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	 : 	 TNPSC Group I >
VD 	 : 	 

z]	 :	 

VA\

>tV|  BV >kVBD z1 x>_W \u D x>[\ 

>V VVo VE ]^, o] VzA^, \V] > 

sV>V^^ \uD \[VzA^ gBk V >suz >BVVzD 

\Vk, \ Vsz c>s|D kl_ kkVFA \u D luE m BV_ 

\[V^ ks_ >BV|^m. D\[V zAV VA\ 

kkVFA \uD luE mB V>m  >s|m.

>  >MV _m  >MBV V > luE \B\V D\

[V zA > klKD \] |kV, \ gD F]kV, 

su FD xBuElV ~||>_ Vm. *V_ ]B VA\ ][

 > mkVzD  >s|m. m  xuKD V 

>z >BV FD \Vkz kw|D t_V kBVzD.

							     
								               gB, 

					           		  kkVFA \uD luE m
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M  { xD

M  (computer) [m,  >Vz]^ (command sets) _m W_[ 
(programs) JD > \uD >k tm BV[  t[bs.

1940_ x>[x>V xD FB x\BV VM MBVm, 
>uV>B M[ |D Vm s_ B>V >m. >uVm^ 
M^ EBkBV >VKD, k B_|D k]KD V^][ sKD 
[\z E>kBV [. k k\V Bzkm \|t[, ku D 
\ \_, \\_ _m z^  (E) kzD suz c\VuD 
u k[. 

VmkV MBVm k[V^ (hardware) \uD \[V^ (software)  
lV >k_ \Vu][ JD Bzm. k[V^ (hardware) [m, 
Ml_ c^ V^ gzD. ku D\V_ VD >V|D xD. 
gV_ \[V kV VD >V|D xBVm.      

Ml[ kV

>uVm \M (Desktop), \M (Laptop), BM (Palmtop) 
V[   kk_ M^ [. M B[|] 
> ]sD \uD ]kuD FD k\Vm D\ sB_ gmD 
s>\V m. gV_, >B skV >k_ \VuD  V_ 
m km^ kE W^  z> kVu >V[ z >m V^ 
VD.

2000 g|z x[ Vs_ B[Vo> V D (Abadus) B 
\ s>V[ M ckVk>u x>_ WBV >|m. D, 
Ml[ V >|D 19gD uV_ >V[ V [k >uV>B 
Ml[  \ kk\>V. 


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\ Vbk][  z|^ _KD V>B |k>uz 
1946_ ckV ENIAC [ M>V[ c[ x>_ B[V| MBV 
>|m. Au g sQ M[ (Byron) \^  V V  
(Augsta Ada Lovelace) [k Ml[ x>_ B_] W (Programmer) gkV.    

Ml[ >x^

Ml[ kV  W m km^m. ]_ |>|m^   

VD >x t[b cA^

1940 - 1956 x>_ >x ku zwVF^

1956  1963 VD >x t[\B (V[E)

1964  1971 J[VD >x > u

1972  2010 V[VD >x OBo

WB c^ t xB kV| >[ B_]M[ k\VzD. 
>Va_O \Vu]uu, Ml[ B_| ]M[ k> Vm Ml[ 
>x^ Wl|[. 

> (Data)

> [m \Vo[ \]A gzD. Ml_ cAz>|D > |km 
m, , A^sk^ gBku_ [V \D. Ml_  
> BV B[|> xBVm. ku BVD FB k|D.

> BVD 

Ml_ > BVD [m > m >ku, >k_V  
\VuD Wk z|k>VzD. > BVD _m > B_V| [m g 
W_ B_|m. kBVk:  

yy > A  (Data Collection)
yy > t>_ (Storage of Data)
yy > k|m>_ (Sorting of Data)
yy > BVD (Processing of Data)
yy > zVF (Data analysis)
yy > sxD xD (Data presentation and conclusions)
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>k_
Ml_ |D >k_ [m BV B[|D kl_ >om 

ckV|k gzD.

Ml[ V^

xD

Ml_ t xB\V J[ V^ c^. DJ[ VD [V 
zD Vm>V[, MB D\V_ x\BV B xD. 

Ml[ V^

Ml[ J[ VVk:   

yy c^CD (Input Unit)
yy \B BD (CPU)
yy kXD (Output Unit)

c^CD (Input Unit)

M BVmz >D D c^C| Fk> c^CD. 
kV > c^C| Fk>uz B[|>|D sB c^C| s^ 
(Input Unit) [wVD. 

s (Keyboard),   (Mouse), k (Scanner),  zX| V[ (Barcode 
reader), okV (Microphone-Mic), B s (Web Camera),  V (Light 
Pen)  V[k>V[ c^C| s^. 

\uVbD  c^C| s_ sD, D t xB\Vk. 

s

x>o_  sB u >m V^kVD.  VD B[|mD _V k 
MlKD >s xBV> > km s gzD. M_ "bD 
mD  >zD' [D u, \Vaz \|t[ MzD Vmk>VzD. 
 D >D Ml_ c^C| Fk>uz sB 
g>V\VzD. s l_ | s>\V s^ (V>V[^) c^. 
 V s  s (number key) [D, m V 
s m s (alphabet key) [D kwzk.   
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 

sB V[ D D M B[V|z [B\BV>>VzD. 
VmkV l_ | V>V[D suzD |s_ mD cD 
V|D. Ml_ zx^ Bzk> >[ xB . VA ]>uz 
km V>VD (right button),  VA > Fk>uzD, > FB 
VA_ \z >kBV \Vu Fk>uzD m V>VD (left 
button) B[|> k|D. Ml[ ]B \KD D Bzk>uzD mD 
cB (scroll ball) B[|> k|D.        

\BBD (CPU - Central Processing Unit)

\M>M[  c BzD JB V[, Ml[ B_V| Bzkm 
\B BD gzD. D\B B\Vm, 

1.	 |VD (Control Unit)

2.	 > > BD (ALU)

3.	 WkD (Memory Unit)

gB J[ z] V|^m.  

. |VD (Control Unit)

Ml[ _V z][ B_V|D ||mkm >[ , 
\[V^ kVlV V||D  u, >uukV tQ 
 km.

g. > > BD (ALU)

_, a>_, _, kz>_ V[ m  >, > B_
V|D > > B]_ [. 

.  WkD (Memory Unit)

M >[^ V||D >^ \uD >k_ >uVo\V tm 
km. >B Ml[ WkD [VD. >^  (Bit) [ V_ 
s|[.   [m 0 _m 1 [D ~\V  z>VzD. 
Ml_ c^ Wk> x>[\ WkD (Primary Memory), VD 
WkD (Secondary Memory),  V VD. m \|\_Vm, Ml[ 
\u >uVo  Wk> zk|  (Compact Disk), so (Pen Drive) V[ku 
V| \KD s|>VD. 
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kXD (Output Unit)
\B B]om ~\V zA^ (Binary Signals) |[. 

zA MBVm, Bz V| _, kXD B[|[m. 
M] (Monitor), V (Printer), o, ks  (Plotter) V[k 
kX][ sV B_|[.

_k kX| s^ >VKD, Ml[ V^ [V 
m B_|D M] t xB\V kX| sBVzD. m V>uz 
>VVEl[ ] V[ zD. B Bz>_, sl_ 
> F>_, D,  E]^ \uD VV D z 
VE|m>_ gBk M ]l[ xB  l_ | kBV 
M ]^ c^. k:

1.	 CRT ] (Cathode Ray Tube)

2.	 TFT ] (Thin Film Transistor)

CRT ] VKD TFT ] z> s_ k> k|mk>V|, 
z> sV \ >uz Vm\V>V m. gBV_, >uVm^ 
M_ TFT ]l[ B[V ]tm.

Ml[ k^

MBVm ku[ \A, kkD, kD, ][, WkD B_|D x, 
B[^, t[] >k gBku BV V| k|>|m. 
kl_ MB, kV k|>VD.  

yy x M (Mainframe Computer)
yy zxM (Mini Computer)
yy OM _m >MBV^ M  (Micro or Personal Computer)

yy *M (Super computer)

>MBV^ Ml[ k^ (Personal computers - Types)

OM (Micro computer) [w MBB >uVm >MBV^ M 
[ w[VD. MB B[|mkm >V (User friendly) >V_, 
BV^ tz]BV B[|m[. >MBV^ M[ kD 
B_]D Vm, k J[ kV k|>|^.
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1.	 \M  (Desktop)

2.	 \M (Laptop) 

3.	  M (k) (Tablet)    

MB >_

Ml[ _k V^, A kD (Connecting cable) JD m 
B_|[. > t[V> V^ V_  x\BV Bz Wz 
V| k|m. kV m B_|k>VB, MB g]_ 
ED [ wVD.

AkD > _ V|k>V|, kV AkxD 
>M B[V V|^. 

A k[ k^ 

yy s  (VGA- Video Graphics Array)
yy Dn (HDMI - High Definition Multimedia Interface) 
yy   (USB - Universal Serial Bus)    
yy >D (Data Cable) 
yy o kD (Audio Cable)
yy t[ A D (Power Cord)
yy o kV AD (Mic Cable)
yy ~>  AD  (Ethernet Cable)

1.s  (VGA) AD

Ml[ \B B> ][  s... B[|D.

2.  (USB) A kD

V (printer), k (scanner), so (pen drive),  (mouse), s 
(keyboard), Bs (web camera),  ][E (smart phone), V[ku 
M[  B[|m.



9



3. Dn  (HDMI) A kD

cB kB TBV, _ gBV gBku   ^ kaBV _
... mm. >VVE^,  T] (projector), M ] gBku 
M[  HDMI B[|m.

4. >D  (Data cable) 

Ml[ \B Bm[ E, B M (Tablet) gBku 
, > D B[|m.   

5. o kD  (Audio Jack) 

o kD o [ MB  B[|m.

6. t[ AkD  (Power Cord) 

\B BD M], o , k gBkuuz t[  
kwzm.

7. o kV (Mic) AkD   

o kVB \B Bm[ >uz o kV A kD 
c>m.

8. ~>  (Ethernet) AkD   

M[ Bka >V u|> ~> A kD B[|m.

Dl_V A^
Dl_V A^ [,  (Blue Tooth) \uD  (Wi-Fi) 

kVlV, A kD mt[ s M[ >VzD.

1.   (Blue Tooth)  

 JD , s gBku M[ VD. _ 
c^ > \V V^D xD.

2.   (Wi-Fi)  

B k]B A kD _V\_ D, > \V V^D 
 B[|m.
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k[VD \[VD

xD

M [m k[V^ (HARDWARE) \uD \[V^ (HARDWARE) gB 
 D z] c^B \VzD. s z]D >sm M 
B_|k]_. VD Mz k[V^ kaBV V|zD  c^CVm 
\[V^ JD B_|>| kX| s^ JD \z m. \M> 
cV| MB |D Vm c k[VVD, cl \[ VVD 
V^VD. cl _V> c V[m \[V^ WkV> k[V^.

k[V^  (HARDWARE)  

Ml_ D\V_ Vm >V| c B m VD k[V^.
c^C| (INPUT), kX| (OUTPUT) s^ \uD Ml[ \B B 
l^ (CPU Cabinet) \]zD WkD (Hard Disk), >VF (MOTHER 
BOARD, SMPS, CPU, RAM, CD DRIVE, GRAPHICS CARD) gBk ]_ zD.  

\[V^  (SOFTWARE)  

\[V^ _V k[V^ \|D  xMBV xBVm. \[ V^^ 
[m k[V^ Bzk>uz >kBV > c^B, MBV_ \|D 
Am V^B zX| \VaB V \A gzD. k[ V V_ 
D\V_ > >V| c BVm. gV_ M ] JD |  
V|m B[|> xD. 

\[V^ k^   

\[V^ B_V[ l_ | kV VD.

1.	 B \[V^  (SYSTEM SOFTWARE)

2.	 B[V| \[V^ (APPLICATION SOFTWARE) 

B \[V^  (OPERATING SYSTEM-OS)

Ml[ V> [[ [ D \[V^ B \[V^ 
gzD. M Bzk>uz >kBV  > (Data) V 
\[V, B \[V^ [VD. B \[V^ (OS) [ MB 
B[|> BVm. .V. Linux, Windows, Mac, Android. 
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B[V| \[V^  (APPLICATION SOFRWARE)

M \m >ku B[|> c>D \[V^ B[V| 
\[V^^ gzD. ku B \[V[ c>s[>V[ Wk xD. 
k \[V^^ [ _m >uz \u z k Fm 
x BVz c>[.

.V. Video players, Audio players, Word Processing, Softwares, Drawing Tools, Editing 
Software's etc.

B \uD B[V| \[V^ k^  

B \[V^ \uD B[V| \[V^ gBku, |D JD 
\uD B[V| c\D gBku Vm | kV VD.

u \uD ]> J \[V^ (FREE AND OPEN SOURCE SOFRWARE)

u \[V^ B k\V u B[|>D, D 
FBVD. ]> J \[V^_ ku[ W_ (Coding’s) ]] 
V^D c\D kw|D. >[ JD A]B \[V^ kk> ckV kVFA 
m.

E u \uD ]> J \[V^

1.	 o  (LINUX)

2.	 {[ g (Open Office)

3.	 BVV (Geogebra), etc

4.	 B \[V^ (Operating System)

 \uD >M\ \[V^ (PAID AND PROPRIETARY SOFRWARE)

 \uD >M\ \[V^^ [k ku B[|mk>uz \|\ 
W> _m VkB[ B c\> Vk. gV_ ku 
kV, W_ ]>kV \] BVm.
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E >M\ \[V^^

1.	 sV  (Windows)

2.	 \VV g (Microsoft Office)

3.	 V VVV (Adobe Photoshop)

VE >VB_
xD

> V]_ \Vk^ \[V^ og B[|> uV^kV^.

og cD xkmD VV \V_ B[|>|D  ]
kVF> \uD k Kk B[V| >VzA \[V^ gzD. >[ xD 
\uD B^ s^ c^ Vu_ \D|] \uD c^ B_] 
\D|> c>D.

og

ogL_ [kD B[V|^ c^.

c gkD (Text Document)
>Vu_, A>^, ^, F]\_^, B|^ \uD  

gk >Vus>uz c gkD (Word Bo)  sBVzD.

kBo (Spreadsheet)

 cB x klom ]V|D m \D zVF 
k^ (Chart) \uD x FD D k Bo V|^m. 
]_, W], A^lB_ \uD > B_V|V, 300-zD \u B_V|^ 
(Functions) c^.

Wm>_ (Impress)

EA s^, D \uD k>_ s^ V[ VmkV \_*BV 
sVE ckV B[|m.
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^ k>_ (Draw)
k>_ [m B k^ _m VF ^ (Flowcharts) x>_ 3 

gk k >D ckVzD  k k>_ s gzD.

>>D (Data base)
m k^, ^, sk_^, k^ ckVD, ]>D 

\uD > VklD B[|m. cV >>> Wkm [m 
\u \V >> B[V| V[>VzD.

og VxV (] ckVz>_)

og VxV _m \[V|  B[|] EV \[V| 
ckV xD. ]_ WBV m >Vz_ _V> zX|  
B[|] ] ckVVD.

c gkD (Text Document)

> z]l_, c gkD u VD. >^, ^ \uD  
gk > FB c gkD (Text Document) \[V B[|>VD.

gk Wk>_
V][ > z],  A]B / >uVm^ gk> kV ]m,  

gk> t>_, gk> \B|>_ \uD ] gk> J|>_ 
gBku szm.

A]B gk> ckVz>_

 A]B gk> ckV, [kD x_ >D [ B[|>VD.

i.	 \ l_ c^ A]B gk (New Text Document) V>V >D.

ii.	 File → New → Text Document B B[|]  A]B gk> 
]D.

iii.	 sl_ CTRL + N s >D.

A]B gk> ckVz>_

t| J  gk> ], [kD x_ >D [ 
FBVD.  
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i.	 \ l_ c^ ]> VA (Open) V>V >D.

ii.	 File → Open [ B B[|>D.

iii.	 sl_ CTRL + O sB >D.

]> cBV_  >V[D. V >>|m ] (Open) V>V 
>D.

A]B / >uVm^ gk> t

A]B _m >uVm^ gk> t, [kD x_ >D [ 
[uD:

i.	 \ l_ c^ t (Save) V>V >D.

ii.	 File → Save [ B B[|>D.

iii.	 sl_ CTRL + S s >D.

gkD uk B| x[ t>V_ > gkD 
\u ^ JD tVD. kV _V\_ A]B gk\V t 
k|\[V_ “Save as” cBV_ B (Dialogue box) ]>[ JD tVD. 
gk> t sDAD VAB >>|D. VA B > 
Fm “ok” [>  FBD. \ Bo_ File → Save as [ B 
>>|>[ JD A]B gk> tVD.

gk> J|>_ 

 gk]_ k x>[ > V J s File → Close [ 
B B[|>VD.

gk> E|>_ 

 gkD _m >>|>  E w V||^ 
W [uD:

i.	 E kB gk> ]D.

ii.	 \ l_ File → Print B >>|.
 cBV_  ]zD.  kDA, _[ , V B 

V[ s > >>|D. VB “on” FBD \uD >V^ 
EB] >_ BV k|^>V [>  VD.

3. “OK” V>  F]D.
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 x[VD (Print Preview)
 x[VD, c^ gkD E|D Vm kV zD  

V>uz  kaB kwzm.   ]_   VD \uD 
]l m|>D xD. c^ gkD  x[V\V \V, > 
x_ [ B[|>D:

i.	 VA (File) \s_  x[VD (Print Preview)  FBD _m 
CTRL + Shift + O s >D.

\[Vom kB>_ (Text Document)
VA \ l_ File → Exit Libreoffice B >>|>[ JD Text 

Document \[Vom kB xD.

cB >>|>_ 

gk> ckVzD Vm kV >V > F>VKD ]mD VmD 
k|D VmD VuBV kBV ]BV _m E D x 
gk>BV >>| k kD. c >>| [V_ >kBV 
\Vu Fm V^VD. cB >D, _ |D >VD xD. 
cB >>|  _m sB B[|>VD.

B V| cB >>|>_
[kD ^ [u k|D:

i.	 zD > >>| kB cl[ >V]_ k 
k|D.

ii.	 ol[ m V>V ] >kV cl[ *m > k|D.

iii.	 c >>| [ V>V s| s k|D.

sl[ JD cB >>|>_ 

[u kB kax^:

i.	 zD > >>| kB cl[ >V]_ k 
k|D.

ii.	 Shift V> ]BkV  V>V[ B[|] >kBV 
cB cB] V k|D.

iii.	 >kBV c > FB [ Shift V> mk> s| 
sD.  
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m>_ \uD |>_ 
m>_ \uD |>KzD B c^ xB kV| [k[V_, 

m>_ >>| >k >[ _ ]om zD > ]_ 
|>_ _ c^][ ]BV[ ckVzm.

cB m>_

>>| cB tD >V kB ] kD D 
FBVD. >uz w z|^  W B[|>D:

i.	 x>o_ > kB cB >>| k|D.

ii.	 z Edit → Copy B >>| k|D. _m sl_ 
zB >>| k|D.

iii.	 >[ z zD > cB z  k|\V z k 
k|D.

iv.	 ]BV Edit → Paste B _m sl_ zB 
>>|m A]B ]_ >>| cB  k|D.

VbD zz kaB B[|]D cB >VD.

Ctrl + C → |

Ctrl + V → 

kk\>_ s^
kD (Format) [   > JD zB _V k 

>D  xD. VmkV B[|D >[ >MBV V>V[^ 
c^. gV_ > V>V[ B[|mk>uz x[V_ ku > 
cz]l[ *m B[|mV\V > > FB k|D. >kBV 
cB > F>[ >ku  V>V[_ [  FBD.

�� cB >Vzk>uz B V>  FBD.

�� cB VF> m_ \Vuk>uz I V>  FB k|D.

�� cB V|k>uz U [ V>V  FBD.

Format → Character [ B > Fm zD Style l_ Menu 
Bar)  >k FmD \uB  FB xD.
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\VV sl[ JD Ctrl + B, Ctrl + I  \uD Ctrl + U s ] 
xB >>, VF> _m V m Az \VuVD.

cB |>_

m [m  z Vl_ m^ \uD [ >VzA gzD. 
kV m >VuxD \u mom \Vm.

Format sl_ (Toolbar) c^ Font [>  Fm >V[D 
m[ Boom, >kBV [  FBD. >>| 
>s_ c \Vm.

m  (Font Size) 

]B  tD xB\V>VzD.  gk]uzD, sD 
suzD   cB B[|> xBVm.

Format sl_ c^ Font Size  Fm >V[D Boom, 
>kBV  [  FBD. >>|> ms[ s_ c 
\Vm.

m W> \Vu>_ (Font Colour Changing)

>>| cz kk k  xD. k 
 V^ D kku u k[. k  V[ 
mV| gk  k_ E xD.

cz k k> >uz Font Colour [ zB  Fm 
[ kB k> VD. > zl[ *m  Fm 
V>V ] >kV >V_  k>| ]l|D. ]_ kB 
k>  F>V_ > FB c > k]uz \Vu|D.

] z|>_ (Paragraph Alignment)
] \A [m ]l[ m \uD km [ >Vu> zm. 

B_V, Word D ] \zD (Left Alignment). ^ Word-_ 
] kmD z|>VD, >V_ km D \V zD. m km 
 (Right Alignment) |m.  omD \\V k V| 
|s_ z|>VD. m | \A (Centre Alignment) |m. ]
BV, m \uD km ^ D   z|>VD. m ] 
(Justify) |D.  
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kV V[z kBV z|>_ > FBVD, kk\>_ 
sB B[|> [kD ^ B[|>|[.

i.	  ]l[ \k \Vu, x>o_ > ]z^  FBD.

ii.	  ][ \k \Vu, ] >>|D.

][ \^ (Page Orientation)

][ D > s ]\V >V_ m V (Portrait) |D. 
> \BD D > s ]\V >V_ m  (Landscape) \ 
|D. 

i.	 Format → Page B > F>V_  \A cBV_  
>V[D.

ii.	 Page >Vz]B  Fm s > FBVD.

iii.	 ][ k \Vuk>uz Paper Format az l_ kB k 
> FB k|D. _m w_ DAzB B[|] cBD \uD 
> \VuVD.

iv.	 Orientation z]l_ Portrait _m Landscape [> > FB k|D.

v.	 Ok V>V  FBD.

[ m V| { \Vu>_

gk ks[ { ^ BV >Bs_BM_ View l_ c^ 
Ruler k]B B[|] {][  \Vu V^VD. >uz VbD 
xB B[|m.

�� Ruler ]l_ >V[VsV_ View → Ruler V>V > k|D.

�� Ruler [ VD_W z] { s[ \_ z]B zm. B VD_ 
Wz]zD k^ Wz]zD l_ |m _ k|D.

��  BV ]_ >V_ >  > V DA zV_ 
VEBzD.

�� Vm { kaVB (Margin guide) A]B mz > k|D.


