1. What are the major icons seen on a desktop. Describe any two of them?
Ans: 
A computer icon is a pictogram displayed on a computer screen and used to navigate a computer system or mobile device. The icon itself is a small picture or symbol serving as a quick, intuitive representation of a software tool, function or a data file accessible on the system. It functions as an electronic hyperlink or file shortcut to access the program or data. Computer icons, in conjunction with computer windows, menus and a pointing device, form the graphical user interface (GUI) of the computer system, and enable the user to easily and intuitively navigate the system. Computer icons belong to the much larger topic of the history of the graphical user interface.

The icons displayed on the screen represent data files or tools accessible on the system. In activating (clicking on) an icon, the user can move directly into and out of the identified function without knowing anything further about the location or requirements of the file. On most systems, standard computer icons can be created and deleted, replicated, selected, clicked or double-clicked, and dragged to a new position on the screen to create a customized user environment.[1]
The following are the major icons seen on the desktop.  

(a) My computer :  My computer is an icon.  By clicking the icon we will the details of the drives available on the computer.  get the containers 

(b) Recycle Bin :  Recycle Bin is the folder which contains all the deleted files.  If deleted again they are deleted permanently.  If they restored they will be back to their original places.  

(c) Internet Explorer : Internet explorer is a program which is used to browse through internet.  It is developed by the Microsoft corporation Ltd. 
(d) My Documents

(e) My Network places

(f) Microsoft outlook

(g) My briefcase

2. Name any five DOS Commands and describe the function of each one ?

Ans: the following are some of the five DOS Commands.  They are :

(a) CLS : this command clears the screen

Eg. CLS

(b) DIR : This command lists the directories and files on the specified path

Eg.  C:\> DIR  - Lists all the directories and files in c drive
Eg. C:\> DIR /p – lists the directories and files in page wise manner

(c) DEL : This command deletes the specified files on the computer

Eg. C:\> DEL XYZ  - Deletes the file xyz in the “c” directory

(d) Date: this command displays today’s date in the specified format. And it asks for new date to enter if there is change

Eg. C:\> DATE

(e) Time: this command displays the present time in the specified format. And it asks for new time to enter if there is change

C:\> TIME

3. What is the use of Mail Merge ?

Ans: Mail merge is an option used in Microsoft Word for sending same letter to many recipients.  The receipients are selected from the address book wherein the data is already entered .   

4. What are the major tasks performed by power point?
Ans: Power point is a tool that can be used to communicate your ideas effectively through visual aids that look professionally designed.  It allows you to create slides for your presentation in the output format you desire.  It may be black and white overheads, colour overheads, 35 mm print slides or onscreen electronic slide shows.  Further it also allows your to prepare speaker notes, print an outline and print audience handouts.  All these components together in one file make a power point presentation.  The Power point allows you to perform the various following major tasks:

(a) Starting power point

(b) Creating a new presentation

(c) Creating slides

(d) Adding text to slides

(e) Working in different views

(f) Changing the slide layout

(g) Making the presentation you need

(h) Delivering an onscreen show

(i) Saving your presentation

(j) Opening a presentation

(k) Printing

5. What is the procedure following in adding a new record to the existing ACCESS database?

Ans:  Adding a new record:

· Open sample database which created already

· Move mouse pointer to the last record and then press down arrow key
· Then the cursor will go into the first field box of new record

· Here you add a new record to the database

· Like this you enter as many records as you want

· Then open the file menu and click on save option to save the newly entered records.

6. Name any five mandatory files in CDS / ISIS?
7. What are the major steps in creating a database in CDS / ISIS?

Ans: the creation of a database generally involves the following four main steps:

(a) Setting up an Field Definition Table (FDT)

(b) Preparing a default worksheet for data entry (FMT)

(c) Specifying the display format for the database (PFT)

(d) Establishing a field select table (FST) to specify indexing parameters of the inverted file

8. What are domain names? Give examples?

Ans: Domain Name system (DNS) is an standard system on Internet.  It is similar to our home address.  Every computer on the internet will have a unique address.  This is called IP address and it is usually a number.  Since it is difficult to remember numbers the DNS provides meaningful and easy to remember names to all computers.  The domain names are identified by the extensions at the end of each address.  

.com  - companies

.gov – government

.org – Organisations

.net – networks

.mil – Military

For eg. Vsnl.net.in , hotmail.com, andhrapradesh.com, thehindu.com, worldbank.org, whitehouse.gov

9. Name any four search engines you have used.  Give their URL. 

Ans : Search engines and gateways are the sites which will search for the required site or information you want to have immediately.  The popular search engines are Google.com, Mamma.com, Infoseek.com, Hotbot, Lycos, Altavista, web crawler, and many more.  They help you to find relevant websites ont eh internet.  There are also some meta search engines which help you find the search engines.  The web page addresses of some popular search engines are as below : 

All the web 

- http://www.alltheweb.com/
Altavista

-http://www.altavista.com/

Google


- http://www.google.com/
Hotbot


-http://www.hotbot.com/

Lycos


- http://www.lycos.com/
Mamma

- http://www.mamma.com/
Sharewhere

- http://www.sharewhere.com/
Vivisimo 

- http://www.vivisimo.com/
Web crawler

- http://www.webcrawler.com/
Who where

- http://www.whowhere.com/
10. What is HTML.  Describe its applications?

Ans: the popular approaches to web page creation include : using Hypertext  markup language (HTML) and also using HTML editors like Microsoft front page and netscape composer.

HTML is a system of tags and codes that tell web browsers how to display documents.  HTML document can be created in any ASCII editor such as notepad or wordpad or simple text.  There are two free HTML editors namely Microsoft front page express and netscape composer.  HTML is a document layout and hyper link specification language.  HTML tells the browser how to display the contents of the document, including text, images, and other support media, such as sound files or java applets.  

11. What is an operating system? Give examples?

Ans : an operating system is a software that controls the overall operationsof a computer.  Operating system is the first program which must be loaded in the memory of a computer before we can use it for any purpose.  There are several OS namely, Disk Operating system (DOS), Windows, Linux, Unix, and so on.  

12.  What is an IP address ? give examples?

Ans : An Internet Protocol address (IP address) is a numerical label assigned to each device (e.g., computer, printer) participating in a computer network that uses the Internet Protocol for communication.[1] An IP address serves two principal functions: host or network interface identification and location addressing. Its role has been characterized as follows: "A name indicates what we seek. An address indicates where it is. A route indicates how to get there."[2]
The designers of the Internet Protocol defined an IP address as a 32-bit number[1] and this system, known as Internet Protocol Version 4 (IPv4), is still in use today. However, due to the enormous growth of the Internet and the predicted depletion of available addresses, a new addressing system (IPv6), using 128 bits for the address, was developed in 1995,[3] standardized as RFC 2460 in 1998,[4] and is being deployed worldwide since the mid-2000s.

IP addresses are binary numbers, but they are usually stored in text files and displayed in human-readable notations, such as 172.16.254.1 (for IPv4), and 2001:db8:0:1234:0:567:8:1 (for IPv6).

The Internet Assigned Numbers Authority (IANA) manages the IP address space allocations globally and delegates five regional Internet registries (RIRs) to allocate IP address blocks to local Internet registries (Internet service providers) and other entities.

13. What is MS-access ? what is its use?

Ans: MSAccess is a relational database management system working on windows environment.  Database refers to a single file that contains a collection of information.  each access database consists of tables, queries, forms, reports, macros and modules.  It allows to perform the major tasks like organizing the data into manageable related units; enter, modify and locate the data; extract subsets of data based on specific criteria; custome forms and reports can be created; automate common database tasks; graph database relationships; create macros for automating various functions; create database applications, consisting of modules linked through menus, dialog boxes and command buttons etc. 

14. Windows is a multi tasking operating system why?

Ans: windows is a multi-tasking operating system.  This operating system allows to run several tasks or programs or processes simultaneously on the same computer.  The applications are run in separate windows.  Windows is a graphical user interface (GUI) based operating system and all the commands are menu driven.  Simple mouse clicks activate the commands.  Thus the windows is userfriendly operating system.  

15.  Mention the procedure for creating a new text document in windows os?

Ans: Creating a text document

· Click on the clear area of the desktop with the right button.  The popup menu appears then. Point to new and then click text document.  

· In the highlighted name area type text
 and press enter.

· Now double click text1 (notepad application).  Then the text1 file screen in note pad will be opened 

· Then type in the text1 file .

· Save the file by moving the point to file menu and then click save

· Then close the text1 by moving on to the right top corner and clicking close button.  

16. Name any five font types available in ms word?

Ans: Arial, Calibri, timesnew roman, Tahoma, verdana

17. What is a spreadsheet and describe its use?

Ans: the Excel in other words is known as spreadsheet.  Spreadsheet is a matrix of rows and columns.  As an intersection of row with a column the grid namely a cell will be formed.  Such a structure will be called as a spreadsheet.  

We can enter text or numbers at any position on the worksheet.  We can enter formulae in a cell where we want to perform a calculation and results are to be displayed.  MS-
Excel is a power packaged developed by Microsoft corporation.  The three main components of this package are:

Electronic spreadsheet

Database management

Generation of charts

Each workbook provides 3 worksheets with facility to increase the number of sheets.  Each sheet provides 256 columns and 65536 rows to work with.  Excel could be used in libraries and information centres for simple functions like listing the documents, sorting them and also calculating the totals. 

18. List out any two library application software packages. Describe any one.

Ans: Library application software is the computer program developed to perform various tasks specific to the libraries and information centres.  These software packages support library functions such as acquisition, technical (cataloguing, indexing etc), circulation, serials control, information services, and so on.  SOUL, LibSys and NewGen Lib are some of the library application software packages.  

SOUL : 

Software for University Libraries (SOUL) is an state-of-the-art integrated library management software designed and developed by the INFLIBNET Centre based on requirements of college and university libraries. It is a user-friendly software developed to work under client-server environment. The software is compliant to international standards for bibliographic formats, networking and circulation protocols. After a comprehensive study, discussions and deliberations with the senior professionals of the country, the software was designed to automate all house keeping operations in library. The software is suitable not only for the academic libraries, but also for all types and sizes of libraries, even school libraries. The first version of software i.e. SOUL 1.0 was released during CALIBER 2000. The database of the SOUL 1.0 is designed on MS-SQL and is compatible with MS SQL Server 7.0 or higher. The latest version of the software i.e. SOUL 2.0 will be released by the end of the year 2008. The database for new version of SOUL is designed for latest versions of MS-SQL and MySQL (or any other popular RDBMS). SOUL 2.0 is compliant to international standards such as MARC 21 bibliographic format, Unicode based Universal Character Sets for multilingual bibliographic records and NCIP 2.0 based protocols for electronic surveillance and control. 

Major Features and Functionalities 

Following are the strong features of SOUL 2.0: 

· UNICODE based multilingual support for Indian and foreign languages; 

· Compliant to International Standards such as MARC21, AACR-2, MARCXML; 

· Compliant to NCIP 2.0 protocol for RFID and other related applications especially for electronic surveillance and self check-out & check-in; 

· Client-server based architecture, user-friendly interface that does not require extensive training; 

· Supports multi-platform for bibliographic database such as My SQL, MS-SQL or any other RDBMS; 

· Supports cataloguing of electronic resources such as e-journals, e-books, virtually any type of material; 

· Supports requirements of digital library and facilitate link to full-text articles and other digital objects; 

· Support online copy cataloguing from MARC21 supported bibliographic database; 

· Provides default templates for data entry of different type of documents. User can also customize their own data entry templates for different type of documents; 

· Provides freedom to users for generating reports of their choice and format along with template and query parameters; 

· Supports ground-level practical requirements of the libraries such as stock verification, book bank, vigorous maintenance functions, transaction level enhanced security, etc.; 

· Provides facility to send reports through e-mail, allows users to save the reports in various formats such as Word, PDF, Excel, MARCXML, etc.; 

· Highly versatile and user-friendly OPAC with simple and advanced search. OPAC users can export their search results in to PDF, MS Excel, and MARCXML format; 

· Supports authority files of personal name, corporate body, subject headings and series name; 

· Supports data exchange through ISO-2709 standard; 

· Provides simple budgeting system and single window operation for all major circulation functions; 

· Strong region-wise support for maintenance through regional coordinators. Strong online and offline support by e-mail, chat and through dedicated telephone line during office hours; and 

· Available at an affordable cost with strong institutional support. 

Modules 

The SOUL 2.0 consists of the following modules. Each module has further been divided into sub modules to cater to its functional requirements: 

· Acquisition 

· Catalogue 

· Circulation 

· OPAC 

· Serial Control 

· Administration 

The in-built network feature of the software will allow multiple libraries of the same university to function together as well as access to the distributed databases installed at various university libraries and union catalogue mounted at INFLIBNET using VSAT network. 

Acquisition 

The module enables library staff to handle all the major functions, such as 

· Suggestions management; 

· Order processing, cancellation and reminders; 

· Receipt, Payment and budgetary control; 

· Master files such as currency, vendors, publishers etc.; and 

· Reports. 

Catalogue 

Catalogue module is used for retrospective conversion of library resources. It also facilitates library staff to process of the newly acquired library resources. The strong features of catalogue module are: 

· allows cataloguer to create their own templates for data entry of different library resources; 

· different templates for leaders and fixed fields of MARC21; 

· allows user-generated customized reports; 

· facilitates authority database of person name, corporate body, subject headings and series name; 

· supports copy cataloguing in MARC21 format by using ISO-2709 standard; 

· master database of publishers; 

· multi-lingual database by using Unicode Character set; and 

· supports full MARC 21 bibliographic format. 

Circulation 

This module takes care of all possible functions of circulation. Sufficient care has been taken in designing this module starting from membership management, maintenance and status of library items, transaction, ILL, overdue charges, renewals & reminders, search status and report generation according to the status of the items. The circulation module is fully compliant with the NISO Circulation and Interchange Protocol (NCIP) version 2.0 for electronic surveillance and RFID based transaction of the items. Major functions of the circulation module: 

· Membership; 

· Transaction; 

· Inter-library loan; 

· Over due charges; 

· Reminder; 

· Search status; 

· Maintenance of the items such as binding, lost, replace, missing, withdrawl, etc.; and 

· Report generation based on the various requirements. 

On-line Public Access Catalogue (OPAC) 

One of the major attraction of SOUL is its robust On-line Public Access Catalogue (OPAC). The OPAC has simple and advanced search facility with the minimum information of the item by using author, title, corporate body, conference name, subject headings, keywords, class number, series name, accession number or combination of any of two or more information regarding the item. Major functions provided in the module are: 

· Simple Search; 

· Boolean Search; 

· Advanced Boolean Search; 

· Displaying and downloading of records in MS Excel, PDF or MARCXML; and 

· Search support for the items that are in the acquition process in the library. 

Serial Control 
Managing serials is the most complicated job for a library. The module keeps track of serials in the library effectively and efficiently. The searial control module is developed based on the KARDEX system and has following functions built into it: 

· suggestions; 

· master databases; 

· subscriptions; 

· check-in of individual issues of journals; 

· payment, reminder, binding, and title history; 

· export / import by using ISO 2709 bibliographic exchange format; 

· article indexing of journal/book articles; 

· cataloguing of electronic journals; and 

· keeps track of the history changes of the journals. 

Administration 

In addition to the features available in the Administration Module of the SOUL 1.0, some more features have been added to the administration module of the SOUL 2.0. With the inputs from the various SOUL users and requirements of the library staff and their user rights. The module has been divided into three major sections for accommodating the new features; those are User management, System Parameters and Masters. The administration volume provides the following These Administration module include following features: 

· grouping of users based on the policy; 

· transactional rights over the systems; 

· transaction level security to users; 

· various configuration settings such as labels, e-mail and other parameters related to the software use; and 

· common master databases being used in modules. 

19. What is ListServ? Give two examples from Library and Information science.

Ans : ListServ is a type of automated mailing list software.  The ListServ software at a central computer acts as the hub.  When a group of people with a common interest join the mailing list and one member sends a mail message of interest to others it first goes to the server machine and then gets broadcast to all the members of the List.  ListServs are also called as the mailing lists.  

Eg. In India, IASLIC has recently started IASLIC-LIST a global LISTSERVER to facilitate fast and economic communication between the IASLIC and its members also enable IASLIC members to communicate amongst themselves.  To join send an email SERVER@LISTSERV.INDIAX.COM with command JOIN IASLIC-LIST.  
Another mailing list maintained by National Centre for Science Information (IISC, Bangalore) is LIS-Forum and its ListServ address is @ncsi.iisclistserv.ernet.in.   the address for sending the messages is lis-forum@ncsi.iisc.ernet.in.  corporatelibrns is another ListServ which takes care of the needs of the single one-man libraries and their problems.  To subscribe to this send a blank message to corporatelibrns-subscribe@yahoogroups.com.

20. What is URL? Give examples.

Ans: Every webpage on the web has an address called Uniform resource Locator (URL).  A URL is the standard address that indicates the location of a page or resource on the internet universally.  A typical URL consists of a protocol://hostname/filename. A URL is often referred to as a page address.  A typical URL may look like http://www.microsoft.com/ ; http://www.ala.org/ ; http://www.loc.gov/ etc.

21. Mention any two online databases and their URLs.  

Ans: number of databases are available for shopping / buying books online like www.amazon.com ; www.alltimeshoppe.com, www.bookselleronline.com etc.  

22. What is an ISP? Give two examples?

Ans: connectivity to the Internet is provided by a company called Internet Service Provider (ISP).  The company provides its customers with access to the internet, typically through dial-up networking.  Customers pay monthly or annual fee to the ISP.  In India Videsh Sanchar Nigam Limited (VSNL) is the major internet service provider.  The National Informatics Centre (NIC) and Education and Research Network (ERNET) of the department of electronics, govt. of india provide Internet connection to the government, educational, and research organizations respectively.  Many private ISPs such as Satyam online, Mantra online, Tata, Reliance have come up.  
23. What is a web browser ? give examples.

Ans: Browsers are programmes that act as an interface between the user and the internet.  They enable the users to read hypertext on files on the internet.  There are two types of browsers (i) Text browsers and (ii) Graphic User Interface (GUI) browsers.  The most popular browsers are Microsoft internet explorer, Netscape navigator, Mozilla firefox, etc. 
24. How you locate a file in a directory / drive of the system.

Ans: to locate the file in a directory / drive of the system we use the search command.  Click on start and then select search.  It asks for files or folders.  Click the cursor on the name of the file box and enter the name of the file you want to find.  To specify where to search click the arrow next to the Look in Box, or click Browse.  To start the search then click find Now.  

25. What is MS-Office.  List out its components.  Discuss its advantages.

Ans: Microsoft Office is a commercial office suite of inter-related desktop applications, servers and services for the Microsoft Windows and Mac OS X operating systems, introduced by Microsoft in August 1, 1989. Initially a marketing term for a bundled set of applications, the first version of Office contained Microsoft Word, Microsoft Excel, and Microsoft PowerPoint.  The other components are Microsoft publisher, Microsoft Infopath, Microsoft Outlook, etc. 
