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                 Computer word comes from the Latin word computer which means calculate. Computer is an electronic data processing machine used for a wide range of activities. Computer is a collection of activities instruments (input, output, C. P. U.) which can perform a lot of action. 
FULL FORM OF COMPUTER
· C-  Common
· O-  Operating
· M-  Machine
· P-   Particular
· U-   Used for
· T-   Technology (technical)
· E-   Education
· R-   Research
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              FATHER OF COMPUTER

                   CHARLES BABBAGE
HE INVENTED: – 1. Anagital Engine (1833)
                                      2. Deferential (1822)        
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CHARCTERSTIC OF COMPUTER
· Speed
· Accuracy
· Diligence
· Versatility
· Storage
                SHORT CUT KEYS
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            According to the technology
Analog computer: - Analog computer handle or process information about a physical nature such as temperature, pressure etc.

Digital computer: -Digital computer data process or binary digital (0 or 1).

Hybried computer: - computer can also do some part of employing digital computation and some parts based on analog principle such computers are called Hybried computer.
                     Data processing concept
Input                      Processing                          Output
    The operating systems are of two types
CUI: - Command line or character user interface.
GUI: - Graphical user interface.
               Hardware
The physical component of a computer is called hardware.

 Example: - hard disk, floppy disk, keyboard, printers etc.
               Software
A sequence of instruction given to a computer perform a particular task is called a software or a programmed. The software requires to execute user programmed now as system software. The term software includes both system and user programmed.

Example: - Operating system, Assembler computer, Compiler, Interpreters, Text editor etc.

               Fundamental
· Ms paint

       Program           = untitled 
       Run command = ms paint (open)

       Extension         = .BMP (search)

       Tools               =   16
       Menu              =    6

· Notepad 

    Program               =     untitled 

    Run command     =     notepad

    Extension             =     .TXT 

    Menu                   =       5

· WordPad 

Program             =     document 

Run command    =     WordPad 

Extension            =     .RTF
Menu                   =     6

                Basic
· Microsoft word                   

Program               =       word processing 

Run command     =       WinWord
Extension             =        .DOC
Menu                    =            9

· Microsoft excel              

Program               =       spread sheet 

Run command     =       excel

Extension             =        .XLS
Menu                    =         9

· PowerPoint
Program              =        presentation 

Run command    =        power PNT
Extension            =        .PPT
Menu                   =            9
          Microsoft word
Introduction of Microsoft word: - Microsoft word 2000 is one of word processor. It can be used to create document such as letter, memo, and report or news letter. It has the features like editing a document, formatting; highlight ideas, insert pictures, tables and charts and check for spelling and grammar errors.
        Working with words: - word processing work
               Start of Microsoft

  Start ---program--- Microsoft word
               Bars
·  Title bar 
· Menu bar 

· Status bar 
· Standard bar 

· Formatting bar 

· Ruler bar 

· Drawing bar 

· Task bar 

· Two types scroll bar 

(1) Horizontal bar

(2) Vertical bar

· Minimize bar

· Restore bar

· View bar

          File menu
· New =This command is used to create document.
· Open = This command is used to an open an existing document which has already been created using word
· Close = you can use this to close the document file or you can do so by clicking at x button on the extreme right top of the word document.
· Save = this command is used to give the name to the file and save under that name.

· Save As = this command is used to save the work as different location and different name.

           Edit Menu 
· Undo: -   Reserves the last command or deletes the last entry you typed. To reserves more than one action at a time, click the arrow next to, and than click the actions you want to undo. The command name change to can’t undo if you can not reserves the last action.
· Repeat =Repeat your last command or action, it possible. The repeat command change to can’t repeat if you can not repeat the last action. 
· Cut = Removes the selection from the active document and place it on the clipboard.
· Copy = Copies the selection to the clipboard.

· Paste = Insert the contents of the clipboard at the insertion point and replaces any selection.

· Select All = Select all text and graphics in the active window or selects all text in the select object.

· Clear = Deletes the selected object or text without putting it on the clipboard. This command is available only it can object or text is selected.
· Select all = Select all text and graphics in the active window or selects all text in the select object.

· Clear = Deletes the selected object or text without putting it on the clipboard. This command is available only it an object or text is selected.

· Find = Searches for the specified text and formatting.
· Go to = this command allows you to shift your working cursor to any other place within the document. You can move to a page number, comment, footnote, bookmarks or other location.
      View Menu
· Tool bar: - Words comes with various toolbar. Various toolbar available under this option are: standard, formatting, auto text, clipboard, toolbar, drawing, frames, table borders, and word art, customize.

· Header and Footer: - Header appears on the top of the page and footer appears on the bottom of the page.

· Footnote: - Typically, footnote and end note are used in printed document explain, comment on, or provide reference for next in a document.

· Comment: - You can reviews of your documents can mode annotation on the screen with out changing the document text by typing comments by using this insert comment command.

· Full screen: - It allows you to see your document on the full screen with out the means etc.

    Insert Menu
· Break: - It allows you to insert various types of breaks in your document. As see from the dialog box here. It allows you to put section breaks too.
· Date and Time: - You can insert date   and time in your document using this command.
· Auto Text: - This is not just a single command. It has various options. Using this command you can insert in your document various option of predefined text.
· Cross Reference: - You must have seen the index at the end of the book. Each index refers to the page number, where that entry appears. Also in that index you have items referred with cross-reference too.
· Index and Tables: - This is a multiple command. It allows you to create table of contents, index, and table of figures and tables of authorities.

        Format Menu
· Font: - changes the font and characters spacing formats of the selected text.
· Paragraph: - changes paragraph indents, text alignments line spacing, pagination and other paragraph formats in the selected paragraph.
· Bullets and Numbering: - various styles of bullets and numbering text and outline numbered text can be created using this.
· Borders and shading: - adds border and shading to selected text, paragraph pages, table cells or pictures.
· Tabs: - Sets the position and alignment of tab stops and determines the type of leader character for each tab stop.
· Drop cap: - formats a letter, word or selected text with a large initial “dropped” capital letter. A drop cap is traditionally the first letter in a paragraph and it can appear either in the left margin or dropped from the base line of the first line in the paragraph
· Change case: - using this option you can change the case of the selected text. You can choose the option of having it all caps or in all lower case.
      Types of Change Case
· Sentence case
· Lower case

· Upper case

· Title case

· Toggle case

· Background: - this command allows you to fill up the background of your screen with a color of your choice. Various colors are shown; you just have to click one to apply.
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