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Computer Fundamentals and Office Tools (ICT-1)

UNIT -1

1. Definition of a Computer:

Computer is an advanced electronic device that takes raw
data as input from the user and processes these data under the
control of set of instructions and gives the result and saves
output for the tuture use. The basic components of a modern
digital computer are: Input Device, Output Device, Central
Processor Unit (CPU), mass storage device and memory.

accepts data Input
processes data | Processing
produces output | Output
stores results Storage -

The word compute is derived from the Latin word
‘computare’, was meaning "arithmetic, accounting”.
The Computer meaning is the digital device that stores
information in memory using input devices and manipulate
information to produce output . according to given
instructions.
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The actual machinery, the physical parts of a computer
system refer to as Computer hardware; the instruction (a
program) that tells the computer what to do or how to do, that
i1s called Computer software
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2. Characteristics of Computer.: |
TS’-’—— peed: As you know computer'can work very fast, |

: only few seconds for calculations that we take ho
complete. You will be SL.lrpI'iSCd. to know th

can perform millions of Instructions and ey
second. Therefore, we determine the speed ¢
terms of microsecond 10 and nanosecond 1

lakeg
urs tg
at compyfey
N more per
f ?Omputcr in
0, From thig
you can imagine how fast your computer performg work .

ii. Accuracy: Computer always gives accurate resyis The
accuracy of Computer does not go down when they are
used continuously for hours together, It always giveg
accurate results,

-1l Diligence: A computer is free from tiredness, lack of
- concentration, etc. It can work for hours without creating
any error. If millions of calculations are to be performed, a

computer will perform every calculation with the same
accuracy.

- Iv. Versatility: It means the capacity to perform completely
different type of work. You may use your computer to
prepare payroll slips. Next moment you may use it for
inventory management or to prepare electric bills.

Vi, Storage: The Com

| SRR fe it
CaN store g Jgpon - D ief has an in-built memory whe

S€condary st S¢ amount of data. You can also store data i

kept Oug; ;eorage devices sych as floppies, which can bi
ou : 5

COmputers, e “Omputer ang can be carried to off
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vii. Automation: Computers are quite capable of functioning
automatically, once the process is given to the computer.
They do not require any instruction from the operator at
any stage of the process. Computers can be programmed to
perform a series of complex tasks involving multiple
programs. Computers will execute the programs in the
correct sequence, provided they are programmed correctly.

3. Applications of Computer:

Computers are used in so many fields in our daily life.
From LEngineers to Doctors, Students, Teachers, and
Government Organization they all use computers to perform -
specitic tasks, for entertainment or just to finish oftice work.
Computers have made our life easier. | ,

° Business: A computer has high speed of calculation,
diligence, accuracy, reliability, or versatility which |
made 1t an integrated part in all ‘business
organisations. Computer is used in business
organisations for: '

v Budgeting
v’ Sales analysis
v/ Managing employees database

. Banking: Today banking is almost totally dependent
on computer. Banks provide following facilities:

v' Banks provide online accounting facility, which
includes current balances, deposits, overdrafts,.
interest charges, shares, and trustee records. '

v ATM machines are making it even easier for
customers to deal with banks

. Insurance: Insurance companies are keeping all
records up-to-date with the help of computers. The
insurance companies, finance houses and stock
broking firms are widely using computers for their
concerns. Insurance companies are maintaining a
database of all clients with information showing

e S o]
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v procedure to continue with policies
v next due installment of a policy
v/ maturity date

o  Lducation: The computer has provided
facilities in the education system.

v The computer provides a tool in the edy
system known as CBE (Computer
Education) which involves control, delive
evaluation of learning,.

v' The computer education is rapidly Increasing the
graph of number of computer students,

a lot of

Catiop
Baseg
Iy, and

e Marketing: In marketing, uses of computer are
following:

v Advertising - With  computers,  advertising
professionals create art and graphics, write and
revise copy, and print and disseminate ads with the
goal of selling more products.

v" At Home Shopping - Home shopping has been
made possible through usec of computerised
catalogues that provide access to product

information and permit direct entry of orders to be
filled by the customers.

Health Care: Computers have become important part
in hospitals, labs, and dispensaries. The computers
arc being used in hospitals to keep the record'Of
patients and medicines. It is also used in scanning
and  diagnosing different discases. LECG, EEG
Ultrasounds and CT Scans etc., are also done by
computerised machines. Some major fields of health
care in which computers are used are:

" Diagnostic System - Computers are used ©

collect data and identify cause of illness.
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