Software packages
Word Processor ( MS-Word)

 Q.1 Define word processing 

The process of entering, ,editing ,storing and printing of textual material which can be in the form of letters, memos,reports,manuals,draft and almost all documents is called word processing 
  Q.2 Define Word processor 
Word processor is a piece of computer program or software that deals with text based information. It is Possible to create a new document, edit and change the text in the document using a word processor.

The document can be stored on disk, retrieved, formatted and then printed 

Q.3 Write short notes on:

Open:- This tools is used for  displaying  a dialogue box for opening existing files from the directory we specify. The shortcut command for open is Ctrl+O
Save:- This tools is used for saving  our current files that we are working with it or if we have not saved,i.e., our file if it is a new one, then it prompts us to save as –where we neeed to specify the directory and the file name . The shortcut key for save is Ctrl+S

Print:- This tools is used for  printing  our document or the document which we choose to print .The shortcut key for print is Ctrl+P

Cut:- This tools used for  cutting  certain part of the text or pictures and save it in  clipboard for sometime and can be pasted later wherever we want using paste tool. The short cut key for cut is Ctrl+K
Copy:- This tools  used  for  copying  certain part of text or pictures and save it in clipboard  and can be pasted wherever we want .The shortcut key for copy is Ctrl+C
Paste:- This tool is used for pasting text or picture that we have cut or copied and kept in clipboard .   The shortcut key for paste is Ctrl+V
Undo:- This tools is used for canceling any commands that we have used recently .   The shortcut key for undo is Ctrl+Z

Redo: This tools is used for redoing whatever command or action we undo.The shortcut key for redo is Ctrl+Y
Text justification: - when we click on this tools the text we type   or selected will be justified, i.e., aligned on both sides. In other word it is the combination of left and right alignment. The text appear to be balanced between left and right 
Find and replace: - The tools Find is used for searching any text in the document, if such text is found we     can replaced by another text which we want to using the tools Replace.  The shortcut key for find is Ctrl+F.  The shortcut key for Replace is Ctrl+H

Q.4     What do you understand by formatting a document? Give the significance of Speller and thesaurus in modern word processing packages

Ans-Formatting a document is the way or process of changing the outlook of the document that means making the outlook of the document attractive as per our desire using different document formatting tools such as changing font styles, changing font sizes , changing alignment (right , left, centered, justified) making text  bold, italic and putting underline for headings , putting background on the pages, putting header and footer notes, inserting bullet and numbering where necessary  etc

Speller is a tool available in any word processing software by which we can check the spelling and grammar after each word or after finishing the whole document. It got the facility of using different English language and even now it has gone further including different international language, we can even include local words into its custom dictionary which can be used so easily where as thesaurus is a tool which is used to see the word meanings, synonyms, antonyms etc of any words and even can change the meanings and can add our own meanings to it. Although it is a very powerful tool but it has got certain limitation, they are listed below:-

1. It is attached or built-in program in word processor, so it can only check the spelling of those words, which are listed in its data dictionary, For example: - spelling of ‘ Bharat’ it shown wrong  but spelling of ‘John’ is shown correct although both are names.

2. Generally, it is based on US English, so other English words are shown wrong even if they are correct. For example, ‘Colour’ is shown wrong where as ‘color’ is shown correct.
Spreadsheet(Ms-Excel)
Define spreadsheet 

Spreadsheet are large electronic sheets where we write data, we modify data, we work on the data .It is a paperless and pen less way of writing data.
                    In other word we can say spreadsheet is a application packages used to type information in the form of tables and to perform calculation with this form using formula. Thus spreadsheet is a big electronic working sheet which is made up of rows and columns.

Define workbook 

Workbook is just kike a large document with multiple topics related to each other . A workbook contains multiple worksheets. Each workbook is given a name, which is generally known as file name.
Define worksheet 

A worksheet is a part of workbook which is a combination of rows and columns where user is directly involved in writing his/her data , modifying or saving his/her data . Worksheet is also known as spreadsheet because it is very large sheet larger than manual sheet which contain 256 columns and 65536 rows.
                             Columns in a worksheet are given name with alphabets like A,B,C,      AA, BB, IV etc 

                              Rows in a worksheet are give name with numbers like 1,2,3,     6556 etc

Define Cell

Cell is the smallest unit of worksheet in which we actually write data, cross section of rows and columns is called cell. Each of the cell in a worksheet are identified with their cell address, which is composed of writing column name first and then row number . For example- A1, B6 etc
Define Formula in Ms-excel or in spreadsheet package
Formula are the expression given by the user to perform some useful calculations or relevant jobs. Each and every formula should be started with = sign and it should include cell address . when we place cursor at the cell where formula is entered , the formula instead of value is displayed in the formula bar . if we copy it the formula is copied , not the value . For example : - SUM (A1:A5), AVERAGE(A1:A5), SUB(A1:A2) etc
Define Data Form

Data  Form is one of the facility borrowed from database packages  in which instead of adding data into the worksheet directly , we can design a data entry form , so that whatever the entries are made  in it, are recorded in the worksheet .The data entry for takes the current sheet as a table of database and the columns of worksheet are recognized as fields of table and rows are recognized as records

Define auditing 

Auditing is the process of examining the relationship between cells and formulas on the sheet and identifying errors.

Explain briefly the following 

Cell referencing in spread sheet packages 

As we know that the formula entered in a cell represents some relationship between the cell and when we copy the formula from one cell to the another cell , instead of value the formula is copied and the cell address written such formula is automatically changed. This mechanism is known as cell referencing 

              There are three types of cell references in Ms-Excel, they are listed below

a) Relative cell reference: If the formula is copied, the cell address change itself according to the relative cell address. For example, cell C1 has formula =A1+B1, then if the formula is copied to the cell C2, it becomes A2+B2
b) Absolute cell reference:- If the formula is copied , the cell address doesn’t change itself , which means that the cell address are made constant using the dollar ($) sign before the column name and row number. Fro example, if the cell C1 has the formula =$A$1+$B$1, then if the formula is copied to the cell C2, then it becomes =$A$1+$B$1 (no change)
c) Mixed cell reference:- This is the mixture of relative and absolute cell reference. Which means either or both of the column name and row number are followed by a dollar ($) sign and other left for relative cell reference. For example , cell C1 has formula= A1 +$B1, then if the formula is copied to the cell C2, it becomes=A2+$B2

Define Transpose 
The way by which we interchange rows into column or vice versa is called transposing 

Steps for transposing 
a) Copying the range that we want to transpose

b) Pasting it by selecting ‘paste special’

c) Selecting ‘transpose ‘ checkbox and pressing enter key

Define slide 

Slide is a page, document, or template where all the content of the presentation is written. In other word a single page in the slide show presentation is known as slide

Define presentation 

Collection of more than one slide together on a particular topic is known as presentation 

Presentation contain different slides, different contents, different objects and different animations 

Define slide show 

Slide show is the way of presenting the slides to a mass of people in real sense. how the slides are flown from one to another is defined in the slide show. It displays all the slides in full screen .This are the real world happening of the presentation. All the graphics, text flows ,picture, animation can only seen in this show or views but can’t be added or modified 
