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GOVERNMENT DEGREE COLLEGE FOR
WOMEN :: ONGOLE.
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SOFT, COMMUNICATION
& ICT SKILL

D.S. GOVT DEGREE COLLEGE FOR WOMEN
Re-Accredited at ‘B’ Level by NAAC
4™ Lane, 11" Cross Road, Bhagya Nagar,
ONGOLE - 523001. Prakasam Dist.
ANDHRA PRADESH.
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DS GOVT DEGREE COLLEGE FOR
WOMEN,ONGOLE.

13/06/2019

CIRCULAR

A certificate course on "Soft, Communication &‘ICT Skills"
will be offered by the Jawahar Knowledge Centre(JKC) from
17.06.2019. We are informing all the 11l Year Students that they
should register for the course if they are interested. Students

who successfully complete the course will be given certificates.

D Agemanp
PRINCIPAL (FAC)
05 GOVT. DEGREE COLLEGE FOR WOMEN
ONGOLE-523 001,




DS GOVT DEGREE COLLEGE FOR WOMEN :: ONGOLE
Soft, Communication & Computer Skills(ICT) 11l Year Students

S.No | Year | Course | Group | Adm No. Name of the Student Caste Signature |‘
— - J
+ | w [scom |Bzc 4345 |A USHARANI sc |A- ushayan
2 m |BSC |BzC 4280 D SUPRIYA SC | p. swpp. /"/(/
o — |
3 m [BSC |BzC. 4347 |D SUSHMA BAI ST | D- SusHHA DAL |
—_— . i |
|4 m [Bsc |BzC 4286 |D KOTESWARI sc D ¥ ’*T? tic sa 1
| s | W [esc sz 4282  [J SUJATHA SC {§. A ’/;,:(t o
gﬁ 6 m |Bsc |BzC 4279 |K KALPANA SC | v ‘/\,.LDJAL
f 7 in |BsC |Bzc 4278 |N PALLAVI sC 1\1 l/):"('("w
8 m |BscC |BzC 4284 |P SONIA SC | © Sy UF
9 m |Bsc |BzC 42838 |S YEMIMA sC |3 VP Y frvidl
. oy
10 i [BSC |BzC 428:. [T DIVYA sC i °
D¢ V%/O 4
11 m [(Bsc |BzC 4283 |U POOJA sc |\, ?Z‘O] o :
12 | m |BSC |BZC 4281 |Y SANDHYA SC | » <oy q?;«u A
7 L J e, § 8
.
13 i |BCOM |CA 4335 [B MOUNIKA sc Z MO Cp (o~
14 Il [BCOM |CA 4331 |B GOWTHAMI sc | 3. é rwth ?\N“?
' “ ) ~»
15 il (BCOM [CA 4333 |CH VIJAYALAKSHMI oc |+ VT ¥4 l@zﬁ“‘v\l
16 m |BCOM |CA 4343 |CH VANAJA sC / /7 Vernaia
17 I [BCOM |CA 4334 |D SRAVANTHI sc | p gxolan Lhi
| 18 Il |[BCOM |CA 432¢ |D ROSE MARY sc | P. oS e mal /
19 | m |[BCom |CA 431¢  |D BHARGAVI ¢ |y DI\Q‘? ol ["
20 | m [Bcom [cA 4319 |E ESTHER RANI SC|g po l[ IL(O Ran'
. an
21 m |[Bcom |CA 4340 |EDIVYA sc |&-D g'e
22 | m [BCOM |CA 4344 |J SANDHYA sc |'T- & andl\.j)
v
23 il |BCOM |[CA 4336 |K LAVANYA SC | K. ) 4\/({-7, va
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soft, Communication & Compate:s Inas\ict)

rs:vo Year | Course | Group | Adm No. Name of the Student Caste Signature ‘
24 | w |Bcom |[ca 4329 M MOUNIKA sT | M. Moundlee
25 | m [BCOM |CA 4321 |MDIVYA SC vy o) yya
26 | m |BCOM |[CA 4328 |P NANDINI s¢ | 2 No j,n, B |
27 | m |Bcom [cA 4322 |P VANITHA sC D.u Ao, l_g
28 | W |BCOM |CA 4342 |P KAVITHA SC lCo\A/ tna ]
29 Il |[BCOM |CA 4324 |S VARSHITHA SC :9 \/WCL
30 i (BCOM [CA 4325 [T CHANDANA SC H-C(MGW
31 Il (BCom |[CA 4341  |T MOUNIKA SC |y . MBL\A\»)&D\
32 | m |Bcom [ca 4320 |V KOTI RATHNAM scC \. Kot} Patia -
33 [ m |Bcom [ca 4330 |Y SWARUPA sc | /. Croq afa
34 Il [BCOM |CA 4332 |Y ISHWARYA sC Vo IV
35 | m |Bcom [cA 4443 |Y PRIYANKA s¢ | \/. /’Dﬂ YankA
36 Il |BCOM |GEN 4317 |K SAMPOORNA sC [,; ..,
. Y {:4_—-
37 i |BA HEP 4313 |A SUNEETHA sC A . Suvecstho.
38 | m |BA HEP 4301 |A SIREESHA SC | 4. Civsechia
39 | m |BA HEP 4293 |AJYOTHI sc | A.JyolH)
40 | m |BA HEP 4291 |A PRAVALIKA SC | 5. D, avallka
41 | m [BA HEP 4303 |A SPANDANA sc | A- SWQCP"\
42 | m |BA HEP 4300 |CH SONIYA scC CL Avrul”
43 | m |[BA HEP 4312 |D ANUSHA ST p. }quwtcg/p .
aa | m |Ba HEP 4305 |G AMULYA ¢ I Admulua
as | m |Ba  [|HEP 4302 |G ANUSHA SC |2 74’”_‘4(/4(_5‘44_
% | m |Ba HEP 4304 |k RASI SC 1 e, Dact .
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DS GOVT DEGREE COLLEGE FOR WOMEN :: ONGOLE

Soft, Communication & Computer Skills(ICT) Ill Year Students

Year ‘ Coursew Group | Adm No. Name of the Student Caste Signature
m o |BA HEP 4314 |K BINDU PRIYA sc Ck  Bendue Q,Q,/E_
a8 m_ BCOM |HEP 4346 |M SUPRAJA sc M. S ‘(Af !C,j’c'
49 i (BA HEP 4308 [N KAVITHA sc ., )‘(QUO"}_ 5.
50 — m— BA HEP 4307 [N RAMYA sC | N R oamnya
51 ' _m' | BA HEP 4294 |P KRUPAVATHI sC 0. \c aupa WJM
52 i vm BA HEP 4311 |PDIVYA sC p . 19\'\/L &
_ t
53 | i |BA HEP 4298 |P HANUMA sC (Y Hanuma.
54 | m |BA HEP 4296 |S VENNELA sc | 4. \fChhf/(.P-
55 7 m |BA HEP 4299 |T MANEESHA SC |- (\mr\cc),l,\g\
56 | m |BA  |HEP 4292 [T MOUNIKA sc | . 7 peryke
57 | m [BA HEP 4310 |T LAKSHIMI BHARGAVI BCA | . m&&\o‘lglﬁ
56 | m |BA  |HEP 4295 |Y NIKHITHA sc (I/ ALK e
59 | m [BA HTP 4315 |AINDIRA KUMARI BC.B Q( IND 0 Cuniens
60 | I |BA HTP 4316 |D PRAMEELA sc |D. Q{(W,dp\
61 m |BscC |MPC 4258 |SK ANABI BC-E| gk . ANDxb?
62 | m |BSC |MPCS 4261 |CH SRIDEVI SC | C . _%S@AQW
63 | m |Bsc |mpcs | 427 |CHNITYASRI sC | ol q\\;l Mo §¢
6¢ | m |Bsc |wpcs | 4276 |DVENNELA sc [D. yennela
65 | m [BSC [MPCS | 4259 |D SANDHYARANI sC G . S'fcx\/o\h;
66 | Il [BSC |MPCS | 4269 |G SRAVANI sC . /m;
67 | m |BSC |MPCS | 4260 |K DHANA LAKSHMI SC |1 Praane Lol alandd
66 | m |BSC |MPCS | 4274 |K AHAJYARANI sc [k "‘\\'\DZ‘KLP‘ Losa
69 | m |BsC |MPCS | 4277 |PROOPA sC P R cofa .
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DS GOVT DEGREE COLLEGE FOR WOMEN :: ONGOLE 4

Soft, Communication & Computer Skills(ICT) Il Year Students

ENO Year | Course | Group | Adm No. Name of the Student Caste Signature ]
70 | W |BSC  [MPCS | 4262 |P SUBRAVATHAMMA ¢ |P submp\volior "";
74| m [BSC |MPCS | 4348 |pHARITHA Py ﬁ.;j l o
72 | W |BSC |MPCS | 4267 |PSUNITHA | p Sun ki A
73 | W IBSC  |MPCS | 4271 |SMEGHANA ¢ 1S e hovins
74 | W [BSC |MPCS | 4275 |T ANUSHA €| 1. Ansho.
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Jawahar Knowledge Centre

This is to Certify that
Miss. (/. /‘—?p%fa
() \Jertintn /Zm with Regd. No. ng‘-';// /\,//7306 Z2pI2

Sucessfully completed the 250 hours Jawahar Knowledge Centre Training
Program in Communication and Soft SKills, Analytical SKills < Technical Sills
at DS Govt. Degree College for Women, Ongole

from I7/&b/w/4 to_ 28 p3 /2019

Principal E‘Z,'Lglﬂiair Person

Jawahar Knowledge Centre
DS Govt Degree College for Women
Ongole

Co-ordinator
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This is to Certify that
Miss. 1. /7;'»/;/4
D/o M. Ssinu with Regd. No. hz22 ’// E// 72706 3013

Sucessfully completed the 250 hours Jawahar Knowledge Centre Training
@rogram in Communication and. Soft Skills, Analytical SKills Technical SKills
at DS Govt. Degree College for Women, Ongole
from___|? /06 l2ogy  to 2%]09 (Zzgzg__

Q’r‘inapa[{;{;ﬁair Person

Jawahar Knowledge Centre

DS Govt Degree College for Women
Ongole

Jawahar Knowledge Centre
Co-ordinator
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This is to Certify that
Miss. 1P _Cichmaboa
Dfo_D. 1oole. plail with Regd. No. uzw}] Y 172063 00%

Sucessfully completed the 250 hours Jawahar Knowledge Centre Training
Program in Communication and Soft SKills, Analytical SRills ¢ Technical SKills

at DS Govt. Degree College for Women, Ongole
Sfrom __LZ/QA_/ [2e74 Lo Zgz 09 '/zp/a/

Principal tlzﬁsﬁair Person

Jawahar Knowledge Centre
DS Govt Degree College for Women
Ongole

S

Jawahar Knowledge Centre
Co-ordinator
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This is to Certify that
Miss. /7 Hanuma
Dfo__ I Nasrasiwha Ko with Regd. No. sz%;/ V121062020
Sucessfully completed the 250 hours Jawahar Knowledge Centre Training
Program in Communication and Soft SRills, Analytical SKills < Technical SRills
at DS Govt. Degree College for Women, Ongole

from_] 7/ [)5{/ 2019 to_ 4092019

Q’rincipa}ge&;“cﬁair Person

\/(,_ Lo — Jawahar Knowledge Centre
Jawahar Knowledge Centre DS Govt Degree College for Women
Co-ordinator Ongole

CamScanner


https://v3.camscanner.com/user/download

—

onth J;mz..
201

i
ear k] - ..

£

5.

Office ...

ame Of The

—
| N

Register

Attendance

= Y T —F 0 0 L clenks
3 Aﬂ u_
m 2 A 4 A - & " e & n m
o ¢ 4 p
- £
’ ) & o R \.! y m
En BEEEEREEEBRE .‘ ._ Bk
S || AN St s =t B
RN o] s S R XS N X XX G XK X XN § X X XK E
T P I S I R RS E R P XX 12| X 5 X5 X K
& s s| X| 3 x| KX XX 6] XX X x| x| S XX 8 X] 3] x| X[ % _
g |INN o XX X e XM X X[ WX 5 XX XX XK xS X[¥| 6]x[6 X[ X X]
2 [N SN X O RS s S e 3 S 53 [ TS TSRS 3 [ X[ X[ X ¥ X% XX [ [ X
] 8] SN x| e[S XX XS5 [ [ [ [ X s XK 46
ERNNGGE : -
S | ol & X X XN s s XX 3 6] s X XX X[ x[X] X[ 6] X %] x| x| X| X u_.w,\
PN NP R E R ERNPEEPEEEENE L
IR EEER SN A R P EER NP ERPMP RGN ERERINE
2 xlo x| XX X X 3] X X o X 6] XX x| XXX % R ERFEERERERERERS
N HE R R EEEEEEEEEEE EE R AR LIEIER
B R AL R S P EEEE R R EE R L AR EEERE R i_%
_m |
il
i S|l
Ll [
B
Eaaall 11 1
SSRARARARRRREANARRRRRNANNRARBRRANY N
T T | S Z,:
. T e
e | iy
e |
1 |
b ; |
T _
|
[ |
Y
88
ﬂm Iu
w - E B < QM : Y:‘m% < o z =
< |l wwm. a.mm - m,.wwm m § mmmnm.w‘m
= 5 " & 5 3 P R EE
.M.g.b.agr.»..#% ol 4w g8g Y
EEEELERALAECEEEEECEEEDEELEEEOEEEED,

NS


https://v3.camscanner.com/user/download

SREE SRINIVASA & CO. VIJ-1

W||J|
&
§
T =
,W_HM,, 5 . ]
R |2 =
mw 8 < & 3¢ oL o] sdd X o X 5| 3d X = 3¢ 4 o KYY&.&X so >4 4 > €] %
i) 5 X < Mood o xS XH K x| X M KN AK N x & A xLLL&L
g R ERERPLREREREPErFRERE R EET
= R B RFEP S EE R P EEE TN E Er P Y.
N NEPIPERL XA AN g A% aX Gy X 6 S XK
nwd < i<
o <] > o4 3 X s s 4 BT Ra s . S < r X >4 X
S A dd AL d AN AGA L AL N HKA A AL N 4 X g X
= L ¥ 4 NP EEEREEE ARH G €N Ag K RA(
B R R E T R EEREER A g x 0 gH g K
= o2 2SI XD S T M X X x| ] & o 29 X | x| €
L3 A
w3
,w ¥ |
- I
- -}
== S| |
e £ AESNE
g =0 ; i s R
= L B T s
3 | ﬁ . L
] :
-2 [&F-H ; |
@ 2
2
-«<
o2 || 28| gl .m.m,\mmmm £ mumm“ m
oz |2 §33 3+ EEEEEE
o K mm SEEL wm
Bw .W. = [ NN . I (O, (R . (W IS B B B
2 |5 44ddqqa2aqday gl
E 004 = = e
(|2 ][4 u_q_ﬁ_i,_.q._%_m_q_%_ﬁg hka



https://v3.camscanner.com/user/download

= R
Name Of The Office. . et ke j Attend 4 e . Month Jné_. .. ]
TR o - R Ndang Register ' T
Nsé. N B A EZSL‘E :l—-ﬂtkL -a-t4 '5-—_0_"-'-1'--..I'ﬂ' sl1a|1a{1al15116) 171819 |20|21 22 |24 25(26/27 |28 29@31\ Remarks
b9 P ROOPO HEE x| LI s xIX XIS e s '
sy athawwa || | e xixlx |10 x| x| xxlx x 1V :
l__&_—l-]ﬁi‘ﬁ ‘I ___!_.- . » X,X.'if.x‘ Nqﬂy- x’ﬂ ! l
P . S - ’ - | b, ol xdx x| xdx Xloala
J—‘——é—“’uﬂh&—‘ L1 bl x| A KXo x X g AL '
i} T-_Auprho. - — : 3 e Rl x| 1Y Ixlolxlol XX Yidps ! -
% T 4l . ‘ ] N
7 ; '
1l 3 :_i_"“ & 2 . z o
ol ; ' 3 - B
= ¥ Kl . 4 ’ i
b A s . !
" ] : il
- | ’ X , apph
s | / ' : \
- i ¥ - " - g 'T-— I'. I, |
SNl e - o IS s 2 i : Wiy
[ -___h_-____“__——— - - o i ' b : = 8 1
— ———————__.________ '_‘ y 1 i, (| olll s Ry "
: ‘____-___________‘ E ¢ —T—1= /[ ) ‘ el U U] [ | F A R L _J
\ | I a mn X 7 O 7
I : == : SREE SRINIVASA & CO. VIS

CamScanner


https://v3.camscanner.com/user/download

~ Tl 5 Tk
e 3
£ _ g
2 Y -1 4 0.
3 : <. = [ P s -
X SEREEY BEFS XK | LT ks
el (L5 X XIS R XAT KT T o o ] S8 [ X TR ) IR X[ XTI A5
2 |8 1 x| ol ST X s X[ acd X8| x| x] o ] O %] <] ] ] 6] X X[FIXIX XTI o o H SIS
2| [ X eI IR R o] ad KR e &S o x| ol XXX XX & ] X A RH |
O NS al<s - . 4 . Lot o
8 1[N M X o] &S x| & N &[] x| ¥x] X] ¥] x| x| K[ %] 5K X]X] x] 5 3] 8] x| s
& | XX x[X[X] x| X X K| o] X & | x| X| X|»| K] §[X[ <[ X|X[K[=X[¢[x]| §] | &N g]x|x
& | [ XIXXX XX o K XXX X xR xRS XXX XX K] o] XX
SN[ SIXIo]x] AX| X X o] X| X[ x| s x| «[X[X]X] &3 XIX[XKZ[X]X] *[X[ A 3| ] %]
8 | [ X s x| o] o X[ X3 3 x| X x| X x| X2 o X XF R XX LXK R o[ ¥
8| ] & XXX o el sl X X€ XX AN N KX S XXX ¢ %I X
S X XN X ol < X RO o] X o XX XXX X & X[ 4] % x| sl X[<KTX[X
2 [N XN KX oI K o = xR = XX o N X XXX XK s s> = [ KX
2 [ xIX]X X (XX XS] X x| X[ 6] X{XTXX[XTX]x | X x| x| X[ o] X] X [X] 3] ] <] X[ X
, L= RR XX SRR ] o TR KKK XS o] N X e 3¢ X [ [ %5 S
_ o | I X XXX XX o] x [ KKK x| =] XX X[ €] F X< > XK <[ K22 KKXKTK[E
| & - .ﬁnaaxx R R R R R E RN R EE EE SRR
,Ft _ {GH/T.;LANPA.U : =
T IS ERRY < S N[> e e et e
| m.yb Lo 1 K] M o] R[] S XS] o oo [ W[ 3¢ 8 s 1| s 5 >4 %< >4 >4 4> >
o2 Il = XX S XXX XX x| ¥ 34 xd X XKXﬂX_KKKan_XK.L(ﬁJ
/, X x_ﬁ:y_fxﬂxéa__x_x <] X[ 8 54 XA 343 3 o XS] 3] [ 54 5 s S A oS4 S
N e EMGEEEREEEER R G R MR P REMO T
=] o] K] A ] of «f sl & e s | S X< S S sefo] s o] | 3 < s | 5d 3 <] S o] <[54 2
> [ 6] Xx[ M ] of X[ ] ] X[ [ [a] > o K] € X[X[X [ XIx [ [ X[ [ <] % < | ¥
= [ XIX[XT6 | ] a3 s X3 [ 6] X[ X[ o 3| 3] 3] o || x| X ] =[] X< [ o
| O [N SRIN<U—FF S S e .
Lo [ s s X0 XXX o o XN S e [5e XU 6] X < <X 5d o o < < 8]
o IXIx] x] o] x] o] x| x] 3 s| €[ [ [s< [ [ STXTX <[ 6 [ o< [ [ 5 ] € [ x [ <[ X[ X ] & <%
- .._AqXXx..KXXHXKQKXXXX.XXXXXKKXXQKKKXJKK
o O] X[ XX x| X X[ K3 a3 N XXX S[X[ S XX[C[ R XX | = < XK
o X x| XXX X o] X XX x| X X x[x| X x| X x[<|¥ | x| X< NI
- [ XIX]K[X]o | X[X[X]X[x[x[X] o o] ¥[x XX K No [ X[ x[ XXX XX KX 6«
- || es g
Dn_l _ _
k 4.9 h.mm"..m u_% £33 a\
i sl s oY 3 3 S
ESRE-EYERFEEETS EREES 3 k]
. oL [}
BN EEEFEECEEERMEREFRORND ANhEN:
g M 2 4 N A 9449« SAY S| >
5
€
b Z



https://v3.camscanner.com/user/download

(o Gy ')

2 on SR Attendan Register Lw M‘l il
> — Bk 1| || :
as 3 | 40| | Hemarks
yizalalais ¢f\':‘ {?lnm Wi ~N ‘C“I“ -.‘:l..-ﬂ‘_‘-l“ (‘:‘ E !.ll!ll o
) Scce— YT T }'..".I
| i {d A, BT -
XOOURAX] }JAT WIS 7;7'“{-;‘
A0 P aRaballad V¥ o
g “;ﬁ *‘%, | el P el f e
{ u..‘JQCL B !\J-- : \L{‘*.'f-."‘lf‘l ];‘._L'ﬁl}q] !r..A... i
wil & oweds - hiXoi0ne e el wie fe [Tl
5 % AR IEARRREPSEE - —
_‘K_J.Bm:m—'—___ M%'l L&4 {1\{\{[‘:“(4 ix'x{‘-‘v____"__________
e - Spesi NRENIER LJL@_‘L*“Li. 506 41 SN
e ch. ol JJ‘-_’ ol ll : Q4 el _‘K.xH.IL_-_
¥ D gamde Xxxaa ._ 1')0_ X |y,_._l_,_ HH lelxln] _—
™ _.)()CX‘X)CX X . Ema SAnany io.;*s“;i—ﬂ_—-—‘
« AR XY Xy Al P SO T |
L =3 5 Samatha | T ] o d ‘;4 -«}.lj 1 Ll ] o o ]
®_ opa alalax = x U XGAH el I bl | el [ b
ul k. gowde Pova la_oﬁxl}q‘xj 'I’xlz ] o l* r?*iqjght.zt_ :;’aj;‘;'r
* ) ™ Qowmgs :_th_mx_?x.xh i i T _ rleSglhe | vl x|l
- il hu:&é "1‘”&&“ N Y - ‘ri | ‘ \{I‘U‘J N ‘VL}.+““L:\L| l | i -
e dxiese [ lodx e I x < “ TS R M ;e
£ e ~H [l 11 .»: ol Irixin] vigaae &.iz\]}l |
P P Krummvedhi 10‘“1“““,0‘ e Ll L L X i D b I e Tkl Wt ] F el x| )
|5 P-_Divia | ';’;“‘,:' i ‘;x el [T [Ixlalbe ]l felxls [R]y] [mc - -
E‘ﬂﬁﬂ' | ! J =] 1 b ‘
B o 1 lxo?k)('}ﬂ alx e Ll 111t tn br IR b L e L xseeg
| s . T od s Ul e XDl [ e b belxix N laleill
& T meweds o X X0 X Mok 8T, T Ty T [ Ml bbb [ el el ]
=2 T_rostiks § ola X Xo X X o x|« kLo Il Bebr b I U e 1] [l el |
ST bely ‘n—a‘.ﬂih;ggs '.)‘d)_(:y :Q X XX ol Tt belbe bell tebe Lalg O8] bl ol 5
% - H X Xiyload | X L [« el X e X e ladx < ] T lxle] ;
?__ﬂ:mm_lﬁ )_{Y19:ui' a X X Ll Al e bk Ik Fla s e 2 [ I.Ll;u( J
B D Pl | X! %o o oA Tx FEIM AR B3PS LS MPSNES
.JAL._____ﬂi__md:L xy],,_al_ﬁ XN ar ANSSRIIRAREED bt |
—ch-sudai el xd sl LR T T LT S I [ o b e (R e e
%—@“#—3\ WXIXIRIX X ¥ |4 ol )P PO LI XN P
e Mol | olalad iy, A el 13 I Ix|] e [®e [SUx]] (gl @
M _X}?_OT x| X Xlr | Kl e KXl gt Rl || g iatix
_Ex_sa&a\ - lxdx Iy lx x I T TR D [ 1B ixoe e || e
—k'w__.__.aaaxxl’ X X e X[ Ll dal]l ol sd xixlxioe ] i _
: p‘HH?‘M'———— al x| ) ix ¥ SREE SRINVASA & CO. VI

CamScanner


https://v3.camscanner.com/user/download

i A ¥
.
SR s T
1
'
S
__:
|
]
1
|
|}
|
.
e
y

e ey L~ T .

TI3TT P

XXX

=

SREE SRINIVASA & CO. VU1

Litdl ity iabti RY | Al ————
. §
il g__;L_:__ﬁ—LL -
i 1 < r
' i
) i -
2 ;_’ e
i 4
]
- -3
'_j‘_'
44
i
h -
1 4
' d
B

: 11 v i BT 1 L. B i
¥ R . 0
= || Al - o
A R RIR A R O, 0 0 P T T
e 17 IR RS :
" - _ : -t : ; ; SIS SN I SR L 15 e
a 4 _h_ LR IR R, R ] WA LSS s Y S (] o DAY
/ 7 rrm.u” : AT G S . M S W A i 2t
(R R R R R . . .
L\
-
It e e 5 g
= B o - =T T it o e e e e e
@ |0 | ol vl | 9] e, o
m S SR I D e 6 Dt e D i .t s e e e e o
' nd R R R i 1| B e e B T B B
¥ A | ol v ye| <l
ad IR 2 S A %
" wf \Fu wf ] o et
- - -
bR
4 | _ : |
i 1

: er_..._.f._._.__

- L L S ol

B e S —

|

LR R RN AR RN



https://v3.camscanner.com/user/download

g | 1
3
§ 3
5 < - 2 = - 4% :
5 [, U.‘.u, 2 AKX A 3 ..hLik..*.%ﬂﬁi%m%\%!ﬁnx%tu
8 L s AR X Sl F ] $] X < 3] A L[ A o A | KA A F] A A A A <[ A ] E[
| SO A S A A AR SO A A A< o 1 AR L A A A A ] A ]
S A 2 A T S RS A A A A AL A A A A 1 o 4 < ] w
8| M A A A AA LA AAA YA A AR A A A AXE R LA A7 A X =
S XL A AR A A A A A [T K] AR L N[ A T [ AFAHF = <[4 H]7
KON IAASINE S -
,m < w W A e [ A2 & AFFHT[HT FlA[F WO [ 4] ] O | wl%] | %] ¢
| R || XM A A s A H H A7 A A=A K ALA 2] [ 3] o] | ol [ L] %] 4]y
__ R R R AR N N S EE M E RPN R AN L
S XU CTF Y AT AR N S K] o] N ad A7 X3 o] > % oA ] G [ =] ol ] 61
2 | R H I YHF A A L H A X A T T K ] o o P ] s W oA X | k| A # |
. L2 1SN MRS A3 ASIA A AT TH X N FA AR T o] %[y
m i]tV.‘_#AU‘.NVaﬂwff -
_ s ST 1 ] ] A E e Tl A S A W ] B K[ R[]+
L e S M A SRS N SN NN sd s I X s s X x] )P X x> 3d N x| x| X
AR S IR S NENINEN A N TR (NESESS =
| - Tl N S N < [ ] A R ] W = A AR KK AN X %
AN R RN EEE R D R G R R I R L
\ ....f.mu ;@A__VU,AMJV._AJL#VW —t— . I —f——
| & IS LS =N <> 1 o e o i e
) SEETERERRARE
< NS N[ INES - ;
= + o] i s e s e RSB RA N PR R P e A XE
.m.u baia s £l s B Ba Bl R kel R R e B R i e gev: [P ) Jpvg 0= [ S oS TN V3
= If,rnxi.T.X.u.um{%Kdn.wn.,?ﬂ‘x.r“ﬁruqfxxmaxam
_M %9 5 9 T X v ] s Sl =l X o S s o s ad ad of s S Al
_.__ N AN A A AL A~ 1$%ﬁiiﬁ1&£4£ﬂ.nriw
| BER e w| =L SFK] o <4 K KA Y /] R H AL L = e
) __ |~ 4 G 3 7 S W A ] b od A ] 1 o o x| e oA o] K1 #
{13 “.,__.un . _ﬂ m q b lﬁ-
(B K3 NREE ;
AT
N .| | E,
_M _— J_v Fm a__ r ﬂ ...Al.m - Iy |-
;_ | . (4 | o wawknmw.m d i ‘z ;
B 179 .1 95 _ . | S 3 . 5
| i i w 1 - W == &L F—p 3 - .
: IR E: m.w SRR Py &5 3 R
| [ < ___m..n_ 232 Hm.mem_.mﬁ Wm 8 -5 Q m = g
11 8 i S - W n m _ % @ €
B 139399999713120033 1 1dddddd ddddad a3
| = | o1 X g 4438 ~ .oC..m.u w T 5 >
R | __ﬁﬂﬁ.DIk_Nﬁo_'(MT_U_ JA&_J J <
[ AN AN R RN | i
| EE | | T v P LIl Rl gy T . ot —
LD e <111 21 171%™ S |.u_.u_u_,u...fb..h“m..,ﬂhﬁu_m& A%K‘umhﬁih_i Ain_,&

SREE SRINIVASA & CO. Vis1


https://v3.camscanner.com/user/download

ﬂ ‘ ", — - o
2
£ oA
j = 7
| EY R SN -3 £ el B SN A N A o P e B R
o || N R R R R P G R N R N E PN E R Y B EEENE T
s | S Y B P it AR R o S R S S WP PIEAP S E R
- 1 s 7 s B R R R RN T R e B B R N S P R E R R R D I B
e} | TR | KNI R ad EA RS KR Ve YIRS
& — S0 S A 1 17 P
8 ] Au|Hx e B e R T R I e P T - B P Y A T R
IR ER S S S B I e K M S P S R B B S T S P E P IR
8 || 4P L R I S P B P R I I N S N e D D R ML R IIEE
8 AN A X AN XD B[] L K7 F ] A S e A o <[ | % [ [ o [ %
= |3 A sd XX P A N ol S A S Ao o o A=A v | L > g X
HIESERE o XA AT AT A A A qﬁ(.ww&ﬂﬂfmvw
FERER 4| V< [N A A S| R A F K| o A 7 A = A ol [ H AR F R [ F
) 3 —
L= =>lx R N AR E EREEERNREEREREEEEE R
© ~| « N A N R R R R R R E I E E T R
b I 1 ; —
e RS Lﬁxiﬁ%xx%5+igxxxxﬂxxﬂfoxﬂm
o R R R T o e e P M R el
%) Lﬁ_ __" : e, S o AP i e
R ﬁ#g. m ___ 1 = \
=\ T 14J‘.if 1
\ s i i e i »
@ =T [ e N — < ] V| [ = I
o : e s’ | e I 1 e
= EHJJ_L [ 9 # S]] ¥ Xﬁﬂi&fﬂﬂi#iiiﬁ;pﬁﬁiﬂlﬂ
S (| = |[[XHNH W TG A A o] ol F A g K] K A o ] K o] Rl TN
_.M [~ d 4 A K A .‘n,wz.w.x.ﬁdﬁ%%%.id.ﬁﬂﬂi.ﬁim.ﬂf.ﬂwﬁ
a e |4 4 < H A AN R R R E NP EREERS
M w R d| K ¥ #JAKKJAXJKJ,x%sz»KYXV.A.H,MU.LﬁiJ_.;
_ A e = ) e o e
s | s M B R R N N R EE R ET RN L
EIEE HA A A A A AR A RN RN A s
L~ |[-HH 7 | A ] ] ] = V.v.vvﬂ%.v{”fvvwmiw.,ﬁﬁx._
b5 _ , _ ‘
2%
Oc 3 .
; 3 . : M_. o ] -M,\ ; &
; .Mnhw..n . .m 5 g sl \M.hm ]
E w s 14 2 e %u hu.. .wm _ L a
: = S . ENER o IRV I I W
EREN LR EERERERELRELS
3 = &9 197 ] /g9 0 k & q|
0 182710 0deld 4970949549 494939 ) ] -
: i 5 837177718947 3
5
'8 = T _ —
S L2 | 2 5 8 o of 5f=] 5 5T 8] 5] s] o o] [ & W] w[c[ ¥ 3| 3f %] 2|z |y)

SRINWVASA & CO. V-1

SREE



https://v3.camscanner.com/user/download

Mame Of The Office

| ; 8
¢ T . . 6 )
1.h - = ) |1
il = <
[ EEE | EIE R EIRE S 112
= Y||[C8 AN HE[ z
i 8 .d\l._rut.rval\rw._ ] o
MW & | =2 71h 1 a
G IR T <Y [ [T 1 7]
8 || AM AT
Q
o YN AT 9 v
& | | W ] <
8 (o i B I s B
& || ] ho
& EN RN N NEYAR S
2 M wexwl x 1
Fm.,v.« s = :
- Ny R H o i s =
A :
o Rk K
e #..HA_ |
2 AR AT
=y || A ¥ |
R o D W B e = r=t=
3 | e et (e ) | oot | T
= . . . s s | | O
5 T 0 B | ESERERDE |
Jeejanyim e —— | | T e T
g e s ERESE . o il
= o M~ [ Aol Y |
& <] o o < BN
..m T | =] S
) 99 o4 4 N
u el S SE e W
A : - = 8
A N
b M NS
< “
: 5E
&8
;
: ] ;
m .
: g : _
1 =
x ;
=



https://v3.camscanner.com/user/download

Attendanee R

ster

l'”,'r _wL

-

,ud -y ¥ b 3 B 8w w - ) B e bt Rt ke b A S B R A s B I
BAERNRRARRRREIR T T
1 \ ’
4 RS R BV A 1 | |
LR IR R SRR Addalabit, ?_,..:. N b A L N R R R B A T R R R ROk el
/_4.4«_"«.’ .?ﬁt, .._ J.ﬁ'? .)ﬁ;d- \\ T-..ua: ﬁl”/dvrvu.#,.f WﬁTVﬂVGanﬁ_n{_.fw
R R e A B N At I R B S A M L R S T R
7GM .L«.J.. .Lduw._l.,u..b‘,rnv.,ﬂf -...f cfwf.YVYCdGTfG " ff!d/_fﬁ_vrd_
ot o e ot Bt Bt b e B s S A A At M L LR T L A T e R R AR R L I Y YA L
VGRS RS R Bt S VR R A Ll L Y Lt IS R RS U e A R R D RS T LS RO LA RS
B ../ ._.ﬁ_/;r B
N e S N N N N N N A R R R RO R (N P R A R R R A TR R G A P
S e e S b R R e R R L e R I Y S S R R R R AT R A T
L R NI b R R R N LR q...._?3!.65.....,1{{(fvva&ﬂwwfz
A RS P L E T R S s B I R e R e R e R IRy R RS
U sl A e M| O] 30 Q] v 6] I N By 0
¥ "y rlyg e i W W | g -, | W
w II/. .’—!4
\ ac‘._..
L ac‘.-.‘:-!‘_
—...dﬂn w .1. h ‘ L ‘
Al ey e
"_.......u. 1 *T *‘ ﬁ
1A P R P T Y | R A v
O R R R R DN DA R 15
W | ]| ] e e e ¥
IR R R & : iy Ny Q| A
w || ¥ el p] e ] e M O] W] ] e W IR R R YR RS R AR R R f.l..ﬂ__../r//
O L R R B R e
LSRR R A N EN T R e o I =
A ] i 5 Y 4 [
) ERRRER
- REREREN
T I O B T A
' m I ] 1 ]
\ h& |
A { |
Iy ‘ mﬁﬁ y’ \ \ r.. \ 3’...;«&&‘“ \
s O.M. v u.n._.omw l_,, .m/ mf. .wa_ \ . M_«. uﬂ
M = Ak f * ] ..._ g A : .“
t 1 \ \ S Y
& t \ \ 1 \ " M*s
[ | | . A \ f&. W, \ p-ﬂ_é*r
q ._ IR R I O R RN B U . S
1 qr_—.r’pb‘fa ..._ ._m,_
|
g _ \al ¥ 4\ \ 1
I RER RN R R R ERENER BRI EER DR CRRER



https://v3.camscanner.com/user/download

-

SREE SRINIVASA & CO. V-1

ﬁ _ B
H
5 -
|| e
a..“hljlun[[r| B
B | & =S
I Rl Pl = e =
§ e SR S R N S R N e R A e e e s
VD |[ae .M.w.w,.karr.xX.XX XN N N A NA S N X af > |8 [AX ] X0 N«
8 LN R XNy | A K] ] 3 A X o] A 3] [ ] 3] O ] O X ¢ D ] of 1| [ 5| X
8] M S ] x| A <[ X[ M a5 sl MM S [N A HA R I g N << o <
u.,.}vmﬂﬂﬂ..mwxxa.rrxkxxrXXX.IYXOG,%.AGXKKXXX.}
BRI R RO ER R T L LR s
I@‘ |
i | 1
& ][ ad x| ag] >e] X[ [ x| 3/ 3] x| X NERERRENAEFERERENE R R
Q 3| def o 3| [ e 3c [ 3| X[ 5| X[ ad XS] X 3 X[\ | X O] X X M| X kx| M| x| X [ KS]
E3 1v.n|kvnav«XhﬂﬂuxO.uﬂauf\vAvAvﬁvAﬂH.«AXVAX-X.VAY.\KQXXVA»AQK_K.,
IR IR R R R E T E R RN
BN RS NS R R R R EE RN EECER N E R RN
o R e R TR SRS SR XS 3 > <] 39 ] 3 5] % N W | > < K] <5 A<
b 2 gy e R [l 3 72 ST I v
s e _ _
BT | s o] K 4 s s o sod ol gl SN NN o] Naa] NS of i
B ||| Il seti] ol g 4 ol Al [ [ [ [X[N[X ] N SN s M § NS [Ny
o8 \T =\ o s PR sh PR o < R T sy 3T o T e B B P
N\ S 0 0 . L
y (e S EEEEeEaE
g QM SR N EE RN EACAME PSR SR e
o B = ! B Tl - - = i
Anuu = A o H x PR R R R R PEREEEEREEERE R
SR IEEIEPPER O EEREP PP EE R R EPEEREEER R R R
= IR NP R R EEEEEEEERA AR R EREE
N IR EEP PP E R R P EE P PEEE R R RER K E .
ERIPFERPFEEGPPECEEEEREEEEEPEEERERE RN
W e e - :
¢ 3 - e B —
.ok bhs
SR _ e
S k f
£ A . e
et i *u e A
I | « : ? |m|m % =
] | v lm&n .IIMMJMIJ_ o MA‘M % i M W__-_ .W_ - nMIMﬂU ”m .m
R EEERE R EEE 95 55335
- O
IEREECEEE AR SR EEEE R €3: £39399
M". . o i ﬂM .. = .—llmll.ﬂ. . -
4 49 M {gaFd ey at d9a
: ! 44444 o8 4 HETA A%
SR
i) mE _
_nu i e ...!....ﬂ... e SR
W 2 | O (¥ ] .b — f.\-
(E | e ) A 5SS 3] 5] 437 F5]3] 5T o] 58 [a[ <[ § H 9 5| 8| & 3% 3[5]3)



https://v3.camscanner.com/user/download

| I

e
!

i

cdechmind | i

1
-

X'f_ﬁ

J

/1)

4
{
|

vl

A

X

SREE SRINIVASA & CO. VU-]

CamScanner

R !
e e S 6 i R
e | g = .
linteruio Bt ————4 — - - —p— o — — — - i -
S [ S 5 5 R I I O a
IR EES L bed Ao L b qotcy XA -t g e gt Ry
Sil=e=wgl [ | FT T T 1T e DY 5 i g 4
IR ENES 2L i TN N 0T o L B
U2 ]y yel JX = pr I W i
w I _ e = 11 S S e, RN, S
44—t
T O T O O e

iiiRaffesast

- |

L

R

NSmaOHmOHiu A T T e
NAME
R ooJo

. M i LLL L L. :fﬁlf[
il LLLLL

EARRRRENREERRERENE



https://v3.camscanner.com/user/download

:-“ .
i
|
1
f
]
i)
L W
. =

JAWAHAR KNOWLEDGE CENTRE (JKC)

Communication Skills
and

Soft Skills

- Student’s Book

Government of Andhra Pradesh
BRKR Bhavan,Hyderabad.

8\ Commissionerate of Collegiate Education ,?’:?:
|
k.
-,

'._. 4
e 3




QK

JAWAHAR KNOWLEDGE CENTRE (JKC)

Communication Skills

and
Soft Skills

- Student’s Book

Commissionerate of Collegiate Education
Government of Andhra Pradesh
BRKR Bhavan, Hyderabad.




JKC Monitoring Cell

Jawahar Knowledge Centre
Commissionerate of Collegiate Education
Govt. of A.P., Hyderabad.

website: www.che.ap.gov.in

e-mail: cee.jkeigmail com

Communication Skills and Soft Skills
-Student’s Book

January, 2015

L Commissioner of Collegiate Education

For mternal circulation only

Material prepared for education purpose

Open material sources are hereby thankfully acknowledged

Published by

Commissioner of Collegiate Education
Government of Andhra Pradesh

5" Floor, BRKR Bhavan

Saifabad,

Hyderabad — 500004

Printed at

Karshak Art Printers
40-APHB, Vidyanagar,

H yderabad.

Ph: 040-27618261. 27633348



GANTA SRINIVASA RAD - Scuth ‘H'-Block, 2* Fleor,
MINISTER FOR HUMAN RESOURCE T sy Room Ne.310, "'qu"n“
DEVELOPMENT [PRIMARY EDUCATION, pspeneicplhiad
SECONDARY EDUCATION, HIGHER & el iy
TECHMICAL EDLCATION) Fux: +51=040-3 34504 88
GOVERNMENT OF ANDHRA PRADESH

s-rmnil: gartaminkrd@igmail. com

Message

[ am happy to note that the Commissionerate of College Education has brought out four books for
the aid of JKC Students and teachers. | hope that the material will help the studenls in sequiring

additwmal skills which are essentml for ther employment and fature caresr,

Jawahar Knowledge Centers (JKCs) have been doing a good service to the students in bringing
out their innate skills, particularly among rural poor and other disadvamaged sections.

| appreciate the efforts of the officials for sirengthening the Jawahar Knowledge Centers there by
paving way for bright future of the youth of newly formed Andhra Pradesh State

I wish the students of JKC3s a present success in their endeavor.

Al

{Ganta Srinivasa Rao)
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Foreword

The Department of Collegiate Education strives in making higher education accessible to all
sectors of people and promotes women education at Under Graduate and Post Graduate levels. The
advent of hberahzation in economy and the big boom mn [T sector have opened the door of opportunity
m global job market to those who have good communication skills, computer skills, and industry
related skills, spart from strong domain knowledge in the core subjects. The conventional curriculum
offered in the form of B.A, B.Com and B.Sc_, courses does not impart requisite skills relevant to the
dynamic job market especially that of industries like IT and ITES. The Department felt the urgency of
imparting skill-based training to students so as o bridge the skill deficit of students and enable them
seize the employment opportunities availabie in the job marke,

The Government of Andhra Pradesh established Jawahar Knowledpe Centres (JKCs) - the
modern finishing school in Governmen! Degree Colleges across the state of Andhra Pradesh 1o impart
training in employability skills with a special curriculum. These centers aim at provding training in
employability skills and placement assistance to those students studying conventional courses m
Degree Colleges of Andhra Pradesh.

The unique feature of JKC is its training programme which is designed 1o help students develop
confidence, communicative competency and grow as professionals. The curriculum includes
communication skills, soft skills, analytical skills, techmical skills, ethical values and general
awareness, Each JKC conducts training in three batches per vear with duration of three months each.
The 230 hour training imparted by the trained Mentors helps m mentoning the graduate students as

Employable graduates.

As the JKC acts as a finishing school, every JKC student comes out as a polished product with
improved dynamism and confidence levels, It i no exaggeration 10 say that the JKCs are successiul in
enabling the rural students compete with their urban counterparts by bridging the urban-rural divide. In
addition to the regular training in emplovahility skills, JKC also provides placement assistance by
conducting on-campus recruitment dnves.

JKC Monitoring Cell (JKCMC) at the Commissionerate of Collegiate Education, AP,
Hyvderabad focuses on overall coordination by organizing workshops and treining programmes. 11 acts
as an interface beiween indusiry and academia and plays a vital role in enforcing the effective
functioning of the project,



The depariment approached Centre for Innovations m Pubhic Systems (CIPS), Hyderabad {An
Autonomous Organization Funded by Govemment of India) to evaluate JKCs o terms of the
achievements in the stated objectives and (o supgest suitable recommendations for strengthening the
programme. The CIPS, in its evaluation report, appreciated the initiative and the results thereon, and
made a few recommendations. One of the recommendations of the CIPS was that Study material could
be made available to the JKC students in the form of printed books.

The Commissioncrate of Collegiate Education i its efforts to  implement CIPS
recommendations has taken up the task of preparing study materal (Communication Skills, Soft Skills,
Analytical Skills and Computer Skills) for the students and a manual for teachers by mviting well-
experienced teachers i the concerned areas.

1 wish to express my gratitude to the Government of Andhra Pradesh for thewr unstinted support
to the department in effectively nnning the JTKCs.

| hope that this attempt will enhance students’ enthusiasm and sustain their interest in the course
leading to qualitative outcome. | also hope that this endeavor will strengthen our resolve to take up

many more such initiatives m future in serving the student community.

K. Sunitha. IAS
Commisaioner of Collegiate Education
Government of Andhra Pradesh
Hyderabad



Introduction

‘Communication Skills” and *Sofi Skills” have become buzz words these days. Together, they
constitute the major components of Personality Development, an indispensable gualification (o every
job seeker. Despite a whole ol of books on these titkes, none of them completely answers the specific
needs of an average rural undergraduate student seeking employment in the global market. There has
been a long felt need to design material for the students of Jawahar Knowledge Centres to meet needs
of Communication Skills and Soft Skills. Bearing this in mind the Commissionerate of Collegiate
Education, AP took up the hercalean task of bringing owt an exhaustive and independent volume
containing grammar and communication skills meeting the demands of the current employment
scenario. The book is the result of the hest knowledge and expertise of experienced teachers across the
state. It focuses on the fundamental aspects of grammar and Soft Skills.

The book targets average undergraduate leamers. Meticulous care has been taken to make the
content reader friendly. The language is simple and conversational in tone. The book is designed to
facilitate self learning even for those who have no access to a gualified teacher, Contents have been
carefully graded and arranged chapter wise and level wise from easy to difficult ones. Care has also
been taken to devise exercises in such a way that they ensure students a finn foundation and a smooth
progression of leaming from thereon. One important feature of this book is its ability to meet
communicalive needs Examples and exercises in this book have been carefully contextualized in day
to day experiences, This feature to a large extent will enable the learners to use this material as an aid
tor improving speaking skills too. Exhaustive lists of synonyvms, antonyms and one word substitutes
have also been included for the benefit of students appearing for competitive examinat ions.

Soft Skills are inter-personal and intra-personal skills that help a person maintain befter
interaction and relationship with others. Though it is not possible to discuss all soft skills in detail in a
book like this, a few major topies from body language to negotiation skills are included here for the
benefit of students. The students are advised to translate thewr knowledge of soft skills inlo practice so
that they can become rounded indviduals.

Wherever necessary, material has been borrowed from various open educational sites 1o provide
best examples and illustrations. The authors thankfully acknowledge the same and express their
gratitude to all such sites, This reading material is not meant for commercial use, It will be used only
by the students of Jawahar Knowledge Centers in Andhra Pradesh, exclusively for educational purpose.
This book 15 the first humble attempt to provide useful learmng matenal to the JKC students. As such,
it is by no means comprehensive. All suggestions from teachers will be thank fully received and used
for future improvements. We wish the students a fruitful learning experience.
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COMMUNICATION SKILLS
GRAMMAR

1. Self-Introducton

Self introduction means introsducing onesell. You often meet new stodents in the classroom or
strangers when travelling by bus or rain. You need w give them your inroduction. More essential
than these, at the job scemario you will have o introduce vourself to the interview panel. In all these
cases and many more, we should offer a brief introduction about ourselves. All self inroductions are
not stereotyped. The occasion determines the content of the introduction. As such, the inputs change
from situation to situation. The way you introdoce yourself to your neighbor 15 not the way you
introduce yourself to a member of the interview panel. So it becomes very important for you to plan

vour self introduction much before you encounter these situations.
Pre-activity:

Work in Pairs and rearrange the scrambled words to form meaningful sentences:

l. tobuy fwent / vegetables/ Rajesh/ to market

2. Independence Day fannounced! special awards/ The Chief Minister/ on the
the students /JJKC/ in fand life skills/ trains/ job related skills

attends /Kumar/ regularly icollege

Maother Earth favoid Ao preserve fshould /using /plastic /We

health f is fto /Smoking [ injurions

favourite fSachin foricketer! is fmy

is a to fof life/ Global Warming/ very serions/ threat/ our way

are you / When'to get / going /the medical reports’!

b ol el e

Activity I:
Read the following passage on introduction about aneself:

We meet different people in our day to day life. We meet friends, relatives and even strangers.
When we meet somenne for the first ime we need 0 mtrodece ourselves. Our introduction should be
brief and effective. We should not trouble others with unnecessary information and at the same time we
should not skip the imponant aspects about us, When you introduce you should draw the atiention of

your listeners by greeting them in o well pitched voice. You should state the purpose of your speech
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and make it personal. While concluding you may add an aspect of your life. Tell vour andience what

mekes you who vou are and what you are, It can be one of your strengiths or even a hobby,

Work in pairs, discuss the above paragraph, and answer the following questions

1. Why is self-introduction necessary?

(o]

How should our self — imtroduction be?

3, Whyis ‘greeting” important?

4. How can vou draw the attention of [steners?

5. What is the imporiant feature of self-introduction?

Activity-2:

Form pairs and complete the following table using appropriate expressions for introduction:

Aboul Myself About my Friend

Hi, Hi,

T R Thisismyfriend ....................
1181y R Sho/he i fiom. i

I am siudying ......cocoonnniie Shefhe is studying ...ovveinieiinnn

I want 10 BECOME....oo.ovrvrnrirnanas He / She wants tobecome. . ....................
DOt TR, v voiiiunnsnrerismnsminipn He / She docs not like...oocoaveensn,

My srengthis isfare ..................... His /Her :trengll‘ul's-isfu{'e
MY WEBICHERE I8, o cisisaniusrnna s sirerran His /Her weakness i5.. .....vveueismsiaioniois

- Commissionerate of Collegiate Education
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Ilmgncuj . He/Sheisgood al...........ooiv0e

Activity-3:
Form into pairs and interview each other using the following questions and note the information
on a piece of paper

{What is your name? Where are you from? What are you studying? What is your aim? What do you
like? What are your strengths? What s your weakness™ What are you good @7 What makes you
different from others7)

Activity-4:

Look at the questions designed specially to help you create vour sell -introduction and pick out answers
from your persomal life 1o share them with your frends, Try 1o answer the following guestions,
% Who are you?
& Where are you from? What is vour education?
What 15 your main persanal goal?
What do vou hike very much?
What do you hate or dizlike?
Have vou developed any special skill?
What activity has played or plays an imponant part in your life?
What i= your hobby or interest in your spare time?

What are your strengths and weaknesses?

R E R

How are yvou different in attitude?

{Start your introduction like this: Good morning. [ am ...)

Use introductory greetings when you are introducing yourself or others:

Hella! |

Good morning! afternoon/ evening/..........
Ladies and gentlemen............,

Dear friends. .......

Dear brothers and sisters.. ...,
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2. 'Be’, 'Do" and "Have” Forms

The forms of “Be’, ‘Do’ and *Have' are essential aspects of auxiliary verbs or what are otherwise

known as ‘Helping Verbs.” In fact, the *be’, *do’ and *have’ forms are the most frequently used forms

of verbs. They help in the formation of negatives and questions. They function like main verbs also, As

auxiliary verbs be forms occur before-ing forms and past panticiple forms and do forms before the

infinitive form of the verh.

Pre- activity;

Ravi attended an interview at Hyderabad and the interviewer asked the following questions:

o  What 15 your name?
o  What are vour hobbies?
¢ What is vour father?

= Are you a workaholic?
s Were you brought up in a village?

= Did you study in a Telugu medium school?
s Do you have a professional qualification?
& Have vou read Tagore's Gitanjali

We can also frame questions using be and do forms:

Let's Recall:

% ‘be’ and “do’ are also verbs.

% They have different forms in the same tense:

% Look at the use of *be’ and “do’ forms with different persons in Present and past tenses.

Verb Presenl terse (V1) Pist temse (¥ 1) Fast Participle (% 3)
Be I=amfare Waswere Been
Eg.l+am Eg: Iheishefin + was
Welvowthey + are Welvowthey + were
Helshelit + is - =
Do Daovdocs Did | Done
I-:"F': ln".l.'vl:.n'}ull.."ll'ﬂ:y = dir F:.g.; !"1|||I1-_'||:L'I iy persin] + il
Hedshe/it + does
HAT Havel has Had
E'..g g yofhey+havel e g sbsect (A Fereon + had Hacd
Hesshefiabas
- Commissionerate of Collegiate Education
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Be’ and *Da® lorms are used to make

i, “YesiNeo™ tope Questions (confirmation)

2. "Wh' rype Queestions (information )
Use of *he” forms:
I.  Asmain verb it denotes the state of the subjecit:

E.g. Arg vouin lst degree now? (present state)
Was your sister in Imtermediate last vear? (Past state)

2. As helping verb

fa} It forms the continuous (ense with ‘ing” form.
E.e. What are you doing there?

=

(b} It forms the passive veice with V3 fomm,
E.g. How was the window broken?

Use of "dio” Torms:

. Ashelping verb “do’ takes an intinitive [V1] to form questions and negatives:
E.go Doy vou wiike up early? (Generallvievery day)
When do you get up?
[Does he speak English? (Generally)
How does he speak English?
Did you gtignd the classes yesterday™? (Past)

When did vou feturn home?

Lise of “have” forms
1. Asahelping verb, “have' is used with V5 in perfect tenses
Eg. | have completed home work

| had completed my work before § pm yesterday.

I

As main verb it tells about possession

. Madbari has a car

| had & moped tll | bought o car

Commissionerate of Collegiate Education _-
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Activity-1 (Pair Work )
Work in Pairs and frame Yes/No gquestions using the following hints?

1. 1/ late?
Egz: Am | Late?

Yes. vou're
No, vou're notl.

2. e /uired?

3. He/Eknow French?

4. She ! aweacher?

5. Raju / from Nellore?

6. Ifearly?

7. You /[ thirsty?

H. She 7 on the bus®

9, yowlcollegel/vesierday?

10. Lalitha! sing well?

[ 5. | Commissionerate of Collegiate Education



Activity =2 (Individual Work)
Fill in the blanks with appropriate ‘be’ forms

. Where __ wou going now?

2, 1 ___ noit watching TV vesterday.

3. Why _____ vou so busy today?

4. Where v lap op?

5, Where _ vou last night?

Activity -3 { Individual Work)

Fill in the blanks with appropriate *do” forms:

I. YU eal mon vegetarian food’?

2. Where __ vou go yesterday?

3 What _______ vour father say about me”!
4. Sita meet the Principal last Saturday!
5. __ money matter?

Activity -4 {Pair Work)

Studenl”™s Book (Communication Skills)

(Reading = Writing - Speaking)

(Reading — Writing - Speaking)

{ Reading — Writing - Speaking )

Frame gquestions with *be’/ ‘do” forms to get the following answers:

[. We live m Hyderabad.

b

They went home early.
3. Raghu is leaving for the states.
4. The boys were playing tennis.

5. They are walking slowly.

Commissionerate of Collegiate Education
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Activity -5 {Pair Work | (Reading - Writing - Speaking)

Work in pairs and complete the following dialogue nsing ‘be’ or *do” forms:

Helln! How are you?

Are you busy with any work nght now?
Yes, . What do you want?

wour Father at home?

Mo, he isn't. He has gone out just now.

Ok, When for Chennar?

I am feaving for Chennai next Toesday.

___vigit Chennai earlier

A
B
A
B
A: Nothing in particular. __
B
A
B
A
B

Mo, 1 . That's why this visit

| & | Commissionerate of Collegiste Education
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3. Modal Au:-:l]lariei-l

Muodal verhs are also called modal anxiliary verbs, modal auxiliaries, or simply modals. These
verbs are a subcategory of guxiliary verbs, which means they cannot be used without a main verh,
English has several modal verbs. Modals are special verbs which behave very irregularly in English
Helping verhs or aoxiliary verhs such as will, shall, may, might, can, could, must, ewght to, should,
waoriild, wsed fo, need are used in conjunction with main verbs to express shades of time and mood.
While the meaning and usage of modal verbs is complicated, the grammar is simple. Modal verbs are
nof conjugated. All modal verbs must be followed by 2 main verb o the base form except
for onght which is followed by an infinitive.

Pre activity;

Recall:
Can will Must Dare
Could  would ought to used to
May shall have to
Might should Meed

The verbs listed in the box above are called Modal Auxiliartes. Topether with the main verhs that
follow, they express the mode or manner of actions denoted by the verbs, In other words, they express
such ideas as ability, probability, possibility, permission, obligation, duty or advisability oic.

» These modal auxifianes do not change according (o the number of person of the subject.
They do not stand alone.
They are always followed by & main verb.

&  Afiler these modals the base form of the verb ( Vi) should be used,

Eg.: You! He/ They may go and play.
1! You /! He! They can drive.
He/ You should see a doctor

can/could:

CAN s used 10 express ability, reguest and possibility
Eeg My inend can speak fourteen languages. {Ability)
Can | speak 1o Raju, please” (Request)
The news can be true. (Possibility

COULD is the past tense of can. |1 is used to indicate ability that existed i the past and 10
ask polite guestions.

Commissionerate of Collegiate Education -
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Eg: When he went to Mumbai a year ago he cowldn 't undersiand much Marathi. (But now he

can understand everything). (Past ability)
Till last vear | conld read without glasses.
Conplel you please, take me 1o the director? (polite questions)

Could vou lend me yvour mobile?

Activity -1 {Reading — Writing - Speaking)

Fill in the blank in the following sentences using can/ conld/may/might

1. you perform this tnck?
2. When the fog lifiz we see where we are,
3. When I first went to Delhi. | not speak Hindi but now |
spedk it Muently.
4. lknewthe ity so I ___ _ usde him where to po.
5. At the age of 13 Sarojini _ Write poems.
6. When the police inspected the driver. he comvince them that he was innocent.
1. | speak to Mr. Pramod, please?
8. If any letter comes to your address you please re-direct it to my new address?
9. It rain, you'd rather take an umbrella,
Lk 1 am leaving for Calcutta, I not see you again.

MAYMIGHT/ WILL/WOULIVSHALL/SHOULD:

MAY

= May s used to cxpress permission, possibility and wish
E.g.: May I come in, 5ir? { Permission}

| mury visir vour place tomorrow. (Possibility)
Meay God bless you! (Wish)

MIGHT
# Might is the past tense of ‘may’ and is used in indirect speech
E.g.: She said she mighe spead an hour in her cousin®s house,
WILL

Will expresses future time, willingness. intention, promise, determination and polite request,
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E.g. 1wl leave for Hyderabad tomorrow (future )
I will help vou by all means. [ Willingness)

Will vou come with me? (Intention)

[ will do whatever T can? (Promise)

We will fight to the finish (determination)

Wil you please sofve this puzzle? (Polite request)
WOULD

# Wonld is the past tense of will and is used as such in Indirect speech, It expresses a wishy
chuice or preference and polite questions:

E.p.: The Director said that the office would work on Sunday. (Past form)
| would like to know what my duty ist wish/choice )
Weriald vou like to have a cup of tea” (Polite reguest)
Waorarld veru mind sending me the mail?

SHALL

& Shall 5 used 1o express the future with KWe.
E.g. I shall by a new camers tomorrow.
We shall go on a pienic next Sunday.

®  Shall expresses a command or threat when used with You' He/SheJt' They
E.g. You shall pay the fee before 15"
He shall be punished tor his negligence.

®  Sivall expresses an offer or supgestion when used with I,

E.g. ghall | do this favour for you?
Shall | drop vou at the station?

SHOULD
‘Shouwld" expresses duty / obligation/ necessity.
E.z. You should work hard to succeed.

Your shadd sebmit the income tax returns by March 20™

Activity -2 (Reading — Writing - Speaking)
Fill in the blanks in the following sentences using will/ shall’would! should

1, My uncle deliver a speech on Friday.

2 1 meet my brother at the station at 5:00 P.M.

3. The sclection panel meet next Monday.

4 1 go to the dentist tomormow,

Commissionerate of Colleglate Education -
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- remember this day all my life.

If they win the world cup, each player _______ be paid Rs. 1.00 Crore,
If you leam another language vou get a betier job,

you cook the fish for us?
My mother be delighted when she hears this news,
0 you mind opening the door?

W 88 o3 LA

Activity -3 (Crreup Work) (Reading - Wriring - Speaking}
Correct the following sentences

I. He can walked 5 Kms, a day.

| o

When he was young he can swim across the channel.
3. May you please tell me how o solve this puzzle”

4, ['wished 1 am a millionaire.

He would be glad if vou help him.

If vou had helped her she should solve the problem.

Ly
:

You will provide proper identification to cash the check.
May vou lend me a thousand rupees?

e ool

| fing you as soon as she comes.

1, IF T will go to Bangalore | will see my uncle

EN Commissionerate of Collegiate Fducation
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4. Modal Auxfl i_;r_i es-11

Fre- activity:

Recall:
Can will Musi Dare
Could would ought 1o used 1o
May shall haive to
Might should Need

The verbs listed in the box above are called Modal Auxiliaries. Together with the main verbs that
follow, they express the mode or manner of actions denoted by the verbs, In other wonds, they express
such ideas as ability, probability, possibility, permission, obligation, duty or advisability e,

*  These modal auxiliaries do not change according to the number or person of the subject.
=  They do not stand alone

#  They are always followed by a main verb.

* After these modals the base form of the verb ( Y1) should be used,

Eg: You' He/ Thev may go and play.
[/ You! Hef They can drive.
He! ¥ o should see a doctor,

MUST/ HAVE TV OUGHT TO/ NEEDY USED TO
o Must/ have to ‘ought to /meed are used to express obligation’ duty.

| st g there in time.
We must finish the assignment by 2:00 P.M.
You save fo go there at 9:00 A M

o Chegehe to 15 used (o express moral obligation,
We aught to help the poor.
You eughit o be punctual,
He oughr ro fook giter his parents.
We ougle not 1o speak ill of others

o  Need is commonly used with ‘not’ in statements.
Eg
It is used without "not” In questions.

Need not expresdes the idea that there is no compulsion.
You needn't bring the caleulatoe. We will supply one

You necdn't pay in single mstallment
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Used to
L'sed to +V1 expresses a habit in the past.

Eg. | used o play cricket every Sunday in my student days.
He uxed te vizit his native place every month.

Used fo expresses the exisience of something in the post

Eig. There used 1o be a school building in this place. Now an
Apartment is being constructad

Activity -1 (Pair Work) {Reading — Writing - Speaking)
Fill in the blanks in the following sentences using mustthave tofad to/oughi tof need not

1. You read this book. it°s really interesting.

2. All cell phones be switched off.

3. You do what your father says.

4, %You comée Lo work in time,

5. Thebus was full L 1___ take a taxi.

6. Iwasill,sol cancel my trip.

7. You not smoke in the hall.

B, You not do it The maid will do all the work.

9. You not pay the bill till Friday.

10. You not forget 10 post the letters.
Activity -2 (Pair Worl) (Reading — Writing - Speaking)

Complete the following sentences with one of the following modal auxiliaries:
can/couldimay/might/should/ought tof shall/will

1. The film not be viewed by those under 18,
2. You take an umbrella. It - rain.
3. Srinu be 21 next month.
4. Due 1o heavy wraffic we be late by hall an hour.
5. You look a bit confused. I help vou?
6. For your misconduct you __ be ashamed of yourself,
7. 1don't know the way to the post office. I seck your help?
8. Sheissick. She go to a doctor.
9. You have worked all the day. You b tired.
10. You not eat too much. It's bad for health.
EN Commissionerate of Collegiate Education



5. Question Tags

Small forms of question tagged to the end of a statement are known as question tags, They help the
speaker seek alfirmation or otherwise of the given statement. The question tags do not repeat all the
nformation given in the statement. Only the pronoun form of the subject and the auxiliary verh are
reversed in the question order [Aux+Pronoun], The tag is always in the reverse form of the given
statement, Hence, the negative form “n’t” is added to the auxiliary verb if the given stalement is

positive and “n’t” is avoided if the given statement is a negative.

Pre- Activity
Read the following passage and underline the question tags:

» Han, just look at the painting. 1t 15 beautiful, isn°tir?
®  |ast vear we visited the Ajantha caves, didn't we?
The paintings there were fabulous, weren‘t they?
Unfortunately they weren't well preserved, were they?
Why Ravi. you are not at all speaking, are you?

It looks | am a conversationalist, aren't 17

L B ]

Let’s Recall the structure of a guestion tag

= A Question Tag is a short question form added to a statement

It asks for agreement or confirmation

The statement expresses an assumption and a question tag expects confirmation
A Question Tag is both positive and negative

YWVW

Ex  Hecan run fast. { Assumption )
He can mun fasi, can't he? (Confimmation

Structure:
Positive T helping verb + pronoun form of subject”
Is'amfare/was/were/do/does/did/hashave'had + Pronoun

Negative QT helping verb + not + pronoun form of subject”
Is/amfare/wasiwere/do/does/did/ has'have'had +Negative +Pronoun

Points to Remember:

# A Positive QT is added to a negative statement:
E.z.: The boys can’t find it easy to do the sum, can they?

Commissionerate of Colleglate Education -
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F A Negative QT is added 1o a positive statement:

E.g.: Sita has answered my call, hasa't she?
Hari speaks English, doesn’t he?
They won the match, didn't they?

Note: There is a possibility of gging a question form to a request and a suggestion also:

E.g.: Get me a glass of water, can you? (Formal)
Bon‘t waste your time, will you? (Formal )
Don®t waste your time, would you? (Polite)
Let“s play in the garden, shall we? (Suggestion)

# With | am the QT is aren’t 17
E.z.: | am innocent, aren’t 17 {Nof amn 't IT)

% With used to the QT is didn’r. ..
E.z: She used to go for a swim, didn't she?

2 Wiih had better/had rather the QT is hadn®t...7
E.g.: You hud rather wail. hadn’t you?

% When offer/finvitation is expressed the QT is won't you?
E.z.: Come in, won’'l you?

£ With I. We + will the OJT 15 shallican
E.g.: We will atart the game now, shan™t we? (Not won't wel)

Activity -1 {Pair Work) {Reading — Writing - Speaking)
Match statements given under Colomn A with appropriate tags under Column B:

B Column A Column B |

I.He is not doing home work. aren’t we?

2 Gopal broke this chair, arent 17

3 5he likes pop music. didn t he?

4, We are doing home work. Is he?

5. | am watching the movie, | doesn®l she?
Activity -2 ( Pair Waork) ( Reading = Writing - Speaking)

Supply question tags o the following statements:

I, T did not aceept his gift, B
2. Lakshmi cannot do this sum,
3. They will not go home early, !
4. Hari has never played the violin, 7
5. Both of them are ool in the same class, T
_ Commissionerate of Collegiate Education
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Activity -3 {(rroup Work) (Reading - Writing - Speaking)

Correct the following tags:

1. He hardly moved an inch from his seat, didn’t they?

Ans:

2. You had better apply for the job, don't you?
Ans:

3. Raghu used to smoke too much, did he?
Ans:

4. Mohan can help us in thiz case, won't he?
Ans:

5. 1 play tennis every evening. am [7?
Ans!

6, Saritha will buy both milk and sugar, will he?
Ans:

. You must go home today, must vou?
Ans:

8. Hareesh writes poetry, isn't it?
Ans:

9. This work will take two hours for us 10 complete, aren’t they?
Ans:

10. T will speak to you very soon. will 17
Ans!

Commissionerate of Colleglate Education -
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6. Simple Present Tense

The Simple Present Tense is also known as Present indefinite or Present Simple. It expresses an
action that is repeated, regular or usual. The action can be a habit, a hobby, a daily event, a scheduled
event or something that often happens. It also speaks of one's likes and dislikes. The Simple Present
can also be a fact that was, is and will continue to be true. It is also used 1o make generalizations about
people or things. It also talks about scheduled events in the near future. The present simple is
associated with expressions such as daily, always, usually, everyday, often, never, regularly, habitually

e,
Pre- Activity

Observe the action words in the following sentences:

I, Raju wakes up ai 6:00 AM. He brushes teech and drinks milk. He does not want 1o have breakfas
before soing to school,

2. ke mangoex bui I do not like oranges,

Structure: Subject +V (1} + (s/es)
Example:

1. FPWe/YouwThey + write {positive)
'We/YouwThey + don't write (negative)
e/Shedlt + writes (posiive)
He/Shed It + doesn’t write (negative)
Don’t = do not
Doesn’t = does not

I

Simple Present s used to indicate:
a.  Regular! repeated/dailyv/habitual actions

1. [wake upearly in the moming,
2.  Raju reads The Hindu every day.

b. Universal Troths/Facts:
1. Water flows downwards,
2, India 15 our country.
c. Verbs of senses: see, hear. smell ewc.
Verbs of fecling: want, wish, desire, like love, dislike, hate etc.
Verhs of thinking: think. suppose, know, understand, believe, agree, and remember

_ Commissionerate of Collegiate Education




_ Student's Book (Communbeaiion Skills)

Verbs of possession: have possess, own, belong ele,
Verhs of appearing: appear, look, seem ete.
(dher verbs: cost, weight, contain, consist of, depend on, include eic,

[ These verbs are not normally vsed in continuous tense]

L. T smell something burning
2. 1like English.
3. T own g house,

d. Panned Fotiure Actions

1. The CM visits Ragahmundry on 15th of this month.
2. He opens the stadium at 11.00 am.

¢.  MNarrations like jokes, stories and commentaries:
L. Inthis film NTR plays the role of a cowboy.

2. Sachin hits a sixer and rounds off a century.
Activity -1 (Reading — Writing - Speaking)

Read the following sentences and specify whether each indicates habitual action/
universal truth / fact / perception/ feelings)

Raju never forgets to do his homework,
My teacher speaks two languages.
Water boals at 100 degrees Celsius.

| don't understand Greek.

5, He believes in God.

Activity -2 (Reading — Writing - Speaking)
T'he following is Lalitha’s daily routine. Fill in the blanks with Simple Present Tense. First one is
done for you.

| wake (wake) up at 5:00 AM daily. 1 {not, drink) coffee in the morning, 1
college by 9:00 AM. My mother tells me, “If you

- oon A S

(leave) for

{not, eat) breakfast you will grow weak.™ 1

__ inot, have) time for breakfast as [ _ (take) three buses to reach college. My wacher
(nod, like) 1o see me late in the class, She _ (want) her students to be in time.

Activity - (Reading - Writing - Speaking)
uestions and Negatives game®

Write questions and negatives to the following sentences:
The first one is shown a5 an example.

Eg: Vijay likes mangoes.
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Answer: Does Vijay like mangoes? (Q)
Vijuy docsn't like mangoes. (N)

I read novels.,

We watch movies on weekends.
You always Sing songs.

Raghu writes letters to his friends,
Children play cricket on Sundays.

'_.h.h'.uqu_—

Activity -4 {Reading — Writing - Speaking)
Correct the following sentences:

. We waiches TV programs on holidays.

2, Girls doesn't plays fool ball.

3.  Saritha don’t drink coffee every day.

I am tasting the honey.

5. Ravi is geing for morning walk every day,

i, He is possessing 8 movie camerd.

7.  Sugar was sweel.

8 We are knowing the facts

9, Do Sita love movies?

10. The teacher is wanting her students to excel

Activity -5 {Reading — Writing - Speaking)

The District Collector is visiting your college mext week lor the college day celebrations, Plan the
day’s schedule right from the Collector™s arrival till his'her departure.

Hinks: The District Collector arrives- reception- parade- college tour- Auditorium-
welcome puests- lighting of lamp- prayer song- speech- college day report- gold medals-
prize distribution- collector’s speech- cultural programs- vote of thanks

Activity -6 {Reading — Writing - Speaking)
Summarize/narrate briefly a movie you have seen recently using simple present:

Key Words:

Time expressions: always. frequently, regularly, daily, on Sundays etc., sometimes, once a year,
month, every day, every morning, every evening, every hour, occasionally, often, ever, rarely. hardly,
seldom, never. ..
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7. Present Progressive Tense

Present Progressive/ Continuous Tense is used 1o express the idea that something is happening
now, at this very moment. In the Present Continuous tense, the action is on-going/ still going on at
present and hepce continuous, The present continuous lense is used o talk aboul actions thal are
happenming at this moment — before our eyes, when we are listening or watching indicated by words

look,” *see’, histen” and a1 the moment”™ ete.

Pre- Activity
Kend the lollowing sentences and observe the action words and their structure:

1. It is raining
2. Is she talking on phone?
3. You aren’t coming to school.
Action Words: o ravne, oy tafking, aren 't coming
The structure of action words in Present Continuous Tense:
Statement; be (isfamfare) + Vil)+ ing
Eg: He+ is+ work+ing
Question be (isfamfare) +Subject + Y (1) + ing
Eg: Am+ I + work + ing?
Negative: be (1sfamfare) + NUT+ V (1] + ing
Ez: | am +NOT+ work + ing.
< Present Continuous is used to talk about:

= Anaction taking place at the moment of speaking
Eg. The students are playmg cricket now
= An action happening about this time but notl necessarily when speaking
Eg. | am translating some Telugu stories into English
# An action taking place in the nearest future
Eg. I'm going to buy an apariment next week
# Repeated actions that seem unreasonahle.
Eg. You are always making & noise when 1 pray. (Expressing
Annovance Jirmiation)

*  These verbs are not normally used in continuons fense
I. Verbs of senses: see. hear, smel] elc.
2. Verbs of feeling: want, wish, desire, like love, dislike, hate ec.
1. Verbs of thinking: think, suppose, know, understand. believe, agree,
Verbs of possession: have possess, own, belong ele.
Verhs of appearing: appear. look. seem etc.
(her verbs: cost, weight, contain, consist of, depend on, include etc

A
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E.g. My fatheristewing me so much.
My father loves me 50 much

E.g. |amesaEling the aroma of flowers
1 smell the aroma of flowers

1. Bui these verbs are used in progressive in a special meaning:
Eg: |.They are having (organizing) a party in the evening.

2. Ravi is feeling (groping) for the matchbox in the dark.

Activity -1 (Reading — Writing - Speaking)

(Questions and Negatives Game)
Activity -2 {Reading — Writing - Speaking)

Wrile questions and negatives 1o the following sentences:

Eg. Statement : We are playing cricket
Question : Are we playing cricket?
MNegative @ We are nor playing cncket.

1 They are preparing for the bank examination,

-d

ainjitha 15 prepanng fea,
Kumar and Ravi are going to market,

1 am sending an e-mail.

[ S S

You are coming to my house,
Activity -3 (Reading — Writing - Speaking)

Raghu has a fixed daily routine before he leaves for college. But today his routine appears to be

different. Read the paragraph and cheose Simple Present for routine actions and Present

Continuous for actions different from the routine.

Raghu (getsis getting) up early every day to study, But today he (gets! 18

getting) up very carly to attend the chores at as he wants to participate in a competition. He generally
(hasfis having) idly or pun for breakfast. But now he ___ (has/is having) instant

noodles as he (runs/is running) out of time. When his friend asks him how he

{goesfis going) 10 college today, he replies, —I always (travel, am travelling) by bus, but

today aslamlate, | ___ (g0, am going) by auto.
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Activity -4 (Reading — Writing - Speaking)
See that the students who did not get a chance in the previous activity are given an opportunity here

Fill in the blanks with Simple Present or Present Continuous,

. Girls _thear} a lowd noise outside the class.
SN RN, _{(see) a black spot on the screen?
L | (smell) terrible. 1 can't bear it
4. Radha (not, think ) about the consequences of her action.
5, Thesedayshe _ {see) his friends a lot.
Activity -5 {Reading = Writing - Speaking)

Read the following dialogue between Ramuo and Somua and 6l in the blanks with appropriate
tense form of the verb supplied:

Ramp : |-———ow— (plan) to go to the exhibition this evening. ——you --—-— — (want] 1o join me?

Somu  : Sore, Where can [ meet vou?

Ramu : Right now | -————ennee (leave) for my village, 1 --—--—-- —{want) to bring my brother.
He -—=mmemeeeeea ( like) joyrides.

Somu  :  -e-emee- (Be) hE cemeeeeesceeeeeeee { g0} to stay with vou for some time?

Ramu : No, he —-— - (have) some work in the bank. He v (want) o open an account.
.......... {(do) you ————————(have) an account with Andhra Bank?

Somi : Mo} ———— — (not). I -——--—— (be) alsp----—----=-- (plan) to open an sccount.

Ramu : Ok Let's meet at the railway station

Activity -8 {Reading — Writing - Speaking)

You are going to celebrate a festival. Tell vour friend how you are going to make the day a
special one by comparing with your normal reatine. Frame five sentences: [waking time,
clothes, places vou prefer to visit, food ete. ]

E.g.: Normally. | do not wake up so early but today | wake up before sun nise.

gl S el

X
Time Expressions: _
Now, at the moment, at present, right now, these days, sull, nowadays, ete.
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8. Present Perfect and Present Perfect Progressive Tenses

Present Perfect tense indicates an action completed a little before the present time. It also
indicates an action that happened at an unspecified time before now. You CANNOT use the Present
Perfect with specific time expressions such as: yesterday, one year ago and last week. Instead, it can be
used with unspecific expressions such as: ever, never, once, many times, several times, before, so far,
already, yet, eic.

We use the Present Perfect Continuous to show that something started i the past and has
continued up until now. There is usually a result now, We can also use the present perfect continuous
tense w0 talk about an action that started in the past and s continuing mow. This is often used
with for or since.

Pre- Aetivity
Read the following passage and observe the tense of the verbs:

I have been residing in this area for the last ten vears. Let me tell you the exact vear. It has been
since 2001. My landlord has been a perfect gentleman, very understanding and friendly. We have been
requesting him for minor repairs from fime to time and he has always been very obliging and prompt.
Now we have a new problem. The tap in the backvard has started leaking and the main door has
developed cracks. 1 have not bothered about them, but my children have been reminding me abow
them. 1 have called our landlord just now.

Let's recall:

1. Present Perfect Tense:
Structure : welyoudplurals +have +V3
Helshelitinames + has +V3

E.z. We have seen the movie.
She has gone to the theatre.

Negatives © have'has + not

Eg: I haven't had breakfast
Questions :  have'has + subject=, .., .7

Ez: Have vou fimished the work?
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Present Perfect Tense is used;
® Jo depole any completed action that is hnked 1o the present time

o Normally used with words like already, ever, never, yet, so far, just now, till now, etc.

E.z. | have never asked for his help. (till now)
The boy has alresdy met me twice, (5o far)

2. Present Perfect Progressive:

Structure: V'we/vow'plurals + have + been + ing
He/shefivnames + has + been + ing

E.g. Thave been working on this project since last yvear.

She has been sleeping for the last 3 hours,
Present Perfect Progressive is used:

& Todenote a past action progressing till the present moment
=  Normally used with “since™ and “for™.

Eg: Sita has been leaming muosic for a year. (Period of time)
| have been writing poetry since 2000, (Point of time)

Activity -1 (Reading — Writing - Speaking)

Match the following with correct time expressions:

1.  The milkman has come yel. N
2. Sarat has bought a house since moming.
3. They haven't met me JUSE ROW.
4. She has been talking on the phone Recently
Activity -2 {Reading — Writing - Speaking)

Fill in the following blanks with Present Perfect using the verbs given in the brackets:

a. They not my books. (return)

b. Muohan off the lights vet. (not. switch)

€. ______ yOouever o Agra’ (go)

d, So far we si% lessons. (complete)

€. Sarala_ already this movie twice, {watch)
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Activity -3 {Reading — Writing - Speaking)
Flll in the following blanks with Present Perfect Progressive using the verbs given in brackets:

I. 1___ foritsince morning, {search)
2, They _______ the mountain since yesterday. (climb)
3. How long you on this project? (work )
4. _ Smitha breakfast? (have)
5. Lakshman for me since the afternoon. (wait)
Activity -4 (Reading — Writing - Speaking)

Complete the dialogue with Present Perfect/ Present Perfect Continuous tense using words given
in brackets.

Raghu :__ vou __ tothe circus? (ga)
Smitha : Mo. I haven‘t. How long N run)
Ragh  : For the last iwo weeks, But | already it twice (see)
Smitha :Isit? Who______ you? (Accompany)
Smitha : My cousin.
Activity -5 {Reading - Writing - Speaking)

Correct the following sentences:
1. Thave visited Delhi in 1980,
2. He has been leaming French for 2 months,
3. We studsed in this college since 2007,
4. How long are you waiting for me?

5. The postman had not come yet.
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9. Simple Past: Questions And Negatives

Pre- Activity

What did Rajesh do on Senday? Read the following and pick up the negative and question
forms:

On Sunday Rajesh didn't wake up at 6:00 AM
When did he wake up?
He woke up at :00 AM.

He didn’t pet up at 6:15 AM,
When did he get up? He got up at 9:30 AM.
He didn't go to the office.

Where did he go?
He wenl to the bathroom.
He didn't have a shower

Then what did he have?
He had & bath.

Afer his shower he didn’t have a cup of colfec.

What did he do?
He had & shave and brashed his eeth.
He didn't eat breakfast at about 7200 AN,

When did he eat”?
He ate break fast at about 1000 AM.
After breakfast he didn't read the newspaper.

Where did he go?
He went for a run.
After his run he didn't go o work.

Where did he go?

He went to meet s [riends,

Let®s Recall:

GRAMMAR HELF:

Structure of verb in simple past in questions and negatives:

Megatives: (i) “Be" form: wasn't, weren't- E.g.
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He wazn’t happy.

They weren’t happy.

(i) “Action verbs": didn't + V1- Eg:
He didn't ask for my help.
They didn't ask for my help.

Questions: (1) Was/were (*Be’) + subject- E. g.:

Was he happy?
Were they happy™

(i} Did + Sobject + V1- E.g.:
Did they ask for my help?

Did he ask for my help?

& To form the negative of a sentence in the Simple Past:
S+ilid + not + infinitive of the verh,
E.g. 1did not play.
Did not i= often written as didn’t to show the spoken form.

% 1 didn’t play
4+ They didn’t play
4 She didn't play

For the negative and interrogative form of all verbs in the simple past, always use the Auxiliary did.
Observe the following table for better clarity:

Positive Statement | Interrogative Statement ! MNegative Statement
I worked . Did I work? | I dickn't work. .
You worked. Did you work? You didn't work.,
she/he worked, | Dnd she work™ She/he didn't work.,
It worked, | Did it work? It didn't work
We worked ; Did we work? We didn't work.
They worked. i Dnd they work? Thev didn't work,
Activity: |
MNegatives and Questions game*

Listen to the past verbs given by yvour teacher and respond according to his instructions:
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Activity -2 (Think Pair Share)

Write the negative and guestion forms to the following as shown in the example:
Eg: [ posted the letters.

I did not post the letiers. (N

Did 1 post the letters? (Q)

1. Prakash woke up at seven.

2. The Children ran home.

3. 1 forgot to take the book with me.

M

Q

4. We twrned ofT the computer.
]

Qoo

5. My friend played cricket.

P

0

Activity: 3

Create a dialogue between Rakesh and Sridhar using the hints given below:

Rakesh: Hello Sridhar, how are you?

Sridhar; Hi Rakesh, I am fine. What about you?

R: Fine Sridhar, thank vou.

S YO e (do/mot) come w0 college yesterday?

T:Mu [ . onvvnnsneess.. (attend) & mamiage.
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L. S (do) you ............(auend)?

B K s imaiiiniiannames o {leave) the college at Ipm.

S5: What................. You{do) at 3pm?

| B e el (aftend) a lecture in General Library building

S5: what was 1t about?
R: Tt was about “Society and Films®.

Activity: 4

Complete the following story using Simple Past Tense. Use as many questions and
negatives as possible:

Ome hot day. a thirsty crow flew all over the fields looking for water. .. ..

Activity: 5
Correct the following sentences:

1. He didn't worked hard,

2. Did they went 1o college?

3. Rajesh didn’t comes to class.

4, He prepares food yesterday.

3. Where did you kept the book last night?
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10. Simple Past and Present Perfect Tenses

asimple Past or Past Simple ense cxpresses the idea that an action started and finished at a
specific time in the past. Sometimes, the speaker may not actually mention the specific time. but they
do have one specific ime in mind. We use the Simple Past to list a series of completed actions in the

past. The Simple Past can also be used to describe a habit which stopped in the past. It can have the
same meaning as "used [o.”

Present Perfect is an action completed a little before the present time. It also indicates an action
happened at an unspecified time before now. You CANNOT use the Present Perfect with specific time
expressions such as: yesterday, one year ago and last week etc. Instead, it can be used with unspecific

expressions such as: ever, never, once. many times, several times, before, so far, already, vet. eic.

Pre- Activity

Observe the following sentences and identily the tense of the verb:

Dear Rajesh,

1 weni o Hyderabad last week, | did pot visit any places, What about you? Did vou see the Charminar?

Structure:

Statement: Subject + V2
MNegative: Subject + did not + V|
Ouestion: Did + Sub+V |

Simple Past Tense is osed:
1. Toexpress a completed action usually with a past adverbial

E.z. [ went to Hyderabad last week.
I didd ot visit the Zoo.

L]

To question an unknown past Lime.

E.g. When did you buy this shin?

Present Perfect Tense:
Structure: Suhject + Has / Have + Past Participle

E.z. 1/ we [ you / they have passed the exam.
He' shef it/ has passed the exam.
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Present Perfect Tense 5 used (o indicate:

. A past action with impact ull the present
Eg. | have seen the girl several times (1 still remember)
I have just had a tea. {Impact sull felt on tongue)
2. One present action preceding another
E.g. He claims that he has solved the problem.
3. Actions which occur with expressions such as: just now, recently, so far, up to now, until now,
yet, still, for the last two yrs eic.

E.z. We have completed three chapters so far.

Activity 1
Identify and write the negative form of the tense used in the following sentences.

Eg: He saw me in the market.
Answer: saws simple past.
Negative: He did pot see me in the market.

He completed law last vear.

My brother left for Delhi yesierday.

I have known him for a long time.

My servant refused to work.

She has pone 1o the Market.

Have you seen the exhibition?

I have just read an article about trees and pollution.
ey decided 1o introduce a new course book.

. 1 saw her last night.

10, He has sentl the mal.

g o (i S i TRk e

w5

Activity 2
Same procedure as for activity 1
Fill in the blanks with suitable verb forms (Simple Past’ Present Perfect)

l. 1 ————{see) Dal Lake. | isee) it o 2005,

2. He —=—seneeee (ot eat) since morning but he « e {eat) yesterday.

i W) | PR {rain) for 2 howrs. If ---ece—— (ot rain) the entine last year.
f, e WD e {vizil) the Tay?

5. We e imot get) the result so far.
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Aﬂi’l’t:l:'r J
Correct the ¢rrors in the following sentences wherever necessary:
1. When | go out, it was raining.

You grow s lot since | saw you last.

My English really improved since | joined JKC.

Bowoe

ahe has slept for nine hours last mght.

5. [ have had my dinner long ago.

6. 1has leam how 1o read.

7. 1 ate nothing since moming.

B. She had worked for three different companies so far

9. We are not planted many trees yer
10, Where do vou buy this shirt vesterday?

Activity 4 (TPS]
What did you do yesterday? Use the following hints and describe:

brush, bath, college, breakfast, classes, library, exercise, cinema

Commissionerate of Collegiate Education -



Student’s Book (Commuaication Skilks) _

11. Simple Past and Past Progressive Tenses

Simple PasuPast Simple expresses the idea that an action started and finished at a specific ume in
the past. Sometimes, the speaker may not sctually mention the specific ime, but they do have one
specific time in mind. We use the Simple Past to list a series of completed actions in the past. The
Simple Past can alko be used 10 describe a habit which stopped in the past. It can have the same

meaning as “used [o.”

In the Past Continuous tense, the action was ongoing till a certain time in the past. This lense is
used to talk about an action at a particular time in the past.
Pre- Activity
Observe the talicized words and understand the tense form in the following sentences:

|. We were preparing for the exam last mght.
I was walking home when | met mv frend.

Past Progressive:
Affirmative Interrogative MNegative
I'He/She/lt +was + YV #ing  Was+LUHe/She/li+V+ing? I'He/Sheflt + was not +v+ing

We/You/! They + were+V+ing Were + We/YouThey +V4 ing? WelYouThey + were not+V +ing
[ was playing. Was | playing? | wias not playing,
He was working. Was he working? He was not yworking,

Past Simple tense refers to an action completed at a definite time in the past where as Past
Progressive refers to an action progressing at a definite time in the past.

| lived there for six years.

| found it out only a few moments ago.

I asked ber but she didn't know anything.
The company reeruited 100 candidates last year.

Use Past Progressive tense when you want to emphasize the continuity of the action

o Everybody was talking about 1t all evening.
o  They were really trying hard but couldn't do it
# | was thinking abowt yvou the other day.,
s Were you expecting that to happen?
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When we use these two forms in the same sentence, we use the Past Progressive Tense to talk
about the "background action” and the Past Simple Tense to talk about the shorter completed

action.

It was rnining hard when we left the building.

1 was reading the repon when you rang.

He was going oot to lunch when I saw him.

The company was doing well when [ visited it las,

(source:htp:/fwww.englishgrammarsecrets.com/pastsimpleorcontinuous/menu. php)

Activity 1

Choaose the appropriate verb to fill the blank.

L 1 to meet you twice, but you weren't home.(was coming/ came )
2 1 and | didn't hear you call me, {was studying/ study)
Y. Hey, did you sce the film? Yes. I it last night.( was SeEingsuw )
4, We the miatch when he walked into the room. (watchedfwere watching )
- when the invigilator took my exam paper.(sull wrotefwas stll writing)
6. ALB.30am yesterday | --—-—— at the bus stop. (waited/was waiting)
7. What —ee YOU —ee e at this rime yesterday? (did/were doing)
8. He-——- TV at 10pm and didn’t hear the knock on the door. (watched/was watching)
A you SUH ———- a1 10pm fast might? (worked! were working)
10, Why she at 4pm in the office? (slept/ was sleeping)
Activity 2
Use Simple Past or Past Progressive Tense:
I. They...... (note) the important points while the coach ............ {explain) the rules.
2, While we ............ (discuss) a project, my friend ........... (Chat) on the phone.
3. Whle they ..........(sleep), the burglar ......._..{break) into the house.
4, It.....cowvvrodmet) dark and so Ramya .. .......(stop) her work and went home
3. Raju --=eeceeeeeeeee (paint) a picture while Amala ---=-=-eeeeeee {watch) a documentary on TV
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Activity 3
Use Past I'rogressive Tense and prepare meaningful sentences:

Example: | saw a snake while | was coming from college.

1.

xRl ol i o

The music system was on but nobody «-cc i
Whilel................... Mahesh took my photograph.
The police caught the driver while he - —

Sekhar called me while | =eee e rmm e e e ee

The child fell asleep while it -——

Activity 4
Correct the following sentences.

b

o

P O

He said that the doctor is coming back soon,

What wene yoo do there at that ime?

Sister was helped mother.

When the class is going on Ravi fell asleep.

I am writing letters at 7 pm last nighi

Are they running business last year?

When his father comes, he was still doing his homework

When the children were watching TV, the thief has entered the house
Sensing something is wrong, [ approached him.

10, He came ow of the ATM and said that it is not working.

iSource: English Grammar for Intermediate Classes — by N. Krishnaswamy)

Activily 5

Write an outline of a news report about a robhery that took place in your street yvesterday
using Simple Past and Past Progressive Tenses.

(Hints: place of the robbery - time — number of robbers-description — how they entered — lool - how

were they attacked — police — trapped — caught)
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12. The Future Time

simple Future Tense shows an action supposed to tuke place at sometime in future. The simple
future has two different forms in English: "will” and "be poing to." Both "will" and "be gaing 10" refer
to @ specific tme in the future, "Will" ofien suggests that a speaker will do something volunmarily, It
shoows Predictions or guess shout what might happen in the future. *Going to” refers to the nearest

future achon the arrangements of which have already started in the present.

Siudy the verbs in the following sentences:

. Raju will finish the work tomormow,
2. Kumar is going to visit Vizag next Sunday,

Let's recall:

Simple Futore Tense

The Simple Future of any verb is formed with the auxiliary “will” or “shall’, followed by the bare
infinttive of the verb.

In informal English, pamiculady in Amencan Enghish, the Simple Future is usually conjugated
entirely with the auxiliary *will". The auxiliary ‘will" iz a modal auxiliary. Modal auxiliaries do not
modify, but have the same form, regardless of the subject.

The auxiliary "will” is often contracted to *II'. Thus, in informal English, the Simple Future form of
the verb ‘o work” is usually conjugated as follows;

Without Contractions | With Contractions
| will sing I'll sing

vou will ;ing you'll ;ing

he will sing he'll sing

shawill sing she'll sing

it will sing it'll sing

we will sing we'll si;g

they will sing they'll sing

Purpose:

~ It expresses the speaker’s opinions, speculations.
E.g.: He will win the race

# For formal announcements of forthcoming plans in media
F.g.: The president will insugurate the seminar tomormow

= Itis usad in conditional sentences when the verb in the “if clause’ is in the present tense.
E.g.: He will get the first rank if he works hard,
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Activity -1 {Reading — Writing - Speaking)
Write the correct form of the simple future tense using “will/shall®.

1) He (eat) noodles for lunch,

2) 1think they iwatch) the match tonight.

3). 1 {(submiil) my assignment lomormow,

4) Santhi ot (attend) college on Monday.

5) We {travel} by bus to work next week.
Activity -2 { Pair Work) (Reading - Writing - Speaking)

Complete the following sentences using “will or going to™ (future action).
1. A. Why are vou buying potatoes?
B.1 _(poj 1o make chips.

)

A. ldon't know how to use the washing machine.

B. It is easy, 1 (show ) vou now how [0 use il

3. A Why are you camrying an umbrella?

B. Itis cloudy. It rain { go).
4. A. Have you had vour lunch?

B. Mol (have) now,
5. A. | don't like my car. It is outdated.

B. Arc you (g0, sell) u?

Activity -3 {Pair Work) {Reading - Writing - Speaking)
Let one student in the pair use “will and the pariner use won ("

{. After 5 ms, pick up students af random and ask them o share their answers with the
class,

2. Let other students listen and share their answers.

3. Cbserve, give vour inpul and explain,

Use “will/won't + infinitive™ to complete the sentences below,
E.z. | will become a doctor when | grow up,

1.1 LOMCITow morming.

- next week.

31 the day after tomorrow,

4.1 after | finish my homework.
L | if 1 get o high score on my test
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Activity -4 {Reading — Writing - Speaking)
Choose the correct option and fill the blanks

T oy i T pick me up, Il take the bus home (doesn't / didn't)
2. Ifshe -———-rmmeeeea s, we will govto the party. {invite/ invites)
3. If you speak English well you ---—--—-——— successful. { were / will be)
My friend - meet me at the airport if he gets the afternoon off. (will / would)
5. If they pliy as a team they -———— win the mateh. { will F will have)
Activity -5 (Pair Work) (Reading — Writing - Speaking)

Work in pairs and discuss:
What will your village/ towndcity be like in 10 vears?

L f_]‘r.l!u'r.,l:uﬂrr.t fer Express H’rg_,ﬂur.l e
Study the following sentences:

The PM visits AP on the 5 of Aprli To express a definite future action)
| am planning o tour sbroad next summer.d An arranged action in future)

l

2

3. Itis oo how P turn on the air conditioner. Instant decision )

4. | am going to make lea for the guests( Intention w0 perform an action in immedaie

futuire
It*s going to rain again | believe.( Prediction, immediate future )
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13. Concord

Concord i also known as agreement in English grammar. It deals with the meamngful
relatonship between the subject and the verb, The basic rule in English is that a singular subject takes a
singular verb whereas a plural subject takes a plural verb. Problems occur in determining whether the
subject is singular or plural and whether a certain verb is singular or plural. Mother tongue mterference
i5 responsible (o some extent for the problems in concord,

Pre- Activity

Activity -1 (Pair Work) (Reading — Writing - Speaking)
Fill in the following blanks with one of the options provided after each sentence.

Eg: Raja is a gentleman. (1sfare)

| | i teacher, (isfum)
2, One of our teachers very resourceful. (arefis)
3. There many students working on the project., {was'were)

4, Saritha _

i fine dancer before her marriage. ( wasfwerne)
5. We _ alob wodiscuss on this matter. (have'hias)

6. The couple __ _ & wonderful dinner, (hasfhave)

7. Meither of them _ the defeat. (acceplfaccepts)

£ You i great variety in these books. (find/finds)

4. Two and two { makes'make) four,

i1, The selection of lecturers ________ (takeftakes) place tomorrow.
I 1. These pliers (holdshold) things firmly.
12, Either of the two brothers (attend/attends) the wedding,

(works/work ) in the same office.

I3, Baja and Sita
4. Bread and butter imake'makez) 8 wholesome food.

15, Wherg----ssecscecceeeeas (18f0re ) my spectacles?
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Activity -2 {Pair Work) { Reading — Writing - Speaking)
Same steps as above

Correct the following sentences if necessary:

Eg: Measles are infectious. (Wrong)
Measles is infectious, (Comect).
A lot of students is participated in the hunger strike.
Muost nulk are wasted away,
Meither of us know what the story is about.
The Principal as well as the teachers lives in the quariers.
One of the books are very interesting,
My uncle and guide correct my thesis.
There have been much interruption during the lecture.
Neither the chairman nor committes members was present in the hall.
9. Each sudent have answered three questions.,
L0}, The captain along with the team members are returning home.
11, Enther he or I 15 expected to meet the Principal.

§8, P L e

Activity -3 {Group Work) (Reading - Writing - Speaking)

Given helow are sentences which are divided into four paris (a, b, ¢, d). Identify the error if any
and mark it. If no error is found, mark it as “e”.

. Though there was a heavy main (a)/a number of students (blwere {cWpresent in the class (dy. No
ermor (e

2 Advertisements (a)on lelevision (b)Y has become (¢} very popular these days (d). No error (e,

3 The effects of cigarette smoking (a) proves (b)Y 1o be hazardous (¢l beyond any doubt (d). No
erEoT (e

4. Either my wife (a)/ or my mother {b) prepare breakfast () in the moming ¢very day (d). No
error (e},

5. The use of credit cards (a)/ are (b} in practice (c¥ among affluent people. (dW. No error (e)

6. The chairman (a)accompanied by (b)Y several members of the commitiee (¢) have visited the
college (d)/, No emror (e).

7. The scientific study {a) of a language (b)is called (c)/ linguistics (d)/. No error (e),

8 The majority of students (a ) in the college (hibelieve him (¢ 1o be innocent (d)/.
Mo ermor (c).

9. The scheme and plan of our college (apdesigned by the expert commitiee (b)Y for fulure
development (c) is highly commendable (d). No error (e).

[0, Meither the team mates (3)/nor therr captain (b)Y were (¢)/ available for comments {dy. Mo
e (e )

1. These trousers (a)f thar | have boaght (b are (c)f too loose for me (d). No error (g),

Caroms {a)/ are (b} such a wonderful game (c) that many like to play it (d). No error (e).

Commissionerate of Collegiate Education |- 1]



Sindent’s Book (Communication Skills) _

14. Conditional Clauses

Read the following sentences and guess what each sentence means:

If 1 go home early | will/can assist my mother.

If I went home early | would/could assist my mother.

IF I haed gone home early, I would havefcould have assisted my mother.

What did you find in the above sentences? Do they mean the same or different?

GRAMMAR HELP

Conditional clanses are of three types:
TYPE-1 :  Here the result is possible (very hikely to 1ake place) if the condition is fulfilled.
Structure of sentence:
If + clause in present tense . ..., + result in futare time {or a MODAL + V1}
e If you take down running notes in the class, you will ger a lot of benefit.
I shie speaks for two minutes, she can influence anybody.
If he is snoring, please wake him up (imperative in the result or vou can wake him
L)

TYPE-2 :  Here the result is very unlikely (improbable) if the condition is fulfilled (a little chance)
Structore of Senlence;
If + clause in past tense. . .. + resull in conditional past (would/should/could/might +V 1)
e.z.: IF you fook down running notes in the class, you would ger & lot of benefit.
If she speke for two minutes, she could influence anvbody.
If he was snoring, you should wake him up,

(Note: Type-2 situations refer to present time, But the action in the resul is not possible
hecause the condition s not Talfilled)

IF 1 Brard your mobile number, [ world certainly falk W you. (I haven't had your mumber)
Look at this example:
If he were the Prncipal of this college, he would meke every student give a seminar,
|Use *were’ (but not “was’ | with “Ihe/shefivname™ in type-2 conditons|
TYPE-3: Here the result is impossible, and the condition refers to the past (snfulfilled condition)
Senciire of senlence.
If + clause in past perfect ... + result in conditional perfect {would have/should have +V1)
e.g.: If you had taken down running notes in the class, you would have got a lol of benefiL
If they had run fasier, they showld have caughi the bus.
If she fuad spoken for two minutes, she would kave inflienced anybody.
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Note: Type-3 suggests the opposite of what we expect from the sentence,

e.g.: Had I passed Intermediate, | would have gone for engineering.
(this means that, f farled in intermediate and that ! didn 't go for engincering )

Aetivity -1 ( Pair Work) (Reading - Writing - Speaking)
Match the following under Column-A with those under Column-B

Column-A Column-B

L. If they had won in the first round a. | would feel better [ |

2. I Sita invites me b, she would have stood topper in the college | |

3. If you participate in chess ¢, his father will be happier | ] |

cOmpetition

4. I Itook rest a while d. 1 will attend her Marriage [ F |
5. If Raja is earning money e. You will have won the match [ ]

6. If she had really scheduled her time f. they would have gone to the play offs [ |
Activity -2 {Pair Work) {Reading — Writing - Speaking)

Choosc the appropriate answer from the options given in brackets and Al in the following
blanks:

1. Unless Sarala finds the keys she (cannot openvcould not openfcould not have opened)
the door.
2. If | thought senously during the exam, | {would have attempred/will atempy/ would

atiempt) al least three questions.

1, Open the windows if you (wanted/wantfwants) fresh air,

4. It they fought well, they {should win/should have won'will win) the battle,

5 If 1 am happy. 1 {can make/could have made/could make) others happier.

6. Unless we start now, we {eannot reach/could not have reached/could not reach) our
village by mght.

7. Please forgive me, if | {speakfspokefspeaks) anything wrong.

#. Let’s rush immediately, if we i wants want'wanied) 1o see the movie right from the titles

Aetivity -3 (Group Wark) (Reading — Writing - Speaking)

Complete the following sentences with appropriate expressions:
[. W1 am free now,
1. You cannol use my computer, unless you
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T would miss the bus, if |

Unleas yvou see the Principal, you "
1 would have made all the difference, il you in the final wwam.
If you choose the nght group in intermediate course, you
You will fall down here, if vou
If she has used these materials, she

R

Activity -4 {Pair Work) i Reading - Writing - Speaking)

Correct the following sentences if necessary:

If she knows the time, she would come to the meeting.

She would have attended the meeting if she had the nme.
Friya will say yes to this proposal if you asked her polimely.
Unless he Anishes soon, we would not be able to come,

If he were president, he would have invested more in education.
. She will Ny Indian Airlines if she had @ choice,

17 1 think T could do i, 1 would do !

She wounldn't marry Prasad unless he asks her

Lh P L RS e
el bl gl

2]

e

Remember:
Don't use "LINLESS’ and “NOT" in the same condition.
‘UNLESS® means “TF+NOT
e.g.: Unless you don't come on time [ will feel disappoinied (X)
Unless you come on time 1 feel disappointed. ()
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15. Voice

Vaoice means the way of saying the same statement in two different points of view — the subiject
point of view [SVO] and the object point of view [OVS]. The subject begins the Active voice whereas
in passive voice it is the object which begins. Sometimes subject is even avoided in passive voice if it is
unimportant or understood from the context. The tense and the meaning remain unchanged during
ransformation though the structure of the sentence undergoes change.

Pre- activity:
Read the following examples and observe the structure:

The people complained 1o the King of Hamelyn,

“Your Majesty! Our children were Injured. Our food grains were eaten. Our clothes were torn. Our
furniture was damaged. And our houses were spoiled.” The King asked, "Who did all this™ The
people replied, “We don't know.”

Let's Recall:
Passive Voice is used when the focus is on the action.

* [n the example above, the focus is on the fact about a great loss. People do not know,
however, who did it.

& Only Transitive Verbs, with objects after them can be changed into passive voice.
* Intransitive Verbs, with no objects afier them cannot be changed into passive voice,
® In active voice, the verb is independent

* In passive voice, the verb is dependent, It comes after the *be” form.

Observe the following example:
Rani drinks water.
Water is drunk by Rani. (be form + Past Participle (V3)

While rewriting active sentences in passive voice, we need to observe the following:

% the ohject of the active sentence becomes the subject of the passive sentence
“ the finite form of the verb { *be’ form) ix changed (1o be + pust participle)

< the subject of the active sentence becomes the object of the passive sentence (or dropped)
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Activity -1 { Reading — Writing - Speaking)
State whether the verbs of the following sentences are in active voice or passive voice.

1.  The mouse was killed. active/passive

=)

My Mother was making tea active/passive

1. The loud music woke up the baby, active/passive
4. The assignment was submitted yesterday. active/passive

5. Rajani has been writing for a long time. active/passive

Activity -2 { Pair Wark) (Reading - Writing - Speaking)
a. Observe the following table with different passive forms and fill in the blanks given below:
Simple Present Active: Rajitha wriles a letter.
Passive: A letter is writhen by Rajitha
Simple Past Active: Rajitha wrole a leiter.
Puassive: A letter was wrillen by Rajitha
Present Perfect Active: Rajitha has written a letter,
Passive: | A letter | has been writtén by Rajitha
Active:; Rajitha will write a letter.
Future
Passive: A letter il be written by Rajitha,
Active: {ajitha an write b leter.
Maodals Passive: A letter  fan be writien by Rajitha

Eg: .Many fatal accidents are caused by reckless dnving.

. Cheesg ——--==Trom milk (make).
2. Two thousand people. ..

[invite],

veveeren. FoF the Royal wedding in London last month

3. A theatre 15 a place whers MOovIes ===« o — (screen ).

& | The chllegs gabis. . 2 ne——
5. A new YACrCination --==-s=-sca=

— b 6:30 every evening (lock).
-- for cancer recently (discover).
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b. Change the voice of the verbs of the following sentences:

They will read books.

2. He is painting a picture.
3. Rajan playved cricket
4. [have sent the mail.
3, You can complete the work.
Activity -3 {Pair Work) { Reading — Writing - Speaking)
Observe the following table with different passive forms and complete the task given below:
(Group Work)
[Present Progressive | Active: Rajitha 15 Wriling i letuer,
Tense
Fassive: | Aletter | is being written by Rajitha
(Past Progressive Active: Rajitha was writing a letter.
Tense
Tense Passive: A letter was being writicn by Rajitha.
Past Perfect Active: Rajitha had written a lettes.
Tense
Paszive: A letter had heen wnitten by Rajitha
Active: Fajitha will have writlen a lener,
Future Tense
Fassive! A Jetter  pwill have been written by Rajitha,
onditional Pctive: Rajitha L-'l:m]d write h letter.
“lause-1
AEELVE: A letter  pwould be written by Rajitha
onditional Active: Fajitha would have written g letter. J
lause-11 . . i
WPassive: A letter  jwould have been wntten by Rajitha i

Write the active/passive forms of the following sentences:

1. A lemer was heing written by Mahesh,

A,

2. Kumar is playing cricker
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3. The film will have been made by Kishan

4. She would have locked the door.

5. The teacher had completed that chapter,

Activily -4 { Pair Work) {Reading — Writing - Speaking)
You attended an interview with your friend. Work in pairs and speak about the

interview using active and passive voice. A clue i also given.

N o | was asked ten guestions by the board

Your Friend;

o
Friend:
Y o

Friend:

| ag | Commissionerate of Collegiate Education
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16. Reported Speech

Speech is of two types namely: Direct speech and the indirect speech. In fact, we use hoth of

them quite often in our mother tongue also. Direct speech refers to the actual words spoken by a
person. It is shown in quotations. The indirect speech, known as reporied speech is the reporied
version of the direct speech by one, other than the speaker. It is removed from the direct speech in
terms of space and ume. The indirect speech is not quoted, Further, we don’t see any guestions or
exclamations with the interjections in the indirect speech.
Pre. Activity
Read the following:
1. Ravi: Raju. Where are you going?
2. Raju: I am going lo college.
3. Raju to Srikant: Ravi asked me where I was going and [ replied him that I was

poing to college.

Sentence 1 shows conversation between Ravi and Raju. It is in the present temse. [i is quoted. It is
called Direct Speech.

Sentence 2 shows Raju's report to Srikant over what has happened, It is in the past tense. It is not
quoted. It is called Indirect Speech.

DIRECT SPEECH INDIRECT SPEECH
I. Live conversation between two Conversation is reporied after some time, It
persons, Usually quoted. has no guotations.

2. The verb in side quotations can be in The tense of the introductory verb runs

any lense. throughout the sentence

E.g. He said to Ramu, —I

govwent/shall go 1o movies E.g. He told Ramu that he went/had

ponefwonld go to movies

Tips for Transformation:
& Dhrect speech can be in the mood of a statementfrequest/order/questiond exclamation
# The mood of the speech part decides the introductory verb and Conjunction in the
indirect speech

# Tense changes, pronoun changes and space changes also occur in indirect speech
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Note:

1. If the reporting verb in the direct speech is in the present/future tense the iense in the reported
speech continues 10 be present.
2. Universal truths and proverbs also continue to be in the present in the reported speech
E.z. The iwacher says, —Water is essential for life.
Fhe teacher says that water is essential for life.

Activity: |
Observe the following examples and fill in the blanks with appropriate words:

Direct Speech Indirect speech { Reported Speech)
He savs. “1 am fine.” He says that he is fine.
He savs to me, “1 ke vou.” He tells me that he likes me.
Thrpl will say, “1 don't know anything | Gopal will say that he does not know
abowt 11" anything about it.
I. Raju says that he { like) mangoes.

2. Kiran tells Madhu that he {have/ see) in the market,

3. Rajesh says that his father { going) o Kolkata.

4, He will say that he icannobido) that.

5. We say that we — {will win) the match,

Activity-2

Observe the following examples and fill in the hlanks with appropriate words:

Direct Speech Indirect speech | Reported Speech)

Statements Said/told + that

She said to Ramu, “1 like movies.” She told Ramu that she liked movies.

1. Raju told me that he -=-—----—-—— {don ‘tVgo} to college the previons day.
2. Heera =aid that she {want) an application form.
3. You told me that (will/fcome )} to my house.
4. The tcacher said that | {cannot/get) good marks.
5. Sachin sad that he (will play) well in the next match,
_ Commisslonerate of Collegiate Education
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Acrivity -3 {Pair Waork) (Reading — Writing - Speaking)
Direct Speech Indirect speech [ Reported Speech)
Requests: Requested + Obj+to+V1
She said to Ramu, “Please get me a | She requested Ramo to get her a ticket.
licker.™
Orders: Ordered + Obj + to+V ]

[She said to Ramu “Get me 2 tickets.” [>0e ordered Ramu fo gef hier 2 hickets,

Eg. The boss said to the clerk, “Submit all the accounts today.”
The boss ordered the clerk to submit all the accounts that day.

1. Ravi said to his wife, “I am not going to office today.”
Ravi —-eeeeeae his wife —-—---- -hve was not going o office that day.

B

Ravi sand 1o hus wife, “Please get my shirt ironed.”
Ravj ——— - his wife ------——-———-his shirt ironed.

3. Ravi said to his wife, “Get my shint ironed.”

Ravi ——-—-—me his wife e his shift ironed.
4. Ravi saud to hes wife, “Will vou get my shirt ironed
;L e —— his wife -e----ghe would get his shirt ironed.
3. Ravi said 1o has wafe, “When will you get my shin ironed?”
Ravi e his wife ===es=ax--- she would get his shirt ironed.

Activity -4 { Pair Wark) (Reading — Writing - Speaking)
Questions: Asked + Ohbjswhether/wh word +Sub+helping
verb
She said to Ramu, “Will you bring the She asked Ramu whether he would bring the

lickets™™ tickets.

She said to Ramu, “When will you bring the | She asked Ramu when be would bring the
tickets ™" tickets,

1. He says to me, “Can you come to pick me up at 10:00 AM™
2. They azked him, “How iz vour father?™

3. Sujitha said to Pavan, *When are you planning for picmic?”
4. Kumar said 1o Mahesh, “Is this your best filmT”

3. Charan says to his Tather, “Where are you going?
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Acrtivity -5 {Reading — Writing - Speaking)

Identify whether the sentence is in Direct speech or Indirect Speech and convert them into the
other speech.

Fg. She said that he was a gentleman.
He said, “I am a pentleman.”

Vani told Gita that she was very busy,

The Commander ordered the soldiers 1o open fire at once.

The boy said to the teacher, “Please permil me to go oul.”
¢ “What a mice idea it is!" my friend said to me.

She gaid 1o him, “when will you visit me?™"

Activity -6 {CGiroup activity) {Reading = Writing - Speaking)
Head the conversation between Gopi and Sunil and write a briel report on the conversation
using indirect speech.

E.g. Bhishma: “Please teach the tricks of archery to my grand children.”

Drona: *It is an honour to me to teach archery to vour grand children.”

Ans. Bhishma requested Drona 1o teach archery to his grandchildren. Drona replied that ot was an
honour to him to teach archery 1o his (Bhishma’s) grand children.

Gopi : Religion should not be included in application forms

Sunil ; But how can the govt. know the data on religions.

Gopal : There are several ways of collecting the data

Sunil : This 1s one of those ways.

Gopal : But it makes students conscious of their religious identity.

Suml ;I don‘t think 30 because we all enjoy our identitics,

Gopal : If identity will develop into ego and creste a rift among students.
Suml : O God! How foolish you are!
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Activity: 7
Correct the following sentences.
E.g. He proved that be is right. (Was)

I. He said that he will ook into the mateer,

{ ]

She iold me that she saw me somewhere,
3. He says that it was not true.

The weacher said that the earth revolved round the sun.

g

My friend asked me that where | was goang.

6. Sita asked Raju when he would visit her house.

7. Gopi told o me that to leave for my native place.
% The quotation rewds that money made many things.
4. His boss grants him permission that he might go,
(), She promised him that she will marry him,
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17. Articles

Pre- Activity

There are two types of articles in English language: the definite article ithe) and the indefinite
article (a/an).

We usually use afan with a singular countable noun when mentioned for the first time.
We also take into account the initial sound of the adverb, adhective and noun.
Singular nouns with initial vowel sounds take “an’.

Singular nouns with initial consonant sounds take *a’

Use of a'an

He is wearing a suit and a e,
He is eating an apple,
They have a cal.

YYYY

We use the with:

# Rivers, mountain ranges, seas, oceans and geographic areas all use "the'
For example, “The Thames", "The Alps", "The Ailantic Ocean”, "The Middle East”,
= Unigue things have 'the’.
For example, "the sun", “the moon".
= Musical instruments use ‘the'.
"She plays the pianc.”
= Jobs use 'a'.
“I'm a teacher.”
Couniries

We don't use 'a’ if the country is singular. "He lives in England.” But if the country's name has
a "plural” meaning, we use 'the'. "The People's Republic of Ching”, “The Netherlands®, “The
United States of America”

# Continents, towns and streets don't have an article. "Africa”. "New
Yiouk”™. "Church Street”.

Theatres, cinemas and hotels have "the’. “The Odeon”, “The Imax”, “The Liberty”.
#  Abbreviations ke "the'.

“the UN", "the USA", "the IMF".

# We use "the' before classes of peaple
“the rich”, "the poor”, "the Britsh"

W

"_:'

Articles are nol used:

1.  Before the name of a person
Example: Tam a fan of Sachin Tendulkar, (not A ar The Sachin Tendulkar)

2. Before the name of a place, lown, country, street, or road. Example; Mumbai is a clean city.
(nod A or The Mumbai)
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3. Before names of materials
Example: The table is made of wood. (Not A or The wood)

4. Before abstract nouns used In a general sense. Example: Truth is beauty. (not a beauty or the
beauty)

5. Spme institutional buildings don't have an article if you visit them for the reason these buildings
exist. But if vou go to the building for another reason, you must use 'the’.

*Her husband is in prison.” (He's a prisoner. )
"She goes to the prison o see him once a month.”

"My son is in school." (He's a studenl.)
"I'm going 1o the school to see the head master.”

“She's in hospital at the moment,” (She's ill.)
“Her hushand goes to the hospital 1o see her every aftemnoon.”

6, Sports don't have an article.
"He plays football.”

7. Mnesses don't have an article.
"He's got appendicitis.”

But we say "a cold” and "a headache”
Acrivity-1:

Read the following passage from Mahatma Gandhis “My Experiments with Trueh™ and fill in the
blanks with correct articles wherever necessary:

| should clearly not attempt ... autobiography. Bult my purposc being 10 give .... account of
various practical applications of these principles, | have given ... Chapters [ propose o write ... title
of ... Siory af My Experiments with Truth. These will of course inclide expenments with..... .. naon-

violerice, celibacy and other principles of conduct believed to be distinct from ... truth. But for

me,...... truth is ...... sovereign principle, which includes numerous other principles. This truth is not
only ruthfulness in word, but truthfulness in thought also, and not only ....... relative truth of our
conception, but ...... Absolute Truth, ... Eternal Principle that is God. There arc innumerable

definitions of God, because His manifestations are innumerable, They overwhelm me with wonder and
awe and for a moment stun me. But [ worship ... ..... God as Truth only. I have not yet found Him, but

| am seeking afier Him. 1 am prepared to saenfice ... things dearest to me in pursuit of this guest
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Activity -2 { Pair Work) {Reading — Writing - Speaking)
Identify and correct the following sentences wherever necessary:

L. Isaw snake in park beside my house
Rajesh always tells the truth.

WP

Cianges is longest river in the India.

| came to the school to attend Maths class.

A Raju is good boy,

Sachin is great cricketer.

Though Government is working hard, poor cannot live like rich.
He is suffering from headache.

Shakespeare is Kalidasa of England.

by, S~ I O

10, Kiran plays the football very well.
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18. Adjectives

Adijectives are wards which modify or describe nouns — words such as tall gurls, vanilla cake,
green grass ctc, The adjective modifies a noun by one of several suffixes such as  -able, -ous, -er and -
est etc. Depending upon the quality the adjective modifies, the adjectives are divided into several
types.

Pre- Activity
Ohbserve the following sentences

1. Latha is a beautiful girl.
2. 1 ate some rice,
3. They ure honest people.

The words in ftalics describe people and things. They are called adjectives.
Types of Adjectives:
I Adjectives of quality describe the kind or quality of a person or thing.
E.g. Hyderabad is a large city.
Rajesh is an intelligent student.
2, Adjectives of quantity answer the question how much”

E.g. He lost all his wealth
| did not eat any ice cream

3. Adjectives of number answer the question how many?
E.g. There are mo mistakes in this note
Sunday is the first day of the week.
4. Demonstrative adjectives answer the question which?
E.g. That boy is hard working
These mangoes are ripe
5. Possessive Adjectives modify nouns by showing possession or ownership
E.g. my , your , his , her , its , our , their
(E.g. my dog. their party, your house)
6. Interrogative adjectives are used with nouns 1o ask guestions. The questions words what, which
and whose are called interrogative adjectives
E.g. Which way shall we go?
Whaose pen is this?
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Activity -1 (Pair Work) (Reading — Writing - Speaking)
Read the following passage from Somerset Maugham's Liza of Lambeth and underline the
adjectives:
It was the first Saturday afternoon in Angust: it had been broiling hot all day, with a cloudless sky,
and the sun had been beating down on the houses, so that the top rooms were like ovens: but now
with the approach of evening it was cooler, and everyone in Vere Street was out of doors.
Vere Street, Lambeth, is a short, straight street leading out of the Westminster Bridge Road: it has
forty houses on one side and forty houses on the other, and these eighty houses are very much more
like one another than ever peas are like peas, or young ladies like young ladies. They are newish,
three-storied buildings of dingy grey brick with slate roofs, and they are perfectly flat, without a
bow-window or even a projecting comice or window-sill to break the straighiness of the line from
one end of the street to the other

Activity -2 (Pair Work) (Reading — Writing - Speaking)

Use each of the following adjectives in a sentence.
Strong, polite, clever, dull, hard, gentle, happy, fast, sincere, blue, few, long, lazy, slow

Example: Her polite manners got her the job

Activity -3 {Pair Work) (Reading — Writing - Speaking)

Describe yourself using ren adiectives:
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19. Comparison of Adjectives

When we wanl [0 compare 1wo of more nouns using adjectives, we use the comparative and
superlative forms of the adjective. The Comparative Forms are used when we are companng Iwo
nouns and need 1o show which noun possesses the adjective or character in a greater of lesser amount,
when compared with the other. - bigger, sweeter, cleaner, etc. The superlative form is used when
three or more nours are being compared and we need to show that one or more of the nouns posse the
adjective or characteristic to the highest amount possible. We usually add ‘the’ before the superlative
form and ‘than’ afier the comparative forms. — ‘the biggest', “the sweetest’ and “bigger than’ and
‘sweeter than' etc..

Pre- Activity
Observe the changes in adjectives of the following sentences:

e Kumar is a clever boy.
s Ramana is cleverer than Kumar.
& Sanjay is the cleverest hoy in the class.

The Adjective:

% The Adjective modifies the noun.
E.g. Hari is intelligent.
This is a useful dictionary.
& Degrees of comparison determines the dogree of an adjective with the help of comparison.
4 The adjective has three degrees

e The positive degrec; e.g. young, beautiful, good ete.
o The comparative: .2 younger, more beautiful, betier eic.
e The superfative; e.2. youngest, most beautiful, best etc.

The three degrees of comparison of adjectives:

n. positive degree is indicated by the first form of the adjective: e.g. good, great and tall eic.
b. comparative degree is used 1o ComMpare (WO Persons, places, or things: e.g. better, greater and
taller cic.

. superlarive degree is used to compare three or more persons, places or things: e.g. the best, the
greatest and the tallest eic.

Observe the following table to find how comparison is made;

POSLIIVE DEGREE COMPARATIVE DEGREE SLUPERLATIVE DEGREE
Gogal is ot so (gll ws Rajae | Rajo is faller than Gopal._ Nil

Yery few/many other Haja is taller than most other boys, | Raga is ome of the fallest boyvs
by are ws L] as Raje.

Mo other boy it S0 Huja Wuﬂur iy, Raja is the jallest boy.
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Positive Comparative Superlative
Goaod better Best
little less Least
Bad worse Worst
Much/many more Mot
Far Farther/further Farthest/furthest
old elder/older eldest/oldest
Activity -1 { Pair Work ) {Reading — Writing - Speaking)

Identify the degree of the following sentences and write in the space provided:

Eg. Sita is wiser than Gita
1. Thit room is more spacious than that
2. lam not 5o tall as you.

3. This is the most interesting case.

(Comp. Degree)

4. Akbar is one of the most powerful Mughal kings. | }

5. Noother student is 50 brilliant as Suresh,

Activity - 2
Follow the same steps as for activity 1.

Fill in the blank choosing the right word supplied in brackets:

Tom ig — e reeae thian John [olderfelder]
PR | | ——— girls than boys here. [less/fewer)
X Thigh v — tree in the forest. [oldest/eldest]
4. Which is the <~--—— .. of the three sisters [wisesi/wiser|
5. Honour is

to wealth. [preferable/ more preferable]
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Activity -3 (Group Work) (Reading — Writing - Speaking)

Eg. The Nile is the longest river in the world. [Sup. Degree]
The Nile is longer than any other river in the world. [Comp. Degree]
Ne other river in the world is so long as the Nile [Pos. Degree|

Change the following sentences into other possible degrees using the table above.
I, Very few students in this class are as intelligent as Gopal.

A:

2. Shakespeare is the greatest dramatist in English.

A

3. Lead is heavier than iron,

4. The Tajmahal is more wonderful than many other monuments in the world.
A
Sita is taller than any other girl.

Some fruits are not sweeter than an apple.

5.
A
6.
A
7-  Gitanjali is one of the most poetic of all Tagore's works.
A
8. Kalidusa is the most popular Sanskrit dramatist,

|5||

9.

Copper is more useful than any other metal.
Al
10, Kolkata is further than Mumbai.

Az
Activity = 4

Correct the following sentences, if necessary:

|. Sarala is wiser than anybody in our office.
. Milk is preferable to fish.
3. Somu is tallest of the two brothers.

It
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. There are less tables than chairs.
- Han is duller of the two boys,

- This is the most largest room in our college.

4
5

6

1. The car is much more cheaper than the track.

8. Rajesh is the most unique person | have ever met.
L

Lakshmi is one of the most intelligent girls in the class.
10). This is a more perfect example.
11. The climaie of Hyderabad is better than Guntur,
12, She is the tallest of the two sisters,
13, The Hindu is more popular than any newspaper.
14. This book is better.
L3. The plays of Shakespeare are more interesting than Shaw

Points to Remember:

. The positive degree usually tukes as + positive +ax/ 50 + positive + s,

2. The comparative degree is usually followed by than.

3. The superlative degree is usually preceded by the,

4. Superlative is not possible when twofless than two nouns are involved.
5.

Avoid deubling of comparatives or superlatives. E.g. more taller, most tallest
*  Words like junior, senior, anterior, posterior, inferior, superior, elder are followed by ‘to*
and not by “than®

Words expressing absolutes, like zero, perfect, square do not have/take any degrees,
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20, Prepositions

Prepositions are words (on, in, to) that usually occur in front of nouns or noun equivalenis. They
are preceded by a noun, an adjcctive or a verb, Even advanced learners of English find prepositions
difficult due 1o mother tongue influence. One preposition in our native language might have several
translations depending on the situation. There are very few rules as to when o use which preposition.

The oaly way to learn prepositions is looking them up in a dictionary and wide reading of English.
Pre- Activity

Ohserve the bolded words in the following passage.

Last vear | went fo Kolkatta by train with my uncle on a holiday trip. We staried ar T:30 im the
morning. We reached there around 800 PM. We waited for our brother near the hotel. He was
expected from New Delhi. He arrived only after 10000 PM.

Let's recall:

% The bolded words above are prepositions.
< A preposition occurs usually before a noun or noun equivalent.
% Tt gives information about time, place, cause, purpose, direction etc.

A preposition shows relationship of a noun with another noun, verb or adjective,

Eg:  She isangry with me. (With Adjective)
1 agree with you. (With Verh)
He has a great love for English. (With Noun)

Frequently used Prepositions:

on, in. at, for, by, with, to, since, for, before, after, across, along, berween, from, of,
off, till, below, under, above, beside, besides etc,

some Phrasal Prepositions:

according to, because of, in case of, with reference to, in favour of, in from of, in accordance with, on
behalf of, in addition to, in spite of, with regard to, by means of, for the sake of, out of, due w, owing
to, instead of elc,

1. Use of important Prepositions:
Om:

|. The book is on the tbie. (On the wp of)
7. Let's meet on Monday. (Before days of the week)
3. We got independence on 15™ of August. (Before dates)
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4. We wear new clothes on Diwali, (Before festivals)
5. She watched the movie on the TV { Also before Radio and Telephone)
6. He is on duty. (Involved)

Fish live in water {inside)

We started early in the morning (part of day)
You look fine in a san {clothes)

He was bom jn 1962 (vears)

Rains come in June | month]

It will snow here in winter. [Season)|

R

Al

She is waiting at the main gate. (near)

Meet me at 8:00 AM. {(exact time)

Don‘t disturb us. We are a1 work. (busy with)
Wild animals hunt at night. {night and noon)
Don’t ook at me like that. (in the direction of)
Good at, clever at, aim at etc.

He lives at Kadiyvam. (Villages and specific areas)

T8, P ol Y ek

He is the son of a farmer, (belonging to)
. He died of cancer. (reason)

[oal =

From:

L. It 15 two kilo meters from office 1o home. (place)
2. The office is open from 7:00 AM., (time)
By — with:

L. He was killed by a hunter with an arrow (by-agent, with-instrument)
2. He lives by the river. (beside)
3. Complete the work by 15™ of this month, (not fater than)

Between - Among:

l. There are no differences between you and me. iclear number)
1. Vijayawada lies between Guntur, Elura and Gudivada. (clear number)
3. 'There were differences among the soldiers, (vague number)

Beside - Besides:

|, She sat beside me. (by the side of)
2. Thave a evele besides a scooter. (in addition 10)
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Since - for:

1. He has been limping since the sccident. (with exact ime/incident)
2. Lhave been waiting here for the last two hours. (period of tme)

Along - across:

1. People siood along the road to welcome the CM. (direction-vertical)
2. People stood across the road 1o stop the CM, {direction-horizontal )

2 Use of some Phrasal Prepositions:

Because of; (reason)

E.g.: The game was suspended becanse of heavy ramn.

In accordance with: (according o)

E.g.: He performs his duties in accordonce with the service rules,

On behalf of: (in the place of sb/sth)

E.g: | extend a warm welcome to you all on behalf of the institution.

In addition to: (extra}

E.g: In addition to routing duties the senior teacher is acting as the Principal.

Contrary lo: {against)
E.z: His statements are condrary fo his actions.

3 Prepositions following Nouns, Verbs and Adjectives:
Prepositions following Nouns:
E.g. Love for, descent from, dislike of, want of, atiention 1o, key to, access 10, pity for,
reputation for, acquaintance with , relationship with ,
Prepositions following Verbs:
E.e Ask for, beg for, escape from. suffer from, aim at, smile at, revel in, Emerge from, draw
from, jump ai, laugh at, consist of. apply to,
Prepositions following Ad jectives:
E.g anxious about, curious about, eager for, eligible for, famous for, [ for,
Somry for, absent from, keen on, awane of, capable of, accustomed to,

4, Same word taking two prepositions:

E.g.  Agree o something Die of cancer Look at someons
Agree with somebody Die with injuries Look for someone
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Activity -1 {Pair Wark) {Reading - Writing - Speaking)

Fill in the blanks with appropriate preposition from the options given in brackets:

Il.Thisisacheque _ Rs. 5000. (offfor)

2.1 wrote a quick note ___ pencil. {withfin}

3. She goes home her own car. (infby)

4. She has been wailing _ i week, (sinceffor)
S.0vis Tpm ___ my watch. (infby)

6. He has a strong passion (ofifor)

7.1 prefer fish _____ chicken. (than/io)

R. I always sit my close frend Ravi, (beside/besides)

9. She always boasts her wealth. {offabout)

L. She is senior mie. {tovthan)
Activigy -2 { Pair Work) {Reading — Writing - Speaking)

Fill in the blanks with prepositions that can follow the verbs in bolded form:

I. 1 belong Rajamundiy.

2. Heleft ___ London last week.

3. Mumbai is famous __ textile industry,

4. Hisfatherisknown _ me.

3. Heisgood _ English

6. She is tred hard work.

7. The Police Inspector is looking  the murder case,
B. lamsure __ vour success.

9. Let's congratulate him his success,

10. Wepray _ pod every day.

Activity -3 {Pair Wark) {Reading — Writing - Speaking)

Discuss with your partner and fill in the blanks with appropriate phrasal preposition from the list
provided:

L. _ Poverty he came out successfully.
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2. wour letter dated 15" September [ have the following to say.
3. Hewenttotown _ buy new clothes,
4. The maich has been cancelled heavy rain.
5. ~ the staff and the Principal, 1 offer my vote of thanks.
6. curiosity [ opened the box and searched inside.
7. He is fighting with the government the poor people.
8. The college remains closed tomorrow Driwali.
{€n behalf of, on account of, with reference to, for the sake nf,
out af, in spite of, owWing io, in order fo)
Activity -4 {Group Work) {Reading — Writing - Speaking)

Identify the error in the following sentences and correct it:

Eg.: This is called as Penodic Tuble.
Answer:  This is called Penodic Table.

1. The boys (apentered into (b} my room without asking for permission (c). No error (d).
7. We discussed seriously {a) about (b)/ the recent trends in films (c). No error id)

3. He (a)/ has (b¥ no house to live (c)/. No error (d)

4. We did not listen (a¥ what the teacher was saying (b)Y because of the mise ouside the class mom

{c). No ermor (d)

5. Uncle won't agree (a)f with (b)/ my suggestion (c). No error {d)

6. These chairs (a) are made (b)Y with wood and steel (). No error (d)

7. 1am not happy (a) on (b) what is going around me (c)/. No error ()
8. I have been paying (a)/ income tax (b)/ since ten years (c)/. No error (d)

0. There are (a)f many differences of opinion (bfamong wife and husband (c)/. No error (d)

1. ‘The old man (a) was killed (b) with a highway man by a daggeric).  No eror (d).
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21. Use of Conjunctions
in Simple, Compound and Complex Sentences

Conjunctions are also known as linking devices. It is a common phenomenon in all languages.
Conjunctions join two words, phrases, clauses or two sentences, We use an appropriate conjuncrion
matching the relationship between the two parts. There are one word conjunctions and at times two
words conjunctions. Sometimes the entire conjunction is used at one place and at other times, it is used
at two different places. Conjunctions are three types. They are coordinating  Conjunctions,
subordinating conjunctions, and correlative conjunctions. Depending upon the nature of the

conjunctions, we use them in simple, compound and complex sentences.

Rcad the following sentences and find out the differences:
l. Ramu went to station.
2. Ramu went to station and boarded a train.
3. Ramu, who went to station, boarded a train,

* The first sentence has only one subject and one verb. | Ramu, wenr)

* The second semience is a combination of two sentences (Iwo verhs-went & Porarcled)
connected by and  (Coordinating conjunction )

* The third sentence has two parts — one with complote meaning (Ramu boarded a train} and ome
with incomplele meaning (who wenl o station), The part with complete meaning is catled the
main or independent elause and the part with incomplete meaning is called the dependent or
sub-clause.

GRAMMAR HELP

According to the clause structure, sentences can be divided into four kinds - Simple, Compound, and
Complex.

Don't get worried to know about these, If you are able o concentrate, you will be able 1o understand
and use them in your speech. We need to use both simple and long sentences in our speech and writing.

A simple sentence, (also called an independent clause) contains a subject and a verb, and it
expresses a complete thought.
E.g.: L.The cow gives milk.
2. A dog barked.
3. He built a house

A compound sentence contains two independent clauses joined by a coordinator.
The coordinators are as follows: for, and, mor, but, or, ver, so, “and. both ... and, not only----- fruir
also, either ... or, neither ... nor, as well as, but, wherever, nevertheless, ete.. )

E.g.: l'tried to speak English, and my friend tried 1o speak Hindi,
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A gomplex sentepce has an independent clause joined by one or more dependent clanses. A
complex sentence always has a subordinator such as because, since, after, although, even though,
though, as if. or when or a relative pronoun such as thar, who, or which.

E.g. You can use itif vou like.
| was absent because I mizged the bus.
{Some other subordinating conjunctions: whose, wham, why, where, when, whenever, wherever, a5,

while. tillluntil, before, after, a5 soon as, since, as long a5, now that, 50 that, if, unless, etc.)

Activity -1z
Waork in pairs and find out whether the following sentences are Simple, Compound or Complex:

. Owing 1o dronght, the crop failed.

. He took bribe and he was dismissed.

To avoid arrest, the thief ran away.

We woke up when the day dawned.

. Asthe wind is favorable, the ship set sail.

. The sage took pity on the mouse s0 he changed it into a catl.
In spite of being ill. he continued to work,

As we dre planning 1o leave the village, we shall sefl the land.
). Although he is lazy, he ran well.

1. By his pleasing manners, he won the love of all.

_-.l:.‘-'_n £k B

e

Activiry -2 {Grroup Wark) (Reading = Writing - Speaking)
Underline the conjunction and state whether the sentence is Compound/Complex.

|. Keep quict or you will be taken o task.

2 Unless you work hard you will not get the reward.
3, He is poor, but happy.

4, The beggar is not only blind but also deaf,

5. As she is my wife, I love her so much,

Activiry -3 { Pair Wark) { Reading — Writing - Speaking)
Convert the following sentences into simple sentences

You must not be late or you will be punished.

He is rich, yet he is not happy.

We must work or we must Siarve.

He not only robbed the old man, but also killed him.
The piper advanced and the children followed.

= ek b —
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Activity -4 { Pair Waork) (Reading — Writing - Speaking)

Fill in the blanks with suitable conjunctions from the list given below:
(Neither-nor, either-or, but, both-and, otherwise, because)

l. He looks afool a2 mad man.
2. You must pay electricity bills in time you will have power no more:
3. You should tell the truth ___ keep quiet.
4. Heis________ o scientist a philosopher.
5. He ran well he could not catch the train
Activity -5 { Pair Work ) {Keading — Writing - Speaking)

Combine the following sentences choosing appropriaic conjunction from the list given ander:
{Who, which, that, when, since, where, if, though, unless, whether, where — as)
1. The boy was caught. He had siolen the watch.
2. It may rain. Then the match will be cancelled.
3. You must work hard. Otherwise you won't pass.
4. This is an old fort. This was built by Akbar,
5. This is Raju’s house. The theft had occurred here.

Activity -6 {Group Work) (Reading — Writing - Speaking)

Correct the following sentences if necessary, and mark the part of the sentence (a, b, ¢, d) where
the error lies, if there is no error mark it (e)
L. Although (a)f Madhu was successiul in his job (b but he failed miserably (¢)V in personal life
(d) . No error (e)
2. While lying in the park (a)/ a scorpion bit (b)him suddenly (cMand slipped off (dW.No error (e)
3. No sooner had the teacher (a)¥ entered the class by when (c)f the students stood up (d)V.
Mo error (¢}
4. In addition 1o (a)/ being poverty (b)/ he was cunning (el and dishonest (d¥. No error fed
I asked him (a)/ who he was (b where was be from (¢ fand why he came (dy, Noermorie)
6. As this beautiful lady beside me (a)/ is my better half (b} so | love her (chutmost in the world dy/,
Mo error (e)
7. Hardly did he (a)! hear the knock on the door (b} than he began {¢)fo shiver all over like g
piece of dry leaf (d)}. No error (¢}
8. Either his wife in the house (aV nor the children from outside {b) should have broken (cWihe
window pan yesterday (d). Mo error (e)
9. When she opened the door (a)then she was shocked (b)Y to find a stranger insider (d W,
MNo error {e)
1. Searcely had shedla] come out of the housef[b] than a car cames|c] o pick her up[d] to the
railway station/. No error ()
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22. Vowel Sounds

Pre- Acrivity

Read the following words, observe the sounds of the italicized letters:

heach, busy, degd, plait, aunt, heart, wool, bird, sav, beat, brown

Now observe the sounds of the above words as represented in their phonetic transcription:
il Mz, ided! , pl et Jamt, tha ot | e 1, fba dl, fsen ), foau U brau n/

Let's Recall

English Vowel Alphabet: a.e. i o, u

Vowel Sounds produced by these letters: 24

English letters are not English sounds

1. There is no one-to-one corespondence between the letier and the sound.
2. The Englishvowel sounds are more in number than the vowel letters,

3. So it is easy to represent these different sounds by using Intemational Phonetic Alphaber [IPA]

VOWELS DIPTHONGS
A lhit, sit ar ffive, eve
Cup. lucl-r. 1
arm,
a I e heat ar  naw, put
father

® |cat, black v ot reck €1 Isa_:.;., gight

e | met, bed 2 eall, four ail Fﬂ home
away,

a v jput, could oy, join
cinema

3 | turn, learn u:  lue, food e pwhere, air

W near here

ua | poor, four




Activity - 1 (PAIR WORK)

Listening, writing and speaking. (TPS)
Twao alternate words of similar sound are given in the following sentence. Use the appropriate
word of the two:

Raju wants to boyw'buy a car.

Sita cuts/cats vegetables.

Mohan |eaves/lives in Vizag,

The children are plying /plaving in the park.
The servant cleans the floor/flour.

2 et

i S

Activity — 11

Read the following sentences and identify the short vowel sounds, long vowel sounds and
diphthongs in the underlined words and write it in the brackets:

Eg:  Rajadhani express trains run at very high speed. {long)
I.  Istrongly believe that India will win the world cup. ( ]
2. Everyday | would tik:m watch English news on the TV | )
3. Students should read English News Paper every day. { ]

4. Wake up every day at five in the moming. [ )
5. Slow and steady wins the race l )

Activigy — 111

Identify and hist out the short and long vowels in vour Mother tongue and compare with the Vowel
sounds of English:

Activity - 1V

Refer to a dictionary and observe the pronunciation of these words:

1. father 2 doctor 3. Upon 4.magician 5. make

. old 7.bat 8.captain 9. field 1 0. audience




23, Consonant Sounds

The study of sounds is important in any language and more so in English. English has only 26
character where as it has 44 sounds. As such, one to one relationship is not possible between the letter
and the sound as in the case of Telugu or Hindi, One letter is made to carry more than one sound,
Further, the erratic history of English spelling adds to this confusion. As foreign leamers we sometimes
do not know how to pronounce a certain spelling - hence the need for the study of sounds. Each sound
s represented by a symbol. The chart thus prepared is known as IPA or International Phonetic
Alphabet. It consists of Vowels, Consonants and Diphthongs.

Pre- Activity
Fun poem about English pronunciation:

| take it you already know
Of tough and bough and cough and
Dough’? (Others may stumble, but not you
O hiccough, thorough, slough, and through
Well don't! And now you wish, perbaps,
To learn of less familiar traps Beware of
heard, a dreadful waord
That looks like beard but sounds like bird. And dead:
it's said like bed, not bead.
For goodness sake don't call it deed! Watch out for
meat and great and threat
{They rhyme with suite and straight and deht)
A moth is not 4 moth as in mother
Nor both as in bother, nor broth as in brother,
And here 15 not a mateh for there,
Mor dear and fear, for bear and pear
And then there's dose and rose and lose-- Just look
them up--and goose and choose and cork and work
and card and ward And font and front and word and
sword And do and go, then thwart and cart, Come,
come! 've hardly made o stant
A dreadful Language? Why man alive! 1 learned to
talk it when | was five. And et to write it, the more |
tried: 1 hadn't leared it at fifty-five.

From -http/www etmi.org, il farsede funposm. him
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Let’s Recall:

# "There are 21 consonant letters in the written alphabet (B, C, D, F, G, H, J, K, L, M, N, P, Q, R,
S, TV, WX, Y, Z), and there are 24 consonant sounds in most English accents. . . . Because of

the crratic history of English spelling, there is no neat one-to-one correlation between letters
and seunds.”

{David Crystal, The Cambridie Encyclopedia of the English Longaurge, Cambridge University Press, 2003)

#  Let's ohserve the consonant sounds of [PA

Consonants

P pen /pen/ § SO0 /sau/

b bad /bad/ Z 20O Jzus/

t tea i/ I shoe /Ju:y/

d did dwd/ 3 vision /'vizn/
k cat Skaot/ h hat /hast/
g got /got/ m man /maen/
tf chain /tfem/ n no /mau/
d3 jam /dsem/ p sing /sm/

f fall /fl/ 1 leg /leg/

v van /van/ r red Sred/

@ thin /6m/ j wves /jes/

8 this /Ois/ W wet /wet/

# "In a phonetic description, we distinguish vowels from consonants in terms of how they are
articulated in the vocal tract, and the associated patterns of acoustic energy.”

(David Crystal, How Language Works, Overlook Press, 2006)

# The consonants are grouped in the following manner:

Friction Consonants ; /T,/'v/,0/,/& /sl Jei 17 03/
Stop Consenants: /p/ /b A /dd kgl dy, id3r
Nasal Consonants: /m/,/n/,/n/

Lateral Consonants: /I

Gliding Consonants: /j/ fw/ Jrf

S g

ACTIVITY I
Pronounce the following words loudly in pairs and underline the consonant sounds:

chain, feel, calf, sting, erack, good, bread, your, bell, plan, tooth, wife, van,
jam, tram, buze, pleasure, whose, nose, young, move, prompt, fresh, jumped.



ACTIVITY 2

(Group Work)
Write the consonant sounds which vou have in yoar mother tongue and mention how many
sounds are missing in English or in your mother tongue:

ACTIVITY 3 {Pair Werk)

Read onf the forgtie PWisfers

Sea Shells by the Sea Shore
She sells sea shells by the seashore.

The shells she sells are surely scashells.
S if she sells shells on the seashore,
I'm sure she sells seashore shells.

Peter Piper
Piper picked a peck of pickled peppers.
'Did Peter Piper pick a peck of pickled peppers?

If Peter Piper picked a peck of pickled peppers, where's
The peck of pickled peppers Peter Piper picked?

Activity 4: Think Pair and share
Pronounce the following words and write down the aspirated sounds.
Aspiration: Short period after the explosion of ok when air leaves the mouth without vaice

g0, know, paper, find, call, please, book. tractor, show, see. think, zine, develop, tuck, these, play,
nation, sofs, numb, treasure, hail, shoot, dim, friend, cook, breeze.

Aetivity 3 (Group work)

Pronounce and learn the difference between the sounds in the following words:

Feel - peel
shoot - suit
Chin - sin
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Activity 6

pleagure — pressure harm - amm
Vain - Wane found - pound
Hiss - his rce - rise

Listen to your teacher and fill in the blanks with appropriate words from the brackets; {observe
how sounds help in identifying words and differentiating meaning)

L. | am weanng a -===sseeceee- {Lose/loose) shirt

| {Vein‘wane} attempt.

3. She dropped @ ------ e { Wail'veil) on her face,

4. He loves reading the == - (Plays/place) of Shakespears.

3. Rajubought 8 ——eeeeenee S (Rice’rise ) bag.




24. Neutralization of Accent

With the expansion of the global market place. a new branch of leaming English has come up.
This is called Aceent Neutralization. The main purpose of accent neutralization is to help proficient
English speakers speak with a more North American or British accent. The main cause of this trend
towards accent neatralization is the demand created by outsourcing.

Outsourcing is the transfer of components or large segments of an organization's intermnal
mfrastructure. staff, processes or applications 1 an external resource. The trend is towards outsourcing
io countries where this work can be done at lower cost 0 the company. Accent newtralization comes
into play when the workers speak to North Americans who have difficulties understanding their
accents, OF course, the English spoken is excellent. The problem that arises 15 that many customers
have difficulties understanding accents other than their own: hence accent neutralization becomes

important for customer satisfaction,

There are huge number of apportunities in the field of BPO, Call Centers of Multinational
Companies and Corporate Companies. In the wake of outsourcing, a good communicating employee 15
of great demand. What the youngsters are expected is to change their speech patterns a litle vo av to
it 1o the clients' meeds, good variation af pitch, rwthm and infonation in their voice and some
imtelligible English.

India is a multi-lingual country. There is diversity with regard to language they speak. The
younger generations have to leam English not merely as a language but as a language that could
produce more opportunities in the job market. Hence they are supposed to:

a. Be more confident and effective,

b. Be more fluent and communicative,

¢. Engage in extensive conversations, telephone calls,

d. Enhance their inter personal skills for more professional opportunitics,

¢. Change their regional aceents to increase job opportunities.

How to speak with neutral accent?

e Develop good listening skills:
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o Frequently listen to language spoken by native speakers and repeat them,

o Record some conversations, news bulleting, movies and listen 10 them over and over
again so that you could be in touch with them. After a few listening sessions, fry fo
repeat the same. Watch movies; listen to musie, audio clips, news and presentations,

* Control your rate of speech to get the comect intonation and rhythm of language: Don't be
neither too fast nor too slow. Be moderate in vour speech rate.
e Lise vour dictionary:

o Familarize yoursclf with the phonetic sounds (symbals) used for different words in
the dictionary and look up the correct pronunciation. This method helps in
neutralizing your accent tremendously.

o Make a list of commonly used words that are difficult to pronounce. Get the carrect
pronunciation of these words from the dictionary and practice until you get it into
your mmd,

Record your own voice and listen 1o it again for pronunciation mistakes.

Work on how to pronounce the sounds. Mostly sounds play vital role for aceent variation.
Practice stress both at word level and sentence level, Be aware of vour intonation,

Practice the language sincerely. Get a likeminded partner and work in pairs. Don’t hesitate
to use English before anybaody.

* Try imitating news readers:

o We learn more by imitation than anything else. In most news channels we find
regular readers of news who appear every day. Hence it is advisable to pick up one
such, and imitate him/her.

o Believe that only by developing receptive skills such as listening and reading, we
can produce speech or writing.

®  Try learning those sounds which are not there in your mother longue.

o Say for example vowel sounds like /&, /a/, /32, Practice them with perfection.
Similarly don’t use the long form of the vowel sound e/, because it is not there in
Enghish, Adopt iis alternative /er/. Leamn the differences between diphthongs like:
fau/, fer’ and fau/, fan/ and put them to proper use.

o Agan, practice how the suffix “-er”, “-re” or “-or” is proncunced in words like
“teacher, doctor, mere ete”.

o See how “-mn" is pronounced in words like “column, damn etc™,

o Practice how “pe'kn/wr” is pronounced in words like “psychology, psalm, knock,
know, write, wrong" etc.

o Leamn how the following letters are pronounced;
= “b" in words like "doubt’, ‘tomb’, *bomb’
= “ch" in words like *chemistry’, ‘champagne.’ ‘chandelier’. ‘church’
= %" and “w™ in words like *van', ‘woman®

= "h”in words like *rough’, ‘cough’, "enough”
“th"™ in words like “thief”, ‘though’




Consult your English teacher with regard to the mtricacies in pronunciation of words.

A Neutral English: It means an English language which can be used uniformly m any country
across the world. This does not mean that it has greater merit than any English dlect spoken
cither in Britain or any country. It is also a dialect, but one withow any regionalivms, I s,
however, the dialect that is used by trained speakers for public ssage. The way we speak English
regionally is part of our personal identity. It is something that should be used in our everyday
speech, However, when we are speaking or performing in a public forum, neutral English should
be used, so as o erase regional barmers and communicate effectively with the most people.
— {Adopted from Kathryn La Boufi- author of ‘Singing and Communicating English ]

‘A CCA (Call Center Associate) would have to be a good listener and cultivate a neutral accent’

The stress now is on a neutral accent that can be understood globally.

Vaice and accent training: The objective of voice and accent traiming is to improve the specch
and diction of the students and help them develop a 'global. neutral accent’. A neuwiral sccent 1s
important, as we would be interacting with a global customer base, A heavy regional accent may hinder
comprefension. Neutral accent” is the diction devoid of mother tongue influence. It i a primary
requirement. Having neutral accent allows an employee the flexibality of swatching from an American
client to a British one and vice-versa, Accent neutralization means achicving an accent that 15 ‘noutral’
and therefore understandable to a global audience. ..



25. Change of Speech Patterns

Accent changes from language to language, place to place and from person to person. Nommally it
15 the accent that creates difficulties in understanding communication. People with strong accent are

nomally asked to repeat themselves, So, one must be able 10 message clearly, effectively and with
confidence.

For clanity and effectiveness we are supposed to be in touch with reasonably good grammar (for
crror free English), vocabulary, basic sentence structures and their formation ete. To build up
confidence we need to be practicing role plays, participating in group discussions. conversations,
debates, seminars, workshops, mock interviews and JAMs, With regard to pronunciation, the speech
pattemns that affect accent are:

|. Pronunciation of sounds,
. Use of stress (both for words and sentences),
3. Use of intonation and rhythim,

fd

Pronunciation is one area that the younger generations should certainly be good. It is neither the
British accent nor the American sccent that they have to be thorough with. The Indian students have to
develop some reasonably good pronunciation skills.

(Refer to Listening and speaking Part 2 for exercises; Hour — 47 for theory and hour 48 for
practice from text. Use the CD for exercises)




_ Stwdent’s Book (Communicalinn Skills}

VOICE-BASED EFFICIENCY

26. Making Polite Requests

Read the following dialogues in pairs and practice them:

A Excuse me sir, could you please give me your pen for a moment?
. B : Iamreally sorry. It doesn’t write well.
A @ Ok, it"sall right. (Turning to another man) sir, coukd | have your pen for a
while please?

C Sure. Here it 1s.

A Very kind of you sir, thank yoa,

C Please don't mention it.

Customer : Excuse me. | am not sble to take out any money. Can you check the
ATM machine?

Atendant  :©  Sure. could you just step aside? Let me take o look at it

Customer @ Plenase come.

Attendant ¢ oh! It seems to be alright. Can you insert your card and ry again?

Customer : Ok. Lat me try. There it goes in. It has accepted my card this time.
Thank vou.

Atendant @ You are welcome.

Useful phrases:
Excuse me, could you please....... (Mention the favor)

e.g.: Conld you please hold my glasses for a while?
Would you mind (doing)...... ?

e.g.: Would you mind shutting the window? It's raining.
Would you please ...... id

e.g.: Would you please allow us m?
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27. Asking for and giving Permissions

Read the following dinlogues in pairs and practice then:

A : Excuse me, sir, would you pleasc openthe | A Cipod moming.
door for me? B : Good morning. What can [ do for
B Whynot? I"s a pleasure you!
A1 Very kind of you. Thank you really. Itis A 1 Can | use the reading room?
very hot today, B : Cenainly.
B : True. Can | take some water from your A - Thank you. I would like 1o refer 1o
bexttle? the encyclopedia. Could | do thar
A @ Sure. Can | have the magazine For a while? now?
B : No lam sorry. Lhaven't finished reading | B © 1 am afraid you can't. The refersnce
i, You can get it as soon as | have finished section is not for the students,
it. A o Isit? Ok, no problem. Thank you.

A : Oh, thank you,

Useful phrases for asking for permission:

Excuse me, could/can1 ... s
e.g.: Could | keep my luggage here?
Can | bring my son also to the party?
Would it be possible for yvouto ...7
e.2.! Would it be possible for you to type these letters by 2 o'clock in the night?
Do wouw mind .......7
e.g.. Do you mind answering this puzzle?

Useful phrases for giving permission: Yes/of course
I have no problem.
By all means/sure/certainly/
Why not? / go ahead/
No problem/with pleasure etc

Useful phrases for refusing permission: Sorry, it's not possible.
| can't say/No, you may not/
| can’tthis is just impossible etc
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Es.ﬁffﬁing, Accepting or Denying H_é']-p

Read the following dialoguer in pairs and praciice ther:

| —— . S

A I's very cold tonight, A ¢ Good moming. Can | help you?
B : Indecd. Shall | shut the windows? B : Do you issue traveler’ s cheques here?
A : That would be nice. A ¢ Yes. We do. Would you like to buy
B : Why don't you wear a sweater _ some?
A : Oh, | have forgotten 1o bring mine. In | B © Yes, please.
fact 1 did not really expect it to be so A Please fill in one of these forms and
cold. give it to me. Would you like me to fill

it for you?
B : Please, if you don’t mind. See, I lorgot
my glasses al home. 1 need assistance.

B : I can give you one if you don't mind, |
have one more in my suitcase,

A : That's very kind of you. " NO petbl ie he f :
« | i) % ¥ [} 0
B : How about a cup of coffee now? i raiE A rm
A ¢ No. 1 am sorry. Thank you for the offer B : Thank you; berit s,
Uselul phrases for offering help:

May | help you? / Would you like me to help you? /
What can | do for vou? Eic

Useful phrases to accept an offer:

I am glad. . /you are most kind. ... fthat is very kind of you...f
Thank you 0 much.fvery nice of you.../l am really thankful if you .... Eic.

Useful phrases to say ‘no’ to offer:
Thank vou very much for your kindness, but. ...

I am soery....f
Please don't trouble yourself.. /fno please. .. /no thanks.
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29. Asking for and Giving Directions

Read the following dialogues in pairs and practice them:

M : Could you tell me how to prepare a

P Would you please show me the way o cup of tea?

post office? N : Whynot? It is 0 simple. Take a bowl
Q : Which post office? of water. Put it on the stove and boil
P : The main post office. for ten minutes.
P : Now you are in Railpet mainroad. Go | M : Then?

straight like this, and take the fistleft | N : When water is boiling add three or

lane. You see the main post office. tour spoons full of tea powder, Allow
P : Thank you sir. it 1o boil for some more time.
Q : Welcome. M What next?

N Add milk in it and sugar also
sufficiently, Add some crushed ginger
or cardamom for flavor, Remove the
bowl from the stove and filter the tea.
You have your tea ready,

M ;I8 it so simple?

N : Yes

Useful phrases for asking directions:

How do I get o7

What is the best way o .......7
Could you tell me...7

How do [ find .... ?

Will you please guide me to ....7
Would you please tell me where..,.?
Can you show me ...7

Could you show me .....7 /

How faris .......7

Useful phrases for glving instructions:
Go straight.... £ rn back. ..
Take your left.. ... / take the first road. . ./
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Take a few steps forward. ../
Regin instructions with action verbs like putkeep/add/pour/repeatboil/cook/allow. .. elc
Read the following passage for recipe of mango juice. Give instructions:
”]_I,r._'llﬂl' wans to beat the heal in summer vy pome cenrd ﬂru“gn_.l'ﬂ'l'{'ﬂ. Tiis .'|'I'..H':I'||'J'J1-E'. Eisy o meke, el
refreshing’
The following are ingredients:
Ong large can of mango pulp.
(rre tea-spovmn of powde red cardamaom or CINRaMon.

Half a cup of powdered sugar Warer,

s these action verds amd wrile fnsirictions.

Ij“l"ﬂfj-——._-d.l--r----——-——--—----—-I-l.l 8 B o e i i o D D B o e o o
T e i
RN = ciiciresssriimnsinnan s B

P"r"r_----.--._.gg B e e oo e e e R B I N ] e i - 5 e O e et e 2 L T R

l'_ﬁr”-'v.-. L ————————eeee TV RS S L LSS P EE DTS Sttt et et L DL St
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Read the following dialogues in paivs and practise them:

30. Extending Invitations

A

=l =l

: have two bekets for the charity show.

Would you like to join me?

;. Where is it?

¢ At the Town hall.

. At what time?

. Half past six this evening.

: 1'wish I could, but we have a party at
Geetha's residency till seven. Thanks a
lot for inviting me.

: It's ok. Go ahead.

¢ We thought we would spend the

cvemng atl the Paradise,
| am also ready. Could | know what
we are goang to do there?

i Why not? We will play Table Tennis

ar the cellar. We may have cards too.
Then at 9@ we have dinner.

: I'won't say no. | will be with you in ten

minutes.

Useful phrases for inviting:

Could | now invite..,.?

I would like 1o invite Mr. ....
May I now call upon Sri...

I am glad to invite Hon'ble. .. ...
Would I now invite.....
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31. Expressing Sympathy

Read the following dialogues in pairs and praciice them:

X : Hello! Rahim. How did you fare in the M : Good moming. Suresh. How are you?
exams? M : Fine. Thank you. How are you?

Y + Ithought I had done well. M had some misfortune recently. | lost my

X : Has anything gone wrong? Job. The company fired several people

Y : This morning | came to know that T have including me.
got only a second class. | was expectinga | N : That's terrible. But a man of your talent
first class. should find another job very soon,

X : Hard luck. But don't lose heart. You can | M : lam trying for something.
miake it up next tme. N : Thope you will succeed

Y : | hope so. M : Thank you.

Useful phrases:

1 am sorry/l am sorry 1o learn that...
It's really painful. ..

| am deeply upset.....

I could understand how vou feel.. .,
You have my deepest sympathy...
My heart goes with you.., ¢lc

I hope that things will go better soon.

When | heard it | could not believe my ears. 1 am really sorry for you.
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32. Agreeing and Disagreeing
Positive Agreement Negative Agreement/disagrecment
A | think we need more time o work onit. [A : Tdon’t have enough money wo spend on it
B You are right. B : Neither do I have.
A 1 Today the weather is too hot. What do A : The teacher is quite dissatisfied with you.
you say? B : Why? I have done nothing,
B : Yes Itis really hot A : Your home work has too many errors,
B : Mo. | have tuken my brother’s help.
A Drinking is a very bad habit,
B @ Itoo think so. It is injurious to health. A © Feel responsible towards this project.
A Cerainly, Many people get their liver B : Why should [ alone?
badly affected with excess drinking. A ¢ You are the team leader.
B : 5o what? Every one of you is also equally
responsible.
Useful phrases for Agreement:
- | agreefso do Ume oo

agree completely (with what you say).

- That's just’exactly what | think/believe,
- In my opinion, you are right fcorrect/that is right.

That’s my opinion, too,
- | couldn't agree more,
- There's no doubt about it.
- Absoluiely correct.
- Tam also of the same opinion

Useful phrases polite disagreemeni:

- I'm not sure | can agree with what you say about. .

don't think so
respect your opinion, but I think. ..

understand what you're saying bul...

- You could be nght, but...

But [ thought..
can’t totally disagree with you, but, ...

Note: for describing qualities of persens we use adjectives, The following are some useful adiectives:

friendly | helpful coOperative Dynamic Bold cheerful civil
clever | courageous | encouraging Lovable handsome | hard working | pleasant
simple | rich broad minded | Sentimental | Sincere generous simple
polie loving positive minded | kind heaned | Dedicated | ever smiling | nice
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33. Making Complaints

Read the following diglogues in pairs ond practise them:

Costomer: Excuse me, 1 am
sorry Lo say this. No one
seems o attend on table
number 16,

Manager: I am really somy.
I will send =omeone there at
once. Sorry for the
INCONVEnIEnce.

Oifficer: | am sorry
to sav like this. but
you seem to make
too many spelling
mstakes in the
letters.

Typist: | am really
sorry sir, 1 shall be

Chairman: well, gentleman, 1
am not at all satisfied with the
wiay vou handled the dispute.
Executive: But sir, we tried our
best to convince the complainant.
Chairman: That just won't do.
You should have taken union
leaders into confidence. Why

Customer: Thank you more careful didn’t you try that?
Please send one S0, hereafter. Executive: We did sir. but they
Officer: You ought | were not ready for talks,
] Lo be. | Chairman: Do something wise,

Useful phrases for making complaints:

I am sorry to say like this, bot ...,

| think you might have forgotien to...

It is a pity. 1 did not expect it from you....
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READING SKILLS

34. Synonyms

Synonyms are different words with identical or at least similar meanings. Synonyms are not mutually
replaceable. They carry shades of meaning. A standard dictionary with usage alone can guide us
regarding the correct usage of different synonyms. Given below is a list of eynonyms. Go through

them carefully;

LIST OF SYNONYMS

Niuns:

1.  Anxiety - worry, trouble, uneasiness 1. Assenl - agreement, consent, concord
3. Aversion- hatred, dislike, unwillingness 4. Ability—capability, capacity, talent
5. Adversary- opponent, enemy, rivil 6. Agent—Instrument, deputy, assisiani
7. Aim - determination. intension, goal B. Anger, fury, rage. wrath

9. Behavior- conduct. manners. demeanor 10. Disaster-misfortune, calamity

11. Discourse- speech, conversaiion, talk 12. Danger- peril. nisk. loss

1. Doubi-uncerainty, dilemma, stalemate 14, Effort-attempt, struggle. endeavor
15. [Esteem - estimate, value, respect 16. Evidence- witness, proof

I7.  Education- learning, training, schooling 18, End- result, goal

19. Enthusiasm- zeal, eagemess, curiosity 20, Fear- anxiety, dread, horror, awe
21, Fame-glory, reputation, popularity 22. Grief - sorrow, woe, pain

21, Habit - custom, practice, usage 24. Harmony- concord, agreement

25. Happiness-delight, joy, gladness 26. Harm- injury, hurt, damage

27.  Help- aid, assistance, guidance 28. Honesty- purity, integrity

29,  Imposter- cheat, rogue, knave 30. Insolvent ~ debtor defaulter

31, Invasion- raid, intrusion, attasck 32, Judgment- verdict, decree, doom
33,  Justice- Fairplay, judgment, verdict M. Knowledge- leaming, wisdom

33, Liberty - freedom, independence, privilege 35, Mercy- pity, compassion, kindness
36.  Memory - remembrance, recollection AT Modesty- meekness, humility

38. Pardon- forgiveness, mercy, kindness 39, Poverty- penury, lack, need

1. Patience- wlerance, endurance, perseverance 41. Pride - arrogance, conceit

42.  Pretence- affectation, show, pose 43. Quarrel- dispute. conflict, fewd

44.  Progress- improvement, development 45. Rule- authority, law, principle

46. Selection- choice, option, clection 47. Subsidy- help, suppor, assistance
48. Shelter- cover, refuge, asylum 49. Thrift- saving, economy

30, Unlity-benefit, usefulness, service 51. Villain- rogue, miscreant,

31 Vice- offence, evil, wickedness 33, Vinue- honesty, sincerity, truth
3. Wisdom- insight, perception, glimpse 33. Worship- adoration, reverence

36, Wrong- mistake, injustice, error 57. Zest- Mavor, enjoyment,

58 Zeal - enthusiasm, energy, force
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Accurale — exact, true, precise
Benevolent — generous, charitable
Bright — shining, cheerful, radiant
Busy - active, industrious, diligent
Candid - impartial, straight, frank
Conspicuous — famous, remarkable
Calm - peaceful, quiet, serene
Dangerous ~ perilous, adveniurous
Deliberate — cautious, intentional
Eager - alert, brisk, anxious
Eternal — interminable, everlasting
Famous — eminent, glorious
Formidable — frightful, terrible
Generous — gracious, covelous
(Giood - right, useful, purposeful
Haughty — overbearing, proud
Impetuous — violent, vehernent
Important - significant, striking
Irregular — disorderly. haphazard
Lazy - inactive. idle, indolent

Last - final, wrminal, close
Liberal - generous, charitable
Melodious — sweet, musical
Mischievous — harmful, damaging
Mad - insane, senseless

Many - several, numerous, plenty
Necessary — needed, unavoidable

Mew — novel, fresh, strange

Exercise for Practice:

Write adjective forms af the flowing words and find out their meanings at home:
l. Doubt 2, Honesty
1. Patience 4. Progress
5. Mercy f. Enthusiasm
7. Wisdom 8. Poverty
9. Help [0, Thrifty
Adjectives:

1. Abundant — plentiful, exuberant, rich Z,
3. Beautiful — charming, fair, handsome 4.
5. Bold - daring, courageous, immodest, brave 6,
7. Bad — mean unfair, wicked ! 8.
9. Capncious — variable, shifting, wavering 1.
11, Clever— able, talented, intelligent 12
13. Cordial ~ warm, friendly, agreeable 14,
15. Correct - exact, precise, right 16,
17. Difficult — laborious, hard 18,
19, Dark — dim, gloomy, dull 20.
21. Enormous - gigantic, huge, vast 22
23. Extravagant — excessive, lavish, wild 24,
25, Firm - steadfast, constant, strong 26,
27. Frugal - thrifty, economical, sparing 28.
20. Glad - cheerful, happy, gay H.
31. Great - large, big, wide 32,
33. Honesi — faithful, truthful, sincere 4,
35, Impudent - bold, daring, audacious 3.
37. Innocent — pure, spotless, chaste 38,
39, Kind - sympathetic, merciful, charitable 40,
41. Laudable - commendable, praiseworthy 42,
43, Learned - scholarly, intelligent, wise L]
45, Malevolent — malignant, spiteful, malicious 46
47. Monotonous — boring, dull, uniform 4%
49, Monstrous — abnormal, fearful, horrible 5,
51. Majestic — grand, dignified, top 52,
53. Mysterious — unknown, sirange 54,
55. Natural - normal, eriginal, spontaneous 56,
57. Nice - subtle, obedient, dutiful 58.

Dhscare = lowly, dark, indistinct
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59, Obstinate — headstrong, arrogant, rash 60.  Old - aged, ripe, ancient

61. Open - plain, free, frank 62. Polite - civil, refined, elegant

63. Prudent - cautious, thoughtful, judicious 64. Palatable - tasty, delicious

65. Passive — inactive, lazy, lethargic 6. Perfect — entire, comect, right

67, Permanent - constant, lasting, unchanging 68. Pleasani- happy, joyTul, agreeable
69, Popular — familiar, famous, notable 0. Quick - prompt, ready, swift

71. Rude - rough, violent, impolite 72.  Royal — unigue, majestic

3. Rational — reasonable, sensible, practical 74, Reliable - dependable, trustworthy
73. Rapid — hurried, fast, swift 6. Real - true, genuine

1. Rigid - suff, firm, strict T8. Regular - systematic, symmetrical
19, Responsible — answerahle, dependable B0,  Safe — unharmed, secure

81. Scanty - shon, meager, insufficicent B2. Severe — harsh, rigorous, strict
B3. Skillful - wlented, clever, adroi B4.  Sluggish — inent, idle, torpid

85. Small - puny, tiny, trivial 86. Smooth - easy, polished

B7. Spacious - ample, abundant, large 88. Sullen - ill-tempered, surly

#9. Sacred - consecrated, holy, solemn 90.  Sick — ill, unwell, ailing

91. Silent — reticent, still 92. Sincere — frank, clear, open

93. Slow - dull, uninteresting, monotonous 94,  Strong - healthy, sound

95, Stupid — dull, idiotie, foolish %6.  Suitable - fit, right, proper

97. Temporary - brief, fleeting, provisional 98, Thankful - grateful, agrecable

99, Timid - cowandly, bashful, shy 1M}, True - loval, faithful, honest

101. Tactful — considerate, skillful. diplomatic 1,2, Triumphant — victorious, successful
103, Uncivil - impolite, rude, rash 104, Unhappy - sad, forlom, sormowful
105, Usual - customary, habitoal, traditional 106, Vacant — blank, empty. unoccupied
107. ¥Valid — sound. reasonable, good 108. Virtuous — blameless. meritorious
109, Voracious — greedy, ravenous, insatiable 110, Weak — dim, faint, feeble, frail
111. Welcome - agreeable, pleasing, happy 112. Wet - moist, damp

113. Wicked — bad, vicious, villainous

Exercises for practice;

Write noun forms of the following words and find out their meanings:

I, Vahd 2. Silent . e

3. Responsible 4. Melodious

5. Kind Se— ; &, Vacant

7. Difficule B.Sacred __

Y, Innocent e _ 10, Accurate .
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VERBS:

1 Abandon - leave, forsake, resign 2.
3. Abbreviate - reduce, shorten, condense 4,
5. Abolish —annul, destroy, eradicate 5.
& Accomplish — achieve, execute, perform 7.
E.  Allure — entice. attract, ensnare, entrap e,
10.  Appease — pacify, soothe, assuage 11.
12, Acguire — obtain, secure, procure 13.
14, Choose - select. opt. prefer, pick 15.
16, Clean — purify, wash, urge 17.
|%. Decrease — abate, lessen, diminish 19,
19, Differ - disagree, vary, contradict 2L.
22.  Emancipate — free, deliver, liberate 23,
24. Endure — suffer, bear, continue 25.
6.  Eradicate - root out, end, abolish 27,
2% Fight —contest, brawl, feud 29,
). Furmish — provide, supply, equip 3l
12, Hate — dislike, detest, abhor, loathe .
34,  lmpair - lessen, decrease, reduce 35.
6. Like - love, long, desire 3.
38, Mitigate - calm, soothe, quieten 39,
40,  Omit — neglect, overlook, drop 41.
42,  Adom - embellish, decorate, garmish 43,
44, Confuse — perples, bewilder, baffle 45,
46, Elucidate — explain, illustrate, comment 47,
48. Forhid - repulse, repel 49,

50. Meditate — raminate, think. reflect, muse, ponder,

51. Repose —rest, ease, relax 52.

Abate — diminish, decline, reduce
Abhor - defest, loath, hate, abominate
Abstain - cease, refrain, desist
Accuse — question, censure, repnmand
Amend — better, improve, comect
Absorb = assimilate, consume, digest
Attack — charge, assault, invade
Confuse - mix, disorder, disarrange
Decide — determine, resolve, conclude
Deny — refuse, contradict, negate
Elevate — raise, promote, exhilarate
Encroach - intrude, trespass, invade
Entertain — cheer, treal, amuse
Exaggerate — amplify, magnify,
Forbid — prohibit, ban, debar

Hinder - delay, impede, prevent,
Imitate — copy. follow, counterfeit
Irritate — vex, worry, trouble. annoy
Listen — hear, perceive, grusp

Megale — contradict, oppose

Object — criticize, oppose, obstruct
Banish — exile, expatriate,

Deceive - betray, defude, dupe, cheal
Fomeni- excite, stimulate

Investigate — ex plore, examine, enguire
contemplate. consider, cogitate
Resurrect — regenerate, taise, revive,

53.  Retain - hold, grab, reserve, restore, replace, reestablish, reinstate

1o
1

54.  Resign — relinguish, surrender, quit
§6.  Scatter — dizperse, diffuse, strew

Ruin — destroy, wreck, undo, collapse
Shiver — shudder, shake, quiver

58, Torment — torture, harass, persecute, vex, oppress, afflict, tyrannize, tantalize

59, Tread — crush, trample, override 6.

61.  Vanish — disappear, evanesce

Exercise for practice:

Tremor — vibrate, pulsate, palpitate,

Write the noun forms of the following words and find out their meanings:

Irritate ;

2. Confuse

1. .

3. Abolish 4, Absarb ;

5. Moediuate f. Resign ;

7. Emancipate 8. Decide . }
9. Abbreviate 10. Deny
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10.
13,
16,
19.

e

Antain
Simple
Reward

Muaster
Ciral

Cdain
Ultimate

in

2. Lament
5. Buy

B Connect __

1. Modern
I4. Begin

| 7. Sharp
). Elabarate

3. Follow

6. Dangerous

9. Mighty
I2-Damp
15, Stupid

18, Jealous

Commissionerate of Collegiate Education



Sinrleni’s Boak (Commumication Skills)

35, Antonyms

Antonyms are words that have opposite (or nearly opposite) meanings. Given below is a list of

antonymes. Go through them carefully:

MNoumns:

Attack (offence) x defense
Amval x departure

Affluence x poverty
Acceptance x rejection, refusal
Admiration X condemnation
Activily & passivity

Adversily X prosperity
Ahsence X presence

Ascent x descent

Altraction x repalsion
Armament x disarmament
Aceessible x insccessible
Body x soul

Beauty x ugliness

Barbarism x civilization
Brutality ¥ humanity
Beginning x end

Confidence x diffidence, distrust
Credit x discredit. debit
Creation x destruction
Classicism X romanticism
Confession x denial

Cause x effect

Dwarl x giant

Death x birth, life

Diligence x idleness, indolence
Danger x safety

Destruction x construction
Economy x extravagance, prodigality
Ease x difficulty

Exterior x interior

Elevation x depression
Enthusiasm x indifference
Egoism % altruism

Freedom {Liberiy) x bondage {Slavery)

Ability x inability, Incompetencs
Ancestor x descendant

Accord x discord, disagrecment
Arrangement x disamangement
Acquittal x conviction

Acquisition x loss

Assent x dissent

Arstocracy X democracy

Analysis x synthesis

Associntion § disassociation
Absurdity x reasonablengss, rationality
Belief x doubt

Bravery x timidity, cowardice
Botom x Lop, summit

Boon x bane, curse

Bliss x misery

Cheerfulness x dejection, gloom
Concord x discord

Course x timidity

Care x negligence

Consent X dissem

Complication x simplification
Delay x hurry. haste

Darkness x light

Delight x depression, sorrow, displeasure
Deficil x surplus
Despair x hope
IMstress & comforn
Entrance ¥ exil
Examiner X examinec
Enmity x friendship
Ebb x flow

Enemy (foe) x friend
Front « rear
Frankness x reservedness
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Fact x fiction, fancy
Favor x frown

Fuilure x success, victory
Foreigner x native

Gain x loss

Guest x host

Heroine x vamp

Haste x leisure, delay
lgnorance x knowledge
Imagination x reality
Landlord x tenant

Lad x lass

Malice x good will
Mistress x maid

Might x day

Obligation x ¢claim
Pleasure x pain
Punishment x rewand
Profit & loss

Prudence x recklessness
Poveny x affluence, nchness
Petulance x amiability
Propulsion a repression
Patriotism X cosmopolitanism
Faradize x hell

Persist x relinguish
Reliel x aggravation
Ruler x muled, subject
Smile x frown

S4int X sinner

Sin X virue

Sympathy x antipathy
Theory x practice

Time x eternity

Use x sbuse, disuse, misuse
Volunteer x conscript
Want x abundance
Wisdom x folly

Word x deed

Zeal x mdifference

Futility x utility

Faith x doubq

Folly x wisdom

Growth x decline, decay
Grratitude x thanklessness
Glory x shame

Hero x villaan

Heaven x earth, hell
msufficiency x plentitude
Joy x sorrow. sadness
Love x hatred

Lemience X severity
Melancholy x gaiety
Melody x cacophony
MNegate xoaccept

Onginal x copy. duplicate
Plenty x scarcity

Peace x war

Permission x prohibition
Philanthropist x misanthropist
Prospect x retrospect

Pros (prospects) x Cons (consequences )
Prodigality x parsimony
Pride x humility, politeness
Passion x coolness

Retreat x advance

Roar x whisper

Recovery 1 loss

Storm x calm

Safety 1 danger

Solid x liguid

Silence x noise

Tragedy x comedy

Umion x Division, disunion
VICe X virfue

Whaole x pan

Work x idleness, rest
Warmth x coolness

Yield x resistance

Fest x dislike
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Find out the adjective forms of the following words and fill in the blanks:

1. Diligence e 2. Brutality

3. lgnorance ’ 4. Wisdom

5. Sympathy ; 6. Tragedy

7. Zeal ; f, Sainl |
0. Profit - 10. Silence -
Adjectives:

Absenl X present

All x nonie

Anterior x posterior
Authentic X spurious
Aristocratic x democratic
Ancient £ modermn

Ample x meager, scanty
Awkward x graceful
Accustomed x unusual
Barren x ferntile

Bold (brave) x cowardly, timid
Benevolent x makevolent
Blustering x humble, gentke
Bright x dull

Bare x noble

Cheap x dear

Coarse x fine

Conceited x modest. sincere
Conservative ¥ traditional
Complex x simple
Civilized x savage
Compassionate x merciless
Cooked x raw

Cordial x cold, frigid
Clothed x naked

Comic X tragic, SeTious
Common x rare

Dead & alive

Domestic x wild, tamed
Dynamic x static

Diligent x lazy

Drangerous x secure, safe
Dubiowus £ certain

Active X passive

Artificial x natural

Absurd x rational

Alert x inert, absentminded
Affirmative X negative
Alftroctive x repulsive
Amopant x humble
Abstract x concrete
Absolate x limited, relative
Bimer x sweel

Broad x narmow

Brutal x humane, kind
Blunt x sharp

Beneficial x injurious
Boisterous x quiet, calm
Clever x stupid

Cool x warm

Chnistian x pagan

Cheerful x gloomy, depressed
Cruel x kind, gentle
Cautious x reckless
Centrifugal x centripetil
Chasie x impure

Conceive x diffuse

Callous x soft, tender
Celebrated x obscure
Convex x concave

Deep x shallow

Docile 1 stubborn
Diffident x confident
Different x similar
Dexlerous x unskilled, awkward
Extravagant x economical
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Expeditious x dhlatory

Exotic x indigenous, native
Extemnal x internal

Energetic x enervated, weak
Explicit x implicit

Fresh x stale

Friendly x hostile

Firm x unsteady, infirm
Fickle x constamnt, firm, steadfast
Flexible x rigid, stiff

Fanciful x practical

Fictitious x genuing, true, spurious
Fabulous x actual

Guilty x innocent

General x panticular
Hereditary x acquired
Humble x proud, arrogant
Immaculate x solid, sported
Junior x senior

Jocund x cheerless

Latest x carliest

Languid x energetic, vigorous
Liberal x orthodox

Many ¥ few

Morbid x healthy

Material x spiritual

Mighty x weak

Obstinate x yielding, submissive
Ominous X auspicious
Optional x compulsory
Ornamental (decorative) ¥ simple
Pure x adulterated

Precious x cheap, worthless
Pompous x simple

Cuixotic (foolish) x realistic
Rash x balanced. cantions
Rapid x slow, tardy

Severe x mild

Sprightly x dull

Secret x public, open
Stationary x moving

Early x late

Exoteric ¥ esoteric

Earthly x heavenly, celestial
Exceptional x onrdinary

Fair x unfur, foul

Final x preliminary, initial
Far x near

Fine x coarse

Fat x thin, slim

Familiar x strange

Ferocious x mild, gentle
Frank x reserved

Famous x obscure, notorious
Gireat X petty, common, ordinary
Generous x stingy, mean
Hollow x solid

[ndolent x diligent, inactive
Invariable x flucteating

Joint x separate

Literal x figurative

Loose x tight

Latent x apparent

Mad x sane

Miserly x generous
Masculine x feminine
Miraculous x simple, ordinary
Nice % nasty

Oral x wnitten

Oscillating x steady. firm
Oidd x even

Chpagque x transparent
Progressive x refrogressive, regressive
Plain x complex, showy
Pathetic x jovous

Secular x religious
Romantic x prosa
Ruthless x humane

Sensible x callous

Sublime x ridiculows

Sober x excited. drunk
Sweel x bitter, sour
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Strict & lenient

Straight x crooked, curved
Tame x wild

Transient x lasting, permanent
Tedious x lively, interesting
Tractable x refractory

Violent x gentle

Vivacious x idle, languid
Vindictive (revengeful) x forgiving
Vigilant x careless

Woeful x cheerful

Wild x civilized

Sacred x profanc. unholy
Superior x inferior
Thnity x extravagant
Tainted x pure

Tranguil x agitated, noisy
Temporal (worldly) x spimtual
Voluntary x compulsory
Vain x modest

Vulgar x refined

Vital x immaterial
Winsoime X unatiractive

Find out the noun forms of the following words and fill in the blanks:

1. Violence
2. Hereditury
5. Fickle .
7. Liberal
9. Violent
Verhs:

Abhor x  like, favour

Acquit X convict, condemn
Assemble x  disperse

Accuse x defend

Advance x  retreal, return
Allow x  forbid

Alleviate x  aggravate
Bomow x  lend

Compure x  contrast

Confess x  deny

Choose x  reject

Converge x  diverge
Consolidate  x weaken, fragment
Defame x  prase
Emancipate x enslave
Exoneraie x  implicaic
Elevale x  degrade, depress
Entrance x  closure

Fail % pass, succeed
Follow X lead

{Grant X reject

2. Severg
4. Superior
6, Generpus __
K, Sweet
10 Gailty

Accept (Adopt) X reject, refuse

Agree x differ

Affirm x deny

Admire x condemn, dislike
Appreciate %  depreciate
Accumulate X scafter

Beautify X disfigure

Bless X Curse

Conceal (hide) x  reveal
Contract (compress) X expand

Collect x  dispose, distribute
Censure X priise

Diminish X increase, enhance
Expedite % impede, slow
Enrich x impovensh
Enjoy % suffer

Exualt % lament

Enemy x friend

Fatigue x refresh

Ciather A scatter

Help % hinder

Commissionerate of Collegiate Education



Student’s Book (Communicition Skills)

Hur £  heal Hit X miss
Hide x  seek Haruss x comfort, assist
Heaven x  hell, earth Hamper x allow
Insert & excerpt Inhent x bequeath
Inhale x cxhale [lluminate x darken
Join X separate Laugh X weep
Lessen x  enlarge, increase Make X mar
Magnify x redoce Open x close, shut
Oppose  x  vield Perceive X avoid
Persuade 1  dissuade Precede x succeed
Rejoice x lament Rectify x falsify
Relieve % join Rerreat x forward
Relish x  dislike Repress X encourage
Hise % fall, set Resolve % hesitme
Record x  obliterage Resist X submit, vield
Sink i foat Solidify x ligquefy
Strengthen x  weaken Thrive x  decline
Teach x leam Worry x comfor
Wake X sleep
Find out the noun forms of the following words and fill in the Blanks:

1. Strengthen 2. Muminate ___
2. Magnily 4. Dppose ;
5. Fail 6. Compare =
7. Advance 8. Defame
9. Perceive s 1. Agree
Lind out the antonyms of the following words:

|. Miser 2. Death 3. Zenith

4. Valediction 5. Attend 6. Sinner _

7. Royal 8. Biner 9. Confirm

10, Generosity | 1. Marriage 12 Several
13, Permit __ 14. Kind 15 Narrow ____
16. Refined 17. Steep 18. Moist
1%. Foolish 20. Body 21. Poveny

2. Love __ 23. Queer 24. Strength

25. Timid 26, Uscless 27. Mother

28. Amival 29. Truth 30, Dim

31, Opaque _ 32. Ruin 33 Junior __

34, Beaux A5, Prevent 36, Handsome

37. Forget 38, Winner 39 Holy __

4. Resist
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0.

21

o
22

23
24,
25,
20,
217,
28.
29,
30,
3l

32

3

4.
33,
6.
3.

38,

36. Idiomatic Expressions

Omee in a blue moon: a very rare event
Tor mind one’s own business: to attend to one 's own without interfering with others work
In the mick of ume: exactlyv ar the right fime
To blow one’s own rumpet: fa Sing one’'s own praisey
A boli from the blue: a sudden shock
To make a mess of: 1o get mita difficulty
In cold Mood: mercilessiy
To break the ice: o break silence or to start conversarion
Bread and butter; livelihood
Ta come off with flving colors: to do something successfully
Tao beat about the bush: fo be nor o the point or to say something rownd about
A bird's eve view; general view
A cock and bull story: a false story
To pay somebody in his own coin: fe give a tit for fal or io avenge
To hit the bull's eye: to fut the karge! exactly
At one’s beck and call: to be under one s control
To cry over spilt milk: fo regret in vain or uselessiy
o be under & cloud: re be in froable
To call o spade a spade: o speak the rruh
To make both ends meet: 1o live within one's income
Hale and hearty: in perfect healdh
To bring somebody to his knees: fo defear
Tack of all trades: ore who can twrn his hand to any job, but is not expert in any
A landslide victory: a success even bevond expectation
To lose one’s Tace: o bereme humiliared
A lion's share: a major part af
Lame excuse:; bateless exciise
Apple of discord: & cawse of envy or discord
Arm chair theory: an impracticable theory
All and sundry: every body
ABC: the first things of a subject/matter
Acud test: crinical examimnarion
Add fuel to fire; te increasefurther the anger
Much ado about nothing: fo create fuss withoul cause or reason
o take girs: foe become proud
Onge for all: finally
Apple of the eve: something very dear
With open arms: wirth hearty welcome
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39
40}
41.

T,
1.
72,
3.
74,

-

(=8
i,
77.
.
74,

AL stone’s throw: very near

At the eleventh hour: ar the very last moment
To loge one's head: 1o love calmmess of mind
To lose hean: o become discowraged

A lame duck: an inefficient man

To kiss the rod; to sulwnit o purishment

To have a keen eve: ro have sharp vision or insight
Heart and soul: with complete devarion

Inns and outs: the wheole details of any matier

To leave no stone unturned: fo do one’s bestfio make all possible efforts

To hope against the hope: ro comiinue to hope when there iy ne sufficient reason

To hold one's head high: 1o bear eneself prowdly
With a grain of salt: with reservation or doabs
To take for granted: to presuppose as certainly trie
Hand and glove: very intimare
Tao live in fool's paradise: to be happy on false hopes
To bite the dust: o die
To go to dogs: 1o be ruined
To deliver the goods: 1o wark perfectly
To fall in line: to form a guene
To go out of hand: re miss our
To cut a soury figure: 1o fail miserably
To chew the cud: o ruminatedto call up ro REToTY
To put an end; 1o close something
To catch red handed: 1o catch while doing a wrong thing
To chalk ou a program: to prepare a plan of action
To burn one’s fingers: fo come 10 a loss
To turn from bad to worse: 1o decline
Stumbling block: a hurdle
A ST in @ tea cup; an wnimportant issie
To lend an arm: 1o he willing to help
Yellow journalism: a bad propaganda through media
Paint of view: apinion
To give warm reception: to extend a hearty welcome
To be in a tight comer: te be involved a critical ixsue
To hold one’s tongue: to mind one’s lanpuape
To go with the tide: ta folleow the situation
Time and tide: call for immediate acrion
A thorm in one’s flesh: a serious problem
To skim the cream off: 1o extract the exsence
MNeatl and tidy: very clean
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BED, Gentleman of the old school: g conservarive or arthodax muan
Bl Sheep that have no Shepherd: people without a leader
82, To spin the yam: fo inven? false siories

33, To rub shoulders with: ro have close relarion with

84, To rule the roost: fo act as a manager of things

85. To reap the fruits of: fo enjoy the resuli

R, To make a mess of: 1o spoil

R7. To throw lLight: o explain

B8, Man of letters: a scholar

89, By hook or by crook: by any possibie method

) Hall mark: main characteristic featire

01, Ghastly incident: a horrible fncident

92, To get out of hands: fo go our of contral

93. Hard nut to crack: difficudr issue 1o solve

UL Round the clock: always

95 Cake walk: an easy and simple task

06, Bosom friend: a very close friend

97 From cradle to grave: from birth 1o death

O Between the devil and the deep sea; between two extreme dangers
99, Make amends: recrify

| 0 In high spirits: enthusiastic
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PN B R -

10},
11.

12

13,

14

15.
1.
)3
1%,
19
20).

2]

i |

L =1

23.
24,
25
20,
27,
28,
29,
30.
3,
32,
33,
KL
35.
36,
7.
38

37. One Word Substitutes

A person who looks at the bright side of life

A person who loves mankind

A person believes in the existence of god

A person who sclls flowers

A person who compiles dictionaries

A person who studies the evolution of mankind
A person who is new 10 any profession

A person who runs away from law/justice

A person who acts against religion

A person whao 15 over enthusiastic about religions matters -
A person appoinied to settle disputes between two partics :

A person who collects stamps as a hobhy

A person who knows several languages well

A person who speaks many languages

A person who hates womankind

A person who hates marriage

A person who loves others selflessly

A person who lends money at unfairly high interest
A person who is unable to repay his debis

A persom who does not take any alcoholic drinks

A person who believes in fate

A person who loves and collects books

A person who sleep walks

A person who talks during sleep

A person who treats pain and pleasure alike

A person who enjoys himself in flining with women
A person who works for the welfare of women

A person who can use hisfher both hands equally well

Optimist
Philanthropist
Theist

Florist
Lexicographer
Anthropologist
Movice
Fugitive
Heretic (use “an
Fanatic/bi got
Arbitrator
Philatelist
Linguist
Polyglot
Misogynist
Misogamist
Altruist

Lisurer
Insolvent/Bankrupt
Teetoraller

Fatalis
Bibliophile
Somnambulist
Somniloguist
Stoic

Philanderer
Feminist

Ambidex irous

" before it)

A person who comes 1o live permanently in a foreign country: Immigrant
A person who is excessively fond of eating and drinking Epn:ure

A person who drives a motor car of others

A person who 15 womanish in his habits

A person who believes in sexual pleasures

A specialist in dealing with diseases of children
a speciahst in dealing with diseases of heart

A specialist in dealing with diseases of kidney
A specialist in dealing with discases of women
A specialist in dealing with diseases of mind

Chauffeur
Effeminate
Hedonist
Pediatrician
Cardiologist
Nephrologist
Gynaecologist
Psychiatrist

Commissionerate of Collegiate Education



19,
40,
41.
42.
43.
44,
45,
46,
47.
4.

67,
.
69,
0.
71.

72,
B,

T4,
15.

T6

T7.
TE.
19.
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A specialist in dealing with diseases of bones and muscles

A specialist in dealing with the birth of children
Oie whao lives on animal flegh
Omne who lives on plant food

Uine who takes food of both animals and plants
The art of elegant speech and writing

A home for the mentally unsound and disabled
A home for the old people

A specch made without any preparation

Onhopaedist
Obstetriciun
Carnivorous
Herbivorous
Omnivorous
Rhetoric
Agylum
Infirmary
Extempore

A thing/magazine kept in the memory of a person or evenl: Souvenir

A book that contains information on various subjects
Last performance of an artist before death
A pledee given by a prisoner for temporary release

. A general vote of the public to decide a quesnon

The commaon apinion of the public taken on an issue
A place where dead bodies are kept
A medical examination conducted for dead bodies
An exact copy of handwriting or printing
A place where the govemment recerds are kept
A place where ammunition {weapons) 1s kept

:  Encyclopedia

Swan - song
Parple
Referenduim
Conscnsus
Mortuary
Post mortem
Facsimile
Archives
Arsenal

An aceount published in news paper about the funeral of th: dead: Obitwary

Words inscribed in the memory of dead man on his tomb

A remedy for all diseases

An imaginary land with perfect social order
A person who offers service selflessly
Holding office without any remuneration

An office with high salary but without work
A person who goes on foot

A person who writes in beautiful handwriting
The study of language

The study of the origin of words

The study of sound and sound systems

The study of the meaning of words

The study of ancient wntings

The study of coins

The act of killing of a race of people (extermination )
The act of killing oneself

The act of killing of mother

The act of killing of one person by the other
The act of killing of the King

The act of killing of brother

Epitaph
Panacea
Ltopia
Volunieer
Honorary
Sinecure
Pedestrian
Calligrapher
Philology
Etymology
Phonetics
Semaniics
Palaeography
Numismatics
Genocide
Suicide
Matricide
Homicide
Regicide
Frairicide
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8,
Bl
2.
B3,
LES
85,
Kf,
£7.
B,
9.
L,
B1.
02,

ERILKES

1. A belicf that arises from excessive self-importance

The form of government run by officials
The form of government run by a few people
The study of hirds
A collection of pocms
The study of human body
The povernment by religious principles
The government by one person
The government by the king or queen
The government by the people of a country
The government by the rich .
T'he government by the nobles
The absence of a povernment in a country
The nght of selfl government
Omne who eats human flesh
A person who is al ease in any part of the world
A person who is the centre of attraction
One who designs steps and movemenis in dances
One who draws maps
Official formality resulting in excessive delay

Bureaucracy
Oligarchy
Crmithology
Anthology
Physiology
Theocracy
Aulocracy
Monarchy
Democracy
Plutocracy
Aristocracy
Anarchy
Autonomy
Canmnibal
Cosmopolitan
Cynosure
Choreographer
Canographer
Red-tapism

The act of speaking disrespectfully about god and sacred things: Blasphemy

Egoism
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38. Reading Skills-I
Skimming and Scanning

There are different styles of reading for different situations. The lechmigque you choose will
depend on the purpose for reading. For example, you might be reading either for enjoyment or
information, or 1o complete a task or to explore or review, vou might skim a document. If you're
searching for information, you might scan for a particular woerd. You need o adjust your reading speed

and techmigue depending on your purpose.

Skimming is used to quickly identify the main ideas of a text. When you read the newspaper.
you're probably not reading it word-by-word. Skimming is done at a speed thiee (o four times faster
than normal reading. People often skim when they have lots of material to read in a limited amount of

.

There are many strategies that can be used when skimming a text. Some people read the first and
last paragraphs using headings. summarzers and other organizers as they move down the page or
screen. You might read the ntle, subtitles, subheading, und illustrations. Consider reading the first
sentence of each paragraph. This technigue is useful when you're seeking specific information rather
than reading for comprehension. Skimming works well to find dates, names, and places. It can also be
used o review graphs, iables, and charts.

How ix Skimming dowe?

Read the tutle
Read the introduction
Read all the subheadings and think about how they are related
Read the first sentence 1n each paragraph (last sentence also if
needs)
Go back through the text looking for clues like

= Answers for who, what, when, how, why ete

#  Praper nouns

#  Numbers (dates, statistical figures)

= Adjectives

»  Changes in the font, color. italics, bolded lelters eic
Read the last paragraph
Scanning is another technique you often use when looking up 4 word in the telephone book or
dictionary. You search for key words or ideas, In most cases, you know what you're looking for. so
you're concentrating on finding a particular answer. Scanning involves moving your eyes quickly down
the page seeking specific words and phrases,
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When scanning, look for the author's use of organizers such as mumbers, letters. steps, or the words,
first, second, or nexs. Look for words that are bold faced, iralicised, or in a different font size, style, or
color,

How ix Scanning done?

down your eyes quickly se as to cateh the information you want
Don't get distracied by other peces of information
Eun your eves over severd hnes at one time

Focus vour atiention on the imformabion vou wiani

A) Answer the following guestions:
|. What is skimming?
2. What is scanning?
3. When do you use skimming?
4. How is scanning helpful?
3. Do you skim or scan initially when you read a newspaper?

Skim, share and write down the headlines of today’s newspaper:
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39. Reading Skills - II

Reading <kills refer to the specific abilities that enable 1 person to read with independence and
intéract with the message. Students at the university do a lot of reading unlike in secondary school,
Some tips to help in having good reading skills are active reading and styles of reading. Reading is a
complex cognitive process of decoding symbols in order to construct or denive meaning {resuding
comprehension). It is a complex interaction between the text and the reader which is shaped by the
reader’s prior knowledge, expeniences, attitode, and language community which s cultwrally and
soctally siuated. The reading process requires continuous practice, development, and refinement, In
addition, reading requires creativity and critical analysis. There are several techniques of reading such

as skimming. scanning, e1é, This is also useful to us academically.

Aectivity 1

Read the following excerpt by Kelci Lynn on Fime Management and complete the gnd given below.
The first one in the grid is done for you

¥ Within the first few days of slarting college, many students quickly learn that managing thewr
tme i one of the mosi challenging aspects of being in college. With so much to do and keep
track of, strong time management skills can make all the difference

¥ Get and use o calendar. It can be a paper calendar. It can be your cell phone. No matter what
kind it is, though, make sure you have one

# Write down evervihing in one place. Schedule when you plan o sleep, watch TV, spend Lime
with friends, 1o study

¥ Don't forget to schedule in time 1o refax. Just because your calendar goes from 3:30 am. 10
1M pum. doesn’t mean vou can

# Allow for flexibility, Things inevitably come up that you weren't expecting. Leave room in your
calendar so that vou can move things around a lile when needed.

¥ Plan ahead. Do vou have an exam/ a paper presentation/a record work 1o be submitied and the
dead line is approaching? Work backward in your calendar and figure out how much time you
need to write it, to prepare for it 1o present/submit it. If you think you'll need 2 weeks for the
entire project, work backward from the due date and schedule the time into your calendar before
it's wo lute

» Schedule rewards in. Your pre-finals and practical exam week is a nightmire, but it will all be
aver on Friday by 2:30, Schedule a fun afternoon and a nice evening out with some friends; and

vour can relax knowing that you're pot supposed 10 be doing anything cfsc
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(Strong Time Management Steps for College Students: Learning How to Manage Your Time in
College Can Be Critical for Your Success by Kelei Lyon { Aboul.com Guide))

Steps on Time Management:

Step 1 Step 2 Step 3 Step 4 Step § Step 6

Ciet and use
calendar

Activity 2:
Same steps as ahove .

Read the following excerpt on Negosiation Skifly and sute whether the statements given below are
TRUE or FALSE

Negotiation is a technique that enables us to persuade and convince others to accept our way of
thinking and doing things our way, without their feeling short-changed in the process. It is widely
practiced in the business arena by clients, partners, co-workers and customers. We negotiate at home
too, either with a spouse, parent or children on matiers that require collective decision making. The
need for negotiation arises because human beings are highly distinctive creatures with strong
convictions and tend to believe that their way of doing things is infallible and ought to be adopted by

everyone clse.

Understanding what you are negotisting for is of the first imporance. It's very important to
prepare well before a negotistion. Doing one's homework is an integral pant of success. When
preparing for a negotiation or even after it has begun, it is not enough to ask, —Wha does he/she
want? Your research must also include, —Why does he /she want it? Often if —why does hefshe wani

it is answered then the negotiation becomes much focused and relatively simple,

Now for a few tps- Committing to something is a big responsibility. You shouldn‘t make o
commitment unless you can fulfill it. A person willing to commit to a deal/project evokes a lot of
confidence in the other team. Don't be too generous. Generosity is indeed a virue but here it can be
constructed as a sign of weakness or worse, cowardice. Your main objective here is after all 1o gain as
much as possible from the other side. Don’t be angry. Always keep in mind that anger is a destructive
force, Displaying your anger at the negotiation table will not serve any purpase. Even during the
pargmining stage when il is open house for both parties you must be careful how you put your
arguments across, It is often said that a war is usually won before it is even fought! So is a negotiation!
- Commissionerate of Colleglate Education




Content courtesy- MANA TV lesson on “Negotiation Skills™.

Statemenits:

ta

Negotiation means to persuade and convince others w0 accept our way of thinking and do things
our way even if we hurt other people’s feclings in the process | ]

The need for negotiation arises because homan beings are highly individualistic and tend 1o believe
that they are always right. ( ]

One should prepare well before and dunng the negotiation | |

Ome should never commit to anything and always be defensive dunng negotiation ()

The main ohjective of negotiation is to gain as much as possible from the otherside ()

Activity 3:

Read the article by Remez Sasson given in the box on positive thinking and complete the
mmm "5&-

Srialvas applied for o new job, bt as his sefledesm was low, and
hoe comsigdensd hinsell as o fadlore and unwonthy of success, he wis
I Srinivas applied for a new job and he sure that he was not gosng 1o et the _jnh. He had o negutive ifitude
weas skt that and his mind was filled with negaiive thoughts amsd Tears for the
whole week before the job interview, He was sure that e wisald be
rejecied. On the day of the interview he got up e, and o his
horor he discovered that the shirt he had planned o wenr was
dirty, and the ather one needed roning. As it was already oo lake,
he went ol wearing 3 shirt full of woinkles,
2. Dureng the joby infervicw Srinivis
During the imterview he was ense, displayed o negative attitode,
worried about his shirt, and felt hungry becavse he did not have
encarph tme in eal breakfast. All this distraciéd his mindd and mude
it diffscul for him to Focus on the imterview. His overall behnviour
made o bad impression, and consequently did oo get the job

3. During the week proceding Lakshimi applied for the same job o, bt approsched e maner o

the mtervisw Lakshma ....... a differont way, She was sore that she was going to get the job,
During the week preceding the interview she ofien visualived
hemself making a good impression and getting the job. In the
eveming before ihe interview she prépared the clothes she was
going to wear, and went (o sleep o litthe earfier On doy of the
mlerview she woke up cartier than usual, and had :nmplc nime o el
breakiost, and then o emrive o ibe interview before the schedulid
time, She got the job because shie made 4 good impression, She had
alwo of course, the proper gualifications for the job, bul so had
Srinivas. What do we learn from these two stories? When the
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attitode v posifive we emertain pleasant feelings and constructive
images, and see in our minds eye whal we really wanl 1o happen
The whode being broadeasis good will, happiness anc success, Even
the health is affected in 2 beneficial way, We walk il and the
vnice I8 mone powerful. Our body language shows e way you feel
msiche,

Paositive and negarive thinking are both contngious.

From The Power of Poaifive Thinking by By Bemer Speoon
ipswww succossconsciousness.comindes (0000 9. him

4. Lakshmn gol the job becasse

5 We leurn from these rao siories thal

Activity 4:
Read the two resumes received for a sales position in a Textile park. Compare and choose the better

resume and give reasons based on the hints provided,
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Sample 1:

OBJECTIVE
EDUCATION

L2

EXPERIENCE

Responsibilities

AWARDS

YOLUNTEER

OTHER ACTIVITIES :

HOBBIES :
REFERENCES

Shabana Begum
2- 4- 445, Nallakunta,
Near Spensers, Hyderabad.
Ph# 9949)- 52555

Shahana?5@ hotmail.com
To obtain o sales position in the retail fashion industry.
Giriraj GDC, Nizamabad, Osmania
Liniversity, B.5c (M.P.Cs)
Expected Graduation Date - June 2011
Certificate course in Ethnic fabric from NIFT, Hyd- 2008
Agaistant Designer,
FAB India, Hyderabad
To provide customized designs for women's summer wear, assistin

designing catalogues 2010,

Best Catalogue in Ethnic line for working women, 2010 Won Runner up
Award in NIFT s Young talent show 2008

NS5« Village camps on AIDS awareness- 2009-11

student represeniative of college and won many lierary and cultural
competitions at both district and state level

Composing folk songs on social issues, Panting, Trained Classical dancer
Will be provided on request
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Srinivas Vangara
102 Masser Street, Apartment 6
Phit 99412-42222 Shakti towers,

Ameerpet.
Sreinivasy @ yahoo, com

Dihjective-
To obtain knowledge of the day-to-day operations of communications, public relations,
or advertising firm or department through a pait-time job or summer internship,

Lilncation-

# Moadural Kamaraj Open University, 2000-201 1. Emphasis on English and Telugu language.
Thesis: —Indian Colloguial Expressions in R. K, Narayan's Guide

#  Grudusted June 2007, Hyd, in top 5% of class

F  Post Graduation from St Alphonsos, in M.A English Literature

F.'I]iérinnl.'a

= College Magazine- Febrwary 2007 - May 2007, Student editor, contributed photographs,
designed layout, and composed captions and sidebars.

% Knowledge of word processing, desktop publishing, and Web sofiware,
Awards and Memberships

< Merit student Scholarship based on academic achievement, community service, and Campus
participation and leadership in high school communications projects and studies.
% M1 Best University Newspaper Design, Tamil Nadu district. Contest sponsored by the local

newspaper- Times of India
Answers:

¥

# Sample it the better resume

» Reasons:
{Hints: Organization of content, language, format, clarity, font, customizing for the job, complete
information, etc)

i

o
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40, Readi.ng Skills - 111

Activity I:

Read the following passage by Remez Sasson for itz central idea and write it in the space
provided below.,

Positive attitude helps to cope more easily with the daily affairs of life. It brings optimism into your
life, and makes it easier to avoid worry and negative thinking. If you adopt it as a way of life, it will
bring constructive changes into your life, and makes them happier, brighter and more successful. With
a positive attitude vou see the bright side of life, become optimistic and expect the best to happen. Itis
certainly a state of mind that is well worth developing and strengthening.

From The Power of Positive Thinking By Remez Sasson
hitpe/fwww successconsciousness.comfindex 00009 hun

Central idea-

Activity 2:

Read questions | to 5 and answer them with the help of the passage (Tips to Develop Positive Thinking
by Remez Sasson) given alongside the questions,

Here are a few tips to help you develop the

I. What kind of words do you use while power of positive thinking:

thinking and talking? Give Examples, #  Always use only positive words while
thinking and while talking. Use words

A, such as, 'l can', 1 am able’, ‘it is

possible’, it can be done’, eic
# Try o disregard and ignore negative
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2. What do you do with negative thoughis?
A

3. Whar should vou read every day?
A

4. Whom should you associate with?

5. List activities that help vou develop
positive thinking?
A,

thoughts. Refuse to  think such
thoughts, and substtute them with
constructive happy thoughts

» In your conversation use words that
evoke feelings and mental images of
strength. happiness and success

= Read ot least one page of inspiring
book every day

# Watch movies that make you feel
happy

# Associate yourself with people who
think positively

# Always sit and walk with your back
straight. This will strengthen your
confidence and inner strength

# Walk. swim or engage in some other
physical activity. This helps to develop
4 more positive attitude,

From The Power of Positive Thinking

by Remez Sasson
http:/fwww . SUCCessConsciousness. co

mimdex_DO000D him

Acrivity 3:

Read

An example (1)

L

and arrnnﬁel;he Tollowing sentences in logical sequence by numbering them | to 5,
been done for you.

In just 1.4 hectares of rain forest there some 1500 plant species and 750 tree

Species [ ]

The rainforest has also provided us with many products such as chocolate, vanilla, chicle,
bananas and various medicinal cures [ |
Ramforests play a vital role in regulating the Earth's climate, preventing soil erosion and
storing and purifying water [ j

The deforestation of the world's rainforests has massive environmental implications. threatens
the homes of many indigenous peoples and endangers the habitat of many creatures (|

Furthermore they are home o over half the world's species. { )

[Souree: Guardian Education, 23/04/02, *Forest pyre’ adapted)]
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Acrivity 4;

Read the excerpt from a group discussion on the topic *Managers are Born, not Trained” given
below. Identify the viewpoints of the speakers and write in one or two sentences in the space
provided

Ramesh: Well friends, a very good moming to all of you. The topic of today's discussion is
—Managers are born, not tmuned and | completely agree with the wpic. All of us siming here are
pursuing managerial education. We are learning traits to become successful managers. However, in
spite of gering the same education will we all get the same success and position at various managerial
levels?

Saritha: This is how 1 look at it. If managers are born why is he studying in a management institute?
Management is both a science and an art. To be a good manager one has to undergo some training.
Thank you.

Azher: Friends | also feel that managers are born and these attribules are in a person’s genes,
Managing means getting things done in the right manner. at the right time and in the right direction.
[atas, Birlas, Ambanis and Singhanias did not possess any professional management degree and we all
know their success stories. Similarly, General Electric and Fords Motors did not have a management
cadre 1o begin with. All these examples validate that managers are born not made.

Excerpt from Student Training Material designed by Mrs. 1. Jayashree Murthy, Sr Trainer
hased in Hyderabad.

Ramesh's view poini-

Saritha’s view point-

Azher's view point-
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41. Reading Skills - IV

Activity I:
Read statements 1 to 5 based on the passage by Dr, Alan Zimmerman given in the box below and
tick the correct option

E.g.: It takes about I/1000¢h /1/Tith of a second for Olympians to run that distance in
the 10(-meter race

1. Atthe 1992 Barcelona Olympic Games. the gold medal for women's 100-meter dash was won by
an American/ Australian

2. The winning athlete crossed the line only 2-1/2 centimetres/ inches in front of her closest
opponent '

3. Fifth place went 1o a Jamaican/ German who finished a mere 6/100th of a second behind the

Amencin

4. Resecurch says that positive attitude is the lintle bit of difference that makes modall the difference in
success in both your personal and professional lives

Aftitude/ Speed is more important than any other element when it comes to ensuring success.

Hold up your thumb and forefinger about 2-1/2 inches apar. It tkes about 1/100th of a second
tor Olympaans to run that distance in the 100-meter race. But that*s the difference between winning and
losing. In the women's 100-meter dash at the 1992 Barcelona Olympic Games, for example, the gold
medal was won by an American who crossed the line only 2-1/2 inches in front of her closest opponent,
Fifth place went to a Jamaican who finished a mere &/ 100th of a second behind her. And vet that lirile
bit of difference made all the difference in the world. The same goes for attitude. When you compare
age, gender, upbringing, education, 1Q, and just abouwt any other factor you can think of, rescarch says
that positive atutude is the little bit of difference that makes all the difference in success in both vour
personal and professional lives. In fact, the research makes it clear thar atitude is more imporiant than
any other element when it comes (0 ensuring success. From A Pasitive Attitude Increases Success by
Dr. Alan Zimmerman http:/fshinfocanada.about.com/od/motivation/a/posattitudeaz. him

Aecrivity -2 (Pair Work) (Reading — Writing - Speaking)

Read the text given below and the statements that follow.

Write: True 7 if the statement is true according to the text.
Falxe L if the statement is false according to the text.
Does not say  ; it the information is not Ei\-'v:n in the text,
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Water — The Issue of is Cent

The world is running short of fresh water. Populations are growing bigger and thirstier, with the result
that fresh water is becoming increasingly scarce. Half the world's wetlands, have disappeared during
the last century, while estimates suggest that water use will rise by 30% in the next 30 years,

The World Bank report estimates that as much as half of the world's population, concentrated in
Africa, the Middle East and south Asia, will face severs water shorages by 2025, Local water conflicts
and the loss of freshwater ecosystems loom in some regions.

Fresh water consumption is rising quickly, and the availability of water in some regions 15 likely to
become one of the most pressing issues of the 217 century.

A third of the world's population around two billion people live in countries that are experiencing
moderate to high water shortages, That proportion could [at current population forecasts] nse to half or
more in the next 30 years unless institutions change to ensure better conservation and allocation of
WHlEeT,

China is one country where the portents are gloomy. The most water-stressed country in East Asia,
China is exploiting 44% of its usable water, a figure projected 1o rise o 605 by 2020

A similar picture emerges from the globe's salt water regions. Three quariers of the world’s people
may live within 100km of the sea in 2025, putting even more pressure on stretched coastal Ecosystems,

Two-thinds of fisheries are exploited at or bevond their sustainable limits, and half the world's coral
reefs may perish in 100 years. Almost 60% of coral reefs and 34% of fish species are at risk from
human activities, the Bank says.

The report concludes that there is ample evidence to justify immediate and coordinated action to
safeguard supplies and use water more efficiently.

Primary withdrawal of water of more than 60% is widely considered by water expens fo exceed the
environmental carrying capacity of a river basin system. Although China’s aggregate usc appears still
to be reasonable, it has several basins that are severely stressed environmentally,

Withdrawals exceed environmental limits in Afghanistan and Pakistan, and will exceed them in India
hy 2020, In the Middle East and North Africa, only Moroceo has unexploited water resources.

The rest have exceeded environmental limits and many are mining aquifers — bodies of water-bearing
rock — the report says. [Source: Elliot, L., Guardian, 22 August 2002, p 26.]

Statements:
| Fresh water is becoming increasingly scarce in the world { ]
T Half the world's wetlands were lost in the twenticth century. i )
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3 [tisestimated that water use will rise by 50/% in the next 30 vears. { i
4 Some Mediterranean countries will face severe waler shomtages by 2025, { )
5 Most of the world's population may live within 1(0km of the sea in 2025, { )
6 China 15 the most water stressed country { [
7 Almaost 60% of coral reefs may perish in 100 years, { J
#. Some species of fish in the Atlantic are at dangerously low levels. { )
9. In the next 30 yvears, around three billion people could experience moderate to

high water shortages. i )
I India exceeds environmental limits of water use, i }
Activity: 3

This summary of the text Water — The Issue aff This Century (Activity 2) has words removed.
Select the missing word for each gap from the box that follows. (Use each word only once.)
According to the World Bank-—1--— as the world's population grows, the demand for fresh water is
e 400 Wetlands are disappearing. Up to half the world’s population will have .. 3...........
water problems by 2025. This may lead 10.., .. 4............. Coastal regions will...5..........., similar
problems. Overfishing will damage fish stocks and coral reefs may .6............. . Immediate is needed
0 .7 watter supplies and encourage more efficient use. If this is not done, the mimbers
suffering §.......... will rise by 50% in the next 30 years, China has the most serious problem in East
Asia with freshwater withdrawal set 10 ..9............ environmental limits by 2020, Other countries with
severe problems include most of the Middle East, North Africa, and the Indian sub-continent,

Exceed Increasing
lDemmyad Serious :
Report Projected
Availability Safeguard
Shortages Face
Consumption Conflict
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Activity -4 [ Group work )
Read the advice below on writing a CV,

(Reading — Writing - Speaking)

# Choose the best word to fill each gap, from A, B, C or I given in the box below
#  An example (0) has been done for vou

Guidelines for Writing Your CV

A well-produced CV can make all the difference when applying for a fob.

It can take a reader just 30 seconds to (0)...... a decision about a CV. S0 when writng a CV, you

should remember you have just half a minute to {1)......... the reader’s interest, leave a clear
(2} coovrresnsessnnnnnsces OF professionalism and indicate the likely (3) .......... to an employer of hiring you. To
prepare 8 CV which is (#) ..o, willl tuke time and possibly several drafis, Layoot.
presentation and a choice of words which demonstrate both responsibility and achievement are vital
{8} cvverreciassenserese OF @ny CV. No matter how well your career background and skills (6) ...
the needs of an employer, your efforts could (7Y . I you make it difficult for the reader o
take in the relevant information. As your message must register gquickly, make the reader’s task an easy
one. ($).oovisiriesroenesnaenens that the print is well spaced and that the key information is displayed cleariy.
The (%) .ooiennvrmrriens of the CV is 1o generate interviews. Visually, you want your CV 1o have a
positive effect, but it is also necessary for it o (1) i, the reader that you are worth
meeting. The style in which you present your CV is a (11) .......ccocccieeiee. of personal choice, bui itis
important that you use words which ( 12} oieoeeerieesiense... A0 @ctive and successful career.

Exampie: :

A meet B reach C arrive

1 A ke B realise C gain

2 A influence B impression C meaning

3 A resource B credit C benefit

4 A certain B efficient C capable

5 A components B sections C pieces

6 A correspond B match C coordinate

7 A decline B fold C collapse

8 A Ensure B Allow C Confirm

9 A incentive B purpose C resull

10 A decide B promp C convince

11 A subject B condition C sitation

12 A inform B soggest C appear
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42. Reading Comprehension

Read the following passages carefully:

Passage-1

We are tempted to assume that technological progress is real progress and that material success is
the criterion of civilization. If the eastern people become Fascinated by machines and techniques and
use them, as western nations do, © build huge indusirial organizations and large military
establishments, they will get involved in power politics and drift into the danger of death. Scientific
and technological civilizations bring great opportunities and great rewards but also great risks and
temptations. Science and technology are neither good nor bad. They are not to be tabooed but tamed
and assigned their proper place. They become dangerous only if they become idels.

. What are the problems with technological civilization?
2. What is the advice of the author?
3. What should not become idols?
4, What should not we assume?
Passape-2:

It is not luck but labor that makes men. Luck, savs an American writer, is ever waiting for
something to twrm up; labor with keen eyes and sorong will always tms up something. Luck lies in bed
and wishes the postman would bring him news of a legacy: labor tums out at six and with busy pen and
ringing hammer lays the foundation of competence. Luck whines, labor watches. Luck relies in chance,
labor on character. Luck slips downwards to self indulgence, labor strides upwards and aspires
independence. The conviction, therefore, is extending that diligence is the mother of good luck: in
other words, that a man’s success in life will be proportionate to his efforts, to his industry, to his
attempts to do small things in a great way.

|, What is the theme of the passage?

2. What does *luck’ do in the moming?
3. How does “labour” work hard?

4, How will a man achieve success?
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Passage-3:

Nature is like business. Business sense dictates that we guard our capital and live the interest. Nature's
capital is the enormous diversity of living things. Without it, we cannot feed ourselves, cure ourselves
of illness or provide industry with the raw materials of wealth creation. Professor Edward Wilson, of
Harvard University says. “The folly our descendants are least likely to forgive us is the ongoing loss of
genetic and species diversity, This will take millions of years to correct”. Only 150 plant species have
ever been widelv cultivated. Yet over 75,000 edible plants are known in the wild. Ina hungry world,
with a population growing by 90 million each vear, so much wasted potential is tragic. Medicines from
the wild are worth around 40 billion dollars a year. Over 5000 species are known to yield chemmcal
with cancer fighiing potential. Scientists currently estimane that the total number of species in the world
5 between 10-30 million with only around 1.4 million identified.

1. How many edible plants are known in the world?

2. Who wmed nature into business?

3. What is nature’s capital”

4. Why won't we be forgiven aceording to Prof. Wilson?

Passape-4:

Patience is better than wisdom. An ounce of patience is worth a pound of brains, All men praise
patience. but few can practice it. [t is the medicine which is good for all diseases, but it is not every
garden that grows the herbs o make it with. Many people are bom crying, live complaining and die
disappointed. They think every other person's burden to be light and their own feathers to be heavy as
lead, and yet if the truth were known, it is their fancy rather than their fate that makes things go so hard
with them, Many would be well-off if they could but think so.

I. What does the writer speak about patience?

B

How do people live?
1. How is patience better than wisdom?

“They think every ather person’s burden to be light and their own feathers to be heavy as lead”™ - what

is the meaning of this line?
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Fassage-5;

It is difficult to reconcile the ideas of different schools of thought on the question of eduocation.
Some people maintain that pupils at school should concentrate on a namrow range of subjects which will
benefit them directly in their subsequent careers. Others contend that they should study a wide range of
subjects 5o that they have not only the specinlized knowledge necessary for their chosen careers but
also amund general knowledge about the world they will have to work and live in. Supporiers of the
first theory state that the greatest contributions to civilization are made by those who are most expert in
their trade or profession. Those on the other side say that, unless they have broad general education, the

experts will be too narrow in their outlook to have sympathy with their fellows or a proper sense of
responsibility towards humanity as o whole.

|. How many theories are discussed?
2. What does the first theory say?
3. Do you agree with the second theory? Why and why not?

4, Will the first theory help students in developing professionalism? Why?
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WRITING SKILLS

43, Paragraph Writing

We all know that writing something in the form of paragraph is what we do normally in classrooms.

When do we write a paragraph?

I. Froa the hints that are given to us.
Expanding a proverb/saying.

12

. 'When writing a précis of a passage.

3
4. When summarizing a real life experience/situation.

Though we are used to writing paragraphs, we are not much aware of principles of writing them.
e FEach paragraph is a self-contained logical argument, crafled 1o stand on 1ts own
e [t may be long or short may be descriptive or cntical

e |1 may be built on a real incident/situation or may be on imagination
What are the principles?

Here are some key principles toward making good paragraphs:

1) Have an eye catching, descriptive topic sentence: Tt is normally the first sentence of your
paragraph. It is to be so catchy for the readers that they can focus their attention on the rest of the
paragraph afier reading through it. The topic sentence is the guideposi that tells the reader what
to expect. It sets up the coming argument. The lopic sentence needn’t necessanly be the first
sentence, but it should obviously come early. Here's two ways of recognizing a good topic
SENIENCE:

% ls the rest of the paragraph about the topic sentence”
% If you go through vour manuscript, highlighting just the topic sentences, is the manuscript
still coherent?
2) A paragraph has an inevitable logic: The topic sentence raises expectations. Now you follow
through your argument: a set of logicaily connected sentences that clearly, coherently wrl

concisely builds your case. Bul a logically well-constructed paragraph is what the readers

anticipate for.
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3)  Ome juicy example: Remember, vou are teaching vour reader about something. The logic may be
exact and true, but without a suitable example that connects to your logic, your argument lacks
perfection. It becomes an abstract thing. Adding a good example 10 a paragraph is like adding salt
in YOUT recipe.

4) Style: Use simple, easily understandable langusge. Don’t use jargon. Don't beat round the
bush. Don't use beavy diction. Think from the reader’s view point.

5) Summary sentence. More often than not a strong summary statement is required. It serves two
purposes. Firsi, the summary sentence is your opportunity to introduce some repetition precisely
where your reader is expecting it. Second, the summary sentence can point the reader to where you
want 1o go next. In short, the topic sentence telegraphs your manuscript's logic.

Writing an effective paragraph is perhaps the single most important communication skill to acquire
in your first years of school. It is a skill we all universally admire. And that’s a big step toward
getting your ideas out there,

I write eone page of masterpicce fo ninety one pages of shir,” Hemingway confided 1o F. Scott
Fitzgerald in 1934, “Liry to put the shit in the wastebasket. "
{Adopted from Mhttp. www echatou. wordpress.com)

Activity-1:
Expansion of proverhs:
Read the following passage for the expansion of proverb-“Where there is a will, there is a way:

This proverb says that if we really want to do something, we will fimd &t way 1o succeed. Determination,
dedication and effort are the qualities that a man needs o get suceess. We May COme across many
hurdles in life. It is the fixed mind that takes us towards success. It makes us be prepared and also
gives strength to overcome the hurdles. It shows the way how 1o proceed through the hurdles, Fickle
or inconstant mind won't help. Hence we have to fix a goal, dedicate owrselves to it and be determined
ard make o sincere effort. Then only we can fulfill our dreams,

Expand the following proverbs:

. Slow and steady wins the race.
2. A molling sione gathers no moss.
3. Empty vessels make more noise,
4. 5elf help is the best help.

5. Prevention is better than cure.
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Activity-2:
Writing a paragraph from the hints given:

Read the following hints and also the paragraph written below:

A beggar- dashed down by a speedy lorry-crawling on the road-wounded-nobody cared for- 1 lock for
assistance-a constable-comes-say that handing over at the hospital-both ke 10 hospital-the doctor
appreciated.

The other day | was standing ai the bus stop waiting for my bus. As 1 was about to board the bus,
I saw an old beggar who was crossing the road was dashed down by a speedy lorry, In no time, the
lorry sped away and the beggar fell down to his knees. He was crying his lungs out with pain. He was
severely wounded. To my surprise nobody cared for him. Everyone was in a hurry. T thought that it was
inhuman. | went near the beggar. He was almost crawling, I looked for some assistunce. A police
constable, who was going by, came to me. He understood that the beggar needed medical care
immediately. So we called an auto rickshaw, placed the beggar in it, and took him o the governmen
hospital. The doctor admitted him at once and gave him the needed treatment. He appreciated us for the

civic sense.
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44. Essay Writing

What is a good essay?

* An essay s a long composition writteén in pross.

* To wnte an essay we need to have a topic. This makes the foundation to our essay. It also
shows a direction Lo s,

= [t contains a main idea sappored by one or more other ideas. The main idea is like the “topic
sentence’ in a paragraph. The entire essay revolves round this main idea (also called ‘thesis
statement}. 1 will be normally based on an observation, a known fact, or a claim.

*  Thirdly i has pans like “introduction, body and the conclusion’. The introduction may begin
with a question, or a statement. The body goes with suitable examples. The conclusion shall be
apt and relevant.

* Theessay needs to have logic, coherence, clarity and also a purpose.

Given below are some principles to write an essay:

L. Writing a good essay requires good organization and planning.

2. Brain storm yourself to arrive at points/ notes. Use your mores to plan your outline. Your outline
should include only notes, Never write full sentences.

3, Plan the siructire and content of your essay in the outline; you can then focus on language
when you stan writing because content has already been planned.

4. Think of a general sentence(s) to start your essay with which will take the reader into the topic,

3. Decide on the topics of the middle paragraphs (body). Include a topic sentence for each
paragrap in your outline, again in notes form.

6. Think of & good link between the two body paragraphs.

7. Now to the conclusion. Two points here:

la) Restate the thesis, e.g., “Itis clear from the above that.,. " OR “As can be seen,
there are ..

ib) A concluding comment to close your essay or perhaps a question that leaves the reader
thinking abourt the topic,
Some uscful expressions to conclude: therefore, all in all. In shor, in & word, on the whole, In

conclusion, what we have, then, in sum, W summarize, in summary, in brief, finally, 1o conclude

L. Refer to the outline and follow the same order because it is the plan of your essay so you don’t

forget the order of ideas, the topic sentences and the links.

2. Use appropriate linking words (transitionals) to link your sentences.
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3, Auempt wriling an essay in several drafis, One can’t get the best in just one draft

4. Finally don’t forget (o give your essay an appropriate title which indicates to the reader the
issue vour essav discusses.
5. Always check and provfread your essays before submission for marking. Spelling and verb

errors affect yvour work. You may use an English-English dictionary,

ESSAY MAP

Why use an essay map?

An essay map helps you plan and organize your thoughts before you sit down to write your essay,
Because an essay needs 1o be presented in a clear and organized form, it s important to consider the
essay’s main points and how you plan to present them before vou actually start writing it.

Haw 1o use an essay majp:

|. First, write your thesis statement. ldeally, vour thesis statement is one sentence, but depending on
the complexity of your thought, it might be 2 sentences.

2. Second, use your thesis statement to consiruct the topic sentences for each of your body
paragraphs. If you have 3 main points listed in your thesis statement, you should have 3 body
paragraphs. In other words, each main point of your thesis statement deserves 1 body paragraph 1o
explain it thoroughly.

3. Third, think of supporting details. It is important to relate whatever supporting details you have
to strengthen your argument

4, Fourth, conclude vour essay’s main points in a conclusion paragraph. The essay map provides
a nice overview of your essay’s main points, so it can be useful o use the essay map as a guide for
wriling your conclusion.

Create your own essay map:

Note: If possible, print out this page to have a more “hands on” approach.
Thesis statement:

Body paragraph #1 topic sentence (make sure if relates to the thesis above!]:

Evidence from the readings that supports the main point of this body paragraph —

Commissionerate of Collegiate Education -



Stodent’s Book (Communication Skills) —

&

Personal examples that you plan to incorporate into this paragraph — just briefly describe them so that
you know which ones you want to include; you can write more details when you write the actual essay:
<
u

Body paragraph #2 topic sentence (make sure it relates to the thesis above!):

Evidence from the readings that supports the main point of this body paragraph
b

Personal examples that you plan to incorperate into this paragraph — just briefly describe them so that
you know which ones you want to include; you can write more details when you write the actual essay:
<
&

Body paragraph #3 topic sentence (make sure it relates to the thesis above!):

Evidence from the readings that supports the main point of this body paragraph -
-
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Personal examples that you plan to incorporate into this paragraph — just briefly deseribe them so that

you know which ones you want to include; you can write more details when you write the actual essay:

o

(Essay map adopted from EFL Assessment course material, University of Maryland, U.S.A)
Practice:
Write on the following topics:

1.  Use of mobile phones on the campus

I

Role of anti-ragging cell in educational insiiutions

Students role in community development

Development of Social Awareness in students

Should women be empowered for social and economic security”
Corruption and politics

Time management in studies

Globalization

= - B = T I SR

Unemployment

10, Caste sysiem in India

Commissionerate of Collegiate Education -



Student s Boenke (Communieation Skills) _

45. Note Making

Making notes is a complex activity which combines several skills. Note making is an advanced
writing skill which is scquiring increasing importance due 10 knowledge explosion. There is a need 1o
remember at least the main p-llin-t.'i of any given text. What is the main ides of the passage? How has the
main idea been presented and developed? Are there two or three subordinate/associated ideas” You can
frame subheadings based on these. Are there further detsils or points of the subtitles that you wish 1o
keep in these notes? Indent, ie., provide space suitably and number them. All subheadings should be
written at a uniform distance from the margin, All points should alse maintain the same distance away

from the margin.

Pre- activity:
What do you do when you resd an interesting essay or article? You try to
make notes for future use.

Note - making is a skill to organize ideas. It helps us to concentrate on imponant points; 1o handie
large quantitics of resding material; 10 remember and recollect main points and helps for better
understanding and retention.

How to go about it:

Skim the text and know what it is about

Read again o dentily the main points. Underline key words, phrases, headings etc

Be sclective, Choose one or two leaming points. Remember we are only summarizing
kev points!

While making notes use short forms, abbreviations, symbols etc. Use diagrams,
tahles wherever necessary

Focus on information giving words mostly nouns, verbs, adverbials

Leave oul lunctional words like prepositions, anicles e

Use your own words to make notes

Have full bibliographic details (author, date, name of article/book website, publisher, where
published etc) of the reading in your notes

Some ways of note making: flow char, marrix/ table, concept map, patterned notes/ mind
mapping, sequential/ linear

'1.‘ "" ‘:

'1!

¥ W

b

e

Activity I
Sequential/ Linear Note Making

= Include key-words, headings and sub-headings to connect key-concepts
# Underline and highlight important aspects
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# Use spaces, bullets, numbers, etc.

Eg: A--ocecemmermmmeoenee | Heading )

| e e ——{ Sub-heading }
fememm=m———(key ~ OpIC)
b--eeeeemeikity — LOpic)

2 cesrmmmmemmeeeeeennnees( Suib-heading )
e om0 — LOPIC)
B-osemme e {key — topic)

I (key — topic)
B (key - topic)
B——emssmssammee—e—— { Heading)
| { Sub-heading)

Read the following paragraph and supply missing points in the notes made below

Minerals are mainly classified as mewllic and ron metalbic minerals. The metallic minerals
contain metal in Taw form, Metals are hard substances that conduct heat and electricity and have a
characteristic luster and shine. Tron ore, bauxite, manganese ore are some examples. Metallic minesals
may be fermous or non ferrous. Ferrous minerals like iron ore, manganese and chromites contain iron. A
non ferrous mineral does not contain iron but may contain some other metal such as gold, silver, copper
ar lead. The non metallic minerals do not contain metals. Lime stone, mica, and gypsum are examples
of such minerils, The mineral fuels like coal and petroleum are also non metallic minerals. Minerals
can be extracted by mining, drilling, or quarrying. The process of taking out minerals from rocks buried
under the earth’s surface is mining. Minerals that lie at shallow depths are taken out by removing the
surface laver: this is known as open cast mining, Deep bares, called shafts, have to be made 1o reach
mineral deposits that lie at great depths. This is called shaft mining.

Petroleum and natural gas occur far below the eanh’s surface. Deep wells are bored 10 take them
oul. this is called drilling. Minerals that lie near the surface are simply dug out, by the process known
as quarrying. (Source: based on VIII NCERT Geography text book)

Layout for notes:

I.  Metallic mineral has metal in raw form. Ex. Iron ore,-———------ e
—+ ferrous mineral contains iron
E.g.: iron ore, manganese.
- has
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E.g.: gold. silver, copper, lead,

[ ]

Non metallic mineral has no metal Bx: — oo -
Extraction of minerals

a. Mining- taking out from rocks under the earth.

1. Opencast Mining- —— e

2, Shaft mining- e

b —-—-———- 10 bore deep wells far deep into earth
€ ——memermmmeeeeeee 0-dig Out near the earth's surface,
Activity -2 (Giroup work ) {Reading — Writing - Speaking)

Read the following text and make notes. Use vour own lay oul

Soil is grouped into different varisties based on colour, onigin, composition, texture and location.
Allovial soil is rich and fertile formed by the depositional action of rivers. Rivers transport erdad
muaterial from their higher reaches and deposit this material on their banks as they reach the plains. This
fertile alluvial soil supports cultivation of crops. In India we can find rich deposits of alluvial soil in the
vast Indo-Gangetic Plains and the deltaic regions of the peninsalar belt, Tt covers almost 24% of India‘s
land area. Black soil or cotton soil is found in and around lava platcaus, This deep and clayey svil
swells when it is wet and contracts when it is dry. It is ideal for the growth of cottom. It is considered
good for the cultivation of cereals, pulses, oil seeds, citrus fruits, vegetables etc. Red soil is red and
sand because of the presence of ion oxides. In the low lands they are normally fertile but in the dry
uplands they are less ferile. It is suitable for the growih of millets, cotton, wheat, onions, potatoes eic,
In India it s found in the periphery of the black soil regions in the states of Orissa. M.P, Tamil Nadu,
AP, and Kerala. Laterite soil is formed due to intense leaching in regions with heavy rainfall. This soil
15 not naturally fertile as the top soil along with humus is washed awiay by heavy rainfull. To make the
soil cultivable it has to be treated with fertilizers. It is used for growing jute, millets, fodder crop ete. It
is found in Maharashtra and West Bengal. Arid and sandy soil 15 found in the dry regions. The colour
of the soil varies from dark shades of reddish brown to pastel brown, It has very low moisture and
humus content as it is found in the dry deserts. It is found in western Rajasthan. In the regions where
there is dense vegetation we can find peaty and forest soil. This soil is rich in humus as the Organic
matier that accumulates in the forests decomposes o provide the same. This type of soil can be found
in the forests of Bihar, Untaranchal. (Source: based on VITI NCERT Geography text book)
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PATTERN NOTE-MAKING / MIND-MAPPING

I, Start with a central heading in the centre of the page

Note key words, idess that surround the central idea / concept Highlight heading and subheadings
with boxes / circles Arrows [ lines ('branches”) 1o link key words, ideas

3. These branches should radiate from the central topic / idea

4. You can use lowchart/series of events chain, compare and contrast matrix, fishbone map

bk

Activity -4 { Peair Wark) { Reading — Writing - Speaking)
Observe the following mind-map and make notes.

Mind Map example
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i | warrds
wtlmms L |

Land can be classified on the basis of relief as plateau and mountains. 1t is termed as fertile and
harren land on the basis of soil fertility. It is differentiated as rural and urban Lind on the busis of
development of that area. It is defined as privale and community owned or government land on the
basis of ownership of the land. Privaic land belongs o an individual. Community land s owned by a
group of people in a community for common uses like collection of fodder, fruits, nuts or medicinal
herbs. These lands are also referred 10 as commen land or common property resources, The use that we
put a land terms it as arable land (land which s suitable for crop production), pasture land (land used
for grazing animals) forests, fallow (land which can be cultivated, but has been left unused for the
season). cultivable waste (land which can be cultivated but which has been lying fallow for more than
five years) and non agricultural land. (Source: based on VIII NCERT Geography text book. )
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46. Précis Writing

A precis s a condensed restalement of a passage, roughly 1/3 the length of the original and
highlights the key information provided in the passage. It & wsually in the indirect specch and in thind
person view paint. Précis does not mean just reducing the length or cutting down some of the vague
and redundant point. Not only that, the beauty of the passage should not be killed. The précis should
also have a title

Points to remember;

# A precis is a shont summary of the original: it is not & word-to-word paraphrase

# A précis gives the heart of the passage

# The précis should be written from the original author's point of view, without distonting the
MELning

= A précis should be writien in reported or indirect speech

Crubcletimes:

# Read the given passage sentence by sentence and make sure that vou understand it,
# Select and underline the most important points contained in the passage.

#  Refer to the dictionary, clarify and make brief notes

- Avoid repetitions, unimportant points, examples and anecdotes.

# Gothrough the passage again, jotting down the main points

= Organize your ideas into sentences to make a rough draft

= Revise the rough drafi with focus on unity, coherence and logical sequence of ideas

»  Cive 2 suitable title to vour final drafi

I Read the following passage and write down the main points:
Read the following passage and meke a précis giving a suitable title

“A prévis is not an putline, but 2 summary or digest. It is useful as an exercise in grasping the
essential ideas of an already completed composition and in stating these ideas in concentrated form,
The précis shears away all elaborations of the thought and gives only what is left, in such a way as to
make the summary a complete composition. It does not, therefore, skeletonize the original composition
S0 much as it reduces its scale. Many of the articles in The Reader's Digest are only précis, so skillfully
done that the average reader does not know that he is reading & summary. Since the précis says a great

_ Commissionerate of Collegiate Education



_ Student’s Book (Communication Skills)

deal within a brief space, it is of great service in taking notcs on library assignments and general
reading.” (Donald Davidson, American Compaosition and Rhetoric. Scribner's, 1963)

II. Read the short story and condense it 173 of its length. Also give it a suitable title:

Once ppon & time, thers was a Selfish Man. He liked everything to be his own. He could not
share his belongings with anyvone, not even his friends or the poor. One day, the man lost thirty gold
coins. He went to his friend's house and told him how he had lost his gold coins. His frend was a Kind
man. As his friend's daughter was coming from an errand she found thirty gold coins. When she arrived
home, she told her father what she had found.

The girl's father told her that the gold coins belong to his friend and he sent for him, When the
selfish man arrived, he told him how his daughter had found his thifty gold coins and handed them to
him. After counting the gold coins the man said that ten of them were missing and had been taken by
the girl as he had forty gold coins.

He further commented that he would recover the remaining amount from him (the girl's father).
Bat the father refused. The man left the gold coins and went to the court and informed the judge about
what had taken place between him and the girl's father. The judge sent for the girl and her father, and
when they arrived asked the girl how many gold coins she found. She replied thiny gold coins, The
Judge then asked the selfish man how many gold coins he lost and he answered forty gold coins. The
judge then told the man that the gold coins did not belong to him becawse the girl found thirty and not
forty as he claimed to have lost. (272 words)

Courtesy: sureshkumar.net

Main points:

. A selfish man lost thinty gold coins

t
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47. Résumé Writing

Résume is o well designed and subtly prepared piece of personal document. Acting as an advertisement,
a Résumé presents your educational hackground, unique set of skills, shilities and experience 1o the target
avdience especially the potential employer. Résumé is prepared not just for the sake of submitting to an
employer, but for sclf-assessment as well. It helps asses your skill set and set new career goals, Objective self-
assessment always gives proper direction in one’s career, It is so important i pay vimost attention while
designing and preparing your Résumé. Many of us are hesitant to put down just how much we have done, of

hiovw good we nre

Employers agree that the candidates who have excellent communication skills, good grooming habits
and relevant work experience impress them. Employers also say that they want to trust worthy employess who
can move right and get along with their co-workers, and get the job done without having to be guided at each
step. No matter what job you are applying for, your Résumé must focus on at least some of the best desirable
employable qualities. Your past track record must demonstrate some of the employable qualities.

Format and Appearance

* You need not give a “RESUME" heading to your document. It is obvious by its strecture and
dppearance

e Usvally people have a tendency to use fancy and colourful fonts. Resist the temptation. Use the
internationally accepted Arial and Times New Roman font between 10 and 12 size,

* Use bullets to enlist the entries. It will structure your Résumd, improve the appearance and will make it
Gasy to read,

® It has been customary practice to have the Résumé confined to one page. Bui you need not overcrowd
it. If your information requires more than one page, it is no blunder if you exceed 1o the second page.
In such case see that all key points are presented in the first page itself.

*  Always use short sentences.

Main Components of Résumé are:

¢  Contact/Tdentifying Information

= JohiCareer Objective

®  Summary of Qualifications

#  Education

*  Work experience

s Skills'AccomplishmentsQualifications
& Miscellaneous
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TYEPES OF RESUMES

Al Résumes are not alike. It is advisable 1o adopt different formats of Résumés for differem needs of the
candidates. Actually there are two types of Résumés, in addition 1o the online Résumés. They are:

= Reverse Chronological Résumé
o Skills or Fanctional Eésumé

Which one is best for you depends on many factors such as your experience level, the level of the job being
applied for, the employer and the sector of the indusiry, whether you are applying [or 4 promation or a carcer
change and 50 on. Here are some guidelines to help you decide what is best for the job you are applying for,

Reverse Chronological Résumé

A reverse chronological résumé enumerates » candidate’s job experiences in reverse chronological order. The
reverse chronological risumé format is most commonly used by those who are not professional résume writers
In using this format, the main body of the document becomes the Professional Experience section, starling from
the most recent experience poing chronologically huckwards through a succession of previous eaperience. The
reverse chronological résumé works 1o build credibility through experience gained, while illustrating carees

growth over time and fllling all gaps m & career trajectory

Functional Résumé

The functional résumé is used to assert a focus 1o skills that are specific 1o the type of position being sought This
format dircetly emphasizes specific professional capabilities and utilizes expenience SUIMMAnes: && ils pAmary
means of communicating professional competency. The Functional résumé works well for those making a career
change, having a varied work history and with linle work experience. A functional résume is also preferned for
spplications to johs thas require a very specific skill set or clearly defined personality traits.

Omline rEsumes

The Internet has browght about a new age for the résumé. As the search for employment has become more
electronic. résumss have followed suit. It is common for employers 1o only accept résumés electronically. either
out of practicality or preference. This electronic boom has changed much about the way résumes arc writlen,
read, and handled.
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MODEL CHRONOLOGICAL RESUME
Hovarupu Richic Rezie
Flat Mo.503, Ahsritha, MVP Colony
Yisakhapatnam - 330 017

Muob, Mo SEI9E 205 58 e ziepaul 2 vithod.com

Ohjective

To apply my financial management and customer services skills in a full time position in 3
large financial services organization.

Education

* MBA from Andhra University, Visakhapatnam in distinction in 2006
e B.Sc.Computers from Acharva Nagarjuna University with a first class in 1999,
¢ PG Dip. in Personnel Relations from IGNOU. New Delhi

Experience

Manager Sales in Reliance since 2006 tll date

+ Facilitated successfully in streamlining the stocks which saved the company even at the times of
recession,

¢ Provided daily review of the quality of the products scquired from the other firms which
enhanced the reliability of our products.

*  Maotivated other team members in working with commitment.

Sales Associate, Indegenus  from July 2010 1o April 2014

* Merchandised designer women's wear

® Set-up lrunk shows and attended clinics for new incoming fashion lines
= Worked with tailors and scamstresses for fittings

* Scheduled private shopping appointments with high-end customers

Computer Skills

Proficient in C. C™ Java, Internet and MS Office
References and work sample available upon request.

Coelusion

So far we have discussed the importance of preparing a Résumé, and its major components, We
also have discussed different styles and formats of Résumé, Having discussed so much a mild waming
to the reader: your Résumé must be attractive at the same time it must be honest. Content s more
important than the appearance. Overcrowded Résumé may hide the vital qualities, Hence pay a
balanced attention 1o the format as well as to the content. Make it error-free, Prepare it. edit it proof-
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read it and then post it. The leamers must not forget that most of the companies have their own
websites and calling for electronic onling Résumés. Hence the leamers are advised 1o keep themselves
abreast with the latest knowledge and developments,

References/Further Reading

I, Arhur D. Rosenberg and David Hizer. The Résumé Hundbook Massachusetts. Adams Medi
Corporation, 2006

2. Career Press Editors, 101 Great Résumés Mumbai. Jaico Publishing House, 2006

3, Jayanmt Neogy, Winning Résumé New Delhi, Unicom Books Pyt Lud., 2005

4, Marci Mahoney. Strategic Résumés New Delhi, Viva Books Pyt Lud, 2004
WEBSITES

www rockportinsttue. com/resumes. hnml
WWww bestresumewriting.com
www resumeapple.com
www resumesdge com
www searchindiacom
-
www nankr.com

wwy monstenndia.com
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48. Soft Skills: An Overview

Soft skills are personal skills, which make a person more polished and more successful. 5ol skills
are part of interpersonal and intra-personal skills that play a crocial role in demonsirating the
characterized relationship with the other. Sofi skills are about projecting onesell and one’s professional
gkills in the best possible way, and taking a holistic view of things, They are about how vou inlersct
with and react o others when you come in contact with them.  hey enable you 1o zero in on the most
important point you want to make. but in an amractive and charming manner. The fine tuning of
character is done with soft skills.

To understand the importance of soft skills the readers are advised 10 go through the following
anecdote. An old Cherokee® was teaching his grandson about life. He said to the boy: “A fight is pong
on inside me. It is a terrible fight and it is between two wolves, One is evil. He is anger, envy, sormow,
regret, greed, arogance, self-pity, guili, resentment, inferiority, lies, false pride, superionty and ego™,
“The other. he continued, is good. He is joy, peace, love, hope, serenity, humility, kindness,
benevolence, empathy, generosity, truth, compassion and faith,” “The same fight is going on inside you
and inside every other person, too.” said the old man,

The erandson then asked his grandfather: “And, which wolf will win grandpa™ “The one you
feed, my son!™ — simply replied the old Cherokee.

Well, Ithink that this is just what soft skills are about. It is about training the ‘good woll”, showing
kindness and being gentle towards the others, being patient and listening to them, giving pleasure 1o
them while they communicate with you, smiling with evervone around you and rudiating respect,
understanding and pleasure. In today's world, we need soft skills more than our technical skills and
academic gualifications, to make our lives peaceful, successful and productive, both in the privite and
public spheres.

Why Soft Skills?

“You can't manage vour life until vou manage vour emotions.” Lynn Clark

We strongly desire to live happily and successfully. So we go for higher education and seek
employment in good companies. We cannot get trained in all the skills in our academic education, 50
finishing schools have come up in North America, Bwope and India to bridge the gap between
education and industry. We need two kinds of skills to lead a happy and successful life: hard skills and
soft skills. Soft skills are more difficult to acquire than hard skills. Most of the students are very good
at hard skills but they are not very good ar soft skills, We acquire hard skills (technical) through our
education. Soft skills determine how happy and successful we are in our life. So soft skills are also
called life «kills, though they are a little different.

* Cherokee: A native North American
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Soft skills are clissified and divided in varous ways. We can divide them inte three major

calegones:

1. Uommunication skills: verbal and fon-verbal.
2. Emotional skills: personal and inter-personal

3. Thinking skills; critical and creative.

Soft skills are necessary for all kinds of people in all kinds of professions. 'We are going to learn about
them and start practising them in life.

Definmition:

Soft Skills is a sociological term, which refers w the cluster of personality traits, social graces,
feliciy with language, personal habits, friendliness and optimism that mark people to varying degrees.
5oft skills complement hand skills, which are the technical requirements of a job.

Soft skalls tnvod we:

Chur abaliry @ function harmonious]ly with athers

Chur openness o leaming new ideas

Owr nkerance to not-so-pleasant siteations and differences in opimons

Owr readiness o accept people from different culiures

Cur willingness to make things work in our personal and professional life

Char ubility to manage our own emotions

Crur ability to deal with others by mapping their mood

Chor ability 1o manage a situation by weighing its sensitivity and attuning our actions
accordingly.

o T A =

Soft skills can be acquired and enhanced by training, practice and observation.

Sall Skills vs Hard Skills

:]:.I; Soft Skills Hard Skills

I. | Informally imbibed Acquired through formal education

2. | Abour  relationships  and  social | About techniques, mechanisms  and
|| competence professional competence

3. Gieneral attitude to life situations Suhject-hased skills

4. | People-specific Jixb-specific

A Adtitude-centric Aptitude-centric
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Soft skills are interpersonal and inira-personal skills and they are objectively identified with a
person’s Emotional Quotient (EQ). This is a ‘package” of skills related 1o personality development tha

meludes social skills, communication and language skills, interpersonal  habits, assertiveness,
friendliness and optimism that demonstrate the relationship with the other. Soft skills do not
necessarily mean only to enhance the professional quality of an employee. It will have a greater impact

positively on a person’s Tamily and personal life as well.

Unlike core subjects which can be easily taught in a classroom, soft skills need more of practice and

less of a theory, Practical training in soft skills enables o person 1o comfortably look for solutions for
the daily issues from within oneself. Hence, it has become indispensable to gel tramed in soft skills,
otherwise, we would be lagging behind in many ways. Soft skills can be developed over time.

References/Further Reading

-\-\J:r-:_h-l‘--'_l-l-ql-—

Mohan, Krishon, Meers Baserji, Developing Commumcation Skilks, 1990, Macmillan India Lacl.. Mew Dielh,
Viernu, Staling. St Skills Tor the BPO Sector, 2008, Pearson, Derling Kindersley (Indis) Py Lad, Mew Delhi,
Barker, Alan, Improve Your Communication Skills. 2008, Kogan Page India Py, Lad,, New Delhi.

Mohan, Krishna; Meera Banerji. Developing Communication Skills, 2000, Macmillan India Lid., Mew Delhi,
Sinha, Ashok K, Nista Singh, A Text on Soft Skills for Business. Vrinda Publications (P Ll 2003, Delhi. Ebook
Soft Skills: Be Professioaally Pronctive, 2*' Edition, Pocket Power Guide. Nand Business Pages 2013, Ebook,
Kargoard. Rich. The Soft Edge: Where Great Companics Find Lasting Success. 2004, Jossey-Bass, A Wiley
Brand, One Mootgomery Sreet, Soiie 1200, San Fansisco, CA. Ebook.

Kamin, Maxine. Soft Skills Revoluton: A Guide for Connecting with Compascion for Traimers. Teams and
Leadders, 2003, Pleiffer. San Fansisco, CA. Ebook.

Gioodile, Malcolm. Professionn] Presentations with YCD. Cambridge University Press, 2003 New Delbn.
Wttpetfschoaleducatars com 200002 importance-of-soft-skills-deve pment-in-educaton’

hittpzffen. wikipedisorpwiki'Soft_skills

www.soltskillsindiscom

www. mindicoli.com

sofi-skills Blogspot com 200002 defimition-of -wfi-skills.himl
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49. know yourself

Personal Profile- Student worksheet

Headers! Be honest, take a real loving look at yourself and your life till date and write down abown
yourself without inhibitions. Remember there is nothing RIGHT or WRONG about what you write as
you are a unique person with unique capabilities. This profile sheet is useful in preparing CV and

appearing for interviews, If you feel stuck then ask your teacher o give examples. Answer the

following questions and try to write one or two complete seatences. Afier the sheet is filled, you have

content encugh for a two to five minute self-introduction. Practise it every day and try o improvise by

adding more details.

b

Lt
.

1),

I b

1 3.
14,

Hello, I'm (name)

I'm from / | come from (place)
My father
My mother
My siblings
I studied in
( Schooling, Inter, college)

I um pursuing

I enmjoyf like
{ List 5 things you like doing)
I don’t like

{List 5 things you dislike doing)

I wish 1o learn

{List 2 or 3 skills vou would like to learn.)

[ am

{Morning person/ evening person/ night person- when are you very active and at what part of day

do you study effectively?)

| wish 1 own

(list 5 things you wish for ...}

In 2 vears | see myself

In 5 vears | see myself

My ambition now is ;
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15, My family and friends say 1 am
And
(list qualities- 5 positive and 5§ negative i.e, where you feel you need to improve)
6. 1am
(other gualitics- poet! painter/ dancer/ sprinterd college champion/ NSS volunteer! NCC cadet/ ....)
17. 1worked as -
{any part time jobs you did/ witions! volunieer works/ summer jobs....)
18, My favoriles
(Game, sporis person, politician, tourist spot, food, song, musician, film, director, actor, TV
channel. serial, Radio program, book, writer...)
19, | am scared of { list your fears)
20, | feel good about my (list your strengths)
Post Writing Activity: Practise self introduction using this profile in the mirror. You need to look
into your eyes while talking.
(See Lesson-1 Self-Introduction for practice)
SELF-ES : a check on your v [ sell
. When my feelings are hurt, | express this
Never o Somelimes c Frequently C Always c
2. Others value my opinions and agree with me
Never C Sometimes 4 Frequently - Always &
3. | feel imellectually capabie
Never C Sometimes L Freguently C Always C
4. | feel warthy of the gifts that have been offered
Never L Sometimes L Frequently & Always L
5. | am saisfied with my personal development uplo now
Never C Sometimes C Frequently C Always >

6. 1 consider comparing myself with other people (to see who rates higher) o be a waste of time

C C c c

Mever Sometimes Frequently Always
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8.

12,

13

16.

L'f.

| teel comfortable at social pathenngs and meeting new people

C

Never & Sometimes L Frequently

Always L

I am happy to be my own self and would not want to be anyone else

Never &2 Somefimes L2 Frequently C

| am happy with the way [ live my life

Never & Sometimes L Frequently C

I like my present place of residence

Never &4 Sometimes C Frequently L

| enjoy my work

Never 12 Sometimes L4 Frequently C
15. I am considerate of others

Never . Sometimes C Frequently »

[ enjoy getting up in the morning

MNever C Somelmes ® Frequently -

[ am self-reliant

Never 2 Sometimes L4 Frequently C

18.

2

P 4

a0,

I make a positive contribution 1o the lives of others

e C

Never Sometimes - Frequently

C

Always

Always C

Always )

Always C

Always C

)

Always

Always »

Always e

I try to make sure [ lead balanced life- enough rest, work, play

Never L4 Sometimes Frequently >
I enjoy my time alone
Never C Sometimes L= Frequently >

| estimate myself honest by

Never 2 Sometimes L2 Frequently c
| see myself as attractive to the opposite sex

C e

| see myself as a successful person

C C

C

MNever Sometimes

Frequently

Never Somctimes Frequently >

Always c

Always c

Always C

C

Always

Alwayan
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Your score: Never-

Sometimies-
Frequentiy-
Always-

Note: This test tells you what you think you arc on the day you answer this at this moment, in ths
class. You might think different on another day. DO NOT consider the ratings as FINAL and
judpe yourself. The test only throws light on the areas where you need to stand up for sell and
improve your confidence. How do you do that? Don't miss the session on Positive attitude.
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50. SWOT Analysis

SWOT stands for Swrengths, Weaknesses, Opportunities, and Threats,. SWOT analysis can be
applied in various arcas needing performance evaluation,. A SWOT Analysis can be used for
workshops, brainstorming, meetings, problem solving, product evaluation, strategic planning,
competitor evaluation, personal development and planning. Similarly, this method can be used w assess
your status in your college to help yvou find the right career to pursue. Here are a lew ideas when it
comes o constructing vour SWOT.

To conduct a personal SWOT analysis effectively, know by heart how it is done, why is it done
and the manner in which the findings are interpreted. The process requires answering to a set of
questions that are relevant to your strengths, weaknesses, opportunities, and threats. Be realistic about
strengths and weaknesses. When performing a SWOT analysis on vourself, be neither modest nor
overly optimistic. Consider answers from the company’s point of view and from the point of view of
your teachers, friends and others who come to the campus 10 conduct drives. Distinguish between
where you are today and where you could be in the future. Note that the SWOT is subjective. No two
people will come up with the same SWOT.

Knowing Yoursell Better

The best way to answer and get an efficient result is o answer the questions as honestly a5 you
know yourself, It is significant that, as you reply to the questions, you also find out what other people
think as your strengths and weaknesses. Keep your ‘KNOW YOURSELF worksheet with you for this

REE510M,

Internal Factors

1. Strengths - Intemmal positive aspects that are under control and upon which vou may capitalize
in planning for a new career.  Answer the question: which are my most exceptional skills?
These would include:

& Work Experience

* Education, including valuc-added features

e Strong technical knowledge within your field (e.g. hardware, software; programming
fanguages)

* Specific transferable skills (e.g., communication, teamwork, leadership skills)

Personal characteristics (friendly nature/ adaptability/ positive outlook. .. )
Z. Weaknesses- Therese are intemnal characteristics that are not so positive (need not be

megative), but they can be worked on 1o improve, However, at the present moment these
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may hinder your job prospects. Address your difficulties afier comparing with others.
These would includs:

# Academic performance- less percentage, etc

= Lack of web skills- no e-mail account/ facebook id/ blog posts. .

o Inahility to take the initiative/ reserved nature/ over sensitivity

s Personal characteristics (shorn iemper/ restlessness/ cannot do group work or work with
prefemed few. ..}

External Factors

=

3. Opportunities — External aspects that are not always in our confrol but can be tappad to
build a career or secure a job. Address the issue of your interest in higher studies and get
data of the colleges or universities that offer you these courses. List your chances.

e The colleges/ universinies that offer programmes of your interest
e The companies which offer you job for your qualifications

o Reservations/ special quotal fee concession, ...

e Campus drives/ special raining programmmes a college...

4, Threats — External aspects that are not in our control and can hinder our prospects 1o secure

a job/ seat in university. What factors stand in your way Lo get a degree/ PO scalf Job?

These could include:

s Competiion

« Reservations! lack of financial support

¢ Family restnstions

s Social conditions- bandhs! no conveyance. .
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SWOT Analysis Worksheet

MName of the student:

Roll No:
Strengths Weaknesses
What o o do well? What coald vou impmove”
What unicue resources con you draw on? Where do vou have lewer nesources then othersT
What do others see as vour strengths? What are others likely to w22 a5 weaknesses?
Opportunities Threats ==
Wil opporiunities are open o you? What threiets coubd harm you?
Wit trends could vou take advantage of? What is vour competition doing?
How can you tum yous strengths imo oppomundties? What threats do vour wepknesses expose vou b’
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To do an honest check of your SWOT ask yourselves the following questions:

oot e R ol

= -
PRRTE s |
=

e s R e s e
B w0 % Lh I lad k3

=

20,

What are my positive points that my family and friends appreciate?
What is my academic record?

Am linvalved in co-cumcular! extra- curricular activities?

My awards! certificates- merit! NSS/ NCC, etc.

What kind of a person am [7

Am [ a leader or a team player? (student leader/Class rep....)

Do [ attend all classes including special programmes?

Do [ understand what experts say on MANA TV?

Do | understand when people speak in different accents?

, Do 1 wish o participate in live programmes and convey my opinion properly in phone-ins?

. Do | discuss my difficulties with my fnends?

. Do [ handle my problems or avoid them and escape?

. Do [ share my issues openly or expect others to know it without my mentioning it?

. Do [ get eranky if my friends fail 10 understand me?

. What stops me from participating in classroom activities?

. What is this fear about that siops me from speaking in English?

. Am I interested in leaming new things?

_ Am | healthy? Physically fit with good stamina and energy?

. Does my college cater 10 my needs? Do we have teachers’ infrastructure/ computers/

Internet/ opportunity to leam what you need?
To get my college degree, what fuctors stand in the way?

Interpreting the Gathered Data

After all the guestions are answered, sit down and review the resulis, Assess your answers and relate it
to your academic status/ job status using the results to choose the best academic career suitable for the
person that you are. The following are some rips that can help you analyze and make your decision:

*

&

Pick a course that capitalizes on your strengths

An academic career can be an opportunity to make your weaknesses irrelevant by focusing on your
strengths, This doesn’t mean however that you need not face your weaknesses while pursuing your
academic ambition but vou can use it as a chunce 1o strengthen your weaknesses. Attending
workshops, seminars, group discussions, and other extracurricular activities will help you improve
on your arcas of weakness.

Take advantage of all possible opportunities that will help your personal and academic traits excel.
Threats are inevitable 10 each ones’ ambitions and career perspectives. Identifying these threats
however will provide a more focused solution as carly as possible. When you are able to anticipate
these threats using the information gathered, you will be able to prepare or avoid possible hurdles
to your academic ohjective.
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51. Goal Setting

“Take up one idea. Make that one idea vour life; think of it, dream of it, live on that idea. Let the brain,
the body the muscles, the nerves and every pant of your body be full of that idea, and just leave every
other idea alone. This is the way o success,”
~Swam Vivekananda,
Muany youngsters are not very clear about their goal in life, We cannot begin our joumney unless we
are clear about our destination. We cannot proceed even a step ahead unless we decide where we want
to go. A clear-cut goal and a one-pointed concentration alone can help us 10 manifest tremendous
confidence. We want 10 do many things simultaneously. Withowt singular devotion 1o the ideal, no
greal things can be achieved.

Read the following anecdote

Kalpana Chawla, bomn in & small town in Haryana, became the first Indian woman to wavel in
Space only because she had fixed her goal when she was a child. Her biographer writes, "Kalpana
would lie on her back and look at the glittering stars in the skies during summer nights. Presumably,
this was what ignited her dream 1o journcy into space. “She set her goal and never deviated from it
though her advisers, parents and even the college principal tried to dissuade her from her choice of
acronautical engineering and suggested her that she go for more popular fields like mechanical or
electrical engincering. But the young Kalpana refused to be convinced and finally achieved her goal
overcoming all the obstacles in her way. Her one-pointed devotion to goal gave her the required
confidence to succeed in life.”

For many of us choosing a goal could be very confusing. It could be that everything or nothing
interests us. It gets even more difficull when we cannot sustain the interest for long and the initial
enthusiasm dies a quick death. To know what really interests could take time for many while the lucky
few find their avocation as children like Kalpana Chawla did. Again do not judge yourself or your
friends if they cannot decide on a goal/ career/ hobby. Be patient; keep trying out different things till
you find your goal. Remember always to start with baby steps.

Ours is a unique world and each individual is created wnigque in this world. When it comes to
planning future there are 6 major types of approaches according to Erial. Again the types are not THE
types. We respond 1o a certain situation in any of the following ways depending on circumstances.

1. Judgment callers are people who choose not to set goals, either because they do not know what
they want or they are ok with the way things are. They prefer to use judgment calls instead, which
usually means that they pick the most urgent task on their to-do list and go with that, People like
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2.

this live in constant stress and struggle: reality hits — they react, problem arises — they solve it. boss
demands — they perform. And it is not that they lack intelligence. determination or ability.

They just cannot find their inner drive. There is no goal in sight that lights up & fire in them and
makes them care encugh to take proactive steps, mather than being pushed by other people or
circumstances.

Terminators- To us, regular mortals, it scems that these people are made of weel, as they possess
an iron will and a laser-like focus. As soon as they select their goal, nothing can stop them from
attaining it! While such determination is admirable, very ofien the easiest and smartest way of
achieving something is to adjust the course of action and look for an open door, instead of bursting
through walls 10 make an entrance.

While ‘terminators” usually achieve most goals they set for themselves, at times their stubbomness
and inflexibility back-fires and they spend too much time and energy chasing after the wrong
things unable o accept defeat or let go.

Sufi's- Sufi's are firm believers that everything that happens in life, happens for the better. They
are focused on the spiritual part of their life and view material goals and “attachmenis™ as a mere
distraction from their ree purpose.

Sprinters- This is the category where most people ofien find themselves. Sprinters get easily fired
up by a new goal and just as casily leave it unfinished in a few couple of weeks, when their
enthusiasm dies down. I call people in this category “sprinters”, because they lake a massive
amount of action in the beginming, and quickly tire, unable to maintzin the same level of
motivation and productivity over a long period of time.

For such people the key to success is consistency. Do not waste all of your energy and enthusiasm
on one big leap of action. Most worth-while goals cannot be achieved in a weak or two. They take
time and require sustained effort and ofien lifestyle adjustments.

Analytics- Analytics believe that before they can start pursuing any kind of goal, they have to
learn everything that they can possibly leam about goal-setting, motivation, econemical situation,
future challenges, possible benefits, and so on. Deep down they are perfectionists so they feel that
unexplainable need 1 get it right the first time. They collect data, attend seminars, buy books
about goal setting, evaluate, analyze, weigh the pros and cons and end up thinking themselves into
analysis paralysis. Perfectionism, no matter in what form, is always a cause of two effects: over-
preparation and under-performance.
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It is just like staring at a chess board, making miwes in yvour head, calculating various
combinations of possible contra-moves to find the best game plan, In theory you might win the
game. In practice you have not even started playing,

6. Goal-Getters- There is a small group of people. who just get goal setting. They have clarity and
certainty about what they do and they do. They choose one goal and slowly, but surely work
towards it. Sometimes they might even fail, but it does not stop them from trving again. Goal
getters love what they do, vet they continuously educate themselves and try to leam even from
their failures and mistakes. But unlike “Analytics’ they implement what they learn quickly and
adjust their plans accordingly.

Once you have idemtified your approach, try to adapt to Goal getter. How do you set a goal? For
this you need to sit down and write what you want in life. Imagine a future, say 5 vears from now.,
then 10} years from now and 20 vears from now. How do you like to see yourself, where, doing
what, possessing what? List it. For some it will take an entire day and for others a week or even a
month to get that clarity.

Here are the steps in creating goals- (from mindtools.com)

You set your goals on a number of levels: Life time, short time (also known as long term, shor
term goals). After you have listed what you want in life, you break these down into the smaller and
smaller targets that you must hit to reach your lifetime goals. Finally, once vou have your plan, you
start working on it to achieve these goals. This is why we start the process of goal setting by looking at
your lifetime goals. Then, we work down to the things that vou can do in, say, the next five years, then
next year, next month. next week, and today, to start moving towards them.

Step 1: Setting Lifetime Goals

The first step in setting personal goals is to consider what vou want to achieve in vour lifetime (or
al least, by a significant and distant age in the future). Setting lifetime goals gives you the overall
perspective that shapes all other aspects of your decision making. To give a broad, balanced coverage
of all impertant areas in your life, try 1o set goals in some of the following categories (or in other
categonies of your own, where these are imporant 10 you):

= Career - What level do you want to reach in your career, or what do vou wani to achieve?

= Financial - How much do you want to earn, by what stage? How is this related w your career
goals?

* FEducation - Is there any qualification or degree that you want (o acquire in particular? What
information and skills will you need to have in order to achieve other goals?
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«  Family - Do you want to be a paremt? If so, how are you going 10 be a good parent? How do you
want to be seen by a partner or by members of vour extended family?

*  Ariistic - Do you want 1o achieve any artistic goals?

«  Attitode - Is any part of your mindset holding you back? Is there any part of the way that you
behave that upsets you? (If so, set a goal to improve your behavior or find a solution o the
problem. )

»  Physical - Are there any athletic goals that you want 1o achieve, or do vou want good health deep
into old age? What steps are you going (o take to achicve this?

+  Pleasure - How do vou want to enjoy yourself? (You should ensure that some of your life is for
you

+  Public Service - Do you want to make the world a better place? If so, how?
Spend some time brainstorming these things, and then select one or more goals i each category that
hest reflect what you want to do. Then consider trimming again so that you have a small number of
really significant goals that you can focus on. As you do this, make sure that the goals that you have
set arc ones that you genuinely want to achieve, not ones that your parents, family, or employers might
want, You may also want to read our article on Personal Mission Statements. Crafting a personal
mission statement can help bring your most important goals into sharp focus.

Step 2: Setting Smaller Goals

Once you have set your lifetime goals, set a five-year plan of smaller goals that you need to
complete if you are to reach your lifetime plan, Then create a one-year pian, six-month plan, and a
one-month phan of progressively smaller goals that you should reach to achieve your lifetime goals.
Each of these should be based on the previous plan. Then create a daily To-Do List of things that you
should do today to work towards vour lifetime goals. At an early stage, your smaller goals might be to
read books and gather information on the achievement of your higher level goals. This will help you o
improve the quality and realism of your goal setting.

Finally review vour plans, and make sure that they fit the way in which you want to live your life.
Staying on Course- Once you've decided on your first set of goals, keep the proccss goang by reviewing
and wpdating your To-Do List on a daily basis. Periodically review the longer term plans, and modify
them to reflect your changing priorities and cxperience. (A good way of doing this is w0 schedule
regular, repeating reviews using a computer-hased diary. )

SMART Guals

A useful way of making goals more powerful is to use the SMART mnemaonic. While there are plenty

of variants (some of which we've included in parenthesis), SMART usually stands for:
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* 5 - Specific (or Significant).

* M - Measurable (or Meaningful).

= A - Anainable (or Action-Oriented).
* R - Relevant (or Rewarding).

* T - Time-bound {or Trackable ).

For example. instead of having "To sail arcund the world” as a goal, it's more powerful (o say “To have
completed my trip around the world by December 31, 20015." Obviously, this will only be attainable if a
lot of preparation has been completed beforehand!

Mistake 1: Setting Unrealistic Goals

When you're exploring possible goals, you need to unleash vour imagination and ambition, put your
reservations aside, and dream big dreams. However, once you've decided on a goal, make sure that it is

realistic, and that you can actually achieve it in the time frame that you have set for yourself.

Mistake 2: Focusing on Very Few Areas

When you set your goals, make sure that you sirike the right balance between different areas of vour
life. And remember that "balance” is different for everyone — use the Wheel of Lile tool to understand

which areas of your life you need w focus on most.

Mistake 3: Underestimating Completion Time

How often has a task or project taken longer than vou thought? Probably more times than vou can
count! You may also say the same for goals that you've set in the past. If you don't estimate goal
completion time accurately, it can be discouraging when things take longer to achieve than you think
they should. This can cause you to give up. If you have planned to complete the entire syllabus in 2
months studying 8 hours a day and for some reason you couldn’t stick to the timetable, you find
yoursell not reaching the goal. If you add extra time into your estimate, you'll feel less pressare to rush
anl finish by a centain date.

Mistake 4: Not Appreciating Failure

No matter how hard you work, you will lail to achieve goals from time 1o time, We've all been there.,
and it isn't fun! However, your failures are what ultimately determine your character. They also contain
lessons that can change your life for the best, if you have the courage to leamn from them. So don't be
o upset if you fail to achieve your goals — just take note of where you went wrong and use that
knowledge to reach your goals next time around.
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Mistake 5: Setting "Other People's Goals”

Some people — family, friends, or even your boss = may want to influence the goals you set. Perhaps
they feel that they know what's best for you, or mavbe they want you o take a certain path or do certain
things. Clearly, it's important that you have good relationships with these people, and you need 1o do
what vour boss asks, within reason. However, your goals need to he your own — not anybody else’s. So

be politely assertive, and do what you want 10 do!

Mistake 6: Not Reviewing Progress

It takes time o accomplish goals. And sometimes it can feel that vou are not making much progress.
This is why it's important 1o take stock of everything that you have accomplished on a regular basis. Set
small sub-goals, celebrate your successes, and analyze what you need to do to keep moving forward,
No matter how slow things seem, you probably are making progress! You can also take this
opportunity 1o update your goals, based on what you have learnt. Have your priorities changed? Or do
you need to set aside some exira time for a particular goal activity”? Goals are never set in stone, so

don't be afraid 1o amend them if you need to

Mistake 7: Setting ""Negative" Goals

Many people have a goal 10 “lose weight.” However, this goal has a negative connotation: it is focused
on what you do nol want - your weight. A positive way to reframe this goal is to say you want to “get
healthy.” Another example of a negative goal is to "stop staying late af work.” A positive way to
rephrase this is (o "spend more time with family.” Negative goals are emotionally unattractive, which
makes it hard 1o focus on them. Reframe any negative goals so that they sound positive: you may be

surprised by the difference this makes!

Mistake 8: Setting Too Many Goals

When vou start sclting goals, you may see many things that you want to accomplish. S0 vou star
setting goals in all areas. The problem with this is that you have a fixed amount time and energy. If you
try to focus on many different goals at once, you can not give individual goals the anention they
deserve. Instead, use the "quality, not guantity” rule when setting goals. Work out the relative
importance of everything that you want to accomplish over the next six to twelve months. Then pick no
more than, suy, three goals o focus on. Remember, the success of your work towards a goal rests on
focusing on just a few things at a time. If you limit the number of goals you are working on, you will

have the time and energy you need 1o do things really well!

http:becomes better vou in 365dats,comfag/gral-serting-test.,
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52. Positive Attitude

Human beings can alter their lives by altering their attitudes - N. Vincent Peale

We can be positive or negative, eathusiastic or dull, active or passive. The higgest difference
between people is their attiudes. For some, learning is enjoyable and exciting. For others, learning is
drudgery. For many, learning is just okay, something required on the road to a job. Our present
attitudes are habits, built from the feedback of parents. friends, society and self, that forms our self-
image and cur world-image. These attitudes are maintained by the mner conversations we constantly
have with ourselves, both consciously and subconsciously.

One approach is called the three C's: Commitment, Control and Challenge,

Commitment: Make a positive commitment 1o yourself, to leaming, work, family, friends, nature, and
other worthwhile causes, Praise yourself and others. Dream of success. Be enthusiastic,

Control: Keep your mind focused on important things. Set goals and priorities for what you think and
do. Visualize practising your actions. Develop a strategy for dealing with problems. Learn to relax.
Enjoy successes. Be honest with yvourself.

Challenge: Be courageous. Change and improve each day. Do vour best and don’t look back. See
learning and change as opportunities. Try new things. Consider several options. Meet new people. Ask
lots of questions. Keep track of your mental and physical health. Be optimistic. Studies show that
people with these characteristics are winners in good times and survivors in hard times, Commitment,
control and challenge help build self-esteem and promote positive thinking.

What is Positive Attitude?

Attitude is a mental position relative to a way of thinking or being; a positive attitude is, therefore, the
inclination to generally be in an optimistic, hopeful state of mind.  Attitudes which give happiness are
“Positive”,

7 Suggestions for Building Positive Attitodes

In every class, look for positive people 10 associate with,

In every lecture, look for one more interesting idea.

In every chupter, find one more concept important to vou.

With every friend, explain a new idea you have just leamed.

With every teacher, ask & question,

With yoursell, keep a list of vour goals, positive thoughts and actions,
Remember, you are what you think, you feel what you want,

™A W) e
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The Power and benefits of Positive Attilode

Pasitive psychology studies indicate that a positive attinude, along with an optimistic outlook and
positive thinking, can bring betier health and greater happiness. Positive attitude. positive thinking, and
optimism are now known to be the root cause of many positive life benefils—the good life and well
being. You will live longer and be healthier and happier with a positive attitude toward life. In
addition, vou are more likely to be successful. Learn to use the power of thinking positive, adopting
positive attitudes, and affirmations to gain importunt life benefits,

Characteristics of a Posltive Attitnde and Optimism:

Optimists believe that they are accountable for good things and good things will generally come
their way. If something bad comes instead, optimists tend 10 write it off as an wselated incident, an
anomaly, or something out of their control; optimists believe things will be better in the future. It s
possible 10 control our thoughts, regardless of  what we have been led to believe. As soon as a
negative thought comes into your mind, purposefully make it a point to replace it with a positive one.
Stop letting other people’s negative attitudes influence yours, This may mean we need 1o stop hanging
around with people who do nothing but spout negative stff. We cannot afford 1o do this when our goal
is to become more positive. *“Will Power™ is the Key.
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53. Body Language

Body language is a form of non-verbal communication consisting of body pose. gestures, and cye
mavements. Humans send and interpret such signals subconsciously. Most of the researchers say that
human communication consists of 93% body language and paralinguistic cues, while only 7% of
communication consists of words themselves, While some people assert that between &0 and 70
percent of meaning 15 derived from nonverbal behavior, body linguage may provide clues as o the
attitude or state of mind of a person. For example, it may indicate aggression, attentiveness, boredom,
relaxed state, pleasure, amusement and intoxication among many other cues.

Understanding Body Language

The technique of 'reading’ people is used frequently. For example, the idea of mirroring hady
fanguage to put people at ease is commonly used in interviews. Mirroring the body language of
someone else indicates that they are undersipod. Body language signals may have a goal other than
commumcation,

Physical Expression

Physical expressions like waving, pointing, touching and stouching are all forms of nonverbal
communication, The study of body movement and expression is known as kinesics. Humans move their
bodies when communicating because, as research has shown, it helps “#ase the mental effort when
communication s difficult.” Physical expressions reveal many things about the person using them. For
example, gestures can emphasize a point or relay o message, posture can reveal boredom or greal
interest, and touch can convey encouragement or caution.

1. Shoulder Shrug Gesture

The shoulder shrug is also a good example of a universal gesture that is used to show that a person
does not know or understand what you are talking about. It is a muliiple gesture that has three main
parts: exposed palms, hunched shoulders and raised brow
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Soft Skills

1. The Ring or *OK’ Gesture

The 'OK’ meaning is common to all English-speaking countries and it means "All comect”

A. The Thumb-Up Gesture
The thumb-up/ thumbs-up gesture is used by hich-hikers to ask for a lift and it is also used as an UK

signal. When the thumb is jerked sharply upwards it becomes an insult signal. Ofien this gesture is

shown to indicated *good luck’

4. Greeting each other
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5. Shaking Hands
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6. Special Handshakes

iDouble Handed Handshakes
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The intention of the double-handed handshake is to show sincerity, trust or depth of feeling towards the
receiver. Two significant elements should be noticed. Firstly, the left hand is used to communicate the
cxtra feeling that the initiator wishes to transmit and its extent is related to the distance that the
initiator’s left hand is moved up the receiver's right arm,

ii. Elbow Grasp

The elbow grasp, transmits more feeling than the wrist hold, and the shoulder hold, In general, the
wrist hold and the elbow grasp are acceptable only between close friends or relatives and in these cases,
the initiator’s lefi hand penetrates only the receiver’s intimate zone,
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iii. Shoulder Holds

The shoulder hold and the upper arm grip enter the receiver's close intimate zone and may wvolve
actual body contact, They should be used only between people who experience a close emotional bond
at the e of the handshake.

7. Rubbing the palms together

Pasitive Approach

Rubbing the palms tozether is 2 way in which people non-verbally communicate positive expectation.
8. Hands Clenched Together
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Research says that this was 1 frustration gesture, signalling that the person was holding back a negative
attitude. The gesture has three main positions. The person would be more difficult o handle when the
hands are held high, than he would be with the person whom hands resting on the desk position. Like
all negative gestures, some action needs to be taken to unlock the person’s fingers o expose the palms
and the front of the body, or the hostile attitude will remain.
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9, Steepling Hands

Thi riined stwepie

The fowesred «beapl

People who are confident. superior types or who use minimal or restricted body gestures often use this
gesture, and, by doing so, they signal their confident attiude. It is frequently used in
superior/subordinate interaction and that it can be an isolated gesture which indicates a confident or
know-it-ull’ auitude. Managers often use this gesture position when giving instructions or advice w
subordinates and it is particularly common among accountants, lawyers, managers and the like. The
pesture has two versions,

The Raised Steeple - The position is normally taken when the steepler 15 giving his opinions or ideas
and is doing the talking.

The Lowered Steeple - The position is normally used when the steepler is listening rather than
speaking.

10. Gripping Hands, Arms and Wrists
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Superiority/Confidence Gesture - Several prominent male members of the British Royal Family are
noted for their habit of walking with their head up, chin out and one palm gripping the other hand

behind the back. Not only does British Royalty use this gesture; it s common among Royalty of many
countries. On the local scene. the gesture is used by the policeman patrolling his beat, the headmaster
of the local school when he is walking through the school yard, senior military personnel and others in
a position of authority,

Hand-Gripping-Wrist Gesture - which 1s a signal of frustration and an attempt at seff-control. In this
ase one hand grips the other wrist or arm very tightly as if it is an attempt by one arm to prevent the

other from striking ouwt.

Upper Arm Grip Gesture - The further the hand is moved up the back, the more angry the person has
become. He is showing a greater attempt at self-control than the man in Hand-Gnpping-Wnst Gesture
nan, because the hand is gripping the upper arm, not just the wrist. It is this type of gesture that has
given rise to such expressions as, 'Get a good grp on vourself’,

11. Thumb Displays

Thee durumant =als Than dnmsnan female

The thumbs denote strength of chatacter and ego and the non-verbal use of thumbs agrees with this.
They are used 1o display dominance, superiority or cven aggression: thumb gestures are secondary
pestures, o supportive part of a gesture cluster. Thumb displays are positive signals, often used in the
typical pose of the ‘cool’ manager who uses them in the presence of subordinates,

Dominant Male - Arms folded with thumbs pointing upwards is another popular thumb gesture
position. This is a double signal, being that of a defensive or negative attitude. (folded arms) plus 2
superior attitude (displayed by the thumbs). The person using this double gesmure usually gesticulates
with his ar her thumbs, and rocking on the balls of the feet when standing is common.
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Dominant Female - Dominant or aggressive women also use this gesture. The women's movement has
allowed them 1o adopt many male gesres and positions. In addition to all this, thumb thrusters will
often rock on the balls of their feet w give the impression of extra height.

12. Hand to face gestures

i. The Mouth Guard

The mouth guard is one of the few adult gestures that is as obvious as a childs. The hand covers the
maouth and the thumb 1s pressed against the cheek as the brain sub-consciously instruets it 1 ry and
suppress the deceitful words that are being said. Sometimes this gesture may only be several fingers
over the mouth or even a closed fist. but its meaning remains the same.

Many people try to disguise the mouth guard gesture by giving a fake cough If the person who is
speaking uses this gesture, it indicates that he is telling a lie. If, however, he covers his mouth while
your are speaking, it indicates that he feels you are lying!
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il. Nose Touching and Eye Rub
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The Nose Touch - It is a sophisticated. disguised version of the mouth guard gesture. It may consist of
several light rubs below the nose or it may be one quick, almost imperceptible touch. Like the mouth
puard gesture, it can be used both by the speaker o disguise his own deceit and by the listener who
doubts the speaker’s words.,
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The Eye Rub - This gesture is the brain's attempt to block out the deceit, doubt or lie that il sees or to
avoid having to look at the face of the person o whom he is telling the lie. Men usvally rub their eyes

vigorously and if the lie is a big one they will often look away, normally towards the floor. Women use
a small, gentle rubbing motion just below the eye, either because they have been brought up to avoid
making robust gestures, or to avoid smudging make-up, They also avoid a listener’s gaze by looking at
the ceiling.

fii. Ear Rub and Neck Scratch

The Ear Rub - This is, in effect, an atiempt by the listener 1o 'hear no evil' in trying to block the words
by putting the hand around or over the ear. This is the sophisticated adult version of the handsaver-
both-ears gesture used by the young child who wants o block out his parent’s reprimands. Other
variations of the ear rub gesture include rubbing the back of the ear, the finger drill {where the fingertip
is screwed back and forth inside the ear), pulling at the earlobe or bending the entire car forward 1w
cover the earhole. This last gesture is a signal that the persen has heard enough or may want to speak,
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The ear rub The neck scratoch

The Neck Scratch - In this case, the index finger of the writing hand scratches below the earlobe, or
may even scratch the side of the neck. This gesture is o signal of doubt or uncertainty and is
charscteristic of the person who says, *I'm not sure | agree.” It is very noticeable when the verbal
language contradicts it, for example, when the person says something like, "I can understand how you

feel.”

iv. Collar Pull Gesture and Fingers in the Mouth Gesture

The collar pall Fingers o mauth
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The Collar Pull - when a person is feeling angry or frustrated or sweating and needs to pull the collar
away from his neck in an attempt to let the cool air circulate around it. When you see someone use this
gesture, o question like, "Would you repeat that, please™ or, "Could vou clarify that point, please?” can
cause the would-be deceiver 1o give the game away.

Fingers in the Mouth - The fingers are placed in the mouth when o person is under pressure. Whercas
most hand-to-mouth gestures involve lving or deception, the Nmgers-in-mouth gesture 15 an outward
manifestation of an inner need for reassurance. Giving the person guarantees and assurances is
appropriate when this gesture appears.

¥, Cheek Gestures
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Boredom Gesture - When the listener beging 1 use his hand to support his head, it is a signal that
boredom has set in and his supporting hand is an attempt 10 hold his head up 10 stop himself from
falling asleep. Extreme boredom and lack of interest are shown when the head is fully supported by the
hand,

Interested Gesture - Interested gesture i shown by a closed hand resting on the cheek, ofien with the
index finger pointing upwards. Should the person begin 1o lose interest but wish to appear interested,
for courtesy's sake, the position will alter slightly so that the heel of the palm supports the head.
Genuine interest is shown when the hand is on the cheek, nod used a= a head suppon.

13. Arm barriers gestures

L Standard Arm Cross Gesture
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The standard arm-cross gesture is a universal gesture signifying the same defensive or negative artitude

almost everywhere. It is commonly seen when a person 15 among SIFAAEZErs in public meetings, gueues,
cafeterias, elevators or anywhere that people feel uncertain or msecure.

ii. Reinforced Arm-Cross Gesture
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Fist showing hostile altitvde

The full arm-cross gesture the person has clenched fists, it indicates a hostile and defensive attitude.
The person using this gesture cluster has an attacking atitude, as opposed to the person.

14. Leg barriers gestures

i. Standard Leg-Cross Position

The standard lag cross position

One leg is crossed neatly over the other, usually the right over the left. This is the normal crossed-leg
position used by European, British, Australan and New Zealand cultures and may be used to show a
nervous, reserved or defensive attitude.
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For example, people often sit like this during lectures or if they are on uncomfortable chairs for long
penods. When the crossed leps gesture is combined with crmossed arms, the person has withdravwn from
the conversation

ii. The Ankle-Lock Gesture
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Male Version of Ankle Lock - is often combined with clenched fists resting on the knees or with the
hands tightly gripping the arms of the chair.

Femal Version of Ankle Lock - varies slightly the knees are held together, the feet may be to one side
and the hands rest side by side or one on top of the other resting on the upper legs.

15. Popular gestures and actions

Head (Gestures
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Neutral Head Position - The position taken by the person who has a neutral attitude about what he is
hearing, The head usually remains still and may occasionally give small nods.

Interested Head Position - When the head tilts to one side it shows that interest has developed.
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Disapproval Head Position - When the head is down, it signals that the attitude 15 negative and even
judgmental, Critical evaluation clusters are normally made with the head down and, unless you can get
the person’s head up or tilted, you may have a communication problemnt.

16. Eve signal gestures

Controlling a person's gaze

Using the pen to keep conbrol of person’s gaze

When you are giving him a visual presentation using books, charts, graphs and so on. Research shows
that of the information relayed to a person’s brain, 87 per cent comes via the eyes, ¥ percent via the
ears, and 4 per cent via the other senses.

To maintain maximum conrol of his gaze, use a pen or pointer o point 0 the visual aid and at the
same time verbalise what he sees, Next, lift the pen from the visual aid and hold it between his eyes and
your own eyes. This has the magnetic effect of lifting his head so that he is looking at your eyves and
now he sees and hears what you are saying, thus achieving maximum ahsorption of your message

17. Body Lowering Gestures
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Historically, lowering the height of one's body in front of another person has been used as a means of
establishing superior/subordinate relationships. We refer 10 o member of Royalty as "Your Highness',
whereas individuals who commit unsavory acts are called low',

Let us examine the non-verbal aspects of the situation in which you have been speeding in your car and
ar¢ stopped by the policeman. In the situation,

1) The policeman approaches your vehicle, and a driver’s usual reaction is 10 remain in the car, wind
the window down and make excuses for having exceeded the speed limit.

2} By remaining in your car, you create a barrier between yourself and the policeman.

3} Under these circumstances the police officer is obviously in a superior position to you, this type of

behaviour only serves (o make things go from bad to worse and your chances of being booked are
increased,

Instead, try this if you are flagged down;

1) Get immediately out of your car and go over to the police officer’s car.
2} Stoop yvour body over so that yvou are smaller than be is.

31 Lower your own status by telling the officer how foolish and irresponsible you are and raise his
status by thanking him.

4)  With your palms out, in a trembling voice, ask him nol to give you a challan.

When this technique is used as directed, it can save vou from being booked more than 50 per cent of
the time.

Inclusion and Exclusion Technigues
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Interviewing Two People
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Let us assume that you, person C, are going to interview or talk 10 persons A and B. and let us say that
by either choice or circumstance you are sitting in a mangular position at a round table. Let us also
assume that person A is very talkative and asks many questions and that person B remains silent
throughoot. When A asks you a question, how can you answer him and camry on a conversation without
making B feel excluded? Use this simple but highly effective inclusion fechnique: when A asks a
guestion, look at him as you begin to answer, then tum your head towards B, then back 1o A then o B
again until you make your final statement, looking at A (who asked the question) again as you finish
vour sentence. This technique leis B feel involved in the conversation and is parincularly wseful if you
necd to have B on side with you,

Foot Pointing Gesture

Feet signalliag mha“s no W idinil

The foot indicates the direction in which a person would like to go, but they are also used to point &t
people who are interesting or attractive. Imagine that you are al a social function and you notice i
group of three men and one very attractive woman , The conversation seems (0 be dominated by the
men and the woman 15 just listening.

You will also notice that she is giving a sideways glance o the man who is using the thumbs-in-belt
gesture.
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Saft Skills

Examples of Body Language

They say o picture painis a thousand words - and the same can certainly be said for gestures. We all

subconsciously give away hints as (o our true feclings, through our movements and gestures. This is a

list of 25 examples of body language.

1. Brisk, erect walk

i o Lok [

o

. Standing with hands on hips
- Situng with legs crossed, foot kicking slightly
. Suting. legs apart

. Arms crossed on chest

. Walking with hands in pockets, shoulders hunched

T, Hand o cheek

=]

. Touching, slightly rubbing nose

9. Rubbing the eye

15.

1.
17.

18.
19.
20,

. Hands clasped behind back
. Locked ankles

. Head resting in hand, eyes downcast
- Bubhing hands

- Sitting with hands clasped behind head, legs crossed

Open palm

Pinching bridge of nose, eyes closed
Tapping or drumming fingers

Steeping fingers
Patting/fondling hair
Quickly tilted head

. Stroking chin

- Looking down, face tumed away Meaning
. Biting nails

. Pulling or tugging at ear

. Prolonged tilted head

: Confidence

: Readiness, aggression
: Boredom

: Open, relaxed

: Defensiveness

i Dejection

: Evaluation. thinking

» Rejection, doubt, lying
: Doubt, disbelief

» Anger, frustration, apprehension
: Apprehension

: Boredom
: Anticipation

: Confidence, superiority
: Sincenty, openness, innocence

: Negative evaluation
: Impatience

: Authontative

: Lack of self-confidence; msecurity
: Interast

: Trying to make a decision

: Disbelicf

: Insecurity, nervousness

s Indecimion

: Boredom
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Soft Skills

ACTIVITY

l. Column A gives some typical behavior traits and column B expressions that can match them.,
Identily what expressions can march with the traits listed.

Column A Column B .
i. Turning up the nose a. |don’t believe you. I think it is impossible.
n.  Cracking the knuckles b. 1am energized. | am ready.
i, Rubbing the nose c. | wani to be honest with you.
iv. Sitting on the edge of the d. | want to emphasize this point. [ am determined
Chair
v, Putting the feal on the tble . | dislike this dish. | reject you opmion.
vi. Crossing the arms at the f. 1disagree with you. [ have to fight to the end now.
chest
vii. Placing the hands on the g. | am nervous and uncomfortable. I wish I could leave the
; hips place.
| viii. Pointing the index finger h. I am bored now. 1 want to 2o on to the next item on the
agenda.
ix. Placing both palms on the i. [ am different. | don't care about what yvou are saving.
chest
x. Shrugging the shoulders J. I'm the boss here.
References/Further Reading

I=J

Mohan, Krishna. Meera Banerji. Developing Communication Skills. 1990, Macmillan India Lid.,

MNew Delhi.

Pease, Allan, Body Language: How o Read Others’ Thoughts by Their Gestures. 2008,
Competition Review Pvt, Lid. New Delhi.
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54, Interpersonal Skills

What are Interpersonal Skills?

Interpersonal skills are the life skills we use everyday to communicate and interact with other
people, individually and in groups. They are sometimes also referred 1o as peaple skille. Interpersonal
skills involve skills such as active listening’ tone of voice, delegation and leadership, problem solving,
decision making and personal stress management.

People with strong interpersonal skills are usually more successful in both their professional and
personal lives. They are percerved as more calm, confident and charismatic-qualities that are often
endeanng of appealing to others. Awareness of your interpersonal skills can help you improve your
personal relations.

Posiuve interpersonal skills increases the productivity in the arganization since the number of
conflicts is reduced. In informal situations, it allows communication to be easy and comfortable, People
with good interpersonal skills can generally control the feelings that emerge in difficult situations and
respond appropnately, instead of being overwhelmed by emotion. No matter how hard vou work or
how many brilliant ideas you may have, if you cannot connect with the people who work around, your
life will suffer. Interpersonal skills help us to relate with others in a positive manner.

Activity No.1:
Look ar the picture given below and note down some of your ideas. Share your ideas with the rest of

the clags,
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Activity No.2,

All of us meet and interact with people evervday. However, some people impress us with their
behaviour and manners, They leave a very positive impression. Think of such a person from your own
acquaintances and note down some of the reasons why hefshe has impressed you,

l.

B W] o

The qualities that have impressed you are known as Interpersonal Skills. Now you know that a person
is liked by others if hefshe possesses strong imterpersonal skills. However, not everyone is bom with
these qualities. The good news is that Interpersonal Skills can be acquired. In other words, we can
learn them. These skills are easily further developed with a littke more time and effort. Remember it is
worth spending time in developing these skills as good interpersonal skills can improve many aspects
of your life.

You can learn interpersonal skills the same way you learn other skills:

1. By observing others who practise them.

I

By practising the skill yourself.
Refining the skills until desired results are achieved.

1
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Activity 3

Read the following incomplete statements and fill in the blanks choosing the appropriate word from the

list of words given below. In pairs, compare your answers. Share with rest of the cliss,

{Stress. Listening, Verbal communication, Problem Solving Skills, Assertiveness, Negotiation, Team

Waork, Non-verbal communication, Empathy, Active Hstening, Decision Making.)

Lo s a response to an inappropriate level of pressure.

2, a5 the ability (0 see the world as another person, 1o share and
understand another person’s feelings, needs, concems andfor emotional stale.

3 ot only means focusing fully on the speaker but also actively
showing verbal and non-verbal signs of listening,

4 e s the ability o assess different pptions/choices available

regarding a particular sitmation and what consequences the different decisions may have,

e S — includes facial — expressions,  thetone and  pichof  the
vorce, gestures displayed through body language and the physical distance between communicators

B, e enable us o deal constructively with various problems in
our lives.

T e -is working with a number of people towards & common goal and co-

operating with one another.

5. - -=is a method by which people setile differences. It is a process
by which compromise or agreement is reached while avoiding argument

9 ——————— —means standing up for your personal rights - expressing thoughis,
feelings and beliefs m dircet, honest and appropriste ways,

10, e 15 dependent on 4 number of factors such s clarity of speech,

remaining calm and focused, being palite and maintaining etiquette.

mEEE = il
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The following is a list of some of the most important Interpersonal Skills.

DR RO

Listening Skills

Yerbal and Non-Yerbal Communicatson
Empathy

Teamwork

Asserliveness

Megobation skills

Stress Managpement

Decision Making Skills

Problem Solving Skills

Individually, tick the skills that you think vou possess, In pairs, compare your answers. Each pair
shares its answers with rest of the class. As class, note down the skills that all of you have. those
that only seme of you have and those that none of you have. This exercise will help vou to identify
which skills are generally easier 1o learn and which need some efforts on your par

All of us have Some of us have None of us have

Activity No.5.

Working in groups, discuss and list the benefits of possessing the interpersonal skills allotied 1o each
group. Discuss and list the problems one would face if sthe did not have these skills. Make a

presenlation.
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55. Time Management

Time management 15 the act or process of planning and exercising conscious control over the
amount of lime spent on specific activitics, especially to increase effectiveness, efficiency or
productivity. Time management may be aided by a range of skills, tools. and techniques wsed to
manage time when accomplishing specific tsks, projects and goals complying with a due date. This set
encompasses a wide scope of activities, and these include planning. allocating, setting goals,
deleganon, analysis of time spent, monitoring, organizing, scheduling, and prioritizing. Initially, time
management referred fo just business or work activities, but evenmally the term broadened o include
personel activitics as well.

Creating an Effective Environment

Some time management hterature siresses tasks related 1o the creation of an environment conducive to
real effectiveness, These strategies include principles such as :

“Get Organized™ - paperwork and task triage

"Protect Your Time"” - insulate, isolate, delegate

"Achieve through Goal management Goal Focus™ - motivational

"Recover from Bad Time Habits" - recovery from underlying psychological problems, e.g.

Procrastination: In psychology, procrastination refers 1o the act of replacing high-priority actions with
tasks of lower priority, or doing something from which one derives enjoyment, and

thus putting off important tasks to a later time.

Motivation: Motivation is the psychological feature that arouses an organism o action oward a

desired goal and elicits, controls, and sustains cerain goal direcied behaviours.

Setting Priorities and Goals

Time management strategies are oflen associsted with the recommendation (o set personal goals. The

literature siresses themes such as -

+ "Work in Priority Order"” - set goals and prioritize

= "Set Gravitational Goals™ - that attract actions automatically
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These goals are recorded and may be broken down into a project. an action plan, or a simple 1ask list.
For individual tasks or for goals, an importance rating may be established, deadlines may be sel, and

priorities assigned. This process results in a plan with a task list or a schedule or calendar of activities.
The researchers recommend a daily, weekly, menthly or other planning penods associated with

different scope of planning or review. This is done in various ways,
i. ABC analysis

A technique that has been used in business management for a long ime is the categonzation of large
data into groups. These groups are often marked A, B, and C—hence the name. Activities are ranked
apon these general criteria:

= A - Tasks that are perceived as being urgent and impornant,

« B - Tasks that are important but not urgent,

o [ — Tasks that are neither urgen! nor important.
Each group is then rank-ordered in priority. To further refine priority, some individuals choose 1 then
force-rank all "B” items as either A" or "C".

ii. The Eisenhower Method
Urgent Not Urgent
Crying baby Exercise
= Kitchen fire Viocation
g Soma Calls Ptanning
£ 2
5 _ Eri
5 Interruptions Trivia
B Distractions: Bugy work

A basic "Eisenhower box™ can help us evaluate urgency and imporiance of the activities. Items may be
placed at more precise points within each quadrant.

All wmsks are evaluated using the criterin important/unimportant and urgent/not urgent and kept in
relevant quadrants, Tasks in unimportant/net urgent are dropped, tasks in important/urgent are dhone
immediately and personally, tasks in unimportant/urgent are delegated and tasks in important/not
urgent get an end date and are done personally, This method is said to have been nsed by U.5. President
Dwight D. Eisenhower, and is outlined in a quote attributed to him: Whar is important is seldom urgent

e what is wrgent is seldem important,
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Time Management Strategies for Improving Academic Performance

Many times college students have not had to manage their time efficiently prior to college because
they were bright and were not really challenged in high school. The situation often changes in college
because everyone who goes to college did well in high school but the full range of grades are assigned.
Some students wha received A's and B's in high school are now receiving C's and [X's in college. Thiose
who are receiving lower grades are probably no less capable than those who are receiving higher grades
but often their study skills, including time management, are less effective,

Time Management Quiz

Answer each of the following questions:

1. Do you estimate how many hours you will need 1o study each week? ekt Yes! No
2. Do you meet assignment deadlines? *erks Yes/ No
3. Do you begin working on semester long projects early in the semester? wRmER Yesu! No
4. Do you set aside time for planning and scheduling? *arxes Yes/ No
5. Do you write a daily "to do" list? ke Yes/ No
6. Do you prevent social activities from interfering with your study time? wkke® Yos/ No
7. Do you have a job that requires fewer than 10 hours a week? wERERE Yes! No
B. Do you set specific goals for sach study period? whenee Yes/No
9. Do you begin your study time with your most difficult assignment? *reses Yes/No
10. Do you complete most of your studying during your most productive hours each day? *** Yes/No
11. Do you find yourself completing tasks at the last minute, or asking for extensions? *** Yes/No
12. Do you find you have 1o take work home, in order 1o get it done? ssdadd Yoz No
13. Are you stressed about deadlines and commitments? seterd Yeo) No
14. Do you think of being a full-time swudent a5 you would a have full-time job?  ****** Yag/ No
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Four Steps for Better Time Management

There are four strategies that can be very useful for managing time more effectively. They are:

Create a semester schedule

Assess and plan vour work load each week
Adjust your plan each day

Evaluate your schedule

Strategies for accomplishing each of these tasks will be discussed on the next few pages.

Where Does Time Go?

It muy seem like there are not enough hours in the week to get everything done. That may be true o it
may be that you are not using your time as efficiently as possible. To assess where your time goes,
complete the inventory below. Be as honest with yourself as you can. Some of the items are done
every day so those will need to be multiplied by 7 to arrive at a weekly total. One item may be done

any number of times a week so you will need to multiply that one by the number of times cach week

you do it. After vou have responded to all the questions, you will have an opportunity to see how many
hours remain during the week for studying.

(in the average, how many hours do you sleep in each 24 hour period, including those aftemoon
naps?

2. On the average, how many hours a day do you engage in grooming activities?
3. On the average, how many hours a day do you spend on meals, including preparation and clean-

up time?

How much time do you spend commuting 1o and from campus and how many times do you do
this during a week? Include the amount of time it takes to park and walk from your car or the
bus stop 1o class.

On the average, how many hours a day do you spend doing emrands?

On the average, how many hours do you spend each week doing co-curmicular activities (studen!

organizations, working out, church, etc.)?

7. On the average, how many hours 3 week do you work at a job?

How many hours do you spend in class each week?
On the average, how many hours per week do you spend with friends, going out, waiching TV,

going to parties, eic?

Now add the number of hours you are spending cach week engaged in daily living activities and s_:trn:!l
activities, There are 168 hours in @ week, Then Subtract to find out how many hours remain for
studying, since this is not one of the activities included above.
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WHAT DO 1 DO NEXT?
How many hours a week do 1 need for studying? Most of the universities recommend that students

study at least two hours outside of class for every hour speni in class, although some recommend even
more. Many students are taking 15 hours per semester, which probably means spending about 15 hours
a week in class.  Therefore, studving at least 30 hours a week outside of classes would be
recommended. Combining the |15 hours 2 week in class and the 30 study hours outside of class, many
students will need to plan to spend about 45 hours a week on school.

My assessment indicates that | don’t have 30 hours & week 1o study but | need to study this much to
make the grades | want to make. Can you reduce the amount of time spent on other activities? 1If you
were going to reduce these hours, what would vou have 10 do to make this change in your schedule?
Can you eliminaie one or more activities from your schedule? What could you eliminate?

I do have 30 or more hours a week to study but 1 don't use them effectively, The next page in this
program discusses several strutegies for making your schedule work more effectively. As you read this
page, think about which of these strategies might be most helpful for making better use of your stdy
time.

MAKING YOUR SCHEDULE WORK

Here are some strategies that you may find helpful to try if your schedule is not working as
efficiently or effectively as you would like. When trying any new strategy, it is important 10 practise it
regularly and to practise it long enough that you have a way of evaluating whether or not it is helping.
Tests are good ways 1o evaluate new study strategies.  If you begin a new strategy after one test on
which you did not perform as well as you would like, try a new strategy until yvou receive the results of

the next test to get an idea whether the new strategy is working for you.
1 Identify your best time of the day

Studying at your best time of the day, whether that is morning, afternoon. or early evening, will
enable you to complete your assignments in less time. Research studies show that what we can

accomplish in 60 minutes when we're less fatigued will take as much as 90 minutes to accomplish
when we are more fatigued.

1 Study difficult or boring suhjects first

Study subjects that are more of a challenge 1w you first when you are less fatigued. Save subjects
you like to study for later, when you are feeling more tired but need to continue to study to keep up
with your work, It will be easier to find the motivation 10 study something you find enjoyable
when you are tired than for a subject you dread studying.
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3  Use the same place to study every lime
Studying in the same place cach day is like going to class in the same room. You begin to

associate a particular activity with a particular location so when you are in that location, you and
gble to focus on the task at hand more guickly. Swedying on your bed or in your bedroom is not
advised because vou probably associate your bed and bedroom with sleeping, not studying, It's too
easy to take those 10 minute naps that turn into 2 hour naps.

4  Use the library

Libraries are good places 1o study because this is the only activity we do in this environment. If
there are reasons you choose nol to use the library, try to find another location outside of your

room that provides a good study environment and is relatively free of distractions.
5  Avoid distractions

Many things can provide a distraction to studying if we are looking for ways o procrastinate.
Earlicr in this program, you identified your top five ime wasters. For the next few weeks. try to
find ways 10 reduce the frequency with which these distracters are interfering with your study time.
This might mean that finding another place to study would be helpful.

6 Use waiting time

If you use public transportation to commute to and from campas, there is probably some waiting
time involved. This is a great time to study discrete pieces of information such as lewrning
vocabulary for a foreign language class or memorizing a chemical reaction sequence., Wrile this
information on note cards and camy them with you so you can study your cards during your

walting time.
7 ‘T'reat school as a full-time job

Try 1o accomplish as many of your school 1asks as possible within a concentrated period of time,
such as 8 a.m. - § p.m., Monday through Friday. If you use these hours either for attending class or
studying, vou'll have much more free time in the evenings and on the weekends to spend time with
friends. Your classes are likely to get the amount of attention they require as well. It doesn't mean
that you'll never need 1o study in the evenings or on the weekends because there will still be crunch
times and you probably will. However, treating school as a full-time job and adopting the hours of
a full-time job will probably result in better, more efficient management of your time.
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56. Presentation Skills

INTRODUCTION

The words “presentation’ or “presentation skill’ are heard almost in every educational institution
now-a-days. It seems that the present competitive world is also looking for the candidates who can
present themselves in an effective way. The way you present yourself brings you either fame or shame.
S0 it means that presentation is a way of communicating a piece of information to a group of people.
S0 making oral or written presentations is a skill. Some people possess the skill instinctively while
others develop it by practice.

It Is no wonder that many people struggle to present effectively. In fact, the fear of public speaking is
extremely common, However, you don't have to remain fearful and stressed by the thought of giving a
presentation. With the right tocls and material, along with good planning and preparation, you can
present with energy and confidence.

Let's now look in detail at four key elements of effective presentations:

|.  Understanding your audience.

2. Preparing your content,

3. Delivering confidently.

4. Controlling the environment.
Undersianding Your Audience

The success of most presentations is generally judged on how the audience responds. One may think
that one did a great job, but unless the audience gets convinced, that may not be a good presentation.
Before you even begin pulting your PowerPoint slides together, the first thing you need to do i
understand what your audience wants. Try following these steps:

* Determine who the members of the audience are.

* Find out what they want and expect from your presentation. What do they need to learn?
* Do they have entrenched attitudes or interests that you need to respect?

* And what do they already know that you don't have to repeat?

* Create an outline for your presentation, and ask for advance feedback on your proposed content.
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When your audience is satisfied, it doesn't matter if your delivery wasn't absolutely perfect. The

primary goal of the people listening to your presentation is to get the information they need. When that
happens, you've done a good job.

FPreparing Your Content:

The only way to satisfy your audience's needs and expectations 1s to defiver the content they want. That
means understanding what to present, and how to present it. Bear in mind that if you give the right
information in the wrong sequence, this may leave the audience confused, frustrated, or bored. There
are g variety of ways 0 structure your content, depending on the type of presentation vou'll give, Here
are some principles that you can apply: identify a few key points, do not include every detail, use an

outline, start and end strongly and use examples.

Delivering Confidently

Even the best content can be ineffective if your presentation style detracts from your message. Many
people are nervous when they present - 50 this will probably affect your delivery - but it's the major
distraction thal you want to avoid. As you build confidence, you can gradually eliminate the small and
unconstructive habits you may have, You Practise thoroughly to build confidence, be flexible, welcome
staternente from the sudience, use slides and other visual aids, keep your visuals simple and bref and
MANAZE YOUT SITESS.

Controlling the Environment
While much of the outside environment is beyvond your control, there are still some things you can do

to reduce potential risks to your presentation.

Practice in the Presentation Room: This forces you to become familiar with the room and the
equipment. It will not only build your confidence, but also help you identily sources of risk.

Do Your Own Setup: Don't leave this to other people. Even though you probably want o focus on
numerous other details, it's & good idea not to delegate too much of the preparation to others. You necd
the hands-on expericnce 10 make sure nothing disastrous happens at the real event.
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Test Your Timing: When you practice, you also improve your chances of keeping to time. You get a

goodd idea how long each part of the presentation will actually take, and this helps yvou plan how much

time you'll have for stalements and other avdience imeractions.

Key Poinis

Presenting does not have 1o be scary, or something vou seek to avoid. Find opportunities to practice the
tips and techniques discussed above, and become more confident in your ability 1 present your ideas to
an audience, After all, we all have something important to say, and sometimes it takes more than a
mema of report to communicate it. You owe it to yourself, and your organization, 1o develop the skills
vour feed 10 present your ideas clearly, purposefully, engagingly, and confidently.

For Excellent Presentation follow the 5 Ps and achieve success.

Prepare

Practice

Perfect

Perform

Prosper
STRUCTURE OF THE PRESENTATION

To make one’s presentation persuasive the content of the presentation must be logically arranged,
even il there is some occasional digression for adding spice to it, The whole presentation must be
structured:  there should be an effective opening, main body, o review at the end of cach scssion,
effective conclusion followed by questions and answers.

SIGNPOST EXPRESSIONS

During the presentation when you move from one point to the other it is very essential that you
need 1o guide your audience by using some linking expressions which are called signpost expressions.
Though it is not very difficult to learn them one needs to memorize them in order to use them properly.
When we are going 1o the next point usually we say: “I'd like 1o move on/go on to the next point if
there are no further questions.” Likewise here are some useful signpost cxpressions: ‘turn 1o,
‘expand,” “go back,” ‘summarize,’ ‘recap’ and ‘conclude.’
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SURVIVAL LANGUAGE

Somefimes vou may go wrong or might have forgoiten an important point during your

presentation. Do not pamic. Just take a pause and correct yourself: “I'm sorry. What 1 mean 1o say is
this™ or “I'm sorry. | should/l would like to add an important point here.” Concentrate on the Body
language as you leamt before.

Conclusion

The content of your presentation, visual aids, body language, voice and the audience are imponiant.
But even more important is you, the presenter. Pay attention to yourself. Be well dressed and that wo
be formally dressed. Though the style of your presentation may be informal, the occasion demands a
formal attire. Hence see that you are presentable and then your presentation is aceepted.

References/ Further Reading

1. Leigh, Andrew and Michael Maynard, Perfect Presentations. London, Random House Books, 2004,

2. Monipally, M. Matthukutty. Business Communication Strategics. New Delhi, Tata MeGraw-Hill
Publishing Company Limited, 2001
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57. Just A Minute (] A M) Activities

What is JAM?
JAM is & Rapid Action Activity aimed at determining the skills of the smdent in Readiness,
Versatility, Knowledge, Creativity, Imagination, Expression, Brevity, Fluency, Presentation,

Aniculation, Composure, Organization etc. The objective of this activity is 1o provide / assess betier

listening, thinking and speaking raining in a fun environment.
How is it Conducted?

*  Several Comtemporary and relevant topics are written on pieces of paper and rolled up.
* All of them are placed together in a bowl.
o Each sdent is asked to pick up a roll,
o They will be given only 2 minutes to organize their speech which has to be delivered in “Just A
Minute".
TIPS:

How to Gel Ready?

The moment you are given the piece of rolled paper......c.ocvivini

o Stay Calm. Don't get either excited or anxious.

* Open when you are asked to,

*  Organize your 2 minutes (or What ever time you are given) for preparation,

* Read the topic twice and brain strong

& Question the topic with 6 Friends. (What, When, Where, Who, Why and How)

®  Organize the Answers you get on gquestioning the topic with 6 Friends in a Logical, Sequential,
Chronological and Prioritized manner.

s Remember the Key Words.

s Memorize them.
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&  Gel up from your seal when vou are asked to.

+ Walk gently to the podivm.

e  Wat for the Time-Keeper 1o give vou the signal to commence.

« Deliver with confidence.

+ Don't waste your precious moments in salutation and formalities; Be Brief.

Check Your Speaking Skill

o Speech rate — 15 it too fust or too slow?
*  Enunciation {aticulation) — do you mumble? Could you understand every word?
s Tone - — is your voice modulated. notl & monoione?
= Pich - is the sound or level of your voice comfortable; not wo high or oo
low?
e Volume — o soft, oo loud? Vary the volume for emiphasis on
important words
s  Breathing or phrasing - do you breathe in the middle of a sentence? are your
pauses oo long?!
» Habits -~ do you say .you know,. okay,. huh, um,, etc.?

-Ver Faciors

¢ Eye contact — are you just looking ar your notes or are you making
contact with evervone?

e Gestures - do your body gestures reinforce points or are they
distracting?
= Posture -- good, bad, distractng?

s Movement -- do you stay in one place, move or pace? Is is helpful
or distracting?
» Facial expressions — do you show emotion at appropriate limes?

Content
e Clarity - is the information presented clearly? Is the point of
your speech easily understood”
o Vocsbulary - is your word choice appropriate for the intended
audience?
Organization - is the material well organized and flows smoothly?
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58. Team Dynamics

Ceming together is a beginning,
Keeping together iy progress,
Warking together i5 success.

- Henry Ford
Introduction:

In building successtul organizations, Teams play very impontant role. Whether the focus of the
organization is on service, quality, cost, value, speed, efficiency, performance, or other similar goals,
teams are the basic units that help the organizations realize their goals. The svccess of an organization
depends on how well its team members work wgether. Hence, as students who intend to join in big
organizations, you should have a basic understanding about the formation, functioning and dynamics of
teams. This knowledge will also help you in performing well in your academic assignments and project
works where you are expected 1o work along with your fellow stodents.

Definition of *Team® & Ground Rules for Team:

A leam is “a group of people with a high degree of interdependence geared toward the
achievement of a goal or the completion of a task.”

The above said definitions mean that members of a team agree on 4 common goal and agree that
the anly way to achieve that goal is to work together. Some groups have a common goal but they don’t
work together to achieve it. Some groups work together but they don't have a common goal, Any team
has to function as per a code of conduct and a set of ground rules, which are mutuaily agreed by the
members. A Model Code of Conduct and some Ground Rules are provided below for your
understanding:

A Model Code of Condoct

Ao team we will:

o Be proactive and positive
o Keep ather team members informed
o Focus on what is best for the team as a whole

Ground Roles:

Be respectful, fair, and honest in all communications

Encourage opinions and discussion from all members

Be open to new approaches and listen (o new ideas

Look at conflict and change positively

Work together to achieve maximum resulis

Follow best practices for decision making, communication, and meeting management
Celebrate accomplishments and milestones

oo oo oo 0
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Types of Teams:

Based on the purposes, goals and objectives, leams can be of different types as shown below:

k:

Natural Work Groups: This is a group of people who work together each day in the same
location, using the same machines and processes. The supervisor is in charge, but they may allow
other team members to take the leadership role.

2. Business Team: Often a cross-functional team that looks after a specific product line or service.

Management Team: A group of managers and the person they report to.

Virtnal and Remote Teams: With this type of team, members see one another in person rarely or
not af all. They connect most frequently using web portals, the Internet, telephone, and e-miail.
Self-Managed Team: This is a group of people who manage themselves. No one person in the
group has the authority to make all the decisions about the events that impact the group. This is also
referred to as a self-directed work team becanse evervone has suthority and responsibility for all
the decisions they have o make.

Product/Service Design Teams: This is a group that comes together for a specific time tw work on
a special project or task. This group has traditionally been called a task force or committee. They
are usually a cross-functional group assigned to design or redesign a product or service,

Building Trust in Teams:

Trust lays the strong foundation for a successful team building, The team members should develop
mutual trust and believe that other members have skills and capabilities w contribute w the team. To
create a climate of trust in the Team, there should be honesty, integrity, openness, CONsISIEncy 1.e.,
predictable behavior and responses, cte. among the team members. The members should be willing 1o
share and receive information, perceptions, opinions and ideas from fellow members. They should trear
one another with dignity and farness.

Tips for Building Trust:

Here are some ways through which members can build trust with their team:

o oQ Q000

Dwoing what he promises io do

Treating everyone fairly

Being consistent in his behavior and response

Going to support his fellow members

Build relationships by learning more about other team members, including their likes and dislikes
Doing social things together

Creating 2 *we” atmosphere instead of ‘1" atmosphere
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Role of Leader in Team Building:

In the success of Teams, Leader plays a key role. The leader could be a formal one who is appointed or
thrusted upon, or he could be an informal leader who naturally emerges out of the eam members. The
following points will help in understanding the concept of leadership and leadership qualities.
Leadership: Defining Leadership is not an easy 1ask. But, we can identify the importance of leadership
in teambutlding. Give the exumples of national leaders such as Mahatma Gandhi who could influence
the whole India 1w fight against the British rule with the simple vet powerful weapons of Sarvagraha,
Non-cooperation and Non-violence.

Leadership qualities: Becoming a leader does not mean showing authority, But it 1s a constant process
of self-evaluation and learming. In onler to become a good leader, one must imbibe some of the

following qualities:

i. Positive attitude
il Creativity
iii. Intelligence
iv. A futuristic vision
v. The ability to stimulate, excite and motivate others
vi. Flexibility
vil. Honesty and integrity
viii. Belief in delegation and trust in team members
ix. Accepting and inviting criticism and feedback
x. Reliable and empathetic towards his team members.

Importance of Communication in Team Building:
Communication plays very important role in building and sustaining successful teams. In a team
environment, how you say is more important than what you say.
Some tips for establishing proper communication in team environment:
l. The goals, objectives of the team should be communicated clearly
2. The voles and responsibilities of the members and leader should be communicated well in
advance
3. There must be an open and honest environment for communicating everyone’s ideas, opinions
and objections
The members should listen attentively to their fellow members
Consensus should be the objective of communication
Productive and qualitative communication should be maintained
Information and Communication technology can be used for reducing the time and geographical
limitations
B, One has to listen attentively.

b B L
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Tips for effective Teamwork Skills:

The following tips will belp you become better and effective Team members:

The members should make sure that they understand the team’s goals, objectives and
timeframes as clearly as possible.

2. The members should know their goals, role and responsibilities in relation to the team.
1. Contribution of every member is important and makes a lot of difference
4. Members shoold respect others” opinions, perspectives, thoughts, views, habits and cultures
even if they are different them.
5. Every member should support and help others voluntanly.
i, Members should give and take constructive feedback.
7. Members should share their knowledge and expertise.
. Acknowledge and appreciate others” contribution
0. Show empathy when resolving differences or conflicts. Avoid the tendency of
misunderstanding others.
|(, Manage the conflicts within the team effectively.
11. Do not form any pre-conceived notions about other members' abilities based on certain
assumpricns
12, Provide coaching, mentoring to other needy members
— (k-
References:
References/'Further Reading
1. Mohan, Krishna Meera Banerji. Developing Comupunication Skills. 1990, Macmillan India Lid., New
Delhi.

2. “Global Skills® by Pragna Maharshi
3. “Corporate Soft Skills” by Sarvesh Gulati
4. www.velsoft.com
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59. Group Discussion

The Group discussion tests how vou function as a part of & team. As a manager, vou will always
be working in teams, as & leader or as a member. So, how you interact in a team becomes an important
reason for your selection. Managers have to work in a team and get best results out of teamwork, That
is the reason why management institutes include GD as a component of the selection procedure,

Companies conduct Group Discussion after the written test to check your interactive skills and
how good you are at communicating with other people. It is to check how you participate and
contribute in a group, how you behave, how much importance you give to the group objective as well
as your own, how open-minded are you in accepting views contrary (o vour own and how well do you
listen to view points of others. The aspects which make up a GD are conformation to norms, verbal
communication, decision-making ability. non-verbal behavior and cooperation. You should try to be as
true as possible to these aspects.

A Group Discussion Focuses on:

1. Communication Skills

2, Team Skills

3. Negotiation Skills and your

4. Knowledge and ideas regarding a given subject
How 1o Address?

In a group discussion it is not necessary to address anyvone by name. It is always better to address the
group as a whole,

Communication Skills:

In a group discussion, a candidate has to present effectively to convince others. For convincing, one has
to speak forcefully and at the same time create an impact by his knowledge of the subject. A candidate
who is successful in holding the attention of the andience creales a positive impact,

It is necessary that you should be precise and clear. As a rule evaluators do not Iook for the pompoLs
vocabulary. Your knowledge on a given subject, your precision, and clarity of thought are the things
that are evaluated. You should be able to convey your thoughts satisfactoril v and convincingly before o
group of people.

Capability to Co-ordinate and Lead:

The basic aim of a group discussion is to judge a candidate’s leadership qualities. Once the discussion
starts, the examiner withdraws and becomes a silent spectator. A candidate should displav skill,
understanding, knowledge, and tactfulness on varied topics, forcefulness, enterprise and other
leadership qualities to influence and motivate other candidates who may be almost equally competent,
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Exchange of Thoughts:

A group discussion is an exchange of thoughts and ideas among members of a group. These
discussions are held for selecting personnel in organizations where there is a high level of competition.
The number of participants in a group can be between 5 and 15, Mostly a topic is given to group
members who have to discuss it within 10 to 20 minutes.

The reason is to get an idea about candidates in a short time and make assessments about their skills,
which normally cannot be evaluated in an interview. These skills may be leadership skills, team
member skills, articulation skills, and lisiening skills,

Knowledge and Ideas Regarding a Given Subject:

Knowledge of the subject under discussion and clarity of ideas are important. Enowledge comes from
consistent reading of various topics ranging from science and technology o politics. In-depth
knowledge makes one confident and enthusiastic and this in mrn, makes one sound, convincing and
confident.

Thorough Preparation:

Start making preparations for interview and group discussions from now, without waiting till the
eleventh hour. Then the time left may not be adequate. It is imporant to concentrale on subject
knowledge and general awareness. Hence, the prime need for thorough preparation,

In a group discussion you may be given a topic and asked to express your views on it. Or in a case
study GD, students have to read a case study and suggest ways of tackling the problem. For this you
should have a good general knowledge, need o be abreast of current affairs, should regularly read
newspapers and magazines. Your group hehavior and communication skills are on 1est.

Do's and Dont's in Group Discussion
Do's
« Be as natural as possible. Do not try and be someone you are not. Be yourself,
» A group discussion is your chance (o be more vocal. The evaluator wants to hear you speak.
» Take time to organize your thoughts, Think of what you are going to say.
e Seck clarification if you have any doubts regarding the subject,

« Don't start speaking until you have clearly understood and analyzed the subject.

«  Work out various strategies to help you make an entry: initiate the discussion or agree with
someone else’s point and then MOVE ONlD eXress your views.

= Opening the discussion is not the only way of gaining attention and recognition, If you do nat
give valuable insights during the diseussion, all your efforts of initiating the discussion will be
in vain,
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Your body language says a lot about you. Your gestures and mannerisms are more likely to
reflect your attitude than what you say,

Language skills are important only 10 the effect as to how you get your points across clearly and
fluently.

Be assertive not dominating; try to maintain a halanced tone in your discussion and analysis.

Don't lose your cool if anyone says anything you object to. The key is to stay objective: Don'l
take the discussion personally,

Always be polite: Try to avoid using extreme phrases like: "I strungly object’ or '1 disagree’
Instead try phrases like: I would like to share my views on..." or *One difference between your
point and mine...' or 1 beg 1o differ with you”

Brush up on your leadership skills; motivate the other members of the team to speak. Be
receptive 1o others' opinions and do not be aggressive.

If you have a group of like-minded friends, you can have a mock group discussion where vou
can leamn from each other through giving and receiving feedback.

Apart from the above points, the panel will also judge team members for their alertness and
presence of mind, problem-solving abilities, ability 10 work as a team without alienating certain
members, and creativity.

DON'Ts

L]

DON'T Lose your temper. A discussion is not an argument.
DON'T Shout. Use o moderate tone and medium pitch,

DON'T Use o many gestures when you speak. Gestures like finger pointing and table
thumping can appear aggressive.

DON'T Dominate the discussion. Confident speakers should allow quicter students a chance w
contribute.

DON'T Draw too much on personal experience or anecdote. Although some tutors encourage
students to reflect on their own experience, remember not o generalize too much.

DON'T Interrupt, Wait for a speaker to finish what they are saving before vou speak,

References/Further Reading
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60. Eiquette of Telephone, e-mail and SMS

1.  Inbtroduoction:

The present economy is a knowledge based economy, which is driven by Information and
Communication Technology. To be competitive and reach top position, the industnes and
organisations have o find the ways of implementing Information Technology (LT.) enabled
communication systems. The use of Inernet, Computers, Telephones and Mobile phones help the
organisations access the information widely and wtilize it effectively, However, organizations should
develop policies to guide employees on the proper use of the latest Information Technology and
electronic communicative tools such as Telephoning, Electronic mail (e-mail) and Short Messaging
Service (SMS). Like the general work place etiquette {manners), Telephone, E-mail and SMS eliguette
also have gained importance due to increased use of Telecommunications, Internet and Mobile phones
in official communication sysiem.

Further, as students who aspire for jobs in the LT, and other New economy industries, you should
understand the proper use of Telephone, e-mail and SMS for making job enguirics, sending your C.Vs,,
taking interview calls and other employment related information, Keeping this aspect in view, this
module has been prepared to provide you the basic understanding about the Telephone, e-mail and
SMS etiguente,

2. ‘Ftiguette’:

Before trying to understand different types of etiquette related to  Information and
Communication Techrology, you must first understand what the ‘Etiquette’ itsell means. *Etiquette’
can be defined as the system of rules and conventions that regulate social and professional behaviour.
In any social unit or organisation, there will be some accepied rules of behaviour which are upheld and
enforced by legal codes: there will also be norms of behavious mandated by custom and enforced by
group pressure. The second set of behaviours only is culled as etiquetie. Violation of etiquette does not
attract any formal trial or penalty. But, the persons who violale eliquette generally attract the
disapproval of other members of the group. There could be different types of ctiguetie such as Secial
etiquette, Business etiquette, Email etiquette, Telephone etiquetic and SMS etiquette, etc.  But, the
present discussion limits iiself o the three areas namely — Email Etiquette, Telephone and SMS

efiquette.
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3.  e-mail Etiguette:

Emergence and Rise of e-Mail as a Potential Communication Toal:

With the advent of the World Wide Web (WWW) or in other way called Intemnet during the 1990,
email emerged as the business and social phenomena [t is frue o say that email has revolutionised
business communication. It is indeed rapidly replacing the phone as the method of communication of
choice for many workers. e-mail is now also integrated inlo other forms of business information -
whether being nsed to transfer documents, co-ordinate diaries, or keep track of project milestones,

Range of functions where e-mail is used:

Due 1o its universal presence and flexibility, email is routinely used for a wide variety of purposes
which include

- sharing information and documents

- Requesting information, asking questions

= Planning Social events, holding discussions

- Planning Business meetings, assigning tasks, elc.

What is “e-mail Etiquette*?:

e-mail etiquette refers o a set of do's and don’ts that are recommended by business and communication
experts for appropriate and effective use of e-mail as a Communication tool,

Importance of e-mail Etiguette:

In the present day organisations, e-mail became the main mode of communication. Like any
writien communication, e-mail message also does not have non-verbal expression to SUppOrt o
supplement what we are saying. In the face-to-face communication, we make judgments about a
person’s motives and intentions based on their tone of voice, gestures, and their closeness to us. But it
15 not possible in & wrinen communication. It is much more difficult in email. Further, in the oral
communication, we get the listener's feadbuck by their acceplance or rejection or secking for
clarification. But, the written communication does not get immediate feedback. Hence it is more

important to take care of the writen comrespondence. Therefore. etiquette or pood manners play an
important role in e-mail communication.
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Considerations for e-mail etiquette:

{A) Formatting e-mail:

Omne must be familiar with the general rules about formatting. Further, most organisations today have
an element of standardization. Hence, s employees should practice the standards defined by their
organisation.

Some formaning tips are as follows;

I. The email should be kept brief (preferably not exceeding one page) so that readers do not have

o serall

2. E-mails should be replied promptly. E-mails also need to be returned on the same day as 1s done
in the case of phone calls.

3. Capitalization and punciuation should be used in the same way as is done in any other
document.

4. It is better io format email to be sent in plain text rather than HTML.

5 A salutation or preeting should be written for each new subject email. However, if several
emails are exchanged over the same topic, it is not necessary to include a greeting in every mail.

6. It is important to write an appropriate and specific subject in the subject line so that the
recipient knows what to expect. For example, if a person is responding o specific Job
advertisement, say Management trainee in Compuiers Division in BHEL. Hyderabad, the email
should say *Application for Management Trainee in Computers Division in BHEL, Hyderabad'.

{B) Keep the Receiver of the e-mail in mind:

It is always important to know who will receive the email so that the tone of the email differs
accordingly. For example, emails that are sent to an employer or customer may be more formal and
brief than to a classmate, colleagee or a friend. It also helps in deciding whether we need to use a
person’s title or his name. Further, when we send emails o more than four people regularly, it 1s better
to create mailing groups so that the recipients do not need to scroll through names before they can get
1o the content of the email, It also helps 1o keep some emal asddresses anonymous, a8 some may nol
like their email addresses to be seen by some strangers.

Salutations:

To be on safe side, even in e-mails also, it is better 10 follow the general formalities regarding
calutations. Tn a non-business situations/ informal and personal situations, you can avoid following the
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formalities. That is, you can address the person as “Dear Prasad®, or just *Prasad’. But, in the business
ftormal situations, it is better o follow the rules we observe in written correspondence. If yvou normally
address a person Miss./Mrs. /Ms./Mr. Prasad, then the same may be followed in emails 1oo.

(C) e-mmail is a Public Document:

e-mails are public documents, despite the fact that we may send an email to someone privately.
Therefore, those statements that can be openly defended only shoald be included in email. There is
every chance of osing the e-mail as evidence or circulating it to other parties. Hence, one's personal
emotions, opinions, feelings, likes and dislikes should not be included in 2 formal mail,

i) Use of Emoticons:

Using emoticons (smiley faces, winks, ete.) and other virtual gestures may be appropriate in case
of sending mails to friends and relatives, but not in the case of formal emails. The sender should
always consider the type of relationship he has with the receiver of his mailf message before including
virtual non-verbal elements in the email. I his relationship with the sender is more casual, then using
the symbols is fine. Bul. if his relationship is more official or formal, then it is beter 1o refrain from
using them.

(E) Sending Attachments:

Sending attachments is a normal practice when documents are submitted for review or exchanging
information in the work place. As swdents, you may also need w submit your project repois,
Resumes, ¢ic., as attachments. While sending documents as attachments, the following tips may be of
help:

I. The document that is being anached has 10 be tided appropriately. Then, it will be easy for the
recipient 1o locate it once he or she downloads it to his or her files. For example, when a person
sends his Resume as an attachment 1o an email. he should title that along with his name. That is,
titling as *Resume-Srinivas” is more appropriate than tithing as either just *Resume’ or *Srinivas’.

2. In the content of the email, the recipient may be informed shout the softwire used o create the
document, the year, version, and the title of the attachment. For example: “The file attached is
named “projectreport.doc” and it is in ‘MSWord XP°,

3. Before sending large antachments, one should make sure that the recipient’s Internet connection and
email client can handle them,

4. If all the relevant information is presented in an email message, there is no requirement to attach o
word document repeating the same information,
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{F) Length of an e-mail:

In general, the email should be approximately one page printed or the length of your computer
screen before scrolling. However, there are times when email messages need to be longer o convey
important information. Often organisations secking to reduce their paper costs will use email as their
primary source of communication. Longer emails generally consist of orientation schedules and
information, memos, convention information, newsletiers, and policy changes.

When vou need to write a long email try 10 include three essential elements at the top of the email:

s An Executive Summary: This is a shon summary of everything in the email document
including the main goal of the email or the ‘hottom line’. For example, “Welcome o JRC
Treining Programme. This email contains important information about JTRC training programme
heing offered to the graduates in Degree colleges. You will find the schedule, Topics covered in
the training, Pre-training tests or any other activities, fee details, and testimonials from the
earlier participants.

e Required Response: If you necd to have your reader respond by a cemain time with cerian
information. that should be stated within the executive summary, For example, "Please le1 us
know by Thursday whether you are attending the meeting.”

s Tahle of Contents: A table of comtents allows the reader 1o pick and choose what sections of
the email are most relevant to him or her. A person is most likely to comply with your reguests
when you muke it easy for him or her 1o navigate your materials.,

Rules of Thumb for e-mail’s length are:

»  Effective Subject lines

* | Page view only

«  Average |5 words per sentence

= Asshor as possible - no extra words

= 23 lines per paragraph

() Avoid Flaming:

Flaming is a virtual term for showing emotion online or sending rude and offensive emails, ILis best (o
avoid flaming because it tends to create more conflict and tension.  Flames are unproductive and
injuricus o the parties involved.

In an email, what you say cannot be taken back. Misinterpretations happen very easily in emails
hecause there is a lack of non-verbal expression w0 prompt the recipient about your metives and
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mtentions.  You can imagine how much misinterpretation can occur when you are expressing
frustration and/or anger.

Before sending an email, you must consider whether you would say the same things 1o the person face-
to-face and how you would feel if you received such an email message. Also contemplate if sending
the email will put the received in an awkward position.

Usually, by the time you give due consideration to these issues you will be calm enough to write vour
message with a different approach.

(H} Observance of Grammar:

There is a misconception that Grammar is not an observable factor in E-mail. We have to remember
that E-mail is also a public and formal document like any other physical document, say letter. Hence,
all the formal grammatical rules you follow in general written correspondence will apply here also.
Some imponant considerations w.r.to Grammar and punciuation in e-mail:

*  Usespelichecker to check the spelling mistakes in e-mail and correct them wecordingly.

*  Prefer simple and comrect sentences to elaborate, over-expressive sentences,

*  Usethe Active Voice 0 the maximum extent to send the intended information clearly and direcily,

*  Use of appropriate punctuation marks where necessary is o must,

* Use of emoticons may be limited to personal mails. They may be avoided in formal/ official
correspondence

{1} General e-mail Etiguette Rules:

* ALL CAPITALS AND OVER PUNCTUATING ARE CONSIDERED SHOUTING. Hence. do
not write the mail with all capital letters.

® Not using capitalization or punctuation makes e-mail difficult to read

Avoid use of abbreviations/ Acronyms to the possible cxtent, as they may confuse the

recipients, If they are used, explain them.

Avord emoticons in formal and official emails.

Check spelling and grammar before sending the email

Do not use slang or colloguinl language in formal/ official emails.

Know the sender’s details correctly: Forward-To-CC-BCC

Urgent/ High Importance/ Low Importance may be indicated

Subject may be clearly specified

* Salutation may be done appropriately based on formal/ informal comespondence.

" 8 ® & & @
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+  Observation of general good writing like “Introduction - Body —Conclusion” may be observed
here also.,

e Your ‘Signature’ either scanned/ digitised may be attached to your email for authentication
= Draft email may be checked thoroughly before sending it

«  Time Delays may be avoided as email sender expects urgent reply in general.

s Readability should be focused with right fonts and colours

® Arranging Text into Vertical Lists will help in browsing the long text

&  Send Attachments with Care

s (Consistent subject headings may be maintained in continued cormespondence.

®  Warch your Cyber language

»  Avoid Sexist Language! Racist language

* Sei the Right Tone

4. Telephone Etiquette & SMS Etiquette:

Today, the usage of Telephone and Cellphone as means of communicaton has increased much.
Further, due to the convenience provided by the mobile phones, Short Messaging Service (SMS] also
has become a potential communication medium, Therefore, good phone etiquetie has become very
important both at work and at home. When a person is on the phone with someons, hissher only
interaction is verbal, so saying the right things 1s important to make the right impression.

You may have to apply for jobs and receive the calls of inquiry or interview over phones. Since the
interviewer/ H.R. manager forms an impression about you based on your conversation only, you have
o be very careful in handling telephonic calls. Having good phone etiquette on your part shows thal
vou are professional in your approach which will positively attract the future emplovers.

Afler getting a job, if you have to answer the phone at work place, you need (o follow the generally
observed rules of your work place. If your company doesnt have any standards for telephone
procedures, you have to follow standards that are generally expected in a formal environment. You
should speak clearly, be polite, and offer to take a message or help out if you arc answering the phone
for someone else.

Here are some common practices that will help you sound polite, whether talking on the phone 10 a
friend, customer, potential employer, or complete stranger.

{a) Answering the Telephone:

o The greeting is key, it sets the tone and style of the wheole interaction.
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¢ If you are an employee working in an organisation, the proper way to answer the telephone is
"Your department, Good moming and vour name.” For example, "Good meming, Hotel Taj
Banjara, may [ help you?" The name of the company needs to be stated alongwith the greeting
as soon as the phone is answered. This lets the caller know that they have indeed reached the
right business, and lets them know the company is willing to provide service.

® If you are a student! unemployee receiving perhaps an interview call, the proper way Lo answer
is by telling *Your Full Name and Place™

= Al incoming calls should be answered on time. A good rule of thumb is never past the 3" ring
and it is best after the 1 ring.

* When speaking, think of the way you sound. Make sure you pronounce your words clearly and
precisely.

s Your voice reflects your courtesy, since the person on the other end of the line cannt see your
facial expressions your “tone of voice” will need to express this.

» If the person asks {for some one other than you), “may | speak to Mr, Venkat please,” the
response should be, “one moment please, T will get him for you " If the person is not available
the response should be, “f am sorry, Mr. Venkat is nor available ar this fime, may § rake a
message?". Then take the message and pass it on to the correct person.

(b} Making Telephone Calls:

o Give your name and other details when the telephone is answered, before asking for the person
you are requesting for. For example, “Hello Good Morning! This is Srinivas calling from
Rajahmundry”, and later “Can I alk 1o Mr Rajesh please™

*  Let the ielephone ring & reasonable length of time.

* If you are working as an employee and making some sales calls, be polite in your tone.
Introduce yourself giving details and first know whether the customer has the time to listen ©

you. If theanswer is positive only, vou should continue the conversation. Ctherwise. just thank
him and end the call.
(c) Taking/ Making a Note:

When the received call is of wmost importance, may be related 10 some information o an
interview related details, note-making helps in ha ndling the call well. Some points in this regard
are:

* Since the human memory is not perfect, note making is recommended

*  Written notes give you a record of the caller's/ customer’s name and message including
correct sellings, numbers, and accurate contact information.
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To avoid the delay, abbreviations may be used while note-making
Information has to be prioritized while wrinng down
s The written notes has 1o be paraphrased/ rephrased 1o the caller so as to check for
correction. This helps to get the right information. This also tells the customer thit the
receiver is listening.
(d) Putting the Costomers Callers on Hold:
When you receive a call unexpectedly, may be from an interviewer if you are a student. or from
4 customer if you are an employee, it is common o put them on hold. Bui, proper etiquette
should be observed when you put the callers! customers on hold. Here are some useful tips in
this regard:

e Because it s an inconvenience to your callers to be put on hold, you should always ask
permission before putting them on hold. The secoad pant of putting someone on hold 15 10 wait
for a positive response from the customer's side. As soon as the customer agrees 1o hold say
“Thank You" before clicking off.

e Politely inform the callers/ customers as o why they must hold. They find it easier and
comfortable 1o wait on hold if they have a mental picture of what you are doing while awiy
from the phone,

e Give the caller! customet a time frame. How specific the time frume needs to be depends on the
length of time you think your caller/customer might have to hold. Here are some cxamples with
a suggested path of action:

{1} When the time for holding is short (upto 60 seconds ). ** This will take a few moments™

(i) Long (1-3 minutes): “This could take me 2 or 3 minutes to son out, Would you like 1o
hold or do vou want me to call you back?”

(iii)  Eternity(over 3 minutes): Ask for @ number w call im/her back.

(e) Transferring a Call:
When the call is being transferred 1o somebody, please observe the following:

s Explain why the call is being transferred
o Ask if the customer minds being transferred
¢ Ensure someone is there to pickup call before hanging up
o Explain co-worker's absence positively
(f) Ending a Call:

The ending is the most critical part of the conversation, The last 30 seconds of the call 15 whal
leaves the most impact on a caller’s/ customer’s mind. It is eritical to always end the call on a
positive note:

+ Repeat any action steps that you and the caller have agreed upon

s Ask the caller if vou can do anything else for him/her.
s Thank the caller! customer for calling and appreciate his effor and time.
¢ Lat the caller hang up first.

*  Write down any relevant information us soon as you get off the phone.
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5. Cell Phone Etlquette:
After the increased use of Cell phones, they have almost replaced the traditional land phones. Hence,

conversing over mobile phones in public places, while travelling, etc., has become so common. Most of
the interviews are fixed over phones these days. More official communication 1 taking place over
phones. Even tele-conferences also are taking place over mobile phones. Whether we like it or not, the

cell phone has become an unavoidable communication wol wday, If proper etiquene is not observed by
the users, it becomes annoying to others. Therefore, some basic cell phone etiquettes that every call

phone user should know are given below:

(i} Talk ai a Normal Tone

Do not shout into a cell phone when you are talking in a public placef office. Sometimes when we think
that the signal is weak and not able 10 get the other’s voice clearly, we tend to shout. Rather than
shouting, when we can't hear the other person, it is better 10 go to an area with a better signal strength,

iii) Prefer the Vibrate Mode (o Ringer

When you are using the cell phone in public places, it is advisable o use the vibration mode than the
ring tone. The vibration mode serves the same purpose and alerts us when we have an incoming call,
However, unlike the ringer this mode is less annoying.

(i} Avoid Talking with Someone when on the Cell

We should aveid talking on the cell phone when we know we are going to be talking with someone. In
the same way, when we are talking to someone face-to-face. it is not proper to talk privately to another
person one over cell phone, IF you have to take or make an important call, inform others about it and,
that wayv there is no awkwardness.

(iv) Texi Message

If we have to communicate with another person while at a public ares, then it is better to use instant
messaging. Inform them your situation and talk to them later. Not only is text messaging less rude, it
avoids others hearing our conversation, We are more inclined 1o get straight 1o the point via text
messaging than talking.

i¥) Use Voice Mail Feature More

It is proper to switch off or keep your phone in silent mode when you are in a public meeting,
conference or elass room. There is nothing wrong in turming off a cell phone or missing a call. If a call
is really imporiant then the caller is more inclined 1o leave back a vojce message. By using the Voice
mail festure more, we can attend the important missed calls back without disturbing the meeting or
conference,
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6. SMS Etiquette:

Text messaging is one of the simplest and most useful means of mobile communication. Today, the

Text messaging and short messaging service (SMS) has become very popular. From a personal

communication device, now the SMS has entered the official circles, as an alerting and time-2aving

communication means. Hence, the general etiquette of communication mentioned for the e-mail in
previous sections to SMS also. However, it is to be undersiood that SMS or Text Messaging through
mobile is only to save time, give indication/ information that has already been sent through e-mail/

post. It should not replace the formal communication.

To avoid any embarassment in Text messaging (SMS), some important guidelines are provided below:

Commuon courtesy applies: Do not compose an SMS while you are lalking o someone face-10-
face, without seeking excuse for doing so.

Remember that SMS is informal: SMS shouldn't be used for formal invitations. The
casualness of SMS diminishes the strength and meaning of the message.

Don't get upset if you don't get a reply: Before you text someone and get frustrated at the lack
of a response, be sure that they're familiar with how to use the service, and that their carrier will
accept messages from yours.

Be aware of vour tone: It is exiremely difficult to distinguish tone in text Messages, just as in
e-mail. What seems to you to be i completely harmless message may be grossiy misinterpreted
by the recipient, causing certain discomfort,

Avoid using Slang: Don't expect others to be familiar with the college students SMS language.
Use proper language and acceptable acronyms only,

Be careful of others' schedules. Don't disturb others with your SMS beep sounds during odd
hours, except when it is very urgent. Honour their privacy when they are ai home and in
impaortant meelings,

If it is urgent, make a voice call. If you can’t get through and your lexi message 15 ignored,
there's probably a good reason. There are still some tmes when people don't even have a thumb
free 1o respond.

Do not provide all the information in an SMS: When you want to send some lengthy and
important information, it is always better to use the E-mail option or talk over phone than
sending a lengthy SMS. But, you can use the SM5 1o inform them about your mail or your
intention 1o ik,

References:

. Corporste Soft Skills — by Sarvesh Gulat

gwickeri@willfollow.com

pitpeifwwew thefeature.com

s, [iscinfonetac. uk

http: /i www, wen.orgfLessonplan/preview.cgr'LPid=6 145
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61. Interview Skills

Aninterview is a conversalion between two people (the interviewer and the interviewee)
where questions are asked by the inerviewer to obtain information from the interviewee, The
employment interview gives the employer the opporunity 1o appraise your qualifications, appearance
and general fitness for the job opening. Think of the interview as a conversation betweesn two people
where each person is trying to learn more about the other. The interview process is a two-way sireet.
You are traveling toward a goal—the right job and the emplover is mraveling wwand 2 goal—the right
candidate.

Interviews are of different types, as follows:

Patterned Inferviews: Highly structured, systematic. Same questions are asked 1o each candidate in
order o compare, Often wsed m initially screen applicants. Frequently used during on-campus
interviews.

Non-Directive Interviews: Interviewer asks open-ended questions to allow applicamt w0 express
himselherself in a unique way. “Tell me about yvourself.”

Stress Interviews: Used to analyze the candidate's ability 1o handle stressful situations. Used to weed
out people who react defensively oe are easily injured.

Group or Panel Interviews: A search commitiee comprised of managers, co-workers or people from
other departments will examine a candidate.,

Behavioral Interviews: An interviewer asks you to describe situations such as “Tell me about a
situation where you had a conflict with your family member. How did vou handle 17" The recruiter
will use the rule of past performance and predicts future behavior, If you acted irrationally in the past,
the recruiter will assume that you will exhibit this behavior in the future. The recruiter will not move 10
the next question until you have specifically described a situation. In order 1o understand better. let us
divide the total aspect of facing an interview mto: before, during and after the interview,

Before the Interview: Prepare Yourself. Review your resume and be ready (o describe skills, abilities
and past work experience. Be ready 1o describe critical skills that you have such as intellectual
competence, leadership, team/personal skills, fexibility, communication, motivation, administrative
and rechnical skills.
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Research the company regarding its size, its competition, and prospects for future and recent

developments, With knowledge of the company, you can demonstrate how you will be a good fit with
the organization. Also, it will insure a more productive interview. Get company literature—through
websites, library, company brochures, etc. Ask friends or family members to ask vou potential
inlerview guestions,

Dress for Success; remember that you can also be judged by your appearance: Make a good first
impression, Dress neatly and conservatively. The suggested attire for an interview is as follows:

WOMEN - suit. dress, saree. pantsuit; avoid flashy colors, avoud ill-fitting or tight clothing, wear
conservative hemlines. Keep jewelry, makeup, and cologne to a minimum. Hair should be clean, neatly
styled and away from the face.

MEN — conservative suit, blazer / jacket and tie, dress slacks, etc. Keep jewelry, afiershave. and
cologne 1o a minimum. Some employers prefer cleanly shaven face.

During the Interview:

e  Make o pood initial impression.

# Have a firm handshake and make eye contact,

o Arrive about 15 minutes early.

s If necessary, drive 1o the actual interview site prior to the interview to determine the time you
would 1ake to reach the venue. Busy recruiters have turned away tardy inlerviewees.

s Conduct yoursell professionally.

e You may meet vour interviewer in the hallway or on the elevator.

¢ Be courteous and pleasant 1o all whoim you meet.

o Answer questions thoroughly with relevant examples.

» Elaborale on questions and give specific details. If an employer asks, "Did youa like your
subjects in college” Don’t answer simply “yes”. Rather, state what subjects of the curriculum
you enjoyed and why.

Examine Your Body Language.
&  Sit squarely and maintain good posture,
s Al times, leaning forward will demonstrate enthusiasm and interest,
s  Watch for crossed arms, or head in downward position.
e You donot want to lead others to think that you are closed. aloof or distant.
o  Muintain good eve contact.
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Imterview Questions:
& Have Questions Prepared.

* Hring specific questions o ask the emplover.

= Be sure not to ask those questions that the employer has already answered for vou during the
interview. It will appear as if you were not histening. Asking questions demonstrates interest in
the position as well as in the company.

* Demonstrate enthusiasm. An excellent way 1o demonstrate enthusiasm is by making a well-
researched presentation. Make your questions reflect your knowladge of the employer.

At the interview, let them know you are interested. Some emplovers state that afier an interview,
they do not truly know if the candidate 15 interested. Hopefully, you have demonstrated interest and
enthusiasm throughout the interview, but do not be afraid 1o state in closing that you are very interested
in the position.

Before you leave, did you cover everything? Often, in closing, an employer might ask if there were
skills, qualities or sccomplishments that were not discussed. Take this time to tell the interviewer ahout
relevant skills that were not covered. Seize this opportunity even if everything wis covered, Emphasize
2 particular point again.

Thank the interviewer. Always thank the interviewer for his/her time whether or not you want that
particular position.

After the Interview: Send a thank you note. Send a short personal note 1o the interviewer. Be sure it is
typed on conservative bond paper as if you were sending a business letter. Take time 10 thank the
interviewer and emphasize a specific point about the interview, if desired. You can further demonstrate
your unigueness and sericusness about the position with this simple act of courtesy,

Evaluate Your Performance after the Interview. Take time 1o jot down the parts of the interview
where you demonstrated competence such as “I described my past wark experience well.” Also, jot
down those parts that were of difficulty 10 you such as “1 stumbled on the question what are your
weaknesses.” These strengths on your list will help build vour confidence for future interviews and the
difficulties demonstrate areas where you may need more practice.

Interview Skills - Do's and Don'ts
* Plan to arrive a few minotes early.
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Greet the interviewer by last name if you are sure of the pronunciation. If not. ask the employer
to repeat il

Give the appearance of energy is you walk.

Smile.

Shake hands firmly and be genuinely glad (o meet them,

Wit until vou are offered & chair before sitting. Sit vpright and look alert.

Make cye contact throughout the interview.

Follow the interviewer’s lead, but trv to get the interviewer to describe the posinon and duties
to you early so vou can apply vour background, skills and accomplishments to the position.
Stress your achievements and abilities as well as your skills and expenence.

Conduet yourself as if you are determined o get the job you are discussing.

DON'T...

Forget (o bring extra copies of your resume

Have something in your mouth to chew, like for instance, a bubble gum

Answer "yes" or “no". Elaborate on your answers and provide specific examples if possible,
Act, Be yourself. You will be happiest working for an employer that likes the real you,

Lie. Represent yourself honestly.

Be too casual,

Make derogatory remarks about your present or former faculty / employer.

Go off on tangents and ramble.

Inguire about salary or benefits in the initial interview uniess the employer raises the issue.

Worksheet-1

Interview Questions to Think About

I

© g o W

. Tell me about yourseli™

What are your short-term and long-term career goals and how are you preparing to achieve
them?

Why did you choose this career?

What do you consider to be your greatest strengths and weakness?

How would vou describe vourself? How would your friends descnibe you™

How has your college experience prepared you for your carcer?

Why should 1 hire yoo!

How do you determine or evaluate success™

In what ways do you think you can make a contribution 10 our compan y?
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10. Describe the relationship that should exist between a supervisor and those reporting to him/her?
L1. Describe your most rewarding schoolicollege experience.

12, If you were hinng for this position, whal gualities would you look for?

13. What led you choose your field or specialization?

14, What have you learnt from participation in extracurricular activities?

15. How do vou work under pressure?

16, Describe the ideal job.

17, Why did you decide to seek a position with organization and what do vou know about us?

I8, What major problems have you encountered and how did you deal with them?

I9. Whar criteria are you using to evaluate the company/organization for which you hope 1o work?
20. What salary do you want?

References/Further Reading

Rani, Suda. K. Advanced Communicatin Skills Laboratory Manual. 2011, Pearson, New Delhi,
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ﬁif'repa:ing for Examinathons

Introduction

The Oxford Advanced Learner's Dictionary defines the word ‘examination” as ‘o formal
written, spoken or practical test’. Such a test is taken to see how much you know about o particular
subject, or what you can do. Examinations are inevitable when you take a course. However, it 15 a
common fact that most students are afraid of examinatdons. In fact, the very thought of the annual
exams induces stress. So, how are you going to deal with this problem? This lesson will give you some
tips and suggestions to help you to prepare well for examinations.

Activity 1:
Answer the following questions honestly:
1. Do you like the idea of laking exams? { Yes! MNaj
2. Do you see that you have all the class notes, notes from text books and other readiag matenal
with you before you start preparing for your exams” ( Yes!' Noj
3. Do you start preparing for your exams well in advance™ {Yes! Noj
4. Do you know some techniques which would help you to face your exams successfully!
(Yes/ No)

5. Do you want 1o be successful in your exams? { Yesf Noj

It is assumed that your answer is "Yes’ (o the 5™ question. However, if you have answered “No® for
miore than 2 out of the first 4 questions, then you are in need for some puidance in preparing for
your exams. It is not enough 1 want to be successful in your exams without putting in the right

kind of preparation.

Activity 2:

Read the following questions and answer them in not more than 2-3 sentences. Then, share your

answers with the rest of the class :
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|, Why are most students afraid or nervous of taking exams”

S e, e i e e
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2. Why do some students score better marks than others?
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3. How can you achieve success in your examinations?
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At the completion of the above activity, you will know at least a few of the most imponant reasons why
students fear exams as well as some of the Do’s and Dont's on how to prepare for exams,

Activity 3:

Read the following statements on 'PREPARING FOR EXAMINATIONS — TIPS AND

SUGGESTIONS. Some of them are true while others are false. Write T" for true and ‘F' for false:

I Itis not necessary to attend classes or take notes. ) |
2. Reading and writing class notes, important concepts, definitions,
formulas and key concepts will help in memorizing them, G
3. Itisa waste of time o revise notes and other reading material, { 1)
4. Preparing a time wable for study helps vou to organize vourself, (.
5. Studying in groups enhances your kearning. { )
6. Taking breaks while studying is not advisahle. ¢ )
- Commissionerate of Collegiate Education



7. Itis important to always remain confident and be positive. { )
Cretting encugh sleep makes you less focussed and alest. 1
9. Answering old guestion papers gives you good praciice. l

11. Having good and nutntious food is & must. |

1
I, Managing time is a very important skill while preparing for exams )
)
12, Staying away from distractions will cause loss of concentration )

After marking true or false at the end of the above statements, turn 0 your parner and compare your
answers. Identify the false statements discuss and write down the correct answers, In your notebooks,
draw up a fresh list of twelve statements with the necessary comections. Share your answers with the
rest of the class,

Activity 4

Working in groups, choose SIX tips/suggestions from the above list, which your group thinks are most
important for preparing for exams. Arrange them in descending order in terms of their importance.
Give reasons why your group has chosen those six. Share with the rest of the class.
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TOP SIX EXAM-PREPARATION TIPS

.

REASONS:
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Now that you have a clear idea of some important tips on how w prepare for your
exams, start studying!
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TOP SEVEN EXAM-TAKING STRATEGIES

Here are some important strategies for taking your exams.

1. Skim through the entire question paper- Skimming through the question paper

2.

Lok
w

6.

helps you to identify the questions you know and those that you are not sure of.
Answer the questions you know first- Answering the questions you know first
will create a favourable impression and the examiner is likely to award good
marks.

Skip the guestions you don’t know — Don’t waste time on questions you are not
very sure of. Skip them for you can come back later and try to answer them.
Present vour answers well- Even though you have prepared well, what gives you
marks is what you have written in the exam and how. Good presentation and a
neat, legible handwriting will ensure full marks.

Manage your time- Be sure to manage your time as it is very important to allot
lime proportionately to all the questions. Don’t waste too much time wnting
elaborate answers to questions which carry fewer marks.

Double check your answers — Double check your answers (o see if you have
attempted all of them. Make sure you have not overlooked any question.

Relax — Remember that it is very important to avoid stress as it is very easy 10 panic and
forget all that you have studied. So, relax, take a deep breath and start writing!
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Message

I am happy to note that the Commissionerate of College Education has brought out four books for
the aid of JKC Students and teachers. T hope that the material will help the students in acquiring

additional skills which are essential for their employment and future career.

Jawahar Knowledge Centers (JKCs) have been doing a good service to the students in bringing

out their innate skills, particularly among rural poor and other disadvantaged sections.

| appreciate the efforts of the officials for strengthening the Jawahar Knowledge Centers there by

paving way for bright future of the youth of newly formed Andhra Pradesh State,

I wish the students of JKCs a present success in their endeavor,
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Foreword

The Department of Collegiate Education strives in making higher education accessible to all
sectors of people and promotes women education at Under Graduate and Post Graduate levels, The
advent of liberalization in economy and the big boom in IT sector have opened the door of opportunity
m global job market to those who have good communication skills, computer skills, and industry
related skills, apart from strong domain knowledge in the core subjects. The conventional curriculum
offered in the form of B.A., B.Com and B.5c., courses does not impart requisite skills relevant to the
dynamic job market especially that of industries like IT and ITES. The Department felt the urgency of
imparting skill-based training to students so as to bridge the skill deficit of students and enable them
seize the employment opporumities available in the job market,

The Government of Andhra Pradesh established Jawahar Knowledge Centres (JKCs) - the
modern finishing school in Government Degree Colleges across the state of Andhra Pradesh to impart
training in employability skills with a special curriculum. These centers aim at providing training in
employability skills and placement assistance to those students studying conventional courses in
Degree Colleges of Andhra Pradesh.

The unigue feature of JKC is its training programme which is designed to help students deve lop
confidence, communicative competency and grow as professionals. The curriculum  includes
communication skills, soft skills, analytical skills, technical skills, ethical values and general
awareness. Each JKC conducts training in three batches per vear with duration of three months each.
The 250 hour training imparted by the trained Mentors helps in mentoring the graduate students as

Emplovable graduates.

As the JKC acts as a finishing school, every JKC student comes out as a polished product with
improved dynamism and confidence levels. It is no exaggeration to say that the JKCs are successful in
enabling the rural students compete with their urban counterparts by bridging the urban-rural divide, In
addition 1o the regular training in employability skills, JKC also provides placement assistance by
conducting on-campus recruitment drives

JKC Monitoring Cell (JKCMC) at the Commissionerate of Collegiate Education, AP,
Hyderabad focuses on overall coordination by organizing workshops and training programmes. It scts



a5 an interfice between industry and academia and plays a vital role in enforcing the effective
functioning of the praject.

The department approached Centre for Innovations in Public Systems (CIPS), Hyderabad (An
Autonomous Organization Funded by Govemment of India) to cvaluate JKCs in terms of the
achievements in the stated objectives and to suggest suitable recommendations for strengthening the
programme. The CIPS, in its evaluation report, sppreciated the mitiative and the results thereon, and
made a few recommendations. One of the recommendations of the CIPS was that Study material could
be made available to the JKC students in the form of printed books.

The Commissionerate of Collegiate Education in its efforts to implement CIPS
recommendations has taken up the task of preparing study material (Communication Skills, Soft Skills,
Analvtical Skills and Computer Skills) for the students and a manual for teachers by inviting well-
experienced teachers in the concerned areas,

| wish to express my gratitude to the Government of Andhra Pradesh for their unstinted support
to the depariment in effectively running the JKCs.

I hope that this attempt will enhance students’ enthusiasm and sustain their interest in the course
leading to gualitative outcome. 1 also hope that this endeavor will strengthen our resolve to take up
many more such initiatives in future in serving the student community.

K. Sunitha, IAS
Commissioner of Collegiate Education

Government of Andhra Pradesh
Hyderabad



Introduction

Fundamental knowledge in computers has become a basic necessity for a person in the work place
wherever it is. In fact, in the present computers ers, & candidate for any job is automatically expected
to have certain basic computer knowledge. It's a part of any competitive examination, It has therefore
become a basic component in the preparatory training given to studemts for facing competitive
exammations. Hence, training in computers has naturally been one of the three major divisions in the
JKC training. Although knowledge and skills in computers are mostly learnt on computer itself, a broad
theoretical understanding makes the learning systematic and solid,

This book is intended to assist JKC students to learn a set of basic computer skills, It is also
expecied to aid Mentors to teach in a systematic and progressive way. The material mainly focuses
areas like fundamentals of computers, acquainting with Windows operating svstem, major concepts of
M.5. Office like M.S Word, M.S Excel, M.5 Power Point and M.S Access and acquainting with
nternet skills like browsing, searching. In addition, this book includes certain popular online
applications such as online shopping, railway reservations and creating mail accounts. Certain
intreductory aspects of hardware like computer components, printers and scanners were also inchuded
as they are basic requirements, A few assignments are given in the appendix to help students in their
practical sessions. The students are further advised to explore and experiment the concepts themselves
using other standard text books and open internet resources for more learning experiences.

In this book, some downloaded open material from various sites like IRCTC, flipeart, gmail and
from such other organizations is included for providing illustrations. The authors thank fully
acknowledge and express their gratitude 1o all such sites and organisations. This reading material is not
for commercial use and will be used by the students of Jawahar Knowledge Center exclusively for
educational purpose in internal circulations,

This book is the first humble attempt to provide useful leaming material to the JKC students. It can
be no way described as comprehensive. All suggestions by the readers will be thankfully received and
used for future improvements. We wish all successful learning experiences to all the JKC students.



Index

SL No | Contents . Page No,
Unit I - Computer Fundamentals
1.1 What is computer I
1.2 Features of computer |
13 Computer Generations 2
14 Types of Computers 4
1.5 Applications of Computers f
1.6 | Input/Output Devices 7
17 | Computer's Memory 9
1.8 Computer Software 10
1.9 Windows 11
a Windows deskiop 11
b. Stant Menu 14
¢. Working with Windows 18
d. Using Paint 23
e, Using wordPad 26
Unit IT- MS-Office
2.1.1 | About MS-Office 3
MS-Waord
2.1.2 | Word Basics 34
2.1.3 | Features of Word 34
2.14 | Starting with MS-Word 35
2.1.5 | Components of MS-Waord 35
2.1.6 | File Menu 40
i, Mew 40
b, Save _ 43
c. Page Setup 4
d. Primt preview 47
&, Selecting Text and Graphics 44
2.1.7 | Edit Menu S0
a. Undo' Redo 1]
b. Copy and Paste 32
c. Find/ Replace 33
218 | Headers and Footers 54
219 | Ingert Menu 55
2.1.10 | Format Menu 39
2.1.11 | Mail Merge 60
2.1.12 | Table Menu B
MS-Excel
221 Excel Basics 6Y
222 | Excel Components 70
223 | Entering Data 71
224 | Data Types 73
225 | Working with Cells 74
226 | File Menu 7




51 No Contents Page No,
227 | Edit Menu &0
22.8 | Creating a Chart 74
2.29 | Functions and Formulag B7

2.2.10 | Data Menu 92

Ms-Power Point

2.3.1 | Powerpoint Basics 04
2.3.2 | Ready- Made slide layout scheme a5
2.3.3 | File Menu o8
| 2.33.1 | Creating a presentation 98
| a. using auto content wizard 93
b. using a design wemplate 1o

¢. using blank presentation 100

234 | Insert Menu 101
235 | Format Menu 103
2.3.6 | Shde Show 106

. MS-Access
24.1 | Access Basics 110
24.2 | Components 110
743 | Data Types in MS-Access 112
244 | Database Creation 113
245 | Table Creation 115
2446 | Forms 121
24.7 | Query 125
24.8 | Reports 129
Uit 111 -Internet Skills
3.1 Introduction 135
2 Internet 136
33 How can | get connected at Home 137
34 Web Site 138
3.5 Weh Browser 139
3.6 Search Engine 139
3.3 On-line Forms Rail Journey 141
ER. On-line Shopping using FlipKan 143
3.9 Using Electronic Mail(Email) 149
3.10 | Social Media 154
3.11 What is Skype? 158
3.12 | Google Drives 161
3.13 | What are Google Docs, Sheets and Slides 162
Unit IV - Using Printer and Scanner
4.1 SCanners 163
4.2 Printers 166
43 Use Picture Manager 170
Unit V - Assignments




i o

Computer Fundamentals

1.1 What is a Computer?

A compulter is an electronic device that sccepts data, stores it, processes it and output the information.
It has the ability (o store, retrieve, and process data, We can use a computer to type docoments, send
emails, browse internet, handle spreadsheets, manage databases, giving presentations, playing games,
and more,

Charles Babbage is called the "Father of the computers. The First mechanical computer designed by
charles Babbage was called Analytical Engine. It uses read-only miemory in the form of punch cards,

Computers are not very intelligent devices, but they handle instructions flawlessly and with greal
speed. They must follow explicit directions from both the user and computer programmer. Computers
are really nothing more than a very powerful calculator with some great accessories,

A computer system consists of mainly four basic units; namely mput unit, storage unit, central
processing unit and output unit. Central Processing unit fusther includes Arithmetic logic unit and
control unit.

A computer performs five major operations or functions imespective of its size and make.
These are

* il accepts data or instructions as inp.

= it stores data amd instrections,

= it processes data as per the instructions,

* it controls all operations inside a computer, and
* it gives results in the form of output

1.2 Features of Computers

The characteristics of computers that have made them so powerful and universally nseful are speed,
accuracy, diligence, versatility and storage capacity. Let us discuss them briefly.

Speed

Computers work at an incredible speed. A powerful computer is capable of performing about 3-4
million simple instroctions per second.

Accuracy
In sddition to being fast, computers are also accurate. It will never perform errors. Errors that may

occur can almost always be attributed to human beings (inaccurate data, poorly designed system or

faulty instructions! programs written by the programmer)
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Diligence

Unlike human beings, compiters are highly consistent. They do nol suffer from human traits of
baredom and tiredness resulting in lack of concentration. Computers, therefore, are better than human
beings in performing voluminous and repetitive jobs.

Versatility

Computers are versatile machines and arc capable of performing any task as long as it can be broken
down into 2 series of logical steps. The presence of computers can be seen in almost every sphere —
Railway/Air reservation, Banks, Hotels, Weather forecasting and many more.

Storage Capacity

Secondary storage devices arc the key for the data storage. They siore the data for which the user wants
10 retrieve these data for future use, The examples for various secondary devices are Floppy disk,
Optical disks (CS and DVD), Zip drives, Thumb drives eic, The data of smaller size can be easily
fetched and they can be copied to the primary memary (RAM].

Cheaper

Computers are short term investment in order 1o achieve u long term gain. Though the investment is
high they reduce the cost of each and every transaction. They reduce man power and leads fo an elegant
and efficient way for computing various tasks.

Needs a User interface

The only draw back of computer is it cannot make the decision of its own. It needs a guidance o
enhance the process. After all computer is a machine.

1.3 Computer Generations

The history of computer development is ofien referred to in reference to the different generations of
computing devices. Each of the five generation of computers is characterized by a major technological
development that fundamentally changed the way computers operate, resulting in increasingly smaller,
cheaper, more powerful and more efficient and reliable devices. Leam about each generation and the
developments that led to the curreat devices that we use today.

First Generation (1940-1956) Vacuum Tubes
The first computers used vacuum tubes for circuitry and magnetic drums for memory, and were often

enormous in size, taking up entire rooms. They were very expensive to operate and in addition 1o using
a great deal of electricity, generated a lot of heat, which was often the cause of malfunctions,
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First gencration computers relied on machine language, the lowest-level programming language
understood by computers, to perform operations, and they could only solve one problem at a time.
Input was based on punched cards and paper tape, and outpul was displayed on printouts.

The UNIVAC and ENIAC computers are examples of first-generation computing devices, The
UNIVAC was the first commercial computer delivered to s business client, the 1.8, Census Bureau in
1951,

Second Generation ( 1956-1963) Transistors

Transistors replaced vacuum tubes in the second generation of computers. The transistor was invented
in 1947 but chd not see widespread use in computers until the late 19505, The fransistor was far
supenor o the vacuum tube, allowing computers to become smaller, faster. cheaper, more energy-
efficient and more reliable than their first-generation predecessors. Though the transistor still generated
a great deal of heat that subjected the computer 1o damage, it was a vast improvement over the vacuum
fube. Second-generation computers still relied on punched cards for input and printouts for output.

Second-generation computers moved from cryptic binary machine language w0 symbolic, or assembly,
languages, which allowed programmers to specify instructions in words, High-level programming
languages were also being developed at this time, such as early versions of COBOL and FORTRAN.
These were also the first computers that stored their instractions in their memory, which moved from a
magnetic drum 1o magnetic core technology.

The first computers of this generation were developed for the atomic energy industry.
Third Generation (1964-1971) Integrated Circuits

The development of the integrated circuit was the hallmark of the third generation of computers.
Transistors were miniaturized and placed on silicon chips, called semiconductors, which drastically
increased the speed and efficiency of computers.

Instead of punched cards and printouts, users interacted with third generation computers through
keyboards and monitors and interfaced with an operating system, which allowed the device to run
many different applications at one time with a central program that monitored the memaory, Computers
for the first time became accessible to a mass audience because they were smaller and cheaper than
their predecessors,

Fourth Generation (1971.Present) Microprocessors
The microprocessor brought the fourth generation of compuiers, as thousands of integrated circuits

were built onto a single silicon chip. The first generstion computers filled an entire room where 3s
fourth generation computers could now fit in the palm of the hand.
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As these small computers became more powerful, they could be linked together o form networks,
which eventually led to the development of the Internet. Fourth generation computers also saw the
development of GUIs, the mouse and handheld devices,

Fifth Generation (Present and Beyond) Artificial Intelligence

Fifih generation computing devices, based on artificial intelligence, are stll in development, though
there are some applications, such & voice recognition, that are being used today. The use of parallel
processing and superconductors is helping 1o make artificial intelligence a reality. Quantum
computation and molecular and nanotechnology will radically change the face of computers in years to
come. The goal of fifth-generation computing is 1o develop devices that respond 1o natural language
input and are capable of learning and self-organization.

1.4 What are the Different Types of Computers?

Computers of the earlier times were of the size of a large room and were required to consume huge
amounts of electric power. However, with the advancing technology, computers have shrunk to the size
of a small watch. Depending on the processing power and size of computers, they have been classified
under various types. Let us look at the classification of compaters.

Hased on the operational principle of computers, they are categorized as digital, analog, and hybrid
L'L'I-]'I.'IFII.I[E]?-.

Digital Computers: They use digital circuits and are designed 0 opemic on two states, namely bits 0
and 1. They are analogous to states ON and OFF. Data on these computers is represented as a series of
0s and 1s. Digital computers are suitable for complex computation and have higher processing speeds.
They are programmable. Digital computers are either general purpose computers or special purpose
computers, Special purpose computers, as their name suggesis, are designed for specific types of data
processing while general purpose computers are meant for general use.

Analog Computers: An Analog computer is designed 1o process continuous physical quantities, They
use continuous variables like mechanical or electrical energy as input. Examples of analog computer
usage include monitoring temperature, voltage and current reading in power station. Each of these
parameters  can  aftain - an  infinite  number of  wvalues, mnol just on  or off.

Hybrid Computers: These computers are a combination of both digital and analog computers. In this

type of computers. the digital segments perform process control by conversion of analog signals o
digital ones.

This was the classification of computers based on their style of functioning, Following 1 a
classification of the different types of computers based on their sizes and processing powers,

Mainframe Computers: Large organizations use mainframes for highly critical applications such as
bulk data processing and ERP. Most of the mainframe computers have capacities 1o host muliple

operating systems and operate as a number of virtual machines. They can substitute for several small
SETVETS,
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Microcomputers: A computer with a microprocessor is known as a microcomputer. They do not
occupy space as much as mainframes do. When supplemented with a keyboard and a mouse,
microcomputers can be called personal computers. A monitor, a keyboard and other similar inpui-
output devices, computer memory in the form of RAM and a power supply unit come packaged in a
microcomputer. These computers can fit on desks or tables and prove to be the best choice for single-
user tasks.

Personal computers come in differemt forms such as desktops, laptops and personal digital assistants,
Let us look at each of these types of computers,

Desktops: A desktop is intended to be used on a single location. The spare pars of a desktop computer
are readily available at relatively lower costs. Power consumption is not as critical as that in laptops.
Desktops are widely popular for daily use in the workplace and households,

Laptops: Similar in operation to desktops, laplop computers are miniaturized and optimized for
portable use. Laptops run on 4 single battery or an external adapter that charges the compuler batteries,
They are enabled with an inbuilt keyboard, touch pad acting as a mouse and a liquid crystal display.
Their portability and capacity to operate on battery power have proven o be of great help 10 mobile
users,

Netbooks: They fall in the category of laptops, but are inexpensive and relatively smaller in size. They
had a smaller feature set and lesser capacities in comparison to regular laptops, at the time they came
into the market, But with passing time, netbooks too began featuring almost everything that notebooks
had. By the end of 2008, netbooks had begun 1o overtake notebooks in terms of market share and sales,

Personal Digital Assistants (PDAs): It is a handheld commputer and popularly known as a palmtop. It
has & touch screen and 3 memory card for storage of dats. PDAs can also be used as portable audio
players, web browsers and smartphones. Most of them can access the Intemet by means of Bluetooth or
Wi-Fi communication.

Minicomputers: In terms of size and processing capacity, minicomputers lie in between mainframes
and microcomputers. Minicomputers are also called mid-range systems or workstations. The term
began to be popularly used in the 1960s 1o refer to relatively smaller third generation computers. They
ook up the space that would be needed for a refrigerator or two and used transistor and core memory
technologies. The 12-bit PDP-8 minicomputer of the Digital Equipment Corporation was the first
successful minicompater.

Servers: They are computers designed to provide services to client machines in a computer network.
They have larger storage capacities and powerful processors. Running on them are programs that serve
client requests and allocate resources like memory and time to client machines. Usnally they are very
large in size, as they have large processors and many hard drives. They are designed to be fail-safe and
resistant to crash.

Commissionerate of Colieglate Education _-



— [

Supercomputers: The highly calculation-intensive tasks can be effectively performed by means of
supercomputers, Quantum physics, mechanics, weather forecasting. molecular theory are best studied
by means of supercomputers. Their ability of parallel processing and their well-designed memory
hierarchy give the supercomputers, large transaction PrOCEssing POWers.

Wearable Computers: A record-seiting step in the evolution of computers was the creation of
weargble computers, These computers can be worn on the body and are often used in the study of
hehavior modeling and human health, Military and health professionals have incorporated wearable
computers into their daily routine, as a part of such siudies. When the users' hands and sensory organs
are engaged in other activities, wearable computers arc of great help in tracking human ctions.
Wearable computers do not have to be twrned on and off and remain in operation without user
intervention,

Tablet Computers: Tablets are mobile computers that are very handy to use. They use the touch
sereen techaology. Tablets come with an onscreen keyboard or use a stylus or a digital pen. Apple’s
iPad redefined the class of tablet computers.

1.5 Applications of Computers

Computers have their application or utility everywhere. We find their applications in almost every
sphere of life-particularly in fields where computations are required to be done at a very fast speed and
where data is so complicated that the human brain finds it difficult to cope up with,

As you must be aware, computer now-a-days are being used almost in every department to do the work
at a greater speed and accuracy. They can keep the record of all the emplovees and prepare their pay
Bill in a matter of minutes every month, They can keep automatic checks on the stock of & particular
iter. Some of the prominent areas of computer applications are;

In Tourism: Hotels use computers 1o speed up billing and checkout the availability of rooms. So is the
case with railways and airline reservations for booking tickets, Architects can display their scale
models on a computer and study them from various angles and perspectives. Structural problems can
now be solved quickly and accurately.

In Banks: Banks also have started using computers extensively. Terminals are provided in the branch
and the main computer is located centrally. This enables the branches 1o use the central computer
system for information on things such as current balance deposits, overdrafts, interest charges, etc.
MICR encoded cheques can be read and sorted out with a speed of 3000 cheques per minute by
computers as compared 1o hours taken by manual soning. Electronic funds transfer (EFT) allows a
person to transfer funds through computer signals over wires and telephone lines making
the work possible in a very short time.

In Industry: Computers are finding their greatest use in factories and industries of all kinds. They have
taken over the work ranging from monotonous and risky jobs like welding to highly complex jobs such
as process control. Drills, saws and entire assembly lines can be computenized. Moreover, quality
control tests and the manufacturing of products, which require a lot of refinement, are done with the
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help of computers. Not only this, Thermal Power Plants, Oil refineries and chemical industries fully
depend on computerized control systems hecause in such industries the lag between two major events
may be just i fraction of a second.

In Transportation: Today computers have made it possible for planes o land in foggy and stormy
atmosphere also. The aircraft has a variety of sensors, which measure the plane’s altitude, position,
speed. height and direction. Computer use all this information to keep the plane flying in the right
direction. In fact, the Auto—pilot feature has made the work of pilot much easy.

In Education: Computers have proved to be excellent teachers. They can possess the knowledge given
1o them by the experts and teach you with all the patience in the world, You may like to repeat a hessmnmy
hundred times, go ahead, you may get tired but the computer will keep on teaching you. Computer
based instructions (CBI) and Computer Aided Learning (CAL) are commaon tocls used for teaching,
Computer based encyclopedia such as Britunnica provide you endarmous amount of information on
anything.

In Entertainment: Computers are also great entertainers, Many computer games are available which
are like the traditional games like chess, football, cricket, etc. Dungeons and dragons provide the
gpporiunity to test your memory and ability to think. Other games like Braino and Volcano test your
knowledege,

1.6 Input/Output devices

These devices are used to enter information and instructions into a computer for storage or processing
and 1o deliver the processed data to a user. Input/Output devices are required for users to communicate
with the computer. In simple terms, input devices bring information INTO the computer and output
devices bring information DUT of a computer system. These inputfoutput devices are also known as
peripherals since they surround the CPU and memory of a computer system.

a) Input Devices An input device is any device that provides input to a computer. There are many
inpui devices, but the two most COMMON ones are a kevboard and mouse, Every key you press on
the keyboard and every movement or click you make with the mouse sends a specific input signal
o the computer.

- Keyboard: The keyboard is very much like a siandard typewriter keyboard with a few additional
keys. The basic QWERTY layout of characters is maintained 10 make il easy o use the system.
The additional keys are included to perform certain special functions. These are known as function
kevs that vary in number from keyboard 1o keyboard.

- Mouse: A device that controls the movement of the cursor or pointer on a display screen. A mouse
is @ small object you can roll along a hard and flat surface. It= name is derived from its shape.
which looks 4 bit like a mouse. As you move the mouse, the pointer on the display screen moves in
the same direction.
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Trackball: A trackball is an input device used to enter motion data into computers or other
electronic devices. It serves the same purpose as a mouse, but is designed with a moveable ball on
the top, which can be rolled in any direction.

* Touchpad: A touch pad is a device for pointing (controlling input positioning) on a computer
display screen. It is an alternative to the mouse. Originully incorporated in laptop computers, touch
pads are also being made for use with deskiop computers. A touch pad works by sensing the user’s
finger movement and downward pressure.

* Touch Screen: It allows the user w0 operate/make selections by simply tonching the display
screen. A display screen that is sensitive o the touch of a finger or stylus. Widely used on ATM
machines, retail point-of-sale terminals, car navigation systems, medical monitors and industrial
control panels.

*  Light Pen: Light pen is an input device that utilizes a light-sensitive detector to select objects on a
display screen.

*  Magnetic ink character recognition (MICR): MICR can wdentify character printed with a special
ink that contains particles of magnetic material. This device particularly finds applications in
banking industry.

*  Optical mark recognition (OMR): Optical mark recognition, also called mark sense reader is a
technology where an OMR device senses the presence or sbsence of & mark. such as pencil mark.
OMR 15 widely used in tests such as aptitude test.

*  Bar code reader: Bar-code readers are photoelectric scanners that read the bar codes or vertical
zebra strips marks, printed on product containers. These devices are generally used in super
markets, bookshops etc.

* Scanmer: Scanner is an input device that can read text or illustration printed on paper and
translates the information into a form that the computer can use. A scanner warks by digitizing an
imape.

Output Devices:

Output device receives information from the CPU and presents it 1o the user in the desired from. The
processed data, stored in the memory of the computer is sent to the output unit, which then converts it
inte & form that can be understood by the user. The output is usually produced in one of the two ways —
on the display device, or on paper (hard copy).

= Monitor: is often used synonymously with “computer screen™ or “display.” Monitor is an output
device that resembles the welevision screen. It may use a Cathode Ray Tube (CRT) to display
information. The monitor is associated with a keyboard for manual input of characters and displays
the information as it is keyed in. It also displays the program or application output. Like the
television, monitors are also available in different sizes.
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Printer: Printers are used to produce paper (commonly known as hardcopy) output. Based on the
techrology used, they can be classified as Impact or Non-impact printers.

Impact printers use the typewriting pnnting mechanism wherein a4 hammer strikes the paper
through a ribbon in order to produce output, Dot-matrix and Character printers fall under this
calegory.

Non-impact printers do not touch the paper while printing, They use chemical, heat or elecirical
signals to etch the symbols on paper. Inkjet, Deskjet, Laser, Thermal printers fall under this
category of printers.

Plotter: Plotters are used to print graphical output on paper, It interprets computer commancds and
makes line drawings on paper using muliicoloured antomated pens. It is capable of producing
graphs, drawings, charts, maps etc.

Facsimile (FAX): Facsimile machine, a device that can send or receive pictures and fext over a
telephone line. Fax machines work by digitizing an image.

Sound cards and Speaker(s): An expansion board that enables a computer 10 manipulate and
output sounds. Sound cards are necessary for nearly all CD-ROMs and have become commonplace
on modern personal computers. Sound cards enable the compuier to outpat sound through speakers
connected to the board, 1o record sound input from a microphone connected to the computer. and
mienipulate sound stored on a disk.

1.7 Computer’s memory

Computer’s memory can be classified into two types; primary memory and secondary memaory

il

Primary Memory can be further classified as RAM and ROM.

RAM or Random Access Memory is the unit in a computer system. It is the place in a computes
where the operating system, application programs and the data in current use are kept temporarily
so that they can be accessed by the computer's processor. It is said o be ‘volaiile® since its
contents are accessible only as long as the computer is on. The contents of RAM are no more
available once the computer is turned off,

ROM or Read Only Memory is a special type of memory which can only be read and contents of
which are not Tost even when the computer is switched off, It typically contains manufacturer’s
instructions. Among other things, ROM also stores an initial program called the “hootstrap loader”
whose function is to start the operation of computer system once the power is turned on.

b. Secondary Memaory
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RAM is volatile memory having a limited storage capacity. Secondary/auxiliary memory is storage
other than the RAM. These include devices that are peripheral and are connected and controlled by
the computer to enable permanent storage of programs and data.

Secondary storage devices are of two types; magnetic and optical. Magnetic devices include hard
disks and optical storage devices are CDs, DVDs, Pen drive, Zip drive etc.

» Hard Disk

Hard disks are made up of rigid material and are usually a stack of metal disks sealed in a box, The
hard disk and the hard disk drive exist together as a unit and is 2 permanent part of the computer
where data and programs are saved. These disks have storage capacities ranging from IGB w 80
GB and more. Hard disks are rewritable.

*  Compact Disk

Compact Disk (CD) is portable disk having data storage capacity between 650-700 MR, It can hold
large amount of information such as music, full-motion videos, and text ete, CDs can be cither read
only or read write type.

*  Digital Video Disk

Digital Video Disk (DVD) is similar to a CD but has larger storage capacity and enormous clarity.
Depending upon the disk type it can store several Gigabytes of data, DVDs are primarily used 1o
store music or movies and can be played back on your television or the computer too, These are
not rewritable,

1.8 Computer Software

Computer software is the set of programs that makes the hardware perform a set of tasks in particular
arder, Hardware and software are complimentary to each other, Both have to work together to produce
meaningful results, Computer software is classified into two beoad categories; system software and
application software.

System software

System software consists of a group of programs that control the operations of a computer equipment
including functions like managing memory, managing peripherals, loading, storing, and is an interface
between the application programs and the computer. MS DOS (Microsoft's Disk Oiperating System),
UNIX are examples of system software.

Software that can perform a specific task for the user, such as word processing, accounting, budgeting
or payroll, fall under the category of application software. Word processors, spreadsheets, database
mitnagement systems arc all examples of general purpose application software,
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Types of application software ane:

Word processing software: The main purpose of this software is 1o produce documents. M5-Waord,
Word Pad. Notepad and some other text editors are some of the examples of word processing
sofrware,

Database soltware: Database is a collection of related data. The purpose of this sofiware is 1o
organize and manage data. The advantage of this software is that you can change way data 1s
stored and displayed. MS access, dBase, FoxPro, Paradox, and Oracle are some of the examples of
database software.

Spread sheet sofiware: The spread sheet software is used to maintain budget, financial statements,
grade sheets, and sales records. The purpose of this software is organizing numbers. It also allows
the users to perform simple or complex calculations on the numbers entered in rows and columns,
MS-Excel is one of the example of spreadsheet software.

Presentation software: This software is used to display the information in the form of slide show.
The three main functions of presentation sofiware is editing that allows insertion and formatting of
text, including graphics in the text and executing the slide shows. The best example for this type of
application software is Microsoft PowerPoint.

Multimedia software: Media players and real players are the examples of multimedia sofiware,
This software will allow the user to create audio and videos, The different forms of mulimedia
software are andio converters, players, bumers, video encoders and decoders.

1.9 Windows:

The Windows desktop

The desktop is the main screen arca that you see after you am on your computer and log on to
Windows. Like the top of an actual desk, it serves as a surface for your work. When you open programs
or folders, they appear on the desktop. You can also put things on the desktop, such as files and folders,
and arrange them however you want.

The desktop is sometimes defined more broadly to include the taskbar and Windows Sidebar. The
wskbar sits at the bottom of your screen. It shows you which programs are running and allows you o
switch berween them. It also contains the Start button ®, which you cian use {0 access Programs,
folders, and computer scttings. On the side of the screen, Sidebar contains small programs called

padgets,
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Because programs run on top of the deskiop, the deskiop itself is often partially or completely hidden.
But it's still there, underneath everything. To see the whole desktop without closing any of vour open
programs or windows, click the Show Deskiop button Mlon the askbar, The deskiop is revealed. Click
the icon again to restare all of your windows to the way they were

Working with desktop icons

lcons are small pictures that represent files, folders, programs, and other items. When you firse seart
Windows, you'll see at least one icon on your desktop: the Recyele Bin (more on that later). Your
computer manufacturer might have added other icons 1o the deskiop. Some examples of desktop icons
are shown below,

Examples of desktop icons

Dooble~clicking a desktop icon starts or opens the item it represents. For ex smple, double-clicking the
Internet Explorer icon staris Internet Exploser.

Adding and removing icons from the deskiop

You can chogse which icons appear on the desktop—rvou can add or remove an icon at any time. Some
people like a clean, uncluttered deskiop with few or no icons. Others place dozens of icons on their
deskiop to give them quick access to frequently used programs, files, and folders.

If you want easy access from the deskiop to your favorite files or programs, create shortcuts to them. A
shortcut i an icon that represents a link to an item, rather than the item itself. When you double-click a
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shortcut, the item opens. If vou delete & shomcut, only the shortcut is removed, not the original item.
You can identify shortcuts by the armow on their icon,

Moving icons around

Windows stacks 1cons in ¢columns on the left side of the deskiop. But vou're not stuck with that
arrangement. You can move an icon by dragging it to a new place on the desktop.

You can also have Windows aatomatically amrange your icons. Kight-click an empty area of the
deskiop, click View, and then click Auto Arrange. Windows stacks your icons in the upper-left comer
and locks them in place. To unlock the icons so that you can move them again, click Auto Amange
again, clearing the check mark next to it.

Selecting multiple icons
To move or delete a bunch of icons at once, you must first select all of them, Click an empty area of the

desktop and drag the mouse. Surround the icons that you want to select with the rectangle that appears,
Then release the mouse button, Mow you can drag the icons as a group or delete them.

Select multiple desktop icons by dragging a rectangle around them

Hiding desktop icons

If you want to temporarily hide all of your desktop icons without actually removing them, right-click
an ermpty part of the desktop, click View, and then click Show Desktop lcons to clear the check mark
from that option. Now no icons are displayed on the desktop. You can get them back by clicking Show
Desktop lcons agam.

The Recycle Bin

When you delete a file or folder, it doesn't actually get deleted right away—it goes to the Recycle Bin.

That's a good thing, because if you ever change your mind and decide you need a deleted file, you can
get it back.

» €

The Recyele Bin when empty (left) and full (nght)
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If you're sure that you won't need the deleted items again, you can empry the Recycle Bin. Doing that
will permanently delete the items and reclaim any disk space they were using.

The Start menu

The Start menu is the main gateway (o your computer's programs, folders, and settings. It's called a
menu becanse it provides a list of choices, just as a restaorant menu does. And as "Start” implies, it's
often the place that vou'll go to stant or open things.

Lise the Sian menu 10 do these comimon: activities:

»  Slarl programs
= Open commonly used folders
» Search for files, folders, and programs
«  Adjust computer settings
= Get help with the Windows operating system
«  Turn off the computer
=  Log off from Windows or switch to a different user sccount
To open the Start menu, click the Start bution @n the lower-left comer of your screen. Or, press the Windows

#
L

logo key &on your keyboard. The Start menu appears, *~— *— *— Siart button and Start menu
The Start menu i divided mto three basic parts:!

=  The large left pane shows a short list of programs on your compater, Your computer manufacturer can
customize this list, so its exact appearance will vary. Clicking All Programs displays a cotnplete list of
programs {more on this later).

= Inthe lower left comer is the search box, which allows you to look for programs and files on vour
compiter by typing in search terms.

= The right pane provides access 1o commeanly used folders, files. settings, and features. It's also where
wou go 10 log of f from Windows or wrn off vour computer.

Opening programs from the Start menu

Ome of the most common wses of the Start menu is opening programs installed on your compater. To open i
program shown in the left pane of the Start menu, click it. The program opens and the Start menu closes,

If you dont see the program you want o open, click All Programs at the bottom of the left pane. Instantly, the
left pane displays a long list of programs in alphabetical order, followed by a list of folders:
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The Sturt meni after chicking All Programs

Clicking one of the program icons launches the program, and the Start menu closes. So what's inside
the folders? More programs. Click Accessories, for example, and a list of programs that are stored n
that folder appears. Click any program to open it. To get back to the programs you saw when you first
opened the Start menu, click Back near the bottom of the menu.
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Clicking the Accessories folder shows the programs it contains

If you're ever unsure what a program does, move the pointer over its icon or name. A box appears thal
often contains a description of the program. For example, pointing to Calculator displays this message
“Performs basic arithmetic tasks with an on-screen calculator,” This trick works for ilems in the right
pane of the Start menu, too
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& Accessories
B EBlustooth File Transfer Wirard

& Calculator .
Per'orms basic enthrnetic tasks with an on-toeen calcuwataor,

Pointing to an item displays
information about it

You might notice that over time, the lists of programs in your Start menu change. This happens for two
reasons, First, when you install new programs, they get added to the All Programs list. Second, the
Start menu detects which programs you use the most, and it places them in the left pane for guick
ACCELS,

The Search box

The Search box is one of the most convenient ways to find things on your computer. The exact location
of the items doesn’t marter—the Search box will scour vour programs and all of the folders in vour
personal folder (which includes Documents, Pictures, Music, Desktop, and other common locations). Tt
will also search your ¢-mail messages, saved instant messages, appointments, and contacts.

P

The 5tart menu Search box

To use the Search box, open the Stant menu and start tvping. You don't need to click inside the box
first. As you type, the search results appear above the Search box in the left pane of the Start menu.

A program, file. or folder will appear az a search result if:

= Any word in its title matches or begins with your scarch term

* Any text in the actual contents of the file—such as the text in a word-processing document—
matches or begins with yoor search term.

« Any word in a property of the file, such as the author, matches or begins with your search term.

= Llick any search result to open it. Or, click the Clear button *to clear the search results and
return to the main programs list. You can also click Search Everywhere to search your entire

computer; or Search the Internet to open your web browser and search the Internet for your
ferm
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Besides programs, files and folders, and communications, the Search box also looks through your
Internet faverites and the history of websites vou've visited. If any of these webpages include the search
term, they appear under @ heading called "Favorites and History.”

What's in the right pane?

The right pane of the Start menu contains links to parts of Windows that you're likely to use frequently.
Here they are, from top to bottom:

Personal folder. Opens your personal folder, which is named for whoever is currently logged on
to Windows. For example, if the current user is Molly Clark, the folder will be named Molly
Clark. This folder, in twrn, contains user-specific files, including the Documents, Music,
Fictures, and Videos folders.

Documents. Opens the Documenis folder, where you can store and open text files, spreadsheets,
presentations, and other kinds of documents,

Pictures. Opens the Pictures folder, where you can store and view digital pictures and graphics
files.

Music. Opens the Music folder, where you can store and play music and other audio files.
Games. Opens the Games folder, where you can access all of the games on your computer.
Recent Items. Opens a list of files you've opened recently. Click one of the files in the list o
open it.

Computer. Opens a window where you can access disk drives, cameras, printers, scanners, and
other hardware connected @ your compuler,

Network. Opens a window where you can access the computers and devices on your network.
Connect To. Opens a window where you can connect to a new network.

Control Panel. Opens Control Panel, where you can customize the appearance and functonality
of vour computer, add or remove programs, set up network connections, and manage user
ACCOUNtS.

Default Programs. Opens a window where you can choose which program you want Windows
1o use for activitics like web browsing, editing pictures, sending €-mail, and playing music and
videns.

Help and Support. Opens Windows Help and Support, where you can browse and search Help

ﬁ'ﬁi about usini Windows and your computer.

At the bottom of the right pane are two buttons: the Power button and the Lock button, Click the Power
button o turn off your computer, or click the Lock button to lock your computer without turning it off.
Once locked, your computer cannot be used until you unlock it with your password,

Clicking the arrow next to the lock bution displays a menu with additional options for switching users,
logging off, restarting, or shutting down.
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Working with windows

Whenever you open a program, file, or folder, it appears on your screen in @ box or frame called a
window (that's where the Windows operating system gets its name). Because windows are everywhere
in Windows, it's important 10 understand how to move them, change their size, or just make them go
away,

Parts of a window
Although the contents of every window are different, all windows share some things in common. For

one thing, windows always appear on the deskiop—the main work area of your screen, In addition,
mast windows have the same basic parts:

? e -

" @) Untitied - Notepad | L L |
‘L File Ede Format View Help - |
This 1z some sample text insice
a wotepad window,
! H
1
@
'l ¥ 3
= =

7

i) Menu bar @) Maxemire button i) border
(@ Titke bar 153 Clote bartton
{3 Minimize button B Scrofl bar

Parts of a typical window

* Title bar. Displays the name of the document and program (or the folder name if you're working
mn & folder ).

« Minimize. Maximize, and Close buttons, These buttons hide the window, enlarge it to fill the
whole screen, and close it, respectively {more details on these shortly),

* Menu bar. Contains items that you can click to make choices in a programScroll bar, Lats you
scroll the contents of the window to see information that is currently out of view,

« Borders and comers. You can drag these with your mouse pointer to change the size of the
window,

Other windows might have additional buttons, boxes, or bars, But they'll usually have the basic parts,
oo,
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Moving a window

To move a window, point to its title bar with the mouse pointer (. Then drag the window o the
location that you want. (Dragging means pointing (o an item, holding down the mouse bulion, moving
the item with the pointer, and then releasing the mouse button. )

Changing the size of a window

¢ Tomake 2 window fill the entire screen, click its Maximize bution Enr double-click the
window's title bar.

+ To return 2 maximized window to its former size, click its Restore button ﬂ[lhis Appears in
place of the Maximize button). Or, double-click the window's title bar.

s Toresize a window (make it smaller or bigeer), point to any of the window’s borders or comers.
When the mouse pointer changes to a two-headed arrow (see picture below), drag the border or
comer (o shrink or enlarge the window.

- Drrag a window's border of corner 1o resize it
A window that is maximized cannot be resized. You must restore it 1o its previous size first
Hiding a window

Hiding a window is called minimizing it. If you want to get a window out of the way temporarily
without closing it, minimize 1L

To minimize a window, elick its Minimize button ¥ The window disappears from the deskiop and is
vizible only as a button on the taskbar, the long horizontal bar at the bottom of your screen.

Taskbar Dumion Taskhbar buttom

To make & minimized window appear again on the desktop, click its taskbar button, The window
appears exactly as it did before you minimized it
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Closing a window

Closing a window removes it from the deskiop and taskbar. If yvou're done with a program or document
and don't need to return to it nght away, close it.

Toclose a window, elick its Cloge button ﬁ

Note

If vou close a document without saving any changes you made, a message appears that gives you the
option to save your changes.

Switching between windows

If you open more than one program or document, your deskiop can quickly become cloitered with
windows. Keeping wack of which windows you have open isn't always easy, because some windows
might partially or completely cover others.

Using the taskhar. The taskbar provides a way to orgamize all of your windows. Each window has a
corresponding button on the taskbar. To switch 1o another window, just click its taskbar button, The
window appears in front of all other windows, becoming the active window—the one you're currently
woarking in,

Clicking the Calculator taskbar button brings its
window to the front

Toeasily identify & window, point to its taskbar button. A small picture called a thumbnail appears that
shows you a miniature version of the window. This preview is especially useful if you can't dentify a
window by its title alone.
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Pont to a waskbar batton to see a window
preview

If the taskbar becomes too crowded with buttons, then the buttons for the same program become
grouped into a single button, as shown in the picture below. Click the buiton to see a menu of the items
in the group, then select an item to make it the active window

Three Paint windows grouped into one taskbar button

Using ALT+TAB. You can switch to the previous window by pressing ALT+TAB, or cycle through all
open windows and the desktop by holding down ALT and repeatedly pressing TAB. Release ALT to
show the selected window.

Switching windows with ALT+TAB

Using Windows Flip 3D. Windows Flip 3D arranges your windows in a three-dimensional stack that
vou can quickly flip through. To use Flip 3D:

1. Hold down the Windows logo key #and press TAB to open Flip 3D.

7 While holding down the Windows logo key, press TAB repeatedly or rotate the mouse wheel to
cycle through open windows. You can also press RIGHT ARROW or DOWN ARROW to
cyele forward one window, or press LEFT ARROW or UP ARROW 1o cycle backward one

window,
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3. Belease the Windows logo key to display the frontmost window in the stack. Or, click any part
of any window in the stack to display that window.

Switching windows with Flip 3D
Arranging windows automatically
Mow that you know how to move and resize windows, you can arrange them however vou like on yous

deskiop. You can also have Windows automatically arrange them in one of three ways: cascading,
vertically stacked, or side by side.

I
Amange windows in a cascade (left),

vertical stack {center), or side-by-side pattern (right)

To choose one of these options, rght-click an empty area of the taskbar, then click Cascade Windows,
Show Windows Stacked, or Show Windows Side by Side.

Dvalog hoxes

A dialeg box is a special type of window that asks you a question, allows you o select options to
perform & task, or provides you with information. You'll often see dialog boxes when a program or
Windows needs a response from you to continue,
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Unlike regular windows, most dialog boxes can't be maximized, minimized, or resized. They can,
however, be moved

Using Paint

Paint is a program used 1o draw, color, and edit pictures. You can use Paint like a digital sketchpad to
make simple pictures and creative projects or o add text and designs 1o other pictures, such as those
taken with your digital camera.

The parts of Paint

To open Faint, click the Stan button ¥, click All Programs, click Accessories, and then click Paint.

When you start Paint, vou see @ window that is mostly blank, with just a few tools for drawing and
painting. The following illustration shows the different parts of the Paint window:
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The Puint window
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Warking with tools

Paint includes a handy collection of drawing tools in the toolbox. You can use these tools to create
freehand drawings and add a variety of shapes to your pictures.

Draw a line

Some tools, like the pencil, brush, line, and curve, let you make a variety of straight, curved, and
wiggly lines, What you draw is determined by how you move the mouse as you draw. You can use the
line tool to draw a straight line, for example,

. In the toolbox, click the Line tool .
2. In the Color box, click the color you want to use,
3. Todraw, drag the pointer across the drawing area.

Draw a squiggly line

Your drawings don't have to be composed of just straight lines, You can use the Curve wol to create
smooth curves, for example. The Pencil and Brush can be used to make completely random, free-form
shapes.

1. Tnthe toolbox, click the Pencil tool .
2, Inthe Color box, ¢lick the color you want to use.
3. To draw, drag the pointer across the drawing ares.

Draw a shape

Some tools, like the Rectangle and ellipse, let you add shapes 1o your drawing. The technique is the
same regardless of which shape you choose. For example. you can use the Polygon tool (o draw a
polygon. which is a shape that can have any number of sides.

1. In the toolbox, click the Polyvgon tool (5
2, Inthe Options box, click a fill style:

amm 2
- 5

i Darlbru
B Dl w ik Al

B0 Soh

Fill options

o Outline. Your shape will be just an outline, with a transparent interior,
o Outline with fill. Your shape will be filled with the cument background color. (To set a
background color, in the Color box, right-click & color. )
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o Solid. Your shape will be filled with the current background color, buat it will not have
any outline.
3. Toadd a polygon, drag the pointer across the drawing area, and then click to end the first side.
4. Drag the pointer to create the next side, and then click to end the side, Repeat this as needed for
additional sides.
5. Tocreate the final side and close the polygon, double-click.

Erase part of your piclure

If you make a mistake or simply need to change part of a picture, use the eraser. B y default, the eraser
changes any area you erase to white, but you can change the eraser color. For example, if you set the
eraser color to yellow, anything you erase wrns to yellow.

1. In the toolbox, click the Eraser tool #.

2. In the Color box, right-click the color that you want to erase with. If you want to erase with
white, vou don't have to select a color.

3. Drag the pointer over the area vou wanl 1o erase,

Changing the effect of the drawing tools

The Opiions box, located below the toolbox, is where you can change how a tool draws. You can sel
the thickness of the tool's brush (which affects the weight of what you draw on the screen) and whether
the shapes vou draw are outlined or solid.

Change the brush stroke of the Brush

1. In the toolbox, click the Brush tool %,
2. In the Options box, click the brush shape you want 1o paint with,

of -
s -
oA .

LR :
Picture of brush options

3. To paint, drag the pointer across the drawing area.

Saving a picture

Save your picture frequently to ensure that you dont accidentally lose your work. To do that, on the
File menu, chick Save. This saves all of the changes you made to the picture since the last time you
saved.
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The very first time that you save a new picture, however, vou will need o give your picture a file
name. Follow these steps:

1. On the File menu, click Save.

2. Imthe Save as type box, select the file format you want.
3. Inthe File name box, (ype a name.

4. Click Save.

Using WordPad

WordPad is a basic word processor that is included in Windows., A word processor is a computer
program that you can use 1o create, edit, view, and print iext documents. With WordPad, you can type
letters, book reports, and other simple documents. You can also change how the text looks, quickly
move sentences and paragraphs around, and copy and paste text within and between documents.

The WordPad window

To open WordPad, click the Start button @, click All Programs, click Accessories, and then click
WordPad.

o o
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WordPad window
There are four main parts of the WordPad window:

The toolbar. The toolbar contains buttons for basic commands, including saving and printing. To find
out what a button does, rest your mouse pointer on it. A box pops up showing the function of the
bution,

The format bar. The format bar contains buttons that you can use 0 format he ext in your document.
For example, you can choose the font, color, and ahgnment of your texl.
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The ruler, Use the ruler to check the layout and placement of text in vour document.

The document area. This is where vou Ivpe vour document, make changes to the text, and apply your
formatting. ¥

Typing text

When you're ready to get started, type in the document area of WordPad, A flashing vertical line called
the cursor indicates where the next text that you type will appear. To move the cursor within text. click
where you want the cursor o appear.

l._.n'nlii-c.e using a typewriter, when you type in WordPad you don't have to press ENTER 1o start a new
line, WordPad will take care of that for you by automatically starting a new line when you reach the
end of the one you're working on. When you want to start a new paragraph, press ENTER.

Selecting text

Whenever you wani 0 do something to text in your document, such as copy it or format it, you need to
select it first. To select text, position the mouse pointer to the lefi of where you want to begin your
selection, With the pointer positioned, click and hold the left mouse button while you drag the poinier
over the text that you want to select. The selected text will be highlighted. Once you've completed your
selection, release the mouse button,

Norlpadd (0 & pume Wil pinE weesie Ul 1o icledad o SSednes 12
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Text selected in Notepad

Copving and moving text

If you have text in one part of your document that you want to appear in another part, there are two
wiays 10 move the text around without having to retype it: You can copy and paste it to another location,
OF ¥ou can move it to another location,

When you copy text, it is placed in the Clipboard. You can thea paste it in a different location. The
original text is preserved.

When you move text to another location, the original text is not preserved. You might find this method
useful when you want to rearrange the sentences and paragraphs in your document.

To copy text and paste it in another location

1. Select the text that you want to copy.
2. On the Edit menu, click Copy.
3. Move the cursor to the location where vou want to insent the copied text.
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4, On the Edit menu, click Paste.

Tip
To quickly copy text that you've selected, press CTRL+C. To paste it, press CTRL+V.

To move text to a different location
1. Seclect the text that you wani 0 move,
2. Point to the text that you've selected, and then click and hold the left mouse button.
3, Drag the selected text to the place in your document that you want it to appear.

Inserting and deleting text

WordPad makes it casy to insert and delete text wherever you want, To insert fext, click where vou
want 10 insert the iext and then just start typing. To delete text, select the text that you want to delete,
and then press DELETE.

Tip

If you make a mistake while you're editing the text in your document. you can always undo it. Press
CTRL+Z 1o undo your last action.

Formatting your document

Formatting refers to the how the text in your document looks as well as how it is arranged. WordPad
lets you easily change the formatting in vour document. For example, you can choose from many
different fonts and font sizes, and you can make your fext almost any color you want. You can also
easily change how your document is aligned.

To change the font, font style, or font size
1. Select the text whose farmatting you want to change.
On the Format menu, click Font,
In the Foni box, type or select the font you want 10 use.
In the Font Style box, type or select the font style you wani.

R

In the Size box, type or select the size you want to use.
Tip

You can also use the commands on the format bar to change the font, font size, and font style.
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To change the color

L. Select the text whose color you want to change.

2. On the Format menu, click Font.
3. Under Color, click the color thal vou want.

Here's a picture of a document with some different fonts and colors applied:
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Text formatting in WordPed

To change the alignment

You can align the text in your docwment (or a paragraph in your document) to either the left margin, the
center, or the right margin.

1. Select the paragraph whose alignment you want 1o change.

2. Un the Format menu, click Paragraph.
3. In the Alignment box, click the alignment you want,

This picture shows how paragraphs leok with different alignment:
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Text alignment in WordPad
Saving your document
It's a good idea to save your document periodically while you are working on it s0 that in case your
computer stops working for some reason, you won't lose any of your work. Saving the document will
also allow you to come back (o it later if you want 1o work on it again.
To save the document
= On the File menu, chick Save.

If you haven't saved the document yet. you'll be asked to provide a name for the document and
Iecation on your computer o save it to:

1. Inthe Save in box, click the location where you want to save the document,
2. In the File name box, tvpe a name for your document.
3, Qlick Save,

Printing vour document
On the File menu, click Print. In the Print dialog box, use the Page Range box and the Number of

copies box to specify which pages you want to print as well as how many copies. When you're done,
click Print.
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MS-WORD

2.1.1 About Ms-Office

Microsoft office is collection of software applications. All applications share some common
programs and looks such as menu bars, wol bars, spell checking, and auto correct and help the office
assistance e1c., once you have leamed how to use one of the office application then it is easy to leam all
other applications. Ms-Office has several applications. Amonyg them most common application are

1. M5-WORD.

2. MS-EXCEL.

3. MS-POWER POINT.
4. MS5-ACCESS.

# Ms-Word: - Word is a word processing program. It is used 1o generate any type of printed
document including letters, reports, memos, tables, web pages, newsletters, manuals & electronic
mails.

# Ms-Excel: - Excel is a spreadsheet application that enables vou to do mathematical calculations. Tt
is used to prepare budgets and price costs, compare cost, format figure and 1o create graphs and
charts.

+  Ms-Power Point: - Power point is a presentation application that produces colorful professional
presentation slides, It is used to create presentation slides over head transparencies, handouts and
speaker notes. It enables us o include charts, graphs, produce organization chart, present tables
and display a presentation as a fully animated screen show,

+  Ms-Access: - Access is a relational data base application that stores, retnieves, and organizes data.
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2.1.2 Word Basics

Word is a word processing programs, That 15 used to compose, edit, solve and priniout text
document. It replaces the job of typewriters in smooth and fast manner in addition to having more
features. Basically word makes possible what a typewriter does, but in an cfficient and economical
way. In this document (text) can be entered and stored as electronic impulscs instead of ink  marks on
papers. The main advantage is the matter can be changed as many times as we hke and in any formeat
without retyping the text and wasting the stationary, This is the basic that word offers 10 make what
ever changes we need, without having o worry about all the retyping that search changes would
normally involved in typewriter environment, There are many word processing programs numing 32
few: Word star, word, word perfect and Ms-word. Ms-word is a very popular word processing
application from the trademarks of micro soft. You can use 1t for preparing all types of documents from
simple, daily correspondence to impressive deskiop publishing works,

2.1.3 Features of Word

1. Tool bars contains buttons that makes easy to perform some common tasks by clicking buttons like
saving, printing, or centening task.

2. Macros help in sutomating with repeating tosks.

Templates and Wizards: Allows us to work on text documents that are predefined in layout and siyle
and you can personalize them.

Mail merge: Provides an ability 1o create a letier in word, and then print multiple copies of that later,
Each with a different name and address on it, Mail merge in word may also be used o fill envelopes
and Iabels with data as well,

Tables Tools: Gives vou great flexibility in creating and editing tables.

Text Boxes: These are used to keep text and graphics together, as you can have both text and graphics
in a single texi box,

Viewing: Word offers several ways to see documents such as normal web layoat, web page, preview,
zooming and out ling, Print layout, print preview.

Find and Replace: Let us search any stning of text and replaces with an other text. All necurmences of
of first string will be replaced with another string,
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2.1.4 Starting with MS-Word
L. : Star Progra —* M5 Office —* MS-Word

3 Stat — » Run —p WinWord (Type).

On starting word you would see a word main screen with the tip of the day. These tips are words
they are teaching you new tricks and techniques while you work. Most of these tips are quit in
formative and some are even entertaining.
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Parts of Word Window:

L

3

5,

9.

Title bar: This tells you which application package is cumrently running and which document 15
currently open.

Menu bar: This is the traditional windows style drop-down menu, When you point 1o any menu
title and click once with mouse, the menu will open, displaying all the commands available under
this menu title. Clicking on the desired command would tell word to execute that command,

Standard Tool bar: Tool bars contain buttons; drop-down menus and other controls that help you
quickly alter thal appearance and arrangement of documents by executing a varety of word
commands. This standard tool bar contains icons for basic functions like opening files, saving files,
printing file, cut, copy. paste etc.

Formatting Tool bar: This contains icons for changing the look of your text. For example there
are icons for changing fonts styles, font size, text alignment ctc.

Ruler: The ruler lets you make changes to margins, indent and help you create document as per
dimensions required.

Seroll Tooks: These help vou travel with in your document .You can go where, up and down, right
and left in your document mainly of two ways - using the horizontal and vertical scroll bars with
the help of the mouse; or using the key board 1o press page up, page down, home, end and arrow
keys.

Status bar: Also called the status area, this is normally the last line on you screen.

This gives the following information.
Current page.

Secton number.

Current/ total page in the document.
Current cursor position,
Current line number

Current column number,
Record Macro.

Track revision.

. Extend selection.

10, Owver type mode,

11. Help forward perfect users.

b= 2" SR i A B i e o

Cursor: Also called the insertion pointer, these denote the place where text, graphic or any other
item would be placed when you type, over write or insert them,

Caption Buttons: Minimize, Maximize, Restore and close button.

10. Mouse Pointer: When your mouse pointer should be able to move it freely about the sereen.
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Mouse Operations:

L. Pointing: Move the mouse pointer until the pointer is on the desired item.

2. Clicking: Move the mouse pointer to the position you wanl, then press the mouse lefi
button once,

L

Double-Clicking: Move the mouse pointer to the position you want, then press the mouse
left button twice in rapid succession. Alternatively if your mouse has been so installed, you
can also click the middle button once, instead of pressing the left button twice.

4. Right-Clicking: In some cases like changing the properties of on object, or for correcting a
mis-spelt word, or even for cut, copy and paste- the mouse right button can be used. In such
cases simply select the object and click once on the mouse right button.

Dragging: Move the mouse pointer to the right place highlight the desire text by clicking
ance i the beginning and releasing the left button at the end, then click once again in the
highlighted block, keep the mouse left button and roll the mouse to move the block 1o &
new location by releasing the left button at the desired location.

]

Keyboard Operations:

2.

5.

Typing Keys: The part of the keyboard, which is used to type letters, numbers and other
characters. The alphabets layout resembles a standard typewriter keyboard exactly, however there
some extra keys for entering commands, Ex: cirl key, alt key, shift key, enter key etc.

Shift and Caps Lock Key: The shift key is used to type capital letters i.e. if you want to type
the letter “F". you have to press the shift key. keep it pressed with one finger and press “f key
with the odher. However, if you want to type an entire word or 2 sentence in capital letters, use the
Caps lock key, Caps lock key is a toggle key and does not need to be pressed continuously.
Function Keys: The row of 10-12 keys-F1 1o F12 above the typing keys are called the function
keys and are used to execute special commands or as shortcuts keys. The use of these keys varies
from program to program.

Cursor control Kevs: A group of special keys used to control and navigate the cursor armow
keys (Up, Down, Left, and Right). Home and End are used w quickly place the cursor in the
beginming or end of a line.

Numeric Keypad: The keys on the extreme right of the keyboard, which can be used both — to
enier numbers or 0 move the cursor.

The most important Keys:

1. Alt and Cirl: The command keys are used in combination with another key or with the
Mouse,

2, Shift: Like Al and Cirl, the shift key is also used in commands in combination with
other keys.

3. Enter: When typing text, press enter when you want 1o produce a forced line feed.

4.  Esc: The Esc key is located to the left of the function keys, in the upper left comer of the
keyboard.

8. Back space: presging this key deletes the character to the left of the comer.
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2.1.6 File Menn

NEW: -Cresting a document happens when you are planning o writing a new document or opening a
word application. When a word applicetion is open the new document is created.

Procedure: -

1. Click FILE on the MENU BAR.
Select New, then the new dialog box appears as follows and select a general tab, under general
tal select blank document or select any one of the variety of lemplates covering different types

]

and styles of document.
3. Click OK button.

Alternatives: -

& MENL]: - FILE, NEW.
% TOOL BAR: - STANDARD TOOL BAR, NEW BUTTON,
¢ KEYBODARD: - CTRL+N.

This is the button, which is in the standard tool bar to create a new file.
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OFEN: - Opening a lile happens for the existing documents,

Procedure: -

Click FILE on the MENLU BAR.

Sclect Open, then the open dialog box appears as follows,

Select the document.

Click Open button (or) press the ENTER key on the kevboard (or) place the mouse pointer on
the document which is t0 be open & double chick it

b =

=
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Alternatives: -

% MENU: - FILE. OPEN.
€ TOOL BAR: - STANDARD TOOL BAR, OPEN BUTTON.
¥ KEYBOARD: - CTRL+O.

This ig the button, which is in the standard ol bar to open an open dialog box,
To open the file as OPEN AS COPY: -
Procedure: -

[. Click FILE on the MENU BAR.
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2. Select Open, then the open dialog box appears,
3. Select the document.

4. Click the commands & settings button which 18 available in the dropdown menu of the open
buiton.

5. Sclect Open as Copy.

To open the file ns OPEN Read Only: -

When a document is opened in open read only mode, word just permit 1o read the document. It
does not allow vou to save changes to the original file name, When vou compel it to save the file it
allows you to save the file with new name.

Procedare: -

Click FILE on the MENU BAR.

Sclect Open, then the open dialog box appears.

Select the document, which is 1o be open in open in read only mode from the open dialog box.
Click the commands & settings button which is available in the dropdown menu of the open
button.

5. Select Open Read-only.

Eo

CLOSE: -This 15 used to close a curremt document. Not to close MS-WORD.
Procedure: =

1. Click FILE on the MENU BAR.
2. Click CLOSE,
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Alternatives: -

¢ MENL: - FILE, CLOSE.
% TOOL BAR: - STANDARD TOOL BAR, CLOSE BUTTON,

i "'J'Thi.s i% the button, which is in the standard tool bar 1o CLOSE,

Save: - Suving happens when a new document is created (or) an existing document is modified.
Procedure: -

Click FILE on the MENU BAR.

Select Save. Then the zave dialog box appears as shown below,
Tvpe file name in the file name text box.

Select the folder under which it 15 gaved.

Click Save button.

L.
2
3.
4.
¥,

Alternatives; -

% MENL: - FILE, SAVE,
@ TOOL BAR: - STANDARD TOOL BAR, SAVE BUTTON.
* KEYBODARD: - CTRL+S.

SAVE AS: -This 15 used tﬁaﬁéﬁ_uif{pli: COpies.
Making Multiple Copies: - An existing document can be made to a number of copies having the same
content but with different file names. This is just like copy command in MS-DOS,
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Procedure: -

Open the existing document that is 1 be copied into

Click FILE on the MENL BAR.

Select Save as. Then the save dialog box appears as chown below

Type file name in the file name text box,

Select the folder under which it is saved,

Click Save button.

Repeat the same procedure &s many times as you wani 1 make several muliiple copics.

rlh it o e o Sk e

PAGE SET UP; -page set up sets margins, paper size, puper source, page orientation and other layout
options for the active file.

MARGINS

Margins are outer edges of the printed output on a sheet of paper. All four margins namely 1op, botom,
and Jeft, right are adjustable. You words page margins are the blank spaces around the edges of the
page.

= Click File on the menu har,
= Select Page setup. Then it appears as shown below

Click the Margin Tab,

Enter settings in the Left, right, Top, or bottom boxes to set the margins for the respective sides of
the texl.

Select the Gutter Position either left or Top and click the Guiter boxes to set the distance from the
top or bottom edges of the text for binding.

Click the from edge field to set the distance from the page of both the header and the footer.

Click the down arrow of the Apply box 10 select either the whole document or just selected text.

L A A

¥y
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# Click the default bution 10 save your new margin seitings as the default settings for the current
template:
# Tick off the Mirror Margins if you are printing on both sides of the paper, The inside marging of
facing pages will have the same width that of the outside marging of facing pages.
# Tick off the 2 pages per sheet fo get two pages per sheet. For cach modification you can see
ing print preview in the preview field
# Click the OK button to save changes made or the Cancel button not to save change made.

Paper Size: -It gives the size of the paper in the Paper_size text box. Select the paper size by clicking
the down armrow of the Paper_size text box. Select whether paper is to be in Portrait or in the
Landscape.

Commisionerate of Collegiate Edocation




o R

Paper source: It can select the first page option & also other page option the default way selection will
be appear. Preview will be available.

Layout: -It can be used to section of the page, Header & Footer options the alignments of top, bottom,
justfy, center.

It can nlso be used to the section of text to draw the Iiﬁ: numbers & borders,

PRINT PREVIEW: - Click Print Preview m buiton on the Standard teol bar or

choose the Print Preview option from the File menu to display the Print Preview. Then it
shoes ag below.
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PRINT: - Printing means getting a hard copy of the information from a printer on the paper. To prinl
active file or selected part. just click the printer button on the Standard tool bar. There are many
options 10 print 4 document. To set the options click the File menu and select Print., Or Press Ctrl+P
to display the print dislog box. Then the dialog box appears as follows.

i

To print a document you must select the following options in the print dialog box

# PRINTER SELECTION: - The Printer area on the top of the print dialog hox has the name drop
down list box, the properties bution, and the print to file check box. If your computer is
coanected to more than one printer then you must specify the word which one you want to use
otherwise il uses the system default printer. To select the printer click the drop down arrow next o
the Name field lists and select the printer. To set the properties then click PROPERTIES button
and select the options as you like and then click Apply and Ok button,

# PAGE RANGE SELECTION: - The Page range arca enables us 1o specify the portion of the
document to be printed. That is whether you want to print the selected text, a particular page,
arrangement of pages, or all pages. The Selection option 15 dimmed till you have selected ext in
the document. This is useful to print the selected text. To print the current page then click the
Current page radio button. To print a range of pages then click pages radio button. To print all
pages chick the all radio button.

# COPIES SELETION: - The Copies area has the Collate check box and the number of copies
increment box. Enter the number of copies in the Number of copies increment box then the word
sutormatically tick off the Collate check box,
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» ZOOM SELECTION: - The Zoom arca facilitates us to select the number of pages to be printed
per sheer and the puper size on which you want to print the text. Enter the number of pages per
sheet in the pages per sheet increment box. Click the drop down next to the Scale to paper size hox
nnd select the paper size on which you wani to print the document from the drop down list.

¥ PRINT WHAT SELECTION: -Usually most of the time you print all or part of your docement.
But sometimes you may want 1o print other than the document like properties of the document. The
phlwhnhu:mampmmhmpﬂmnmmyﬂ:dxmhmﬂmdmnumm
comments, style, auto lext entries e,

% PRINT; -The Print box enables you to select for prinung all pages in the range, all odd pages, or
all even pages. This is available when you select the document in the print what option.

el i

hp Laser el 1 (LD i'F|:||-'='I-" i

EXIT: - It quits from the Ms-word,
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Alternatives

Menu: - File, exit.

Tool bar: - Close button on the title bar.

Key board: - <ALT + F, X=

Selecting Text and Graphics:

Select text by holding down SHIFT and pressing the respective key that moves the insertion podnt
respective direction,

I Press To extend a selection
SHIFT+RIGHT ARROW One character to the right
5HIFT+i.EF_T ARROW One character to the left
CTRL+SHIFT+RIGHT ARROW To the end of a word
CTRL+SHIFT+LEFT ARROW | To the beginning of a word
SHIFT+END ) To the end of a line
SHIFT+HOME To the beginning of a line ]
SHIFT+DOWN ARROW One line down
SHIFT+UP ARROW One line up

| CTRL+SHIFT+DOWN ARROW To the end of 4 paragraph
CTRL+SHIFT+UP ARRDW To the beginning of a paragraph
SHIFT+PAGA DOWN | One sereen down
SHIFT+PAGE UP | One screen up
CTRL+SHIFT+HOME To the beginning of a document '
CTRL+SHIFT+END [ To the end of a document

| ALT+CTRL+SHIFT+PAGE DOWN To the end of a window
CTRLA4S - “Ta include the entire document
CTRLASHIFT+FB, and then use the arow | To a vertical block of text
keys; press ESC 1o cancel selection mode
Fi+arrow keys: press ESC 1o cancel | Toa specthic location in a document
selection maode

If you know the key combination to move the insertion point, you can generally select the text by
using the same key combination while holding down SHIFT. For instance, CTRL+RIGHT ARROW
move the insertion point to the next word, and CTRL+SHIFT+RIGHT ARROW select the text from
the insertion point o the beginning of the next word.

Extend a selection
) Press [ Y =z
kg | Turn extend mode on
F8, and then press LEFT ARROW or | Select the nearest character '
RIGHT ARROW

Feipress once 1o select & word |, twice to | Increase the size of a selection
select a sentence , and so forth)

SHIFT+F3 Reduce the size of a selection
ESC Tumn extend mode aff
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Selection with Mouse: -The basic method of selecting text is as follows.

+ Move the mouse painter, 1o the character from where selection stars.

# Chck ihe left mouse button and hold it down.

+ Drag the mouse pointer over the character or characters tll the end character.
+ Release the mouse Pointer.

The following are the selecting text with the mouse and they are;

Character Selection: - Hold down the left mouse button drag to the single character and release the
hutton.

Word Selection: - Place the mouse pomter any where on the word, double click the keft mouse bution
then the entire word will be selected.

Line Selection: - Move the mouse pointer to the left of the selection bar which changes the shape of
the mouse pointer, now click the left mouse button only once to select an entire line.

Sentence Selection: - Hold down the Control Key on the key board click the left mouse batton any
where in the sentence which selects the entire senience.

Paragraph Selection: - Move the mouse pointer anywhere in the paragraph to be selected, Triple
click the left mouse button that setects the entire paragraph

Entire Document Selection: = Move the mouse entire, anywhere to the selection bar, hold down
CTRL key on the keyboard Click the primary mouse button, then the entire docament will be
selected.

Picture Selection: - Click anvwhere within the picture that signals the border surrounded with handles
(small Black Boxes) as selection of the picture.

2.1.7 Edit Menu

UNDID:

UNDO cancels (undoes) the last action that you have just performed. When you open a new document
the Undo is inactive before the first action. As soon as performing actions starts the number of undos
incremented. The last action will be the first action.

There are two ways to undo. Undo the last action and undo the selected actions from the last acton.

Procedure: -
UNDO THE LAST ACTION: - Do any one of the following

8 Select the UNDO from EDIT Men.
& CTRLsT.
& Click the UNDO bution on the Standard Tool har.

Repeal the steps, as many limes you wani. _
i Commissionerate of Collegiate Education



frscs et f—

Undo the Selected Action: - In the drop down list of undo, a list of items of previous actions are
available in the sequence such that if vou want to select the third item in the list for undoing, it
automatically select the first and second items.

& Click the down ammow next to the UNDO button on the standard tool bar.

® Select the sequence of items to be undone moving the mouse on the items or scrolling the items,
® Click the left mouse button.

®  All the selected items or actions will get undone.

REDC):

REDO cancels the UNDO action that you have just performed. It means it redoes an action that you
have just undone it. In other words Redo undoes the recent Undo. When vou open a new document the
Redo is inactive before the first undo action. As soon as performing undos sturts the number of redos
mcremented. The last undone action will be the first redone,

There are two ways to redo. Redo the last action and Redo the selected actions from the last action.

Procedure: -
REDO THE LAST ACTION: - Do any one of the following

& Select the REDO from EDIT Menu.
& CTRL+Y.
& C(lick the REDO button on the Standard Tool bar.

Repeat the sieps. as many times you want.

Redo the Selected Action: - In the drop down list of redo, list items of undone actions are available in
the sequence such that if you want 10 select the third item in the list for redoing, it automatically select
the first and second items,

® Click the down arrow next to the RED{O batton on the standard tool bar.

® Select the sequence of items 1o be redone moving the mouse on the items or scrolling the items,
® Click the left mouse button.

® All the selected items or undone actions will get redone.

REPEAT: - Repeat repeats only the last action that you have just done but it does not repeat the
actions before the last action.

Procedure: -
Do any one of the following

#® Sclect the REPEAT from EDIT Menu.
® CTRL+Y.

# FRESS F4.

Repeat the steps, a8 many times you wani.
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Cut: - Cut text in Office application stands for the original text is removed from where it was and
placed it into the Office clipboard,

Procedure: -

# Sclect the text o be CUT.
8 Select CUT From EDIT MENU.

Alternatives

Menu: - Edit, Cut.
Taol bar: - Cut button on Standard wol bar.
Key board: - <ALT + E, T, <CTRL4X>,

Copy: -Copy text in office application stands for a copy of the text is placed in the office clipboard and
the original lext stays where it was,

Procedure: -
« Select the text o be copied.
» Select copy from Edit menu.

Alternatives for copy: First select the text to be copied and use any one the following altemnatives (o
copy the selected text in to the clipboard.

Menu: -Edit copy.
Toolbar: copy button on standard toolbar,
Keyboard: <Al+E, C> or <Cirl + C>,

Paste: - Paste stands for inserting the contents of the clipboard at the insertion point, and replace any
selection. This command is available only if the selection is either copy or cul; paste is done in two
methods,

« Copyand paste
«  Cut and paste

1. Copy and Paste: -This combination is useful when a particular text is copied from one place to
any other place in the office application.

Select the text to be copied, which can be in some document or in another document.
Copy it by using the above methods.

Switch to the document where the text to be pasted into.

Put the insertion point where paste stars.

Select paste option from Edit menu (Ctrl+V).

VY YWY

2. Cut and Paste: -This combination is useful when a particular text is to be deleted from one place
and insert it into any other place in the office document.

# Select the text 10 be cut, which can be in some document or in another document.
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Cut it by using the above methods.

Switch to the document where the text to be pasted imto.
Put the insertion point where paste starts.

Select paste option from Edit menu

Alternatives

Menu: Edit, Paste,

Kevboard: <Ctri+v> , <Al + E P

YYY Y Y Yy

FIND: - Find is used to find unv word in the document.
Suppose if you want to find a word “MS-WORD®, and then do the following procedure:-

» Click Find from Edit menu. The find dialog box will appears as follows.

* Type the word “MS-WORD™ in the Find what: text box.

» Click the Find Next button, to find that word and repeat this process until conformation
dislog box opens informing vou that word has finished searching the document,

» Click OK.

Alternatives

Menu: - Edit, Find.
Key board: -<ALT +E, F> <CTRL4F>,

REPLACE: - Replace is used to replace any word in the document.

Suppose if you want to replace the word “INVOICE™ with the word “Sabes”, and then do the
following procedure:-

» Click Replace from Edit menw. The Replace dialog box will appears as follows.

o TreT i
S | "

» Click the Replace tab in the Replace dialog box.
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» Type the word “Invoice™ in the Find what: text box.
» Type the word “Sales™ in the Replace With: text box.
» Click the Replace push bution.

= Click OK.

Alternatives

Menu: - Edit, Replace.
Key board: - <ALT + E, E>, <CTRL+H>.

Go to: Invites you to go directly to a page, section, hookmark, or any other ohject within the current
document.

ifud and Aeplace
i _—

Menu: - Edit, Goto.
Key board: - <ALT + E, Gz, <CTRL+G=.

COMMENTS: - Displays all comments made by all reviewers in the comment pune.

Footnotes: - Foot Notes explain, comment on, or provide references for lext in a document. Foot
Notes appear at the end of each page in a document.

2.1.8 HEADERS & FOOTERS

HEADERS: - Header is an area used o place repetitive information across the top of cach page ina
document.

FOOTER: - Footer is an area used to put repetitive information across bottom of each page i a
document.

Create a header or footer:
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# Click the View menu. and select Header and Footer. It displays the Header and Footer 1o0ulbar
illnstemed ns follows.

# In Header and footer oolbar insert auto ext, insent page number, insert number of pages, insert
date, insert fime and switch between Header /footer options available.

F You may choose what ever you want.

# The switch between header footer allows you to move the cursor header to footer snd vice versa,

2.1.9 Insert Menu

Symbol: -Inserts Symbol & Special Characters from the fonts that are installed on your computer.
Symbols and Special Characters are not available on the keyboard can be inserted using
Symbaol feature or kevboard shortcuts.

Procedure to Insert a Symbaol: -

#*  Pul the insertion point where you want 1o insert the xymbol
*  Click Symbol from Insert menu. Then it shows the dialog box as below
#  Click Symbel Tab in the Symbal dialog box,

jwieamimis (| |-+l 0=0 |F|ajijzinjdlala)tjuia F
<=+ ta]alEixla [Elelcia] alx|aaniain|el izl tir]c]a
Hiwi2]| Hil | Jefpiglei=lblylnls]ali=]i|u]sla]lsie|als
vjulelaltlwlcli |11 ]-Iolololo]n|nlalalalalolz|alalalc]a
oiojoginooip|opiojojoio|oala)r) =] =)y e|«|a
t—f—-L':I'"!'-eu-ﬂ.rqllﬂ e et L T s el
wlsiglelsic|s|e|s | TIE S 4] el s ol M=o [B]a
we rA N ER RV RER R R RN I G HIF IR R R AR FI I

#  Inthe font box, click the font that you wani.
#*  If you want a close up view of a symbol click it
# Double click the symbol that you want 1o insert or select the symbol and click Insen
button. The symbol dialog box remains open o insen more symbols dll you click close,
Frocedure to Insert a Special Character: -

# Put the insertion point where you want 1o insert the symbol
# Click Symbol from Insert menu. Then it shows the dialog box as below
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#  Click Special Character Tab in the Symbel dialog box.
# Double click the cheracter that you want to insert or select the symbol and click Insert button,
The symbol dialog box remains open to insert more symbols till you click close,

Procedure to assign a Shorteut key to a Symbaol: -

# Click Symbol from Insert menu.

# Click the tab with the Symbol or Special Character you wani.

# Click the Symbaol or character you wint,

# Click Shortcut Key

# In the Press new Shortcut Key box, type the key combination you want to use.
# Click Assign.
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PICTURE: - Inserts picture from clip art or a picture for the clip gallery or you can insert a picture or a
scanned photo that you can import from other programs and locations. You can also insert music,
sound, or a video clip on a slide where you want it to play during a slide show.

Sound, music, videos, and animated pictures are available in the Clip Gallery,
Frocedure 1o insert a picture from Clip Gallery: -

Put the insertion point where you want to inseri the picture,

Click Insert Clip art on the drawing twol bar, amd then click the Pictures b or
Insert — Picture — Clip Art as shown in fig 2,

Click the category you want from the Clip Art.

Then click the graphic you want and then click Insert clip oa the short cut menu.

When you are done using the clip gallery, click the close button on the clip gallery title bar. The
simplest method is to drag a picture from the clip gallery to your document.

L 2 B X 2
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Special effects using Microsoflt word Art: -

Using Microsoft WordArt we can create special graphic effects for logos. headings, or attractive
graphics.

To start word Art, choose Insert= picture and click Word A,

We can the present word Ar options shown here.

Sebect the design that you want to use, and then click OK

It displays the Edit Word Art text dialog box, as shown in figure above,

When you click Ok, word display the graphic selected and surounded by handles, along with the
word Art inolbar, as shown here.

= & W W
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2.1.10 Format Menu

Formatting

Formarting 15 a process to change the appearance of the text documents to be attractive, essier 1o remd,
Formating is a separate stage often takes place after the document has been entered. The interesting
way of applying and changing formats lets you play with a document's design. The following able
shows some buttons on the formatting toolbar.

Font

Font is a set of characiers that make up one member or style of & particular typeface. The character set
includes all letters { A to Z) in both upper and lowercase; numbers; plus other symbaols.

Procedure: -
B Click the Font from Format menu. Then it opens the dialog box as shown in below,
< Using toolbar

1. Seclected the text 1o be effecied.

Click the down arrow of the font button on the formatting toolbar. In this drop-dewn list, many
varieties of font styles are listed. Select one. At the top the fonts used most recently are listed.

[ 3% ]

Using font box

Select the text to be effected.

Right-click on the text and choose font from the context menu, or select font from the format menu
to display font dialog box. If the font 1ab is not displayed. click it to bring it to the font dialog box,
Select the font from the font list box. In the font list box an alphabetical order of all fonts are listed,
Click OK buttons. Steps 3 and 4 can be done at a time just double clicking the font in the font box.

il

o

Font size

Font size is defined as dimensions of a character in terms of length, width, and height. It determines
how large each letter will appear. It is measured in units called points represented by a positive integer.
By clicking on the drop down list of font size, necessary font size can be selectad.
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2.1.11 Mail merge:

Mail merge is an ability to create a letter in word and then print multiple copies of that letter, each
with a different name and address on it. Mail merge in word may also be used to fill envelopes and
labels with data source (such as name and addresses), with a generic main document to produce a mail
merge document,

You can also use mail marge to create a single document, such as catalog or membership directory.
It is used when the same content of a file with little difference as 10 be made for many people along
with their addresses, for instance interview call letters, In mail merge there are mainly two files having
to be created. A data source and a main document. The duta source is a document containing data to be
inserted during merging, usually it is a table of names, address numbers, puragraph for contacts or
description of product, The main document contains the general form of the text that is to appear in
every copy. The main document also containg merge codes that specify where data is to be inserted and
where in the data source it is to come from. When you run mail merge the merge codes are replaced by
data drawn from a daia source since different data is inserted mto each copy. Multiple customized
copics are created.

Procedure to create mail merge: -
¥ Creale main document

F Create data source

*  Inzert merge fields

» Run daia

Create main document: -

In a mail merge operation this main document contain the text and graphics that remains same for
each version of the merged data document. For example the return address and body of a form leter. If
your in main document is already created, open it and make it us an active window. Select mail merge
from tools menu then mail merge helper dialogue will display. Click the create button in the dialogue
box, then it shows the following drop-down list. Select the type of main document that has been created
already or going to be created from the drop-down list. Then a dialogue hox will be appeared offering
you the choice of the active window or a new document. If the active window contains important 11
that has nothing to do with your mail merge, choose the new main document button then word opens a

new document and return you to the mail merge helper dialogue box in forming you at the top of the
mail merge

“The next step of setting up the mail merge, is to specify a data source. Choose the get data
batton”. At the same the edit button appears besides the ereate button to edit the main document later.
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Create data source;

Now it is time to specify data source. Click the get data button. Then it shows a drop-down list of
options. The drop-down list has create a data source option o create a new mail merge data source,
use address book option 10 use an existing electronic address hook as o data source header option. If
the data source does not exist for your mail merge click the créate data source, other wise click other
choices according to the needs,

To create data source, click the create data source from the get data drop-down list. Then word
displays the create data source dialogue box. The create data source dialogue box has a list of
commonly used field names in header row seroll box, where header row is the first row in data source.,
These field names can be removed from, moved o, and some more field names can also be added w
this box according to your needs. So plan what field names that your data source will have and in
which order in the scroll box. To remove or modify a field name highlight the field names in the scroll
box and click the remove field name button.

Then the field name appears in the ficld name list box to enable you to modify its name and add o
the list. To add & new or modified field name click in the filed name list box, remove the existing name
and type a new field name or modify the existing name and then click the add field name button, then
that name appears in the serod] box list. To move a field name in the scroll box select the ficld name o
be moved, use the up or down arrow of the move button to move up or down. When adding, moving or
removing all field names finished, click ok. Then the save dota source dinlog box sppears. Select a
folder to be saved under and enter a file name and click ok 1o save it to the file name. Now, word will
seck an option whether you want to edil data source 1o enter records in it or edit main document o add
data codes or enter a text. You can enter data records now or luter using the edit button that appears
hesides the create data, If you select it now word displays the data form dialogue box appears.
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OK 1o save and close this box, You can use tab key, enter key, arrow keys, or mouse pointer (o move
1o field down, Use shift + Tab, arrow keys or mouse pointer to move up,
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Open data source: - If we want w0 open an existing data source select open dats souree from et data
drop down list. It displays the open data source dialogue box just like the file open dialogue box.
Selects the document you want to use and click OK. If open data source 15 perfect. MS-Word adds it to
the current mail merge dialogue box, other wise word prompts you 1o specify field delimiter. If word
does not recognize your data source still use cancel to withdraw the selected data source.

# Use address book: - select the use address hook from the get data drop down list to use an existing
electronic address book as a data source. This address book will get attached with the present mail
rucrgu'

# Header option: - select the header options from the get data 1o create header record to be used
with a data source.

# Insert Merge Fields: - Merge fields can be inserted into the main document at the time of creation
or later. Make sure what ever merge fields used in the main document that must be available in data
source. Click the edit button beside the create button then you enter into the main document
winkdow along with the mail merge tool bar. The mail merge tool bar is displayed.

Insert the merge ficlds wherever necessary using the insert merge field button on the tool bar, To
msert a merge field click at where the field to be insert in the mam document and select the merge
field name form the drop down list of the insert merge field button,

Merge data =<(Hun data)

Before merging the records with the main document we can sort the record in an order or restrict
merging 1o certain records only. To sort or filler the records, select the query options from the mail
merger helper dialog box and select the required labs and perform required operation. Now you are
ready 0 merge the data source with the main document. Select the merger from the mail merger
helper dialog box or click the merger button on the tool bar. then we will get the following merger
dialog box,

From the dialog box select whether you want (0 merge to a new document, printer, electronic mail
or electronic fan from the merger to drop down list and select other options in the dialog box and
then click the merge button to run mail merge. Follow other instructions you will get in merger
documents.
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2.1.12 Table Menu

Waorking with Tables: -

A table is simply information arranged in rows & columns. Word creates tables in four ways:
Inser table button

Insert table dialog box (Table=» Insert=> Table menu selection)

Table &borders button

Table=*convert text to table menu selecton

Using the Insert table button: -
To use the insert table buttons, drag the desired number of rows & columns, & release the bution. A
blank table is insericd at the cursor position,

Draw table: -Inserts a table with the specified rows and columns, in the current document.
Using the Tables and Borders tool bar: -

If the table and borders tool bar is available in the word environment, a table is created according
to the following procedure.

B Click the Insert Table Button in the tool bar.

B A dialog box will appear which has the user to enter the number of rows and columns.
B Specify the number of rows and columns,

B Click on OK buiton.

B Now a table is created in the Insertion point.

Insert: -Insens tables (inserts rows, columns and cells in the selected table).
Using the Insert Table Dialog box: -
This dialog box lets you tell word how many columns and rows you want. You can set the width of

each column by entering the desired value. You can also use the default (auto), which divides the table
in to columns of equal widih between the established page margins.
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Table Deletion;

In a table individual or multiple cells rows, or columns or entire table can be deleted. You can also

clear the constants of same with out deleting the cells themselves.

Deleting a Table: - It deletes entire twhle,
Procedure: -

[ Click in the wahle to be deleted.
E lick Table menu.

[ 3 Click Delete,

¥ Click Tahble.

Deleting a Row in Table: - It deletes entire row in a table.

Procedure: -

[ Click in the table to be deleted.
[ 4 Click Table menu.

E Click Delete.

¥ Click Row.

Deleting a Column in Table: - It deletes entire column in a table.

Frocedure: -

¥ Click in the table 1o be deleted.
| ) Click Table menu.

| § Click Delete.

| Click Column.

Deleting Cells in a Table: - It deletes a cell in the table.

Commissienerpte of Colleginte Education



oo R

Procedure: -

E Select the cell w be deletad.

| I Click Table menu.

¥ Click Delete.

E Click Cells. It opens 2 dialog box as shown below.

* g

Select Shift Cells Left 1o shifts a cell to the lefi.
Select Shift Cells Down to shift a cell up.

Select Delete entire Row 1o delete a row.

Select Delete entire Column w delete a column.

Skl e
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MS- EXCEL

2.2.1 Excel Basics

Excel is a spreadsheet program that is used primarily to work with numeric data, It enables you to
prepare budgers and price costs, compare costs, formt Ngures, create graphs and charts, and organize
and analyze data. It replaces the jobs of accountant’s and managers in smooth and fast manner in
addinon to having more features, In computers spreadsheet is an electronic paper ledger where the data
15 stored in the form of clectronic impulses, so that data replacement, deletion and insertion take place
easily. There are many spreadshest programs naming a few visi cale, Lotus 1,2,3., super seale and
MBES-excel. Ms-excel is a very popular spreadsheet application from the trademarks of Microsoft's.

2.2 Starting Microsoft Excel application: -There are basically three ways 1o open excel application.
From Start button? -

® Click Start on the task bar,

& Select Programs.
® Click MS-EXCEL from Programs menu
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From Shortcut Bar
Once office shorteut bar is open any office application can be opened quickly from the shortcut bar,
Click on M5-Excel 1on on Shomeut Bar

o
[2-]
=
=

From Deskiop: -

A TETE
v icrosoft

Double click the Ms-Excel icon Excel on Deskiop.

The another method is

& (Click Start on the task bar
# Select Run It shows a dinlog box as given below.
® Type Excel and then click OK.

2.2.2 Excel Components:

Excel window contains a menu har and several toolbars. Most of the buttons on these toolbars act as
short cits 1o the commands in the menu. The standard excel window has the following components,

Some of the components are already given in Ms-Word. The remaining 15 given below,

Worksheet area: - Worksheet is space in excel where data or text can be eniered or typed. It is also
called as spared sheet. It consists of cells arrangad in rows and columns. The entire worksheet and all

its elements including cells gridlines. rows and columns headings, serollbars and sheet tabs are called
worksheel areq,
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Tab serolling buttons: - The arrow buttons to the left of the worksheet tab can be used o scroll
between tabs if the workbook has more tubs then are currently displaved. Click an wrrow for the
direction vou want 1o scroll. click its b, To scroll several tabs at a time press shift while you click one
of the middle tabs scrolling buttons to display a menu of sheets in the workbook, Click a tab-scrolling
button with the right mouse bulton.

Warksheet tab: - A tab near the bottom of a workbook window that displays the name of a sheet,
Click the sheet tab te make sctive, To display a shortcut menu, click a tab with the nght maouse button,
To seroll through the sheet tabs, use the tab scrolling buttons to the left of the tuhs,

Name box: - The box at the lefi end of the formula bar that identifies the selected cell chart item or
drawing object. Type the name in the name box and then press Enter key (o quickly name a selected
cell or range. To move to and select a previously named cell, click its name m thit name box.

Formula bar: = A har near the top of the window that displays the constant values of formula used in
the active cell. To enter or edit values or formula select a cell, type the data in the formula bar and then
press enter, You can also double click a cell to edit data directly in the cell.

Column heading: - The lettered gray area at the top of cach column, Click the column hewding o
select an eatire column. If you click the column heading with the nght mouse button & shoncut menu
appears, To increase or decrease the width of a column drags the line 1o the rght of the column
heading.

Commissionerate of Colleginte Education -



o | o]

Row heading: - The numbered gray oreas to the left of each row, Click the row headings to select on
entine row, If you click the row headings with the right mouse buttons a shorcut menu appears. To
merease of decrease the height of & row, drag the line below the row heading,

Select all buttons: -The gray rectangle area in the upper left comer of a worksheet where the row and
column hegding meet. Click the button to select all cells on a worksheet.

Split box: - The small box at the wp of the vertical scroll bar and st the right end of the horizontal
scroll bar, To view two parts of a worksheet simultaneously, drag the split box in the direction you
want the split 1o appear. To split the window along row or column grid lines, drag the split box on 1o
the worksheet. To remove a split, double click the splic

Cell: - The cell is a basic unit on the worksheet. Ti is at the intersection of each column and row,

Workbook: -A workbook is the file in which you work and store vour data; each workbook can
contain many worksheets so that you can organize various kinds of related information in 4 single file.
You can enter and edit data or several worksheets simultaneously and perform calcolations based on
duta from multiple worksheets,

Worksheet: -A worksheet is an electronic ledger having a set of cells arranged in rows and columns. In
other words it is a primary document that is used in Microsoft excel to store and work with data, It is
also called some times spreadsheel. Worksheet is always stored in a workbook.

) TR
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Worksheet Window: -

Worksheet (some times called spreadsheet) is an application program into which vou can enter
labels, numbers or formulae. The excel worksheet consists of cells arranged in rows and columns. The
cell is a basic working unit. Row cells are placed horizontally, left to right across the screen. Column
cells are placed vertically, top to bottom. Rows are labeled consecutively with sumbers | to 65536,

Columns are labeled with letiers consecutively. The first 26 columns are labeled A to 7. the next
26 columns are labeled AA to AZ, and the next 26 columns are labeled BA to BZ. and 4 on up to 256
columns. A cell is the basic working unit on the worksheet referred by its address wsually its column
label and row label. For example cell C23 is the address of the cell at the inter section of column C and
row 26. You have to enter data in cells: there are 16777216 cells in each workshest. The worksheet can
sofve almost kind of numeric problems. Wordbook is u file opened in the excel window, Ms eacel
enables user to open a number of workbooks at the same time inside the excel window, Each time 3
workbook is opened, a copy of excel is opened. Because the workbook has its own window. ¥OU can
minimize it on the task bar or in the excel window, maximize to fill the whole of the area available or
leave it floating. Drogging the title bar can move around floating windows,

2.2.3 Entering data: -

Click a cell n which you want to enter data and start typing. While entering data VOUE CUn use
W« kcy to delete characters. Afier typing in the cell, press amow keys o fix the data in the cell
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and cursor moves to any one of the adjacent cells. I you chick within that cell again to select it, any
thing vou type will replace everything already there. Press tab to move 10 the next cell i the row or
press Enter to move o the next cell in the column, Arrow keys are used 1o move 10 adjacent cells, but
these do nat affect if the cell is set for editing,

Workbook: -In Microsoft Excel, a warkbook is the file in which you work and store your work.

& Chek file on the menu bar.

% Sclect new then the new dialog box appears.

4 Click the general form tab, and then double click the workbook icon, To create a workbook based
on a template. Click the spreadsheet solutions tab or the tab listing your custom templates. And then
double click the template for the type of workbook you wanl Lo create.

Aliernatives; -

Menu: File, New

Toolbar: Standard toolbar, New
EKevhoard: Cirl+X

2.2.4 Data Types

Excel recopnizes five different types of data numbers, dates, times, text and formulis.

Numbers: Numbers are values that are used in calculations in Microsoft Excel, a number can use
0123456789 +.()./5 %

Excel ignores leading plus signs (+) and treats o single period as a decimal. All Other combination of

numbers and nonnumenic characters are weated as tex!,

Dates: -Microsoft excel stores and processes known as serial values that represent Tthe number of
days, goes since 1/1/1900 serial numbers of the data 1/1/9999 15 2958465 excel can perform
calcutations on dates based on its serial numbers,

The following table shows feasible date formats.

Drate Format Example
MM/DIDYYY 51795 or 050705
MMM-YY Sep N7
DD-MM-YY 06 Sep 8
DD-MMM 09 sep

Excel uses slashes while displaying dates but you can use hyphens when entering dutes. For example
both 1172864 and 1 1/2864 will be stored correctly,

Time: -
Time format Example
HH:MM: -8
HH-MM:55 2121523
HH-MM: AMPM 1215 PM
Date and time format Example
MMDDYY HH: MM 1O/E/94 10:15 AMPM option

HH:-MM MM DI /Y'Y 32:15 10-5-94
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Formulae: -These are mathematical formulae instructing excel w perform calculations on data in cells.
The strucwere or order of the elements in a formula determines the final result of the calculation.
Formulas m Microsoft Excel follow on equal sign= followed by the elements o be calculated (the
operands). Which are separated by calculation operators. Each operand can be a value that does not
change (a constant value), a cell or range reference, a label name, or a worksheet function. For example
to add the data in the cells Al, A2 and A3 and displays the result in cell A4 you would enter the
formula=Al+A2+A3 in cell A

Text: -Excel takes into account any dats that it does not recognize s a number date, time or formula to
a% a text. In other words the data containing letters, addresses, AM or P.M and so on will be weated as
lext.

Editing:

Editing in Excel ix same as that in word. Unlike things are discussed below. Formatting toolbar
standard toolbar their buttons of Excel window ore some as that of word,

Selecting: -When a panicular 1ex1 or part of the workbook is o be copied or deleted formula in a row
or column is to be applied or any other operation has to be done which then the first thing that always
excel has to be instructed is to select that particular part this is called selecting text.

Cells: - A cell is the basic working unit of a spreadsheet. You can select a character, a sequence of
characters or complete cells (content the cell).

Character or a sequence of characters: - If editing in cell s turned on (Tools / options.... /edit tab
tick of edit directly in cell) double click the cell or click the cell & press F2 and then select the text in
the cell dragging the mouse pointer over the text. If editing in a cell turned off, select the cell, & then
select the text in the formula bar,

2.2.5 Working with Cells: - To select complete content of cell just click on it.

A range of cells: - Range means two or more cells on a worksheet of the workbook, The cells in a
range can be adjacent or nonadjacent. Click the first cell of the range and then drag to the last eell more
ot fewer cells than the active selection. After the present selection hold down SHIFT& click the last
cell you want 1o include in the new selection. The rectangular range between the active cell & the cell
vou click becomes the new selection.

A large range of cefls: - Click first cell in the range and then hold down SHIFT &click the last cell in
the range. You can s¢roll to make the last cell visible,

Rows: - Row is a sequence of all cells in a line. To select entire row click the row heading. To select
adjacent rows click the starting row heading in a selection, hold down the primary mouse button, &
drag over up or down row heading.

Columns: - Column is a sequence of all cells in a vertical line to select an entire column click the
column heading. To select adjacent columns click columns heading in a selection hold down the
primary meouse bution and drag over left or right column heading.

- _ Commissionerate of Collegiate Education



Worksheet: - To sclect afl cells in an active worksheet click the select all button.,

T select

Do this

A single worksheet

Clhick the worksheet tab

Tweor or more adjacent worksheets

Click the tab for the first worksheet &
then hold down shift and click the tab
for the last worksheet.

All worksheets in a workbook

A Right click a worksheel tab & the
click select all sheets the short ¢yt men
Right click for the first worksheet an
then hold down cirl & click the tabs
the other worksheet.

i ¥
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2.2.6 File Menu

@ MNew: -It creates 2 new blank file based on defauit values contaned in a Ale called normal xds.
@& Open: - It opens or finds an existing e

@ Close: - It closes the active worksheet without exiting the application. If the file contains any
unsaved changes. you will be prompted 1o save the file before closing.

@ Save: - saves the active file with its current file name, location, and file format. In case a new
file is saved for the first time, the user has to specify the file name, location and file format.
& Save as: - saves the active file with a different file name, location or file formai.

@ Save as web page: - saves the file in HTML format (2 web page), so that it cun be viewed in a
web browser, and sets other options such as the web page title and location where the file will
be saved.

@ Save workspace: - saves a list of the open workbooks, their sizes and their positions on the
screen to a workspace file so that the screen will ook the same the next time you open the

workspace file

@ Page setup: - sets margins, paper source, paper size, page orientation, and other layout options
for the active file.

Excel provides page sctup option (o format the page. Formatting the page includes setting up
margins for the page, setting puper size and header & footers etc.
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Procedure

B Select File option from the main menu.
% In the File sub menu, click on page setup. A dialog box will appear.

Page nption: -

The page option allows setting the paper size, orientation of the data either (porrait or landscape),
scaling of the area efc., and one can also view the page how it appears when printed before printing by
clicking print preview Lab.

Margins option: -

Click on margins tab to sct margins for the page. The top, botom, lefi and right margins of the page
can be set. These are the distances in inches from the edge of the page. One can also set the distance of

header & tooter from the edge of the paper. The screen also allows seeing the preview of the data when
it will he printed.
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Header & footer option: -

This tab gives the option 1o set the header (which will be displayed on top of every page) and the footer
{which will be displaved on bottom of the every page), The Header may include the name of the
organization or name of the topie or date or any other thing we wizh o write, The footer may include
the page number or a date or some thing one wish as o write to add more dats as header & footer,
Click on custom header or custom footer,

Sheet option: - The option allows selecting area 1o be printed set the row or columns titles or selecting
the page order in printing from the multiple worksheets eic., one can also add gridlines or note using

this option.

@ Print area defines the selected range as the print area. which is only portion of the worksheet
that will be printed.
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Print preview shows a preview of how exactly a file will look like when you print it.

Print: - It prints the active file or selected items 1o the selected printer or fax,

Send to sends the document to a mail recipient as an email.

2.2.7 Edit menu

a

@
a

Undn last command(s) reverses the last command i undoss the effect of the last command
vou executed.

Repeat last command(s) reverses the undo command i.e, restores the last command.

Cot removes the selection from the active worksheet and places it on the clipboard-a special
place in computer’s memory from where it can be retrieved again.

Copy copies the selection to the clipboard.

Paste insert the content of the clipboard st the inserion point, and replaces any current selection
(block).
Paste special pastes, links, or embeds the clipboard content in the current file in the format you
specily,

Paste as hyperlink Insen the content of the clipboard as a hyperlink at the insertion point
replacing any selection.

Fill: - Ii fills specified range with a series of numbers, dates or other items. Fill is used to fill the
same value in multiple cells or fills in a series of values, depending on what command vou
choose.
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Procedure to Fill the Same Text in Several Cells: -

I, Type the text into the first cell where you want it. For example, type your name in cell BZ.

Select that cell and the other cells where you want that text to appear. For example, select B2: BE.

3, Select the EMT, FILL and from the submenu that appears, select the direction in which the cells
i he copied inte are from the original, For example, if the onginal 15 in the cell B2 and you want to
fill cells B3: BB, select Down.

Fuk

You can use the preceding method to copy Down, Up, Left or Right. Down and right have
shortcut keys that you can use instead of step 3: CTRL+D and CTRL+R respectively.

To Fill the Series of Text in Several Cells: -
In many cases, we may be entering a series of sequential entries, such as incrementing numbers (1, 2
1...) or the days of the week, months of the vear, eic. Instead of tvping each valoe, oursell we can
start the series and have Excel complete it for us by using EDITSFILLSERIES.
Procedure to Fill the Series of Text in Several Cells:

W Type the starting number in a cell.

sl Choose EDIT=FILL=5ERIES.
Wl The series dialog box as shown in below,

® Spccify Senes In, whether it is Row or Column,
W Choose Step value and Siop value.
d Click OK, the specified series is filled in Row/Column wise.

@ Clear: - It defetes the selected object or text without putting it on the clipboard. Content of the cell,
row, column, or worksheet can be deleted using the DELETE key or clear, option in Edit menu.
DELETE key removes the cell contents but does not remove any comments or cell formats. But
Clear list in the Edit menu has All, Contents, Formats, and Comments options. You can select
the option you want.

Procedure to Clear: -

B Select the cells, rows, columns, or worksheets in which the contents to be deleted.
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® contents or choose other options in the Clear list. Clear All deletes all including comments,
contents. and formats,

B To remove all comments in the worksheet, click Go To on the Edit menu, click special and then
click Comments, Then point to clear on the Edit menu, and click Comments,

& Delete: - It deletes the selected cells or the cell that contains the insenion point, If you select an
entire row or column. the command changes o delete rows and delete columns, respectively.

@ Delete Sheet: -It deleies the selected sheets from the workbook. You cannot undo this command,
Procedure: -

% Select the sheet you want to delete.
W Select Delete sheet option from the Edit menu.
(O}
# Right click on the worksheet tab default tab (sheet]. sheet2) select the delete option from that
context menu. Then it asks vou to delete permanently then click Delete button,

@ Move or Copy Sheet: - It moves or copies the s¢lected sheet to another workbook or to o different
location with in the same workbook.

In Microsoft office coping and moving are very casy, Coping is an editing that inserts a copy of text at
destination place where source place retains the text. Moving is an editing that removes the text from
source place and inserts into a destination place, Here source is a place where you receive text for
editing and destination is o place where vou insert the text.

Cells: -

When a cell is copied or moved by dragging or by clicking Cut or Copy and Paste. Excel copies the
entire cell, including formulas and their resulting values, comments, and cell formats, If the selected
copy area includes hidden cells, it also copies the hidden cells, If the paste ares contains hidden rows or
columns, the paste area might need 10 be unhidden 1o see all of the copied cells.

# Characters:

Diouble click the cell you want 1o edit.

In the cell, select the characters you want to move or copy.

To move the characters, click Cut. To copy the characiers, click Copy.

If you want 1o copy or move in to another cell double click the cell W which you wanl to move or
copy the data.

In the cell, click where you want to paste the characters.

Click Paste.

Prezs ENTER kev.

it ol
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Cells: -

Select the cells (o be moved or copied.

Point to the border of the selection.

Dirag the selection o the upper <left cell of the paste area to move the cells,

Ta copy the cells hold down CTRL then drags the selection to the paste area and release the
mouse butbon.

To insert the cells between existing cells, hold down SHIFT (if moving) or SHIFT+CTRL (if
COpYIME) a5 you drag,

To drag the selection to different worksheets, hold down ALT and drag over a worksheet tab,

Ta move or copy cells 1o a different workbook or a long distance, select the cells and click cot to move

the

cells or copy 1o copy the cells. Switch to the other worksheet or workbook, select the upper-left cell

of the paste area, and then click Paste. This can also be done within 3 worksheet. This gives you
multiple copies of one selection.

-

T e S

Copy only visible cells If there are hidden cells, rows, or columns on your worksheet, you can copy
only the visible cells. For example, only the displyyed summary data on an outlined worksheet can
ke copied.

Select the cells vou want to copy.

Omn the Edit menu, click Go To.

Click special.

Click visible cells omly, and then click Ok.
Click copy.

Select the upper-left cell of the paste area.
Click Paste,

ROW and COLUMN: -

Here the Fill Handle comes into picture. It is the small black square in the right down corner of the
sclection. When you poeint 10 the fill handle, the pointer changes to a black cross, To copy contents to
adjacent cell or to fill In a series such as dates, drag the fill handle.

L.

Select the cells that contain the data to be copied.

2. Drag the handle across the you want to fill, and then release the mouse button. Existing values or

formulas in the cells vou fill are replaced, and formatting is copied. If the cells need to be filled
with series, type the first two numbers, select them and the fill handler across the cells 1o be filled.

To quickly Oll in the below cell with the content of the above, click the below cell und prozs
CTRL+D. To fill in right cell with contents of the left, click the right cell and press CTRL+R.

Worksheet: -

l.

To move or copy worksheets to another existing workbook, open the workbook that worksheets,
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2. Switch to the workbook that contains the worksheets o be moved or copied, and then select the
worksheeis.

3. On the Edit menu, click Move or Copy Sheet to display the Move or Copy dialog box.

4. In the To book box, click the workbook to receive the worksheets, Click New book 10 move or
copy the selected worksheets to a new workbook.

5. In the Before sheet hox, click the worksheet before which yvou want 1o insert the moved or copied
worksheeis.

6. Tocopy the cheets instead of move them, select the Create a copy check box.

@ FIND: -It searches for specified texi, formatting, symbols, comments, footnotes or endnotes in the
active document.

@ REPLACE - It searches for and replaces specified text. formatiing, footnotes. endnotes or
comment mark in the active document.

2.2.8 Creating and Editing Charts: -

Charts: -An excel chart is a graphical representation of data from a worksheet. It is used to analyze
numerical data charts make it easy for users to see comparisons, patterns and trends in data, We can
create chars in two or three dimensions based on the data in a worksheet. Once we have created a
chart, we can print it, hide it check spellings in i, modify it or evan we can include it in our other
applications. A charl 12 linked to the worksheet data form where it ic created and ix updated
automatically when we change the worksheet data.

Components of Charts: -

AXES: - It is a reference line representing one of the dimensions of a chart excel can plot up to three
axes: 1, ¥ &2, The x-axis runs horizontally. y-axis runs vertically and the z-axis runs vertically to x and
y axis, Two dimensional charts have x and ¥ axis. Three dimensional charis have 1, v and 7 axes.

Data Series: = It is a collection of related values that are ploned on the charts

Legends: - Labels and colors are patterns that identify each data series. When charts have more than
one data.
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Creating a Chart: - We can create either an embedded char in the current worksheet or a chart on

a separat worksheet we can easily create chart using chart wizards,

Select the cells that contain the data that we want to appesr in the chart, If we want the colomn and
row label 1o appear in the chart include the cells that contain them in the selection.

Click chant wizard or select the chart from insert menu to display the first chan Wizard, the chan
type dialog box '
Choose the chart in the chart type list and its sub char in chart sub type list i.e best suited to our
data form standard 1vpe few. We can also use custom types 1ab o select custom tvpe chans. click
and hold the mouse on the press and hold to view sample button to view sample chart

it W sl el 1ol 0 - Chesn T BEE Lhar il g | wd A - Lhall ]y

Click the next button to display the second chant wizard, the charts source data dialog box. On the
data range tab, excel displays selected data range. If displaved range is incorrect, click and drag
through the worksheet to select the current range of data. Then choose whether the data series tab to
adjust the data series .Here we can add or remove series using the add and remove buttons. We can
alsp chunge the x-axis label using the caegoryix) axis label box.




# Chek the next button to display the third chort wizord the char option disloz box prowides us ap 1o
Sia tabs depending on the chart type 0 select, Select tabs and specify different setting in that tab
like nithe, gmids, axis e1c,

# Chok the next button to disploy the fourth chant wzard the chart location dialog box chick a5 new
sheet on then type a name for the pew chart sheet in the new sheet bus o place the chan on & new
chart {or) click as object,

¢ Ulick the fim=h button to complete the chant creation, a chan imserted as a wiork sheet object, Drag

the embedded chari where user wani it o angd ithe worksheed,

Chait Wizard - Slep 3 of 4 - Chat (ptenmne

| Ties || Legend | DataLabiels |

Charl: Lithe:
!En*.z:n:l
B P |l A Compwar Campuiar
! "-'r"'P““'FH;-l. .
’ &
| T ir Evikys
i I..l-lFl:nil "
condt etbgnry 4] 21 vi
| l-"."'-'r"“ LA L LER)
. = '|'JI:-|- I:n:l. -:'rn.-l-l-
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Chart Modification: -

Move: -

To move an embedded chant on a worksheet, click amy were in open space of the chan & drag it o
the position you want to move. To move a chart from one worksheet to ancdher worksheet right click in
it and choose cut, open worksheet on which vou want to place the chart. right click and choose pasie.

Resize: -

Select the chart by clicking any where on the open space of the chart, then put the mouse pointer
over one of its hundles to display double handed up arrow and then hold the left mouse button and drag
till you get the size vou want,

Delete: -Select the chart and press the delete key on the keyboard. You can also do the same from the
Ccomtexl men,

2.1.9 Functions and Formulae: - It displays a list of functions and their formats and allows Yo

to set values for arguments.
In excel functions are predefined or build in formulas that perform calculations using specific
valoes supplied in the form of arguments and retums values for cell, For example Sum{A2; All)
returns the sum of all cells from A2 1o A1l in the cell where this formula resides. A function may
consist of & name and one or more arguments separated by commas and enclosed in parenthesis,
Arguments can be numbers, constants, cell reference range names ete. The argument used in a
function must produce value for that arsument

Auto Sum: -There is a button on the standard wolbar called E’ awto sum. It quickly adds a range of
cell contents.

Click the cell that holds the result of auto sum.

Click the auto sum button.

Microsoft excel suggests the range of cell to be added. If the suggested range is incorrect, drag
through the range the range you want.

4. Pressithe ENTER key.

- Bk e

Use of the Function Wizard: -

Function wizard provides an easy way to select the function. The procedure to open the function
wizard, selecting the function and pasting in to the work sheet is explained below.

# Click the cell that holds the results of a function.

# Click the paste function button on the standard toolbar 1o display function dialog box or select
function from Insert Menu The function dialog box contains two categories ie; the function
category on the lefi side and the function name on the right side.
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% In the function category list box, click & category of function to display its functions in the function
name box.

% Select the functions from the function name lisz and click OK.

Common Functions

Here we will see some frequently used functions and their syntax. Functions are divided into several
categories. They are database and list- management functions, date and time functions, DDE (Dynamic
Data Exchange) and External functions, Engineering functions, financial functions, information
functions, logical functions, lookup and Reference functions, math and trigonometry functions,
statically functions. and text functions.

Sum: -This function adds all the numbers in a range of cells .
Syniax

SUM (number] ,numberZ,....)

Numberl, number2,... are Ito 30 arguments for which you, want the ioial value or sum. Numbers,
logical values, and text representations of numbers that are included directly into the list of arguments
are counted. Text values are translated into numbers, and the logical value TRUE or FALSE are
translated into the number | or 0, Arguments that are error values or text that cannot be translated into
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numbers cause errors, SUM(4, 5) results in 9. SUM (67,5, TRUE) results in 12. If B] contains “6" and
Cl contains TRUE, then: the same formula can be written as SUM(BL, 5. C11. If cells A2 A6 contain
6, 17, 304 1.and 51 then Sum {A2:A6) results in 145 and SUM (AZ:A6, 15) gives 160,

Power: -This function returns the result of & number raised to a power,

Syniax

POWER (number, power)

Here number is the base number, It can be any real number. Power is the exponent o which the base
number is raised. The “*" operator can be used instead of POWER to indicate to what power the base
number is o be rmised. such as in 24, For example POWER (2.4) resulis in 16, and POWER
(B2.83,6.2) equals T.1202E+11. You can also write these functions in formula lype expression as
=I"dand=82. 83"6.2,

MOD: -This function returns the remainder after number is divided by divisor, The result has the same
sign as divisor.

Svntax

MOD (number, divisor)

Number is the number for which you want to find the remainder, Divisor is the mumber by which vou
want to divide number, II' divisor is (), MOD returns the #8DIVY Error value. For example, MOD
(3. 2) results in 1, MOD (-5, 2) gives 1, and MOD (5, -2) results in —1. Here instead of values YOou can
use any valid arguments.

SQRT: -This function returns a positive square root of a number,

Syntax

SORT {number)

Number 15 the number for which you want the sguare root. If the number is negative. SQRT retums
the #NUM! Error value. For example, SQRT (25) results in 5, SQRT (-25) result in #NUM!, and SQRT
(ABS {_25) resalts in 5,

PRODUCT: -Multiplies all the numbers given as arguments and returmns the product.

Syntax

PRODUCT {numberl, number?....}

Numberl, nmberZ2... are 1 1o 30 numbers that you want to multiply. If cells Al: D1 contain 5. 15, 10 ,
and 30 PRODUCT (al:D1 ) results in 22500, and PRODUCT (A1:D1.,2) equals 45000,

FACT: -This function returns the factorial of a number. The factorial of a number is equil to
Ry o LN * number,

Syntax

FACT (number)

Number 1s the nonnegative number for which you want the factorial. If number is not an imieger, it is
truncated. FACT (0) and FACT (1) result in 1. For example. FACT (4) results in 24, and FACT (-68)
results in #NUM! It is an error message.

DECIBIN: -This function converts a decimal number into binary,

Syntax: DEC2ZBIN {number, places)

Here number is the decimal integer to be converted, Places are the number of characters used to
represent the binary number, If places are omitted, DEC2BIN uses the minimum number of characters
necessary. Places are pseful for padding the return value with leading Os (Zeros). If number is negative,
places is ignored and DEC2BIN retums a I0-character (10-bit) binary aumber in which the most
significant bit is the sign bit. The remaining 9 bits arc magnitude bits. Negative numbers are
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represented using two's-complement notations. For example DEC2BIN (7. 4) results in 0111, and
DEC2ZBIN (- 100) cquals 111001 1 1.

Entering and editing using formula: -

A formula is @ mathematical expression that performs mathematical and logical operations on
worksheet data. The formula is formed with cell references, constants and either arithmetic logic
operator, Tt always begins with equal sign. The equal sign tells excel that the succeeding characters
constitute a formula the following example illustrates various items related to the formula.

MNumeric

Cons
Ceil ork sheet function
R&femn% ange reference

Ex: -r {AS5+58)/ sum (B3: B13)
Edit l
Formula Dnvision operator

Addition operator
Formula can be placed in the cell that holds the results or select the cell that holds the results
and place the formula in the formula bar. The formula har is also used 1o edit values or formulas in
cells. It is located below wol bars on the excel window. When a cell is selected the formula bar
displays the constant value or formula stored in thet active cell. To display or hide the formula bar,
click formula bar on the view menu,

AUTO FILL

There is an easy method to fill the data in columns and rows. The data may be Numeric or
dares and rext.
Ta fill SINo by using auto fill.
» Type Sino for 2 cells e 1.2 in the cells Al and A2 respectively.
e Select two cells and drag the

Fill Handle +

B S
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=  Type date in the cell
= Select the cell and drag the Fill Handle

We can cutomize the lists with different text data to minimize the redundancy of work.
Some of the lists are listed below.

Jan, Feb, Mar, Apr, May, June, July............... like months

Sunday, Monday, Tuesday, Wednesday, Thursday.. ... like week days.

Adilabad, Anantapur. Chittor, Cuddapah. ... like District names.

Ravi, Kiran, Praveen, Rama.....like employees list

Bl =

B 1

To create a cusmozed list followthe steps given below:
" Click Tools Menu. Click Options then click Custom Lists tab, Then you will find the figure

given below;

= Chick New List and enter the 1is1 in the List entries window
Commissionerate of Colleginte Education
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= Click Add button then click OK bution then your list will be added to the Custom Lists. That
list you can use a5 and when requied to type.
= Now you can drag the Fill handle (+ ) to get the list automatically,

2.2.10 Data Menu
@ SORT: - It arranges the information in selected rows or columns list alphabetically, numerically, or
by date.

@ Filter: - It displays only those values that match the value in the active cell. AutoFilter gives armows
1o the right of each column label.

@ Form: - It displays a data form in a dialog box. You can use the data form to see, change, add,
delete, and find records in a list or databuase.

@ Sub Totals: -1t calculates sub total and grand total values for the labeled columns you seleet. MS-
EXEL automatically inserts and labels the total rows and outlines in the fist.

@ Validation: -It defincs what data is valid for individual cells or cell ranges; restricts the data entire
for to a particular type such as whole numbers, decimal numbers or text, and sets limits on the valid
entries.

@ Table: -It creates a data table based on input values and formulas you define. Data tables can be
used to show the results of changing values in your formulas.

@ Text to Columns: -1t separates text in one cell on a worksheet into columns by using the convert
text column wizard. The convert text to columns wizard helps you specify how you want be texi
divided into columns using a separated or delimiter, such as tabs or commnas.

@ Consolidate: - It summarizes the data from one or more source areas and displays it in a table.
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@ Group And Qutline: - It creates and cleans groups, subgroups and outlines,

@ Pivot Table and Pivot Chart Report: - It stans the pivot wable wizard, which guides you through
creating or modifying a pivot wmble.

@ Get External Data: - It creates and runs web or database queries,

2 Refresh Data: - It updates the data in a pivot table if the source data has changes.
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MS-POWER POINT

2.3.1 Powerpoint Basics: -

PowerPoint is a presentation program that produces colorful professional presentation slides. It 15 used
to create presentation slides, overheads trunsparencies, handouts and speaker notes. It takes you by the
hand and gives you helpful suggestions on the layout, design, and formats of your slides. Tt enables us
1o inclade charts and graphs, produces organization char, present tables, and digplay & preséniation as a
fully animated screen show. It provides you rehearsal wols that can practice your presentation al your
desktop, Delivering our presentation successfully involves using a four-step  process: PLAN,
PREPARE. PRACTICE, PRESENT

Starting MS-Powerpoint
From Start hutton: -

# (lick Start on the task bar
#® Sclect Programs
® Click MS-POWERPOINT from Programs menu

From Shorteut har: -
& Click Microsoft PowerPoint bulton on Me-office shortcut bar.

_ Hipr—ral® LN e e
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From Desktop: -

Double click the Ms-PowerPoint icon on Deskuop.
Another method is

® Click Start on the task bar.
® Sclect Run. It shows a dialog box as given below.
@ Type Powerpnt and then click DK

Procedure to quit Power Point: -

7 Click the file option in the menu bar which displays a menu
# Select exit option in the menu, which guits the PowerPoint application.

2.3.2 Ready-Made Slide Layoul Scheme: -

There are various readymade slide layout schemes available in MS-Power Point software, One can
select the various schemes available by using the following procedure.

# In the blank presentstion right click the mouse which displays a command window with various
l'l'lﬂ]ﬂﬂ!‘-'.,

# Sclect the apply design template option. This option displays a dialog box with varioos design
femplates.

# (e can select the various options which display a preview for every design.

# Afer designing the design template, one can click the OK button, so that the selected design
template will be applied for our presentation,

Thie lists of various ready-mades like slide layout scheme are

Arisy Azure Bamboo | Blue diagonal Blue print
| Cactus Capsules Checkers Cilrus - Construction
Dads tie | Expedition Factory Jesture | Fire ball
Global | High voltage | Japanese waves | Lock and key | Marble
Mountan = Nature Note book Post modern | Pulse
Radar | Ribbons Rice paper Sakura Sand stone
Entering and editing texi: -

Muost of the slide layout contains place for text, labeled click to add title or ¢lick add text. Follow the
mstructions of the label in the placcholder of a title 10 add text. The place holders make are a quick and
convenient way o add slides but you can also add text to any part of slide t2x1 boxes. To entér X1 in &
placeholder chick or double click in it and type text that depends on label. One can use arrow keys to
move arourdl. Use the enter key to start a new paragraph use delete and backspace keys to delete
characters and use alignment buttons to align text. Click out side the placeholder 1o make the text entry
fimished. Cne can use the text button or WordAn button in the drawing toolbar, click where vou want
the text on the slide. drag the size you want and finally leave the mouse button, enter your text in the
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box and click out side the box to finish. All selection and text formatting techniques are same, a3 we

have seen in the MS-Word.
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2.3.13 File Menu

® NEW: - i creates a new blank file based on all default values,

2.3.3.1 To create a new presentation: -
To create & new presentation there are three ways 1o create i,

Auto content wizard

Desizn templaie

Blank presentation, _ _

Auto content wizard walks us through steps in order o create 3 presentation. Design template

pives our presentation as graphical consistency from first slide 10 the last .lclulf:. Blank presentation
enables s to start with hlank slide and later we can add new slides, layouts & designs,

Create a presentation using suto content wizard: -
|. On the file meau click new, click the general tab and then double click auto content wizard {or Jafter

starting power point application. Click auto content wizard radio button under create a new
presentation dialog box. Then it displays a dialog box click next.

Aatnl_ordeed WHeand
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3. Belect the presentation style and click next.

4. Enter the presentation title on the presentation. Title text box enter footer and style other options
and then click next.

Those e all Bre anssvess the wizaed rseds
b treate vour prassebston]
Chywows fFrmrh b vasss tha Sorurant
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Create a Presentation using a Design Template:

1. Click new in the file menu, click design template tab (or) choose design template radio button at
start up of power point in create new presentation dialog box.

7. Secroll to see the entire design template and click any one you want and then click ok in the new
presentation dialog box.

3. Scroll 1o see all the slide layouts and then select o layout for your title slide in the new slide dialog
hox and click ok. Type the title and any other content you want on two title slide.

On the formatting toolbar click common tasks. Click new slides then select a layout.

Add the content you want.

Repeat the step 4.5 and 6 to get more slides that are new shides.

Click save on the file menu and save with 2 new name and click save.

o B el

ii]
Lifi]

[1ii

TR

Creating a presentation from a Blank Presentation: -To create a blank presentation choose
blank presentation in the power point start up dialog box (or) click file menu and select new click
general tab double click hlank presentation. It will display new slide dialog box choose the auto layout
for the type of slide we want to create and click ok button to creste iL.
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® Open: -li opens or finds an existing file,

® Close: - It closes the sctive without existing the application. If the file contains any unsaved
changes, you will be prompted to save the file before closing.

® Save: -lt saves the sctive file with its current file name, location, and file format.

®  Save as: -li saves the active file in a different file name. location or file format,

® Save as Web Page: -Ii saves the file as one required for creating documents for the internet { World
Wide Web).

® Pack and Go: - It stants the pack and go wizard, which help you pack up a preseatation so that you
can run it on another compater. If you make change o your presentation after you use the wizard,
run the pack and go wirard again so that you can update the information.

% Web Page Preview: -It allows you to preview the current file as a web page in your browser so
that you can see how it will look before publishing it,

= Page Setup: - It scts margins, paper source, paper size, page orientation, and other layout options
for the active file.

® Print: -It prints the active file or selected items to the selected printer or fax.
% Send to: -t sends the document 10 a mail recipient as an e-mail.

& Properties: - It displays the property sheet for the active file.

® Exit: - It closes the program afler prompting you to save any unsaved files.

2.3.4 Insert Menu

@ New slide: Prompt you to click a slide layout, and then insert a new slide after the active slide. To
add new slides to our existing presentation follows the steps bellow: -

¥ Chck the new slide in the insert menu displays various layouts.
#  Select the layout of our liking and then click OK.
» The selected layout will be applied as a new shide.
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e Duplicate slide: Insert a copy of the current slide after the current slide. Equivalent 1o pressing
CTRL+SHIFT=D.

e  Slide number: Adds the glide number to an individual slide. If you want to add the slide number to
cvery slide, use the header and footer command (view menu).

e Date and Time: Inserts current date and for current time field that are updated every time you open
ar print this document.

@ Symbol: Insert symbols and special characters from the fonts that ure installed on your computer.

e Comment: Insert a comment at the insertion point.

e Slides from files: Inserts slides from another presentation into the current presentation.

s Slides from outline: Creates slides for all first-level headings in an imported outline and adds the
body text as indent levels. All text that is level 6 and below is treated as level 5 text. The format for
the title and 12xt comes from the slide master in the current presentation,

@ Picture: Insert pictures from clip ant and other libraries.

Procedure to insert picture:

& Insert a picture from clip gallery:

# Display the slide we want to add picture o,

+ Click insert clip art on the drawing ool bar, and then click the pictures tab.

+ Click the category we want from the clipart.

¢ Click the picture we want and then click insert clip on the short cut menu.

& When we are done using the clip gallery, ¢lick the close button on the clip gallery title box.

The simplest method is to drag a picture from the clip gallery to our slide.

<% Insert an imported pictore:

» Display the slide in which a picture to be added to add the picture to every slide in our presentation,
add it to the slide master.

¥ Point to picture on the insert menu and then click, from fle.

¥ Locate the folder that contains the picture we want to insert,

» Click the picture.

-

To embed the picture in to our presentation, click insert. To link the picture in our presentation 1o
the picture file on our hard drive, click the arrow next to ingert and then click link to file.

You can also add pictures to our note pages. To do this click notes page on the View menu and then
#dd picture we wanl.

Text box: Draws a text box where you click and drag in the active window.
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& Movies and sounds: Insent videos and sounds from clip gallery, movie files or audio CDs to youor
slide during show. You can also record sound or a comment w0 an active slide with the help of a
microphone attached to vour computer.

Procedure: -

T w ¥ F

Display the slide in which vou want to add sound or video clip.

Cin the Insert menu, point o Movie and Sounds.

Do step3. 1 inserting a sound, or step 3.2 for inserting a video clip.

To insert & sound from the Clip Gallery, click Sound from Gallery, and then locate and insen
the sound yvou want. To insert @ sound from another locaton, click Sound from File, locate the
folder that contains the sound. and then double-click the sound you want.

Ta insert a video from the clip gallery, click movie from gallery. and then locate and insert the
viden you want. To inserl a video from another location, click movie from file, locate the folder
that contain the video, ind then double click the video vou want

A message is displayed. If you want the sound or video to play automatically when you go the
slide, click ves; if vou want it o play onlv when it to play when you click the comesponding
icon during a slide show, click no

@ Chart: Creates a chart by inserting a Microsoft graph object.

a Table: Insert a new Microsoft word table on the active shide. Thiz command 15 available only i
normal and nodes view.

# Ohject: Insert an ohject such as a drawing, woerd arf text effects, etc. at the insertion point.

& Hyperlink: Inserts a hyperlink through which you can jump 1o a location in the current document
or webpage, or to a different word document or webpage, or to a file that was created in a different
ProyEranm.

2.3.5 Format Menu

s Fonl Changes the font and charscter spacing lormats of the selecied text.
s Bullets and Numbering adds bullets to or removes bullets from selected paragraphs,

s Alignments align the selected text, number or online objects o the left, right, centre, and justifies
with a ragged night edge.

s Line spacing sets the amount of space between selected lines of text.

s Change case changes the capitalization of selected XL

s Replace fonts replaces an existing font in your presentation with another one,
Procedure:

# Select the font 1o be replaced.

» Click the format menu

» Select replace font then it shows the dialog box as shown below.
e Click the dropdown arrow of with text box and select font

» Click replace button 1o change the font into the selected font
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o Slide Eayout changes the layout of the selected slide or reapplies the current master’s styles 1o the
place holders if you have modified their attributes, This command does not affect objects and text
and outside the placeholders,

Procedure
@ Select the slide o which slide layout has o be changed.

® Sclect slide layout from the format menn. Then it displays a dialog box as shown below.
@ Select any one of them,
@ Click REAPPLY.

Slide color scheme reapplies or modifies the existing color schemes or changes o a different color
schemes

= Back ground adds differeat kinds of backgrounds, such as a woven texture, 1w word documents
and webpage 10 make them look more interesting.
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Procedure: -We can change the appearance of our slide back ground by changng s colors, shade,
pattern or texture, We can also use a picture as a slide background, but we can use only one type of
background on a slide or master.

1. Click background on the format menu to display the back ground dialog box.

2. Under background fill, click the down arrow.
3. Follow the following steps to modify background.

B To change w a color in the color scheme, click one the eight colors betlow automatic 1 change 1o o
color that is not in the color scheme, click more colors click the color we want on the standard tab
or click the custom tab to mix our own color and then click ok. To change the background color
back 10 its default, click automalic,

B To add or change a shaded shde background. click fill effects and then click the Gradient tab. Click
the opiion we wint and then click ok.

B To add or change a wexwred background, chick fill effects and then click the textured tab. click the
texture we want, or click other texture and find the texture we want, and then click ok.
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® To add or change a slide background picture, click fill effects, and then click the picture tab. Click
select picture, find the folder that contains the picture we want, double click the file name and then
click ok.

B To add or change a pattern slide background click fill effects and then click the pattern b, click
the option we want and then click ok,

B To apply the change to the current slide, click apply, apply the change to all slide and the slide
master, click apply to all,

L]
L
]
L
L
.

s Apply design template applies one of the power point design template 1o your presentation or uses
one of your own presentation as a template. Design templates contain color schemes, slide and title
masters with custom formatting, and fonts designed for a particular “look™.

e Colors and lines opens the color and lines tab ( format auto shapes dialog box), where you can set
the line and fill colors and the style for the selected object or auto shape

e Auto shapes format the line, color, fill and pattem size, position, and the other properties of the
selected object.

2.3.6 Slide Show

s View show runs your slide show, beginning with the current slide if you are in slide view or the
selected if you are in slide sorier view,

o Rehearse timings runs your slide show in rehearsal mode, in which you can set or change the
timing of your electronic slide show. There are two ways to zet the length of time for & slide that
appears on the screen if we do not want to manually move through a slide show, One way is 1o set a
time manually for cach slide and then run the slide show and view the timings we set. The other
way is 10 use the rehearsal feature where we can record timing automatically as we rehearse,
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Procedure to set slideshow timings manually: -

@ Open the shde or slides of insert in normal or slide sorer view.

Click slide ransition on the slide show menu o display the follow, the slide transition dialog box.
In the dialog box under advance, click auntomatically after and then enter the no: of seconds that we
want the slide to appear on the screen.

Click apply to apply the timing to the selected slides. Click apply to all w apply the timings o all
the slides,

Repeat the process for each slide we want to set the timing for

If you want the next slide to appear either when we click the mouse or sutomatically afier the
namber of geconds we enter, which ever comes first, select both the on mouse click and
automatically after check boxes,

Procedure to Set Timings Automatically Whie Reharsing: -

® 5elect rehearse timings on the slideshow menu to start the show in rehearsal mode.

@ Use next pause and repeat buttons on the rehearsal window when we ang resd (o o 10 the next
slide, pause the current slide rehearsal and repeat the current slide rehearsal again respectively,

® When we reach the end of the slideshow. It prompts whether we want to record the rehearsal
timings, Click yes 10 accep! bmings or no 0o iry again.

¢ Record narration adds voice namation to your slide show,

a Setup show set options for ronning vou slide show, including the type of presentation you are
making, which slides 1o include whether 10 include sound and animation effects, the annotation pen
color, and how you want to advance the slides.
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e Actions buttons inserts various option buttons, where you click or drag in the sctive window, and
then opens the active settings dialog box, where you can assign an actions button,

a Actions settings assign an action 1o the selected object or action buttons that runs when you point
to or click the object with the mouse.

a Present animation you will find various sub-options with in this by which you can apply vanous
animation actions as per your slide,

s Cuostom animation adds or changes animation effect on the current slide. Animation effect
includes sounds, text and object movements, and movies that occur dunng a shde show. One can
animate text, graphics, sound, movies, charts and other objects on our slides so that we can focus on
important point, contral the flow of information so that our presentation creates insert. For example,
we can animate text to flv from left. so that the sentence appears letter by letter, word or sentence it
sell. For creating iext animation in the slide the procedure is as flows.

@ Dizplay the slide in normal view that has the text.

® Click custom animation on the slide show menu and in that click the effects b,

@ Under check to animate slide objects, select the check box next to the next or object you want o
animate,

® Under entry amimation and sound and introduce text (for the text animation) select the option we
want,

@ Repeat steps 3 and 4 for every object we want to animate,

@ Scicat the object to set the timing and do one of the following.

® To start the animation with mouse click in the on mouse click radio button.

® To start the animation automatically, chick in the sutomatically radio button amd then enter the

number of seconds. We want to have elapse between the previous animation and the current one.

® Click preview 10 preview animations.
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Animatien preview runs or the animations effect for the current slide in a slide-miniature window,
50 you can see how the ammation will work during the slide show.

Slide transition adds or changes the special effect that introduces a slide during a slide show, For
example you can play a sound when the slide appears, or you ¢an make the shide fade from black.
Hide slide vou can hide the selected slide and current slide if you are in slide sorter view and slide
view respectively.

Custom shows creates a custom show- o presentation with in presentation

FPresenting: - There are different ways 1o deliver a presentation; Microsofi power point gives us the
following ways to deliver our presentation.

On screen presentation
Presentation on the web
Owerhead transparenciés
Paper printouts

35 mm shides

Motes. handouts and out lines

oo W W % ®

{On Screen Presentation:

Setup a slide show: Before giving presentation, we have to specify how our presentation runs,

* * * W

On the slide show menu. click set up show 1o display the setup show dialog box.
In the dialog box, select the option we want under the show type frame.
In the slide box, chonse whether we want 1o include all slides and other option.

In the advance slides box choose manually if you want to change slides at our convenience, chonse
using timings it we have set timings.

Choose pen color from the pen color drop down list, click ok to save changes and close the dialog
box or click cancel to close with out savings.

START a SLIDE SHOW: From within power point do any of the following

%

%
%
4

Click slide show icon at the lower left of the power point window.
Click view show on the slide show menu.

Click show onthe view menu,

Press f5,

Start a custom show:This procedure sets the presentation to display only the slides in the custom
shiow.

E

%
i
*

Click set up show on the slide show menu.

Click custom show, and then select the show we want in the list.
Chick ok.

Start the slide show.
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MS-ACCESS

2.4.1 Access Basics:

MS-Access is @ Relational Data Base Management System (RDBMS). Database is an organized
collection of a data about one particular purpose. A data base management system is a software with
the help of which we can create a database or access that database. A relational data hase management
system sct up relations ships among different databases.

Purpose of Access: -

* * & * * % #

It is used to create our own datsbase and database objects, such as tables, queries, reparts ete.
It is used 1o store and retrieve desired information.
It permits us 1o collect, organize, find, display, print information.
It comes with a number of predefined data base designs.
It has a utility to convert access data base to World Wide Web format and vice versi.
It can also accept data types from many other sources directly.
It provides user-level security in order to resinict access to certuin data base object to only those
with an authorize user name and pass word.
[t supports visual basic,

2.4.2 Components:

Database: A datsbase is as a collection of visual data that is related to a particular subject or
purpose such as tracking customer orders or maintaining a music collection. It includes objects such
as tubles, queries, forms etc. it is usually composed of multiple tables.

Tables: A table 15 a collection of similar data #bout a specific topic such as products or suppliers, It
is a combination of row, and columns. Each row data referred as a record and columns as a field. A
separate table for each topic implies that we store the data only once, which makes our data base
maore efficient and redeces data entry errors.

Record: A record is all the informanon contained in one row of an access data sheet wable. Records
are made up of ficlds

Field: A field is the individual components of a record, When we create a table, we name its fields
and designate what type of data they contain.

Query: It is o reguest o MS-ACESS for information. You use gueries to view, change, and analyze
data in differemt ways. You can also use them as the source of records for forms, repons, and data
ACCEss pages,

Form: It is an onscreen arrangement that makes it easy to enter and read data,

Relational Databases: MS-ACCESS 1= a relational daabaze that allows data stored in different
places to be communicated.
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@ Report: A report is an effective way o present your data in a printed format. Because vou have
control over the size and appearance of every thing on a report, vou can display the information the
WAV you want o see it

How to open Access
From Start button: -

® Click Start on the task bar

* Sclect Programs.
® Click MS-ACCESS from Programs menu.

From Shortcui Bar

Click MS-Access wcom from Shortout bar

| =
o
[w]f=l = EE

(GIEIEr]

From Desktop: -

Double click the MS-ACCESS icon on Desktop.
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Another nwthod is

& Click Start on the task bar.
& Select Run, It shows o dialog box as given below,
& Type MSACCESS and then click ORK.

Procedure to quit a MS-ACCESS: -

¥ Click the file option in the menu bar which displays a meou
¥ Select exit option in the menu, which quits the M3-ACCESS application,

2.4.3 Data Types in Ms-Access

A database 15 a collection of tables and other ohjects. Table is represented by a set of rows and
colurns. A column holds the same type of data in all rows. Each column is identified by its column
name or field name. Column and filed are used interchangeably. So a filed name is a name given to a
column o identify the column and make reference to it in calculations and gueries. Data type is a type
of data that column holds such as text number data etc. Property is a named attribute of a field.
Properties let us specify things like the maximum length of entries, color etc. While creating table we
must specify the field names its type and its propertics. Once we have chosen a field’s data type, its
property list is displayed in the bottomn half of the dialog box. Different data types offer different
properties. A brief description of various data types and their sizes are given in the following able.

Explanation

Size

Text

It is the default data type. It holds text or
combination of text and numbers, as well as

numbers that do not require calculations,
such as phone numbers.

Up w 235 characters length set by
filed size property. Micro soft
access does not reserve space for
UN used portions of a text filed.

Memo

It is used for lengthy text. This holds
combinations of text and numbers,

Up to 65,535

Chirscters,

MNumber

It holds numeric data vsed in mathematical
caleuifations,

1. Z, 4 or 8 bytes.

Drate ond timme

It holds date and time values for the years
100 through 99049,

8 bytes

Currency

It holds currency values and numenc data
used in mathematical calculations involving
data with one to four decimal places accurate
to 15 digits on left side of the decimal
separator and to 4 digits on the right side.

f bytes

m.ﬁ nu;her

It holds a unigue sequential number or
random number assigned by MS Access
whenever a new record is added o a table.
These fields cannot be updated.

4 tvpes.
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Yes or no It holds ves or no values. Tt 15 used for fields | [bit
that contain only one of two values (yes/no,
TVF or on /off)
OLE object It holds an object such as a M3 Excel spread | Up w 1 giga byte (limited by
sheet, o M5 Word docoment, linked w0 or | available disk space).
embedded in & micro soft access table.

2.44 Creating Database: Data is a raw fact, which can be recorded, Database is a colleetion of
data. It contains informistion about one particular subject. In other words, it is nothing but & collection
of plain old facts: facts about stocks and facts about flights, facts about employees and facts abhont
customers, In access it 15 one or more tables of data that are organized or stored in a very structured
way. Databases are used in an amazing number of places. A datsbase is interacted when you order
some things by mail or phone ete. A databpse is designed to manage large bodies of information. The
database munagement system involves both the definition of structure for the storage of information
and the provisions of mechanisms for the manipulation of information.
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Steps for creating a database: -

@ When Microsoft Access first starts up, the Microsoft Access dialog box is automatically displayed
with options (o create a new database or open an existing one. If this dialog box s displayed, click
Blank database in the Create a new database using frome, and then click OK. If you have already
opened Miero soft Access applications select new from File menu or press ctrl +N. it displays the
new dialog box, On the General tab double click the Database icon. Or on the Database tab, double
click the icon for the kind of databasze vour want to create.

@ Then File New Database dialog box appears. Specify a name and location for the database.

- : |

@ Click create m stant defining your new database. Then the database window appears in your file
name as shown. You can wse minimize, restore, or close control button to control the database

window. Once your database has been ereated you can create any elements of the database like
tables, forms, reports, cte.
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2.4.5 Table Creation: -

Once a database is created you are ready to create the objects that the database needs. Here we will see

a table creation. You must set up a field in order to hold the data in the tble. In Access, these fields
will become columns in your database table.

Create a Table by Using the Table Wizard: -

l. Open the database that needs a new table (not available create the database). If already opened,

switch to the database window. You can press Fl1 to switch to the database window from any
other window,

2, Click TABLES under Objects and then click New on the Database window toolbar then it shows
the following Mew Lable dialog box.,

3. Double-click Table wizards in the above dﬂqur then the Table wizard is displaved as
shown in fig. In the Table wizard. read the instructions given and do the following.
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. There are two table categories, Business and personal. Select one of them in the wizard window.
Then you will see the sumple tables under the selecied category in the Sample Table list. Scroll
the Sample Table list to see the available ble types.

. Click once on a table of select it in the Sample Table list; and sce the available sample fields in the
Sample Fields list. Seroll if necessary 1o see all the fields in the list.

. Initially the Fields in my new table list is emply. Now add the necessary fields from the Sample
Fields list to your table. To add felds from the Sample Flelds list to your new table, you can
either double-click on a field name or select the field name and click on the > button between the
two windows. To add all fields from the Sample Fields list to your table, click on the =2 batton.

. To remove a field from your table, click it 1o select and then click on the < button. To remove all
fields from your table chek on the << button,

. To change any field name in your new table, select the feld name to be renamed and click on
Rename Field dialog box(as shown below), remove the old name and type & new name in the
Rename Field text box and then click OK.

I
.

Like that performing adding, removing, or renaming your table gets the required fields. At last
field names in your table i< as shown in fig. Then click on the Next button to name your table.
Table can be up 1o 64 characters and can include spaces, It is illustrated in Fig
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10. Select Yes, set a primary key for me o create a primary key by the Access. Otherwise select our
option to create the primary key by yourself letter. Beginners it is better to create the primary key
by the uccess. Then click Next button to display the following window. Here you have three
choices: modify the table design, enter data directly in to the table, and enter the data in to the able
using & form the wizard crestes for me.

11.In the below fig select Modify the table design option to modify table specifications in design
wview, Select Enter data directly in to the table. Option to enter data directly in to the table, Or
select the remaining option 1© enter data in to the table using a form and save it in to a form name as
shivwn in fig. For saving click the save button on the standard woll bar or use CTRL+ 5 and enter
the form name.

If vou want to modify or extern the resulting table, you can do so in design view when you have
finished using the tble wizard.
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Create a Table without using the Table Wizard: - _

Designing tables withoul using the wizard requires considerable atiention, You will need o decide

which information to collect and what names to give each table and you will need to specify the types

of fields you will be using, and their properties, and other things, So to create a table, you must specify

a field name, its data type, and its other properties for all fields,

|. Open the database that needs a new table, or if not available create a new database.

2. Click Table under (Phjects. and then click New on the dutabase window toolbar then it shows the
MNew table dialog box,

3, Double-click on design view in the New Table box. You will see an empty table window as shown
in fig.




e =

4. Now wou can type field names, select its data types, and tvpe any other properties. In the
Description column, type a description of the information this field will contain, This deseniption is
displayed on the status bar when adding data to the field. It is oplional. After all specification are
over save 1o a table name. As shown in fig.

Open a table: -

I In the data base window, click Tables under Ohjects.

Click the name of the table you want to open.

To open the table in design view, click design on the data base window woolbar. To open the table
in the data sheet view, click open on the data base window toolbar. After you have opened & table,
you can casily switch between the two views by clicking the View button on the toolbar.

Switch Between Views of a Tahle: -

s 13

Tables have two views: design view and datasheet view. You use design view to create and modify the
structure of a table. You use data sheet view to view, add, delete, and edit data in a3 table. Click the
View button on the toolbar. The View button is a toggle button, When your table is displayed in data
sheet view. only hutton to switch to design view is displayed, and vice versa.

Adding fields:-

¢ Open the appropriate data base.

& Upen the table in design view.

¢ To insert a field with in the table, click in the row below where we want fo add the field and then

click insert rows on the toolbar. To add the field to the end of the table, click in the first blank row,

Click in the field name column and type the name for the field.

¢ In the Data type column, type a description of the information, this field will contain. This
description is displayed on the status bar when adding data to the field the description is optional,

¢ If we want set field properties Tor the field in the bottom part of the window,

* Click the save burton on the toolbar and close the table design view window.

# It we want to add additional fields, repeat step 3 to 7 as necessary,

Deleting fields: -

& Open the appropriate data base

¢ Open the table in design view

¢ Select the lield or fields we want to delete. To select one field, click that fields row selector. To
select a group of fields, drag through the row selectors of those fields.

¢  Click delate tow on the toolbar,

¢ Access asks for confirmation. click yes il we want to delete or other wise click no.

¢ Save the changes clicking the save button on the toolbar and close the table design view window.
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RBenaming Melds: -

Open the appropriste diata base

Open the table in design view

Double-click the fizld name we want [o change

Type the new field name

Click the save button on the toolbar to save our changes and enclose the table design view window

= = ® & &

Purpose of primary keys: - A primary key uniquely identifies each record in the table. MS Access has
ability to quickly find and bring together information stored in separate tables using queries, forms and
reports. In order to do this, each table should include a field or set of fields that uniquely identifies each
recond stored in the table called the primary key of the table.

Once we assigned a primary key for a table (o ensure unigueness, M5 Access will prevent any
duplicate null values from being emtered in the primary key felds. There are three kinds of primary
keys that can be defined in ms access, Auto number, single field and maultiple fields, The can only be
one primary key in a table but a primary key can use multiple fields.

Auto number primary key: -An auto number field can be set to automatically enter a sequential
number a8 each record added to the table. Serting such a field as the primary key for a table is the
simplest way to create a kev. If we do not give a primary key before saving a newly created table, MS
Access will ask if you want it to create & primary key for you. If we answer yes, M5 Access will create
an auto number primary key.

Single field primary key: - If we have a field that contains unique values, we can designate that field
as the primary key. If the ficld we select as primary key has duplicate or null values, MS Access will
not set the primary key.

Multiple field primary keys: - In situations where we cannot, guaraniec the unigueness of any single
field, you may be able to designate two or more fields as the primary key. If you are in doubt about
whether you can select an appropriate combination of fields for a muliiple field primary key, you
should probably add an suto number field and designate it as the primary key instead.

Creating the primary key: -

¢ (Orpen the appropriate data base

+ Open a table design view

# Seclect the field or fields we want to define as the primary key. To select one field, click the row

selector for the desired field, To select multiple fields hold down the ctrl key and then click the row
selector for each fLeld.

¢ Click primary key on the woolbar

You can specify a primary key for a field that already contains data, but Micro Soft Access
generales a message, when we save the table if it finds duplicate values or null values in the ficld.
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Remove the primary key: -

This method does not delete the field or ficlds that are designed as the primary key, it simply
removes the primary key features from the table. If the primary key is used in a relationship before we
can remove the primary key,

+ Open the appropriate database,
# Upen the table in design view
¢ Click the row selector for the current primary key and click primary key on the ioolbar.

2.4.6 Forms: -Datahase tables are not interesting and attracting 1o look at: just they look like a
spreadsheet. To make a database user-friendly, forms are created and displaved on the screen. Users
then type data into these various forms and it is sutomatically entered into database, Once the data has
heen entered, the forms can also be used to view, edit, or delete the data. More than one form is created
for the same database, providing users different views of the data. In other words, forms are designs
that you create to improve the appearance of data from your tables, Even though the forms are used fo
display and print the data, the main purpose of forms is onscreen for improving and enhancing the
interface for dat entry. You can add graphics to them, and specify shading, colors, styles, and more
and more. S0 you can use forms for a variety of purposes. The following are some of main purposes.

1. To create a data-entry form to enter data into a table.
1. Tocreate a custom dialog box to accept user input and then carry out an action based on the input.
3. To create a switchboard form to apen other forms or reports,

Creation: -The wizard asks you detailed questions about the record sources, fields, layout, and format
you want and creates a form based on your answers.

Create a form with the form wizard:

1. Open the appropriate database,

2. Inthe Database window, click Forms under Objects,

3. Click the New button on the Database window toolbar to display the New Form dialog box as
shown m fig

4. In the New Form dialog box, click the Form wizard. You can alse uwse other wizards. A
description of the wizard appears in the left side of the dialog box when you click them. Make sure
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that you have chosen the- correct table from the drop-down list, Click OK button the following
window.

Computer Skilks

5. Select the fields o appear in your new form from your table as you did in table creation. Then click
Next bution to display the window as shown in Fig below,

6. In Fig above, select & layout in which your form appears and click Next bution to display the
following window,
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7. In the Fig above, select style you would like o have for your forms. Then click next button to
display the following window.

—————  ———

8. The Fig above wizard gives you chance to modify the form. Here sccess asks for a title to your
form. Enter the name (title) in the ext box provided for and select open the form to view or enter
information option and click finish button to display the form you want as shown in fig below.

: =
5 ‘:__W' Cr ey e

If the resulting form does not look the way you want, you can change it in design view. If vou click
chart wizard, or pivot table wizard in step 4, vou could follow the direction in the wizard dialog boxes.
If you click auto form; columnar, auto form; tabular. or aute form: datasheet, Microsoft access would
automatically create your form.

Open Form: -

Open the appropnate database,

In the Database window, click Forms under Objects.

Click the form vou want o open,

Click the Open button to open the form in Form view, or the Design button to open the form in Design
view.
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You can also open a form in Form view by dragging the form from the Datghase window 1o the
application background. Once you have opened a form, you can easily switch among the three views of
the form by clicking the View button on the wolbar.

SAVING: It is a good practice to save new forms night afier you create them and after you modify
therm. Use the Save button on the toolbar or click Save As... from the File menu o give the form a
different name.

Modifications

Forms have three views: Design view, Form view, and Datasheet view. Forms are created in Design
view. After you have created a form in Design view, you can view it in Form view or Datasheet view.
Forms are divided into three sections: Header, Detail, and Footer. Headers and footers contain things
like form title, page number, ete. The Detail section is where you specify which fields will be
displayed, what they will look like, and s on and so forth. Here Item or control is a graphical object,
<uch as a text box, check box, command button, or rectangle that you place on a form in Design view,

Enter and Edit - When compared w word and Excel; the view in access is adding new records to
our table and editing information in the database. You can enter and edit text directly in tables in data
sheet view. We can correct entries in fields with usual windows editing techmigues. To add data to an
existing text entry, click at the desired insertion point and begin typing. To replace a part of the text,
select it and start typing, then the selected part will get replaced. We can use hackspace or delete keys
to delete characier 1o the left or right of the insertion points. If we want o cancel our changes in the
current field, press esc. If we want to cancel our changes in the entire record, press esc again before we
move out of the field, When we move to another record, M5 Access automatically saves our changes.

Adding records to a table: -

# Open the database and the table in which we want to add record.

& Choose the data entry from the record menu. We will see the following blank row. Now it is ready
1o accept a new record’s ficlds.

+ Enter data in the new record, We can press tab or enter key to move to next field and shift + tab 1o
move back one field. When we are in the last field of the last record press tab or enter to move in
the first field of another new blank record. Or we can start a new record by clicking anywhere in the
row beneath the current record or we can also click on the new record button in the toolbar.

+ Entries and edits get saved sutnmatically when we move to the next record, To come out of our data

cntry, choose show all records from the records menu, When we do this the last record  wall
automatically gets saved we need not save them separately using same command.
The following figures shows four record status icons and its meaning.

Record selector: - Click 1o select the entire record, Also can display the following symbols.

.Th: current record: the record has been saved as it appears.
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..-‘s new record that we can enter information in.

. You are editing this record; changes aren’t vet saved.

G this record is locked by another user; you can't edit it (MS ACCESS data only].

EDIT DATA: - Edit the data in a field in data sheet or from view.

* Open a data sheet or from in from view.,
* Toedit data with in & ficld, click in the field we want to edit. To replace the entire value, move the

pointer to the left most part of the field until it changes into the plus pointer; and then click,
s Type the text we want to insert.

2.4.7 Query: -A query is a filter through which data is evaluated. We can define filter criteria in a
query and only those records which meet these criteria are displayed. There are three types of queries:

(a} The most common type of query is a select query, which displays a sub set of the entire data,

sorted, and selected using the criteria you specified.
(b} Action queries — These queries create new tables or delete, append and up data records in existing

tables.
() Cross Tab Queries — These queries display spread sheets like cross tabular result forms.

1. Click on queries tab from the short cut bar.
2. Double click on 'Create query in design view” option.

3. Click on salarylist option from the Tables category,
4. Click on Add button to add the table in the query,
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5. Click on Ehu huuun

7. Now the thing to note here would be that, select only those fields that have particular criteria for
calculating that particular field.




Cesmpuler Skills

8. Click in the Update to column.
9. Click on the build icon from the formaiting toofbar.

11k Double click on the tables option given here,
1. Click once on salary option given here.

12. Double click on the basic option and you will see that it is shown in above,
13. Choose the function that vou want from the function bar given here.
14. Chick on ok butten to continue,
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Fill up the formulas for the rest of the ficlds as given here,

15. Click on close button 1o close this query
16. Click on yes button to save this query

17. Give th
18. Chck o

N R

e name of the query that you have just created in the query name box.
n ok butlon 1o contine,

AR R RN RN RPN AR Ry ..

AT, 0 T
.

TR AT T
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2.4.8 Reports: - A repont summarizes data in a format suitable for publishing i.e. to view data on the
screen of o pont it on a printer or o publish it on the web. Reports are used to present data in a
meaningful and attractive manner and here you can combine data, charts and imapes. even audio and

14

video, There are six ways 1o creale reporis in access.

Compsier Skills

REPORTS PURPOSE
Design view Begins with a blank page. You lay out the report
the way vou want wsing the desipn tools in the
| toolbax.
Report wizard Choice of felds, sort criteria, and repon layoui

wied, Creates tabular or columnar report.

Columnar auto report

One or more records displayed vertically. Selected
form a single table or query.

Tabular auto report

Label wizard

Rows and columns groped by field values. Selected |
from a single table or query.

Charn wizard

Leads you through creation of a report containing 2 |
chart and associated data

1) Click on Reports tab,
(2) Double click on the option *Creaste reponts by using wizand".

| Helps you create mailing lubels from data.
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{3} Choose the Salary from the Tables / queries option,
i4) Click on this to select the fields you want in your repot.
{5) Click on Next button o continue

A) Specify the groping level if you want any by clicking on the fields and then clicking on’>" button,
(6) Click on Next button to continue.
{73 Click on the field on basis of which you want to sort

{8} Click on Next button to continue.
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{9 Click on the columnar radio button from the layout option to choose the layout of FOUr report,
You could also change the orientation of your report by clicking on either portrait or landscape
depending upen your requirement.

(10} Click on MNext button to continue

{11} Click on Corporate option to choose the style of report that you want.
{12) Chck on Mext bution to continue.
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i 14) Click on Finish button
B} You can now see your report afl ready. You can scroll through the report by clicking on the
record buttons give bellow and by using the scroll box or you can also use the armow keys from

the key board to do so.
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Printing tables forms & databases : -

Using the print command (available in table, form. and query views, and in the database window) you
can print things. It is a quick process. You can add page numbers, and dates, and a title to the printing.

#

-
*
L ]
*

Open the appropriste database and appropriate tables, forms or query.

Make any necessary changes to be on screen lay out,

Visit page setup and pickup the desired page size, orientation, and other available printing options,
Use print preview to see how your printing looks,

After finalizing all decisions, click the print button, or choose print from the file, menu or press Cirl
+P or print from file menu it displays the print dialog box so vou can make any last-minute choices
like number of copies, etc., and select ok.

Print a report: -

Before you print a report for the first time, you might want to check the margins, page orientation, and
other page setup options.

L ]

&

*

Select the report or form in the database window, or open the report in design view, print preview,
or layour preview.
On the file menu, click print.
Enter the setting vou want in the print dialog box.
I, Under printer. specify a printer
2. Under print range. specify all pages or a range of pages.
3. Under copies, specify the number of copies and whether they should be collated.

# Chick ok,

To print a report with out bringing up the dialog box, click on the toolbar,
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Internet Skills

3.1 Introduction

A computer network, or simply a network, is a collection of compaters and other hardware
components interconnected by communication channels that allow sharing of resources and
information.

Networks may be classified according to a wide variety of chamcteristics, such as the medium used 1o
transport the data, communications protocol used, scale, topology, and organizational scope.

LAN - Local Area Network

A LAN connects network devices over a relatively short distance, A networked office building, school,
or home usually contains a single LAN, though sometimes one building will contain a few small LANs
{perhaps one per room), and occasionally a LAN will span a group of nearby buildings. In TCP/P
networking, a LAN is often but not always implemented as a single IP subnet.

In addition to operating in a limited space, LANs are also typically owned, controlled, and managed by
a single person or organization. They also tend to use certain conmectivity technologies. primarily
Ethernet and Token Ring.

WAN - Wide Area Network

As the term implies, a WAN spans a large physical distance. The Internet is the largest WAN, spanning
the Earth.

A WAN is a geographically-dispersed collection of LANs, A network device called a router connects
LANs 0 a WAN. In IP networking, the router maintains both a LAN address and a WAN address.

A WAN differs from a LAN in several important ways, Most WANs (like the Internet) are not owned
by any one organization but rather exist under collective or distributed ownership and management.

LAN, WAN and Home Networking

Residences typically employ one LAN and connect to the Internet WAN via an Internet Service
Provider (ISP) using a broadband modem. The ISP provides a WAN IP address to the modem, and all
of the computers on the home network use LAN (so-called privare) [P addresses. All computers on the
home LAN can communicate directly with cach other but must go through a central gateway, typically
a broadband router, to reach the ISP,

Other Types of Area Networks

While LAN and WAN are by far the most popular network types mentioned, you may also commonly
see references to these others:
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«  Wireless Local Area Network - a LAN based on WiFi wireless network technology
+ Metropolitan Area Network - a network spanning a physical arca larger than a LAN but
smaller than a WAN, such as a city. A MAN is typically owned an operated by a single entity

such as a government body or large corporation.
« Campus Area Network - 2 network spanning multiple LANs but smaller than a MAN, such as
on a university or local business campus.

« Siorage Area Network - connects servers to data storage devices through a technology like
Fibre Channel.

« System Area Network - links high-performance computers with high-speed connections in a
cluster configuration, Also known as Cluster Area Network.

3.2 Internet

The Internet 35 a global system of interconnected governmental, academic, corporate, public, and
privite computer networks. It is based on the networking technologies of the Internet Protocol Suiie. It
is the successor of the Advanced Research Projects Agency Network (ARPANET) developed by
DARPA of the United States Department of Defense. The Internet is also the communications
backbone underlying the World Wide Web (WWW).

What 15 a Network Protocol?

Network protocols defines a language of rules and conventions for communication between network
devices.

Internet Protocols

Protocol: Is a formal definition of a language that two computers use to communicate. This definition
describes acceptable messages and outlines the rules that two computers must follow to exchange those
messages.

The Internet Protocol family contains a set of related (and among the most widely used network
protocols, Besides Internet Protocol (IP) itself, higher-level protocals like TCP, UDP, HTTP, and FTP
all integrate with IP to provide additional capabilities. Similarly, lower-level Internet Protocols like
ARF and ICMF also co-exist with IP. These higher level protocols interact more closely with

applications like Web browsers while lower-level protocols interact with network adapters and other
computer hardware.

Transmission Contrel Protocol: Iz the major transport protocol in the Internet Protocol suite. It
provides reliable communication between two compaters in the network.

Internet protocol: It is the network protocal in the Internet, IP provides a best effort to deliver an IP
packet between two networks on the Internet.
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Routing Protocals

Routing protocols are special-purpose protocols designed specifically for use by network routers on the
Internet. Common routing protocols include EIGRP. OSPF and BGP.

The Internet, often referred to as ‘the Net”, consists of a complex network of computers connected by a
high-speed communications sysiem.

It allows easy access 1o a vast amount of information stored at many different sites around the world.
Mo one 'owns’ or controls the Internet, and each orgamsation, company oF govermmenl is fesponsible
for maintaining its own part of the network.

The Internet is used mainly for Communication; Finding Information; Publishing: Commerce; and for
Omn-line Learning,

The most widely used facilities on the Internet are:

The World Wide Web (WWW)
Electronic Mail {e-mail)
Newsgroups

Chat

Publishing

3.3 How can | get connected at home?
To get connected at home the minimum you will need i

1. An Imernet Compatible Computer
Most recent computers have this capability.
2. A Modem

Computers which dont already have an Internal Modem can be connected with an External
Modem with one cable plugged into your computer and another into a telephone socket.

3. A Telephone Line

4. An Internet Service Provider (15P)
An ISP is a company which provides you with access to the Internet. This can easily be
arranged through a telephone company, such as BSNL, or you can choose from many others.
You can normally choose o pay for the duration of your connection to the Intemet, or opt for a
monthly payment which gives you unlimited access at any time.

5. Internet Software _
The special Browser and E-mail software which allows your computer to connect to the internet
should already be on vour computer, Most Internet Service Providers also include this free of
charge with your sabscription.
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Note: [Us best to keep this softwire up-to-date to enable vou o have the best browsing
experience and to minimise security risks,

Yes, one which is becoming more popular is Broadband, which 15 more costly but provides a much

faster connection speed.

You may also bave access o a Cable connection. Then there is ISDN and Satellite; both of which are
expensive. All these other methods require additional special equipment which your provider will
advise you upon

Connection through the Mohile Phone N-l:twnﬂc is alsa possible and other options will become
availahle as technology progresses.

3.4 Web Site

A Web 5Site may contain from just one to an unlimited number of inler-connectling pages.
Muost pages have links (hyperlinks) to help you find your way around (navigate) the web site.

Links are often images or highlighted or underlined words{hyvpertext). When vou move the mouase
pointer over a link it will change to a pointing hand and when you click your mouse button your
compiter will be sent a fresh page to display.

You can find all Kinds of information on the Web, e.g. the weather forecast, train timetables, a holiday
destination, a favouarite TV programme or football wam, or advice aboutl housing, benefits, or health

muatters. You can also shop, buy an airline ticket, pay a bill, or report an out of action streetlamp to your
council - the list 15 endless!

There are millions of Web sites available on the Internet, you are sure to find something that interesis
VOl

Every Web site has its own unique address, called a URL (Uniform Resource Locator). If you want to
visil @ site, you need o type in its sddress, in the address bar of your browser as shown,

] L m——

Each URL iz divided into the following sections:
For example: http:/fwww. bbe.co.in

htupet/ = is short for hypertext transfer protocol and means that the file is a Web page. You do not need
o type this part in as it will be antomatically inserted by your browser it

www — denotes the World Wide Web

bbe — indicates the company name

£o— shows the type of organization (company).

Ain — states the location of the organization ( ‘in” stands for Tndia.).

The organization and location of the address of the organization is known as the domain name.
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3.5 Web Browser

A Web browser is a software program that allows you to view, navigate and interact with the World
Wide Web.

One of the most commonly used web browsers 15 Microsoft Internet Explorer Bhut there are several
others, inchuding those for the visually impaired. For eg: Google Chrome, Mozilla firefox, Opera , e1c.

Opening your Browser

Double-click on the Internet Explorer shortcut icon on your desktop, The program will launch and
a browser window will open.

Tor be able to navigate around the multitude of web siies available on the Wordd Wide Web, cach web
site has its own unique address, called a URL (Uniform Resource Locator).

Mozt web sites have links to help you view information and find your way around, or navigate. These
‘hyperlinks', may connect 1o related topics within a web site, or 1o different web sites.

A Text Link (hypertext) may appear as an underlined word or phrase, or be in & different colour to the
rest of the exl.

A Graphic Link may appear as a button, or some other image.

The World Wide Web is an ideal resource for finding information on any topic. There are two basic
tools you can usc to help you tind information, Search Engines and Search Directories.

3.6 Search Engines

A Scarch Engine consists of a vast index of web addresses, which is created and regularly updated by a
computer program known as a robot, spider or crawler,

When you enter a word (keyword) or phrase in the search bar, the search engine will look through its
database of web sites and provide you with a list of sites, or Thits’ that contain the keyword{s), together
with a brief summary of each site.

There are many different Search Engines available on the Web. Each has its own database, search
capabilities and methods of displaying resules.

Some popular Scarch Engines include:

Alta Vista www.altavista.com
Excite www.excile.com
Google www.google.com
Alltheweh www.alltheweb.com
Ixguick www.ixquick.com
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Saving useful web pages to vour compuler can offen be advaneageous, including being able to view
them later without having to be connected o the intemer.
You can save them either as complete web pages, or as text files as shown in the following Activities:

Saving a Web Page

You are now going to locate 8 Web page containing information about Computer Vinszes, then von
will save it
Open vour browser applieutinn-

Enter the URL of a Search Engine of vour choice into the address bar and press the Return
key.

key the following into 1ts Search bar:
COMMPULETS + VIFUSEs

From the results which vour Search Engine has found, browse through the links until you find
a suitable page that you would like 1o save.

With the page displayed, open your browser's File Menun and select Save As... to open the
Save Web Page dialogue box.

With the Save Web Page dialogue box now displayed, do the following:

*  Select Save in: w0 choose the Location, where you wish your file to be stored. = Kev in a File
Mame, or use the default, » Sefect Save as type: Web Page Complete (*.htm * html) » Click Save

Exit your Web Browser application. File Type Save as... options explained: Web Page, complete
(*.html) - Saves {iles separately. Vel Archive, single file (*.mht) - Combines all files. Web
Page, HTML (*.html) - Saves only the HTML. Text File (*.ixt) - Saves only the ext of the page.

When printing a web page, you can choose (o pnint 4 few lines; one or more pages: a single frame;
or even a list of inks from your selected page.

Printing o Web Page

In this Activity, you are going to prnt a hard copy' of a crossword from the Web site of The
Herald newpaper.
Open your browser application.

Enler www.theherald.co.uk into the address bar,

Or from the Logintolesrn site follow: Useful Links > Current Affairs > National Newspapers > The
Herald

On The Herald's home page. click on the link Crosswords.

On the pape which appears, click on the Printable link. (Note: The Toreractive’ altemative)

With the Crossword displayed on vour screen, Press the Print icon on the browser Toolbar.
When you are ready, close the site and exit your browser,

You can also use a Search Engine 1o search for pictures or images.
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Searching for Pictures using Google

In this Activity, you are going to search for pictures of Tajmahal and from the musical ‘Cats’. You will
receive fewer, but more accurate 'hits' by using a phrased search.

Open your browser application,

Enter www.google.com into the address bar.

Select the Images tab.

Enter the following phrase into the search bar and press Google Search.
"Tajmahal”

In the Resulis window, you ean click on an image to enlarge it and to display further
destmils.

Searching for Pictures using Google

Return 1o the Search Bar, Delete the previous entry and key in the following:
“cats" + musical

In the Results window, Click on an image 1o enlarge it and to obtan the image details

Now try conducting an image search of your own: a favourite football team;, musical: film
star or pop group perhaps - the choice is endless!

When you are ready, exit your browser.

Now that vou are familiar with using 2 Web Browser and searching for information, the following
Activities will introduce you to some of the other features made possible by the World Wide Web,

These include: Sending or receiving information by using On-line or [nteractive forms; On-line
Shopping and On-line Leaming.

3.7 On-line Forms: Rail Journey

A number of Web sites allow you 1o request or provide specific information by using on-line
interactive forms. To avoid standing and long queues Indian rmailways has  launched
WWW IRCTC.CO.IN website for reserving train tickets.

Registration/Sign-up process is quite simple and straight forward. Just follow the simple illustrated
instructions below. It only takes a few minutes for the complete procedure.

= Cio to www IRCTC co.in and click on the Signup link sported in the login page.

= Fill in the mandatory details such as your Residence Address, Phone Number, Country,
Personal details and choose your desired subscriptions and specials offers for mailing list. After
completing the IRCTC registration form as depicted in the image above, Hit the Submit button,
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=  you need to verly the authenticity of your e-mai] address, by clicking on the confirmation link
s2nl 0 your e-mail account inbox.

= After verificaion, yvou can login or sign in to your IRCTC account and po ahead with ticket
booking and reservation procedure.
. You have to IRCTC sign in to your account wsing vour Usemame and Password and the
following screen appears,
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You will be directed to the Plan my Travel page.

You have to enter the From station and To (Destination) station, the date of joumey,
Ticket type (E-Ticket or I-Ticket) and Quota Type-General reservation or Tatkal
reservation,

A new page will be displayed, where you need 1o enter the detzils of passengers such as
Name, Sex. Age, Berth preference.

You will be directed to the IRCTC payment Gateway, whene payment can be made. Once
the payment is done, the reservation ticket will be displayead.

You can check your ticket through Booking history in the IRCTC login page.

You can take a printout of the ticket to verify your reservation, Alternatively vou can
show the SMS message received on your mohile.
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3.8 Online Shopping using Flipkart
How to do a suceessful online purchase at Flipkart

Flipkart is one of India’s popular online shopping stores and it 15 commonly known as the
Amazon of India, the world's largest online shopping store. If you feel that doing a
successful onling purchase is a cumbersome process, then you are absolutely wrong. An
online purchase requires you to follow some simple steps to make it successful. So, here in
the following section of this article, 1 will walk you through the procedural steps to be
followed for making a successful online purchase at Flipkart.

Steps to follow for dolng an online purchase at Flipkart
The First set of steps involve Searching and adding items in your shopping cart

1) As usual, login to Flipkart.com.

2} On the top left hand side of the Flipkart page. you can see a sidebar of vanous
catepories. Select the category under which the item that you are going fo purchase
falls, For example, if you wamt to bhoy & Nikon camera, them select the
category Cameras and then the sub-category Nikon under Brands.

I M.—, y B2 5

. Banks "
Winhiles & Accemaia "
Campuinrs -
Camaim L
Games b Canssles "
Movlas & TV Shows -
ML =
Budio & MFY Players -

Pamanal & Henlth Care -

Heme & FRchen .
T & Wideo "
Maiin B Dlwies &
Waw o Fligdcar G0 .

1) Now, from the items list thus displayed. if you find the item which you want to buy
then click on that respective item. In case, if the item which you want to buy is not
displayed in the lis., use the Search box to type the exact name af the item and then
select the item you want to buy from the search list of items thus displayed.
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4)  You will noww have the item that vou want to purchase displaved on the Flipkan page.
Let's start buying.

5 MNow, click on the Orange button that says buy This Now,

Internet Security: A Jumpstart For Systems

Administrators And It Managers (Papeiback)
by Jugnita El=, Tim Spesed
Publishves: Cigial Press (May 2003)

PR - ¥ RE! 4013 | Shock
Crslvverad in 3-4 busine
rt: R 211 days.

ot Latals

HREE Home Delivery

BuyThis Now © m;ﬂﬁlﬂy

6)  Clicking on the Buy This Mow button displays a Shopping Cart window on your
sercens, The Cant displays the item you have ordered, the price of the item, the
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T Now, if you want to order more quantities of the same item, then under the Quantity
column in vour Cart, click on change and then enter the guantity you require in the
box and then click on Save.

In case, if you want to buy another itern along with the item you already added in
your Shopping cart, then click on the button that says Close and Continue
Shopping displayed at the botom-left of your shopping can  window,
After this, continue shopping as usual by searching for the itlem which you want o
add and then click on Buy This Now button displayed under that item. Sec the above
snapshot for details,

8. Now, you should see the second item added in your shopping carl
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Once vou have finished shopping, verify whether everything is correctly displayed inside

your shopping cart. If vou find it correct, then click on the Place Order button.

The second s¢t of steps involve selecting payment moede and placing order

1) Clicking on Place Owrder button will direct you o the Secure Payment page where
you are suppose o enier your E-mail Address, Shipping address where you want the
items to be delivered and the mode of payment.

2] Firstly, you should enter a vahid E-mail address. In case, if you have an account at
Flipkart, then select the checkbox that says1 have a Flipkart account and
password. Selecting the above checkbox will prompt you to enter your account
password. Enter the correct password, After entering your E-mail address and your
Flipkart account password, click on the Continue bution

flipkart__ swrovomen

1‘ Ermail Login ] 2 Shippang Adddress 3 ekt Sumimarny 4 Paymen! Diptions

¥our Email Address: | | o, naredoma
four order dedglls will be sent o s arnall sddresa

11 have a Fipkart Accoumt & password
Sign n o your Flipkar t account o checkout taster

Continue ﬂ

31 In the next step, enter your Shipping address. Ensure that yvou enter this address
correctly. After entering the address, click on the Save and Continue button.
After entering the address, click on the Save and Continue button.
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4) Now, the Order summary page will be displayed on your screens. Verify whether
everything is sccording to what you have ordered. In case, if you want o gifi wrap
this item (not applicable for all items you buy), then in the order summary page,
select the check box that says Gift wrap this order and then in the small window thus
opened, enter vour personal message for whom vou want to send this gift and then
click on Save. Once done, click on the Continwe button.
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NOTE: - if the orders you have placed does not amount to a minimum of Rs 206, then an
extra amount of Rs 30 will be charged as Shipment fess. For instance, if you order
amounts to Rs 180, then the total amount payable will be Rs 210, 8o, at any case, just
ensure that your order amounts to a minimum of Rs 200 so that vou can avoid the
shipment fees. Gift pack costs you Rs 30 extra.

5i  In the next step, you are supposed to select the mode of payment. Select the mode of
payment which you want. The modes of payment are displayed on the left sidebar of

- the Payment options page. For instance, select Cash-on-Delivery (not applicable if
Commiisionerate of Collagiate Education
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yiou have placed the order as a Gift) if you want o pay the cash on geffing vour ifem
delivered at your doorstep
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Once you finish selecting the mode of payment, you will be asked to enter a Capicha in
order to verify your order. Type the Captcha and click on the Place Order burton.

Fay using Cash-on-Delivary

Amount Payable on Delivery: Rs. S804

Cash-on-Delivery Drder Verification:

Fleass type e Characiers vou @8 N e image balow

Leftset b ape npd casasSErsl vE

Place Order 0O

This completes the placement of your order on the Flipkart shopping store.

The Third set of steps involve tracking your order and waiting for its arrival
1) Clicking on the Place Order bution will direct you o a page which confirms the

successful placement of your order. You will be provided with a tracking id and a
URL where you can use this tracking id to track your shipment on a daily basis. The
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tracking id will also be sent to the mail address vou specified while placing the order.

2) The time taken for the product to be defivered would have been clearly mentioned on
the respective item page while you placed the order. However, most of the products
will have a minimum delivery time between 2 to 4 days.

Since T am a regular buyer from Flipkart, [ would like to give you a blueprint of how
exactly the order will be delivered at your doorstep.

After placing your order successfully, the item will be first shipped to the Flipkart
Warehouse situated at Delhi. From Delhi, it will be shipped to the Flipkan branch
located near to your location and from there it will be shipped to your doorstep. Once
the item has reached to the Flipkart branch near your location, you will get & call from
the Customer care of Flipkart to confirm your order. After you confirm the order, the
itemn will be out for delivery. When the order is out for delivery, the Flipkart delivery
boy may contact you to find your exact address. Specify the address correctly and
have your product delivered successfully.

-

3.9 Using Electronic Mail (E-mail)

This section will introduce you to E-mail, one of the most widely used facilities of the Internet, and
guide you through composing. sending and receiving mail,

You will leam how 10 set-up your own e-mail account using the popular web-based e-mail provider
Yahoo. This will enable vou 0 use e-mail on any computer with Internet access.

Information will also be provided on Microsoft Outlook Express, which is widely used by those who
have access to a computer at home.

Electronic mail, or E-mail as it is more widely known, is a method of sending messages from one
computer to anather.

Ii has revolutionised communication in workplaces and homes throughout the world, ensbling
individuals, organisations and businesses to send messages o any recipient’s E-mail Address,

What are the advantages of e-mail?

» It's fast - Messages can be sent anywhere instantly.

= It's cheap - Transmission can cost nothing or very little.

* |t's simple - Easy to use, afier imitial set-up.

*  It’s efficient - Sending to a group can be done in one action.
* [i's versatile - Pictures or other files can be sent too.
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Are there any disadvantages?

The very convenience of e-mail can make it easy for unscrupulous businesses to send you unsolicited
messages (commonly known as “Spam'). It's the clectronic equivalent of the 'junk mail' you receive
through your lenerbox, except in this case it may also contain messages which arc offensive or
distasteful to some.

Spam is best avoided, by revealing your e-mail address only to carefully chosen recipients. And never
respond to any of it, as the unscrupulous businesses will just take it as confirmation that your e-mail
address is live’ and likely subject you 1o even more!

Virus Alert and Tips to Avoid Infection

Computer viruses are frequently and rapidly spread by wsers unwittingly opening infected e-mail
attachments. A malicious program may then send the rogue attachment to every address in your e-mail
program’s address book and so on.

Always be Vigilant

To avoid contamination do not open aitachments unless you are expecting them and they come from a
recognised sender. Always ensure you use anti-virus software that is updated on a regular basis to help
minimise the risk of contamination.

Web-based e-mail requires you to be connected to the Internet whilst managing your mail, as well as
for sending or receiving.

The advantages include: being free to set-up; and being able to access your emails from any computer
in the world that 15 connected to the Intemet - whether it's from a frend's house; an Internet Café; an
airport; hotel, or public library.

There are many web-hased e-mail providers including:

Yahoo www.yahoo.com
gMail www.mail.google.com
redift www, rediff.com
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Creating a GMAIL Account

Before you start your employment saarches you may want 1o load some free tools onto your computer.

Google
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Oo to Google and create a Gmail account, These accounts will really be helpful to you for your job or
career search.

They have great built in Spam protection.
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GMAIL Sign up Form

Click to Sign up for Gmail. You will need a secondary email 1o complete your application.
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Filling in the Gmail Registration Form
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You may have to keep choosing a username or email address until you find one that is available.

Choose your Gmail Password
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Computar Skills
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Choose a password, while watching the password strength to make sure your account stays secure,
Re-enter your password,
Choose a Security question. This is used in case you forget your passwaord and need it reset, Write
this down,

Put your Security question answer here, Write it down.

Here is where you put your secondary email. This is an email that Gmail can mail vour password

incase you forgot your password.

The completed Gmail Form

e
e T

This is the Gmail application form completed. You then click the "I accept. Create my account” bulion.

Welcome to Camadl
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After reviewing the screen and some of the valuable tools you receive with Gmail, you would then

click that you are ready.

Commissionerate of Collegiate Education -



The Greall Dashboard

Gl Caiwely Docameiy

Gmaail —,

P

= - -_IH-I“IE-IH.-
meemi, BSER

Bt Sl Ve Rl Uil Ureved | nseesd
L sl T el iw differwri. Hese's whidl §0u mesd m bmw. Losages D =9 o 4:51 p=

s

For now we are done with creating google account, Now you can easily sign in with your newly
created gmail account and password and can experience sending and receiving emails.

Sending mails:

1.  Click the Compose button on the left side of your Gmail page.
2. Type your recipient’s email address in the “To™ field.

o As you type @ recipient's address, Gmail will suggest addresses from your Contacts list
using auto-complete.

s Once you've entered a contact in the "To” field, hover over the contact’s name to see the
ernail address and other informarion associated with it. Double-click a contact’s name to edit
the email address or name.

o We suggest using the carbon copy feature when you'd like to include additional recipients
whose responses are welcome but not required. Display this field by clicking Ce. The blind
carbon copy field (click Bee to display) lets you hide recipients’ addresses and names from
one another,

3. Enter a subject for your message in the “Subject” field.

4. Write vour message! Just click in the large field below the subject line and type away.

5.  When you're done composing, click the Send button at the bottom of your compose window.
These are just the basics of composing mail, but there's a ot more you can do, like change the color of
your text, or add a signature. Learn more about composing mail.

Checking mails:

Mails received can be checked first by clicking on “inbox™ which is on left hand side and
then by clicking on the mail received.

- - Commbsionerate of Collegiate Education



e T

3.10 What are Social Media?

Just as the Internet has changed the way we buy music, organize vacations, and research school
projects, it has also affected how they interact socially. Through the use of social media, people can
exchange photos and videos, post their thoughts on blogs, and participate in discussions hosted by
online forums. Social media also allow individuals, companies, organizations, governments, and
parliamentanans to reach large numbers of people.

The term “social media” refers to the wide range of Internet-based and mobile services that allow users
to participate in onling exchanges, contribute user-crested content, or join online communities.

The kinds of Internet services commonly associated with social media include the following:

Blogs. Shert for “web log,” a blog is an online joumnal in which pages are usually displaved in
reverse chronological order. Blogs can be hosted for free an websites such as WordPress and
Blogger.

Wikis, A wiki is “a collective website where any participant is allowed to modify any page or
Create a new page using her Web browser.” One well-known example is Wikipedia, a free
online encyclopedia that makes use of wiki technology

Social bookmarking. Social bookmarking sites allow users to organize and share links to
websites. Examples include Delicious, Digg. and reddit.

Social network sites. These have been defined as “web-based services that allow individuals to
(1) construct a public or semi-public profile within a bounded system, (2) articulate a list of
other users with whom they share a connection, and (3) view and traverse their list of
connections and those made by others within the system.” Among the most popular are
Facebook, MySpace and Windows Live Spaces.

Status-update services. Also known as microblogging services, status-update services such as
Twiitter allow people to share short updates about themselves and to see updates shout others.
Virtual world content, These sites offer game-like virtual environments in which users interact,
One example is the imaginary world constructed in Second Life, in which users create avatars
(@ virtual representation of the user) that interact with others.

Medig-sharing sites. These sites allow users to post videos or photographs. Popular examples
include YouTube and Flickr,

These categories overlap 1o some degree. Twitter, for example, is a social network site as well as a
status-update service, Likewise, users of the social network sites Facebook and MySpace can share
photographs, and users of the media-sharing site Flickr can create lists of contacts.
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Few Sites of Social Media

There are several different online social networks, but for our purposes, we'll focus on the three that
tend to be used the most by leamning professionals—Facebook, Linkedin and Ning. Each of these
networks has ils own unique style, functionality and patterns of usage. You will also find that different
people are active in these different networks.

LinkedIn is primarily a professional network, designed to facilitate linkages between people who are
wanting to connect for work-related purposes. It is more “buttoned-down™ than Foacebook with & more
formal culture of relationships and connections. It is also the network of choice for most professionals.

Because Linkedln is designed for professional networking, there's a greater emphasis on building a
reputation and connecting to employment and business opportunities, LinkedIn Questions and Answers
is a way for people to ask questions and receive expert advice. Answers can be rated and people who
do this well can improve their Linkedin reputation. There are also employment listings and an ability 1o
receive recommendations from your connections that then become part of your profile. You can also
create and join groups.

Facebook was originally developed for college students to connect, so it has a more informal, social air
than vou find on LinkedIn, Now open to anyone, you will still find that Facebook is the preferred
network for Millenials who see the encroachment of Boomers and, to a lesser extent, Gen X into the
network as canse for some alarm.

Facebook combines the personal and the professional. Members can play games, join groups, share
photos, and send each other virtual “gifis.” This is the network where vou're most likely to see both
pictures of someone's weekend activities, as well as a link to their online portfolio or professional
website. Many companies are using Facebook as a recruitment wol for Gen Y, while college and
university professors are exploring it's use for their classes,

Ning is what's referred to as a “white label” network—anyone can use the Ning platform to create their
own social network related to a particular topic or area of interest. We are operating this class on the
Ning platform As o leaning professional, you will want to think of Ning in two ways. First, there are a
number of Ning networks related 1o various topics of interest to learning professionals that you could
join. In addition, because Ning allows you to create your own neiwork from scratch, you can also use il
to facilitate leaming events or activities. Therefore Ning offers opportunities for you to be both a
joinerfcollector and a creator.

One great advantage of Ning for learning is that it allows you set up your own private space that can
only be accessed by members, It also offers great functionality, including allowing members to wrile
blogs and engage in forum discussions.

A short message on owning your data

Open source gives you something extra though, and that is the ability to take the whole application,
source eode and all, and move it or even modify it. For instance, this website is on WordPress, an open
source blogging platform. If I am not satisfied with my host, | can take the whole application and set it
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up somewhere else. I cannot do that with Gmail or Skype or Ning. Therefore, 1 own my data and the
application that makes my data available 1o my readers. With almost 2,000 posts on this blog, these
data are becoming quite important to me as my knowledge base. The decision to use an 08 syslem as
well as an O8 databuse gives me a certain amount of flexibility, evidenced by my switch from Drupal
to WordPress. My only costs were labour. | could not have taken my data out of a proprietary system
(like Ning) as easily.

Common Features of Social Networks

The ability to create a Profile page—this is your main “home™ on the network. Different networks offer

varving abilitics to personalize your page in terms of look and feel. They may also differ in terms of the
types of information you would include, such as name, location, education, etc. Facebook, for example,
asks for your relationship status (because it's more “social™), while on Linkedin, which is primarily for
professional use, does not,

A way to find and link to “friends™ or connections—The purpose of a network is connections. o
facilitating & members” ability to find and connect to other people is important. Each network offers
ifferent types of search capabilities and once you've located a potential friend, vou must send an
“invitation™ to invite them into your personal network.

Privacy Controls—In most networks, your ability to access more detailed information about a person is
based on their status as one of your connections; “friends” can see much moere information than those
who are not your “friends.” You can control who is actually in vour personal network by effectively
managing who you invite into your network and whose invitations you accepl.

The ability 1o send public and private messages—In Ning and Facebook, you can communicate with
your connections either by seading a private message or “writing on their wall.” On Linkedln. vou
communicate via person-to-person messages. Ning also provides Forums where members can interact
with one another on specific topics {you’re reading this in one of the Ning forums).

Ability to share various digital objects and information-Both Ning and Facebook allow members 1o
share various online items, including photos, videos and RSS feeds. LinkedIn offers some ability o
share links, although it’s multimedia capacities are nothing like what you find on Facebook or Ning.
Creating a blog might seem like a daunting task, and you might not know where to begin, Truth be
told, it's very easy to create a blog (for free), and you can do it in under an hour by following these four
simple steps. What are you waiting for? Join the blogosphere today!
Here's How:

I. Step 1: Choose a free blogging software.

Read these articles from Aboutcom Web Logs to help you choose the best blogging software
for vou:
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2. Step 2: Register for an account and create your blog

These articles from About.com Web Logs provide step-by-step instructions to help you start a
blog with either of the two most popular free blogging softwares - Blogger.com and
Wordpress.com.

3, Step 3: Select Your Domain, Theme and Other Options.

During the registration process for your new blog account, you'll need to choose a domain name
and blog theme. You also might want to take a few minutes before you actually start blogging
to customize some of the other preferences for your blog that your blogging software allows
you to modify such as the author name, comment moderation process, and so on. However,
you're not required to do any customization before you start publishing blog posts.

4. Step 4: Start blogging.
Once you've completed steps 1-3, you're ready o join the blogosphere and start publishing
content on your blog, There are many more ways you can customize your blog with plug-ins,

feeds, blogrolls, and more, but these four easy steps are all you need to follow in order to start a
simple blog.

3.11 What is Skype?

Skype is for Calling, seeing, messaging and sharing with others — wherever they are.

Slkype is for doing things together, whenever you're apart. Skype’s text, voice and video make it simple
to share experiences with the people that matter to you, wherever they are.

With Skype, you can share a story, celebrate a birthday, learn a language, hold a meeting, work with
colleagues — just about anything you need to do together every day. You can use Skype on whatever
works best for you - on your phone or computer or a TV with Skype on it. It is free to stant using Skype
- to speak, see and instant message other people on Skype for example. You can even try out group
video, with the latest version of Skype.

If vou pay a little, you can do more things, in more ways, with more people — like call phones, access
WiFi or send texts. You can pay a5 you go or buy a subseription, whatever works for you And in the
world of business, this means you can bring your entire ecosystem of workers, partners and customers
together o get things done, Try Skype out today and start adding your friends, family and colleagues.
They won't be hard to find; hundreds of millions of people are already using Skype 1o do all sors of
things together.
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What vou'll need to get staried

A webcam so you can let people see you {optional for bad hair days),

An internet connection.

A computer or mobile device with a microphone and speakers or 1 hesdset attached,

Getting started with Skype

All you need to do for stamting skype is download Skype o your computer and sign in with
your Microsofl accouni.

When you sign in. you can add vour friends as contacts. then call, video call and instant messare with
them, wherever you are,

This guide will show you how to download and install Skype, and sign in for the first time.

Downloading the latest version of Skype for Windows desktop
It’s easy to download the latest version of Skype for Windows desktop:

1 (30 1o the Skype website and select Get Skype for Windows deskeop.

Save the Skype instailation file and then open it to install Skype on your computer

3 Select your language, read the Skype Terms of Use and the Skype Privacy Policy, then
click I agree
next
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4 Read the Microsoft Services Agreement and Privacy Policy, then selectContinue.
If you don't w ing to be set as your internet search engine, uncheck theMake Bing
my Search en % before you click Continue.
If you have an antivirus software on your computer, it may ask you 1o give Skype

permission to go ahead with the installation. Don't worry, it only happens once - jost
click Yes o proceed.
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5 Your Skype installation starts. When it is complete, Skype opens and the sign-in
screen is displayed.
Cr e
i E e
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Signing in to Skype for the first time

To begin using Skype, you need to sign in first. You can sign in with your:
= 3kype Name - if you already have a Skype account

. Microsoft account

. Facebook account

No matter which of the three options you choose, you'll be able to use all the great Skype features such
as free Skype-to-Skype calls, chatting with your friends and more.

Now you're ready 1o add your first Skype contact!
Get online at over two million public hotspots worldwide with Skype Wi,

And that's just the start — discover other great features and do even more,

3.12 Google Drives

Get started with Google Drive for free and have all your files within reach from any smartphone, tablet,
or computer. All your files in Drive - like your videos, photos, and documents — are backed up safely
50 you can’l lose them. Easily invite others 1o view, edit, or leave comments on any of your files or
folders,

With Drive, you can:

*  View documents, FDFs, photos, videos, and more

*  Search for files by name and content

. Easily share files and folders with others

*  Setliles or folders so anyone with a link can view, cormment. or edit
¥ Quickly sccess recent files

*  Bee file details and activity

. Enable viewing of liles offline

Overview of Google Docs, Sheets, and Slides
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3.13 What are Google Docs, Sheets and Slides?

Google Docs, Sheets, and Slides are productivity apps that let you create different kinds of online
documents. work on them in real time with other people, and store them in your Google Drive online
__ all for free. You can access the documents, spreadsheets, and presemtations you creaic from any
computer, anywhere in the world. (There’s even some work you can do without an Intemnet
connection!) This guide will give you a quick overview of the many things that you can do with Google
Dacs, Sheets, and Slides.

Gaoogle Docs

Google Docs is an online word processor that lets you creaie and format text documents and
callghorate with other people in real time. Here's what you can do with Google Docs:

« Upload s Word document and convert it to a Google document

«  Add Malr and formatting to your documents by adjusting marging, spacing, fonts, and colors — ull that
fun suff

s« Invite other people to collaborate on a document with you, giving them edil, comment of view access

«  Collasharate online in real time and chat with other collaborators — right from inside the document

View your document's revision history and roll back to any previous version

Download a Google document to your desktop as a Word, OpenDiffice. RTF, PDF, HTML or zip file

Translate & document 1o a different language

Email your decuments to other people as attachments

Google Sheets
Google Sheets is an online spreadsheet app that lets you create and format spreadsheets and
simultaneously work with other people. Here's what you can do with Google Sheets:

+ Import and convert Excel, csv, xt and .ods formatted data to a Google spreadsheet

« Export Excel, csv, txt and ods formatted data, as well as PDF and HTML files

«  Use formula editing to perform calculations on your data, and use formatting make it look the

way vou'd like

+ Chat in real time with others who are editing your spreadsheet

» Create charts with your data

« Embed a spreadshest — or individual sheets of your spreadshect — on your blog or website

Google Slides

Google Slides is an online presentations app that allows you to show off your work in a visual way.
Here's what you can do with Google Slides:

s Create and edit presentations

« Edit a presentation with friends or cowarkers, and share it with others effortlessly

e Import .ppts and .pps files and convent them to Google presentations

» Download your presentations as a pdf, ppt. svg, Jpg. or .txt file

= [Insert images and videos into your presentation

« Publish and emhed your presentations in a website

- Commissionerate of Collegiate Edutation
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Using Printer and Scanner

4.1 Scanners

A scanner is an electronic device that scans printed or handwritten text documents, images, of a
particular object o convert them into a digital file format. The common types of scanners we see today
are flathed scanners, handheld scanners, sheetfed scanners, etc.

T,

i

Flathed Scanners

Flatbed scanners look like miniature printers with a fip-up cover protecting the glass platen
Depending on its size, a flatbed scanner can fit standard or legal-sized documents, and the flexihle
cover allows you to scan large items such as books. These scanners are great for scanning the
occasional newspaper article, book chapter, or photograph; or for those who may need 1o scan or bulky
items such as the cover of a DV, Flatbed scanners are often built into multifunction printers (MFPs).
You can find a decent Matbed scanner for $100 or less.

Pholo Scanners

Scanning documents doesn’t require high resolution or color depth; but scanning photos does. Many
all-purpose scanners can also scan photos, meaning that you don’t need a separate device to handle
your photographs. But if you need a scanner primarily to digitize film negatives or slides, a photo
scanner is a better deal (even if it is considerably more expensive than an all-purpose scanner). Photo
scanners include specialized technology so that they can deal with slides and negatives; they also have
built-in software to clean up old photos.

Sheetfed Scanners

Sheetfed scanners are smaller than flathed scanners; as the name implies, you feed a document or photo
into the scanner rather than place it on top. You'll win back some of that desktop space with & sheetfed
scanmer bul you may sacrifice some resolution in the process. If you're only scanning documents,
however, it may be a worthwhile trade. especially if you've got a lot of them since you can feed them
in bunches. With a flatbed scanner. you'll have (o scan one page at a time .
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Portable Scanners

Portable scanners are small enough to bring on the road. In fact, some are small encugh o put in your
pocket; pen scanners are just a bit bigger than fountain pens and can scan the text of a document line by
line, Some are as wide as a page and roll casily down the page. They're not going to give high-
resolution scans and so aren't good for scanning photographs or other applications where you need a
high-quality result. Since they're not cheaper than fatbed scanners, they're probably oaly useful if you
are a student, a researcher, or & spy

Scan a picture

Using Windows Photo Gallery, you can scan, edit, and organize pictures. The scanned pictures are
automatically stored in your Pictures folder, just like pictures that you might import from a camers

You can alse use Windows Fax and Scan to scan documents and pictures, and 1o fax or e-mail scanned
documents. For more information sbout using Windows Fax and Scan, which is only available on some
versions of Windows, see Help and Support. To see how to scan and manage a picture by using another
program, check the Help for that program.

To scan a picture using Windows Photo Gallery

Before you begin, make sure that you've installed your scanner on the computer and that the scanner is
turned on.

|. Open Windows Photo Gallery by clicking the Start button @, clicking All Programs, and then

clicking Windows Photo Gallery.

Click File, and then click Import from Camera or Scanner.

3. In the Import Pictures and Videos window, click the scanner that you want to use, and then
click Import.

4. In the New Scan dialog box, click the Profile list, and then click Photo. The default settings for
scanning a picture are automatically displayed.

5. If you're using a scanner with a document feeder, click the Paper size list, and then click thes
size of the picture that you've placed on the scanner or click the size that most closely maiches
the picture.

6. Click the Color format lise, and then ¢lick the color format that you want the scanned file to
display.

7. Click the File type list, and then click the file type that you want 10 use (0 save the scanned file.

8. Click the Resolution (DPT) list, and then click the resolution, in dots per inch, that you want to
use.

9. Adjust the brightness and contrast settings or type the values that you want to use.

1), To see how the picture will appear when it is scanned, click Preview. If needed, modify the scan
setlings, and then preview the picture again. Repeat these steps until you're satisfied with the
preview results. Some scanners might require you to place the picture in the document feeder
each time that you scan.

B-d
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1. Click Scan. When the scan is complete, Windows Photo Gallery prompts you to tag the picture
50 that it's easier to orgamze or find later,

12. In the Tag these pictures (optional) list, type a tag name. and then click Tmport. Windows Photo
Gallery displays the picture so you can view, fix, or organize il

Sean photos far e-mail and Web
Photos viewed only on a computer screen will look fine when scanned at lower resolutions

Your pictures are meant to be shared, And scanning let's you share any photo easily. To ensure that
your photo 15 easy to view in e-mail (and doesn't take forever to download), follow these guidefines:

« Choose a lower ppi (scanning resolution of 75 or 100 ppi) for images that vou'll send via e-
mail or post online.
« JPEGs are just fine for images you'll share via e-mail or online.

How to scan photos te e-mail

If you press the Scan button and ihe HP scanning sofoware doesn't open on vour computer, make sure
vou have installed the sofiware.
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Most HP All-in-Ones and scanners, like the HP Scanjet G4050 Photo Scanner, allow you 1o scan your
photos directly to ¢-mail in a few short sieps:
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1. Place the original face down on the scanner glass.

Press the Scan button on your scanner, The HP scanning software will automatically open on
YOUT CONMpUer.

3. In the Scanning from... window that appears, select Picture to E-mail. Then click Scan.

4. o the next window, enter a destination e-mail address, subject, and message. Click OK.

b=

That's it! An e-mail with the attached scanned photo has been sent.

4.2 What is a Printer?

A printer is an electromechanical device which converis the text and graphical documents from
electronic form to the physical form. Generally they are the external peripheral devices which are
connected with the computers or laptops through a cable or wirelessly to receive nput data and print
them on the papers. A wide range of prinicrs are available with a variety of features ranging from
printing black and white text documents to high quality colored graphic images,

Quality of printers i identified by its features like color quality. speed of printing, resolution etc.
Modern printers come with multipurpose functions ie. they arc combination of printer, scanner,
photocopier, fax, etc. To serve different needs there are variety of printers available that works on
different types of lechnologies.

Types of Printers

Since the invention of the printing technology. a variety of technologies have been employed in
computer printers. Broadly printers are categorized as impact and non impact printers. Impact printers
are the type of printers in which a key sirikes the paper 1o make a leiter, The examples of Impact
printers are Daisy wheel and Dot matrix printers. While non-impact priniers do not operate by sinking
a head against a ribbon. Inkjet printers and laser printers are the non-impact printers. The most popular
printers are described.
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2. Dot Matrix Printers

It is a popular computer printer that prints text and graphics on the paper by using tiny dots to form the
desired shapes. It uses sn armay of metal pins known as printhead to strike an inked printer nhbon amd
produce dots on the paper. These combinations of dots form the desired shape on the paper. Generally
they print with a speed of 50 to 500 characters per second as per the quality of the printing is desired.
The quality of print is determined by the number of pins used (varying from 9 to 24,

The key component in the dot matrix printer is the ‘printhead’ which is about one inch long and
contains 4 number of tiny pins aligned in a column varying from 9 o 24. The printhead is driven by
several hammers which force each pin to make contact with the paper at the certain time. These
bammers are pulled by small clectromagnet ( also called solenoids) which is energized at a specific time
depending on the character to be printed. The timings of the signals sent to the solenoids are
programmed in the printer for each character.

Printhead of Nine Pin Printer

The printer receives the data from the computer and translates it to idemify which character is to be
prnied and the print head runs back and forth, or in an up and down motion, on the page and prints the
dots on the paper.

3. Inkjet printers

Inkjet printers are most popular printers for home and small scale offices as they have a reasonable cost
and a good quality of printing as well. A typical inkjet printer can print with a resolution of maore than
300 dpi and some good quality inkjet printers are able to produce full colored hard copies at 600 dpi.
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An inkjet printer is maie of the following parts:

Printhead — It is the heart of the printer which holds a series a nozzles which sprays the ink drops
over the paper,

Ink cartridge — It is the pan that contains the ink for printing. Generally monochrome (black &
white) printers contain a black colored ink cantnidges and a color printer contains two cartridges —

ane with hlack ink and other with primary colors (cyun, magenta and yellow).

W

Similar to other printers, inkjet printers have a “printhead’ as a key element. The printhead has

many tiny nozzles also called as jets. When the printer receives the command o print

something, the printhead starts spraying ink over the paper to form the characiers and images.

4. Laser Printers
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Laser printers are the most popular printers that are mainly used for large scale qualitative printing.
They are among the most popularly nsed fastest printers available in the market, A laser printer uses a
slight different approach for printing, It does not use ink like inkjet printers, instesd it uses a very fine
powder known as "Toner”. Componetns of a laser pnnter is shown in the following image:
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Monochrome vis Color Printers

Color printers work on the same concept of monochrome printers. They use four color toners (ink
cartridges in case of inkjet printers) instead of one black colored toner in the black and white printers.
Typically the colors are ~Cyan, Magenta, Yellow and Black that sre used to print in full color. There
are four different drums and each drum is associsted with the separate color toner. When printer
receives the printing data, the paper is charged correspoading 1o the different color drums. The paper
passes through each drum and the corresponding color tomer particles gets stuck on the paper. As the
paper passes through all four drums, the desired colored shape gets printed on the paper. Since the
paper passes through four drums, color printers are four times slower than the monochrome printers
and several imes expensive.
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4.3 Use Picture Manager

Microsoft Picture Manager is installed with all Office Suites and can be used on individual images.

Start Picture Manager from the Start menu

Use the following instructions to start Picture Manager,

i
2
3
4

. From the Start menu, sclect All Programs.

. Click 1w open the Microsoft Office folder,

. Chick 1o open the Microsoft Office Tools folder,
. Click Microsaft Office Picture Manager,

Start Picture Manager from an image

Use the following instructions to start Picture Manager from an image on your computer,

1
2.

3

. Om your computer, locate the picture you want to work with,
Right-click the picture.
. From the menu, select Open With, then click Microsoft (MTice Picture Manager.

Edit your pictures

By using the Edit and Pieture menues, you can change how your pictures look by adjusting the
following settings. You can use Microsoft Office Picture Manager to make comections to your pictures

such

as fixing brightness, color, or removing red eyes. To save time, select all the pictures you want Lo

cormrect 3t one time, then use Auto Correct or one of the individoal picture editing tools,

The editing tools available in Picture Manager include:

Brightness and contrast Allows you to adjust the differcnce between light and dark tones.
¥ ou can use this feature to correct pictures that appear too light or too dark.
Color Allows vou o adjust the hue and saturation. You can use this feature [0 COrmect pictures
with colors that are tinted or dull.
Crop Allows you 1o crop out unwanted paris of a picture, You can use this festure o correct
pictures that contain distracting elements.
Rotate and Flip  Allows you 1o rodate pictures or flip them on the current axis of the picture.
You can use this leature o comrect pictures that you have taken sideways for a porirait
orientation.
Red eve removal  Allows vou to remove the red from your picture subjects’ eyes caused by
the camera’s flash. You can use this feature to correct red eyes wherever they appear.
Resize Allows you to change the dimensions of a picture, You can use this feature to enlarge
a picture for printing or reduce it to send in e-mail messages or share on the Internet.

When you have finished editing, you can save the changes, Click Save to save your changes, or use

Save As to create a new image, while keeping the original.
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Resize And Crop Image With Microsoft Office Picture Manager

To start editing the image. right-click on any photo and select Open With, from the list select
Wludm Office Picture Manager. il it is not given in the list, ¢lick on Choose Default Program.
Now click on Other Programs(see screenshot) and you will find it there.
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Once you have opened the image with Microsoft Office Picture Manager, click on Edit Pictures (see
screenshaot ).

Now you will see Edit Pictures twolbox on the right side, now under Edit using these tools, click on
Crop, and you will find multiple options to crop the phoio(check screenshot).
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After you have done cropping click OK and click Back te Edit Pictures, now under Change Picture
Size click on Resize. Here you will find various options to resize the image, there are list of predefined

sizes, you can custom set them too and lastly you can resize on the basis of percentage of original
sz,

T T

Ll e

After you are done click OK. Now you can save this new edited photo by clicking CTRL+S or by
going to File = Save. That's it. Enjoy!

Microsoft Piclure Manager

Microsoll Piciere Manager

Micrasoft Office Picture Manager allows you 1o easily manage and edit pictures and supports the
following file types: jpe. jpeg. gif, bmp, tif, Gff, wmf and emf. You can use Picture Manager to adjust
the brightness and contrast of an image, change the colour. crop. rotate and flip, resize and compress
the image,
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To launch Microsoft Office Picture Manager:

= Click on Stant | Programs | Microsoft Office | Microsoft Office Tools | Microsoft Office Picture
Manager 1o display the Picture Manager Interface.

Editing an Image

Images may be edited in a number of ways. To edit an image;
1. Select the image you wish 1o edit.
2. Select the Single Picture View.

3. Click on Edit Fictures in the Getting Started task pane or click on the Edit Pictures button on

the Formatting toolbar 1o display
Brighiness and Contrast
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The colours and brightness of an image may be changed. To adjust brightness and colour:

Lad | ==
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Select the image vou wish to edit.

Select the Single Picture View,

Click on Brightness and Contrast in the Edit Pictures task pane or select Picture |
Brightness and Contrast to display the Brightness and Contract sk pane.

Click on More for more options,

. Click on the Auto Brightness button (o amtomatically correct the brightness levels, or adjust the
various settings manually,

When changes have been made to an image. they can either be saved by selecting File | Save or
discarded by selecting Edit | Discard Changes

Colour

The colour of an image may be changed.
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To change the codour:
1. Select the image you wish to edit.
Select the Single Picture View.
Click on Color in the Edit Pictures task pane or sclect Picture | Color to display the Color task
ane.
4 Eli-;:}: on the Enhance Color button and then click on something white within the picusre 1w
automatically comect the colour balance, or adjust the settings manually.

b

When changes have been made to an image they can either be saved by, selecting File | Save or
discarded by selecting Edit | Diseard C hanges.

Cropping an Image
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- E «= Images may be cropped to discard unwanted areas.
To crop an image:

1. Select the image you wish 10 edit.

2. Seclect the Single Picture View,

3. Click on Crop in the Edit Pictures task pane or select Picture | Crop to display the Crop sk
pane.

4. Set the required Aspect Ratio if you want the ratio between height and width to be maintaned,
otherwisz set it to None.

5. Either enter the appropriate amount of pixels you wish to crop the picture 1o or drag the bars on
the picture to the appropriate places.

6. Click on OK. The cropped version of the picture is now displayed.

When changes have been made to an image, they can either be saved by selecting File | Save or
discarded by selecting Edit | Discard C hanges.
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Rotate and Flip
Images may be rotated nght. left or by a degree and flipped horizontally and vertically,
To rotaiefflip an image:

Select the image you wish 1o edit,

Select the Single Picture View.

Click on Rotate and Flip in the Edit Pictures task panc or sclect Picture | Rotate and Flip o
dhsplay the Rotate and Flip task pane.

4. Make the required changes.

w1

When changes have been made 10 an image, they can either be saved by selecting Fike | Save or
discarded by selecting Edit | Discard Changes.

Red Eye Removal

Red Eye Icon -

The red eye removal tool eliminates the red eye problem some
peaple experience when gerting film developed. The red eye problem is cansed by light from the flash
reflecting off the retina in the eves.

1. Select a picture.

2. o to the Picture menu and choose Red Eve Removal.

3. Crosshairs will appear as your cursor, Use the crosshairs to place a red eve icon inside the
affected arca.

4. Select OK

Figure to the left 15 a before and sfter example of the power of this software As you can see. Picture
Manager makes the photo look significantly better,

Resizing an Image

There are three ways in which you can resize an image. You can either use the predefined settings,
manually enter a height and width or

enter a percentage of the onginal height and width.

To resize an mage:

1. Select the image vou wish to edit.
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2. Sebect the Single Picture View.

1. Click on Resize in the Edit Pictures task pane or select Picture | Re size to display the Resize
task pane.

4. Adjust the size of the image as required.

5. Click on OK.

When changes have been made o an image, they can either be saved by selecting File | Save or
discarded by selecting Edit | Discard C hanges.

Compressing an Image
Compressing an image is beneficial when you wish to make an image size smaller, so that it may be
may be used in a web site or sent in an email.

To compress an image:

. Select the image you wish o edit

7. Select the Single Picture View.

Click on Compress Pictures in the Edit Pictures task pane or select Picture | C ompress
Pictures to display Compress Pictures task pane.

Select the required compression option,

Click on OK.

o

o

When chunges have been made to an image, they can either be saved by selecting File | Save or
discarded by selecting Edit | Discard C hanges.

Saving an Image

-
-
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T | =it is good practice (o preserve the original image and save the

edited image with a different file name.
To save an image:

Click on File | Save As to display the Save As dialog box.

In the File name box, enter a new meaningful name for the image. Images for the Web should
not have any spaces in the file name,

3. Click on the Save button, The Save As dialog box is closed and image is saved.

Ed
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MS-WORD

ASSIGNMENT -1
(untur-,
05-00-2014,
Tao
The Principal,
Coove, College for Women,
GUNTLR.

Respected Madam,

As | have completed my three year degree course in this college, [ request you madam to please
1ssue my T.C and Study Certificate.

Thanking you,

Yours faithfully,
G, Harika,
I B.Sc, M.P.Computers.
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ASSIGNMENT -2

Preserve EPS Colors prints the Original EPS colors even if you have modified them in Pagemaker.

To Print the original EPS Colors:

. Chonse File Print and then click color,

]

Select preserve EPS Color.
3. Click PrinL
Te Restore a script that has been removed from the Scripts palette:

&. Choose Restore Script form the Scrnipts palette menu.
B. From the list removed scripts. select a script and click the Restore button,

To import tagged text:

% Choose File=Place

% Computers

ASSIGNMENT -3

Nitro PDF

Nitro PDF Professional provides yvou with an easy way
to convert your paper documents to digital form for [
easier storage and sccess, Depending on the ype of

scanner you have, you will be able to convert pages one
at a time, or do whole collections of pages in the one
process. IT you need po, you can also merge documents
as you go 1o create the one complete PDF document.
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ASSIGNMENT -4

Internet Skills

A computer network, or simply a network,
15 & collection of computers and other hardware
components interconnected by communication
channels that allow sharing of resources and
information.'!! Where st least one process in
one device is able 10 sendireceive data to/from
at least one process residing in a remote deviee,
then the two devices are said to be in a network.
Simply, more than one computer interconngciad
through @& communication medium  for
information interchange is called a computer
network,

Metworks may be classified according to a wide
variety of characteristics, such as the medium

LAMN - Local Area Meiwork

A LAN oconnecis nelwork devices over a
relatively short distance, A networked office
building, school, or home wsually coatains a
single LAN, though sometimes one building
will contain a few small LANs (perhaps one per
mvm ), and occasionally a LAN will span a
groap of nearby buoildings. In  TCPRIP
networking, a LAN is often but not always
implemented as a gingle IP subnet.

In addition w operating in & limited space,
LANSs are also typically owned. controlled, and
managed by a single person or organization.
They also tend to use certain connectivity
technologies, primanly Ethernet and Token

used to transport the data, communications Ring,
profocol  wsed,  scale, topology,  and
organizational scope,
ASSIGNMENT -5
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ASSIGNMENT -6

(X +¥) ‘=xt4+ 3': +2xy:l: + mp + 2lmn.

COMPUTERS

COMPUTERS

COMPUTERS

ASSIGNMENT-7

ASSIGNMENT -8

On-line Forms: Rail Journey

A number of Web sites allow you to request or provide specific information by using on-line
interactive forms, These forms usually include a series of blank boxes, known as "fields' into which you

type information. Often there can be buttons and check boxes 1o enable you 1o
make selections. Once the form is complete you press a Submit button for
vour information 1o be sent. In this e @ Activity, imagine that you wish to travel
by rail to London tomorrow morning, leaving from Glasgow at around
10.00am and retarning a week later e leaving London around  2.00pm.
Shopping on the Intemet is a bit like having a huge mail order catalogue with an

overwhelming amount of goods that can be purchased online
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ASSIGNMENT-9

MS.0UT LOOK

MS.YWORD

M.S.EXCEL MS.POWERPOINT

ASSIGNMENT -10

A AR REEEE N RN RN R R R N N NN A NN
. | Software Engineering Growth Models - _ /
.‘."’ “é‘.l.:-f

e e
/ Author /

Ch. Sireesha

Uncer the esteemed guidance of
Dr. K. Kiran Kumar

Department of Computer Science
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ASSIGNMENT -11

Following is the list of schools with total number of Students, number of Swudents failed in any
subject and average of students passed.

L. Santhi Nikethan B7 449 72.4
2. Vigwa Santhi Rezidential School i (1 463
3. Oxford [IT School 73 143 93
4, Sri Satya Sai Vidya Vihar 386 3R6 100
3 Maodem Public School 111 110 150
f. Kenrick English Medium School 137 Ul 87.5
7 Sri Chaitanya Techno School 57 37 754
MNarayana English Medium School 238 157 By
0, Bhashyvam Public School 129 101 89,1
10, S Venkmeswara Bala Kuteer 138 145 110
ASSIGNMENT-12

1| Ram 77 | 9% g2 | 54 31K
| 2 | Krishna 87 95 | 68 47 297
~ 3 | Rawi | oy 8BS | 74 52 309
4 | Aruna L o | 5 2= 308

5 | Mary L 1 §5 | B 95 354

fa Anand : B3 | 58 74 286

Lakshmi 78 | 85 &S 75 333 |

|8 |Raju 6 55 77| =2 250
9 [Ajay 86 95 42 2| 308
10| Santhi_ 75 | 95 82 75 | 321
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MS-EXCEL
ASSIGNMENT-13
Govt. Degree College for Women
TIME TABLE
' Day 10-11 112 1241 2.3 34 |45
Monday Maths Computers | Physics Computers
i Tuesday Maths | Statistics | Computers | Maths
] | = =
Wednesday Maths Computers | Statistics | 2 Maths
e - - —
Thursday | Science & | Physics | Computers | =2 Computers
Technology
Friday Computers Maths Statistics Stansbics
Saturday Statistics Maths | Computers Statistics |
ASSIGNMENT-14
Enter the Following data in the spread sheet
SLNo. Ice Cream Flavour Sales on Fone-1 Sales on Zone-2

I Yannela , 2000 | 30N}

> | Butter Scotch L 4000 | 6300

3 Straw Berry | L B0 e L

Commisionerate of Cnﬂ-rﬁ.lteﬂhnﬁqn
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ASSIGNMENT -15
Create the following spread sheet by using formulae for calculating total and result.

| SLNo. | Name | Telugu | English | Maths | Science | Total | Resolt
1 Ram 7 99 33 | 54 318 Pass
2 |Krishna | 87 95 68 47 297 | Pass
3 | Ravi o8 31 74 52 309 Fail
4 Arina Of &5 75 52 308 Pass
5 | Mary 99 B3 75 28 354 Fail
ASSIGNMENT 16
Number Sqri. Number | Round Ceil | Floor
56.3 7503332503 | 56 57 | 56
82 | 6.942621983 43 49 43
78.2 8.843076388 78 79 78
88,9 9. 428679653 | ® g | s
25.7 5.069516742 2% %6 | 25 |
£9.5 §.336666 70 0 | e |

ASSIGNMENT-17

Create Bar Graph for the following data,

. 5LNo, Iee Cream Flavour Sales on Zone-| Sales on Zone-2
1 | Vannela 2000 3200
2 | Butter Scotch 400K | 6300
3 Straw Barry _ | BN ity e 2900

- Commissionerate of Collegiate Education
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BAR-GRAPH

7000
G000 |
5000
4000 -
| 3000

{ 2000

Yannela Butter Scolch Straw Berry

ASSIGNMENT 18

Create a Pie chart for the following data

Popalation

Children below 10 years

Children between 10 vears o 1B years
Adults between 18 evars & 40 Years
Adults between 40 years to 60 years

Sr Citzen between 60 years & 70 Yeurs
&r Citizen between 70 years & above

%
0
12
28
25
18

3

W Sales on Zome-1

| Sakey on Jome-2

Commissionerale of Collegiate Education
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PIE CHART | 7°

B Chilcren béldwr 10 wears

8 Children between 10 [
years to 18 yoars

B Aduits between 18 evars
B AD Years

m Adults between 40 yoars
Lo B0 years

¥ Sr Clinen betwean B0
wirars & 70 Yeodrs

® 51 Citwen between 70
wegrs B above

ASSIGNMENT-19

Create the following spreadshest

 S\No. | Empid | Ename [ Age [ Gender |  City | Salary
' ! 1025 | Bhuvan 25 M Vijayawada SCLN
| 2 1026 | Bhavana 26 F Clumntur SE.000
k) 1027 | Saritha 32 F | Guntur 42 000
e I 1028 .t_"-.us]:unilh-u_. : 24 F Guntur 28,000
3 1029 | Rani 40 M Vijayawada | 60,000
b 1030 | Shankar | 26 M Guntur 50,000
T | 1031 | Damel 27 1% | K urniool B0, 000
% | 1032 | Sweth 2% | F Vizag 25,000 |

- Commissivnerate of Colleginte Education
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L. Display the details of employees who are staying at Vijayawada using ffliers.

| SLNo.  Empid Ename Age | Gender City Salary
! ] 1025 | Bhuvan 25 M Vijayawada | 50,000
BE 1029 | Rani 30 M Vijayawada | 60,000

2. Display the details of all Female employees staying at Guntur

| SLNo. | Empid Ename Age Gender | Cily Salary
2 026 | Bhavana 26 F Guntur 58,000
3 1027 | Sartha 32 F Guntur 42,000
4 1028 | Soshmitha 24 F Guntur 28,000

3. Display the details of all employees in Ascending order based on Employee

nmam

| SLNo. | Empid Ename | Age  Gender |  City | Salary
2 1026 | Bhavana 26 F Guntur 58,000
1 1025 | Bhuvan 25 M Vijayawada | 50,000
7| 1031 | Danicl 27 M Kumool | 60,000
5 | 1029 |Rani 40 M Vijayawada | 60,000
3 1027 | Saritha 32 _F Guntur 2,000
6 1030 | Shankar 26 M | Guntur 59 000
4 1028 | Sushmitha 24 F | Guatur 28,000 |
8 1032 | Swetha | 28 F | Vizag 25,000

Commissionerate of Collegiate Education -



ASSIGNMENT-10

Create the following spread sheet using autofill

DA os | HRA
of Basie (12% of
Pay) Basic Gross Salary (Basic

| SLNo. Ename Basic Pay = Pay) Pay+ DA+HRA)
| 100 Ramu Bao 100, (W) JHH) | 200 14,200

101__| Sankar Rao 20,000 6000 2400 28,400 =

102 Seetha Lakshmi 100N I 1 20} 14,200

103 Lalitha Bani 25,000 TS0 JOH) 35,500

104 | Kuumba Rao 30,000 o000 3600 42,600

105 Sz Kiran Jain -!ﬁ.fm 13500 5400 | EREE

106 Rama Lakshmi A0, (K0 120001 4800 | 56,800

1417 Meethy Sarma |5 000 4500 1&00 21,300

108 | Mohan Ram 20,000 6000 | 2400 28,400

ASSIGNMENT-11

Create Custom List for all the employee names of the spread sheet of Assignment 20

ASSIGNMENT-22
Create a Powerpoint Presentation with 10 slides for veur favourite lesson.

- Commissionerate of Colleglate Education



R e

MS-ACCESS
ASSIGNMENT-23
1. Create a table *employee’ with structure eid, cname, designation, gender, job.
2. Enter any ten records in the table.
3. Create a query to display the details of all ‘female’ employees.
4. Create a query to display the detials of all employees who are ‘programmers’.
ASSIGNMENT-24
1. Creale a table 'Student’ with the structure Roll.No, Sname, Dob, M1, M2, M3 and total.
2, Enter any 10 records in the table.
3. Generate a report with roll no, name and total marks.
4. (Gienerate report with Roll No, Marks of all subjects | total and percentage.

Commisslonerate of Collegiate Edwcatlon -
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1 am happy to note that the Commissionerate of College Education has brought out four books for
the aid of JKC Stwudents and teachers. 1 hope that the material will help the students in acquinng

additional skills which are essential for their employment and future career.

JTawahar Knowledge Centers (JKCs) have been doing a good service to the students i bringing
out their innate skills, particularly among rural poor and other disadvantaged sections.

I appreciate the efforts of the officials for strengthening the Jawiahar Knowledge Centers there by
paving way for bright future of the youth of newly formed Andhra Pradesh State.

I wish the students of TKCs a present success in their endeavor,

appe

{(zania Srinivasa Rao)
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Foreword

The Department of Collegiate Education strives in making higher education accessible to all
sectors of people and promotes women education at Under Graduate and Post Graduate levels. The
advent of liberalization in cconomy and the big boom in IT sector have opencd the door of opportunity
in global job market to those who have good communication skills, computer skills, and industry
related skills. apart from strong domain knowledge in the core subjects. The conventional curnculiam
offered in the form of B.A., B.Com and B.Sc., courses does not impart requisite skills relevant to the
dynamic job market especially that of industries like IT and ITES. The Department felt the urgency of
imparting skill-based training to students so as to bridge the skill deficit of students and enable them
seize the employment opportunities available in the job market,

The Govemment of Andhra Pradesh established Jawahar Knowledge Centres (JRCs) - the
modern finishing school in Government Degree Colleges across the state of Andhra Pradesh to impart
training in employability skills with a special curriculum. These centers aim at providing training in
employability skills and placement assistance to those students studying conventional courses in
Degree Colleges of Andhra Pradesh.

The unique feature of JKC is its training programme which is designed to help students develop
confidence, communicative competency and grow as professionals. The curriculum  includes
communication skills, soft skills, analytical skills, technical skills, ethical values and generzl
awareness, Each JKC conducts training in three baiches per year with duration of three months each.
The 250 hour training imparted by the trained Mentors helps in mentoring the graduate students as
Employable graduates,

As the JKC acts as a finishing school, every JKC student comes out as a polished product with
improved dynamism and confidence levels. It is no exaggeration Lo say that the JKCs are successful in
enabling the rural students compete with their urban counterparts by bridging the urban-rural divide. In
addition to the regular training in employability skills, JKC also provides placement assistance by
conducting on-campus recruitment drives,

JKC Monitoring Cell (JKCMC) at the Commissionerate of Collegiate Education, AP,
Hyderabad focuses on overall coondination by organizing workshops and training programmes. [t acts
4% an interface between industry and academia and plays a vital role in enforcing the effective

functiomng of the project.



The department approached Centre for Innovations in Public Systems (CIPS), Hyderabad {An
Autonomous Organization Funded by Government of India) to evaluate JKCs in terms of the
achievements in the stated objectives and to suggest suitable recommendations for strengthening the
programme. The CIPS, in its evaluation report, appreciated the initiative and the results thereon, and
made a few recommendations. One of the recommendations of the CIPS was that Study material could
be made available 1o the JKC students in the form of printed books,

The Commissionerate of Collegiate Edecation i iis effonms w  implement CIPS
recommendations has taken up the task of preparing study matenal (Communication Skills, Soft Skills,
Analytical Skills and Compater Skills) for the students and a manual for teachers by inviting well-
experienced teachers in the concerned areas,

[ wish to express my gratitude 1o the Government of Andhra Pradesh for their unstinted support
to the department in effectively runming the JKCs.

I hope that this attempt will enhance studenis’ enthusiasm and sustain their interest in the course
leading to qualitative outcome, T also hope that this endeavor will strengthen our resolve to take up

many more such initiatives in future in serving the student community.

K. Sunitha, IAS
Commissioner of Collegiate Education
Government of Andhra Pradesh
Hyderabad



Introduction

Analytical Skills occupy a very important place in any competitive examination today, Testing
of Analytical Skilis assesses o candidate’s basic competitive skills and the ability to reason
mathematically

Analytical skills generally help w visualize, gather information, articulate. analyze, solve
complex problems, snd make decisions. Numerical reasoning ability is one of the most basic skills
involving evaluating situations and drawing conclusions from the data provided to assess one or several
of the following:

s Critical thinking ability

o Basic or general arithmetic operations

e Ability to perform estimates

e Ability 1o analyze graphs and other data

o  Level of speed in making analysis or assessments
s Level of concentration in solving prohlems

Usually, numerical thinking skills are measured using one or several of the following methods:

*  Arithmetic

# Graph interpretation
 Manipulating data

¢ Paiterns and relevant information
s Table interpretation

This book is a self help manual that familiarizes students with basic mathematical concepts and
enables them to apply such concepts to a variety of calculation based problems. This section is divided
into 12 units and covers a wide range of topics. Fundamental principles are explained with the help of
casy to understand examples. Practice exercises at the end of cach topic are aimed at refining the
problem solving skills. The scope and content of the subject matter is designed 1o suit short courses
such as the one included in the JKC training. The mentors may explore the scope of the cach chapier
and give sdditional information and mere illustrations to provide the students with a competitive edge.
The students of JKC may have to understand that this study matenial helps only to broadly understand
the analvtical skills and that they need to do more practice to effectively face the competition.

It is hoped that this first and humble atempt would match the expectations of the JKC students
1o a large extent. Improvements will be made  in the subsequent editions. The suggestions made by the
readers will be received wholeheartedly and will be used for further improvements in the content as
well as in the other areas. The authors wish the JKC students, Mentors and Teachers all success in

their efTorts.



Index

Section-1 Arithmetic

51.No. Topic Page
Unit-T
1 1.1 BODMAS 3
2 1.2 Fractions and Decimals -1 5
3 1.2 Fractions and Decimals -1
4 1.3 Algebraic Formulae 10
5 1.4 Divisibility Rules I3
6 1.5 LCM & HCF-1 "
7 1.5 LCM & HCFE-2
Unit-2
R 2.1 Ratios & Proportions 22
9 2.2 Percentages-1 14
10 2.2 Percentages-2
] 2.3 Profit & Loss-1 30
12 2.3 Profit & Loss-2
13 2 4 Parnership-1 i
14 2.4 Partnership-2
15 2.5 Data Analysis-1 .
16 2.5 Data Analysis-2 84S
17 2.5 Data Interpretation- |
18 2.5 Data Interpretation-2
Unit-3
19 3.1 Simple Interest-1
20 3.1 Simple Interest-2 47-51
21 Test-1
22 3.2 Compound Interest-| 53.56
23 3.2 Compound Interest-2
Unit-4
24 4.1 Averages
25 4.2 Problems on Ages-1 5862
26 4.2 Problems on Ages-2




Unit-5

27 5.1 Time & Distance-1
28 3.1 Time & Distance-2 i
29 5.2 Time & work-1 b o 1kl
0 5.2 Time & Work -2 67-0%
il 5.3 Problems on Trains TO-T71

Unit-6
32 6.1 Permutations and Combinations-1
i3 6.1 Permutations and Combinations-2
34 | 6.1 Permutations and Combinations-3 s
a5 Test-2
36 6.2 Probability-|
37 6.2 Probability -2 s

Unit-7
38 7.1 Areas
39 7.2 Volumes R4-87
40 Surface Areas

Section-2 Reasoning
i) Verbal Keasoning

Unit §
41 8.1 Number Series
42 Test-3 o
43 8.2 Number Analogy 3508
44 8.3 Odd Man Out
45 Coding & Decoding-1 99-10)1
46 Coding & Decoding-2

Unit -9

47 4.1 Blood Relations-|
48 9.1 Blood Relations-2 13-110
49 9.1 Blood Relations-3
S0 9.2 Direction Sense Test-1
51 9.2 Direction Sense Test-2 R
52 9.3 Seating Arrangement
53 9.3 Seating Arrangement 120




Unit 10

101.1 Problems solving Technigues and Logical

34 : 128-129
R&amrﬂng

55 10.2 Ranking and Time Sequence Test-1
56 Test-4 130136
57 10.2 Ranking and Time Sequence Test-2
58 10.3 Mathematical Operations
i9 10.3 Mathermatical Operations 137-139
640 10.3 Mathematical Operations

Unit 11
6l 11.1 Clocks 141-143
62 11.2 Calendars 144-147

i } Non Verbal Reasoning

Unit 12
63 12.1 Series-1
fd 12.1 Series-2
63 12.2 Mirror Images and Water Images 149-188
B 12.3 Incomplete Figure Patierns
&7 12.4 Figure matrix
) 12.5 Logical VennDiagrams-1
i 12.5 Logical VennDiagrams-2 189-200
T0 Test-5

Additional Inputs

Unit 13
7 13.1 Matnices & Surds
72 13.2 Quadratic Equations
73 13.3 Coordinate Geometry and Trigonometry 203-229
74 13.4 Differentiation
75 13.5 Decision Making




B DN | Al s

| Section -1 \

ARITHMETIC

UNIT- 1to 7
- - e S —

Commissienerate of Collegiote Education -



e oo i
Day Topic Page
Unit-l
Day 01 | 1.1 BODMAS 3
Day 02 | 1.2 Fractions and Decimals -1 5
Day 03 | 1.2 Fractions and Decimals -2 8
Day 04 | 1.3 Algebraic Formulae 10
Day 05 | 1.4 Divisibility Rules 13
Day 06 | 1.5 LCM & HCF-1 16
Day 07 | 1.5 LCM & HCF-2
- Commissionerate of Collegiate Education



oo s
1.1 BODMAS

[BODMAS ]

In Mathematics and Computer programming the erder of operations is a rule used to clarily
which procedures should be performed first in a given mathematical expression. The original
order of operations in most countries was BODMAS which stand for Brackets, Of, Division,
Multiplication, Addition, Subtraction.

Learning Ohjectives

« Know and understand the order of priority of operation to be performed.
= Know that the same priorities apply to algebra also.

I Solved Problems

I. 4x{7T=3)/(5+3)+87

We first calculate the brackeis (7T—-3) =4 and (5+ 3) =8 ogive 4 x4 /8 + &
We now divide 4 by 8 to give Y2 and so we get: 4 X2+ 8

Mow we multiply 4 by Y2 to give 2 and We get: 2 + R = 10.

Calculate the following: (9 + 1= (5—2i+82=-3

First we evaluate the brackets:

O+Dx{(S=+82-3 =10x3+82-3

Then we divide; 10x3 +82-3=10x2+4-13

Next we multiply: 10x34+4-3=30+4-3

Nextweadd: D +4-3=34-3

Finally, we subtract: 34 - 3 = 31

=3

Exercise
1) ofl+d=
) Moll2-8=

3] 24 1[};1=

4) B-3x1=
5y 4=(10-2)=
By I0D-3x2=

7Y 5+6x2+(9x-2)=
B} B=4-—-2x5=
3) 1I0+2+9+-3=

Commissionerate of Collegiste Education [ 24



I 12-8+322=

(e +¥)of 12+:3x245-2=
) {1 -Yof0+2x10+20-2=
13 1 -{5-1)+%of6-10+5-11=
14) 11 -Mof24 +(5+1)x~-2~15=
I5) 5-10x-3-5+20=-2=

16) 17-5x-3+%ofd-13=

[7) -11-5(8-10}-Yof 40 =

IB) (Y424 )of4/5+U5x 45 -1/10=
19) 3-of /7 + 57 5 1415 =

2 Mix-YM+laofda- 1M +5M8=

ANSWERS :

Question no. 1 2 3 4 s
Answer L 1 11 2 :r['
Juestion no. [ 3 8 9 1]
Answer 4 -1 -8 2 14
Question no. 11 12 | 13 14 15

11

Lnswer 2 3 3 S 2
i = 2 | - = E -“
Question no. 16 17 15 Iy 0
Answer 15 =21 l 3 —l
44) e

- Commissionerate of Collegiate Education
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1.2 FRACTIONS & DECIMALS

ﬂ_lltrmlu;ﬂm-]

Fractions represent parts of a whole. The upper part of a fraction is called the numerator, while the
lower part of a fraction is called the denominator. The denominator states how many tal pars the
whole has been divided into. The numerator states how many of those parls are being represented by
the fraction.

Fractions are converted into decimals and there by one can identify and compare any of the given
numbers

| Learning Objectives |

The student will be able to;

« Diefine fraction, numerator. denominator, fraction bar, unit fraction. and multiple.

« Identify the number of shaded parts and the number of equals’ parts in a shape (circle, rectangle).

« Identify a fraction by comparing the number of shaded parts 10 the number of equal parts.

« Define decimal, proper and improper fraction, mixed fraction, whole number, fraction, place value,
expanded form, decimal digits and equivalent decimals.

= ldentify the integral part and Fractional par of 4 decimal.

o ldemify the purpose of using decimals.

= Recognive that the decimal point is used o separate the imegral part from the fractional part

[ SOLVED PROBLEMS ]

1. Which of the following fractions is the smallest?
) 1316 bi 15719 ¢) 1721 d)r/a
Answer: b) 15719
The expression (11,98 % 1198 + 11,98 x x + 0.02 x 0.02) will be perfect square of 1 then find the
vilue of X7
Explanation:
(11L98P + (D02 + 1198 % X
= {11087 + (0029 + 1198 x 2 (0L02)
= (11.98 + 0.027
n =i

(=]

Commissionerate of Collegiate Education —-



Aty i | o R L

3 076E3 4036 +0054+08="7
Answer: 1. 9873
4, The value of 0.375757... is.

(a) 57/10 (b 26445 c) 574 (d) 52/99
Answer: 57/90

3. Which of the following series is in ascending order.
{a) 35,719, & (b} 7/, &/7,3/5 ()} 71, 35, 67 (d) &7, 79, 3/5

Answer: 6/7, 719, 3/5
Explanation: Convert each in decimal form and you will get answer
6. 0.393939... is equivalent to the fraction:

ta) 39/ 10K (b} 93/1(M) () 39/99 (d) None
Answer: 30/90

7. Which of the following fractions is less than 7/8 and greater than 173 7.
(a) Lid iby11/12 (c) 23724 idy 17724

Answer: 17/24

B. O simplification 1704 is equal 1o
(@) 2.5 (b) /5 (c) 25 {d) 1/40
Answer:  (c) 25

9, 5463+ 5463 -5463/7=500013
fa) 0.05463  (b) 5.463 {c) 0.5463 () None
Answer: (b} 5.463

10, 48438 / 0.069,

(a) 6.2 (b) 69,2 (c) T0.2 (dy 71.2
Answer: (¢) T0.2
n—
1y Which of the following series is in ascending order
{a) 5/6, 6/8, 79, 11713 (b) 11713, 506, 719, 6/
{c) O/8, 79,506, 11/13 (d) 11713, 7/9, &8, 5/6
2}y Thevaluof(3.75x% 3.75-2%3.75%275+2.75= 275 Jis,
fa) 1 (b) 4.75 (cy 1.75 id) 6.5
) Ix03x.03 x 0003x30="7
() 0LO0M0243 (b} 000243 (o) 0000243 (dy 00243
4)  IF 1125 x 10" = 0.001125, then the value of k is:
{a) -4 (b} -2 {c)-3 {d}-1

-_ Commissionerate of Colleglate Education
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51 7.5x= 0.9x 14.4 15 equal .

(n) 48.6 (b)97.2 ic)91.4 (dh94.95
f) 18.2% 0013 » 521 is equal w0,

() 12.32686 (b} 1.232686 (c) 1232686 id) 01232686
T (28TIZP - {15733

{a) 414.64 (b1 41464 (c)41.464 (d) 4. 1464
) E52.2100 + 106,78 - 39.157 =1,

{a) B9O_8330 (b)) ROGORIZ {c) RRO.R330 id) None
Q)  Which of the following fraction is arranged in ascending order of their value?

a) 14, 2734, 47, 5/7.6/5 b)) 14, 27,407, 577, 314, 65

€y 27, 114, 417,344, 517, &5 d) 207, 14, 447, 507, 34, 6/5
10y Which of the following fraction is the largest?

a) B9 by 1823 ¢) 16121 d) 14/17
ANSWERS
Question No. 1 2 3 4 5
Answer C A B C B
Duestion Mo, 6 7 B 9 _d o
Answer B A A B A

Commissionerate of Collegiate Education
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13 Which of the following fraction is greater than 4/5 and less than &/77

ay 243 b} 344 c) 5 d) 1iW1 1
Solution ;
We have 1o find X such that 45 <X < &7

Converting each fraction into decimal form, we get:

45 =10.8, 67 = .85

Wi have to find the fraction which is greater than 0.8and less than (.85, Now,
23 = .66, 34 =075, 36 = (K4, VL1 =091

Clearly, (1.3 hies between (L8 and (.85, Required fraction is 5/6.
Iy Which of the following fraction does not lie between 5/6 and 8/157
i) 23 bi 34 ch 45 d) 7
Solution :
Converting each of the given fractions into decimal form, we get,
M6 =083, ®I5=053 UI=06634=075,45=038,67 =085
Clearly, (L85 does not hie between (.83 and (.53 Hence the required fraction is &/7.

1} 7.5 =09 x 14.4 is equal
2} 363 4+ 5346.3- 54.63 /7 =5999.3.
30 The expression(l .98 x 1198 + 11.98 x x + 0.02 2 0.02) will be pertect square of x if 1 equal o

4) (257322 -{15.7322

5p  Which of the following fractions is the smallest? .
13/16, 15/19, 17721, 7/8

6)  Onsimplification [ALM is equal 1o; |

70 1125 x 10* =0.00115, then the value of k is: .

Bl 1=03x=003x0.003x30="

B 0.7683+0309+0054+08=7
- Commissionerate of Collegiate Education
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1) Thevaluof (375 x375-2x3. 75275+ 275 x2.75) 15
11y 8522100 + 106.78 - 59.157 =7
12}  Which of the following fractions is less than 7/8 and greater than 173 7.
L4, 11012, 25724 1T/
13)  Which of the following series is in ascending order
(a) 5/, 6/8, 79, 11/1} (b} L1/3.3/6,19.6/5
(c) /8,79, 560113 (d) 11713, 7/, &8, 56
14) 1 4.8B438 /0069
{a) 6.2 {b) 69.2 (c) 70.2 (d)71.2
15) 182 x0.013 x 521 is equal 0.
(a) 1232686 (b)Y 1.2326R6 (c) 1232686  (d)0.1232686
ANSWERS
Qruestion No. 1 ) 3 4 5
Answer 7.2 5.463 0.04 414.64 15/19
Question No. 6 7 8 | 4 10
_ Answer 25 - -3 ﬂ.{mﬁ,i 1.9873 1
Question No. 11 12 13 14 15
Answer | ﬂ']'l_.ﬂ.?n:!‘:'l 1/4 Third 70.2 second
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Analytical Skills

1),
2).
3).
a).
5).
&)
7l
8).
).

10).

11}

12).

13).
14).
15).
18}.
17}
18).
14},

20}

1.3 ALGEBRAIC FORMULAE

(a+8)%_al 4 2ab+ b,

{a=b)_a? — 2ab + b*

{a+b+e)_a%+blscd+20ab + be +ca)

fa+di=a'+p¥ + 3:1&{:1+in
{a-b)F = ﬂa—bs—ﬂﬂﬁﬂﬂ—ﬂ;
al=bi= {a+b)(a—b)

a® —b*= {a —b)(a® +ab +b7)

a* +b* = (a + b)(a* — ab + &%)

a® = g.6.4 .. 7 Limsas
a™.gh_ghhs

m
[ T
—mgln

ah ifm=n
=1,Fm=n

i
i ifm<n

{ﬂmj': am™n = (gmym

(ab)* _ " b"

a
a =1w|“rE:rEi|EH,.a=FD

i 1
a

—
=|'-:|:""r|".I = g~ 8

as_1a?

ya". a"anda =+tlanOthenm=n

= b e n e 0 thma= £5

% 4 b2 = (a+b)¥— 2ab

a?+ bi= (g -b)2+ 2ab

a*+b = {(ga+b)* - 3abla +b)
a’—b3= {a—b)?+ 3ab(a-b)

a*— b = {ﬂ X b}{ﬂl—l_'_ nﬁ—ﬂb_l_ n“"9h1+ . b"l—!:'
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Anslytieal Skilis

Below e four algebraic problems by using the formula (x+y)" = (x" + ¥ + 2xy) and

(xyF = (%" + ¥ - 2xy).

1. IF sum of the two numbers 15 35722 and the product of these numbers is 1 then what will be the
sum of the squares of these numbers?

Solution : Let a and b be the two numbers
Given that, a + b= 55822 = 572
And ab = 1
we have 1o find sum of their individual sguares.
ie.a’ +h
Then from (x + y)' = {x” + " + 2xy)
(572F =a +b" + 2(1)
2504 =a” + b7 42
174 =0 + b
Hence the required answer is 17/4.

2. If the difference of two numbers is 6 and the sum of their squares is 468 then find the product of
these numbers.

Solution: Let x and v be the numbers,

Given that, x - y =6 and x” + v = 468
We have 1w fiml xy.

From ix - yF = (x" + ¥ - 2xy)

6" = 468 - Ixy

Ao-468 = -2xy

432 = 25y

xy =216

Hence the required product 15 216,

3. Find the value of the sum of the squares of two integers and the square of their difference, when
the sum of their individual squares is 45.

Solution : Let x and y be two inlegers,
Given that, x* + v = 45 1
Square of sum of them = i(x + v
Square of their difference = (x - y)
we have to find, (x + ¥y + (x - ¥
We know that, (x + 3.-13 =(x" 4y + 2uyh..(1)
(X - ¥) =(x" + v2 - 2xy)..i2)
Adding (1) and (2).
(% + }'11 iy = }'ﬁ" ='.§[‘-¢.'1 4 :.-:]
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(% + _'t':I: (X - }'h: = 45] =)
Hence the required answer is 9.

4. If the difference of the squares of the sum of two numbers and the difference of these numbers is
624 then the product of these numbers 15:

Solation : Let x and ¥ be the numbers.
Square of sum of them = (x + '_-n:
Square of their differénce = (x - ;,-f
Criven that, (x + :r']n: -{% - ;..-:." = h24
we have o find xy .
We know that, (x + v)" - (% - ¥ =dxy
624 = 4ny.
wy = 1536
Hence the required product 15 136,
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Alter reading this unil a student will ksim -
o Divisibility rales
*  Formulas on summations
s Face value and place value of numbers,
Rule Example Explanation
=) Umit™s digit of the number should be zeno or 4. 2, ML
- divizible by 2. eic.
3 ::T of the digits in the number should be divisible 1752 é;:;i:fh? ].‘-Hll:l::;hll;ﬁl
= also divisible by 3.
Mumber formed by the lost two digits should be 4TRE4, 4']'3-1'} HpEe b is
' divisible by 4 ar are both zero 300, 1o, | diviibic by 4, 4784 &s
i ' B | o divisible by 4
ot 124, &25,
3 Linit"s digit of the number should be 0 or §. Em
s Should satisly divisihility rules of 2 and 3, 4518
The unit digit of e givien number s doubled and 48 2 44 - B{21=44 -
4 then it 15 subtracted from the number obtained after 448 16 =24 which is
omitting the unit digit, I the result s divisible by 7, divisible by 7 and hence
then the given number is also divisible by 7. 448 is also divisible by 7.
[ 576 <* 576 s divisible
g Tl:ﬂ:ﬁlitlrrgri h;':err];;‘..[.ul three digits should be 1576 by 8 and hence 1576 is
peiisticd Ll : also divisible by 5.
| 395 -0 (434045 = B Iy
9 Sum of the digits in the number should be divisible 1105 divisible by Y-and hence
: by 4, s | 395 1% also divisible by
9.
I MNumber should end in zero. )
THTOT =2 Sum of digils
il |:1n|_J|.|. ]'.||.iI.'I.‘"b: = 14747 =
3 Sum of digiis ut odd plages — Sum of digits al even 14TuT 17 Som of digite i odd
ploges should be or divisibie by 11 - places = B+4 =17 und 17
— 17 =), henee I37T9T 45
divisible by 11,
156 is divisible by 2 wmd
2 Should sumisty divisibiliny rules of 3 and 4 56 3 hence 1536 s also

divisihle by 12,
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I]Iv::htljly Rule Example Explanation
322 is divisible by 2 and |
14 Should satisfy divisibility rules of 2 and 7. 3 7 hence 322 is also
divisible by 14,
=S PTTET
Last two digits in the number should be 0 or i d'HMb_IE tf}
25 divisible by 15 |75 25 and hence 175 js also
s e divisible by 25.
Z T 2250 =3 250 is divisible
125 L.-l::1 :::eidq]g:: in the number should be €1 of 2250) by 125 and hence 2230 is
e LT also divisible by 125,

n+l

= .
-

1. The average of first n natural numbers 15

n+12n+1
2. The average of squares of natural numbers till n I."i{}[—].

o aln+l)
3.  The average of cubes of natural numbers till n l-‘i—}-

(st ondd nuanber + 1)
2

4, The average of odd numbers from 1 10 nis

(last even number + 2)
]

-

5. The average of even numbers from 1 to nis

6. If nis odd: The average of n consecutive numbers, consecutive even numbers or consecutive odd
numbers is always the middle number.

7. I nis even: The average of n consecutive numbers, conseculive even numbers or consecutive odd
numbers 15 always the average of the middle two numbers.

8. The average of first n consecutive even numbers is{n+ 1)

9. The average of first n consecutive odd numbers is n.

; w ; 2in+10In+
10. The average of sqquares of first n consecutive even numbers is l K2 +1) ;

_ Commisslonerate of Collegiate Education



L ooanocin | s s

4 o i+l +2
11. The average of squares of consecutive even numbers till n m—}_

. )
12. The average of squares of consecutive odd numbers till n 15—

Note: The face value of any digit is itself, but place value is obtained as below
Ploce value of units digit = wunit digit x |
Place value of tena digit = tens digit x 10
Place value of hundred's digit = hundred’s digit) X 100

. Find the difference between the place value and face value of 6 in the numeral 556973

Fuce value ol & = 6
Place value of 6= 0 X 1000 = 6000
Difference =600 <6 = 5994

12

Find the difference between the place values of two sevens in the numeral 69758471
700000 - 70 = 699930

3. Find 287 X 287+ 269 X 269 -2 X 287 X 269 =7

) a3 = A
(287)° +(269)" - 2x 287 x 269 = (267-269)" = 18" = 324
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1.5 LCM & HCF.

- E - FE EF e

LCM: When adding, subtracting, or comparing vulgar fractions, it is useful to find the least common
multiple of the denominators, often called the lowest common denominator, because esch of the
fractions can be expressed as a fraction with this denominator.

HCF: In mathematics. the greatest common divisor (ged), also known as the greatest common
factor (gef], highest common  factor (hef), or greatest common measure (gcm), of two  or
more integers (at least one of which is not zero), is the largest positive integer that divides the numbers
without a remainder.

Afier reading this unit a sident will learn o -
e Calculate LCM and HCF.
o Calculate LCM of fractions,

LCM : Least Common Multiple
HCF/GCD : Highest Common Factor / Greatest Commaon Divisor

LCM of two or more numbers 15 the product of the highest powers of all the prime factors that occur in
these numbers.

HCF of two or more numbers is the product of highest (maximum} number of common factors in the
given numbers.

1.  Find the LCM. of 12, 15, I8 and 20.

12, 135, 18, 20
6, 15 9, 10
a9, 15 o9 5

L, 5 9 85
L % 8 3

- Commissionerate of Colleglate Education
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Analytical Skills

B0 the LCM.=2x2x 3% 5x3= 180

2.  Find the H.C.F. of 50 and 70

Sol: S0=2x5x5
T=2x3x7

Commeon factors are 2 and §,
So. HCE =2x5=10

3. Find LCM and HCF of Rs.2, Rs.2.40 Paise, Rs.3. 20paise
{Hint : Rs.2 = 200p, R5.2.40 = 240p, Rs.3.20 = 320p)

Important Formulae
I. L.C.M. and H.C.F. of fractions

LM L-C.M. of tha nurnbers in numerators
T HUC,F. of the numbers in gengminators

e H.C.F. af the numbears in numarators
: L.C. M. of the nurmbers i denominators

L

e

Product of two numbers = L.C. M. of two numbers x H.C F. of two numbers.,
To find the greatest nomber that will exactly divide a. b and ¢, simply find the H.C.F. of a. b and

4.  Tofind the greatest number that will divide x, v and z leaving remainders a. b and © respectively,

find the H.C.F. of {x - a), { y-b)and (z - c).

b

and ¢,

To find the least number which is exactly divisible by a, b and ¢, simply find the L.C.M. of a, b

6. Tofind the least number when divided by a. b and ¢ leaving remainders x, v and z respectively,

find the (L.CM. of a. b and ¢) = k, where k ={a = x)=(b

|,  Find the greatest number that will exactly divide 200 and 3207

Sol: The required number = H.C.F. of 200 and 320 = 4().

[=ad

Find the H.C.F. of 3332, 3724.

Saol:

I3F2] 37 ]41 1
3332

31306
186 5 !;:{1
393
X

S0, the H.C.F. of 3332, 372415 196.

yl=lc-2z).
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Find the greatest number that will divide 148 , 246, 623 leaving remainders 4, 6, 11 respectively.

Sol: Reguired number = HCF of (x - a) { y-b) (z-c).

Sl

S0l

i,

Sol:

Sol:

&

={ 148-4. 246-6, 632-11)

= |44, 240,612
HCF of 144 , 240, 612
HCF of 144, 240 =48
HCF of 48. 612 =12

Ans 12

Find the greatest number that will divide 1375, 4935 leaving in each case same remainder 3 7
Req number = 1375-3,4935-3

= [372, 4931

HCF of 1372, 4932 is4

Four bells first begin to toll twogether and then at meervals of 6, 7, &, 9 seconds. Find how many
times the bells 1wl together in two hours and at what intervals they toll together?

nterval =LCM of 6,7, 8,9
= JMseconds
All the bells 1ol together after each interval of 304 seconds.

2l ofel)
Moof times They all toll together intwo hours = 53 = J4nimes

Find the least number which when divided by 27, 35, 45, 49 leaves the remainder 6 in each case?

LCM of 27, 35,45, 40 =6AlS
Req Mumber = 6615 +6 = 6621

Find the least number which when divided by 36, 48, 64 leaves the remainders 23, 37, 33
respectively?

LCM of 36-25, 48— 37, 64-53 =K =1I
LCMof 36, 48,64 =576
Reqg Number: 576-11 = 565

Find the greatest possible length of a scale that can be used (o measure exact the length of cloth
Am, S, 10, 12m @em ?

(Hint: Find HCF of 300cm, 500cm 1000cm, 129 0cm)

Find LCM & HCF of
4 5 7

5 6 1

L.C.M. of the numbers in murrerators
H.C.F. of the numbers i dancminators

LEM, =
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g "4 .5, 140
LCMof4.57 __  M40_
HCFof 5.6,15 1
HCF= H.C.F of the numbersin numerators B H.C.Faf 4,5.7 B |
T L.C.M of thenumbers indenominators ~ LCMof 56,15 30
1y, If HCF, LCM of two numbers are 16, 240, If one number 15 48 find the other?
Sol: 16X 240 =48 X«
[ 2400
p e = i)
Second Number = B0
Exercise
1. Find LCM of 28, 35, 56, 84 using division method?
2. Find LCM and HCF of 36, 4%, 64, and 72
3. Find LCM and HCF of 200, 240, 3207
4. Find HCF of 2m 28cms, 3m 24cms amd 4m 86cms
5 Find LLCM and HCF of 6hrs dmins, 2hrs 42mins
6.  An elecuronic device makes a beep afier every 60 sec. Another device makes a beep after every 62

sec. They beeped together at 10 a.m. Find at what time they will next make a beep together at the

carkicst,

=4

Find the largest number which divides 235, 73 and 97 1o leave the same remander in each case,

8. The waffic hghts ot three different road crossings change after every 48 sec, 72 sec and 108 sec

respectively. If they all change simultaneously at B : 20 : (N hours, then when will they again

change simultanaously?
9. What i5 the greatest number of three digits which when divided by 6, 9 and 12
of 3 in each case

leaves a remainder

10, Six bells commence tolling together and toll ar intervals of 2, 4, 6, 8, 10 and 12 seconds

respectively, In 30 minutes, how many times do they toll together”?

AMNEWERS
Juestion No. 1 2 3 4 5
Answer Bl 576,4 450040 i 29484, 2
Duestion No f 7 8 9 10
Answer No J 1031 am 24 8:27: 12 hrs u7s 16
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Analytical Skills

Real life applications of ratio and proportion are numerous! When you prepare recipes, pant your
house, or repair gears in a large machine or in a car ransmission, you usé ranos and propomons. A
ratio is one thing compared o or related 1o another thing; it is just & siatement or an expression. A

proportion g two ratios that have been st equal 1o each other: & proportion i= an equation that can be
solved.

After reading this unit a student will learn -
s  How o compate and compans fwio rlios.

= Effect of increase or decrease of a quantity on the mtio.

& ‘What is proportion?

»  Properties of proportion and how to use them.

Ratio:

A matio is a comparison of two numbers (quantitics) by division. The mtio of a to biswnttenas o bor
8

b

FROFORTION:

A Proportion is an expression which states that two ratios are equal,
Fi:lr:xi=1— or X1&:1:4
12 4

Each quantity in proportion 18 called term or proportional. 1T

then ¢ b and ¢ ; d are ssid to be in

ol
cln

proportion and denoted by s :h=c:dora:bh::c:d

The 1% and last terms in a proportion namely a and d are called extremes and second and third terms
namely b and ¢ are called means.

a. b, ¢, d are in proportion il product of means = product of extremes (ad =be )
ais called 1™ proportional
bis called 2" proportional
o is called 3 proportional
d is called 4™ proportional
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Continued proportion:

Three quantities a, b, ¢ are said 0 be in continued proportion ifa:b=b: ¢ = b’ =ac a, b, ¢ are in

continued proportion if W =acorh = Vac where b is called mean proportion between a and ¢ ie.
hetween 1% and 3" quantities.

Short cuts

l. It a:b=n,:d and b:c=n,:d,, then

athio=nxn b id xn, ) d, xd, )
Ex: LABR4B:C=5:6findA:B:C
Brbie =0y xng)i{dy xng)i(d xdy)

= 3X S 4X5:4¥p=|5+70+74
Harbh=313b:c=2:11find A:B:C ( Ang. & 26 141}

2 IWa:b=n:d and b:c=n,:d, andc:d=n, :d,. then

azbieid=(mxnmxn, )i(d Xn,%n,):(d xd, <n)id xd,*xd,)

Ex: LIf A:B=2:3B:C=45C:D=9:7 indA:B:C:D
a:h=n :d and b:c=n,:d;, and ¢:d=n,:d,

Thenabed =2 X4 X 91324 X9 3X5X9:3X5XT=T72:108: 135: 105

Ex:2If A:B =38 B:C=72, C:D=1:8 findA:B+C:D
i:b=mn,:d, and b:c=n,:d, and c:d=n,:d,

Thenabicd =327 % | (IRAT X |5%TA Q522 A8=21 :35: 10: 80

1} Find the fourth proportional 1o 5, 6, and 150

Let the fourth proportional be x

Seh 150k or3ih =13 :x

Commissionerate of Collegiate Education -



1
X = m_[ﬁ = 150

3
Fourth propomtional = 18()

2)  Find the mean proportional of (.2 and (L8

Mean proportional between 4 and ¢ is

b=+ac =+02x08 =+J.16 =04

1) Find third proportional o 16 and 24

I6:24 =24:¢
== procluct of means = product of extremes
Mxld =16x ¢

24324
= =3
I3

4} Ina mtion which is equal 1o 3: 7_1f the antecedent 2 33 then what % the consaquent!

C=

Let consequent be x  3: 7 = antecedent: consequent = 33 x

Tx33

3:7T=31 g == =77

5)  The ratio between number of boys and girls is 20 5. If there are 350 students i the school find the
number of girls in the school?

Ratio of number of boys and girls =2: 5
Todal number of sludents = 350
ratio term for Boys

Mo, of Boys = ——— = Total mo. of students

Total sum of Retio
a
= ——x350 =100,
245
. : 5

Mo, of Girls = ol aonn m_T Girls ¥ Total no. of students = ———x 350
Total sum of Retio 2+5

= 250

Exercise

| IF three numbers are in the ratio 3 : 2: 5 be such that the sum of their squares is 1862.find the
middle number.

I

What number should be added 10 each of the numbers &, 21. 13 and 31 so that the resuliing
numbers, in this order form a proportion
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11,

A sum of money is © the divided among P, Q) and K in the ratio of 2 £ 3 @ 5, I the wdal share of P
and R together 15 Rs 400 more than that of €, what i1s R"s share i it?

What number shoold be subirascied from both the terms of the ratio 15; 19 5o as o make itas 3: 4 %
If 15% of x is the same as 20% of v, then find x v ?

RKs. 1200 are divided among A, B, C soch that A%s share is Rs. 20 more than B's and Es. 20 less than
C's. What 15 B's share ?

The ratio of income of A to that of B is 5 : 4 and the expenditure of A 1o that of B is 3: 2. Il a1 the
end of the vear, each saves Rs. BIX), then what 15 the income of A 7

the number of exercise books in the shop,

An alloy 15 o contun copper and 2ine in the o 9 24, Then find the amount of zinc required (in
ki w be melied with 24 kg of copper

In a bag, there are coms of 25 p, 10 pand 5 p in the ratio of 1: 2: 3, If there 15 Rs. 30 i all, how
many 5 p eoins are there?

ANSWERS
u“rﬁ“i”" 1 2 3 4 5
il
Answers 14 5 S0 3 4:3
Question 6 7 8 g 10
Mo,
ANSWers i} ZIHM) 36 f0and 2/3 150
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2.2 PERCENTAGES

[ Learning Objectives

After reading this unit a student will learn to -
o calculate specified percent of a given number or & quantity;

e solve problems based on percentage;

o solve problems based on profit and loss;

o caleulate the discount and the selling price of an article, given marked price of the article and the
rate of discount,

Important Points

Cent means hundred and Percent is denoted by %, x% means —

10

ool g : g :
2. Fraction F in terms of percent is F:a | (M35

3 4, 3
Ex. E'.lr.lr'r_'..\ ? s prtteeilage = % ol = ﬁﬁ% T
3 Express (L4 as percentage {Ans, 405

4.  Express |.23 as percentage = 1.23 x 1005 => 1 23%
5. Express JEL_F s percentiage (Ans. 940% )

f. Find 10¢% of 5% of 3207

[ a o]
!—1—13!H = —
100y 10K} 3

T 125% oof hd (Ans.  RBih

B. 36 is what % of 1447
Let us suppose x% of 144 = 36

X A [IH)
e W [ = W == ——— =75
11K} 44
9. 2515 5% of wha'? ( Ans. 50

L IFPy % and P2% of a number N are
% and x; respectively. Then

. N=|
Lpl e
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92 X X N
¥

. 100

Ex:If 15% of a number s 60 then what 15 2% of the number?

Pl=15xl=60 PZ=25 x2=!

B pdy g B0 e
P P TReE-T

=> MN;=4x25 =100

11. If Ny exceeds N: by P% then M. is shorter than N; by
100xP]
1)+ P
12, If Ny short of N2 by P% then N» exceeds Ny by
[Iﬂﬂx?] "
1-P
Ex: A number A exceeds B by 25% by what percent is B short of A7 % by which B 15 shorl of A

[lmmﬁ] i =[Il.'ll'.'ll:-c 13]% 204
1)+ 25 125

Ex: A number X is short of Y by 40% then by what percent is Y excess of X7 Y is excess of X by

" : .
im:-cr],#_ = {!m}c-'.n]%z [lmmu]ﬁ_ o
LI0D-P | O} — 40 &) 3

Ex: If A is shont of B by 30% then B is excess of A by what percent?

13 If a number N is increased by P9 then the number after increase is
100+ P o
100

N =

. 10D - P
14, If a number N is decreased by P% then the number after decrease s N K[ o0 ]‘Eﬁ

Ex: In 2011 the total corolment in @ school was 1500, Mext year it is increased by 10% then what i the
enrolment in 20127
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Pt = 10% N=1500

Enrolmentin 2012 =N x | L0+ P]=t5ﬂl X [mnm'l
L 10 T

=¥ x E = 1650
LK)

15, If & mumber N is increased by Pee and then decreased by P9 or 1™ decreased by p% and then

%
increased by p% then original number N decreases by [% | % in both the cases.

Ex: When the price of a pressure cooker was increased by 13% sale of pressure cookers
decreased by 15%. What was the net effect on the sales?!

PoR=15%, p= 15

Overall effect on sales = [%] %® = :H: %= -I-EJ &
=> 2.25% decreuse | o |

6. The two split parts of N such that one pant i= P% of the other are

1 ¥
[ | % N and [ : JKN
100+ P 100 + P

Ex: Spiit 42 imo two pars such that one is 2% of the other,

100 Typoo [100 Ty 4o 2100
104 + P 100 + 2 | 51
And
[ P XN = 2 |x 42 = 2
100 +P | 100+2 | 51

Ex: If the price of coffee is increased by 3% by how much % must a housewile redoce her
Consumption of coffee, so a5 to have no extra expenditure?

. :
e decrease in consumphion = |: H]Uﬂi_lf_ _i‘ - | BUADxS L1 - .E.] =2 ﬂ
100+P]" [ 100+3 103 103

Ex:  The price of milk increases by 20%. If a housewife wants 1o spend the sume amount of money
then how much % she must reduce her consumption?
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Exercise

The daily wage s increased by 15% and o person now gets Rs.203 per day, What is his daily wage
belore increase?

2. If A's salary is 20% below B's salary then by how much percent is B's salary above A7
3. If man’s wages are increased by 10% and then decreased by 105 then, what is the total change in
percent’’
4. Two students appearcd at an examination. One of them secured 9 marks more than the other and
his marks was 56% of the sum of their marks, The marks obtained by them
5. A fruit seller had some apples. He sells 40% apples and still has 420 apples. Originally, how many
fruits he had?
6, Two numbers A and B are such that the sum of 5% of A and 4% of B is two-third of the sum of
6% of A and 8% of B. Find the ato of & B
3 5 . p
7. A student multiplied 2 number by E instead of s Whal is the percentage emror in the calculation?
% In an election between two candidates, one got 55% of the wotal valid votes, 20% of the votes were
invalid. If the total number of votes was 7500, the number of valid votes that the other candidate
got, wis:
9. Rajeev buys goods worth Rs. 6650, He gets a rebate of 6% on it After getting the rebate, he pays
sales tax @ 10%. Find the amount he will have to pay for the goods,
10. The population of & town increased from 175,000 1w 262,500 in & decade. The average percent
increase of population per year is?
ANSWERS
Question Nos 1 2 3 4 5
Answers i) 25% 1% decrease 42. 33 T
Question Nos [ 7 ] 9 1
Answers 4:3 el T 270 68 TH. 110 5%
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2.3 PROFIT AND LOSS

After reading this unit a student will learn o -
s solve problems based on profit and loss;

® calculate the discount and the selling price of an article, given marked price of the article snd
the rate of discount;

Important Points

. If an article is purchased at Rs C and it is sold a1 Rs S.

If § = C then gain =8 -C
IfS<Cthen Loss =C -8

% of gain = Crain = 100}
CP.
% Logs = L2088 X100
C.F,

[L. If an article purchased at Rs, C is sold at Rs s, and Rs. s, , gain or loss %, incurred on s, and gain
or loss x, incurred on s, then

= 2.C = [ ==L x100
100+x, 100+x, X — X,

[ If two different articles are sold at same price such that

a) One article incurs a gain or loss of *1 % and other article ineurs a gain or loss of *2 % then overall
gam % or los % is

.
[1{]{"}-- 2(100+ x, K100+ %, ) ]ﬁ

(1004 J+ {100+ x .
b} I the 5.P. of two articles is same and one article incurs a gain of x% and other article incurs a loss
of x% then overall effect is

|f“l }
Loss % = —] %
A¥RL ,'-lﬂ
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IV. If selling price of N, articles is equal to cost price of N» articles then % loss or gain % is

Neaf arficles on CP-Noof articles an SP N 100%
Meraf articles on 5P
If it is —ve then there is Loss, if it is +ve then there is gain

" Solved Probl

Y s

I, IWWCOP=12M5.P="%9%) then what 15 Loss% 70

Loss=C.P-5P= M-S0 = 3)
Leasg = 10 B A0 = JK)

cep. I

= 25%

Loss® =

- B ]

By selling an article for R2.450 a man loses 25%. At what price he will sell in onder to gain 2567

¥, oy

100-3, 100+,

{FH Hq 45” fa
= - =% = '_
fo-25 10+ 25 Pl 125

450
M1 — %25 =750
75

3. By selling 100 mangoes a fruit seller gains cost price of 20 mangoes. Find his Joss 57

Mo of articles on 5.P = Ny = [ (30

No of miticles oo CP= Ni= 20

N.=N. | 200 =106}
N. - N, ¥ 1= £ =N
N, | Y

] x 100= BlFe

Effect iz loxs % = i

4. A man sold two steel chuirs for Rs. 500 each on one he gains 200 and on other  he loses 121%.
How much does he gain or loss in the whole transaction”

iR TR o T
i Ilf

Overall gain® or loss% = | RLERS .
o _ (LN b+ (1O + )

200+ 20 }100-12y |

= | [{M}— % [ =20 x=12)
| L0+ 200+ (10012 |
200 i sa] |
= = —-“ i [
(1200 + (88) J
==1.5% hss

Since the output is —ve oveml] effect = Loss and % Loss = 1.5
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5. Two anicles were sold at R 480 each, On one a gain of 20% is made and on the other a loss of
2P, How much % loss or gain®™ is made in the whole transaction’”

Since s =% md pp=pa=20
3
Overall effect is loss and %6 of loss = |l I_J = 4%

6. Raghu bought 4 dozen oranges al Rs 12 per dozen and 2 dozen oranges at Rs 16 per dozen. He
sold them all o earn 20% profit, Al what price per dozen did he sell the oranges?,

Answer: |

Explanation:

Total CP =(12x4 + 16 = 2) = &
SP of 6 dozen oranges = [( 1200100 ) x 3()] =96
sell price per dozen =16

7. A sellsa bicycle 1o B at a profit of 20 % and B sells it wo C at a proficof 25 %, 11 C pavs B 1500,
what did A pavy for it '
Answer; Ky fixhl
Explanaiticn:
[25% of [207% of A= 500
[CI2A0000 % (D 10N % A= 15000
A= 150003 (273 4]= 100

8. Ajay bought 15 kg of dal al the rate of Rs 14.50 per kg and 10 kg ot the rate of Rs 13 per ke. He
mixed the two and sold the mixtore at the rate of Rs 15 per kg What was his otal gain in this
transaciion 7
Armwer: Ky 2750
Explanation:

Costprice of 25 ke =Rs. (15 5 1450+ 10x 13) = Bs. 750
Sell price of 25 kp = Rs. (25 % 151 =Rs. 375,
profit = Rs {375 — 347.50) = Rs, 27.50

Y.  Bhajan Singh purchased 120 reams of paper at Rs 80 per ream, He spent Rs 280 on trinsportation.
paid octroi at the rate of 40 paise per ream and paid Bs 72 to the coolie. If he wants to have a gain
of B %, what must be the selling price per ream?,

Answer: Wi

Explanation:

Total investment = Rs, i 120 = 80 + 280 + (01000 = 120+ 72).
= R, (U6 + IR0k-48 4 720 = R 100K,
Sell price of |20 reams = 1EEE of Rs, [0 = R, 10800,
sell Price per ream = Bs. | 1080V 20 = Bs. %0
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An article when sold at a gain of 5% yields Rs 15 more than when sold at a loss of 3%. What 1«
the C.F..

Answer: Kx 150

Explanation:

Let the CP is x then [{ F0S 100§ - (95 0] = 15 or x = 150)

! : , ST, T . . ; :
It the selling price of an article 14 s hmies 15 cost price, the protit percent 1s:.

Answer: 33,33

Explanatiion

cost price = x then sell price = 4573
gain = (43 - x) = 13

gain = {{x/3) 3 (1/x) = [0 = 3333

. A producer of tea blends two varieties of tea from two tea gardens one costing Rs 15 per kg and

another Bs 20 per kg in the ratio 5 : 3. If he sells the blended vanety at Rs 21 per kg, then his gain
percent 15,
Answer: 12
Explanation:
Suppose he hought 5 kg and 3 kg of 1ea.
Cost Price = Rs. (5 x 18+ 3 x 200 = Rs. 150,
Sell prnce = Rs. (8 x 211 = Rx, 168,
profit % =( 1R/D500 5 100 = 12%

Rahim buys mangoes at the rate of 3 kg for Rs 21 and sells them at 5 kg for Rs 50. To eam Rs 102
as profit what must be the no. of mangoes he should buy?
Answer: 34
Explamation;
mte of buying = 7ikg ; rate of selling = 1000 gain 3 Rs he must buy | kg
for 102 profit he must buy = (10231 =34

Exercise

)

A retailer buys a radio for Rs 225, His overhead expenses are Rs 15. He sells the radio for Rs 300,
Find the profit percent of the retailer,

A fruit seller purchases oranges ot the rate of 3 for Rs 5 and sells them at 2 for Rs 4. Find his profin
in the transachion,

A person bought 20 ltres of milk at the rate of s 8 per hitre. He pot it churned after spending Bs
10 and got 5 kg of cream and 20 litres of toned milk. If he sold the cream at Rs. 30 per kg and
toned milk at Rs 4 per litre, find s profit in the transaction

A shopkeeper bought an article for Rs 319.60. Approximately. a what price should he sell the
article 1o make 23% profit?.
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A man sells two houses at the rate of Rs. 1,995 lakh each. On one occasion he gains 5% and on the
other, he loses 5%. Then what i his gain or loss percent in the whole transaction”

6. I books bought at prices ranging from Rs 200 to Bs 350 are sobd at prices ranging from Rs 300 w
Rs 425, what is the greatest possible profit that might be made in selling eight books.
1. By selling 45 lemons for Rs 40, a man loses 20 %. How many should he sell for Rs 24 to gain. 20
%% in the transaction 7
A mein sold 250 chairs and had a gain equal to selling price of 50 chairs. What 15 his profit percent’!
Gopal purchased 35 kg of rice at the rate of Rs 9.50 per kg and 30 kg at the rate of Rs 10.0 per kg
He mixed the two, Approximately, at what price per kg should he sell the mixture o make 35 %
profit in the: transaction?,
10, Vilcas bought paper sheets for Rs 7200 and spent Rs 200 on transport, Paying Rs 600, he had 330
boxes made, which he sold at Rs 28 each. Then what is his profit percentage?
ANSWERS
Question nos. | | 2 3 4 B
|
Answers | 5% 20% 35.3% SiK) Ry (25% lass
Question nos, ! [ 7 H ] L1
Answers | RN 1% 5% Ry 13.50 15.5

Commissionerate of Collegiate Education




Do i - -

2.4 PARTNERSHIP

En" e ]

Partnership in a business 18 thit where (wo (Or more) pariners invest a cerain amouni (known as

capital) for a specific period 10 camy oot the business. At the end of the peniod (usually one vear), the
business may generate profit or loss. This profit or loss is divided among the partners in the ratio of
their investments. At the end of the chapter, students will understand how to distribute the profit among

the investors, the investment mude by the investors ete.

After reading this unit a student will learn o -
e Understand the meaning of partnership in business
# Solve simple problems on partnership

If A and B are in partnership, at the end of one year (which is convention), the profit or loss
would be distributed as:

Profit (or loss) = (Capital invested) x (Penod of invesiment)

Dristancing puriner A partner who manages the business is called distancing partner

Sleeping partner A partner of the business who simply invests the money is the Sleeping pariner.

NOTE:

l. When a partner retires during one year period, only the period for which his capital was utilized, is
taken into consideration.

2. When a partaer joins dunng the one year period. only the period for which his capital was utilized,
is taken into consideration.

U-_—I' “Solved Problems |
1 A and B started 4 business in partnership by investing Rs. 8000 and Rs.7000 respectively. If ai
the end of a year, a profit of Rs.22, 500 was earned. What is the share of AT
Solution: Ratio of amount invested by A and B
= RO TON0 = 8:7
Profit at the end of the year = Rs. 22500
Share of A = 8/15x22500 = Bx 1500 = Rs. 1 20040~
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2. In parimership business, A has invested Rs 4200 while B has invested a certain amount, If out of
the overall profit of Rs.600, A's share is Rs.320, what is the amount invesied by B {in Rs)?

Solution: A's investment = Hs. 4200

Overall profin = R i)

A's share in profit = Rs 320

“ B*s share in profit=
Rs G00- R 320=Rx, 280
The raue of profit of A and B = 320k 280
= X7
“ The amounts invested by A and B will be in the ratio of 8.7
Rs. 4200 B's investment =8:7
B's investment = 7 x 4200/ 8 = Rs 3675

3. Chetan and Suman started & buosiness in parnership by investing Rs 15000 and Rs. [R0D00
respectively. If ol the end of the year, Chetan’s share in the profit was Rs. 1200, what was the
amount of total profit™

Solution: If Rs_1506K) earns a profit of Rs, 1200, then Rs.23000 eam a profit of
300Nk 120041 SO00=26410,

4, In & partnership business, A has invested 2000 for Smonths, while B has invested R<. 3500 for a
cerlain pernxl, IF out of the wtal annual profit of Rs. 1440, B's share has been Rs.840. For how
many months has he kept his investment in the business?

Solution: A has invested Rs, 2000 for 5 months

B has invested Rs, 3500 for *m” months.

Total profit at the end of the year = Rs. 1440, B's share in il is= RS540

A's share in profit= Rs. ( 1440-840) =Rs. 600

The ratio of profit of A and B = 600:840=5:7 The ratio of investment of A and B is the same as
that of the profits  2000x5/3500xm = 577

"m=Tx200x5/350x5=4
Hence, B kept the investment for 4 months only.

Exercise

L. Aand B emened into a partnership investing Rs. 16000 and Bs, 12000 respectively.

After 3 months, A withdrew Rs. 5000 while B investied Rs. S000 more. After 3 more months C jovins the
business with a capital of Bs. 21000, Then find the share of B which exceeds that of C. out of 1 total profil
of B 2040M1 nfter one vear

Mang received Bs, 6000 as las share o of the total profit of Ks, 9000 which he and Ramesh earned at the
end of ene vear. IF Manoj invesied Ra 120000 for & months, whereas Ramesh invested his amount for the
whole vear, whit wis the amount invested by Ramesh?.

(]
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3. Mohinder and Surinder entered into a partnership investing Rs. 12000 and Rs, S000 respectively,
After 3 months, Sudhir joined them with an investment of Rs, 15000, What is the share of Sudhir
in & half yearly profit of Rs. 95007,

3 Rs. 700 is divided among A, B, C so that A receives half as much as B and B halt as much as C.,
Then Cs share 15 2,

5. Alok started a business investing Rs. 90000, After 3 months Shabir joined him with a capital of
Rs. 120000, If a1 the end of 2 years, the total profit made by them was Rs. 96000, what will be
the difference belwaen their shares?

6. A and B started o business jointly. A's investment was thrice the investment of B and the penod
of his investment was two times the period of investment of B. If B received Rs. 400 as profit,
then their wtal profit is:

7. Yogesh stanted a business investing Rs. 45000, After 3 months, Pranab joined him with a capital
of Rs. GO0, After another 6 months, Arul joined them with a capital of Rs. 90000, At the end of
the vear, they made a profit of Rs. 20000, What would be Atuls share in i,

B. Javunt opened & shop mvesting Rs. 30000, Madhu jomed him 2 months later, investing Rs.
45000, They earned a profit of Rs, 54000 afier completion of one vear. What will be Madhus
share of profit 7.

9, Nirmal and Kapil started a business investing Rs. 9000 and Rs. 12000 respectively. After 6
months, Kapil withdrew half of his investment, If after a year, the total profit was Rs. 46000, what
was Kapil's share imt?

1. A B andC enter into a partnership. A initially invests Rs. 25 lakhs and ddds another Rs, 10 lakhs
after one vear. B initially invests Rs. 35 lakhs aiid withdraws Rs. 10 lakhs afier 2 years and C
invests Bs. 30 lukhs. In what ratio should the profits be divided at the end of 3 years 3

ANSWERS

Question Nos | 1 2 3 a 5
Answers . 3edil Bs. 5001 Rs, 2500 Rs. 400 Rs. 7384
Quiestion Nos # T B Y 10
Aumswaery R 28000 | Rs. 4000 Rs. 30000 | Ri.2300 | [9:19:1% |
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2.5 DATA INTERPRETATION AND ANALYSIS

Normally Facts and the figures are presented in more compact and precise forms such as

F Tables {Known as data tables)

# Charts (Pie, Bar, Pen, etc.)

# Graphs (2D and 3D)

» Diagrams (Geomeiric or Venn diagram)

Alter reading this unil a student will learn to -
= Study the data given in the form of table and interpret
¢  Understand the data given in Pie charts
= Understond the data given in Bar diagrams.

Directions (1-5): study the following table and answer the guestions that follow;
The table shows the percentage of unemployed male and female youths and the wtal population of
different states in bwo vears.

State 2008 2009
M F T M F T

P I 6 33 Y 1l 30
Q [ 7 19 I 3 24
R H [l 25 10 13 41
5 12 [ 30 7 7 14
T 7 f 32 5 f 24
U 8 5 26 [ gy | 3

M- Percentage of unemploved male youth over total population

F- Percentage of unemployed female youth over total populstion

1= Total population of the stase in lakhs,

1} What was the wtal number of unemployed youths in state Q in 20097
a) 3510060 b ) 4470} Cr 43 200K) i 521000 ¢l none

CAns. ) 4320600)
The percentage of unemployed male youths in state Q in 2009 is 10% and
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1)

4)

The percentage of unemployed female youths in state () in 2009 is 8%.

Thus, the total number of unemploved youths in 2009 in state Q will be {1048)
= |8% of the total population.

The total population of state 0 in 2009 is 24 lakhs

*The number of unemployed youths in state Q in 2009;-
IR/ 100 x 24 lakhs = 4.32 lakhs = 432(KK]

How many female youths were unemployed in state T in 20087

ajy 192000 by 24 1000 ) 224000 dj 301000 € M.
(Ans: a) 192000

The percentage of unemployed female youths in state T in 2008 is 6%.
The wotal population of state T in 2008

6./ 100 x 32 lakhs = 1,92 lakhs = 192000

What was the difference between the no. of unemployed male youths in state s in 2008 and 20097
b 100K by 1220600 ) 212000 d) 98000 &) none
{Ans. b) 122000)
The number of unemployed male youths in state s in 2008

=12% of 3lakhs

=1 2/100x 30 akhs

= 3.6lukhs= 36000

The no of unemploved male youths in state § in 2009

= T% of 34lakhs

= T/ 10k 341akhs

= 2. 38lakhs = 238000

“ The reguired difference = 360000 - 2380} = 12K

What was the respective ratio of the unemployed male youths in state F in 2008 and state R in
2(W)8

a)11:47 by 23:49 ¢) 52:47 d) 223 ¢} none of these.
i Ans : ) none of these |

The no of unemploved male yvouths in state P in 2008

= | 1% of 35lakhs

=] 1/100% 351lakhs

= 3 85lukhs =385000).

The no of unemployed mule youths in state R in 2008

= % of 25lakhs

= 8/ 1 2 5lakhs

=Mokhs =200

“ The reguired ratio = 3RS000 = 20000 = 77240

As the answer is not given in any of the assume oplions, the answer is (2).
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3) The no. of unemployed female youths in state (4) u in 2008 is approximately what percent of the

no of unemployed fernale youths in state U in 20097

a) 0% b) 35% c) 55% d) 405 &) none.,
{ Ans; d) 405%:)

The no of unemployed female youths in state U in 2008 = 5% of 26 lakhs
=3100x26lakhs= 1. MHakhs -1 30000

The no of employed female youths in state U in 2009 = 9% of 35lakhs

=9 100x35lakhs = 3.15lakhs = 315000,

130000 = =/ 100x 31 5000

K= 130000 x 100/ 315000 = 41.27% = 40¢%:

Directions (Q.no.6-9) : Study the following pie-charts and answer the questions that follow,
The pie chart shows the percentage of various products produced.

Chart Title

The following Pie chan shows the income obtain selling the product.

Chart Title

L]
L]
L1
Ep
LL|

Total income obtained by selling all the products = Rs. 50 million,

6)

]

[f the expenditure incurred in production of product N per tone was Rs, 000, what was the
percent profit earned 7

a) 15% b) 25% c) 35% d) 45% ¢) none of these

What is the approximate per selling price of all the six products together 7

a)Rs 14320 b)Rs. 15770 ¢)Rs.16670  d) data in adequate &) none of these,
Which product has got the highest selling price per tone”

a) product L by product M ¢) product N di product O ¢) none of these
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9} H the quantity of product N produced increased by 200 in the next year and selling price per tone

remains the same, then what would be the income generated by selling product N in the next year
]

) OO0 by ZTOHHMD b 2900000 i A0 - e) none of these

Explanation (6-4)
Prodact Quantity of Produci Income ohiained Income obtained per
Produced in Tones By Selling the Product Tones
L 510 1 S0, 000 Rs, 2041 1.76
M 420 j 650,00, 0001 Rs. 14,285.71
N 480 T 30.00.000 Rs. 0,250
0 36l S0,00.006) | Rs. 13.888.89
P | 720 | T0,00,000 | Ris. 9, 722.22
Q L ' 1. A40.00.000 | Rs. 27 450,98

6) (b) 259
The expenditure incurred in production of product N is Rs. SIKKI per tone
The income obtained by selling products N per Tone = S000000/480 = 6250
As can be seen, the profil obtained per tone by selling product N:-
=250 ~ SN} = 1,250,
The reguired percentage profit -
1 2500k 10K = 255
71 B Rs. 16670
Total quantity produced=3KK) tones
Total income oblained = Rs 50 millon
Selling price per tone = SOOOO000/ 3000
= Rs 1666667
~ Rs. 16670
K. o) prosduct L
As in he seen from the table above, the selling price of product € is Rs. 27450 per tone. As the
answer is nol given in any of the ophions,

9, d) Rs. 3600000

The quantity of product N produced = 480 tanned The quantity produced in the next year ;
| HW100x480 = 5TH tones

Per ton selling price of product N remuns the same 1.2. Rs. 6230,

s Admoiint obaned h]-' ﬁ:'”'il'l_‘!'_ M oan the mexl Vedar =0250x 576 = Rl LELIN
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L. The bar graph given below shows the foreign exchange reserves of a country (in million US %)
trom 1991-92 10 1998-99, Answer the questions based on praph.

pr—
S 1|

E —a
VU R e AR L D e L
ELIC

- —

|.  The foreign exchange reserves in 1997-98 was how many times that in 1994-95
a) 1.5 b) 2 c) 3.3 d) 2.6

Answer: Opition A

2. What was the percentage increase in the foreign exchange reserves in 1997-98 over 1993-94 7
a JBlr b) 90%¢) 100% dy 110%

Answer: Optioa C

3. For which year, the percent increase of forelgn exchange reserves over the previous year is the
highest ?

a) 199495 b) 1995-96 c) 1998-99 dy 199293
Answer. Option D

4. The foreign exchange reserves in 1996-97 were approximately what percent of the average foreign
exchange reserves over the period under review 7

a) 80 b HOO%: )l 25% dil 30%

Answer: Option C
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5. The ratio of the number of vears, in which the foreign exchange reserves are above the avernge
reserves, 10 those in which the reserves arc below the average 15:

a) 3:5 b) 2:3 c) 47 d) 3:7
Answer: Oplion A

1. The bar graph provided below gives the sales of books (in thousand numbers) from six branches of
a publishing company during two consecutive years 200 and 2001, Answer the questions based on

the graph.

r 22 BERE

EalrdlE MiEskanas|

= = W
= =

6 Total sales of the branches B1, B3 and BS together for both the years (in thousand numbers) 15 -
a) 550 b} $60 ¢} 570 d) 580
Answer: Option B
7. Total sales of branch B6 for both the years is what percent of the total sales of the branch B3 for
both the years?
2) T317% by 72.17% ) TLIT% d} 70.17%
Answer: Option A
% What is the average sale of all the branches (in thousand numbers) for the year 2000 7
a) 6 bi74 c) 78 d) 80

Answer: Option D
9. What is the ratio of the total sales of branch B2 for both the years to the total sules of the branch

B4 for both the years 7
a) 4:9 hid:11 c) 7.9 d) T:11

Answer: Option C

10, What percent of the average sales of branches B, BZ and B3 in 2001 is the average sales of the
branches B1. B3 and B6 in 2000 ?
a) BA5% b) 87.5% c) BB.5% d) 89, 5%

Answer: Option B
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Pie Charts

IIL. The following Pie chart shows the percentage of Literate and Nliterate males and females in a
city. Answer the guestion based on this pie chart.

S ”ﬂ_“—'_"__;ﬁ' B8 .

L Famiia

Tl kP

B

s Famdes
[
LR LRTEES

1l. What is the difference between the number of Literate Males and Literate Females, If iotal number
s 250,000

@) 3500 b 4500 ) SU00 o)y 6000
Answer; Option C

IV. The following pie chart shows the percentage distribution of the expenditure incurred in
publishing a book. Study the pie chart and answer the following questions.

Bepandiunms (in paocernege
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12, What is the central angle of the sector corresponding to the expenditure incurred on Royalty 2
a) 54 degree  b) 48 degree ¢) 45 degree d) 40 degree
Answer: Option A

13, Which two expenditures together have a central angle of 108 degree in pie chart ?
a) Binding cost + Royalty cost b} Printing cost + Paper cost
¢) Binding cost + Transponation cost  d) Printing cost + Transportation cosl
Answer: Opltion D

4. If the difference between the two expenditures are represented by 18 degree in the pie char, then
which option of following can be correct”

a) Binding cost and Royalty cost b) Paper cost and Printing cost
¢} Paper cost and Royalty d} Rovalty and Promotion cost
Answer: Option B

15.  If for a edition of & book, the cost of paper is Rs. 56250, then find the promotion cost for this
edition ?

a) Rs 21500  b) Rs 22300 ¢} Rs 22500} d) Rs 22700
Answer: Option C

16, If for the certain guantity of books, the publisher has to pay Bs 30,600 as printing cosl, hen whit
will be the amount of royalty to be paid for these books 7

a) Rs 22650 by Rs 32750 ¢) Rs 22850 dy Rs 22950
Answer: Option D

17.  If 5500 copies are published and (he transportation cost on them amounts Lo Rs. 82500, then what
should be the selling price of the book so that the publisher can earn a profit of 25 % 7

a) Rs 1B0.50 b} Rs 182,50 c) Rs 183,50 d) Rs 187.50
Answer: Option D
{8, Rovalty on the book is less than the printing cost by ”

a) 20% b) 25% <) Mtk d) :
Answer: Option B

il
ah
-4
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3.1 SIMPLE mTE_H_E_sT

Any person with a bank aceount, credit card or bank loan will come across aspects of simple inleresi
and compound interest, However, many people have difficulty in distingwishing between the two types
of interest and how they should be calculated.
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Alter reading this unit a student will learn to -
s Understand concept of interest, related terms and compuiation,

o calculate simple interest and the amount, when a given sum of money s invested for a specified
time period on a given rate of interest;

When money is loaned, the borrower usually pays a fee to the lender. This fee is called “Interest”
Based on the method of calculation of the amount of interest given on the amount leat or borrowed, the
interest can be simple interest or compound interest Simple interest or FLAT RATE interest is the
amount of interest puid each year in ua fixed percentage of the amount borrowed or lent at the
beginming.

Principal: The money borrowed or lent out for a cerfain peniod is called the principal or the sum.
Interest: Extra money paid for using other’s money is called interest,

Simple Interest (S.1); II the interest on a sum borrowed for a certain period is reckoned uniformly,
then it is called simple interest.

4. Rate (R}: The rate of interest to be paid on the principal per annum.
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Let Principal = P. Rate = R% per annum (p.a.) and Time = T years. Then,
(i) 5.L= (PXRXET y100

(11} P= (100= 81V (E~T) |

(i) R=( I00=S.DAP=T) and

{iv)  Ts=(l100XS.IVP*R)

Ex.1.Given Principal: ‘P'=1300 interest rate; ‘R’ =12% =0.12, Repayment time:"T" = 2 years
Part I; Find the amount of interest paid

[nterest="1"'= PRT
=1.500 % 0.12 ¥ 2 =360
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Part I1: Find the Total amount to be paxic

Total amount o be paid
=Principal + Interest =1.500) + 360 =] 860

Part II: Calculate the Weekly payable amount

Toted Repeviriciits
Weekly payment amount = ilsins i

Lo Period T imweeks

{ 560
2xi2

Weekly payment amount =

= 17.88 per week.,
Ex. 2. Find the simple interest on Rs. 30,000 at 16 2/3%. per annuim for 9 months,

Sol. P =Ra30, HH.R = 50/3% p.a and
T=%I12 years = 3/4years.

S &L =(PERATWIN
= Hs. (30,000% ($0/3) > (3/4) ¥ (17100
= R=. 1750

Ex. 3. Find the sumple interest on Rs, 6000 a1 6 1/4% per annum for the penod from 4th Feb,, 2005 o
I8th April. 2005,

Sol.  Time = (24+31+18) days
= 73 days = 73/365 years
= |5y vears.,

P=Rsol00and R =64 % pa =254%p.a
~8.1 = R, (60007 (25/14) X (1/5) % (17100 = Rx.75.

IMPORTANT: The day on which mioney is deposited is not counted while the day on which money is
withdrvwn is counted,

Exd. A sum borrowed by Augustine a simple interests at 13 ¥ % per annum amounts to Rs.2502 50
afier 4 years find the sum borrowed by Augustine.

Sol.  Let sum be Rs. x then,
S.L=Rs.(x* (2T/2) %4> (/1000 )
= K52 7%/50)
SoAmount ={Rs. x4+ 27x/500)
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= R TT/50
v TTRSS0) = 250250
& x=2512.5 % 50 = 1625
T
Henee, sum = Ry, 1625,

Ex. 5. If a sum of Bs, 800 amounts to Rs. 920 in 3 years at simple interest and if intercst rate  is
increased by 8%, it would amount to how much?

Sol. 5.1 =Ra (920 - 800) = Rs. 120;
p=Rs BN, T =3 yrs.

B = ({100 X 1200/ BO0X3) ) G = 5.
Mew rate = (5 + 3)% = B%.

New 5.1 = Rs. (800%8%3)/100 = Rs. 192.
New amount = Rs,(800+192) = Rs, 992
Ex. 6. Prabhakar Rao borrowed some money from Rajasah at the rate of 6% p.a. for the first two years,
at the rate of 9% p.a. for the next three years, and at the rate of 14% p.a. for the period beyond
five years. IT he pays a total interest of Rs. 11,400 at the end of nine years how much money dud
he bormow 7

Sol. Let the sum bormowed be x.
Then(xX 226N 100 + (xZ0X3/ 100 + (x* 144100 = 11400
e (325 + 27100 4+ 14x / 25) = 11400
e 95/ 100 = | 1400
e x = (11400 10AS = 12000,
Hence, sum haormowed = Rs. 12,000,

Ex.7. If certain sum of money amounts to Rs. 1008 in 2 vears and 10 Rs.1164 in 3 %2 years. Calculate
the sum and rate of interest.

Sol. 8.1 for 1 Y2 vears
= R 1164-1008) = R 156.

§.1, for 2 vears = Rs.( 1567 (2/3) *2)

=R+, 208
Principal = Rs. (1008 - 208) = Rs. 800,
Now, P =800, T=2and 5.1. = 205
Rate = 1004208 /(30X 21% = 13%
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Ex. 8. What rate percent per annum will make a sum of money double in 16 years.
Sel. Let principal = P.

Then, SL.=Pand T = 16 yrs.

< Rate = (100 % P) / (P* 16)%

=64 % p.a.

Ex. 9. The simple interest on a sum of moncy is 409 of the principal Find the rate per cent and time, il
beth are numerically egual,
Sol.  Let sum = Rs. x.
Then, 5.1. =Rs. 4x/9 Let rate = R% and
time = R vears,
Then, (x*R =R )1 00=4x/9
or R*=400/9 or R=2(3 =46 }
e -
SRate=6 3 % and Time =6 3 years =6 years & months.
Ex.10. A person borrowed an amount with simple interest on o certain sum of mone y for 2 V2 years at
| 2% per annum which is Rs. 40 less than the simple interest on the same sum for 3 4 YCars al
10% per annum. Find the sum,
Sol. Let the sum be Rs. x Then, ({x % IOXTINT007Z)) — ([ x X 12X5)00 100%2)) = 40
& (T200-(3x/ 10)=40
e3x% = (40 X 20) = R0O0,
Hence, the sum is Rs. 800
Ex.11. Srinivas invested a sum put at simple interest at a certain rate for 3 years, Had it been put ai
2% higher rate, it would have fetched him Rs. 360 more. Find the sum.
Sol. Let sum = P and original rate = R.
Then, [ (P* (R+2) %3)/100) — | (PXR*3)/100] = 360.
& 3PR + 6F - 3PR = 36000 = 6P=36000 & P=6000
Hence, sum = Rs. 6K,
Ex.12. What annual installment will discharge a debt of Rs. 1092 due in 3 years at 12% simple intersst
bya

Sol. Let each Installment be Rs. x
Then, { x+ ((X*12% [ )100)) + (x+ (X 12X20 1000 b+ ¢ = [09?
& ((28025) + (325 + x) = 1097 = (28x+3 1x+25x)=( 10092 % 25)

= x= (109252584 = Rs.325.
-~ Each installment = Rs, 325,

Ex. 13, A sum of Rs. 1550 is lent out to Rammurthy to pay into two parts, one at 8% and another one
at 6%. If the total annual income is Rs. 106, find the money lent at each rate,
Sel. Let the sum lent at 8% be Rs. x and that at 6% be Rs. (1550 - X

SUXEBXLWL00) + ((1550-x) HEX ] MI00=106
BN+ 9300 -6x=10600 ¢ 2x = 1300 « x =650,
. Money lent at 8% = Rs, 650, Money lent at 6% = Rs. (1550 - 650) = Rs. 900,
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Exercise

5

Avinash borrowed Rs. 5000 from Sanjay at simple interest. After 3 years, Sanjay got Rs, 300 more
than what he had given 1o Avinash, What was the rate of interest per annum 7.

7. The simple interest on a certain sum of money at the rate of 5% p.a. for § years is Rs. 840. At what
rale of intrest the same amount of inlerest can be received on the same sum after § years 7

3. IF A lends Rs. 3500 10 B ot 10% p.a. and B lends the same sum to Cat 11.5% p.a.. then the guin of
B (in Rs.) in a period of 3 years is..

4, In what time will Bs. 500 give Rs. 50 as interest at the rate of 5% pa. 5.1 70

5. Rakesh took a loan for 6 years at the rate of 55 p.a. S.L If the total interest paid was Rs. 1230, the
principal was:.

6. A certain sum of money lent oat at $.L amounts to Rs. 690 in 3 vears and Rs. 750 in 5 years. The
surm lent is:.

7. Al the rate of 6% p.a. simple interest, a sum of Rs. 2500 will earn how much interest by the end of
5 years 7.

8 The rate at which a sum becomes four times of itself in 15 years at 5.1, will be-.

9, Rs. 800 amounts o Rs, 920 in 3 years at simple interest. If the interest rale i5 increased by 3%, it
would amount to how much 7,

101 A person borrowed Rs. 500 at the rate of 5% per annum S.1. What amount will he pay 10 clear the
debt ulter 4 vears 7

I 1. Prabhat took a certain amount as a loan from a bank at the rate of 8% p.a. 5.1. and gave the same
amount 1o Ashish % a loan at the rate of 1265 p.a. If at the end of 12 vears, he made a profit of RS
320} in the deal, what was the original amount?.

12. Ashok took a loan of Rs. 15000 for 3 years al simple interest. If the wtal interest paid is R. 2700,

what is the rate of interest per annum?,

13, The interest on & certain deposit at 4.5% p.a is Rs. 202.50 in one year. How much will the

14.

15,

additional interest in one year be on the same deposit at 5% p.a. 7.

Satish 100k a loan at 10% p.a. S.1 After 4 years, he returned the principal along with the inlerest. If
he returns in all Rz, 3500, what is the principal amount?.

A sum of money at simple interest amounts o Rs. 2240 in 2 years and to Rz, 2600 in 5 years. What
is the principal amount?.

ANSWERS
[ Question Nos. 1 - ] 4 5
Answers 2% % 157.50 2 years Ks. 4100
Question Nos. 6 7 8 9 10
Anxwers R, 6k} Ry, 750 20% Rs. 992 Rz, 600
Juestion Nos. 11 12 13 14 15
Answers K, 666,67 6% Rx. 2500 Rs. 2500 Rs. 2000
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3.2 COMPOUND INTEREST

After reading this unit a student will learn to -

= illustrate the concepr of compound interest vis-a-vis simple interest:

= calculate compound interest, the amount and the difference between compound and simple
interest on a given sum of money at @ given rate and for a given time period

- solve real life problems pertaining to rate of growth and deca ¥. using the formula of compound
interest, given a uniform or variable rate.

Compound Interest: When the borrower and the lender agree to fix up a certain unit of time, say vearly
or half-vearly or quarterly 10 settle the previous amount. In such cases. the amount afier first unit of
time becomes the principal for the second unit, the amount afier second unit becomes the principal for
the third unit and so on,
After a specified period, the difference between the amount and the money borrowed is called the
Compound frererest C1.

Principal = P, Rale = R% per annum, Time = n vears.

. When interest is compound Annually:
Amount = P{I+RA00F°

I, When interest is compounded Half-
yearly:
Amount = P 1+(R2V100]™

1L When interest is compounded

Quarterly;
Amount = P 1+ R4y 1007

V. When imerest is compounded
annually but time is in fraction, say
25 years.
Amount = POHRADOY x (1+(2R/5)100)

Y. When Rates are different for different years. say B 1%, B2%. R3% for st 2nd and 3rd yeur
respeciively.

Then, Amount = P{1+R /100 I+ B 1OON 1+R o 100
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Ex | Calewlate the compound interest on the amount borrowed Rs. 7500 at 4% per annum for 2 years,
compounded annoally.

Saol.
Ampunt = Rs [7500% (1-+(4/100)7]
= Bs {7500 = (26f25) (26 25])
=Rz Bl12Z.
ClL=Rs (B112-T7500)=Rs 6l2.

Ex. 2. Calculate the compound interest on Rs. 8000 at 15% per annum for 2 years 4 months,
compounded annwally,

Sol.
Time =2 years 4 months
= 2(4/12) years = 2(1/3) years.
Amount = R (8000 X (1-+(15/1000)° % (1+((1/3) * 150/ 1040)]
=Ry [BDOD X (237200 % (23720} =~ (21/200]

= s, 1110, ;
S = Re (11109 - 8000) = Bs. 3104,

Ex.3. Find the compound interest on Bs, 10,000 in 2 years at 4% per annum, the
interest being compounded half-vearly.

Sal,
Principal = Rs. 10K},
Rate = 2% per half-year:
Time = 2 years =4 half-years.
Amount = Rs [ 10000 = {1+ 2010001
= Rsf 10000X( 31500 {5 1/50 % (5150 = (5 1/50))

= Rs, 10824.32.
00, = Rs (1082432 - LO000)
= Rs. 824.32.

Ex. 4. Find the compound interest on Rs. 16,000 at 20% per annum for 9 months, compounded
guarterly.

Sal.
Principal = Rs. 16000,
Time = 9 months =3 quarters
Rate = 20% per annum = 3% per qu-.lrtu.,r
Amount = Rs. [ 16000 x {1+ 37100} ]
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= Rs. 18522,
Cl=Rs. (18522 - 16000) = Rs, 2522,

Ex. 3. If the simple interest on a sum of money at 5% per annum for 3 vears is Rs. 1200, find  the
compound interest on the same sum for the same period at the same rate.

Sol.
Clearly, Rate = 5% p.a., Time = 3 years. S.1.= Rs. 1200.
.. principal=RS [100% 1 200]/3%5=RS 8000
Amount = Rs. 8000 x |1 +5/100]"
= s, 9261.

C.l =Rs (9261 - 8000) = Rs. 1261,

Ex. 6. In what time will Rs. 1000 become Rs. 1331 at 10% per annum compounded annually?
Sol.
Principal = Rs. 1000; Amount = Rs, 1331; Rate = 10% p.a.
Let the time be n vears,
Then,
| 1000 1+ (1V100Y)° | = 133]
or (11710 = (1331/1000) = (1 1/10)°
n =3 vears,
Ex. 7. If Rs. 500 amounts to Rs. 583.20 in two vears compounded annually, find the rate of interest
per annum.

Sal

Principal = Rs. 500,

Amount = Rs, 583.20; Time = 2 vears,
Let the rate be R% per annum.
Then, [ 500 (1+(R/100)° | = 583.20
0T

[ 14+ (RADDF = 58325000

= 1 1664/ 10000

[ 1+ (RAI0O)F = ( 108/100)°

O

| +(RA00)=108/100 or R=§
So, rate = 8% p.a.

Ex. 8. The difference between the compound interest and simple interest on a certain sum at 10% per
annum for 2 years is Rs. 631. Find the sum.

Sol.  Let the sum ba Rs, x,
Then, CL=x({1+(10/10017- x
= 21x/ 100,

SI=({xX10%2)/100)= x/5
- Commissionerate of Collegiate Education
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Rs.

Sol.

CH-S.De{(2Ix/100)-(x/5))
= x /100
(x/1O0) = 631 = 3 = 63100,

Hence, the sum is Rs.63, 10K,

Ex.0, The difference between the compound interest and the simple inferest accrued on an - amount of

L8000 in 2 years was Rs. 405, What was the rate of interest p.a, 7 { Bank P.O. 2003}

Let the rare be R% poa. then.
[ 18000 {1+ ( R/ 100} - EB000 1- (18000 % R ¥ 2)/ 100 ) =405
LSO00 [ ( 100+ (R /100 7/ 10000) - 1-(2ZR/ 100 )] = 405
IRO00[{ (100 + R )7 - 10000 - 200R) / 10000 ] = 405
OR*/ 5 = 405
=R =((405 X 5}/9)=225

R=15.

Rate = 15%.

Ex.10What annual payment will discharge a debt of Rs7620 due in Jyears a1 16 /3% per anmum
interest?

Sal,

Let each installment be Bs.x,

Then,(P.W. of Rs. & due 1 year heneebHP.W. of Rs, x due 2 years hence H{P.W of Rs. X due 3
years hence }=7620).

oo 3 TCS03 2 D00 1 0t 1+{S0F3 < LODY 4 0 145003 % 100)) =7620

e G/ T (936049 )H 2 16334 3 =TH 2L 204+ 25254+ 2 LHx=T62" 343,
=y x= {TH20XI43/762)=3430),

= Amount of each installmeni=Rs. 3430,

b

What is the principal amount which earms Rs. 132 us compound interest for the second year at
1 0% per annum’.

The amount of Rs. 7500 at compound interest at 4% per annum for I years, sz

If the amount 15 2 and 1/4 times the sum after 2 years af compound interest. the rate of interest per
annum,.

If the difference between the compound interest, compounded hall vearly and.the simple nterest
on o sum at 107 per annum for one year is Rs. 23, the sum 15 .
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The difference in compound interest and simple interest on a certain amount at 105 PCT anmnuim &
the end of the thind year is Rs. 620, What is the principal amoumnt?,

. The compound interest on a certain sum at 5% per annum for 2 vears is Rs. 328, The simple
interest for that sum at the same rate and for the same period will be ..
7. A man borrowed Rs. 800 at 10% per annum simple interest and immediately lent the whole sum
at 105 per annum compound interest, What does he gain at the end of 2 years?,
8 Inhow many years will a sum of Rs, 800 at 10% per annum compounded. semi-ennually become
Rs. 926.107
2. If the simple interest on a sum of money at 5% per annum for 3 vears is Rs. 1200, the compound
interest on the same sum for the same period at the same rate, is -,
10.  On what sum of money” will the simple interest for 3 vears al 8% perannum be half of the
compound interest on Rs. 400 for 2 years at 10% per annum 7.
L. A sum of money at compound inferest amounts to thrice itself in 3 vears, In how many years will
it be 9 times itself.
IZ.  The difference between the compound interest and the simple interest on 1 sum of money for 2
years al 12 % per annom is Rs, 150, The sum is -
ANSWERS
Question Nos. ] 3 3 4 5 6
Amswers Rz 12060 | Rs. RI12 S Re. 100G | Rs. 20000 | Rs, 320
Question Nos, 7 ] U 10 11 12
Answery Rs. 8 Pand 122 | Rs 1261 Rs. 175 [ Ry, D60
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4.1 AVERAGES AND PROBLEMS ON AGES
| INTRODUCTION |

This chapier enables the student how a single value ( average) will represent a list of values such as
marks, heights, ages etc. and comparison of the other values with the median | average).
An average is a very simple but effective way of representing an entire group by a single value,

After reading this unit a student will learn to -
= Understand the meaning of average
» Properties of average
= Solve some simple problems on average.

Definition: Average of a group is defined
as sum of all items in the
group/ no of ltems in the
g

Basics:

If the value of each item is increased by the same value ‘p’ then the average of the group or items will
also increase by p.
If the value of each item is multiplied by the same value 'p’ then the average of the group or items will

also be multiplied by p'.
If the value of each item is divided by the same value p (p#0), then the average of the group or items
will also be divided by p
The average of group of items will always lie between the smallest value in the group and largest value
in the group ie., the average will be grater than the smallest value and less than the largest value in the
SFOL,
There are four different means.

1} Arithmetic mean

2) Harmonic mean

3) Geometric mean

4} Weighted meun
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I.  Find the average of all prime numbers between 30 and 50

Solution :
The prime numbers between 30 and 50 are © 31,3741, 43 and 47
.. Required average
= 3| +37+4] 36475 =1995 =34
2. The average age of a class of 39 students is 15 years if the age of the teacher be included, then the
average increases by 3 months. Find the age of the teacher.
Solution:
Total age of 39 persons = (39%15) years
= 585 years
Average age of 4 persons
= 15 years Imonths
=h1/4 years
Total age of 40persons = 61/4xd0 years
= 610 years
Age of the teacher = (610-585) years
= 25§ years.
3. Distance between two stations A and B is 778 km. Han covers the journey from A o B at 34 km
per hour and returns back 1o A with a uniform speed of 36 km per howr. Find his average speed
during the whole journey,

Solution :
Required average speed
= 2xyf+y kmvhr ( harmonic mean)
= 2xR4x56 / 84456 km/hr
= (2x84x56) (140 kKmv'hr
=67.2 km/hr.
4 A batsman makes a score of 87 runs in the 17" innings and these increases his average by 3. find

the average after 17" innings.

Solution :
Let the average after 177 innings =x
Then, Average after 16" innings = (x-3) 16 (x-3}+ 87 = 17x
=> x = §7-48=30
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4.2 PROBLEMS ON AGES

. The average age of the husband, his wife and their son ten years ago was 25 years and that of the
hushand and wife six years ago was 37 years, What is the present age of son ( in years) 7

Solutions =
Total of present ages of husband, wife and son = (25x3) +10+ 10 +10
= |05 vears.
Average age of husband and his wife six years ago was 37 years,
Total of present ages of hushand and wife = (37x2) 46 +6 = 86 years.
“Son’s present age = i05 — 86
=19 years,
2. The average age of A and B is 30 years, If ¢ were to replace A, the average age would be 40
years and if he were to replace B, the average age would be 35years. What is A's age?
Solution :
Average age of A and B = 30 years
Total age of A and B = 30x2 = 60 years
Average age of B and C = 40 years
Total age of B and C = 40x2= 80 years
Total age of A and ¢ = 35x2 = 70 years
After adding (1) and (3) we get
2A+B+C=130
But we know that (B+C) = 80
LIA+BO=130
A= 130 - B2 = 25 years.
Hence, a' s age is 25 vears.

L. The average of Kanchan's marks in 7 subjects is 75. His average in six subjects excluding
Science is 72. How many marks did he get in Science?

The average age of boys in the class is twice the number of girls in the class. If the ratio of boys
ind girls in the class of 36 be 5 : 1, what is the total of the ages (in years) of the boys in the class,

P
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16,

17

1%,

19.

The average of eight numbers is 14, The average of six of these numbers is 16. The average of
the remaining two numbers is:

Five years ago, the average age of A, B, C and D wus 45 years. With E joining them now, the
average of all the five is 49 years. How old is E?

The mean of 12, 23, 32, 42, 53, &4, 7152

The average weight of 3 men A. B and C is 84 kg. Another man D joins the group and the
average now becomes 80 kg. If another man F, whose weight s 3 kg more than that of D,
replaces A then the average weight of B, C, D and E becomes 79 kg. The weight of A 1s:.

Three years ago, the average age of a family of 5 members was 17 years. A baby having been
hom. the average age of the family is the same today . The present age of the baby is:

The average of 30 numbers is 38, If two numbers, namely 45 and 55 are discarded, the average of
the remaining numbers 1% &

The average of 11 observations is 60, [f the average of first five observations is 58 and that of the
last five 15 56, then the sixth observation is.

In seven given numbers, the average of first four numbers is 4 and that of the last four numbers is
also 4, If the average of thess seven numbers is 3, the fourth number is -

If a. b, c. d. ¢ are five consecutive odd numbers, their average Is:

A motorist travels to a place 150 km away at an average speed of 50 km per hour and returns at
30 km per hour. His average speed for the whole journey in km per hour is &

The average of two numbers is M. If one number is M, then the other number is.

The mean of 100 observations was calculated as 40. It was found later on that one of the
ohservations was misread as 83 instead of 53. The correct mean is .

Five years ago, the average age of P and Q was 15 years. Average age of P, (Q and R woday is 20
years. How old will R be after 10 years?.

I a cricket sleven, the average of eleven players is 28 years. Out of these, the average ages of
three groups of three players each are 13 years, 28 years and 30 years respectively. If in these
groups, the captain and the younges! player are no included, and the captain is eleven years older
than the youngest player, what is the age of the captain 7.

The average age of a commitiee of eight members is 40 years. A member aged 55 years retired
and his place was taken by another member aged 30 vears, The average age of the present
commitles isi.

The average weight of 9 mangoes increases by 20 g if one of them weighing 120 g 1s replaced by
another. The weight of the new mango is &

The average age of 40 student of a cluss is 15 year. When 10 new students are admitied, the
average is increased by 0.2 years. The average age of new students is
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20. A man whose bowling average is 12.4, takes 5 wickets for 26 runs and ther eby decreases his
average by (0.4, The number of wickets, taken by him before his last match is -.

Zl. The average of ten numbers is 7. If each nuniber is multiplied by 12, then the average of new set
of numbers is :,

21, The average weight of 6 men decreases by 3 kg when one of them weighing B0 kg is replaced by
a new man. The weight of the new man .

23, Out of four numbers, the average of first three is 16 and that of the last thres is 15, If the las
number is 1¥, the first number is

24.  There are three sections of a class in a school, The number of studenis in the three sections is 38,
32 and 40 and the average age of the students in these sections separmely is 15.3 years, 16.5 years
and 13.9 years respectively, What is the average age of the class?,

25. The average of first five multiples of 3 is:.

ANSWERS

Question Nos 1 2 3 4 5
Answers 93 6l B 45 vears 20
Question Nos 6 7 8 9 10
Answers 75 kg IE Zyrs 375 1] 11 B
Question Nos 11 12 13 14 15
Answers {a+4) 7.8 IM—N 9.7 30 yrs
Question Nos 16 17 18 19 20
Answers 35 vears 38 years 30D g 16 vrs 8RS I
Question Nos 21 22 23 24 25 =
Answers B4 62 kg 21 | 1586 yrs v il
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5.1 TIME AND DISTANCE
[T

This chapter mainly deals with problem related among Distance, Time and Speed of ihe objects like
body, birds, trains. persons, motor vehicles and submarines like any moving bodies,

Alter reading this unit a student will learn to -
* understand the relation between time and distance
¢ solve simple problems on time and distance

e

. Speed=Distance/Time ; Speed(s). Distance(d). Time(t)

2 s.ﬂl.ﬂ; =Cr“'.‘-|||=.'1-3|.3 = .‘-iﬂﬁ::t:lrl.
3. If speeds are constant then
difti=dyft; == dyfds=tits

4. Ifreaching times are same
dis=constant d:.ll!"r|=d:|"!i:
== 5yfte=d,/ds
3. when a motor car covers a distance at 5, kmv/hr and an equal distance at s: km/hr then the average
speed for the otal journey is S = (25,55, +5:)

Conversion Factor:

1. from km'hr to mfsec;
When a motor car running with
speed x kmvhr its speed in misec is

;I
{x¥* — ym/sec
18

Ex: S4km'hr = 54 %:Iﬁrnﬁwc

2. from m/sec lo kmvhr:

When @ car is ranning with speed v m/sec then its speed in knvhr is v < 18/5 kim/hr
Ex: If car speed is SOmisec then it is

SO 185 =180 km/hr,
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Conversion of Time:

| Hr = 6imin = 3600sec, 1day = 24hr = 24 %60 6sec = B64(0scc

Ex: |Hr.40min =3 1hr*40% LG0hr = 53hr.

2min30sec == 2= 30e0=1min

Note: when the speeds are in the same direction the resultant speed is s=8;-5;
When the speeds are in the opposite direction the resultant speed is s=5,45;

1. While covering a distance of 24 km, a man noticed that afier walking for | hour and 40 minute, the
distance coverad by him was 7 of the remaining distance. What was his speed In metres per
second?

Sol. Let the speed be x km/hr.
Then, distance covered in | hr: 40 min. i.e., 1 23 hrs = 5x3 km.
Remaining distance = [24-5x/3] km.
= 5x/3 = 5/7[24-51/3]
e Sx/3 = 5M72-5x3] &= TXx = T1-5x
= 12x=T2e1=0
Hence, speed = 6 km/hr = [62%5/18] mfsec = 5/3m/sec = | 2/3 mfsec

2. Two men starting from the same place walk at the rate of 10km/hr and Bkm/ht respectively. Find
the separation between them at the end of 72 hr if a) They walk in the opposite direction b they
walk in the same direction

Sol,
A) When they walk in opp. Direction the speeds are added s=x +5;= |04 B=1 Bkm/hr
The separation hiw them is | 8km in one hr.
In 7/2hr they are apant, 18X 7/2=63km

B} When they walk in same direction speeds arc subiracted s=s;-%:=10-8=2km'hr
They are separated in 2km,
In 7/2 hr they arc apart=2*7/2=7Tkm.

. The ratio between the speeds of two trains is 7+ £ If the second train runs 400 kms in 4 hours,

then the speed of the first trn is:
5 A man on tour travels first 160 km at 64 km/hr and the next 160 km at 80 kmvhr, The average

speed for the first 320 km of the tour is:
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3.

2.

Robert is travelling on his cyele and has calculated to reach point A at 2 PM. if he travels a 10
kmph, he will reach there at 12 noon if he wravels at 15 kmph. At what specd must he travel 1o
reach A at | P.M.7

A farmer travelled a distance of 61 km in 9 hours, He travelled partly on foot @ 4 kmv/hr and
partly on bicyele @ 9 km/hr. The distance travelled on foot is:

In covenng a distance of 30 km, Abhay wkes 2 hours more than Sameer, If Abhay doubles his
speed. then he would take | hour less than Sameer. Abhay's speed is:

A car travelling with of its actual speed covers 42 km in | hr 40 min 48 sec. Find the actual speed
of the car.

It tikes eight hours for a 600 km journey. if 120 km 15 done by train and the rest by car. Tt wmkes
20 minutes more, ift 200 km is done by train and the rest by car. The ratio of the speed of the train
to that of the cars is;

Excluding stoppages, the speed of a bus is 54 kmph and including stoppages. it is 45 kmph. For
how many minutes does the bus stop per hour'!

A person crosses a 600 m long street in 5 minutes. What is his speed in km per hour?

A man covered a certain distance at some speed. Had he moved 3 kmph faster, he would have
taken 40 minutes less. If he had moved 2 kmph slower, he would have taken 40 minutes more,
The distance (in ki) is:

A train can travel 504 faster than a car. Both start from point A at the same time and reach poin
B 75 kms away from A at the same time, On the way, however, the train lost about 12,5 minutes
while stopping at the stations. The speed of the car is:

In a flight of 600 km. an aircraft was slowed down due to bad weather. Its average speed for the
tnp was reduced by 200 km/hr and the time of flight increased by 30 minutes, The duration of the
flight is:

ANSWERS

87.5

7L.11

12

1fvm

Skm/

10

11

g

10

[

1200 kmph
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5.2 TIME AND WORK
Every one of us come across such situations where we need to complete a job in & reasonable time.
Depending on the time and need of the job. personnel have 1o be increased or decreased to complete the
job, It requires that more men have to be inducted to complete the job in relatively shorer time and
vice versa, i.e.. the time allowed and the men engaged to complete a job are inversely proportional to

each other. Sometimes, we also come across such situations where time and distance or men and
distance are in direct proportion to each other.

This chapter enables students to understand how 0 calculate the number of days in which a given work
has to be completed. number of persons required 1o complete a given work ele,

This chapter deals with problems related with time and work done by persons,

| Tearning Objects |

After reading this unit a student will learn to -
s understand the relation between time and work

» solve simple problems on time and work

[ improtant points and formulac |

If “A “can finish a piece of work in ‘n’ days then A s | day’s work is=1\n

I A is X-times as good a work man as B, then A will take 1/x of the time thai B takes to do a cartain

work.

3. If M1 person can do W1 times in D1 days for T1 hours and M2 person works in D2 days for T2
hours then=! 1D|T|WE=M_'|I]:T:W|

4 If A can finish a work in X-days and B can finish the some work in Y- days, then time taken by
both to finish the wark are XY\X+Y days

5. If A and B wogether can do a piece of work in X- days and A alone can do it in Y- days then B
alone can do it XYAY-Z ) days.

6 I ABand C cando a work in XY and Z days respectively then all of them working together
can finish the work in (XYZWXY+YZ+ZX)

7. If twotaps A and B take a and b hours respectively to fill a tank then the two taps wogether fill

Ifa+1/b part of the tank in an houar and the total tank fill in ab/fa+b hours.

=]
"

| B
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. A’ can do a piece of work in 12 days and “B” alone can it in 15 days how much time both will
take to finish the work ogether?

Solution:
Work done by A" in | day =1/12
Work done by'b’ in 1 day =1/15
Therefore both together can finish the
work in 20/3days or 6 2/3days.

Short cut:
AVIxX+y=1Ix15/12+ 1 5=12x 15/27=2003=6 2/3days.

i

A tank can be filled separately by the two pipes in 12 and 16 minutes respectively if both pipes are
opened wgether, when will the tank be filled?

Sol: (Short cut)
The time taken o fill the tank by both pipes = abfa+b=12x6/12+16
=] 2x 16/ 28=48T=6 &/7 minules

3. 16 men can do a picce work in ten days. How many men are needed to complete the work in 40
days?

Sol: M; =16, D]= 10}, Dz = 40, M_‘!:M:
M] D| —_ MJ D_‘!
M:= |6x 10/40 = 4 men

4. Auand B can do a piece of work in 18 days. B and Cin 24 duys. A and C in 36 days. In what time
can they do it in all work together?

Sol: [{A+B) + (B+C) + (A+C)]' 5 lday's work=1/18+1/24+1/3=1/%
2A+BCY's 1 day work=1/8
(A+B+CY's | day work=1/16
Therefore all can finish the work in 16 days.

‘.i. .!. I.II- .I..\l:

L. A can do a piece of work in 15 days and B alone can do it in [ days, B works at it for 5 days and
then leaves. A alone can finish the remaining work in ;.

2. Acan do acertain job in 12 days. B is 60% more efficient than A. The number of dlays, it takes B

o do the same piece of work, is,

A father can do. a job as fast as his two sons working together. I one son does the job in 3 hours

and the other in 6 hours, how many hours does it take the father to do the job'?
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4. A does half as much work as B in three-fourth of the tme. If together they take 18 days to
complete the work, how much time shall B take to do it

5. A can do a piece of work in 80 days. He works at it for 10 days and then B alone fimishes the
remaining work in 42 days. The two together could complete the work in :

6. 45 men can complete a work in 16 days. Six days afier they staried working, 30 more men joined
them. How many days will they now take to complete the remaining work?.

7. 1f 10 men or 18 bovs can do a piece of work in 15 days, then 25 men and 15 boys together will do
twice the work in: .

8 i Ramesh. Suresh and Harish can do & piece of work in 15 days, 10 days and & days
respectiVelY how long will they wke 1o do i, if all the three work at it together *

9, A and B can do a piece of work in 45 days and 40 days respectively. They began to do the work
together but A leaves after some days and then B completed the remaining work in 23 days. The
number of days afier which A left the work was - .

10, A and B can dO a Piece of work in 5 days ;B and ¢ can do it in 7 day; A and C can do it in 4
days. Who among these will take the least time if put 1o do it alone?

11, Twelve men can complete a work in 8 days, Three days after they started the work, 3 more men
joined. In how many days will all of them together complete the remaining work? A, B and C can
do apiece of work in |1 days, 20 days and 55 days respectively, warking alone. How soon can the
work be done if A is assisted by B and C on aliernate days?

12, A does hall as much work as B and C does half as much work as A and B together. If C alone can
finish the work in 40 days, then together all will finish the work in:

13 A can do of the work in 5 days and B can do of the work in 10 days. In how many days hath A
and B together can do the work™.

14. A and B can doa piece of work in 72 days, B and C can do it in 120 days. A and C can do it in W)
days. In what time can A alone do it

15. Ram can do a piece of work in 8 days which Shyam can finish in |2 days. If they work at it on
altermate days with Ram beginning. in how many days, the work will be finished?.

ANSWERS

1 2 3 4 [ 5
7 days Tond (2] 2 30 dliays it ays
i 7 & 9 i
fi ¥ days 3 days o A
1 12 13 14 I3
8 days 13 and 1/3 days ¢ and (3/8) 120 days # and 112
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5.3 PROBLEMS ON TRAINS

This chapter mainly focuses on the students 1.Q). and deals with mainly on trains speed, distance
covered, length of the train, crossing each other and observer calculation and kength of the platform.,

After reading this unit a student will learn to -
* understand the relation among speed, distance covered and length of the tmin etc.

& solve simple problems on trains and observer,

Time taken by train of length 'I' meters to pass a stationary object of length ‘b’ meters is the time

taken by the train to cover (H-b) meters,

Relative Speed: a) when two trains are moving in the same direction at u m/s and v mis, where wy

then their relative speed is (u-v) mfs.

b} If the two trains are moving in opposite direction then the relative speed s (u+v) mis.

Trains Crossing each other:

4} When the trains of length *a’ m and ‘b’ m are moving in opp. Direction at u o and v més respecti vely
then time taken by trains 1o cross each other (a+b)Wiu+v)sec,

b} When the trains are moving same direction, the crossing time (a+h)f {u-v) sec.

When two trains start at the same time from ‘A’ and ‘B’ poinis towards each other and after

crossing each other they take “a’ and 'b" sec in reaching ‘B’ and ‘A’ respectively (A speed):

(B speed) = Vb:va

I, Atrain 150m long is running with speed 68kmph. In what time will it pass a man who is running at
Bhkmph in the same direction in which the train is going?
speed of the train relative to man = (68-8) kmph
=6l) kmph
= (B0 = 5/18) m/s
= (50/3) mis
Time taken by the train to cross the man= time taken by it to cross 150m ai
(5OF3) misec = 1507 3/50 =9 sec
Two trains 100 meters and 120 meters long are running in the same direction with speed of 72
kmph and 54 kmph. In how much time will the first train cross the second?
Sol: Relative speed of the train = (72-54) kmph=18 kmph
= (I8X5/18) mfsec =5 m/'s
T ime taken by the trains to cross each other
= Time taken to cover { 100+ 120) m at 5 misecond
= (22(¥5) second = 44 sec.

L]

-

o

Sol,

b3
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A train travelling ot a speed of 75 mph enters a tunnel 3.5 miles long. The ivwn is (1,25 mile long.
How long does it take for the train o pass through the wanel from the moment the front eaters to
the moment the rear emerges”

The length of the bridge. which a train | 30 metres long and travelling at 45 kmv/hr can cross in 30
seconds, 1s:

A train overtakes two persons who are walking in the same direction in which the traimn is going,
at the rate of 2 kmph and 4 kmph and passes them completely in % and 10 seconds respectively.
The length of the train is:

A train 800 metres long is running at a speed of T8 km/hr. If it crosses a tunnel in 1 minute. then
the length of the wnnel (in meters) is:

A train 240 m long passes a pole in 24 seconds. How long will it take 1o pass o platform 650 m
long?

A train passes a station platform in 36 seconds and a man standing on the platform in 20 seconds.
If the speed of the train is 54 km/hr, what is the length of the platform?

A train 108 m long moving at & speed of 50 km/Mr crosses a train 112 m long coming from
opposite direction in 6 seconds. The speed of the second train is;

A jogger running at 9 kmph alongside a railway track in 240 metres ahead of the engine of a 120
mictres long train mnning at 45 kmph in the same direction. In how much time will the train pass
the jogger”

A 300 metre long train crosses a platform in 39 seconds while it crosses a signul pole in IR
seconds, What is the length of the platform’!

Two trains are moving in opposite directions @ 60 km'hr and 90 km/hr. Their lengths are 1.11)
km and (.9 km respectively. The time taken by the slower train o cross the faster train in seconds
5

Two trains are running in opposite directions with the same speed. I the length of cach wam s
120 metres and they cross each other in 12 seconds, then the speed of each train (in k) is:

A train moves past a telegraph post and a bridge 264 m long in 8 seconds and 20 seconds
respectively. What is the speed of the train”

Two, trains, one from Howrah to Patna and the other from Pana to Howrah, start simulianeously

After they meet, the trins reach their destinations after 9 hours and 16 hours respectively. The
ratio of their speeds is:

How many seconds will a 500 metre long train take to cross a man walking with a speed of 3
ken/he in the direction of the moving train if the speed of the train is 63 km/hr?

A train 360 m long is running at a speed of 45 kmv/hr, In what time will it pass a bridge 140 m
long?

Answers

1 2 3 4 -
3 min 245 m S0 m S 65 sec
6 () B 9 10
240 m 82 km/hr 36 sec 350 m 4N
i 12 I3 14 15

6 79.2 km/hr #:3 0 40 sec
rr———— —ﬁ
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6.1 PERMUTATIONS AND COMBINATIONS

1. Factorial Notation:

Let i be o positive integer. Then, factorial n, denoted by nt is defined as: n' =nin - 1¥n- 2} ...
3.2.1.

Example
SM=8x4x3x2x1)=120.
2. Permutations:

The different arrangements of a given number of things by taking some or all at a time., are called
penmutations.

Example
All permutations {or arrangements | made with the letters
a, b, ¢ by taking two at a time are (ab, ba, ac, ca, b, ch).
3. Number of Permmtations:

Number of all permutations of » things, taken raf a time, 15 given by:
"B.o=nin- 1{n-2)..(n-r+ L= alinr)

Example
“Ps = (6x5)=30

4. Combinations:
Each of the different groups or selections which can be formed by taking some or all of 2 number
of objects is called a combination.

Exzmple
| Suppose we want to select two out of three boys A, £, . Then, possible selections are AR, BU
and CA

1, The only combination that can be formed of three letters a, b, ¢ taken all at a Gme is ab.

2 All the combinations formed by a, b, ¢ taking one at a time are a.b.c

In how many different ways can the letters of the word JUDGE' be aranged in such a wuy that the
vowels always come together?
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Solution
the word JUDGE has 5 different letters. Treating UE as one letier we have to armange 4 letters
IDG (UE).
Now, 4 letters can be arranged in 4! ways = 214 ways.
The vowels (UE] can be arranged in 2! ways = 2 ways.

Required number of ways = (24 x 2) =48

o

How many 4 letter words with or without meaning, can be formed out of the letiers of the word.
LOGARITHMS'. if repetition of letters is not allowed?

Solution
'LOGARITHMS' contains 10 different letiers.
Required number of words = Number of arrangements of 10 letters,taking 4 at a time.

L[]

4
(I0x9x8x T
S0

3. Inhow many ways can the letters of the word ‘LEADER” be arranged?

Soelution
The word ‘LEADER' contains 6 letters namely L, 2 E, 1A,1D, and 1R.
=61/ (L2 (12
Required number of ways = 360

4. How many words can be formed by using all letters of the word ‘BIHAR™

Solution
The word 'BIHAR' contains 5 different letiers
Ri."-ﬁ'l.]ill.'d number of words = = ‘Pj =51=(5x4x3x2x 1y=120

3. Inhow many ways a commillee, consisting of 5 men and 6 women can be formed from & men and
10 women™?

Solution
Hcc!'uired number of ways
= ("Cs %'Cy)
= ('Cy »C)
= (Bx7n6/3x2x] =10x9x8x 7/ 4x3x 211
= 1176

. In how many ways can the letters of the word ‘LEADER” he arranged?
Solution

The word LEADER' contains 6 letters namely IL .2 E, 1A,1D, and 1R.
Required number of ways
:ﬁf#{!.’?[ﬂ!}{l.’]{!lj
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l. In how many ways can a group of 5 men and 2 women be made out of a wial of 7 men and 3
women?”

2. How many 3 digit numbers can be formed from the digits 2. 3. 5, 6, 7 and 9 which are divisible by
5 and none of the digits is repeated’/

3, How many words with or without meaning , can be formed by using all the letters of the word ,
‘DELHI" using all the letters of the word using each letter exactly once?

o

In how many different ways can the letters of the word "RUMOUR’ be arranged?

5. Thevalueof " Pais

In how many ways can the letiers of the word * APPLE’ be amranged?

A box contains 2 white balls, 3 black balls and 4 red balls, In how many ways can 3 balls be
drawn from the box, if at least one black ball is to be included in the draw?

%. In how many different ways can the lemters of the word "AUCTION' be arranged m such a way

[ |

g I =

that the vowels always come together?

9, How many words can be formed from the letters of the wond ‘SIGNATURE' s0 that the vowels
always come together?

10. How many arrangements can be made out of the letters of the word * EN GINEERING?

ANSWER
1 2 3 4 5
63 20 124 150 555
B T 8 9 1
6l i 576 17280 177200
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6.2 PROBABILITY

Probability 15 a measure of the likeliness that an event will occur.

Probability is used to quantify an artitude of mind towards some proposition of whose truth we are not
certain, The proposition of interest 15 usually of the form "Will a specific event occur?” The attitude of
mind is of the form "How certain are we that the event will occur™ The certainty we adopt can be
described in terms of 2 numencal measure and this number, between 0 and 1 (where 0 indicates
impossibility and 1 indicates certainty), we call probability. Thus the higher the probability of an event,
the more certain we are that the event will occur.

After reading this unit a student will learn —

* what probability is,
* differcnt ways o express probability numenically: as a ratio, 8 decimal, and a percentage, and
*  how o solve problems based on probahility.

Random Experiment

An experiment whose oatcome cannot be predicted with certanly 15 called a random experiment. In
other words, if an experiment is performed many times under similar conditions and each lime the
otileome is not the same, then this experiment is called a random experiment.

Examples of a random experiment are

i) Tossing a fair coin
b) Throwing an unbiased die
c) Drawing a card from a well shuffled pack of 52 playing cards

Let us consider an example in which a person is given 10 bullets to hit the riven targel, He fires the
shots one by one. he finds only 5 bullets have hit the targel

Now he again fires the another set of 10 bullets to the target again he finds that only five bullets have
hit the target so his target hitting accuracy or chance of hitting the wrget is 50%, 25 he can hit fve ol
of ten tmes.
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Mow again if he tries to hit the target with 10 bullets we can very well say that most probably he will
have five hits at the target out of ten. So this probably word stated above is known as Probability in
Muthematics.

Here the event was hitting the targer. He was given total ten chances and he managed to hit only five

e ; 3 _
shots accuralely at the target i.e his accuracy in percentage wis ml‘ill’l} =505 or simply probability

e P N |
of his hitting the target is Ty Le E

So, for example if this person is given 20 bullets, we can say that most probably he will fire 10 shots
accurately or if he is given 100 bullets, most probably he will fire 50 shots accurately. But practically.
one may suppose that it may not happen always that this person cen it with 0% accuracy. This we are
talking in terms of chances only. It may be possible that he may hit 4 out 10 or 6 or 7 out of 10 times.
But again the most probably seeing his record one can say his accuracy is approximately 50%.

Now if we have followed the above evenl or case or an expeniment then we can define and try to
understand the probability mathematically and also some of basic terms related to this topic,

A} Probability (of any given event A ) = P{A). is ratio of chances favourable to given event (A) to total
chances of happening of given event (A). It is denoted by P(A) read as Probability of {(A)

PiA) = Chances in favour of {A)/ total number of equally likely cases

B} Random Experiment : A repeatable expeniment whose result will be known only after the
experiment is completed is known as Random Experiment.
Ex: Tossing a coin, rolling a die, drawing a card from a psck of cands ete.

C) Simple Event : Any result in a random experiment which cannot be further split is called o simple
evenl.

D} Sample space ; The sct of all simple events is called a sample space.

E) Compound event : If an event consists of more than one simple event then it is called compound
event.

F) Exhaustive events : If the union of certain events is the entire sample space then the evenls are
said to be exhaustive events.

G) Mutuslly exclusive events : If the happening of one event prevents the happening of the other
event then the events are called mutually exclusive events.

H) Equally likely events: If all events have the same chance of occurrence then they are said o be
equally likely events.

I) Independent events : Two events are said to be independent if the occurrence of one evenl does
not affect the occurrence of the other.
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J} Dependent events : Two evenls are said to be dependent if the accurrence of second event
depends on the occurrence of 1% event.

K) Sum of events: Suim of two events A and B = A+B = occurrence of either A or B,

L} Product of events : Product of two events A and B = AB = occurrence of both A and B,

M) Odds in favour of A is a @ b it means, ratio of chances that event A will happen to chances that
event will not happen

- b )
and P{ Al=s ———wheme o+b i total number of chinces.

A) =
2 a+b a+h
Odds against A is azh is ratio of not happening of A to happening of A
FiA) = 2 and P(A) = where a+b is total number of chances.
a+bh a+b

N} Forany event A, U=P({A)=1 ie., Probability of any event A is always greater than or equal o 0
and it is always less than or equal 1o 1,

) 1. Total cases when n coins are tossed once or one coin is tossed n times = 2"
2. Total cases when n dice are thrown once or one die is thrown @ Hines = 8"

Types of Questions:

. Simple questions based on concepts of permutation and combinations
2. Based on addition theorem of probability

TYPE -1

|, Adie is thrown. What is the probability of getting a six.
Total cases =6 ie., (1.2,3,4,5.6 as any number from | to & come in throw of a dice)
Favourable cases = 1
{ as only one six as a number is there on dice )

Prohability = -é;

I

A coin is tossed, what is probability of getting a head.
When a coin is tossed, total

outeomes =2 e, (HT)

favourable outcome for given

event = (H) i.e., one pul come.

Probability { getting a head) =

h ||
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3. Two coins are tossed, what is the probability of getting two tails only,
Sample space, when two coin are wossed = {HH.TT, TH.HT]
Total outcomes = 2 =4
As it is clear from the sample space, we have 1 outcome only in which there are exactly two tails.

Probability (getting two tails) = EI

4. A bag contuins 4 Red, & White and 7 blue balls. Two balls are drawn at random, what i the
probability that both are red.

Total no.of balls =4+ 6+ 7 =17
I
1512!
Let A be event of drawing two red balls. No. of ways of selecting 2 red balls out of 4 red, which
is also number of fuvorable outcomes for this question. = 4C;
4! 4x3 &

#45.1 S

Total no. of cases = No. of Ways of selecting two balls = 17C; =

3
P(A) = Probability of drawing 2 red balls = % =

5. A card is drawn at random from deck of 52 cards. What is the probability of geiting
iyanace fi)aredcard iii)a diamond

Since total cards are 52, total no. of outcomes = 32
i1 Favorable outcomes = 4
{ as 4 aces are there in of 52 cands )

Probahility = LY
a2 13

i} Favorable outcomes = 26 ( as there are 26 black and 26 red cards in a pack of cards |
|

i 26
Probability = "E ==

iii} Favorable cutcomes = 13 {as there are 13 cards each of 4 different suits 13 of diamond, 13
of club, 13 of Heart, 13 of spade )

it 13 1

Probability = —= —

T so—
6. Two cards are drawn at random from the pack of 52 cards, What is the probability of getting a

King or a Queen?

The drawing of king and drawing of Queen are mutually exclusive evenis,
Therefore by additive rule of probability
P (King or Queen)
=P (King) + P (Quecn)
4 4 2

= —4=——=—
52 52 13
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i

iii )

3 coins are tossed together. Find the probability of getting
1) Exactly one head il) AL beast 1 head 1) At most 1 head

Total number of cases when three coins are lossed together = =K.
Now we will solve each of the above questions one by one.

i} The cases of getting exactly one head are (HTT) (TTH) (THT)

3
Probabitity of getting exactly one head = =

Probability of getting at least one head = | — probability of getting no head = | - El =

£ | =l

The cases of getting at most one head are (TTT) (HTT)(TTH) (THT)
Probability of getting al most one head
4

B oma =

I
g 2
A card is drawn from the pack of 50 cards numbered 1 1o 50. The probability of drawing a
number, which is a square,
Tolal pessible outcomes = 50 {(as there are 50 cards)
Favorable outcomes = Number of cards on which square of numbers from | to 50 are there.
Thosecanbe( [, 4,9, [6, 25, 36, 49) i.e. seven favorable outcomes.

Probability (perfect square) = %

TYPE : 11 - BASED ON ADDITION THEOREM OF PROBABILITY

1. Notations:
1) PCAUB) : Probability of either A or B (or)  Probability of at least one of A and B
ii} PIAUBUC) = Probability of either Aor Bor C  {or) Probability of at least one of A, B and C.

Addition theorem of probability: If A and B be any two events in a sample space 5, then the probability
of oecurrence of at least one of the events A and B is given by

P(AUB) = P(A) + P(B) - P(AN §)

IF A, B and C are any three events in a sample space S. then

PlAn &)
+P(BNC)
+P(CnA)

—P(ANE NC).

PAUBUC) = P(A) + P(B) =~ P(C)-
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L. IfP(A) =%, P(B)="% P(AUB) =58 thenPANE ) =2
P(AUB) = PlA} + P(B) -P( AN B
PiATIB= PiA) + PIB) - P(AUB)
1,15
"4 2 8 8
2. Twenty tickets are numbered from | o 20 and one of them is drawn at random, the probability that
number is divisible by 2 or § s,
Total possible outcomes = 20
Let A denote the event that number drawn is multiple of 2 and these nos are (2, 4, 6, 8, 10, 12,
14, 16, 18,20 }
NiA) =10
B denote the event that number drawn is multiple of 5 and these number are { 5 10 15 20)
niBj=4
AnB=(10.20)=n{ANB)=2
Therefore the events are nol mutually exclusive,
Required probability
=PlA+PB) -PANE,
0 4 2 3
=— f———— —
20 20 20 5
Exercise
I. Inalotiery, there are 10 prizes and 25 blanks. A lottery is drawn at random. Whal is the probability
of getting a prize?
2. A bag contains 6 black and B white balls. One ball is drawn at random. What is the probability that
the ball drawn is white!
3. From a pack of 52 cards, two cards are drawn together at random. What is the probability of hath
the cards being kings?
4 Tickets numbered | 1o 20 are mixed up and then a ticket is drawn at random. What is the
probability that the ticket drawn has a number which is a muliiple of 3or 57
5. What is the probability of getting a sum 9 from two throws of a dice?
6 Inabox. there are § red. 7 blue and 6 green halls. One ball is picked up randomly. What is e
probability that it is neither red nor green’!
7. The probability that a card drawn from a pack of 52 cards will be a diamond or a King is
. In asingle throw of a dic, what is the probability of getting a number greater than 47
0. Three unbigsed coins are tossed, What is the probability of getting at most two heads?
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1. A card is drawn from a pack of 52 cards. The probability of getting a queen of club or a king of

heart is

One card is drawn at random from s pack of 52 cards. What is the probability that the card drawn

is @ face card?

| 2. Three unbiased coins are tossed. What is the prohahility of getting ar least 2 heads?
11, Two dice are thrown together, What is the probability that the sum of the numbers on the two faces
is divisible by 4 or 67
14. An unbiased die is tossed. Find the probability of getting a multiple of 3.
15, A box contains 201 electric bulbs, omt of which 4 are defective. Two bulbs are chosen at random
from this box. The probability that at least one of these is defective is
ANSWERS
1 2 3 4 5
YL 17221 9/20 1/9
& 7 8 Y 10
&2 4713 1/3 TR 1126
il 12 13 14 15
413 12 1/3 T118. 173
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7.1 AREAS

This unii deals with Measurements of arcas, volumes of wiangles, Reclangles, circles, purallelogram,
cubes ele..

hj LM (CLRAWES

After reading this unit a student will learn to -
* know and use the formula for the ares of a rectangle;

calculate the perimeter and area of shapes made from rectangles

o caleulate the surface area of cubes and cuboids

* interprer and explore combining measures into rates of change in evervday contexts
* usie compound measures to compare in real-life contexts

* Area of the rectangle = -i— * base® height

*  Area of equilateral triangle = % (side P

Semi penimeter of the riangle of sidesa, b.c 5 s={a+b+c) /2
Area of the tiangle = Vi si{s-als-bHs-c))

Area of the parallelogram = base * height

Area of the rectangle = length ™ breadth

Area of the square = (a)? = % {diagonal

&

Diagonal = 2 a
* Perimeter = 4a

Trapezivm : area = — (sum of the parallel sides) * distance berween them

It | —

| =
Rhombws : area = 3 iproduct of diagonals)

T3
Clrele: area =1172, 1= % = 3.14
Circumference = 21Tr
Sector:  Length of an arc = @
Area of a sector = 8 , where § isin radians,
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7.2 VOLUME AND SURFACE AREA

Cuboids: volume of the cuboud =1b h

Longest diagonal of the cuboid = ¥ 2+b+h?

I'otal surface area = 2(1b+bh+lh)
Ares of the room=(length * breadth)
Area of 4 walls of the room = 2{1+b) *height

» Volume of the cube = a*
# Longest diagonal = ¥3a
» Total surface area = 6a?
# Total kength of all edges = |2a

Cyvlinder:

% Volume = Mrh

¢ Base area=[1r?

& Curved surface area = 2[rh

& Total surface area = 2[1rh+2117

Pyramid: volume = 1/3 Xarea of the base * height

Cone:  if the radius of the base of the cone is r, height is h and slant height s ()
Then P=hi+?

e Volume of the cone = % [1 r*h
e Area of the curved surface = [lr!
e Total surface area = Trk+ 112 = [Tn{f4r)

o Volume=43TIP  r-is the mdius
s Curved surface area = 411r?

Hemi sphere:

o Volume=2/3T11R

o Curved surface area = 2 [1e?
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& Total surface area = 3[12

s  Volume of spherical shell = 4/3 IT (R

*  Volume of the metal in a hallow pipe = [I{R2-®}h

= Total surface area of an open pipe = 211 [{Rh+h+{R2-12)|

A rectangular box is 2 m long and 3.5 m wide. How many cubic metres of sand are needed to fill
the box upto a depth of 12 cm?

Answer ; (184

Explanation: Volume = 2x7/2 = 12/100=0.84

How many bags of grain can be stored in a cuboid granary12 mx 6 in x 5 m, if each bag occupies a
space of (L4% cu, metre?

Answer : T50

Explanation : number of bags = vol of granary / vol of bag = 12 x 6 = 2/ 0.48 = 750

If the length of diagonal of a cube is 443 cm, then its surface area is:
Answer : 96
Explanation:
Via=4v3isoa=4
surface area = fw® = 96 sg.cm
It each edge of 4 cube is doubled, then its volume:
Answer : becomes 8 limes
Explanation : Let original edge is o and volume = a°
new edge = 2a so (2ap = 8g°
‘The length of the longest rod that can be placed in a room W m long.24 m broad and LB m high, is:.
Answer: W2 m
Explanation: length of longest rod = length of diagonal = V{7 + b2 + h¥) = V(3P + 247 4 18%) =
VIB00 = 302

A beam 9 m long, 40 cm wide and 20 ¢m high is made up of iron which weighs 50 kg per cubic
metre, The weight of the beam is.

Answer: 36 kg

Explanation: Volume = 9 = 40/100 x 200100 = 1825

weight = 1825 x50 = 36

The capacity of a tank of dimensions (8 m x 6 m x 2.5 mj), is

Answer: [ 2NN o

Explanation: Capacity = volume of tank = (8 x 100 x # x LG > 2.5 > 1001000 = 120000 co
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8. The number of small cubes with edge 10 cm that can be accomodated in a cubieal box of | metre
edge, is
Answer: fO0K
Explanation: Number of cubes = 100 = 100 = 100/ {10 = 10 =10} = 1000

9. The maximum length of a pencil that can he kept in a rectangular box of dimensions
Bomx b omx 2 om, 18 L
Answer : 2N20 cm
Explanation: Maximum length = V(82 + 62 +2%) = Y104 = 2426

10. The ratio of the volume of a cube to that of a sphere which will fit inside the cube is
Answer: x

Explanation: If edge of cube is a then volume 15 a*
radius of sphere = a2
volume of sphere = 43n(w/21* = 1a¥/6

11. A wooden box of dimensions 8 m x 7 m x 6 m is 1o carry rectangular boxes of dimensions 8 cm x
7 em x 6 oo The maximum number of boxes that can be carried in the wooden box, is &
Answer; [OKXNK!

Explanation: Number = (800 700 GOOWE =<7 x 6 = 1000000

12. The surface area of a cube is 600 cm?, The length of its diagonal is:.

Answer: JIN3 em

Explanation: 6a®= 600 s0a =10
diagonal = a3

13, The volume of a cube is 2744 cu.cm, Its surface area 15
Answer: [ 176 cm?
E:{p]amll:lun: @=24d=s0a= 4
surface area =6a! = 1176
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Analytical Skills

8.1 NUMBER SERIES

L)

3)

4)

a)

i}

Lo I

In each of the following questions a number series is given with one term missing. Choose the
correct alternative that will continue the same pattern and fill in the blank spaces.

1.2.7, 14,23, 7, 47

The given sequence is +5, +7, +9,
ie. 2+ 5=7.7T+7=14, 14+9=23
Missing Number=23 + 11 =34.

4. 6,12, 14,28, 30, ?

The given sequence is a combination of two series 4, 12, 28, ... and 6, 14, 30, .... The pattzm is

+8, +16, +32. S0, the missing number = (28 + 32) = 60
4.9,13, 22,35, 1

Answer : 57

40 =13,9+13 =22 13422 = 35,22 435 =57
11, 13,17, 19, 23, 29, 31,37, 41,2

Answer ; 43

The senes consists of prime numbers.

15, 31,63, 127, 255.7

Answer ; 511,

Each number is double of the preceding one plus 1.
5.11.17,25.33, 43,7

Answer : 53
The sequence is +0, +6, +8, +& +10, ..
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L)

13}

14)

9. 12, 11,14, 13,7, 15

Answer @ L6,

Alternatively, 3 is added and one is subtracted.

0.5, 0.55, (.65, 0.8, 7

Answer ! |

0.5+0.05 =0.55.0.55 + 0.1 = 0.65, 065 +0,15= 08,08+ 02 = |
1,4.9, 16,25, 7

Answer: 36

143 =4, 4 +5=0 04T= 16, |6+9 =25, 25+11= 16

2, L, (1/2).(1/4), 7

Answer : 1/5.
This is a simple division series; each number is one-half of the previous number.

I, 4, 27,16, 7, 36,343

Answer : 125,
The series consists of cubes of odd numbers and square of even numbers.

20, 19, 17,7, 10,3

Answer : 14.
The Pattern 15 - 1. - 2, -3, ...

7.10,8 11,9,12 72

Answer : 10

Observe the two senes
7.89.10,...and 100011,12.13,...
&, 11, 21, 36, 56,7

Answer @ %1

The pattern is + 3, + 10, + 15, + 20,....
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13)

16)

17)

v g e P R0 PR )

Answer : |3,

The series consists of prime numbers starting from 2.
36, 34,30, 28,24, 7

Answer : 22,
This is an alternating number subtraction series. The pattern is -2, -4, -2, ....

13, 35,57, 79,9117

Answer: 1113

18)

19

200

=
=l
i

The terms are formed by joining together consecutive odd numbers in order. i.e. | and 3, 3 and 5,
Jand 7, Tand 9, 9 and 11.....

33, 53,40, 40,27, 27,7

Answer : 14.

First, each number is repeated, then 13 is subtracted o arrive at the next number,
L1, 10,7, 100, 1001, 1000, 10001

Answer : 101.

The pattern is - L 104 L- Lx 10+ L -1, % 10+1, .

1,6 13,2233 7

Answer : 46,

Thepaternis + 5.+ 7. +9, + 11.....

21,9,21,11,21,13,21, ?

Answer : 135,

!n this alternating :F.-pe_mmn series, the number 21 is imerpolated. If vou exclude 21, the series
increases by 2, beginning with the number 9.

10k 14, 26, 42, 700, 7

Answer: [ 14

10%1343 =26, 14426+2=42, 26+42+2 = 70, 4247042=114
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23)

24)

AT

250

28)

1.9,17,33, 49,73, 17

Answer : 97,
The pattern is + 8, + 8, + 16,416, + 24,424

31,29,24,22, 17,7

Answer : 15,
This is a simple alterating subtraction series, with a pattern -2, -5, -2, -5 ...

1,9, 25 49 81,7

Answer : 121.
Thie serics consists of squares of consecutive odd numbers.

5,9,17,29,45,7

Answer - 65
The pattern is + 4, + 8,4 12, + 16, ...,

14,28, 20,40, 32, 64,7

Answer 3.
This is an alternating multiplication and subtracting series with a pattern xd, -K, 12, -&

2, 6, 12, 20, 30, 42, 56,7

Answer : 72,
The patternis 1 x2, 2% 3, 3 x4, 4 x5, 6% 7, Tx5,...

20y 3,7.15, 31,63, 7

Answer ; 127

4 =T Tek =15, 15+16 =31, 31+32 = 63, 61+bd= 127
Exercise

In each of the following questions a number series is given with one term missing. Choose the correct
alternative that will continue the same pattern and fill in the blank spaces

F

3
4

B1524 354863 ...
122334 45...0000000
96 48 52 26 30.......
1917 18 160

Commissionerate of Collegiate Education



Analythcal Skills

5
i
T

H.
B,

T.8.49. 64, . ...

1 726354......

B meassninnn 10 17 222328
24102454 ...........

24 1248%............. :

i 200 1022924 8 26............

ANSWERS
1 2 3 4 5
Bk 56 15 17 223
i fi 7 8 9 10
4 14 16 240 T .
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8.2 NUMBER ANALOGY

The sum of first five prime numbers 15
Answer : 28
The commeon factor of (47 + 43% and 477 + 13y is
Answer ; (47+43)
On dividing a number by 357, we get 39 as remainder. On dividing the same number by 17, what
will be the remainder ?
Answer: 5
How many numbers hetween 200 and 600 are divisible by 4. 5 und6 ?
Answer ;0
Explanation:
Every such number must be divisible by Lc,m. of 4, 5, 6. 1.2, Bl
Such numbers are 240, 300, 360, 420, 480, 540,
Their number 15 6.
The sum of first 45 natural numbers i<
Answer @ 1033
What least number must be added 1o 1056, so that the sum is completely divisible by 23 7
Answer : 2
What will be remainder when (67" + 67) is divided by 68 7
Answer ; 66
476 Dis divisible by both 3 and 11, The non-zero digits in the hundred’s and ten's places are
respectively:
Answer ; 8 and 5
If -1 =x<2and-1<vy< 3 then least possible value of(2y — 3x) 1s:
Answer ; —4
The difference between the local value and the face value of 7 m the nu meral 32675149 is
Answer : 64993
302/ =28
Answer @ 196
Explanation:
WYYy =28 = x = (JV22K) ==14 * 14 =196
How many 3-digit numbers are completely divisible 6 7
Answer : 150
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13. Which of the following numbers will completely divide (49™ - 1) 2
Answer: 8

14. The least number by which 72 must be multiphied in order to produce & multiple of 112, is
Answer; 14

Explanation:
Required number is divisible by 72 as well as T2, if it is divisible by their Le.m., which is 008,
Now JOO8 when divided by 72, gives grecatient 14
Required number = 14,

13 A S-digit number 4u 3 15 added to another 3-digit number 984 10 give the four digit number 13b7,
which is divisible by 11. Then,

(a+b)is;

Answer! [0
Explanation:
i1+B=b=h-a=8§
Also [3b7 is divisible by 1150 (7T+3)-(b+ 1)=0orh=9,
Nowb-a=Bandb=9 So,a=1La+h=(1+9 =10
L6, The largest 4 digit number exactly divisible by 88 is:
Answer | 944
17, Which one of the following numbers is exactly divisible by 117
Answer : 415624
I8, If the number 481 * 673 is completely divisible by 9, then the smallest whole number in place of *
will be;
Answer 7
19, Bl x 104 305=7
Anzwer; =270
20, The smallest 3 digit prime number is:
Answer ; 1}
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8.3 ODD MAN OUT

1) Find the odd one out
i) cruiade
b expedition
P gl 16 =
d) campaign
Answer ; C,

Cruise = a sca voyage for pleasure, All other words are related 1o ‘journey on land, sea with an
aim’.

2y Find the odd one out

) Aourish

b)) renowvate

¢} blossom

d) thrive

Answer: B.

Renovate = to make new again, All other words are synonyms
Ay Fimd the odd one ouwl

a) Vapour

b Mist

¢) Hailstone

d) Fog

Answer : A.

All except Vapor are different forms of Precipitation,
4)  Find the odd one ouwl

a) Circle : Arc

by Chair : Leg

¢) Flower : Peta

d) Cover ; Page
5)  Find the odd one out

a) Ginger

b Guarlic

ch Chilli

d) Potato
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)

7)

)

9)

1)

Find the odd one out
al Mango
b Papaya
ch Apple
d) Orunge
Find the add one out
i) Ol
by Eagle
<) Hawk
) Parrot
Answer : D,
Find the odd one out
ap Drebit
b Deposit
¢ Deduction
d) Withdrawal
Answer : B.
Find the odd one oot
a) Ball
b} Specier
ch Globe
d) Sphere
Find the odd one o
o} Den
b} Roof
o) Burrow
dp Meest

Angwer : B
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8.3 CODING AND DECODING
[ Solved Questions ]

13 If FRIEND is coded as HUMITK, how can CANDLE be written m that code”
Answer : EDRIRL .

In the code, the first letter is the second alphabet, the second letter is the third alphabet, the third
letter is the fourth alphabet and so-on after the corresponding letter in the word.

2 Ina certain code ADVENTURES is written as TRDESAUVEN. How is PRODUCED written in
that codde 7
Answer : IUIPGSSENP

The first and sixth, third and eighth, fifth and tenth letters of the word interchange places in the
coule.

T If FRAGRANCE is written as SBHSBODFG, bow can IMPOSING be written?
Answer : NOPTIOH) |

Each letter in the word is moved one step forward and the first letter of the group. so obtained 15
put al the end, to obtain the code

41 1f ROBUST is coded as QNATRS in a certain language, which word would be coded as
ZXCMP?

Answer : AYDNQ .

Each lemer of the word is one step ahead of the corresponding letter of the code.

§)  If PALE is coded a5 2134, EARTH is coded as 41590, how can is PEARL be coded in that
lunguage?
Answer : 24153

The letters are coded sccordingly Pas 2, Eas 4, A as |, R as 5 and L as 3. So PEARL is coded as
24151.

6)  If ROSE is coded as 6821, CHAIR i« coded as 73456 and PREACH is coded as 961473, what
will be the code for SEARCH?
Answer : 214673
The letiers are coded accordingly Sas 2. Eas |, Aas 4, Ras 6, Cas ] and Has 3. i.c., 214673
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7V I in a certain code, GLAMOUR is written a5 DCNMWP and MISRULE is writlen s
OGUSSNC, then how will TOPICAL be written in that code?

Answer - VMRIAC)

‘The first, third and sixth letters of the word are each moved two steps forward, the second, fifth
and seventh letters are each are moved two steps backward, while the fourth letter is moved one
step forward.

B) I BE QUICK is coded as ZC OSGAL then the code of the lat letter of the third word in the
sentence | LOVE MY COUNTRY is

Answer @ W
Each letter in the given message is moved two steps backward.

9}  If ZEBRA can be written as 2652181, how can COBRA be written?
Answer : 3152181
Take A=1, B=2, C=3. .. 7=2A,
LEBRA > ZEBIRIA --> 26/52 18/ -> 2652181,
COBRA —> C/O/B/R/A = M15/2M18/1 > 3152181
10} I 'eraser is called ‘box’, 'box’ is called ‘pencil’. 'pencil’is called ‘sharpener’, and ‘'sharpener’ is
called bag’, what will a child write with?

Answer ; Sharpener .
A child will write with a 'pencil’, and pencil is called 'sharpener’. So, a child will write with a
'sharpener’,

Exercise

1) IfTRANSFER is coded as RTNAFSRE, then ELEPHANT would be coded as
Answer : LEPEAHTN .

2} Inacertain code, PAINTER is written NCGPRGP, then REASON would be wrilten as
Answer : PGYUMP

3y Inacenain code, COMPUTER is written as RFUVNPC. How is MEDICINE written in the
same code 7

Answer : EQIDIEFM .
4)  If VICTORY is coded as YLFWRUB, how can SUCCESS be coded ?
Answer : VXFFHVY

31 Ina cenain code, TOGETHER is written gs RQEGRICT. In the same code, PAROLE will be
wrillen as

6} IF FRIEND iz coded as HUMITEK, how is CANDLE written in that code 7
Answer : EDRIRL .
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71 If in a certain language, COUNSEL is coded as BITIRAK, how is GUIDANCE written in that
code 7

81 I CIGARETTE is coded as GICERAETT, then DIRECTION will be coded as
Answer : RIDTCENOL .

97 In g certain code, SYSTEM s SYSMET and NEARER is AENRER. What is the code for
FRACTION?

107 If FRAGRANCE is written as SBHSBODFG. how can IMPOSING be writien?
Answer : NQPTIOH)
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9.1 BLOOD RELATIONS

The guestions which are asked in this section depend upon Relation. You should have a sound
knowledge of the blood relation in onder to solve the guestions, Family relation / Family tree [
Bloodline related aptitude questions are pretty common in CSAT. CMAT, IBPS and CAT

Learning Objectives:
Afier reading this unit a student will learn to -

o ldentily the chain of relationships between individuals.
e Analyze and decipher the correct relationship between the persons concemed

1) Pointing 1o a man in a photograph, a woman said, "His brother’s father is the only son of my
grandfather.” How is the woman related 1o the man in the photograph?

a) Sister by Aunt ¢) Grandmother djDaughter
Answer ; A

Only son of woman's grandfather — Woman's father,

Man's brother father - Man's father.

So, the woman is man’ s sister.

7} A told B,"The girl I met yesterday was the youngest daughter of the brother—in-law of my
friend’s mother.” How is the girl related to A's friend?

i) Niece b) Couosin  ¢) Friend d) Daughter
Answer : B.
Draunghter of brother-in—law —> Niece:
Mother' s niece —= Cousin.
Su. the zirl is the cousin of A's frend.

31 Aand B are young ones of C. If C is the father of Abut B is not the son of C, How are B and ©

related

a) Niece and Uncle b} Daughter and Father

¢} MNiece and Uncle d) Daughter and Mother
Answer ; B,

C has two children A and B, if A is his son, B must be his doughter.
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4} A man pointing to a photograph says. “The lady in the photograph is my nephew’s maternal
grandmother.” How is the lady in the photograph related to the man’s sister who has no other
sister?

AL Mother—in—law B. Cousin C. Sister-in-law . Mother
Anzwer: [,

The lady is the grandmother of man’s sister's son
i, the mother of the mother of man’s sister’s son.
i.e., the mother of man's sister.

3} Fis the brother of A, C is the doughter of A, K is the sister of F and G is the brother of C then
who s the uncle of G?

A, C B. A S [». None of the above
Answer : B.
C & J are childern of A and F is the brother of A, $o, Fis uncle of C & J.

6) A woman walking with a boy meets another woman and on being asked about her relationship
with the boy, she says, "My maternal uncle and his maternal uncle's maternal uncle are brothers.”
How is the boy related to the woman 7

A. Hushand B. Brother-in-law C. Son D. Grandson

Answer : C,
Bay's maternal uncle will be brother of boy's mother, Matemal uncle of mother's hriother and
maternal uncle of lady are brother means lady is sister of mother's brother i.e., lady is the mother
of the boy. 50, the boy is woman's son.

71 Six members of a family ABCDE and F are ravelling together. B is the son of C but C is not the
mother of B. A and C are married couple. E is the brother of C, D is the daughter of A. F s the
brother of B. How many male members are there in the family?

Ard B)3 C) 12 Dy 1

Answer @ A,

E (Brother) C (Husband) A (Wife)

F and B (Sons) D (Daughter)

A is the wife of C and their daughter is D. The ramai nming members are male members,
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Exy

(1. A. B, C. D. E and F are six members of a family.

(11}. One couple has parents and their children in the family.
(111). A is the son of C and E is the davghter of A.

(1V). [ is the daughier of F who s the mother of E.

Which of the following pairs is the parents of the couple

A)CF B) AB C) AF D) BC

Answer @ D,

E is the daughter of A and F is the mother of E.

S0, A is the father of E and hence the husband of F.

Now. [ is the daughter of F. So, D and E are the daughters of A and F,

Also, A is the son of C. Now, only B remains. Thus, B and C are the parents of A,
Hence, B and C are the parents of the couple.

A woman introduces 3 man as the son of the brother of her mother. How is the man related to the
Wman

A} Uncle B} Grandson )y Cousin D) Son
Answer L.

Brother of mother— Uncle;
Uncle’s son — Cousin

A told B that C is his father's nephew. [ is A's cousin but not the brother of C. What relationship is
there between D and C 7

A) Father B Sisters C Aunt O} Mother

Answer : B.

A has two cousins C and D

Since C is male, D must be female.

A, both are the nephew and niece of A's father.

A, B, C. D, E F and G are members of a family consisting of four adults and three children, two of
whom, F and G are girls. A and D are brothers and A is a doctor. E s an engineer marmed 10 one

of the brothers and has two children, B s married to D and G is their child. Who is C

A) E's daughier B F's father CyG's brother D) A's son
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Anmswer @ [,

E iz married 10 A or D. Bul B is married w D,

Thus, E is marmed o A. Thus, A, B, D, E are the four adults and C, F, G are the three children in
the: faimily.

B and [ have achild G.

A and E have two children. They are C and F.

Now, only F and G are girls. So, C is a bay.

Thus, Cis A's or E's son.

31 Puinting towards a person, a man said to a woman, “His mother is the only daughter of your
father.” How is the woman related to that person?

A) Sister B) Dauglhter C) Muother ) Wife

Answer: (.

The only daughter of woman's father is herself.
S0, the person is woman's son,

1.e., the woman is the person’s maother.

4) Pointing out 10 a girl a man said "My uncle is the uncle of this girl's uncle”. How is the man relaed
to that girl 7

A) Cousin B) Brother C) Fatherin law 2] Father

Answer : [,
The man's uncle and the uncle of girs uncle is the same person.
50 he may be the father or uncle of the girl.

5) In a family, there are six members A, B, C, D, Eand F. A and B are a married couple, A being the
male member. D is the only son of C, who is the brother of A. E is the sister of D. B is the
daughier-in-law of F, whose huasband has died. How is E related 1o C 7

A) Nephew B) Daughter C Sister D) Son-in-Law

Answer ; B,

A is a male and married 1o B.

50, A is the husband and B is the wife,

C is the brather of A, D is the son of C.

E, wha is the sister of D will be the daughter of C.

B is the daughter-in-law of F whose hushand has died means F is the muother of A,
Hence, E is the daughter of C.
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11¥)

If 5 is the brother of N, the sister of N is M, the brother of P iz J and the daughter of 5 s P then
whao is the uncle of J?

A)l By S Cyp DyM

Answer : C.
As 1 and P are real brothers and their father is § whose brother is N, so N is the uncle of Jand P.

There are six persons A, B, C, D, E and F. C is the sister of F. B 1s the hrother of E's hushand, [ 1s
the father of A and grandfather of F. There are two fathers, three brothers and a mother in the
group. Who is the mother?

AE BiD (N o

ANSwer ;| Al

[ is father of A and grandfather of F.

So, A is father of F. Thus, D and A are the two farthers.

" is the sister of F. So, C is the daughter of A.

Since there is only one mother, it is evident that E is the wife of A and hence the mother of C and
CandF.

S0, B is brother of A, There are three brothers. So, F is the brother of C.

Hence. E s the mother.

A pirl introduced a boy as the son of the daughter of the father of her uncle. The boy s girl’s
A} Uncle B Nephew ) Brother D Son

Answer 1 C.

Daughter of uncle’s father — Uncle’s sister — Mother;

Mother's son = Brother.

A is the brother of B and K. D is the mother of B and E is the father of A. Which of the following
statement is not delinitely true?

AL A 5 the son of 12 B A is the father of K
) B is the brother of K 3 A 15 the son of E
Answer ' B

A. B and K are brothers and sisters.E and I3 may be hushand and wite.
50, A is the son of E and [ both.

There are six persons A, B, C, D, Eamnd F. C is the sister of F. B is the brother of E's hushand. D s
the father of A and grandfather of F. There are two fathers, three brothers and a mother in the
aroap. Who is E's husband?

A) A BB CyC [
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Anzwer @ A,

[ is father of A and grandfather of F.

Sa, A is father of F.

Thus, I and A are the two fathers.

C is the sister of F. 50, C is the daughter of A.

Since there is only one mother, it is evident that E is the wife of A and hence the mother of C and
CandF.

S0, B is brother of A, There are three brothers.

8o, F is the brother of C.

Henee, A is E's husband,

I} Pointing to a photograph, a man said. "I have no brother or sister but that man's father is my
father's son." Whose photograph was it?

A) His own B) His nephew’s ) His father's D) His son's

Anzswer ; D,

Since the narrator has no brother, his father’s son is he himself,

>0, the man who is talking 1 the father of the man in the photograph.
Thus, the man in the photograph is his son.

21 A is the mother of B and C. If D is the husband of C. What is A 1o D,

Al Maother B) Sister Ch Aunt [y Mother-in-law

Answer : D,
Acis the mather of C and C is the wife of 1.
S0, A s the maother-in-law of D, or D is the son-in-law of A,

3} There are six persons A, B, C, D, Eand F, C is the sister of F. B is the brother of E's hushand. D is
the father of A and grandfather of F. There are two fathers, threc brothers and a mother in the
group, Which of the following is a group of brothers ?

A) ABD B) ABF C) BFC D) BDF

Answer : B,

I 15 father of A and grandfather of F. So. A is father of F.

Thus, ) and A are the two fathers.

C is the sister of F. So, C is the daughter of A.

ginm; T:n: is only one mother, it is evident that E is the wife of A and hence the maother of C and
an '

S0, B is brother of A,

There are three brothers. So. F is the brother of C.

Hence, B and A are brothers.

F is the brother of C. So, three brothers are A. B F.
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7)

&)

A man said 1o a lady, "Your mother's husbend’s sister is my aunt.” How is the lady related to the

man?

A Sister B} Daughter C) Mother D} Grand

Answer : A,

Lady’s mother husband — Lady's father;

Lady's father's sister — Lady’s aunt.

So. lady’s aunt is man's sunt and therefore lady is man’s sister.

A family consists of six members P, Q, R, X, Y and Z. Q is the son of R but R is not mother of Q.
P and R are a married couple. Y is the brother of R. X is the daughter of F. 2 is the brother of P.
Whao is the father of Q) 7

AP B R X (8]

Answer ; B,

) is the son of R but R is not the mother. So. R 15 the father of Q.
P is married to B So, P is the wife of R and the mother of Q.

X is the daughter of P and hence of R and so, she is the sister of Q).
Y is the brother of R and Z is the brother of P

R is the father of Q.

A. B, C, D, E and F are members of a club. There are two marmied couples in the goup. A is the
brother of D's Husband. C is the president of Women's Association. F is a Sitar Player, and
Bachelor. B's wife is not a member of the Club, Four of them belong to the same family. B and F
are colleagues in the club, How is F related 1o B?

A) Wife B} Husband ) Father D It is not possible to determine
Answer : D,

According to the data there are two female members D and € of the club and data i= not sufficient
regarding B and F.

If X is the brother of the son of Y €5 son, how is X related tn Y7

A) Cousin B) Son C) Grandson D) Brother

Answer : C,

Son of Y's son — Grandson;

Brother of Y"s grandson — Y5 grandson.
So X is Y's grandson.

Introducing a man, a woman said, "His wife is the only daughter of my father.” How is that man
related to the woman!

A) Father—in-law B) Husband C) Matemal uncle D) Brother
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Answer @ B,

Only daughter of my father — MysaIf,
S0, the man 15 woman's husband.

A family consists of six members P, (), B, X, Y and Z. () i the son of R but B is not mother of Q.
P and K are o married couple. Y is the brother of R, X is the daughter of P. Z is the brother of P,
How many children does P have ?

Al B)2 C)3 D)

Answer B,

)} 15 the son of R but B s not the mother.

So, R is the father of Q.

P iz married to R. So, P is the wife of R and the mother of Q.

X is the daughter of P and hence of R and so she is the sister of Q.
Y is the boothes of B and 2 15 the brother of P,

Hence, Q is the son of P and X is the daughter of P,

3o, P has two children.

I A family consists of six members P, Q, R, S, T and U. There are two married couples. Q is a

doctor and the father of T. U is grandfather of R and is a contractor, § is grandmother of T and is a
housewife. There iz one doctor, one contractor, one nurse, one housewife and two students in the
family. What is the profession of P 7

A) Nurse B) Doctor Cy Contractor Dy Homsewife

Answer ; A

(2, the Dactor, is the fatherof T

3, the Housewife, is the grandmother of T and hence the mother of Q.

Since there are only two married couples one being that of Q, the grandfather of B i.e., U must be
marred o 5.

Thus, R and T will be both children of Q and these must be the students,

30, P, who remains, shall be the wife of Q and she alone can be the nurse
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9.2 DIRECTION SENSE TEST
[ INTRODUCTION |

In a number of competitive exams, there are questions, which test the student s sense of direction. The
questions typically involve a person moving certain distances in specified directions. Then, the student
is asked o find oul the net distance travelled between two points, The casiest way of solving these
problems is to draw a diagram as you read information about the problem and let the diagram reflect all
the information given in the problem.

The distance from a particular point after traveling a distance of x metres in the horizontal direction and
a distance of ¥ metres in the vertical direction is equal to Yx™+y" (Please note that in common usage,
north-south direction is referred to as “vertical” direction and east-west direction 15 referred o as
“horizontal” direction), To solve these types of problems, the student should know the directions
properly without any confusion, The following diagram shows all the directions and the student should
memornize the diagram.

After reading this unit a student will learn to -
* Solvec puzzles based on direction
s Understand the follow-up of directions and ascertain the final directon.
s Judge the distance between any two points by tracing the direction correctly.

1. If you are facing North West and move 20 m forward and turn right and move 3 m , then you are

{a) North of vour initial position ib) South of your initial pi:-a-i!jm
{c) East of your initial position {d) West of your initial position.
Ans (a)
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Am

AC = AB” + BC® =20F 437 =404
AC =202

2. 1 am facing south — 1 tumed right and walked 40 m, then I tumed right again and walked
20 m. Then | wmed left and walked 20 m and then wmed right and walked 40 m. Then [ tumed
rght again and walked 120 m. In which direction am [ from the starting point?

i) North east (h) South east (c) South west (d) North west

Ans ;&)

3. A man is facing west, He tums 43 degree in the clockwise direction and then another 1580 degree
in the same direction and then 270 degree in the anticlockwise direction, Find which direction he
is facing now"?

. South-West

Z. West

3. South

4. Easi-South
Answer: Option A
Explanation:

Please refer to the explanation image.

Th: man firsily faces the direction OA. On moving 45 degree clockwise [Please check carcfully always
if clockwise or anticlockwise], he faces the direction OB.
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Now again he moved 180 degree clockwise, now he will be facing OC. From here he moved 270
degree anticlockwise, Finally he is facing OD, which is South west.

4. A man is facing north. He turns 43 degree in the clockwise direction and then another 180 degree in
the same direction and then 435 degree in the anticlockwise direction. Find which direction he 13
facing now?

|. Maorth
2. East
3. West
4. South
Answer; Option D

Explanation:

Hort b
T

Eamr g LR

Please refer 1o the explanation image.

The man firstly faces the direction OA. On moving 45 degree clockwise, he faces the direction
OB,

Now again he moved 180 degree clockwise, now he will be facing OC. From here be moved 45
degree anticlockwise, Finally he is facing OD, which is South direction.

5. One day, Raviraj left home and cycled 20 Km southwards, turned right and cycled 10 km and
wmed right and cycled 20 Km and turned left and cycled 20 Km. How many kilometres will he
have to cyele to reach his home straight 7

50 Km
30 Km
4) Km
60 Km

Rl S

Answer; Option B
Explanation:
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Please refer to explanation image,

Raviraj starts from home at A, moves 20 Km in south upto B. Then be twrns right and moves 10
Km upto C, then he turns right and moves 20 Km vpto D, then he ums lefts and moves 20 Km
upto E.

50 from image it is clear that, if he moves straight then he will have 1o move
AD+DE, AD = BC = 10 Km
S0, he will have to move 10 + 20 =30 Km

b A child is leoking for his father. He went 90 meters in the cast before wming to his right, He
went 200 meters before turming o is right again to look for his father at his uncle's place 30 meters
from this point, His father was not there. From there, he went 100 meters 1o his north hefore
meeting his father in a street. How far did the son meet his father from starting point?

1. B0 metm
2. 9 metre
3. 1K) metre ,
4. 110 metre
Answer: Option C
Explanation:
AR
&
&
& B OmT
. 100m
Fs
&
&0
A -0m Fl 3m
2om ~|25"T*
L) - S — adi
b idm C

Clearly. the child moves from A to B 90 metres eastwards upto B, then wrns right and moves 20 metre

upto C, then tums right and moves upto 30 metre upto D. Finally he turns right and moves upto 100
metre upto E,
S0 AB =9 metre, BF = CD = 30 metre.,

So, AF = AB - BF = 60 metre
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Aldso DE = 100 metre, DF = BC = 20 metre

S50, EF = DE - DF = 80 metre

as we can see in image that triangle AFE is a right angled tmangle and we are having two sides, need to
caleulate third one, so we can apply Pythagoras theorem here

So from starting point his father was 100 meire away,

Exercize

L

Kunal walks 10 km towards North. From there he walks 6 Km towards South. Then, he walks 3
Km towards east. How far and in which direction is he with reference to his staring point”

I. 5 Km MNarth
2. 5 km South
3. 5 Km East

4. 5 Km MNorth-East

Gauray walks 20 metres towards North. He then turns left and walks 40 metres. He again wms left
and walks 20 metres, Further, he moves 20 metres after turning to the right. How far is he from his
original position 7

1. 4 meires
2. S metres
3. o) metres
4, T metres

A dog runs 20 metre towards East and mms Right, runs 10 meire and tums (o nght, runs 9 metre
and again turns o keft, runs § metre and then turns to left, runs 12 metre and finally tumns to left
and runs 6 metre. Now which direction dog is facing?

|. East

2. Nonh

1. Wesi

4. South
Answer: Option B
Exptanation:

A . B
E L L F

Now dog is facing North.
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4, | am facing South. | tum right and walk 200 metre. Then | wrn right again and walk 10 metre.
Then | turn left and walk 10 metre and then turning right walk 20 metre. Then | urn right again
and walk &0 metre. In which direction am | from the starting point 7

I. MNorth-East
2. Norsi-West
3, Morth
4, Wesp

5. Rohit walked 25 metres wowards South. Then he tumed o his left and walked 20 metres. He then

turned to his left and walked 25 metres, He again tumed (o his right and walked 15 metres. At
what distance is he from the starting point and in which direction 7

33 metre. North
30 metre, South
35 metre, East

30 metre, North

gl e

6. Starting from a point P, Sachin walked 20 metres wowards South, He wumed lefi and walked 30
metres. He then wrned left and walked 20 metres. He again tumed left and walked 40 metres and
redached a point (3. How far and in which direction is the point Q@ from the point P 7

1. 3 metres, 'West
2. 10 metres, West
3. 30 metres, North
4, 10 metres, Morth

Answer: Option B

Explanation:

A 3 0m B

Please refer to the image for movements.
Distance from the P to Q 15 10 metres and direction of © with reference to to P i5 west,
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7. From his house, Lokesh went 15 kms 1o the Norih. Then he turned West and covered 10 kms Then
he wmed South and covered 5 kms. Finally, turning to East. he covered 10 kms. In which direction
iz he from his house?

East
Morth
West
South

ol L A

Answer: Option B

Explanation:

1 DEm

o B
Sk
D — 4B
| gl 1 Sk
]
A

Please check the movements of Lokesh in the figure.
Finally he is to the North 1o his house.

. One moming Udai and Vishal were talking to each other face w0 face al a crossing, [T Vishals
shadow was exactly to the lefoof Udai, which direction was Udai facing?

A, Enst B. West C . Morth [3. Sowih
Answer; Option C
Explanation:
Lidal g
o —P ishal s
o Shadow E W
! ]
Vvishal
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2. Yisinthe East of X which is in the Morth of Z_ I P iz in the South of &, then in which direction of
Y.is P?
A, Morth B. South C, South-East . None of these
Answer: Option D
Explanation:

£
K

Zs

|

P
P is in South-West of Y.
4. If South-East becomes North, North-East becomes West and o on. What will West become?
A.North-East B, North-West . South-Exst 0. South-West
Answer: Option C
Explanation:

5w w c Loy E K \“1 N
Itis clear trom the diagrams that new name of West will become South-East,

4. A man walks 5 km toward south and then turns 1o the nght. After walking 3 km he tums to the lefi
und walks 5 km, Now in which direction is he from the startin £ place?

A, West B. South C. North-Eas 0. South-West
Answer: Option D
Explination:
| 3 ki 1
-

Henee required direction is South- West,

5. Rahul put his timepiece on the table in such g way that wi 6 P.M, hour hand points to North, In
which direction the minute hand will poinl ot 9. 15 P.M. ?

ASouih-East B. South . Nonh I Wesi
Answer: Option D

Explanation:
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AL9.15 P.M.. the minute hand will poinl towards west.
6. Rasik walked 20 m wwards north. Then he tumed nght and walks 30 m. Then he tums right and
walks 35 m. Then he turns beft and walks |5 m. Finally he turms left and walks 15 m. In which

direction and how many metres is he from the starting position?

A, |5m West B. 30m East O, 3hm West [».45m East

Answer: Option D

Explanation:

required distanca = AF
= 30 + 15

= 45 m

From the anove diagram, F 15 In East direction from &,

Hanee the reguired answar is'45 m East’.
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1. Two cars sturt from the opposite places of a main road, 150 km apart. First ¢car runs for 25 km and
takes a right tum and then runs 15 km. It then tums left and then runs for another 25 km and then
takes the direction back to reach the main road. In the mean time. due to minor break down the
other car has run only 35 km along the main road. What would be the distance between two cars at
this poing?

A) 65 km Bi 75 km Ch BOkm D) B5km

Answer: Option A

Explanation:

oo km
Sr—p—— 1,
15 W,

23 km, J5Hm
= ——— T F'—‘—-—-E

i 150 l'l_'n
1 4'\"

Faquired dictaneg = OF
= 150 - {25 4 25 & 38)
= (50 -85

= &5 km

starting from the point X, Jayant walked 15 m towards west. He wrned left and walked 20 m, He

then tumed left and walked 15 m. After this he turned to his right and walked 12 m. How far and in
which directions is now Javant from X7

A, 32m, South B. 47Tm. East C.42m, North D.2Tm. South

Answer: Option A

Explination

15 m
& X
20m
B L
15 m
12 m
o

Requred distance = 20 + 12
= 3Z min south direction
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9, One evening before sunset Rekha and Hema were salking to each other face to face. 1T Hema's
shadow was exactly 1o the right of Hema, which direction was Rekha facing?

A, North B.South C.East D. Data is inadequate
Answer: Option B
Explanation:
rekha i
-
W E
4 —p Hema's
. shadow
Hema's E

In the evening sun sets in West. Hence then any shadow falls in the East. Since Hemas shiadow
wis 1o the right of Hema. Hence Rekha was facing towartds South,

10, A boy rode his bicvele Nomhward, then wmed left and rode 1 km and again turmed left and rode 2
km. He found himselt 1 km west of his starting point. How far did he ride nocthward initially™

Al km B, 2km C.3km D.5km
Answer: Option B
Ex planation:
1 km
C + B
2 km.
L A

—1 km,—*

The boy rode 2 km. Northward.
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9.3 SEATING ARRANGEMENT

In order 1o solve seating Aarrangement questions. first of all diagram should be made. By doing so
questions are easily and quickly solved,

Exampie |:
L. 6 Boys are sitting in a circle and facing towards the centre of the circle.
1. Rajeev is sitting to the right of mohan but he is not Just at the lefi of Vijay.
3

Suresh is between Babu and Vijay.
Ajay is sitting 1o the left of Vijav,
Wha is sitting 1o the left of Mohan ?

:-\.JI _||—

Solution »

Rsempy . ———

- “u Mohan
d L
T 4 I|
| # Babu
Wila ‘ll.-\.\. el

Surerh
Hence, Babu 1 sitting to the left of Mohan.

Example 2: )

Eleven studems A, B, C, D.E.F, G, H. L. J and K are sitting in first line facing to the teacher,
L3 who is just to the left of F, i to the right of C at second place.

A 15 second 1o the right of E who is at one end.

] is the nearest neighbour of A and B and is to the lef of G at thind place,

H is mext o I o the right and is at the third place to the right of 1.

W oA L i —

Whao is just in the middle 7

Seilketiom »

Teacher
-
- - . M . » M . " . W
E Pl J &} | (3 C H O

Hence, Tis just in the middie
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Example 3:

Siva. Sathish, Amar and Praveen are playing cards. Amar isto the right of Sathish, who is 1o the right of
Sivi,

W is 1o the right of Amar !
Serltionn

Sathish

Amnar Siva

HTravesn

Hence Praveen is to the right of Amar.

Example 4:
| A. B and C are three boys while R, S and T are three girls, They are sitting such that the boys are facing
the girls.
1 Aand R are dingonally opposite 10 each other
1. Cisnot sitting at any of the ends.
4. T isleft to B bt opposite o C.
(A). Who is sitting opposite o B 7
(). Who % sitting diagonally oppasiie o B

Solution

= T =

(=] T k

LE fd piasikaee = S E—
B C i

(A}, Henee, R is sitting opposite to B

(B). Hence, § is sitting diagonally opposite o B.
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l. A.P.R X,5andZ are sitting ina row. S and Z arc in the centre. A and P are at the ends. B is
sitting to the left of A, Who is to the right of P

Ay A Bl X Ci§ ME

NEWLTr K i

Answer: Option B
Explanation:
The seating arrangement is as fol lows:

P " = Z R A

Therefore, right of P is X,
I'here are 8§ houses in a line and in each howse only one boy lives with the conditions as given below:

lack is not the neighbour Siman.

Harry is just next to the lefi of Larry.

There is al least one (o the left of Larry,

Paul lives in one of the two houses in the middle.
Mike lives in between Paul and Larry.

W e g i o=

If it least one lives to the right of Robert and Harry is not berween Taud and Larry. then which one of
the following statement is not correct?

A.  Robert is not at the left end,

B. Roben is in between Simon and Tasd.

C.  Taud is in between Paul and Jack,

). There are thrée persons 1o the right of Paul,

Answer: Option C

A. B, C.Dand E are sitting on a bench, A is siting next to B, C is sitting next 1o D, D is not sitting
with E who is on the left end of the beach, C is on the second position from the right. A is to the righs
of Band E. A and C are sitting together, In which position A is sitting?

A, Between B and D B. Between B and
C. Between E and D 2. Between C and F
Answer: Option C

Answer: Oplion B

Explanation:

Therefore, A is sitting in between B and C.
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Example 1:
P.QR.5,T, UV and W are sitting round the circle amdl are Tacing the centre:
|. P issecond tothe right of T who is the neighbourh of R and V
2. S is o the neighbor of P,
3. ¥ is the neighbor of U
4. Qis not between 5 and W, W s not berween U and 5.
I Which two of the following are not neighbours?
A, RV B. UV C.RP D. QW
Answer: Option A
Explanation:
0
el . L | P
f 5
54 I+ F
e P
e
2 Which one is immediate right to the V7 - .
AP By CiR 21 i
Answer: Option 1 il "\
Explanation: 5 l j"‘
¥ " L
T is immediate right 1o the V. g

3. Which of the following is correct ©

A7 P is to the immediate ight of @ BIR s between Ll and ¥
C) Q is to the immediate left of W 121 U is between W and 5
Answer: Option C

Explanation:
| b
Il L
4. What is the position of 57
A) Between U and Y B} Second to the right of P
(3 To the immediate right of W ) Daota isadegquate

Answer: Option C
Explanation:
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Example 2:
Five girls are sitting on a bench 1o be photographed. Seema is 1o the left of Rani and 1o the right of
Bindu. Mary is o the right of Rani. Reety is between Rani and Mary.

1 Who is sitting immediate right 1o Reeta ?

A} Bindu B) Ram C) Mary D} Seema
Answer: Option C
Explanation:

L] L L] L ] -

Bincu Seema Rar Raets Mary
Mary s sitting immediate right o Reeia

2. Who is in the middle of the photograph?
A Bindu B) Rani C} Reeta D) Seema
Answer: Option B
Explanation:
L - L] L] L]

Birvdu jeema FRani  Reets Mary
Reani is in the middle of the photograph.
3. Who is second from the right?

A} Mary B} Rani C) Reeta ) Bindu
Answer: Option C
Explanation:

L] - L] - -

Biridu Seema Rani  Reeta Mary
Reeta is sitting second from the righ,

4. Whaois second from the left in photograph?
A) Reeta By Mary Ch Bindu D) Seema
Answer; Option D

Explanaticon;
- L] L] L] L]

Bindu  Seama Rani  Resta  Mary
Seema is sitting second from the left in photograph,
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10.1 PROBLEM SOLVING TECHNIQUES
AND LOGICAL REASONING

Logical Reasoning consists of question Lypes which test both your mathematical and logical abilites.
These questions are there in most of the examinations, and present an interesting challenge to students.
[magine a situation. A group of people are sitting around a tahle, you are given a few clues with respeet
i what these people are wearing, what is their age and what 15 their height. Some of the daty is
missing, and some of the names are missing too. Now you need to figure out the puzzle, identify
everyone and possibly their sear, all with the help of the clues provided. Sounds nteresting? This is
logical reasoning and welcome to the world of using the wits of vour mind.

After reading this unit a student will learn to -
= Analyse the complex figures and count the number of geometrical figures in it

Exercise

I My successor's father is my fathers son. and i dont have any brothers or sons. Who is my
suCcessor!

A) nephew B) daughter C}) niece D) myself

I

Two people were walking in opposite directions.both of them walked & miles forward then wok
rght and walked 8 miles.how far is each from starting positions?

A) 14 miles and 14 miles B 6 miles 6 miles C) 10 miles 10 miles D) 16 miles 16 miles

3 When asked in an exam how much time is left, the teacher answered that the amount of tme left
is 175 of the ime already completed. How much time is lefi

A) 10 minutes B) 5 minutes C) 15 minwes D) 12
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4. Two people on cycle are traveling at 10 miles / hour in opposite direction. When they are at a
distance of 50 miles, a housefly lands on the first cyclist and then flies to the other at a speed of
|6 mileshour. What is the distance covered by fly?

ANI233 By 143.3 C)133.3 Dy 140.5
5. A person has certain number of cows and birds.they have 172 eves and 344 legs how many Cows
and birds does he have?
A0 10 birds and T cows B 20 hirds and 56 cows
) () birds and 86 cows 2 10 birdds and 86 ¢ows
Answern £} Birdds and 86 cows

&  When a number is multiplied by 13, it becomes greater to 109 by an amount with which it is
lesser to 105 by now, What is the number

A) 10 B) 25 O1l5 [ 3
Answer: i5

< Brothers and sisters have I none, but that mans father is my fathers son. Who is that man?

Al Your daughter  B) Your nephew C) Your son D} ¥Your causine

Answer: Youdr son

§, A person has 14 red socks and 14 while socks in a drawer, What is the minimum aumber 0f socks
that he should 1ake to get a comect pair?

AlS B)3 Ci6 Dy 4

Answer, 3

9., From the following sequence, find out how many odd numbers are there in the sequence which
are immediately followed by an odd number
514739857263 15380
IRS522434960

Al B2 3 Dy 4
E} Maore than 4

Answer: E
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10.2 RANKING AND TIME SEQUENCE TEST
Hanking

The student will be able to:

*  Calculate the 1ol number of persons in & group / row /queue if the rank of the person from the
op and from the bottom is given.

Example: Ravi is fourteenth from the right esd m a row of forty boys what is his positon from left end.

) 24 by 25 el 26 d3y 27 ¢} none
Ans:

Try vourself;
In a class of 640, where girls are twice that of boys, Kamal ranked 17" from the top. If there are 9 girls
ahead of Kamal, how many boys are after him in rank.

a) 3 by 7 e) 12 d) 13

Ang: ¢
Time sequence fest:
1 Learning Objectives |

The student will be able o
e Calculate a particular vear. month, day, date and time basing on the sequience of the seniences
relsting 1o them.

Example: If the seventh day of the month is three days earlier than Friday, what day will it be the 19th
day of the month,

ab Sunday  b) Monday ¢} Wednesday d) Saturday
Ans: @

Try yourself: If 1" October is Sunday. then 1% November will he
al Monday b)) Tuesday  ¢) Wednesday d} Thursday
Ans: ¢

Exercise

I. In & row of trees, one tree is fifth from either end of the row. How many trees are there in the row 7
iy

ALK B.9 C. 10 D. 11

Answer: Option B
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2 In a guene. Asmrita is 10th from the Front while Mukul is 25th from behind and Mamta 15 just 10
the middle of the two. If there he 50 persons in the gueue, What position does Mamta occupy
from the front *

Chptions:
A 2th B. 19th C. 18th ). 17th

Answer: Option C

1 Raman ranks sixteenth from the top and forty ninth from the bottom in a class. How many
students are there in the class?

Options:
A, 6 B. 65 C.66 D Connot be determined  E. None of these

Answer: Option A
4. Sanjeev ranks seventh from the top and twenty eight from the bottom in a class. How many
students are there m the class !

Options:
A 37 B. 36 C.33 . 34
Answer: Option D

5 If Atul finds that he is twelfth from the right in a line of hoys and fourth from the left, how many
boys should be added 10 the line such that there are 28 boys m the line ?

Ciptioms!
A, 12 B 13 C. 14 D. 20  E. None of these

Answer: Opuon B

6. Manisha ranked sixteenth from the top and twenty ninth from the bottom among those who
pissed an cxamination. $ix boys did not participate in the competition and five failed in it. How
many boys were there in the class !

Oiptaons:
A, 40 B 44 . 3l D. 55 E. 58
Answer. Option [
7 Some bovs are sitting in a row. P is sitting fourieenth from the left and Q is seventh from the

right. If there are four boys between P and ), how many boys are there in the row 7

Diptions:
A. 13 B. 23 C. 2 D. 19  E. None of these
Answer: Option A

8. Arunaranks twelfth in a clags of forty-six, What will be her rank from the last?
Opniens:

A. 33 B. 34 C. 35 .17  E. None ol these
Answer: Option C
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o, Manoj and Sachin are ranked seventh and eleventh respectively from the top in a class of 31
students. What will be their respective ranks from the botom in the class 7
Uptions:

A, 20th and 24th B. 24th and 20th  C. 25th and 2| st D. 26th and 22nd E. None of these

Answer: Option C
I, Raviis 7 ranks ahead of Sumil in a class of 39_ If Sumit*s rank is seventeenth from the Inst, what
15 Ravi' s rank from the stan 2

Opticns:
A, 14th B. 15th ., I'nth D. 17th

Answer: Option C

HL Kailash remembers that his brother Deepaks birthday falls afier 20th May but before 28th May,
while Geeta remembers that Deepak s mirthday falls before 22nd May bt afier 12th May. On
what date Deepak” s birthday falls ?

Answer: Option B

2. Sangeeta remembers that her father s burthday was certuinly after eighth but before thineenth of
December. Her sister Natasha remembers that their father's birthd ay was definitely after ninth but
before fourteenth of December. On which date of December wis their father' s birthday 7

Oiptions:
A lth  B.ilth C.12th D.Duta madequate  E. None of these

Answer: Option [

13, Standing on a platform. Amit wold Sunita that Aligarh was more than ten kilometers but less than
fifieen kilometers from there. Sunita knew that it was more than twelve but less then fourteen
kilometers from there, IF both of them were correct, which of the followin £ could be the distance
of Aligarh from the platform 7

Options:
A.llkm B B2km C 13km D.1dkm  E 15km
Answer: Option C

14, Ashish leaves his house at 20 minues 1w seven in the maoming, reaches Kunal s house in 25
minutes, they finish their breakfast in another 15 minute and leave for their office which tukes
unother 35 minutes, At what time do they leave Kunal's houses to resch their office 7

Options;

A. 740 am. B. 7200 am. C.7.45 am. D. 8.15 am. E. 7.535 a.m,
Answer: Option B
-_ Commissionerate of Collegiate Education




15.  Ajay left home for the bus stop 15 minuies earliar than usual. 1t wkes 10 minutes w0 reach the
stop. He reached the stop at 840 am. What time does he usually leave home for the bus stop ™

Oiptions:
A B3bam B 845pm.  CESSam. D Datainadeguae E. None of these
Answer: Optien E

16, Reaching the place of meeting on Tuesday |5 minutes before 0530 hours, Anuj found himsell
half an hour earlier than the man who was 40 mimutes late, What was the scheduled time of the
meeting !

Oplions:
A RODhrs B.BOShs CoEIShs D845 hrs

Answer: Option B

17.  The priest tald the devotee, "The temple bell 1s rung at regular intervals of 45 minutes, The last
bell was rung five minutes ago. The next bell is due to be rung at 7.45 a.m." A what time did the
priest give this information w the devoiee ?

Options:

A, 7,400 a.m. B. 7.05 a.m. . 7.00 am., D. 6.55 a.m. E. Mone of these

Answer: Option B

18.  The train for Lucknow leaves every two and a hall hours from New Delhi Railway Station. An
ennouncement was made at the station that the train for Lucknow had left 40 minutes ago and the
next train will leave at 18,00 hrs. At what time was the announcement made

Cdpricns;

Answer: Option E

19.  An application was received by inward clerk n the aftemoon of the week day. Next day he
forwarded it 1o lhe table of the senior clerk, who was on leave that day. The senior clerk nexl day
evening put up the application 1o the desk officer. Desk officer studied the application and
disposed off the matter on the sume day i.e. Friday. Which day was the apphication received by
the inward clerk ?

Oplions:

A Monday B. Tuesday C. Wednesday D Earfier week™s Saturday E. None of these

Answer: Opton C
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20.  There are twenty people working in an office. The first group of five works between 8.00 AM
and 200 P.M. The second group of 1en works between 1000 AM. and 4.00 P.M. And the third
groap of five works between 12 noon and 6.00 P.M. There are three computers in the office
which all the employees frequently use. During which of the tellowing hours the computers are
likely 1o be used most ?

Ciptions:

A IODDAM. - 12n0on B, 12 noon — 2.00 P M
CLIOPM -300PM. D 200OPM. —-400 PM.

Answer: Option B

Exercise

I A monkey climbs 30 feet before at the beginning of cach hour and rests for o while when he slips
back 20 feet before he again stans climbing in the beginaing of the next hour. If he begins his
ascent ot 8.00 a.m, at what time will he first touch a flag at 120 feet from the ground ?

Cptions:
A4 pm. B.5pm. C.opm D, None of these

Answer: Opuon C

2. Which is the third number 1o the left of the number which is exactly in the middle of the
following sequence of numbers 7

1234567892469 75319876543121
Crptions:

A3 B.4 C.5 D6 E.7
Answer: Option B

3. How many ¥'s are there in the following sequence which are neither preceded by 6 nor
immediately followed by 97

366395937891 639639
Oplions:

A, One B. Two C. Three D. Four  E. None of these
Answer: Option B

4. Count each 7 which is not immediately preceded by 5 but is immediately followed by either 2 or
3.
How many such T's are there ?
272057383 T3257T27348B2678
Chptions:
A2 B. 3 C 4 D. §
Answer: Oplion A
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5, How many 6's are there in the following series of numbers which are preceded by 7 but not

immedhately followed by 9 7

G79569768767869467 76957063

Clptions:
A One B. Two C. Three 13, Four

Answer: Option C
6. How many T's are there in the following serics which are not immediately followed by 3 but
immediately preceded by 8 7

EQ®THIZ6I2GRTIZIRT2ITTETAITTI S
Ciptions:

Al 1D B.3 2 D. 0 E. None of these
Answer; Option C
7. Counteach | in the following sequence of numbers that is immediately followed by 2, i1 2 is nol

immediately followed by 3. How many such |'s are thers

1 213451 23521261451 12412321 752123
Oiptions:
A2 B 4 ] D.7 E.9

Answer: Opuon B

#.  How many 7's are there in the following series which are preceded by & which is not preceded by

s i
ETHTEG6ETS0TOT76l6TTasEnYyYlosg’?
Chptions:
A, Nil B. One C. Two D. Three E. Mone of these

Answer: Opton D
9, In the following list of numerals. how many 25 are followed by I's but not preceded by 4 7

4212142112444 12212144214212124142124146
Ciplions:

A Two B. Three . Four D. Five
Answen Option C

1, How many 7°s are there in the following sequence which are precedede by 9 and followed by &6 7
TROTHES3I4289T72459297647

Ontions:
AL 2 H. 3 C.4 5 E. MNone of these
Answer: Option A
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Aniyicn s s, |

Il. Intheseries:7 897 653428972459297647
Which figures have cqual frequency ?
Ohplions:
A. 253 B. 245 C. 375 D. 865  E. None of these
Answer: Option D
12. How many &' are there in the following number sequence which are immediaely preceded by 9
but not immediately followed by 4 7
SO64329863 164964215967 F147496472
Ciptions;
A, One B. Two C. Three . Four E. More than four
Answer: Option B
|3, In the following series of numbers, find out how many times, 1, 3 and 7 huve sppeared together, 7
being in the middle and | and 3 on either side of 7 7
297313377133 17385713771 730046
Cptions:
A3 B 4 C.5 DMorethan5  E Noneof these
Answer: Opltion A
14. In the series,
641238742 1538621714132 86
How many pairs of alternate numbers have a difference of 2 7
Options:
A, Une B. Two C. Three [. Four
Answer: Option B
15, How many even numbers are there in the following sequence of numbers which are immediately
followed by an odd number as well as immediately preceded by an even number 7
8676893275342 23553228114%
Chptions;
AL One B. Three C. Five D. Six E. None of these
Answer: Option E
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10.3 MATHEMATICAL OPERATIONS

| Learning Objectives |

A student will be able to
o Kpow BODMAS mle

o Deal with simple mathematical operations

s Substitute the original symbol in place of antificial symbaol
»  Analyze the given saemems and identily the correct statement

s Substitute the real symbols in place of unusual symbals and hence analyze 4 set of stalements

Note: -
SNo | Symbol | Meaning
| | - subtraction
2 |+ Addition
i X multiplication
4 + _division
5 > Grreater than
i < L.ess than
7 = Is eqqual to

BODMAS While solving & mathematical expression, we follow the following rule:
Bracket — M — Division
—# Multiplication —*  Adiition —* Subtraction

Example (3 = | X =nes=2 5 4 (solving bracket)
= 24648+ 254 i=olving division)
= d+4x4 {solving multiplication)
= 44| 3 isodving addition)
= 20

Try yvourselt
If + stands for x . - Tor =, x for = and + for + Find the value of 264+72-4x522
Ans 46

This section deals with guestions on simple mathematical operations. Here, the four fundamental
operations — addition, subtraction, multiphication and division and also statements such us 'less than',
"greater than', ‘egual W', ‘ot egual 1w, ete. are represented by symbaols, different from the wsual ones
The questions involving these operations are set using arificial symbols. The candidate has o
substitute the real signs and solve the queshions accordingly, Lo gel the answer.
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If A+E=B+C. A+B=C+D, B+C>D+F. A+D>B+E, A+E>C+E, then
(i} A=C>B=E=D

(b} AsBsC=DE

(¢) D=C=A=E=H

(d) CB=E>D

Exercise

1. Find out the two signs to be interchanged for making following equation comect ;
S+3x8-12+4=3

Cptiomns:

A, + and - B.-and+ C+andx D.+aond=+

Answer: Option B

2, Give interchanges !
Signs - and X and numbers 3 and 6.
Options:
A6-3x2=9 B.1-6x8=10 C6x3-4=15 D 3x6-4=733
Answer; Option B
3. Mf = swands for ‘addition, + stands for subiracion’, + stands for multiplication’ and - stands for
divisiori, then 20 8 28 -4 + 2= 7
Ciptions:
A, Bl B.25 C.24 D.5
Answer: Oyption C
4. If - means X, % means +, + means < and L means -, then 40 % 12 + 3 -6 160 =7
Chpiioins,
A T8 B. 16 C. 44 D, 47995 E. Mone of thess
Answer: Option E
3. Mf + means + % means - +means x and - means+, than 8+ 6 x 4 <3 -4 =7
Cdpiions:
A.-12 B. - 20/ .12 D, 2043 E. None of these
Answer: Option B
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If % mpany =, - means x, + means + and + means-, than (3-15+19x8+b6="
Clpdiens;

A8 B4 C2 D.-l

Answer: Oprion C

If + means x, = means -, X means + and - meany +, what will be the vlue of 4+ 11 £ 5-55 =
Chitonns;

A, -48.5 B.-11 C. 79 3 91 E. None of these

Answer: Option E

Criven interchanges |

Signs + and - and numbers 4 and 8.

Cplics:

A 4+8-12=106 B.4-8+12=0 C.8+4-12=24 D.B-4+12=8
Answer: Option B

Criven intercharzes |

Signs + and x and numbers 4 and 5

Crplions

A.5x4+20=40 B.5x4+20=8 C5x4+20=14 D5x4+20=9
Answer: Option €

10, Given intercharges : Signs - and + and numbers 4 and 5.

Ciptiong:
AG-Brd=-]1 BR-6:d4=1 C4:+:8-2=6 D3-85+6=2
Answer: Option ©
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11.1 CLOCKS

The student will be able to
e Understand the angle made by any two lines
s Find the relation batween the hours hand and the minotes hand
o Calculate the time interval berween the two hands spaced al some angle.

I, Find the angle between the hour hand and minuie hand of a clock -When the time 15 4,20 hours.
Solution:
Angle traced by hours hand in 4.20 hours. ie.. 1373 hrs=(360/12x 1 33)=130"

Angle traced by minute hand in 20 minutes =(360/60x 20 =1 20"
Therefore required angle = 130" - 1207 = 10"

2. How muny times in a day the hands of a clock are straight
a) 22 b 24 cldd dy &k

Ans ¢

3, Find the angle between the hour hand and minute hand of a clock -When the tme 1= 4.20 hours.
Solution
Angle traced by hours hand in 4,20 hours, i.e., 13/3 hrs={360¢/12x [ 33 )=13(1
Angle traced by minute hand in 20 minutes =(3600/61x20)=1 207 Therefore required angle
= | 30° - 1207 = )"

4. How many times in a day the hands of a clock are strught?
a) 22 by 24 c) dy 48

ANS
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¥ A, the hour hand and the minure hand of a clock form an angle of: -
120" B) 130" C) 125" D) 135"

Answor: 130°

Explunation:  Angle traced by hour hand in 12 hrs = My
Angle raced by it in 1173 hrs =(360/12) * (11/3) = 1007,
Angle traced by minute hand in 60 mm. = 360"
Angle traced by it in 40 mm = (360/60) * 40 = 240°
Required angle = (240 - 1 10)° = 130",

6. How many times are the hands of 4 . clock at right angles in o day ?

A)22 B) 44 C) 24 [} 48

Answer: 44
Explanation: In 12 hours, they are at right angles 22 times_ In 24 hours, they are at right angles 44

times
7. The angle between the minut hand and the hour hand of a clock when the time is 4,20 is
A0 B) 20 Cis D110
Answer Iy

Explanation: Angle raced by hour hand in 1373 hrs = (360012) * (13/3) = 130",
Angle raced by min. hand in 20 min. = (360/60) * 20 = 1207,
Required angle = (130 - 120)" = 10°,
8,  How many times do the hands of a clock coincide in « day 7
A)24 B) 21 C) 20 D) 22

Answer: 2

Explanation: The hands of a clock coincide | | times in every 12 hours (Since between
|1 and 1, they coincide only once, ie. at 12 o’clock.
The hands cowncide 22 times in a day.

Y How many times in a day, the hands of a clock are straight?
A)22 Bid44 Ci24 Dy4s
Answer: 44
Explanation: In 12 hours, the hands coincide or are in opposite direction 22 times,
In 24 hours, the hands coincide or are in opposite direction 44 times a day.

10, A watch which gains uniformly is 2 minuee slow at noon on Monday and is 4 mm. 48 sec fast a2
pore. on the following Monday. When wis il cormect 7

A) Zp.m on Tuesday B) 3 p.m. on Thursday
Ch2 p.m. on Teesday D} 3 p.m. on Thursday
Answer: 2 p.m. on Wednesday

Explanation: Help us to explain question in discussion
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11. How many times do the hands of a clock point wwards each other inaday?
A) 1d B2 Cr2o [} 24

Answer: 22
Explanation: The hands of a clock point towards each other 11 times in every 12 hours [ Because
between 5 and 7 they point towards each other at 6 o' clock only).
S0, in a day, the hands point towards each other 22 times.
12, The angle between the minute hand and the hour hand of a clock when the time 15 B30, is
A) 80" B) 60’ C) 75" D) 105

Answer: 75"

Explanation; Angle traced by hour hand in 17/2 hrs = (260/12) * (17/2) = 155",
Angle traced by mm. hand in 30 mm. = (360/60) * 30 = L80°
Required angle = (255 — 180)* = 75°,

Exercise
1. Anaccurate clock shows B o'clock in the morning. Through how may degrees will the hour hand

rotate when the clock shows 2 o'clock i the aftermoon?
Aj 144" By 150" C) 168" D) 180"

1

The reflex angle between the hands of a clock at 10.25 is:

0 i
A) 180 H) H% ) 195" B 19?%

3. A clock is started at noon, By 10 minutes past 5, the hour hand has tumed through:
A) 145" B) 1507 C) 155 D} 160°

4, A watch which gains 5 seconds in 3 minutes was set night at 7 am. In the afternoon of the same
day, when the watch indicated quarter past 4 o'clock, the true time is:

A .'!iﬂl%rnin past3 B) 4 p.m.
4. .
C} SEﬁ min past3 D) Iﬁmm past4

5. How much does a watch lose per day., it its hands coincide every 64 minutes”

A jz-ﬁ-mjn B) Fﬁv[:j]— i Cy 90 min D) 96 min
ANSWERS

Question Nos 1 2 “ 4 5

Answers i3] D . B
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11.2 CALENDARS

ﬂ T

Aller reading this unit a student will learn (o Find the day of the week on a given date
s [0 understand odd days, leap vear,

o  Count odd days, identify the day of the week related 10 odd days

Example: What was the day of the week on 154 August 19477
15" Auguost 1947 = (1946 yvears+ period from 1-1-1947 1o 15-8-1947)
Ondd days in 1OOD years =10)
Ould days in 300 vears = 5x3=]5=|
46 vears = 11 leap vears +35 ordinary vears)
={]1x2+35x1 ) odd days= 57 odd days
= K weeks+ | day=1 odd doy
Therefore odd days in 1946 years =((+ | +1=2]
Number of days from 1-1- 1947 10 15-8-1947 = 227 days
227 duys = 32 weeks+3 days =3 odd days
Totil No. of odd days = 2+3=3
The required day is Friday

| Solved Problems ]

l. How muny days are there from 2nd lanuary 1995 1w 15th March, 19957

Answer: 73
Explanation: Jan Feb March 30 +28 + 15 =73 days.

2, Januwary |, 1995 was o Sunday, What day of the weck lies on January 1, 19967

Answer: Mnndlary

Explanation:
1995 being on ordinary year, it has | odd day. So. the first day of 1996 will be one day
bevond Sunday, e ot will be Monday,

3, The day on 5th March of 4 vear ¥ the same day on whal date of thesame yvear?

Answer: ith Now.,

Explanation: Since any date in March is the same day of the week as the corresponding date in
Movember of that year, so the same day falls on 3th November,

4, Today s Tuesday, After 62 days it will be:

Answer: Memday

Explanation: Each day of the weck is repeated after 7 days. After 63 days, it will be Tuesday,
After 62 davs. it will be Monday.
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5. Junuary 1, 1992 was Wednesday, What day of the week was on January 119937
Answer; Friday
Explanation: 1992 being a leap year, it has 2 odd days. So, the first day of the year
1993 must be two days beyond Wednesday.
So, it was Friday.
6. If the first day of the year 1991 was Tuesday, what day of the week must have been on 1st January,
19987
Answer: Thursdeay
Explanation: Total number of odd days from Ist Jan, 1991 to 1st Jan, 1998
Year 199] 1992 1993 1994 |995 19496 1997
OdddaysI+2+ 1+ 1+ 1+2+1=9odddays
2 odd days
The day is 2 days beyond the day on |st Jan, 1991,
i.e. The required day must be Thursday.
7. The calendar for 19940 is the same as lor
Answer: 1556
Explanation: count the number of days for 1990 enwards to get O odd day.
Year 1990 [99] 1992 1993 1904 1995
Odddays 112111 =7 o000 odd day.
Calendar for 1990 is the same as for the year 1996
%. Today is 1st April. The day of the week is Wednesday. This is a leap year. The day of the week on
this day after 3 vears will be:
Answer Satrday
Explanation: This being a leap year, none of the next 3 years is a leap year.
So,the day of the week will be 3 days beyond Wednesday.
The day after 3 years will be Saturday,
9. What will be the day of the week nn 15t Jan 2001 7
Answer, Suerrclay
Explanation: 1600 yeaas contain 0 odd day.
300 years contain 1 odd dav.
100 years contain 5 odd davs
2000 years contain (0+ | +5) odd days =6 odd days
st Jan, 2001 has one odd day.
Total number of odd days upto Ist Jan, 2001 = 7 odd days =0 odd days.
The day will be Sunday.
|03, The first republic day of India was celebrated on 26th January, 1950, It was
Answer; Thursday
Explanation: Help us to explain question in discussion
1 1. The year next to 1996 having the same calender as that of 1996 is!
Ansuwer: J0
Explanmion: Swarting with 1996, we go on counting the number of odd days till sum is divisible by 7.
Year 1996 1997 1998 1999 2000
Odddays 21 | 12 =7 odd days
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0 odd day,
Cilendir for 2000 will be the same as tht of 1995,

12. May 6, 1993 was Thursday. What day of the week was on May 6, 19927

L Sarurdav - Wednesday
L Tuesday L Friday
Answer: Tuescday

Explanation: 1992 being a leap year, it has 2 odd days,
S0, the day on May, 1991 is 2 days beyond the day on May 6, 1992,
But, on May 6. 1993 it was Thursday,
So, on May 6, 1992 it was Tuesday.

13. On what dates of Apnl, 1994 did Sunday fall?

Answer: 5, M 24
Explanapnon: Find the day on 151 April, 1994,

L& years contain ) odd day

300} years contain 1 odd day

93 years = (23 leap vears + 70 ordinary years)

= (46 + 70) odld days =4 odd davs.

Mumber of davs upto 151 April, 1994

Jan Feb March Apnl

3+ 28 + 31 + | =Hdays=0oddday. Total

number of odd days = (0= 1 +4+0) =5 Odd day,

.. Day on 1st April 1994 15 “Fridoy”

Sunday was on 3rd April, 1994, Thus, Sunday fell on 3nd. 1ikh, 17th & 24th,
14, Monday Falls on 20th March, 1995, What was the day on 3rd November, 19947

Answer; Thursday

Explanation: Counting the number of days after 3rd November, 1994 we have: Nov, Dec, Jan, Feb,
March
27+ 31 + 31+ 28 + 20 = 137days =19weeks + 4davs . Number of odd duys = 4,
The day on 3rd November, 1994 is (7 - 4) davs beyond the day on 20th March, 1995,
Sa, the required day s Thorsday.

15, On &th Feb, 1995 it was Wednesday. The day of the week on 8th Feb, 1994 was

Answer: Tuesday

Explinaton: 1994 being an ordinary vear, ol has | odd day,
Sao, the day on Bth Feh, 1995 1< one day beyvond the day on 8th Feb, 1994,
But, fth Feb. 1995 was Wednesday, 8th Feb, 1994 was Tuesday.
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Exercise

1.1t was Sunday on Jan 1, 2006. What was the day of the week Jan |, 20107
A, Sunday B. Saturday

C. Friday . Wednesday

2. What was the day of the week on 28" May, 20067

A. Thursday B. Friduy

C. Saturday D. Sumday

1. What was the day of the week on I 7" June, 19987

A. Monday B. Tuesday

C. Wednesday D. Thursday

4. What will be the day of the week 15 August, 20107

A, Sunday B. Monday

C. Tuesday 1. Friday

5. Todlay is Monday, After 61 days, it will be:

A, Wednesday B. Saturday

. Tuesday 0. Thursday

AMNSWERS

Duestion Nos 1 2 3 4 ]
Answers C D C A B
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12.1 SERIES

NTRODUCTION
MR LTINS

A comparison between ane thing and another, typically for the purpose of explanation or clarification,

There 18 three types of Analogy
() Mumber Analogy

(b} Letter Analogy

(c) Word Analogy

In questions based on analogy, a pair of numbers/lettersiwonds is given that have certain relationship
between them. This pair is followed by third numbersfettersiwords, The candidate i< required o
identily the relationship between the pair of numbersfewers/words given and find out the FOURTH
numbers/ letters! wore such that the relationship between the third and the fourth numbersfetiers/words
is similar o the relationship that exists between the first and the

Series. Analogy and Classification and problem solving with pictures

After reading this unit a student will leam to Find the day of the week ona given date

e ldentify the pattern in a series which are in figurative form

e Define the sequence in a set of probiem figures and give the next following answer figure
The analogy tests are classified as

a. Komtive relationship

b. Quantitative relationship

¢. Positional anologies

d.  Structural analogies

Exercise

In each of the following questions, various terms of an alphabet series are given with ong or more
terms missing as shown by (7). Choose the missing terms oul of the given alternatives.

Iy AZ GT.MN.7.YH

Al KF B)RX ) 5H 0TS
2y AFZ CM.FU, T

A0 1R Bi IV C)Jq I KEP
Answer @ O,
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3) AZBY.CX.?

AVEF By GH Cyu 2y W
4) DKY, FIW, HIU, JHS, ?

A1 KGR B) LF() ) KFR D) LG
Answer : D,

The first letters are alternate. The second letter of moves one step backward o obtain the second letier
of the successive term. The third letier moves two steps backward 1o obtain the third letter of the
subsegquent term.
) CMW, HRB, 7, RBL, WG, BLV

Al MWG B} LVF C)LWG Dy wWMX
Answer ; A,

6) QPO, SRQ, UTS, WYL, ?
A XVZ B) ZYA Oy YXZ D)
Answer : C,
Each term consists of three consecutive letters in reverse order. The first letier and the last letter of the
nexl term are the same.
Ty  JE LH, OL,50Q.7
A) WYV B) WX CIVW D XW
Answer: D,
The first letier moves 2, 3, 4 ... steps forwand, The second letter moves 3, 4, 5 ... steps forward,

) ADEH. IL.?,QT

A)LM Bl MN C) MP D) OM
In each of the following questions, various terms of an alphabet series are given with one or more
terms missing as shown by (7). Choose the missing terms out of the given alternatives.
9)  BMO, EQQ, HQS, 7

A) KSU B) LMN C) SOV D) SOW
Answer ; A,
The first letter moves 3 steps forward. The second and third letters move 2 steps forward.

10) AC, FH, KM, PR, 7

Al UW B VW Ciux DTV
Answer A,
i1) T,R,PMNL.T.T

A)1.G Bl H CiK.H DyK.1
Answer | B,

The letters move 2 steps backward,
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12y RUXAD?

AVF By G C1H (]}
Amwer © Bl
13 B.EDFLHILLL
AL M By M. I LN MM
Answer: A,

Divide the series into groups of three letters exch. In each
14 M.N.OLELV?

Al A BiH CIE Inr
Answer @ B.
15 ¥Y.B.T,.G.0,7

AYN BIM CyL K
Answer ; C.

The sequence consists of two series (Y, T, Q) and (B, G. 7). The first senes consists of Znd, Tth and
12th letters from the end of English alphabet. The second series consists of 2nd, Tth and 12th leters
from ihe beginning of English alphabel.
16} BD,.GI LN, Q8,7

ATV B) UW CIWX Dy VX
Answer @ D,
Each term consisis of two allemate letters. There is a gap of two letters between the last letter of each
term and the first letter of the next term,
17T} CE, GIL KM, 0Q.

A)TW BTV ¢y Su D1 R

[ Solved Problems |

In each step, all the symbaols move in the sequence

-
+
¥

l. Select o fgure from amongst the Answer Figures which will continue the same series as
established by the live Problem Figures.
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Problem Fieares:

() (B (O (T3 (E})

Answer Figures:

(11 (21 i3 (4) (5

Al B2 Ci3 2
Answer; Uption L

Explanation

L L

“u :$ A
Ll L] - K
T'he symbols move in the sequences and
that reaches the-encircled position gets replaced by a new symbaol.

alternately. In each step. the symbaol

2. Select a figure from amongst the Answer Figures which will continue the same series as
established by the five Problem Figures,

Problem Figures:

)
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Answer Flgures:

(Ll (2 (Al (4 (%)

A)l B) 2 C)3 ) 4
Answer: Optuon B
Explanation:
Two, three, four, two. three,..... curves get inverted sequentially
3. Select u figure from amongst the Answer Figures which will continue the same series as
established by the five Problem Figures.

Problem Figures:

(M) M (C i ()

(13 (2} (3) i (5}
Al B2 Ci3 [} 4

Answer: Oplion A
Explanation;

The symbols move in the sequence in the first step. In each subsequent step, the symbols
mive in the sequence obtained by rotating the previous sequence through G'CW. Alsa, in cach step,

the symbal that reaches the encircled position gets replaced by a new one.
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4. Select a figore from amongst the Answer Figures which will continue the same series as
established by the five Problem Figures.

N

(A i B) ({8 (3} (E

Problem Figures:

Answer Figures:

| ¥

{1 ) (3 i) [3)

Al B)2 )3 Ly 4 E} 5
Answer: Option A
Explanation:

Two and three half-leaves are added 10 the figure alternately. The addition of half-leaves takes place in
an ACW direction,

Each of the following questions consists of o sets of hgures. Figures A, B, C and D constitute the
Problem Set while figures |, 2, 3, 4 and 5 constituie the Answer Set. There is a definite relationship
between figures A and B, Establish a similar relationship between figures C and D by selecting
suitable figure from the Answer Set that would replace the question mark (1) in fig_ (D).

- Commissionerate of Collegiate Education



Analytical Skilk

Select a suitable figure from the Answer Figures that would replace the question mark (7).

Problem Figures:
(A) (B) (C) (D

Answer Figures:

QI[N A

(1) (2} (3]

A) 1 B)2 C)3 D)4 E)5

Answer: Option A

Explanation: _
The figure rotates 90°CW; gets reduced in size and also gets enclosed in a figure with one less number

SI0ES.
El 1‘gnflﬂr:: a suitable figure from the Answer Figures that would replace the question mark (7).
Problem Figures:
-
- e X
llnil.l & or
(A) (B) (C) (D

Answer Figures:

A) B2
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Answer: Option A
Explanation:

The symibols move in the sequence | \ Adso, the arrow rotates 135"ACW; the traperium gels
vertically inverted and the pin-shaped symbol rotates 90°CW,
1. Select s suitable figure from the Answer Figures that would replace the question mark (7).

Froblem Figures;

(4] (B (¥
Answer Figures

O A=
EANMKLNE S

il {2} i3] i) (5}

Al | Bz g Dy 4 By 5
Answer: Option B
FExplanation:

The upper element rotates through 180 and its head geis inverted, The lower element gets vertically
imverted.

B.  Select a suitable figure from the Answer Figures that would replace the question mark (7).

Problem Figures:

JTCT L] 2

{A) (1)
Answer Figires:
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(1) {2} [ &) i) &)

Al B2 )3 24 Ei 5
Answer: Oplon A
Explanation:
The figure gews laerally inverted.
B, Select a suitable figure from the Answen I'E' ures that would replace the que stion mark (),

Problem Fipures:

(@)= ]®] 2

(B (D)

.-'m:-.'u.n-Lr E-u__rmn:ﬂ.

(1) 2 (3} (4 (5}

Ay I By 2 C)3 £3) 4 E} 3
Answer; Option €
Explanation
The figure rotates through 90° ACW.
In edl;_h problem, out of the five figures marked (1), (2} (). (4) und (&), four are similar in & ceruiin

manner. However, one figure is not like the other four. Choose the figure which is differen from the

rcal.
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0. Choose the figure which is different from the rest,

A
LY

A) 1 B)2 C)3 D)4 E}S
Answer: Option D
Explanation:
Unly in fig, (4), the black triangle and the black circle lie at the two ends of the same diameter.
11. Choose the figure which is different from the rest.

g
\ ./
(1) (2) (3) (4) (5)

A) 1 B)2 C) 3 D) 4 E) 5
Answer; Oplion A
Explanation:
All other figures can be rotated into each other.
12. Choose the figure which is different from the rest.

(1) (2) (3}

A) 1 B) 2 )3 Dij4 E}S

(4} (3]

Answer; Option C

Explanation:

BT Commissionerate of Collegiate Education



In cach one of the figurers except fig. (3), the number of half-leaves is one more than the number of
line segments.

13. Choose the figure which is different from the rest

(1 (L) 133 41 (5]
Ay By 2 i3 34 Ei 5
Apnswer: Option B
Explanation:

All other figures can be rotated into each other.
14, Choose the figure which is different from the rest.

—— —_—  — ———— s ——
(1 £2) i3 i4} (5}
Ay 1 B) 2 i [y 4 8

Answer: Opuon B
Explanation:
Each one of the remaining figures is composed of struight lines only.
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12.2 MIRROR IMAGES AND WATER IMAGES

In cach of the following questions you are given a combination of alphabets andfor numbers followed
by four alwrnauves (1), (2), (3) and (4). Choose the alternative which is closely resembles the mirror
image of the given combination

®  The student will be able to find out the image of an object as seen in a mirror of an
alphabetfigure
& Decipher the actual time from the mirror image of a clock

Mirror image 9.30 Actial tme 230

duction. |

In cach of the following questions. you are given a combination of alphabets andfor numbers followed
by Four alternatives (L), (2), (3)aml (4}, Choose the alternative which is closely resembles the water-
image of the given combination. '

In each of the following questions you are given a combination of alphabets andfor numbers followedl
by four alternatives (1), (2), (33 and (4). Choose the aliernative which is closely resembles the mirror
image of the given combination,
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| Choose the alternative which is closely resembles the mirror image of the given combination.
ANS43012
(1) AMSREDTS {2) SrOERSHA
(3) 2AAERDST (4) rSOBEANE
Ajl B2 C)3 D)4
Answer: Option B
T Choose the aliernative which is closely resembles the mirror image of the given combination
TARAINT1014A

(1) AMFOMAI ARAL (2) AFTOFbMI ARAT
(NATOTATARAIN (4) ALTOIWI ARAT
Al B2 C)3 D4

Answer: Option 13
3. Choose the alternative which is closely resembles the mirror image of the given combination.
1965 INDOPAK

(1) HASOQW | 286 T (2) QAN MOODrEaE
(3) HASOOQW | 2eBT {4) AASDQW I 288E"
Al Bi2 Ci3 D14

Answer: Option D

4. Choose the alernative which is closely resembles the mirmor image of the given combination.
MALAYALAM
(1) MALAYALAM  (2) MAJAYAJAM
(3) WYTVAYTYIW  (4) MATAYATAM

A) | B)2 C)3 D4

Answer: Option B

3, Choose the altermative which is closely resembles the mirmor image of the given combinanion,
EFFECTIVE

(1) IVIT23393 (2) EVITCEFFE
{33 397330TIVa (4) IVITOIF33
Al B)2 i3 4

Answer: Uption A

In cach of the following questions you are given a combination of alphabets and/or numbers followed
by four alternatives {13, (2), (31 and (4), Choose the alternative which is closely resembles the mirror
image of the given combination.

B,  Choose the alternative which is closely resembles the mirror image of the given combination,
UTZFYGKH

(1) HKSY 451N (2) NLEFAOKH

(3} HKBAESLN (4) HABYASTU

AVl B)2 C)3 D)4
Answer: Option D

Commissionerate of Colleglate Education -



s oo

7. Choose the alternative which is closely resembles the mimmor image of the given combination.
ANS4AWMG3

(1) EONMFSNY (2) EOMWE2HA
(3) ICNMEENY (4) ECHMYRNY

Al B)2 Ci3 D)4
Answer. Option B

8. Choose the altemative which is closely resembles the mirror image of the given combination,
SUPERVISOR

(1) AQ2IVAITU2 [2) 2NLEBAI20E
(3] B2ONbZELIA (4] eNBEBAIDZH

Al Bj2 3 4
Answer: Option A

9. Choose the aliemuive which is closely resembles the mirror image of the given combination.
MAGAZINE
(1) MADASIHI (2} IMZADAM
(3] MADAZIAS (4) IUISADAM

A)l H)2 C)3 4
Answer: Upuon [

1, Choose the aliernative which is closely resembles the mimor image of the siven combination

OLSCG4AT 2R

(1} gJedostssd (2) 8SYs2OEIQ

(3) 88T 202 JQA (4) 85 OB 10

Al B2 Y3 ) 4
Answer: Option C
Exercise

In each of the follwing questions, choose the cormect mirror images of the given image of the Fig.(X)
from amongst the four alternatives (1).(2), (3) and (4) given along with it.

. Choose the comect mimmor image of the given figure (X) from amongst the four abernatives.

NI

i3 iy (2} (3 ()
Al B2 Cy3 Did
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2. Choose the correct mirror image of the given figure (X)) from amongst the four alternatives.

PISS

4

All B2 Cy3 Dy d

3. Choose the correct mimror image of the given figure (X) from amongst the four alternatives.

2PV RERERY

(X) (1) (2} 13) i4)

Al B)2 Cy 3 D)4
Choose the correct mirror image of the given figure (X) from amongst the four alternatives.

A A

()

4.

All B2

5. Choose the comect mimor image of the given figure (X) from amongst the four alternatives.

|%,

4

N

)

Q

(X) (1} (4] (3 (4}
Al B)2 Cya
ANSWERS

Duestinn nos 1 2
| Answers 1] 1]
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ln each of the following questions, you are given a combination of alphabets and/or numbers followed
by Four alternatives (1), (2}, (3) and (4). Choose the alternative which is closely resembles the water-
image of the given combination.

I Choose the alternative which is closely resembles the water-image of the given combination,

NUCL EAR

(1) EYErCuUn (2] MNCTEVYE

(2) WUCT 3ve {4) MNCT EVE

AJl B)2 )3 D) 4

Answer; Option D
2. Choose the altemative which is closely resembles the water-image of the given combination,
bridge
(1) p1|qBe (#) pLigle
{(3) pr1g8e {4) pvyple

Al B2 Cy3 D)4
Answer Option B

3. Choose the altemative which is closely resembles the water-image of the given combination.

GRSBAPTGES

(1) CHEBYbLLOE2 (2] CHOBYbLOER

(3) CHABYbABER (4] CHARABLEES

Al B2 )3 [ 4

Answer; Option C

4. Choose the altemative which is closely resembles the water-image of the given combination,
ATM3b
(1) YLW3P {2) VIN3P
(3) vIN3P () YINEP

Al B2 )3 D) 4
Answer: Option C
5. Choose the altemative which is closely resembles the water-image of the given combination.
EBt4e3C
(1) 381282 (2) EB1 628D
(3)3eireeC (4) EBIvEAC

A) B)2 C)3 D) 4
Answer; Uption D
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. Choose the alternative which is closely resembles the water-image of the given combination,
ab45CD67
(1) ap¥2CDEL (2) op<2CDEL
(3)epyRCDAL (4) spy2CDR)

Al B2 C)3 ) 4
Answer: Opoon B iyl
7. Choose the aliernative which is closely resembles the water-image of the given combination.

ACOUSTIC
(1) YOONS LIC (2) yConealic
(3) ¥CONsL1IC (4) yCongaT IC
Al B)2 C)3 Dy 4

Answer: Optuon B

8. Choose the altemative which is closely resembles the water-image of the given combination.
monday

(1) yadnom {z) yebnom
(3) Aequow {4) wougah

A) B)2 Ci3 D)4
Answer; Ophon D
9. Choose the alternative which is closely resembles the water-image of the given combination,

RECRUIT

(1) HECHMIL {2) BECENIL

(3 LiNY23s {4) LINKCEHY

Al B2 13 4

Answer: Opiion B

10, Choose the alternative which is closely resembles the water-image of the given combination.
QUARREL
{1) ONVEEET (2) DUARRAI
(3) OUVEEBED (4) ONVHY3T

Al by 3 i
Answer; Option A
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In ¢ach of the following questions, you are given a combination of alphabets andfor numbers followed
by four aliernatives (1), (2), (3) and (4). Choose the alternative which is closely resembies the water-
image of the given combination.

Lo Choose the altemative which is closely resembles the water-image of the given combination.

NUCL EAR

(1) BYErcum (2) MNCIEYE

{(3) MUCT IV {4) MNCr EvE

Al 12 )3 D) 4

1. Choose the alternative which is closely resembles the waler-image of the given combination.
bridge
(1) pr1qde (2) pLiqle
(3) priqle (4) pi ple

Al l B2 Ci3 D)4
3. Chouse the alternative which is closely resembles the water-image of the given combination,
GROBAPTBES

(1) CEEBYLAGES (2) CHBEVYBAQOER
(3) CHABVYbARER (4) CEABABLALRES

Al B)2 C)3 D)4

4. Lhoose the alternative which is closely resembles the water-image of the given combination,
A1TM3b
(I YLNIP () YEWNIP
(I YINIP (4) VINEP

Al B)2 Cii D)4

3. Choose the alternative which is closely resembles the water-image of the given combination.
EBt14e8C
(1) 38142@0 (2)ERIBOED
(3) 3giveBC (4) ERIdOBC

Al By 2 C)3 D)4
ANSWERS
Question Nis 1 2 3 4 5
Amwers i} B C L D
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12.3 INCOMPLETE FIGURE PATTERNS

In each of the FI'III{'In'r'n-'i]'Ij_! l.!I.IE”'i-[jI:H'l""- select a figure from amongst the four alternatives, which when
placed in the blank space of figure (X) would complete the pattern.
1. Identify the figure that completes the patterm.

(&) (1} 2) (3 {4

Al B2 13 [y 4

Answer: Uption D
Explanation:

2.  Identily the figure thal completes the pattern.

(21 R 4

Ayl B2 Cia I3} 4
Answer: Option C
Explanation:
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3. Identify the figure that completes the pattern.

. '\‘l \ [ \_~ -,
? % X N W &
iX)

(1) {2) i3 i4)

A1 B2 C)3 D)4
Answer: Option D

Explanation:

4. ldentify the ligure that completes the pattern.

| B 4 &

ixX) il (1) 13 (4}

Al B)2 C)3 [ 4

Answer: Option D

Explanation:
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5, Identify the figure that completes the pattern.

i

(1) 2y

Al B2 i3

Answer: Option B

Explanation:

6. Identify the ligure that completes the patiern.

9 i1 (2)

Akl B)2 3

Answer: Option [y
Explanation:

T
[ 4

I'J
i3y (4
Dy
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7. Identify the figure that completes the pattern.

'Y
LV 0

(X} (1} (4)

A) ] B2 Ci3 D)4

Answer: Option [

Explanation:

8. Identily the figure that completes the pattern.

? 7]
2

iX) (1}

i3 i4)

A) 1 B)2 )3 D)4

Answer: Option D

Explanation:
— . Commissionerate of Collegiate Education



9. ldentify the figure that completes the pattern.

Answer: Option L

Explanation:

¢

9 BEE hﬂ H O OO
' L} AVA 4 )
iX) (1) (2} i3 i4)
A) B2 C)3 D)4

Answer: Option D

Explanation:
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11. Identify the figure that completes the pattern.

17

il (2} i3 i4)

Al B2 C)3 o4
Answer: Option C

Explanation:

12. Identify the figure that completes the pattern.

] 0 0 B8 ¢

i3 (4}

iX)
A) 1 B)2 Ci3 M4
Answer: Option [

Explanation:
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13, Identily the figure that completes the pattern.

W R

iX) (1)

4

(3]

Al B)2 Ch3 D4
Answer: Option D

Explanation:

14. Identify the figure that completes the patlern.

AR R

Al Hi?2 Ci3 3

i4)

Answer: Option DExplanation:
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15, ldentily the figure that completes the pattern.

X} (1) (2) (3} ()

Al By2 )3 D4
Answer: Option D

Explanation:

16. Identify the figure that completes the pattern.

?
iX) (1 (2) in i4)
A 1 B)2 )3 D) 4

Answer: ODption B

Explanation:
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17. Identily the figure that completes the pattern.

Answer: Option D

Explanation:

18. Identify the figure that completes the patlern.

R W SN 4
N 2
(X} i1 (2 i3 (4)
A) ) B2 )3 D14

Answer: Option B

Explanation:
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19, Identily the figure that completes the pattern.

W R B H

iX) (1 (2) {3) 4

Al B)2 C)3 D)4
Answer: Option B

Explanation:

K%
S

20, Identify the figure that completes the patiern.

¥l K .
o A N A
{1 (2) i3) i

(X

Al B2 £y 3 [ 4

Answer: Option B

Explanation:
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Exercise

In each of the following questions, select a figure from amongst the four alternatives, which when
placed in the blank space of figure (X) would complete the pattern.
Identify the [igure that completes the pattemn.

—
N S @ © <

(X} (1) {2y (3 {41

A) | B)2 E):3 D) 4
Identify the figure that completes the pattern.

] B 8 8 8

(¥ (1} i3} i4)

b

Aj B)2 €)3 D 4
3, Identify the figure that completes the pattern.

’ f\‘?ﬂ?

(X} {1
A) ErE C)3 [ 4

4. Identify the figure that completes the pattern.

B w3

= A
(X i1 (2) (3 (4}
Ayl B2 C)3 D) 4

5.  ldenuflv the figure that completes the pattern.

P BB P

(1) (3 4}
Al B2 C)3 D4
AMSWERS
I_liuestinn Nos ] |2 3 4 5
| Answers B B D B 1]
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12.4 FIGURE MATRIX

In each of the following guestions, find out which of the unswer figures (1), (2, {3) and (4} completes
the figure matrix 7

I Select a suitable figure from the four altematives that would complete the figure matnx.
A
| —

3| 2
X PX

2 ) {3) {4)

A) 1 B2 Cl3 D4
Answer: Option [
Explanation:
The third figure in each row comprises of parts which are nol common to the first two figures.

2. Select a suilable figure from the four ahernatives that would complete the Rgure matrix.

~

3
QI
e e
e

Al B2 )3 4
Answer: Option B

Explanation:
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In each row, the second figure is obtained from the first figure by adding two muually perpendicular
line segments at the centre and the third figure is obtained from the first figure by adding four circles

outside the main figure.
1. Select a suitable figure from the four alternatives thit would complete the figure matrx,

¢ |-o|-o

$le s
é|e |2

- o |09

{1y (21 (3} (a)

Al B) 2 C)3 D)4
Answer: Option A
Explanation:

In each row, the third figure comprises of a black circle and only those line segments which are not
common to the first and the second figures.

4. Select o suitable figure from the four alternatives that would complete the figure matrix.

A) ] B)1 C)3 D 4
Answer: Option C

Explanation:
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In each column, the second figure (middle figure) is obtained by removing the upper part of the first
figure {uppermost figure ) and the third figure {lowermost figure) is obtained by vertically inverting the
upper part of the first figure,

3. Select a suttable figure from the four aliernatives that would complete the figure matrix.

b
{ Q8d
I.H

L

A)l B)2 C)3 D4
Answer: Uphion C
Explanation:
The third figure in each row comprises of the parts common to the first two figures.
0. Select a suitable figure from the four alternatives that would complete the figure matrix.

1
1 | B & 1
A B)2 C)3 Dy 4
Answer; Option B
Explanation:

The third figure in each row comprises of parts which are not commaon to the first two figures,
7. Select a suitable figure from the four alternatives that would complete the figure matrix.

ava

JAVAL
SIS |G

A) 1l B)2 )3 )4
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Answer: Option A

Explanation:

The number of components in each fow either increases or decreases from lefi to right. In the third row,
il INCTEASES.

% Select a suitable figure from the four alternatives that would complete the figure matrix.

o o o

o |Oe |(mo
T

=

(L) 2 (2} (4]

A) B2 C13 D)4
Answer: Option A
Explanation:
In each row, the second figure is obtained from the first figure by increasing the number of smaller
elements by one and the third figure is ohtained from the second figure by increasing the number of

smaller elernents by one.

9. Select a suitable figure from the four alternatives that would complete the figure matrix.

Y X%\

T
A4 ?

el | A%

iy (2} (3 [4)

Al B)2 )3 D 4
Answer: Option C
Explanation:

The third figure in each row COMPISES of parts which are not commaon 10 the first two figures.
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10. Select a suitable figure from the four alternatives that would complete the figure mairix,

o-|.A o
Qo
o] 2

[ ¢ [x]

(1) (2) (3 (9
A) B)2 C)3 D)4

Answer: Option A

Explanation:

Each row (as well as cach column) contains a figure consisting of a circle and two line segments, i
figure consisting of a circle and three line segments and a figure consisting of a circle and four line

SEEments.

I1. Select a suitable figure from the four alternatives that would complete the fi 2ure matrix.

PHEt

i L

th 2l
PHE T =

1) (2} (3] =

Al B)2 C)3 D)4

Answer: Option A
Explanation:
In each row, the second figure is obtained from the first figure by reversing the direction of the RHS

arrow and the third figure is obtained from the second figure by reversing the direction of both the
arrows,
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17, Select a suitable figure from the four alternatives that would complete the figure miatrix,

e
Kadibad
? |
@era

(1) (21 (3 )

mEAL]

Al B)2 Ci3 D)4
Answer: Option B
Explanation:

In esch row, the figures are getling laterally inverted in each step. The number of compenents of the
quantities are either increasing or decreaging from left to nght sequentially.

13, Select a suitable figure from the four aliematives that would complete the figure mainx.

{13 (23 (3) (4)

Al B)2 C)3 o4
Answer: Option C
Explanation:
The second figure is obtained from the first figure by moving the line segment 10 the opposite side of
the square boundary and replacing 1l with two similar line segments. Also, the element in the lower-left

corner gets replaced by two similar elements - one placed in the upper-left and the other placed in the
lower-right comer.
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14, Select a suitable figure from the fous alternatives that would complete the figure matrix.

(B

?
(1) (23 (3) (4)
Aj L B2 )3 D4
Answer: Option D
Explanation:

In each row, there are 3 Iypes of shadings of circles - a cirele is unshaded, ancther circle has its right
half shaded with vertical lines and yel another circle has its upper half shaded with horizontal lines.
There are three specified positions of the two triangles each of which is used anly once in a row. Also,
two of the figures in each row have one triangle shaded,

13, Select a suitable figure from the four alternatives that would complete the fi fure malrix,

Lt 1]

111

[ {12

T

(1) (2 i) [4)
A) L B)2 )3 ' )4

Answer: Option C
Explanation:

In each row, the third figure is a collection of the common clements (line segments) of the first and the
second figures.
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| 6. Select a suitable figure from the four alternatives that would complete the figure matrix.

x| 7
{2}

W
0o X
i1 {3 (4}
Al B)2 Y3 Dy 4
Answer: Option B
Explanation:

The two parts of the first figure are rearranged and joined along the longer sides. The common side is
then lost to form the second figure.
17. Select a suitable figure from the four alteratives that would complete the figure matnx.

K| X
2 X

HIXIA

i) T [5) [l

Al B)2 Cy 3 vy 4
Answer; Option C
Explanation:
The second figure is a part of the first figure (but is not exactly the same as the first figure).
|&. Select a suitable figure from the four allernatives that would complete the figure matrix.

e
@I

HEEE 7
R E e Eri e
Al B2 Cy3 4
Answer: Option A
Explanation:

In each row, the central part of the first figure mtates either 90° CW or 90° ACW o form the central
part of the second figure and the central part of the first figure rotates through 1807 to form the central
part of the third figure. Also, in each row, there are 3 types of side elements - rectangles, circles and
triangles.
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19. Select a suitable figure from the four allematives that would complete the figure matrix.

loooo| oo
o 9| &
Eﬂﬂﬂ-

e =l

s

7

1} () () (v)
A)l B)2 )3 D4
Answer: Option B
Explanation:
In each column, the third figure (lowermost figure) contains one less number of hexagons as the first
figure {uppermost figure) and the same number of trees as the second figure (middle figure).
20. Select a suitable figure from the four alternatives that would complete the figure matrix.

i

:
Halalt

Al B)2 )3 D4

Answer: Option B
Explanation:

There are 3 types of faces, 3 types of bodies, 3 types of hands and 3 types of legs, each of which is used
only once in a single row, So, the features which have not been used in the first two figures of the third
row would combine to produce the missing figure.
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Exercise

In each of the following questions, find out which of the answer figures | 1}, (2 {3} and (4) compieles

the figure mairix 7

I. Select a suitable figure from the four altemnatives that would complete the Figure mairix.

] R

X

BB

+

)

| B>®

X

o

i

Al B2 C)3

{

4

3. Select a suitable figure from the four alternatives that would complete the figure matnx.

0 | @ |8
0 | (D |
m || ?
COmmE (o)
(2N (o) (T
Al B2 13 D4

3. Select a suitable figure from the four alternatives that would complete the figure matrix.

sy

sy
T

4

Al B2
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4. Select a suitable figure from the four alternatives that would complete the figure matrix.

F
=
?

ALY

2
a1
3

—_—

Al B)2 C)3 D)4
3. Select a suitable figure from the four alternatives that would complete the figure matrix.

- o

A B)2 C)3 D)4
ANSWERS
Question Nos 1 2 | 3 4 5
AT e n C C I» D
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12.5 LOGICAL VENN DIAGRAMS

The main aim of this section is to test your ability about the relation between some items of a group by
diagrams. In these questions some figures of circles and some words are given. You have to choose a
figure which represents the given words,

Some critical examples are given below:

Example I:

If all the words are of different groups, then they will be shown by the diagram as given below.

(=) (=) (=)

All these three are animals but of different groups, there is no relation berween them. Hence they will
be represented by three different circles.

Dog, Cow, Horse

Example 2;

IT the first word is related o second word and second word is related to third word. Then they wall be
shown by diagram as given below.

Unit, Tens, Hundreds

Ten units together make one Tens or in one tens, whole unit is available and ten ens wogether make one
hundreds.
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Example 3:

If pwo different items are completly related o thind itlem, they will be shown as below,

Pen, Pencil, Stationery

@x

El.'atlnn

Example 4:

If there is some relation between two items and these two items are completely related to a third item
they will be shown as given below.

Women, Sisters, Mothers

S

Sustars

Some sisters may be mothers and vice-versa. Similarly some mothers may not be sisters and vice versa.
But all the sisters and all the mothers belong 1o women group.

Example 5:

Two items are related to a third item 10 some extent but not completely and first two items totally
different.

Students, Boys, Girls

—
Sruiderts

Girls |

The boys and girls are different items while some boys may be students. Similarly among girls some
may be students,

- Commissionerate of Collegiate Education




I s

Example 6:

All the three items are related to one another but to some extent not completely.
Boys, Students, Athletes

Athletes

w2

Some boys may be students and vice-versa, Similarly some boys may be athletes and vice-versa, Some

students may be athletes and vice-versa.

Example 7:
Two items are related to each other completely and third item is entirely different from first two.

. (=)
Carmivorous

anlmalz

Lions, Carnivorous, Cows

All the lions are camivorous but no cow 15 lion or camivorous.,

Example 8:
First item is completely related 1o second and third item is partially related to first and second tem.

Dogs, Animals, Flesh-eaters

CArfiyYOrous animais

All the dogs are belonging to animals but some dogs are flesh eater but not all.
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Exampie 9:

First item is partially related to second but third is entirely different from the first two.

Dogs, Flesh-eaters, Cows

I"JF'-H--H-“\

Flesh
Dogs
a aatam) Cows

e

Some dogs are flesh-eaters but not all while any dog or any flesh-cater cannot be cow,

L One good method 1o test quickly syllogisms is the Venn Diagram technique. This class assumes
you are already familiar with diagramming categorical propositions. You might wish to review

these now: Yenn Diagrams.

A, A syllogism is a two premiss argument having three terms, each of which is used twice in the
argument.

Each term { major, minor, and middle terms) can be represented by a circle.

€. Since a syllogism is valid if and only if the premisses entail the conclusion, diagramming the
premisses will reveal the logical geography of the conclusion in a valid syllogism. If the
syllogism is invalid, then diagramming the premisses is insufficient o show the conclusion
miust follow,

. Since we have three classes, we expect o have three overlapping circles.

1. The arca in the denoted circle represents where members of the class would be. and the area
outside the circle represents all other individuals {the complementary class). The various area of
the diagram are noted above,
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2. Shading represents the knowledge that no individual exists in that area. Empiy space represents
the fact that no information is known about that area.

1. An X" represents "at least one (individual)” and so corresponds with the word "soeme,’
I1. Some typical examples of syllogisms are shown here by their mood and figure,
A, EAE-1

. The syllogism has an E statement for its major premiss, an Astatement for iis MHNOT Premnss,
and an E statement for its conclusion, By convention the conclusion is labeled with 5 (the minor
term) being the subject and P (the major term) being the predicate, The position of the micldle tenm
is the "lefi-hand wing."

1, The form written ot 15
NMoMisP
All§isM
NoS5is P

3. Note, in the diagram below, how the ares in common between 8 and P has been completely
shaded out indicating that "No S is P.” The conclusion has been reached from diagramming only
the two premisses. All syllogisms of the form EAE-1 are valid.

I

.

|. This syllogism is composed entirely of "A" statements with the M-terms arranged in the “left-
hand wing” as well.

B. AAA-]

2, Its form s writlen ol 45
All Mis P.

All §is M.

All 5is P.

3. Note. in the diagram below, how the only unshaded area of 5 is in all three classes. The
important thing o notice is that this arca of S is entirely within the P class. Hence, the AAA-|
syllogism is always valid. In ordinary language the AAA-1 and the EAE-1 syllogisms are by fas
the most frequently vsed.
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C. All-3

L. The All-3 syllogism has the M-lerms arranged in the subject position—the right side of the
brick.

2. This syllogism sets up as

AllMis P

Some 5 is P

3. When diagramming the syllogism. notice how you are “forced” to put the "X" from the minor
premiss in the area of the diagram shared by all three classes. The “X" cannot go on the P-line
hecause the shading indicates this part of the SM area is empty. This "lngical” forcing enables you
Lo read-off the conclusion, "Some § is P."

4. This syllogism is 2 good example why the universal premiss should be diagrammed before

dicgramming a perticular premiss, If we were 1o diagram the particular premiss first, the "X"

would go on the line. Then, we would have to move it when we diagram the universal premiss
because the universal premiss empties an area where the “X" could have been,

D, All-2
L. The All-2 has the M terms in the predicate of both premisses.

2. The syllogism 15 writien out as
All Pis M.

Soine § is

Some Sis P

4
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3. The disgram below shows that the “X" could be in the SM# area or in the SPM arca. Since we
do not know exactly which area it is in, we pul the "X” on the line, as shown, When an "X is ona
linse, we do not know with certainty exactly where it is. So, when we go to read the conclusion, we
do not know where it is, Since the conclusion cannot be read with certainty, the ATl-2 syllogism is
invalid.

E. The final syllogism described here, the EAO-4 rises some interesting problems.
1. Notice that in this syllogism there are universal premisses with a particular conclusion.

2. Its form is written out as
Mo Pis M.

Al M is 8.

Some 5 s nod P.

3, Andl its diagram is rather easily drawn as

4. When we try 10 read the conclusion, we see that there is no "X" in the SME class. We must
conclude that the syllogism is invalid because we cannot read-off "Some S 15 not P.°

5. However, if we know that M exists, all the members of M have to be in the SME class,
These M's are 8's as well, Hence, we know that some S's are not Ps! In other words, the EOA-4
syllogism is valid if we know ahead of time the additional premiss "M exists.”

6, Most contemporary logicians have concluded that we should not assume any class exisis unless
we have evidence,

a. We want 1o talk about theoretical entities without assuming their exisience.

b. For example, in science and mathematics, our logic will apply when talking sbout circles,
points, frictionless planes, and freely falling bodies even though these entities do not physically
CRIsL,

¢, This diagram illusirates the contemporary topic called the problem of existential import.
When can we reasonably conclude something exists? How does this conclusion affect our
theory of logical validity?
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Each :I1l' these questions given below contains three elements. These elements may or may not have
some inler linkage. Each group of elements may fit into one of these disgrams at (A), (B), (C), (D)
andfor (E). You have to indicate the group of elements which correctly fits into the diagrams,

SOLVED EXAMPLES

L. Which of the following diagrams indicates the best relation between Travelers, Train and Bus 7

A @f} B, Q{‘?

c. CiD r:-.

Answer: Option C

Ex planation:

Bus and Train are different from cach other but some travelers travel by bus and some travel by train.
2. Which of the tollowing diagrams indicates the best relation between Profit, Dividend and Bonus ?

A-@ . (0O
c @& @)

Answer: Option B

Explanation;

Bonus and Dividend are different from each other. But both these are parts of profit

3. Which of the following diagrams indicates the best relation between Women, Mothers and Engineers

?
~ (@D :
Answer: Option A

Explanation:

All mothers are women and some mothers and seme women may be engincers.
4. Which of the following diagrams indicates the best relation between Factory, Product and
Machinery ?

c. 99 b

Answer: Option D
Explanation:

C.
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Product and Machinery are different from cach other but both are found in Factory. : :
5, Which of the following diagrams indicates the best relation between Author, Law yer and Simger 7

A @G " DC}G
¢ 69 > ©)

Answer: Option B

Explanation:

All the three are different professions.

Each of these questions given below contains three elements. These elements may or may not have
some inter linkage. Each group of elements may fit into one of these diagrams at (A), (B), (C), (D)
and/or (E). You have to indicate the group of elements which correcily fits into the diagrums.

6. Which of the following diagrams indicates the best relation between Judge, Thieves and Criminals ?

A & B @o
¢ DO D, ®

Answer: Option B

Explanation:
All the thieves are criminals while judge is different from these.
7. Which of the following diagrams indicates the best relation between India. Haryana and World ?

i @,:, - f:}DG
G D

Answer: Option D

Explanation;

Harvana is in India and India 15 m the World.

. Which of the following diagrams indicates the best relation between Pigeon, Bird and Dog ?

» @0 .
¢ (3 :

Answer: Option A
Explanation:
All the pigeons are birds while dog is different from these.
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9. Which of the following diagrams indicates the best relation between Earth, Sea and Sun 7
» (Qo o
« am 6

Answer: Option A

Explanation:

Seais a pant of Eanth while Sun is different from these two.

10. Which of the following diagrams indicates the best relation between Hockey, Football and
Cricket 7

a (3 5. 0O
C. D. {40)

Answer; Option B

Explanation:

All these three games are different from each other.

Each of these questions given below contains three clements. These elements may or may not have
some inter linkage. Each group of elements may it into one of these diagrams at (A). (B), (C), (D}
and/or (E). You have to indicate the group of elements which comectly fits into the diagrams,

Ll. Which of the following diagrams indicates the best relation between Iron, Lead and Nitrogen 7

@
A, CE: B. QO
& D. {(00)

Answer: Option B

Explanation:

All these three elements are different from each other

12. Which of the following diagrams indicates the best relation between Examination, Questions and
Practice 7

2 @D .. B
c. (D D, @_C}
Answer: Option C
Explanation:

Some questions are asked in examination and some in practice bul examination and practice are
different from each other.
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13. Which of the following diagrams indicates the best relation between Bulb, Lamp and Light 7
Qo
B. O

> ©
Explanation:

Bulb and Lamp are different from each other but light is obtuned from both.
14. Which of the following diagrams indicates the best relation between Lion, Dog and Snake 7

~ © @
C. *%3 D. @

Answer:, Option C

Explanation:

A O

Answer: Option C

All the three are different from each other.
15. Which of the following diagrams indicates the best relation between Moon, Sun and Eurth ?

. Q0 “J
C. 0 D, IF?_,E
Answer: Option C
Explanation:

All the three are different from each other.

Each of these guestions given below contains three elements. These elements may or may not have
some inter linkage. Each group of elements may fit into one of these diagrams at (A}, (B), (C). (D)
and/or (E), You have to indicate the group of elements which correcily fils inio the diagrams,

16 Which of the following diagrams indicates the best relation between Hospatal, Nurse and Patient 7

A @ B.
¢ ©O v. (Q)o

Answer: Option C
Explanation:

Hospital consists of nurse and patient but nurse and patient are of two different nature,
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17, Which of the following diagrams indicates the best relation between Mercury, Zinc and Metal ?

. @ . @9

-

|_':. -:| ,.r":'?xh'
&) o (&

Answer: Option B

Ex plananoa:

Mercury and Zine both are different from one another but belong to metal

|8, Which of the following diagrams indicates the best relation between Teacher, Writer and Musician®

A @ B, [@
C. {@ D. @r::

Answer: Option A

Ex planation:

A teacher may or may not be a writer and musician. Similarly a musician may or may not be a teacher
and writer and so a writer may or may not be a teacher and musician.

1%, Which of the following diagrams indicates the best relation between Boys, Girls and Students ?

s (O)o B

C. @ D. (L

Answer: Option Dy
Explanaton;

L &

20). Which of the following diagrams indicates the best relation between Tall man, Black haired people
and Indians *

A &) . (Q)o
C. {@ D.

Answer: Option A
Explanation:
Tl man

- -

i —:r—HIiI'J-: hasrad panpss
\

Irchians
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13.1 MATRICES, SURDS AND INDICES

Definitions
Matrix
A matrx 15 an armangement sel of numbers in tems of rows and columns,

Example. Let A denote the matrix

2 5 7 ®
{SEEHI

3 9 0O 1

This matsix A has three rows and four columns, We say itis 4 3 x 4 matrix,

We denote the element on the second row and fourth column with az.a.

Square matrix
If a matrix A has n rows and n columns then we say il 15 a square matrix,

In a square matrix the elements a,; . with i = 1,2,3,... | are called diagonal elements.
Remark. There is no difference betweena | 5 1 matrix and an ordimary number,

Diagonal matrix

A diagonal matrix is a square matnx with all non-diagonal elements as (0.
The diagonal matrix 15 completely defined by the diagonal elements.

o o
5 0
Example. 0 0 6

The matrix is denoted by diag (7, 5, 6)

Row matrix

Aomatex with one row i85 called a row misinx,
15-15]

Column matrix

A matrix with ong column is called a column matrix.
m

+
3
0

Commissionerate of Collegiate Education
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Matrices of the same kind

Matrix A and B are of the same kind if and only if
A has as many rows as B and A has as many columns as B

7 1 2 4 0 3
ose fi:]
3 4 andd 6 2

The transposed matrix of a matrix

The n x m matrix B is the transposed matrix of the m x n matnx A if and only if
The ith row of A = the ith column of B for (i = 1,2.3,..m)
S0 =h;

The transposed matrix of A is denoted T(A) or A

11
0 5 0 3
Ei]:ﬁ 5

O-matrix

When all the elements of a matnx A are (. we call A a O-matrix.
We write shortly 0 for a O-matrix.

An identity matrix 1

An identity matrix [ is a diagonal matrix with all the diagonal elemeants = 1.

63 ;¢

A scalar matrix 5

[1]

A scalar matrix 5 is a diagonal mairix whose diagonal elements all contain the same scalar value,
g =a8;for(i=123.n})

- Commissionerate of Colleglate Education
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I, Lawsof Indices:
. dxa =d

™
= gm=#
LI, "

it. (@ V=a
. ab'=d'b"

L

vi, a =1

-d

Sbres;

Let a be rational number and n be a positive integer such that &' is not a rational number,
Then, a'"" is called a surd of order n.

3. Laws of Surds:

1 irm
i Wa =a''™

i, Wab = Yaxib

I‘: yIin
ity ={5)
. -_[:l.f:ll =g

. ofifa =4
L P xan'=17
Explanation:
Let (1T x (AT = 17"

Then, (177" =17,
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“354x=8
=r=(8-3.5)
==xr=4.5
(e | ¢ y p=1
b bl .
2 II'[—] = —J then find the value of x
b La
Explanation:
o 3l -1
Griven iJ =[EI
b |

3. Given that 10" =5, 107" = v and & = v, then find the value of 2

Explanation:
¥ = 'I-"I = H:I-Ii--lﬂ.-l o ln_l! 0T = IUI.-HI
=48z = .40

140 3
— I = ===

48

Lh

=24

L]

4. I 5% =13125, then find the value of 5 '

Explanation:
F=3125 « §5'=5

==g=h
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5. IF3" " =27 and 37 = 243, then x is equal to;

P =243=3 & x+v=35..00)
On solving (1) and (1), we get © = 4

Il'ﬁ. 125{'!‘1" Ih.’; I::_‘ifl.]“"‘;.ii :,

Explanation:

(256178 « (256)7® = (256)" 18+ W9
= (256)""
= (256)
= (256)'""
= l:_d_-l-:l-l.'-ll
= 4H1H

=4/
=4

7. The value of [(103"™ + (10)'%]

Explanation:
LU Hn=“ﬁ]lh.
(10) +(10) {ﬁ_tu]”"
=T, I”t.'-l' 1ot
= 1
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= [{HMHK)
K,
nl + l } I =
%" # %5 14x"" 25" Qx4 x™
Explanation:
. |
Ciiven Exp = — ; 4 .I o h] ,
I+I_.+:__. |"":'[—,,+I—|1 Jy g
x X H- :.; :.;. _';,
X _1:"'" P

= I -
Pl ey el ey
= 1.

9. - (297 x 5" +(125) =5

Explanntion:

Let (25) x (5) +(125)* = 5",

(55372 w (52

— - 'y
Then GEAps =5
D 1 e TN O ok 1O el
= @S = (34
:5L=5|I"-+J‘.‘i-4[\|
=.‘-'5"'=:-'||':
* ¥=l3,

10, Find the value of (0.04)7%8 =1
Explanation:

-15 -3 n
. -L5 - & = 1y ” @ e
(599 (mo} (35) (25)% = (57

= (3% =5
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Exercise
(233
L =
P | B 2
C. 9 D 3
A N -
I+I:r|l\.n., !+”I|l-|l,
|
A0 B. pe
i | D 48"
3. If s and n are whole numbers such that m" = 121, the valoe of (m - 17" *" is:
A B. 10
s 121 0. 10K
Al e £ g .\,lludll-\.'
4,|L &3 FE] =2
X% | LE: | ' |
K B. 1
L--I .!_l.hll L R D. T" + i
5. Il x=23+ 22, then the value uf[r— Il]i.-::
A 1 B. 2
. 0. 33
ANSWERS
Question Nos 1 2 4 5
Answers C C I B
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13.2 QUADRATIC EQUATIONS
[_INTRODUCTION ]

What is a quadratic equation

A quadratic equation is an equation of form ax’+ bx + ¢ =0 that involves only two things besides
numbers: a variable and a square of this variable,

Examples: 25" —x -1 =0 , x*-1 =0, and s0 on. Usually, they are amranged so that the square part goes
first, then the part with the variable, and some constant, while the right side is equal to zero. In your
tests, a, b and ¢ will be actual numbers,

There are two ways of solving quadratics: factoring and ucing the Quadratic formula, Of these
methods, the Quadratic Formulais the most reliable method that will give you the comect answer
without guesswork. Here's how it works,

Let's say that you have an equation ax’+ bx + ¢ =0. If your eguation is in some other form, for
example X* = - 2x +3, conven it to standard form with x* first, x part second, and the number third.
The previous example x° = - 2x +3, for example, converts to x~ + 2x -3=0,

First, compute the discriminant, Discriminant = b -dac. You need o remember thizs formula. The
discriminant can be positive, zero, or negative,

If the discriminant is positive, the quadratic equation has two different solutions {roots), One solution

\ ~b=+b’ —dac —b+/b’ —dac
i a, = - The other solution 1s x, = ;
2a = 2a
+4/b’ —dac .
These solutions are so similar, that they are often written as x = = : . The +/- sign means
g

that one solution comes with a "+" sign, and the other with a "-" sign. Last formula is called quadratic
formula.

If the discriminant is equal to zero, the quadratic equation has one solution (root),

The root in this case is simply x = —21 .
a

If the discnminant is negative, the guadratic eguation has no solution (root) in the area of real
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numbers.

Example 1
Solve quadratic equation x” —5x —6=0 by using the quadratic formula.

First calculate the discriminant: d = (-5)" —41{—6) =25+ 4(6)=25+24=29

Discriminant is positive, so the equation has two roots:
L _o(-5)4¥9 _5+7 12

2 i oo
and
p _=(5)-W_5-7_.3
; 2 2 2

The two solutions are & and -1

Example 1
Solve quadratic equation 2x”° +4x—3 by using the quadratic formula.
First calculate the discriminant:

d=4"-42(-3)=160+42KH3)= 16+ 24 =40
Discriminant is posilive, so the equation has two roots:
440 23410 2410

==

2 2 2

and
—4—~,1'4{:I —2-J1 =2-=4J10
X = = —
7 rl 7

~2++J1( ~2-410
_:-u"ﬁ i W

e ]
-

The two solutions ane
Example 3

Solve quadratic quation x° —10x +25 =0 by using the quadratic formula.
Caleulating the discriminant:

d=(-10) —4(1)(25) =100-100=0
Discriminant is eqgual to zero, so the equation has only one roat:
i !ﬂ: "’Iﬁ =5

The solution is 5.
Example 4

Solve guadratic equation x” +6x +10 =0 by using the quadratic formula,
Calculating the disciminant:
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d=6"-4(1)(10)=36-40=—4

Discriminant is negative, so the equation has no root in real numbers,
The equation has no solution in real numbers,

[

. Solve the quadratic equation x* - §x +6=0

S0 factor the expression on the left, we need 1© write 17 - 5 x + 6 in the form factored:

W oSx+b=(x+a)x+h

so that the sum of a and b is -5 and their product is 6. The numbers that satisfy these conditions
are - 1 and - 3. Hence

11-5x+fr=t:-2r[::-3:|

Substitute into the onginal equation and solve.
(x-2)x-31=0

1% - 2% - 3) 15 equal to zero if

x-2=0
ar
R=3=0

Solve the quadratic equation x° - 3x =0
Giiven
x"-3x=0

Factor x out in the expression on the lefi.
Hix-3j=0

For the product x (x - 3) to be equal to zero we nedd to have
a=lorx-3=s0

Solve the abowe simple equations to obtain the solutions.
x =)

L] §
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x=3

« As an exercise, check that x = 0 and x = 3 are solutions to the given equation.

Fad
:

Solve the following equation It +x-21=0

» We first try to write 2x% + x - 21 in the factored form
I e -2l =(2x +aix+h)

s Such that the product abisequal o-2l anda+Zb=1

two pairs of numbers gives a product of - 21 either -3 and 7 or 3 and -7. After some trial
exercises it found that 23~ + x - 21 may be factored as follows:

25 + 2 -21=(2x+ THx-3)
o  We now substitute into the onginal equation
(22 +THx -3 =0

o and zolve the following simpler equations
i+ 7=0

x-3=1]

# [0 obiain
X==T12

ork=13

a  Asan exercise, check that x = () and x = 3 are solutions (o the given equation.

4. Solve the following equation (X - Lix+ 1 /1) =-x+ 1|

= At first we might be tempied inio expanding the left side of the equation. However after
examination of the nght side, the above equation may be writien as:
(A=IHx+1/2)=-(x-1}

o« Write the equation with the nght side equal to zero.

(K-INx+ 1 2+ (x-1)=0
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«  We now factor (x - 1) our,
(X-INx+1/2+1)1=0

= and solve the following simpler equations

For the following equations, solve using the quadratic formula or state that there are no real number

x=-1=1
x+3/2=0
Loy obiain
x=]
uar
x=-3/2
Exercise
solutions. .....
1. 9x™ +10x =0
nmlx = i
i
2. W +llx=10....
=112
4
3. -3x-1=0
3t29
1]
4, ¥ -x+3=0
o real number solutions
5. r-de-7=8

.'r._l:tm
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13.3 COORDINATE GEOMETRY & TRIGONOMETRY

II

The coordinate plane or Cartesian plane is a basic concept for coordinate geometry. It describes a two-
dimensional plane in terms of two perpendicular axes: x and y. The x-axis indicaies the honizontal
direction while the y-axis indicates the vertical direction of the plane. In the coordinate plane, points
are indicated by their positions along the x and y-axes,

For example: In the coordinate plane below, point L 1s represented by the coordinates (=3, 1.5) because
it is positioned on -3 along the x-axis and on 1.5 along the y-axis. Similarly, you can figure out the
positions for the points M = (2, 1.5) and N = (-2, =3,
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IFA (e, v i) and B{ x 3, v2,), then

distance o, from A mH:l"I'lfl:!:-h].*fj:—jﬁ}‘

+
H=( xnta F zi]
midpoint, M, of AB = z

— _n=n
r‘.l-r.:pe-m.ufd.ﬂ-"' XK1= X

Following is a list of the equations of lines:

Standard form: ax + by + ¢ = 0

a, b, ¢ are real numbers. a and b are not both zero

Point- Slope form: y-y, =m(x-x )

|:::L_._'|.'| ) s o point on the line and m is the slope of the line
Slope- intercept from: v =mx +¢

m 1% the slope the line and ¢ is the y-intercept value
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Bl Trinngle Definition

Aearpmi Hlat
o

e e 2

il L

ol e s -

L
|:|rf|'ul| Tt
e
s e Tl
Lyp
il
v :’ I s
AL
i
Lar & _'I.T i

nr

Identities

Tangent apd Cotangent ldentities

ST

T il &

sl

Reciprocal Identities

|
S{f = — =i
=4
1
|_||l-|I — "'\-'c'\{'”
[
Land i it =

||I|III

e Y

sin i

|

e

Sl i

(e

LAkl

Pythagorean ldentities

st i 4 cos*fl = |
(1] i}
tan= # + 1 = s~ i

1 4 cot* fl = cse” 0

Unit Cipele Dofinbtbon
a8 e De sy anple,

i
| =)
ra J/A

y ?II._I.

I []

i I

s = il = =
I b

i |

el = T s il = =
anH L i i = -
r N

and Formulas

Hall Angle Foronlas

|_ - |||r\-|._'|flll

"']”‘I'I -2 :ll.' —I"_

1+ cusi 20)

|||:-.r'| — il ———
0

] — fid]

tantl = 2 | ————o
]ll' 1 + el )

Sum and Difference Fornnilas
gnia £ 3] = siocos 1 U AT i

4) = cosaoos 3 F siasin g

tano  tany

lanlat ) =——mm—
| F tano tan o

Product to Sum Formulas
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Even and Odd Formulas i
sinasin f = icos(a - #) - cos{a + )
)=t oW e atp)
o0s{ b = oos see( 4} = sech (o8 a8 = _1|:.‘{E[c:~;‘.'f]+fm|ﬂ +3)
tan(~f) = -tanf  oot(~8) = —cotf ]3
Periodic Formulas sinaos f = E:ﬁin[n + ) 4 sinfo - )]
[fn is an mteger ” 1 Bl g
s +2m)=snf  esffeom)=ceh o gt -ema-d)
cos(f +2mn) =cosd  sec(f + 2nn) = secd Sum to Product Formulas
tan(f + ) =tanfl  cot(f + 7n) = cotf 5
Double Angle Formalas sl +.-.41'115:'.?z-1'|||(-ﬂr%JI m(u;})
. : : a+gy  fa=10
sin( ) = 2sin foosd sina —sin f = 2008 | —— | sin ~
=
cos{20) = cos” f - sin* E'{Hﬂ+ﬁ1‘i.j:'.].l"l'.ﬁ(ﬂ—” Eﬂﬁ.(g)
= Joos* - | : :
A | oyt _f
=1-dan'd Lmn-md:—ﬂsjﬂ(ﬂ:i)siu(ﬂq )
o Dtanf ) )
tan(2d) = =] Cofunetion Formulas
Degrees to Radians Formulas sin(;-ﬁ]ﬂmﬁ' ms('—;—ﬁl']:mﬂ
If z s an angle in degrees and ¢ is an angle i~ < *
radians the m(g -{i] =mef s (-% -ﬂ] = s
r | Tl I8F T T
ﬁ:}- = f:ﬁﬂl}di':':— LEH(E-H):WLH mL{E-ﬁ'):Lnuﬁ
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Unit Cirele

(0,1)

wi" 3

Fi

Example

PO Gy i [HEF LR I'III-' it Frele |

Aa0”, 45

i) o cosld = o and sin @

¥
cos(F)=—F  sin(B)=—1

o1.0}
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13.4 DIFFERENTIATION

Basic Differentiation Formulas
Im the table below, o = i) aud ¢ = gf ) vepresent dfferentiable fopcrisns of
Dierivarmve of i congidnr gj = 0
Digrivative af cors Llen) =i [ We conalel also wrse (o f )" = ¢ f ' md could mse
_ mulrple 3 the “prune poten o the other formmbse as well)
Darfvative af sum o :rqu;l.:-—g +
Eq_flll'-wrr
Proviuct Rile :.irl:uu: I...::—:'I-I E-E
s s
; g o RERE
Praomand Rule i) =~ i
Chapin Rula E - :1 :&
A T - & | i
"J' = frx T O Fry
o' = (lnaya* o = (lma)a" £
[Ha=e) il:"‘:(r i'|=rn}|:1
i = L I 1]
1] I'I:T‘ 7 LaElE .I‘: lnB"'u = BalE i
{Ifa =l %1'”'=i :T.I'“"‘=75"E
i;kmj::m: Elq.m":l'ul.uj—;
;f; CORE = LT % s = unu
i'lnl.r:mr': ﬁ -_=:-nru:’|-:=
i'."- collE = o a £ ooty = o w iy
%-u-cr = secrimnr ﬁ-u-u. = wec i tanu 38
fowr=s —owreois & oosCE = - ChCWCETR B
£ anlr = £uniu=
Facamz = -._'_II-' 5 mosmu = "J",T -
I_."rtlu':r -";l.hl.ll...'-'
4 mrcran o= & arctanu = by B2
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13.5 DECISION MAKING

Decision making carrigs a It & ImpDriance
em oot diaty fife. Theve are OCCassions in our iife
when the right and the bes! decision help s bids
overgven the most complen of problems. Suocess
of financ:al insttutions ke banks Jepends B great
deal on timey Jecision

Cuastions based on sedision making have
becors 8 reguiar Seature of most of the compelitive
gxaminations Such questions ars imendad to
check the decision making abiities gensrdi
rbeligence power of judgement and coordnation
and prasance of mind of the candicaies

Here -2 deal with a few fypes o dacmion
raking fests,

TYPE-1

in this Type of quastons a symbal i given
bat-asn fan gters of the aiphabst. You have o
find out the meaning of sach symbal oy carefully
studying the directions. In the questions that
folios & sisbemant | given which is Tolkowed Sy
two concilmions. You have 1o find which of the
conciusons logicaily follon-% the statement. Give
Briw-ary a5 per ihe-direclions given
Example

Cirections in §he - todawing
gquestions the symbois 2 ° @& I and = o 15eC
with the faligang mearnsnge.

& 2 B means & s greater than B

A4 Bmeans A is greater fan or equal 12 B

ABBmeansAisegual 0 E

£ 5 B mmans & |5lesser than @

£ =P means A islessar than orequal to B

Mow in aach of the following questions,
assuming the three statements to be frue. find
vhich of the T+ conclusions | and || ghven beige
tham is'are frue Glve answer

lFua

i s i R =

1 if only conclusion | i troe

2} W oy conclusion || is frue

31 i alfer conciuson §or conclusion Il is true
4y i nefther conchusion | nof sondusion |1 & e
5 [ baih conchusions | and il are rue.

Stataments P2Q.RIPR'O
Conclusions L.QER ILQSR
Statements P2R T@R REP
Condlisions LT=Q QT
Statements PE@aQLgMPeL
Conciusions | QBM ILMSP
Statarnants FaMeL leNEQ
O$SER

Canclusions LREgMILLER
Stasemants P'OQ@TT'L
Conclusons LQ#L NLTaP

ANSWERS WITH EXPLANATIONS
& PxO3 RPR:DO=0:RorQ<R

PO T=RR>P =TQowT:0Q
E P L Pl =0>MandM=zP
& Pr>LL*Nedg Q<5=R
E

P20 Q=sTadTel=QzL

& maang "< " 3" means ™ and " means
= HPRQR 2 Sand QSR thenwhichof
the following stetements is defintely trus?

1 BaP 2 P3Q
3 BER 4EES
5 None o these
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Directions (Q. 2-6): In the following questions
the symbols @, @, =, © and € are used with
the foilowing meaning:

P & C means P is greater than Q.

P%uumﬁmmmum

o

P =0 means P isegual to Q.

P20 means Pis smatlier than O,

H%ﬂmamsPiaalmmlurmwm

ol

Mow in each of the foliowing guestions as-
suming the given statements tobe true, find which
of the two conclusions | and Il given below tham
Is/are definitely rue? Give answer

1} f only conclusion | is true,

2} f only conclusion Il is true,

3 IF ectivar 1o (s frue,

4} if madther 1 norll is true, and

5) Ifbothland |l aretrus.
2 Statements :BR@VKEC COB

Conclusions: . V@C LE@K
J. Statements K@ T S=KTER

Conclusions: LS @R .T=R
4. Statements :U=MPEUMEE

conclusions : . P=B LrPgE
5 Statements : L@ N JOPP@L
Conclusions ; . J=L IL.P=M

6 Statements - HIE@ G.D@EH=E
Conclusions : . 0 @ H NLGaD
Directions (@.7-11): In the questions giv-

on balow, certain symbols are used with the

following meaning:

A & B means A is greater than B.

A + B maans A is either greater than or equal

o B

A #B means A is smaller than B

A E B means A is eithar smaller than or eqgual

B

A5 B means A s aqual io B

Mow in gach of the following questions as-
gurming the glven slatements fo be brue find which
of the two conclusions | and Il glven bedow them
is'are definitely true 7 Give answer

10,

"

1} W only conclusion | is trus.
2} only conclusion Il is true,
3} Wakther | o | s brus.

4 ifneither | mor || s brus.

5| ifbath | &and 1l ane ue,

Statements TSGHK@PMETP+M
Conclusions :LEK@T hGSP
Statements :R+N SEB AR BSA
Conclusions :LSSN nAGEN
Statements GSK. FRJK+0 Q=+F
Conclusions :‘LKSF ILF &K
Statements W@ES KEZ U+W 58K
Conclusions ;L U@K LZ@s
. Statements | GSE DEK. E#S. K=G
Conclusions :LS@D ILC=E

Directions (Q. 12-16): In the following ques-
tions the symbol §, @, *, ** and # are used
with the followlng meaning,

A% B means A is greater than B
A B 2 maans A is aither greater than or equal

A" B means A is aqual to B

A" B means A is smaller than B
A#Bmeans A ls einer smaler than or aqual 108
Nevw in each of the following questions as-

suming the given statements fo be true. find which
of the two conclusions | and || given below tham
ts/are definibely True 7 Ghve answer

1} if only conciusion | is frus.
2} ifonly conclusion | is frue
2} I edther | or ilis frue,

4) If malther | nov 1 s true,
81 If oth | and || are irus,

12 Statements : P @ Q M#N.N"Q

Conclusions: LP 5 M ILN&P
13. Statements :0”X.F@Y.DSF
Conclusions: L. X @ ¥ ILY=D
14 Statements (M™FP SET, MET
Conchislons: 1.5 " M TP
16. Statements : U5, X 5W, UW
Conchusions ; LW3SY mnu*=ix
16, Statemients  G3H JEZK H K
Conthusions | L H S J 4" H
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Directions (@, 17-21): In the following ques.
tions the symbols §, @. *, #and ? are used
with the fellowing meanings.

A5 B means A s greater than B.

A @ B means A is either greater than or equal

o B

A*BmeansAlsequaltoB.

A# B means A is smaller than B.

AT B means A |s ether smaller than or egqual

to B

Mow in each of the foliowing questions as-
surming the given statements to be true. find which
of the t.0 conclusions | and |l given below them
ts/are definitely True? Give ansser

1} If only conclusion | istrue.

2) If only conclusion Il is true.

3 If elther Lor Il istrue.

4) | peiiner | nor 11 s e,

§) If both | and || are true.

17. Statements : MaN TS U N2U

Conclusions : [.M?T
18, Statements :PST G7N.T@& N

Conclusions: LB SN nG*T
19, Statements : P?Q. R3S Q@S

Conclusions : LP 35 LR2Q
20, Statements : JRK. K'FHEF

Conclusions : I.J 7 H . HEK
21. Statements D@ F GEH FTH

Conclusions : LGS F ILD@H

Directions (3. 22-26) In the guastions given
below, certain symbois are used with the fofiow-
Ing meanings.

A (@ B means A is greater than B.

A " B means A s sither grealer than or equal

IoB

AZE means A |3 ecual to B,

A 5B means A s either smailer than or aqual

o B

A+ B means A ks smaller than B.

M in each of the following guestions, as-
suming the given statements to be true, find which
of the t~o conclusions | and || given below tham
|a/are definitely nue? Give ansses

LTSN

11 if only conclusion | is true

2y il anby conclusion |1 is trus

3 Helher conclusion | or I is rus
44 i nedther conclusion | nor il istres
5 if both conclusions | and |l are inse

22 Stasments (B+D EST.T'PPEB
Conclusions 1. P30 0. PED
23 Statements : E°F.GSHH2E GRK
Conclusions @1 HEK il. H*F
24, Statemments P3O NEMMERR'P
Conclusions 1. P+N . 33
2% Statements ‘D+T ESV. F'TE@D

Conclusions : |. D3V N.D+F
26 Statements ' T'ULUSWVEL W+V

Conciusions | LV E@T i LW
Directions (Q. 27-31): In the fallowing ques.
tions, the symbols 4, =, =, 4+, and - are usaed
with the following meaning:

P+ Q means P is greater than Q.

P=0 means P is efther greater than or equal

toQ

P =0 means P Is equal to O

P =+ O maars P is smaller than O,

P-C rreara P ks either smaller than or equaito C.

Meow im each of the following questions as-
suming the given siatements i be trua, find which
of the two conclusions | and || given below them
s are definitely frue. Give ans.er

1) if only conclusion | is true

< i only conclusion || is true,

3 W either 1 or ] Istrus,

4} If nedther | nor | ks tree.

5 i both | and |l are true.

27 Statements U+ \V W-Y. Y= U

Conclusions : . W + U LWe+V

28 Statements :B-A D=<EE+A
Conchusions : L O + A IL.B=+E
29 Statements | S Q. R+T R-5
Conclusions : L5 +T Q=T
30, Statements : M+N.P=30, P+N
Conclusions : . N +Q hLN-Q
31 Statements :G-H K= L L-G
Conclusions | . G <« K i.L-H
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Cirections (Q. 32.36): In the following gues-
tions the symbols (@. ¢, £, 7 and § are used
with the following meanings:

A @ Bmeans A is nelther equal to nor smaller

than E.

A B maans A s neither greater nor smaller

than B.

AE B means 4 is nct equal to B.

4 7 B means A |z naither greater than nor

equalio B

A5 E means A is esither Jreater or equaito B,

Heow, in each of the follgwing questions, as-
suming the given statements oo trus, find which
ol the w0 conclusions | and |1 given beiow tham
I&'ane definitely true. Give answer

' if only conclusion | Is true

2y Ifonly conclusion 1l is true

A fetheriaril s rus

4y if nesther | nor il is true

B It poth | andll are trus
Jd Statements (N7S.S2P PEM

Conclusions | . S@M II. PecM
33 Statements :JcP PSN JEH
Conclusions : 1, Jch . H@P
#. Stetements (Z@O0.FcD F5G _
Conckesions : 1. DcG . Z@G
35 Statements : L@ T P7T KL
Conclusions : |, LAF . KgT
3E Statements 'RelU U770 WSR
Conclusions : 1. Weld . W@y

Directions (@. 37-41): In the following ques-
tions, certain symbols are used with the fol-
lowing meanings:
[ A%E meansA is not greater than B.
i) A% E means A is nelther smalier than
nor agual o B.
iy &7 B means & 5 nalther graatar than
mor smatiac than B.
Wi A" B maans A is nether greater than
nor aqual o B.
Wi A B means A s not smaler than B.

Now in sach of the folicwing questions, as-
suming the given statements fo be tue. find which
of the two conciusions | and I given bafow them
ie/are dafinitely trua. Give answer

1) Ifonky conclusion | is trua;

21 Honly conclusion il istrue:

3) Heither | or 1l s brus;

4 nelther | ner | s trus; and

3 ITboth | and | ane frue,

37 Statements :PSC.R@S5.P'R

Conclusions : I 2'R ILE=S
30 Statements :USY. W X U@ X
Conciusions : | vix "X
33, Statements :K2T. DSFT°F
Conchlusions : I KD ILoOsT
40, Statements : MSN, GEH. NTH
Concliusions : | MEZH hM3G
41, Statements : GEM, NEL G°L
Conclusions : | G@@N HLSM

Directions (Q. 42<46): In the following ques-
tions, the symbols @, &, °, $ and 7 are used
with tha following meanings:

PTG means P |5 elther equal to or smaller

than Q.

F 50 means F is neither greater than nor smallar

than O

F'Q means P is neither greater than ror equal

tod

P @2 means P is efther greater thanor equal

teQ

P & Q means P is nof equa 1o Q

Mo Im each of the folloaing questions. as-
suming the given satements to be true, find which
of thee two conclusions | and || given belew them
=/ are definitely frue, Give answer

11 if only conciusion | is trus;

2 rrm]rwmm il istrue;

3) Welther 1 orll is rue;

4} i neither | nor 1 s frue; and

51 ifboth [ and Il are true.
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42 Statements  : KEM, MNEM. JEK
Concluslens =1:J7 M MESH
43 Statements KB R LAB ETK
Conclusions : 1:B7R i:RL
44 Statements  J°M. WSE, J@W
Conclusions | I M7W f:dTE
45 Statements R@S. STU.TER
Conclusions : 1TSS n: 77U
45 Statements - A'BLBTC.C@D
Conciugions - | ASD n:870

Directions (Q. 47-52): In the following
questions the symbols +, *, 7, @ and 5 are
used with the following meanings:

B+ O means P is neither smaller not greates

than O,

P = & means P is neither equal to nor smaller

than G

F 7 @ means P is neither greater than nor

equal to Q

Directions (@, 5357} In the following ques-
tions the symbols *, =, 5, @ and + are used
with the following meaning:
'Ped means ‘P is nelthar smaller nor greater
than Q'
P & &' means s nefther aqual 1o nor greatr
than O,

P2 means P |5 ether egual to or smalier

than &

P+ O means P is netther equss 1o nor smallad

than
P50 means Pisnol eguaf o Q'

Mo in aach of the folloMing Questions =s-
suming the given statements to be tree. fird oul
which of the two conciusions and [l given e
tham is'are definitely true? Give Gnawer

11 i only conciusion | i tnue
2} i only conclusion |1 is trus.
3} i either conciusion | o |15 tnae

P i@ C maans P is either greater than or equal

todQ.

F 5 0 means P ks nol egual 1o Q.

Mow in @ach of the following questions as-
suming the given siatemants to be true. find which
of the two conclusions | and || given belgw them
i are dafinibely true. Give answar
1) Honly conclusion | is tros:

2) Honly conclusion I 5 roe:

3) if elthar | or 1 = frue;

4) if neither | ner il s true: and

5) If both | and Il are frus.

Statements : P30, QR P+R
Conclusions : |. Q=P P70
Statements (A4+B BHZC.CT7 A
Conclusions :|.C5 A Il B+C
49, Sistements : Y@Z Z£-Q. Q5P

Conclusions : .Y 7Q nLY?P
50. Statements : E=F F@L L+N

Conclusions : | N+F LE=L
51. Statements : H@J. J 7K K= M

av

45

Conclusions 1. H @& M . M= J
52 Statements : M@T T+ VIE
Conclusions 1,V + M | R T ]

=

4} it naithvar conclusion | mee |1 s irus
&
Statements
Conclusions

5. Statements

Conclusions

. Staternents

Conclusions

5. Statements

Conchrsions

. Statements

Conclusions

if both conclusicns | and |l are Tus.

1 O°F, FEM, M@K

LF@K HDEK
iR M MORRT
tLK+T 0. T+
' TEM. MR, R=N
tLM=HN I M 3N
:BEN.N=R.R+T
:LBSR LTEN
=P K+P Q@K
LE=N ho+N

Directions (@. 58-62): In tha following ques-
tions, the symbols §, &=, & .. d # are used
with the following meanings:

F 5O means P is not smallar than Q.

F o O means P i3 neither greater than nor
gmallerthan 3

P & Q moans P iz not greater than O

# = 3 means F |5 nelther smaller than nor

squal to Q1.

P # G means P is neither greater than nor

egual o Q.
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Mow in each of the following questions, as-
suming the given siatements to be true. find which
!H’me two conclusions | and Il given below tham
Is'are definitely true. Glve ans-er

1 fonly conclusion | is true;
2} it ondy conciusion If |5 frue;

3 I either farll is trus;

4) I medther | mor 0l is true; and
& i both | and [l are true
58 Statements @ Z3K K = T.TEF

Conclusions ;| F&Z WZ=T
S5 Staternents K <B E@D Dz2K
Conclusions : 1. B @ K n.B#K
60. Statemmnts ; NOR, REZDM, MSJ
Conclusions : 1, N M W& M
1. Statements | SSET.TER RaM
Conclusions : |, M=T LRE&T
62 Statements :HEV VEM M=R
Concluslons :|.R =H ILH=R

Directions (Q. 63-67): In the following ques-
tions, the symbol @, ©, *, § and & are used
with the following meaning:

P @ Q means P is neither smalier than nor

aqual to O

P& O means ‘P is not smallee than O

‘P * O means P |s not greater than O

'P 50O means' P i5 neither smaller than nor

greafer than &,

P #0Q means P s neither graater than nor

equal to O

Now in each of the following questions, as-
suming the glven statements to be true, find which
of the two conclusions | and || given below tham
Isare definitely true? Give ansqer

11 if only conclusion | is frus.

2 If only conclusion Il is true.

3 IFwither conclusion | or |l is true.

4) If medther conclusion | noe 1istrue,

5 If both conclusians | and |1 are frue,
63. Stalements : Z&N, FEN, FK

Conclusion ;| KSN K@z
64, Statements D5 T TEM M2K
Conclusions -1, M 5D 0. D@ M

65 Statements :WEAB'ABEM
Conclusions : | B2W hWsB

G5 Statements :J M. MSM NET
Conclusions : . T@& J LT

61 Staterments @V FF@RROG
Conclusions : | G=Y gy

Directions {Q 88-75): In the questions given
below, certain symbols are used with the fol-
lowing meanings:

F 50 maans P is neither aqual to nor smail-
&r than Q.

P £ Q msans P is not emaller than Q.

P * Q means P is neither greater nor smaller
than Q.

P # 0 means F is neither greater than nor
equal io L,

P @& Q means P is not greatar than C.

MNow in each of the follosing questions, as-
suming tha given stalements to be true, find which
of the two conclusions | and Il given bedow them
is'are defindely true, Give answer

1} if oniy conclusicn | ks frue,

2} ifonly conciuskon | 15 Erue.

3t T eitner conclusion | of [ s trus.

4} if neither conclusion | nor |l is true,

5| i both conclusions | and Il are frus.
&8, Statement : M=K K'D. D@P

Conclusions : .M @ P I M P
65. Statemenis : | WET, TSH. BEM
Conclusions ; LW 5SE I EW
70. Statements : H'D. O2R. RSN
Conclusions : LN"H 1L MNEH
71. Statements : ZQR. RED, DaT
Conclusions : L. D27 ILZF2T
72 Statement : 02 PEF, F'M
Conclusions : LMEP iLP*"M
T3, Statements | E5J, JEH, HEM
Conciusions (| ESM IhLJEM
T4. Statements | ROP PSM. MED
Conchusions (L DS R IL. MER
T5. Statements: F2K, KED, NED
Conclusions: LN K i HaK
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ANIWERS AN

18 P=A..... Iy, R=S.... (i, G=R ... (i)
Combining all. weget P< Q=R >3 = no
relationship between P and S can be es-
tablished. Henca (4) |s not trus,

From (/) and (in}, vegeiP=Q=R=Px<
R, Hence (3} s definibery true.

(1) and {2) may betrue bt not necessanly so.
B =V [ikK=C. (i €=<B8 .. i}
Mo redationship can be found out betweaen
and C. Hence | does not fotionw,

From (ii } @nd {iii). B = K. Hance || folicws.
KT . (:S=K ik T< R..(
Maithar relationship can be astablished,
U=M... (K P=U={iix M= B.. (i)
Combining, wagetP>U=M=>E = P=B
= P=BoaP>8
LeN._..()dsP. .. .(HFP>L
Meithes relationship can be established.
H=> 0,000 OD>E. .. (ifH=E...[§)
Combining. wegetD=E=H>G = D>H
and G =D

82 83 100 1

G=E ., . (I);D=K...[I{iE< 5
K<G...ilv)
Combining these, weget D<K <G=E =<
S. Clearly, both conclusions | and || folow.,
P>Q. i M= N, N<Q ... (i)
Combining all thess, we get
F>Q>N=M= P>M Henca | follows.
Froem () and (i), F=Q>MN = P>MN. Hence
Il false.

DX, . ik F2Y. . fljD=>F.. i}
From (i) and (l). D> F 2 Y. {iv)= D=Y.
Hencs || may be corract but not necessar-
lly s0.

From (i) and (iv), X = D > F =¥ = X 2Y,
Hence | may be comact but not necessar-
Iy 50,

142 155 16.3

17.2, M< M) T> U (i) N (i)

2
Jd:
4.3

5.4

&5

T4
1.5

12.1;

13. 4

I

A
EXF

18.5;

19.4

20.4:

21.1;

223

35

2.0

282
2T A,

LANATICNS

Combining these, we get M <N=<=U=<T

Hence M< Tand T > N.

P>T .(G< N.Il) T=N.....

From (i) and (WL P >N

From (i} and (i), G<T

P<Q. .. (iR>S..(HEQ=5... (i

Thus the relationships can be establishad

JEKL (E K=F_ 4l H=F . (i)

Combining these. we get J<K=F<H

S0, J < H Thus | does not fallow

Again. H > K. Thus || doas not necessarily

ooy,

Dx=F.. {1y G=*H...(F<H... i}

From (i) and (iii). G > F. Hance | follows.

But Il can't be asiablished.

B<D._ . (E<T. .l T2FP

P=B.. V)

From{ijand (iv). wegel. P> B <D= no

conclusion, But the exhaustive possibiities

araP>D P=DandF <D Hence sithar

| o Il Is true.

ExF.. [0 G=H. .. H=E . (&),

(v}

From {li) & (W), weget, H>G> K = H>K.

Hence |is trus,

Fram (i) & (i), wveget H=E>F = H>F,

Hence | s true.

P (I, N=N_ (i), M>R.. (i,

R2>2P.iiv)

Fram (i}, (i) & (lv), weget N=M>R>P
= N>PorP<HN. Henca | trus.

From (iil}, (iv)and (i), waget, M>R>P <

Q = Neoconclusion about the relationship

betueen b and O can be esfablishad,
264

UV WY LY = U )

From (iijand (IH), W <Y > U = Noreia-

tionship between VW and U can be deter-

mined. Hence | 15 not true, Novw, using (1),

again no redationship betwean VW and ' can

be determined,

LA,
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s T

28.1,

30.3;

B<A...ILD=E..(HE>A... (W)
Fram {H) & (i) ve get D>E>A = D> A
Heancan | is trus

From (I} and (ii}, vagel B<A<E - B=<
E. Hencell is true.

S>Q..(ILR=T.. (i), R<S .. (i)
Combining all. weget, Q<S> R>T = No
relationship between 0 and T can be deter-
rriread, Hence llis nottrue. Bui S = T Hanea
| is true.
M<N...(hP=Q_ . {lLP=N... ()
From (i) and (i), »eget N <P >0 = No
relationship betaeen N and Q can be e¢-
tablished. But | and I together are exhaus-
tive Henos either | ar I is frue.

G<H..l), K=L.. (i), L< G...fli)

From (il) and (li), we get. K>L <G = |
can't be estabiished,

From ()& (). wegel L<G<H L <H.
Hence |l Is true.

(22-36) Inthese quastions the nagatrve meaning

3.4

342
i

of thesa symbale is given to establish the
relation between A and B, which can be
sasly converted to its simpie and positive
meaaning. Exprassing them mathematical-
ly, we get @ = (greater thanj,
€ - = |equal o) £ — » (Means either
greater than or smaller than, but no definite
conclusion), 7 — < (smaller than), and$ — >

INe2E (LB P.LlLFP & M ... ()

From (i) and (i), no definite relationship be-
tween 3 and M can be established. Hencs |
b5 not trus. From (|} and (i), weget, N<5 >
F = noconclusion. Henca il s not frue,
JEP LLP=N.. (0 J« H .. (i)
Fromijjandiii, wegel J=P2N= J>N
= |'may ba Irue but not nacessarly so.
From fij and i, P=J « H= P « H
Hence again || may be frue but H < P may
be other possibility. Hence | s not trug,
B5 W3

P>Q. . WR=5 ___(i.P<R._. _ i)
From (i) & (li). vegetR>P>Q = R>Q
or, O <= R. Hence | istrue.

From (ii}and (i), ve gt P<R>5S = mo

38.3;

39.5;

404
1.2

424
434

45 4
475

421

48, 4:

conclusion. Hence I Is not trus.

U=y WX i), =Xl
Froem (i) and (jii). we get V=U> X = no
conclusion, means elther v = X or V= X,
or'V = X, Hence either | or Ii |s True.
K<T.. (i, D=>F i}, T<F..Jli)
From (iij and (i), wegat D> F=T = D
»T, Henca || is trus,

From i & (i), weget, D>T>K = D=Kor
K=D. Harce | istrus,

GaMALN=L.}GS<L .. ()

From (iijand (i), veget G<L >N = no
conclusions, Hence | is faise,

From (i) & (ii), wvegetL=G=M = L»M.
Hence || is frua.

K2R L« B. LB = K.}

From (iifyand {|), vegetBE<K >R = no
conclusion. Hanca | does not follsn, Mo re-
Iationship between R and L can be deter-
minad. Hance || doas not foligw,

JEM () W=E _filLJ =W .4l
From iijandiii), vegstM=>J>W =M=
V. Hance | is not true.

From (i} and (i), wve get J > W=E = J>
E. Hence |l is not true.

b4

PEQ ..M Q=R_. i P=R... (0
From (il)and (). weget O>R=P = Q>
P Hence bath | and || are frue,

A=B ... (IB=C,. (H C<A ... (i)
From (M|, conclusion | Is true, I contra-
dicts statement (Il), hence it is not true.
Y2 0. 2>Q...(01LQ « P..[H)
From (I)and{ii|, wvegetY>Z>Q= ¥>0Q
. (&) Hence | is not trus, From (i), b
poesitie relationships between P and Q
are

Casal:When P>0Q

Now, using (A ) we gt Y =Q<P = no con-
clusion

Casall : \WhenQ =P

using (A, veget Y >Q>P =¥ > P,
Hence || is not trua.
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E>F .. (iF2L..(0.L=N... (i)
From (i) & (jil}, we get F > L=N = F > Nor
N<F

Hence | may be true but nol necessanky
50,

From (ijand (i), we gt E>F> L E>L
Hence || |strue.

H = J ik J <K () K= M)

From (i) and (lii}, ve get J<K=>M = no
relationship betwveen J and M can be es-
tahblished. Hence || can't be established.
Again, combining all we cant conclude the
relationship betwasn H and M. Hence | is
nak true

s MET (i) T=V. i)V <E.. (i)

From (i and {ii), we get
M=T=Vo M2V = either/=MarV <M

i true.
542 55355 571 585
K>B..0),B<D . ... (KD <K.. /i)

From (1), B < K Hence lis truebut | isnct frue.
N=R.{iL.R=M._ (M =>J._. /i
From {I) and (li} we getN=R=M =N =
M. Hence aither | or Il IS true.

...... (i)
From (1} & (H), weget T<R<M = T<M
or M>T. Hence | s true and Il | not true.

PH=EV L (LY EML L M=R ()

Combining al, wegetH<vV=M>R = no
relationship batween H and R can be es-
tablished. Since conclusions | and || ara
ol axhaistive, nelther of them s tres,
Z<N.. . InF=N...(i); F<K
Combining all, we gt
KzFzN>Z =K>NandK>Z
Hence. conclusion | (K = N) is not neces-
sarily true but concluszon |1 (K = Z) is frue.
DT T =M (i) M<Kl
Combining (i} and (i). we get
D=TzM=sDxM=D=MorD>M
Hance, either conclusion | (M = 0 or con-
clusion Il (D > M) is true,

i)

WA (IB<A iy B>M._ (i)

Combining all. we get
Wea>B>M B <V
=B<WorB=W

Hance, sither conclusion | or |18 rus.
J=M .. M= MR M= T i)

E7. 4,

B9 5

TO. 4

T4

T2.3

73,4,

4.2

783

Combsining ail, we get

JEM=N<T =T>)

Hence, only conclusion | is true

Ve F_.fi); F>R...MNR>G_ (i)
Combining (Il)and (i), wve gt F=R>G
...(Iv) Comparing (i} and (Iv), we can't get
any specific relationship between Gand V.
Hence, both conclusions are not frue.

‘M<K, (I K=D.. {i;D<P. (i)

Comibining all the equations. we get
P>D=K>M = P > M. Hence. condusion |
(M < P) & conciusion || (M = F) are not trae.
WeT. . iT>M_ . (iB<M... ()
Combiningall. weget W>T>M>B

= W= E and W > M. Hence, both concliu-
gions (W > B. M < W) are frue.
H=D. {(fD=R..0M)R=N... [l
Combining (1) and (i), we get

R=H = D..{v}

From (i) and (iv ). we cannt gat any specil-
I relafion bebwasen N and H. Thersdore, con-
clusion | (W= Hjand condusion Il (N > H)
are not tre.

ZER. {lx R=D.. i) D =T..[i8)

With thesa sguations no reiation can be
established between Dand Z, and Zand T.
QP .. (I P=<F..(0)F=M../(li
Combining all the equations, we get
FaMzP>Q=aM>PeM>PaoaM=F
Henca, either canclusion | of 11 s true,
ExJ. (IfJ<H_ (i) H =M .. (i)

Mo relation can be establishad betwvean E
and b of batwean J and M. Hance, conclu-
sion | {E > M) and conclusion Il |J > M) are
not true.

R>P..(kP=M. (kM=<D.. (i)
ombining (i) & (il), waget R > P > M..{iv).
From conclusion (iv), we get R > M. Henca,
conciusion Il (M < R) is true. But we cant
get any specific ralation betweean D and R.
Therefore conclusion §is nof true
F<K. . _ (ihK>D . (H; N=<D__. (i
Combining the squations (i) and (i), we
;(ﬂgﬂghl = KM ie KsNorK=H
Hence, sithar conclusion | of conclusion 1
is trua,
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