking on the “Try it Yourself” button, we can open the online editor and viewer for

HTML coding as shown in the following figure:

[=. L R s W Tl LT (-] o

a O i

Run Button

Retult Stro: G648 ¥ 541

« = u o o8

IUELTYFE hemls

il This is n Heading
cLiiledPape TLLLwa/Llnla

TR This 1 & parngieoh

by

dhiaThuls is & Fpdlegethle
eprThiy L4 parsgraph. dich

« ndys
sivtals

Online HTML

Output Viewer
of w3schools

Cnline HTML
Caode Editor of
waschools

Fig: A(ii) "Try it Yourself™ Editor with Output Viewer of w3schools.com

In the lefi part of the above window. we can write/edit our HTML code. After writing or editing
the HTML code, we have to click on the 'Run’ button to view the output of the HTML code. The

output of HTML code will be shown on the right side of the window as shown in the above figure.
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List of Common HTML Tags:

] >

(Appendlx - Iﬂ

For commenting out sections of HTML or placing comments within

HTML.

<IDOCTYPE html=

loading, This tag tells the web browser that we are using Version 5 of
HTML

<a> It is anchor tag which is used to create hyperlinks in HTML.

<abbr= It is an abbreviation tag. It is used to define abbreviations, For example;
<abbr title="Cascading Style Sheets">CSS8</abbr>

<address> It is generally used to include Contact information for the author,

<area> Thus tag establishes areas in an image map. <arca> 15 always used mside of
<map=

<article> The <article> tag is new in HTMLS, This tag can be used to contain blog
entries, forum posts, ete.

<aside> MNew in HTMLS, The <aside> element 1s for making sidebars that are
placed next to the main content

<audio= New in HTMLS. The <audio= tag can be used to place an audio stream
within an HTML document

<h> It iz used to bold the text

<hase> It is used to set a base URL

<blockquete= 1t is used for quoting text from an external source, Typically rendered as
indented text

<hbody> It is used to define the body of the HTML document

<br> It is used to insert a Single line break

<button> It specifies button that can be elicked. Commonly used with forms

<caption> It is used to define the caption of table

<code> It is used to show the program code cxamﬁiii?ﬂ?ﬁﬁf&ﬁil ]

?I:Eatai ist>

IN_E;HI_!'[TML_'STSPE{!ihES predeﬁnedmdma for an -C'inprut:-

=dd>

For description lists. Use with <dt> and <dl>

<del=

Mark text as deleted without actually deleting it. This will typically be
rendered as a strikethrough
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Division or divider tag which is a kind of generic contamner

=dl= Definition or description list used with <dd> and <dt>
<dt= Definition or description Title used in the<dl= list
<em= It is emphasis tag which is used to emphasize text in bold format
<embed> New in HTML5. It is a container for external content
<fieldset> It is used for Group related items in a form
=<footer= The footer of a document, below the main content
<form> “Forms for user iFm:-_ut
<hl= Level | heading, the headline or title of a page
<h2> Level 2 heading, the subtitles of a page
<h3> Level 3 heading
<h4= Level 4 heading
<h5> Level 5 heading
<hf> Level 6 heading
<head> The head section. Used mostly for metadata
<header= Mot to be confused with <head>, <header> typically contains introductory
content and lavout that goes above the body
<hr> It renders as a horizontal line running across the page. This can be used for
separating text.
<html= The roat level tag of an HTML document. All other HTML rags go inside
the HTML tag.
<j= It 15 used to make text italicized
<iframe=> It is inline frame which makes it possible to embed another page within a
page. In HTMLS this is known as nested browsing,
<img> For displaying images on a webpage.
<input> Input is used with various atiributes to create form input elements.
<ins> Useful for denoting text that has been added to an HTML file since the
original version. Updates to a blog post for example.
<kbd> Used for keyboard input.
<label> Far assigning labels to interface elements such as forms.
<legend> | Useful for making forms easier to understand.
<li= This represents a list item with an <ol> (ordered list) or <ul> (unordered

list).
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<link>

Used for linking to external resources. Typically seen in <head=> referming

to an external style sheet,

<main= Mew to HTML3. These tags enclose the main content of an HTML
document.
<map= Used when defining an image map.
<mark> | This is essentially used for highlighting,
<menu= Used for creating various kinds of menus. This is new to HTML 3.1
<menuitem= Specifies actions that can be taken with a menu.
<meta> Used for specifying various meta information about the document. Meta
tags are used within the document <hecad=.
<nav= Used for specifying a navigational region within a document,
<ohject> For embedding objects within a document.
<pl= Ordered list (1. 2. 3.). Used with list item <li=.
<pption> Used within the <select> tag to specify an option
' {p-} "It is used to define pamgrapfus
<pre> For preformatted text. This can be useful for demonsirating code, especially
if there are multiple lines.
<= Quote from some souree,
<g> For marking up text that is no longer relevant, applicable. or accurate.
<samp= Sample output one might get from a particular compuier program,
<seript> Seripts inside of an HTML document are enclosed in the seript tags,
<section> A nonspecific means of breaking up content within a webpage into
sections.
<select> Used with <eption™ for sclecting a particular option.
<small= Typically used for small print. Useful for comments within the main
content.
<sOUrce> Used with <audio= and <video> for specifving media source.
<span= Useful for applying styles to or around text, especially inline.
<strong=> " The enclosed text is of strong ihipunance
<style= For declaring style sheets within a document
<sub> For displaying subscript. Useful for math, especially in conjunction with
<§up= (superseript).
<sup> | For displaying superscript, Useful for math, especially in conjunction with
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<sub= (subscript).
<table> For making tables in an HTML page.
<tbody> Groups table rows.
<fd= Table data; this represents a data cell within a table
<template= Declares HTML snippets that can be used later,
<textarea> For multi-line text entry.
<tfoot=> Table footer.
<th> Table header cell.
<thead> Table header row
<time> Specifies the date/time within a document
<title> The title of an HTML document
<tr= A row within a table,
<track= Used to specify text tracks with <audio> and <video=,
<u> It is used to make text underline
=nl= Unordered list. Use with <1i= (list item) to make unordered lists
<var> Defines a variable within the content of an HTML page.
<video> For embedding video within an HTML page.
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( Appendix-111 ]
HTML Coding Solutions for Lab Activities

Activity 2.1:
1. Make a web page which represents the Introduction to HTML (Given under Title 2.2
HTML ofthis chapter)

p Set the background color to skyblue for the entire body of web page.
3 Save the file with “projectd.html™ and view the output of webpage in the web browser.

TS ety = | . el
.mxm\i "...,._f!

HTML Coding for Activity 2.1:

<htmls>

<hiEad>
<title>Introduction to HTML:/titlas

< fhead>
cheedy baoolor="skyblue®™>
Sl »C fonl r_'r.:t-_nr-“g:m.u"')t_z BTML< S il < f il >
fpoal =P justify " HTML was ocreatsd by Tim Berners-Les in 1951. There are lots of
varsion of HTML which are being developed. From an initial version of 1.0 to the
latest version of 5.2, HTML has developed a lot. W3C (World Wide Web Consortium) has
glso maintained standards so that all browsers could have a common standard to
follow. HTMLS has developed a lot with new tags and the support of form elements._</p>
“p oal igrEfjustify ™ -HTML stands for HyperText Markup Language. It is the standard
markup language for creating Web pl.gls A <bhoMarkup< /b language is a computar
language that uses tags (< >) to define elements within a document. These languagas
are used by web browsers to manipulate text, images, and other contents of web pages,
in order to digsplay them on the intermet. It is not a case-sensitive langague.</p>
</body>

< html >
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Activity 2.2:
Make the following webpage using basic tags of HTML that we have discussed in this
chapter:

¥ B gl b « & ik o=

Govt. Sen. Sec. School

Welcome to my school.,

Helle Evervone,

I am a smdent of 10th class. | am smdying m the Gowl, San Sec. School. My School is the most prestigions
school in the citv. My School is a two-storey clean and be silding. With Stwdies, other social and coltura]
__Mgalsuhmpmmmy&chuolealsnnhlgpl&}’gWﬂﬂdmwﬂchwepiwmwdw The clean and
positive atmosphere of our school inspires us to study.

School is the place whers we learn Eo read and woite. 11 is the most crucial place for a
studenk, and Lt helps us to lsarn new Ehings. Tha teachers ars alWays helpflul and tsack us
important things In 1ife, We must slways ba tegular ro school as aissing classea can lead Lo
probizms during exams. Schools teach vs how to be consistent and punctual

HTML Coding for Activity 2.2:

T ||r||-.] 5
<head> <title>HTHL Project l</title> </head>

<body bgoolor="pink">
<hl alignse I’-“Eﬂ-tﬂ'li" ‘Govt, Ben. Sea. Bchool</hl>
<hr><marquac-Welcome to my school..</marquees <hi
‘pe<isHello Everyone/i></bo, <brs
ap allop="justify">I am a student of <h:>10th class</b>. I am studying in the <fuant
facu="Arial" lor="marcon" ><mark>-Bovt. Sen. Bec. Bchool</mark></font>. My Bchool
ig the <u'most prestigious school in the city</u>. My School is a <urtwo-storey
clean and beautiful building</u>. With Studies, other -<ursocial and cultural
activities:/u> also happen in my school. There 18 alse a <blgsbig playground</blg-
in which we play everyday. The < clean and positive atmosphere</u> of our school
inspires us to study.</p>
cpr<tt>Behool 15 the place where we learn to read and write. Tt is the most crucial
place for a student, and it helps us to learn new things. The teachers are always
helpflul and teach us important things in life. We sust always be regular to sachool
a8 misaing classes can lead to problems during exams. Schoola teach us how to be
consistent and punctual< /Tt /o
F oy >

< /html >
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Activity 3.1:
Create a webpage using HTML which shows the following output in the web browser:

&

L

*

B s i BTV

X
4,
5. Spooker

e g d ™ i

Componenis ul'm Compuler Syslvm

Hardwrare

Lriili

Theae are the pliysical compraents of computer svstem. We nan touch thess comporsnts of conypaber sysiem

Softwars
Theas are sl of progrenm 1o perioem o task in e compuier svamn we can ool teach these compeasnis of computer yatam

Exasmples of Hardware Componenls

Monitor
Keyiman]
Alonese
CFL

Pranter

Examples of Software

Windows 10
0I5 Paint

= Moacpad

Waondpad

= BIE Wird
= b5 Excel
= M5 Powerlomi

HTML Coding for Activity 3.1:

</l

<hbmli>

<haad>

cbitlaxldata in HTMI-/title>
</ head>
“hody s

<hdr<font color="red">Components of a Computer System</font></h3x

<dl>
<t rHardware: fdr>

<dd>These are the physical components of computer system. We can touch these
components of computer syabtem, </cds

<di>Software</dL>

<did>These are set of programs to perform a2 task in the computer system. we can
not teuch thege componenta of computer system. </ dd-

< fdl>

<hi><u>Examples of Hardware Components</u></hl>

<ol
<li*Monitor</Lli>
<1i=Keyboard-/ 11>
<li>Moungec/1i>
<1linEbiieflis
<]li=Speaker</1i>
«1i-Printexr</1i>

Llals

<hiz<u>Examplea of Software</u»</hiz

AN
cli>Windowsa 10</1i>
<1i>M8 Paint</11>
<11i-Hotepad</1i>
<li»Wordpad</Li>
<1i>M8 Word</lis
<1i-M9 Preals/lis
<11>M58 PowerPoint</1l1>

<5l

</body>

Lol
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Activity 3.2:
Create a webpage to show the time table of your class as shown below:

— [ O rvmtypin i L1 1 = 8wk )

Time Table of 10th Class

[ i Talels Fan—pin

Lect. No. || Subject Teacher Name
1 [hfath Mr. IToney Kumar
2 Seience _|[Mr. Ram Singh
3 Computer Scicnce Mrs. Chandana
4 Social Study Mrs. Maheshwari
5 Hindi Miss Aruna Datea
Racess
& | Punjabi Mrs. Gagendeep
T |lEnglish [Mr. Joban Smath
& |Elective Sebject M. Harbans Lal

Timwe Tahle for session 2021-22

HTML Coding for Activity 3.2:

<html>
<hoad>
<title>*Time Table Example</title>

</ head>

*’-i:-l:ld]{}

<hl wllyn="center”">Time Table of 10th Class</hl>

<hr>

<table align="center" border="1" widnh="500">
<gaptlon allgn="bottom">Time Table for session 2021-22</captilon>
<ir bgcolur="yellow">=<th>Leat. No.</th><th>Subject:/th><th>Teacher Mame</ih>=</rr>
crrratdslasfporcrdsMathe f telscrds=Me . Honay Humar</td></trs
arrestd>2</tdr<rnd-Solences/rdr<rd-Mr. Ram Singh</td></cr>
ctrrotdr3¢/tdrctd-Computar Science</td><td>Mrs. Chandana</te></tr>
cirr<tdrd</td><rd>8naial Study</tdr<td>Mrs, Mahashwari</tos</trs
streatdsS</nds<tarHindi« /cds<td>Misa Aruna Batra</cds</cr>
<tr bgoolor="pink"><id align="eanter" coclspan="3":>Recass</td></tr>
ctractdr»ba/ tdr<tdrPunjabic/ cds<td»Mre. Gagandesp</td»</itrs
<trr<td>T</tdr<tdrEnglish</tdr»<td>Mr. Johan Smith</td></tr>
crra<tdsBsfrdrerdr-Blactive Subjaot</td><tdsMr. Harbans Lal</td:</crs

</tablex>

t‘f}:u_'!r_i_!r'}

< hkml>
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Activity 4.1:
Create a web page for your school as shown below and save it using “myschool.html™,

|5 it g e T o

B Wy e Wit

Govt. Sen. Sec. School

Welcome o My 5S¢

School iz the place where we lenm bo read and write, [l is the most crucial place foo o stodent, amd il belps 18 fo leam new things. The feachers are always
lelpfiud end wench us maporant duings in lifie We mual nbyays be reguler o schonl & missing ¢lasses ean lead i problems durdng evama Schoals tench us how
i b consistent and punciual

My School is the most prestigious schood in the city, My Schaol is o teo-siorey clean aml beautifiol building, With Sredies, other social and cultural activities
o happen ooy school. Theee i also a big plavground i which we pley everyday. The clean and posithve atmospbere of our schoal meperes us 1o sfudy.

In this web page, you can use any descriptive image of school building. Use the relative address
for inserting image in the web page by placing both the html document (myschool.html) and
image files (school.jpg) at the same location.

HTML Coding for Activity 4.1:

<html>
chead> <titlesMy Behool</title= <fhead>

<body>
chl align="cantar">Govt. Sen. Bec. Bchool</hl>
<shrr<marquec>Walcoma to My School..</marquee> <hr>

op plign="justify">Schosl iz tha place where we learn to read and write, It is the
mo=st oruocial place for a student, and it helps us bto learn new bthings. The teachers
are always helpflul and teach us impertant things in lifa. We must always bea
regular te schoel as missing classzes can lead te preblems during exams. Echeocls
taach us how bt be consistent and punotual</p-

<centerrx<img border="1% src="./sahcol.jpgf></center>

ep =2lilgn="justify "My Sohool is the most prestigious schcol in the oity. My School
is a3 two-storey clean and beautiful building. With Studies, other scocial and
cultural activities also happen in my scheol. There iF alse a big playground in
which we play everyday. The clean and positive atmosphere of ocur school inspires us
to study.</p>

< fbody >
</html>
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Activity 4.2:
Create a web page showing some useful links with local and global resources as shown below:

 Dors ol e T = | | Swinche l.'-\'-_ ' E "3:_.
- ey T R
Some Useful Links for Students

ﬁvSﬂuml
Punjab School Education Board
elunjabSchool
Ashirwid Portal for Scholurships
A
Here, create the links as follow:
. Link My School to the local web page that we created in activity 4.1

(“./myschool.html™)
. Link Punjab School Education Board to its official web site "hitp://www.pseb.ac.in/"
. Link ePunjabSchool to its official web site “hitps://www.cpunjabschool, gov.in/™
. Link Ashirwad Portal for Scholarships to its official web site

“http://scholarships.punjab.gov.in/™
All these links should be opened in the new tab window of the web-browser. Save the HTML
document for above activity (Activity 4.2) with the name “usefulsites.html” at the same location
where we saved “myschool.htm]” document.

HTML Coding for Activity 4.2:

“html >
<head> <title>Usaful Sites</title> </hzad>

<hodys
<hl align="penter">Some Useful Linka for Stodents</hl>
<hrs

<a href=", /myschool.html" targer=" blank":My Schoel</a> <bkrs
<a href="http://www. pseb.ac.in/" target="_blank"=Punjab 2chool Educatien
Boards/ar<brs
<a href="https://wiw.epunjabscheel . gov.ini" targst="_blank"-ePunjabschocl
<favs<hr>
<a href="hitp:/{scholarships,punjab.gov.in/" target="_blank">Ashirwad
Portal for Scholarships</a=<br>
L .f' bl_l-'J'J.' ]

</html >
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Activity 4.3:
Create an * Admission Form™ using HTML-Form as shown below:

| & Bt v s e i ~ B S B~

S Kb o s

Admission Form

Enter Student Mame: | |

Enter Father Name: | |

Salect Gender: O Male ) Female

Enter Address

Exnler Contact Number: | |

Select Class: [Bh W)

Select Eleiive Subjectst O Sansknt O Agriculiure O Dmawing O Physical Education

| SubmitDate || ResetFem |

HTML Coding for Activity 4.3:

<html>
<heads>
ztitle»Admission Form</titls>
< Nisads
<hory>
<hl align="gcenter">Admission Form</hl:
<hr>
<form action="#" method="post">
Entar Studernt Name: <input type="text"> <hr><br>
Enter Father WHame: <inpnt type="text":> <hrechrs
Select Gender: <input Lype-"radie" name-"gender':>Male
zinput type-"radie" namc-"gender":>Female <br:><br>
Enter Address: <textareca rows="2" cols="20":></textarcas<brs<brs
Enter Contact Number: <input btype-"text"> <hra<hrs

Selact Class: <select name="claes":>
coption yvalue="Gth">6th</options
<gphichn val llu—"'?th"".‘-'.i’thﬂ..l"npt ion>
<option value="Bth">8th</option>
zoption value="9th">9th</option>
<gptlan wvalug="10th">10th</option>
<fselecl> <br><br>

Salect BElective Subjects: <input type="checkbox" name-="subject":Sanskrit
<input type="checkbox" name="subject">Agriculture
<input type "checkbox” name "sabject”:Drawing
<imput type="checkbox" name="subject">Physical Education
<hrechr>

<ipput tvpe="submit" valu=="Submit Data">

<input tyvpe="reset" valus="Reset Form">

</ form:=

</hody>

</htmls
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Lab Activity for Typing Practice in English

Exercise 1
asdfg :dkjh asdfg :kjh asdfg Akjh asdfg :lkjh asdfg
asdfg Jdkjh asdfe Jdkih asdfg :lkjh asdfg :lkjh asdfe
asdfg Jdkjh asdfg kjh asdfg Jdkjh asdfg :lkjh asdfg
asdfg  :lkjh asdfg Jdkih  asdfg J1kjh asdfg :kih asdfg
asdfg  :lkjh asdfg :dkjh  asdfg 1kjh asdfg dkjh asdfg
Exercise TI
Ask Fad Alsas Shad Lads Flags Flask
Jag Fag Fall Hash Glad Galls Salad
Jak Had Gaff Dash Gall Flash Slash
Sad Lad Adds Lash Hall Lakhs Dhalls
Dad Asks Alas Dall Fall Glass Shall
Exercise I1]

qwert poiuy gwert poiuy gwert poiuy qwert poiuy  gwert
poiuy  qwert poiuy qwert poiuy qgwert poiuy gwert  poiuy
gwert  poiuy gwert poiuy gwert poiuy qwert poiuy  gwert
poiuy  qwert poiuy qgwert poiuy aqgwert poiuy qgwert poiuy
gwert  poiuy gwert poiuy gwert poiuy gwert poiuy gwert
poiuy qwert poiuy qwert poiuy qwert poiuy qwert  poiuy
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Exercise IV

awergfa Joiupj; awerqgfa Jolupj; awergfa ;oiupj;
awerqgfa :olupj; awerqgfa iolupj; awerqfa :oiupj;
awergfa Joiupj; awergfa ;oiupyj; awergfa ;oiupj;
awergfa ;oiupj; awerqfa ;oiupj; awerqgfa .oiupj;
awergfa ;oiupj; awerqfa Joiupij; awergfa .olupj;
Exercise ¥
Fish Dirks Oldest Apple Grade Falls Kodak
Rails Jaded Dead Usual Sales Filed Legal
Lease Lakes Agile Isles Ahead Larks Roses
Forks Hedge Skill Rupee Grass Would Alpine
Jaded Liked Equip Quail Jokes Asked Walks
Fiddle Saddle Dead Filed Lakes Lease Legal
Exercise V1
azxecvf Ikmnbj azxcvf lkmnbj azxevf Ikmnbj
azxevf Ilkmnbj azxevf lkmnbj azxevf lkmnbj
azxcvf Ikmnbj azxcvf lkmnbj azxevf Ikmnbj
azxcvf Ikmnbj azxcvf lkmnbj azxcvf Ikmnbj
azxcvf Ikmnbj azxcvf lkmnbj azxcvf lkmnbj
Exercise VII
Cat Jack Colour Meither Enemy Boat Calcutta
Mot Have  Joints Calling Voted Very Vineyard
Met Wind Nerves Enlarge Money Move Material
Men Verb Verbal Someone  Marry Give Sterling
Bent Joint Jackets Examine Thousand Cylinder  Assessment
King Carry Jumbled Examined  Struggle Possible Beginning
Zeal  Night Booklet Gracious Grizzled Frequent Meanings
Zero Tonic  Cutting Becoming Zodiacal Exponent Doubtless
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Exercise V111

12345 098767 12345 098767 12345 098767

12345 098767 12345 098767 12345 098767

12345 098767 12345 098767 12345 098767

12345 098767 12345 098767 12345 098767

12345 098767 12345 098767 12345 098767
Exercise IX

Type the following sentences 5times:

1. Lost time Is never regained

2. Get-up early and do your work

3. Today's youth and tomorrow's old

4. Age is a virtue when wisdom is with it.

5. Measure your word before it goes out of you

6. My steps are measured

7. Afriend in need is a friend indeed

8. Children are innocent and should be guided rightly.
9, Our Land has great sages who knew the eternal truth.
10. Truth never fails

11. The Quick Brown Fox Jumps Over A Lazy Dog

Exercise X

Type the following paragraph 10times:

Our fag is tri-colour. SAFFRON is the symbol of sacrifice and a string mind. WHITE is the symbol of
purity, love and peace: GREEN is the svmbol of plenty and joy. We hoist and salute our flag. We are
ready to make sacrifices for our country. We want peace and progress. We want (o be pure.

a0 oo o o Ao o o o o
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Lab Activity for Typing Practice in Punjabi ( AnmolLipi)

oy

ITETCT Y
ITETS U

I

I

I

STETJZS Y
ITET<T Y

I

f‘
i
grgge u f_
f"
f‘

Home Row Exercise - 1

Bresa ;Bawg BFesd ;Baw 8resar ;Bawo 8Resar (®aA0 GFesar
Bresa ;Bang BFesa ;Bawg 8resar ;Baw0 EFesar (sanAg SFesar
BTz ;sawg 8rvsa ;&av 8avsar ;a0 8avsar (sawg 8Fvsar
Bresa ;samg Bresar ;Bawa SRes ;&ana BREsdr (sadg SFesar
BrEsdr ;Bang 8AEsq ;Bard 8rEsdr ;&anAg 8@AEsar (Hang SrEsar

Home Row Exercise - |1

i3

13313

3

ETEW
niETEW
ETEW
nETEW
EOSW (HH3

ST
T
T
T

Second Row Exercise-I11

ITETC
ITETC
ITETC
ITETC
ITETC

3TETT
STETT
3TETT
STETT
3TETT

Second Row Exercise-IV

g€ 3 @ 1. ErT’e" s T 1, _ ®i€ s =T 1_C
gi€ 5 =2't. wigs = t.° =wigs T 1_°
gf€ 5 ® %, ErT’é s 1. " wigs w'¥_
gi€ s =21, wigs = t.  =wigs =T 1_°
gi€ 3 e %_° ErT’é 5 1. wig s w1 °
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Bregszsk
Bregszst
BreagszsE
Bregszstk
Bregszstk

Home Row and Second Row Exercise-V

T f _u#A
T f _u#A
T f _u#A
T f _u#A
T f _u#A

i i o & b

mMiG gen
mMtg g
miG g
mig gEn
miGg gEn

S |

S
i
S
s

g3
g3
€3
-
€3

Home Row and Second Row Exercise-V1

_Bfen s8vee u=Ele 8% wmlwEr wTfsee HTats
HeBre ®8aEn nofse WeER noEBe w89aw FER

S9aA _TEdle Hafs®s | _uTE weBAR T _se niwufse
sBeee @fase G3fu g8fs SaEr  nAdaeEe Bmaw
efeese mleesE usle efsee »Baen ®=CrT m=ats

Home/Second/Third Row Exercise -VII

Bwzoes BAdHOEHA MATEIET BY 'FF
Bmzoes BAdHEHA MATEIET BY 'FF
Bwzoes SAdHOGEH MATEIET BY ‘T
Bwazves BAadHEHA MIATEIET BY 'FF
Bazves BAaHOEIHA MIATEIET BY 'FF

Fourth Row Exercise-VIII

12345 098767 1 # 4% HE * ()
12 345 098767 1 #4% H&E* ()
12345 098767 1 # 4% HE * ()
“12345 098767 1 # 4% HZ * ()
19 34'S 098767 1 # 4% HZ * ()
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Exercise - IX

AfeR L g CES fea™

afufes fas= A3 niftmius Ut

CLEY GOAE royd ELES fasT

el o

gotedfAet Atutg. WA AETs Hates

THBIST wHIaT sTeT yHT HyE

gar €8s niy AT fusat

fipftus Ut fegmar TE3T fooem
Exercise - X

Urret gateafnet ufensr & =vetn ainge 7. AU i € ferr fseert w3 uamdt fesm e

wit §. suste fiw, T. ssee i 9, 57, 8ffes fw &t narerst feg asfentt 5.
gfees ffw w3 A, 99sHIe iy & At-faular s e mifaar Argeema famwme algr o fam
gt eIt avaH I fewrer gRda AN fEeed e 3 39 fa3 <t vamdt fe fsyer sgg A T
fam &1 fe8 39 fa FHT nruet &t-He =t niue fair hise /F &y & res 3§ Uarst €9 39
Aae 7 | fafa feg rreeenie guvé Unrdl gatas &2 (at) f€9 dn a9s ot mates Bussy
gae@erd|
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3.0 Lab Activity for Typing Practice in Punjabi Using

Raavi Unicode Font
Unicode Font - Raavi Key Map

g | e o wod [ o || wm [| == || && || =« |] 1 K | e
* 13 an 33 4 5y & T-4 L lsﬁ l o I == Bickopoee.
_ g || wa W || e rl|| wa UE | W nu pe ([ qe e |
fei g || oo Al e || yu T i3 AL Al L ® & LA
a g s o F e &g K i3 X g = =g |
FhE Chs [3s de Ffo g g h | F [ 13 i 'E 2
[ Z ‘ i ‘.C%'. W Bé. h‘IE ME £ ‘ :.1.| ‘ P T ‘
S-ift f Shift
z e £ H WA o= n mH e . . |
Home Row Lesson without Using Shift Key
_’Vﬁ.& ol oW F fie "GE Tﬂ_|j'a'_"_l€.: LEH T E {"E |
Lans oL = o % e ; Enzar
a. G 8.0 = R ] ] gg o | = e LF i 4 €
s 3aPbPeddbkéddaeadededdebosbaggaed
TiJaedithkesbEdligedgddiduydcaaas e
cd@ oo bagdsadeeRagdocdddgddldagd @
dddiFasdedhbhaosnoagdaddbdeadulb
cabysmzh bbbt oeheamadTe U o9 F
Bogobdgadadodaech aTaITdeassUadeoasd
d¥dgdlRUTIT W wasyfeglldwma=@q.
2 2y g ¢3 21 39 4 3 & 2 2 q¢e B d afedaenfgad Ty 3
ac g wwiesIlugawBig2twlioomizsg?2 23
Q-Eludr:.-:&éﬂLlﬁ.-gﬁ‘!h;{r_’:rﬂiduagqu.—i&hc{gsﬂ
AW AU I T gawRIceaeseRm IS & aa &8 39

f&rdﬂé[gﬂé{fu-;I'gl'cfﬂl'-l'd1uddu;|ﬂﬁxrdxldddgaﬂg'
oy fye lyzq &y caqu fge @24 faud 3y uyaed 2 @02 R ka2 By fue
e o2 foe Q3 foe day 320 (e 302 B2 393 wa da9 fHaw e faed
99 foc Ju 99 foe <hie 9% @92 doc U =A@ A4 I3 Mg fAe I fE
fer 92 930 T@ w990 994 e 9F fae 99w foc (@ =" fagz f2 <=0
fde ddd Ye uda fad f JU tddd cdd Jdd dd ddd dd dual fddd
faag fae o7 31 W fagz 393 fue @99 fer Y99 0= 3o ¥9y ufgws fee
fagz fofe fizgd FE9 uides <39 Yod o9 o« 9UC deed a3 fag uge f3=m

e @ga yue v (32 92 wuc v feg2 da 99 939 428 99 (399 o«

-
U
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Home Row Lesson Using Shift Key

Capn

T
g

kH
k= k

-~ = B O - = ST - - - o S = =~
Bl sgu@yzhe@uuyufesyygayfgagmsd
s s aMEsBE I e RS YE T RENTEHEYT
Hu @I i 38 IBGauwazfesyazhmgafked
FTHM YT UM SEIPIFHS WMyl i aaweuds
Fe @y wuyune P Galiessaeang@Qawasud
PE 3 ER U YUNMBITEUETSEIMETEIESTEEHAYZIS
M E Y 3 e Hesasseullyaa @ augaluyadun

mo oo el

& prdo gn EEE e

&9 gudy fiw G umel Witz zawlt m@we 200 uze 298 &3 438 »ihg
TRe wES HAeR WA weR o5 HIE uE PF PF wbw 0w oty u¥e G5 63
Y 3¢ U fvigy u3e =0 G cowe iy me oewe Go wite oewe &2
yze uel wfts uzs wftz nft® wef w3 =3 @ smum Gear wme & oEnlE
oy 20 w30 weQ sus w=l W@ stw O ffy wel =@ G2 smww R
s vt zeve wy feeey wit ey witm u=ef vy O3 fE meolt ™ g
Wity 4 sede wmEdz w»fbe Uesd vbQr gHe 4af wad O w3l 0¥ m8s
it soHe Haeh wfty uge Oz »fe oHs €3 yae sede oG o HEe suH
6 HE 93 ©% Beed QR um dim B3 senlt wite sEnE senft G3 wike
20 M@y 3 03 yaQ Guoed spue e s wivg iy o8 Gesy wfte ud
BY Hael a0 wef w3 o2 oUw o8 2@ mus 22 w3l e usZe frg witg
Gool 20 mde wifes wifeg wifez e =8 »ft sy fowew senft afe GHs
Sede o Wity FU wHe wue wit wit wift G oty s tw €3 omue uE
& BHS o3 H3Q 23 S5 foeey mlPE Gy wilt G2 sus G Geaw uuy 2fEQy
ad offe »eQ Gy Gisd B3 gde G H3G uch dde Ha #bQ =B U3 soue
fee 2ftQu uz uz wiftg 2fou wy G5 o500 oFw Gu 2y §6 wfEg % omue
o7& H¢ 65 HEcH TH ®es OY Gede oeME w65 duse 6a €Y Gesd =Ea
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1 Row (Upper Row) - Practice Lesson without using Shift Key

oW W [ a7 | T Y2 UsE vu || on Py {‘EI }= |

‘“h g0 w e 27 r £l + o y ® u il i || a2 p :i':]:- vy
s agededaegdadsd 3 VRAga0 AT A
= regw S A al gaagagwd awaweged
BscsgfPadTFdgddedadaasggaddanegz
HFE S s ddtleodad o dags@Rega iTI T e

8 o T FEIPF AT IT e ARE D SR W BH

F o o IATTHFTITIT -8 ATAT 22 2T
Aoz ddigend@aedigsdsdggdgEdg LN
T AT BT adaggPFoddaddTeMEsToeTaI

Hy g9 7 5 F W Iv U U F Fgv TE Ot df vei ¥ o¥w I T
THE TIF FHW 30 wWRW Gog ey vE 9w w gty O 9 dled @

e dﬁ%mﬁaﬂﬁﬁﬂﬂﬁﬁaﬂﬂﬂﬂﬂ'ﬂwwﬁﬁ
gﬁw@ﬁmwmmmﬂﬁﬁﬂ?ﬁaﬂwﬁgwwm
g9 gilns & v gy 3 ¢ U T @ mae § W 3w Ja wrd ol gies
vl alor] el owl wed ggE ewl dw =5 odeg T dle o sEe da 3
9 § ooWs ood 4 d9 o gge 3 wen ® € S8 d 8 o owen W sa
g5+ g8 ov wor dl 98 @ & 9gE 3 @ & Sa dis dv dwg sodl
dig o die de ol 59 oy diF woel g 8 ol of el 9w 3 aar @
dae @8 7w € dl & 9d O el Sgdl # H e 3 OF 39 o4 o5
gd Fadd dide] A A dle Ja oadm H@l @2 g € da da weed J ade
Held € ¢ 2 gdes 3 0 e dde @ da g 4 & 34 deg 9 3
TaT YT @ 9% vy HY dtod | ©F d d0¥ § whg Awd v o3 odl 498
WU dTF T AW g ug Wewt g d Aoy dg qE 3o Foad 98 gue
de dfm 3 e mged H g8 oSz diled waed Sona dws vaeEd wer
g o veH dld g adeEd @ ade Sn dia 3 23 de g owasd T d ol
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1. Row (Upper Row) — Practice Lesson using Shift Key

;
{2

==

[
pH

oW
o4

)
1

UE
ud

7§
£

W
w 5

a
q i

e

ar | opE
ar vE

et

B

TwWw WM B U UESR M ERIER @IUE I WY TY
rewsdHeswesddwes wdesngsgIe
@ dv 83809 rs57 08 3adieuysdeas
s8I W TR ISTUTOgOINI TN T NETT
wr w9 38 @ 3wy s ous @8 uwdowd e uoar oo
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R R TTI  A
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sgggnguwuasysfuesdguwey
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B85 Wy w8vw S0 w90 oo €9 39 oo TEdl o Tes wEE wys G99
w8ew weGH #Gs W we wsm ows w8Tw wd §9F we §99 Tem TE
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2w Row (Bottom Row) — Practice Lessan without using Shift Key

Z x cCE || ¥ B & N & M = .q|;.| L
Chifz Chift
& % 0 Fr WA b= ns m ¥ | L
8] &0 H B . W e ®RHEBCLCCB HALSRH
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or Fa vdl o e f da wer dls wet wer wdt 95 @@ oA A
TAEE Gl s At W od 3 H W Faat W SE # Gt e SavE
g ft 30 e Jv Fa oA 3 W@ 3 9T dF won FOW @

Ig8 9 3 ovE B TR 9 die o 99 99 TR Sig" et sd
gES SH S 89 39 Sondl 5% 9 Sodil g9 © 9 Sadft J wen

Jgs FET EF Wew war dln sder 391 @ o @ od 7 % 9 oFa
T TSt A F AT AT A F A S T W R Iws wer
7 9w § Aol 9 T s weil @ et Jtw @ dfeg @ 9t T oA
Saiddl v AW g8d8 o se wow) ol owdll da o oaige B dadmdl e
o gae 4 94 @ FAd deg @3 g st ade wged d 38w 3 4
A g d @l g g o8 o Yo fogoww 3w 2w
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2»: Row (Bottom Row) — Practice Lesson using Shift Key

z ‘ X CE y ‘ B2 | N E M| « ‘ 5 T ‘
Fift : ; Shift
E ® ol v & b & nE mA o =
! g L |
& P T | B OH V¥ | EE P BH
¥ FEREER | E LLERIL)EE ¥ F P OH & p
g gy LA L I K g | B H P nolos
g8 0 | 08 H £ & F B dH & £ B F 1] il
E T HE B EE | TEEFP || 41 F s T FTHEEEE -
=3 -8 " 1 1 = ¥ o ES B EYT |3 aHaH
Fad v Bl EFRBIZE VE oA =
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3.4 Row (Numeric Row) — Practice Lesson using Shift Key
~oa || tom || @am || wem|| s || ux | e || 11 1] 1 _+|
. LA 2.3 3 il sy ;.5,; 75 i ot || oo B Backspaie
Characters with RIGHT ALT Key
Alt+b Alt + h Alt +k Alt + | Alt+p Alt+T
g [ H ) =] - §
Characters with LEFT ALT Key
Alt | Al | AR | AR | A+ | AR | AR AR | AR | AR | AR
+33 | +34 | £37 | +39 | 0145 | #43 | +47 | +58 | +59 | +63 | +92
] % ' : + f : : ? \
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Appendix -V
COMMONLY USED FULL FORMS

Acronym Full Form

;. ARTIFICIAL INTELLIGENCE
ARPANET © ADVANCED RESEARCH PROJECT AGENCY NETWORK,
BMP :  BITMAP PICTURE
bpi : BITS PER INCH
] . COMPACT DISK
cPU . CENTRAL PROCESSING UNIT
CS85 ¢ CASCADING STYLE SHEET
cul : CHARACTER USER INTERFACE
ome :  DOT MATRIX PRINTER
oos : DISK OPERATING SYSTEM
DRAM :  DYNAMIC RANDOM ACCESS MEMORY
DSL : DIGITAL SUBSCRIBER LINE
DTP :  DESKTOP PUBLISHING
ovD ;. DIGITAL VIDED DISK
COMMERCE : ELECTRONIC COMMERCE
EEPROM : ELECTRONICALLY ERASAELE PROGRAMMABLE READ ONLY MEMROY
EMAIL : ELECTRONIC MAIL
EPROM : ERASABLE PROGRAMMAELE READ ONLY MEMROY
FTP : FILE TRANSFER PROTOCOL
GB t GIGABYTE
GIF . GRAPHICS INTERCHANGE FORMAT
Leli]] :  GRAPHICAL USER INTERFACE
HTHL :  HYPER TEXT MARKUP LANGUAGE
lApP : INTERNET ACCESS PROVIDER
B : INTERMATIONAL BUSINESS MACHINE
: INTEGRATED CIRCUIT
ISOM : INTEGRATED SERVICE 8 DIGITAL NETWORK
ISP : INTERNET SERVICE PROVIDER
:  INFORMATION TECHNOLOGY
JPEG i JOINT PHOTOGRAPHIC EXPERT & GROUP
KB :  KILOBYTE
MB ! MEGABYTE
MIDI : MUSICAL INSTRUMENT DIGITAL IDENTIFIER
MODEM 1 MODULAT O R DEMODULAT oR
MPEG i MOVING PICTURE EXPERT GROUP
MROM :  MASKED READ OMNLY MEMROY
NIC :  NETWORK INTERFACE CARD
PB :  PETABYTE
PC : PERSONAL COMPUTER
PNG :  PORTABLE NETWORK GRAPHICS
POP : POST OFFICE PROTOQCOL
PROM :  PROGRAMMAGLE READ ONLY MEMROY
FLAN : RANDOM ACCESS MEMORY
ROM :_READ OMLY MEMORY
RTF :  RICH TEXT FORMAT
SERP :  SEARCH ENGINE RESULT PAGE
SNTP ¢ SIMPLE MAIL TRANSFER PROTOCOL
SRAM : STATIC RANDOM ACCESS MEMORY
TB : TERABYTE
TGPIP i TRANSMISSION CONTROL PROTOCOL/INTERNET PROTOCOL
ULSI : ULTRA LARGE SCALE INTEGRATED CIRCUIT
UuPs :  UNINTERRUTIELE POWER SUPPLY
URL :  UNIFROM RESOURCE LOCATOR
UsB :  UNIVERSAL SERIAL BUS
VL5I : VERY LARGE SCALE INTEGRATED CIRCUIT
VW :  WORLD WIDE WEB
WY SIWYG :  WHAT YOU SEE |15 WHAT YOU GET
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Appendix - VI
COMMONLY USED SHORTCUT KEYS

(MS WORD)
CirH+A Seleet All
Cirl+B Bold the selected text
Cirl+C Copy the selected contents
| Cirk+D Opens the Font Dialog Box
Cirl+E Center Align text
Cirl+F Find texi
Cu+G Goto line/page no ete.
Cirl+H Replace text
Cirl+l Ltalic the selected text
Cirl+J Justifly paragraph
Cirl+-K Create Hyperlink for the selected text
CirltL. Left Align the paragraph
Cirlt+M | Increase Indent
Cirl+N Create a New File
Cir+O Open Existing File
CirH-pP Print File
Ctri+Q Clear Indents and Tabs
Cir+R Right Align the text
Ctrl+5 Save File
 Cirk-T Increase Hanging Indent
Ctri+U Underline the selected contents
Cir+y Paste the contents from the elipboard
Ctr+W Close File
CtrH+X Cut the selected contents
Cirl+Y Redo the last action (if possible)
Ctr+Z Undo the last operation
Ctrl+1 Single Line Spacing
Cirl+2 Double Line Spacing
Ctrkts 1.5 Line Spacing
Cirl+] Increase Font Size
Cirl+| Decrease Font Size
Cirl+Shili=+C Copy the Formais of selected texi
Cirl+-Shift+V Paste the copled Formats on selected text
¥3 Change Case
F7 Spelling and Grammar Check
Alt+F4 Close Program
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COMMONLY USED SHORTCUT KEYS
(MS POWERPOINT)

Shortent Keys

Used For

Alt+A Goto (he Amimations lab

Alt +F Open the File 1ab menu

Alt + FX ar F12 Open the Save Az dialog box

Alt + G Open the Desipn (ab

Alt+ H o to the Home 1ab

All + K G to the Transitions tab

Alt+N Open the Insert tab

Alt+Q Direets to the *Tell me what vou want to do™ hox
A+ R Go to the Review tob

Alt + 5 Cioy to the Shide Show tab

Alt+'W O to View tab

Alt + X Go to the Add- ins tah

Al +¥ Go to the Help tab

Abi ar FIO T the kev tips to “on or “off”

Cirl + A Select all the objocts on an active slide

Cirl + Al + V Open the Paste Special dinlog box

Cirl+ B Topggle bold on the selected 1ex1

Cirl +C Copy the selected text, object, or sclecied shde
Cirl+ I Duplicate the selected object or a slide

Cirl+ E Center align the sefected text

Cirl+ F Scarch in a presentation or use Find and Replace
Cirl+ T1 Show or hide the ribbon

Cirl+ F2 Print Preview View

Cirl + 1 Tozgle italics on the sclected toxt

Cirl+J Justify the selected text

Cirl + K Insert a hyperlink

Cirl + L Left align the selectod wxt

Cirl + M Insert o new slide

Ctrl+ N Create 2 new prosentation document

Cirl+ O Chpen an existing presentation document

Cirl+ P Annotate using'a Pen tool while playing the slideshow
Cirl+ Q) Save and close a presentation

Ctrl +R Right align the selected text

Cirl+ 5 Save i presentiation

Cirl +1 Diﬁph}l the Foni dia]ug box afier texi or q'rf_l:j:cl 15 selected
Cirl + L Add or remove underline to selected text

Cirl + % Paste the selected text, object, or slide

Cirl + W ar Cirl + Fd

Close a presentation

Cirl+ X

Cut the selected text, ohject, or shide

Cirl+ ¥ Feedo an action

Cirl+ Z Undo an action

Delete Dielete the selected tex, object, or slide
Esc End the slideshow

] Flay the presentation from the starl

F7 Check for spellings

Home G back to the beginning of the slide

N or Page Down

Mowve to the next slide while playing the slideshow

P or Page Up

Retom te the previous shide while playing the slideshow

Shift + F5

Play the presentation from the current shde

MS WORD

*nmw1mmm?mﬁmmmm*m1
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COMMONLY USED SHORTCUT KEYS
(MS EXCEL)

ShorteutKeys =~ | _ Used for | )
Select the entire worksheel. I the cursor is currently placed within a table, |
Cerl +A | press once to select the table, press one more time to select the whole
nnrkshe{-t. |
| Crl + B | Bold Text of Selected Cell/Cells ;
| Cirl + C Copv ﬂlE contents of the selrl.fg:l;_l cells to Cliphoard. :
I Copy the contents and format of the first cell in the selected range into the '
Cirl+ D cells below. If more than one column is selected, the contents of the topmost
. - cell in cach eolumn will be copied downwards.
' | Curl + F | Disp]m the "Find" dialﬂg box.
{ ‘trl + F1 | Show / hide the Excel Ribbon.
{ lrl + {. _ﬂpen the "Go m" ﬂ:alng. Freﬁsing F5 displays the same dialog. .
r trl + N Create a new | wurhhuuh :
Flrl +0 | Open an existing workbook. .
[l + P Open the "Print" dialog.
'l." il +8 | Save the active workbook.
{ trel + T ] "Convert selected cells to a table.
{ trl + ¥ | Paste contents of the Clipboard into the selected cetl{s}
| Corl + W | Close the active workbook. .
| Curl + X Cut the contents of the selected cells to Clipboard. i
| Crl +Y Hepeat (Redo) the last action. it pnssihle '
| Curl + Z Undo last action. ;
| Cerl + 1 Open the "Format Cells" dialog.
{_ wl+” | Toggle between displaying cell values and formulas.
| Ctrl +; | Enter the current date.

| Cirl + Shift +;

Enter the current time

Edit the current cell,

F4

F12

| Home

: Tab

| Ctrl + End

. Ctrl + Home

| Ctrl + PgDown
| Crl + Pellp
ﬂt i ]L!Ili.f
Ftrl + ‘\pacu

Cyele through various combinations of formula reference types, Place the
cursor within a cell and hit T4 to get the needed reference type: absolute,
relative or mixed

Displays the Save as dialog box.

Heturn to the 1st cell of the current row in a worksheet.
Au!u-cumple{e the :I'um:ﬂan name.

Move to the last used cell of the current worksheet

Move to the beginning of a worksheet

Switch to the next wdr:ksheel

Switch to the previous “nrli.'iheﬂt

In cell {-:‘Imng maode, enter a new line [rarnage rEluru‘j into a cell.
'ﬁielect the entire l:n[umn

5 ST S S

{ | Shift+ Space

| Select the entire row.
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