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a) Right Arrangetheicononthe desktop a)byname,b)bysize,c)bydate,d)bytypeand
see the difference.

-click the desktop.

b)  PointtoArrangelconsByandthenclickonofthe commandsonthesubmenu,
as explained in the tablebelow.

Click To
Name Arrange icons in alphabetical order by the icon name.
Size Arrangeiconsinorderoffile size. Ifthe iconis ashortcut to aprogram, the

refers to the size of the shortcut file.

Type Arrangeiconsinorderoftype. Forexample,if youhaveshortcutsto several
Power point presentations on your desktop,

These will be arranged next to each other.

Date Arrange icons in the order that the shortcut was last modified.

- Auto arranges the icons on desktop.
- Right-click the desktop.

- Pointtoarrangeiconsby,andthenclickone ofthe commands onthesubmenu, asexplained in
the tablebelow.

Auto Arrange the icons in columns along the left side of your screen.
Arrange
- Make Taskbarwider.

Move mouse pointer to edge ofthe taskbarpointer willchange into double direction arrow
and then move this arrow upward this will widen the taskbar.

- Move the task bar on the top of the desktop.
Click an empty area of the task bar and then drag it to the top of the desktop.
- Move the taskbar on the bottom of the desktop.

Click an empty area of the taskbar and then drag it to bottom of the desktop again.






- Showand hide the clock.

Rightclickanemptyareaofthetaskbarandthen clickonproperty option. Awindows open.
From various option select and click ‘'show the clock’ check box. It will show the clock.

To remove the clock do the same task stated above and click on the check box.
- Make sure that the taskbar will be always ontop.

Clickanempty areaofthetaskbarandthendragitto the desktop. Right Clickanemptyarea
of the taskbar and click onthe option ‘lock the task bar'.

- Make the taskbar hide. Disable the auto hide feature.

Rightclickanemptyarea ofthe taskbarandthenclickonproperty. Awindowsopen. From
various option select and click ‘Auto hide’.

To disable do the same and click again the ‘Auto hide’ option.
- Create a folder BMC on the desktop.

Rightclickanemptyare of desktopthenclickonnew andthenselectfolder. Thiswillplacea
new folderon desktop. Then click on name of the folder and type ‘BMC'.

= Openthe folder ' BMC ‘. Maximize it and minimize it.
Select the folder and double click on the folder this will open the folder.
If this windows is not maximize bottom on top right side of the open windows.
To minimize open windows click minimize bottom on top right side of the open windows.

- Maximizethefolderagain. CreateatextfileBMC. TXTunderit.Restorethefoldersizemake the
folder write. Move it up and move it down.

e Click at maximize bottom.

- Rightclicktheemptyarea ofthe folder. Clickon new,andthenclickon Text Document. A
new notepad iscreatedonthe BMC folder. Right clickonthe new notepad,andthen
click on rename. Type BMC. A new text file ' BMC TXT' creates.

= Clickon ‘Restore ‘bottom ontop right side of the windows.

- Placethemouse pointeronthe side edge of the BMCfolder. It willchange into double
headed arrow then hold the mouse and drag it to right hand side.

- Holdthe mouse printon top of the windows then pressed itand moves the pointer
upward and downward direction.

- Create another folder NCA on the desktop.






Rightclick onempty area of desktopthen choose newthenfolder. Renamethenew folder
with MCA.

= Copy the BMCTXT file using shorthand menu from BMC to COMMERCE.

Clickontopofthe BMCfolder. ThesewillactivetheBMC folder. RightclickontheBMCTXT
file. Apopup menu will come. Click on copy. Then click on MCA folder. Right clickonan
emptyspace. Apopup menuwillcome,clickonpaste. ThiswillcopyBMC TXTfromfolderto
MCA folder.

« Rename the file BMCTXT as BMCLTXT.

Right click onBMCTXT. From the popup menu click rename. Type BMCL. This will rename
BMCTXT as BMCLTXT.

» Delete the BMCLTXT from BMC.

ClickonBMCfolder.RightclickonBMCTXT.Frompopup menuclick deleteoption.Adialog
boxes opens confirming the delete task. Click yes.

- Create anotherfolder BMC on desktop. Create two folders BCOM and BSC under it.

Rightclickon anempty areaon desktop. From popupmenuclickonnew. Then click on
folderoption.Anew folderiscreating. TypeBMCinfoldernamespace. DoubleclickonBMC
folder.BMCfolderisopen. Right clickan emptyarea. From popup menuclick new, then
folderoption. Anewfoldercreates. Type BCOM. Rightclickanemptyareaof BCOMfolder.
From popup menu click new, then folder option. A new folder creates. Type IT.

= Copy theBMCL TXT thefileBMCLTXT from BCOMto BSC usingmenu andrenameas
BMCTXT.

ClickonBCOMfolder.SelectBMCLTXTbyclickingit.Click onedit frommenubar. Clickon
copyoption. Thenclick ontopoftheBMCfolder. Clickeditmenubar. Click on paste option.

= Move the file BMCTXT from BCOM to BSC using drag and drop.

Select BMCTXT by clickingit. Then click editand then cut option. Double clickonthe BSC

folder. This will open the BSC folder. Click editon menubar. Then click paste option from
pop down submenu. This willmove BMCTXT from BCOMto BSC.

= Copythefile BMCTXT from BCOMto BSC using drag and drop by mouse bottom.

ClicktotheBMCfolder.DoubleclickonBSCfolder.BSCfolderopen.Restorethesize ofthis
foldersuchasitcanbeseenthoughfolderisopen. Thenclickonthefolder. RIGHTCLICK AND
DEPRESS THEBMCTXT filesand drags ittoBSCfolderand releasethe mousebottom. A popup
window opens,thenon copyoptiononthere. Thiswill copy BMCTXT toBSCfolder.

= Minimize all openwindows.






Clickon minimize tab on topright of the opening window. This will minimize the opening
window. New click on minimize tab on all open windows one by one.

- Tile all thewindows vertically.

Openallthe windowsby clickingontheirtabin Taskbar. Right clickan empty area of Taskbar.
A popup menu appears. From various options choose ‘Tile windows vertically'.

- Cascade all the openwindows.

Rightclickanemptyareaof Taskbar. Apopupmenuappears. Fromvariousoptionchoose
‘cascade windows'.

- Copy folders BCOM & BSCto BMC.

RightclickBCOManddragthisfolderto BMC andreleasethemousebottom. Apopup menu
appears. Clickon‘copy here’ option. Clickand dragthisfoldertoBMC and thenrelease the
mousebottom. AMENUAPPEARS.Clickon‘copyhere’option. ThiswillcopyBCOM&BSC
folders toBMC.

- Delete the folder BMC from the desktop.

Closeallwindows.RightclickonBMCfolder.Apopup menuappears.Clicksdeleteoption. A
dialogue box appears ‘confirm folder delete’. Click yes option. This will delete the folder
BMC.

- Openthe recycle bin and make sure that all the delete items are here.

Doubleclickonrecyclebinonthedesktop. Thiswillopenrecycle bin. Allthe deleted items
are in the recyclebin.

- Empty the recyclebin.
Click file on menu bar. Click ‘Empty Recycle Bin'.
- Create a shortcut of clock on desktop. Runiit.

Click on start menu bottom, click control panel. Control panel windows open. Right click on
‘Data and Time'. A popup menu appears click ‘create shortcut’. This will create a shortcut of
clockondesktop. Double click on the shortcut of clock. This will run the clock.

- Change the wall paper (don’t change the stings of the desktop).

Rightclickonthe Desktop.Clickprosperities.Selectwallpaperoption.Fromvarious
wallpaper select onethen click ‘Apply’ followed by ‘OK’.






- Createa shortcut of WORDPAD on desktop. Openitand do the following task-
- Typethefollowing was speed and pastesit after the lastline.

“Speedismost characteristics of computerandthischaracteristicslineafterthelastline
has essentially made the computer what istoday”

- Centerthe headingand make it bold.
- Replace ‘is’ with‘was'.

- Copy the firstline.

- Movethe second line afterlast line.
- Savethefileinyour name.

» Close the WARDPAD.

Clickonthe START menu, click ACCESRIES,andthenRight clickonthe WORDPAD. A
popup menuappears.Click’'sendto’,apopup menuappears,andthenclickdesktop.
This will create a shortcut on the Desktop.

Double click on the WARDPAD shortcut. Ward pad open.

Type'SPEED’; selectthewholeward byclicktwice. FromToolbarclickunderline option.
Press Enter key. Cursor moves to next line. Type ‘speed is most characteristics of
computerandthischaracteristic’. PressEnterkey.Cursormovestonextline. Type‘has
essentially made the computer whatis today'.

Select 'SPEED’, Click centeralignment tab on Toolbar. Click bold tabon Toolbar.
Select ‘is’ Type‘'was’.

Movethe cursorleft side of thefirstline. Cursor will changeto a pointer,and thenclick.
This will selectthefirstline. Right click,andthen click on copy. Movethe cursortoend of
thelastline. Right click and then paste. This will copy thefirst line afterthe last line.

Selectthesecondlinerightclicksandthenclicks ‘CUT option. ThenMovethecursorto
last line. Right click and then click’ PASTE'.

ClickFileonmenubar,andthenclickoption. SAVEwindowopen. TypemynameonFile
Name and then click save button.

Click File, and then click close. This close the open WARDPAD.
- Shutdown the computer.

Click STAR, Then Click Shutdown option. A window open. Click ‘'SHUTDOWN' option.






ASSINGNMENT-II (ON WINDOWS EXPLORER)

Open windows Explorer.
Rightclickon’START menu. A popup menuwillbe displayed selectExplore &click onit.
Highlight one folderand see the contents under this folder.

Onsingleclickona specificfolder,wecanhighlightafolderand can seethe contents of
that folder on the right pane.

Use split barto make left pane as big as possible.

Pressingleftbuttonofthe MOUSE onthe SPLITBARandDRAGi ttotherightsideone
canbemake the left PAN asbig as possible.

View and off the STANDARD TOOLBAR.

Weclickonviewmenufrommenubar. Adropdownlistdisplayed.ChooseTOOLBARS
and then click on standard button. If it was OFF, Then it become on otherwise it
becomes OFF.

Show and hide STATUS BAR.

Weclickonview menu fromthemenubaroftheexplorer. ThenchooseSTATUBAR
optionandclickonittoviewtheSTATUSBARisnotthere. Thenagain selectingview
menu from the menubar and click on it one can hide the STATUS BAR.

Off the address bar and set Explorer window as web page.

We click onview menufromthe menubarofthe Explorer. Thenchoose TOOLBARS option
andthen choose addressbaroption&clickonitoff the addressbarif addressbar ison.
Choosing viewmenuand thenchoosing as web page optionfromthe popup menu of view
we can set Explorerwindow as web page.

Expand the windows folder and MS-WARD application File.

Opened the windows Explorer and located the windows File. Then selected MS-WORD
from it.

Clickonthe HARD DRIVE and DISPLAY the details of the contents.

Weclickonthe'HARD DRIVE'likeC:,D: orE: Wecan seethename&iconofthat drive and
all folders and files which that particular drive holds.

Sortthe FOLDERCONTANT asthe ASSSENDING ORDEROF NAME.

We choose view menufrommenubar. Thenchoose arrangeiconfromthe dropdown
list and finally click on by name option from the submenu.






Sortthe folder contentsinthe DESCENDING ORDEROF TYPE.

First, We select afolder fromthe folderpan. Thenfrom view menu of the menu bar. We

choose arrangeicon and click onthe by option. We can sortthe contentsofthat folder
on DESCENDING ORDER OF TYPE.

Sort the folder content in the descending order of last modified.

First, We selecta folder formthefolderpan. Then fromview menu of the bar. We
choosearrangeiconand thenwe clickon bydate option. We can sort the contents of
that folder on descending order of last modified date.

Expand all branch of HARD DISK.

Double- clicked (L) on the HARD DISK PARTITIONS.
CollapseallbranchesofHARDDISK.

Click onthe CLOSEOPTION.

Create a folder BMC under root (HARD DISK).

Select DRIVE(C:) from explorerleftpane which shows thecontents of C:ontheright
paneright, click anywise onthe right paneexcept onany otherfile or folderit showsa
popup menu from. We have to choose new and thenfolder from the submenuofthe
new. So a new folderis created and we give its name BMC.

Open the folderBMC.
To open folder BMC, we select the BMC FOLDER from the folder pan of explorer.
Create atext file BMC. TXT underit.

First, we openthe folderBMC and thenright click anywhere on theright pane and then
we select the text document & we give itthe name BMCTXT.

Make the file BMC TXT HIDDEN.

OpenthefolderBMC. Thenrightclick on BMC TXTFILE, It shows a popup menu from
which be have to choose properties and then hide option from its attribute and then

apply.
SHOW IT AGAIN.

Select BMC TXT fromthe BMCfolder, right click onIT & choose puppetryoptionfrom the
popup menu and click onit. If there is aright mark on the hidden attribute then click onit
to make it mark free and click on apply.

Create another folder BCOM under ROOT.

Select C: \fromtheleft panofthe explorer. Right clickany ware on theright pan except
onany folderorfile. IT showsa popup menufromwhichwehave to choose new and






then folderfromthe submenu of the new. So a new folderis created and we give it the
name BCOM.

Copythe BCOM TXT FILE using shorthand menu from BMC to BCOM.

WeselectBMCfolder. ThenselectBMCTXT pressingleftmousebuttononitandalso
passing control key simultaneously & we dragitto the folderBCOM intheleftpane. It will
copy BMC TXT from folder BMC to BCOM.

Rename the file BMC. TXT asBMC TXT.

WeselectBMCfolder. ThenrightclickonBMC. TXT,wechooserenameoptionfromthe
popup menu and we gi9ve it the name BMC TXT.

Delete the file BMC TXT from BMC.

Todeletethefile BMC TXTfromBMC first, Weright clickonBMC TXTandthenweclick
on delete option from the popup menu.

CreateanotherfolderBTECHon DESKTOP. CreatetwofoldersCSEandITunderlIT.

We select desktop from explorer folderpane.Right clickonany ware ontherightpane
excepton any folder orfile. Choose new optionfromthe popup menu andthenclickon
folderandwegiveitname BTECHtocreatetwofoldersinBTECH, Firstwe selectBTECH
from left explorer pane & then we right click in the blank space of the right pane. A
popup menu is displayed, from whichwe clickthe newfolder option. Soa newfolderis
created,twowhich we give the name casesinthe same way we create anotherfolder
named it under folder BTECH.

CopythefileBMC TXTfromBCOMtoBSCusingmenuandrenameasBCOMBMCTXT.

WeopenBCOMfolder. ThenweselectBSCTXTfromtherightpane. Fromeditmenuwe
choose copyoption. Thenwe open BSC from desktop. Againfromeditmenuweclick
paste optiontorenameitrightclickon BMC TXT, we click rename option and we giveit
the name BMCTXT.

Movethefile BMC TXT from BSC to BCOM using drag drop method.

We openBMC folderandtheselect BMCTXT. Thenweleft clickonthefile& pressing
theleft mouse button we drag it fromfolder BSC tothe BCOM folder & release the left
mouse button.

Copythefile BNC TXTfrom BCOMtoBSC using drag and drop by right mousebutton.

OpenthefolderBCOMpressrightmousebuttononBMCTXTdragBCOMandwhenwe
releasethe buttonit shows a popup menufrom which we select copy here option.

Copy any four consecutive files to BMC.






Selectedthefourfilesby pressing shift +arrow key and thenperformedthegeneral
copy-paste operation.

Copy any four non consecutive file to BCOM folder.

We openany folderhaving morethan fourfiles then we leftclickon any file, thenwe
pressthe control button fromthe keyboard & keeping it pressed. We select otherthere
nonconsecutive files then, we release the control button and then, we pressthe ctrl&c
buttons simultaneously. Then we open the BCOM folder & press ctri+v.

Delete thefolder.

We select BMC folder. From file menu we click delete.
Close the WindowsExplorer.

We select File menu and then click on close option from it.

ASSIGNMENT-T

- Savethefileinto the 1 year directory:
Make1yeardirectoryinto Cdrive.File->Saveas->1yeardirectory-Assignment 1
(File name). Doc-> Save.

- Change the leftand right margin according to your choice using mouse:

Selectallthetext by pressing Ctrl+ A. Click onleft aligns of formattingtoolbarfor
left Alignment.

- Click onright align of Formatting toolbar for right alignment.

Selectspecifiedlinesbymousedragging. ThenpressCtrl+C.Thenpasteattheend of
the document by pressing Ctrl + V.

= Move the second paragraphto the of the document:

Selectsecondparagraph&pressCtrl+X. Thenpasteattheend ofthedocumentby
pressing Ctrl +V.

= Make whole documentbold:

Press Ctrl + A. Click on Bold button (B) of Formatting toolbar.
= Turn off the ruler. Again turn on:

View—>Click on Ruler to turn off.

View->ClickonRulertoturnon.






» Turn off the standard toolbar and turn onthe border toolbar:
A. View —>Toolbars—>Click on standard toolbar.

B. Format—->border and shading—>Border-->Show toolbar—>0K.
8. Changethe font of the whole document to courier and make its size.
1. Former —>Font —>Font—>selectcourier.
2. Format -->Font-->Size—>Select 14.
3. OK.

9. Hide the name Ted Lee:
1. Selectthe text. | want to hide.
2. Onthe Format menu, click Font, and then click the Font tab.
3. Select the Hidden check box.
10. Make all the characters of the first paragraph to capital:
1. Select thetext. Iwant to format as all capital letters.
2. Onthe Format menu, click Font, and then click the Fonttab.
3. Selectthe All caps check box.
11. Savethe document in the 1 year directory with different name:
12.  Quit from
world: Press Alt+
F4.

ASSINGNMENT I

- Openthe previously created document.

Toopenthe previously createddocument, we gotostart, Programs,MSWord.
When MS Wordopens,wegotto Filemenu,Open. Adialogboxopenswhere we
choose the drive, the folder where the document is located and click on the
‘Open’ button. The required document opens.

Find out the word “Awards” throughout the document.

WegotoEdit,Findandclick. Thewordtobesearched isaskedfor. Wetype
“Awards” .The word gets highlighted in the document.

Replace all the “Corson “with “Carson”.

We goto Edit,Findandclick onthe Replacetab. Thewordtobereplacedand
thewordtoreplaceit withare askedfor. We enter “Curzon”and “CARSON"in
therespectiveplacesandclickonthe ‘Replace All'button. Allthe“Curzon” get

1. n

replaced with“Carson’s”.






Create a bookmark according to your choice.

We selectanitemwe want abookmark assignedto, orclickwherewewant to
insertabookmark. Ontheinsertmenu,clickbookmark. UnderBookmark name,
type or selecta name. Click Add.

Insert a page break after the first paragraph.

Clickafterthefirstparagraph,gotoinsertmenu,Break,ChoosePageBreakand
click ‘OK’.

Move your control to the first page of the document.

Clickthe Editmenu, Go, To. Awindowopenswhereweselect pageandtypein
thepagenumberinthespaceprovided. Click Go, To. The control moves tofirst
page of thedocument.

Move to the 7t line of the first page.

Clicktéhe Edit menu, Go,to. Awindow openswhere we select lineand typein the
linenumberinthespaceprovided. Click Go To. Thecontrolmoves tothe 7t line
of thedocument.

Insert the page number to the current document. Omitthe first page number.

Clickthelnsertmenu,Page Number;specifythepositionandalignmentandclick
‘OK'. Pagenumberisinserted. Againgotoinsertmenu, Page Numberclick the
option ‘show number on first page’to unpick it and click ‘OK’. The first page
number is omitted.

Insert the current item date.

Increase the space between the characters.

Selectthetext you wantto change.Onthe Format menu,click Font,and then
clickthe CharacterSpacingtab.Dooneofthefollowing:-Toexpandorcondense
space evenly between all the selected characters, click Expanded or Condensed in
theSpacing box,and then specify how much space you wantin the bybox.

Change the line spacing between the paragraphs.

Selecttheparagraphsinwhichyouwanttochangelinespacingorparagraph
spacing.OntheFormatmenu,click Paragraph,andthenclicktheindentsand
Spacingtab.Underspacing,dooneofthefollowing:-Tochangelinespacing,
selectthe optionyouwantintheline spacing box. Toadd spacingbeforeor
aftercashparagraph,enterthe spacing youwantinthe before orafterbox.






Insert tab into yourdocument according to your choice to make your document
goodlooking:-Selectthe paragraphinwhichyouwant to set atab stop. Click at
the Fr left of the horizontal ruler until it changes to the type of set you want.

Click the horizontal ruler where you want to set a tab stop.

Insert a border into your document to write something as notes.

Move tothe 39 line of record page and change thatparticularline to upper case

Click Editmenu, Go To, selectline, typein 3 intheline numberspace and click on
the'goto’button. Thenclick on Formatmenu, Fontandchoosethe‘All Caps’
option. Then click'OK’.

Create a newdocument.

GoTo,Filemenu,New,selectbankdocument,andclick‘'OK’. Anewdocument
will be created.

Type the assignment as inserting the bullets or numberingin the document.

Toinsert bullets, goto Format menu, Bullets and Numbering. To insert billers,
select the billers tab, select the bullet and click ‘OK’. Toinsert numbers, select
the numberstab, choosethetype of numbering schemeand click'OK'.

Check the spelling of your document with the word'’s spell check.

Tocheckthespellingofadocument,goto Toolsmenu Spellingsand grammar.
Thewrong spellingsappearin awindow. Eitherclick ‘Ignore’to do nothingto
themorclick‘Change’'to changetotheword suggestedbyWord. Afterdoing
this, click‘OK’.

Display the drawing toolbar. Create a text box and a call out for writing
somethinginthebox. Todisplaythe drawingtoolbar,gotothe View menu and
gotoTools. UnderTools,click ‘drawing’. Thedrawing toolbarappearsonthe
screen. To createtextbox,choosetextboxonthe drawingtoolbarand draw a
box on the screen with its help. Write in the space provided.

Using Auto correct protect your spelling mistake.

Touseauto correct,goto Tools menu,Auto Correct. Awindow containingfour
tabsopens. In each of the tabs, select the nicety optionsand click ‘OK'’.

Make atoolbar according to your need through which you can create a new
document. Open an existing document. Save the document, Cut, Copy, Paste,
Bold, Italic, Underline, Outside border, Line draw, Rectangle draw. Close all the
toolbars and then open your created toolbar.

OntheToolmenu,click Customize,andthenclickthenclickthe Toolbarstab.
Click new. Inthe Toolbarname box,type the name you want. In the make
toolbaravailableto box, clickthe template ordocument you wantto savethe






toolbarsin. Leave the Customize dialogbox open (youmight need tomoveitout
ofthe way), and do one or more of the following:-To add button to the toolbar,
click the commands tab. In the categories box, click a category fort the
command. Drag the command you want fromthe commands boxtothetoolbar.
Toaddabuilt-inmenutothetoolbar,click the commandstab. Inthe categories
box, click Built-in Menus. Drag the menuyou want fromthe commands boxto
the toolbar. When you have added all the buttons and menus you want, click
Close. Close other toolbars and open the newly createdtoolbar.

Insert Header and Footerinto yourdocument. Display the Header and Footer.
Make different first page header:- To insert and footer, go to View menu,
Headerand Footer. A space appearsforthe header, writethe headerinit. Inthe
headerandfooterwindow,chooseanyone amongstthe many optionavailable
like Date and Time, Page numberetc.and applyit. Theheaderand footerare
displayed. ToMAKE Differentfirstpage header,gotoHeaderand Footerunder
Viewmenu,selectpage setup, clicktheLayouttab, clickthe Different FirstPage
Header to tick it and click ‘OK'.

Create a new documentin atwo columnarfrom.

Open a new document, write something in it, and switch to the print Layout
view. Clickwherenew columnisto start. Ontheinsert menu, click Break. Click
column break. Word moves thetext that follows the insertion point to the top of
the nextcolumn.

Protectthe document fromillegal users.

A document canbe protectedfromillegalusersby givingita password. Todo
this,openthedocument. Onthe Filemenu,click savesas. Onthetoolsmenuin
thesave as dialog box,clickgeneral option. Inthepasswordtoopenbox,type a
password,andthen click OK.Inthereenter passwordto openbox, typethe
password again, and then click OK. Click Save.



