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Objectives: 

1. To familiarize the students with the innovations of information in computer 

applications in business. 

2. To understand the basic computer knowledge 

3. To enable the students to appreciate the practical details of computer. 

Unit I Computer Applications 

Introduction of Computers – Computer Applications – Classification – Programming 

concepts – Assembly language – High level language – Operating system – Compilers – 

Assemblers – Packages. 

Unit II MS Word 

MS Word – Introduction to Word – Creating Word Document – Formatting – Spell 

Check – Grammar Check – Working with Tables – Saving, Opening and Closing Document – 

Mail Merge. 

Unit III MS Power Point 

MS Power Point – Creation – Insert Picture – Animation – Creating Multimedia 

Presentations – Insert Tables and Graphs. 

Unit IV MS Excel An Introduction 

MS Excel – Introduction – Spread Sheet – Entering data in Working sheets – Editing and 

Formatting Work sheets – Charts – Functions like Saving, Opening and Closing Work book. 

Unit V Introduction to Internet 

Introduction to Internet – Browsers – Search Engine – WWW – Internet Protocols – FTP 

– TELNET – HTTP – E-mail – How to create E-mail – Internet Vs Intranet – Webpage – URL. 

Reference Books: 

1. Complete reference on MS Office – Deitel & Deitel 

2. Computer Application in Business – R Parameswaran, S Chand & Company Ltd. 
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    - 1  

              

(INTRODUCTION TO COMPUTER) 

            (Meaning of Computer): 

                                       .       
                                               
          .                             .           
                           .           
           .                             
                                    .           
(Computer)          (Compute)                                
                                         
           .  

                                                 
              . 

                                         
              .                                 , 
                                                
(Output         ,       )                       
             ,           .                        
                                            
        .  

i)         (Input)             

ii)       (Processing) 

iii)               (Output)              
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(iv)             (Storage capacity) 

v)         (Control) 

                                        
                                       
           . 

                    (Characteristics) 

                                         .  

1)      (Speed) 

2)           (Accuracy)  

3)          (Diligence) 

4)           (Reliability)  

5)            (Storage capability) 

6)            (Versatallty)  

7)             (Resource sharing) 

8)      (Convenience) 

9)          (Automation) 

1)      (Speed) 

                                        
                .                              
                            .                      
MHZ (Mega hertz)                         .             (Nano 
second)                               .          
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           1/10000000          .                      
                       (Hardware)                . 

2)           (Accuracy): 

                                    
              .                         
                                      .         
                                 .             
                        .                        
                          .  

                          
                  
                (Programeer) (Program)                 
      

                                   

                                          
                             . 

3)          (Diligence): 

                          .                
             ,                      .           
                                         
           .                                     
                                                      
           . 

4)           (Reliability): 
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            .                                     
                  .                                 
                                           .      
                                             
          . 

5)            (Storage capability): 

                                         
                 .                                   
                                         
                                  .              
                (Memory Unit)                      . 
                                            (Secondary 
Storage Devices)                      “                . 

6)              (Versatility): 

                                 .      . 
                                                .     
                                        
             .                                    
                   .                       ,     , 
                                              
                 . 

7)       (Resource Sharing):  

                                               
                                           .     
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                                             . 
                                              . 

8)      (Convenience): 

                                        .       
                                              
         . 

9)          (Automation): 

                                             
                                        
                 .                              
                                        .           
           ,                                
           . 

Computer and its unit of Memory : 

Unit of Memory Equivalent Units 
1 Byte 
1 Word 
Paragraph 
Kilo bytes 
Mega bytes (MB) 
Giga bytes  
Terra Bytes 

8 bits 
2 bytes 
16 bytes 
1024 bytes 
1024 kilobytes (KB) 
1024 MB 
1024 GB 

 

                        (Classification of Computers):  

                                              . 
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                 (Micro Computer): 

                                               
         (Digital Computer)              .            
                                              
            .                             
                                   .          
               ,               ,                    
                             .             . 
                                      .          
                                                . 
                    16              (16 bit)       
                         . 

       (Features): 

                                   
              . 

                        . 
                                            .  
                         16             
        . 

                         .  
            16                                      
                       .  

                            . 

                    (Desktop)                           
(Laptop)                                  . 
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       (Advantages): 

                                            . 

                                               
    . 

                          .  
                           . 

       (Demerits): 

                                             . 

                            . 
                           .  
 16        (bits)                                
            . 

2)                (Mini Computer) : 

                                     
             .                              . 
                                          
                       .                          
                                            .    
                                        
                                ,                  
    .                                           
                .                           
                                           . 

       (Features); 

                                            .  
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i)                          . 

ii)                                            
                                            
                           . 

iii)                                 4               
         (By105)    , 

 iv)                                          . 

v)                                     . 

       (Merits): 

                                                . 

1)                                          
                                  . 

(ii)                             . 

 iii)                                                  . 

       (Demerits): 

                                              
       .                                 . 

                 (Mainframe Computer):  

1951             |                        
                                                 
                             .                        
                                   .       
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i)                 

ii)                            

iii)                       

iv)                               

v)                                               
           

                                    .        
                                     " (Central Host Computers) 
                  .                32            64 
                                           . 

                                     
                                              
                        . 

 .  : IBM's E5000, VAX8000 and CDC 6600                        
          (Midi Computer)                   .            10 
                                       . 

       (Merits):  

                                             . 

i)                                           
                      . 

ii)                            10                    . 

(iii)                                              
          .  
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iv)                                                 
       .  

v)                          500                       
       . 

       (Demerits): 

                                 
              .  

1)                                      .            
              . 

ii)                            . 

iii)                                                   
                      . 

iv)                               . 

                     (Desk Top Computer): 

                                     .         
                           .                    
                .                      .           
                     .                   (Personal Computers) 
                                           . 

i) APPLE   ii) IBM    iii) Dell     iv) Hewlett     v) Packard 

                         (Laptop):  

                                        
                      .                         
                 (Note Book Computers)                   . 
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       . 

      : 

i)                                                 
               .  

ii)                                    . 

    : 

                                          
                                   . 

                 (Super Computer):  

                                             
                            .                  
                                ,              
            .     ,                             
         .                                        
            .                              8     64 
                   .  

PARAM Padma                               
           .  

 .  : CRAY 3, Cyber 205 and PARAM. 

              ,                           
                                          
          .                      8     64      
               . 
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                                 (Classification of 
Compupters): 

                                              . 
                (On the basis of purpose)                
                      . 1)                       (General 
purpose computer) 

2)                        (Specific purpose computer)  

1)                      : 

                                           
                                             . 
                                          
       .                                
          .                                          
                    . 

i)                    

ii)                       

iii)                     

2)                        (Special purpose Computer): 

                                                     
             .                             
                                        
            .     .                                  
    .              
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i)              

ii)                  

iii)             

iv)                                           
                   . 

                                             
                      :  

1)                 (Analog Computers)  

2)                    (Digital Computers) 

3)                   (Hybrid Computers). 

1)                 (Analog Computers): 

       (Analog)                                     
      .                          .             
                                      
             .                                
                               . 

                              .              
                                         .        
                                                    
                                 . 

      (Features): 

                                             .  
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i)                                      
                . 

ii)                                             
            .  

iii)                                              
                     .  

iv)                                                   
            . 

v)                                               
           .      

vi)                                   .        
         vil)             (Output)                   
    . 

vii)                                        .  

ix)                                     . 

x)                                              
                                            . 

2)                   (Digital Computers):  

                                            . 
                                        , 
                                         .      
                                       
               . 
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       (Features): 

                                              .  

1)                                            . 

ii)                                                 .  

iii)                                                  
                . 

iv)                                     
            .  

v)                                           
                 . 

vi)                                  .  

vii)     ,                                              
               .  

viii)                  (Output)                        
     . 

3)                   (Hybrid Computer): 

                                              
                                              
              .                             
               .                               
                                      
          .                                   
                                         
                               .        
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               . 

                                  
i)                  
              
           .  
ii)               
            . 
 
iii)                     
                           
            .  
 
iv)                          
                 .  
 
v)                       
                . 
 
vi)                     
           .  
 
vii)                   
        . 
 
viii)                        
         . 
 
(x)                         
           . 
 
(x)                  
       . 

                          
               . 
              
             .  
 
                      
            . 
 
                    
         .   
 
                      
        . 
 
                    
            . 
 
                   
        . 
 
 
                . 
 
 
                        
            .  
 
                      
               . 
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                                (Parts or components of 
Computer); 

                                          
            . 

              (Input Devices): 

                                        
                                         . 
                                             
                                                  . 
                                          . 

i)           (Key board)  

ii)               (Mouse) 

iii)                      (Floppy Disk and Tape) 

(iv)           (Track ball) 

v)                 (Joy stick) 

vi)          (Screen Touch) 

vii)                   (Punched cards) 

                  (Central Processing Unit):  

                                              
                  .                             
                        .                     
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            .                                    
             .                                 
          (Processor)                  .               
    (CPU)                                  .    
                                                    
       .                                          
         .                                    
         .                .              
                                                 
(Integrated chip)                   . 

                                            .     

1)            (Memory Unit) 

2)              (Control Unit)  

3)                        (Arithmetic Logic Unit)  

1)            (Memory Unit) : 

                                           
                  .                     
                        .     

i)               (Main Memory)  

ii)                             (Secondary Memory) 

iii)               (Cache Memory) 

i)               (Main Memory):  

                                .              
                                         .        
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                               . 

ii)                             (Secondary Memory):  

                                              
                       . 

iii)               (Cache Memory) :  

                                         
                                .       
                                     . 

2)              (Control Unit): 

                                      (nerve centre) 
          .                                        
                                              
                                     
                                 .               
                                                 
                                           
                                 .                 
                              .  

                                        
                                            
                    .                           
                                           
                      .                           
                                           
                      . 
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                .             ,                 
                                        
                                . 

             (Output Unit): 

                                           
                             .                     
                                      
                     .                  

             .      ,                   
                                           
                       . 

                                            
                                       
                                                   
             .                               . 
                                    . 

i)          (Printer) 

ii)               (Visual display unit)  

iii)                (Plotters) 

iv)          (Magnetic Tape) 

v)          (Magnetic Disk) 

vi)                      (Card punching machine)  

vii)         (Floppy disk) 
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vii)              

          (Magnetic Ink Character Printer): 

                                            
                                   
                         .                       
                   (Programs)                   . 
                                               
                 .                               
                                           . 

                                             
                          .              
                                            
                     .                    
                                        
          .(Software acts as a connection between the user and the hardware). 
                                                     
                        .                        
                                        
             

                                              
           . 

                                             
         . 

i)                  (Programming language)  

i)                  (Application software)  



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 22 
 

(iii)                (System software) 

      (Functions): 

                                   . 

1)                                     

ii)                                                
                 . 

iii)                                               
           . 

                     (Development of Software products) : 

                                  . 

i)                   

ii)                

(iii)                

(iv)                    

v)                

vi)                

vii)                          

viii)                

ix) (Mail enabling)  

x) (Web enabling) 

i)            (Firm ware): 
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          .                             (Memory) 
                                               
(Integrated circuits)                                  . 
                              .                 
                                                  
        .                              . 

                      (Classification of Software) : 

                                    .     
                 (Application Software) 

ii)                (System Software): 

1.                  (Application Software) :  

                                            
                                                 
                                       (Documentaion) 
                                                 
                 .                       
                                             . 
                                                
                          .                     
         :                    / Word Processor)        
         (Image Processing)        . 

                                      
                                          



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 24 
 

                                      (Application 
Programmer)                  . 

                                 (General purpose Application 
programs) : 

                                             
           . i)                           .        (MS 
Word) 

ii)                     .  .      (MS Excel)  

iii)                                -   .   .      (MS 
access)  

iv)                    (Inter graphics Suite) 

v)                    (Adbe Photoshop, Corel Draw)                
                      (Specific Application programme) 

                                        
                                      .  

i)                            (Tally) 

ii)                                (Auto CAD)  

i)                            (Games, Media players) 

                                    
                                                     
          .                                   
                                  . 
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2.                (System Software): 

                                        
                                         (loaded) 
                                                
             .                               
                           ,                 
                                           .  

                                         
                           .                 
                                              
          .                                      . 
                                             
                     . 

                                            
                                          
                                           .  

            : 

i)         (Operating System)  

ii)                   (Translators) 

iii)                (System Utilities) 

iv)              (Device derivers) 

V)                      (File Management tools) 

                       (Typoo of Syatom Software) :  

                                    . 
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i)         (Oporating System)  

II)                  (Utility Software) 

iII)                  (Socurity Software) 

iv)                   (Network Operating systom) 

1)         (Operating System) :  

                                  .      
                                   .             
                     ,                  .      
                                              
                                              
          .  

                                      
                     (First Layer).                   , 
                        .                        
           .                                 .     
                                             . 
                                          
           . 

            : DOS, UNIX, LINUX, Windows XP, 9X, Vista        .     
                                           . 
                                 .         
                                        . 

                                            
                             .                 
                              .  
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i)                

ii)                        

iii)                  

iv)            

v)         

                               
             .                          
                    .                         , 
                           .    ,  

1)                             

2)                              

                            (Structure)      
             . 

                 (Functions of operating system): 

                                   . 

i)                                     . 

(ii)                                                
                       . 

iii)                 ,    ,          ,             , 
                                            
             . 

iv)              ,             ,                 
                                       . 
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v)                                                 
                 . 

vi)                                               
                                                
          . 

vii)                                             
                                           . 

viii)                        .  

ix)                                           
                        .         
                                          . 

                 (Types of operating system); 

                                 .  

1)                      (Batch processing operating system)  

2)                     (Time sharing operating system) 

3)                       (Multi tasking operating System)  

4)                (Real Time operating system)  

5)                       (Multi processor operating system) 

6)                   (Embedded operating system)  

7)                       (Single user operating system) 

8)                       (Multiuser system) 
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1)                      (Batch processing operating system);  

                                          
            .                         
             Mainframe computer)                           
                       .                   
                                            
                          . 

2)                     (Time sharing operating system):  

                            .          
                                    
                                             
                                       .       
                                             .  

3)                       (Multitasking operating system): 

                                          
                        .                    
                     .                              
                            .                    
                      .  

1) (Preemptive) 

2) (Co-operative) 

4)                (Real time operating system):  

                                           
                             .                
                                .              
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                               .               
                                                 
          . 

5)                       (Multiprocessor operating system):  

                                       
                                   .     
                            .                     
                             .  

6)                   (Embedded system):  

                                             . 

7)                       (Single user system):  

                                             
                                         .  .  : 
                         .                       
                                                   
                                            ,     
                      . 

8)                          (Multiuser system)  

                                               
                                          
                         . 

               (Disk operating System.Dos):  

                                            
        .                   ,          ,          , 
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        . 

         (Booting): 

                                            
                                          
             .                          
          .                                    . 
                                                
                                       . 

                            (System support program)       
                                              
                             . 

           : 

1)                       

ii)                       

                      (Programming Languages): 

                                       
                                            
                   .                          
                        .                        
                 1, 0                            
                         .                         
                                                  
     .                                          
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                .                        
             . 

                                       
         (Programmer)                                
                  .                                
                                          
               .               (Program)         
                                         
                      .                           
                                          . 

                               ,               
                                                   
                        .                        
                                                  
              . 

                                          
                         . 

 

                  (Need for Programming) 

i)                                      .  

ii)                              . 

III)                                              . 

iv)                                             
       . 
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v)                                            
          .  

vi)                                                
          . 

      (Types): 

                                                .  

1)               (Low Level Language) 

2)               (High Level Lnaguage)  

1)                 (Low Level Language) 

                                               (Assembly 
Language)                         .  

(i)              (Machine Language): 

                                               
                     .                                 
             .                                 . 
                                                      
                  .                         
         . 

               ,                                
   (0      1)                    .                 
                                      .        
                                       
             .                             
              . 1) ON       2 Oiff       , 
                                      0 
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     1                 .                 
                                ." 

1)         (Operation) 2)          (Operand) 

                                 (operation)     
             .                                 
                              .                 
                              .                    
                                                
               .  

       (Merits): 

                                         . 

1)         (High Speed) : 

                                                 
        .              (Conversion)              . 

2)       (Application) : 

                                                , 
               (nuclear reactors)            . 

3)                       (Translation Free) : 

                                       
           .              . 

       (Demerits) : 

                                         . 
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1)                          (No Standard) :  

                                            . 
                                .              
           . 

2)                  (Machine Dependent) :  

                                .          
                                                     
                . 

3)               (Error prone) : 

                                               
                            .                      
                        . 

4)                         (Few Programs) : 

                                             
              .                        (Time Consuming) : 

                                              

Casino Query (Assembly language): 

                                           
           . 1950                        
             .                                    
(IBM)    .                                      
                         .                          
                         .                       
           .                               (Symbolic 
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Language)                   .                      
                                               . 

                                          
                  ,                                 
                 Program)            .                 
                                           
                                            
                      .                      
        8                    . 

                                              . 
                                     .         
                                . 

            (Examples):                                    
                                              . 
 

                                    
                                                  
                                                    
                    
 
                                  
[Label] < op.code><operand> [command] e.g.2000. MOV. B.A. [Move contact of A into B] 
 
               (Assembler) : 
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                . 
 

                                               
                                                  
                                                     
                                               
                                            . 
 

      

                                      . 

                                                     
               . 

i)                                               . 

II)                                                 . 

III)                                               , 
                                        . 

IV)                                                
                . 
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Vi)                                               
          . 

      : 

i)                               (Easy to understand and use) :  

                                 .        
                             .      
                       (Numerical code)            (Mnemonics) 
                      .                        
       .                                       .  

ii)                      (Less error prone): 

                                                 
                              .  

iii)                      (Easy to debug) :  

                                         . 

iv)       (Efficlency) : 

               ,                

i)                         . 

ii)                               .  

iii)                      . 

       (Demerits): 

                                              . 

1)         (long) :  
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ii)                (Machine Dependnt) : 

                                         
                        .                        
                                               
                                  

iII)                  (Different Instructions):  

                                              
                                     
            . 

iv)                         (Time consuming):  

                                              
                                          
         . 

v)              (High Level Language)  

1960                                     . 
                               .                  
                                              
                     .                         
                                         
             .     ,                       
             .  

                              .                     
                                            . 
                                  .                
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           .                                       
                                                 
                    .                                
                 .            : COBOL, FORTRAN, BASIC and C 

                                                 . 
                                             
                                                     
                                       .       
                                             
                              . 

                                                
                                 (Compilers)      
              (Interpreters)                .  

           -                                     
             . 

                        (Types of High Level Languages):  

                                       
               . 

1)                                          

2)                                        

3)                               

       (Features): 

                                           
       .  
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1)                         . 

2)                        

3)                        

4)                            

5)                     

6)                

       (Merits): 

1)             (Readability: 

                                             .    
                                          .  

2)                (Machine Independent): 

                           .                        
                                             
              . 

3)                                   (Easy location of errors):  

                                                  
            .                                  
          .                                        . 

4)              (Easy to maintaing):  

                                            
                                            .    
                                          . 
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5)              (Less expensive) : 

                                                   
                                    ,          
                                                 
                 ,                      . 

       (Demerits): 

                                               
              . 1)               (Time Consuming) :  

                                                
                                     .  

1)               (Less efficient): 

                                                  . 
                   m)                              
                  . iv)                  
            . 

                                               . 

HLL Expansion Year of establish- ment Purpose 
FORTRAN  
COBOL 
ALGOL 
PL/I BASIC 
PASCAL 
 

Formula Translation 
Common Business Oriented 
Language 
Algorithmic Language 
Programming Language 
Beginners All Purpose 
Simbolic Instruction Code 
Named after the French 
Mathematician 

1954 
1958 
 
1964 
1965 
1971 

Scientific Business 
1959 
Public & Printing 
General Purpose 
Scientific & Business 
 
Scientific 
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                 (Compilers):  

                                              
                 .                  
                                               
                                           
                . 

                                                  . 
                                              
                    .                        ,    
                               . 

                                  (Source program) 
                           .                      
                                                   
(Compllition)                  .                         
                          (Compiler)                  . 
                          .                        

                               .                 
                           . 

                (Interpreters):  

                                .                 
                                                
          .                                     
               .                                   
                         .                     
                         . 
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                                  .             
                                          .         
                                                      
                                           .    
                                          
                                       .     
                         .                  
                               . 

                 (First Generation Language);  

                                      .    0      
1                                 .            
      1951                              .  .  : ENIAC, 
EDVAC, UNIVAC - |                                   
   . 

2)                          (Second Generation Computer):  

                                        
            .                                       
                        . 

3)               (High Level Language): 

      ,                             
                                         . 

1964 tb          1971                     
                                       
             .                         .          
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                ,              ,                
          .                                       
                         .  .  : IBM 360, NCR 365, UNIVAC - 1108 
                                  . 

4)                         (Fourth Generation Language):  

                                            
                     .                          
                              .                  
                             ,                    
                  .                      
                                           
                       . 

1971           1980                             
                                        
             . 

                                             . 

i)                              

(ii)                             

iii)                            

           : 

 .  .  .      1370,       4004       8080, 8085, 8088, 80286,80486, 
80586        . 

5)                        (Fifth Generation Language): 
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            .                         .              
              ,                           
          . 

                                (Artificial Intelligence)" 
                 (Voice Recognition)                       
                           Image (Processing technique)         
                                         
                     .                             
     ,         ,           ,                     
                 .                           
            .                                .  

i) Algol     ii)        iii)         iv)            v)                   

vi)             vii)          viii)           ix)       

i)     (Ada): 

                                            
                             .            
                            .                     
                    . 

2)               (Algorithmic Language).  

                                              
                                    . 

 

 

 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 47 
 

3)       (APL): 

1958                                
            .                                
          .  

4)       (Basic - Beginners all purpose symbolic instruction code): 

                                .                  
                        .                       . 
                                  . 

5)    (C) 

1983      "  "                   .                
                         .                        
                                         
                     . 

       (COBOL Common Business Oriented Language): 

                                           .       
                       .                             
               . 1960                  . 

          (FORTRAN): 

                                              . 
                                       
               . 1956      1BM           
           .                                     . 
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      (Pascal); 

Blaise Pascal                                
           .                                  . 
                                                . 
                                  .              
                                               
                                             
                     .                                
                                . 

                                 (Features of a good language): 

                                                 
            .                      
               . 

                                                 , 
                                                
                         .                    
                                   . 

1)                  (Easy of use):  

                                                 
                               . 

2)              (Independent):  

                                                 
                                       .      
                      . 
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3)                    (Portability): 

                                            
                      . 

2)           (Rellability) 

                                          
                                   .  

3)            (Safety): 

                                             
     .                                              
                                 . 

6)      (Cost): 

                                               
     .                                        
         . i)                                  
               

i)                                        

ii)                         

                                                 
     .                                         
                                            
               . 

7)          (Reuse) : 

                                                  
                                         .     
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               .  

8)                 (Compact code): 

                                       
                  .                                
                                           
     .                                        
                .  

9)                      (Level of sophistication required): 

                                         
                             .                 
                                                 
             .                                      
                    . 

10)               (Nature of application); 

                                                 
                    .                               
                                       .      
                                               
     . 

             (Device Drivers): 

                                                   
             .                                 
                              .  .         .         , 
              .                                
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                                  .                
                        .                        
                               . 

         : 

                        .              
                                         
                              .               
                                            
                       . 

                  (Language translators): 

                                             . 
                                                   
                    .                (Programming language) 
                                                 
                                  . 

                                 , 
                                            .  

1)                (Assembler) 

2)                 (Compiler) 

3)               (Interpreters)  

                                            . 

                     (System utility): 
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             .                                   
                                        
          .                                      
                          .                        
               .                                 
            . 

                         (Utility Programs):  

                                        
                        . 

i)                      

ii)                                

iii)                                  

(iv)                    

v)                (To write disk)  

Vi)                           

      (Functions). 

                                               . 

1)               (File management) 

2)          (Backup) 

3)                (Data Recovery) 

4)                              (Virus protection)  

5)             (Disk Management) 
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6) (Fire wall) 

7)                (Disk cleanup) 

])               (File Management): 

                                           
                       .                    
                  ,               ,                 , 
                                              
                      .  .  : Windows Explorer 

2)          (Backup) : 

                            .             
                               .               
                                                
                      .                             
                      . 

3)                (Data Recovery): 

                                           
                        .                , 
                     .                            
         .                                     
                      75     100                 
                          . 

4)                              (Virus Protection): 
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      .                                       
                             .                      
                         .                          
                                       .            
                                                   
               .                                    
                                               . (Norton 
antivirus and MCA fee antivirus, Avasta antivirus etc) 

5)             (Disk Management): 

                                       
          . 

6)       (Firewall) : 

         (Virus)                              .  

7)                (Disk Cleanup)  

                                          
                                            
            . 

                 (Application software); 

                                                
                   .                         
                                                
         .                                       
         .                                       
                (Software package)                  . 

           : 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 55 
 

i)                   (Word processors) 

ii)            (Spread sheets)  

Iii)                     (Database Managemerit System) 

1. MS Access  - DBMS 

2. MS Excel   - Spread sheet 

3. MS Font page - Creeting web pages 

4. MS Grove  -  Maintaining email account 

5. MS Infopath  -  Creating forms 

6. MS Onenote  - Maintaining diary 

   7. MS Outlook -  Maintaining e mail 

   8. MS Power point  - Presentation 

   9. MS Project  - Creating project 

   10. MS Publisher   -  Creating ads and documentation 

   11. MS Visto  -   

   12. MS Word   -  Word processing 

                              (end user programs)      
             .                                
                   .                            
                       .                        
                             .                  
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               .                                    
                           . 

i)                    
ii)            (Spread sheets) 
iii)                  
iv)                     (Data base management system) 
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    - 2 

          (MS Word) 

                 (Microsoft Office)              
10.                                          
         .                                 
                                                 
                                               
2010                                            . 

                                .          
        50                                        
                                                
            ,                               . 
‘             "                                
          . 

                         100                  
                                 ,                
                                          
                                         
           (                            
                                                  
                   ). 
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     2010 -              (Word 2010- Window Layout) 

                                             
                                              , 
                                                 
                                               , 
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                                     /           
                                  (         ) 
                                   ,                 
                                . 
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                     (Creating a New Document 

                                            
         . 

1.                                            
                                                2010 
                        .                         
                                              
     . 

2.                                               
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                                         . 

2.                          ... 

3....                                         
        ,                    .     ... 
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4.                .    ... 

5.                                               . 

6.                                                   

7.                        ,            
                                             . 
    .... 

8.                                        . 

9.                                    ,            
                                  . 

10.                                           
           . 

11.                               . 

12.                                            
                           .  

13.                ,                              
                    .  

                  )        (Opening the existing Document (File)): 

                                        
                  

1.                                           
                  ;  

2                                                 
       . 
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3                                     ,          
                                              
               

4.                                           . 

            ,                               
             .                                     
                                                    
                               

                                                   
                                 . 

1.                                    . 

2.                                          
               ,                             
      . 

3.                         .             
       ,                    . 

                             (Using the Templates for 
Designing) 

                                           
          .                                   
           .      ,                            
                                        .        
                        . 
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1.                                           
                        . 

2.                                          , 
                                                . 
                               .                   
     . 

3.                                .                   
                                                
        . 

4.                            . 
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5.                                                
     .            ,    ,                   
                     . 

                    ,            ,       , 
      ,         (Typing, Changing, Deleting, Inserting and Moving Text) 

                                        
                                          . 
                   . 

                                             -
         .                                      
                                   .           
                                       .      
                                          
                      . Caut                           
                                                      
                             . | 

            :                          
                                             
     . 

                                        : 
         .                                      
                                           
                                           .      
                                               
                        .                        
                               5.                       
       .                                    . 
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         : 

1.              '    ,     ,      -           
       ,                              .       
                                              . 

2.                                                  , 
                                     ,       

      . 

                                             
                                              
                                   .           
                                           
                                       
                        .                        
'       '                        5                       
       .                                         . 

                                             
         .                                      
                                   .           
                                          .      
                                           
                                                  
   ,                    5                       
       .                                         . 

                             :  

                                      
       .                                      
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                     .      ,                
                                              
                 . 

                          : 

1.                                          . 

2.                                        
                        . 

3.                                               
                                              
                                       . 

4.                                              
                     .                       ;     
                               . 

          : 

                                         
                 .                                 
                                               
(                            )     (0)           
          .                               .       
                                 . 

                                           
         .                                     
                                   .               
                                      .      
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                        .                        
                               5                       
       .                                         . 

                              (Correcting the Spelling and 
Grammatical Mistakes)  

                                              
                     ,                          
                                        .       
                                              
                    . 

 

                                                
                                               
              . 
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1.                                (Proofing)     
                   ,                            
                                              
                                               , 
(                                           
                           .)  

2.                                                   
                           .  

3                                              
          (                                   
        ! 

4                                                  
                 .                                
     .                                          
         .                         (Autocorrect Options) 
                             ,                      
         .                       

(5)                                            . 
                                      
                                       the       hte 
                                         the     
               . 

                                               
                               .             
               (Replace Text as you type)       (6)       
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                             . 

                                                    
(c)                       ;           bicg     
                          Balaji Institute of Computer Graphics     
                                                
                  . 

      :                                             , 
                                 .               
                                           
                                           
                                                    . 

                   : 

                                                
                   . 

1.                   ,                                  
           . 

2.                                .              
         . 

3.              ,                               
                   .                           . 

4.                                           
         ,            (              )             . 

5.                                         ,       
                       ,                          
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         ,                                       . 
                                                  
                         . 

      :                                      . 
                                    . 

6.                            /                   
               .                             
            .    '                               
           . 

7.                                              
                      .         .    (             ) 
                                   .                  
                                    ,            
                 . 
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1.                                            
                       . 

2.                                               
         .                            ,              
                           . 

3.                                                 
         .                                  .      
                         .                  
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                           .                   
                               . 

4.                                             
                       . 

                  (Adding Page Numbers) 

                                    
         .                                     
                  .                           
                              .          
                                            
                                        . 

1.                        . 

2.                                                  ' 
        . 

3.                                         .     
                             .                
         . 

4.                                        
        . 

5.                                                    
                                  . 

6.                                              , 
                                          . 

7.                                               
                                      .       
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                                   ,           
                                            . 

8.              ,                               
                        . 

               Layout in Word 

                                          
                ,                             
                   .               ,          
                             .               
              ,                           
              ,                 .              
      ,                                             
                        . 

                                           
                                           
                                   
              .                                 
                                               
                                         

         ,                        
                                                  
                   .              ,        
                                                 
                                                
                            . 
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                                            , 
                                              
                                                   
                               . 

                                 
                  .                           
                                             . 
                            ,                   
                                               
            . 

              (Using the Themes) 

                                            
     ,                   .      ,            
                                             . 

1.                        .        . 

2.                                                
              .                                   
                                           
                              . 

      :                                             
          :        >     >     >                 

                                                
                                                  
        . 
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                              ,                   
        . 

                                             .     
                                     
                                       . 

     :                                              
       .                                          
                                        . 

                                (Applying Styles to 
Text) 

                                            
                                        .       
                                       
                                               
                                                 
                      .             7            . 

1.       (     ) (Heading )                               
                                        
                                        
                                           
     .             24                              
        . 

2.        1 (          1) (Body Text 1)                     
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    .                                              
                                       
             9     12                         . 

3.           (  -     ) (Sub-Heading)                   
                                                
                                              . 
                                                   
                                           
                  2                              
                       . 

4.            (          (Hyperlink)                 
                                         
                                                    
           (www.)           (.com)                    
                                     . 

5.                (            ) (Technical Word)           
                                          
                                               
                                                 
                           .  

6.          (        ) (City Name)                       
               ,                   .          
                                                  
                                              . 

7.       2 (           2) (Body Text 2)               
(                                              
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(     )                                          
               . 

      :                                         . 
                                            
          ,               ,                  
                                               
           . 

                                         
                  .                              , 
                                       .      
                                               
       . 

                (Applying Styles) 

                                         
                          .                      
                                             
                                     .            
       .                                        
           . 

1.                                                
             .            ... 

2.                                              . 
                    .     ... 

3.                                                
                         .                      
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                     . 

                   : 

                         ,     ,           
                                    .            , 
           ,                                   
                                           

1.                                     '       
             .             ,        ,'             
                           . (               
                          )             ... 

2.                                              . 
                    .     ... 

3.                                                
           '              .                      
                                               
                     . 

      :                         ,                   
                                 .          
                  ,                              .. 

                                 : 

                                        
                                             
                   . 
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1.                                              
              . 

2.                                         . 

3.                                              ; 
                                         . 

4.                                             
          ,                           
            .                            
           . 

      :                                      
                                   .          ,        
                                     . 

                   (Creating New Style) 

                                               
                              : 

1.                      ,                        
      .                ,                        
                                        . 

           ,      ,          ,                  
                            ,     ,         
                                .  

2.                                    . 

3.                                                
         . 
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4.                          . 

5.                                                     
                      . 

6.                                                  , 
                                   , 

7.                                         , 
                                                   
                                . 

8.          . 

9.                 ,                         
                . 

                 (Changing the Font) 
 

                                          
                                           
                                               
                     
 
                                                   
                                                    
                                           
                                         . 
 

2.      (   )           ,                          
                                   .      
                               . 
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       : 

       ,                                        
                               ,              
                      ,                         
                                      . 

           ,                                   
                       . 

       :                       ,                    
                        . 
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  .  .     (Setting Pagaraph Alignment) 

                                           
                                       .          
        ,                                   
                                     . 

1.               :  
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                                     .     
               . 

2.              :  

                                     .     
               . 

3.                : 

                                       . 
                              . 

4.                 : 

                         ,                  
              ,                    ,                 
         . 

                  

1.               :  

      ,                                     
                     .              ,      
                                            
     .  

2.              :  

                             ,               
                                               
                .  
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3.                :  

       ,           ,                      , 
                                             
                                     . 

4.                 :  

                                 .           
               ,                             
                                  . 

                                         (Adjusting 
the Line Sapcing in the Paragraph) 

                                     
             .                              
                                           
      .                                      . 
                               . (             
                                             . 
                                               
                                       ). 

1.                                    ,      
                                            . 

2.            ,           ,                            
                                   .  

3.                                               
               .                       
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4.                                            
         .                                        
                                                . 

                 ,                               
                                          ,        
                                         . 

.                                 (Adjusting the Line Sapcing 
between Paragraphs) 

                                               
                       .                           
                                                    
                  . 

1.                                       ,      
                                              . 

2.            ,           ,                                  
                         . 

3.                                                 
                                          
                                    .          
            .                              . 

                 ,                      
                                            
       ,                                          
                                      . 
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                          (Indenting the Paragraph) 

                                          
                               .         
                                                     
      .                                    
                             .              
      . 
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                                 (Tabs in a Single line) 

                             .         
                                               
                  ,               ,              
                               .           
                    . 

1.                (L) :                         
                          .       .              
                                         . 

2                (1) :                           
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3.                (44) :                               
                                           . 
                                              
                                      .            
       (      )                        . 

4.              () :                               
                                            
     . 

 

 

 

                     (Tab)                          
      .             (    )                  
                   .                         
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         .                       ,         
                                                 . 

                                            
                                                
                                               
             .      3                    . 

1.                                    (   ) 
               .                        

2.                             .                   
                                             
       : 

 

3.                                        
                                        . 
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                             ,                
               .                           . 

1.                                                 
                                 .           
                                             
          . 

2.                                             
               . 

3.                                           . 
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4.                 .                      
              .             .                     
                

5.                   ,                         
                    . 

6.                  '                             
        . 

      :                                       
                                         
                                               , 
                                               
       .                                   
                                  ,             
                                 ,                 
                       

                                             
                                            
                                             
                            .                  
                                                   
                    . 

                                               

(Automatically applying Bullet or Number) 

                                       (     ) 
                                      
                                           (     ) 
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                                               . 
                               

                
      ; 

                :  
                   : 
                . 

                
      ; 

                :  
                   : 
                . 

 

                                    ;          
                                         - 

1.                                                   
                       . 

2.                     ,                        . 
     

3.                                                
              .     ... 

4.                                                 . 
                        -        . 

                                  . 
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               : 

                                                 
                     .                    . 

                                    ;          
                                  – 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 95 
 

1.                     -                               
                       . 

2.                                     . 
            .      

3.                                         -     
                                          .     ... 

4.                                                    
        .                                    . 
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       :                                   
          ,                                        
                            . 

                               

                       ,                   
                .                    
               . 

                             ,                 
          .                                . 

                                                
      . 

                             : 

          2010                             
                         .                    
                                             
                                    .      
                                             
                                 

1.                        . 

2.                                        .  

3.                                       . 

4.                                  .            
            . 
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5.                                               . 
                                          , 
                               . 

6.                                              
                                                   
       . 

7.                        ,                     , 
                                          . 
                    

                                      . 

                 -                ! 

                                       . 
                                . 

1.                                           
            . 

2.                                      ,     
                       .      .                       
         .                                     
                                                 . 

3.                            .               
     .                                      . 
     ,                                        . 
                                                       
                                 . 
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4.                                      (        
           )                            .         
                                          
        .                                   . 

5.                                               
                                         . 

6.               -                              
                                           
                                      ,     
                                              
                   . 

           (Mail Merge): 

                                        . 
                                                  , 
                                              
                                     .            
                                               
    .                                          
                                      .        
                     1.                        
                                          , 

                                        
        .  

                              .            
           .                                     . 
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       :                                           
       .                                 
                      .                            
     .                                      
          . 

2. .                                          .       
                                              
        .                                          
                    . 

3.                                         . 

4.                                             
       . 

5.                                              . 

                                . 

6 .                                              
            . 

6.               :                             .      
                     .     ... 
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9.                                         
            .                                  
                                             . 
                                           , 
                                          . 
                                   . 

10.                            .                    
                    .                         
         .     ... 

                                               
                 .                           . 

11.                    (         )                  
                         .                
            .                                  
           .                                
                  . 

12.                                                 
      (              )       ,              
                               .                   
                                  .            
               .                     ... 

13.                  ,                             
      :                                .    ... 

14.                                                     
                          (   )                     
                . 
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15.                           ,                         
                     . 

16.                                           
        .                                            
              . 

                                               
                                             .      
                                            .     
                            .                       
                  . 
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    - 3  

  .  .           M.S. PowerPoint 

                                      
                                         . 
         .              .                         
                    ,                            
                                          
                                 .                
                                           
         .                                   
     

                                   , 
                                       
                                            
               ,                                
        .                   . 

 

                                            (     
         .                                          
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                    .                         
       -                                

 

                      : 

                                             - 
        -                          .               
                                              
                                               
                         .                   
                                .                  
                                                 
                                                    . 
                                               
            .                                         
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1.                                              
    . 

2.                  : 

3.                         .                        
                        . 
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                .                         . 
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        .  

                                       . 
                                            
                                      

                                       . 
                                        
        .. 

                                        
                                       
                      . (                       
           ) 
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1.                              ,                 
              .                             ." 

    .., 

                                     ,      
                                  

2.                              . 

3.                          .                     
                                   '             . 
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          ,                                   
         . 

     ... 

4.                                             . 
                                                    
                 .                            
        .        '                            
                           . 

    ... 

5.                                                    
                                         
                           .                 
                              .              
               .                             . 

                      : 

1.                                                 
                                    . (       
                                             
       .                                    .) 

2.                    . 

                                      . 
(                                            . 
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             ).                       (     ) 
       . 

3.                    . 

                                          
              .                                    
               .                  .                
                                  . 

4.                                           
        .                                        
          '                                   
                         . (                    , 
                                                
                                       
          ). 

                                .     
                                           
                        . 

      (       )                 : 

                                           
                                              
                                        .           
                          .                : 

1.                                                
                                 .                
                                           
             . 
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                                          . 

                                                
      . 
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1.           

                                            
             . 

                                                 
                             . 

                              ,                   
                                                  
                                  . 

2.              : 

                                               
                   .                          
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      .                                     . 

                                               
                                          
                                 . 

3.                    : 

4.             

                                                
                                  .           
                                                  
          .                                    . 
                                               
         .                                         
                                                 . 

                      : 

                                            
                .                             . 
      .                                  
            .                             .     
                                            
       . 

1.                                            
                             .          
            .                                   . 
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2.                                          
                      .                  . 

3.                                          . 
                                 .              
                                                  . 

                     . 

4.                                                  
                                 .           
       .                                         
                                 . 

5.                                 .             
    .                                               , 
   ,     ,                                . 

                                            
               . 

                                            : 

                                             
                  .  

              :  

1.                                              . 
                                          .      
               (1).                             
                8                 .           
                   . 
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2.                                                
                        (3).                       
      ,                                  
           . 

                                      
                                .             
            ,              .        . 

                                            
                                               (4). 
                                                
           .                                     
            .                                    
                                      , 

                                         
                            .                   
                         . 

                       : 

                                        
               .               : 

1.                                                
                         .                   
         .                                     
                                           .     
                                           . 

2.                                               
                   .                        
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                                              (5) 
              .    ... 

3.                                               (6).      
        (7)                 ,                   
            .                       (8)               
           . 

4.                                          
                                     .         
                                  .        ,     
                                           
                   . 

5.                           .                    
         .                                      , 
                                  . 

                                 ;                 
          . 

                    (Applying Animation to the Slide) 

                                     
                                               
                                             
                        .        .         . 
                                       
                               .             
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1.                                            . 

2.                                . 

3.                                           
                                             
              . 

4.                           ,               .      
                              . 

    ... 

5.                                              
                                           . 

6.                                 . 
                            . 

     ,                                      
                                      .      
                                         
                 .                        ... 

                                          , 
                                        - 
        . 

8.                                      
            . 

9.                                  ,             
            /                            . 
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10.                                        
        ,                               
         . 

                                             
                          ;                   :      
            ,                             
        . 

                                              . 
                                          . 

11.                                    ,           
                                     .        
                                        . 

                                 
             .                                     
       .                                          
                                      .      
            8                  .               
                                          . 

                                              
                                               . 

               : 

                                               
                         .                   
                                    . 

             : 
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1.                                            . 

2.                                            
                                    . 

                                  . 3.             
           ,                                      
        . 

                                         ,     
               . 

                                                 
                             . 

                     ,                           
                                         
                                         .     
                                               
        . 

                           ,                
                                           
      . 

                                                  
     .                                      
            . 

                                :           
                            ,              
                                       .          
                                  .      
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                                          . 

                                     
                                          
       .                  . 

1.                                       . 
       ,                                  
       . 

2.                                      
        . 

3.                                               
       . 

4.                                                  
                    . 

5.                        .. 6.                    . 
                           .                   
           ,                                      
                                    . 

                              .               
                ,                                  
                                        . 

                                              
                          . 

    ... 
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     : 

1.                                             
            .  

2.                             ,                      
                   . 

3.                                               . 
           ,                                   
                           ,                    
                          .                     
                                             
     . 

4.                                            . 
                                         
                          .                   
                                              
                               .             
           . 

                                                 
         ,                         . 

5.                                                
                                          
        .              ,                  
                                . 
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                       : 

                              ,       
                                     .      
                                                . 
                                             
                     .               ,     . 
                                                  
                                       .           
                       . 

                                          

                                             

1.                                             . 

2.                                                 
             (1)         .                         
                      (2)                        . 

3.                                             
                                        . 

4.                                                
                   (               )            . 

                            (    )              
            . 

5.                                           
                   . 

6,                                          . 
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7.                                                    
           . 

                       (        ): 

            ,                                    
                                    .            . 
                                              
              .                            . 

1.                                   .        
                                     (3)       
        . 

2.                                        
            .                               
                                        -          
            . 

3.                                             , 
                                              . 

4.                                       .           
                                 . 

       ,                                       
                                                 
                                  . 

                                          
       : 

                                                
                                                   . 
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1.                   (          )              
                  . 

2.                                           (4)      
      . 

3.                                             (5)     
                . 

4.                            .                     
           . 

                                   .     
                                                
                 .                             
      .                             . 

                                                 
                                               . 

5.           . 

6.                                     
             .                               
        . 

      :  

                                               
                                          
                                         . 
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                        : 

                                             
                                        . 

                                       
                                                 
                                            
                             . 

                       . 

1.                                            . 

2.                                          
                    .                             
                                      . 

3.                                              
                               . 

4.                                            
                  .                               
         . 

                                         
        . 

                                     
       : 

                                 .              
                                                    
                                                   
         .                    . 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 129 
 

1.                   (    .      )             
                  . 

2.                                          (4)      
      . 

3.                                            (5)     
                . 

4.                           ..                     
                 . 

                                   .     
                                                
                 .                             
      : 

                            ,                     
           .                              
                                  . 

5.           . 

6.                                     
             .                               
        . 

      :  

                                          
                                                 
                                              . 

                : 
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                         ,                   
                                              
                 .                               . 
     190                            . 

                                          . 
     ,        ,                                
                                               
            . 

1.                      .                          
                         .                    
                      . 

2.                                            . 
                               .            
                  . 

3.                                             
                                 . 

                                                     
             . 

                                                   
                 .      ,                  
         ,    ,    ,                          
                   .                             . 

                  (    )         : 
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       .       .                             . 

1.                                . 

2.       ,         -                 -             
                                        .         
                                           . 
     ,                                          
                     . 

3.                                             
                .                              
                                               
                               . 

4.                         .                    
                       .                            
    , 
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                                    ,                  
                    /                         ,    
                    .                       
                        ,                      
             . 

                                         ,         
                     ;                       
                      . 

                             ( )         
        . 

              ,                                
                     . 

6.                                               ,     
                                        . 

7.             ,                                       
                 .                              
               :  

8.                                              
           ,                                 
        . 

9.        ,                                      
                . 

10,                                          
                                           
                 . 
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11.                ,           ,                     
                 . 
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12.                                           ,      
                                        .
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.                    (Preparing for a presentation) 

                                       
                                               
                     ,                          . 
                                 .                 
   ,                                             
      .                                  
                             ,                 , 
                             .                 
                ;  

                                     
                             ;        
                                          
                             .               
                                                  
                                          
              . 

                                             
                                . 

                                       
                                       . 
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                                      : 

                                        . 
        ,                                           
                        .                    
       ,                                  
                        .                   
                                        .        
                   . 

1.                                           .  
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2.                                                
                      . 

3.                        .                         
                                              . 

4.                                             . 
                -                            .     
                                                
              . 

5.                      ,                       
           .                                 . 
                                                 
                   .                              
                               . 

                                       (1)        
                                                  
                             . 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 139 
 

 

                             ,                    
                     -                    .      
                                     (2)         . 
                                  

            4                                       
      .             ,                         
                           1                ,       
                 .                           
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                                ,               
                                            . 

                      ,                   
              .                                     
              (3)                           .       
                                     . 

                                        
                                                   
(5)         . 

8.                   ,                          
                                               . 

7.                                            
             ,                             
                    . 

8.                   ,                    ,          
                         . 

9.                                          . 

10.                             ,                    
                ,                                   
          . 

                                       : 

                                     
                                              
      .                         . 
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1.                                   .     , 
                                              
       . 

2.              (       )        . 

3.            ,                            .     
                                          ,         
                 . 

4.                                               
        .                      . 

5.                             .           
        ,            /                            
                                                   
       . 

6.                                ,                 
              .                              
         . 

                                .               
                        .  

                                         : 

                                           
             .                                   
                                           . 

1.                     ,       /                 
                           . 
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                                            . 
         (1)                 ,                
                                                . 

                                (4)                 
                . 

              (2)                              . 

                                  .     ,     
                                             , 
                                      . 

     (       )                                    
                    ;                             
              ,      ,                 . 

                  ,                         
                                 , 

                                         
                                                 
             .                                
                             . 

                            ,                   
        . 

                           :  

                                          
                                        .            
       . 
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1.                ,                                    
                                                 
                                              
                           . 

                                                 
          . 

                                           
                                          
         .                                       . 

                        ,                , 
                           .                 . 
                                                  
             .                                  
       . 

                                     . 
                                                    
            ;                       . 

                                       
                                    ,            
         .                          ?              
                 ,                             
                  .                          
                         .                      , 
                            . 

                                           : 
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                            . 

1.                                          . 

2.                                  )        
                    .                         
                                                . 

                               . 

                                .    ,           
                         .                 
                                           
              (3). 

                     .                              
                        . 

              -                       ,     
                                           (2).         
                                               
                ,                               
        . 

                                          
                   .                          
        . 

1.           ; 2.              ; 3.      (              ). 

                             : 

                                                  
                                     .            
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         1.                                 
        . 

2.                                        .     
                                                    . 

3.                   :                              
–                                  . 
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               (         )                       
                                "             
               .          6                      
                             .              
       ,                                     
                  ,                                  
                      . 

                                           
                                        . 

                               ,              
                                                 . 

                      : 

                                          
                                         
                    . 

1.                                         . 
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        .                                . 

2.               ,                          . 

3.               ,                 3             
                 . 

                                  .             
        . 

4.                                                
      .    ,                                
                   .                               
                . 

                                          
          ,                             , 
                                     . 
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    - 4  

  .  .       ( M.S. Excel ) 

                 (Microsoft Office)                    
                                              . 
                                            
                        . 

                                                
                                                 
                                                 
                                       ,         
                                              

      ,                                     
        . 

 

                   (Excel 2010 - Window Layout): 

                                        
         .                                     
                                                
      . 
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              .             1.2.3            
             .                           10.48,576 
                         

                                               
                              A,B,C..AA,AB.AC AAA,AAB,AAC     
XFD                     . 

                        .                   
            

    .                                .            
10,48,576 x 16,274 = 1706,45,74,646 (                              
                                         ) –     
         ?            !                              
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. 

                                           
                 (  )              .       -      
                            A1               
            B1           A2                         
                              ,                  
                                                 . 
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                               (Starting a New Work in 
Excel): 

                                      
                        2010                      
           2010                      ,            
                                              

    ,                                        
                                            

                                     

1.                     . 

2.                                                
                              .    ... 

3.                                               
                   . 

    ... 

4.                                               
                                            . 

5.                          . 

                                            
       . 
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                             (Applying Themes Design to our 
WorkBook) 

                                        
                                          
                                    .       
                                                 
                                              . 
     

5.                                               
        .                                     
      ,                                 ,     
                                       . 
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                 . 

                                          
             ,           2010             
           . 

1.                                           , 
                                . 

2.                        .                      
          ,                 . 
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3.                                             
                . 

4.                                           ,      
                                          . 

5.                              ,                    
                   ,                        
        ,                                   . 

                             (Entering the Data into our 
WorkBook) 

                                             
       .                                       
                     

 

1.                           A1                  
                     

2                                              
                                              
                                            1 
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S. No,                            

3.       1                      1                    
     .                                           
                                           
                                             
                                                . 

4.                                          . 
                                               
                     1                           
          . 

        2                                 
                2             .                   
       (           )                 2            
           . 

       :  1       ,   1.   1,  1.  1                    
                 1                            1,  1 
                                              .   2 
                            2                  
                 . 

5.                                 ,               
                                            
                          . 
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6                                     654126       
                    .      -  7                   
           . 

7.                           : 

 .                                                  
           . 

 .                                                E7 
                   . 

8.                                              
            .                                    . 

9                                                  
              . 

                                              
        . 

                                               
         .      

11.                                             ' 
       ,             . 

12.                                          . 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 161 
 

13.                                                   
                                                
                             . 

14.                                                
                            . 

15.                                             
                                         .      
                                    .              
              .                          . 

16.                                               
         

17.                                           
        . 

18.                                            
            . 

19.                                              
                     .                        
                                 . 

20.                               ,           
                                     ,      
(         )                . 

21.                                       
                  .            ,                  
                                               
            . 
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22.                                .         
                                            . 
                (         )               
             . 

                                      , 
                                         
          . 

                       : 

                                                 
                              . 
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E2                              .    C2      D2 
                             . 

     , C2 x D2 E2              .       !      3         
            .  

1.       : 1 E2                         . 

2.              =               .             
           .                   C2                    . 
    2              .                          
                     *               .           
       2               .         2             
            . 

                                           . 
     2                             . 

            : 

 3                       ,                       
                   .      ,  3                      
       ,              =C3*D3                          
      . 

   ... 

..                              . 

           : 

                                            
                            .                     . 
             ,                        .     
                          . 
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                                         : 

                                         
      .                                           
         ,                                        
      . 

                                               
        .        '               .             
                           ,                      
                    . 

                                 .          
                     .                            
           . 

       :                                          
                                                     . 
     ,                                    
                                                  
                   . 

                      : 

+  =                       

       =                      : ('         ) 

       =                             -            
/           
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                         : 

                                          , 
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 .                                          : 

1.                                     .      
                  . 

2.                                .              
             . 

 .                                          
            : 

1.                                   . 

                                                    . 

                                         
            . 

                                             
              . 

 .                           : 

1.                                             
           . 

2.                                            
                  .                                   
               . 

                                           
              . 

                                : 
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               1,2,3.45.6,7.8.9.0                         
          .                                
                                      .             
                                  .         
                    .                               
                   .                      
                              ! 

       (                )                      
59                             . 60              
                 . 60                         
           59                    1          
              .                                 24     
             23     59                        00.00 
                    .                     , 00:00      
                                

                       100                     
                999                             1.000 
                                       .         1000 
                   1.000                       !  

                                           
                                      . 
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                              .               . 
                                               
             .         . 

                                         
       . 

                                  
            . 

                 ,                      : 

                                              
                                            . 
                                             
                       /                      
             .                                 
                       .                      
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                                   .        
        . 

1.                                               
              ,                                    . 

                                          
                              .                    
                                         . 

2.                                           
                                         . 

      :                                   ,       
                                             . 
                                            
                     .       ,                  
                                     .  
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                         ,                   
     : 

                                       
                                              
      .                                         , 
                              .                   
                    .       . 

                      :  

1.                                               
                      . 

                   : 

1.                                                
                      . 

2.                                                     
                        .                      
                . 

3.                            (     )                  
                    . 

4.                                           
                      . 

5.                             -                  . 

6.                                                    . 

      : :                                     
               .                              
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     ...                    .                        
                                         
            . 

                       : 

                                      .       
         ,                                         
                         .               : 

1.                                           
    "        . 

2.                                             
      . 

3.                                              
            . 

4.                           .                    
                                             . 

                                                 
                . 

5.                                            , 
                     . 

                                            
                              . 

                        : 
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    .                         .                  
     /                                           
                . 

1.                                             .  

2.                                                
      . 

                                             
             . 

                      : 

                                    
                               .                   
                           .               : 

1.                                                
                          . 

2.                                          
           .                  . 

3.                                   . 

4.                                       
           . 

5.                                            4 
                                  . 

6.                        ,                     
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              .                             
                       . 

                                      . 

                      : 

                                                
                        . 

                                               
           .                                       
                 . 

                   ,                          
       ,                                           . 

1.                                             
              .                               
                   . 

2.                                                 
       

3.                                . 

                                               
                 . 

                    :  

                                              . 

1.                                               
                        .               ,         
                       . 
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2.                                                 
       

3.                                                . 

                                               
                 . 

                                            
                            . 

4.                                                  
        . 

5.                                            . 

      :                       ,        ,     
                               .               
                              .                 
                                                
                                              
                        ,                         
     ,                                           
                               . 

                              (Handling Worksheets in a 
WorkBook): 

                                            
                                      .              
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                                              . 
                   . 
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               : 

1.                            3                   . 

2.     (            )                      
        .          1                         
            . 

3.                                        .      
                       .                     
                               . 

                                      
           . 

                 : 

 

1.                                               . 

2.                                             
        .                                       
                .    ... 

3.                              .                
                                          '       . 
   ... 
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4.                                                   
                      .                         
                   ,              ,    1              
             .                     ,    4     
             . 

                    : 

1.                                               . 

          5                   .                  
         ,    1                     .           , 
                       ,                           
                      .                         
                                              . 

                                         
              . 

                                  : 

                                           
                 .                    ,        
                                               
                           .                    
                                   ,          
           .                   

1.                                    . 

2.  1                                         
        .                                        
           . 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 182 
 

3.                                                   , 
                                . 

4.                      ,                          
           .   2                   . (             
                                              ) 
                         . 

5.                          2                        
            .                                     
         .           .            1             
               . 

6.                                                      
                         . 

7.                            . 

8.          2                 ,                     1 
                                       
                . 

9.                             . 

                                   : 

                                      
                      .                         
                                        .      
                          : 

1.                                           
        .                                        (1) 
        . 
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2.                                    (     ) 
              .                              
                        . 

3.                     .                         
         .                                    . 

 .                                               
                                               
                           . 

 .                                          
                                        . 

4.                         .                   
                        . 

      :                                      
                                 .               
                            (5). 

                   ,                         : 

                                         
                           .                 
                                                
                              . 

1.                                            . 

2.                                       . 

3.                                          
         .                         .         
                          . 
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4.                                    . 

5.                 .                               
                                            
             . 

6.                                      ,            
                  . 

7.                             ,                     
                .                        .         
                      . 

                                        (Applying 
Conditional Formatting to the Cells) 

                                         
                                         
                                       ,          
                                                  
              . 

                                                : 

                                      85 
                                                    
                  .                     : 

1.                                 . 

2.                                              
                    . 

3.                           /            , 
                                          . 
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4.                                   85          . 
            .                                  
           . 

5.                                                   
                .                                
          ,                                         
              .                                  
             . 

                                               
                  : 

 .           : 

 

1.                                 .  

2.                                      
                              . 

3.                                                  
                                               
         . 

 .          : 
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1.                                 . 

2.                                               
                    . 

3.                                           
                                                
               .                        
                     . 

 .          : 

1.                                 . 

2.                                               
                    . 

3.                                           
                                                
               .                                   . 
                                             . 
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                         : 

                                    
                                           
                                                  
             .                                    
                                                
                 .                        
        . 

 

1.                                             . 

2.                                             
                        .    ... 
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3.                     .                             
                                .                
                         2       2                 
                 .    ... 

4.                                                   
                            . 

5.                       . 

6.                                            
                                   . 

7.                                          , 
                          . 

8.                                               
         .                                       
        . 

9.                                             
                                  . 

                                             . 
                                                  
                  . 

                                              
          . 

10.                                          
            . 
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        .                                      
            . 

          ,                                    
                                )                 
             .                    . 

1.                                              
                  . 

                                               
            . 

3.                                      .      
                                              
                      . 

                                                 . 
          . 

4.                                           
                                             
      1                                    .      
                             ,                   
               -                                    
    -                         .                  
      1             . 

          . 

5.                      . 
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                              .                  
                          (     )            
             . 

      ,                                           
                    . 

                   : 

 

       ,       ,                                 
                                      . 
                                              
        . 

1.                     ,                 
                             . 

2.                                  -           
                   . 

3.                             ,                 
            . 

   ... 
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4.                              .                 
                                                 . 
     ,                                       
                   . 

                               .              
                             . 

                     ,           .           
                              . 

5.                               .        
                                                . 

                                 . 

                ,                     
                                                  
                        .                        
                                 .            
                       . 

(           )             : 

                       ,                   
                                 .           
                  .                              
                           . 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 192 
 

 

                                           
     .                                         
                            ,                 
                                . 

         1                                   
               1                    
             . 

                 3                        .     
       : 

1.                                              
        . 

2.                                               
                .  

3.                                              . 

4.                                               
             -              . 
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2         : 

1.                                      ,       
                             .                    
               .                                 
                                        
             . 

                               . 

      :                   ,                       
                                        .         
                                      .           
                     . 

            (        ...) : 

               

1.                                              
        .                                 
                          .                    
                            .     ... 

2.                                                   
                . 

3.                                              
          .  

 .                                             
                  . 

 .                                              
                 . 
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 .                                       
       . 

 .                                            
                         . 

 .              (            )                     
                                                 . 

4.                                           
                     . 

                                        . 

                      : 

                 ,                      
                                                 
                     . 

                           .            . 
                 201                . 206     3 
                         207                   
                                      .      
                        . 

1.                                  . 

2.                                              
                . 

3.                           . 
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4.                                                 , 
          "                                   
       . 

                                                   
                                

                           .                      
                                             . 

          , 

5.                 ,                      
                               . 

6.                                              
                                           . 

                    1,2           ,      
                          ,                         
                            . 

                      : 

                                      .      
                                     .       
                                             
    ,                                             
                                       .      
                          . 
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1.                               (     )            
       . 

2.                                                   
                                               
           . 

3.                           .                     
                                               
                     ,                            
                 . 

                       .                   . 

                                                 
                                     . 
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4.                                                   
                 .                            
                              .                  
                                  (1). 

5.                                           ,     
                                             
                        (                       ) 
                              . 

6.                                             
                                            
                                . 

                   (Creating Charts) 

                                            
                  .  



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 198 
 

 

                                                  
                                                  
                                                   
        . 
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                      (                    
            ) 

                                          
               .                        (     )     
                                               
                             ,                     
                                3        
         .                                 .     
                                                  
                                                     . 

                                            
                                                 
        .                                          
                                           . 

                                         
                      .                 
                                                 
      . 

                       :                    
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                        . 

 

1.                                            . 

2.                                              
                                  .             
                  *                     
             . 

3.                         . 

4.                                  ,                
    ,                        3                  . 
                                          
        . 
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                                        . 

                                                    
                                    . 

              ,                              
            . 

                         :  

                                           
                     . 

 

                             ,                 
                                                 . 
                                             
               . 

                       : 

                                         
                                            . 

1.                            .     ,             
                      .    ... 

2.                                                  
                               .                 
                                                
                           . 
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3.                                            . 
4.                       .                   
             .                        .          
                                           . 

                      : 
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                                             , 
                                             
                                  . 

    ,                                            
                                                . 
                                               
                             . 
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    - 5 

      (INTERNET)          (INTRANET) 

       (Internet)                            
      . Interconnection and networks. Net (   )                  . 
                                        (World wide 
systern of computer notworks)         .                  
                                     . (Network of 
networks)                                      
                                                     
             .  

                            .             
                                                 
       .                     
                    .                         
              .                                
                               .                 
                          .                       
                                  .. 

                                       , 
         (Internet Protocol)                         
                            .                
                                                
           . 

                                   
                      .     
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i)                               .  

ii)                                             
                  .  

ii)                                               
                                        . 

i)        ii)              iii)       (iv)          v)      vi) 
        

                                    .      
                                         
          

                            (Reasons for the use of 
internet):  

                                     
               . 

1)              (To get information)  

2)                (To provide information)  

3)                (To Compile information) 

1)              (To get information):  

                                         
                                                   
                                             
                         .                 (Web.WWW 
                .                              
                                            . 
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1)         (People) 

ii)         (products) 

iii)         (organisations) 

(iv)           (Research data)  

v)                         

2)                (Provide information):  

                                     
          .                                    . 

i)       (Publishing) 

ii)          (Extension) ) 

iii)         (Teaching) 

3)                   (To compile information) 

                                          : 
                   . 

                      (Evolution of Internet): 

                                       . 
                                                 
                               . 

1) 1957              4                          
                                      .        
                                              
      .  
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2) 1962                     .  .                     
                                . 1962           
                                       .  

3) 1965                              (Wide Area Network) 
                     .  .                
               . 

4) 1969                          .           
                                              .  

5) 1970                                      
                   .           (Network) 
                                     .  

6) 1972          (Email)                       .     
             (ARPANET)                            
         . 

7) 1974                            1974      
            .                                  
                                                  .  

8) 1979                              (Internet Configuration 
Board)            .                           
                                      
            . 

9) 1983                                   . 

10) 1984                           (Host Computer)         
          . 
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11) 1991                                  
            . 

12) 1998                                  . 

                (Capabilities): 

1)                   (Global dissemination) 

2)             (Customisation) 

3)                                    (interaction)  

4)          (Collaboration) 

5)          (Electronic commerce) 

6)          (Integration)  

1)                   (Global dissemination): 

                                          
                                         . 

2)             (Customisation): 

                                         
               .                               
                . 

3)                                   (interaction): 

                                          
          ,                                   . 

4)          (Collaboration) 
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                                      .      
                                              . 
                                          
                  .  

5)          (E Commerce); 

                                            
                                  
           .                                          
             .       

i)            

ii)             

iii)                 

iv)               : 

v)                                             
                      . 

               

i)                       .  

ii)                                               
           . 

iii)                             .  

iv)                       . 

v)                                          . 

                  : 
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                                          . 

1)                    

2)                    

3)                               

4)                  

5)                    

6)                                                
                                        . 

6          (Integration) 

                                          
                       . 

               (Functions of Internet): 

                                        . 
                                       . 

1)             (Communication)  

2)               (Information retrieval)  

3)               (World Wide Web services) 

1)             (Communication): 

                                             
                       .                
                                    ,           
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                   .                                
          . 

i)        (Chatting) ) 

ii)                         (Usenetnews group) 

iii)               (World wide web services)  

1)         (Chatting): 

                                           
          .                          
                                            . 

ii)                         (Usenet news groups)  

                                 .           
                                                
                    .                           
                            .                    
                            .                      
               .                            
                                      .  

iii)        (Telnet): 

                                             
   .                                         
                  .                (Error free)         
        . 

                     ,                ,      
                               .               
                                              



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 213 
 

                                            . 
                                             
          . 

                                          
                                                 
                                              
                                . 

2)              (Information retrieval): 

                                            
           .                                 
                                    .       ,     
      ,             ,                        
                                         .        
                                           
       .                                        
                                  .              
                       . 

i) (Gopher) 

ii)       (Archie) 

iii)                                (Wide Area Information Server) 

1)       (Gopher): 

           '                              
                                            
                    /                         
           . 1991                                   
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                                 .             
                                              .     
                                              
       .  

                                        
          .                                    
   ,                                      
                           .                     
(Hierarchical)                 (Tree structure)               . 
       (Mouse)                (Keyboard)          
                                       .  

ii)       (Archie): 

                                           
                          .                        
                                               . 
                            (Keywords)                   
                              .                    
                                                      
            . 

3)                                 (Wide Area Information 
Server): 

                     WWW      W3      
             .                      (Hyper Media) 
                   .                          
                   .                           
                                    .             
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           ,                               
                .                                  . 

       (Benefits):  

                                  
         .                                    
                         . 

1)                              

2)                                             

3)                                 

4)                              

5)                                        

6)                                    

1)                             (Reduction of communication costs);  

                                         
                                                
                .                              , 
          ,                                  
                      .                  

1)            

ii)                   

iii)                     

(iv)                                              
         . 
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                                              . 
                                         
                                . 

2)                                      (Enhancing 
communication and co-ordination): 

                                           
           .                             
                  .                    
                                              
     .                                       
               .                            
                      ,          ,     
                                    , 
                                   . 

3)                                (Accelerating the Distribution of 
knowledge).:  

                                     
            .                         
                  .                            
                                     . 

4)                             (Facilitating interactive marketing): 

                                              
                                         
                 .                              
                                        .     
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                                         .      
       (On line trading)                             
                   .                        
                                             
               . 

5)                                        (Improving 
customer satisfaction): 

       ,                                   . 
                                                 
                                        .         
                                        
                                                
                    .                            
                                       . 

i)        /                                  
ii)        /                       
iii)                  
iv)                                       (After sales 

services) 

                                         
                                              
             .                                
                   . 

6)                             (Facilitates internet recruiting): 

                                            . 

i)         (Internal sources)     
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ii)          (External sources) 

                                        
                       .     ,            
                                        
                               .           
                                       
             .                                
                         .                     
                .                        
                                              . 
       

i)                                    . 

ii)                           .  

iii)                                           . A 

                                            
                             ,         
                                       . 

                          (Problems in internet); 
                                               
         .                                    
                .                       
              .  

1)                (Security problems) 

2)                  (Technologies problems)  

3)           (Legal problems) 
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4)                     (Traditional Internet culture) 

1)                (Security problems): 

                                          
                         .                
           .                       .              
                           .               
                                        .       
                                                    
                                       .      
                                 . 2)  

2)                 (Technologies problems): 

                                     
         .                                   
                                   .                 
                                            
                                         
         .  

3)            (Legal problems): 

                                               
                    .  

4)                         (Traditional Internet Culture): 

                                               . 

                                         
                                         
           .                          



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 220 
 

                                              . 
                                             . 

                         (Types of Internet Connection): 

                                    
              . 

1)     (Dial up) 

2)           (ISDN) 

3)             (Cable Modem) 

4)                       (Leased line)  

5)                          (Digital subscriber line service-DSL) 

6)          (Broad Band) 

1)             (Dial up connection) : 

                                           
           .                                      
                              .               
                                          
                                            . 

i)                  

ii)              

iii)              

                             (Requirements to get a dial up 
connection): 
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                                           . 
         ,         ,                             
                      .         )  

                     (Transmission control protocol) 

       (Shell) 
                  
              
 i                     

2)                                   (Integrated Service 
Digital Network - ISDN): 

ISDN                                   
               .            (Direct connection)      
             .                      .       
                                          .    
         (Modem)             .                       
                       .                   
                          . 1     ii)            ii)     
iv)             

3)            (Cable Modem): 

                                           
                                           . 
                                               
                            .            
                           .         
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             .                             
                      . 

4)                       (Leased line):  

                                             
                                .             
        ,                                        . 
                                    .         
                                        . 

5)                          (Digital Subscriber Line service-DSL): 

                                         
            .                                 
           .                                    . 
                                        .         
                           .               
           10                       . 

6)          (Broad Band):  

DSL                                          
                                               
                                                  
           . 

               (Basic functionality) 

                                           
          .                    (Internet protocol)      
             . IP                    . IP             
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                  .                          
                               .                   
                                              . 

                                          
                                        . 
                                   . 

                                        
                               .  

1)                        (Transmission control protocol TCP)  

ii)               (Dialler software) 

iii)                (Browser) 

i)                                  (Transmission control 
protocol): 

                             ,           
                                   .           
                                            
                                               
                 . 

                                        
                                       . 

ii)               (Dialler software):  

                                             
                         . 

ill)                (Browser): 
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                               . 

                          (Basic Internet Terms): 

1)             (Web page)  

2)         (Website) 

3)            (Home page)  

4)                (Browser) 

5)                    (Uniform Resource Locator) 

6)                 (Hyper text) 

7)                        (Web server)  

8)                        (Internet service provider) 

9)                       (Download and upload)  

10)                       (Online and offline) 

1)             (Web page) 

           (www)                  . 

                                 .        
                                              
                 .                           
                                     .             
                                    .           
                                               
              .                                    
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                           .                      
                                  . 

                                           
           (Hyper Text Markup Language)              . 
                                                   
                                        . 
                                          . 
                                              (Hyper 
text links)                  .                    
                                                . 
                                              (HTML 
documents)                  . 

2)         (Website): 

                                        
         .                              
              .                            
                              (Home page)         . 
                                              
                                         
                  .                        
                    . 

3)            (Home page): 

                                             
                       .                    
                               .                 
                                           
          .                                      
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                                            . 
                                            
           .                                       
                                      .        
          

4.        (Web Browser): 

                              
                                        . 
                                              
           .     ,                             
                                         (Universal 
clients)                   .                       
                                  .         , 
                                    
           .                                 
                            ,                  ,       
              

      (Types): 

                                            .  

i)                         (Graphical Browsers) 

ii)                      (Text Browsers) 

i)                        (Graphical Browsers):  

                                   ,    ,     
                                         .       
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                 ,       ,                   
                                . 

ii)                      (Text Browsers):  

                                    
                      .                      
                                                . 
                                    
            . 

5)                    (Uniform Resource Locator - URL):  

                                           
       .                                     
                         .                 
                                            
          .                                      
                        .  

            (Examples): 

           ,      ,                ,     
          ,                           
              .                                     
                                                
        .                                        
          . 

     ,                                    (Part of an URL) 

1)         (Protocol) 

2)                 (Server) 
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3)     (Path) 

4)              (File name) 

                           ,                      
            . 

                           (Structure of an URL); Following is the structure 
of URL: http 

1) Protocol  : http 

2) Host computer name  : www 

3) Domain Name  : xyz 

4). Domain Type  : com 

5) Path  : tutor / start/ 

6) File name : main . htm 

http - hyper text transfer protocol  

ftp  - file transfer protocol 

news  -  news server  

mail to -  mail server used for accessing a email server 

telnet - for accessing remote computers 

The protocol is separated by colons and slashes. 
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                 (Host Computer):  

                         ,                     
                                . www.              
                                 . 

                   .                        
                . 

             (Types of domain):  

                                               
                               .                   
                      . 

com.-  commercial and for profit organisations 

edu. - colleges and universities (education providers) 

gov. -  federal government agencies 

mil - US military sites 

net . Internet infra structure and service providers 

org. Miscellaneous and non profit organisations.  

In addition to this, dozens of domain types have been assigned to identify and locate 
file stores on host computers in countries around the world. Two letter internet country codes 
are given. These country code, have been standardised by the International Standard 
Organisation (ISO). 

Example: 

.uk-  United kingdom 

De-  Germany 
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Au- Australia .in India 

.fr-  France Ik Srilanka 

Jp-  Japan 

Then part is path name. Path name specifies the hierarchic location of the said file on 
the computer. 

Example: in http://www.xyz.com/tutor/start/main.htm, URL consists of letters, numbers and 
punctuation. The basic structure of a URL is hierarchical and the hierarchy moves from left to 
right 

Protocol://server name. domain name. top level.  

domain: port/directory/filename 

6)                (Hyper Text):  

                                        
                       .                       
(Hyper text link)                 (Hot link)                  
      (Hyper link)                    (Links)      
             .                                    
          .                                    
              .                                
                                .             
                                    
             .                     (Cursor)          
                                    .             
                                            
         . 
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          .                                  
                       .                     
                  . 

7)                      (Internet Service Provider ISP): 

                                      
                                       . 

                              ,             
                                   ,               , 
                                              
                                                   .  

                               (Factors to be considered):  

                                      ,      
                                          . 

i)                                           
                            . 

 ii)                                      . 

(iii)                             . 

(iv)                                      . 

8)                        (Web server):  

                                           
                                              
                         .                   
                                      . 
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             .                          , 
                                            . 

                                    
                                           
            .                      ,        
                                          
         .                          HTML         
                   .                  HTML 
                                             
                      . 

9)                       (Download and Upload): 

                                               
                                            
             .                                         
                                         
                                                  
                                           . 

                                       
                                            . 
                                                   
                                             . 
         :                                    
                                               
                                              
                                . 
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                                            . 
                                       
                                           
                .                       
                                                
       . 

10)                       (Online and off line): 

                                            
              .                         (Online)     
           .                                         
                                                    
                .                                  
                                            
                                          
           . 

                                     
                                      
                                                . 
                                                  
            .                                       
                                              
                                        (off line) 
                 . 

        (Factors affecting the speed of internet connectivity):  
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                          . 

i)               

ii)                                           

iii)         

v)                       (Random Access Memory} 

      (Modem): 

                                        . 
                                           
       .                                     . 

                                              
                 .                          
                                    .          
          .                                      
                                            . 
                                              
                 

               (Types of Modem): 

                                 .  

1)          (Internal Modem) 

2)          (External Moderm) 

1)         (Internal Modem):  
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                                 . 

2)         (External Modem): 

                                         
             .                           . 

                                (Internet Protocols) 
                             .                  
                                  . 

1)                      (Transmission Control protocol - IP)  

2)                 (File Transfer Protocol) 

3)                           (Hyper Text Transfer Protocol-HTTP) 

4)        (Telnet) 

5)       (Gopher) 

6)                                 (Wide Area Information Server) 1) 
                       (Transmission control protocol) - TCP :        
                                     
                                                     
                                   .           
                         .         ,             
                            TCP             
                             .                   , 
                                     . 

i)                     (TCP) 

ii)                (Internet Protocol - IP)  
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i)                     

                                            
                     . 

                                         
                        (Packets)      
             .  

                                             
                                       .  

                      . 
                                              
                    . 

i)                (Internet Protocol - IP): 

                                           . 

 )         .                     .  

 )                                           . 

 )                                              . 
      ,               .                        
    ,                                        
                   . 

 

2)                  (File transfer Protocol- FTP);  

                                                 
                .                             
                                                     
                 .                            
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                         . 

FTP                     (Steps to use FTP):  

FTP                                  
              . 

i) FTP                                 

ii)                                             
(Navigate) 

                (Variety of files):  

FTP                                        . 

i)              (Shareware)  

ii)                   (Freeware) 

iii)                 (Upgrades & patches)  

iv)        (Documents) 

i)              (Shareware): 

                                           
                                               
                                          . 

 ii)                   (Freeware): 

                                        
                                    .  

iii)                 (Upgrades and patches);  
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                                         . 

iv)        (Documents): 

            ,                        
                     . 

FTP                                             . 
                                 .             
                                              .       
                                    .               
                      .                              
                              (Virus)                . 

         (Objectives): 

                                              .  

i)                    ,                             
                    . 

ii)                                        
            . 

ii)                                           .  

iv)                                          
                                       . 

3)                           (Hyper Text Transfer Protocol.- HTTP): 
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         .           /                              
          HTTP         . 

                                               
         HTTP            .                  
                                             
                                 .    HTTP    
                                                 
                                   . 

                       FTP,SMTP, NNTP            
                                  . 

4)        (Telnet): 

       (Telnet)                                    
                           .                     
                                          
         .                                     
                                            
         .                                  (Remote 
login)                   .                            
                                            . 

 .  :                                               
                                              
       .                                    
                                              
            .                                 
                .                               
                                               . 
                       (Error free)         . 
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               (Local Computer)                        
(telnet client)                  .                 
                                      (Remote Computer) 
                             (Telnet Server)     
             . 

          /                             
                            .                       
                                               
            .                                   
                                     . 

                                      
                       .                    
                  .              ,            , 
                            .          FTP, Gopher, www 
        

5)       (Gopher): 

                                         
                                            
                    /                         
           . 1991                                   
                                 .             
                                              .     
                                               
       .                                         
          .                                    
   ,                                      
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                           .                     
(Hierarchical)                 (Tree structure)               . 
       (Mouse)                (Keyboard)          
                                       . 

6)                                 (Wide Area information 
Server): 

                     WWW      W3      
             .                      (Hyper Media) 
                   .                          
                   .                           
                                    .             
           ,                               
                .                                 . 

                    (Internet Addressing): 

                                   .           
                                         . 

         (IP Address): 

                                           
                           .                 
                                    
                           .             
                                 .               
0     255                        .  .   : 210, 45, 1, 8 
                                                . 

                                          
         NIC                          .      
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                                         (host 
computer)                          . 

                   (Characteistis of IP addresses):  

i)                             . 

ii)                                                
     . 

iii)                               ,                  
    . 

                        (Domain name): 

                                            
                           .                     
                             .                   
                            .                  
                   (Period)                          
             . 

                                          
            .                                      
            .                  ,                 
                       . 

                (Electronic Mail addresses): 

                                     
                                       
               . 

                                        
          .                                
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                     . 

                     : 

Username @ host.sub. domain. second - level - domain - first level - domain. 

Examples: 

i) Say2 Surender @ yahoo.co.in 

ii) iamsur @ymail.co.in 

iii) surda @rocketmail.co.in  

iv) ram @ gmail.com. 

                                         
              .  

1)                 (Browser) 

2)                         (Browsing internet)  

3)          (Electronic Mail) 

4)                     (Email client) 

5)              (Search engine) 

6)               (Instant Messaging) 

1)                 (Brows):  

                                      
                                            . 

2)                         (Browsing Internet): 
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                   .                        
                 .                             
                                                
                  . 

         (Electronic mail Email) 

                                       
                               . 

4)                     (E-mail client):  

                                              
                                       .      
              (Mail User Agent - MUA)                   . 

                                         
                          .       
                                                  
                                            . 

       (Features): 

                                  
              , 

1                 

ii)                  

(iii)                                

iv)                             

5)              (Search engine) 
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                                     .          
                                                 
           . 

                                   . 

1) (Spider) 

2)                  (indexing Software)  

3)           (Data base) 

4)                         (Search Engine Mechanism) 

                                          
         .                                  
                                             (Spider) 
                             .              
            ,                                   
                                                   . 
                                             
                                              
   .  

6)              (Instant Messaging):  

                                         
                                          
                                             . 
                                               
                        .      ,               
                   .                        
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         ,                                  
                              .          
                          

i) Yahoo Messenger 

ii) MSN Messenger 

                                    (Instant 
Messenger)                  .                         
                              .            
                                        
             .                                  
                                      
           .                                   
                                                
                        . 

                     : 

i)            (Chatting) 

ii)           (Audibles) 

iii)           (Smileys) 

iv)          (Games)  

v)         (Address Book) 

                          (Services provided by Internet):  

                                          
            .                              
                                    . 
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i)        (email) 

ii)                  (File Transfer Protocol - FTP)  

iii) (World Wide web) 

iv)        (Telnet) 

v)                     (Internet Relay Chat - IRC)  

vi)                            (Chatting and instant Messaging) 

vii)                     (Internet Telephony)  

viii) (Video Conferencing) 

(ix)                 (Commerce through Internet)  

x)             (Usenet) 

 xi)              (Mailing lists) 

                    (Internet Telephony): 

                                         
                                       (Voice) 
      (Fax)                                       
                                              
           .                                       
                                        
                                         . 
                                               
        .                                      
                                            .  

i)                                          . 
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ii)                                      . 

 iii)                                          . 

                (Commerce through Internet):  

                                        
                                .              
                  . 

1)           (Electronic Commerce - Ecommerce)  

2)                  (Electronic Data Interchange EDI) 

3)                (Electronic Fund Transfer EFT) 

4)         (Electronic cash E Cash) 

1)           (Electronic Commerce): 

                                           
               ,                         
           .                                     
                                     
          .               (Shopping on line)     
             .                                 
                                   . L 

                  (Pillars of E Commerce):  

                               
               . 

 

1)          (Electronic Information) 
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2)              (Elecronic relationships) 

3)                  (Intelligent Agent) 

                      (Applications of E Commerce) :  

                                       
          . 

i)                (Business to conumers - B2C)  

ii)                        (Business to Business -B2B) 

iii)                        (Customer to Business - C28)  

iv)                                (Customer to Customer-C2C) 

                (Business to Consumers):  

     ,                                        
                                  .               
                               .                    
                                 (Marketing begins and ends with 
consumer)               .                               
                                       .     

i)           (Reasonable price): 

ii)              (Suitable website)  

iii)        (Electronic money) 

iv)               (Electronic cheques) 

v)                    (Global Marketing)  

vi)                  (New Technology)  
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vii)                  (Electronic Price list) 

viii)            (Credit cards) 

                 (Electronic Fund transfer):  

1995                                          . 
                                                 
                                               
                                            .     
                                                    
                          . 

         (Intranet): 

                                     
                                          
            .                                
                                          
          .                                       
              .                     
                              .                
                                          . 
                                             
                                         . 

                                ,            
                                            
                  .                     
                 .                      . 

                                           
                          . 
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       (Definition): 

                              .          
                                      .    
                                        
                    .                           
                                       
            . 

         (Purposes): 

                                        .  

i)        ,                  

ii)                                     

Iii)                                     

IV)         ,                  

v)                   

vi)                              

                 (Components of intranet): 

                                       
           . 

1)                       (Transmission Control Protocol - TCP):  

                                          
                                               
            .                                    
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        .  

2)                (Internet Protocal): 

                                    
               . 

3)                          (Web Server):  

                                  
                                . 

I)                                           
      

ii)                                                 . 

iii)                               

4)                            (Web Browser):  

                                              
                      . 

                                             
                                             
       )                                      
         .                             . 

                     (Applications of Intranet): 

                                         . 

1)                             (Sales and Marketing Intranets);  
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                     ,                     
                                              . 
    ,                                          
                     . 

I)                                           

Ii)               

iII)              

Iv)                               

v)                    

2)                                 (Research and Development 
Applications):  

                                   
                           .              
                                                 
              . 

i)                                       
             

II)                                 

III)                                

iv)                                

V)                                       

3)                                          
     (Improving Customer Service and Technical Support): 
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                   ,                          
                           .                   
                 .  

I)               ,                                    
                                

II)                                   

iii)                                         
             . 

iv)                                                  

v)                                              

4)                  (Human Resource Applications):  

                                           
            .                                . 

i)                               

ii)             

iii)                          

(iv)                     

v)                      

vi)                

vii)                   

5)                  (Accounting Applications):  
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                   .              ,          
                                                . 

1)                    

ii)                            

iii)            

iv)                                  

       (Advantages of intranet): 

1)                      . 

ii)                           . 

iii)                                . 

iv)                                                 
                         . 

vi)                                          . 

vii)                                                
                                       . 

viii)                                      
                             . 

         : 

                                       . 

i)                                .  

ii)                              . 
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iii)                            . 

                  (Types of intranet): 

                                           .  

1)                  

2)                                

3)                         

4)              

5)                       

6)              

                                      (Differences 
between Internet and Intranet): 

1)       (Meaning): 

                                     .    
                                     . 

2)        (object): 

                                        
        .                                .  

3)      (Desire): 

                                    .      
                                             . 

4)        (Control): 
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           ,                  
               .                           
                      . 

            (Group ware): 

                                         
                    . 1995             
           . 

                       (Application of Groupware): 

                                          . 

1)       ,        

2)             

3)          

4)                   

5)           

6)      /           

7)                 

8)                    

         (Extranet): 

                                           
                                                  
        .                                 
                            .                       
                                             . 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 258 
 

                                             
             ,             ,                      
                                       
                        .                     
                    . 

        (World Wide Web - WWW) : 

                   www             
           .                                      
          .                             .        
         W3                    .      ,             
                                       .         
              ,                             
                                         . 

                                             
               .                       
            .                                   
         .                                     
                                             
       . 

                                        
                  .                            
    .                                         
                       .                  (Links) 
                 .                           
         .                                      
                                                
           . 
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                          (Hyper links)     
             .                               
                             .  

                                      
            .                                
                                            (Hyper Text 
Transfer Protocol HTTP)                  .                
                                     .             
                            . 

i)          (Open) 

ii)          (Request) 

iii)       (Response) 

iv)       (Close) 

         (Electronic Mail): 

         (Email)                                 
                                   
                .                                 
                  .                              
                            .                
                                 . 

                                        
     ,                  ,                    
                            .                    
                                    .          
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       .                                       
                          .           
                                              
                           .                    
                              . 

                                         .    
                                                   
                        .                   
                                           
                . 

                (Advantages of e-mail) : 

      ,                              
                                               
          .                                   
                          .                  
                              .             
                                         .     
                                                 
             .     ,                           , 
                                       . 
                                     

1)      (Speed): 

                                           
        .                                            
                            .  
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2)       : 

               .                           
                            .             
                                     .            
                                              . 

3)    (Group):  

                                           
                      .                     
                             . 

4)              (Multiple copies): 

                                              
                    .                            
          . 

5)           (Reliable): 

                              .             
                                           
                    .                           
       ,                             .          
                                             
                              .              
                                 .  

6)         (Attachment): 

                                          
                                 .  

7)         (To save messages);  
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                 . 

8)              (Floxibility); 

                                .            
                                               
             .                       .  

9)          (Atuomated): 

                                         
               . 

       (Demerits of Email) : 

                                   . 

1)       (Delay): 

                                             
                                     .             
                                     .  

2)               (Decrease in speed): 

                                              
                       .                       
                                                   . 
                                               . 

3)                      (Error in email address);  

                                               
                   . 
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4)                (Security problems) : 

                                           
          .                             .     , 
                                                
                                 .        
                                                 
                                                . 
    ,                      . 

5)                  (Technical problems): 

                                        
                                                
                             .     ,           
                   .                     .  

6)                                           
                             . 

                     (Email names and addresses): 

                                       
                                        
                                              . 
                                               .  
Username @ host, Subdomain, second level domain, first level - domain.  

Examples: 

I) Say2 Surender @ yahoo.co.in 
ii) iamsur @ymail.co.in 
iii) surda @rocketmail.co.in 
iv) ram @ gmail.com. 
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             (Mailing lists): 

                                .     

1)                 (One way lists): 

                                              
                                       . 

2)                 (TWO way lists): 

                                        
           .                                  
                                            
                                .             
                                               . 

                                  (Features of email 
programs) : 

                                             
                                   .  

1)         (Address Book) 

ii)              (Signature feature) 

iii)            (Attachment facility) 

1)         (Address Book): 

                                             
                                          
            .  

ii)          (Signature) : 
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                                                .  

III)             (File attachment): 

                                       
           .                                
                                              . 

      (Reason): 

                                              . 
                                                
(alignment)                  .                        
                                                 
         . 

 


