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Computer  
A computer is an electronic device, operating under the control of instructions stored in its own 

memory that can accept data (input), process the data according to specified rules, produce 

information (output), and store the information for future use. 

 

History of Computer – 
 Before the invention of Computer, Calculator was introduced. Main difference between 

Calculator and Computer is that Computer can do logical operations and calculators can’t do 

logical operations. ABACUS - Abacus was developed in china in 2600 B.C by some Chinese 

people. The Word Abacus means calculating board. This apparatus used a series of moveable 

beads or rocks. The positions changed to enter a number and again to perform mathematical 

operations.  

The abacus, also called a counting frame, is a calculating tool used for performing arithmetic 

processes. It is made of a bead or stones placed in grooves or strung on rods. Abacus is a Latin 

word that has its origins in the Greek words abax or abakon (meaning "table" or “tablet”).  

Leonardo Da Vinci was credited with the invention of the world’s first mechanical calculator in 

1500. In 1642, Balise Pascal invented Adding Machine. Blasie Pascal’s supporter thinks that 

Mechanical Calculator was introduced by Pascal. Napier’s bones - John Napier was a 

mathematician who became famous for his invention of logarithms. John Napier built device for 

the purpose of multiplication in 1617 A.D. The device was known as Napier’s bones. His bones 

are set of eleven rods side by side products and quotients of large numbers can be obtained. The 

sticks were called bones because they were made of bone of ivory.  

Charles Babbage was known as Father of computer. He invented Two machines. (i) In 1822, 

introduced Difference Engine. (ii) In 1834, introduced Analytical Engine. It was first 

demonstrated in Paris Museum.  

First Digital Computer - ENIAC was the first digital computer. The ENIAC was invented by J. 

Presper Eckert and John Mauchly at the University of Pennsylvania and began construction in 

1943 and was not completed until 1946. It occupied about 1,800 square feet and used about 

18,000 vacuum tubes as a storing device to store data, weighing almost 50 tons. First computer 

with RAM - MIT introduces the Whirlwind machine March 8, 1955, a revolutionary computer 

that was the first digital computer with magnetic core RAM and real-time graphics.  

The first minicomputer - In 1960 Digital Equipment Corporation released its first of many PDP 

computers the PDP-1. The first laptop - First Laptop was introduced in 1981 by Adom Osborne 

and the company "EPSON" manufactured first Laptop.  

The first computer company - The first computer company was the Electronic Controls 

Company and was founded in 1949 by J. Presper Eckert and John Mauchly, the same individuals 

who helped create the ENIAC computer. The company was later renamed to EMCC or Eckert-

Mauchly Computer Corporation and released a series of mainframe computers under the 

UNIVAC name.  

CHAPTER 

1 
INTRODUCTION OF COMUPTER 
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The first multimedia computer - In 1992 Tandy Radio Shack becomes one of the first companies 

to release a computer based on the MPC standard with its introduction of the M2500 XL/2 and 

M4020 SX computers.  

The first Apple computer - Steve Wozniak designed the first Apple known as the Apple-I 

computer in 1976. 

 

Functions of Computers 

A computer performs the following functions − 

Receiving Input 

Data is fed into computer through various input devices like keyboard, mouse, digital pens, etc. 

Input can also be fed through devices like CD-ROM, pen drive, scanner, etc. 

Processing the information 

Operations on the input data are carried out based on the instructions provided in the programs. 

Storing the information 

After processing, the information gets stored in the primary or secondary storage area. 

Producing output 

The processed information and other details are communicated to the outside world through 

output devices like monitor, printer, etc. 

 

Computer of First Generation 
 

ENIAC: - Electronic Numerical Integrator and Calculator  

• • It was first general purpose computer.  

• • Invented by John P. Eckert and John Mauchly in 1946  

• • Vacuum tube was used as a storage device (18000 V.T)  

• • Weight was around 70 tons  

 

EDSAC: - Electronic Delay Storage Automatic Calculator  

• • It was invented by Maurice wilkies in 1949  

 

EDVAC: - Electronic Discrete Variable Automatic Computer (1950)  

UNIVAC: - Universal Advance Computer  

• • It was first commercial purpose computer.  

• • Invented by John P. Eckert and John Mauchly in 1952  
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• • Vacuum tube was used as a storage device (around 28000 V.T)  

 

Units uses in computers to store and process data:-  

Bit: - The full form of Bit is “Binary Digit” or “Binary Integer”. A bit is a single digit number in 

base-2 (‘0 or 1’) and is the smallest unit of computer data.  

4 bit = 1 nibble  

8 bit = 1 byte  

1024 byte = 1 Kilo byte  

1024 Kilo byte = 1 Mega byte  

1024 Mega byte = 1 Giga byte  

1024 Giga byte = 1Tera byte  

1024 Tera byte = 1 Peta byte  

1024 Peta byte = 1 Exa byte  

1024 Exa byte = 1 Zetta byte  

1024 Zetta byte = 1 Yotta byte 
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Basic Application of Computer 
 

Computers play a role in every field of life. They are used in homes, business, educational 

institutions, research organizations, medical field, government offices, entertainment, etc. 

Home 

Computers are used at homes for several purposes like online bill payment, watching movies or 

shows at home, home tutoring, social media access, playing games, internet access, etc. They 

provide communication through electronic mail. They help to avail work from home facility for 

corporate employees. Computers help the student community to avail online educational 

support. 

Medical Field 

Computers are used in hospitals to maintain a database of patients’ history, diagnosis, X-rays, 

live monitoring of patients, etc. Surgeons nowadays use robotic surgical devices to perform 

delicate operations, and conduct surgeries remotely. Virtual reality technologies are also used 

for training purposes. It also helps to monitor the fetus inside the mother’s womb. 

Entertainment 

Computers help to watch movies online, play games online; act as a virtual entertainer in 

playing games, listening to music, etc. MIDI instruments greatly help people in the 

entertainment industry in recording music with artificial instruments. Videos can be fed from 

computers to full screen televisions. Photo editors are available with fabulous features. 

Industry 

Computers are used to perform several tasks in industries like managing inventory, designing 

purpose, creating virtual sample products, interior designing, video conferencing, etc. Online 

marketing has seen a great revolution in its ability to sell various products to inaccessible 

corners like interior or rural areas. Stock markets have seen phenomenal participation from 

different levels of people through the use of computers. 

CHAPTER 

2 

BASICS APPLICATIONS OF COMPUTERS AND ITS 

COMPNENTS 
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Education 

Computers are used in education sector through online classes, online examinations, referring e-

books, online tutoring, etc. They help in increased use of audio-visual aids in the education 

field. 

Government 

In government sectors, computers are used in data processing, maintaining a database of 

citizens and supporting a paperless environment. The country’s defense organizations have 

greatly benefitted from computers in their use for missile development, satellites, rocket 

launches, etc. 

Banking 

In the banking sector, computers are used to store details of customers and conduct transactions, 

such as withdrawal and deposit of money through ATMs. Banks have reduced manual errors 

and expenses to a great extent through extensive use of computers. 

Business 

Nowadays, computers are totally integrated into business. The main objective of business is 

transaction processing, which involves transactions with suppliers, employees or customers. 

Computers can make these transactions easy and accurate. People can analyze investments, 

sales, expenses, markets and other aspects of business using computers. 

Training 

Many organizations use computer-based training to train their employees, to save money and 

improve performance. Video conferencing through computers allows saving of time and 

travelling costs by being able to connect people in various locations. 

Arts 

Computers are extensively used in dance, photography, arts and culture. The fluid movement of 

dance can be shown live via animation. Photos can be digitized using computers. 

Science and Engineering 

Computers with high performance are used to stimulate dynamic process in Science and 

Engineering. Supercomputers have numerous applications in area of Research and Development 

(R&D). Topographic images can be created through computers. Scientists use computers to plot 

and analyze data to have a better understanding of earthquakes. 
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Components of Computer 

Computer systems consist of three components as shown in below image: Central Processing 

Unit, Input devices and Output devices. Input devices provide data input to processor, which 

processes data and generates useful information that’s displayed to the user through output 

devices. This is stored in computer’s memory. 

 

Central Processing Unit 

The Central Processing Unit (CPU) is called "the brain of computer" as it controls operation of 

all parts of computer. It consists of two components: Arithmetic Logic Unit (ALU), and Control 

Unit. 
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Arithmetic Logic Unit (ALU) 

Data entered into computer is sent to RAM, from where it is then sent to ALU, where rest of 

data processing takes place. All types of processing, such as comparisons, decision-making and 

processing of non-numeric information takes place here and once again data is moved to RAM. 

Control Unit 

As name indicates, this part of CPU extracts instructions, performs execution, maintains and 

directs operations of entire system. 

Functions of Control Unit 

Control unit performs following functions − 

• It controls all activities of computer 

• Supervises flow of data within CPU 

• Directs flow of data within CPU 

• Transfers data to Arithmetic and Logic Unit 

• Transfers results to memory 

• Fetches results from memory to output devices 

Memory Unit 

This is unit in which data and instructions given to computer as well as results given by 

computer are stored. Unit of memory is "Byte". 

1 Byte = 8 Bits 
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Computers are commonly used items in many fields in our present world as will be in the future. 

Since the ages of the fathers of computers like Blaise Pascal and Charles Babbage. These 

machines have proven to be very essential or important and significant especially for people who 

run large organizations and industries, but also to the individuals themselves. 

Computers have affected our lives in a great deal in that almost every thing now is either run by 

or made by computers. For instance, in large industries, cars and space exploration devices and 

machines are designed by the use of computers, in hospitals where medical billings, patient 

admittance and other medical equipments are run and made by computers; traffic lights that run 

the city traffic are run by computers. One of the major impacts of computer is communication. 

The level of communication has gone higher through computer as now you can be connected 

with friends and family around the world, many business deals and conference is now made 

through the help of computer. Nevertheless the entertainment world would not have been as 

successful as it is if it weren`t for computers, because movies these days require a lot of 

animations and use of graphics to create effects. So basically the whole universe is a 

computerized universe as it is right now. 

Even back in the late years of 1600 to 1800, the people saw that life was becoming complex and 

so they needed to create something that would help them solve the complex problems and 

mathematics so they wouldn`t have to solve them manually. And so they came up with 

calculators which could only add and subtract mathematical problems. And the more the 

technology grew the more computers became important in their daily lives to the present. 

Computers have changed man a lot. It has helped man to step in to the future. Though computers 

have been said to take away man power, still computers have managed to make the impossible 

possible. 

In the upcoming paragraphs I will be talking about how computers have impacted on different 

fields.  

IN BUSINESS FIELD 

CHAPTER 

3 
BRINGING COMPUTER TO LIFE 
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In today`s life computers have impacted many fields such as the business fields. Many business 

organizations need computer to keep track of accounts, money and other stuff that they need. It 

has been noticed that business people use computers a lot both at their homes and at their 

working places. One may see that these people make pie charts and graphs that they use for 

presentations during business meetings where most of these charts were made by the help of 

computers. The business field uses computers a lot in their activities. Nevertheless, business 

organization now a days use online marketing to advertise and contact with their consumers from 

different parts of the world without direct contact. For instance in www.amazon.com, this is an 

efficient way of business since it does not limit the area of supplies and consumers. It is through 

the use of computers that they are able to perform these activities. 

IN ENTERTAINMENT FIELD 

Another area that computers have impacted is the entertainment area. It has been seen that most 

of the people love science fiction and action movies and those that have neat effects like Matrix 

or Harry Potter. Well the graphics and animations used in those movies were done by computers 

themselves. Most of the movies today use these graphics to make movie effects look realistic. 

For instance in Harry Potter where Harry has to fight dragons and big snakes, all those effects 

look real but they are not realistic and some movies where we see aliens, space ships, monsters 

or flying men. Some movies are even made by computers from top to bottom like toy story and 

wall E. 

Not only movies but also game consoles use computer animations like the Play Station, PC and 

Nintendo. And it has been seen that games made by 3D graphics have been big breakthrough in 

gaming. All thanks to the awesome computer graphics. Even the music industry has been 

impacted in its way. Since music editing and video making all require computers to create effects 

or edit videos. Thus computers have a great deal of effect in the entertainment industry today. 

IN EDUCATIONAL FIELD 

Educational field has been impacted by computers as well in its own way. Like in universities 

computers help students a lot with their assignments and presentations. For instance a student 

had to do a project on World Religions; he would use the encyclopedia to search for information. 

Even when presenting their works like for presentations one would use Microsoft power point 

and writing of essays would require Microsoft word. 

Even teachers themselves use computers as well. They use computers to keep track of grades or 

prepare notes and presentations for their students. Through servers/networks educational 

institutes can share and control resources, by connecting computer devices together which saves 

a lot of time and money. For lecturers it becomes easy when a lecturer is giving a lecture then 

students can just take note rather than printing out pages and pages of notes. Nevertheless e-

learning is also a product of computer`s development. Thus computers have a great deal of 

importance in the educational field. 

IN THE MEDICAL FIELD 
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This is one important field that computer have impacted. Computers help in hospitals and even in 

small pharmacies. Doctors and nurses use computers to make records on medication of patients 

and in what amount so they wouldn`t lose track. But in big hospitals computers are also used to 

keep records of every patient. They also keep records on medical bills and equipments. 

Nevertheless scientists need computers so they could find cures to different diseases that keep 

erupting every day. If it wasn`t for computers these cures wouldn`t have been found. Therefore 

computers are important since they help us maintain our health 

 

IN SPACE EXPLORATION 

Computers have had a great deal of impact in this area. Computers help in designing the right 

kinds of equipments and ships that are used now a days for most exploration. For instance a large 

organization like NASA needs these kinds of machines for space exploration. In space, small 

errors or miscalculations can create serious problems that cannot be easily corrected. Computers 

provide faster and more accurate handling of data, both in planning a mission and in analyzing 

parameters during a mission. Without them, effective space exploration would be nearly 

impossible. This has proven to be successful since everyday huge deal of inventions and 

discoveries from these explorations, like life in mars. And now scientists are trying to find if 

there is another life form on other planets. Computers also help them to solve complex 

mathematics such as from which degree/angle should the rocket be launched, which would be 

quite difficult for humans to calculate. 
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A computer is basically a programmable machine capable to perform arithmetic and logical 

operations automatically and sequentially. It is also known as a data processor, as it can store, 

process, and retrieve data as per the wish of the user 

Data processing involves the following three activities − 

• Input of data 

• Manipulation/processing of data 

• Giving output (i.e. management of output result) 

• In computer system, data is arranged orderly and systematically. 

The term “computer” is derived from a Latin term “compute,” which means ‘to calculate.’ 

Initially, the computer system had been designed to calculate; it was intended to be a computing 

device. However, over a period of time, this device technically advanced; at present, it can 

perform a wide range of desirable works apart from data processing. 

Major Functions of Computer System 

Following are the core functions of a computer system − 

• A computer accepts the command and/or data as input given by the user. 

• A computer follows the instructions and stores the data given by the user. 

• A computer processes the data as per the instructions given by the user. 

• A computer gives the desirable results in the form of output. 

Salient Features of Computer System 

CHAPTER 

4 
FUNDAMENTALS OF COMPUTER 

SCIENCE 
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Following are the salient features of a Computer System − 

• Automation − The operating system of a computer system is automatic, as no human 

intervention is required; simply you need to give the command and then it will do the 

work automatically. 

• Speed − Depending upon the power of the computer, it can perform, it can take Millions 

of instructions per second. 

• Storage − A computer system can store enormous quantity of data in different format. 

The storage capacity of a computer system is normally expressed in terms of Kilobytes 

(KB), Megabytes (MB), Gigabytes (GB), or Terabytes (TB). 

• Accuracy − The accuracy of a computer system is very high. 

• Versatility − A computer system is capable of performing a wide range of tasks. 

• Diligence − A computer neither get tired nor lose concentration. 

• Reliability − As a computer system always gives accurate result; therefore, its reliability 

is very high. 

• Vast memory − A computer system can have a wide range of memory which can recall 

the desired data at any point of time. 

Evolution of Computer System 

The present Computer System has evolved after centuries of efforts from different intellectuals 

who contributed their works during different periods of time. 

Abacus is (most likely) considered as the earlier counting device. 

Let us now read about the innovators who contributed immensely in the development of a 

computer system. 

John Napier 

Napier was a Scottish mathematician who invented logarithms. 

Further, Napier also invented a computing device, which consisted of sticks with numbers 

imprinted on them. Napier named sticks ‘bones,’ as they were made up of bones. 

Blaise Pascal 

Pascal was a French mathematician who invented a machine based on gear wheels, which 

helped greatly in calculation. 

Charles Babbage 
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Babbage was an English Polymath, Mathematician, Mechanical Engineer, Philosopher, and 

Inventor. In 1822, he developed a machine capable to calculate the successive difference of 

expression and prepared a table which helped him in his calculations. 

Lady Ada Lovelace 

Lovelace was an English mathematician, who researched on Babbage’s work. She has given the 

concept that ‘computers can be programmed’. Her work helped a great deal in the advancement 

of computer system. 

 

 

 

John Atanstoff 

With the assistance of Berry, John Atanstoff developed the Atanstoff Berry Computer (more 

popular as ABC) in 1937. It marked the beginning of the development of electronic digital 

computer. 

John Mauchly and Eckart 

In 1947, John Mauchly and Eckart developed the first large scale Electronic Digital Computer. 

It was called the Electronic Numerical Integrator and Calculator (ENIAC). 

Maurice V. Wilkes 

In 1949, Wilkes (at Cambridge University) designed Electronic Delay Storage Automatic 

Calculator (EDSAC). It was the first computer that started its operating system on the stored 

program concept. 

 

 

 

 

 

 

 



JKSSB ACCOUNT ASSISTANT MOST EXPECTED                                          YOUTUBE ID: CAREER SUCCESS 
CAREER SUCCESSS                                                                                           INSTA ID: CAREERSUCESSJAMMU 
OPP SCIENCE COLLEGE CANAL ROAD JAMMU 
 #9419145317                          

 

 

 

 

 

 

 

 

 

 

 

 

 

Hardware 

The term hardware refers to mechanical device that makes up computer. Computer hardware 

consists of interconnected electronic devices that we can use to control computer’s operation, 

input and output. Examples of hardware are CPU, keyboard, mouse, hard disk, etc. 

 

Hardware Components 

Computer hardware is a collection of several components working together. Some parts are 

essential and others are added advantages. Computer hardware is made up of CPU and 

peripherals as shown in image below. 

CHAPTER 

5 
HARDWARE AND SOFTWARE 
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Software 

A set of instructions that drives computer to do stipulated tasks is called a program. Software 

instructions are programmed in a computer language, translated into machine language, and 

executed by computer. Software can be categorized into two types − 

• System software 

• Application software 

System Software 

System software operates directly on hardware devices of computer. It provides a platform to 

run an application. It provides and supports user functionality. Examples of system software 

include operating systems such as Windows, Linux, Unix, etc. 

 

Application Software 

An application software is designed for benefit of users to perform one or more tasks. Examples 

of application software include Microsoft Word, Excel, PowerPoint, Oracle, etc. 
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Differences between Software and Hardware are sorted out below − 

Sr.No. Software Hardware 

1 It is a collection of programs to 

bring computer hardware system 

into operation. 

It includes physical components of computer 

system. 

2 It includes numbers, alphabets, 

alphanumeric symbols, identifiers, 

keywords, etc. 

It consists of electronic components like ICs, 

diodes, registers, crystals, boards, insulators, 

etc. 

3 Software products evolve by adding 

new features to existing programs 

to support hardware. 

Hardware design is based on architectural 

decisions to make it work over a range of 

environmental conditions and time. 

4 It will vary as per computer and its 

built-in functions and programming 

It is mostly constructed for all types of computer 
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language. systems. 

5 It is designed and developed by 

experienced programmers in high-

level language. 

The hardware can understand only low-level 

language or machine language. 

6 

It is represented in any high-level 

language such as BASIC, COBOL, 

C, C++, JAVA, etc. 

The hardware works only on binary codes 1’s and 

0’s.  

7 The software is categorized as 

operating system, utilities, language 

processor, application software, etc. 

The hardware consists of input devices, output 

devices, memory, etc. 
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Input Device 

In computing, an input device is a piece of equipment used to provide data and control signals to 

an information processing system such as a computer or information appliance. Examples of 

input devices include keyboards, mouse, scanners, digital cameras, joysticks, and microphones. 

Input devices help to get input or data from user. Some of input devices are − 

Name Characteristics Image 

Keyboard The keyboard was first peripheral device to be used 

with computers. 

 

CHAPTER 

6 
INPUT AND OUTPUT DEVICES 
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It helps to input text and numbers into computer. 

It consists of 104 keys and 12 functional keys. 

Mouse A mouse is an input device which is also called as 

pointing device because it helps to point data on 

screen. 

It also helps to select, highlight content and drag-

drop controls. 
 

 

 

 

 

 

 

 

 

 

There are few other input devices which help to feed data to the computer. They are as follows 

– 

 

Input 

Devices 

Characteristics Image 
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Trackballs 

A trackball is also a pointing device which will 

work like a mouse. It is mainly used for gaming 

and entertainment purpose. 

 

Digital 

Pens 

A digital pen is another input device which is 

mostly used with tablets, PDAs, etc. 

A digital pen is also called as a Stylus which 

helps to write or draw data over pad. 

 

Scanners Scanners transform printed material and 

photographs into a digital representation. 

After scanning of printed material, page is 

represented in memory as an array of pixels. 

 

Barcode 

Readers 

Barcode reader helps to read information which 

is printed as bars in back of goods or items. 

Barcode readers are most widely used input 

devices which we can see in most of products in 

our day to day life. 
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Voice 

Recognition 

System 

Voice recognition system interprets or receives 

dictation or spoken commands to authorize user. 

 

Touch 

screen 

A touch screen is an input device which uses 

sensors to sense touch of users to get input data. 

 

 

Output Device 

An output device is any piece of computer hardware equipment which converts information into 

human-readable form. It can be text, graphics, tactile, audio, and video. Some of the output 

devices are Visual Display Units (VDU) i.e. a Monitor, Printer, Graphic Output devices, 

Plotters, Speakers etc. 

Output devices help to display output to user. Some of output devices are – 

 

 

 

 

 

 

Output 

Devices 

Characteristics Image 
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Monitor A monitor is most common type of output device. 

It is also called as "Visual Display Unit". 

The inputs given by keyboard or any other input 

devices will get displayed on monitor. 

Cathode Ray Tube (CRT) and Flat panel display 

monitors are commonly used monitors. 
 

Printers Printers are most common type of output devices 

which are used to take a hard copy of any digital 

document. 

The two types of printers are impact and non-

impact printers. 

Non-impact printers such as laser and inkjet 

printers are less noisy, more reliable and faster and 

also offer high quality compared to impact printers. 
 

Sound 

Systems 

Sound systems are output devices which are used to 

get multimedia content such as voice, music, etc., as 

output. Some of examples of sound systems are 

speakers, headphones, and microphones. 

 

 

 

 

 

 

 

 

 

 

 

CHAPTER 

7 

KNOWLEDGE OF MS WORD, MS EXCEL, MS ACCESS, 

MS POWERPOIN, PDF INTERNET AND MAILS 
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Introduction to Microsoft Office Software 

 
Microsoft Office is a set of computer applications mainly used for business or office purposes. 

First introduced in 1990, Office software is made by the Microsoft Corporation. 

 

MS Office helps simplify basic office tasks and improve work productivity. Each application is 

designed to address specific tasks, such as word processing, data management, making 

presentations and organizing emails. 

Microsoft has developed multiple versions of Office that can be supported by different operating 

systems, including Windows, Linux, and macOS. Microsoft Office is also offered in 35 different 

languages. 

Microsoft Office Common Applications 

 
The most common Office applications are Word, Excel, PowerPoint, and Outlook. Other apps 

include Publisher, Access and OneNote. 

Here’s a brief explanation of each of the different apps and what you can use them for: 

Microsoft Word: is a word processor that lets users make and edit text documents, such as 

reports, letters, and résumés and run spell-checks on writing 

Microsoft Excel: is an electronic spreadsheet program that helps you store, organize and 

manipulate data by creating simple to complex spreadsheets 

Microsoft PowerPoint: allows you to visually display information, using anything from basic 

slideshows to professional multimedia presentations 

Microsoft Outlook: is a personal information manager mainly used for emails but that can also 

be used to store calendars and contact information, manage tasks as well as organize meetings 

Microsoft Publisher: is a graphic design app that gives users creating material for marketing or 

publications more options in the layout and design of their documents 

Microsoft Access: is a database management system that allows you to link and use data from 

other sources, manipulate the data you’ve gathered in different ways, as well as create simple 

business applications 

Microsoft OneNote: is a digital alternative to a paper notebook that allows you to create, 

organize and share your notes easily 

Microsoft Office is either available as a package or you can buy stand-alone Microsoft Office 

applications, such as Word or Excel separately. 

 

What is a PDF? 

https://softwarekeep.com/office-apps/word
https://www.techopedia.com/definition/13140/microsoft-publisher
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A PDF is a Portable Document Format file format. The easiest way for us to sum that up, it to 

ask you to envision a folder. Inside that folder are the blueprints to the file, from fonts, and 

graphics to text and more. These elements compose the modern day PDF, and are the core 

building blocks upon which it is built. This file format was “discovered/invented” in the 1990’s 

as a way to share information between users with different computer set-ups. 

Why use a PDF? 

To sum it up, it is a format of document that is easily read by multiple user systems. It is 

independent of operating systems (Windows, Mac, etc), hardware (Dell, HP, Toshiba, etc.) and 

also software. Meaning if you created a PDF on a Dell with Windows, your colleague could read 

it on Mac, without any conversion software, or any troubles. This effectively breaks down the 

barriers to the adversity introduced by different brands hardware, running different operating 

systems & software. 

What are popular uses of PDFs? 

PDF’s are used today in many ways, from a way to archive Government and University data, to 

User Manuals, Invoices and Receipts (and everywhere in-between). PDF popularity has grown 

over the years and its flexibility to create on-the-fly documents, while allowing users to be 

relaxed, or quite strict, on their security is also an appealing option for many users. One of our 

favorite features is the submit functionality, where the developer of the PDF can create a form 

for users to populate, and the form can then be emailed with the click of a button within the form 

itself! 

INTERNET 

Internet is a global communication system that links together thousands of individual networks. 

It allows exchange of information between two or more computers on a network. Thus internet 

helps in transfer of messages through mail, chat, video & audio conference, etc. It has become 

mandatory for day-to-day activities: bills payment, online shopping and surfing, tutoring, 

working, communicating with peers, etc. 

In this topic, we are going to discuss in detail about concepts like basics of computer networks, 

Local Area Network (LAN), Wide Area Network (WAN), concept of internet, basics of internet 

architecture, services on internet, World Wide Web and websites, communication on internet, 

internet services, preparing computer for internet access, ISPs and examples 

(Broadband/Dialup/Wi-Fi), internet access techniques, web browsing software, popular web 

browsing software, configuring web browser, search engines, popular search engines/search for 

content, accessing web browser, using favorites folder, downloading web pages and printing 

web pages. 

 

E MAIL 
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Email allow us to send and receive message. You can attach picture, video, sounds to your email 

messages. Email address can be obtained free or with cost from yahoo, India times, hotmail, 

Gmail etc.  

Note:- In 1971, email address format using @ was created to separate user id and domain name. 

CompuServe became the first service provider to offer ‘email facility to PC users in 1979.  

Folders on Email page:-  

• INBOX:-Contains the received messages  

• Sent/OUTBOX: - Contains the messages you have sent to others.  

• Compose: - This link opens the page where you write the message for sending to others  

• Spam/Bulk: - Unwanted commercial messages.  

• Drafts: - Messages you have created but not sent.  

• Trash: - The received messages-those you have deleted.  

E-Mail address format:-  

fac.manav2010@gmail.com  

fac.manav2010 — user name  

Gmail — host name  

.com — types of domain 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
CHAPTER CONCEPT OF COMPUTER VIRUSES AND 

LATEST ANTIVIRUSES 
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COMPUTER SECURITY AND VIRUS: -  

Security:-“Data or information security is the protection of data against accidental or intentional, 

destruction, disclosure or modification’. Computer data security refers to the technological 

safeguards and managerial procedure which can be applied to computer hardware, software and 

data to ensure that organizational and individual privacy are protected 

.  

COMPUTER SECURITY TOOLS: -  

Firewalls:- Firewalls is a software which is used to protect your system against unauthorized 

access.  

There are several types of firewall techniques:  

• Packet filter:— Looks at each packet entering or leaving the network and accepts or rejects it 

based on user-defined rules. Packet filtering is fairly effective and transparent to users, but it is 

difficult to configure  

• Application gateway:— Applies security mechanisms to specific applications, such as FTP 

and Telnet servers. This is very effective, but can impose performance degradation.  

• Circuit-level gateway:— Applies security mechanisms when a TCP or UDP connection is 

established. Once the connection has been made, packets can flow between the hosts without 

further checking.  

• Proxy server:- Intercepts all messages entering and leaving the network. The proxy server 

effectively hides the true network addresses.  

• Cryptographic Techniques:- It can be used to defined data in transit between systems, 

reducing the probability that data exchanged between systems can be intercepted or modified.  

• Anti-Virus Program:- It is also a software ‘program, developed by programmer. Viruses can 

be cured with Antivirus program. The Antivirus program  perform one or more of the following 

functions:-  

• Prevention  

• Detection  

• Vaccination  

• Identification or  

• Damage control  

• A good antivirus utility is one which checks whether the system has been, infected or not These 

program stop the virus from infecting the system. They do not allow modification or executable 

files. e.g AVG. QUICK HEEL, NORTRAN, ESAT AVIRA, AVAST,KASPERSKY, BIT 

DEFENDER etc. 

  

• Encryption:- It is used to protect the message from the eye of others. It çan be done in several 

ways by switching the characters around, replacing characters with others and even removing 

characters from the message.  

• Pinging:-The ping (Packet Internet Groper) application can be used by potential crackers to 

find if an IP address is reachable, If cracker finds a computer they can try a port scan to detect 

and attack services on that computer.  

8 
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• Honey Pots:- A honey pot is an information system resource whose value lies in unauthorized 

or illicit use of that resource. Or’ in other, word, A honey pot is a computer system on the 

Internet that is expressly set up to attract and “trap” people who attempt to penetrate other 

people’s computer systems.  

• Hacker:- Hacker is a term used by some to mean “a clever programmer” and by others, 

especially those in popular media, to mean “someone who tries to break into computer systems.” 

A Hacker can be a expert programmer.  

Note:-Malicious Hacker known as cracker, refers to those who break into computers without 

authorization. 

COMMON SECURITY BREACH METHODS: - 
  

• Worm:- Like a virus, a WORM is also a self replicating program. The difference between a 

Virus and Worm is that a WORM does not create copies of itself on one system. It propagate 

through computer Network.  

• Trojan horses:- A Trojan horse is a program which seems to be doing one thing, but is 

actually doing another. A trojan horse can be used to set up a back door in a computer system 

such that the intruder can gain access later.  

• Computer Virus:- Computer virus is a software program, developed by a programmer that 

infects other programs.  

The problem created by viruses include:-  

• Destruction of file allocation table (FAT)  

• Erasing of specific program and data on discs  

• Alter contents of fields in the file  

• Suppress execution of RAM -  

• Destroy part of program/data held on disc by creating bad sectors  

• Reduction of free space on disc  

• Formatting of discs or tracks on discs in a different way. 

IMPORTANT POINT –  

Wikipedia:—introduced by jimmy wales in jan 15, 2001.  

YouTube:- launched byJaved Karim, Chad Hurely, Steve Chen in Feb 15, 2005  

The Pandora:—internet radio service is launched in Aug 25, 2005.  

Bing:— launched by Microsoft as search engine in June 3,2009.  

Orkut:— was launched officially on January24 2004 by Google engineer OrkutBuyukkokten  

Google:- It was first incorporated as a privately held compahy on September 4, 1998. Founder:- 

Sergey Brin and Larry Page.  

Yahoo:- (Yet Another hierarchical Officious Oracle) started in jan l994 by Jerry Yang and David 

Fillo. 
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Access time:- The amount of time it takes a computer to locate stored information.  

ALGOL (ALGOrithmic Language):-An algebraic high level language.  

Algorithm:- A sequence of precise and unambiguous instructions for solving a problem in a 

finite number of operations.  

Alphanumeric:- A character set that contains letter, digits and other special characters such as 

$,@,*,% etc.  

ALU (arithmetic logic unit):- a digital circuit that calculates an arithmetic operation (e.g., 

addition, subtraction) and logic operations between two numbers.  

ANSI (American National Standards Institute):- A USA based national organization that 

establishes uniform standards in several fields of computers. A non-profit organization dedicated 

to creating trade and communications standards.  

ATM (asynchronous transfer mode):- high bandwidth, cell-switching technology; designed to 

carry many different types of information, including voice, video, image, data, and graphics; 

another form of STDM (statistical time division multiplexing).  

AS (Autonomous system):- collection of IP networks under the control of a single entity.  

autoexec.bat - A startup text file once used by DOS and used by Windows to provide backward-

compatibility. It executes commands automatically during the boot process and is used to create 

a 16-bit environment. 

BASIC: BASIC or Beginners All-purpose Symbolic Instruction Code was developed in the 

1960s and is a computer programming language that enables people to write simplified 

programs. Now it has changed and grown and can be used to create more complex programs.  

Backup:- The process of saving a copy of your files from your hard drive so that in the event of 

a hard drive failure, you will be able to recover the lost data.  

Bandwidth:- Bandwidth is a word used to describe the amount of data that can be sent down a 

digital connection is a certain time period i.e how many bytes can be sent per second.  

Basic Input/Output System (BIOS):- A set of programs stored in read-only memory. It is used 

when the computer starts up and it checks all the devices and hardware connections on a 

computer. If everything is functioning the boot up process will begin.  

Boot (short for bootstrap):- To start a computer and load the operating sytem to prepare the 

computer to execute an application.  

Buffer:- A holding area in memory that stores information temporarily.  

BIT:- stands for binary digit or binary integer. It a smallest unit of data in a computer.  

Blog:- A blog is an online diary or journal that is usually in chronological order that is normally 

about one topic. The entries are known as posts and people can comment on these posts on a 

blog.  

CHAPTER 

9 
TERMS AND ABBERVIATION 
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Blue Ray:- Blue ray is a recently developed optical disk format which can be used for holding 

for a huge amount of data in HD format. One disk is capable of containing 25 GB of data. A CD 

can only hold 700 MB of data while a DVD can hold 4.7 GB.  

Bluetooth:- Bluetooth is a wireless connection that is used to transmit data between Bluetooth 

enabled devices at short range. Laptop, PDAs and mobile phones as well as scanners and printers 

use Bluetooth frequently.  

Bps:- bits per second: common measure of data speed for computer modems and tansmission 

carriers.  

Byte:- The sequence of bits that represents a character. Each-byte has 8 bits. 

CD-ROM:- An acronym derived from compact disk-read only memory. A form of optical storage. One 

compact disk can hold up to 250,000 text pages. It can also be used to store graphics, sound, and video.  

Cell:- A box or rectangle within a table or spreadsheet where a column and a row intersect; an area in 

which information can be entered in the form of text or figures. 

Character:- A single letter, figure, punctuation mark or symbol produced by a keystroke on a 

computer.  

Character set:- The complete set of characters, alphabetic, numeric, and symbolic.  

Characters per second:- The number of characters printed in 1 second; a measurement 

frequency used to describe the speed of a printer.  

Check box:- A small box that appears on screen alongside each option displayed in a dialog box. 

When an option is selected, an X or a check mark appears inside the box.  

Chip: An integrated circuit used in computers.  

Click:- To quickly press and release a mouse button once while the cursor (mouse pointer) is 

positioned over a specific item on the screen.  

Client/server computing:- A network of computers that consist of a file server and individual 

clients. Clipboard:- A holding area in memory where information that has been copied or cut 

can be stored until the information is inserted elsewhere.  

Column:- A vertical block of cells in a table or spreadsheet.  

Command:- An instruction that causes a program or computer to perform a function. A 

command may be given by means of a special keystroke, or the command may be chosen from a 

menu.  

Computer:- An electronic device that is capable of (1) accepting, storing, and logically 

manipulating data or text that input and (2) processing and producing output (results or 

decisions) on the basis of stored programs of instructions.  

Control menu:- An on-screen Windows element that appears in a box in the upper left corner of 

a window. The control menu allows the user the option of adjusting the size of the window, 

closing or reopening the window, or switching to another window.  

Cookie:- Cookies are data that is sent to your computer when you have visited a Website. If you. 

rev0000000000080572436+isit the site the cookie will load particular pages depending on what 

information is contained in it.  

Cracker:- The preferred term to refer to a computer criminal who penetrates a computer 

program to steal information or damage the program in some way.  

Crash:- A malfunction (failure to function) in hardware or software that keeps a computer from 

functioning.  
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Crawler:- A Crawler or Web spider is a type of both that searches the Internet in a specific, 

automated way and they are often used by search engines to refine searches.  
Cursor:- A special character that indicates where the next typed character will appear on the display 
screen.  
 

Data:- Information consisting of letter, numbers, symbols, sound, or images in a form that can 

be processed by a computer.  

Database:- A stored collection of information.  

Database management system:- The software needed to establish and maintain database and 

manage the stored information. .  

Debugging:- Locating and eliminating error in a program. -  

Defragment:- Defragment, or defragmenting is a method of increasing the performance of your 

computer by defragmenting the hard disk.  

Default settings:- The pre-established settings that a program will follow unless the user 

changes them.  

DHTML:- DHTML (Dynamic HTML) is a mixture of HTML, a scripting language (such as 

JavaScript) which is client side and Cascading Style Sheets to create Interactive Web sites.  

Delete:- A command to erase information in storage.  

Desktop:- Desktop is the term used to describe your computer’s first screen that contains your 

icons.  

Desktop computer:- A microcomputer that is bigger (in size) than a laptop.  

Desktop publishing:- A system that processes the text and graphics and, by means of page 

layout software and a laser printer, produces high-quality pages suitable for printing or in-house 

reproduction.  

Dialog box:-A message box on the screen that supplies information to or requests information 

from the user.  

Dictionary:- A program used to check the spelling of each word entered in the computer. 

Directory:- A list of the files stored on a disk A folder known as dir.  

Disk:- A random-access, magnetically coated storage medium used to store and retrieve 

information.  

Disk drive:- The component of a computer into which a disk is inserted so that it can be reads or 

written on.  

Diskette:- A small, no rigid disk with limited storage capacity. Also know as a floppy disk.  

Display screen:- A device similar to a television screen and used on a computer to display text 

and graphics.  

DNS:- DNS (Domain Name Server) is a storage system that contains domain and host names on 

a sort of allocated database on the Internet and other networks.  

Document:- Any printed business communication for example, a letter, memo, report, table, or 

form.  

Domain:- Typically, a three letter element in a Web address or an e-mail address. The domain, 

commonly referred to as the zone, indicates the type of organization that owns the computer 

being identified in the address. For example,. Com signifies a commercial organization; .edu 

signifies an educational institution.  
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Domain name:- the second part of an e-mail address what follows the @symbol. The name of 

the computer intended to receive an e-mail message. In Web addresses (URLs) this element is 

referred to as the host name.  

DOS:- An acronym derived from disk operating system. A program that allows the computer to 

manage the storage of information on disks and control as other aspects of a computer’s 

operation.  

Dot matrix printer:- A printer that uses pins to produce characters made up of small dots.  

Doub1e-click:- To quickly press and release a mouse button twice while the cursor is positioned 

over a specific item on the screen.  

Download:- To transfer information to the user’s computer from another computer.  

Drag-and drop editing:- A software feature that allows the user to (1) highlight text to be 

moved and (2) use a mouse to drag the text to a new location. – 

Electronic Data Interchange (EDI):- EDI is the inter-organizational exchange of business 

documentation in structured, machine-process able form. EDI is a way of replacing paper 

documents, and replacing traditional methods of transmission such as mail, phone, or in-person 

delivery with electronic transmission.  

E-mail:- The term e-mail(short for electronic mail) refers to the transfer of messages or 

documents between users connected by an electronic network. -  

Enter:- To input data into memory.  

Escape key:- A key that permits the user to leave one segment of a program and move to 

another.  

Execute:- To perform an action specified by the user or the program.  

Extranet:- A technology that permits users of one organization’s intranet to enter portions of 

another organization’s intranet in order to conduct business transactions or collaborate on joint 

projects.  

E-zine:- The term e-zine refers to a magazine published in an electronic format Also called 

Webzine.   

Firmware:- Firmware is a combination of software and hardware. Computer chips that have 

data or programs recorded on them are firmware  

Field:- A group of related characters treated as a unit; also the area reserved for the entry ofa 

specified piece of information.  

File:- A collection of information stored electronically and treated as a unit by a computer. Every 

file must have its own distinctive name.  

File name:- the name assigned to a file stored on a disk. e.g manav.doc  

File transfer protocol (FTP):- A set of guidelines or standards that establish the format in 

which files can be transmitted from one computer to another.  

Firewall:- Software that prevents unauthorized persons from accessing certain parts of a 

program, database, or network. 

Flash Memory:- Flash Memory is a kind of EEPROM (Electrically Erasable Programmable 

Read Only Memory) and is normally used to store BIOS settings in the ROM of a computer. 

Flash memory can also be used in mobile phones and other devices.  

Freeware:- Copyrighted software that is available for use without charge.  
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Function keys:- Keys on a keyboard that give special commands to the computer for example, 

to set margins or tabs.  

GIF:- GIF (Graphics Interchange Format) is a term used to describe a common graphic image 

that is often seen on the Internet and online services.  

GIS:- GIS (Geographical Information Systems) is the term for a collection of tools that collect 

and interpret information regarding the Earths surface. It is used to create maps and charts and 

3D models which represent the Earth’s surface.  

GIGO:- Garbage in, garbage out In other words, your computer output is only as good as your 

computer input.  

Gopher:- The term gopher refers to a protocol used for locating and transferring information on 

the Internet. The use of gopher is diminishing as the use of the Web’s hypertext transfer protocol 

(HTTP) gains in popularity.  

Graphics:- Pictures or images presented or stored using a computer.  

Hard Disk Drive (HDD): Also popularly known as either the Hard Disk or Hard Drive. This is 

the most popular computer data storage device and can hold data upto 1 T.B.  

Hacker:- A dedicated computer programmer. The term. hacker is sometimes used erroneously to 

refer to a compute criminal who penetrates and damages a computer program. The preferred 

term for a computer criminal is cracker.  

Handheld computer:- A portable computer smaller than a notebook computer. Also called a 

palmtop computer.  

Hard copy:- Text or graphics printed on paper; also called a printout.  

Hardware:- The physical components of a computer: the central processing unit, the display 

screen, the keyboard, th disk drive, and the printer.  

HDTV:- HDTV ( High Definition Television) is a new video standard that is of a high quality 

has been created in order to replace the traditional SDTV. It has many advantages over SDTV 

which include: digital signals, which reduce interference and improve picture quality. HDTV 

also has a higher resolution which further improves picture quality as i is finer and sharper.  

Header:- Repetitive information that appears at the top of every page of a document. A page 

number is a commo header.  

Hit:- A Hit is the term used to describe a file request that is on a web server. Hits are not an 

accurate way of counting the traffic to your web site however as each graphic file and HTML 

document will be classed as one hit A single request for information made by a client computer 

from a Web server. The popularity of a given Web site is measured by the number of its it 

receives.  

Home:- The upper left corner of the display screen; the starting position of a page or document.  

Home page:- The main page for a Web site established by an organization or an individual; it 

usually serves as the entrance for a series of related pages.  

Host computer:- A computer that provides information or a service to other computers on the 

Internet. Every host computer has its own unique host name.  

Hot key:- A keyboard shortcut that allows quick access to a command or menu option.  

HUB:- A Hub is a device that enables & number of computers to be connected together in a 

network and it acts as a central connection.  

Hypermedia:- An extension of hypertext that integrates audio, video, and graphics with text.  

Hyperlink:- A Hyperlink is a link within a body of hypertext that allows direct access to the 

referenced text within another document  
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Hypertext:- A technology that links text in one part of a document with related text in another part of the 

document or in other documents. A user can quickly find the related text by clicking on the appropriate 

Keyword, key phrase, icon, or button. 

Hypertext markup language (HTML):- The formatting language used to establish the 

appearance of a Web page.  

Hypertext transfer protocol (HTTP):- The protocol used on the World Wide Web that permits 

Web clients (Web browsers to communicate with Web servers). This protocol allows 

programmers to embed hyperlinks in Web documents using hypertext markup language.  

Ink-jet printer:- An impact printer that forms characters by spraying tiny, electrically charged 

ink droplets on paper.  

Input:- Information entered into the computer for processing.  

Integrated circuit:- Multiple electronic components combined on a tiny silicon chip.  

Integrated software:- Software that combines in one program a number of functions normally 

performed by separate programs.  

Interface:- The software that controls the interaction between the hardware and the user.  

Internet:- Internet is a network of network. Internet refers to the vast amount of inter-connected 

networks or computers and servers that use the TCP/IP Protocol to communicate with each other.  

Internet community:- A group of individuals with common interests, who frequently exchange 

ideas on the Internet.  

Internet service provider (ISP):- An organization that provides access to the Internet for a fee. 

Companies like America Online are more properly referred to as a commercial online services 

because they offer many other services in addition to Internet access.  

Intranet:- A private network established by an organization for the exclusive use of its 

employees. Firewalls prevent outsiders from gaining access to an organization’s intranet.  

Java:- A programming high level language designed for programs or applets used over the 

Internet. It is an example of 00PS.  

JPEG (Joint Pic Experts Group):- A format for storing complex graphics in compressed form. 

The file extension. jpg indicates that a particular file uses this format.  

Justification: Aligning lines of text at the left margin, the right margin, both margins, or the 

center. Text aligned at both margins is considered fully justified.  

Keyboard:- Keyboard known as standard input device. The device used to enter information 

into a computer.  

Kilobyte:- A measurement of the storage capacity of a computer. One kilobyte represents 1024 

bytes.  

LAN (Local Area Network) - A computer network that covers small area usuallywithin a room, 

one building etc.  

Language:- The characters and procedures used to write programs that a computer is designed to 

understand.  

Laptop Computer:- A portable computer slightly larger than a netbook computer. It is easy to 

carry anywhere.  

Laser printer:- A non-impact printer that produces sharper text and graphics than any other type 

of printer.  

Liquid crystal display (LCD):- A type of monitor typically used on laptop computers or 

portable computers.  
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Login:- This is the name you use to gain access to your computer system, a program, the 

Internet, and some pages that require “membership” on the Internet. This is also a term used as a 

verb to mean to “login” or enter your computer system.  

Log off:- To exit or leave a computer system.  

Log on:- To access a computer system.  

Megabyte:- 1 megabyte equal to 1 million byte.  

MIDI:- MIDI (Musical Instrument Digital Interface) is the term used for the tool that musicians 

use in order to link Instruments which are electrical to computer equipment. 

Microcomputer:- A small and relatively inexpensive computer, commonly consisting of a display 

screen, a keyboard, a central processing unit, one or more disk drives, and a private printer, with limited 

storage based upon a microprocessor. e.g PC.  

Modem:-An acronym derived from modulator/demodulator. A device that (1) converts digital signals 

into tones for transmission over telephone lines and (2) converts the tones back into digital signals at the 

receiving end.  

MPEG:- MPEG (Moving Picture Experts Group) is a standard developing group that defines the 

standards for digital video and audio compression. The term can also be used with reference to a type of 

video or audio file that contains the same quality as a standard recording.  

Mouse:- Mouse is standard pointing device. You can use mouse only in GUI environment. A hand 

operated electronic device used to move a cursor or pointer on the display screen.  

Multimedia:- Using a computer to combine text, sound, graphics, and video. Examples include: games, 

and interactive software and some educational software.  

Multitasking- the ability of a computer to execute more than one program at a time.  

Network:- Any two or more computers that are connected to share information and resources are 

networked, or connected, together. When two or more networks are connected together, this is called an 

Internet.  

Netiquette:- A set of guidelines of formatting and composing e-mail messages.  

Newsgroup:- An electronic discussion group maintained over the Internet or tied into a bulletin board 

system. Each newsgroup is typically organized around a specific interest or matter of concern. Also called 

a forum.  

Offline:- Referring to the state in which a computer is temporarily or permanently unable to communicate 

with another computer.  

Off-screen:- Referring to any computer function that does not produce a display on the screen.  

Object linking and embedding (OLE):- A process that permits the user to take material (referred to as 

an object) from one source and insert (embed) it in another document If the user subsequently makes 

changes in the original material those changes will be automatically transferred to the second document as 

a result of the OLE linking process.  

Online:- Referring to the state in which a computer is turned on and ready to communicate with other 

computers.  

Onscreen:- Referring to anything displayed on a computer screen.  

Open:- To transfer a file from a disk into a computer’s memory.  

Open Source:- Open Source or OSS (Open Source Software) is a way of sharing software that is under 

license.  

Optical Media:- Optical Media means any disks that can be read by a laser such as CDs, DVDs, CD-

ROMs etc.  

Optical character reader (OCR):- A device that can scan text from hard copy and enter it automatically 

into a computer for storage or editing.  

Output:- The results of a computer operation.  
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PDA:- PDAs (Personal Digital Assistant) are a small hand held device that acts very much like an 

electronic notebook, diary and calculator - you can even access the Internet with them.  

Password:- A user’s secret identification code, required to access stored material. A procedure intended 

to prevent information from being accessed by unauthorized persons.  

Paste:- A command that transfers information from a clipboard and inserts it in another location. 

PDF (Portable Document Format):- is a multi platform format for files that allows people to view a 

document from a range of applications on any computer and it will look the same. In order to view a PDF 

document you must have Adobe reader installed on your computer.  

Personal digital assistant (PDA):- A palm sized, handheld computer.  

PHP:-PHP is a programming language that is open source. It is mainly used for applications that are 

server side and it is useful in the development of dynamic web content.  

Port:- A port is atually a socket on the back or front of your computer system that allows you to connect 

other devices to your computer, such as your mouse, keyboard, printers, and scanners.  

Print preview:- A software feature that reduces the pages of a document so that a full page can be seen 

on the screen before being printed. This feature permits the user to spot and correct problems.  

Printers:- Output devices of various types that produce copy on paper.  

Printout:- The paper copy of information produced on a printer.  

Program:- Set of instruction known as program. The instructions that a computer needs to perform 

various functions.  

Protocol:- A set of standards that permits computers to exchange information and communicate with 

each other.  

QBASIC:- QBASIC is a type of programming language that is based in DOS that interprets the language.  

Query:- Query is the term used when an object requests some information from within a database and 

subsequently a database of the requested information is created.  

QuickTime:- QuickTime is an Apple developed multimedia technology. It is used for making and storing 

audio and video (.mov) files. The software is available for most operating systems.  

RAM:- RAM (Random Access Memory) is a memory system that is made of chips attached to the 

computers motherboard. It is a read/write memory and also it is a temp or volatile memory.  

ROM:- ROM (Read Only Memory) is the memory that holds information about the hardwired 

instructions used when a computer boots up. It is a permanent or non-volatile memory.  

Runtime:- Runtime is the name for the state that a program is in when it is running. The term is normally 

used by programmers when a problem or error has occurred and these are known as runtime errors. 

Memory leaks are a good example of a runtime error.  

Scanner:- An input device that can copy a printed page into a computer’s memory, thus doing away with 

the need to type the copy. A scanner can also convert artwork and photographs into a digital format and 

store these in memory.  

Screen saver:- A program that changes the screen display while the user is away from the computer. 

Without the use of a screen saver, a screen image that remains on display for any length of time can 

damage the screen.  

Soft copy:- Information shown on the display screen.  

software:- Set of program known as software.  

speakers:- Devices that allow you to hear sound from the computer. Speaker is a output device.  

shockwave:- This is a “plug-in” to the browser that allows you to view interactive Web pages that 

contain games, movies, advertisements, etc. This browser is free and available to anyone on the Web.  

Spam:- Spam known as a ’junk mail. SPAM or Spamming is used to send unsolicited messages in large 

volumes through any medium that is uses electronic communication. The most common form of spam is 

e-mailing advertising.  
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Split screen:- The ability of some programs to display information in two or more different areas on the 

screen at the same time.  

spreadsheet:- A program that provides a worksheet with rows and columns to be used for calculations 

and the preparation of reports. 

Surf:- This is a slang term meaning to move from one Internet location to another, simply by clicking on 

hyperlinks.  

Telecommunications:- The process of sending and receiving information by means of telephones. 

satellites, and others devices.  

Teleconferencing:- Conducting a conference by using computers, video, and telecommunications to 

share sound and images with others at remote sites.  

Telnet:- A protocol that allows a computer to connect with a host computer on the Internet.  

Template:- A pre-established format for a document, stored in a computer. The template determines the 

margins, the type style and size to be used for the text placement instructions for various elements and - 

design specifications for certain items.  

Terminal:- Any device that can transmit or receive electronic information.  

Text:- The information displayed on a screen or printed on paper.  

URL:- This is short for Uniform Resource Locator. This is basically the Internet “address” that you type 

in to access a particular site on the Web.  

Universal Serial Bus (USB). The most popular method for connecting external devices to the PC.  

Upload:- To transfer information from a client computer to a host computer.  

User Name:- This is the name that you use to “sign on” with an Internet Service Provider. In addition to 

your registered ‘user name” you will also use a password.  

USENET:- This is like a giant “bulletin board” on the Internet that offers a large number of Newsgroups 

that focus on a variety of topics ranging from news to fan clubs to stock information.  

User-friendly:- Describes hardware or software that is easyto use.   

Virus:- A piece of computer code designed as a prank or malicious act to spread from one computer to 

another by attacking itself to other programs. Some viruses simply cause a humorous message to appear 

on the screen, some cause minor glitches, and some cause serious damage to a computer’s memory or 

disks.  

Voice over Internet Protocol (VoIP):- The transmission of voice communications by means of the 

Internet Protocol. VoIP is an inexpensive alternative to long-distance telephone calls.  

Webcam:- A video camera that sends live images over the Internet to a Web site  

Web browser;- A Software that permits a user, with a click of a mouse, to locate, display, and, 

download text video, audio, and graphics stored in a host computer on the Web. The most 

common Web browsers now in use are Google, Netscape Navigator, and Microsoft Explorer.  

Wi-Fi (Wireless fidelity):- A process that permits high-speed wireless transmission of data.  

Wizard:- A feature of Microsoft Word software that helps a user create a customized document; 

it asks the user questions about formatting and content options and uses the answer to create the 

document  

Worm:- A type of computer virus that runs a program destroy data on a user’s hard drive. 

Worms spread by sending copies of themselves to everyone on the user’s list of e-mail addresses.  

word processing:- The electronic processing of creating, formatting, editing, proofreading, and 

printing documents. 

Workstation:- A desktop computer than runs applications and serves ‘as an access point in a 

local area network.  
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WWW:- This is short form of the “World Wide Web”. It represents the entire network of 

different resources that can be used by you on the Internet. The World Wide Web allows you 

access to people, places, things and information, all Over the World.  

WYSIWYG:- An acronym derived from what you see is what you get.  

Zombie:- A computer that has been hijacked by a cracker without the owner’s knowledge and 

used to perform malicious tasks on the Internet. 

                                     

 

 

 

 

 

 

 

 

 

                                          ABBREVIATIONS 

 

 Abend: Abnormal end  

 

 

 

 

 

 

 

 

 

 

 

 

DBMS :Database Management System  

ACL : Access Control List  DDL: Data Definition Language  

ADC: Analog-to-Digital Converter  DDR: Double Data Rate  

ADF :Automatic Document Feeder  DDR2 Double Data Rate 2  

ADSL :Asymmetric Digital Subscriber Line  DHCP: Dynamic Host Configuration Protocol  

AGP :Accelerated Graphics Port  DIMM: Dual In-Line Memory Module  

AIFF :Audio Interchange File Format  DIL :Dynamic. Link Library  

AIX Advanced Interactive Executive  DMA: Direct Memory Access  

ANSI ;American National Standards Institute  DNS :Domain Name System  

API :Application Program Interface  DPI :Dots Per Inch  

ARP :Address Resolution Protocol  DRAM :Dynamic Random Access Memory  

ASCII: American Standard Code for Information 

Interchange  

DRM: Digital Rights Management  

ASP Active Server Pages  DSL: Digital Subscriber Line  

ATA :Advanced Technology Attachment  DSLAM: Digital Subscriber Line Access 

Multiplexer  

ATM Asynchronous Transfer Mode  DTD: Document Type Definition  

BASIC :Beginners All-purpose Symbolic 

Instruction Code  

DVI :Digital Video Interface  

BCC: Blind Carbon Copy  ECC: Error Correction Code  

BIOS Basic Input/Output System  EDI : Electronic Data Interchange  

BPS Bits Per Second  EPS: Encapsulated PostScript  

CAD: Computer-Aided Design  EUP: Enterprise Unified Process  

CCD Charged Coupled Device  FAT: File Allocation Table  

CD-R Compact Disc Recordable  FIFO : First In, First Out  

CDMA :Code Division Multiple Access  FIOS: Fiber Optic Service  
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CGI Common Gateway Interface  FLOPS: Floating Point Operations Per Second  

CISC Complex Instruction Set Computing  FPU :Floating Point Unit  

CMOS :Complementary Metal Oxide 

Semiconductor  

FSB : front side bus  

CMYK: Cyán Magenta Yellow Black  FTP: File Transfer Protocol  

CRC:cyclic redundancy check  GIF : Graphics Interchange Format  

CSS :Cascading Style Sheet  GIGO: Garbage In, Garbage Out  

DAC :Digital-to-Analog Converter  GIS: Geographic Information Systems  

GPS: Global Positioning System  LUN :Logical Unit Number  

GPU :Graphics Processing Unit  MANET :Mobile Ad Hoc Network  

GUI :Graphical User Interface  MIDI :Musical Instrument Digital Interface  

GUID: Globally Unique Identifier  MIPS: Million instructions Per Second  
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MULTIPLE CHOICE QUESTIONS 

 

1. Which is not a language processor?  
      (a) compiler    (b) interpreter  (c) processor  

      (d) assembler  (e) None of these  

2. Combination of more than one program 

known as-  

      (a) Software (b) Hardware  (c) processor  

      (d) Driver    (e) None of these    

3. Special purpose software known as -  

      (a)compiler (b) Customized software (c) 

translator  

      (d) word      (e) None of these  

4. Translator for low level programming 

language were termed as  

      (a) Assembler (b) Compiler (c) Linker  

      (d) Loader      (e) None of these  

5. An assembler is  

      (a) Programming language dependent  

      (b) Syntax dependant  

      (c) Machine dependant  

      (d) Data dependant 

      (e) None of these  

6. In latest generation computers, the 

instructions are executed  

      (a) Parallel only  

      (b) Sequentially only  

      (c) Both sequentially and parallel  

      (d) All of above  

      (e) None of these  

7. A computer program that translates one 

program instructions at a time into 

machine language is called  

      (a) Interpreter (b) CPU (c) Compiler  

      (d) Simulator (e) None of these  

8. A computer program that converts an 

entire program into machine language is 

called a/an  

      (a) Interpreter      (b) Simulator             

(c) Compiler  

      (d) Commander   (e) None of these  

9. The system unit of a personal computer 

typically contains all of the following 

except:  

      (a) Microprocessor (b) Disk controller 

(c) Serial interface  

      (d) Modem             (e) None of these  

10. Instructions and memory address are 

represented by  

      (a) Character code  

      (b) Binary codes  

      (c) Binary word  

      (d) Parity bit  

      (e) None of these 

11. something which has easily understood 

instruction is said to be-  

     (a) Information     (b) user friendly –  

    (c) word (d) icon  (e) None of these  

12. Blaise Pascal was introduced  

    (a)Adding machine   (b) Abacus  

    (c) Calculator            (d) difference engine  

    (e) None of these  

13. Difference engine is the machine 

introduced by  

    (a)Blaze Pascal         (b) Napier  

    (c) Charles Babbage (d) Newman  

    (e) None of these  

14. Vacuum Tube is the invention generation.  

   (a)1st generation       (b) 2nd gen  

   (c) 3 gen                   (d) 4th gen  

   (e) None of thee  

15. Micro-programming introduced by-  

   (a) John Mauchley     (b) Maurice Wilkies  

   (c) William Shockiey (d) Blaisepascal  

   (e) None of these  

16. A port is a connector located on the-  

   (a) Motherboard          (b) RAM  

   (c) CPU                       (d) ROM   

   (e) None of these  

17. The ALU and the CU of a computer 

jointly known as-  

  (a) CPU                     (b) System board  

  (c) Circuit board       (d) Computer  

  (e) None of these 
18. Full form of PSU which is an internal 

component used to supply the power.  

 (a) Power supply unit  
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 (b) Permanent supply unit  

 (c) Placement supply unit  

 (d) Programmable supply unit  

 (e) None of these  

19. In which generation microprocessor was 

introduced  

  (a) lst generation        (b) 2nd gen  

  (c) 3rd gen                 (d) 4th gen  

  (e)None of these  

20. Convert the octal number 347 into binary 

number  

  (a) 111000101             (b) 011100111  

  (c) 101110101             (d) 100000111  

  (e) None of these  
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ANSWERS 

 

1. c 

2. a 

3. b 

4. a 

5. c 

6. c 

7. a 

8. c 

9. d 

10. b 

11. b 

12. a 

13. c 

14. a 

15. b 

16. a 

17. a 

18. a 

19. d 

20. b 
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