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A. COMPUTER FUNDAMENTALS

Hardware
A computer is an electronic machine that processes data. Information given to the computer is

called data. Computer works very fast. It saves your time and energy. It does not make
mistakes. It can remember a lot of things. The basic parts of a computer are shown in the

picture given here (Fig A.1).
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Fig. A.1: Parts of a computer

* Input Devices

Input devices are used to provide information to a computer, such as typing a letter or giving
instructions to a Computer. Some examples of input devices are as follows:

1. Mouse: A standard mouse has a left and a right button. You use the left button to select
items and provide instructions by clicking an active area on the screen. You use the right
button to display commonly used menu items on the screen.

2. Keyboard: A set of keys that resembles a keyboard on a typewriter. You use the keyboard
to type text such as letters or numbers into the computer.

3. Scanner: A device that is similar to a photocopy machine. You can use this device to
transfer an exact copy of a photograph or document into a computer. A scanner reads a page
and translates it into a digital format that a computer can read. For example, you can scan
photographs of your family using a scanner.
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Fig. A.2: Input devices
Internal Computer Hardware

Introduction

Computer Hardware is the physical part of a computer, as distinguished from the computer
software that executes or runs on the hardware. The hardware of a computer is infrequently
changed, while software and data are modified frequently. The term soft refers to readily
created, modified, or erased. These are unlike the physical components within the computer
which are hard.

When you think of the term computer hardware you probably think of the guts inside your
personal computer at home or the one in your classroom. However, computer hardware does
not specifically refer to personal computers. Instead, it is all types of computer systems.
Computer hardware is in embedded systems in automobiles, microwave ovens, CD players,
DVD players, and many more devices. In 2003, only 0.2% of all microprocessors sold were for
personal computers. How many other things in your house or your classroom use computer
hardware?

CPU cooled by
computer fan

Fig. A.3: Parts of a CPU
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Motherboard

The motherboard is the body or mainframe of the computer, through which all other
components interface. It is the central circuit board making up a complex electronic system. A
motherboard provides the electrical connections by which the other components of the system
communicate. The mother board includes many components such as: central processing unit
(CPU), random access memory (RAM), firmware, and internal and external buses.

Fig. A.4: Motherboard

Central Processing Unit

The Central Processing Unit (CPU; sometimes just called processor) is a machine that can
execute computer programs. It is sometimes referred to as the brain of the computer.

Instruction
Fetcher

Instruction
Decoder

Memory
Interface

Fig. A.5: CPU
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There are four steps that nearly all CPUs use in their operation: fetch, decode, execute, and
write back. The first step, fetch, involves retrieving an instruction from program memory. In
the decode step, the instruction is broken up into parts that have significance to other portions
of the CPU. During the execute step various portions of the CPU, such as the arithmetic logic
unit (ALU) and the floating point unit (FPU) are connected so they can perform the desired
operation. The final step, write back, simply writes back the results of the execute step to some
form of memory.

Random Access Memory

Random access memory (RAM) is fast-access memory that is cleared when the computer is
power-down. RAM attaches directly to the motherboard, and is used to store programs that are
currently running. RAM is a set of integrated circuits that allow the stored data to be accessed
in any order (why it is called random). There are many different types of RAM. Distinctions
between these different types include: writable vs. read-only, static vs. dynamic, volatile vs.
non-volatile, etc.
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Fig. A.6: RAM

Firmware

Firmware is loaded from the Read only memory (ROM) run from the Basic Input-Output
System (BIOS). It is a computer program that is embedded in a hardware device, for example a
microcontroller. As it name suggests, firmware is somewhere between hardware and software.
Like software, it is a computer program which is executed by a microprocessor or a
microcontroller. But it is also tightly linked to a piece of hardware, and has little meaning
outside of it. Most devices attached to modern systems are special-purpose computers in their
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own right, running their own software. Some of these devices store that software (“firmware”)
in a ROM within the device itself.

Power Supply

The power supply as its name might suggest is the device that supplies power to all the
components in the computer. Its case holds a transformer, voltage control, and (usually) a
cooling fan. The power supply converts about 100-120 volts of AC power to low-voltage DC
power for the internal components to use. The most common computer power supplies are built
to conform to the ATX form factor. This enables different power supplies to be
interchangeable with different components inside the computer. ATX power supplies also are
designed to turn on and off using a signal from the motherboard, and provide support for
modern functions such as standby mode.

Removable Media Devices

There are many different removable media devices. The most popular are probably CD and DVD
drives which almost every computer these days has at least one of. There are some new disc drives
such as Blu-ray which can hold a much larger amount of information than normal CDs or DVDs.
One type of removable media which is becoming less popular is floppy disk.

CcD

Fig. A.7: CD-ROM
CDs are the most common type of removable media. They are inexpensive but also have short
life-span. There are a few different kinds of CDs. CD-ROM which stands for Compact Disc
read-only memory are popularly used to distribute computer software although any type of data
can be stored on them. CD-R is another variation which can only be written to once but can be
read many times. CD-RW (rewritable) can be written to more than once as well as read more



than once. Some other types of CDs which are not as popular include Super Audio CD
(SACD), Video Compact Discs (VCD), Super Video Compact Discs (SVCD), Photo CD,
Picture CD, CD-i, and Enhanced CD.

DVD
DVDs (digital versatile discs) are another popular optical disc storage media format. The main

uses for DVDs are video and data storage. Most DVDs are of the same dimensions as compact
discs. Just like CDs there are many different variations. DVD-ROM has data which can only be
read and not written. DVD-R and DVD+R can be written once and then function as a DVD-
ROM. DVD-RAM, DVD-RW, or DVD+RW hold data that can be erased and re-written
multiple times. DVD-Video and DVD-Audio discs respectively refer to properly formatted and
structured video and audio content. The devices that use DVDs are very similar to the devices
that use CDs. There is a DVD-ROM drive as well as a DVD writer that work the same way as
a CD-ROM drive and CD writer. There is also a DVD-RAM drive that reads and writes to the
DVD-RAM variation of DVD.

Fig. A.8: DVD-ROM

Blu-ray
Blu-ray is a newer optical disc storage media format. Its main uses are high-definition video

and data storage. The disc has the same dimensions as a CD or DVD. The term “Blu-ray”
comes from the blue laser used to read and write to the disc. The Blu-ray discs can store much
more data then CDs or DVDs. A dual layer Blu-ray disc can store up to 50GB, almost six times
the capacity of a dual layer DVD (WOW!). Blu-ray discs have similar devices used to read



them and write to them as CDs have. A BD-ROM drive can only read a Blu-ray disc and a BD
writer can read and write a Blu-ray disc.

Internal Storage

Internal storage is hardware that keeps data inside the computer for later use and remains
persistent even when the computer has no power. There are a few different types of internal
storage. Hard disks are the most popular type of internal storage. Solid-state drives have grown
in popularity slowly. A disk array controller is popular when you need more storage then a
single hard disk can hold.

Hard Disk Drive
A hard disk drive (HDD) is a non-volatile storage device which stores digitally encoded data

on rapidly rotating platters with magnetic surfaces. Just about every new computer comes with
a hard disk these days unless it comes with a new solid-state drive. Typical desktop hard disk
drives store between 120 and 400GB, rotate at 7,200 rpm, and have a media transfer rate of 1
Gbit/s or higher. Hard disk drives are accessed over one of a number of bus types, including
parallel ATA (also called IDE), Serial ATA (SATA), SCSI, Serial Attached SCSI, and Fibre
Channel.
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Fig. A.9: Hard Disk Drive

Solid-State Drive

A solid-state drive (SSD) is a data storage device that uses solid-state memory to store
persistent data. An SSD emulates a hard disk drive, thus easily replacing it in any
application. SSDs have begun to appear in laptops because they can be smaller than HDDs.
SSDs are currently more expensive per unit of capacity than HDDs which is why they have
not caught on so quickly.



Disk Array Controller

A disk array controller is a device which manages the physical disk drives and presents them
to the computer as logical units. It almost always implements hardware RAID. RAID
(Redundant Array of Independent Drives) is a technology that employs the simultaneous use
of two or more hard disk drives to achieve greater levels of performance, reliability, and/or
larger data volume sizes. A disk array controller also provides additional disk cache.

Software
System software can be separated into two different categories, utility programs and

operating systems. Operating systems are the foundation of your computer and almost every
electronic device. The OS boots up the computer and makes sure everything is operational.
The OS is also what runs your cell phone and most of your electronic devices. The OS is, for
the most part, the GUI (graphical user interface) that shows you all of your applications, and
without the OS you cannot use the computer. There are many different types of OS’s which
are discussed later. Utility programs perform a very specific task, to either enhance or
manage your computer. For example, your virus protection program, like Norton, is an
example of a utility program along with the install/uninstall program that comes standard
with Windows.

Systems Software

The operating system is a type of system software kernel that sits between computer
hardware and end user. Systems Software are applications that are designed specifically for
running the hardware on a personal computer and are used to maintain a platform for
Application Software to be used. This means that systems software is designed to
communicate with the internal parts of your computer such as the hard drive, RAM, ROM,
cache, microprocessors, etc. so that the user doesn't have to. It contains all of the drivers
necessary for this type of communication and, in the simplest sense; it is the interface
between the user and the hardware. The Operating System (OS) is not only one of the most
important systems software on a computer, but is also the most frequently used. It is the
software that runs in the background and brings the separate physical parts of the computer
together in order to provide the seamless stream of activity that a user experience. Some of
its responsibilities include the transfer of data between the memory and disks (on the hard
drive) as well as providing the information needed to display icons, text, cursors and other
visible necessities on the display screen. This display is called the graphical user interface
(GUI) and is entirely the result of the OS on the computer. This can be compared by viewing
the differences between the Ubuntu OS and the Mac Snow Leopard OS. The icons between
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the two are positioned differently and they look different too. The Mac OS and GUI tends to
have a more three-dimensional aspect to it where Windows tends to appear flatter. It should
also be remembered that the operating system conducts itself independently of both the user
and any application software being used. This means that it is not directly dependent on the
user or other programs in order to operate. Some other systems software would include
BIOS and other device firmware. These help the user interact with other utilities such as
diagnostic tools, language translators, data communication programs, as well as data
management programs.

Windows

Windows is a series of operating systems that is designed by Microsoft. The first two versions
of the Windows operating system, introduced in 1985 and 1987 respectively, were primitive.
Windows 1.0 had only basic functions such as MS Paint and a word processor and Windows 2.0
had very rudimentary versions of Word and Excel. Windows did not become popular until its
third release in 1990. Windows 3.0 had enhanced graphics, the ability to “multi-task”, and (for
the first time) virtual memory. This version was so popular that it stayed on the market for
eleven years. The next big improvement came with Windows 95, which expanded from 16-bit
to 32-bit (short for binary digit). Windows 2000 was known for its increase in plug-in devices
that were congruent with the operating system. Windows XP, or Windows 2001, included a
comprehensive help center to allow users to utilize different types of media and was designed
mostly for user ease and convenience. The main feature of Windows Vista is the Instant Search
at the bottom of the start menu. Then Windows 7 came out and the improvements were mainly
to make it faster and easier to use. The most recent version of Windows is Windows 10.
Windows 10 came out late July 2015. The new Windows will allow you do to more than one
thing at once. It also allows for a new way to search and there is a way to open the Windows
store from your home page. Windows is the most commonly used operating system and is used
on about 90% of all personal computers.

Application Software

Application Software is the most common programs that run in the foreground of the computer.
They tend to perform useful tasks which are not associated with computer maintenance, system
boot-up, or hardware communication. Application software is directly reliant on the Systems
Software to communicate to the physical components of the computer and cannot operate
without it. If you were to visualize this, the Application Software would operate on top of the
Systems Software and would be the most visible to the user while the Systems Software would
remain in the background unnoticed. The Systems Software would then communicate to the
Hardware on its behalf and deliver any information to it from the Application Software. In turn,
any information needed from the Hardware would pass through the Systems Software to the
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Application Software. Application Software is the most familiar forms of software and come in
a variety of types. Most often they can be accessed through the graphical user interface of the
operating system being used by double-clicking on an icon. Some of the most popular examples
include word processors, spreadsheets, photo-editing programs, database programs, and
accounting programs to name a few. This list is by no means the extent to which application
software may be used and many more programs are being created constantly to help individuals
with daily activities.

Hardware

Fig. A.10: Layers of software above hardware

Antivirus, Antispyware, Firewalls, and Other Security Programs

Malware consists of viruses, Trojans, worms, spyware and other forms that disrupt computer
operation. As mentioned, malware can infect computers in many ways, whereas the affected
suffers while the infector gains. To protect against these threats, it is highly recommended to
take advantage of the utility programs offered by the operating system as well as software
programs. Popular antivirus programs for Windows include AVG, Norton 360, McAfee,
Kaspersky and Microsoft Security Essentials. A firewall is used to monitor network ports by
controlling inbound and outbound traffic to the network. Its primary purpose is to defend the
computer from malware and hackers, but it can also interfere with programs that must
access the Internet. It will also not remove malware if it has infected the computer; it only
blocks the malware from entering. Spyware is software that tracks personal information
unknowingly from the user, which can lead to serious problems. It is important to know the
software, one is downloading and to understand its license agreement and privacy statement
(to see if unwanted software is included).

Driver

A device driver is a software module that enables communication between a user process
and a peripheral device. It may perform some or all of the following functions:

e Take the device online and offline

e Set parameters in the device

12



e Transmit data from the kernel to the device

« Receive data from the device and pass it to the kernel Handle and report 1/O errors
« Handle exclusion and other multiuser, multitasking arbitration

Hardware Devices

Some examples of hardware devices are CD ROMs, disk drives, tape drives, printers,
scanners, and terminals.

Hardware devices are categorized as block devices, character devices, mapped devices, or
networked devices. A block device is a mass storage device (such as a disk) that can accept
uses the integrated page cache for all data transfers. Device drivers that support the block
interface are complex and are not covered in this manual.

File Formats

Following are some of the different types of file formats: -
GIF-GIF is most common in the animated form.

PDF- Invented by Adobe with the goal of capturing and reviewing rich information from
any application on any computer, with anyone, anywhere.

MP3- This format of file contains an audio file.
ZIP-This file format contains files which are achieved.
PPTX-These files have a PowerPoint presentation.
MPEG-It is a video file format.

JPEG-JPEGs might be the most common file type your uncross on the web, and more
than likely the kind of image that is in your company's MSW versions fits letter head.

| ) [ | <2@)
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html | css|

Fig. A.11: Types of file extensions
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Different kinds of file conversion like word to pdf

There are different software available on Internet for conversion of one file format to
another. For e.g. Steps for conversion of file to pdf format using Online2pdf has been given.

Steps:-
1.  Go to https://online2pdf.com/convert-docx-to-pdf.

2. Click on ‘Select files’ and browse the file on your computer.

3. Click on ‘convert’.

The mamum Sz szz 15 100 MB. Al les together must not excesd 150 MB
Sctfles (R Convert
i Sakion ou B ey Tipe you can select several fles a once (by pressing the Ctf-Key

Fig. A.12: Selecting files

Printer Sharing

How to Share a Printer

Sharing printers on a network used to be a nightmare, especially if the computers were all
running different operating systems. Technology has progressed, however, and sharing a
printer now is simpler than it has ever been. This is especially true if you are running
Windows 7, 8, or Mac OS X. To learn how to share your printer on the network, and how to

connect other computers to that share printer, see Step 1 below.

jO !sl"-:'l « AllC.. » Devices a... » '|‘7” Search Devices and Printers

Add a device Add a printer See what's printing Remc

CutePDF Writer HP LaserJet 3055
PCL5

Send To
OneNote 2010

HP LaserJet 3055 PCL5  Model: HP LaserJet 3055 PCL5
Category: Printer

- Awiki

Fig. A.13: Searching for a printer
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https://www.wikihow.com/Share-a-Printer

Install the printer drivers. In order to share a printer, it must be installed on the computer
it is connected to. Most modern printers connect via USB and will install automatically

when they are connected.

Sticky Notes

QQQ Snipping Tool Games

o_,rﬁ Paint Computer

— (

Wy~ Remote Desktop Connection Seintieunit i

@/ Magnifier Droviiess el PG Change settin:

e L Default Programs
‘A Solitaire

Help and Support
> All Programs

Search programs and files

e O €

Fig. A.14: Opening control panel

Open the Control Panel. You can access the Control Panel in Windows 7 by clicking the
Start menu and selecting Control Panel. In Windows 8, press EHWin + X and select Control

Panel from the menu.

ork... » "‘7” Search Control Panel

Network and Sharing Center

ors and {Network and Sharing Center

Check network status, change
network settings and set preferences
or sharing files and printers.

View network co

Q% HomeGroup

Choose homegro

‘Ig Internet Opti
= Change your hom

Delete browsing

ser add-ons

jion

wiki

Fig. A.16: Opening Network and Sharing Center

Open the Network and Sharing Center. If your Control Panel is in Category view, click

"Network and Internet", and then select "Network and Sharing Center”. Click on "Network
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and Internet”. If your Control Panel is in Icon view, click the "Network and Sharing Center"

icon.

Click the ""Change advanced sharing settings" link. This is located in the left navigation
pane of the Network and Sharing Center.

@O"lit < Netw.. » Network an... '|‘¢ll Search Control Panel

Control Panel Home

View your basic network

Ay
Change advanced sharing
settings

P WIKIHOW-PC
(This computer)

our active networks

Network
ome network

Change your networking settings
wiki

Fig. A.17: Opening ‘Change advanced sharing settings’

Expand the profile you need to change. You will see three different options when you
open the "Advanced share settings": Private, Guest or Public, and All Networks. If you are

on a Home network, expand the Private section.

v“l% « Netw.. » Advanceds... 'l"” Sear

Change sharing options for differ

Windows creates a separate network profile

Home or Work (current profile)

Public

wiki

Fig. A.18: Expand private section
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Enable "'File and printer sharing™. Toggle this on to allow other devices to connect to

your printer. This will also allow you to share files and folders with other computers on the

network.

@@vfia « Netw.. » Advanced s... v|¢, H
© Enable file sharing for d

Password protected sharing

When password protected sh
this computer can access sh.
To give other people acces

© Turn on password protected sharing
© Turn off password protected sharing

HomeGroup connections

Typically, Windows manages the connections to othe
same user accounts and passwords on all of your corr
account instead. Help me decide

wiki

Fig. A.19: Toggle the password protection
Toggle the password protection. You can decide whether or not you want to enable

password protection for your printer. If it is turned on, only users who have a user account
on your computer, will be able to access the printer.

You can toggle password protection in the "All Networks" section.

Share the printer. Now that file and printer sharing has been turned on, you will need to
share the printer itself. To do this, go back to the Control Panel and open the Devices and
Printers option. Right-click on the printer you want to share and click "Printer properties”.
Click the Sharing tab, and then check the "Share this printer" box.

'/ FreePDF Properties i

General 7§hﬁ£l Ports |Advanced |Color Management! Security\ Device Seningﬁi

el

7

If you share this printer, only users on your network with a
username and password for this computer can print to it. The
printer will not be available when the computer sleeps. To
change these settings, use the Network and Sharing Center.

[V] Share this printer

Share name:

[¥]Render print jobs on client computers

wiki

Fig. A.19: Share the printer
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PRACTICE QUESTIONS

Convert the doc file into PDF using any online software provided on the Internet.
Print any document of your choice by applying various settings of Printer.

Install any software from the Internet and write its steps.

Install scanner and scan a document.

Installation of Antivirus.

Installation of Printer Driver.

Share A Printer On Network.

Install Operating System.

Install System (MS Office) Software.
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B. e-Governance Portals

1. E-HRMS (Employee Human Resource Management System)

>
>

To develop a complete HR solution.

To collate the data for creation of posts, determining staff strength and expected
number of retirements in a year and rational deployment of staff in various field
offices

To develop HR related databases for analyzing the skill set of each employee by
collecting the information like skills, compensation, personal details, demographic
information, and other detailed relevant information.

To link with attendance management (Biometric Based attendance System) for
collecting and analyzing information about employees working hours and then to use
in evaluating cost account for the departments.

For providing Salary and Compensation Management to the departments to compute
the pay roll details of the employees by using inputs of employees working hours and
attendance.

To developer Benefits Management System for calculating additional allowances and
benefits provided to employees using details about insurance policies, pension plans.

Fig B.1: E-HRMS homepage
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2. DigilLocker

ﬁ DigiLocker

DigiLocker User Manual

(https://digitallocker.gov.in)

& Ayvisiocker e D o

How It Works?

@ Q . @ Q

Usload Do

Department of Electronics and
Information Technology (DEITY)
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1 Introduction

Digital Locker, one of the key initiatives under the Digital India initiative, is aimed at eliminating the
usage of physical documents and enable sharing of e-documents across government agencies via a
mechanism to verify “authenticity” of the documents online. Residents can also upload their own
electronic documents and digitally sign them using the e-sign facility. These digitally signed
documents can be shared with Government organizations or other entities.

USER ID CREATION
Step 1: Access digital locker at https://digitallocker.gov.in/

e Citizens with Aadhaar number can create Digital Locker accounts
e Kindly ensure that your current mobile number is registered with Aadhaar number
e You can update your mobile number in Aadhaar by visiting any UIDAI centre

g &DigiLocker a&“ (i ] e
) - : - - B ] -, "e " 'l

..g : .'~ 1 .,.". \1"‘ ".'. § : r ‘ ‘ ¥ ""','.0 "“.“f A

' AR .'\“0'\ 'l ' :.-“' X - o N R

A & 4.-. A:’ Q.R y '.
\ "‘.'1 Q",‘ N_"| “n." '){ =Y

/- i 7
?

Onlifi®Applications #

No phatocopy, o couriers, no scanning... applying online is so easy thanks to Digh

SIGN UP FOR DIGILDCKER

Fig B.2: Open DigiLocker homepage
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Step 2: Click on ‘Sign Up’

No photacopy, na colricrs, no scanning... applying online is sa casy thanks to Nigikaeker

SIGN UP FOR DIGILOCKER

Fig B.2: Click on ‘Sign Up’

Step 3: Enter your Aadhaar Number

e Enter your unique 12 digit Aadhaar number
e Two options are there to proceed further —

]Use oTP \ or ’Use Fingerprint \

g aDigiLocker

Your decuman's ey, anmbwe

DigiLocker is an online storage for citizens to store
their documents & certificates digitally. Its benefits
are.

¢ access your documents anvtime, anywhere

¢ submit decuments digitally for verification

¢ gSign documents just like self-attestation

¢ minimize use of paper, environment friendly

Already have a DigiLocker account ? Sign In now

0‘&“% m English =

Sign Up for your DigiLocker account

Enter Aadhaar Number

Aadhaar Numnber

Fig B.3: Enter your Aadhaar Number

22




o —
?; &Qﬁ;{g‘lLocker

ingnls oy, ambive

DigiLocker is an online storage for citizens to store
their documents & certificates digitally. Its benefits
are;

¢ access your documents anytime, anywhere

© submit documents digitally for verification
e eSign documents just like self-attestation

¢ minimize use of paper, environment friendly

Already have a DigiLocker account ? Sign In now

(9”“’”"‘“’ ED [oglsh »

Sign Up for your DigiLocker account

Aadhaar Number ; 964782991293

Use Fingerprint

Fig B.4: Select ‘Use OTP’

® Use OTP (one time password)

Option 1 : Use Aadhaar Registered Mobile Number - Select ‘Use OTP’

o  OTP received on your Aadhaar registered mobile needs to be entered on the screen

o CIickon button

Fig B.5: Enter OTP

53 2

4

- O
LT
=
)
o
Q
(1-]
-

i
§
@
:
H

DigiLocker is an online storage for citizens to store
their documents & certificates digitally. Its benefits
are:

Already have a DigiLocker account ? Sign In now
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After validation of OTP, the application will prompt the user to create ‘Username’ and ‘Password’.

i?wm En Cogl'sh =

Sign Up for your DigiLocker account

Aadhaar Number : 864782991293
Enter OTP (cne time password)

Vexily OTP



Option 2: Use Fingerprint for Authentication — Select ‘Use Fingerprint’

e Aadhaar approved biometric device is required for scanning fingerprint.

e C(lick on ’Use Fingerprint ‘ button to Sign Up using finger print instead of mobile number.

This option is useful if the Aadhaar registered mobile number is not available or updated.

@mm Colsh -

Sign Up for your DigiLocker account

Aadhaar Number : 964782991293

' Use Mngerprint | © Use OTP {one time password)

Fig B.6: Select ‘Use Fingerprint

o Select the device type which is being used for scanning the finger print

Please chocse the default Fingerprint device ; Coperl G8O200 [+

x|

Fig B.7: Select the device type
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Select declaration check box for proceeding further.

« Q | [ oscstaging.e-kyc.in/kyc/kye/mantra_mfsLCO

A-Commnancy Sewance lucw L es _ " AADHAAR
Scitings  Downinads

Aadhaar Number - [B41218322206

I kereby state that I have no objecticr in authanticatire myself with Azdhaar basad authentic n system
and ransent ta pravide my aadhaar Nimber, Rlemetric far Aachaar hazed know yoir cusks f alsa glve
my expliciL consent Tor actessivy the robile ruinber and enail addiess from Aadhaar Systern,

sing device : Manira V1 8100

Please scan your Fingerprint

Fingrrarnt Scanncr Intializad Suceesstily

| Cancel Kyc |

india | imited

Fig B.8: Select declaration check box

Finger print will be captured from the finger print scanner once the finger is placed on the device.
After validation of finger print, the application will prompt user to create ‘Username’ and ‘Password’.

2 %Ve x =
- C' [0 ssestacing.e-kyeingkyr by mantia_m o0
ria gorri s
KYC o T T2
’
- Sty ubd < VT et ham -
Wi i neses W (e Lo AADHAAR
Seftings _ Dovmicads
Aanihai Numlbor 5341318322265
Foreky ctata that T havs no okjactior I authanticatirg mvenlf with aadraar tlon syarae
anc consert to provide my Aadkaar Mumber, Liometric for Aadhasr based kn. our custemer.l also give
iy enpl orsenl o1 scuessing e mobile rumber ard smail address o 1aar Syster.

Hsing eovien @ Marfra NFS107

Please scan your Fingerprint

Capturing Fingerpnnt

| stop Capture Cancel Kyc |

© 2014 - C5C e-Governance Services Indla Limited

Fig B.9: Scan your Fingerprint
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Step 5: User ID Creation

o  The application will prompt the user to create ‘Username’ and ‘Password’. Enter your desired User
name and Password for ‘Digital Locker’ account

e Click on button

e After successful account creation, the application will show the ‘Dashboard’ page

& ﬁDigiLocker (ﬁwm 5 B o -

Sign Up for your DigiLocker account

Choose username & password to complete signup

Aadhaar 4519455 wunne
Number
Full Name Kisore
Already have a DigiLocker account ? Sign In now Mobile No. Blaswarss d
User Name
Password Confirm Password

Email (optional )

Statistics | FAQs | Contact us

Fig B.10: Create user id and password
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Sign In into Digital Locker Account

Step 1: Click on ‘Sign In’
e Goto https://digitallocker.gov.in

e Click on at the top of the page

6DigiLocker

Your documants enylime, anywhara

Dighal fndle | English v

Pomen T B i

A D ]
Fig B.11: Click on Sign in

Step 2: Enter User Details

e User can login via any of these 3 available options :
1. Aadhaar Number and the OTP
2. User name and Password provided during account creation
3. Facebook ID validation

k - - E
4 & DigiLocker § Ve
——— Yoor ocurserds Qi carates
DiglLocker welcomes you back!
Dld you know?
Sign In to your sccount
DigiLocker has the eSign facility which can be used PR
to digitally sign your uploaded documents. This |3
similar to the process of self-atiestation ;
Passwnr
Netyetan Diglinrker? Sizo Up now
Farzor zazo | T
or
Sign In waith Aadhssr
Nadiiaar
" OTF
Verify
or
Sign I waith facebook

Fig B.12: Provide your credentials to login
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Entering Aadhaar OTP if Aadhaar number option is selected. Click on |Verify OTP

w 8
@mm English ~

DigiLocker welcomes you back!

ign In to your account

Usermname

Password

Forgc vord | -Forget Username

or

Sign In with Aadhaar
Aadhaar 342644087521

[ Enter OTP ]

or

Sign In with facebook

ENG 1424
INTL 10-09-20°

AT

Fig B.13: Enter OTP

Enter User ID and Password if User Name option was selected. Click on the
button.

Fig B.14: Sign in with username and password

DigiLocker welcomes you back!

Sign In to your account

Username |

Password

orgot Username
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Enter Facebook ID and Password if Social Media (Facebook) option was selected.
e~ ERER o0

DiglLocker welcomes you back!

Sign In tc your account

Usetname I

Password

Sign In with Aadhaar

Nadhdar

Sige I will facebook

Fig B.14: Enter Facebook ID and Password

& https.//www.facebook.com/login.php?skip_api_login—18&api_ke

Log in to use your Facebook account with Digital 1.

Email or Phone:
Password;
(] Keep me logged in

“orgot your password?

[T cone

Fig B.15: Login pop-up will appear
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Uploading Certificates & Documents Step 1: Document

Upload Screen

e After signing into Digital Locker, click on |Uploaded Documents |to upload your and then click on

documents in the Digital Locker Account
e Multiple documents can be uploaded at a time

‘f“‘ ﬁDigiLOCkef @mm L'-/':.\afKﬂa'li)’:me;,“

dozuments & certficates, You can 3ko eSign e,

Dashboard

55.Jed Cozuments t

iploaced Documents

Shared Documents =R R -
LR, LS EI T |
Activity 1 -
(| sesomsaomoc 4 §oves Quip Vi
S5 815 i
EJ bachaar Card o ¢ ¢ E : v i

Fig B.16: Click on upload button

Step 2: Document Upload Screen

e Click on the Upload button as shown in the image
e Choose the location and select the file(s)

e After selecting file(s), click on button.

e Multiple documents can be uploaded at a time.

30



» € | & httpsy/digits/locker.gov.in/index.php/apps/iles 7D W@ =

«
§ yvigtocker

mashbaard Thiis i whiere you can uolosd your van dotarer s & Letificates You canaleo S e,
e+ [
Upkisted Ducun wils Naie A 2 = Sies Ul
4 L v ThisPC » Documznts ¢+ Manuz v! & | | Szarca Manual £
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< TR S S by ] = e B1kE L1201
\] i . %4, Rezentplzces — e

Issuers

e — — = . N
M sswcacanin s || mmiene 2 m = - ‘ e TIKE 1862015 b W
{4 Deskiop (=) E —

g = sefersbznipd Uetoreugnl) Jashboerz Lnker Aadasar
H2 manal et g B Uocmmaty o S red a5€ K 136 3615 + @
s |8 Downcads
o Muzic - s s o S5
4 idpPraofpcs 4 [ Pict e el SSUKRG 10E-2Cs + 0
< - =
B Videes &
PR o5 e i
W RatinCarcpz 4 i Windows () p— | mmePage pa— pr— ae 13ME 892015 + &
- s Rezovery Image | = = >
" ~ cn FE_TOOLS (B N .
3 Raticn Sarc (202 & 3 ? v are 43 ME £9201% + #
Flenams: Cusamited iles ~
2 taven Lave WrE 4 “ '| I 43 MU BA-201S + 0

i Cren Cancel

Reg formpdi &

Fig B.17: Document Upload Screen

e The sample screen will look as the above picture
e Documents uploaded will be visible in ‘Uploaded Documents’” section

Fig B.18: Documents will be visible as shown above

W ansvocse  {Cwia Vi vttt » VetttV b

« - ¢ g h}tps‘/‘,’digixeIngkgr.gpuin,’in;lex;ph(;,fepps/ileg

):"o - . 3

B (Digitocker (D erese [ ot

Dashboard 15 s where you can unload vour oan docamerts & certificates. You can also 2o:gn ther.
lusued Ducurier b * Uplond A
Hpleaced Jnmiments NZme a Slzs v tndaren

shzred Uocamerts Al URE ZnsUis + B

|

Allvily
M| swsconsesan » € oom: QoS i 61KE  77-2015 +

[ [}

Issuers

.’:‘ AadraorCard Al £ 114 kR 1R A 3015 + ¥
«{l Iemanuzl oot @ Ctnoes o csgnet @ saea 4t ki 136201 + 0
‘ dProotpc & i) Sele s @ eSin A Sheced 35IKE 1082013 + ®
:; Rt Carcid 7 TisehkuDicTyss Q esiy oQSiare 43ME  £920C15 + §

Ratlen Tace () 17 o [ sckadecTyor @ cslgr o§snare 43mn AS2015 + §
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Step 3: Select Document Type

Click on ‘Select Doc Type’ for any document listed in Uploaded Documents list
Choose the Document type from the given drop down.

e [f your document does not match with any of the predefined document types then select “Others”
from the drop down.

e After above mentioned steps, click on button.

I iz vigiloker x x
€ = C | @ htpsy/digitellacker.gov.in/index.php/apps/dles v @ W@ =

! DigiLonker amnm . Vias Kumar Choubey ¥

Yo cocuraanti aeioa orpehee

-
Dashboard 1715 s where you can uaload your oan docaments & certificates. You can also 2zi5m their.
lusued Ducurnier Ly k] m Uplond A
iplaaced Jnniments NEme & st= v Undaten
shzred Uocments _i_ ard 4 URE 2ot + ¥
Alluily - e
: ‘ THIREOHSEDSS ) €0 QS @i 61KE  77-2015 + §
Issuers
Aadrzorcard pdl £ ¥ secrion Bl Q esimy @ saaed 114 kR 1863015 + W
emanuzloct g @ oo cignet @ sawea st ki 136201s + 0
' [dProotpc- 4 (] SelectCecTvae B Sigy @ Snaced 353kE 1D-8-2C45 + ®
] ,"t R G 72 14 seRaCuLTysr WSSy @ Shere 43ME 292015 + ¥
i
1.1“! Ratlen Tave () r7 # (IsckabecTyar § cSlgr o8 snare 43NN RB-01S + ¥
li

Fig B.19: Click on Select doc

Ulectricity uill

Lelect Lecument (ype
aadhaar card
Birth Curlifivule
Caste Certificate
Lemmunity Certificate
srslor Certifirate
1]

Huclsicily Bill
Family Membarship Certiticats
=ovt 10 Card

HSC Cortifleare

Ieentilication Certificaty
Ircome Certiticate

Irteqrated Certificate

Irtar Caste Marriage Cartiflcare

Legal Heir Curlifivale

Fig B.20: Select Document Type
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Viewing Certificates

e After login into Digital Locker account, click on to view | Uploaded Documents | all user
uploaded certificates and documents

e Users can edit (file names, Doc type), download, and share files from here.

é B\n
§ yrine ’

achboard Thisi wherecucanuplac you onn documents  ertfctes You n o i

Vikas Kumar Choutey

lssJed Cocuments t

Lolcaced Documete

Shared Dacments

- : T T -

- L ;s b
Aty & o .
155.J6rS

Fig B.21: Click on uploaded documents

eSign Document/Certificate

e Click on eSign link provided for each document in Uploaded Document section.
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- out dacness e Tywhest
ri

1iashhnzrs TR s where yoit ran ininad yor - dan dociments K e rates. voll ran 350 =tign them

Issued Documarts # Upload &%

Upluaded Jowurents Natie & Sie ¥ Updaled

Shared Dotunisls B aind # okz 2582012 & W&

Acthuity = ) _
R R § e Qrzn Gnan GK3  7-7:2013 +F

Isstiers
Aadhaar Card -0 @ Cieciny il Q eign @ Shared 114k3 1862015 + ¥
m HR maruzlods & @ Mhe o szned @ Ghueed 356k3 1962017 4+ ¥
aj R sy Y.h-vm SIS IDE2E + ¥
'523 ation Card o ({iscccvec lyps Q cuzn & snare UM G- +4 ¥
-f;.? Lationcard () 17 # (iisciccvoc iype @ czn - o vriore QML Y201 + 0

Y

Fig B.22: Click on eSign link

e User will receive an OTP on mobile which needs to be filled in the text box.

e After entering OTP, click on eSign button.

e Selected document will be eSigned (and coverted into pdf if not already a pdf document)
e Only one document can be eSigned at a time

Flrasa anterian OTP that has hen sant 10 yaur reglstamad
mobi & email add-zss.

Enter OTP [>T

Mot received OTF n S mins? Resend OTP

Fig B.23: Enter OTP
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Share Document

e Click on share link provided for each document in Uploaded Document section.

&« C' | 3 hups//digiLallockergovin/indes.phip/apps/liles O a@ =
g .15 DigiLOCker @u«gwg«q & Vikas Kun g Cloubey v
1)ashhnzrd this s where yoitran ininad yon - van dociiments K cAmi rates. Voll ran /5o ='agn them
Issued Documrarts #*
Upleaded Dot ients EA Se Y Updsted
Shared Dotunisnls B Anind & 25-8201% + ¥
et H svosomsosun s 4 ' ’ < 7 + ¥
Ksuers
@ Aadhaar Cardl £ & R & hee + @
@ HR mzruszl ’ $0 & hmee 4+ ¥
a_‘ Id Preet s i Q & + ¥
liation € ard ¢ ilseic R am 19201~ 4+ ¥
lsation € ard () P iisei : Qr <5 am 19201 34 0

Fig B.24: Click on share link

e User will get a pop up for entering email ID with whom this document will be shared.
e After entering email ID, click on send button.

e Selected document will be shared with email address provided.

e Only one document can be shared at a time

# /§DigiLocker

Dasl iuvard This ‘s whzre you tan u2/oad you - own docaments & certiticates. You tan also 2Zign them
Issued Documerts L
Uploaded Cocurments
Skarad Jccumerts W avind &
Actraty
PRTILHES NN | g ®ones § <
155 185
a_‘ fusdhagr Card s Shiare link vic ol
Send
a ‘ fadhaar Lard s
Dashboarc 7 i * =
< Lnter Aadraar s i [o} <
[—
Tater OTP 7 R — Q sien w2
—
aj HR manua # & ret g fS
Hor eFzge s Q s
- —

Fig B.25: Click on send button
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Viewing Issued Documents

After login into Digital Locker account, click on to\ Issued Documents \
view all issued certificates

= Users will be able to view URI of the documents shared with him/her by registered issuers
Clicking on URI will fetch the actual document directly from issuer database/filesystem.

& §pigiLacker D -

il 5506 cocurants come girzcty into your DigiLacker from registerec gevern nent depariments, nst futions

2 agences,
Issued Documerts

Uploaded Cocuments <

Skarad Jccumerts N

Na issued documents yet

Documents jssued tc you by ragistered issuers will show up he
Actnaty

155 1P

-}

Fig B.26: Click on ‘Issued Documents’

Viewing Activity

e After login into Digital Locker account, click on by | Activity | to view all the activities performed
the logged in user in the system.
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e Activity list is only for viewing. It cannot be edited or deleted.

4 (5 DigiLocker Do i s e

Daslivvard
4 days ago
sied Do rte
Issued Documerts + Youcrazted Vsl cate OTPprg, Sigalawta sszrname.png Signin.ong and 9 more 2k ag
Uploaded Cocuments
= —=i

Skarad Jccumerts
Actiaty

7 days ago

+ ‘voucrzsted itanion Lard (54 F2, Ratien Lard (2))9g =nd I2ation Card. pz

e

21 days ago
+ v rre=ted arvind 21 davsage

=

Last month

X ¥ondel=ted autherzatier | etr=r.pdf ast —onzn

Fig B.27: Click on ‘Activity’

Viewing Issuers

- After logging into Digital Locker account, click on to view all registered
issuers who are part of the DigiLocker system.

Fig B.28: Click on ‘Issuers’

g(ﬁoigiLockgr @% | e

Dael Loatd et z1e Jre regislered govert 1z issuers o e D ziLocker syslent s shvd | esgand ds more issuzrs o1
K i SINo.  Orgenization District Stite
IWae Lavz A4 [IMULIAUAL LHY ANUTIRA FRAILS

Upluate) Cuunai
1 Kirza eDisbinl THIRUVANANTHAPLRLM (7Y KERALA
Sared documerts

Al
ATV

[ssues
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4. E-Tendering
An internet based process wherein the complete tendering process; from advertising to
receiving and submitting tender-related information are done online. This enables
firms to be more efficient as paper-based transactions are reduced or eliminated,
facilitating for a more speedy exchange of information.

Fig B.29: Login Page
M inboc @49 -an x VM tnbox 31321+ x Y1 tnbox @49 -ar x W1 tnbox @49 -an x V1Y Gemimiatists  x ¥ 00 corocurement  x N N (= S

&« C | @ Secure | https//etenders.chd.nic.in, jep/apg %

§ Tenders Chandigarh UT

& Chandigarh Administration e-Procurement System

12-3u-2018 Search | Active Tenders | Tenders by Closing Date | Comigendum | Results of Tenders

Welcome to eProcurement System
MIS Reports The eProcurement System of Chandigarh enables the Tenderers to download the Tender Schedule free of cost and  User Login
then submit the bids online through this portal

Tenders by Location Login ID * [ o ]
A Latest Tenders R

Tenders by Organisation Tender Title Reference No Closing Date Bid Opening Date

Online Bidder Enrollment

Tenders by Classification 19-31-2018 11:00 AM 19-3uk-2018 12:00 PM Generate / Forgot Password?
Find My Nodal Officer
Tenders in Archive
oty 0. MBIV o vesranly arnch OUTINIBIINENET 1B MA@ ACAN DM 10, NINIE AT DM
Latest Tenders updates every 15 mins. More...
Tenders Status
Search vath 1D/Title/Reference no
Cancelled/Retendered a b " -
Corriaendum Title Reference No Clasina Date Rid Onenina Nate <_Tender Search .
=) ph. D Dissertation ..doc | showan | x

Bl- e ce[m*®]J] - I

Bid Opening Process Flow: Authenticating using Encrypting Keys for Bid opening.
Bid Opens on Specific Date and mentioned time as per Portal Date/Time settings.

— . |

BID OPENING

l Tender Management. - - -
Cisate e B Tenders

Create .New Tender-Call

Clarifications Process I Help
Areltie Tenders
Publishid Tandars

Enquiry Report”

Process II Help
Tenders to be opened today, 16-12-2008

Tenders
Pretid Mesting: S.No Reference Number Title Bid Opening Date Status | [View/Open
- L demoiz008 <ivil 16-12-2008 04010 #M Process I &

Bid Opening )

+ | THoERE

R EEEEEE

I Bid Evaluation.

» Tenders that ar= not ap=ned on the specific date listad belaw
+ | Techwical Evasluation

Pending Tenders

+ |iFinancial.Exaluation: S.Mo Reference Mumber Title Bid Cpening Date Status Wiew

i ';at: 3 1. Testflow Test/flow's 08-12-2008 08155 FM Process 1 @
I CDrrigendum.I = Test/flow Test/flovss 08-12-2008 06:30 PM Process 1 @
+ | CreateCorrigendurd” i 3 Test/flow Test/flow 0S5-12-2008 07:40 PM Process 11 &)
+ Corpaendum List
+ | Corrlgendun Piblahel Ligt:
I Reports Management_
= [ € Note

+ | MIS-Reports:

Process I - Bids that are not yet cpened and svaluated

Process II - Bids that =

pened upto 'Technical' packet and avalustad, ready to open for 'Financial' packet.

& & mternst A0 v

Fig B.30: Bid Opening Process Flow
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Fig B.31: Bid Opens on Specific Date

Welcome : chuser1@nic.in
vﬁ Last login : Tuesday, December 16, 2008 ﬁ @ 6

eTendering System Government of Tamil Nadu

| Tender Management

¥ Create New Tender
% Publish Tender }
© Bid Opening * Bid Openers m
4 Create New Tender Call
%  Clarifications

¥ | Archive Tenders
okttt Tender Reference Number : demo/2008

Tender ID : 2008_NICSI_111_1
+ | Enquiry Report Tender Title : civil
+ Tender Status Bid Opening Date & Time : 16-Dec-2008 04:10 PM

¥ | Downloaded Tenders

#  Published Tenders

+  Bids Submitted

# | PreBid Meeting \!} All the bid opener should decrypt the key.
| Bid Opening

N enders Bid Openers
I Bid Evaluation © Refresh

¥ | Technical Evaluation Testorguser chennai Test User chennai

» Financial Evaluation

¥ AOC 8 b
l Corrigendum € P

% | Create Corrigendum Decrypt

¥ | Corrigendum List

¥ | Corrigendum Published List Tokal niimibec of bids submiitied 3
I Reports Management < Back |

# MIS Reports

Disclaimer | Terms of Use Version:v1,08.01 16-12-08 Copyright © 2007, NIC. All rights reserved.

Done (9 @ Internet ®100% ~

5. MyGov (mygov.in)
Introduction —
MyGov

MyGov platform is a unique path breaking initiative which was launched on July 26,
2014 by none other than the Hon’ble Prime Minister of India, Shri Narendra Modi. It
is a unique first of its kind participatory governance initiative involving the common
citizen at large.
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MyGov platform has become a key part of the policy and decision making process of
the country. The major attributes of MyGov includes Discussion, Tasks, Talks,
Poll/Surveys and Blogs on various groups based on the diverse governance and public
policy issues.

Today MyGov has more than 4728.94K registered users those can contribute their
ideas through discussions and also participate through the various earmarked tasks.

. National Digital Library

The National Digital Library of India (NDL India) is an all-digital library that will
integrate all existing digitized and digital contents across Institutions of the nation to
provide a single-window access with e-learning facility to different groups of users
ranging from primary level to higher education level and even life-long learners of our
country. It will provide educational materials in various languages, in all disciplines,
in different forms of access devices and will cater to differently-abled learners as well.

Fig B.32: NDL Homepage

National
Digital Library
of India

O

MMSTRY OF HUMAN INDUN INSTITUTE OF
RESOURCE DEVELOPNENT TECKNOLOGY KHARAGPUR

About NOL India
Learning Resource Type

Subject Domain

Educational materials® Logh
Featured Sources ! g0 -
ealuied Sou are available for users

ranging from primary S
to post-graduate levels * °

News and Events

COHEDHEND)] &

* Disclaimer ¥ Institutional Registration

» Sponsor * NDL India Video YouTube Link

» Contact ! Career
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You may click on the navigational buttons (green circles); on the left hand side panel
to gain insight into some of the insertions on NDL India.

"Wlonguage ~+ G login

gggisagy - R g @

r\INs RV OF HUMAN INDIAN INSTITUTE (
CE DEVELOPMENT TECHNOLOGY KHARAG P R

About NDL India

Learning Resource Type
Subject Domain

Featured Sources

BT g o T
Ac unt recovery

RamanCV Snl hA
Shukfa AK

News and Events

L

* Disclaimer * Institutional Registration

* Sponsor * NDL India Video YouTube Link

* Contact * Career

Fig B.33: NDL Homepage

You may click on 'Learning Resource Type' on the left whereby you can see the
different types of materials available like books, articles, video lectures etc.

Fig B.34: Click on 'Learning Resource Type'

Sorowse~  (Q Search *RLanguage

) Natonal - g

of India

MINISTRY OF HUMAN INDIAN INSTITUTE OF
RESOURCE DEVELOPMENT TECHNOLOGY KHARAGPUR

‘ '
- 703915

Subject Domain

About NDL India

&

0 3
Featured Sources £33 g
L. ——

Audio Lecture Video Lecture

News and Events

.@@

» About » Disclaimer » Institutional Registration
' FAQ » Sponsor * NDL India Video YouTube Link

* Contact » Career
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Similarly, 'Subject Domain' will show you a glimpse of the variety of subjects covered in NDL
India.
Fig B.35: Subject Domain

Sorowse v Q Search

- l 39,931 items hosted in NDL India SPONSORED BY - Coof Y
0% Nationa &
) D Loy w0 - [ $MHRD
of India .

MINISTRY OF HUMAN INDIAN INSTITUTE OF
RESOURCE DEVELOPMENT TECHNOLOGY KHARAGPUR

& Member Log-In

About NDL India

Leaming Resource Type L . .
Computer science, information & general works Philosophy & psychology

®

. Subject Domain

70301 A

Featured Sources

Social sciences

News and Events

* About » Disclaimer * Institutional Registration

' FAQ » Sponsor » NDL India Video YouTube Link

* Contact » Career

Several important sources like NCERT, INFLIBNET, KRISHIKOSH etc. are displayed under
'Featured Sources' while 'News and Events' shows the host of events conducted by NDL India
across the country.

Fig B.36: Click on 'Learning Resource Type'

Ssowse ~  Q Search AlLa &Login

) National - - E

& of India

MINISTRY OF HUMAN INDIAN INSTITUTE OF
RESOURCE DEVELOPMENT TECHNOLOGY KHARAGPUR

About NDL India & Member Log-In

Leaming Resource Type

Subject Domain

Featured Sources g
KRISHIKOSH Account recovery

More than 50,000 agricultural books, journals, Hosts 38,000+ thesis and synopsis reports
News and Events articles and reports authored by Indian Researchers from different
institutes

®Bo

@

» Disclaimer » Institutional Registration
» Sponsor * NDL India Video YouTube Link

* Contact » Career
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7. Government e-Marketing (GeM)

Based on their commendations of the Group of Secretaries made to Hon‘ble Prime Minister, the
Government decided that it will create a one stop Government- Marketplace (GeM) to facilitate
online procurement of common use Goods & Services required by various Government
Departments / Organizations / PSUs. GeM aims to enhance transparency, efficiency and speed in
public procurement. It provides the tools of e-bidding, reverse e-auction and demand aggregation
to facilitate the government users, achieve the best value for their money. There are different
reasons for purchasing a product on GeM as shown in figure.

Y = GeM
_" @ Marketplace
Various Direct Purchase/L1 Integrated
Products/Services Purchase/BID/RA Pavment System
on offer with multiple

sellers ‘
Buyer/Supplier/Service Market Ounline Contact Centre
Provider Registration Search/ Comparison Ordering/Contract and Online Training

Generation Modules
Analytical Dashboard L earming Management System — 5 R h’"‘“’
recamsmend ation, price re thikity

User rating— buyer and seller
e

Fig B.37: Reason to buy product on GeM

Requirements to register on Gem Portal

User role to register on website is categorized as buyer and seller. A buyer which is a
government organization needs to have Aadhaar number, official email id (gov.in/nic.in),
official landline number and bank account details of an organization to register an organization
on GeM portal. Below shown figure mention how to register in GeM as buyer.

© Government emall id — preferably designation based

© Aadhaar number

< Active Mobile number to which your Aadhaar is linked — for OTP
purpose

Please read and agree to the Terms & Conditions of Government -
Marketplace (GeM) before Sign Up.

REVIEW TERMS & CONDITIONS

\/ - I have read and agree to the Tarms & Conditions of
Government e-Marketplace (Geh).

Aadhaar Number ¢/ Virtual Piease enter Aadhaar numbersvirt
=T =
mMobile number linked with Please enter your 10 digit mobile 1
Aadhaar ©

VERIFY AADHAAR
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Fig B.38: Buyer Registration

Similarly, the seller also registers on the GeM portal and below displayed figure shows the

step to follow.

Welcome to Registration process for Government e Marketplace

¥ REVIEW TERMS & CONDITIONS

Before you initiate your registration, please read the pre-requisites by clicking |

(1) Organisation Detals

Business / Organisation Type * ()

Business / Organisation Name * ()

son (Director of the organisation or a Key

of Government e-Marketplace (GeM) before Sign Up. 0 rga nisation Details

Business / Organisation Type *

Business / Organisation Name *

Select v 0 Personal Verification

Authenticate yourself using *

Firm

ABC

2\ 2\
() Aadhaar | ) Personal PAN
S/ N/

GeM Login Page

Fig B.39: Seller Registration Page

GeM User id ©

Type the characters in the box below. ~
3K33DI

Password shall be entered on next screen post successful GeM

login ID and Captcha validation

Fig B.40: Login Page
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After registering with the GeM portal, user can access the GeM features with their login
credentials as shown in below mentioned figure.

Login in to Government e Marketplace | GeM




Dashboard for Bids
After user login as buyer below mentioned dashboard will appear which shows the published,

draft and reverse auction (RA) bids. The dashboard also facilitates the buyer to search
various product and services as per category as shown in figure.

&

00000

)"\GGM
PN -

Fig B.41: Dashboard of user as buyer
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Advanced Search

This feature allow user to search the product under various classifications and filter the product as
per desired requirement. Below mentioned figure shows the list of products of different vendors
which fulfill the searched criteria of user.

Fig B.42: Searching products on GeM

DRI _ Notebook Computers-Laptop

|BALL 11.6 INCH EXCELANCE OHD
" Type Of Hard Disk Drive
Seler Resliers
Years Of Experience W Govt v v (@
s

Operating System A f

Lenovo Thinkpad E470
[20H100521G) Laptop

31,800.00 ; 104,000.00 140,137.50

Probook 450 G5 Portable laptop (2RC0GPA 1)

Seller: Resellers O

Purchase a Product

There are four ways to purchase a product from GeM portal and these are buy (without
comparison), buy (with comparison), bidding purchase and reverse auction purchase. In direct buy
(without comparison) just select the single product from the list and click buy button or add to cart
if purchase more item. This type of purchase can be initiated when the total purchase amount of all
products should be less than 25K as per latest government terms and condition. The same is shown
in figure shown below.

R

170,184.00

ated price: ¥ 33535.57

Fig B.43: Buy (Without comparison)
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! | @ Secure | hitps:y//mkp.gem.gov.in, ! et urrent

LAPTOP WITH Lobg ... 6100U 4GB 500GB ...

Product Maintenance Service Product Maintenance > 2% Product Maintenance Service 3%
Seller: Resellers & Seller: Resellers @ Seller: Resellers &
*naxy CED *xnny ED
Brand: Dell
Brand: ASUS Min. Qty. Per Consignee: Brand: Lenovo
Min. Qty. Per Consignee: 1 Min. Qty. Per Consignee: 1
¥ 210,000.00
¥ 76,020.56 ¥ 76,000.00

Compare

Compare Pr [0 Compare

ore than ¥ 50,000.00

T 50,000.00

DUCT COMPARE (3 PRODUCT HISTORY (2) v

add item to compare
Clear a
wemr 1eam
Compare Notebook BALL 11.6 INCH EXCELANCE OHD Acer TMP- 2310 Dell inspiron 5575 AMD RYZEN - ASUS X531 COMMERICAL LAPTOP
Computers-laptop 15.6" Laptop - LP21 WITH Lobg battaery life siim
Selier Name System © Krishna Enterprises INNOVATIVE DESIGNS AND
Rewi ELECTRONIC APPLICATIONS

-l scer Oeil asus

IBALL 11.6 INCH Acer TMP 2410 Dell Inspiron 5575 AMD ASUS X541 COMMERICAL
EXCELANCE OHD RYZEN 15.6" Laptop ... LAPTOP WITH Lobg ...
Product Mair Product Maintenance S Pr Product Maintenar
¥ 24,200.00 T143,161.34 € 99,980.00 € 76.020.56
Operating Systam
Operating Systom Windows 10 Home Windows 10 Protessiona
& Secure | https//mkp.gem.gov.in uicts/compare e_node me_info_comp_comp_note a n
SHOPPING CART X
l IBALL 11.6 INCH EXCELA 212100

Fig B.44: Buy (With Comparison)
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After selecting the product by buy option of with comparison and without comparison the below
mentioned steps comes in which user click proceed to check out to move to next step of payment.

C | @& Secure | https://mkp.gem.gov.in s

vritten as "Inclusive of all Duties and Taxes excent freight
re that there Is no financial implication on the total cost calculated.

ALL SHOPPING CARTS
Product Tite Price Qey Sub Total

E e W

T24,200.00

Fig B.45: Proceed to next step of payment after selection of product

Applying the purchase through bidding and reverse auction is similar as direct buy in GeM portal.

Bidding: Bidding is an offer (often competitive) to set a price by an individual or business for a
product or service or a demand that something be done. Bidding is used to determine the cost or
value of something.

Reverse Auction: A reverse auction is a type of auction in which the roles of buyer and seller are
reversed. In a reverse auction, the sellers compete to obtain business from the buyer and prices will
typically decrease as the sellers under bid each other.

Complete Working Process through GeM

Below mentioned figure show the integration of GeM portal with the public procurement
ecosystem.
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-
GeM - Integral to Public Procurement Eco-System
. - - Partners Banks
g. @0 EF B M. 2. (@ - :
= ]
QN 2 o
Warranty, Return Buyer Buyer Buyer Buyer Buyers Buyer - A |
service and refund pays seller checks receives tracks confirms takes \
and dispute delivery delivery  delivery  order approval
Buy side resolution
- - -
[ (5 S 11T > A B! Y
People of india Government Buyer Buyer creates Buyer defines
pay taxes allocates budget (organization) Procurement plan equirement.
P plans budget 3pecs.
L ]
o A = T
M - .; - - = —
Warranty, post sales Seller Logistics and " Selle
service and dispute collects delvery quotes price
resohution payment management confirmation
Se
pr
. o . . = . |
= anans n ==
Seller coliscts  Sefler forecasts Seller Seller aggregates Inventory Seller markets
IS feedback need and demand  manufactures and stores management  and advertses
and prices

Fig B.46: Public Procurement Ecosystem

Raising a Ticket

If any user faces any problem related to the GeM portal, then they can raise a ticket which have unique
Id which can be tracked to check the status of the ticket whether the problem is resolved or not. Raise
a Ticket option is available at the footer of GeM postal as shown in figure.

WEBINFO ABOUT GeM NEWS & EVENTS RESOURCES TRAINING NEED HELP?

Fig B.47: Shows Option of Raise a Ticket and LMS

WelCome to GeM Support Desk

Check Ticket Status Raise a Ticket

Create a New Ticket
Please fill in the form below to create a new ticket.

Email Address * Subject *
Full Name * Issue Description *

Mobile Number *

Issue Type Enter text®

| — Select an Issue Type — "‘ ‘—-l 66943'( -

Fig B.47: Form a raise a Ticket

49



WelCome to GeM Support Desk

Check Ticket Status

Raise a Ticket

‘ Ticket Number

Fig B.48: Form to check the Status of the Ticket

GeM Learning Management System

GeM LMS is an invaluable, user-centric knowledge repository featuring learning paths to meet user

specific needs and learn the ecosystem better. It serves as a platform for users and trainers

facilitating intermediate processes like registration training, live training using webinar,

certification, feedback, FAQs and other user specific journeys.

Key Features of LMS:

Asset Repository

Exhaustive Videos, eBooks,
Manual and FAQs repository to
help you leamn effectively

Micro Learning

Bite-sized Micro Leaning
assets to give you just the
right amount of information

4§

Key Features

User Journeys

Structured user journeys, for a
seamless learning experience

Learning Ecosystem

You can confribute and
continue to enrich the
repository

Social Media Feeds

L.eam about what’s fatest at
(GeM, upcoming trainings,
events and feature updates

Certification

Get assessed and add
credibility by demonstrating
your understanding of GeM

Fig B.49: Features of LMS
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Steps to use the LMS portal of GeM: Following steps is to followed to use the GeM LMS portal.

Get Started

Register Yourself
As aBuyer | Seller

Send a request fo join a5 Training Instute

Login to the GeM Website
Existing Users can Login o experience user specfic Leaming system.

Dashboard

(Quick & easy access to important data

Library
View and access a whole lot of material designed to assist you in your journey

Leam and Get Assessed
Assess your Understanding

User Journey
Grow your understanding using predefned leaming paths

Get Certfied
Get your Self Downloadzble Certficates Online

Fig B.50: Steps to use LMS portal
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8. E-office

Introduction

A Digital Workplace Establish a Single Product
Solution in Government for reuse in the
offices Government

eOffice

Initiated in 2009. Based on Central
Developed and Secretariat Manual of e-

Implemented by National Office Procedure
Informatics Centre (NIC) (CSMeOP)

Why eOffice?

. An average document is photocopied 19 times

. Paper files get doubled every 3.5 years

. Paper usage in an average office grows 22 percent a year and doubles every 3.3 years
. Every 12 filing cabinets require an additional employee to maintain them

. The average search time for any document is 18 minutes and some are never found
. At any given time, 3-5 percent of an organization's files are lost or misplaced

. Large organizations lose/misplace a document every 12 seconds

. 92 percent of information is in manila folders

. Almost half of an office’s time is spent handling paper/data entry

. 80 percent of today’s information is paper based

. The average time to retrieve and file a paper document is 10 minutes

. E-mail causes an average 40 percent increase in paper consumption

. 12,500 sheets of paper can be made from one tree

. A letter has to pass through 41 steps and entered in dozens of the registers before it is
answered
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eOffice — Benefits

. Enhance transparency

. Increase accountability

. Assure data security and data integrity

. Transform the government work culture and ethics

. Promote innovation by releasing staff energy and time from unproductive procedures
eOffice Product Suite

Fig B.51: eOffice Product Suite

File Management System (eFile)
eFile is a workflow-based system that replaces the existing manual handling of files with a more
efficient electronic system.

This system involves all stages, including the electronic diarization of inward correspondence,
creation of files, movement of correspondences and files, electronic signing of noting & drafts
using Digital Signature Certificates (DSC), eSign, and finally, the archival of records.

Fig B.51: File Management System (eFile)
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System creates
sequential Diary No. =
for eReceipt

Browse

First receiver scans Enter

Send eReceipt to
concerned

user/Put in eFile

inward receipt/letter =y & =) MetaData o
& stores in local client

(Diarization)

Create a new eFile

l

Enter Meta Data

l

System creates an eFile No.

Put in existing eFile

Decisions recorded
& Approved Draft/
letter dispatched
by post/email

eFile moves through |8  Digitally Sign
the Channel of (DSC/eSign)

\ Submissioninthe W &SendeFile
system to next user

Open eFile & Start Noting, Create Draft/
Edit Draft/Approve Draft/Issue Draft,
Referencing to Notings, Drafts &
Correspondence within eFile

Fig B.52:eFile Process
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Fig B.56: eFile — File Sending Page

E eFile Version55.08 EDTN - | o @ |

Computer No: 20217 File No: H-114

 SECTION-MTP  Subject: Fariament Matters Lok Sabha

Noting | Correspondence | Draft | References | Link | Detalls  Movements | Eo® | Send Back | Send | Attachment | Adtion Detals | More |

® AL *J Reporting Officer () Sub-ordinates () Recent 5 1 Send Back ) In Channel 1) Preferred List

Note: Name of the creator & highisghted in yeflow calowr,

File Number Subject Note(Chars)
—r Notify: &I Emad LI SMS L JT-MTP SECTION.MT Parliament Matters L. D
Set D Dase E Note : Bulk signing mavdmum allowed characters- 1000009 Total{ Formatting induded) :0
A fosd Intimate To
Priosty Immediate ' s, No. Employee Name | Email s

Total 1000 | 9000 characters left ! AKSHARA TRIVEDHMTP SECTION)
Remats 2 KARTI MISHRAMTP SECTION|
3 TANMAY BHATTIOFFICE OF SECRETARY]

DSC Signand Send | eSign and Send

Fig B.57: eFile — Search Page

H (Pl hamiin PR - () () §
Rectipt | Dispatch

Creation Year | 2018 Orign | Inieenat r
Nahre | Al ' Physcal Suope | Senten 0 frgc;: Settion '
Advance Parametsrs
Computer No | 20213 Fiie No Subject

Ot Fls: M ¥ComuerNe  PReNo  ®Subet  Flocaon  UOpeingDae ¥ CumentyWih ¥ Section Depariment ¥ Forvardng Remarks ¥ Pendg
Dayis) Status Closmy Remaris Creation Remarks

Search Files

Search Output Tota Recardis): [1]

Achon  PAp  Reeie  Send g
Actions « Computer N file No » Subjert ~ Localion « Curtently With * SECtion ~ Forwardng Remarks « Pending Day(s) «
Send Defalls E 20213 HLDB/25/0017-TP SECTION-MTE  Parfament Matters Lok Sabha  FlTnbox NATASHA SHARMA,JSNG)-NTP  OFFICE OF JOINT SECRETARY 1%
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Knowledge Management System (KMS)

Enables users to create and manage electronic documents that can be viewed, searched and
shared.

Contains a dynamic workflow to keep document in various stages

Fig B.58: KMS - Dashboard

e@ffice

Created By

Sucheeta Kt

Contact Group

SureshY
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Fig B.59: KMS — Document Creation

(2} Home | Add Dooumant —
[ wben Add Document Details
[5 Central Docs
[E] My Dozs
Ticka ®
7 Contact Group
Description ®
Upload Fie * Chooss Fie | Mo i
Type
Audignce
LII’-;‘_..JI:."
Ky
Author
Reference Na

[re arad Pt by Nituorial bobod st Caire (NI ] Exvirmoraint of il

MIS-Reports

Management Information System (MIS-Reports) is a system that provides real-time monitoring
of an organization's productivity & efficiency through various transactional data made available
for the organization.

Fig B.60: MIS Homepage

eOffice criems reports

Hov  Foceg

Fin Closed »

Fie Conmenion +
Fil Forwarded 1
Fin Magration »
Fin Mortong +

P Welcome to eFileM|S RQpOftS

Filn Pendency +
Filu Rocaned
Fio Regter »
Fin Sumenary Rnport

the usage of ¢ &

%, 80 oxplict MIS-Report

st Wine Filas Rincoived wnd Formarded

Desigre0 wnd mananes by Nansns Infoemascs Conte (NIC) Covemment o inda
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Fig B.61: MIS-Reports — File Register
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Fig B.63: MIS-Reports — Departmental File Pendency
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Fig B.64: eOffice Implementation Phases

Phase 0 ' Phase 1 Phase 2 ‘ Phase 3
* Governance * Product
Structure ® eOffice Data Capture & Vetting Implementation
® Orientation * DSC Enrollment & Verification * Digitization
i Workshios of Files /
Assessment and * Training Ricords
Gap Analysis ® Change
Management ® Onsite Roll Out Team ® Knowledge
. nremi Sources
troe tati mt;. ® Transition * ¢Office Environment Setup
Ue- fong Management * Handholding
Infrastructure * Domain Name Registration Support
® Knowledge
® Roll Out Repository ® Setting up of Training Instance * Re})ort Issues
quirem Bugs
e et ® Creation of ® Trial Run
Bulk emaile ® Transfer of
® ¢Office Ready for Go Live technical know
® DSC Issuance how
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Fig B.65: eOffice Implementation Checklist

N\ |
/ Deliver /\: Support 4
Phase 0 ‘ Phase 1 Phase 2 | Phase3
v Orientation
Workshop for the
department
v’ Formal
: notification =t
A: Filled : = B Data Collected & Vetted W
SE55MEN Govemance o . ransier o
Form received Structure Etifiee Beerpanicat Ready E technical know
from ¥ Procurement and v Training Plan Prepared how
department Establishment of e |
e ¥ Training & Handholding | | v/ Call Centre
¥ Strategy
g .Gap document for v’ Trial Run SW
Analysis Report AU Established
Prepared ¢ DSC ready for v’ GoLive
Issuance
¥ Knowledge
repository
established

9. PEMS Expenditure, Advance and Transfer
Purpose

The objective of Expenditure, Advance and Transfer (EAT) module of Public Financial
Management System (PFMS) is to help Program Implementing Agencies (PIAs) in filing of
expenditure, transferring funds, advances and its settlement.

The process of feeding the day to day transactions as recorded in the cash book of the PIA on
the PFMS portal is called expenditure filing. A step by step guide for each activity is provided
in detailed in this user manual.

The following activities need to be completed by the Program Division (PD) for
implementation of EAT:

* PIA Registration

61



 Hierarchy Mapping
* Identifying Components

Once PIA is registered on PFMS, it will receive an Agency Admin log in and password.
Steps involved in expenditure filing
l. Login into PFMS with Admin credentials

#  [Public Financial Management System-PFMS

f (horwachy CPMS)|
d‘:‘} 0/ Cantraller General of Accounts, Ministry of Finance

M 09/ul/2014 04:47 PM

Ectablich 2 wab-based onling transaction cystam for fund managoment and e-paymant to implamenting agancies and banafidarias. The primary cbjoctive of CPSMS I to actablich an
efficient fund flow system and expenditure network. CPSMS also provides various stokeholders with a refisble and meaningful management information system and an effective
About CPSHS decision support system.

Plan Schemes

R 5 Toll Free No. 1800 118 111 Email: cpsms-mof@nic.in, cpsmsproject@gmail.com s

Toll Free No. is under shifting to the new office, Users may contact on Mobile & HelpDesk No.'s mentioned in contact list.
Direct Bencfit Transfer )

Attention: State Government/State Implementing Agency Users
Bulletin Board

NOTE: Implementing Agenaes sending Payment Advice through CPSMS do not require to fill the form and take seperate User Number and User Name from NPCL Log In

DBT Through CPSMS e Orders & Circulars T Media News 3¢ User Support U

Know Your Payments

* Rogiater Agency

* Register Sanction 1D
Generation Users

* Ragister MIS Reports
Users

Location Search Detail

iefit Transfer, pleas e email to ebtqueries @gmail.com.

User Guide D] Citizens can know the status of Aadhaar based benefits transferred through CPSMS by using “Know Your Payments” link on left side panel

* Forgot Password?
* Get Password By Unique

FAQs

Agency Code

* Regizter State Govt.
0oo

* Register DET Bensficiary
Mgmt Chackar

* Ragister Traasury
Sanction

Contact Us

Foadback

Discl aimer

REGISTERING AGENCIES PLEASE
CHECK HERE IF AGENCY 15
ALREADY REGISTERED

GET LOGIN DETATLS PLEASE CHECK!
HERE 1F AGENCY IS5 ALREADY
REGISTERED

New Features

NEWS & EVENTS

Nisitor Court.
9685761

IContact Us
« Contral Help Desk

+ Listof District Oparationsl
Managers

Liad ek Diatuiol Sadal

Entering receipts of PIA

The receipts of a PIA consist of opening balance, receipts from Central Government, receipts
from other PIAs, receipts from State Government, returned by other PIAs, interest income,
income from other sources, etc. All these details will be entered by the data operator and will be
approved by the data approver.

Opening Balance
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The opening balance as per the cash book as on 1st April of the financial year is to be entered on
the PEMS portal. This is a one-time exercise when the PIA starts filing expenditure on PEMS. In
subsequent years, the opening balance will be automatically available in the system.

Stepl: For entering opening balance, the data operator will login into PFMS portal and select
My Funds>Opening Balance from the menu.

v 'g Public Financial Management System-PFMS

01/a Contraller General of Accounts, Ministry of Finance '

w: RIIPOO000O137
GENCYADM
an [nstitute of Management Lucknow
o1 2013-2014

==

[R1IPO0000137] Logouy

Homa N
Sign Account Enrolment Flie
TPaymant
Reports |
My Deutaily
Masters !
Signed Account Enrolment File
My Schemes
Agencies |
My Funds 7| Cpening Balance
T f T .
T AEOW®[ view Opening Balance
Advances Raceived from Other Agency
Expenditures 17 | metuened by Other Agancy
Bank Received from State Govt
Misc, Deduction Filng *| Interest Income
Utilication Certificate Investment Datails
CPSMS Forum Tncoma from Other Sources
Tally Integration [+ | Mansge Returmed Funds
Bank Printing Templates

Step2: Click on Add Opening Balance button.

PFMS Expenditure, Advance and Transfer

=
AdhocReports Manage Opening Balance
Schemes :  _geject.. v
BharatKosh Reports [
Bank Account @ _ay. v
Home
Project:  _ggject.. v
E-Payment D
Status:  _gelect.. v
Health Module P
Search
Reports g
| Selected Opening Balances
My Details D l No Record Found ]
Masters [
My Schemes [» | |Add Opening Balance
Agendies b
My Funds [
Transfers b




Step3: Select Scheme to which the opening balance is to be added from the dropdown list.

Step4: Select the Bank Account in which the opening balance is to be added (For Cash
Balance, select Cash option from the drop down).

Step5: Available balance in the system against the bank account selected will be displayed by
the system. At the start of Expenditure Filing by PIA, the available balance will be Zero.

Step6: Enter Opening Balance Amount.

Step7: Select Opening Balance Date (This should be the date of beginning of EAT Module on
PFMS).

Step8: Select Transaction Type (Component Wise option is for entering the opening balance
against each and every component whereas Bulk option is for entering the opening balance
against all components).

Step9: Select ‘Is Reversal Entry’ check box option for making a reverse entry(deduction) from
opening balance entered.

Stepl0: After entering all the details, click on Save button to save the opening balance in the
system.

Fig B.66: PFMS Expenditure, Advance and Transfer

2 * N " Welcome: RIJPO0000137 i J
W ||Public Financial Management System-PFMS UserTyse: AGENCYADN it
fe) - Dot . . (lmry CPAS) Agency: Indian Institute of Management Lucknow e s
. /o Cantroller General of Accounts, Ministry of Finance Fouisiol Vears BE8-2814 ’
Home ‘ Bulk Opening Balance Add
E-Payment D Schemes : 1117 -Top Class Education System for ST
Reports Bank Account :  302°5371605 - indian Instaute of Management Lucknow - STATE BANK OF INDIA
Available Balance For Selected A/C:
My Details
Opening Balance Amount : 100000 Amaunt shauld not be less than or squs! to Zero
Masters
My Schemes Opening Balance Date: 261022014 j
Transaction Type 1
Agencies
My Funds Is Reversal Entry :
Transfers D | Sev Jf| Concel |
Advances
Expenditures
Bank
Misc. Deduction Filing
Utilisation Certificate D
CPSMS Forum
Tally Integration
Bank Printing Templates
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Stepll: A message “Opening balance saved successfully” will be displayed.

BharatKosh Report

Home

' Bulk Opening Balance Add

Opening balance saved successfully

Dashboard

HM Reports

Users Master

E-Payment

Health Module

Reports

Agency Schemes

Implementing Agency D

Agency Master Data D

Schemes: * | _geject..

Project: | _geject.-

Bank Account : ¥ | _geject..

Available Balance For Selected 77790500.00
A/C:

Opening Balance Amount : *

Opening Balance Date : * 04092017 j
e b Component Wise '® Bulk

Is Reversal Entry :

(Amount should not be less than or equal to Zero)

Once the data is submitted by the data operator (Maker), it will be sent to Data Approver
(Checker) for his approval. The steps are as under:

Stepl2: Data approver will log in and go to My funds>Opening Balance. The opening balance
submitted by data operator (Maker) will be displayed in the page.

Step13: Click on Bulk button under Scheme Component to open the opening balance details

page

Stepl14: Verify the details of opening balance.

Stepl5: The approver cans approve/reject/cancel transaction by clicking on the below figure:

Home

E-Payment

Reports

My Details

Masters

My Schemes

Agencies

My Funds

Transfers

Advances

Expenditures

Bank

Misc, Doduction Filing

Utilisation Certificate

CPSMS Forum

Tally Integration

Bank Printing Templates

Search
30215371605

‘\\ ITD: Class Education System for ST

Manage Opening Balance

il Selected Opening Balances

Opening Balance ‘Stams ‘ Is Reversal

10000000

| Submitted [ Not Reversal

Add Opening Balance

65



Fig B.67:Approve/Reject/Cancel Transaction button.

—
| i Dinanst Welcome; '
q Public Financial Menagement System-PEMS s o
‘ v L1 ancy! Indian Institute of Nanagement Lucknow i A rhamiein
&J 0/ ool e f et Mt o e i :;a;;ailv:an :0;?',';“" i

Bulk Opening Balance Details

Scheme! Tep Class Education Systam for §T
E-Payment )
Scheme Components Bulk
- Bank Accountr 20215371605
My Detads b Opening Balance Date: 28/02/2014
Opening Balance Amount; 10090000
Hastors )
Opening Balance Amount{in words); fupees one l3kh(s) only

Hy Schemes D

Agences )

My Funds {‘)

Transfers )

Mvances )

Expenditures b

Bank )

Mise,DeductionFllng )

Utlsation Coriicate

(PSS Forum

Tally Integration )

Bank Printing Templates )

Note: The balance in the selected bank account for opening balance will be inflated to the extent
of approved opening balance amount.

In case entry is ‘Rejected’ by checker, it can be edited and re-submitted by the data operator to
him for his approval.
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10. RTI

The url of the RTI software is: https://rtionline.gov.in

Citizen Module

Fig B.68: Home screen of citizen module.

€ 4 C 8 D g enbon govin b sy a2
T [sconise rasncdey DimentwE my [ e Shmornainite §hoosiiione §osgeitass | oMot .

S TATS

i RTI Online

<O

An ethttee of Deparsmmnt of Persorred & Trarerg ernerert of lndla

Home SubmtRequest SbmitFintAppeal VewStas FAQ

Pleasa do not file RT) sppbratices thesugh this portl for the pubks athories under the State Govermanty, including Govemmest of
RCT Delv. 1T flad, the appication would e ratursed, withaut refund of anosre.

b poria e fe A7) apphcations (Fok sppeals novlle plosg Login for Registerad Usars
A peteert JaiEaes, Tipeeal G 8 mede INMOuP Nate: Uver kegntration it won regedstary |
vz berking ol S8 & its swsoate benks ond debit ey

carh of Watar e, Tepogr: v postel, W1 apptcationy e .

masesy v b Sed by lafie [oess oy for the et P

'
T apaicatisedi Tl ey duoskd son be Tlad for (e ilmam o

*ohic gathorities usder (ereenivate Govi Wmugh $in y m“\ml

mrdres departmanty of Castral Gan lovated o M [eds)

somd
Meosr reod  iestnctionr crlaly ekl bty gt e
.m“‘.u o Nt Frgadeoed el | Sign g Sove

Falp Dask : Far amy guary or feecack ralated 1 this porsal, Phease contact at 011-18322451, durleg narreal fice houns
(9:00 AN 12 532 PM, Nonday to Friday sazapt ublic Noldays| or nand an amad b halpetioning-dope |t nic{dat i
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https://rtionline.gov.in/

’Bmm::mm

Fig B.69:Submit Request

N —————— e e )

€ - C f A hitps://rtionline.gov.in/quidelines.php?request Qe =

3 aops [ Susgested Stes [ Web Sice Galery (] ImportedFromIE [ Utity [T 2fester () Googe 2L Howtoinstal DL fle.. P PostoreSQL: Doaumen... 8 PostyreSQL: Doaumen... J +RTIRequest &App.. »

—
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12,

13,

14.

15.

16.

17.

18.

19.
20.

GUIDELINES FOR USE OF RTI ONLINE PORTAL

. This Web Portal can be used by Indian citizens to file RTI application online and also to make payment for RTl application online. First

appeal can also be filed online.

. An applicant who desires to obtain any information under the RTI Act can make a request through this Web Portal to the

Ministries/Departments of Government of India.

. On clicking at "Submit Request", the applicant has to fill the required details on the page that will appear.

The fields marked * are mandatory while the others are optional.

. The text of the application may be written at the prescribed column.
. At present, the text of an application that can be uploaded at the prescribed column is confined to 3000 characters only.

. In case an application contains more than 3000 characters, it can be uploaded as an attachment, by using column U

"Supporting document”.

. After filling the first page, the applicant has to click on "Make Payment” to make payment of the prescribed fee.

. The applicant can pay the prescribed fee through the following modes:

(a) Internet banking through SBI and its associated banks;

(b) Using credit/debit card of Master/Visa.

. Fee for making an application is as prescribed in the RTI Rules, 2012.
10.
11.

After making payment, an application can be submitted.

No RTI fee is required to be paid by any citizen who is below poverty line as per RTI Rules, 2012. However, the applicant must attach a
copy of the certificate issued by the appropriate government in this regard, alongwith the application.

On submission of an application, a unique registration number would be issued, which may be referred by the applicant for any
references in future.

The application filed through this Web Portal would reach electronically to the "Nodal Officer” of concerned Ministry/Department,
who would transmit the RTI application electronically to the concerned CPIO.

In case additional fee is required representing the cost for providing information, the CPIO would intimate the applicant through this
portal. This intimation can be seen by the applicant through Status Report or through his/her e-mail alert.

For making an appeal to the first Appellate Authority, the applicant has to click at "Submit First Appeal” and fill up the page that will
appear.

The registration number of original application has to be used for reference.

As per RTI Act, no fee has to be paid for first appeal.

The applicant/the appellant should submit his/her mobile number to receive SMS alert.

Status of the RTl application/first appeal filed online can be seen by the applicant/appellant by clicking at € View Status€.

All the requirements for filing an RTI application and first appeal as well as other provisions regarding time limit, exemptions etc., as

provided in the RTI Act, 2005 will continue to apply.

¥ | have read and understood the above guidelines.

\Submit (Cancel

68



Then Online RT1 Request Form screen will be displayed. This form can be used to file
an online RTI.

Fig B.70: Online RTI Request Form

RTI Online

An Initiative of Department of Personnel & Training, Government of India

Home SubmitRequest SubmitFirst Appeal View Status FAQ

Online RTI Request Form

Note: Fields marked with * are Mandatory.
Public Authority Details :-

* Select Ministry/Department/Apex body --Select-- Y

Personal Details of RTI Applicant:-

Name Enter Name

Gender ¥Male “remale

* Address Enter address @
Pincode n Enter pincode \ o

Country ® India '~ Other

State | —-Select- v

Status Rural Urban

Educational Status < Literate  llliterate

Phone Number +91 S Enter phone number ‘ (2]
Mobile Number (For receiving SMS alerts) '+91 » .: Enter mobile number \ @
* Email-ID | e.g user@domain.com o

* Confirm Email-ID | 7]

Request Details :-

Citizenship .
e - B Indian v
(Only indian citizens can file RTI Req )
* |s the Applicant Below Poverty Line ? | -Select— v

(Enter Text for RTI Request application upto 3000 characters)

Note:- Only alphabets A-Z a-z number 0-9 and special characters, .- _ () / @ : & \ % are allowed in Text for RTI Request application.

* Text for RTI Request application

Vi
0/3000 Characters entered

Supporting document  (oniy pdf upto 1 MB) Choose File | No file chosen

)
Can'tread the image? click here to refresh

Submit Reset

* Enter security code
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Ministry or Department for which the applicant wants to file an RTI can be selected
from Select Ministry/Department/Apex body dropdown.

Applicant will receive sms alerts in case he/she provides mobile number. The fields marked
* are mandatory while the others are optional.

If a citizen belongs to BPL category, he will select the option Yes in “Is the Applicant
Below Poverty Line?” field and he has to upload BPL card certificate in Supporting
document field.

1. Supporting document should be in PDF format and uptolMB.

2. No RTI fee is required to be paid by any citizen who is below poverty line as

per RTI Rules, 2012.
Fig B.71: Uploading supporting documents

51 RTI Online :: Submit Reques X

1]

L C i | @ https://rHonline.gov.injrequest/request.php
1% apps L] Suggested Sites [ Web Sice Gallery (] Imported From 18 [ Ublity () 2faster - (T] Google ML How to install .OLL file.. W' PastgreSQL: Documen... T PostgreSQL: Documen... L 5: RTI Request & App

* Is the Applicant Below Poverty Line ? Yes
BPL Card No.
{Proof of BPL may be provided as an attachment)
Year of Issue @
Issuing Authority
(Enter Text for RTI Request application upto 3000 characters)
Note:- Only alphabets A-Z a-z number 0-9 and special characters, . -_ () / @ : & | % are allowed in Text for RTI Request application.

* Text for RTI Request application

0/3000 Characters entered

* Supporting document  (only pdf upto 1 A15) Choose File | No file chosen

26bbn4

* Enter security code

Can't read the image? ¢l rest
[

In case of BPL category the applicant can click on submit button to submit the RTI
application.

On submission of the application, a unique registration number would be issued, which
may be referred by the applicant for any references in future.
Fig B.72: Submission page

Your RTlI Request filed successfully.

Please note down the details of registration.

Registration Number
Name
Date of Filing

Request filed with

Telephone Number 1846

Email id
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If a citizen belongs to Non BPL category he will select the option NO in “Is the
Applicant Below Poverty Line?” field alnd has to make a payment of RS 10 as
prescribed in the RTI Rules, 2012.

The applicant can pay the prescribed fee through the following modes:

(a) Internet banking through SBI and its associated banks;
(b) Using credit/debit card of Master/Visa.

Fig B.73: RTI request page

J am o saminae -\ e e
« C' i & https://rtionline.gov.in/request/request.php ay

LA ||

i apps ] suggested sites [ webSiice Galery [ ImportedFromE  [1) Utity [J 2faster [JJ Google DL How toinstall DLL fie.. WP PostoresqL: Documen... W PostyresQL: Documen.. T8 o RTIRequest & App..

* |s the Applicant Below Poverty Line ? | NO

You are required to pay the RTl fee of T 10

{Enter Text for RTI Request application upto 3000 characters)

Note:- Only alphabets A-Z a-z number 0-9 and special characters, . -_ () / @ : & | % are allowed in Text for RTI Request application.

* Text for RTl Request application

/:
0/3000 Characters entered

Supporting document  (only pdf upto 1 MB8) | | Choose File | No file chosen |

26bbnd

* Enter security code ‘

Can't read the image? click here to refresh

Make Payment Reset

Home | National Portal of India | Complaint & Second Appeal to CIC | FAQ

“Text for RTI Request application” should be upto3000 characters. If the text of RTI
application is more than 3000 characters then RTI application can be uploaded in
Supporting document field.

Note: - Only alphabets A-Z a-z number 0-9 and special characters, - _()/ @ :
& \ % are allowed in Text for RTI Request application.

After filling all the details in the form click on Make Payment button.

On clicking Make Payment button Online Request Payment form will be

displayed. The payment mode can be selected in this form.
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Payment mode can be:

1. Internet Banking
2. ATM-cum-Debit Card
3. Credit Card

Fig B.74: Payment page

'@R?tonlne::pamem x = ] 33

€ - C A @& https://rtionline.gov.in/request/payment.php?requestFromid=263837393336353564643935396237613161363936393831643162 29303
2% apps [ Suggested Sites || Web Slice Gallery (] Imported FromIE ) Utiity [TJ 2faster [T Google 2 How toinstall DLL fle.. WP PostgreSQL: Documen... WP PostoreSQu: Documen.. i =2 RTIRequest & Aop...

Home SubmitRequest SubmitFirst Appeal View Status FAQ

Online Request Payment Form

Do not use Refresh and back button of browser.

In case amount is debited and registration number is not received, registration number would be sent to you later after reconcilation.

DO NOT REGISTER ANOTHER REQUEST FOR THE SAME INFORMATION

NAME RTIFee: T10
Payment Mode

Internet Banking ATM-cum-Debit Card of SBI Credit or Debit Card

Home | National Portal of India | Complaint & Second Appeal to CIC | FAQ

it © 2013. All rights reserved. Designed, Dewv ted by National Informatics Centre, New Delhi

After clicking on the "Pay" button, applicant will be directed to SBI Payment Gateway for
payment. After completing the payment process, applicant will be redirected back to RTI
Online Portal.

On submission of the application, a unique registration number would be issued, which
may be referred by the applicant for any references in future.

The applicant will get an email and sms alert (if mobile no. provided) on submission of
application.

Fig B.75: Request successfully submitted

Your RTI Request filed successfully.

Please note down the details of registration.

Registration Number CABST/R/2014/60078
Name

Date of Filing 02-04-2014

Request filed with Cabinet Secretariat
Telephone Number 23018467

Email Id kj.sibichan@nic.in

= .
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The application filed through this Web Portal would reach electronically to the "*Nodal
Officer of concerned Ministry/Department, who would transmit the RTI application
electronically to the concerned CPIO.

Submit First Appeal

For submitting First Appeal application, click on Submit First Appeal option.

On clicking on this option “GUIDELINES FOR USE OF RTI ONLINE PORTAL” screen
will be displayed. This screen contains various guidelines for using RTI online portal.

Citizen has to click on the check box “I have read and understood the above guidelines.”
and then click on submit button.

Fig B.76: Guidelines for First Appeal

I 2 o e . < N

- C A | & https://rtionline.gov.in/guidelines.php?request Qe =
! apps [ SuggestedSites | Web Sice Gallery (] ImportedFromIE [ '] Utiity (T 2faster [T] Google DXL How toinstall DL fie.. W PostoreSQL: Doaumen... WP PostyreSQL: Documen... ¢ ::ATIRequest & App... »

GUIDELINES FOR USE OF RTI ONLINE PORTAL

[

. This Web Portal can be used by Indian citizens to file RTI application online and also to make payment for RTI application online. First
appeal can also be filed online.
2. An applicant who desires to obtain any information under the RTl Act can make a request through this Web Portal to the

Ministries/Departments of Government of India.

w

. On clicking at "Submit Request”, the applicant has to fill the required details on the page that will appear.

The fields marked * are mandatory while the others are optional.

FS

. The text of the application may be written at the prescribed column.

w

. At present, the text of an application that can be uploaded at the prescribed column is confined to 3000 characters only.

o

. In case an application contains more than 3000 characters, it can be uploaded as an attachment, by using column

"Supporting document”.

~

. After filling the first page, the applicant has to click on "Make Payment” to make payment of the prescribed fee.

-]

. The applicant can pay the prescribed fee through the following modes:
{a) Internet banking through SBI and its associated banks;

(b) Using credit/debit card of Master/Visa.

=]

. Fee for making an application is as prescribed in the RTI Rules, 2012.

10. After making payment, an application can be submitted.

11. No RTI fee is required to be paid by any citizen who is below poverty line as per RTI Rules, 2012, However, the applicant must attach a
copy of the certificate issued by the appropriate government in this regard, alongwith the application.

12. On submission of an application, a unique registration number would be issued, which may be referred by the applicant for any
references in future.

13. The application filed through this Web Portal would reach electronically to the "Nodal Officer” of concerned Ministry/Department,
who would transmit the RTI application electronically to the concerned CPIO,

14. In case additional fee is required representing the cost for providing information, the CPIO would intimate the applicant through this
portal. This intimation can be seen by the applicant through Status Report or through his/her e-mail alert.

15. For making an appeal to the first Appellate Authority, the applicant has to click at "Submit First Appeal” and fill up the page that will
appear.

16. The registration number of original application has to be used for reference.

17. As per RTl Act, no fee has to be paid for first appeal.

18. The applicant/the appellant should submit his/her mobile number to receive SMS alert.

19. Status of the RTl application/first appeal filed online can be seen by the applicant/appellant by clicking at € View Status€p.

20. All the requirements for filing an RTI application and first appeal as well as other provisions regarding time limit, exemptions etc,, as

provided in the RTI Act, 2005 will continue to apply.

#| | have read and understood the above guidelines.

Submit| |Cancel
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Then Online RTI First Appeal Form screen will be displayed.

Fig B.77: Online RTI First Appeal Form screen
SRR NP W e T |

<. C M B hups//rtionline.gov.in/appeal /firstAppeal ¢
Aops | [ Suggested Sives | || Web Skoe Gallery (] fmported From % | Utaty (TJ Zfaster () Google X4 How o instal T4l fle. WP PostpreSQLr Documen WP Postgresce:Cocumen . B 1t RTI Request & Apo

Request Submit First Appeal View Status FAQ.

Online RTI First Appeal Form

If request registration no. is available please provide in the box given below

* Request Registration No. Enter Request registration no. @

* Enter Emall id

* Enter Security code

Home | National Portal of India | Complaint & Second Appeal 1o CIC | EAQ

Applicant can enter Request Registration no., Email Id and security code in Online RTI
First Appeal Form.

On clicking on submit button Online RTI First Appeal Form will be displayed.

Fig B.78: Submit form
v ‘ RTI Online

G

An Initiative of Department of Personnel & Training, Government of India

Home SubmitRequest SubmitFirst Appeal View Status FAQ

Online RTI First Appeal Form

Note: Fields marked with * are Mandatory.

Public Authority Details :-

* Select Ministry/Department/Apex body | Department of Personnel & Training v

Personal Details of Appellant:-

* Request Registration Number | pOP&T/R/2014/60235 | @
* Request Registration Date (16/01/2014 m e
Name [MANIRAM sHARMA
Gender ®male “Female
« Address [ BEHIND ROADWAYS DEPOT | @

[ SARDARSHAHAR |

[pisT cHURU RAJ |
Pincode @ 331403 B
Country ® India “ Other
State | Rajasthan v
Status Rural ) Urban
Educational Status Literate “ Illiterate
Phone Number (vo1 |[@ 1564224652 | @
Mobile Number (For receiving SMS alerts) [+01 |( ™ o9a60605417 | @
* Emal [ maniramsharma@gmail.com | @

Appeal Details :-
Citizenship
(Only tndian-citizens.can file RTI Request opphcation)  |'"ia" |
* Is the Applicant Below Poverty Line ? | NO v
* Ground For Appeal [ —-select-- 7 M|
(Enter Text for RTI first appesl application upto 500 characters)
Note:- Only alphabets A-Z a-z number 0-9 and special characters, . - _ () / @ : & \ % are allowed in Text for RT! first appeal application.
* Text for RTI first appeal application
0/3000 Characters entered

Supporting document (only pdf upto 1 M5) '\ Choose File | No file chosen J

nbh84mz

* Enter security code \

Can't read the Image? click hers to refresh

GETTED GETTHD
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The applicant can select reason for filing appeal application from Ground For Appeal

dropdown field.

Fig B.79: Select reason for appeal

2]

maniramsharma@gmail.com

Appeal Details :-

Citizenship

Supporting document (only pdf upto 1 M8)

* Enter security code

Indian
(Only Indian citizens can file RTI Request application) |
* |s the Applicant Below Poverty Line ? | NO
* Ground For Appeal ! -Select--
(Enter Text for RTI first appeal application upto 500 characters) .
Refused access to Information Requested
Note:- Only alphabets A-Z a-z number 0-8 and special ch{ No Response Within the Time Limit 1 first appeal application.
| Unreasonable amount of Fee required to Pay |
Provided Incomplete,Misleading or False Information
| Any Other ground
* Text for RTI first appeal application

0/3000 Characters entered

|| choose File | no file chosen

‘nb84mz

Can't read the iImage? click here to refresh

“Text for RTI first appeal application” should be upto3000 characters. If the text of
RTI first appeal application is more than 3000 characters then RTI appeal application can
be uploaded in Supporting document field.

Note:

1.

Only alphabets A-Z a-z number 0-9 and special characters, .- _()/

2.
3.

@ :& \ % are allowed in Text for RTI Request Application.
Supporting document should be in PDF format upto1MB.
As per RTI Act, no fee has to be paid for first appeal.

On submission of the application, a unique registration number would be issued, which
may be referred by the applicant for any references in future.

Home SubmitRequest SubmitFirst Appeal View Status FAQ

Your RTI Appeal filed successfully.

Please note down the details of registration.
Registration Number DOP&T/A/2014/60103
Name A
Date of Filing 02-04-2014
Request filed with Department of Personnel & Training
Telephone Number 23094112
Email Id sorti-dopt@

Fig B.80: Unique Registration Number Page
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The application filed through this Web Portal would reach electronically to the "*Nodal
Officer™ of concerned Ministry/Department, who would transmit the RTI application
electronically to the concerned Appellate Authority.

View Status

Status of the RTI application/first appeal filed online can be viewed by the applicant by

clicking on View Status.

On clicking this option Online RTI Status Form will be displayed.

Online RTI Status Form

Home SubmitRequest SubmitFirst Appeal View Status FAQ

Note: Fields marked with * are Mandatory.

Fig B.81: View Status Page

* Enter RegistrationNo. [ DOP&T/A/2014/60103 @

* Enter Email Id |sesssssssssesssssese oo

| ésvixb 6svixh

Can't read the image? click here to refresh

T T

* Enter Security code

tal of

Home | National Por

India | Complaint & Second Appeal to CIC | FAQ

Applicant can enter Registration no., Email Id and security code in Online RTI Status

Form. On clicking on show button Online RTI Status Form will be displayed

Home SubmitRequest Submit First Appeal View Status FAQ

Online RTI Status Form

Note: Fields marked with * are Mandatory.

Registration Number DOP&T/A/2014/60103

Name MANIRAM SHARMA

Date of Filing 02/04/2014

Request filed with Department of Personnel & Training
Status RTI APPEAL RECEIVED as on 02/04/2014
Telephone Number 23094112

Email Id sorti-dopt@nic.in

Print RT1 Application Print Status

Fig B.82: Online RTI Status Form
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In case of additional payment is demanded by CPIO following screen will be displayed.

Online RTI Status Form

Note: Fields marked with * are Mandatory.

Registration Number
Name

Date of Filing

Request filed with Department of Parsonnel & Training

ADDITIONAL PAYMENT REQUIRED FOR INFORMATION as or
Status

Additional Payment T 100 PMake Payment

Remarks :- Please provide Rs 100 for photocopy

Nodal Officer Details

Telephone Number

Email id

Fig B.83: Additional Payment Page

Additional payment can be made by clicking on Make Payment link. Then the applicant
will be directed to payment gateway.

Home SubmitRequest SubmitFirst Appeal View Status FAQ

Online Request Payment Form

Do not use Refresh and back button of browser.

In case amount is debited and registration number is not received, registration number would be sent to you later after reconcilation.

DO NOT REGISTER ANOTHER REQUEST FOR THE SAME INFORMATION

NAME ‘ ‘ RTI Additional Fee : T100 ‘

Paymient Moda ‘ Internet Banking ‘ ATM-cum-Debit Card of SBI ‘ Credit or Debit Card

Home | National Portal of India | Complaint & Second Appeal to CIC | FAQ

opyright © 2013: All rights reserved. Designed; Developed and Hosted by National Informatics Centre, New Delhi

Fig B.84: Make Payment link Page

In case the document attached at the time of filing RTI Request is not accessible, then the
following screen will be displayed in view status.

Online RTI Status Form

Note: Fields marked with * are Mandatory.

Registration Number DOP&T/R/2014/60453

Name kamal kumar soni

7Da;¢ of Filing 04/02/2014

Request filed with Department of Personnel & Training

SUPPORTING DOCUMENT REQUIRED FROM APPLICANT as on|
Status
03/04/2014

Remarks i- The document attached at the time of filing RTI Request is not accessible. The same document may

please be uploaded to process your RTI Request.

Upload document  (only pdfupto 1 M8) ‘ \m No
Telephone Number 23094112
Email Id sorti-dopt@nic.in
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Document can be uploaded by clicking on choose file option and then click on Attached
button.

The following screen will be displayed when file gets uploaded successfully.

Fig B.85: File uploaded successfully

Home SubmitRequest SubmitFirst Appeal View Status FAQ

Online RTI Status Form

Note: Fields marked with * are Mandatory.
File upload successfully

* Enter RegistrationNo. ‘ @

* Enter Email Id |

rpknj7 | |

* Enter Security code

Can't read the image? click here to refresh

India | Complaint & Second Appeal to CIC | FAQ

In case RTI Request Application is returned to applicant following screen will be displayed.

Online RTI Status Form

Note: Fields marked with * are Mandatory,

Registraticn Number DOFETR D045
Hime 5. Sharma
Date of Filing 00k

Reguest fled with

Status

Rasninrks = As menticasd i the guidelines for use of this portal, this faciliey & not svadable for fling ATI
applications. foe the peblic authorities under the State Govermments, inchuding Government of NCT Delhi, Since
your RTI application is meant for @ public authority under the State Government, the same i retursed herewith,
Yo may file the same before the congenmed public authority under the State Gowernment,

Telephone Namber oAl

Ermadl id

I T T
Fig B.86:File uploaded successfully — Final Screen
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RTI application will be returned to applicant without refund of amount in case RTI
applications are filed for public authorities under the state governments including
Government of NCT, New Delhi.

In case RTI Request Application is transferred to other public authority following screen
will be displayed.

Fig B.87: RTI Request Application is transferred to other public authority

Online RTI Status Form

Note: Fields marked with * are Mandatory.

Registration Number DOP&T/R/2014/60265
Name mzhendrajoshi
Date of Filing 20/01/2014
Request filed with | Department of Personnel & Training
REQUEST TRANSFERRED TO OTHER PUBLIC AUTHORITY as
Status
on 03/04/2014

Details of Public Autority :- Ministry of Home Affairs.
vide registration number :- MHOME/R/2014/80106 respectively.

Note:- Further details will be available on viewing the status of the above-mentioned new request registration

number.
Nodal Officer Details

Telephone Number 23094112

Email Id | sorti-dopt@nic.in

CTE T grYe

New Registration no will be generated in this case and applicant can see the status of his
application by using this new registration no.

In case RTI Request Application is forwarded to multiple CP10Os, following screen will be
displayed.

Online RTI Status Form

Note: Fields marked with * are Mandatory

Registration Number
Name
Date of Filing

Request filed with

Status
Details of CPIO :- Telephone Number:- , Email Id:
Note :- You are advised to contact the above mentioned officer for further details.

Your RTI application has been forwarded to multiple

cPIOs S e
Telephone Number 23094112
Email Id orti-dopt@nic.ir

SIS T T

Fig B.88: RTI Request Application is forwarded to multiple CP10s
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On clicking on link Click here to view details following screen will be displayed.

0
Status of RTI Request
CPIO Telephone Number Remarks Document
S.No. Registration Number Current Status Status Date
& Email (If any) (If any)
DOP&T/R/2013/65132 REQUEST FORWARDED TO CPIO 03/04/14
23040341
2 | DOP&T/R/2013/65132/1 REQUEST FORWARDEDTOCPIO | 03/04/14
usestal@nic.in
011-24624722
3 DOP&T/R/2013/65132/2 REQUEST FORWARDED TO CPIO 03/04/14

dswelfare-dopt@nic.in

4 DOP&T/R/2013/65132/3 REQUEST FORWARDED TO CPIO 03/04/14

Fig B.89: Viewing details
For e.g.

If RTI application is forwarded to four CPIOs by Nodal officer, four registration numbers
will be generated.
I.e

1. DOP&T/R/2013/65132

2. DOP&T/R/2013/65132/1

3. DOP&T/R/2013/65132/2

4. DOP&T/R/2013/65132/3

The application gets divided in four parts and the applicant can see status of these 4 parts
by using four different registration numbers.

Four replies will be received by the applicant.

In case the applicant is not satisfied with the reply of a particular CP10O, then appeal needs
to be filed for that particular registration no.
e.g.

If the applicant is not satisfied with reply of registration no DOP&T/R/2013/65132/1 then
he/should file an appeal for registration no DOP&T/R/2013/65132/1 and not for original
registration no DOP&T/R/2013/65132.
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User Registration

On clicking sign up here link User Registration Form will be displayed. Citizens can
register for RTI account by filling this User Registration Form.
Note: User Registration is not mandatory.

Fig B.89: User Registration Page
o
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On successful registration following screen will be displayed.

Successful User Registration.

Please note the following details for logon to RTI Cnline Portal.

Username :- arpitrt
Usertype :- Individual
Name :- arpit

Click here to login

After that, citizen has to click on the link Click here to login.
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Then citizen login form will be displayed.

Fig B.90: Citizen Login Page

RTI Online

An Initiative of Department of Personnel & Training, G ment o

Home  Submit Request  Submit First Appeal View Status  FAQ

Citizen Login Form

Note: Fields marked with * are Mandatory.

* Enter Username | |
| )
 8r7rfm | \

Cantreadthe image? click here to refresh

D G

* Enter Password

* Enter Security code

Pottal of India | Complaint &

Citizen can enter username, password and security code in this form and then click on
login button.
Then Citizen Activation Login Form will be displayed where citizen can enter

Activation Key received in email and click on Activate button.
Fig B.90: Citizen Activation Login Form

A | RTI Online

An Irtstive of Depantment

Home Submit Request  Submit Fisst Appeal  View Status  FAQ

Citizen Activation Login Form

Note Fedds marked with @ are Mandstory,

* Enter Activation Key

 86yx84

Cant reddihe imoge P dick hate te refm b

TN a5

W o haww 5ot ren e v e 35 Svo D00 kg, (LS8 DR o5 g9t 3 e luy
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After clicking on Activate button, following screen will be displayed.

equest  SubmitFirst Appeal  View Status  FAQ  MyAccount  LoginHistory  Logout

UserName ;- test Change Password UserType :-Individual

Request/Appeal Status as on 03-04-2014

Requests Appeals
Registered [0] Registered [0]
Disposed of [0] Disposed of [0]
Pending [0] Pending [0]

Citizen can change password of his/her account by clicking on link Change Password.

Online RTI Change Password Form

Note: Fields marked with * are Mandatory.

* Enter Current Password,

* Enter New Password | 7]

Password strength Password not entered

* Enter Confirm Password

(kf8viq| w

Can't read the image? click here to refresh

* Enter Security code

Home | National Portal of India | Complaint & Second Appeal to CIC | FAQ

signed, Developed and Hosted by

Fig B.90: Change Password Page
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Update User Details

Account details of the citizen can be updated by clicking on link My Account

RTI Online

An Initiative of Department of Personnel & Training, Government of India

Submit Request SubmitFirst Appeal View Status FAQ MyAccount LoginHistory Logout

Update User Details

Note: Fields marked with * are mandatory. Provide valid email-id

* User Name test05
* Email-ID  (for receiving Activation Key and Alerts) test@gmail.com o
[« Usertype ' N ( individual
* Name | test
* Gender Male ® Female
* Address [ New delhi @
Pincode B enter pincode | @
Country ® ndia @ Other
State | --Select-- .
‘ Phone Number [+91 ||@® Enter phone number I
* Mobile Number (for receiving SMS Alerts) | +01 \'f 800388393 (2]
fs9rmz
* Enter security code )
Can't read the image? click here to refresh

EETTED GECTHD

Fig B.91: My Account Page
Forgot Password

On clicking on Forgot Password link Online RTI forgot password screen will be displayed.

This form can be used to get the password of applicant’s RTI account.
The password is sent on applicant’s Email ID.

Fig B.91: Forgot Password Page

RTI Online

An Initiative of Department of Personnel & Training, Government of India

Tl

L

Home Submit Request Submit First Appeal View Status FAQ

Online RTl forgot password

Note: Fields marked with * are Mandatory.

*Enter Registered Email ID |

| 66gmmr |

Can't read the image? click here to refresh

*Enter Security code
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SWAYAM

SWAYAM is a program initiated by Government of India and designed to achieve the
three cardinal principles of Education Policy viz., access, equity and quality. The
objective of this effort is to take the best teaching learning resources to all, including
the most disadvantaged. SWAY AM seeks to bridge the digital divide for students who
have hitherto remained untouched by the digital revolution and have not been able to
join the mainstream of the knowledge economy. This is done through an indigenous
developed IT platform that facilitates hosting of all the courses, taught in classrooms
from 9th class till post-graduation to be accessed by anyone, anywhere at any time.
All the courses are interactive, prepared by the best teachers in the country and are
available, free of cost to the residents in India. More than 1,000 specially chosen
faculty and teachers from across the Country have participated in preparing these
courses. The courses hosted on SWAYAM are in 4 quadrants — (1) video lecture, (2)
specially prepared reading material that can be downloaded / printed (3) self-
assessment tests through tests and quizzes and (4) an online discussion for more
learning the doubts. Steps have been taken to enrich the learning experience by using
audio-video and multi-media and state of the art pedagogy / technology. In order to
ensure best quality content are produced and delivered, nine National Coordinators
have been appointed: They are AICTE for self-paced courses, NPTEL for

engineering, UGC for post-graduation education, CEC for under-graduate education,
NCERT &NIOS for school education, IGNOU for out of the school students and,
IIMB for management studies. Figure shows domains covered by MooCS.

Post-
graduate
education

School Out-of- | Under-

: ) | school I graduate
\ Scucalon / '\ education education

-1, National Institute of Open Schooling «Indira Gandhi Open University

+1. Engineering education (National
Programme on Technology Enhance:

d
+2. National Council Of Educational
Research And Training

Courses delivered through SWAYAM are available free of cost to the learners,
however students wanting certifications shall be registered, shall be offered a
certificate on successful completion of the course, with a little fee. At the end of each
course, there will be an assessment of the student through proctored examination and
the marks / grades secured in this exam could be transferred to the academic record of
the students. UGC has already issued the UGC (Credit Framework for online learning
courses through SWAY AM) Regulation 2016 advising the Universities to identify
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courses where credits can be transferred on to the academic record of the students for
courses done on SWAYAM. SWAYAM platform is indigenously developed by
Ministry of Human Resource Development (MHRD) and All India Council for
Technical Education (AICTE) with the help of Microsoft and would be ultimately
capable of hosting 2000 courses and 80000 hours of learning: covering school, under-
graduate, post-graduate, engineering, law and other professional courses.

PRACTICE QUESTIONS

. To get familiar with user role account of GeM and learn to perform one complete
purchase from it.

. To get familiar with e-Tender and its bid opening method.

. To get familiar with various functionality of EHRMS after registering with the website
of EHRMS.
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C. MICROSOFT OFFICE

1. MICROSOFT WORD

Familiarization with

MSWord

Microsoft Word (or simply Word) is a word processor developed by Microsoft. It
was first released on October 25, 1983 under the name Multi-Tool Word for Xenix
systems. Subsequent versions were later written for several other platforms including
IBM PCs running DOS(1983), Apple Macintosh running the Classic Mac OS (1985),
AT&T Unix PC (1985), AtariST (1988), OS/2 (1989), Microsoft Windows (1989),
SCOU nix (1994), and OSX (2001).

Microsoft Word (Fig 80) is a word-processing application that can be part of the
Microsoft Office suite or a stand-alone program installed on to your computer. The
program can be used to write letters and different types of documents that can include
graphics and pictures. Microsoft Word allows users to alter the appearance of text
easily by changing its color, font style and size. The document is easily saved as a file
on a computer or other media device and retrieved whenever needed for editing,
sharing or printing.

Application button contextual tab set

"

'S -
i 1 -~ s -
0y (L I Document.docx - Microsoft Word Tab:e Tools | =JIO8 X
= Home Insert  Page L;e',out References Maings Review View Design aa‘,'-laut U
=1 4 Calibri Body) I PRI = = S R <1y , 1 Ai\ 3
2 B / U-*~aex X .a-/ EESE :g. AaBbCcDc | AaBbCcDx AHB‘)(J ” .\
Paste A Thormal |TMNoSpad.. Headingl - Change Editing

|

12 { liz,!ec*
Paragraph | e

i | i

J w/'ﬁ‘;',t\a' AN A

Font Color

| &

€ Press F1 for more help,

Fig C.1: MS Word homepage
Creating and Saving of Documents using MS Word

Follow these step-by-step instructions to create a document in Microsoft Word:
Stepl: From the desktop or from your ‘Start’ menu, open Microsoft Word.

Step2: Microsoft Word will open up and present you with an option to select a
document template, or a blank document.

Step 3: If you don't want to use any of the templates on display, click on the blank
document.

Step 4: A new blank document will open up ready for you to start typing.
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Follow these step-by-step instructions to save a document:
Step 1: Start a new document in Word and type your text.

Step 2: Click File in the top left-hand corner of the screen. Some versions of Word may
have an ‘Office’ button in the top left-hand corner. Click on this to bring up the menu to
continue.

Step 3: From the menu, choose Save.

Step 4: A ‘Save’ dialogue box will come up. At the top and at the left-hand side in the list
of folder options, it will show the folder where you’ll be saving the document. If you wish
to change this folder, navigate through the folders on the left-hand side of the dialogue box
to choose the one where you want to save your document.

Step 5: Word will automatically give your document a name, based on the first few words
of your text. If you don’t like the given one, once you have chosen the destination folder,
type a name for your document in the ‘Filename’ box. Come up with a name that is
concise but will allow you to find the document easily again.

Step 6: Once you have typed in the name of your document, click Save.

Fig C.2: Saving a document

Information about Document’]
T What is Word Starter 20107
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New
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Print - | Before shanng this file, be aware that
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Save & Senct Issues -
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2Jd Options

E.d Exit s
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Step 7: Your document will now have a name, which will be shown at the very top of
your document screen. If you make changes to your document and then save them after it
has been saved originally, the dialogue box will not come up again. It will just save your
changes without any visual notification being shown.

Step 8: The ‘Save As’ menu-the link to which is on the left-hand side of the ‘File’
dialogue box, beneath ‘Save’— is used to save an existing document under another name.
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Inserting and formatting Tables and other objects

To insert a blank table:
e Click on insert tab and then click on table.

e This will open a drop-down menu that contains a grid (fig 82). Hover over the grid to
select the number of columns and rows you want.

e Select the required grid.
e To enter text, place the insertion point in any cell, then begin typing.

Fig C.3: Inserting a table

| - - . [,v\ L lore Schedule B e ‘—/ N ~»
o o A Faaa A

Other than Tables, Pictures, ClipArt, Shapes, Header, Footers and Charts can also be
inserted into Blank Document.

Inserting a new object
Microsoft Word allows you to embed objects created in other programs into one document.

These objects can offer data and other resources to support your document’s objectives and
create a visually pleasing layout for your recipients’ view. Open the Word document and
click the “Insert” tab on the command ribbon. Click the "Object" button in the Text group to
open the Object dialog box. In the Object dialog box, click the Create New tab, and then
select an option from the Object type list.

Fig C.4: Inserting a new object
Object » IENE

Create Mew Create from File

Dbgect type

dob obat Documen

Adobe Acrobat POFXML Document
Adobe Acrobat Securnty Settings Document

Bitmap Image

Kicrodoft Equaton 3.0

Microsoft Excel 97-2008 Workiheet

Microsoft Excel Binary Worksheest

Mucrosoft Excel Chart W Dusplay as icon
Result

Inserts a new Adobe Acrobat Document
[:E object into your document

oK Cancel
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Working with Page Layout setting and Printing documents

Page layout:-

The Page Layout Tab holds all the options that allow you to arrange your document pages
just the way you want them. You can set margins, apply themes, control of page orientation
and size, add sections and line breaks, display line numbers, and set paragraph indentation
and lines.

In the Page Layout tab, a drop-down menu will appear. Click the predefined margin size
you want. The margins of the document can be changed using the Margins command. In
Page layout Tab, Page Orientation can be set as: Portrait or Landscape to change the page
orientation.

Fig C.5:Orientation settings

Other Features of Page Layout

e Tochange the size of the Page, Select the Page Layout tab, then click the Size
command.

e On the Page Layout Tab, in the Paragraph group, use the spacing controls to adjust the
line spacing before and after each line. You will see the changes in your document.

¢ In the Paragraph group, use the Left and Right indent controls to indent the paragraph
at the left, right or both margins.

Printing the Documents
e Open an existing Word document or start a new document and type your text. Once
you’ve completed your document and are ready to print, click File in the top left-hand
corner of your document. Alternatively, some versions of Word may have an Office
button instead of a ‘File’ button — it’s a round Office icon in the top left-hand corner of
the screen. Click on this if you have one.
e Move down and click Print in the menu. This will bring up the ‘Print” dialogue box.

Choose how many copies of your document you need.
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Depending on your printer options, you can choose other printing features such as
whether you want to print all pages or only certain pages. You can also change the
orientation of the print from portrait to landscape and tell your computer and printer

whether you’re printing on a certain size of paper.

printing on your printer.

Working with Mail Merge

Mail Merge is a useful tool that allows you to produce multiple letters, labels,
envelopes, name tags, and more using information stored in a list, database, or

spreadsheet.

Step 1: Prepare datain E

xcel for mail merge.

You’ll also see, on the right, a preview of your printed document will look like.
When you’re happy with your settings, click Print. The document will now start

Column names in your spreadsheet match the field names you want to insert in your

All data to be merge dispersant in the first sheet of your spread sheet.

[ ]
mail merge.
[ )
[ ]
TZJ'/'
Home Insert Page Layout
=1 Envelopes i - fn
2| Labels ;'_"J -\ﬁb
|Start Mail|  Select

Merge » Recipents - Recipent s

Document1 (Autosaved) - Microsoft W

References Mailings Review View

Create | _]
| |

Letters

E-Mail Messages
Envelopes...
Labels...
Directory

¢ Normal Word Document

Write & Insert Fields

Step by Step Mail Meri\_wzard.,.

ord @l@] o
Adddns  Acrobat (7}
o
Merge to
Adobe PDF
Preview Results Finish Acrobat
3 Mail Merge Y X|
a
| Select recipients

(%) Use an existing list
() Select from Outlook contacts

O Type anewlist

| use an existing list

)

Step 2: Start the mail merge.

the kind of merge you want to run.

In Word, choose Blank Document>Mailings>Start Mail Merge, and then choose

Choose Select Recipients for adding new list or existing list of recipients. In the
Mail Merge Recipients dialog box, clear the check box next to the name of any

person who you don't want to receive your mailing.
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Step 3:-To insert an address block for an envelope, a label, an email message, or
a letter.

a) On the Mailings tab, in the Write & Insert Fields group, choose Address Block.

ouT REFERENCES MAILINGS REVIEW VIE
[= =1 e -
=D ‘ B 2 Rules -
2B B &
| ==l Q¥ Match Fields
e ‘F“":ting (T e
Specify address elements "
[¥] Insert recipient’'s name in this format: nE —
[1os ok
}12525: Randall Jr. = E'- Ins Q -]
Joshua Q. Randall Jr. e
holrs. JoshQRand:H Jr. FlnISh &
Mr. Josh Q. Randall Jr.
[ Merge 4
Insert company name {
B2) tnsert postal address: | &) EditIndividual Documents...
Never include the country/region in the address | “ =
Alwa th - .
B e i Soaion e ek D &3 Print Documents...
United States .
5 »
7| Format address according to the destination country/re ::_.J éend E'ma” MESSBQGS...

b) In the Insert Address Block dialog box, choose a format for the recipient's name as
it will appear on the envelope. Finish the mail merge. In the Finish group, choose
Finish & Merge and choose Print Documents or Send Email Messages.

Practice of using shortcut keys

Shortcut Keys are combination that causes a specific command to be executed. Typically,
shortcut keys combine the Ctrl or Alt keys with some other keys. Some of the examples of
shortcut keys are:

Common Shortcut Keys:-

Ctrl+C ->COPY ,Ctrl+X ->CUT , Ctrl+V-> PASTE
[ ] Ctrl+A -> SELECT ALL ,Ctrl+F -> FINDWORD

92



PRACTICE QUESTIONS

Q.1: Start the Mail Merge under Mailings, Select Recipients, Create New List, adding
about 5 records to the List, save your document, and then fill in the Template
document by adding Merge Fields to the document that reflect the data records that
you just created. Also add some text. Save the Template Document.

Q.2: In a given following figure, Change the Page Margins to Narrow, Sort the students
names alphabetically in ascending order, Add numbering to the "Students" and
"Teachers" lists separately, Change the layout of the "Students" list into two
columns

Q.3: Copy the logo of Chandigarh Administration from the website, resize and crop
picture, change its text wrapping attributes to “In Front of Text” so that you can
move the logo around the page at will and place it in front of any text on the page.
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Spreadsheet

2. MICROSOFT EXCEL

Microsoft Excel has the basic features of all spreadsheets using a grid of cells arranged
in numbered rows and letter-named columns to organize data manipulations like
arithmetic operations. It has a battery of supplied functions to answer statistical,
engineering and financial needs. In addition, it can display data as line graphs,

histograms and charts.

Fig C.6: MS Excel homepage
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Creating and saving document in MS-Excel

To save a workbook:

1. To create a new blank workbook: Select the File tab (fig 92). Keyboard shortcut: To
quickly create a new, blank workbook, you can also press CTRL+N

2. Select New, then click Blank workbook. A new blank workbook will appear.
Locate and select the Save command on the Quick Access Toolbar.

3. You'll then need to choose where to save the file and give it a file name. To save the
workbook to your computer, select Computer, then click Browse

4. The Save As dialog box will appear. Select the location where you want to save the

workbook.

5. Enter a file name for the workbook, then click Save.
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Formatting Cells in MS-Excel

About Cell Formats

Each cell in a worksheet can be formatted with many properties. However, we must point
out here that the format of a cell does not affect the actual value in the cell.

The Number Tab

The Number tab contains categories for the type of data that is in the cell. The default
category is General. Other categories are number, currency, accounting, date, time,
percentage, fraction, scientific, text, special, and custom.

Alignment Formatting Options

The second tab is Alignment. There are three "Text Control" options on this tab that are
especially useful when formatting a spreadsheet with titles, subtitles, and column headings.
They are "Wrap text" and "Merge Cells." The option, "Shrink to fit" will take the cell value
and make the font small enough to be completely displayed.

Font Formatting

The third tab is Font and the usual options that one sees in most Microsoft Office products
are available: font name, font style (regular, italic, bold), color, size, underline style
(single, double, etc.), and the special effects of strike-through, superscript, and subscript.

Creating Borders on Worksheet Cells or Group of Cells

The Border tab provides a variety of border styles, and any color may be selected for a
border. A border style and border color can be set for each side of an individual cell or a
group of cells.

Patterns or Fill

The back ground of a single cell orange of cell scan be filled with any imaginable color,
and a variety of pattern styles are available, such horizontal, vertical, or diagonal stripes,
dots, and crosshatches of different widths and percentages of gray.

Locking and Hiding Cell Contents

This feature allows the user to define certain cells as Locked and/or Hidden. If a cell is
formatted as Hidden, when that cell is selected in the worksheet, its contents will not
display in the Formula Bar.
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Using Basic Functions of all major categories

Functions are predefined formulas and are already available in Excel. A formula is an

expression which calculates the value of a cell.

Let's look at some of the most commonly used functions in Excel.

S.No. [ FUNCTION CATEGORY DESCRIPTION
1 SUM Math & Trig Adds all the values in a range of
cells
2 MIN Statistical Finds the minimum value in a
range of cells
3 MAX Statistical Finds the maximum value in a
range of cells
4 AVERAGE Statistical Calculates the average value in a
range of cells
5 COUNT Statistical Counts the number of cells in a
range of cells
6 LEN Text Returns the number of characters in
a string text
7 SUMIF Math & Trig Adds all the values in a range of
cells that meet a specified criteria
8 AVERAGEIF Statistical Calculates the average value in a
range of cells that meet the specified
criteria
9 DAYS Date & Time Returns the number of days between
two dates
10 NOW Date & Time Returns the current system date and
time

Numeric functions
As the name suggests, these functions operate on numeric data. For e.g. IS NUMBER,
RAND, ROUND, MEDIAN, PI etc.
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String functions
These functions are used to manipulate text data. Some of the common string functions are

LEFT, RIGHT, MID, ISTEXT etc.

Date Time Functions

These functions are used to manipulate date values. The following table shows some of the
common date functions e.g. DATE, DAYS, MONTH etc.

VLOOKUP function

The VLOOKUP function is used to perform a vertical look up in the left most column and
return a value in the same row from a column that you specify.

Relative and Absolute References

There are two types of cell references: relative and absolute. Relative and absolute
references behave differently when copied and filled to other cells. Relative references
change when a formula is copied to another cell. Absolute references, on the other hand,
remain constant, no matter where they are copied.

Relative References

By default, all cell references are relative references. When copied across multiple cells,
they change based on the relative position of rows and columns. For example, if you copy
the formula =A1+B1 from row 1 to row 2, the formula will become =A2+B2. Relative
references are especially convenient whenever you need to repeat the same calculation
across multiple rows or columns.

Absolute References

There may be times when you do not want a cell reference to change when filling cells.
Unlike relative references, absolute references do not change when copied or filled. You
can use an absolute reference to keep a row and/or column constant. An absolute reference
is designated in a formula by the addition of a dollar sign ($). It can precede the column
reference, the row reference, or both.

Sorting and filtering data Using Sorting in Excel:

e Select a cell in the column you want to sort by.

e Select the Data tab on the Ribbon and then click A-Z command to sort Ato Z, or
the Z-A command to sort Z to A.

e The worksheet will be sorted by the selected column.
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To filter data in Excel:

Begin with a worksheet that identifies each column using a header row.

Select the Data tab, then locate the Sort & Filter group.

Click the Filter command. Drop-down arrows will appear in the header of each

column. Click the drop-down arrow for the column you want to filter. In this

example, we'll filter the Type column to view only certainty pes of equipment.

e The Filter menu appears.

Uncheck the boxes next to the data you don't want to

view, or uncheck the box next to

Select All to quick lyun check all. Check the boxes next to the data you do want to view.
In this example, we'll check Laptop and Projector to view only these types of equipment.
Click OK. All other data will be filtered, or temporarily hidden. Only laptops and

projectors will be visible.

Fig C.7: Filter button in Home tab

Data Review View Q Tell me & Layout Formulas Data Review View 0
o 2l 37| ‘7 e TJ -2
pns Al Z Lieal Z|A . h Bt EEE &
£¥| A7 IA'l Sort Filter \i Textto Remove
. Reapp [‘v, .7 Advanced | Columns Duplicates
% Sot  Filter Sort & Filter Data
; * Advanced | 3
# C | | Fitter (Ctri=Shift+1)
Sort & Filter C Enable filtering of the selected
lIs.
nologies Inc
SortAtol t Detail Once filtering is turned on, dick
the arrow in the column header to
Lowest to highéit. detbook Pro | choose a filter for the column.
{etbook Pro
d 1200- 0 Press F1 for more help. o
Q Tell me more o i v
1artPad L200-3 14-Aug-10 16-Aug-10

Setting Page layout and Printing
Page Setup: Click on the Page Layout tab, then in the P

Box Launcher.

Page Layout Formulas Data Re
in = BT sl =75
f’.L: 3 -1 ] L) Lesd | |- ﬁ

Margins Orientation Size Print Breaks Background Prnt
" . v Area ~ v Titles
Page Setup (e

age Setup group, click the Dialog
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Orientation: Choose between landscape and portrait.

Scaling: Enlarges or reduces the worksheet or selection when you print so that it fits on the
specified number of pages.

e Adjust to when you select Adjust to, you can enter a percentage in the % normal
size box.

e Fit to when you select Fit to, you can enter a number in the page(s) wide box and
the tall box.

Insertion and Designing of charts

Creating Charts
Step 1- Select the Insert tab on the top of Excel.

Fig C.8: Insert tab

Insert Page Layout Formulas Data Review
EllE [ T : A
al @ 4P 4= - | X<
Picture Clip Shapes SmartArt Screenshot Column L:ne
Art -

Hiustrations 2-D Column

—T T = - (ﬂj‘{l

3-D Column

Step 2:- From the Charts grouping; choose the type of chart you wish to create
Step3:- A blank chart will appear, from the Data grouping, choose Select Data

Step 4:- Click inside the box labeled Chart data range, then click and drag to select
those cells in Excel that contain your chart data.
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PRACTICE EXAMPLES
There's no SUBTRACT function in Excel. However, there are several ways to subtract

numbers in Excel. Are you ready to improve your Excel skills?

1. For example, the formula below subtracts numbers in a cell. Simply use the minus
sign (-). Don't forget, always start a formula with an equal sign (=).

Al v fe || =100-5-2

A B L D E F G H |

2. The formula below subtracts the value in cell A2 and the value in cell A3 from the
value in cell Al.

3. As you can imagine, this formula can get quite long. Simply use the SUM function to
shorten your formula. For example, the formula below subtracts the values in the range
A2:A9 from the value in cell Al.

b5
=
=}

p-d
=
~ Q
.wwm#mw»—NmD
1

S =AL-SUM{AZ2:40T)

m
(g}

D | E | E | =] | H | 1

(- RN BT RSN T Y SR

e
{=ht=)

Take a look at the screenshot below. To subtract the numbers in column B from the
numbers in column A, execute the following steps.

4a. First, subtract the value in cell B1 from the value in cell Al.

Cl v F || =AL-B1

91
55
36
20
8
37

~ @ Ln P LD e
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4b. Next, select cell C1, click on the lower right corner of cell C1 and drag it down to cell C6.

Cl1 - S =A1-B1
) | B C D E F €] H 1
1 91 7 84
2 55 3 52
3 86 B 80
B 30 2 28
5 82 3 74
] 37 1 36
7 =i
8

Take a look at the screenshot below. To subtract a number from a range of cells,
execute the following steps.

5a. Firstly, subtract the value in cell A8 from the value in cell Al. Fix the reference to cell
A8 by placing a $ symbol in front of the column letter and row number ($A$8).

|
I

91 B1
55
86
30
B2
37

10

LTI RN IR T ¥ T - PV N

5b. Next, select cell B1, click on the lower right corner of cell B1 and drag it down to cell B6.

Bl ¥ I =A1-SASE
A B c _ D _ E _ F _ G _ H _ 1

i 91 81

2 55 as

3 86 76

a 30 20

5 82 72

6 37 37

7 =

8 | 10

=)

Explanation: when we drag the formula down, the absolute reference ($A$8) stays the
same, while the relative reference (Al) changes to A2, A3, A4, etc. Maybe this is one
step too far for you at this stage, but it shows you one of the many other powerful
features Excel has to offer.
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3. MICROSOFT POWERPOINT

Creating Presentation Using PowerPoint

PowerPoint is a software package designed to create electronic presentations consisting
of a series of separate pages or slides. PowerPoint is a slides how presentation program
that's part of the Microsoft office suite of tools. PowerPoint makes it easy to create,
collaborate, and present your ideas in dynamic, visually compelling ways.

Design layout

Open power point presentation and create a new file. Then select the appropriate layout
as per your desire. Following are different layout mainly used (Fig104).

= .
| S| || —
| T';;];';I;'E;;ﬁt | Seciion Fteader
o Content c.:m parg.:.; Title Oniy
Captiom Capticm

Fig C.9: Design Layout

Inserting different objects into slide

Open power point presentation and create a new file. Then go to the ‘Insert Menu’ and
select the object which you want to insert.

— (4] . !
B, Presentation] - Microsoft PowerPoint -y
ﬂ“ \

'l

i
7 Home int}n Design ~ Animations  SideShow  Revew  View  Adddns

Y
] o) @ % WER i raiEs e A4

Table  Pcture Cip Photo Shapes SmartAt Chat  Hyperlink Achon  Ted Header WordAt Date Shide Symbo! Obje¢  Movie Sound
Y At Abum* T Box &Footer ~  &Time Number Y

Tables ustrations Links Tat Media Clips
|90 AigntoSide  Aign Seieded Objecs ‘7
Fig B.99: Insert tab
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Different design of slide

To apply a slide design only to the currently selected slide in PowerPoint, follow these
steps: In the Design Tab, browse to the slide design that you want.

1. When you rest the mouse pointer over your selected design in the Slide Design task
pane, a gray options button with an arrow appears. Click this button.

2. Double Click on the theme which you want to apply tithe current slides.

Fig C.10: Insert tab

File Home Insert i Transitions  Animations

Aa Aa

{Aa 1 Aa

Step 1- Select the object or text on the slide that you want to animate.

Animation and Slide Transition

Step 2- On the Animations tab of the ribbon, click Add Animation, and pick an
animation effect.

"* :‘“ Animation Pane P Starc |On Click =
Tri er— Ty Duration: Auto =
Add 99 _ -
Animation =] = Animation Painter (5 Delay: 00.00 =
Entrance:
-
- X ¥r
Appear Fade FEy In Float In
> > b1
= k=1
Wipe I} Shape Wheel Random Bars
T Ll
3% Rt W,
Zoom Savivel Bounce

Fig C.11: Animation Pane

Setup a slideshow

Once you have all your slides completed and in the order you want, view your slide show.
Click the 'Slide Show' tab at the top of the page and select 'From Beginning'. You can go
through your entire slideshow, and change slides by clicking or pressing the right arrow. A

shortcut to this is pressingF5.
Fig C.12: Setting up slideshow

B OO0 =

File Home Insert
O ER N Ex=dgp = T
=~ o= e Y!',.'_x‘: L ‘....I« Pt — ®
From From Present Custom Shide Set Up Hide Rehearse Record Shide
Beginning fCurrent Slide  Online = Show = Shide Show  Shide Fimings Show ~
| Start Shide Show Set Up
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4. NIC Email (https://email.gov.in/)

1. Managing Your Email
a. View

i. You can view your email messages as single messages or as conversations and you
can view messages with the Reading Pane off, displayed at the bottom, or displayed

on the right.

ii. To change how messages are grouped in your mailbox, on the toolbar click View
and select whether to view by conversation or by message and where you want the

Reading Pane to display.

| Contacts Calendar Tasks Briefcase Preferences Search X
3 New Message
¥ Mail Folders

&, Inbox (2342)

or on the Right

REUN Contacts  Calendar  Tasks  Brefcase  Preferences

¥ Mail Folders LU JEIET
v &, Inbox (2620)
test

Drafts (8)

This is an auto-generated message. Please do not use this email address.

)
B3 Activity Stream (12)

reom '‘Mail Notfication”™ < MAILER-DAEMON@esahyd02 mc.in.
]

test (1542) n
"

*
.80

Select the reading pane to either bottom

Fig C.13: Reading Pane

I. View Email Messages by Conversation

In the Conversation view your messages are grouped to make it easier to follow
the thread of an email exchange. A conversation thread begins when you send or
receive an email and then send or receive subsequent replies and forwards based
on the original email. The subject displays only once in your Inbox and the
number of email messages in the conversation is shown. Conversations

containing unread messages are shown in bold.
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Conversations can be in your Inbox another in your sent folder, and others in
another folder. If you move a conversation from one folder to another, all messages
within that conversation are also moved to that folder. Messages in the Sent folder
and in the Trash folder are not moved.

To create a new conversation thread, you must create a new message, not reply to
or forward an existing message.

I1. View Email Messages by Message

Email messages in your mailbox can be organized by selecting the date a message
is received and by Conversation.

i. On the Mail tab toolbar, click the View drop-down menu.

ii. Select either By Conversation or By Message.

3 New Message ¥ || ‘Reply Reply to A Forward Archive || Delete Spam ghe | F~ Actions *

¥ Mail Folders Pt el = P s

v & Inbox (2621) -

W Trach e " F
1 T This is an auto-generated message. Please do not use this email address. 1 message
B3 Activity Stream (12)
m: ("Mail Notifcation”

B3 test1542)
- To: | zimtest

] Testing?

<MAILER-DAEMON @esahyd02.nic.in

B zimtes1
]
‘

“

Fig C.14: View Email Message page

b. Attachments

Add Attachments using drag and drop

You can easily add an attachment to an email message by dragging the file from a
folder into your email.

i.  Select one or more files from your desktop and hold down the cursor on
the file(s) to be attached.

ii. Drag the files to the message header area and release the cursor. The file
names are displayed in the header.

a. Removing an Attachment

i.  Toremove an attachment, click the x (cross) in the attachment bubble.
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User can download/remove all attachments

You can download or remove all attachments individually as the per user’s choice by
clicking on the file or you can also download all the attachments as a zip file by

Clicking on “Download all attachment” and remove all attachment by clicking on
“remove all attachments”.

Fig C.15: Downloading and removing attachments

d click here to remove the attachment

= o A ’
g &6 otyells y G v
L ¢

4 o 1254 Y8 D | g | e

y JePEe '\ Click here o downioad a single attachment

N T
Test \
o You can click here to download al attachments

a. Set priority Mail

When you compose a new message you can set the priority of the new email. Click on
options in the window and set the priority of the message to high, normal or low. If you
want your message to be seen quickly and the reply should be given immediately you can
set the priority to “HIGH”. The sent message will have a high priority sign before the
subject.

b. Undo Send

In the mail folders go to the last folder named as Undo send (Inside Zimlets). Click on
“undo send”. You can enable and set the number of seconds after which your mail will be
sent. Compose an email and it will show a timer i.e. the number of seconds after which the
mail will be sent. You can click on OK to proceed further or Cancel the sending process.
Please enable undo send before proceeding.
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Fig C.16: Undo sending

Enable UndoSend 4 )
orplie ok Secs 5 click here to enable undo send

d. Add Persona(A role granted to the user)

Creating different personas allows you to use multiple email addresses from your mailbox.

For example, you could use your primary account persona test<xyz@nic.in>for your
business email correspondence, and create a new persona for your personal email
correspondencetestlxyz@gov.in.

§ o st penianan sy guatky dhur macy pettror when pivding e miicots. For iaenple. o pow sometmner nend i i 0 partoulae 1o o ik, ORISR B petind
. for fat role.
8 e Fﬂnhzl'ﬁ*_
“E-v"‘-g
i Mooy = Settngs for St Mrssim
an Mgech LT LA T Chooon what igpbirs o the Trom” Gl of vmal s
e S | semteest prtmtfeg e
R | L
$ & 7T & 1w U Reply b ¥ srimrliggoer b
G E T L. T+ R 1 ————————— Smemilica e
S | — &
T 8% % %N Spulure Mrage your sraton

Fig C.17: Adding personal role
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I. Go to the Preferences>>Accounts page.

Your default account and personal information is shown as the primary account.

ii. Click on Add Persona. The account name New Personal displays in the Account
Name column. Now, in the Persona Settings>Persona Name text box(you can
change the name of the persona accordingly)

iii. In the Persona Name text box enter a descriptive word to identify the persona in the
“From” list when you are composing an email. For eg: ABC (This is the from name
of the persona). This name does not appear in the email message.

Iv. In the Settings for Sent Messages section, specify the “From” information for this

persona.

In the “From” text box type the name that appears in the “From” field of your outgoing
email messages. This is the name that is shown before your email address.

In the drop-down menu next to the text box, select the email address from which to
send messages.

**|f this field is not editable, you do not have additional external accounts identified.

To direct replies to email messages from this persona to a name and address different from
that which you configured in From, check Reply-to>Set the ""Reply-to™ field of email
messages to, and enter the name to use in the textbox.
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Vili.

Fig C.18: Adding a new persona
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Fig C.19: Adding Name And Signature

To automatically Use this persona when replying to messages sent to a specific email

address or
forwarding

when forwarding messages from that address, select when replying or
messages sent to, and type the email address in the text box. If you are

entering more than one email address, separate the addresses with either a comma or a

semi-colon.

109



viii. To automatically Use this persona when replying to messages in a specific folder or
when forwarding messages from this folder, select when composing, replying to or
forwarding messages in folder(s). Click the folder icon to select one or more folders or
to create a new folder. **If you are selecting more than one folder, separate the folder
names with either a comma or a semi-colon.

iX. Click Save.

e. Dumpster
User can restore all the deleted mails from the trash folder within the defined number of
days (i.e. within the timestamp of 90 days).

53 New Message - || e Repiyt Forward || Ar ele - - - - More | @ View =

¥ Mail Folders
& Inbox (2341)
[
B3 Drafs ()
ER unk
W Trash -
BT Activity Stream (1)
ED test (1407 @ Empty Trash
2 T Fecover Deleted iem: | [ Right click on the trash folder to recover the

deleted items. It will prompt to which folder you
want to recover the email.

To view a conversation. click on it.

33 Mew Folder A

5 Opan vt
S b L L —
sEMlz % =
2. Search

User can search in respective folder by clicking on search tab on the top right corner of
the page. Search can be performed using various attributes with a colon (:) symbol.
Fig C.20: Searching option

Mail  Contacts  Calendar

This shows the use of attributes -
24 New Message uSIng keyWord to search o R view T
Back Fitacs Sorted by Date © 1 conversation
has sttachment » Test GMAL - @ Mar 18
is flagged -
To view a conversation, click on it
15 unread M " P ~ "
for eg: Test is "in:Inbox" the message is “from:test’
Advanced Filters “cc:test”, "subject:d8" and date is
Recened rom . "date:MM/DD/YYYY"
Sentto .
Date sent, o
Attachments ... b4
Size pd
5::7:\;: . v
Tz E
L fder b

a) You can use these attributes to search in all the folders or they can be combined with
other attributes to search in a specific folder.
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b) In the search box type in: inbox from:test subject: Helloto: support cc:test, this
will search in respective folder “Inbox” with from, subject, to and cc specified and if
you search using from: testin the search box, without specifying any folder, this will
search in all the folders for the user “test” from which the mail is received.

Few examples are listed below:-
. from: Specifies a sender name or email address that is in the From header.

This can be a text, as in "Aruna"”, an email address such asxyz@gov.inor a
domain such as"@gov.in".

=3 ¥ from:no-reply

ii. to: It specifies one of the people to whom the email was addressed in the
To:header.

iii.  cc: It specifies a recipient in the cc: header of the message.

iv.  subject: It specifies text that must appear in the subject header of the message.
An example might be subject: new vacation policy.

V. in: It specifies a folder in which search is to be performed. For example, in:
sent would show all items in your 'Sent' folder. Similarly in: Inbox, in: Draft,
in: Trash etc. will search in the respective folders.

v in:inbox Test Userﬁ-_‘.i

vi.  date: Use this keyword search messages for a specific date, using the format
that is default for your browser's locale (format is MM/DD/YYYY). For
example, date: 2/1/2007 would find messages dated February 1, 2007. The
greater than (>) or less than (<) symbols can be used instead of after or before.

& v [date03/202017] qQ
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Fig C.21: Searching in advance tiers
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3. Configuring POP3/IMAPCIlient

Please find the steps to configure the IMAP or POP3 account -

i.  Go to settings>>Mail>>Accounts>>Add Account
ii.  Enter valid Email ID
iii.  Incoming mail serve :imap.mail.gov.in
iv. Outgoing mail server/ SMTP :smtp.mail.gov.in
v. IMAP Port:993
vi. SMTP Port:465

I.  Mobile client IMAP(Iphone-10S)

I.  Click on settings>>Mail>>Accounts>>AddAccounts>>Others
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< Accounts Add Account

™ iCloud
@8 Exchange
Google
YAHOO!
Aol.

@% Outlook.com

(Step-1): Click ‘Other’
seeco Vodafone IN= 3221 PM o Ry I

{ Add Account Other

Add Mail Account

SERVERS

Add macOS Server Account

(Step-2): Adding Mail account

(Step-3): Fill required information
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Cancel New Account Mext

MName Nitin
Email XyZ @nic.in

Description Nic

(Step-4): Fill username and password

Incoming Servers

Cancel MNew Account Mext

Host Name  imap.mail_gov.in
Username XYZ @nic.in

Password esssssssns

(Step-5): Fill required information

Outgoing Server

Host Name -smtp.mail.gov.in
Username XYZ @nic.in

Password seccsccees
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Il.  Mobile client POP(Iphone-10S)

Cancel New Account Save

Name Username
Email username@nic.in

Description username@nic.in

Fig C.22: Screenshots for mobile client POP(Iphone-10S)

Cancel New Account Save

INCOMING MAIL SERVER

Host Name pop.mail.gov.in

Username username

Password eeeeeeeee
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I11.  Mobile client IMAP(Android version)

Fig C.23: Incoming Server
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= Y Incoming server settings
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116

L O 4

NEXT >




Screenshots for IMAP Configuration in MicrosoftOutlook
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<pack || Heas= | cancel Help

(Step-1)

intermast Emuail SeEtnings _

Samarmi  CPLTOOI RO i g

[==]kty gt going sereer (SRATF soquires aswrthersticaiion
G s same seitirsgs o my incoming masil server
J Lo e wnirneg

P M oF RS eSS il

Rogwire Socwre Poarvword SAssstframvtioaibiomn {SFA]

I L=y el

(Step-2)
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Add Account n

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Mame: | | We recommend that you test your account to ensure that
the entries are correct.

Email Address: | username@nic.in |

Server Information
Test Account Settings ...

Account Type: | IPAAE |

| [ mutomatically test account settings when Mext

Incoming mail server: |imap.mai|.go\r.'rn is clicked

Cutgoing mail server [SMTP): |5mtp.mai[,go\r,in |

Logon Information

User Mame: |u5ername@nic.in |

Mail to keep offline:  All
Password: |*. — | o

|:| Bemember password

|:| Reguire logon using Secure Password Authentication

5PAY More Settings ...

(Step-gy == == ] [emen ] o
Internet Email Settings
General | Outgoing Server  Advanced
Senver Port Humbers
Incoming server IMAF: | 993 | Wse Defaults |
Use the following type of gnerypted connection: | 551 | we |
Dutgoing server (SMTPY: | 465 |
Lige the Tollowing type of angrypled connection: S50 [ ne
Senver Timeouwts
Shart Lang 1 minute

Folders
Raot folder pathc

Sent Memg
I:!Eﬁ ot Fave coplet of fEnt iTems
Deleted ems

[Tl Mark ems for deletion but de not mave them automatically

items marked for deletion wall be permanently deleted when
the items in the mailbox sre punged,

l':lfurgc tems whien switching folders while anline

oK | Cancel

(Step-4)
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V. Screenshots for POP3 Configuration in Microsoft Outlook

Sold Account ﬂ

POPF and TRAF Account Settinogs
Enler e mail server Sellrgs for your Sooount,

Wi Bnformatiomn Test Account Settinos
Kowir Mamel Wie P Commend Thet you el Four sCoount 1o ensure That

Lthe entried are corredt.
Ervail Addiess: R ErTaAm e i
Server nformation

Test Account Settings ...
ALoount Type (=T [
| Automatically test account yettings wihen Fest

o e T — ] Automats
Srutgoing mail server SRTPE | smtp, mail.gov.in Dotived few messages o
Laogon Information - Hegy Outiook Dats File
Liar MR P ——— ) Egisting Sutlook Data File :
Paynararc: s i v [ | Biowrge

[l memember passward

[ Iﬂtgulrt I0gon using Sedure Password Authentication
& Blore Settings ..

= Back Haxt = Cancal Halp

(Step-1)

Internet Email Settings E3

 General Outgoing Server iAdvancedA

(®) Use same settings as my incoming mail server
(0 Log on using

or Name
er N3
= L J

Remember password
Reguire Secure Password Authentication (SPA)

O Log on to incoming mail server before sending mail

(Step-2)
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Internet E-mail Settings EX

General | Outgoing Server | Connection | Advanced
Geryer Port Numbers

[ncoming server (POPI): | 995 Use Defaults
[#] This server requires an gnorypted conmection (S5L)
Quigoing server (SMTR): | 485
Lge the fallewing type of engrypied connection: | 551 --
Server Tmeouts
Shart Long 1 mnute
Dt ery
[ eave a copy of méssages on the server
[ ] gemove from server after g 2| days

[ |Remove from server when deleted from Deleted Ttems'

(Step-3)

Note: - Please fill all the required fields as directed and if you require any help
contact support on 1800-111-555 (Toll Free) for help.

4. Reset your password
a. How to reset password
Please ensure that you mobile number is updated. If you have forgotten your
password, click on forgot password on the login page of email.gov.in. You will be
redirected to PASS-APP or follow the URL https://passapp.emailgov.in/. Using this
application you can reset your password.

Fig C.25: Resetting password

(M
@In : afe Email  Policies What's New  QuickSMS

This sité ¢an be best viewed in Firefox 3.5 ana above, IE 9 and above. To chack your Drowser version Click Here
Emall Services
® A part of Digital Ingia
. "
( Minis¥ry of nics and Informaton Technology
Natonal Informatics Cente
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You will be redirected to PASS-APP to reset your password.

Fig C.26: Redirection to PASS-APP

®  pass-APP

0 00 U5 Dest vieand i Foetn 15

Enter Mie contents of e MMage delow

E7N2 N 2

"N ASHeNt I I et 2SIWET SI0WT B you Sy T

i.  Enter the email address for which you wish to reset your password.
ii.  Also, enter the Captcha value as displayed in the box.

iii.  Click on submit button to proceed further.

Fig C.27: Enter password

e

g PASS-APP Enter your new password here
e s 2

‘ Enter your New Password and Captcha value:

Submit

FafXQc

Click here to submit

Please ensure to follow the password policy

Governmeaent OF inda
Ministry of Electronics & information Technology
Natonal Informatcs Centre
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Enter the random number which is sent to your mobile number. You can also resend OTP if
not received at once (** Random number will be generated twice in 24 hours)

Now, enter the Captcha value and confirm your submission.

Now you will be redirected to a page which will prompt you to enter your new password
twice. Enter the Captcha value to confirm.

? & pass-APP

Enter your Nicemail Address and Captcha value to begin

Fig C.28: Enter Captcha words
i.  Enter the email address for which you wish to reset your password.

ii.  Also, enter the Captcha value as displayed in the box.

iii.  Click on submit button to proceed further.

Fig C.29: Enter OTP
Enter the OTP received on your registered
2

PASS-APP phone number

WORy oA

\BET your Random Number and Captcha value to begin

Random Number

Enter the contents of the image below

click here tg Submit

resend OTP *BAOK -

Click here to submit

Ensure that the mobile number registered is
Valid

If you do not receive the code, then piease call up the 24 hours support
cell on 1800-111-555
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Enter the random number which is sent to your mobile number. You can also resend OTP if
not received at once (** Random number will be generated twice in 24 hours)

Now, enter the Captcha value and confirm your submission.

Now you will be redirected to a page which will prompt you to enter your new password
twice. Enter the Captcha value to confirm.

Fig C.30: Read password policy
—

g PASS-APP Enter your new password here
e orwe z S

Enter your New Password and Captcha value:

Submit

FaflXQc
acs Click here to submit

’lease ensure to follow the password policy

Rt

You must follow the password policy as prompted to reset your password.

5. Offline Mode

e This feature allows you to access the data without network connectivity.

e The web client will be automatically restored to online mode when network
connectivity is in transition.

e The work performed in offline mode is stored in cache and synched with the
server when restored to online mode.

Fig C.31: Offline Mode

Note: -For any issues please contact support at 1800-111-555(toll free) or email
at: support@gov.in
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PRACTICE QUESTIONS

Q1: Create a power point presentation of 3 slides on “Uses of Internet” that contain header
with images, apply animation on the images.

Q2: Make Power Point presentation on "Disadvantages of Internet” and then apply
transition effects (such that while going from one slide to another there is a transition).

Q3: Prepare the presentation about advantage and disadvantage of Television of at least 3
slides and when the slideshow starts from beginning, second slide will display after 30
seconds without clicking mouse and using keyboard.

Q4: Create a Power point presentation of 3 slides on your “department.

Q5: Make a Power point Presentation of 3 Slides on the topic "Indian Army", apply the
animation on the texts and use WordArt for Heading "Indian Army".

124



1.

D. PROGRAMMING CONCEPT OF C/C++/JAVA/PYTHON

Introduction
What is Programming Language?

A programming language is a formal language, which comprises a set of instructions that
produce various kinds of output. Programming languages are used in computer
programming to implement algorithms. Motive of all programming languages is software
development but what matters is that how rapidly, reliable and secure software can be
developed using some particular programming language. To improve the development
process and overcome the problems of Machine and Assembly language, timely new
languages were developed like C, C++, Fortran, Java etc.

What is Java?
Java is a programming language and computing platform. Nowadays there are lots of

applications and websites that will not work unless you have Java installed, and more are
created every day. Java is fast, secure, and reliable. From laptops to datacenters, game
consoles to scientific supercomputers, cell phones to the Internet, Java is everywhere!

It was developed by James Gosling and Patrick Naught on in 1991 at Sun Microsystems
for their internal use but later it was released for public us in 1995.

Java got so much popular because of its key feature “Platform Independence”. Java
application can be installed and run on different platforms because its architecture is not
tied to any particular OS.Java was acquired by Oracle Corporation in 2010

Installing Java
Installing Java on MS-Windows, Mac, Linux or Solaris is a simple process. All you need

to download Java Distribution Unit and run that Distribution file just by double clicking on
that file. During installation, you will see several screens that will help you to configure
installation.

Step 1
You will see following screen after double click on Java Distribution file. Installer will

unpack distribution unit and gather required files.

(Ld] Please wait while Windows configures Java SE Development Kit 8
Update 20 (64-bit)

Gathenng required information.
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Step 2
Click “Next” button

ORACLE

Welcome to the Installation Wizard for Java SE Development Kit 8 Update 20

This wizard will guide you through the installation process for the Java SE Development
Kit 8 Update 20.

The Java Mission Control profiling and diagnostics tools suite is now available as part of
the JDK.

Step 3
This screen allows you to choose components that you want to install. By default all

components are selected and we just need to click “Next”

Select optional features to install from the list below. You can change your choice of features after
installation by using the Add/Remove Programs utility in the Control Panel

Feature Description
] = Java SE Development Kit 8
= Update 20 (64-bit), including the
£3 - | Source Code JavaFX SDK, a private JRE, and
&3 ~ | Public JRE the Java Mission Control tools
suite. This will require 180MB on

your hard drive.

Install to:
C:\Program Files\Java\jdk1.8.0_20\
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Step 4

This screen shows the progress of components updating so you have to wait for a few
minutes.

ORACLE

Updating component registration

Step 5

This screen allows you to change installation folder. If you want to change location, click
Change button and select preferred folder otherwise you can click “Next” button.

ORACLE

Destination Folder

Click "Change" to install Java to a different folder.

Install to:
C\Program Files\Java\jre1.8.0_20\
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Step 6
This dialog shows progress of Java installation. It also takes time so again sit relax.

ORACLE

Status: Installing Java

3 Billion Devices Run Java

ORACLE

Step 7
This screen shows that java has been installed successfully. So just click on “Close” button

to finish the setup process.

ORACLE

Java SE Development Kit 8 Update 20 (64-bit) Successfully Installed

Click Next Steps to access tutorials, API documentation, developer guides, release notes
and more to help you get started with the JDK.

Next Steps
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Once you have installed Java and want to write and run some programs, you must do some
configurations. Do following steps.
- Open My Computer Properties

B 8 tg ||:~:;1:’:n

2>

IRSERSRREEN)

Wednowuday
s,

Seaich Controd Penel

Contrel Panel Mome A Wy
View basic information about your compiter

% Device Manager WoAduws edton
& Remote sertingn Windows 7 Ultte
Copynght £ N0 Mucrosoft Corparstenn. All nights resarved,

Sytern

Processor Irted(R) Core{Th2 Due CPU 4600 @ 2600GH: 240 Gl
Instalied memeny (BANG: - 100 GR
Syttaen type 32-bit Operating Symem
Pen and Touch No Pen or Touch Ingat it evadable for this Dipley
Computer nama. doman, and o geoup uttngs
Action Contar
Windews Update

Peformance Information and
Teeh

Computer neme: suhad PC
Full compatter natne suhad 9T
Compiuter description

Warkgroug WORKGROUP
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- Click on “Environment Variables”

IREREEENEREEN
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File  Edt View Tooks Help
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130



Now type or paste java binary files’ path in Variable value and click “Ok” button. Do
not remove pre-filled value. Just put Semi-colon ( ; ) and then type or paste your path.
Fig C.32:Type in variable value

System Properties

Computer Name | Hardware | Advanced | System Protection | Remote

Environment Variables

Variable name: PATH
e i
@ ! n%;C:\Program Fi|ES1I,Ja\ia'ljdkl.8.D_ZU|I,bilq}
I ;
oK Cancel
System variables
Variable value )
asl.log Destination=file
ComSpec C:windows\system32icmd. exe
configsetroot C:Ywindows\ConfigSetRoot
FP_NO_HOST C... NO v
New... Edit... Delete
oK Cancel

Programming Terminology

Program — Every program is set of instructions that is used to instruct to computer that
what, when and how to perform certain task. Every program takes input from user, processes
that input and gives output.

Variable — A variable is a name given to memory location where some value is stored.
During execution, variables hold inputs. Variables must be declared before use and there are
some naming conventions for variables or other entities like

- Variable name must start with an alphabet or an underscore

- Variable name cannot contain space

- Variable name cannot contains special symbol except underscore

- Keywords cannot be used as variable names

- Variable name must be unique in its scope

Keywords — Keywords are those words whose meaning is defined to programming
language and they cannot be used in any other context. In simple words, keywords are
reserved words.
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Operators — set of symbols are known as operators. Each operator performs specific task.
E.g. + symbol is known as Addition operator. It adds two numbers or concatenates two
strings. There are various operators that are categorized into various categories like

- Arithmetic Operators

+  Addition

- Subtraction

*  Multiplication

/Division

% Modules/Remainder

- Logical Operators

&& AND

IOR

INOT

- Comparison or Relational
Operators > Greater Than

>= Greater than or Equal To

< Less Than

<= Less Than or Equal To

- Assignment Operators

+= Add and Assign

-= Subtract and Assign

/= Divide and Assign

*=  Multiply and Assign

2. Data Types

Data Types are used to specify that what kind of value a variable can store. Data type
reserves memory for a variable. While declaring a variable, we must specify data type.
Data type allocates memory for variable as well as specifies that what are valid operations
that can be perform on it. Java has an extensive set of data types like

* byte

* short

s int

* long

+ float

* double
* char

« String

* Boolean
* Object
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Let’s write simple Java program step by step

1. Open NotePad editor and write following program
class first

{

public static void main(String[] args)

{

k
¥

2. Now save your program as “first.java” in “JPrograms” folder under C: drive

System.out.printin("This is my first program of Java");

3. Open “Command Prompt” by typing CMD in search box of Windows OS
* Your command prompt will look something like this:

Fig C.33: Open Command prompt

ion L9200 ]
(c) 2012 Mlcrosoft Corporatlon All rights reserved.

C:\Users\Administrator>?

4. Type CD\ and press “Enter” key to come out from folders
5. Now type <CD JPrograms> and press “Enter” key (don’t use angle brackets)
6. Type following command at Command Prompt

Set path=c:\program files\java\jdk1.8.0_20\bin

* There could be different version of Java installed on your system. Try to copy this path
from explorer rather than typing it yourself.

7. Type “javac first.java” to compile your first program

8. When your program compile and your want to run it, type “java first” and press enter key.
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3. Control Statements

Control Statements are used to control flow of program execution.
Decision Control Structure

Decision Control structure is used decide that particular part of code will work or not. To
accomplish this task IF and ELSE blocks are used. Using IF, we can specify some
condition and code runs only when specified condition is satisfied.

If (condition)
{

code

¥

else

{

code

¥

Decision Control Structure program
Import java.util.Scanner;
class decl

{

public static void main(String[] args)

{

Scanner scr = new Scanner(System.in);

System.out.print(“"Enter your age *);
int age = scr.nextInt();

if (age>=18)
{

System.out.print(*You are eligible for voting™);

System.out.print("'You cannot vote");
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Looping Control Structure

Looping Control Structure is used to repeat a statement or set of statements. It is a feature
which facilitates the execution of a set of instructions/functions repeatedly while some
condition evaluates to true. Java provides three ways for executing the loops. While all the
ways provide similar basic functionality, they differ in their syntax and condition checking
time.

. while loop: A while loop is a control flow statement that allows code to be executed
repeatedly based on a given Boolean condition. The while loop can be thought of as a
repeating if statement.

Syntax :

while (Boolean condition)

{

Statements to be repeated

Condition UAYLE

g Checking

If false

While loop starts with the checking of condition. If it evaluated to true, then the loop
body statements are executed otherwise first statement following the loop is executed.
For this reason it is also called Entry control loop

Once the condition is evaluated to true, the statements in the loop body are executed.
Normally the statements contain an update value for the variable being processed for the
next iteration.

When the condition becomes false, the loop terminates which marks the end of its life
cycle.
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4. Control Statements

Control Statements are used to control flow of program execution.
Decision Control Structure

Decision Control structure is used decide that particular part of code will work or not. To
accomplish this task IF and ELSE blocks are used. Using IF, we can specify some
condition and code runs only when specified condition is satisfied.

If (condition)
{

code

¥

else

{

code

¥

Decision Control Structure program
Import java.util.Scanner;
class decl

{

public static void main(String[] args)

{

Scanner scr = new Scanner(System.in);

System.out.print(“"Enter your age *);
int age = scr.nextInt();

if (age>=18)
{

System.out.print(*You are eligible for voting™);

System.out.print("'You cannot vote");
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Looping Control Structure

Looping Control Structure is used to repeat a statement or set of statements. It is a feature
which facilitates the execution of a set of instructions/functions repeatedly while some
condition evaluates to true. Java provides three ways for executing the loops. While all the
ways provide similar basic functionality, they differ in their syntax and condition checking
time.

. while loop: A while loop is a control flow statement that allows code to be executed
repeatedly based on a given Boolean condition. The while loop can be thought of as a
repeating if statement.

Syntax :

while (Boolean condition)

{

Statements to be repeated

Start Condition

Checking

If false

While loop starts with the checking of condition. If it evaluated to true, then the loop
body statements are executed otherwise first statement following the loop is executed.
For this reason it is also called Entry control loop

Once the condition is evaluated to true, the statements in the loop body are executed.
Normally the statements contain an update value for the variable being processed for the
next iteration.
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When the condition becomes false, the loop terminates which marks the end of its life
cycle.

// Java program to illustrate while loop

Classw hileLoop Demo

{

Public static void main(String args|[])

{
Int x = 1;

while (x <= 4)
{

System.out.println ("Value of x:"+ x);

X++;

2. for loop: for loop provides a concise way of writing the loop structure. Unlike a while
loop, a for statement consumes the initialization, condition and increment/decrement in
one line thereby providing a shorter, easy to debug structure of looping.

Syntax:

for(initialization; Boolean condition; increment/decrement)

{

Statements to be repeated

Initialization condition: Here, we initialize the variable in use. It marks the start of a for
loop. An already declared variable can be used or a variable can be declared, local to
loop only.

- Testing Condition: It is used for testing the exit condition for a loop. It must return a
Boolean value. It is also an Entry Control Loop as the condition is checked prior to the
execution of the loop statements.
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Statement execution: Once the condition is evaluated to true, the statements in the loop
body are executed.

Increment/ Decrement: It is used for updating the variable for next iteration.

Loop termination: When the condition becomes false, the loop terminates marking the
end of its life cycle.

// Java program to illustrate for loop.
Class for Loop Demo
{Public static void main(String args|[])

{

for (int x = 2; x <= 4; x++)
System.out.println ("Value of x:"+ x);

}}
. Do While : do while loop is similar to while loop with only difference that it checks for
condition after executing the statements, and therefore is an example of Exit Control
do
{Statements to be repeated}
While(Boolean condition);

“Increment/

Decrement

If true

S |nitialization Statement

l If faise

END

Do while loop starts with the execution of the statement(s). There is no checking of any
condition for the first time.

After the execution of the statements, and update of the variable value, the condition is
checked for true or false value. If it is evaluated to true, next iteration of loop starts.

When the condition becomes false, the loop terminates which marks the end of its life
cycle.
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- Itis important to note that the do-while loop will execute its statements at least once
before any condition is checked, and therefore is an example of exit control loop.

// Java program to illustrate do-while loop

Class do while loop Demo

{

Public static void main(String args|[])
{

Int x = 21;

do

{

System.out.println ("Value of x:"+ x);
X++;

}
while(x < 20);

}

4. Java Functions/Methods

A function is a set of statements that performs specific task in a program. It is nothing
more than named block of statements that can be called any number of times. A function
can accept values as arguments from calling program and it can return some value to
calling program as response. In Java functions must be written in a class. There are
thousands of built-in funtions/methods and you can create your own as well.

Creating Method
Syntax
Modifier return Type name of Method (Parameter List) {

// method body
b

« Modifier — It defines the access type of the method and it is optional to use.

Return Type — Method may return a value.

Name of Method — This is the method name. The method signature consists of the
method name and the parameter list.
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Parameter List — The list of parameters, it is the type, order, and number of parameters of
a method. These are optional, method may contain zero parameters.

method body — The method body defines what the method does with the statements.

class fnl
{
static void greet()
{
System.out.println(“Welcome James™);
¥
public static void main(String[] args)
{
greet();
¥
¥

Above program has a method named “greet” that greets to a person. You already know
that program execution starts with “main” method. So we have called “greet” method.
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PRACTICE QUESTIONS

Explain the concept of increment operator with code snippets.

Write a complete program explaining the increment and decrement operators in
Java.

How to Declare a Variable in Java?

How to Assign a Value to Variable?

How Many Types Of Datatypes Are There In Java?

Write a program to print numbers from 1 to 10.

Write a program to calculate the sum.
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E. Internet and its Applications

What is the Internet?

. Internet is a world-wide global system of interconnected computer networks.

. Internet uses the standard Internet Protocol (TCP/IP).

. Every computer in internet is identified by a unique IP address.

. IP Address is a unique set of numbers (such as 110.22.33.114) which identifies a
computer location.

. A special computer DNS (Domain Name Server) is used to give name to the IP
Address so that user can locate a computer by a name.

. For example, a DNS server will resolve a name http://www.tutorialspoint.com to a
particular IP address to uniquely identify the computer on which this website is hosted.

. Internet is accessible to every user all over the world.

Applications of the internet:

« Sending and receiving email

« Searching and browsing information archives

« Copying files between computers

« Conducting financial transactions

« Navigating (in your car, smart scooter, smart bike, or other)

« Playing interactive games

« Video and music streaming

o Chat or voice communication (direct messaging, video conferencing)

Internet Advantages Internet Disadvantages

Internet

\} Disadvantages )

W Advantages

A Internet 1'.

Fig E.1: Advantages and Disadvantages ot internet
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Features of Browsers with add-ons and plug-ins

e A web browser, or simply "browser,” is an applicationused to access and
view websites.

« Common web browsers include Microsoft Internet Explorer, Google Chrome, Mozilla
Firefox, and Apple Safari.

« A plug-in, add-on, or extension are generally the same thing; a software component that
adds a feature to an existing computer program.

« A browser plug-in expands a web browser's functionality by installing specific toolbars,
adding buttons, links, or other useful functions, like pop-up blocking.

Basic Internet Terminologies

World Wide Web
World Wide Web or www is a collection of data stored and shared in the digital space.
This collection of information form and connect into websites and divides into web pages.

Host (Network)
A Network Host is usually a computer or any device that connects to a computer network.
It provides information and facilities to other computers and their users.

Web Browser
A web browser or browser is a software program that can access websites. Popular web
browsers include Google Chrome, Apple’s Safari, Internet Explorer and Mozilla Firefox.

Domain Name

This is a friendly naming system for giving addresses to web pages and servers. It is a
description of a computer’s location on the Internet. Usually, a dot separates a domain
name, for example, www.google.com

IP Address
IP address identifies a device on the Internet communication network.

Homepage
A Homepage is the main page of a particular website. Usually, this is the first page you see
when you open a website.

Search Engine

Search Engine is a software system that works to search information on the World Wide
Web. Common examples of online search engines are Google, Yahoo, and Bing.
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URL

Uniform Resource Locators—URLs—are the web browser addresses of internet pages and
files. With a URL, you can locate and bookmark specific pages and files in a web browser.
The format of a URL resembles this:

http://www.examplewebsite.com/mypage

For eg. - https://web.whatsapp.com/

HTTP and HTTPS

HTTP is the acronym for Hypertext Transfer Protocol, the data communication standard of
web pages. When a web page has this prefix, the links, text, and pictures should work
correctly in a web browser.

HTTPS is the acronym for Hypertext Transfer Projtocol Secure. This indicates that the web
page has a special layer of encryption added to hide your personal information

and passwords from others.

HTML and XML
Hypertext Markup Language (HTML) is the programming language of web pages.

ISP

You need an internet service provider (ISP) to get to the internet. You may access a

free ISP at school, a library, or work, or you may pay for a private ISP at home. An ISP is
the company or government organization that plugs you into the vast internet.

E-Commerce
E-commerce is electronic commerce—the transactions of selling and buying online. Every
day, billions of dollars exchange hands through the internet and the World Wide Web.

Encryption and Authentication

Encryption is the mathematical scrambling of data so that it is hidden from eavesdroppers.
Authentication is directly related to encryption. Authentication is the complex way that
computer systems verify that you are who you say you are.

Downloading

Downloading is a broad term that describes transferring something you find on the internet
or the World Wide Web to your computer or another device. For example, you might want
to download a new musical ringtone for your smartphone or download a trial copy of
Microsoft Office.
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Computer Network Types

A computer network is a group of computers linked to each other that enables the
computer to communicate with another computer and share their resources, data, and
applications.

A computer network can be categorized by their size. A computer network is mainly
of four types:

o LAN(Local Area Network)

o PAN(Personal Area Network)

« MAN(Metropolitan Area Network)

« WAN(Wide Area Network)

LAN(Local Area Network)

« Local Area Network is a group of computers connected to each other in a small area
such as building, office.

o LAN is used for connecting two or more personal computers through a communication
medium such as twisted pair, coaxial cable, etc.

o ltis less costly as it is built with inexpensive hardware such as hubs, network adapters,
and ethernet cables.

« The data is transferred at an extremely faster rate in Local Area Network.

« Local Area Network provides higher security.

PAN(Personal Area Network)

« Personal Area Network is a network arranged within an individual person, typically
within a range of 10 meters.

« Personal Area Network is used for connecting the computer devices of personal use is
known as Personal Area Network.

« Personal computer devices that are used to develop the personal area network are the
laptop, mobile phones, media player and play stations.

MAN (Metropolitan Area Network)

« A metropolitan area network is a network that covers a larger geographic area by
interconnecting a different LAN to form a larger network.

« Government agencies use MAN to connect to the citizens and private industries.

« In MAN, various LANSs are connected to each other through a telephone exchange line.

o The most widely used protocols in MAN are RS-232, Frame Relay, ATM, ISDN, OC-
3, ADSL, etc.

« It has a higher range than Local Area Network (LAN).
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WAN(Wide Area Network)

« A Wide Area Network is a network that extends over a large geographical area such as
states or countries.

o A Wide Area Network is quite bigger network than the LAN.

« A Wide Area Network is not limited to a single location, but it spans over a
large geographical area through a telephone line, fibre optic cable or satellite links.

« The internet is one of the biggest WAN in the world.

« A Wide Area Network is widely used in the field of Business, government,
and education.

1. Google Drive

Google Drive is a file storage and synchronization service developed by Google.
Launched on April 24”‘, 2012, Google Drive allows users to store files on their servers,
synchronize files across devices, and share files. In addition to a website, Google Drive
offers apps with offline capabilities for Windows and mac OS computers, and Android
and i0S smart phones and tablets. Google Drive encompasses Google Docs, Sheets and
Slides, an office suite that permits collaborative editing of documents, spreadsheets,
presentations, drawings, forms, and more. Files created and edited through the office suite
are saved in Google Drive.
Fig E.2: Google Drive Logo

2. Google Docs

Google Docs is a free Web-based application in which documents and spreadsheets can
be created, edited and stored online. Files can be accessed from any computer with an
Internet connection and a full-featured Web browser. Google Docs is a part of a
comprehensive package of online applications offered by and associated with Google.
Users of Google Docs can import, create, edit and update documents and spreadsheets in
various fonts and file formats, combining text with formulas, lists, tables and images.
Google Docs is compatible with most presentation software and word processor
applications. Work can be published as a Web page or as a print-ready manuscript. Users
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can control who sees their work. Google Dacs is ideal for publishing within an enterprise,
maintaining blogs or composing work for viewing by the general public.
Fig E.3: Features of Google Docs

What are Google Docs?

% Documents a Drawings
! Presentations % Forms

==—3 Spreadsheets

3. Google Forms

Google form is a free Google application that allows you to quickly create and distribute a
form to gather information. Form responses are saved in a Google spreadsheet in Google
drive.

Name W

e Opening Google Forms | e |

Step 1.0pen Google Chrome. , : F L
Step 2.Go tohttp://drive.google.com - rqrj I
Step 3. Enter your full UWW B Google Sheets

email address, then click next.

Step 4.Enter your UWW password, =

then click Sign in.

You will now be signed into Google Drive.

Step 5.Select New > More > Google

Forms From the available menu.

e Editing Google Forms

Creating a New Form

K} Google My Maps

Lucidpress

~+  Connect mare apps

Fig E.4: Select Google Forms

Step 1.Select the type of form to create. You can create a blank form, a blank quiz, or

select from a number of form templates.
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Form Title

Enter a form title and description by clicking on the fields.

| Department Picnic

rvgiete T S 1) Mg 8 ST & QRO e

z—

Sate ad oo cpmers |

7 0

Untitied Question

Opton 1

Fig E.5: Enter form title

Edit Questions
Step 1.Select“Untitled question” to enter
Your first question text.

Step 2.Use the dropdown to the right of the
question to select the question type.

QUESTION ESPONSES

Department Picnic

Deparment picnic form

/™

What department are you in? ® Mattiple choice

option 1

-
3
i

=

moms=eo

Step 3.Select each option to enter option text.

Step 4. Hit the “Enter” key to create a new
option.

What department are you in?

T

uc

@ Multiple choi

ice

Option 3

v

Note: Click the X to the right of each option
to delete that option.

Note: Click the Add Other link to add an

“Other” option to your list.

Add Questions

Step 1.Use the question toolbar to the right to
add anew question, insert a new title and
description, inset a picture, insert a video, or

QUESTIONS

Department Picnic

Department picnic form

What department are you in? @ Multiple choice

wor

ue

Option 3

ar AD

~—

E

add a new section.

Step 2.Follow the steps above to edit the new
question.
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Copy/Duplicate Question

Copying a question allows you to quickly add a
new question with the same format as your
current question.

Delete Questions

The delete button allows you to delete the
selected question and options from the list.

Required Questions

Select the “Required” button to make a question
required.

More Button

The : (More) button allows you to shuffle the
order of questions and go to a new section based
on a question answer.
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What department are you in? @) Muliiple choice

What department are you in? (®) Multiple choice

Option 2

Fig E.8: Deleting questions

) -
What department are you in? (&) Multiple chiokce

Option 3

O #® Required

Fig E.9: Required questions

What department are you in?

3 0

nmoam

Fig E.10: More button



Form Colors/Themes

You can change the form color or theme by
clicking the IFAl (Color Palate) button in the top
right corner of the page.

Click the (m) button to select a picture theme or
upload your own background theme picture.

Preview Form

Click the “Preview” button to open a new browser
tab with a final view of your form. Close out of that
tab to return to the “Edit Form” view to make
changes.

Advanced Form Settings @ o B P

Click the IFY (Settings) button to customize your
form.

Settings

GENERAL

Requires sign in:

Restrict to University of Wisconsin-Whitewater users

General Tab: Allows you to restrict users from ] Collct et adress
your form, collect email addresses of users filling e ons
out your form, limit 1 response, etc.

Respondents will be required to sign in

Respondents can:
(] Editafter submit

[[] seeasummary of responses 0

CANCEL SAVE

Fig E.13: Advance Form Settings
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Presentation Tab: Allows you to display a progress bar, shuffle question order, and
submit another form response. You can also modify your confirmation message once a user
submits a form.

Settings

PRESENTATION

D Show progress bar
[[] shuffle question order

Show link to submit another response

Confirmation message:

Thank you for submitting your response. Hope you have a great day!

CANCEL SAVE

Fig E.14: Presentation Tab

Quiz: Allows you to set this form as a quiz, se grade options, etc.

— ... [

Quiz options

Respondent can see:

Send Form
Click the Send SAVE button to view different ways

to distribute your form.

Send Via Email: You can send your form via email
to recipients or send the form email to yourself, then
use Outlook to forward the form link to others.

Email

training@uww.edu,

Fig E.16: Send via Email

Department Picnic Form

Hello, Please the form for the picnic.

() include form in emait

Add collaborators CANCEL SEND

152



Copy Form Link: Click the “link” icon to
display the Form’s URL link. Select the
Shorten URL option to display a short link || [ #uemstealycslect isspondents inerstyof Wisconsthiewster eemarre
option. Sals [ F] ¥

Send form

Link
http://goo.gl/forms/0QxfiGOq16PndfQ93

Click the Copy link in the bottom right to [| & swrenve
copy the link.

CANCEL COPY

Fig E.17: Copy Form Link

Social Media: Click any one of the social [
media icons to share the form link using a [| [ Automstealycolectespondents Unerty of Wisconsiv-Wtewateruserame
social media platform. Sendvia - -

Link /

ttp://goo.gl/forms/0QxfiGOq16PndfQ93]
Shorten URL

CANCEL COPY

Fig E.18: Social Media

QUESTIONS

Viewing Responses Department Picnic

Department picnic form

Click the Responses tab to view user responses
'[O your form. What department are you in?

1T
2 uc

3 Option3

Fig E.19: Viewing Responses

2 responses

m INDIVIDUAL ‘ acceptngresponses W)

Summary: Shows a pie chart percentage of
responses for each question. What department are you in? o

ecT
eLuc
@ Option 3

Fig E.20: Summary Chart
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Individual: Displays each form response I I

individually. Click the < or > button to move 2responses :
between each response. e R N—

b 1% of2 > [ I |

Department Picnic

Depantment picnic form

What department are you in?

_
Spreadsheet View: Click the e= (Create Select response destination

Spreadsheet) icon to create and view form
responses in Google Sheets. Select to
create a new spreadsheet or add to an
existing spreadsheet.

@ Create a new spreadsheet Department Picnic (Respons | earn More

O Select existing spreadsheet

CANCEL  CREATE

Once a spreadsheet is created, click the
again to open the spreadsheet.

Fig E.21: Displaying individual responses

Note: If you wish to be notified of any new form submissions, select Tools > Notification
Rules from the Google Sheet menu. Select your notification preference, then click Save to
save your changes.

Note: Do not modify the sheet data until after you have collected all responses. Modifying
the form could result in incorrect data placement.

Close Form
You can close the form for submission by selecting the Responses tab, then clicking the

Accepting Responses toggle. You can modify the message respondents will see if they try
to access your form while it is closed. Click the toggle again to reopen your form.

e RESPONSES

2 responses

SUMMARY INDIVIDUAL

Not accepling responses (D
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View Form and Form Responses in Google Drive

To edit your form or view your form response spreadsheet, go to Google Drive then select
your form. Use the search box at the top of the page to find your form if the form was saved in
a folder.

& Orive

Delete Form =]

B e

To delete your form completely, locate your form '

in Google drive, right click on the form name, then o -
select Delete. You may also delete the form
responses by following the same steps. -

Note: Use the search box at the top of the page to

locate your form if you cannot find it on your . _ .
main Google drive page. Fig E.22: Deleting a form

4. Google Hangouts

Google Hangouts is a communication platform developed by Google which includes
messaging, video chat, SMS and VOIP features. It replaces three messaging products that
Google had implemented concurrently within its services, including Google Talk,
Google+ Messenger (formerly: Huddle), and Hangouts, a video chat system present within
Google+. Google has also stated that Hangouts is designed to be "the future™ of its
telephony product, Google Voice, and integrated some of the capabilities of Google Voice
into Hangouts.

Fig E.23: Google Hangouts homepage .

o - =

Google Hangouts

Talk to your friends and family

Hangouts lets you vide all, phone, Oor message the people you love

(=) ) (=)
VIDEO CALL PHONE CALL MESSAGE

© v P
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5. Net Banking
Net banking, also known as internet banking is an electronic payment system that enables
customers of a bank or other financial institution to conduct a range of financial
transactions through the financial institution's website. The online banking system will
typically connect to or be part of the core banking system operated by a bank and is in
contrast to branch banking which was the traditional way customers accessed banking
services.

6. Team Viewer

Team Viewer is proprietary computer software for remote control, desktop sharing, online
gaming, web conferencing and file transfer between computers. In Figure shows the
interface for team viewer.

Fig E.24: TeamViewer Application

TeamViewer

Cowmecticn Oxues Towa Hes Eetals

«* Remote Control  4@h Meeting

,,,,,,,

Features

Team Viewer is available for Microsoft Windows, macOS, Linux, Chrome OS, i0S,
Android, Windows RT, Windows Phone 8 and BlackBerry operating systems. It is also
possible to access a machine running Team Viewer with a web browser. While the main
focus of the application is remote control of computers, collaboration and presentation
features are included. Team Viewer can be used without charge by non-commercial users.

7. Google Cloud Bl solution

Business intelligence software: Business intelligence softwareis a type of application
software designed to retrieve, analyze, transform and report data for business intelligence. The
applications generally read data that has been previously stored, often - though not necessarily
- in a data warehouse.

Data warehouse - Data warehousing is the electronic storage of a large amount of information
by a business or organization. A data warehouse is designed to run query and analysis on
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historical data derived from transactional sources for business intelligence and data mining
purposes.

Google Cloud BI solution is a comprehensive suite of data integration, transformation,
analysis, visualization, and reporting tools from Google, which can make our data easily
accessible, readily available, and most importantly, useful to our business. The Google Cloud
Bl solution is centered around Google BigQuery, a fully-managed cloud data warehouse.
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PRACTICE QUESTIONS

. Create an account in Google to use Google drive and then create folder in it. Now make
new excel spreadsheet and save the sheet in Google drive.

. To converse with another Google account using Google hangout.

. Make an account on any e-commerce website; initiate shopping as per your requirement
and make payment using net banking, debit or credit card.

. Connect two computer system using team viewer and access one system from another.

. Create an account on Digi Locker (digilocker.gov.in) and access it with Aadhaar card and
upload document on it.

. Create an account in YouTube, blogging site or any social networking website and use its
basic features like uploading videos, posting blogs etc.

. Download antivirus from its legitimate website and install it on computer system and
access its various functions like scanning drive or files etc.
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F. BASIC CONCEPTS OF NETWORKING

What is a Computer Network?

A computer network is a group of two or more interconnected computer systems. You can
establish a network connection using either cable or wireless media. Every network
involves hardware and software that connects computers and devices.

Uses of a Computer Network

Helps you to connect with multiple computers together to send and receive information
when accessing the network.

Helps you to share printers, scanners, and email.
Helps you to share information at very fast speed
Electronic communication is more efficient and less expensive than without the network.

Fig F.1: Computer Network Components

Internet

2

L -

' Firewall

Printer

Here are essential computer network components:

Switch

A switch is a networking device which connects other devices in a network and uses
packet switching to send and receive data over the network.
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Like a hub, a switch also has many ports, to which computers are plugged in. However,

when a data frame arrives at any port of a network switch, it examines the destination
address and sends the frame to the corresponding device(s).

Routers

i ——— i
—
Phone Printer Server
—
o —=
Router Retwork
switch . D
Gaming Desktop Laptop
consale computer

Fig F.2: Devices used in networking

A router is a networking device that forwards data packets between computer networks.

Fig F.2: Router
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Computer
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Server

Switch

Switch
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\ | \ -A serve

N

N

Computer

Routers perform the traffic directing functions on the Internet. Data sent through the
internet, such as a web page or email, is in the form of data packets. A packet is typically
forwarded from one router to another router through the networks that constitute an

internetwork (e.g. the Internet) until it reaches its destination node. It automatically selects
the best route for data to travel and send it on its way.
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Servers:

Servers are computers that hold shared programs, files, and the network operating system.
Servers allow access to network resources to all the users of the network.

Clients:

Clients are computer devices which access and uses the network as well as shares network
resources. They are also users of the network, as they can send and receive requests from the
server.

Transmission Media:

Transmission media is a pathway that carries the information from sender to receiver. We
use different types of cables or waves to transmit data. Transmission media is broadly
classified into two types.

1. Bounded media (wired)

2. Unbounded media (wireless).

Communication Madia
!
¥ t
Wired/ Guidad WirelessUngulded
v i v + + +
Twisted pair| |Coaxial Cable| |Optical fibars Radiowaves| | Microwave Infrarad

Fig F.3: Types of Communication Media

Access points

In computer networking, a wireless access point, or more generally just access point, is a
networking hardware device that allows other Wi-Fi devices to connect to a wired network.
The AP usually connects to a router as a standalone device, but it can also be an integral
component of the router itself

Network Interface Card:

A network interface controller is a computer hardware component that connects a computer
to a computer network. Early network interface controllers were commonly implemented on
expansion cards that plugged into a computer bus

Protocol:

A protocol is the set of defined rules that allows two entities to communicate across the
network. Some standard protocols used for this purpose are TCP,IP, UDP, FTP, etc.
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Hub:

A hub is a networking device which is used to connect multiple devices in a network.
They are generally used to connect computers in a LAN.

A hub has many ports in it. A computer which intends to be connected to the network is
plugged in to one of these ports. When a data frame arrives at a port, it is broadcast to every
other port, without considering whether it is destined for a particular destination or not

& =
”

Sender

Hub

.
~
\
.
Y
\ -
| -
‘
9

Fig F.4: Hub

| Receivers |

LAN Cable:

Local Area Network(LAN) cable is also called as Ethernet or data cable. It is used for
connecting a device to the internet.

OSl:

OSI stands for Open Systems Interconnection. It is a reference model which allows you to
specify standards for communications.

Unique Identifiers of Network
Below given are some unique network identifiers:
Hostname:

Every device of the network is associated with a unique device name, which is called
hostname.

IP Address:

IP address is a unique logical address assigned to a machine on the network. An IP address
exhibits the following properties:

IP address is the unique address assigned to each host present on Internet.
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IP address is 32 bits (4 bytes) long.

IP address consists of two components: network component and host component.

Each of the 4 bytes is represented by a number from 0 to 255, separated with dots. For
example 137.170.4.124

DNS Server:

DNS stands for Domain Name System. It is a server which translates URL or web
addresses into their corresponding IP addresses.

MAC Address:

MAC (Media Access Control Address) is known as a physical address is a unique
identifier of each host and is associated with the NIC (Network Interface Card). Length of
MAC address is 12 digit Hexadecimal numbers (Which is 6 bytes or 48 bits).

Port:

Port is a logical channel which allows network users to send or receive data to an
application. Every host can have multiple applications running. Each of these applications
are identified using the port number on which they are running.
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PRACTICE QUESTIONS

What is Switch?

What is Routers?

Explain Transmission Media.
What is IP Address?
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H. AWARENESS TO SOCIAL MEDIA

1. BLOGS

A blog is an online journal or informational website displaying information in the reverse
chronological order, with the latest posts appearing first. It is a platform where a writer or
even a group of writers share their views on an individual subject.

In the beginning, a blog was more of personal diary that people shared online, and it goes
back to 1994,
Purpose of a Blog

There are many reasons to start a blog for personal use and only a handful of strong ones for
business blogging. Blogging for business, projects, or anything else that might bring you
money has a very straightforward purpose — to rank your website higher in Google SERPs

As a business, you rely on consumers to keep buying your products and services. As a
new business, you rely on blogging to help you get to these consumers and grab their
attention. Without blogging, your website would remain invisible, whereas running a blog
makes you searchable and competitive.

So, the main purpose of a blog is to connect you to the relevant audience. Another one is
to boost your traffic and send quality leads to your website.
Blog structure

The appearance of blogs changed over time, and nowadays blogs include different items.
But, most blogs include some standard features and structure. Here are common features
that a typical blog will include:

Header with the menu or navigation bar
Main content area with highlighted or latest blog posts
Sidebar with social profiles, favorite content, or call-to-action

Footer with relevant links like a disclaimer, privacy policy, contact page, etc.

Blogs and websites

A majority of people still wonder whether there is any difference between a blog and a
website. What is a blog and what is a website? It’s even more challenging to differentiate
between the two today. Many companies are integrating blogs into their sites to perform
the same function.
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What differentiates blogs from websites?

Blogs need frequent updates. Good examples include a food blog sharing meal recipes or a
company writing about their industry news.

Blogs promote perfect reader engagement. Readers get a chance to comment and voice their
different concerns to the viewer. Static websites, on the other hand, consists of the content
presented on static pages. Static website owners rarely update their pages. Blog owners

update their site with new blog posts on a regular basis.

Key elements that identify a blog post from a static page include a publishing date, author
reference, categories, and tags within a byline. While not all blog posts have all those byline
elements, static website pages do not have any of these items. From a visitor perspective,
the content on a static site will not change from one visit to the next. The content on a blog,
yet, has the potential to offer something new each day, week, or month. Depending on the

blog owner’s publishing schedule.

. TWITTER

It's a platform wherein users share their thoughts, news, information and jokes in 140
characters of text or less. Twitter makes global communication cheap and measurable.
Profiles are (usually) public — anyone in the world can see what you write, unless you
elect to make your profile private. Users "follow" each other in order to keep tabs on and
converse with specific people.

On Twitter, following someone is not necessarily an admission of friendship, but
nonetheless affords interaction and conversation — at least in short bursts.

There are certain terms that you must understand if you are interested to use Twitter
Tweet

It all begins with a Tweet. Join or start any conversation in the world with a simple Tweet.
It is a 140 long characters message.

Retweet

See something you like? Retweet it to spread the word instantly. Re-sharing or giving
credit to someone else's tweet.

Follow

Never miss an update from the people that matter to you. Building your timeline all starts
with a follow.
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Search _ _
Fig G.1: Twitter page
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. You Tube

What is YouTube?

YouTube is a video sharing website on which users can upload and share videos.

How did it start?

Three former PayPal employees created YouTube in February 2005. In November 2006,
YouTube, LLC was bought by Google Inc. for $1.65 billion, and is now operated as a
subsidiary of Google.

What’s on YouTube?

You can use YouTube in many ways, but since it’s a video -sharing network, two obvious
options are to watch other people's videos and to upload your own videos so other folks
can watch them. The site's motto is "Broadcast Yourself," but you don't have to, of course.
You can simply watch other people broadcasting themselves. Unlike any other social
networks, YouTube doesn't require you to create an account before you can search for
content or view videos. Searching and watching are two activities you can engage in
anonymously on the site. But if you want to broadcast yourself or anything else, you'll
have to register for a Google account and get a username and password, because you can't
upload videos without a user ID.
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Fig G.2: YouTube Logo

Fig H.3: YouTube Home Page
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On home page, there is a search option that can be used to find videos of your interest. Type
in key terms- that is, names, places, events in the search field (the box to the left of “search”

at the top of the page.

Once you have searched for a topic, you can refine your search by clicking on “search

options” or you can click on links to open the video

You Tun {'leﬂetman | Search Browse
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David Letterman - Dave Discusses Conan, Leno & NBC
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7 months aQs 853,998 vews CBS

Fig G.4: Searching on YouTube

The vast collectionof videos are organized in your homepage (after you’ve signed in, if you
choose to create an account) in a few wats. The nice things are that you can remove any of

the categories if you don’t like particular.
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Features Videos: Mostly videos provided by YouTube commercial partners, although
occasionally contains user —submitted videos that are high popular

Subscriptions: If you like the video(s) posted by one user/organization/company, you can
subscribe to that channel and see all of their videos on your main YouTube page.

Recommended for You: Videos suggested by YouTube based on videos you’ve see or ones

you’ve marked as a “favorite”.
Recent Activity: Videos you have watched recently

Most Popular/Most viewed: “MostPopular” seems to be calculated by some kind of
YouTube-designed algorithm

Creating YouTube Channel

If you have a Google account, you can watch, share and comment on YouTube content.
However, Google accounts don’t automatically create YouTube channels. Getting a new
channel set up is a simple and quick process, though.

Go to YouTube and Sign In
Go to YouTube and click “Sign In” in top right corner of the page

YouyL2 X t SIGNIN
A Home Trending
\b Trending
L History
T TUBt .
Y Ellen and Britney Spears' What If All The ice Melted On 10 Slicers Gadgets put to the THE ZOELLA APARTMENT
Mail Mischief Earth? ft, Bill Nye
MaoreZoella
o Music TheEBenShaw AsapSCIENCE CrazyRussianHacker 553K views *
1M views = 2( urs 1g 503K views & how 100 1M view day ago
@ Sports

Fig G.5: Sign in option in YouTube

Then log in using the Google Account you’d like your channel to be associated with:
Fig G.6: Signing in using Google account

Goaogle
One account. All of Google.
SiFEm im Lo contimuiee o Wold T ik
|
[m= g C g len A it f warything 2l
= L | = = £ = = =




Head over to your YouTube settings

In the top right corner of the screen, click on your profile icon and then click “Settings”
link

Under your settings, you’ll see the option to “Create a Channel”, click on that link:

Overview

Account information

Name
ash@bufferapp.com Create a channel
Advanced K
Account type Standard
Learn about YouTube Red

Password Change password

iill be redirected to your Google Account page

Additional features

View additional features
Create a new channel

Fig G.7: Creating a channel

Next, you’ll have the option to create a personal channel or create a channel using a
business or other name

Use YouTube as...

=] Ash

By clicking "Create channel”, you agree to YouTube's Terms of Service. Learn
more

Changes you make here may show up across Google services with content you
create and share, and to people you interact with. Learn more

—’ Use a business or other name

Fig G.8: Naming the channel
Now it’s time to name your channel and select a category. The channel options available

include:

Product or Brand

Company or organization
Arts, Entertainment or Sports

Other
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Create a new channel

Upload videos
Name your channel m Upload public and private videos to your new channel

Buffer] Test ‘

Join the conversation
Comment on videos using your channel name

S+ All across Google
Your new channel comes with a Google+ page

Product or Brand

]

Your new channel comes with a Google+ page

v | agree to the Pages Terms

4.

Fig G.9: Uploading videos

Instagram
What is Instagram?

Instagram is an American photo and video sharing social networking service owned by
Facebook. It was created by Kevin Systrom and Mike Krieger, and launched in October
2010 on iOS. A version for Android devices was released in April 2012.

People can upload photos or videos to our service and share them with their followers or
with a select group of friends. They can also view, comment and like posts shared by their
friends on Instagram. Anyone 13 and older can create an account by registering an email

address and selecting a username.

Over the past few years, Instagram has seen exponential growth — from one million users

in December 2010, to over one billion user in 2019.

Fig G.10: Instagram Logo
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Steps to use Instagram

1. Set up your account and profile
If you don’t have Instagram app on your phone, you can download it from the App Store,
Google Play Store, or Microsoft Store. After download, you need to create your account and
profile. When you create your account on the mobile app, the app will guide you through a

few basic steps for getting set up.

2. Profile Photo

Your Instagram profile photo will be displayed as a circle. You can select profile photo

from gallery or you can click at the moment while setting up your profile.

3. Profile Information
The app will not prompt you to fill out your profile information but it will be great to do
so. To fill out your profile information, go to your profile in the app and tap on “Edit-

Profile”.
Fig G.11: Edit Profile option

+=2, alfredbuffer ~ D) Cancel Edit Profile Done
v'g Edit Profile Tx e
g
Alfred Lua
Change Profile Photo
2 Name Buffer
Username buffer
(=)
Website https://buffer.com

1 Bio Intuitive social media /
Share photos management with
. powerful scheduling &
and videos analytics T3 -/
o A team of #digitalnomads

around the world shaping
the future of work (O

When you share photos and vide
they'll appear on your profile.

o Q €D <& ©) Try Instagram Business Tools

4. Post Photos or videos

When you want to post a photo or video, just click the “+” icon at the bottom. Instagram
will show you the most recent photos in your photo library. You can also choose to take a
new photo or video by tapping on “Photo” or “Video” respectively.
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Cancel Camera Roll v Next

Photo Video Library Photo Video Library Photo Video

Library Photo Video

Fig G.12: Posting Photos and Videos

5. Edit your Media

< B¢ S Next < K Next < New post Share
e —
Tag People
Add Location

Asia/Singapore Qifa Primary School

Facebook

Twitter

Normal Clarend Gingha M Adjust Brightness Contrast Sty

- - ‘ Tumblr
ool o~ ™~
By 9 O L
Filter Edit Filter Edit
Filter Edit Post details

Fig G.13: Editing Photos and Videos

Once you have selected your media for your post, you can add a filter or edit its
orientation, brightness, contrast, and more. When your media is ready to go, just tap
“Next” to fill out your post details.

- Write a caption: Your caption appears just below your media when your post is
published. You can mention another Instagram account (i.e. @username) and add
hashtags. Accounts that you mention will receive a notification about it, and your post will
appear when someone searches for the hashtags you used.
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Tag People: If you are posting a photo or a collection of photos, you can tag multiple
Instagram accounts in each photo. The accounts you tag will also receive a notification
about it.

Add Location: If your media is a photo or video of a location, you could add a location
tag to your post. Your post will appear when someone searches for posts in that specific
location.

Social shares: If you have connected other social media profiles to your Instagram
account, you can easily share your posts on those profiles by toggling the switch.

. Find people to follow

If you have not followed any accounts, Instagram will prompt you to “Find people to
follow” on your feed and provide three ways to discover people to follow. You can either
connect your Facebook account, connect your contacts, or follow profiles suggested by
Instagram. A better approach, | feel, is to use the Instagram search and explore feature.

In the search and explore tab, Instagram will show you Instagram stories and posts that
you might like. Here’s how I would go about finding people to follow:

- Type in a keyword that is relevant to your business in the search bar
« Check out the suggested Instagram profiles or hashtags
- Follow the profiles that are relevant to your business

- Check out profiles that are recommended to you when you follow a profile

ol Singtel = 4:36 PM CT0934%m wil Singtel = 4:36 PM L7190 34%m wif Singtel = 4:36 PM Lo 3a%m

‘ food Cancel < @ 74
2090 - - - °
e g #foodporn

(0] #foodporn

LIV
Top live Singapore  startupst 6pri1 @ afc #foodlover #foodpics #foodie #food

@ foodnetwork @

52 food52 &
@ food

m!oodgodc
o Q 0

«“

Search and explore Search Hashtag

Fig G.14: Find people to follow
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5.

6.

Facebook

What is Facebook?
Facebook (FB) is a very popular social networking site that was launched in 2004.

Registered users create a profile, which allows them to upload photos/videos, send
messages, and connect with other people and businesses. It is international, and available
in approximately 50 languages. Facebook also allows for creating events (and sending
invitations) as well as a host of other things, such as playing games.

Businesses, bands, and organizations often create a Facebook page to market or promote
themselves. This class will focus on the basics for the individual, not the business.

Signing Up

To create an account, you must have a working email address.

Please keep in mind that when you are signing up, you do not have to provide all the
information that you are asked for — you can limit it to what you feel comfortable

submitting. Remember, depending on your privacy settings or the specific piece of
information, it may be seen by a great number of people.

Note: though you must provide your birthday when signing up, you can change the
setting so that it is not viewable (or that only the month and day are viewable.) When
registering, your birthdate is asked to verify that you are at least 13 years old and to,
according to Facebook, “make sure you get the right Facebook experience for your age.”

Your Profile

By signing up, you created an account -- you didn’t set up your profile. Your profile,
which is what people can see about you, is still probably blank.

By default, there are some sections that everyone can see, unless you change your
settings. Contact information is available only to your confirmed friends by default. We’ll
get more in to privacy settings later

Skype

How to use Skype

Skype is awesome. Anyone can download it, and you can use it to chat “face to face” or
make a regular voice call. It’s easy to use, and best of all, it’s free. And who doesn’t love
free stuff?

Getting started with the popular calling app may take some getting used to if you’ve
never used it before. If you’re a Microsoft Windows 10 user, then this Skype guide is for
you.
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Getting set up

The first step in using Skype is downloading it and setting up your account. They are two
steps that are far easier today than they’ve ever been and will get you well on the way to
your first Skype chat or call.

Step 1: Open your browser of choice and navigate to the Skype homepage. Click the big
blue Get Skype button, and it will open the corresponding Microsoft store page.
Alternatively, open the Microsoft Store yourself by clicking the taskbar icon, or searching
for Microsoft Store in the search box. When there, search for “Skype” and click the
corresponding app page.

Step 2: Click the blue Get button to download and install Skype for Windows 10. The
Microsoft Store may ask you if you want to use it across multiple devices, in which case
you’ll need to sign in with your Microsoft account. If you’d rather just have a dedicated
Skype account, choose no thanks.

Microsolt Store - o X
Apps Game Fims & TV . o K
Skype » kX 1,804
Free
T P13
More
Description Available on
Skype keeps the world talking. Say "hello™ wath an instant message, voice or &= Xbox One
wideo call - all for free, no matter what device they use Skype on, Skype is
available on phones, tablets, PCs, and Macs. E PC
« Video calls - Don't just hear the cheers, see itl Get together with 1 or 24 of
your faends and family on a video call, Watch your everyone's smiles and cries D Maobile
when you tell them “We're engaged!iil”
« Chat - Reach peopie instantly. Send messages to your frends, ven up 2 Hololens

conversations with emoticons and Mojis, or create 3 group chat to make
weekend plans with up to 300 people

« Share ~ Do more together, Easily share your photos, videos, documents, and...
More

Screenshots rc 32 Show all

Fig G.15: Downloading Skype

Step 3: Skype should now be installed on your system. To start it up, use the search box in
your Windows taskbar and look for Skype. When it pops up in the search box, click the
corresponding icon.
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Step 4: If you already have a Skype account, you can log in with your Skype name, email,
or phone number and skip through to the next section. To make a new account, click the

Create a new account, text.
Fig G.16: Creating a new account

O
Start talking with Skype
Sign in using yvour Skype or Microsoft account to experience the next generation
of Skype for Winmdows T0. It is simpler, faster and packed with great new features.

Skype Name, email or mobile number

Create a new account

Step 5: You can sign up for a Skype account with an email address or phone number. It’s
totally up to you which you would prefer to link with your new account. When you’ve
decided, input the relevant information and click next. Note: Doing so automatically causes
you to agree with Microsoft’s services agreement and privacy statement.

Fig G.17: Creating username and password

Skype

S|

Create account

kestskypeaddress@mailinator.com

I:I Send me promotional emails from Microsoft

Use a phone number instead

et a new email address

0]

Choosing Next means that you agree to the Privacy Statement
and Microsoft Services Agreement.

3~ Skype cannot be used for emergency calls.

Microsoft

Previous
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Step 6: The next screens will ask you to input personal information like age, name, and
location. Input all of that and continue clicking through. When asked for a verification code,
check your corresponding email or phone number and input the code.

Step 7: If asked for a CAPTCHA code, input that, and click Create Account. You now have
a functioning Skype account.

Finding friends and family

Where once you needed to know all of your friends’ details and had to add them as Skype
contacts, today, all you need to know is a single piece of information, and you can find them
quickly and start chatting straight away.

Step 1: When you first log in to your account, Skype will ask you if you want to import your
existing contacts. If you already have some set up on your Microsoft account, doing so will
fill out your contact list immediately.

Step 2: To find anyone else you want to talk to, select the Search Skype box in the top left-
hand corner and search for their real name, Skype name, or email address.

Skype — (. >
0 [@ i ees Echo / Sound Test Service e
I Awesome Friend I
Results All ~~

Public Directory

CALL ENDED
“t — o= Echo & you

B = —— 1 B =
I NMovember 2017

Show More CAlLL ENDED
Echo & you

SECONTSs

2 . Searching

31 Januar ’ 1

CALL ENDED
Echo & you

Fig G.18: Searching Skype
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Step 3: If your friend has a common name — and sometimes if they don’t — you may find
that there are several people to choose from in the list that pops up. Use profile pictures to
find the person you’re looking for, or click on them, then on the name at the top of the
window, to view their profile information.

That’s it; you’re ready to begin chatting. Anyone you talk to will automatically be added to
your contact list.

Text chats

Not in the mood for a voice call? Having a sneaky conversation at work while the boss isn’t
looking? Text chats are just as useful today as they’ve ever been; there’s a reason Facebook
Messenger and WhatsApp remain two of the most popular apps in the world. Here’s how to
text chat on Skype.

Step 1: Select the person you want to talk to either from the list of recent conversations on
the left or your contact list at the top of the Window. Doing so will open up a chat on the
right-hand side of the app window.

Welcome, Jon
Martindale

Search Skype

All ~

31/01/2018

Talk with the Warld

18/01/2018
Call friends and family on Skype for free
or mobiles and landlines around the

17/01/2018 world at low affordable rates.

Find frniends
18/12/2017

20/11/20717

-
. 14/11/2017
r——

Fa 2
ILAGERLE Powerful Features for Groups
Skype offers a fantastic group calling
experience. Simple and powerful group
messaging brings people closer
together.

04,/09/2017

01/09/2017

Start a conversation

Fig G.19: Sending message in Skype
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Step 2: Click the bottom of the conversation panel where it says Type a message. Type what
you want to say and hit enter, or click the send arrow on the right-hand side.

Step 3: Await a response. Rinse and repeat!

Voice calls

When Skype first launched, its big selling point was its voice over internet protocol (VOIP)
abilities. While it would go on to facilitate voice calls to landlines and mobile devices, its
Skype to Skype voice calling function remains a crucial component of its service. Setting up
a call is as easy as ever.

Step 1: Make sure you have a compatible microphone and headphones/speaker set up. Plug
them in and make sure Skype has picked them up by clicking the three-dotted menu at the
top of the Window, then going to Settings. You can leave your Speakers and Microphone as
the Default device, but you can specify your chosen input and output options with the drop-
down menus if you want.

Skype — O x

s B =[=]

Search Skype I Settings I Tods

Send feedback

All ~
View help online

;‘ e
i Abaout this version

Sign out

31/01/2018
t. 18/01/2018
17/01/2018

" 18/12/2017

. i 20/11/2017
s g

. 14/11/2017
! 19/10/2017

19/10/2017

% 04/09/2017 Type a message

£l &

Fig G.20: Settings in Skype
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If you want to test that your hardware is working correctly, use the Test audio link in the
Settings menu. Alternatively, call Skype’s Echo services using the same steps as below.

Skype - a X

Settings

Audio & Video

Video

Defauit device ~

Test video
Off

Audio

Speakers

Default device

Test audio
Microphone

Default device ~

Notification Settings

Instant messages
@ on

Instant messages from

(®) Anyone

() Contacts only

Fig G.21: Sound settings in Skype

Step 2: Select the contact or person you want to talk to in the same manner as the text chats.

Step 3: Click the blue phone icon in the top right-hand corner. If that person is online and
Skype is open, you will then call them directly. If they accept the call, you will begin a voice
call automatically.
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Skype - O X

]

Search Skype L2+
All ~

.

k Wed

31/012018

‘ 18/01/2018
h 17/01/2018

. 18/12/2017 =

3

' 20/11/2017
. 14/11/2017
' 19/10/2017
19/10/2017

i 04/09/2017 Type a message

Fig G.22: Attending calls in Skype
If someone rings you in the same manner, just click the corresponding button to pick up the
call. Alternatively, if you don’t want to talk to them, click the red button instead.

Video calls

To add an extra dimension to your conversations, why not use Skype’s video call function?
All you need is a webcam and a willingness to show your face on it.

Step 1: Make sure that your camera is working correctly with Skype in a similar manner to
your speakers and microphone. Click the three-dot menu icon and select Settings.

Click Default Device” under the video heading at the top of the page and select your
webcam from the drop-down menu.
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If you want to double-check it’s working correctly, toggle the Test video, button in the
settings menu. If it’s working correctly, a live-video of you will appear within the menu.

Skype — a X

Settings

Audio & Video

Video

Test video

@ on

Audio

Speakers

Default device

Test audio
Microphone

Default device

.. oo -~

Fig G.23: Testing video in Skype
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Step 2: When ready, select the contact you want to call and click the blue camera icon in the
top right-hand corner. Alternatively, start a voice call and then click the same camera button
in the call window.

When the call is running, you can see a miniature version of the video your friend sees in the
bottom right-hand corner. If they start their webcam in return, you’ll see them in the main
window.

Fig G.24:How a Skype call looks
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Step 3: If you want to text chat during the call for whatever reason, click the text chat button
in the top right-hand corner of the video call window. That will shrink the main video
section of the window and give you the usual text chat options below.

Fig G.25: Text chatting during a call

CALL STARTED
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7. Google Meet
How to set up a video conference in Google Meet

1. Click the app icon (it looks like a video camera) to open the dashboard and get started.

Gmail Images =a3 @
Account

Gmail Drive

Fig G.26: Click on the app button

2. Inthe upper right-hand corner you will see the settings icon. Clicking this icon opens a
view window that shows your device's audio and webcam so you to test them.

0 Thisis a good way to make sure the tools you need to host a video conference are
working.

MP Webcam

Fig G.27: Open the view button
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3. When you're ready to create a meeting, simply click Join or start a meeting.

& Meet 11:38 « Tue, 24 Mar

Teamwork * Kyle Bean & Aaron Tilley * g.co/kbatb

Fig G.28: Click on Join Meeting

4. You will be asked to enter a meeting code if you are joining an existing meeting, or to
title the meeting you are creating. Click Continue.

Join or start a meeting

Enter the meeting code or a nickname. To start your own meeting
enter a nickname or leave it blank

Weekly Editors Meeting|

Fig G.29: Enter Meeting code

5. On this screen, you will again have a chance to make sure your device's audio and video
capabilities are working. On the right-hand side of the view screen, click Join now to
start your meeting.
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Weekly AOP Update Meeting

Camera Is starting Q =

Fig G.30: Voice and video options
A window will pop up with your meeting information and a link to Add people. Clicking
this will list all people in your Gmail contacts along with a field to invite others not in
your contacts.

After choosing who to invite, click Send invitation. This will send the meeting link to
your attendees.

Add others

Fig G.31: Sharing link for meeting

If you are the presenter, from your screen you will see tools for conducting your
conference. In the bottom right-hand corner, click the three dots. This will give you the
option to Record meeting. You will also find Turn on captions for members who are
hearing impaired.

188



Fig G.32: Record meeting

9. Also at the bottom of the screen, you will also see Present now. Clicking this gives
you the option to share your screen and anything you have displayed there, including
slide presentations and videos.

Share your screen

Fig G.33: Sharing screen

10. At the top of the screen, you will see two icons. The first tells you how many people
are currently in your meeting. Clicking it will show you who is attending and if they are
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muted or not. You can also send a quick invite or reminder to anyone you see has forgotten to
join.

=), Peopls [E] chat
¥ Add peop

Fig G.34: Viewing people

11.  The second icon opens the chat features. This is good for keeping tabs on questions
being asked by muted participants. You can also share documents, links, and images
through the chat feature.

Fig G.35: Chat function in Google Meet

Overall, Google's meeting app is really straightforward and pretty easy to figure out.
But if you need help with any part of your Meet video conference, Google has a healthy
support group with FAQs, troubleshooting articles and how-to videos.
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No ok

PRACTICE QUESTIONS

To get familiar with various functionality of Blogs websites.

To get familiar with various functionality of Twitter.

To get familiar with various functionality of YouTube Channels and upload a
video on YouTube.

To get familiar with various functionality of Instagram.

To get familiar with various functionality of Facebook.

To get familiar with various functionality of Google meet.

To get familiar with various functionality of Skype.
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H. Cyber Security

1. Backup Your Files

Backup refers to the process of making copies of data or data files to use in the event the
original data or data files are lost or destroyed.

Why is Backup Needed?

The main purpose is to recover the lost data from an unpredictable event like deletion by
mistake or file corruption which in many cases is caused by a virus. An example is
Ransomware, which encrypts all your data when your computer gets infected and the
second is to roll back the data at a specific time you want.

How is this Process Managed at Big Companies?

It is suggested that in bigger companies which have a large volume of data, it is necessary
to have a backup administrator, which is one of the most trusted persons in the company
because he has access to all the data of that organization and generally deals with the
backup routine check and the health of the backup.

Backup Devices

CD and DVD, Blue-Rays — They are used for home/personal usage where people can
store their documents, mainly personal or office related documents because they have
small capacities varying from 750MB to 50GB.

L —

ks DV

Fig H.1: CD’s and DVD’s

Removable Devices — They are again for home usage (data, documents, music, photos,
movies) which can be a Removable USB or external hard disks. Their capacities lately
have increased a lot, they vary from 2 GB to 2 TB.

Fig H.2: Pen Drive
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Network attached storage (NAS) — They are generally devices that are used in small
businesses for backup purposes because they offer a centralized manner of backup. All the
users can connect through the network to access this device and save data.

They are lesser in cost when compared to other solutions and they also offer a good fault
tolerance as they are configured in RAID (redundant array of independent disks). They
can be rack or non-rack mounted. They offer a good level of authentication of users and
web console managing.

Fig H.3: Network attached storage

Types of Backups Based on Location

The types of backup can vary on the size of the business, budget and the data importance.
They are divided in two types —

Local Backups

Online Backups

Generally local backups store the data in a CD, NA Storages, etc. as there can be a simple
copying of files or by using any third party software. One of them in the server is the
Windows backup which is included in the Windows Server Edition License.

3

) aeten ctomaner =

Fig H.4:0Online backup
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Another one is Acronis which is one of the best in the market — http://www.acronis.com/en-
eu/
Online Backup or Cloud Storage

One of the biggest trend is online storage where the companies and users can store their data
somewhere in the cloud, and it is cheaper as well rather than doing it all by yourself. There
is also no need for any backup infrastructure and maintenance.
For a personal user it is offered for free by the biggest vendors like Microsoft. It offers
OneDrive and you can store up to 5GB in their cloud and it has an interface for different
Operating Systems.
The second is the Google Drive, which is a product by Google, wherein the files
synchronizes automatically.

Fig H.5: Google Drive
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For small or big companies, mentioned before, online or cloud backup solution are a good
solution for them because of the cost and the liability.

The biggest vendors offering such service are Microsoft with AZURE solution which is
offering a very high performance and scalability for this solution.

The other is Amazon with it product S3 details about this product can be found on
— http://aws.amazon.com/s3/

Most effective backup strategy

The standard best practice for backing up data is known as the 3-2-1 rule. The 3-2-1
backup strategy simply states that you should have 3 copies of your data (one production
data and 2 backup copies) .Keep the backup copies on different media. Keep one backup
copy offsite. This prevents losing copies of the database in case of an event such as a
natural disaster. One of the most common examples of an offsite backup is through the
use of the cloud. Another alternative is to keep a physical copy in another secure location.

2. Email Scams

Phishing
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Phishing is a scam where criminals typically send emails to thousands of people. These
emails pretend to come from banks, credit card companies, online shops and auction sites
as well as other trusted organizations. They usually try to trick you into going to the site,
for example to update your password to avoid your account being suspended. The
embedded link in the email itself goes to a website that looks exactly like the real thing but
Is actually a fake designed to trick victims into entering personal information.

Email scams

Email is an excellent communication tool. However, email is frequently used to deliver
unwanted material which could be annoying and malicious, causing considerable harm to
your computer and yourself. This is Spam (or Junk) email. The vast majority of email sent
every day is unsolicited junk mail. Examples include:

» Advertising, for example online pharmacies, gambling.
» Get rich quick and work from home schemes.

» Hoax virus warnings.

» Hoax charity appeals.

« Chain emails which encourage you to forward them to multiple contacts (often to bring
‘good luck’).

How spammers obtain your email address

Using automated software to generate addresses.

Enticing people to enter their details on fraudulent websites.
Hacking into legitimate websites to gather users’ details.
Buying email lists from other spammers.

Inviting people to click through to fraudulent websites posing as spam email cancellation
services.

From names/addresses in the cc line, or in the body of emails which have been forwarded
and the previous participants have not been deleted.

The very act of replying to a spam email confirms to spammers that your email address
exists.

How to spot spam

Spam emails may feature some of the following warning signs:

You don’t know the sender.

Contains misspellings designed to fool spam filters.
Makes an offer that seems too good to be true.

The subject line and contents do not match.
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Contains an urgent offer end date (for example “Buy now and get 50% off”).

Contains a request to forward an email to multiple people, and may offer money
for doing so.

Contains a virus warning.

Contains attachments, which could include .exe files.

The risks

It can contain viruses and spyware.

It can be a vehicle for online fraud, such as phishing.
Unwanted email can contain offensive images.
Manual filtering and deleting is very time-consuming.

It takes up space in your inbox.

Use email safely

Do not open emails which you suspect as being scams.
Do not forward emails which you suspect as being scams.
Do not open attachments from unknown sources.

If in doubt, contact the person or organization the email claims to have been sent by

better safe than sorry.

Do not readily click on links in emails from unknown sources. Instead, roll your
mouse pointer over the link to reveal its true destination, displayed in the bottom
left corner of your screen. Beware if this is different from what is displayed in the
text of the link from the email.

Do not respond to emails from unknown sources.
Do not make purchases or charity donations in response to spam email.
Don’t click on ‘remove’ or reply to unwanted email.

When sending emails to multiple recipients, list their addresses in the 'BCC' (blind
copy) box instead of in the 'To' box. In this way, no recipient will see the names of
the others, and if their addresses fall into the wrong hands there will be less chance
of you or anybody else receiving phishing or spam emails.

Similarly, delete all addresses of previous parties in the email string, before
forwarding or replying.
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e |f you are suspicious of an email, you can check if it is on a list of known spam and
scam emails that some internet security vendors such as McAfee and Symantec
feature on their websites.

* Most Microsoft and other email clients come with spam filtering as standard. Ensure
yours is switched on.

* Most spam and junk filters can be set to allow email to be received from trusted
sources, and blocked from untrusted sources.

* Most internet security packages include spam blocking. Ensure that yours is up to date
and has this feature switched on.

3. Fight Against Malware

Malware, short for malicious software, is software designed to disrupt computer operation,
gather sensitive information, or gain unauthorized access to computer systems. While it is
sometimes software, it can also appear in the form of script or code. Malware is a general
term used to describe any kind of software or code specifically designed to exploit a
computer, or the data it contains, without consent. The expression is a general term used
by computer professionals to mean a variety of forms of hostile, intrusive, or annoying
software.
Avoid Malware
Following the tips below can help reduce your risk of downloading unwanted malware
and spyware: ¢ Keep your security software updated. At a minimum, your computer
should have anti-virus and anti-spyware software, and a firewall. Set your security
software, internet browser, and operating system (like Windows or Mac OS) to update
automatically.
« Don't click on any links or open any attachments in emails unless you know who sent it
and what it is. Clicking on links and opening attachments — even in emails that seem to
be from friends or family — can install malware on your computer.

+ Download and install software only from websites you know and trust. Downloading
free games, file-sharing programs, and customized toolbars may sound appealing, but
free software can come with malware.

* Minimize "drive-by" downloads. Make sure your browser security setting is high enough
to detect unauthorized downloads. For Internet Explorer, for example, use the "medium"
setting at a minimum.

» Use a pop-up blocker and don't click on any links within pop-ups. If you do, you may
install malware on your computer. Close pop-up windows by clicking on the "X" in the
title bar.
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Resist buying software in response to unexpected pop-up messages or emails, especially
ads that claim to have scanned your computer and detected malware. That's a tactic

scammers use to spread malware.

Talk about safe computing. Tell your kids that some online actions can put the computer
at risk: clicking on pop-ups, downloading "free" games or programs, opening chain

emails, or posting personal information.

Back up your data regularly. Whether it's text files or photos that are important to you,

back up any data that you'd want to keep in case your computer crashes.

Detect Malware

Monitor your computer for unusual behavior.

Slows down, crashes, or displays repeated error messages

Won't shut down or restart

Serves up a barrage of pop-ups

Displays web pages you didn't intend to visit, or sends emails you didn't write
New and unexpected toolbars

New and unexpected icons in your shortcuts or on your desktop

A sudden or repeated change in your computer's internet home page

A laptop battery that drains more quickly than it should

Get Rid of Malware

Follow the tips below if you suspect there is malware is on your computer.

Disconnect your computer from the Internet.

4.

» Update your security software, and then perform a manual scan of your entire system.

» If the manual scan doesn’t locate and remove the infection, you may need to reinstall
your operating system, usually with a system restore disk that is often supplied with a
new computer. Note that reinstalling or restoring the operating system typically erases
all of your files and any additional software that you have installed on your computer.

» After reinstalling the operating system and any other software, install all of the

appropriate patches to fix known vulnerabilities.

Password Protection

Passwords provide the first line of defense to your business computers and electronic

devices. It’s important that you use strong passwords that are hard to guess. Understand

what makes a strong password, and how to create one.
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Use strong passwords to protect your business

If passwords are too simple, hackers can easily guess or gather them, giving cybercriminals

free access to your system. Once they’re in, you have a major problem. The stronger and more

complex your passwords, the safer your network will be from a cyber-attack.

Passwords should:

Be at least 10 characters long

Not contain a complete word which easily links to you including your name,
company name, family member or pet

Include a mix of upper-and lower-case letters, numbers and symbols
Be different from each other and from previous passwords

Change regularly

Be kept private

Be unique and hard to guess

Useful Tips:

Use the letters of a song, musical or movie title and change some of the characters
to make a strong password.

Use a password manager — this will create and securely store unique passwords for
you.

Don’t write passwords down on paper or store a list in a word document — they can
be stolen and used to access your accounts.

Select no when a computer offers to automatically remember your password when
logging onto a website.

Always give employees different logins (user name and passwords) for your
business systems.

Multi-factor authentication (MFA) is an authentication method in which a computer
user is granted access only after successfully presenting two or more pieces of evidence
(or factors) to an authentication mechanism: knowledge (something the user and only the
user knows), possession (something the user and only the user has), and inherence
(something the user and only the user is).

Two-factor authentication (also known as 2FA) is a type, or subset, of multi-factor

authentication. It is a method of confirming users' claimed identities by using a combination

of two different factors:

1) Something they know

2) something they have, or
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3) something they are.

Example are to supplement a user-controlled password with a one-time password (OTP)
or

code generated or received by an authenticator (e.g. a security token or smartphone) that

only the user possesses.

Pl
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. Bank Account details (only for registration)

AVAILABLE APPS (28 BANK APPS)

SBI app, PNB UPI, UPI Collect (ICICI), Axis Pay, Canara Bank UPI, UCO UPI, Union
Bank UPI,
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Fig H.6: UPI Registration Process
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Fig H.7: Registering on UPI
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Fig H.9: Sending Money
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el NS .

PRACTICE QUESTIONS

How should I perform my backups?

What are Email Scams?

What is the best protection against malware?

To get familiar with various Password Protection.
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I. Awareness to Project Management Tools

MIS Report and Analysis

What is MIS Report & How It Works?

MIS report provides a summarized and bulletin view of different verticals that are
required to be monitored for the proper functioning of your business. The primary use of
MIS reports is to take set parameters and compare it to the performance of business
operations.

They provide a concise view of a company performance in terms of revenue, orders,
customer queries, HR indices, employee performance and attrition.

By analyzing the variance between the estimated target with the achieved results,
businesses can adopt new practices that would result in higher performance. The primary
contribution of MIS reports is to condense disparate figures to provide insights on the
business model.

What are the Types of MIS Reports?

Sales MIS Reports: Sales MIS report is created and managed by the sales and
marketing departments for transactional analysis of various products and services. The
analysis is based on variance, which is the difference between the estimated sales
compared to actual sales.

Budget Reports: In any business, creating budget report is necessary to manage
allotted finances and to minimize expenses. Some common budget reports that can be
generated include production budget, expense budget, income budget, cash budget,
etc.

« Production Reports: The manufacturing department is responsible for the creation of
production reports which include the comparison of set production targets and the final
production count. Variation between the targeted and achieved production helps in
quantifying the overall process efficiency.

Cash flow Statement Report: With this MIS report, business operations department
can analyze the inflow and outflow of cash, to check the overall transactions at a
certain period. It also helps in tracing fund sources that have been utilized for the
outflows.

Funds Statement Report: Funds Statement Report is processed by the accounting
and finance team to keep a track of the fund sources. It is also created to check where
the funds have been utilized.

204



- Profit Report: Profit reports are created by the accounts department to check the
difference between actual and estimated profit (or loss) at a certain time span. It also
accounts the factors which led to the profit or loss.

- Income Statement Report: Reports for income, taxes, ledgers and balance sheet are
crucial for assessing the financial data of shareholders and investors. With the help of
income statement report, accountants can analyses the concurrent financial state of a
business.

- Abnormal Losses Reports: Coming under the umbrella of manufacturing department,
the report on abnormal losses can help business reduce expenditure. Some of the
abnormal losses include manufacturing defects, spillage or breakdown of machinery,
defects in raw material or natural calamities.

Costing Reports Cost reports are one of the most important aspects of MIS. Whether
it is a small business or an enterprise, overall costs incurred by different departments is
analyzed to see if it can be reduced.

HR MIS Reports: HR MIS Reports help in analyzing the performance of employees
at certain duration of time. It calculates the total amount of tasks, assignments or
projects completed by different employees in that duration.

Inventory Reports: MIS provides inventory reports to which raw material is in
surplus and which ones need to be replenished. It also helps keep daily, weekly,
monthly and quarterly production and stock statements.

2. Different Graphical Representation and study analysis

Graphical Representation is a way of analyzing numerical data. It exhibits the relation
between data, ideas, information and concepts in a diagram. It is easy to understand and it
iIs one of the most important learning strategies. It always depends on the type of
information in a particular domain. There are different types of graphical representation.
Some of them are as follows

Line Graphs — Linear graphs are used to display the continuous data and it is useful
for predicting the future events over time.

« Bar Graphs — Bar Graph is used to display the category of data and it compares the
data using solid bars to represent the quantities.

Histograms — The graph that uses bars to represent the frequency of numerical data
that are organised into intervals. Since all the intervals are equal and continuous, all the
bars have the same width.

Line Plot — It shows the frequency of data on a given number line. ¢ x “ is placed
above a number line each time when that data occurs again.
205


https://byjus.com/maths/bar-graph/

Frequency Table — The table shows the number of pieces of data that falls within
the given interval.

Circle Graph — Also known as pie chart that shows the relationships of the parts of
the whole. The circle is considered with 100% and the categories occupied is
represented with that specific percentage like 15%, 56% , etc.

Stem and Leaf Plot — In stem and leaf plot, the data are organized from least value
to the greatest value. The digits of the least place values from the leaves and the
next place value digit forms the stems.

Box and Whisker Plot — The plot diagram summarizes the data by dividing into
four parts. Box and whisker shows the range (spread) and the middle (median) of
the data.

Fig 1.1: Types of charts
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General Rules for Graphical Representation of Data

There are certain rules to effectively present the data and information in the graphical

representation. They are:

Suitable Title: Make sure that the appropriate title is given to the graph which indicates
the subject of the presentation.

Measurement Unit: Mention the measurement unit in the graph.
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- Proper Scale: To represent the data in an accurate manner, choose a proper scale.

- Index: Index the appropriate colours, shades, lines, design in the graphs for better
understanding

- Data Sources: Include the source of information wherever it is necessary at the bottom of
the graph.

Keep it Simple: Construct a graph in an easy way that everyone can understand.

Neat: Choose the correct size, lettering, colours etc in such a way that the graph should be
a visual aid for the presentation of information.

Graphical Representation in Math’s
In Mathematics, a graph is a chart with statistical data that are represented in the form of

curves or lines drawn across the coordinate point plotted on its surface. It helps to study the
relationship between two variables where it helps to measure the change of amount of
variable with respect to another variable within a given interval of time. It helps to study the
series distribution and frequency distribution for a given problem. There are two types of
graphs to visually depict the information. They are:

Time Series Graphs — Example: Line Graph

Frequency Distribution Graphs — Example: Frequency Polygon Graph

Principles of Graphical Representation
Algebraic Principles are applied to all types of graphical representation of data. In graphs, it

is represented using two lines are called coordinate axes. The horizontal axis is denoted as x
— axis and the vertical axis is denoted as y — axis. The point at which two lines intersect is
called origin, ¢ O ‘. Consider x axis, the distance from origin to the right have a positive
value and the distance from the origin to the left side have positive value. Similarly for the y
axis, the distance above the origin has a positive value and the distance below the origin
have negative value.

Fig 1.2: Principles of Graphical Representation

PRINCIPLES OF GRAPHICAL REPRESENTATION
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Generally frequency distribution are represented in four methods, namely
Histogram
Smoothed frequency graph
Pie diagram
Cumulative or give frequency graph

Frequency Polygon

Merits of Using Graphs

Some of the merits of using graphs are as follows:
The graph is easily understood by everyone without any prior knowledge.

It saves time
It allows to relate and compare the data for different time periods

It is used in statistics to determine the mean, median and mode for different data, as well
as in interpolation and extrapolation of data.

Sample Example for Frequency polygon.

Here are the steps to follow for finding the frequency distribution of a frequency polygon
and it is represented in a graphical way.

Obtain the frequency distribution and find the midpoints of each class interval.
Represent the mid points along X-axis and frequencies along Y -axis.

Plot the points corresponding to the frequency at each mid-point.

Join these points, using lines in order.

To complete the polygon, join the point at each end immediately to the lower or higher

class marks on the X-axis.

Question :
Draw the frequency polygon for the following data:

Class 10-20 20-30 30-40 40-50 50-60 60-70 70-80  80-90
Interval
Frequency 4 6 8 10 12 14 7 5
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Solution :
Mark the class interval along x — axis and frequency along y — axis.

Let assume that class interval 0-10 with frequency zero and 90-100 with frequency zero.

Now calculate the midpoint of the class interval.

Class Intervals Midpoints Frequency
0-10 5 0
10-20 15 4
20-30 25 6
30-40 35 8
40-50 45 10
50-60 55 12
60-70 65 14
70-80 75 7
80-90 85 )
90-100 95 0

Using adjacent table, plot the points A (5, 0), B (15, 4), C (25, 6), D (35, 8), E (45, 10), F
(55, 12), G (65, 14), H (75, 7), 1 (85, 5) and J (95, 0).

To obtain the frequency polygon ABCDEFGHIJ, draw the line segments AB, BC, CD, DE,
EF, FG, GH, HI, 1J.
Fig 1.3: Plotting points in graph
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. PERT/CPM

Why PERT/CPM?

» Prediction of deliverables

* Planning resource requirements
» Controlling resource allocation
* Internal program review

» External program review

» Performance evaluation

» Uniform wide acceptance

APPLICATIONS OF PERT/CPM TECHNIQUES

* Construction of a Dam or Canal

» Construction of a building or highway
» Maintenance or Overhaul of aircrafts
» Space Flights

» Designing a Prototype of a Machine

Steps in PERT/CPM

* PLANNING

* SCHEDULING

* ALLOCATION OF RESOURCES
* CONTROLLING

Framework for PERT and CPM

» Define the Project. The Project should have only a single start activity and a single
finish activity.

» Develop the relationships among the activities.

» Draw the "Network™ connecting all the activities.
» Assign time and/or cost estimates to each activity
» Compute the critical path.

» Use the Network to help plan, schedule, and monitor and control the project.
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CPM - Critical Path Method

» Drafting the design of Program or Project
» Evaluation of drafted Program or Project

» Review of evaluated Program or Project

PERT - Project Evaluation & Review Techniques

» To analyze and represent the tasks involved in completing a given project
* Accommodates the variation in event completion time

» Event-oriented technique rather than start- and completion-oriented

» Commonly used in conjunction with the critical path method

» Basic Terms In Network Analysis

« Activity Event Constraints

* Network Diagram Critical Path

e Errors in Network Construction
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PRACTICE QUESTIONS

1.  To get familiar with various MIS Reports.

2. Different Graphical Representation and study analysis
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J. Basic Concepts of Mobile

1. Mobile Features

awareness Mobile Phone

A mobile phone is a wireless handheld device that allows users to make and receive calls
and to send text messages, among other features. The earliest generation of mobile phones
could only make and receive calls. Today’s mobile phones, however, are packed with
many additional features, such as web browsers, games, cameras, video players and even
navigational systems.

A mobile phone may also be known as a cellular phone or simply a cell phone.

Smart Phone

A smartphone is a cell phone that allows you to do more than make phone calls and send
text messages. Smartphones can browse the Internet and run software programs like a
computer. Smartphones use a touch screen to allow users to interact with them. There are
thousands of smartphone apps including games, personal-use, and business-use programs
that all run on the phone. The picture is an example of the Apple iPhone, one of the most
popular smartphones available today.

What can a smart Phone can do?

Smartphones are loaded with features and capabilities that make them more than a phone.
» Make and receive phone calls text messages.
» Take, show, and store pictures and video.
* Browse the Internet, as well as send and receive e-mail.
» GPS capability for location and navigation.
* Record and play audio and music.
» Display time and date and other functions such as alarm clock, stopwatch, and timer.
» Display weather and temperature information.
* Voice dictation and take notes.

« Virtual assistant using Siri, Google Assistant, or Cortana.

» Access utilities, such as a flashlight, e-book reader, and calculator.
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2. Operating System and Applications

Mobile Operating Systems

An Operating System is an interface between hardware and user. It manages hardware
and software resources of the system.

A Mobile OS is an operating system that is specifically designed to run on mobile devices
such as mobile phones, smartphones, PDAs, tablets etc.

Much like Linux and Windows operating system controls your desktop or laptop, a
mobile OS controls your mobile devices and other programs run on top of Mobile OS.

When you purchase a mobile device, you want to know about the OS to ensure
compatibility and support for the mobile applications you want to use.

Popular Mobile Operating Systems

Android

Bada (Samsung Electronics)
BlackBerry OS

i0S

Symbian OS

WebOS

Windows Mobile

Android OS

The Android mobile Operating System was developed by Google to run on smartphone
(Touch screen). With time number of versions have been launched:

Cupcake

Donut

Eclair

Froyo

Ginger Bread

Honey Comb

Ice Cream Sandwich

Jelly Bean

Kitkat
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Lollipop
Marshmallow
Nougat
Oreo

1. Bada

Bada is a Samsung’s Mobile OS. Bada was launched in 2010. It has mobile features such as
Multipoint-touch, 3D graphics, applications downloading and installation.

Now Samsung is planning to kill off its Bada OS and merge it with Tizen.

Tizen phones will be able to run apps designed for Bada devices, but it won’t be possible to
upgrade a Bada phone to Tizen.

2. BlackBerry

BlackBerry OS is a proprietary mobile OS developed by Canadian company named
BlackBerry. Its limited to BlackBerry smartphones.

The operating system provides multitasking and supports specialized input devices like
trackball, trackwheel etc.

3. Symbian OS

Symbian is a discontinued operating system designed for phones. It was developed in 1998
by Symbian Ltd.

Symbian was used by major mobile phone brands, like Samsung, Motorola, Sony Ericsson,
and above all by Nokia. It was most popular OS for phones until end of 2010. At a time
when smartphones were in limited use.

Symbian disappeared from market with time when Android came into use.

4. i0S

Apple's mobile operating system for its iPhone, iPad, iPod touch, Apple TV and similar
devices. Apple iOS was originally called the iPhone OS but was renamed in 2010 to reflect

the operating system’s evolving support for additional Apple devices.

I0S was the first mobile OS with touch screen, handwriting recognition and voice
recognition features etc.
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5. webOS

webOS, also known as Open webOS, HP webOS, Palm webOS and LG webOS. It is a
Linux based multitasking operating system for smart devices like smart phones and smart
TVs.

Initially developed by Palm Inc.(which was acquired by Hewlett-Packard). The Operating
system was later sold to LG Electronics.
Installing Apps

Nowadays, mainly two mobile operating systems are used:
- Android
- i0S

The companies of both Operating Systems have developed a market place over internet from
where people can download and install different apps (Mobile Applications)

Play Store: It is Google’s market place where we find Mobile Apps for Android based
mobiles.

App Store: It is Apple’s market place where we find apps for Apple Mobile Phones
(iPhone).

There are thousands of paid and free apps on App Store and Play Store
Mobile Apps

There are millions of apps available on Google, Play Store, Apple App Store and Microsoft
Store. Some of these are free and few are paid. There are various categories of Mobile apps
like

*  Games
* Music Apps
* Banking Apps
* Photo Editors
* Messengers
* Browsers
Video Players
» Health Guidance Apps
* Online Shopping Apps
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Following are some popular apps

1. WhatsApp

It is one of the most popular and widely used chat applications that also supports
communication between international phone networks. It has many chat features such as
video calling, audio calling, chat message deletion, emojis, status and more.

2. UC Browser

When it comes to mobile browsers, UC completely dominates the market with its amazing
mobile compatible browsing app. UC browser is also available in a mini version for low-
memory devices and has all the features you can expect in a mobile browser.

3. Uber

Uber is the most used location-based cab hiring app that allows users to hire drivers, cabs,
bikes and shared rides for local and outstation transits. It is an easy, convenient, safe and
cost-effective way of transporting within or nearby your city. Since it is a location-based
app, Uber works fine on any GPS-enabled mobile device.

4. SHAREit
It is a free file sharing application by Lenovo that can be used to transfer audio, video and

image files from a Wi-Fi compatible mobile/desktop device to another. The app is available
for Windows, Android, iOS and many other platforms.
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5. Google Maps

/N

It is the most widely used mobile location and GPS tracking app. Maps by Google is a
complete location app with features like GPS tracking, address sharing, navigation, real-time
traffic updates, lane guidance, local place search and more.

6. Gmail

It is an email messaging application by Google that was first invented for web and now also
has a dedicated mobile app variant for Android, i0S and other platforms. Gmail is the most
used email application around the world.

7. Amazon Mobile

amazon

Amazon is the world’s leading eCommerce marketplace which is now also available through
a dedicated mobile application to target its mobile buyers and sellers. The Amazon mobile
application works almost exactly same as the website.

8. Netflix App

It is an online video streaming website/app that lets you watch movies, videos, TV series
and other content from Netflix through your mobile device or PC. The mobile app is more
convenient as you can watch your favorite movies and videos from anywhere at anytime.

The app is more popular in English speaking countries.
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9. Google Pay (Tez)

&~
)

Google Pay is Mobile Payment App by Google, it is one app for all your payment need.
With Google Pay, you can send and receive money very quickly, pay bills, buy online,
recharge Phone and dish, Pay at offline stores, Bank to bank money transfer. It is a simple
and secure mobile payment app.

219



1.
2.

PRACTICE QUESTIONS

To get familiar with various Mobile Features.
To get familiar with Install Application on Mobile.

220



K. Awarenessto loT

Internet of Things (10T)

The Internet of Things (10T) is a system of interrelated computing devices, mechanical and
digital machines, objects, animals or people that are provided with unique identifiers and the
ability to transfer data over a network without requiring human-to-human or human-to-
computer interaction.

<

" INTERNET

. OF THINGS

The Internet of Things is, world’s leading research and advisory company, states that 14.2
billion connected things will be in use in 2019, and that total will reach 25 billion by 2021.
The adoption of 10T in various applications are— smart home, smart industries and 1oT is in
agriculture too! 10T is constantly getting bigger and better.

The Internet of Things (loT), also sometimes referred to as the Internet of Everything (lIoE),
consists of all the web-enabled devices that collect, send and act on data they acquire from
their surrounding environments using embedded sensors, processors and communication
hardware.

Difference between Embedded device and 10T device

Embedded System is a combination of hardware and software which performs a specific
task.An Embedded System is a combination of customized hardware and customized software.
Customized hardware is the personalized design to suit your specific system with specific set
of requirements. Customized software (also known as Embedded Firmware) is the software
piece that gives life to the hardware. Developers conceptualize, write and cultivate the source
code in order to develop a program that can perform desired functionality.

The Internet of Things (10T) is a system of interrelated computing devices, mechanical and
digital machines, objects, animals or people that are provided with unique identifiers and the

ability to transfer data over a network without requiring human-to-human or human-to-
computer interaction.
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l0T is a big model that tries to integrate multiple thing together. Embedded Systems are part of
the overall 10T by taking two key components in terms of 10T devices and I0T gateway. The
loT devices are smaller and specific in nature which will not have OS running them. However
IoT gateway are larger and generic in nature which will have OS running them. These OS can
come in multiple flavors namely Embedded OS, IoT OS or RTOS. With this Embedded
programming becomes a part of IoT programming.

Hence, from a system developer’s perspective, programming I0T device or 10T gateway will
remain the same. They will use a programming language (like C) and use a target platform in
order to develop them. However the role of embedded system developer has grown more in
IoT domain, as he/she not only has to develop the device (product view) but also integrate
them into the cloud (solution view). This is the process in order to have an end-to-end IoT
solution work.

Applications of Internet of Things

1. Smart home

Smart Home clearly stands out, ranking as highest Internet of Things application on all
measured channels. The loT Analytics company database for Smart Home includes 256
companies and startups. More companies are active in smart home than any other application
in the field of 1oT. The total amount of funding for Smart Home startups currently exceeds
$2.5bn. This list includes prominent startup names such as Nest or AlertMe as well as a
number of multinational corporations like Philips, Haier, or Belkin.

2. Wearables

As consumers await the release of Apple’s new smart watch in April 2015, there are plenty
of other wearable innovations to be excited about: like the Sony Smart B Trainer, the Myo
gesture control, or LookSee bracelet. Of all the 10T startups, wearables maker Jawbone is
probably the one with the biggest funding to date. It stands at more than half a billion
dollars!

3. Smart City

Smart city spans a wide variety of use cases, from traffic management to water
distribution, to waste management, urban security and environmental monitoring. Its
popularity is fueled by the fact that many Smart City solutions promise to alleviate real
pains of people living in cities these days. 10T solutions in the area of Smart City solve
traffic congestion problems, reduce noise and pollution and help make cities safer.

222



4. Smart grids

Smart grids are a special. A future smart grid promises to use information about the
behaviors of electricity suppliers and consumers in an automated fashion to improve the
efficiency, reliability, and economics of electricity.

5. Industrial internet

The industrial internet is also one of the special Internet of Things applications. While
many market researches such as Gartner or Cisco see the industrial internet as the IoT
concept with the highest overall potential, its popularity currently doesn’t reach the masses
like smart home or wearables do. The industrial internet however has a lot going for it.

6. Connected car

The connected car is coming up slowly. Most large auto makers as well as some brave
startups are working on connected car solutions.

7. Connected Health (Digital health/Telehealth/Telemedicine)

Connected health remains the sleeping giant of the Internet of Things applications. The
concept of a connected health care system and smart medical devices bears enormous
potential, not just for companies also for the well-being of people in general. Yet,
Connected Health has not reached the masses yet.

8. Smart retail

Proximity-based advertising as a subset of smart retail is starting to take off.

9. Smart supply chain

Supply chains have been getting smarter for some years already. Solutions for tracking
goods while they are on the road or getting suppliers to exchange inventory information
have been on the market for years.

10. Smart farming

Smart farming is an often-overlooked business-case for the internet of Things because it
does not really fit into the well-known categories such as health, mobility, or industrial.
Smart farming will become the important application field in the predominantly
agricultural-product exporting countries.
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10T characteristics

- Connectivity

- Things. Anything that can be tagged or connected as such as it's designed to be
connected

- Data

- Communication
- Intelligence

- Action

- Ecosystem

Fig K.1: Characteristics of loT
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Fig K.2: 10T Ecosystem
It includes all the components that enable businesses, governments, and consumers to connect
to their 10T devices. The ecosystem includes remotes, dashboards, networks, gateways,
analytics, data storage, and security.
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10T Decision Framework

Fig K.3: 10T Framework
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Five different layers of complexity of technology,

Devices
Business Technology UXx
* Should | provide the device? *  What sensors do | need? (now * Installation requirements?
and in the future)
«  Build vs. buy analysis * Size constraints?
* What are my hardware specs?
* Target cost? * Indoor / Outdoor?
*  Useful life?
* Etc * Etc.
*  Etc.
Data Security Standards & Regulations
* What data do | need to * What are the security risks at *  Which HW certifications do |
collect? this level of the stack? need?
* How much / how often? *  Physical tampering? *  What are the specific HW
regulations in my industry?
*  What data do | need to *  What is the plan for testing
transmit? security? *  Etc.
* Etc. * Etc.
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10T Solution Architecture Models
Basically, there are three 10T architecture layers:

1. The client side (IoT Device Layer)
2. Operators on the server side (lIoT Getaway Layer)
3. A pathway for connecting clients and operators (IoT Platform Layer)

In addition, the fundamental features of sustainable 10T architecture include functionality,
scalability, availability, and maintainability. Without addressing these conditions, the result of

loT architecture is a failure.

Therefore, all the above-mentioned requirements are addressed in 4 stages of 10T architecture
mentioned below —

An Overview of the Main Stages in the 10T Architecture
In simple terms, the 4 Stage 10T architecture consists of

1. Sensors and actuators
2. Internet getaways and Data Acquisition Systems
3. EdgelT

4. Data center and cloud.

The detailed presentation of these stages can be found on the diagram below.

Fig K.4: 10T Architecture
The 4 Stage loT Solutions Architecture
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Stage 1. Networked things (wireless sensors and actuators)

The outstanding feature about sensors is their ability to convert the information obtained in the
outer world into data for analysis. In other words, it’s important to start with the inclusion of
sensors in the 4 stages of an 10T architecture framework to get information in an appearance

that can be actually processed.
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For actuators, the process goes even further — these devices are able to intervene the physical
reality. For example, they can switch off the light and adjust the temperature in a room.

Because of this, sensing and actuating stage covers and adjusts everything needed in the
physical world to gain the necessary insights for further analysis.

Stage 2. Sensor data aggregation systems and analog-to-digital data conversion

Even though this stage of 10T architecture still means working in a close proximity with
sensors and actuators, Internet getaways and data acquisition systems (DAS) appear here too.
Specifically, the later connect to the sensor network and aggregate output, while Internet
getaways work through Wi-Fi, wired LANs and perform further processing.

The vital importance of this stage is to process the enormous amount of information collected
on the previous stage and squeeze it to the optimal size for further analysis. Besides, the
necessary conversion in terms of timing and structure happens here.

In short, Stage 2 makes data both digitalized and aggregated.

Stage 3. The appearance of edge IT systems

During this moment among the stages of 10T architecture, the prepared data is transferred to
the IT world. In particular, edge IT systems perform enhanced analytics and pre-processing
here. For example, it refers to machine learning and visualization technologies. At the same
time, some additional processing may happen here, prior to the stage of entering the data
center.

Likewise, Stage 3 is closely linked to the previous phases in the building of an architecture of
loT. Because of this, the location of edge IT systems is close to the one where sensors and
actuators are situated, creating a wiring closet. At the same time, the residing in remote offices
is also possible.

Stage 4. Analysis, management, and storage of data

The main processes on the last stage of loT architecture happen in data center or cloud.
Precisely, it enables in-depth processing, along with a follow-up revision for feedback. Here,
the skills of both IT and OT (operational technology) professionals are needed. In other words,
the phase already includes the analytical skills of the highest rank, both in digital and human
worlds. Therefore, the data from other sources may be included here to ensure an in-depth
analysis.

After meeting all the quality standards and requirements, the information is brought back to
the physical world — but in a processed and precisely analyzed appearance already.
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Stage 5 of 10T Architecture
In fact, there is an option to extend the process of building a sustainable 10T architecture by

introducing an extra stage in it. It refers to initiating a user’s control over the structure — if
only your result doesn’t include full automation, of course. The main tasks here are
visualization and management. After including Stage 5, the system turns into a circle where a
user sends commands to sensors/actuators (Stage 1) to perform some actions.

Major loT Boards in Market

There are several 10T boards available in the market to build the project. Some of the major
10T Boards are described below:

Raspberry Pi:

Raspberry Pi is a much popular device used in building 10T project. The recently launched
Raspberry Pi 3 includes built-in WiFi and Bluetooth making the most compact and standalone
computer. It provides a powerful environment to install a variety of programming packages
such as Python, Node.js, LAMP stack, Java and much more. Using 40 GPIO pins, and four
USB ports you can connect many peripherals and accessories to the Pi.

L =

Fig K.5: Rasberry Pi board

Arduino:

Arduino boards are the microcontrollers and microcontroller kit for building digital devices
that can be sense and control objects in the physical and digital world. Arduino boards are
furnished with a set of digital and analog input/output pins that may be the interfaced to
various other circuits. Some Arduino boards include USB (Universal Serial Bus) to load
programs from the personal computer.

Fig K.6: Arduino board
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ESP8266:

The ESP8266 is a low-cost Wi-Fi microchip with 32-bit microcontroller capability, standard
digital peripheral interfaces. There are different types of ESP8266 boards are available for
different needs. The primary goal of this board is to deal with the built-in Wifi through AT
commands if used as device module, but you can 'program' using Arduino board however it
also read and controls input/output, digital and analog.

Fig K.7: ESP8266 micrrochip

Sense HAT 8x8 RGB LED matrix:

Raspberry Pi Sense HAT is an integrated sensor that can measure humidity, temperature,
acceleration, and pressure. The 8x8 LED matrix display data read from Raspberry Pi Sense HAT
sensors. The Sense HAT has an 8x8 RGB LED matrix includes the following sensors:

1. Gyroscope
Accelerometer
Magnetometer
Temperature
Barometric pressure

o gk~

Humidity

837

Fig K.8: Raspberry Pi Sense HAT sensor
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Bluetooth Module HC-05:

Bluetooth Module HC-05 device is a 6 pins Bluetooth device that is used for wireless
communication. Usually, this device connects small devices like mobile phones, PDAs and
TVs using a short-range wireless connection to exchange data. It communicates with the
microcontroller using the serial port (USART).

Pin Description

o EN: Itis the enable pin, when it is connected to 3.3V then model is enabled. o
+5V: This is the supply pin for connecting +5V.

e GND: Itis the ground pin.
e TX: Itis the transmitter pin of the UART communication.
e RX: ltisthe receiver pin of UART communication.

o« STATE: It indicates whether the module is connected or not. It acts as a status
indicator.
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Fig K.9: Bluetooth Module HC-05

230



2.

PRACTICE QUESTIONS

To get familiar with various real-life application of l10T.
To get familiar with devices used in loT.
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