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ELECTRICAL ENGINEERING LAB & COMPUTERSLAB
1. ELECTRICAL CIRCUITS
1.1 DETERMINATION OF VOLTAGE & CURRENT IN SERIES
AIM: To determinetheVoltage & Currentinseries
TOOLS & EQUIPMENT REQUIRED :-
1) Screw Driver
2) CuttingPlier
3) Tester
4) TestLamp
5 Volt Meter
6) Ammeter
7) FuseBox

MATERIAL REQUIRED :-
1) Wooden Batten
2) Electricconductor snglelead
3) Nails
4) BulbHolders
5) Bulbs

PROCEDURE :

1 Fix thewooden batten firmly on atable.

2. Run the conductor on batten with the help of naillsand link
clips,

3 Arrangebulb holdersinthecircuit asshowninfigure.

4 Fix bulbsin bulb holders.

5. Give power supply tothecircuit.

6 Fix thefusebox between A & B.

7 TO KNOW VOLTAGE:

A) To know Voltage between A & B connect Voltmeter’sleads
between A & B wecanread voltagedirectly in voltmeter.

B] To know voltage between any two pointsthe same procedure
can be adopted.



C] Toknow thetotal circuit voltage connect two ends of voltmeter
at end points of the circuit.
8. TO KNOW CURRENT:
Al To know thecurrent inthecircuit removefusewirein thefusebox.
B) Connect thetwo endsof Ammeter at two terminalsof Ammeter and wecan
directly readin Ammeter im Amperes.
PRECAUTIONS: 1) Connectionsinthetotal apparatusshould berigid.
2) Useglovesand plastic dippersawaysbecausetotal apparatusis
without insulation.
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12 DETERMINATION OF VOLTAGE & CURRENT IN PARALLEL:
AIM : To Determinethe voltageand currentin Paralldl Circuit.

TOOLS& EQUIPMENT REQUIRED :-
1) Screw Driver
2) CuttingPlier
3) Tedter
4) TestLamp
5) VoltMeter
6) Ammeer
7) FuseBox

MATERIAL REQUIRED :-
1) Wooden Batten
2) Electricconductor singlelead
3) Nails
4) BulbHolders
5) Bulbs



PROCEDURE :-

1) Fix thewooden batten on atable

2) Fix the conductor on the batten with out insulation and arrange fuse boxes, switches, bulb
holders, bulbs at appropriate places.

3) Give power supply to thecircuit.

4) Toknow currentinBranch* A’ , removefusewire of Branch A and connect the terminal s of

Ammeter to ends of fuse points. Then we can directly read the currentin Branch* A'.

5) We can directly read the currentsin the other branches asabove.

6) To know thevoltagedrop in the each branch connect concern branch fuse fint and fuse box
N with Voltmeter then we can directly voltage drop in each branch.

7) Toknow total voltage Drop connect pointsM & N withterminasof Voltmeter, wecan directly
read the voltage drop.

PRECAUTIONS: 1) Connectinginthetotal apparatusshould berigid.
2) Useglovesand plastic dlippers awaysbecausetotal apparatus
iswithout insulation.
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1.3CALIBRATION OF SINGLE PHASE ENERGY METER

AlIM:-To perform Energy Consumption Cdculation:
TOOLSYEQUIPMENT REQUIRED:

1) Screwdriver
2) Cutting Plier
3) Tester

4) TestLamp

5) Stop Watch

6) Ammeter

7) Volt Meter

MATERIAL REQUIRED:

1. Electric Conductor
2. Bulb Holder
3. Electric Bulb
4. Switch



PROCEDURE:-

1. Give connectionsaccording tothecircuit given.

2. Connect the Voltmeter and Ammeter to the circuit asper circuit diagram.

3. Put theswitchin“on” position and at the sametime start stop watch.

4. Notethereadingsin Voltmeter and Ammeter.

5. When the stop watch completes 1hour, put the switchin“ off” position.

6. Multiply voltage and currentswhich are noted in voltmeter and Ammeter respectively.

7. Thenwegot power inwatts.

8 We perform thisexperiment in 1hour, so we can calcul ate energy directly watt-hoursto
get k.w.h[units] we haveto divideit with 1000.

9. To get energy at different instancesfoll owing table should be used

PRECAUTIONS: 1) Ensurethat power supply isnot fluctuating .

2) If voltage and current fluctuates perform this procedure up to constant readings
only by taking timeinto consideration.
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14VERIFY THEOHMSLAW
AIM: To Verify theOhm’s Law with given Conductor
TOOLS& EQUIPMENT REQUIRED :
1) Screw Driver
2) Cutting plier
3) Tester
4) TestLamp

MATERIAL REQUIRED:
1) Conductor with un known resistance
2) Conductor with known resistance (certainlyvery high resistance).
3) Wooden batten



4) Bulb holder
5) Bulb
6) Switch

PROCEDURE : 1) Arrangethe conductor on wooden batten whichisun known resistance.
2) Arrange switch, Bulb-holder, Bulb, fusebox asshowninfigure. Thereare 3 phases
1. PHASE
3. Givepower supply
4. Cadlibratethevoltage drop beforethe point of bulb.
5. Cdculatethe current passing through the conductor by removing fusewireinthe
fuse box.
6. Theninterpret theresultsinthe Ohm’slaw
V=IR
R=V
I
7. Calculatethetotal resistance of the conductor with aboveformula
8. If weknow thetotal resistance of the conductor with multimeter,then cal culatethe
resistance of the conductor with multimeter.
9. Tworesultscertainly same. Hence Ohm'slaw proved. Then| Phasecompleted.
Il - PHASE

10. Arrangethe conductor of knownresistance.
11. Know and give power supply know the voltage drop befor point of bulb
12. Interpret theresultsintheformula

V=IR

=V
R

13. Know thecurrent passing inthecircuit by removing fusewire.
14. Tworesultscertainly same. Hence Ohm'slaw proved then Il Phase completed .

Il - PHASE
15. Arrangethe conductor of known resistance and give power supply.
16. Know the current inthecircuit.
17. Interpret theresultsin thefollowing formulaand find \voltage V=IR
18. Know thevoltage drop up to the bulb.
19. Tworesultscertainly same. Hence Ohm'’slaw proved . Then 111-Phase compl eted.
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15 PRACTICETHEAMMETER,VOLTMETER
AIM : ToPractice anammeter and avolt meter.
TOOLS & EQUIPMENT REQUIRED
1. Screw Driver
2. Cutting plier
3. Tester
4. Testlamp
5. Volt meter
6. Ammeter

MATERIAL REQUIRED: 1) Manganese wire
2) Conductor

PROCEDURE: 1) Choosetheinstrument according to requirement i.e., .If wechoose moving coil
instrument ; It can be used only for D.C Circuits. If we choose movingiron
instrument ;1t can be used for both A.C and D.C Circuits.

2) Toknow current inthe circuit connect the instrument inseries asshown infig (1)
then wecan directly calculate Amperes.
3) If current passes inthe coil aone its capacity coil will be burned.
4) Tomeasure high currents range of the meter should be extended. This process
is called shunt process.
5) Connect a least resistance wire isparalel to the coil of theinstrument, this least
resistance iscalled Shunt Resistance.
6) If high potential drop occurred intheinstrument ‘scoil that coil will beturned.
7) Tomeasure high voltages, rangeof themeter should beextended, thisprocess
iscaled multiplier process.

8) Inthis process connect a high resistant wire in series tothe instrument.
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16. PRACTICETHEMULTI METER - FINDING RESISTANCE
AIM :- Toknow theresistancein aconductor at required temperature.
TOOLS& EQUIPMENT REQUIRED:
1) Multimeter
2) Screw gage
3) Scale or meter tape
4) Thermometer
5) Screw Driver
6) Cuttingplier
MATERIAL REQUIRED : 1) Conductor with kn%gmﬁpecific Resistance.

a
PROCEDURE:-1)  Taketheconductor calculateitsareaof crosssectionwiththehelp of screw

gauge.
2) Measurethelength of conductor with the help of tape.
3) Takethe specific resistance of the conductor specification takeitisQ°its
temperature given calcul ate resi stance the temperature.
4) Interpret theresultsinthefollowing table and find out resistanceat 0° by given
temperature by changing different value and take arrange value.

SI.No | Specificresistance | Lengthof the |Crosssectionarea| Resistance
Conductor of the Conductor

. Ly 2 .
‘I incms. aincm inQ
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6)

8)

Toknow theres stance of the conductor at present position intemperature in Room tempareture

take 25°.

To know the resistance of the conductor at instance measurethe temperature of atmosphere

withthe help of thermo meter.

Cauculateingtant resistance of the conductor with following formula.
R =R[1+u(t2-t1)

R, =Required resstancein ohm

R=Known resistancewith known temperaturein ohm

p=Co efficient of resistancein W/cm3 or ohm/scm

t2= Required resistace‘ stemperaturein Oc

t1= Known temperature in0c

Interpret theresultsinthefollowing table.

S.No. [ R T T R

&= R[1+ a (Tz _Tl)]

By changing different valuesand find average value of theinstant resistance of the conductor.

1.7PRACTICE ON RHEOSTAT

AIM : To practice Rheostat with given material

TOOLS & EQUIPMENT REQUIRED : 1) Screw Driver
2) Cuttingplier
3) Testlamp
4) Hack saw
5) Hammer
6) Chid
MATERIAL REQUIRED: 1) Wooden Shaft with 850mm.

2) Bindingwire
3) Nails

11
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PROCEDURE:
1) Takeawooden shaft of 650mm , ensurethat it isperfectly dry.
2) Fix ittoastand asshowninfigure
3) Takean dectric conductor without insulation just like binding wirewith res stance.
4) Wound the wire around the wooden shaft asshown in figurewith 1mm gap.
5) Takeacontinuity tester and fix itsoneendto left end of thewire.
6) Second end of the continuity tester isflexible. Placethe second end of continuity
tester toright end of thewire. Thenthebulbilluminates.
7) Wehaveto movethe continuity tester’s second end towards|eft end of wire.
8) Inthisinstancewe can noticetheintensity illuminationwill beincreased.
9) Attheextremeleft end of wirewe can noticehighintensity of illumination of
bulb.
10) Inthisway wecandecideif length of the conductor increasesresistance also
increased.
11) Placethe second end of continuity tester at right end of thewirefor upto 15
minutes and tester should be connected.
12) If weplaceour bare hand onthewire, we can feel some heat
13)  Herewedecideif eectricity passed through high resistance conductor for some
timeheat will beproduced i.e,, H ... I°Rt Factorsof resistanceand timefor heat
produced will beclassified.
14)  Removethehand onwireand tester should be connected and passthe e ectricity
with 10 minutes, 15 minutes, 20 minutes and 25 minutes intervals betesting
heat of wire.

12



2. D.C. MACHINES

2.1IDENTIFY THE COMPONENTSIN A D.C. MOTOR
AIM :To Identify thecomponentsin aD.C. Motor.

TOOLS& EQUIPMENT REQUIRED : 1. Screw Driver
2. Cuttingplier
3. Hammer
4. Chisdl
5. Pocker
6. Spanners

7. D.C. Motor
MAIN PARTS: 1) Stator 2) Rotor 3) Startor

PROCEDURE : 1) Opentheend cover
2) Dismantletherotor by usngasmall hammer.Pull therotor and placeit onthe
table.
3) PARTS OF STATOR
A) Yoke : Outer cover of Stator
B) Poles : Whicharefitted totheyokeinside.
C) POLE SHOE : Inner bottomsof poles ( half rounded)

D) FIELD COILS : Conductor whichiswounded to poles.
PARTS OF ROTOR:

A) ARMATURE CORE : Made up of Iron sheetslaminated with other with required dots.
B) ARMATURE WINDING : Theconductor whichiswinded in the slotsof Armature core.

C) Holes: Betweenkey may adotsthereareholesfor freeair circulationto cool armature core.
D) KEY HOLE AND SHAFT : A shaft isfitted at the center of armature core.

STARTER :- Decidewhether it is 3 — point starter (or) 4- point starter.

13



2.2. |IDENTIFY THE COMPONENTSIN A D.C. GENERATOR
AIM: Toldentify thecomponents ina D.C Generator.
TOOLS& EQUIPMENT REQUIRED:
1. Screw Driver
2. Cutting plier
3. Hammer
4. Chisdl
5. Pocker
6. Spanners
7. D.C. Generator
PROCEDURE: 1) Openend covers of generators with thehelp of chisdl , hammer etc.
According to design.
2) We can notice 3 systems
A) Field systems
B) Rotor system (Armature system)
C) Auxiliary System
3) Infield sytemwehavetoidentify
A) YOKE: Madeof cast Iron . Outer horizontal cover of generator.
It'sfunctionisto givemechanical protection to poles( Field cails).
B) POLE CORE :- Thesearefixedtoinner partsof yoke. Theseare
made up of Anneal ed sheet sted |laminations. Inthismagnetic flux will
be created.
C) POLE SHOE :- These arefixed to pole coretowards center.
D) FIELD COILS: Theserewound on polecore.
4) In Armature system we can noticethefollowing
A) ARMATURE CORE : Itismadeup of Steel laminations. Itisin cylindrical shape.
Outer surface had dotsto place conductors.
B) ARMATURE (WINDING) : Conductors have been arranged in the sl ots of
armature are according to requirement. We can get e m.f. with thiswinding only.
C) COMMUTATOR: Itismadewith copper segments. It isfixed to armature shaft. If
changesA.C.to D.C. and givesto brushes.
D) BRUSHES: These are made with carbon and copper . Theseare placed in brush
holders. Theseare placed on commutator surfacewith thehelp of brush springs. At the
end of brush thereisflexible lead to outer circuit.

14



5) Inauxiliary sysemwecanfind
A) END PLATES:- Theseremadeof C.1. , and these are side protection for
generator.
B) BALL BEARINGS: Centre shaft or armature shaft’'send are protected with ball
bearings.
PRECAUTIONS:- D.C. generartor isaeven though robust machine delicate partsarefixed, specia
care should betaken dismantling and assembly.
2.3. PRACTICEA D.C. MACHINE
AIM : Topractice aD.C. machinewith given material
TOOLS& EQUIPMENT REQUIRED:
1. Screw Driver
2. Cutting plier
3. Hammer
4. Chisd
5. Pocker
6. Spanners

MATERIAL REQUIRED :-

1. Ring magnet (Nearly 3¥2dia)
(Generdly availablein Radio repairing shops)
Dry cell of 1.5Volts.
Used Stove pins (holesat ends).
Cycletube rubber bands—2 Nos.
Windingwirenearly 2m.

o W DN

(Available at motor winding shopsaswaste materia )

PROCEDURE :

1.  Takethewindingwire, winditinto round shape of 2cm diawith both endsfree.

2 Scratchthewire sfreepositionshaf sideonly.

3. K eep the battery under magnet fix it firmly with rubber bands.

4 Cut the stove pinsat their half lengths, keep then firmly to the battery asshownin
figure

Arrangethewireintheholeof stone pinsthen with thehelp of D.C. battery coil of wire

o

startsto rotate.

15
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fig.2.3
3.BATTERY

3.1CHARGING PROCEDURE OF BATTERY

AIM : Toknow the charging positions of lead acid battery .

INDICATIONS: When charging hascompleted following indicating has seen.

1) Examinethe positiveplate, It should be in thick brown colour .

2) Examinethenegativeplate, It should be in ash colour.

3) Check up the specificgravity of electrolyte with the help of Hydrometer. It ‘s specific
gravity should be 1300.

4) Cell emf should be2.2v.

CHARGING PROCEDURE:
1) While charging the battery only D.Cisused, if A.Cavailable used rectifier and
change it into D.C.
2) Intheconstant current method A) connect some number of electric lamps with cell in
series, then battery will be charged.  B)Wecancontrol current by controlling lamps
3) Inconstant voltage method ~ A)Connect rectifier with cell inparallel and give power .

PRECAUTIONS:
Positive Plate-> Pb So4 + So4 + 2H20 ->Pbo2 + 2H2 So4
Negative Plate-> Pb So4 + H2 -> Pb +H2 So4

fig.3.1
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3.2 DISCHARGING POSITION OF BATTERY------- REACTIONS

AIM : Toknow the Discharging positions of lead acid battery .
1) DISCHARGING PROCEDURE : When we connect the charged battery to the external
circuit. Thencurrent passthrough thecircuit from the battery and gradual ly that battery
get discharged.
2) DISCHARGING REACTIONS:
Pb 02 +2H2 So4 + Pb->Pb So4 + 2H 20 + Pb So4
3) INDICATIONS: When battery has discharged following indications hasseen.
A) Examine the positive plate and negative plates, they arein ash colour .
B) Verify the specific gravity of eectrolyte,lt should be 1180.
C) Cell em.f decreasedto 1.8 v.
4. WIRING
41 CONNECT ONE LAMP FROM TWO DIFFERENT PLACES IN STAIR CASE
WIRING
AIM :To connect the onelamp from two different placesin stair casewiring.
TOOLS & EQUIPMENT REQUIRMENT:

1. Cutting plier 2. Screw Driver 3. Tester
4. Sharp cutter 5. Hammer 6. Poker / Jumper
7.Hacksaw frame 8. Chisdl 9. Hand Drilling Machine
10. Raspfile 11. Gloves 12. Gumtape/ Insulating plaster

13. Continuity tester  14. Electrician’sknife

MATERIAL REQUIRED : 1. 2—Way switches—2NOS 2. Bulb

3. Bulb holder 4. Electric conductor 3m.

5. Screws 6. Gl. Wire

7. Rawl plug 8. Cleats 6 Nos.
CIRCUIT DIAGRAM T
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T
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PROCEDURE : 1) Fix the switcheswherethey required with thehelp of Rawl plugs, Chisdl andwith
other tools.
2) Fix thebulb holder whereitisrequired.
3) Connect theswitcheswith Bulb holder asshownin Circuit diagram.
4) Then give Supply to the Circuit.

PRECAUTIONS:- 1) Don't give power connectionswith bear legs. Alwaysuse plastic dippers.
2) Useaset of glovesto the hand while giving power connections.

4.2 PRACTICE CONDUIT WIRING
AlIM : To Practicethe PV.C. conduit wiring .
TOOLSREQUIRED :
1) PipeVice
2) Fishwire[to draw wires]
3) Pencil
4) Scale

MATERIAL REQUIRED :

PV.C. conduits( 2 lengths)
JunctionBox 1 No.
Bends ( Elbows) 3 Nos
Wooden gutties(or) plugswith saddles
Clips, Screws

Shdlac

Blocks (wooden) 2Nos
Bulb holder

Bulb

Switches 2No's

Plug Socket

© o N ok wbdE

e
= O

PROCEDURE :-

Draw adesign by taking in view of availablematerial.

Draw thelinesonwell by using scale and pencil.

Arrangewooden gutties (or) plugswith saddles

Cut the pipein pieces upto requirement.

Place the pipe on wooden guitties, fix the one of center clip.

. Apply shellac on outer side of pipeand inside of junction box and Elbows.
Keep them semi dry.

No g s~ wWwDdN PP
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10.
11.
12.
13.
14.
15.
16.
17.

18.

Pressthem gently oneanother inrequired.

Fix theremaining clipstight by with screw driver.

Open thejunction box with un screw the screws.

Draw the Electric conductor up to junction box by fishwire.
Connect the conductorsasrequired.

Apply tapeto prevent short circuits.

Draw thewireup to required placesby using fishwire.
Closethejunction box.

Give connectionsto switches, holders, plug sockets of blockswherever required.

Fix theblockstowalls.
Give power supply tothecircuit.

43SETTING OF FUSE

AIM :To Select and Set the fusefor thecircuit

TOOLSREQUIRED :

1. Screw Driver
2. Cutting Plier
3. Cutter

4, Tester

5. Testing Lamp
6. Jumper

7. Hammer

MATERIAL REQUIRED::

1) Empty switch board

2) Fuse box.

e Ta¥) S/ A

FusE = &

1 [T
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PROCEDURE:

1. Fix thefusebox on switch board.

2. Arrangetheswitch box firmly onwall.

3. Housewiring/ systemwiring ( unlive) should be completed.

4. Conect the phase wirewith fusebox asshownin circuit diagram.
5. UseNo 180 fusewirefor domestic purpose, If load exceeds

230V use No 320 fuse wire.
PRECAUTIONS:
1) Alwaysusehand gloves, plastic dippers(or) Insulated shoeswhilegiving power supply.
2) Ensure switch board and connections should not undergo any damping atmosphere.

3) Ensure cutting pliers, screw driver, tester had perfect insulation.

4.4CONNECT THE FLOUROSCENT LAMP

AIM :To connect theflour oscent lamp

TOOLS/EQUIPMENT REQUIRED : — DO—
MATERIAL REQIRED : 1) Flouroscent lamp frame

2) Ballast ( choke)

3) Side holders

4) starter holder

5) Starter

6) Screws

7) Electric conductor

8) Wall clips

CIRCUIT DIAGR™ ™" -
=
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PROCEDURE:

Give connectionswith el ectric conduction asshownin circuit diagram.
Arrangewall clipsonwall with thehelp of rawl plugsand screws.
Arrangethe connectionsgivenframeinwall clips.

Arrange Flouroscent lampin holders.

o gk~ wWw D P

Give power supply tothecircuit.

PRECAUTIONS:

1. If lamp hasnot illuminated rotatelamp dowly with the help of both hands.
2. Rotate and adjust starter inrequired.

3. Useplagtic dippersand gloves.

45 EARTHINGPRACTICE
AIM: To Practice Earthing for the Domestic Wiring.

TOOLSREQUIRED :- 1) Crow bar
2) Spade etc.,
3) Screw Driver
4) Cutting Plier
5) Tester

MATERIAL REQUIRED :-
1) 638mm, 2mlength G.. Pipe
2) ©021.7mmPipe
3) Sat - 5Kg (Approx)
4) Char cod - 5kg (Approx)
5) Sand _ 5Kg (Approx)
6) Iron/Plasticfunnel
7) CastlronBox (housing)

PROCEDURE :-
1) Dig apit with the help of crow bar and spade.
2) Depthof pit dependson condition of the soil.

Fix starter holder, starter, Ballast, side holderson Flouroscent lamp frame.

21



3) Takethe pipeand make number of holesaround it about 812mm.

4) Placethispipeverticaly inthepit.
5) Pour salt, sand and charcoal indtrnatelayers.
6) If soil conditionisloosetake much amount of salt, charcoal, sand and embedded .
7) Ensurethat the pipeisfirmly in standing position.
8) By usinganut and bolt fix the earthing wirewhichisbrought from house.
9) Arrangeahous ng structure above around the pipewhichisintheground.
10) Arrangeafunne with perfect dignment with pipe, Inthat funnel wehave
to pour weter sufficiently.
11) Makeit noticethat efficiency of theearthingwill beincreased with areaof the

pipe, depth of embedding and wetness of the pit.

PRECAUTIONS:
1) Ensurepipeisnot movinginthesoil.
2) Earthingwireisperfectly fixed with Pipe.

R s

= 21.7 mm piger

7 ‘

Chareoal

i2mm hole:
Salt

'r_-‘i-‘ = “&I' pim
i ‘W’l_ﬁ mm dia.
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5. OVER HAULING THE APPLIANCES
5.1. OVER HAUL AN ELECTRIC IRON

AIM :To Over haul theElectric Iron & assembleit.
TOOLS& EQUIPMENT REQUIRED :

1. Cutting plier 2. Screw Driver 3. Tester
4. Sharp cutter 5. Hammer 6. Poker / Jumper
7. Hacksaw frame 8. Chisdl 9. Hand Drilling Machine
10. Raspfile 11. Gloves 12. Gumtape/ Insulating plaster

13. Continuity tester  14. Electrician’sknife
15. Cleaning brushes. Wire Brush - 1 No., Soft brush - 1 No.

MATERIAL REQUIRED : 1.Electriclron 2. Petrol / Kerosine (250ml)
3. Sleeves 4. Waste Cloth
PROCDURE : 1) Removethehandlewiththehelp of Screw Driver .

2) Openthedome/ upper cover with th help of cutting pliers.

3) Testthefilament with the help of continuity tester, If filament
hadn’t continuity replacewith anew one.

4) Verify theconductor continuity at heat offering places. Thereis
apossi bility to destroy of connectionsat hest diss pating place
verify carefully, give new connectionsif required.

5) Usedeeves(protecting insulating tubes] whererequired.

6) Cleantherusting devel oping placesin domeand other places.

PRECAUTIONS: 1) Filmentisadelicateand important in electric Iron. Handleit carefully.
2) Baseof Electric Iron should not undergo any stains. Alwaysthebaseona

smooth cloth.

-] Rancie

\ T
‘!) ] ‘E’;mm

Cast iron
pressure
plate

Heating

=" element

" - Sole
i e e plate
‘““l-'lu.“ ]
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52 OVER HAUL A CEILING FAN
AIM :To Dismantleand over haul theceilingfan and assembleit.

TOOLS& EQUIPMENT REQUIRED :

1. Cutting plier 2. Screw Driver 3. Tester
4. Sharp cutter 5. Hammer 6. Poker / Jumper
7. Hacksaw frame 8. Chisdl 9. Hand Drilling Machine
10. Raspfile 11. Gloves 12. Gumtape/ Insulating plaster

13. Continuity tester  14. Electrician’sknife
15. Cleaning brushes. Wire Brush - 1 No., Soft brush - 1 No.

MATERIAL REQUIRED : 1. Ceiling Fan 2. Millex Paper
3. WindingWire 4.Warnish
5. Sleeves 6. Soldering Iron

PROCDURE : 1) Removethefanfrom ceiling hook with the help of cutting plier and

Ring Spanners.

2) Unscrew the down caps screw moveupward and light it.

3) Seperate bladeswith the help of screw driver.

4) Pluck the capacitor smoothly test it with continuity meter and
replacewith anew oneif itisfailed.

5) Remove upper cover of therotar with the help of screw driver.

6) Test the Rotar Winding with continuity tester

7) If winding failscut the wire conveniently with el ectriciansknife,
removetotal winding completely.

8) Fix themillex paper piecesinthedotsof rotar core.

9) After fixing the Milex Paper wound the conductor with hand or machine
on the armature core.

10) Usedieveswherethey required.

11) Winding wire ends should be soldered to the required placewith the

24



help of solderingiron.
12) Apply warnish onthewirecoils
13) Keepit drivethetotal winding
14) Replacethe Rotar inthe casing, give connection

15) Assemblethetotal parts.

PRECAUTIONS:
1) Fan Bladesarevery delicate parts, handlethem carefully

2) Dont assemblethewinding, whenitiswet withwarnish.
|._
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CHAPTER-6
WINDOWS-98 OPERATING SYSTEM

Chapter-11ntroduction to Windows-98
Windows 98 isacomplete 32 bit operating system. Previous versions of windows actually werean
operating environment, that used to run as applications under the DOS operating system except Win-
dows 95
Whiledevel oping windows 98 devel opers had two primary goalsin mind
- tomakeWindows 98 more accessibleto novice users so that they can quickly get what they need
- TomakeWindows 98 more customize and productive for advanced usersby including acces-
sibleshortcutsand power techniques.

Featuresof Windows-98
Graphical User Interface(GUI)

A Graphical User Interface (GUI), which usespictures, symbols, windows and words on the screen
that can be controlled using themouse.
GraphicsManipulation

Windows 98 Operating System can be support Graphics. Any Graphicscan be created, manipul ated
like Editing, Copying, Paste, Store, Print.

32-Bit Filesystem: Supporting The 32-Bit File System up to 256 CharactersLength of Filename
Multitasking: Multitasking isthe Capability of an operating system or operating environment to run
multiple programsof thesametime.

System Robustness: Serves asthe base software on which awide Varity of programs can operate. For
exampleMSWord, MSExcdl etc.

Long File Name: Windows 98 now supportsfilenamesof up to 255 characters. Filenamescaninclude
multiple periods, spaces and other punctuation symbolsnot allowedin DOS 8.3 file nameformat. A
short “8.3” file nameisautomatically generated to make sure that M SDOS based applications can
access dataon windows 98 System.

Plug and Play Support: Plug and Play refersto aset of industry specificationsthat define mechanism by
which the computer Operating System can detect and configure hardware. Themajority of hardware
manufacturers now design their adapters and peripheralsto support Plug and Play. Systemsand hard-
ware not designed to support plug and Play isreferred to aslegacy systemsand hardware.

Multimedia Support: Windows 98 makes multimediaentertainment reedily available. Video, audio, ani-
mated, and virtua reality mediaplay faster And at ahigher quality than ever before. Window 98 sup-
portsintel MM X technology and bringsthelatest multimediatechnol ogy and programming —standard
and cabletelevision, radio, and TV broadcastsdirectly to you.

Object linking and embedding. OL E standsfor Object Linking and Embedding. A server isan applica
tion that create objectsthat can be embedded in or linked to documents created by another applications

Comparisonwith CUI (DOS or Unix)
Eliminates the need for DOS and creates the link between the user and the computer hardware by
providing and interface through which the user can communicate with the compuiter.
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Includeall the corefunctionality of DOS, also improve onthe core by replacing old-bit DOS computers
with 32-bit aternative.

Serves asthe base software on which awide Varity of programs can operate. For example M S Word,
MSExcH etc.

Handleinterna functions, such as managing the computer memory and coordinating theinput and output
operations.

Providesaseriesof utilitiesand commandsthat can be used to managesfiles, foldersand disks.

A Graphical User Interface (GUI), which uses pictures, symbol s, windows and words on the screen that
can be controlled using themouse.

Starting Windows 98

Star Windows 98

1. Turnyour computer systemon

Windowswill start automatically. Depending on the Speed of System, it may takeafew minutesor
morefor windowsto load into computer’ smemory.

If necessary, typeyour namein the User nametext box

Type apassword inthe Password text box

If necessary, typeavalid domain name or the name of your login server inthetext box provided.
Click Ok.

N

o ukw

Elements of Windows 98 Interface.
My Computer, My Documents, I nternet Explorer, Network Neighborhood, RecycleBin, Taskbar, Chan-
nel Bar, Desktop Toolbar, Shortcut Menus.

My Computer: Browsethrough and manage computer

My Documents. Storefrequently usedfiles
[nternet Explorer: Open aweb browser, or connect to the Internet

Network Neighborhood: view network resources

Recycdlebin: Storedeleted files

Task bar: switchesbetween minimize or restorewindows

Desktop: Windowsand | cons are displayed on the Desktop

Channels. Channelsletsyou view content that is* pushed” to your computer in astream that often re-
semblesviewing television. Channel datacan beddivered inwaysthat surpass static web pages, providing

wider viewsand faster accessto enriched web content, if desired, you can subscribeto channelsto view
themoffline

Starting A Program:

Sart Menu: Display the Windows Start A pplication and Setting Options
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ProgramsMenu: It Will Contained the WindowsA pplicationsand Other ProgrammersLike, MSWord,
MSExcel, MS PowerPoint etc Can be run through the Programs Menu

DocumentsMenu: Display alist of documents, or datafiles, that we have recently opened and may want
toreturntoagain.

Setting M enu: Thismenu to useand set the Windows98 Operating System Environment and hardware &
softwareand Configuration of Windowsand A pplications.

Find and Help Menu: L etsus search computer filesfor specific data, Hel p givesustheonline. Help for the
varioustaskswe can performinwindows 98

Run: Gives usthe ability to execute programs or open program group foldersif we know the proper
MSDOS commandsto do so

Shut down: L etsussafely shutdown our computer without |osing datathat we might otherwiseloseif we
did not shut down properly

Tostart aprogram
1. Click Start, and then point to Programs.
2. |If theprogram you want isnot on the menu, point to thefolder that containsthe program.
3. Click thepprogram name.

Mani pulating windowsin Windows

Thesmall buttonsin the upper-right corner of awindow arevery handy.

Usethe (Minimize) button to reduce the window to abutton on the taskbar. Click the taskbar button to
openthewindow again.

Use the (Maximize) button to enlarge the window so that it coversthe entire desktop (except for the
taskbar).

Usethe (Restore) button to return thewindow toits pre-maximized size.

Usethe (Close) button to close the window.

Windowscontrols

CloseButton: Click it to closethewindows.

MaximizeButton: Click it to enlargethewindow tofill the screen.

Minimize Button: Click it to reduce the windowsto abutton on the taskbar. WWhen working document
windows, click it to reduce thewindow to abutton within the application windows.

Restore Button: Click it to restore amaximized window to itsprevioussize.

Thisisthemouseagainaninput device. Itisusedto giveingtructionsto the computer by way of clicking
or doubleclicking or dragging. Itismoved around on the desk to control cursor movementsdraw or move
text and other objectson the screen. It has buttonsthat are used to sel ect options.

Printer isthe hardware deviceyou need to produce* hard copy” or aprinted-paper version of theinforma-
tion from the computer.
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Toopen afileor folder
4. Double-click My Computer.
5. Double-click thedrivethat containsthefile.
6. Double-click thefileor folder you want to open.
Tocopy afileor folder
7. InMy Computer or WindowsExplorer, click thefile or folder you want to copy.
8. OntheEdit menu, click Copy.
9. Openthefolder or disk whereyou want to put the copy.
10. OntheEdit menu, click Paste.

Tosend afileor folder toadisk

11. If youare copying afileor folder to afloppy disk, insert thedisk inthedisk drive.

12. InMy Computer or Windows Explorer, click thefile or folder you want to copy.

13. OntheFilemenu, point to Send To, and then click the driveyou want to copy thefileor folder to.
Tomoveafileor folder

14. InMy Computer or Windows Explorer, click thefileor folder you want to move.

15. Onthe Edit menu, click Cut.

16. Openthefolder whereyou want to put thefile or folder.

17. OntheEdit menu, click Paste.

Creatingashortcut
A shortcut isaquick way to start aprogram or open afileor folder without having to go to its permanent
location in Windows Explorer. Shortcutsare especially useful for programs, files, and foldersyou use
frequently. Therearethreewaysyou can create ashortcut:
Createashortcut inafolder.
Tocreateashortcut in afolder
18. InMy Computer or WindowsExplorer, click thefolder in which you want to create the shortcut.
19. Onthe Filemenu, point to New, and then click Shortcut.
20. Follow theinstructionsonthescreen.

Put ashortcut on the desktop.
To put ashortcut on thedesktop
21. InMy Computer or intheright pane of WindowsExplorer, click theitem, such asafile, program,
folder, printer, or computer, for which you want to create ashortcut.
22. OntheFilemenu, click Create Shortcut.
23. Drag the shortcut icon onto the desktop.

Add anew submenuto the Programs menu
Toadd anew submenu tothe Programsmenu
24. Right-click Start, andthen click Open.
25. Click the Programsfolder to select it.
26. Click the Filemenu, point to New, and then click Folder .
27. Typethenamethat you want to usefor the submenu.
28. PressENTERS, and then open thefolder you just created.
29. OntheFilemenu, point to New, and then click Shortcut.
30. Usethe Create Shortcut wizard to add itemsto the submenu.
To createafolder
31. Click thedrivein Windows Explorer whereyou want to createthe new folder.
32. OntheFile menu, point to New, and then click Folder .
Thenew folder appearswith atemporary name.
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33. Typeanamefor thenew folder, and then pressENTER.
To changethe nameof afileor folder
34. InMy Computer or Windows Explorer, click thefileor folder you want to rename.
35. OntheFilemenu, click Rename.
36. Typethenew name, and then pressENTER.
Todeleteafileor folder
37. InMy Computer or Windows Explorer, click thefile or folder you want to del ete.
38. Onthe Filemenu, click Delete.
You can also start Notepad by clicking Start, pointing to Programs, pointing to Accessor ies, and then
clicking Notepad.

Using Notepad
You can use Notepad to create or edit text filesthat do not require formatting and are smaller than 64K.
Notepad opensand savestext in (text-only) format only. To create or edit filesthat require formatting or
arelarger than 64K, use WordPad
Notepad consist of thefollowing of theMenu Items
1. File(New, Save, Open, Save, Saveas, Print, Page setup & EXxit)
2. Edit (Undo, Cut, Copy, Paste, Delete, Select All, Time/Date, Word wrap,& Set Font)
3. Search (Find & Find Next)
4. Hep.
RecycleBin: Filesdeleted at the command prompt are not moved to the RecycleBin.
If youwant to remove only some of thefilesinthe Recycle Bin, hold downthe CTRL key and
click each fileyou want to remove, then click Deleteon the File menu.
To open afilethat isinthe RecycleBin, drag theicon onto the desktop, and then double-click it.
Toretrieve deleted filesor shortcuts
39. Onthe desktop, double-click the.
40. Click thefileor shortcut you want to retrieve.
41. OntheFilemenu, click Restore.
To empty the Recycle Bin
42. Onthedesktop, click the.
43. OntheFilemenu, click Empty RecycleBin.
To select multiplefilesand folders
Inthefolder window, hold down the CTRL key, and then click eachitem you want:
» Tosdectal thefilesand foldersin thewindow, onthe Edit menu, click Select All.
» Tosdectagroup of filesthat are next to each other in Windows Explorer, click inablank area
of thewindow next to thefirst or last fileinthe group. Then drag around thefilesyou want to
select.

ConfiguringWin-98for uniqueuser and Desktop

Using passwor ds
You can use passwordsto protect your computer from unwanted access.
Password-protect your computer when it’'son standby
To passwor d-protect your computer during standby or in hibernation
44. to open the Power M anagement Pr opertiesdial og box.
45. Click the Advanced tab, and then click Prompt for passwor d when computer goesoff sandby.

Protect your filesby assigning ascreen saver password
To protect your files by assigning a screen saver password
46. to open the Display Propertiesdialog box at the Screen Saver tab.
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47. In Screen Saver, click the screen saver you want to use.
48. Make surethe Passwor d protected check box isselected, and then click Change.
49. Typeyour password, and then confirm the password by typing it again.
Toreorganizeitemson the Programsmenu
Toadd aprogramtotheSart or Programsmenu
50. Click Start, point to Settings, and then click Taskbar & Sart Menu.
51. Click the Start M enu Programstab.
52. Click Add, andthen click Browse.
53. Sdlect the program you want to add, and then click Open.
54. Click Next, and then double-click the menu on which you want the program to appear.
55. Typethenamethat you want to see on the menu, and then click Finish.
56. If Windows promptsyou to choose anicon, click one, and then click Finish.
Notes
* Youcanalsoopenthe Taskbar Propertiesdialog box by right-clicking ablank areaonthe,
andthen clicking Properties.
* You canaso add aprogram to thetop of the Start menu by dragging the program’sicontothe
Start button.
» Click Advanced if youwant to add aprogram by using Windows Explorer.

Tostart aprogram

57. Click Start, and then point to Programs.

58. If the program you want isnot on the menu, point to thefolder that containsthe program.

59. Click the program name.

Notes

» Afteryoustart aprogram, abutton for that program appearsonthe.
To switch from one running program to another, click itstaskbar button.

» |f theprogram you want doesn’t appear on the Programsmenu or one of itssubmenus, click
Start, point to Find, andthen click Filesor Folders. Usethe Find dialog box to locatethe
programfile.

To change the appear ance of a desktop icon

60. to openthe Display Propertiesdialog box.

61. Click the Effectstab.

62. Under Desktop icons, click theicon you want to change, then click Changel con.

63. Touseaniconfromthedefaulticonfile, double-click aniconinthe Current icon list.

Notes

* You can alsoopenthe Display Propertiesdialog box by clicking Sart, pointing to Settings,
clicking Control Panel, and then double-clicking Display.

» Touseaniconfromanothericonfile, click Browsg, click aniconfile, andthenclick Open.

Control pane: You canchangeall of computer settingsfrom adding programsand fontsto cus-

tomi zing your desktop.

Mouse Properties: To adjust the double-click speed for your mouse

64. to open the M ouse Properties dialog box.

65. Under Double-click speed, drag thedlider.

Notes

* You can aso openthe M ouse Propertiesdialog box by clicking Start, pointing to Settings,
clicking Control Panel, and then double-clicking M ouse.

» Totest the speed, double-click theimageinthetest area.

To show all filesand file name extensions
66. InMy Computer or Windows Explorer, click thefolder youwant tolook at.
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67. OntheView menu, click Folder Options.

68. Click the View tab, and then click Show all files.
If youwant to seedl filenameextensions, click to clear the Hidefileextensionsfor known
file types check box.

To create afiletype
69. InMy Computer or Windows Explorer, onthe View menu, click Folder Options.
70. Click the File Typestab, and then click New Type.
71. In Description of type, typethe appropriateinformation for the new filetype.
72. In Associated extension, typethe extension you want for the new filetype.
73. Click New.
74. In Action, enter the action that you want to define (such asOpen or Print).
75. In Application used to per form action, enter the command that you want to completethis
action, andthenclick OK .
76. Repeat steps6 and 7 for asmany actionsasyou want to definefor thisfiletype.
To createafolder
77. Click thedrivein Windows Explorer whereyou want to createthe new folder.
78. OntheFile menu, point to New, and then click Folder .
Thenew folder appearswith atemporary name.
79. Typeanamefor thenew folder, and then pressENTER.
Dragging and Dropping Files. Point at theitem, presstheleft mouse button, movesthe mouseto
the desired position and rel ease the button. On rel easing the mouse button, theitem movestoits
new position.
To cut, copy, paste, or delete text
To cut text so you can moveit to another location, select thetext, and then onthe Edit menu, click Cut.
To copy text so you can pasteit in another location, selectsthetext, and then onthe Edit menu, click
Copy.
To pastetext you have cut or copied, placetheinsertion point where you want to paste thetext, and
then onthe Edit menu, click Paste.
To deletetext, select it, and then on the Edit menu, click Delete.

Toperformasmplecalculation
80. Enter thefirst number inthecal culation.
81. Click +toadd, - to subtract, * tomultiply, or / todivide.
82. Enter thenext number inthecalculation.
83. Enter any remaining and numbers.
84. Click =.
Toperform ascientificcalculation
85. OntheView menu, click Scientific.
86. Clicka
87. Enter thefirst number.
88. Click an operator.
89. Enter thenext number inthecalculation.
90. Enter any remaining operatorsand numbers.
91. Click =.
Toperform astatistical calculation
92. OntheView menu, click Scientific.
93. Enter your first piece of data.
94. Click Sta, andthenclick Dat.
95. Enter therest of thedata, clicking Dat after each entry.
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96. Click Sta.
97. Click the button for the statisticsfunction you want to use.

UsingWordPad
WordPad isatext editor for short documents. You can format documentsin WordPad with variousfont
and paragraph styles.
to start WordPad.
Notes
* You canalso start WordPad by clicking Sart, pointing to Programs, pointing to Accessories,
andthenclicking Wor dPad.
» For information about how to use WordPad, click the Help menuin WordPad.

WordPad : You can start WordPad by clicking Sart, pointing to Programs, pointing to Accessories,
andthenclicking Wor dPad.

You can start WordPad by clicking Sart, pointing to Programs, pointing to Accessor ies, and then
clicking Wor dPad. Select New form Filemenu and start type New Document.

You can start WordPad by clicking Sart, pointing to Programs, pointing to Accessor ies, and then
clicking Wor dPad. Select Open form Filemenu and Select the Document in List of Documentsand
Press OK.

You can start WordPad by clicking Sart, pointing to Programs, pointing to Accessor ies, and then
clicking Wor dPad. Select New form Filemenu and start type New Document. Typethe Matter and
Save Option select form Filemenu and give the Document nametype & OK.
Tomoveafileor folder

98. InMy Computer or Windows Explorer, click thefileor folder you want to move.

99. OntheEdit menu, click Cut.

100.  Openthefolder whereyouwant to put thefile or folder.

101.  OntheEdit menu, click Paste.
Tocopy afileor folder

102. InMy Computer or Windows Explorer, click thefileor folder you want to copy.
103. OntheEdit menu, click Copy.
104. Open thefolder or disk where you want to put the copy.
105. OntheEdit menu, click Paste.
Using Paint

You can use Paint to create, edit, and view pictures. You can paste a Paint pictureinto another docu-
ment you'’ ve created, or useit asyour desktop background. You can even use Paint to view and edit

scanned photos.
to start Paint.
Notes
* Youcan start Paint by clicking Sart, pointing to Programs, pointing to Accessor ies, and then
clicking Paint.

Drawing With pencil tool : You can start Paint by clicking Sart, pointing to Programs, pointing to
Accessories, and then clicking Paint. Select Pencil From Tool Box and draw the Object onthe
canvas.

Drawing With Picturewith Tool : You can start Paint by clicking Start, pointing to Programs,
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pointing to Accessories, and then clicking Paint. Select Tools(Like Pencil, Lines, BoxesEtc)
From Tool Box and Draw the Object on the canvas.

Toembed infor mation in another document

106. Inthe document that containstheinformation you want to drag the pointer over the
information you want to select.

107. OntheEdit menu, click Copy.

108. In the document where you want theinformation to appear, click the placewhereyou
want to put theinformation.

109. OntheEdit menu, click Paste.

Wheninformationislinked, the new document isupdated automatically if theinformationintheorigina
document changes. If you want to edit the linked information, double-click it. Thetoolbarsand menus
fromtheorigina programwill appear.

If theoriginal document isonyour computer, changesthat you maketo thelinked information will also
appear intheorigina document.

Toprint adocument
 |f thedocument isopen, ontheFilemenu, click Print.
 |f thedocument isnot open, drag the document from My Computer or Windows Explorer to
your printer inthe Printersfolder.

Officeautomation

Benefits of office automation.
The office automation benefits are speed processing of work, accurate, easy editing, no of copies
printing, storage of documents, sending mailsformsone placeto
Another place. Cut, copy and past, spell and grammar checking, mail merge creating
Businessgraphics.

Wizard.
Wizard: Wizardisutility that hel psyou performs complex tasks by guiding through the process. Wizards
ask you question about the content,
Styleand format of the objet that you want to creates documents. Thefollowing wizardscomewith word.
Agenda, award, calendar, fax, | etter, memo, newdetter, pleading, resumeand table
Printspre-view.
Print preview: -aview that shows how adocument will look whenyou print it. You can view multiple
pagesat atime, magnify or reducethesize of the
Page on the screen, check page breaks, and makes changesto text and formatting.
Todisplay adocument in print preview, click print preview onthefile menu.
Savethedocument.
When you save adocument for the first time, word displaysthe save as dialog box. Word givesthe
extensondoctoal itsfiles. To save adocument, perform any one of the actions.
Select savefrom thefilesmenu. Or pressctrl+sor click on the save button on the tool bar.
The save asdialog box appears as
typethe name of filein thefile nametext box and pressthe save command button.
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Template.

Templates. word templates actually haveinsurrection embedded right in theexampl etext that tellsyou
how to personalize them to your own ends. These are called sample documents, and they are excellent
learningtools.

There are at least four waysto use templates.
Start new projectsbased on templ ates shipped with word.
Modify projectsby choosing templates and compl etely reformat work inthetemplate' sstyle.
Copy selected stylesfromtemplatesto usein projects.
Create templ ates, and save new templates of your own creation.
Templatetypes. word'sstandard templatescomein up to three different types.
1.contemporary 2. Elegant and 3. Professional.

AN

Mail Merge.

Ms- word’smail merging feature allowsto quickly creating personalized correspondence and
other documents by merging information from two different files. We can mergealist of namesand ad-
dressesfrom onefile (datasource) with aform | etter in another file (main document) to produce anumber
of persondized
Form|etters.

Once the main document and the data source document are prepared, mail mergefeaturealows
usto send merged document directly to the printer or savethemto afilefor editing and later printing.

Data source containsinformation that variesin each version, such asthe names and addressees of
each recipient of aform letters.

Main document containsthetext and other itemswe want to beidentical in each version of the
merged document.

Open anew blank document.

Createyour databy either typing itinto atable.

Savethe datadocument.

Click the new button to open another new document, then usetoolsmail mergeto display themail
merge hel per dialog box.

Click the create button to display alist of mail merger choices.

Pick from lettersand then pick the activewindow button to use the displayed blank document.
Usethe get data button of the mail merge hel per to specify the dataresource you want to use.
Now createamain document that resemblesthefollowing one, using theinsert merger field button
to pick and insert the mergefiled names at the cursor position.

AN

N O

To

<<name>>,
<<h.no>>,
<<dtreet>>,
<<City>> -<<pin>>.

dear <<name>>,
thefinal examinations start from 15" march 2003 for 1% year and 17" march 2003 for
2" year. The practical exam start for 24 thefeb 2003.

sd/-principal.
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9. Usetheview merge data, next records, and previous records buttonsto see how the datalooks
whenmerged.

Norma (View menu)

Switchesto normal view, whichisthe default document view for most word-processing tasks, such as
typing, editing, and formetting.

OnlineLayout (View menu)

Switchesto onlinelayout view, which isbest for displaying and reading documents on the screen. When
you switchto onlinelayout view, Word a so turnson the document map, which makesit easy to movefrom
onelocation to another in your document.

Page L ayout/Page Break Preview (View menu)

Switchesthe active document to pagelayout or page break preview, whichisan editing view that displays
your document asit will print. Pagelayout view usesmore system memory, so scrolling may bedower,
especidly if your document containsmany picturesor complex formatting.

Outline(View menu)
Switchesto outline view, where you can examine and work with the structure of your filein classic
outlineform. Work in outline view when you need to organize and devel op the content of your file.

Master Document (View menu)
Switchesback and forth between outline view and master document view, and also displaysthe Master
Document and Outlining toolbars.

Zoom (View menu) :Controlshow large or small the current file appears on the screen.

MICROSOFT OFFICE
M .soffice: - micro soft office proficinal isacollection of programmers and other Filesand at al works
tom.sofficeinto six applicationsasfollows.
M.SWORD
M.SEXEL
M.S POWER POINT
M.S ACCESS
M.SSHEDULE
. M.SMAIL
M.S. word: - Thisisafull-featured word processor that you can useto create | etter, memaos, reports,
newdetters, manual's, and just about any other kind of document.
ENTERING TEXT: - createadocument by typing text onthekeyboard. Inanew document, theword
processor will placeacurser in the upper-left corner of the document window. Asyou typetext, the
cursor advances crossthe screen, showing you wherethe next character will be placed.
Word Wrap: - Oneof thegreat timesaving festures of word process ng soft ware comesfromthecomputer’s
ability tocompute thelength of eachline of text asthetextisentered. Inother wordsyou don’t haveto
press Enter button to movethe curser down to the next line asyour text nearstheright edge of screenthe

OUAWN R
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cursor will automatically drop down to the next line. Thisfeature called isword wrap. Becausethe
program automeatically wrapstext from onelineto the next, the only time you need to pressthe Enter key
isat theend of aparagraph.
Navigating Around a Document: When you get near the bottom of your word processor screen or
window thetop line on the screen will move out of view, and therest of thelineswill move up to make
roomfor anew lineat the bottom. Thisiscalled Scrolling.
EDITING TEXT: - The greatest advantage of word processing soft ware over it is predecessor, the
typewriter, isitsability to changetext with out the user having to retypethe entire page. Changing an
existing document iscalled editing the document.
KEY ORKEY COMBINATION ACTION.

UPARROW: - Movesthecurser uponeline

DOUN ARROW: - Movesthecurser downoneline

LEFT ARROW: - Movesthe curser tothel eft

RIGHT ARROW: - Movesthe curser to theright

PAGE UP: - Repositionthewindow up onscreen

PAGE DOWN: Reposition thewindow down on screen

HOME: - Movethe curser to the beginning of thecurrent line.

END: - Movethe curser to theand at the current line.

INSERT: Togglesbetween inserting text and typing over existing text.
. DELET: - Deletethe character under the cursor
. CTRL + HOME: - Movethe cursor and thewindow to the top of the document.
. CTRL + END: - Movethe cursor and the window to the bottom of the document.
. CTRL + PAGE UP: - Movethe cursor to the beginning of thefirst linedisplayed inthewin-

dows.
14. CTRL + PAGE DOWN: - Movethecursor totheend of the bottom linedisplayedinthe

window.

15. CTRL +RIGHT ARROW: - Movethe cursor to the beginning of theinset word.
16. CTRL+LEFT ARROW: - Movesthe cursor to the beginning of the previousword.
17. SHIFT ARROW: Sdlect text [for copying moving deleting formatting.]
18. SHIFT DELETE: - Cutssdlected text and playsit in the clipboard.
19. SHIFT INSERT: - insertsthetext from the clip board at the current cursor position.
Correctingthe Typing Mistakes: If you make amistake asyou typethere are several waysyou
canfix theerror if themistakewasinthelast word youtyped (just to theleft of the cursor) you can
use the Backspace key to move back up to the point where the mistake began the back space key
movesthe cursor to theleft and right at the sametime removes each previouscharacter it movesover.
After deleting the charactersyou want to removeyou can then resumetyping. When typing, you may
also need to correct an error in themiddle of asentence. For instance, say that you typed this phrase:
You can also use amouse to make corrections by simply moving the mouse p9inter over the first
character you want to change and then clicking the mouse button. Thismovesthe cursor directly to
theerror.
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Selecting Blocks: Setting the position of the cursor and typing new text or pressing Backspace or
Delete aretechniques for making minor editsto documents. When larger changes are needed for
example, when you need to move aparagraph you need more powerful tools. A block isacontiguous
group; of words, sentences, or paragraphsin your document that you earmark for one of several
purposes. Themarking processiscalled selecting thetext. Most word processing softwareallows
youto select ablock of text by dragging the mouse pointer from the beginning to the end of the bl ock.
Asyou hold down the mouse button and move the mouse cursor that thetext isselected. Theblock
isthen said to behighlighted. You can also doubleclick with the mouse buttonto select asingleword
or tripleclick to select an entire paragraph. You can select text with the keyboard aswill by holding
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down the Shift key and moving the cursor with the arrow keys. To useamouseto deselect ablock,

click the mouse anywhere on the screen. Theblock will bedisplayedin normal colors. To deselect

using the keyboard, press one of the cursor movement keys, such asan arrow key.
Wor kingwith Block of Text:

Once ablock is selected, there are many thingsyou can do to it you can erase the entire block by
pressing Deletekey. Selecting and deleting ablock isthefastest way to del etelong passages of text. You
canasocopy or movetheblock from one part of the document to another, or even from one document
to another. With some word processors, moving text isas easy as dragging the block to anew
location, atechnique calleddraganddrop editing. The sameeffect can be accomplished by usingthe
Clipboardto cut or copy the block then pastingitto anew location.

Find and Replace:

One exceptionally handy feature found in every word processor is find and replace.
For examplesay that you create thenpage document, andthen realizethat you misspelled someone's
namein so many placesthrough out the document. By choosing. Find and replace option from the edit
menu, you can easily replacethe namewith theproper spelling everywhereit occurs. Whenyou select
thereplace menu option, adialog box displayed. Inthisdia og box, you enter thetext for whichto search,
and thetext withwhichtoreplaceit. By clicking thereplace button, you can step through the document
replacing each occurrence one at atime, or clicking Replace All to replace all the misspelled names
automaticaly,
TheUndo Command: When you are editing adocument, you will occasionally makeamistake. There
aretwo powerful toolsfor recovering from mistakes. Thefirgt tool isthe Save command. By saving your
work every coupleof minutes, you dwayshave arecently saved copy of thedocument. If you makeabig
mistake, you can close the document without saving and then open most recently saved version. The
second tool isthe Undo command. Inmost cases, Undo offersafaster way to back track after making
amistake. You smply choosethe Undo option from the Edit menu, and thelast actionyou performedis
undone. Most software now hasafeaturefor undoing morethan one mistake.
WRITERTOOLS:
Checking Spdlling: Most word processing packages have aspelling checker, asoft warefeaturethat
compares eachword inadocument with the soft ware'sinternal dictionary. Theability to check for
misspellingsin adocument can add to your confidence that adocument will be professional in every
sense. Thedictionaries used by spelling checkerstypically contain thousands of words. There are,
however, many acceptablewordsthat spelling checkerswill question because. They do not find themin
their dictionaries. For example, thenamesof people, companies, abbreviations, and acronyms. Whena
spelling checker identifiesaword that it cannot locate in it’s standard and custom dictionaries, the
program promptsyou by displaying adialog box or message. Thedolog suggest andternative word.
It thespelling checker canfind onefairly closetotheword it suspectsismisspelled. 1t may asodisplay
alist of other wordsthat are similar to the suspect word you can accept the suggested spelling of the
word or you can choose one of the other similar words.

AutoCorrect:

Theprimary reason for Auto Correct istofix typos. Word for windowswill watch you typeand change
wordsfor you. You can create your own entriesor use predefined entries. For instance, if you type(r)
or (R), wordwill replace those characterswith the Registered symbol, (1. Tousethebuilt inentries, you
just typeaongasusua. Word for windowswill make changeswhenit thinksthey areneeded. You can
seealist of the current auto corrections by scrolling inthe Auto Correct dialog box (reached with the
Tools|Auto Correct command).

Tableof Contents:

Word for windowswill help you create atable of contents (TOC) for your documents. 1f you format
you headings using word’s standard heading styles or Outline feature, the Insert | Index And Tables
command will quickly compile (create) asimple but very usabletable of contentsand placeit inanew
section at the beginning of you document. Itisalso possibleto manually select itemsto appear inyour
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tableon contents(TOC). You do thisby identifying wordsand phrasesinyou document using hidden text
codescalled TOC entry codes. You can control the appearance of thetable of contentsaswell. Your
TOC canhaveoneor multiplelevels.
Cross Referencing:
Word automatically updatesthereferenceif you change the chapter number. Cross-referencesare not
limited to chapter numbers; they canrefer to just about anything, including headings, footnotes, endnotes,
captions, and soon. You can crossreferencethingsin different documents, aslong asthey areinthe same
Master Document. Follow these steps.
1. Chooselnsert | Cross-reference. You'll seethe Cross-referencedial og box.
2. Pickthe Reference Typethat will tiethein text referenceto theitem you want to reference.
3. Choosetheitem youwant to referencein thescrolling for whichlist.
4. ClickInsert. You'll seesomenew information at theinsertion point. Thisisactualy afield.
5. Click Closeor makeother cross-referencesfirst, and then close.
Onceyou have created cross-references, they will be updated when you switch to Print Preview or print.
To updateimmediately at any time, select the entire document and press F9.
If youtry to deleteanitemthat isreferenced, Word will aert you.
Usinga Thesaurus:
Thesaurusisafeaturethat hasbeen astandard in word processors almost asa ong as spelling checkers.
A computerized thesaurus let’syoutypeinwordsand respondswith list of synonymsof wordswith
similar meanings. When  you compose adocument and think that aword isjust not quit right, you
can highlight theword and bring upthe thesaurustoseealist of aternatives.
Book Marks:
Bookmarks et you name specific points or areas of your document. Use bookmarksto identify the
beginning of chapters, tables, spotsthat need work, the place where you left off, and so on. You can
mark aplace, a character, ranges of characters, graphics, or just about any other element in aword
document. You can then tell word to go to those specific points without alot of scrolling. To use
bookmarks, you smply locate things of interest, definethem asbookmarks, and visit them as necessary.
Herearethegenera steps.
FARMATINGTEXT
Inword processing software, lessthan half at thefeaturesare devoted to editing. Most arefor format-
ting the document, whichincludes controlling the appearance of thetext, thelayout of thetext onthe page,
and theinclusion of picturesand other graphic e ements such aslines, boxesand shading. Most format-
ting featuresall into one of three categories.
1. Character formats
2. Paragraphformats
3. Document formats
Character Formats. Character formatsinclude settingsthat control the appearance of individual text
characters, such asfont, typesize, typestyle, and color. Thetermfont or typefacerefersto the style of
theletters, symbols, and punctuation marks. In your document fonts have nameslike Times, Helvetica,
and Palatino. Inaddition to thosethat comewith the operating system, most word processorscomewith
at least ahandful of builtinadditional fonts. You canaso purchaseadditional fonts. Therearetwo generd

categoriesof fonts.
1. Mono space
2. Proportiond

Every character of amono space font takes up exactly the same amount of horizontal space. Mono
gpacefontsresembleatypewriter’ soutput. Thisisevery used characterigticif you need tolineup columns
of type. Themost common mono spacefontiscourier.

Type Size:
Thesizeof afontismeasured in points. Onepoint equals .02 inchinheight. Therefore, 12-point type,
themost common sizeused in businessdocument is.17 inchestall.
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Type Styles:
In addition to thefont and type size the appearance of character can be controlled with typestyles. The
most common stylesattributesused indocument are bold, italic, and underlining.

Applying Character Formatsto Your Document:
When working withword processing soft ware, there are two waysyou can apply character formats [or
any format, for that matter] to your text. You can select theformatsasyou enter text, or you can enter and
thetext firstandthen reformatsit.
Paragraph Formats:
Inword processing theword paragraph hasalightly different meaning than it goestraditionaly whenusing
word processing soft ware, you create a paragraph each time you press the Enter key. A group of
sentencesisaparagraph. Paragraph formatting includes settingsthat are applied only towhole paragraph
theseincludeline spacing, indents, alignment, tab stops, and bordersand shading.
Lineand Par agraph Spacing:
Withword processing soft wareyou can have precise control over theamount of space betweeneachline
of textinaparagraph, a setting knowsaslinespacing. Linescan besingle spaced or double spaced, or
Set to any spacing you desire. Paragraph spacing refersto theamount of space between each paragraph.
By default the paragraph spacing isusually the same astheline spacing. How ever you can set the soft
ware so that extraspace isautomatically included at the end of each paragraph.

I ndentsand Alignment:

In aword-processed document, the margins arethe white borders around the edge of the pagewherethe
textisnot allowed to go. Indents determine how does each line of aparagraph cometo the margins.
Alignment referstotheorientation of thelinesof aparagraph with respect to themargins. Therearefour
aignment options: l€ft, right, center and judtified or full justification. Alignment, and indentsare paragraph
formats; themarginsare part of thedocument formats. Together, theindentsand alignment control the
shapes of paragraphs.

Tabsand Tab Sops.

Thekeyboard s Tab key movesthetext cursor for word [to theright] until it countersatab stop, inserting
afixed amount of spaceintheline. A tab stopisaposition both on screen and inthe document, usually
measured from theleft margin of the document. Whenyou createanew document, tab stopstypically
aredefined at every fourth of fifth character, or at every .5-inch position. Most word processorsallow
youto changeor removethetab stopshy displaying aruler acrossthetab or bottom of the screen that
showswheretab stop positionsare set. 1n someword processors, theruler and thetab stopsarevisible
at al times. Tabsaremost oftenusedtoalign columnsof text accurately.

Boar der sand Shading:

Paragraphs can beformatted with bordersor shading. A border isalineoften called arulethat isdrawn
on one or more sides of aparagraph. Shading consists of a pattern color that is displayed as a back
ground to thetext inaparagraph.

Document Formats:

One of the most important featuresis* document formats*“. Often thefirst step of setting of anew
document isto enter thewidth for each margin. Inaddition, the document formatsincludethe size of the
pageits orientation and the headers, footers, and footnotes.

Page Sizeand Orientation:

Normally, documentsare set upto fit on 8.5 by 11- inch pieces of paper, astandard knowsasletter size
paper. However, you also can setup your document for other standard sizes, such aslegal size (8.5 by
14.inches) you can al so set up your document for custom paper sizes. Thedimensions of the document
area so determined by the orientation of the paper. By default, documentsare setup with portrait orien-
tation, inwhichthe documentis taller thanitiswide. However you can alwaysswitch to landscape
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orientation, inwhichthe paper isturned onitsside.

Headers, Footer s, and Footnotes:

L ong documentsgenerally include headers, footers, or both. Headersand footersarelinesof text that run
along the top and bottom of every page. They often include the name of the document and the page
number. Thedate onwhichthedocument was printed and the name of the person whowroteit might also
beincluded. Headers andfootersare placesto put repetitiveinformationin adocument’stopand the
bottom margins -headers print at thetop, footersat the bottom. You can use headersand footersto print
something simple on each page (such asyour name) something complex (such asgraphic). Stylizedtext,
dates, and automatic page numbering can all beincluded in headersand footers. You can useidentical
headers and footersand all pagesinyour document you can specify different contentsfor each section
of the document odd and even pages can have different designsif you wish. Thefirst page of each
document or each section can beunique. Once headers, and footers, have been added to adocument it
is possibleto see and edit them in page layout view. They are also displayed in print preview, word
switchesto pagelay out view and displaysthe headers and footer stool bar.

Creating Basic Headersand Footers:
To enter aheader that repeatson all pagesin your document:
» Choose View | Header And Footer or double click inthe headers area of thefirst pageto be
modifiedin pagelay out view or print preview.
« Wordwill switchto pagelay out view it isnot already there and display the Headersand Footer
tool bar.
* Createand edit header text.
»  Usetheautomatic page number, time stamping, and date stamping features.
» Doubleclickinthemaindocumenttoreturnto thework area

Creating Footnotesand Endnotes
1. Placetheinsertion point wherethefootnote marker isneeded.
2. Chooseinsert and select footnote.
3. You candismissthefootnote and endnote dial ogue box by clicking ok button.
4. Innormal view asecond windowpane whereyou do the footnote typing, opens.
5. Ineither casetheinsertion point automatically movesto the proper placefor youtotype
thefootnote. Typeit.
6. Toreturntothe main document, movetheinsertion point with themouse or pressCTRL
+ALT + Z.
MARCOS:
A macroisaseriesof word command grouped together asasingle command to make everyday
taskseasier. You can assign amacro to atoolbar, amenu, or ashortcut key and runit by smply
clicking abutton selecting amenu choice, or pressing akey combination. Macrosarerecorded as
instructionin Word’ smacro language, Word basic. You createamacro intwo ways.
* Recordaseriesof actionsusing thekeyboard and mouse. Thisistheeasiest way.
» Typeamacrodirectly into amacro-editing window. Thisway you have moreflexibility and
caninclude Word Basicingtructionsthat you cannot record using the keyboard and mouse.
Here'show to record amacro:
1. Start the macro recorder by double clicking REC on the status area. The Record
Macro dialog box will appear.
2. Enter anamefor the macro in the Record Macro Name box.
3. If youdon't giveyour macro aname, word will nameit macro-1, macro-2, and so on.
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No spaces, commas, or periodsare alowed inthe name.

4. Enter adescription of what the macro doesin the Description box. Thisisoptional
but highly recommended. Useupto 255 characters.

5. Toassignthe macroto atoolbar, amenu, or akeyboard shortcut, click the Tool bars,
Menus, or Keyboard button.

6. If your current document isattached to atemplate other than select either that tem-

plateor normal.

Click OK, and then perform the actions you want to record.

8. Tostop recording themacro, click the Stop button on the Macro Record toolbar that
appearswhen you start recording, The macro toolbar will disappear

~N

ADVANCED WORD PROCESSING FEAFURES:
1. PRINT PREVIEW: A feature many word processing programs provide, called print preview, and
givesyou theability to see exactly what your pageswill look like before you print them. Print preview
shrinkstheview of your document so you can see entire pages on screen at the sametime. (Sometimes
your word processor can also magnify thepage.) In some programs, you cannot edit your text in print
preview, but itisespecialy help full for seeing. How overall formatting characteristics such asmargin
settings and headersand footers, will affect the appearance of the document before you waste paper to
find out.
2. MAIL MERGE: - Mail mergeisthe processof combining aform letter with the contents of adata
base, usually aname and addresslist, so that each copy of theletter has one entry from the data base
printed onit. Themail mergefeature makesit easy to send the sameletter toalist of different peoplewith
the correct name and addressprinted on each letter . To perform amail merge, you first createadatabase
of namesand address, also knowsasasecondary file. The database can be created using aspecial tool
intheword processing software, or it can beimported from aspread sheet or database program. When
the databaseis set up correctly, the next stepisto createtheform letter. 1nadditionto normal text, the
form letter sometimesreferred to asthe primary file containsreferencesto entriesin the database. When
theletter issetup, you areready to mergethetwofiles. Themerge creates one copy of theletter for each
entry inthe database. Thereal benefit of themail mergefeaturesisredized if you usethe addressdata
base morethan onceto send different letters. Inthiscaseyou are spared thework of reentering all the
names and addresses. Businesses send form lettersfrequently, so the mail mergefeature hasproved
very popular.
Creating Mail Merge:
For each new mail merge project, you' |l needto——
Create and proof thetext of your main document,
Create anew data source,
Setupinformationinto the datasource.
Insert fieldsinto yours main document.
Check for design and dataentry errors
M erge the data source and main document, and print the merge document.
Wor king With Graphics. Theoffice ClipArt Galery isreached from the I nsert | Object command.
It offerscategoriesof art and some other intriguing features. TousetheClipArt Gallery:
1. Start by creating or opening adocument.
2. Placetheinsertion point whereyou want the pictureto appear.
3. Chooselnsert | Object.
4. Whenyou seethe Object dialog box, click the Create New tab if necessary, and then scroll to
pick Microsoft ClipArt Gallery.
Click OK. Youwill seetheClipArt Gallery dialog box.
Browse by clicking on categoriesof interest and scrolling to view thumbnails (miniature cop-
ies) of graphicsinthegdlery.
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7. Double-click onathumbnail, or click onceon it and once on Insert to insert afull-sized copy
of theimageat theinsertion point in you Word document.
M oving Object:
To moveobjects, follow these steps:
1. Selecttheitemoritemsto bemoved.
2. Pointto oneof the selected itemswith your mouse pointer, avoiding the object’shandles.
3. Thepointer will change, now looking like an arrow with four heads.
4. Dragwithyou mouseand watch asan outline of the object(s) proposesanew location.
5. Reeasethemouse button to completethe move.
Gridlines:

Word'sdrawing feature hasoptional invisiblegridlinesthat makeit easy to align objects. These
gridlinesmakedragging alittlejerky whenthe Snap to Grid featureisenabled. Thegridlinesact likes
magnets, and moved objects migrate to them. For precise, smooth moves, turn the Snap to Grid
feature off. You can aso changethe spacing and origin of grids.

TEMPLATES: Read only documentswith styles and other design elementsthat you can useto
create or restyle your own documents are called templates. W zards are computerized assistants.
Wizardsa so usetemplatesto create documents, first asking some questionsand making afew design
decisonsonther own. Thefollowing WizardscomewithWord:

Agenda

Award

Cdendar

Fax

L etter

Memo

Newd etter

Pleading

Resume

Table

VVYVYVVVYVYYY

Template Types:
Word'sstandard templates comein up to threedifferent “flavors’. Microsoft refersto theseas
Template Types:

» Contemporary

> HEegant

» Professond
Each type givesadocument adifferent mood. For instance, the contemporary L etter template uses
TimesNew Roman, while Professiona usesAria. The Company Name stylein the contemporary
L etter templ ate includes shading, while the el egant type doesnot, and so on.
M odifying Templates:
You can change templ atesjust asyou would any other word documents. Theonly differenceisone
additional step you must take when saving your work. Supposeyou wanted to update the Profes-
sional |etter template to include you company logo. Follow these stepsto see how:

1. UsetheFile|New command to open the Contemporary L etter template. Besureyou click

the Template button.

2. Makethechanges, such asadding your logo and other embellishments.

3. Printasampleand check your work.

4. Whenyou aresatisfied, chooseFile| SaveAs. You will seethe Save asdialog box, shown
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next.

5. Typethesamefilenameastheold templateif you want to replace the old template, or typea
new filenameif you want to keep both the old and new (make sure you choose Document
Templateinthe Save As Typebox if you chooseanew filename).

STYLESANDSTYL ESHEETS:

A styleisanamecollection of character and paragraph formats. A stylesheet isacollection a styles
that can be applied to agroup of smilar documents. Stylesand style sheets can saveyou agreat deal
aof timewithlong documentsthat includes|ots of repetitive e ements, such asheadings. Oncethe
stylesare setup, you can apply them ssmply by selecting the stylefrom amenu. Stylesallow you to
apply the same setsof formatting choicesover and over with asinglekeystroke.

Editing Text:
1. Editingistheprocessof changing an existing document. Theterm appliesto many kinds of
applications, not just to word processing.
2. If you make mistake asyou type you can press the backspace key to back up delete your
error and retype, thetext.
3. Youcanasousethemouseor arrow keysto position the cursor, and then make corrections.
4. Tocorrectthelarger errors, you can select blocks of text, then delete or movethem.
5. Find and Replace helps you to find occurrences of aword. And change it to adifferent
sodling.
6. TheUN do command UN doesyour most recent actions; amultiple UN do feature can UN
do awhole seriesof actions.
7. A spdling checker compareseach word inadocument to adictionary.
8. A thesaurusprovidesalist of synonymsfor ahighlighted word.
Formatting Text:

Character formatsincludefonts, type size, type styles, and color.

Fonts are described as other mono space proportional, and as either serif or sans serif.
Inword processing, aparagraph iscreated every timeyou pressthe Enter key.

Paragraph formatting including linesand paragraph spacing, indentsand alignment, boarders
and shading.

Document formatsincludesthe margins, the page size, the page orientation, and the headers,
footer, and foot notes,
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Advanced Word Processing Featur es:

1. Theprint preview featureslet you seewhat your document will likewhenitisprinted.
2. Mail mergecombinesaform|etter with contents of adatabase. [Namesand address| creating a
separate copy of theletter for each entry inthe database.
3. Word processing software creates World Wide Web pages that are formatted with H.T.M.L
codes.
4. Most word processing software allowsyouto add. Graphicsand soundsto your document.
5. Stylesare named setsof formatting options. You can usethem to savetimewhen you want to
apply the sameformatting optionsto recurring text el ements.
Bordersand Shading (Format menu)
Addsbordersand shading to selected text, paragraphs, pages, table cells, or pictures.

Bulletsand Numbering (Format menu)
InWord, adds bullets or numbersto sel ected paragraphs and modifiesthe bull etsand numbering format.
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Bullet (Format menu)
In PowerPoint, adds bulletsto or removes bulletsfrom sel ected paragraphs.
About toolbars

Toolbarsallow you to organi ze the commandsin Word theway you want to so you can find and
usethem quickly. You can easily customizetoolbars % for example, you can add and remove menusand
buttons, create your own custom tool bars, hide or display toolbars, and movetoolbars. In previousver-
sionsof Office, toolbarsonly contained buttons. Now tool bars can contain buttons, menus, or acombina
tion of both.

Themenu bar isaspecial toolbar at thetop of the screen that containsmenussuch asFile, Edit,
and View. You can customizethemenu bar the sameway you customize any built-intoolbar; for example,
you can quickly add and remove buttons and menus on the menu bar, but you can’t hidethe menu bar.

A menudisplaysalist of commands. Some of these commands haveimages next to them soyou
can quickly associate the command with the corresponding image. Usethe Customize dial og box to drag
acommand to atoolbar, and, in doing so, create atoolbar button for that command, which will makethe
command easier to gain accessto.

Link to the Web or other sources
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