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Ex No: 1

a) Starting a program, running a program

b) Running multiple programs and switching between windows

c) Running a program from explorer

AIM : Starting a program, running a program

Procedure:

Option 1:
Step 1: Click the Start button or press the Windows key on your keyboard

Step 2: Type the name of the program you want to run in the search bar and press Enter.

E Microsoft Excel 2010

App

All Apps Documents
—_—

Best match

}@ Microsoft Excel 2010
=~ App

Search the web
£ excel - See web results
Folders (2+)

Documents (9+)

Web

More ¥

7

\ 5

~

Microsoft Excel 2010

App

= Open

O excel

e B O n e W

Step 3: Click on the program's icon to launch it.

Option 2:

Step 1: Press "Start” + R on your keyboard in Windows to open the "Run" dialog.

Open:

Type the name of a program, folder, document, or Internet
resource, and Windows will open it for you.

calc

Cancel Browse...
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Step 2: Type the name of the program (“Calc”) you want to run in the Text box and press
Enter or OK.

Step 3: Once the program has launched, you can use it as normal.
Result:

The program was executed successfully and the output has been verified.

Output:

A Calculator = O X

= Standard 3 D

M+ M- S
% CE C &
e 2 = o
7 8 9 X
4 5 6 -
1 2 3 +
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AIM : Running multiple programs and switching between windows
Procedure:

Step 1: When you press the " Start" + R on your Windows keyboard, it opens the "Run" dialog
box.

=7 Typethe name of a program, folder, document, or Internet
= resource, and Windows will open it for you.

Opern: cald]

Browse...

Step 2: Type the name of the program (" Calc") you want to run in the text box and press Enter
or OK.

Step 3: To run another program, repeat Step 1 (press the "Start" + R), then type the name of
the program ("mspaint") you want to run in the text box and press Enter or OK.

=7  Typethename of a program, folder, document, or Internet
_ reseurce, and Windows will open it for you.

Open: | EEEE

Browse...

Switch Between Open Programs:

Once the programs are open, they will appear as separate windows on your desktop.
Step 4: Press the Alt + Tab keys simultaneously to switch between open applications.
Step 5: Press and hold Alt, then tap Tab once to reveal all opened programs in a small box.

Step 6: While holding Alt, release the Tab key but continue pressing Alt, then press Tab again
until you reach the desired program.

Step 7: Each time you press Tab, you cycle through the icons representing open programs.

Step 8: Release the Alt key. Windows 10 will switch to the selected program.

Step 9: To switch back to the last active program, simply press Alt + Tab again. The last active
program will become active once more. Alternatively, you can use the Windows Key
+ Tab..
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Result :

The program was executed successfully and the output has been verified.

Output:

=

PyCharm N Epson Scan'2estudent Data
Communiss

Firefox! python:

J5K

M Tamil - File Explorer

Emm2BUBBBEBEE
IBBEE.BRBREEE
Ef===A0--A00A2
BBBBBR  ZBNEA

3 oocument1 - Microsoft Word

8§ Calculator

@ Untitled - Paint

&9 cce-coa Computer Office A...
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AIM : Running a program from explorer

Procedure:
Step 1: Press the keys Start + R to open the Run window.

Step 2: In the box, type "explorer” and click OK.

Type the name of a program, folder, document, or Internet

=y resource, and Windews will open it for you.
Open: | explorer| v

Ened frores=

Option 2:

Step 1: Press the Start key or Start button and then press E to open My Computer - the File
Explorer will open.

Result:
The program was executed successfully and the output has been verified.

Output:

h < | File Explorer - X
Home  Share  View (2]
4 > Quickaccess > v o Search Quick access

 Frequent folders ()

Desktop Downloads Documents Pictures CoA
- This PC ‘ This PC ﬁ This PC This PC K Local Disk (E)
= COA New Book Local Disk (E:) Screenshots
K Local Disk (ENCOA This PC This PC\Pictures
o ~ L

 Recent files (20)

WY pratical Local Disk (E\COA\COA New Book
| Screenshot (130) This PC\Pictures\Screenshots

. Rajakumari This PC\Downloads

\,q Aadhaar Card_2_06-Sep-2022_13_35 23 887 This PC\Dow

Muniyammal This PC\Dows

[£) Aadhaar Card_2_06-5ep-2022_10_45.42_687 This PC\Download
| ilovepdf_pages-to-jpg
[£] Aadhaar Card_2_05-5ep-2022_12.36.51_830

1 Screenshot (129) s
I Screenshot (12) This PC\Pictures\Screenshots
ML Screenshot (127) This PC\Pictures\Screenshots
ML Screenshot (126) S

ML Screenshot (125)
W) Aravind MOD

ans keystrkn

28 items

A S 1:19PM
o 28°C Fm A o, B

R Type here to search
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Ex No: 2 Date:
a) Customizing the Task bar, Making the taskbar wider

b) Controlling the size of start menu options
c) Adding a program to the start menu

AIM : Customizing the Task bar, Making the taskbar wider

Procedure:

Step 1: The taskbar settings by right-clicking an empty area of the taskbar and then clicking
on "Taskbar Settings”.

Change Customizing the Task bar

Step 2: Lock the taskbar OFF / ON

Step 3: Automatically hide the taskbar in desktop mode OFF / ON

Step 4: Use small taskbar buttons OFF / ON

Step 5: Place your mouse at the top edge of the taskbar and drag to resize it.

Making the taskbar wider

Step 6: Click and hold the left mouse button while dragging the cursor towards the left or right
side of the screen to make the taskbar wider
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Taskbar Taskbar

Automatically hide the taskbar in tablet mode
Lock the taskbar

@D o
@ of
Automatically hide the taskbar in desktop mode Use small taskbar buttons

@ D or @ ) of

Automatically hide the taskbar in tablet mode Use Peek to preview the desktop when you move your mouse to the

) Show desktop button at the end of the taskbar
Off
@D of
Use small taskbar buttons
@ ox Replace Command Prompt with Windows PowerShell in the menu
when | right-click the start button or press Windows key+X

Use Peek to preview the desktop when you move your mouse to the Q On
Show desktop button at the end of the taskbar

@D or ten

Replace Command Prompt with Windows PowerShell in the menu Tej

when | right-click the start button or press Windows key+X Right J

@D on

Bottom
Show badges on taskbar buttons
@ on Combine taskbar buttons
Taskbar location on screen Always, hide labels

[ sotom <]

How do | customize taskbars?

Combine taskbar buttons

Notification area

Result:
The program was executed successfully and the output has been verified.

Output:

"Changing the size and location of the taskbar to the right side.”

= |

Ep an 2 StudentData
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Aim: Controlling the size of start menu options

Procedure:

To control the size of the items in the Start menu, you can use the following steps:

Step 1: Right-click on an empty space on the taskbar and select " Taskbar settings" from the

context menu.

Step 2: Scroll down to the "Start" section and click on the "Customize your Start menu"

and then turn on Use Start full screen.

@

Settings

Home

Find a setting

&
D
(]
&
A

a

Personalization

Background

Colors

Lock screen

Themes

Fonts

Start

Taskbar

Start

Show more tiles on Start
@D off

Show app list in Start menu
@ o

Show recently added apps
@ o-

Show most used apps
@D off

Show suggestions occasionally in Start
@D or

Use Start full screen

@D on

Show recently opened items in Jump Lists on Start or the taskbar and in
File Explorer Quick Access

@ o

Choose which folders appear on Start

Step 3: Show app list in Start menu ON/ OFF
Step 4: Show recently added apps ON/ OFF

Step 5: Show most used apps ON/ OFF

Step 6: Show suggestions occasionally in Start ON/ OFF

Step 7: Use Start full screen ON/ OFF
Step 8: Show recently opened items in Jump Lists on Start or the taskbar and File Explorer

Quick Access ON/ OFF
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Result;

The program was executed successfully and the output has been verified.

Output:

Enable the Start Menu in full-screen mode.

Life at a glance Play and explore

15 &

Xbox Console Co...

Solitaire OneNote for... N

Microsoft Edge Photos Weather

Microsoft Store

g5 ® @ o m O &

2 fiype here to search

%30 AM

&
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AIM : Adding a program to the start menu

Procedure:

To add a program to the Start menu in Windows, you can use the following steps:

Step 1: Right-click any shortcut icon on the desktop.

Open file location

& Run as administrator

) Share with Skype
‘) Edit with PyCharm Community Edition
) Treubleshoot compatibility
Pin to Start
E Scan with Microsoft Defender...
Unpin from taskbar

Restore previous versions

Send to

Cut
Copy

Create shortcut

Step 2: From the pop-up menu, select "Pin to Start."
Step 3: Click the Start button.
Step 4: You will now see the shortcut icon added to the Start menu.

Step 5: To remove the icon from the Start menu, right-click the shortcut icon on the Start
menu.

Step 6: From the pop-up menu, select "Unpin from Start."
Result:

The program was executed successfully and the output has been verified.
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Output:

Recently added
¥ Devces

#
€D 30 Viewer

A

J-  Adobe Acrobat DC
B AMD Radeon Software
B Android Studio

Bl AnyDesk

B

B sitvise SSH Client

- Bloodshed Dev-C++

(¢
Calculator
Calendar

@ Camera

2 clock

Cortana

£ fiype here to search

[

Microsoft Edge Photos Weather

Microsoft Store

Play and explore

Xbox Con... .  Maps

o] =

Solitaire OneNote... N
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Ex No: 3 Date:
a) Recycle bin, restoring the deleted files

b) Arranging icons on the Desktop
c) Creating Shortcuts. Adding a program shortcut in the Desktop

AIM: Recycle bin, restoring the deleted files

Procedure:

To restore deleted files from the Recycle Bin in Windows, you can use the following steps:
Deleted files or folders.

Step 1: Select the files or folders you want to delete.

Step 2: Press the Delete key and click Yes.

Step 3: The files or folders will be moved to the Recycle Bin.

Step 4: If you need to permanently delete them, press Shift + Delete keys and click Yes.

Note : once the files or folders are recovered, it's not possible to reverse
the process.

Restoring files or folders.

To restore deleted files from the Recycle Bin in Windows, you can use
the following steps:

Step 1 : Open the Recycle Bin by double-clicking on its icon on the desktop or by pressing
the Windows key + E and then selecting the Recycle Bin folder.

Step 2: Locate the items that you want to recover.
Step 3: Check the box next to the files or folders you want to retrieve.
Step 4: Right-click and select restore to recover the items to their original locations.
Step 5: Select restore all items to restore everything in your recycle bin.
Result:

The program was executed successfully and the output has been verified.
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Output:

View >
Sort by >
Group by >
Refresh

Pacte

Paste shortcut

Undo Move Ctrl+Z

Redo Delete Ctrl+Y
la] Empty Recycle Bin

Properties

Empty Recycle Bin — All files and folders will be permanently removed from their source location.

(&l | Iﬂ < | Manage Manag
Home Share View Recycle Bin Tools Picture Tof

4 &l » RecycleBin

~
MName Criginal Location

f
T

|j AutoRecovery save of Documentl....

weera\AppData\Roam)

|j AutoRecovery save of Document].... era\AppData\Roam)

20

%ﬂ Bookl {version 1)

[ ppta2FC.tmp

Q Recording

|§| Recording (2)

|§| Recording (3)

|§| Recording (autosaved)
|£| Screenshot 11

|&] Screenshot Restore
|ﬂ-' Screenshot Cut

|&| Screenshot
|£| Screenshot Delete

Properties

reeratAppData\Roam)
era\AppData\Roam
weera\Documents\So

era\Documents\So

weera\Documents\So

e i i
TR r R R G

\weera\Documents\So

RN AR AR AR R AR

e e—————
WA

\weera'Pictures\Screen
reera’\PictureshScreen

era\Picturesiscreen

s\weera' PictureshScreen

sershweera\PictureshScreen

Delete — All files and folders will be permanently deleted.
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AIM : Arranging icons on the Desktop
Procedure:
Auto Arrange Icons

Step 1: Click the Start button or press Windows key + D to navigate to the Windows desktop.

Step 2: Right-click on a blank area of the desktop, then select "View."

Step 3: Choose "Auto arrange icons."

®. AMD Radeon Software

View > Large icons
Sort by > & Medium icons
Refresh Small icons
Paste Auto arrange icons
Paste shortcut ~ Align icons to grid
Open Fold PyCh C ity Edition Project

B Open Folder as PyCharm Community Edition Proje B —
Undo Move Ctrl+Z
Redo Delete Ctrl+Y

(5] Shared Folder Synchronization >
New >

[l Display settings
& Personalize

Sort by Arrange Icons
Step 4: Right-click on a blank area of the desktop, then select "Sort by."

Step 5: Choose to arrange icons by Name, Type, Size, or Date modified, and then click
"Arrange Icons."

Step 6: If you don't want icons to auto-arrange, click "Auto Arrange" to remove the
checkmark.

8. AMD Radeon Software

View
Sort by MName
Refresh Size

Paste Itemn type
Paste shortcut Date modified
Open Folder as PyCharm Community Edition Project

Undo Move Ctrl+Z

Redo Delete Ctrl+Y

Shared Folder Synchronization >

New >

Display settings
g Personalize

Result:

The program was executed successfully and the output has been verified.
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Output:

Right-click a blank area on the desktop. Select "Sort by" to arrange icons by Name, Type, Size, or

Date modified. Click "Arrange lcons."
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AIM : Creating Shortcuts. Adding a program shortcut in the Desktop
Procedure:
Step 1: Click the Start button.
Step 2: Browse to the Office program for which you want to create a desktop shortcut.
Step 3: Left-click the name of the program and drag it onto your desktop.
Step 4: A shortcut for the program will appear on your desktop.

Step 5: Right-click the program name, file, or folder, then click "Send To" and select "Desktop
(Create shortcut)."

Step 6: A shortcut for the program will appear on your desktop.
Result:
The program was executed successfully and the output has been verified.

Output:

- | [V = | Local Disk (E:)

Home Share View
<« v 4 = > ThisPC » Local Disk (E] »
~
Mame Date medified Type Size
COA 15-Sen-22 1:40 P File folder
type Open
APP_8400001_T] Open in new window 120KB
&| img_trans Pin to Quick access 1KB
|&] Iraianbu Pan E Open Folder as PyCharm Community Edition Project 137 KB
Iraianbu Pan-20 Ea Scan with Microsoft Defender... 236 KB
& unit 1 32KB
_] . Give access to >
] unit 2 14 KB
n 5] Shared Folder Synchronization 2 _
& Windows10 61 KB
Restore previous versions
Include in library >
Pin to Start
Send to > 3 Bluetooth device
Cut Compressed (zipped) folder
Copy [ Desktop (create shortcut)

=] Documents

[i=g Fax recipient

Create shortcut

Delete S
:| Mail recipient
Rename

Properties
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Ex No: 4
a) Creating and removing folders, renaming folders and files

Date:

b) Expanding and collapsing a folder
c) Sorting afolder

AIM : Creating and removing folders, renaming folders and files

Procedure:

Creating New Folder

Step 1: The fastest way to create a new folder in Windows is by using the Ctrl+Shift+N
shortcut.

Step 2: Right-click on a blank space in the desired folder location.

Step 3: From the contextual menu, select "New" and then choose "Folder" Windows will
create the new folder at your current location.

"#. AMD Radeon Software
Folder

View #| Shortcut

Sort by

IIH Microsoft Access Database
Refresh 5
|&| Bitmap image
Paste IEH Microsoft Word Document
Open Folder as PyCharm Community Edition Project El] Microsoft PowerPoint Presentation
Paste shortcut (B Microsoft Publisher Document
Undo Mew Ctrl+Z [Z] Text Document

Shared Felder Synchronization > Eﬂ Microsoft Excel Worksheet

: Compressed (zipped) Folder

MNew b

1 Display settings
Eﬂ Personalize

Step 4: To rename a newly created folder, enter the desired name and press Enter.
Alternatively, you can use F2 Function key to rename a file or folder.

Removing Files or folders
Step 1: Select file the files or folders you want to delete
Step 2: Press Delete Key and Click Yes.

Step 3: The files or folders Move to Recycle Bin.

Step 4: If need Permanent Deleted then Press Shift + Delete Key and Click Yes.

Note: After recovery, it is not possible.”
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Delete Folder

Are you sure you want to permanently delete this folder?
X ) cce

] ‘ Date created: 11/08/2022 3:31 PM
: i

Renaming Folders and Files
Step 1: Press the Start + E buttons.
Step 2: Navigate to the location where your file or folder is stored.

Step 3: Right-click on the name of the file or folder you wish to rename.

Pin to Start

Send to

Cut
Copy

Create shortcut

Delete

Properties

Step 4: Click "Rename" from the opened menu.

Step 5: Alternatively, to quickly rename, click on the file and press the F2 key.

Step 6: Type a new name for the file or folder and press the Enter key.
Result:

The program was executed successfully and the output has been verified.

Output:
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AIM : Expanding and collapsing a folder

Procedure:

Step 1: Press the Start + E Buttons.

|ﬂ T | COA
Home Share View

[I [TH Preview pane M| Extra larg

st Small icon
Mavigation [TH Details pane ==
pane = wi— Tiles

Mavigation pane
Expand to open folder
Show all folders

Show libraries

Step 2: Go to 'View' - 'Navigation Pane' - Click on 'Show all folders'."

| < | File Explorer
Home Share View

4 o » Quickaccess

COA
COA New Book
- Local Disk (E:)

Screenshots

~ [l Desktop
@ OneDrive
& veera
~ [ This PC
J 3D Objects
[ Desktop
|5 Documents
; Downloads
J'ﬁ Music
&= Pictures
B Videos
‘im Local Disk (C:)
- MNew Volume (D)
= Local Disk (E:)
- Local Dizk (F)

s LoOcal Disk (G:)

Step 3: Click the > (plus symbol) in the folder tree to expand a folder.

Step 4: Alternatively, you can double-click a parent folder in either the left or right pane to
expand it.

Step 5: To collapse a folder, click the V (minus symbol) in the folder tree.”
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Result:

The program was executed successfully and the output has been verified.
Output:

Expand One Level

Expand Two Levels

Expand Three Levels

Expand All Levels

Collapse All

= | Allinfo - X
Home  Share  Wiew (]
« “ 4 s ThisPC » Local Disk(F) » Allinfo v D Search All Info
=] Pictures A Name . Date modified Type Size 2
B videos ADD 23-Aug-22 406 PM File folder
Local Disk (C) AndroidStudioProjects 23-Aug-22 412 PM File folder
AMD App 23-Aug-22 413 PM File folder
PerfLogs Audio 23-Aug-22 413 PM File folder
Program Files Bank 23-Aug-22 4:13 PM File folder
rogrom Files (4551 Certficate 23-Aug-22 4:13 PM File folder
COA App 23-Aug-22 4:13 PM File folder
Users Epson 3150 - 3160 Resetter 23-Aug-22 413 PM File folder
Windows Epson L3150 Resetter - printresettencom  23-Aug-22 413 PM File folder
= New Volume (03] Epson-L380-L383-L385-1485-Adjustment...  23-Aug-22 413 PM File folder
 Local Disk (E) G-Business Extractor - LeadBooster 23-Aug-22 413 PM File folder
— Local Disk (F) maniyarasi 23-Aug-22 413 PM File folder
Alnfo Sankari 23-Aug-22 413 PM File folder
andreid quickstare maste Simple Quiz 23-Aug-22 415 PM File folder
SimpleQuizApp 23-Aug-22 416 PM File folder
* Folder New 3
Software 23-Aug-22 416 PM File folder
OpenOffice 4.1.12 Language Pack (English) Installation F Taly P e folder
web Tally VEERA 23-Aug-22 417 PM File folder
s Local Disk () VATCHALA 23-Aug-22 417 PM File folder
— New Volume (H) Website Data File folder
< Libraries 14 1 sretr o miBIG LA pof Sharteut
& Network [s] 1 6rstr &_mBi@L0mA_page-0001(1) PG File
[s] 1 6rs6r &_mBi@L0mA_page-0001 PG File
53 Control Panel &] 02 copy 27-Jul-2 IPG File
& Recycle Bin [ 2.3pk 30-Jun-21 APK File
CCE [ 2-101).apk 01-Jul-21 10:02 PM APK File
eoc-html [] 4x2.psd 14-0ct-20 805 PM PSD File
New folder (21 v [& 4x12copy 04-Mar-21 651 PM PG File v
312 items [ =

£ Type here to search
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AIM : Sorting a folder

Procedure:

Step 1: Open File Explorer by pressing the Start button + E.
Sort by Arrange folder
Step 2: Right-click a blank area in the File Explorer window and select "Sort by."
Step 3: Choose an option, such as Name, Date, Size, Type, Date modified & Dimensions.

Step 4: The available options vary based on the selected folder type.

Ascending: Select to sort items in ascending order (A-Z).

Descending: Select to sort items in descending order (Z-A).

"#. AMD Radeon Software
View >
Sort by | @ Name
Group by > Date modified
Refresh Type
Customize this folder... Size
Paste ® Ascending
B8 Open Folder as PyCharm Community Edition Project Descending
Paste shortcut More...
Undo Rename Ctrl+Z T
Give access to >
5| Shared Folder Synchronization >
MNew >
Properties
Group by Arrange folder
8. AMD Radeon Software
View >
Sort by >
Group by > Name
Refresh Date modified
Custornize this folder... Type
Size
Paste
B Open Folder as PyCharm Community Edition Project Ascending
Paste shortcut Descending
Undo Rename Ctil+Z More...
Give access to > |
5| Shared Folder Synchronization >
MNew b
Properties
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Step 1: Right-click a blank area in the File Explorer, then select "Group by."
Step 2: Choose an option, such as Name, Date, Size, Type, or Date modified.
Result:

The program was executed successfully and the output has been verified.

Output:
& | =] Manage Local Disk (E:)
Home Share View Drive Tools
E [TH Preview pane EE| Extra large icons [&| Large icons cis| Medium icons I [ '] Group by ~
e i Small icons T List [[}] Add calumns +
Na:;%i:Lon [T Details pane =7 Tiles 2= Content = g:rj: % Size all columns to fit
Fanes Layout ® DName
type 05-5ep-22 205 PM  File folder Date modified
APP_8400001_TXN_259322952_TMPLT_84...  0B-Sep-22 1:25PM  Adobe Acrobat D... Type
|ﬂ_‘ img_trans 09-Sep-22 G:58 PM  GIF File .
|&] Iraianbu Pan 13-5ep-22 01 PM  JPG File
Iraianbu Pan-20052004 13-Sep-22 300PM  Adobe Acrobat D... Date created
B unit 1 06-5ep-22 10:12 AM  Microsoft Word D... EEEE
& unit 2 06-Sep-22 351 PM  Microsoft Word D... Tags
|ﬂ-' Windows10 06-Sep-22 226 PM  JPG File Title
Ascending
Descending
Choose columns..,
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Ex No: 5 Date:
a) Displaying the properties for afile or folder

b) Using cut and paste operations to move a file
c) Using copy and paste operations to copy a file
AIM : Displaying the properties for a file or folder
Procedure:
Step 1: Press the Start button + E key.
Step 2: To view information about a file or folder, right-click it and select "Properties."
Step 3: Alternatively, you can also select the file and press the Alt + Enter keys.
Result:
The program was executed successfully and the output has been verified.

Output:

COA Properties *

General  Sharng Securty Previous Versions  Customize

COA
Type: File folder
Location: EM
Size: 51.0 MB (53,517 600 hytes)

Size on disk:  51.0 MB (53,575,680 bytes)

Contains: 20 Files, 1 Folders

Created: Monday, September 5, 2022, 5:03:47 AM

Aftributes: [®]Read-only {Only applies to files in folderk
(] Hidden Advanced...

Cancel Apply

The file properties window shows you information like the type of file, the size of the file, and when

you last modified it. , Parent Folder, Free Space, Accessed.
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AIM : Using cut and paste operations to move afile

Procedure:

Step 1: Press the Start button + E key.

Step 2: To cut a file or folder, select it, then right-click and choose "Cut."

Cast to Dewice >
3 Scan with Microsoft Defender...
£ Share

Open with >

Restore previous varsions

Send to >

I Cut I

Copy

Create shomout
Delete

Rename

Properties

Step 3: Alternatively, you can also select the file and press Ctrl + X.

Step 4: Right-click a blank area in the File Explorer, then select "Paste."

. AMD Radeon Software
View >
Sort by ¥
Refresh

I Paste |
Paste shortcut
[5]  Shared Folder Synchronization ¥

Mew >

1 Display settings
K& Personalize

Step 5: Alternatively, you can also select the file and press Ctrl + V.
Result:

The program was executed successfully and the output has been verified.

Output:

Ctrl + X (Cut) - Ctrl + V (Paste)
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AIM : Using copy and paste operations to copy a file

Procedure:

Step 1: Press the Start button + E key.

Step 2: To copy a file or folder, select it, then right-click and choose "Copy."

Send to ¥

Cut
Copy
Create shortcut

Delete

Rename

Step 3: Alternatively, you can also select the file and press Ctrl + C.

Step 4: Right-click a blank area in the File Explorer, then select "Paste."

. AMD Radeon Software
View >
Sort by ¥
Refresh

I Paste |

Paste shortcut

[5]  Shared Folder Synchronization ¥
Mew »

1 Display settings
K& Personalize

Step 5: Alternatively, you can also press Ctrl + V to paste the copied item.
Result:

The program was executed successfully and the output has been verified.

Output:

Ctrl + C (Copy) 9 th' + V (Paste)
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Ex No: 6 Date:
a) Moving and copying files with mouse

b) Searching afile or folder by using search command
c) Recognizing File types using icons

AIM : Moving and copying files with mouse
Procedure:
Step 1: Press the Start button + E key.

Step 2: Select the file or folder.

Step 3: Right-click the mouse and choose "Copy."

Send to >

Cut

I Copy I

Create shortcut
Delete

Rename

Properties

Step 4: Navigate to the new location.

Step 5: Right-click the mouse and choose "Paste."

"8. AMD Radeon Software

View >
Sort by >
Refresh

I Paste I

Paste shortcut
[5]  Shared Folder Synchronization b

Mew >

1 Display settings
K2 Personalize
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Moving and copying files with mouse Method 2:
Procedure:
Step 1: Press the Start button + E key.
Step 2: To move a file or folder, select it, then left-click and HOLD. (Cut)

Step 3: When you release the left mouse button, the file will be moved to the new location
where you released the mouse button. (Paste)

Step 4: To copy a file or folder, select it, then right-click and HOLD.

Step 5: Right-click and choose 'Copy here' to copy the selected item to the new location.

m Add to archive..,
M Add to "ads.rar”
Copy here
Move here

Create cshortcuts here

Cancel

Result:

The program was executed successfully and the output has been verified.

Output:

"8. AMD Radeon Software

View p
Sort by >
Refresh

I Paste I

Paste shortcut
[5]  Shared Folder Synchronization >

Mew

1 Display settings
K2 Personalize
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AIM : Searching afile or folder by using search command
Procedure:
Step 1: Press the Start button + E key.

Step 2: Select"Search" on a local drive like C:, D:, E:, or This PC to search across all devices
or folders.

Search Quick access

Step 3: In the right corner, Quick Access will show the search box.

Step 4: Enter the search keyword "COA," then press Enter or click the arrow ->.

cod

] < Search Tools  coa - Search Results in All Info - X
Home  Share  View Search (2]

« “ 4 [ s Search Results in All Info v | o coa
Program Files ~ -
s coabatch FAANlInfo\Website Data\templates\app
Adobe ©1 Date modified: 23-Aug-22 423 PM
AMD
COA App FAAllInfo
Android

Date modified: 23-Aug-224:13 PM
Common Files

coaquiz FAAM Inf j op pp om\cceindia

CUAssistant Date modified: 23-Aug-22 4:09 PM

epson
COAQuiz2 F\All Info\AndroidStudioProjects.

Google Date modified: 23-Aug-22 4:08 PM

Intemet Explorer

? coaguiz FAAN Inf jects\COAQuiz2\app\srcitest\java\com\cesindia

Java Date modified: 23-Aug-22 4:08 PM

JetBrains
coaguiz FAAI jects\COAQuiz2\app omicceindia

Microsoft Analysis Services Date modified: 23-Aug-22 408 PM

Microsoft Office
coaguiz FAAN nf jects\COAQuiz2\app\srchandroidTest\java\comcceindia

Microsoft SQL Server Compact Edition Date modified: 23-Aug-22 408 PM

Microsaft Sync Framework

coaguiz VAN Inf jects\COAQY pp P omi\cceindia
Microsoft Synchronization Services Date modified: 23-Aug-22 408 PM
Microsoft Update Health Tools

coaquiz FAVAI I jects\COAQH pp +_dex_arc P\ coml..
ModifiablelWindowsApps Date modified: 23-Aug-22 4:08 PM
Mozilla Firefox

coaquiz VAN I jects\COAQH pp \debugh classes\com ceeindia
MBuild Date modified: 23-Aug-22 4:08 PM
PCHealthCheck

coaquiz VAN I jects\COAQH pp g €\buildConfig| g\com\cceindia
Reference Assemblies Date modified; 23-Aug-22 4:08 PM
rempl

COAQuiz FAANlInfo\AndroidStudioProjects
ruxim

Date modified: 23-Aug-22 4:08 PM
‘Windows Defender

coaguiz FAAI Inf jects\COAQuiz\app\sre\testijava\com\cceindia
Windows Defender Advanced Threat Protection e ESF

53 items e

£ Type here to search
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Aim : Recognizing File types using icons

Procedure:

Sort by Arrange Icons

Step 1: Press the Start button + E key.

Step 2: Right-click a blank area in File Explorer, then select "Sort by."

Step 3: Choose an option, such as Name, Date, Size, Type, Date maodified, or Dimensions.

Step 4: The available options vary depending on the selected folder type.

Ascending: Select to sort items in ascending order (A-Z).

Descending: Select to sort items in descending order (Z-A).

Group by Arrange icons
Step 1: Open File Explorer by pressing the Start button + E key.

Step 2: Right-click a blank area in File Explorer, then select "Group by."

. AMD Radeon Software

View

Sort by

Group by

Refresh

Customize this folder...

Paste

Open Folder as PyCharm Community Edition Project
Paste shortcut

Undo Rename

Give access to

Shared Folder Synchronization
New

Properties

>
b
>

® Name
Date modified
Type
Size

® Ascending

Descending

Mare...

. AMD Radeon Software
View
Sort by
Group by
Refresh

Customize this folder...

Paste

Paste shortcut

Unda Rename

Give access to

5] Shared Folder Synchronization
New

Properties

B Open Folder as PyCharm Community Edition Project

>

>

> Name
Date modified
Type
Size
Ascending
Descending

Ctrl+Z More...

ST

>

>
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Step 3: Alternatively, In the "View" menu, select "Group by" and choose an arrangement
option like Name, Type, Size, or Date modified.

Result;

The program was executed successfully and the output has been verified.

Output:

The File Explore, Select Group by Arrange icons by Name, Type, Size or Date modified click

Arrange Icons. (Start + E > View >Group by)

& M+ Manage Local Disk (E:)
Home Share View Drive Tools
IE [TH Preview pane &8 Extra large icons |&=| Large icons = Medium icons I D
o 2 small icons T List Mame 1
Na;rlagnaetlvoﬂ [TE Details pane = Tiles 9= Content = E;"f Date modified ]
Panes Layout Type
type 053-5ep-22 2203 PM  File folder Size
APP_2400001_TxMN_259322952_TMPLT_84..  06-5ep-22 1:25PM  Adobe Acrobat D... 129K Date crested
|&| img_trans 09-Sep-22 &:38 PM  GIF File TK
(8] Iraianbu Pan 13-Sep-22301PM  JPG File 17k Authors
Iraianbu Pan-20052004 13-5ep-22 3:00 PM Adobe Acrobat D... 236 K Tags
& ynit 1 06-Sep-22 10:12 AM  Microsoft Word D... 32K Title
@ unit 2 06-5ep-22 3:51 PM Microsoft Word D... 14K Ascending
|£| Windows10 08-Sep-22 226 PM  JPG File 61K Descending
Choaose calumns...
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Ex No: 7 Date:
a) Recording and saving an audio file

b) Connecting a printer to the PC
c) Capturing and saving entire monitor screen & active program window as images

AIM : Recording and saving an audio file
Procedure:
Step 1: Click the Start button.

Step 2: In the search bar located in the bottom-left corner of the Windows 10 screen, type the
phrase.

Step 3: Type 'Voice Recorder.'

Step 4: Click on 'Voice Recorder.”

Al Apps Documents ~ Web

Best match

B Voice Recorder
App
Search the web )
Voice Recorder
L Voice Recorder - See web results App

£ voice recorder for pc

L voice recorder online — Open

P voice recorder app ~~ Pin to Start

. ” = pin to taskbar
L voice recorder for windows 10
E App settings
£ voice recorder download
J= Rate and review
L voice recorder test X
%’ Share

L voice recorder for windows 11 o 5
Wl Uninstall

O Voice Recorder|

Step 5: Press the Ctrl + R keys; recording will start.

Step 6: Begin speaking.

Step 7: Press the Backspace key to stop the recording; the file will be saved automatically.
Result:

The program was executed successfully and the output has been verified.
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Output:

Ctrl + R >Recording starts

Voice Recorder

Press the Backspace key - Recording stops

Recording is saved automatically.

Today

Recording
08/09/2022 1:26 PM 003

Recording

o0 @
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AIM : Connecting a printer to the PC

Procedure:
Step 1: Click the Start button.
Step 2: Type in the search bar located in the bottom-left corner of the Windows 10 screen.
Step 3: Type “Devices and Printers.”

Step 4: Click on “Printers & Scanners.”

All Apps Documents Web More

Best match

Printers & scanners
System settings
Related: "devices and printers™

Settings

View network computers and
devices

£ Devices and Printers|

Settings
@ Home Printers & scanners
[ Find a setting o Add printers & scanners
Devices Add a printer or scanner
+

% Bluetooth & other devices

Printers & scanners
CS! Printers & scanners

lg] AnyDesk Printer
O Mouse

Brother DCP-T710W

B2 Touchpad Offline
Typing lg] EPSON L380 Series

cﬂ Pen & Windows Ink

=

Ej Microsoft Print to PDF
=)

@ AutoPlay

B use

Microsoft XPS Document Writer
=]

OneNote for Windows 10
=

IJ:LI Send To OneNote 2010

Step 5: Connect Printer to computer and Power ON.
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Step 6: Click on Add a printer or Scanner

Step 7: Wait for it to find nearby printers, then choose the one you want to use, and select

Add device.

Result:

The program was executed successfully and the output has been verified.

Output:

a Devices and Printers
<« A F= » Control Panel > All Control Panel ltems > Devices and Printers »
Add a device Add a printer

~ Devices (1)

1

DESKTOP-VEIOZE
A

~ Multimedia Devices (1)
)
b E‘
\f

ccel
(veera-creative)

~ Printers (8)

‘!'::i ~ 6 $ = & &
AnyDesk Printer Brother EPSON L380 Fax Microsoft Print Microsoft XPS OneMote for Send To OneMote
DCP-T710W Series to PDF Document Writer Windows 10 2010

(|



https://cceindia.in/

COA — Computer on Office Automation - Practical Book 42

AlIM : Capturing and saving entire monitor screen & active program window as images

Procedure:

Step 1: The PRINT SCREEN key is usually located in the upper right corner of your keyboard.
The key looks similar to the following:

Step 2: The text you see on your keyboard might be PrtSc, PrtScn, or PrntScrn. The other
text on the Print Screen key is usually SysRq.

Copy only the image of the active window

The active window is the window you're currently working in. Only one window can be active
at a time.

Step 3: Click the window you want to copy.

Step 4: Press ALT + PRINT SCREEN.

Step 5: Paste the captured image (CTRL + V) into an Office program or another application.
Copy the entire image on the screen

Step 6: Open everything you want to copy and position it the way you want.

Step 7: Press PRINT SCREEN. (If you're using a laptop, use Fn or Start + PrtSc)

Step 8: Paste (CTRL + V) the image into an Office program or another application.
Result:

The program was executed successfully and the output has been verified.

Output:

= Typethe name of a program, folder, document, or Internet
= resource, and Windows will open it for you.

Open: | PR ~

Cancel Browse...

Alt + PrtSc — Copy Active window
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MS OFFICE: MS-

WORD

&

OPEN OFFICE:

WRITER
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Ex No:8 Date:

Preparing a Govt. Order / Official Letter / Business Letter / Circular Letter- Covering formatting
commands - font size and styles - bold, underline, upper case, lower case, superscript,
subscript, indenting paragraphs, spacing between lines and characters, tab settings etc.

AIM : Preparing a Govt. Order / Official Letter / Business Letter / Circular Letter- Covering
formatting commands - font size and styles - bold, underline, upper case, lower case,
superscript, subscript, indenting paragraphs, spacing between lines and characters, tab
settings etc.

Procedure:
Step 1: Press the Start button + R key.

Step 2: In the box, type "winword" and click OK.

=7 Typethe name of a program, folder, document, or Internet
= resource, and Windows will open it for you.

Open: | NV -

Cancel Browsze...

Step 3: Type your letter and apply formatting below.
Step 4: Press the Ctrl + D shortcut to show font properties.

Step 5: Change font size and styles: bold, underline, uppercase, lowercase, superscript,

subscript.
@- d9- I+ pratical [Compatiby
Home Insert Page Layout References Mailings Review View
- - A AT - | [l S L= L. | EEEE | A
Werdana 10 A A Aa ) = iz a iF iE Ll qq
Paste = 2 mr. A== == 1= o B o
- o Format Painter B I U -ae x. X = SI= = E | = R
Clipboard Font FParagraph

Shortcut

Font size change: Ctrl + ] (increase), Ctrl + [ (decrease)
Font Bold: Ctrl + B

Font Underline: Ctrl + U

Uppercase: Ctrl + Shift + A

Capitalize Each Word: Select the text and press SHIFT + F3
Superscript: Ctrl + Shift + +

Subscript: Ctrl + =

AN N N N NE YN
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3. Toinsert a video:

o Click Insert > Video > Search YouTube or By URL.
Example: Add a promotional video link from YouTube.

Step 7: Customize Design

1. Use the Theme button on the right sidebar to apply a consistent theme.
Example: Select the Material theme for a professional look.

2. Customize fonts, colors, and backgrounds for specific slides.
Example: Change the background to a gradient for the title slide.

Step 8: Collaborate and Share
1. Click Share in the top-right corner.

2. Enter email addresses of collaborators.
Example: Share with team.marketing@gmail.com and set as Editor.

3. Add a message like “Please review and add your suggestions by Monday.”
4. Click Send.
Step 9: Present Your Slides

1. Click the Present button in the top-right corner to start the presentation.
Example: Use the arrow keys to navigate through slides during your presentation.

Result:
The program was executed successfully and the output has been verified.

Output:

(@) a] docs.google.com

Photoalbum % m & O B a

File Edit View Insert Format Slide Arrange Tools Extensions Help

Q Menus + |6 @ & @ Fit R TT Y N~ m - Background | Layout | Theme | Transition ~

WEST COAST
ROAD TRIP

Your Name « Sept 20XX

d

Vo

Click to add speaker notes
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In the updated COA examination syllabus, effective after June 2025

Note:

1. Preferable Office Packages are:
a. MS - Office
b. LibreOffice / OpenOffice / WPS Office
2. The Weightage for Theory Examinations as follows.
a. MS WINDOWS and MS OFFICE - 70%
b. LINUX and OPEN-SOURCE OFFICE PACKAGE - 30%
3. The Weightage for Practical Examinations as follows.
a. MS OFFICE / OPEN-SOURCE OFFICE PACKAGE - 50%
b. E-Office - 50%

4. e - Learning Resources will be published as a Learning Management System and notified in
DoTE Website.

5. QWERTY Keyboard for English and Tamil99 Keyboard Layout for Tamil.
6. Arial Font for English and Marutham Font for Tamil, with Font Size 12.

7. Suitable Hardware can be used to practice the exercises prescribed in the syllabus.

8. Junior Grade Typewriting 30 WPM, Senior Grade Typewriting: 45 WPM.
Certification is awarded only upon passing the prescribed course.

Asev Qretu SeutNel QuisHs CLOETCLTH6T (Windows & Linux), SignIeuevs GLOEVLTEEIIENLD
QuesrQumpet (MS- Office, opensource office package) & E-Office npmitd Qeneuonuigdlest Liwisorum(p
LOMID LweTUGSSID NG umi MBS C&meren 2 eaffjger. QLMGHD 7 wiefl eutleum(m
6ol ig60 QBHEID 6 (WFHL 8 WHUAUEISHET CaHeTaN&em CHLSLLIHLD. 6T61Ge BRiGH6T 6m6sH G|

W e semaruiid Lig&&Geuesar(hiD..

COA Ggijeumeng| Theory, Practical, English Speed, Tamil Speed ¢Téur [BIT6oT@E Exam HewL QUMID
@6uCleum@ 50 WLHUCOUENESG BLHHUGLD GSODOHSULFD 20 WLHUQUGISHE@HLD, 66D

GMOHHLLFLD QTSHHLD 100 LHUIQUEISEHD THEHSTL Frisem QeummM QUHMSTES &([HSLILHLD
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SCHEME OF VALUATION AND PATTERN OF QUESTION PAPER

THEORY EXAMINATION

Time: 1 Hr. Max. Marks: 50 Min. Marks to Pass: 20

wo. |  Typeotthequesions | o 20 Lo | this civison
1. [ Simple Multiple-Choice Questions 10 1 10

Multiple Choice Questions with
2. | two statements of Logical 10 2 20

Thinking

Match the Following 10 1 10
4 | True or False 10 1 10

Total 50

SCHEME OF VALUATION

PRACTICAL EXAMINATION

Time: 1 Hr. Max. Marks: 50 Min. Marks to pass: 20
Sl. i No of Marks per Total marks for
Type of the Questions ) : .
No. Questions| Question this division

MS Office / Open-Source Office
1. | Package Related Question 1 50 50
Execution

E-office File Submission with the
output of above stated question

Total 50

Note:

Candidate has to perform the exercises as stated in the question in SI. No. 1 and submit
the data as Draft Document in E-office application for the question in SI. No. 2 and also submit
the data with relevant screenshots (if applicable beyond E-office file submission) in the web
application portal.
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PRACTICAL EXERCISES

OPERATING SYSTEM

1.

Starting a program, running a program Running multiple programs and switching between
windows Running a program from explorer

Customizing the Taskbar, Making the taskbar wider Controlling the size of start menu options
Adding a program to the start menu

Recycle bin, restoring the deleted files Arranging icons on the Desktop Creating Shortcuts.
Adding a program shortcut in the Desktop

Creating and removing folders, renaming folders and files Expanding and collapsing a folder
Sorting a folder

Displaying the properties for a file or folder Using cut and paste operations to move a file Using
copy and paste operations to copy a file

Moving and copying files with mouse Searching a file or folder by using search command
Recognizing File types using icons

Recording and saving an audio file Connecting a printer to the PC Capturing and saving entire
monitor screen & active program window as images

MS OFFICE: MS-WORD & OPEN OFFICE: WRITER

8.

10.

11.

12.

13.

14.

15.

Preparing a Govt. Order / Official Letter / Business Letter / Professional Letter / Demi Official
Letter / Office Memorandum / Office or Legal Proceeding/ Circular - Covering formatting
commands - font size and styles - bold, underline, upper case, lower case, superscript,
subscript, indenting paragraphs, spacing between lines and characters, tab settings etc.

Preparing a newsletter: To prepare a newsletter with borders, two columns text, header and
footer and inserting a graphic image and page layout.

Creating and using styles and templates: To create a style and apply that style in a document
To create a template for the styles created and assemble the styles for the template.

Creating and editing the table : To create a table using table menu To create a monthly calendar
using cell editing operations like inserting, joining, deleting, splitting and merging cells To create
a simple statement for math calculations viz. totaling the column.

Creating numbered lists and bulleted lists: To create numbered lists with different formats
(with numbers, alphabets, roman letters) To create a bulleted list with different bullet
characters.

Printing envelopes and mail merge: To print envelopes with from addresses and to addresses
To use mail merge facility for sending a circular letter to many persons To use mail merge
facility for printing mailing labels.

Using the special features of word: To find and replace the text, To spell check and correct, To
generate a table of contents for a document.

Create an advertisement Prepare a resume. Prepare a Corporate Circular letter inviting the
shareholders to attend the Annual Meeting.
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MS OFFICE: MS-EXCEL & OPEN OFFICE: CALC

16.

17.

18.

19.

20.

Using formulas and functions: To prepare a Worksheet showing the monthly sales of a
company in different branch offices (Showing Total Sales, Average Sales). Prepare a
Statement for preparing Result of 10 students in 5 subjects (using formula to get Distinction,
| Class, Il Class and Fail under Result column against each student).

Operating on the sheets: Finding, deleting and adding records, formatting columns, row
height, merging, splitting columns etc.,. Connecting the Worksheets and enter the data.

Creating a Chart: To create a chart for comparing the monthly sales of a company in different
branch offices.

Using the data consolidate command: To use the data consolidate command to calculate the
total amount budgeted for all departments (wages, travel and entertainment, office supplies
and so on) or to calculate the average amount budgeted for — say, department office
expenses.

Sorting Data, Filtering Data and creation of Pivot tables.

MS OFFICE: MS-POWER POINT & OPEN OFFICE: IMPRESS

21.

22.
23.

24.

Creating a new Presentation based on a template — using Auto content wizard, design
template and Plain blank presentation.

Creating a Presentation with Slide Transition — Automatic and Manual with different effects.

Creating a Presentation applying Custom Animation effects —Applying multiple effects to the
same object and changing to a different effect and removing effects.

Creating and Printing handouts.

E-OFFICE APPLICATIONS

25.
26.
27.
28.
29.
30.
31.

Scanning a document and adding it to the receipts (For Practice only)
Create a File and Put a receipt in the file

Create a Green Note with referencing

Create a Yellow Note with referencing

Create a Draft

Sign and Approve the draft (For Practice only)

Dispatch the approved file and park/close the file (For Practice only)

DIGITAL COMMUNICATION AND APPLICATIONS

32.
33.

34.
35.
36.
37.

38.

Searching for a website / application / text documents viewing and downloading.

Create an E-mail account, Retrieving messages from inbox, replying, attaching files filtering
and forwarding

Create a Google form to collect data

Create a Google doc to prepare a document.
Create a Google sheet to collect data.

Create a Google slide to prepare a presentation.

Scan a photo using a scanner and edit it using tools available in the operating system
by default.



