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11th COMPUTER APPLICATION  

CHAPTER – 5 

WINDOWS AND UBUNTU 

1. An operating system is system software. 

2. Operating system enables the hardware to communicate and operate with 

other software. 

3. Operating system acts as an interface between the user and the hardware. 

4. Windows series for desktop and laptop computers. 

5. Android series for smart phones. 

6. Ios for apple phones, i-pod and i-pad. 

7. Linux is the open source operating system for desktop and server. 

8. Microsoft windows is one of the most popular GUI. 

9. Multiple applications can execute simultaneously in windows, and this is 

known as multitasking. 

10. Mouse is used to interact with windows by clicking its icons. 

11. Keyboard is used to enter alphabets, numerals and special characters. 

12. In which versions of windows mouse was introduced windows 1.x 

13. Windows 3.x introduced the concept of multitasking. 

14. In which year mouse was introduced as an input device 1985 

15. In which versions windows introduced start button, and start menu 

windows95 

16. Plug and play feature was introduced in windows98 

17. Version for designed to act as server in network is windows NT 

18. Four versions of windows 2000 were released. 

19. Professional for windows desktop and laptop systems. 

20. Server for both a web server and an office server. 

21. Advanced server for line of business applications. 

22. Data center server for high-traffic computer network. 

23. Start button was removed in windows 8 versions. 

24. In windows 10 cortana voice activated personal assistant introduced. 

25. Point to the item on the screen then press and release the left mouse button. 

26. Clicking on the right mouse button displays a pop up menu. 

Meena Samy
Typewritten Text
கல்வி அமுது                                                    http://kalviamuthu.blogspot.com

Meena Samy
Typewritten Text

Meena Samy
Typewritten Text

Meena Samy
Typewritten Text

Meena Samy
Typewritten Text

Meena Samy
Typewritten Text

Meena Samy
Typewritten Text

Meena Samy
Typewritten Text

Meena Samy
Typewritten Text

Meena Samy
Typewritten Text



G.KAMALAKANNAN MCA., M.Tech., (PhD) 
HQMHSS, Chromepet, Chennai. Page 2 
 

27. The opening screen of windows called as desktop. 

28. Icons is a graphic symbol representing the window elements like files, 

folders, and shortcut. 

29. The default icons are called as standard icons. 

30. The disk drive icons options graphically represent in five. 

31. The larger window is called applications window. 

32. The smaller window which is inside the application window is called 

document window. 

33. We can see two windows on the screen. 

34. Title bar will display the name of the application and the name of the 

document opened. 

35. Title bar contain minimize, maximize and close button. 

36. Under the title bar it seen menu bar. 

37. Which function key focus on the first menu of the menu bar f10. 

38. Workspace is the area in the document window to enter the text. 

39. The scroll bars are horizontally and vertically bars. 

40. To resize the windows which helps to drag and resize in corners and borders. 

41. The mouse pointer changes to a double headed arrow when positioned over 

a border. 

42. The lower-left-hand corner of the windows screen is the start button. 

43. At the bottom of the screen is a horizontal bar called as task bar. 

44. Next to the start button is the quick launch toolbar. 

45. The user can see the disk drivers mounted in my computer. 

46. Quick launch toolbar which contains task for frequently used application. 

47. In windows 8 and 10 my computer called as This PC. 

48. Installed applications on your computer are available through the start menu. 

49. To quit a application, click the close button in the upper right corner  of the 

application window. 

50. Shortcut key for quit the application is alt+f4. 

51. Menu for close the application is file->exit or file->close. 

52. Open any drive where you want to create a new folder click on file->new-

>folder. 

53. A folder appears with the default name is new folder. 

54. WordPad is an in-built word processor application in window OS. 
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55. Menu used to save a file file->save. 

56. Shortcut key used to save a file ctrl+s. 

57. Select the location where you want to save the file by using look in drop-

down list box. 

58. Search box in the start menu to quickly search a particular folder or file. 

59. Shortcut key to open a file is ctrl+o. 

60. To rename the file, click file->rename. 

61. Shortcut key for rename is f2. 

62. Shortcut key for cut is ctrl+x. 

63. Shortcut key for copy is ctrl+c. 

64. Shortcut key for paste is ctrl+v. 

65. The menu used for cut is edit->cut. 

66. The menu used for copy is edit->copy. 

67. The menu used for paste is edit->paste. 

68. Release the menu button when the target is highlighted. 

69. Types of panes in window are two. 

70. When you delete a file or folder, it will move in to the Recycle Bin. 

71. To Permanently delete a file or folder hold down the shift+Delete key. 

72. Right click on a file or folder to be restored and select Restore option from 

the pop-up menu. 

73. To Delete a file in the Recycle bin, select Empty the Recycle bin from Right 

click option. 

74. To switch to another user account on the computer use Switch user to 

without closing your open programe. 

75. Logoff switch to another user account on the computer after closing all your 

open program. 

76. Lock keys is used to lock the computer. 

77. To Reboot the computer use the option Restart. 

78. Sleep mode used to put the computer in to a low-power mode. 

79. Hibernate put the computer in to a low-power mode after saving an running 

program. 

80. Right click on the file or folder, then select send to for create short cut of file 

or folder. 
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81. Open Source refers to a program in which the source code is available in the 

web. 

82. Open Source changes within the community in web. 

83. Linux is one of the popular open source in unix. 

84. Ubuntu is a linux based operating system. 

85. The desktop version supports all normal software like windows in ubuntu. 

86. Libre Office is like office of windows. 

87. Ubuntu has in-built email software called Thunder bird. 

88. Network indicator manages network connection. 

89. The current keyboard layout settings shows in Text entry. 

90. Toolbar displays your directions browsing history. 

91. The default ubuntu 16.04 theme is known as Ambiance. 

92. The vertical bar icons on the left side of the desktop is called Launchor. 

93. File icon is equivalent to my computer. 

94. Trash icon is equivalent to Recycle bin. 

95. Libre office calc is the equivalent to spread sheets. 
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CHAPTER 7 – OPENOFFICE CALC 

1. VisiCalc is the first electronic spreadsheet. 

2. VisiCalc is developed in the year 1979. 

3. In which year Lotus corporation introduced “Lotus 1-2-3”. 1982. 

4. Open Office Calc is a popular open source spreadsheet application maintained by Apache 

Foundation. 

5. AutoSum helps you to add the contents of a cluster of adjacent cells. 

6. Auto Fill can also be used to copy functions. 

7. AutoFill allows you to quickly fill cells with respective or sequential data. 

8. Charts help you in presenting a graphical representation of your data. 

9. Functions can be used to create formula to perform complex calculations on data. 

10. Calc is one of the components of open office. 

11. Top of the window is called as Title bar. 

12. The right corner of the title bar is Control Buttons. 

13. Below the title bar is the Menu bar. 

14. File menu contains the commands of all File management. 

15. Edit menu contains the editing commands. 

16. Format menu contains the formatting features. 

17. Data menu contains the commands to manipulate data. 

18. Help menu lists in-built help features available with open office. 

19. Tools menu contains spell check. 

20. Insert menu contains inserting rows and columns. 

21. Tools bar is under the menu bar. 

22. How many tools bar available by default? 3. 

23. Formula bar is a very important element in a spread sheet. 

24. Formatting Tool bar contains frequently used text and cell formatting. 

25. Name box displays the current cell address. 

26. Function wizard is used for inserting functions. 

27. Sum button is used to perform quickly insert sum functions. 

28. Input line shows the contents of the current cells. 

29. Vertical scroll bar move the screen up and down. 

30. Horizontal scroll bar move the screen left and right. 

31. Scroll buttons are used to move the screen to the relative distance. 

32. Open office calc version 4.1.5 contains 1024 and 10,48,576 rows. 

33. In open office calc version 4.1.5 starts with A and ends with AmJ. 

34. In Microsoft excel 2016, 16,384 columns are there. 

35. In Microsoft excel 2016, columns starts with A and ends with XfD. 

36. In Microsoft excel 2016, 10,48,576 rows are there. 

37. Intersection of each row ad column makes a box which is called as cell. 
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38. The cell in which the cell pointer is currently located is known as active cell. 

39. Default sheets available in calc is 3. 

40. Active sheet tab will appear in white colour. 

41. Ctrl button is used to select multiple sheet. 

42. How many navigation buttons are there in open office calc? 4. 

43. Total count of sheets and the present active sheet number showed in left corner of status 

bar. 

44. To rename of a sheet, just double click on the sheet. 

45. Status bar is below the sheet tabs and horizontal scrolling bar. 

46. STD -  Standard. 

47. Ext – Extend. 

48. Unsaved worksheets are shown in asterisk( *) symbol. 

49. A1 cell is known as Home cell. 

50. Tab key is used to move the cell towards right side or forward. 

51. Shift+Tab is used to move the cell in left side. 

52. Enter key is also used to move the cell. 

53. If you enter any number within the bracket, it will be changed as negative number. 

54. India uses DD/MM/YYYY date formats. 

55. Formula in calc starts with equal =. 

56. Combination of values, operators and cell references is called as expressions. 

57. Another name for relational operators is comparative operators. 

58. Reference operators are used to refer cell  ranges. 

59. A continuous group of cells is called as range. 

60. There are three types of reference operators. 

61. Colon symbol is the range reference operator. 

62. Tilde symbol is used as a concatenation operator. 

63. Intersection operator is used to join two set of groups. 

64. The intersection operator is represented by an exclamation. 

65. & operator is a text operator which is used to combine two or more text. 

66. Joining two different texts is also known as text concatenation. 

67. The process of saving a worksheet is file-> save. 

68. Ctrl+s is the shortcut key for save the worksheet. 

69. Extension for open office calc is .ods 

70. Extension for Microsoft excel is .xls 

71. Auto save is the open office saves a file at regular intervals. 

72. The default time interval is 15 minutes in auto save. 

73. Shortcut key for close the worksheet is ctrl+w. 

74. Shortcut key for open the worksheet is ctrl+o. 

75. Shortcut key for copy the data in worksheet is ctrl+c. 

76. Shortcut key for cut the data in worksheet is ctrl+xU. 
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77. Shortcut key for paste the data in worksheet is ctrl+v. 

78. The pasted formula will change according to its row is called relative cell reference  

79. The process of copy and paste can be replaced by a click and drag and it is called as auto 

fill 

80. Auto fill is also used to generate a series of values. 

81. Linear is to generate a sequence of series. 

82. Growth is to generate a multiplication of series. 

83. Edit->fill->series command is used to generate series. 

84. Manual date calculations can be tricky because you have to keep track of the number of 

days in the month. 

85. A new row can also be inserted using insert->row command. 

86. A new column can also be inserted using insert->column command. 

87. Insert cells floating toolbar is also used to insert cells, rows and columns. 

88. Formatting data in a cell gives additional effect to the text. 

89. To display a number as currency form use number format as currency 

90. Functions are predefined formulae already available with calc. 

91. Function can be inserted by two methods. 

92. Shortcut key for currency symbol is ctrl+shift+4. 

93. Shortcut key for percent is ctrl-+shift+5. 

94. Shortcut key for standard is ctrl+shift+6. 

95. Shortcut key for center align is ctrl+e 

96. Shortcut key for left align is ctrl+l. 

97. Shortcut key for right align is ctrl+r. 

98. Shortcut key for justify is ctrl+j 

99. Shortcut key for function wizard is ctrl+f2 

100. Function wizard has two tabs. 

101. Function wizard categorized into 11 types. 

102. Open office calc provides a chart wizard to create and manipulate charts. 

103. To create the chart click insert->chart 

104. Chart wizard dialog box has four steps. 

105. Database is a repository of collection of related data or fact. 

106. A spreadsheet is a flat file database. 

107. Sorting is the process of arranging data in ascending or descending. 

108. There are two types of sorting in open office calc. 

109. Arranging data using single column is known as simple sorting. 

110. Sorting data based on more than one field is known as multi sorting. 

111. Field is also called as column. 

112. Filter is a way of limiting the information that appears on screen. 

113. Three types of filters in calc. 

114. Auto filter is used only for single criteria on a data. 
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115. Standard filter is used for multiple criteria to filter. 

116. Intersection of every row and column makes a box which is called as cell  

117. There are four types’ operators supported by calc. 

118. Denial Brickin and Bob Frankston developed the first spreadsheet called visicalc. 

119. What will be the result from the following formula (assume 

A1=6,B3=3)?+A1^B3 216 

120. A column heading in calc is represents using alphabets 
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