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Foreword

Dear Learners,

This book is intended to serve as a ready reference for learners of
vocational higher secondary schools. It offers suggested guidelines
for the transaction of the concepts highlighted in the course content.
It is expected that the learners achieve significant learning outcomes
at the end of the course as envisaged in the curriculum if it is followed
propetly.

In the context of the Right- based approach, quality education has to
be ensured for all learners. The learner community of Vocational Higher
Secondary Education in Kerala should be empowered by providing
them with the best education that strengthens their competences to
become innovative entrepreneurs who contribute to the knowledge
society. The change of course names, modular approach adopted for
the organisation of course content, work-based pedagogy and the
outcome focused assessment approach paved the way for achieving
the vision of Vocational Higher Secondary Education in Kerala. The
revised curriculum helps to equip the learners with multiple skills
matching technological advancements and to produce skilled
workforce for meeting the demands of the emerging industries and
service sectors with national and global orientation. The revised
curriculum attempts to enhance knowledge, skills and attitudes by
giving higher priority and space for the learners to make discussions
in small groups, and activities requiring hands-on experience.

The SCERT appreciates the hard work and sincere co-operation of
the contributors of this book that includes subject experts, industrialists
and the teachers of Vocational Higher Secondary Schools. The
development of this reference book has been a joint venture of the
State Council of Educational Research and Training (SCERT) and
the Directorate of Vocational Higher Secondary Education.

The SCERT welcomes constructive criticism and creative suggestions
for the improvement of the book.

With regards,

Dr. P. A. Fathima

Director

SCERT, Kerala
]
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PART - A
ABOUT THE COURSE

The goal of vocationa higher secondary education isto fulfill the manpower
requirementsfor nationa devel opment and socid security through employment. This
courseisdesigned with ample scopefor self aswell aswage employment. Only
vocationally competent man power can increase productivity inal sectorsof the
economy, createwed th, ensure socio economic stability and bring prosperity tothe
nation. The course providesan introductionto thebas ¢ principlesof food preparation
including safety and sanitation. Thestudentswill learn thefundamental sof cookery,
cooking methods, food preparation and enable them to makeinformed decisions
about all aspectsof food production. The componentsof purchasing, receiving,
storing andissuing food areandyzed asthey rel aeto menu planningand d so provides
studentswith knowledge and experiencein food service concentrating on practical
skillsof providing specidist food serviceadvice. The stepsof saesand order taking
areexamined and gudentsaremadefamiliar with variousdishesand accompaniments.
The correct procedures with regard to restaurant service and the important
characteristicsof quality customer serviceareexamined. Thecourse examinesthe
basi ¢ technical knowledge, practical and socia skillsand computer skillsrequired
to enablefood and beverage student to achieve aproficient standard for arange of
cuisinesand servicetypesin different internationa hospitdity industries.

Vision

Tomakeavailable skilled, trained and competent work forceinmiddlelevel blue
collar jobwhichwill stimulate the economy and lead toincreased productivity and
faster development.

Mission

Tofulfill theman power requirement for national development andfor socid security
for thecitizen through employmen.

Objectives

*  Tointroduceattractive courses and school srelevant to the present scenario.
*  Tomodify curriculum to cope up with the changing trends.

*  Toconvert schoolsinto production/ service cum training centres.

*  Tocreateavenuesfor OJT for confidencebuilding of students.

«  Toinitiateactionfor themodification of recruitment rulesof other departments
so astoincorporate VHS qudlifications.
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*  Toexplorethepossihility of apprenticeship trainingto al the passouts.

*  Tomakeavailablethe expertise of the specialized teachersand studentsfor
the benefit of thelocal community.

*  Toconduct awarenesscampaign for VHS schemein thefeeding schools.

»  Toconduct seminarsby incorporating PTA and students about recent techno-
logica advancements.

Vocetiond educationisdesignedto prepare skilled work forceinmiddlelevel inone
or more group of occupationstrade or job after matriculation at 10 + 2 stage of
Education. Theobjectiveof thecourseisto enhanceindividua employability andto
providean alternativefor those pursuing higher educationwithout particular interest
or purpose. It is a distinct stream intended to prepare students for identified
occupations.

Food and Restaurant Management as a career

Astheshift from traditional set up tothose of modern lifestylestook place, eating,
oneof thebasicdaily needsfor survival, wascommercidizedin theform of catering
industry paving theway for commercial food production and service. Thereisa
tremendous potentia for growth in this sector with spurt in tourism. To meet this
growing challengesthe hotel industry will haveto expand. Animportant sector in
hotel and restaurant isfood and beverage production and service. Besides, there
areother formsof commercial catering such ashospital catering, industria catering,
commercia catering, ingtitutiona catering, etc. Theservicesin eachwould haveto
meet the highest standards to compare with the best. To meet this challengethe
learnershaveto attain skill proficiency. Inview of the above Food and Restaurant
M anagement hasbeen conceived at vocationd higher secondary level totrainrequired
manpower for the industry. On completion of the course the learners will be
adequatdy qudifiedtotakeup respong blepositionsindifferent catering establishments
or set uptheir own catering service. To achievethisobjectivelearning Stuationsare
to beprovided insideand outsi dethe classroom to devel op crestivity, experimentation
and innovation Food and Restaurant M anagement provide ahigh qudity education
programmeinthefood production and serviceindustry. Wefulfill thismisson through
acommitment to student achievement lifelonglearning. Utilizingablend of theory,
skill development and practical applications; students will gain the necessary
experienceto sufficiently enter thefood production and serviceindustry.

O
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Scope of Food and Restaurant Management

Food and Restaurant M anagement isone of the career optionswithinthefast paced
world of hospitality. Workersin this profession overseethe daily operation of a
variety of establishmentsin thefood serviceindustry like hotels, restaurants, flights,
cruiseliners, etc. gpart from the above mentioned sectors of workplacesincluding
cafes, restaurants, staff restaurants, transport terminals, fast food, catering or tourist
establishments, and institutiona food servicefacilities. A waiter/ waitressmaintains
customer facilitiesand displaysproductsavailablefor saleaswell aspresents, sells
and servesthe customer productsand services. They serveindividual customers
and customer groups. They work in co-operation with other employeestoward
promoting customer comfort, safety and well-being. They work in accordancewith
therequirementsfor sustainability and hygiene, and observedll applicablelicense
regulations and other sector agreementsand statutes.

Major Skills

Module 3 - Catering & Restaurant Supervisor
»  Cookingskill

*  Menuplanningskill

e Food & beverage service Kill

.+ Supervisorykill
Sub skill
. Cuttingskill

e Presentation skill
¢ Communicationskill
e Interactingskill

Module 4 -Computer Application in Food & Restaurant
Management

e Information Communication Technology skill
Sub skill

e Assambling computer kill

o Daaprocessngskill

e Madayadamcomputing skill

e Communicationskill
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SYLLABUS
Module III - Catering and Restaurant Supervisor
Unit | - Fish and Meat Cookery 75 Periods

Classification of fish, Purchase specification of fish, Cutsof fish, Megt cookery, beef
— Purchase specification, Cuts of beef, Mutton - Purchase specification, Cuts of
mutton

Pork —Purchase specification, Cuts of pork, Poultry — Purchase specification, Cuts
of poultry
Unit Il - Cheese, Pastas and Sandwiches 25 Periods

Cheese — Classification of Cheese, Pastas — Introduction to pastas cookery, Types
of pastas

Sandwiches — Types of sandwiches

Unit Il - Bakery and Sweets 30 Periods
Bread — Ingredients & Bread making, Cakes, Pastry, Biscuits, Cookies, Sweets
Unit IV - International and Regional Cuisine 40 Periods
Continenta Cuisine, Chinese Cuisine, Indian - South Indian & North Indian Cuisine
Unit V - Types of Service and Menu Planning 60 Periods

English Service, French Service, American Service, Silver Service, Russian Service,
Room Service, Cafeteria Service, Gueridon Service, Menu Planning — Factors to
be considered whileplanningamenu

Unit VI - Alcoholic beverages and their service 40 Periods

Introduction to Alcoholic beverages, Classification of Alcoholic Beverages,
Fermented drinks — (Beer, wine) Distilled Drinks — (whisky, brandy, gin, vodka,
rum, tequila), Serviceof acoholic beverages, Cocktailsand liqueurs

Unit VII - Function Catering 70 Periods

Types of Functions, Banquets — Staff organization, Banquet booking, Banquet Table
layouts, Outdoor Catering
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Module IV - Computer Application in Food and Restaurant
Management

Unit | - Information Technology 50 Periods

Introduction to Information Technology — Data processing - Data presented inside
acomputer - Characteristics of computers- History of computers-Evolution of
computers- Classification of computers - Hardwared programming and stored
programconcept - Computer Organisation — Computer as a data processing machine
- Basic computer operations- Functiona units- System components- Input/ Output
ports (/O ports) — Microprocessor - The Memory - Memory organisation - Types
of memory - Advanced portable storage devices - Memory hierarchy - Input /
Output Devices - Computer Software - Software - Classification of software -
Malicious Software — Copyright - Software piracy-Licensing - Free software
philosophy - Application of information Technology — Communication — Business -
Medicine and Health care — Entertainment - E-Governance — Education - Engineering
manufacturing — Science - IT policy in Kerala state - E-commerce - M-commerce
- Onlinetrading - Net-Banking

Unit Il - Computer hardware and operating system 80 Periods

Components of a Personal Computer - Parts of a personal computer — Booting —
BIOS — POST - Disk Operating System - Windows 7 OS - Basic file and folder
operations - Accessories - Installing and Managing Windows 7 — Steps to install
Windows 7 - Hard drive preparation — Formatting - Device Driver - Installing a
printer driver - Changingfileviewsinwindows7 - Control panel - User creation and
rights- Troubleshooting - Cresting start-up disk - Sharing files- Internet connection
and Firewall -Windows Explorer- Installing MS office- Installing DTP software —
Instaling Tally - Maintaining Computer Software - Transferring computer data

Unit Il - Office Automation 100 Periods

OfficeAutomation basics- Concept of office-Nature of work in office- Need for
officeautomation - MSWord- User interface of MSword - Creating adocument
- MSEXxcdl - Starting M SExcdl - User interface of MS Excel- Thework sheet -
Formulae - Sorting - Working with chart - M S Power point - Creating presentation
indifferent ways- Inserting anew dide- Adding themes- Saving apresentation-
Set uptheshow - M SAccess-Advantagesof DBMS- DataModd s- Terminologies
used in RBDMS - MS Access - Creating a query in the query design option -
Creating a form using Form wizard — Reports — Import - MS Outlook

&
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Unit IV - Linux and open office 50 Periods

Introduction to Linux -History of Linux - Advantagesof GNU Linux - Linux file
system structure- Linux Kernel - Loginand logout in Linux - Linux command -
Open Officewriter - Introduction to Open office - Apache Open Office- System
requirement Starting Open Office Writer - Advanced features of Open Office Writer
- Character Formatting - Background Colour - Paragraph Formatting - Bulletsand
Numbering - Indents - Creating anindex of adocument - Open officecalc-Selecting
cdls- Cdl formatting - Inserting Rows/Columns- Built infunctions- Chartsin Cac
- Addressing Cells - Data Range - Work sheet -Auto fill — Filter - Data Sorting -
Totalsand subtotals- Protection - Open office impress - Important features of
impress- Bringing different objectsinto dides- Adding Text - Different views-
Adding New Slides to Your Presentation— Background - Slide Transition -Animating
objectsin adide-Watching slide show.

Unit V - Internet and Malayalam computing 60 Periods

Introduction Computer Networks - LAN Topologies — Protocols - Connectivity
devices-Windows 7 Firewall Settings- Internet and Email - History of the Internet
- Connecting Computer to Internet Connection - World Wide Web (WWW) -
Web Browser - Search Engines- Email (Electronic mail) - Creating and using free
email account with Gmail - Types of Internet Web page Designing—HTML-Starting
withHTML - Attributes of <HTML> tag-Malayalam Computing - Malayalam
through Computers - Free Software and Language Computing - Maayalam and
Technology - Malayalam digital Technology — Unicode -Malayalam Using
Trandliteration - Malayalam Word Processing - Downloading and Installing
Maayalam Fonts- Installing Fontsin Windows- How to enable Maayaamin\Web
Browsers- Maayalamin UBUNTU - Maayalam keyboard and Typing - Ethical
and Social Issuesin Information Systems.
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PART - B
OVERVIEW OF MODULE - 3
CATERING AND RESTAURANT SUPERVISOR

Thismoduleisdesigned to equip the studentswith supervisory skillsin catering and
restaurant operations. Studentscontinuetheir knowledge acquiringand skill practices
inamore standardized and advanced environment. After completion of themodul e,
he/shemay be ableto supervisefood and beverage production and serviceactivities
intheestablishmentssuch ashotels, restaurants, industrid catering, welfarecatering,
transport catering, etc. They will be ableto ensurethat customersare satisfied with
thequality of food and service provided.

Unit-1
FISH AND MEAT COOKERY
Introduction

Thisunit ded swith the concepts of fish & meat cookery in genera which educates
theamateur chefsin the Hospitality Industry. Classification of fish & meat, their
cuts, purchase specification and cookery arediscussedin thisunit.

Learning outcomes

Thelearner:

» Classfiesdifferent typesof fish

*  Recognizes purchase specification of eachfish
e Preparespopular fishdishes

* Classfiesdifferent typesof meat anditscuts

*  Recognizes purchase specification of different typesof meat
e Preparespopular meat dishes

Concepts

3.1.1 Fish Cookery

3.1.1.1 Classification of fish

Fishisclassifiedinto Fin Fish & Shell Fish. Fin Fishissubdividedinto White Fish
and Oily Fish. Shell Fishissubdivided into Molluscs and Crustaceans. Molluscs

areagain subdividedinto Bivalves& Univaves.
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FinFish - They arevertebratesand have skin and scalewhich cover dl
over the body, and they movewith thehelp of fins.

WhiteFish - Theyaremainlyflatfishwithoil onlyintheliver.
E.g.—Pomfretand sole.

 OQilyFAsh - They aremainly roundfishwith fat all over the body. E.g.-
Mackerdl, sardine.

o ShdlFsh - Shdlfishhaveshdl coveringthebody. They areinvertebrates.
They aresub divided into:

Molluscs - They areof two types-

* Bivalves—they have two shells joined by hinge like membrane.
E.g.-Mussd, Oyster, Clam.

* Univalves —they have spiral shells. E.g. —winkles, whelks.

Crustaceans — They areshdll fishwith many shells. E.g. - Crab, Lobster, Prawns.
3.1.1.2 How to select a Fin Fish

Eyes should be bright and not sunken.
Gillsshould bered.

Theflesh should befirm and not flabby.
Thetailsshould be tiff.

Thescdesif any should beplentiful.
There should be no unpleasant odour.

Totest acut piece pressed down with finger and if any impressionisleft on
them, thefishisstae.

Any tendency of raw fleshto come away from the bonesisadangeroussign.

How to sdlect a Shdll Fish

Clawsof Crab should be springy and not hanging down.
Eyesshould bebright.

Tale of Lobster should spring back when stretched out.
Shrimpsand Prawns should becrisp.

Oyster shdll should betightly closed.

&
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3.1.1.3 Cuts of Fish

*  Wholefish.

»  Fillet—itis boneless cut of fish. Fillet can be cut in to four.
1. Chateaubriand (head of afillet).

2. Fillet Stesk.
3. Tournedos.
4. HRlletMignon(tail of afillet).
« Supreme - Twofilletjoint together.

 Troncon - Verticd cutof flat fishwith bone.
 Dane — Vertical cut of round fishwith bone.
e Gouon - Filletof aflatfishcutintolongstrips.
» Ddice — Neatlyfoldedfillet of asmal fish

e Rubane - Ribbonsze
3.1.1.4 Fish cookery

Flesh of afishisvery ddicatetherefore great care must betaken to prevent theflesh
from breaking down during cooking. Theliquid should be at smmering point when
fishisadded. M ethods of cooking like steaming, grilling, frying, poaching, baking
can beapplied. Thetimetakenfor cookingisvery less. Thefishisgeneraly boiled
incourt bouillon. Thisissat, water, milk, lemon juice, thyme, peppercorn, pardey,
bay |eaf, carrot and onion.

3.1.2 Meat cookery

Theterm meat isgenerally applied to butcher’s meat- mutton, beef, lamb, pork and
kid. Thetendernessof meat dependson the agefeeding of theanima, onthehanging
and thepreparation after killing. Themusclestructure has an effect on thetenderness
and thetexture of themeat. M eat should not be eatenimmediately after killing; it has
to behungtill tender. Longer the meat ishung stronger theflavor. Owingto certain
chemical changesshortly after death rigormortissetsin and muscle stiffens. Meat
must behung at 1- 3C. Whenever possible sdect themeat whichismarbled. This
iIsmeat wherethefat isinter spread between musclefibersand connectivetissues.

&>
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3.1.2.1.Mutton /Lamb

Itisthe mest of sheep or goat. Mutton istaken from older animal and lamb from

younger animal.

Cuts of mutton/ lamb

1. Scragend

2. Middleneck e R

3. Shoulder T

4. Bestendneck \

5. Lan 5. log of lamb

1. cubes for kabob roast

6. Chump

8. Bresst Pl P R —

3.1.2.1 Signs of good quality mutton/lamb
Good quality animal should be compact and evenly fleshed.

2. Leanmeat should befirm of pleasing dull red colour and of afinetexture.
There should bean even distribution of surfacefat, which should behard in
texture.

4. Theboneis pink and porousfor young animal so that when it is cut small

amount of blood can be seen.

3.1.2.2 Beef

It is the meat of bull.

3-1-2-3 CUts Of beef chuck rib shorl loin sirloin
pot roast, rib eye roast and  T-bone, porterhouseé, girloin slesks
1. Chuck short ribs, stesk, back ribs tenderioin steaks
top b‘l:gte s;:el:.
. mack tender,
2- Rlb ground
3. Shortloin
4. Srlon breast ong
oreshon
5- Round corned beef,
t shank,
6. Hak T brisket, |
ground flank round
7. Pae flank steak, Lip steak,
. skirt stesk, rump roast,
k roll d k
8. Brisket/Breast B Ol o K
9. Foreshank
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3.1.2.3 Signs of good quality beef
1. Leanmeat should havebright red colour, with small flakes (shades}
2. Thefat should befirm, brittle, creamy whitein colour and odour less.

3. Beef ingood condition should have streaks of fat running through thelean
section and the flesh should rise again quickly after being pressed with the
fingers.

3.1.2.4 Pork

It is the meat of pig.

Shoulder Butt Loin Ham
* r

3.1.2.5 Cuts of pork

1. Sparerib/ Shoulder but - 2
: o) o Y
2. Lan :
o
3. Leg/Ham
fo)
4. Bdly/Side i Q
5. Shoulder/Picnic shoulder :
Picnic Shoulder Side
6. Trotter

Baconismadeby preserving themest of carefully dried mest of pork. Preservatives
issdlt.

Ham comes from the hind leg of apig. It iscured after cutting, usually thelong
processof dry sating.

3.1.2.6 Signs of good quality Pork

1. Cleanfleshshould bepaepink, firmand with afinetexture.
2. Thefat should bewhite, firm, smooth and not excessive.

3. Boneshould besmdl, fineand pinkish

4. Theskinorrind should be smooth.

3.1.2.7 Poultry

Poultry ingenerd isaterm appliedtodl birds, fed for their mesat. They arenormally
domestic birds specially bred to be eaten. Theseincludes different varietiesand
sizes of chicken, duck, goose, turkey, guinea—fowl and pigeon.

<>
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3.1.2.8 Cuts of chicken T esod Wik
A SN o~ -
1. Neck < ¢ e TS,
Whole Ch_icken . 7
2. V\ﬁrgs area.s: skinless. o - N otk i sk
P il :
3. Winges , %
Innerfilet/ a4
4 Thq] Chicken Tender S ;._ - .
. =F ; 2
- - 0
5. Bresst p W = L g
Thigh Drumistick  whte Chicken £
6. Drumgtick : S
e R e
Heart Liver ;

Feet

Gizzard

3.1.2.9 Signs of good quality poultry
1. Feathers, especialy thequillson thewings should be easy to pull out.

2.  Theskin should beclear and smooth. It should be unbroken with no cuts,
blood patches or evidence of bruising.

Thefeet should be supplewith smooth even over [gpping scales.
Comb and wettle should be small and not well developed.
Thelegs should be compact and well fleshed.

The skin should be of pale white colour for chicken & turkey, arich cream
whitefor duck & goose, grey whitefor guinea- fowl & pigeon.

o g &~ w

Practical activities

Activity -1

Practica sonfish based dish likekarimeen pollichathu, Fishmoileg, fish fry, Ma abar
fishcurry, etc.

Students prepare the dishes after studying the reci pe and making proper indent.
Prior to thisdemonstration or video presentation can bedone

Activity- I

Practicalson Meat based dish like beef fry , roast, chicken khuruma, chettinadu
chicken, butter chicken, lamp roast, etc.

Students prepare the dishes after studying the reci pe and making proper indent.
Prior to thisdemonstration or video presentation can be done.
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Assessment Activities
Activity -1
Conduct field visit to the nearby market to observe different types of meat and fish.

Then students areasked to classify thefish and meat based on their characteristics
and list out the purchase specification.

TE Questions

1. If youareaskedto prepare prawnsbiriyani, what could be the signs of good
quality in prawnsyou select.

2. Picktheoddoneout:-
1. Supreme 2. Darne 3. goujon 4. loin
3. Preparetherecipefor any oneof thedish:
Chickenkariydi
Beef pepper fry
Fshvatichathu
4.  Distinguish between bacon and ham?
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UNIT - 2
CHEESE, PASTA AND SANDWICHES

Introduction

Thisunit ded swith food categori zati on such as sandwiches, cheese, pastaand burger.
Their classificationisdone here . The detail ed study of the products are discussed
hereby. The various dishes prepared with respective ingredients are given with
examples.

Learning outcomes

Thelearner:

*  ClassifiesCheese, Pagtas, Sandwiches

*  PreparesPaneer

*  Prepares Cheesebased dishes

*  PreparesPastadishes

*  Preparespopular sandwiches

Concepts

3.2.1 Cheese

Cheeseisaproduct of fresh milk cream, or milk and cream mixed together. It is
madeby first pasteurization of good quality milk curdling with theaddition of bacteria
and rennet. The solid portion, curd is separated from the liquid portion, —whey. The
curd isput into mouldsto mature and becomes cheese.It isa so subjected to pressure
which determinesthetype of cheese. Cream cheesesare subjected to light pressure
while hard cheeses are subjected to heavier pressure. The character, texture and
flavour are dependent on theland on which the cattle graze.

3.2.1.1 Classification of cheese SOFT CHEESES
Cheeseisdividedinto g i
1. Had m %
2. Sern| Hard i Paef‘fMl-HARD CHEEEE,ivobne
3. Softor Cream A }

4. Blue

HARD CHEESES
Asiago Parmigiano-Reggiano

Hard Cheeses —Edam , Paramesan ,Gruviere,
Cheddar, Chessire, Derby . m
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Semi Hard Cheese —Caephilly, Pont Eveque , Port Salut
Soft Cheese- Camembert, Brie

Blue - Stilton, Gorgon Zola

3.2.2 Pasta cookery

Pastas are paste made from wheaten semolina[durum wheat flour Jon avariety of
shapesand isthen dried. Among thebest known areMacaroni , Spaghetti , Vermicdli,
Ravioli and Cornets. Pastas are cooked in boiling, salted water for 12 to 16 minutes.

Pastasismainly of two types: 1. Factory made pasta2. Homemade pasta (fresh
pasta

Itismade from wheat flour and water.
E.g. : Spaghetti Neapolitan , Spaghetti Bolognaise. M acaroni Cheese Surprise.

Pennoite Rigate
(Farro e Lenticchie) Paenne (Integrale) Fusilli (§ Coreall) Penne Rigate (Reis) Fusilli (Rois)

s wuny DO

(Orzo e Grano Saraceno) Penne Mezzi Ziti Corte Fusilii Bucati Cortl

S Farfafie Tonde

p—

Mini Tortigifoni Mini Penne Rigate Tortiglioni Doppia Rigatura

Maccheroni Mezze Penne Rigate Penne Doppia Rigatura IFusHH :sp."ra.'e

Fiocchi Rigati

r—— TSI, A

Sedanini Rigati Pennetie Lisce Fusilli Doppia Rigatura

R~ 157 R v
- - Farfalle
Sedani Rigati Penne Lisce Canneroni Girandole

Tortiglfont Pennette Rigate

e - ]
Farfalle
Mini Fusiill

-

2 - .____,-.-'-' r . o " o

Rigatoni Penne Rigate Pennoni Lisci Mini Farfafle

3.2.3 Sandwiches

Sandwich isafood item consisting of one or more types of ingredients such as
vegetable, diced cheese, mests, etc. placed on or between slicesof bread.
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3.2.3.1 Types of sandwiches

A. Open sandwiches— One slice of bread with toppings

B. Closed sandwiches— Two slices of bread with fillings

C. Clubsandwiches—3or more layers of bread with different fillings.
3.2.3.2 Burger

It isasandwich consisting of aBun, Cooked pate and often other ingredients such
ascheeseleafy vegetablesand condiments.eg: hamburger cheeseburger beef burger.

Practical Activities
Activity - |
Practicalson cheese based dish like savory tarts, cheesecakes, cheesetoast, etc.

Students prepare the dishes after studying the reci pe and making proper indent.
Prior to thisdemonstration or video presentation can be done.

Activity - 1l

Practicals on pasta based dish like tomato pasta, macaroni and cheese, making
fresh pasta, etc.

Students prepare the dishes after studying the reci pe and making proper indent.
Prior to thisdemonstration or video presentation can be done.

Assessment Activities

Activity -l

After avideo presentation the studentsidentify different types of sandwichesand
writeareportintheactivity log.

TE Questions

1. Chesire, cheddar, stilton and brie are examples of cheese. Identify towhich

typethey belong.
2. If youareasked to preparethe Club sandwich what aretheingredientsyou
will select?
3. MatchAwithBandC
( A B c
Opensandwich 3dlicesof bread manyfillings
Closed sandwich 1dliceof bread 1filling
\ Clubsandwich 2dlicesof bread 1topping )
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Unit - 3
BAKERY AND SWEETS

Introduction

When you mix or blend many dry ingredients, liquids and | eavening agentstogether
, exposethe mixtureto heat ; avariety of action combine asoneunit. Butter and
sugar melts, egg coagul ates, liquids make steams, flour and starch swells, baking
powder/ baking soda/ yeast form gases. In thisunit thelearner acquiresknowledge
and skillsin handling bakery equipments, ingredientsand baking

Learning outcomes

After the completion of this unit the learner will be able to —

Recognizetheroleof each ingredient in Bread

Prepare Bread

Identify different barked products
(Cakes, Pastry, Biscuits, Cookiesetc)

Prepare different Sweet dishes

Concepts
3.3 Bakery
Bakingisoneof themost attractive sections

in a kitchen. Some of the common the
ingredientsusedin baking are:

1.

Fatg/oils: butter, margarine, vegetable
shortenings.

Sugar and sweeteners. Granulated
sugar, powdered sugar, brown sugar,
maple sugar, invert sugar, molasses,
malt, syrups, etc.

Leavening/ raising agent: baking soda
(sodium bicarbonate), baking powder
(baking soda+ oneacid), yeast.

Flour: cake flour, bread flour, pastry
flour, dl purposeflour and wholewhest
flour.

1wl (N

Kitchen 10] ————
Volume Conversions
60 drops” __:E = r 1 teaspoon (5 mil
16 dashes® i = r 1 teaspoon (5 mi)
B pinches’ % = T 1 teaspoon (5 ml)

1 1/2 teaspoons n = 1 1/2 tablespoon (7.5 ml)

3 teaspoons "T = 1 1 tablespoon (15 ml)

2 tablespoons T’ = : 1 fluid ounce (30 ml)
4 tablespoons TTTT = (-i!- 1/4 cup (60 mi)

2 2/3 fluid ounces i '. = ‘E( 13cup (79ml)
" =
4 I:uidounces'i - 1/2 cup (120 m))
8 fluid cunces ' i i ' = fﬁ 1 cup (240 ml}

2 cups [ﬁfﬁ 5 ﬁl pint (480 mi)

4 cups rﬁ(ﬁ T 1 quart (960 ml)
Dsigned by Bussel] van Kenayenburg. 2012
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11.
12.

Eggs
Milk and milk products: pasteurized milk, butter milk, cream, yogurt.

Spices: All spices(cinnamon, cloves& nutmeg)
Chocolate and cocoa: dark chocolate, milk chocolate, etc.
Cheese: Baker’s cheese, cream cheese.

Fruitsand nuts. apple, banana, orange, a monds, wal nuts, cashew nut, hazel -
nuts.

Starch : Corn starch, instant starch, waxy starch
St

3.3.1 Breads
Bread iscomposed of variousingredients. They are:

1.

7.

Flour: Generally refined flour isused. Bread flour, which containsstronger glu-
ten, makesexcellent bread.

Sugar: It furnishesfood for theyeast and help in browning theloaf.

Salt: Improvesflavour & texture, it controls yeast action so that the dough
doesnot risetoo quickly.

Yeast: Tiny yeast feed on sugar. It produce carbon dioxide gas which makes
thedoughrise.

Fat: Fat used in bread making increasestenderness/volume, improvetexture,
flavour and contributes golden brown colour to thecrust.

Liquids: Milk or water may beused. Milk inany form increasesthefood vaue
of the bread and improvesits keeping quality. Bread madewith water hasa
nutty flavour and acrisper crust than abread madewith milk.

Other ingredients. eggs, fruits & nuts/spicesmay a so be used.

Best temperaturefor baking bread is 205°C (400°F) for 20 minutes.
3.3.1.1 Bread making

Therearedifferent types of dough making for breads. Somewith enriching agents
and other with no enriching agents. They are called rich dough and |ean dough

respectively.
Thevarious stepsin bread making are:

1.

Dough making — For making the dough, the ingredients are mixed in 2 meth-
ods.

&
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a.  Straight dough method
b.  Spongedough method.
Sraight dough method

Smadl retail & domestic usersarefollowing straight dough method. Heretheyeast is
combined with aportion of water and iskept for proofing. Theremaining water,
salt, sugar and theflour are mixed together for one minute and added to the proofed
yeast. Thisisagain mixed for one minute. Finally the shortening isadded to the
dough and mixed for 10-15 minutes, till the dough issmooth. Pointsto remember-
Shortening added | ast otherwise good mixingisnot possible, 15 minutesmixing
makesglutenmoreeastic.

Spongedough method

Thismethod isusedin large quantity bread making. Firstly, theyeast ismixed with
wholeliquid. Part of sugar and flour are also added to this mixtureto makeathick
batter. It iscovered and kept for fermentati on. Secondly, thefermented batter after
30-40 minutes becomes doubl ethe quantity and is punched to removethe carbon
dioxide. Then all the remaining ingredients are added to make smooth dough and
keep for 6 hoursfor fermentation.

2. Raising the dough — The dough is never disturbed during fermentation. The
right temperatureis80-85. Fermented dough istested by lightly pressngwith
thefinger tips. If the dough comesback, it isready. If thehumidity isless, awet
clothisused to cover thedoughto prevent skinor crust formation.

3. Forming the loaves —After the dough is raised it is formed or benched. This is
done on baker’s table. It involves 3 stages.
» Scaling - Dividing and weighing the dough into pieces using a scale.
* Rounding - It is shaping the dough into smooth round balls using palms.

After makingtheballsit iscovered with awet cloth and iskept for 15-20
minutes.

e Make-up - This is done to give the dough the final shape. E.g. croissants,
rolls, stick etc.

4. Proofing— Proofing means final fermentation of the dough. It allows the yeast
to develop completely. Thetimefor proofingis50-75 minutes.

5. Washing —Washing is done using a brush. Water wash is done for hard bread,
egg and milk wash for soft and rich bread, honey and sugar syrup wash for

sweset breads.
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6.

Baking — The proofed loaves are very tender and soft. So handling may spoil
itsshape. To prevent this, proofingisdoneontraysin whichitisgoing to bake.
When baking the oven should be pre- heated and the opening of the oven door
should bevery minimum. Thetimeand temperaturefor baking dependsonthe
product to be baked. For large breads |onger baking timeat lesser tempera-
tureis needed whereasfor hard breads, high temperatureisused for lesser
time

3.3.1.2 Bread faults and their causes

Poorly shaped | oaf

» Too muchflour or not enough flour

» Doughtoolight whilebaking.

Streaks

» Dough alloweddrying ontop during raising period.
 Dryflour foldedinto loavesduring shaping.
Soggy or heavy

» Toomuchflour

 Inaufficientrisingor baking.

Off flavour

* Oldyeast

» Toohightemperatureduringrising.
Crumbly

* Not enough kneading

» Toomuchrising beforebaking.

3.3.2 Cakes
Ingredientsusedin cakemaking are:

1.

2
3.
4

Flour —soft refined flour is used.
Liquids —milk is the common liquid used.
Sweetener — granulate sugar and brown sugar is commonly used.

Shortening — This gives moisture to the mixture and helps in holding air. The
best shortening used isbutter and hydrogenated oils.
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5.  Salt—This improves the taste, helps in strengthening gluten and gives structure
to the cake.

Egg - It acts as a binding agent, thus gives structure.

Leavening agent — Chemical leavening agent, steam, mechanically incorpo-
rated air actsasraising agentsin cake.

Thetypeof cake depends on thetype of mixturemade. There are 3 types of cake
mixtures.

1. Batter cake mixture — In this mixture, there is high percentage of fat.

2. Foam cake mixture —Here the fat content is very less, major leavening agent is
mechanically incorporated air.

3. Chiffon cake mixture — Batter cake mixture and foam cake mixture are mixed
together dowly. Thefoldingisdonejust before baking.

3.3.2.1 Cake making

Preparing the pan— The pan should be greased with butter and lightly floured.
It prevents sticking of cakestothepan/ or it can belined with grease proof

paper.

2. Mixing of the cake mixture —during mixing correct quantity of ingredients,
procedure and temperature should befollowed.

» Mixing of batter cakes — Firstly, butter or shortening is creamed. Egg is
then added to the creamed butter lowly. Finally, flour and other ingredi-
entsare added and mixed thoroughly.

* Mixing of foam cakes — Firstly, egg yolk is beaten. Then sugar & other
flavouringsare added toit. The egg whiteisbeaten separately with apart of
sugar. Findly beaten egg whiteand flour arefolded dternatively to theegg
yolk mixturedowly.

3. Fillingthecake pan - Cake pan should not befilled morethan 2/3full. Thisis
for thecaketorise.

4. Bakingthe cake —baking is always done in a preheated oven. Cake should be
tested only before 5-10 minutes before the prescribed time. Testingisdone by
pressing lightly with thefingersinthe centre of thecake. If it leavesfinger mark,
itisnot done.

5. Cooling the cake — The cake should be cooled in a wire net.

&
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6. Storage of cake — It should be wrapped in a foil or plastic paper and then
stored inrefrigerator. Therefrigerated cake should be defrosted at room tem-
perature for 1 -2 hours.

Best temperature for baking cakeis 205 (400) and for 45 minutesto 1 hour.
3.3.2.2 Faults in cake making
1. Heavylayer onbottom

* Toomuchliquidoregg

» Too hot oven
2. Crackedtop

» Toomuchflour

* Notenoughmilk.

3.  Stickingtopans

» Insufficient greasingof pan

» Too short baking period.
4. Lageholesortunnes

* Overhedting

*  Too much baking powder
5. Hangingover sdesof pan

*  Too much baking powder

* Toosmal pan.
3.3.2.3 Cake Decoration

Cakedecorationispartiadly painting and partidly sculpture. Thefirst and foremost
stepin decorating cakeis choosing theright frosting. When choosingthefrogting, its
cong stency should be suitablefor itsdesired shape.

e Pastillage - It is powdered sugar dough made from water dissolved gelatine.

e Marzi pan-Itisacream coloured paste, made with almond paste, powdered
sugar and corn syrup.

*  Meringue - It is beaten egg white and sugar, having a stiff consistency.
»  Chocolate - It is a mixture of cocoa powder, sugar and milk.
*  Fondant - Cooked sugar syrup prepared into dough.
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When decorating cake, there are many pointsto be remembered:

Theicing should be smooth and crumb free.

Beforedecorating acake, it should beheld properly to thetable. For thisafew
icingisapplied beneath cake.

Both theicing and cake should be chilled before decorating.
Useonly government approved colours.
Usecolourssparingly. Too much colour makesunattractiveand giveoff flavour.

3.3.2.4 Pastry
Therearemany varietiesof pastries. They can classify into4 main groups.

1.
2.
3.
4.

Puff pastry — Pastry with 1000 layers. It is made by rolled in fat into the dough.
Pie pastry — Similar to puff pastry. Fat is rolled into the dough with fillings.
Cookie pastry — Similar to batter cake

Sweet pastry — It is a yeast raised dough.

3.3.2.5 Quick Breads

Quick breads have acake like appearance. They are made with baking powder
instead of yeast. Examplesare muffins, ginger breads, etc.

3.3.2.6 Sweets
Continental sweets

© OO N O k0w DdDPE
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Cold mousses —in a variety of fruit flavours.

Fritters

Variouscremesincluding charlotteseither hot or cold.

Variety of coupes.

Custards

Omeletteswith variety of fillingsandflavouringse.g.: jamor gpple
Pan cakeswith avariety of fillingse.eg. Cherry or other fruits.
Pudding including bread and butter- variousfruit puddings.
Soufflés

Fruit sdlad

. Gateaux

Pies, flansand other pastries.
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Thereisno particular accompaniment for sweets. Choice of whether to serveona
plate or bowl dependson thetextureof the sweet dishe.g. fruit saladinabowl! and
gateaux onaplate.

Indian sweets

1. Bduda 2. Gaujas 3. Chiroti

4. Phirmee 5. Carrothadwas 6. Shahi thukra
7. Gulaabjamoon 8. Ragylla 9. Rasmda
10. Coconut burfi 11. Pdpayasam.

Practical Activities

Activity -l

Practical on sweet disheslike soufflé, mousse, puddings, kheer, etc.

Students prepare the dishes after studying the reci pe and making proper indent.
Prior to thisdemonstration or video presentation can be done

Activity- I
Practical session making baked disheslike bread, quick bread, biscuits, pastries,
etc. areconducted.

Students prepare the dishes after studying the reci pe and making proper indent.
Prior to thisdemonstration or video presentation can be done.

Assessment Activities

Activity -l

Conduct of field visit to anearby bakery production unit and makealist of dishes
available and categorizesthem like cakes, sweets, bread, pastry, etc.

Activity —lI

Conduct an experiment to show the growth of yeast (fermentation process). The
studentsrecord their observationin theactivity log.

TE Questions

Identify the difference between Baking sodaand Baking powder.

“Cake decoration isan art”. Substantiate.

What istheroleof yeast in bread preparation?

Satisan essentia ingredient to facilitate the shape of the bread. Comment.
Namefour continental sweets.

Distingui sh between sponge dough method and strai ght dough method of breed.

o 0k~ wbdpE
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Unit - 4
INTERNATIONAL AND REGIONAL CUISINES
Introduction

This unit deals with the cooking of the world’s different countries. Each country has
itsown cuisineand each cuisineisan artinitself. Favourite cuisinesof theworld are
Continental cooking or European cooking, Chinesg, Itdian, Thai, Indian, etc.

Learning Outcomes

After the completion of this unit the learner will be able to -

e  Preparepopular Internationa and Regionad dishes

e Identify and record recipesof popular regional and internationa dishes
Concept

3.4.1. International cuisine

Most countrieshaveawel | known or famous dish associated with their cuisine.

Each country hasitsown culinary habits, tied to religion, climate and many other
factors. Thedifferenceappearsiningredients, taste, and smell and evenintheway
thefood iseaten.

3.4.1.1. Continental cuisine

Continental food on the whole could be considered as an international cuisine,
particularly Britain, Australia, Newzealand and America. These places have a
distinguished cuisine very similar in some way or the other — ingredients, spices
used, flavouring and method of cooking. E.g. : FishalaKiev, Grilled mests.

3.4.1.2. Chinese cuisine

Itiswell-knownfor itsrice, fish and vegetables. Thefew of thebest known regions
of Chinesecuisneare Szechwan, Hunan, Peking, Canton and Fukien. Thetraditiond
med conggtsof severd disheswith combination of flavors. E.g.: Peking duck, Wonton
oup

3.4.1.3. Indian cuisine

India’s north, east, west and south regions boast diverse and unique cooking styles.
Thecommonthreadin all regiona recipesishlend of spicesand seasoning. These

blends are known as masalas, the essence of Indian cuisine. E.g.: Butter chicken,
Tandoori, etc.
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3.4.1.4. Italian Cuisine

Thisisextremey varied. They usefresh and seasond ingredients. Med sare centered
on grainsand vegetabl es. Except pastathey do not overcook any food. Soit keeps
flavour better.

E.g.: Lasagna, risotto
3.4.2 Regional cuisine of India

Indian cuisinecompriseswidevariety of regiona cuisine. Itisinfluenced by religion,
culture, and soil and climatedivergity of India. Centrd Asianand Mughd influenceis
clearly seen. Cuisine differs across India’s diverse region as a result of variation in
local culture, geographical | ocation, economy and season.

Regiond cuisineof Indiacan bedividedintofour:
*  NorthIndianCuisine

* EagtIndianCuisine

*  WestIndianCuisine

*  SouthIndianCuisine

3.4.2.1. North Indian Cuisine

Itisdistinguished by the high usage of Diary products- Milk, butter, panir, gheeand
yoghurt. Graviesaretypically diary based; other common ingredientsincludechilly,
saffronand nuts. Eg: Mutton roganjosh, Makhni murgh

3.4.2.2. East Indian Cuisine

Itisfamousfor itsdessert. Especidly sweets such asrasagulla, chumchum, Sandesh,
Rasabali and kheer. Many of the sweet dishes now popular in Northern India
originatedin Benga and Orissa. Apart from sweetsit offersdelightsof Posta, Use
of thickening agents such as cashew, mustard seed or poppy seed paste. Milk based
sweetsarea so very famous.

3.4.2.3. Western Indian Cuisine

Western India has four major food groups — Rajasthani , Gujarathi , Maharastrian
and Goan. This cuisine is famous with the use of Rice, coconut and sea fish
.Maharastrian cuisine has two sections. — The coastal region & hilly region. Gujarati
cuisneismainly vegetarian and haveablend of sweetness. Eg: Dokhla, Pav bhgji

3.4.2.4. South Indian Cuisine

It isdistinguished by grester emphasisof riceasthestgplegrain, liberd useof coconut
and coconut oil and curry leaves. Dosg, idily, vada, bhondaand bhaji are typical
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south Indian snacks. Andhra, Chettinad, Hyderbadi , Mangd oreen and Kerdacuisine
have distinct tasteand methods of cooking.

Practical Activities
Activity -1
Practica on variousinternational and regiona dishesaredone.

Students prepare the dishes after studying the recipe and making proper indent.
Prior to thisdemonstration or video presentation can bedone.

Activity - I

A food festival based on regional and international dishescan beconductedinthe
school.

Assessment Activities

Activity -1

Seminar on the characteristics of international and regional dishes and recent
developments.

Activity - I

Preparetherecipead bum of different international and regiona cuisines.

TE Questions

1. If youaresdected asthe section cook in the south Indian kitchen what arethe
basic dishesyou will beableto prepare.

Hint : writeminimum ten disheswith any onerecipe.

2. If you havean opportunity to attend an internationa food festival what arethe
speciatiesyounormally observe.

3. Findtheodd oneout:-
* Mughdai chicken
» Chettinad chicken
» Maabar chicken

¢ Chickenfricassee
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Unit - 5
TYPES OF SERVICE AND MENU PLANNING
Introduction

There are somebasic principlesin food and beverage servicethat awaiter must
know. Itisequally important to understand varioustypes of food service methods
followed worldwide. Menu planning isanother areawhererestaurant staff hasto
show hisskill in compiling themenu. Inthis chapter we ded with these skill areas.

Learning Outcomes

After the completion of this unit the learner will be able to —

» Acquireskill indifferent stylesof food and beverage service
»  Construct Menu Card

Concepts

3.5.1 Types of service

3.5.1.1 English service

It isalso known as host service because the host plays an important rolein this
service. Thewaliter bringsthefood on platters and the host either portionsthefood
into the guest plate directly or portionsthefood and alowsthewaiter to serve.

3.5.1.2 French service

Itisvery persondized service. Food isbrought from thekitchenindishesand are
placed directly on thetable. Guestshel psthemselves.

3.5.1.3 Silver service

Thetableisset for gppetizers, soup, main coursesand sweet dishesin gerlingslver
ware. Thefoodisportioned intothesilver plattersat thekitchenitself. Theplates
areplaced beforethe guest. Thewaiter presentsthe dish to the host for approval.
He serves each guest with aservice spoon and fork.

3.5.1.4 American service

Itispreplated service. The portion ispre determined by thekitchen. Thistype of
serviceiscommonly used in coffee shop where serviceisrequired to befast.

3.5.1.5 Cafeteria service

Thistype of serviceisfound inindustrial, college, hospital canteens and hotel
cafeterias. For quick servicemenuisfixed and displayed on largeboards. Food is
served against couponsand self-service systemisfollowed.

&
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3.5.1.6 Counter service

Tall stoolsare placed d ong acounter, so that guest may eat thefood at the counter
itself. Menu may be displayed behind the counter for the guest to choose.

3.5.1.7 Grill room service

Inthisform of service, variousmeatsaregrilled infront of the guest. Themeatsmay
be displayed behind aglasspartition . So that the guests can sel ect hisexact cut of
meat.

3.5.1.8 Room service

It isthe serving of food and beveragein guest roomsof hotels. Small ordersare
served intraysand the major mealsaretaken to the room ontrolleys. The guest
placeshisorder with room serviceorder taker through phone. Cashier preparesthe
bill and thewaiter takesthefood to the room dongwith thebill.

3.5.1.9 Buffet service

Thisisasort of self servicewherefood isdisplayed ontablesin chef indish. The
guestshelp themselves. Thereare basicdlly, sit-down buffetsand standing buffets.

3.5.1.10 Gueridon service

Thisisaservicewhereadish comespartiadly prepared from kitchento be completed
intherestaurant by thewaiter. The cooking isdoneon agueridontrolley whichisa
mobiletrolley with gascylinder and burners.

3.5.1.11 Russian service

Itisan eaboratesiIver servicesmilar to French servicewhere thefood is portioned
and carved by thewaiter a thegueridontrolley.

3.5.2 Menu planning

Menuisalist of specific food offered in afood service establishment. Menuis
compiled by ateam of staff including executive chef, food & beverage manager and
supervisors. Inasuccessfully managed restaurant menu planning isthemost crucial
step. Menu planning influenceswhat foods are purchased, how they are prepared,
which dishesarepopular, tc.

Thefactorsto be considered while planningamenu are:

1. Typeof theestablishment- takeways, specidty

2. Availability of ingredients- seasond & non seasonal

3. Food habitsof the customer- vegetarian & non vegetarian
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Typesof customers- student , officegoers

Environment conditions- summer, winter

Occasions- Christmas, birthdays

Personnd - skill and number of staff

Facilities- Equipmentsavailable & areaof thekitchen and restaurant

© © N o g A&

Baancing- Havoursand nutritional

10. Variety and formsof food

11. Contrastin colour, taste and appearance
12. Eyeappea and presentation

13. Policy of the establishment.

14. Pricing- spending capacity of customers.

§‘-&‘3@ & ég
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Practical Activities

Activity - |

Conduct practical ondifferent typesof service

Activity - I

Setting coversfor different five coursemenus

Assessment activities

Activity - |

Roleplay of silver servicewherestudentsare playing therole of waitersand guest.
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Activity - I

Preparation of Menu card for the given specification of arestaurant

TE Questions

1. What aretheservicesyou can expect for amulti cuisinerestaurant?
2.  Matchthefollowing

* Preplated service Russansarvice
* Personaized service Frenchservice
* Host Service Englishsarvice
» Trolley service American Service

3. Beingamanager of arestaurant toimprovethe businessof your hotel what are
thedifferent typesof serviceyou canimplement?

4. What typeof servicewould you prefer asaF& B manager to cater acrowd of
200 pax?
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Unit - 6
ALCOHOLIC BEVERAGES AND THEIR SERVICE
Introduction

Alcohoalic beverageisany potableliquid containing 1 % to 75 % of ethyl alcohol by
volume. Fermentation isaprocesswheresugar infruit or grainisconverted into
alcohol by the action of yeast. Carbon dioxideisaby- product. Digtillation means
the fermented mash of fruitsor grainsis heated. Alcohol which evaporatesat a
lower temperatureiscondensed to aliquid by cooling. Pure acohol hasno color,
tasteor smell. Inthisunit we learn thedifferent types of alcohol anditsservice.

Learning Outcomes

Thelearner:

» Classfiesdcoholicbeverages

*  Digtinguish betweenfermented and distilled drinks

* Acquireskillinservingwine

Concepts

3.6.1 Classification of Alcoholic Beverages

Fermented drinks

*  Wines - Table wines (red, white, rose)
Sparklingwines
Arométizedwines
Fortifiedwines

E.g. (Chablis, Vermouth)

* Bex - Port
Ale
Stout
Lager

Didtilled drinks(spirits)

*  Whisky (scotch,bourbon, Canadian,Irish)

e Brandy

*  Rum
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*  Vodka
« Gn

*  Teguila
e Liqueur
*  Cocktall

Wineisanacoholic beverage obtained from thefermentati on of thejuiceof freshly
gathered grapes. Fermentation transformsthe sugar in the grapejuice (must) into
ethyl acohol and carbon dioxide.

Spirit isapotablea coholic beverage obtained from the distillation of an acohol
containingliquid. Indistillation, all thealcohol can be separated from theliquid.
Anything that isfermented can formthe base. Example- Brandy from grapes, whisky
from grains, rum from mollasses, gin from grainsflavoured with juniper berries,
vodkafrom grainsand potato and tequilafrom sap of mescal plant from Mexico

Beer isapotable acoholic beverage fermented from cerealsand malt flavoured
with hops. Thea coholic content vary from 3 % to 6 %.

Liqueur isasweetened and flavoured spirit. Itisadigestivedrink after medl.

Cocktail isadrink consisting of two or moreingredients stirred or shaken, asa
short or long drink asrequired (with an acoholic base)

Aperitif isan acoholic beveragewhich may be served beforeamed, asan gppetizer.
3.6.2 Service of alcoholic beverages

_ _ _ _ WINE SERVING
The cocktail or dispense bar may besaid to betheshopwindow  BEREALELENTI

of an establishment. Itisameeting point of customersand the e Y e
firstimpression given hereareof primeimportanceingaining  gpm €5

further sales. The presentation of the bar personne together with O -~
awel | stocked, organized and efficiently run bar areessentia in o

order to giveagood service. Thebar personne must have good
technica skills, knowledgeand socid skills.

3.6.2.1 Service of Wine

Immediately thefood order has been taken, thewine-list should
be presented to the host. So that he may order winefor the party
togowiththemed, they have ordered. The sommeier should be
ableto advice and suggest winefrom thewine- list. Thismeans
that thewine- butler must have agood knowledge of thewines.
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When thewine- butler writes out the order, it must be clear and legible. Thetop
copy goesto the bar and the duplicate copy to the cashier. It should be noted that all
red winesare served at room temperature. White wines and Rose wines chilled;
Sparklingwineswell chilled. Thefollowing basic procedurestake placewhen a
bottle of winehasto be served.

WhiteWine

N o g s~ D P

10.
11.

12.

13.

14.

15.
16.

Obtain thewinefrom thebar.

Takethebottleto thetableinanicebucket.

Present thebottleto the host showing thelabdl .

Ensurethat correct glassesare placed at thetable.

Seethat aclean servietteistied to the handl e of theicebucket.

Cut thefoil, remove and wipethetop of the cork with the serviette.

Removethe cork in the accepted fashion. Smell the cork, in casethewineis
corked. Thishappenswhen the wine has been affected through afaulty cork
and it cannot then be served. Placethe cork intheice bucket.

If thewine concerned isachateau bottled wine, then the cork would generally
be placed on the side plate at the head of the host cover.

Wipetheinside neck of the bottlewith the serviette.
Wipethebottledry.

Hold the bottle in such a fashion that the label may be seen. Use the waiter’s
clothto catch any drips.

Giveatasteto the host pouring from theright side. He/ she should acknowl-
edgethat wineissuitable, correct taste, bouquet and temperature.

Serveladiesfirgt, then gentlemen and the host Iast. Always commencing from
the host’s right.

Fill each glass2/3full. Replacetheremaining winein theicebucket and refill
the glasses asand when necessary.

If afresh bottleisrequired then fresh glasses should be placed on thetable.

Onfinishing pouring aglassof wine, twist theneck of thebottleandraiseit at
thesametime. Thispreventsany dripsfromfalling onthetablecloth.

Red Wine
The cork should be removed from the bottle of red wineasearly aspossible. So
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that thewine may attain room temperature naturally. Under no circumstances, the
wineshould be placed onthe hot plateto get it to therequired temperature quickly.
If the red wineto be opened is young the bottle may stand on an under plate onthe
table. If thewineisaged andislikely to have heavy sediments, then thewine should
be decanted. It should be placed in awine basket and first presented to the customer
placing the bottlein awinebasket. Keep thebottlereatively flat and ensurethat the
sedimentsare not shaken. It should then be opened inthe basket and pouredinone
operationto aclear decanter. A singlepoint light should be used. Example: A candle
should be usedto view thewineasit ispouring out of the bottle. When sedimentsis
seen reaching the neck of the bottle, the pouring should stop. Thebasic procedure
for openingthewineissameaswhite wines.

Sparklingwine

The sparkling wine should be served well chilled. The pressurein Champagneis
about 70to 90 pounds per squareinch. Therefore great care must be taken not to
shakethebottle. Otherwise, the pressure built up and assoon asthewirecageis
removed, the pressure shootsthe cork out. After presenting, the bottleto the host,
it will bereplaced inthewine cooler. The neck of the bottle should be kept pointed
to the ceiling during the opening processto avoid any accidents. It isadvisableto
hold a serviette over the cork with hand, when commencing to open the bottle.
Unwirethewire cage and remove carefully holding the cork inthe serviette. Twist
the bottle dlowly to release the cork. Serveinto tulip shaped glass or champagne
saucer fromtheright side of theguest.

For whitewineor champagne placethe bottlein anicebucket to theright hand side
of thehost and cover the mouth of the bottlewith aclean serviette. Inthecase of red
wine, placeit onthetablewith aserviette around or inared wine basket. Refill the
glasses as and when they become empty.

3.6.2.2 Service of beer

Beerisservedinal2 oz glass (beer goblet/ mug/ tankard) placed just below and to
theright of thewater glass. Beer should be served at atemperatureof 13Cto15C
(55 Fto 58 F). Barman should ensure that he servesthe correct quantity of beer
withasmall head. A good condition beer is, if thehead or froth clingsto theinside of
theglass. When pouring bottle beer, it should be poured down theinsde of theglass
whichisheld a adight angle. It should be poured dowly. Use spotlesdy cleanglass.
Dirty glasswill causebeer togoflat. If thereisany beer |eft inthebottle after pouring

thefirst mugfull, leave the bottle on thetable on acoaster.
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3.6.2.3 Service of Spirits

Thewaiter should collect the proper glasswith required peg from thebar. Hearranges
theglass, ice bucket with i celtongs and necessary accompanimentsor mixture such
assodawater, tonic water, colaor lemonade on acloth covered around thetray or
salver and bring the sameto thetable. He placesthe glass on acoaster just below
and right of the water glass. He adds the required ice cubes. He then poursthe
mixturesin glassuntil theguest tellshimto stop.

3.6.2.4 Service of Aperitifs

Theterm aperitifscover awiderange of drinkswhich may be served beforeamedl.
The wine butler or sommelier should present the wine list to the host for an aperitif’s
order, immediately beforethe butter is placed on thetable. Rollsand Melbatoasts
are offered to the entire guest. Thisthen givesthe wine butler timeto servethe
aperitif’s order and the guest, time to consume the drink before the first course is
served.

3.6.2.5 Service of Liqueur

Liqueursmay beoffered from theliqueur trolley. Thewaiter must ensurethat any
liqueur required will be onthetableby thetime coffeeisserved. Hence present the
trolley immediately the sweet courseisfinished. Normaly dl liqueursareservedin
ligueur glass. Often thereisamark on the glassto indicate proper quantity. If a
person asks for a liqueur to be served as a “frappe”, then it is served on crushed ice.
Fill alargeglass2/3full crushediceand pour over the measured quantity of liqueur.
Under no circumstances, cream and liqueur aremixed together. If aliqueur isrequested
with cream, then cream isslowly poured over the back of ateaspoon to settleon
top of the sel ected liqueur.

3.6.3 Cocktails

Cocktail isadrink consisting of two or moreingredientsstirred or shaken asashort
or long drink asrequired. Pointsto be noted whilemaking acocktail or whilemixing
adrink:

1. If possiblepour cocktail into chilled glass, chill theglasseither intherefrigera-
tor or by putting someiceintheglass.

When cutting lemon or orange peel never includethewhite of therind.
Do not fill the shaker sofull that thereisno roomfor shaking.
4. Alwayshandleglassby thestem or base.
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5. Cherry or ped isawaysadded to the cocktail after it hasbeen shaken, stirred
or mixed.

Always add the garnish after the cocktail hasbeen made.
Never usethe sameicetwice. Ice should awaysbeclear and clean.

Whereatwist of orange or lemon pedl isstated, the oil of the peel should be
sgueezed onthetop of thecocktail and the peel isdropped inthedrink unless
otherwiserequested.

9. Cocktail should bedrunk assoon aspossibleafter serving.
10. Whenever possibleusefreshlemon or orangejuicein adrink.
3.6.3.1 Service of Cocktail

Cocktail should dwaysbe served well chilledin an appropriate sized glasswiththe
correct garnishes. Most cocktailsare served in thetraditional V shaped cocktail
glass. But if to be consumed asalong drink, then alarger glassmay be used. The
key consideration here should bethetota presentation of thecocktail visualy by the
guest.

3.6.3.2 Types of cocktails
Whisky based cocktails:

1. RustyNal

2.  Manhattans(dry)

3.  Manhattans(swest)
Brandy based cocktails:

1. BrandyAlexander

2. Eggnogg

Gin based cocktails:
1. Martini(dry)

2. Martini (swvest)
3. Gimle

Rum based cocktails:
1. Pinacolada

2.  Cubalibre




Reference Book |}

Vodka based cocktails:

1. Screwdriver

2. Bloody Mary

Tequilabased cocktail:

1. Tequilasunrise

2.  Margarita

Beer based cocktail:

1. Redeye

2. Shanty

Practical Activities

Activity - |

Mock serviceof wine (white, Red, champagne) & Beser.
Mock Serviceof spirits, liqueursand cocktails.
Assessment Activity

Activity - |

Conduct of seminar on —Bad effects of alcohol.
Activity - 1l

Prepare asample Bar Menu card.

TE Questions

1. Differentiatebetweenfermentationand distillation.
2. Listtheserviceproceduresof whitewines.

3. IfyouareworkingasaSommeier inastar hotel, how will you plantheservice
procedure of aRed wine.

4. Diginguishthevarioustypesof spirits.
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Unit - 7
FUNCTION CATERING

Introduction

Banquetsor Function Catering are specid functionsorganized for professiond, socid
or state occasions. Banqueting isthe servicefor thesefunctionsandisdifferent from
theusud service offered inrestaurants. Normally such functions are organi zed when
thenumber of peopleinvolvedis15or more.

Banquet functionsare organi zed by the Banquet Department with thehelp of other
coordinating departments.

Learning Outcomes:

Thelearner :

Identifiesdifferent typesof Functions

Identifiesthejob role of each employeein Banquet staff organizations
Acquiresskill intaking aBanquet booking using function Prospectus
Setsan environment for outdoor catering

Concepts

3.7.1 Types of Functions

Professional

Luncheons —Company, Clubs

Conferences —National or International Seminars, Training Courses
Meetings — Board meetings, Press, Professional Associates, Dealers.
Exhibitions — Paintings, Sculpture, Fabrics, books, Sales etc.

Social

Dinners —Old Boys Associations, Company Annual Days.
Wedding Receptions

Cocktail Parties

Fashion Shows

Reditds

CoffeeParties

Bdls
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Sate

*  Dinners— Intra-Government and Inter Government parties for Heads of States
* Nationd Days

3.7.2 Banquets - Staff organization

Banquet manager

He/sheisoverdl inchargeof administration, dealing with guestsand co-coordinating
al arangements.

Banquet Supervisor

He/she coordinatestheimplementation of function arrangementsand control s staff
joballocations.

BanquetsWaiters
Waitersand assistant waiters make the actua arrangementsand do the service.
Casual Saff

The Banquet department normal ly has askel eton staff and employscasud staff for
largefunctions.

Banquet Sales Representatives

The Banquet Representatives prepare asaeskit of Brochures, Fact Sheets, lay
outsetcandvisit potentia clientsto solicit business.

Banquet Secretary
He/shehandlesall correspondences and filing and often takes booking on phones.
3.7.3 Taking a Banquet Booking

A bookingistaken onaSpecid Information Sheet called aFunction Sheet or Function
Prospectus. Thetypeof information recordedis:

*  Nameof booking party

*  Nameof the person to whomtheBill isto be send
* Natureandtypeof function

»  Dateof function

*  Timeof function

*  Number of peopleexpected and number guaranteed
*  Menuforthefunction
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Typeof Table Layout and service

Special arrangements such as — live Band, Ramps, Flower arrangements, Ice
Scul ptures, Micro Phones, etc.

Seating plansand Name of Guestsfor State Banquets.
Priceto be charged per person.
Pricefor hall and special arrangements.

FUNCTION PROSPECTUS FORM

F.P.no Function contract | Floating date
Day From date |Fr0m Time
Function To date ToTime
Venue
Hosted by Booked by |
addres Adress
Contact no. Contact no.
Guaranteed number Receipt no. rate/person Hall charges
Advance Receipt no. Date Payment mode
Menu Style of service: buffet

amenities required charges

flower arrangement

accomodation

changing room

place cards

special lighting

toast master

dietary neads list of toasts

LCD

computers

screen

collar mike

podium

tostrum

wines lectern

photographer

videographer

secretarial services

s0gn posting

press release

security facilities

internet facilities

cigars and cigarettes special lighting
copier
printer
stationary

food pick up at car parking

service time music and dance floor
cabarat

copy to other services

FBM

FOM

EHK total amount

chief

controller

engineer, security

signature of banguet manager signature of the host
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3.7.4 Banquet Table layouts
Thetype of layout is dependent upon

e Number of coversrequired.

e Sizeof hdl alocated

*  Thedesreof theguest

*  Thetypeof servicetobeprovided.
Someexamplesof layout :-

Professional Functions —‘U’ shape, ‘T’ shape, Square shape, “V’ shape etc.

State Functions — Comb shape, or any other types of desired table lay outs.

f

- s - -

WSHAPE

CONFERENCK

{ll
i

“pt

SUSa

3.7.5 Outdoor Catering (ODC) or Off-Premises Catering

Outdoor catering means providing food and beverages away from thehome base
and suppliers. Thishas been devel oped through need to provide servicesat specid
eventslikewedding receptions, inaugurations, birthday parties, etc. Beforeorganizing
an ODC, it must be planned to thelast detail and aninitial survey should be exact.
Any item forgotten or not packed on the transport may result in loss of repeated
businessat alaer date. Following pointsshould beincluded intheinitia survey.

1. Typeoffunction

Date

Siteand distancefrom the department
Local transport

Staff recruitment

a W DN
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6. Layoutofsite

7. Number of peopleexpected to attend

8. Availahility of water, gas, eectricity, drainageand refrigeration
9. Timeadlowancefor setting up catering units

10. Changingroomsandtoilets

11. Frstad

12. Cost of over headson aparticular site

13. Typeof service

14. Washingupfadilities

15. Containerssuppliedfor litter and disposableitems.

From thebasiclist shown above, the organi zation can make out their needsbefore
hand and rectify some of the problemsthat may arise at the outset or during an
operation.

Thepersonin chargeneedsquditieslikequick thinking, ableto command, adaptable
tovarying situationsand circumstances and above all need to haverespect of the
gtaff working under him. Themg ority of staff employed at outdoor catering function
istaken onacasua basis.

Assessment Activities

Activity - |

Studentsaredirected to conduct survey of banquet facility in star hotelswiththead

of marketingtoolssuch as

*  Quedionnaires

e Samplingtools

Activity —II

Conduct abrain storming session to prepare Function Prospectsand to draw table

layout

TE Questions

1. If youareworking asaBanquet secretary, what theinformation do you collect
infiling banquet prospectus?

2. Draw aBanquet Organization chart.

3. Draw aBanquet tablelayout for aBoard Meeting of 20 persons.

4. Mentiontheinformationto be collected before conducting an Outdoor Cater-

ing Functions?
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I SAMPLE RECIPES OF UNIT 1 I
Fish a I'anglaise — Crumb fried fish
Ingredients-
Pomfret 1no.
Eggwhite 1 no.
Refinedflour lgms
Bread crumbs 2gms
Lemonjuice 5ml
Sat 5gms
Pepper apinch

Mustard powder 5gms
Method of preparation
*  Cutoutfilletsof thefish.

*  Marinatethefishinlemonjuice, mix with salt, pepper and mustard powder
[30mtg].

»  Takethefishand dust it withrefinedflour.

*  Coat it with eggwhiteand top layer of bread crumbs.
* Deepfryinakadai.

*  Servehotwith Tartar sauce.

Chilly Fish Manchurian

Ingredients

Hahfillet 25gms
Cornflour 1Y2 Thsp
PanHour 1Y2 Thsp
Garlicminced 3cloves
Spring onion 2Thsp
Soyasauce 1ltsp
Vinegar 1ltsp
Red chilly sauce 2tsp
Sugar atsp




For marinating
Soyasauce
Pepper powder
Ginger garlicpaste
Sat
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Yatsp
1/8 tq)
1%tsp
totaste

M ethod of preparation
e Washthefish and cut to cube sized pieces.
e Marinaewiththeingredientsfor 30 mts.

*  Heatapanwithoil and shalow fry.

e Addcornflour, plainflour and sdt. Stir well.

* Addthesaucesand stir well.
*  Whenitbubbles, addfish.
e Garnishwith chopped spring onion.

Goan Fish Curry
Ingredients

Fsh

Sat

For themasala
Cumin seeds
Turmeric powder
Garlicflakes
Kashmiri red chilly
Coriander seeds
Grated coconut
Tamarind

Water
Oniondiced
Greenchilly diced

2mediumszedfishes
apinch

Yatsp
Yatsp
4cloves
8 nos.

1 Thbsp
1no.
linch
Yacup
1no.
2no.
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Method of preparation
*  Mainatethefishinsdtandlimejuicefor 10 minutes.

*  Grinddl masalatogether.

*  Addtheonionand green chilly to themasalaand placethe pan over theflame.

e  Cook themasaafor 10 mts.
e Addthemarinated fish and cook.

e  Savehotwithrice.

Mughlai Fish Curry
Ingredients

FHsh

Poppy seeds

Onion

Tomato

Greenchilly

Ginger garlic paste
Garam masalapowder
Chilly powder
Turmeric powder
Curd

Cumin seeds

Cashew nuts
Coriander leaves
Cookingail

Sat

Method of preparation
*  Marinatethecleaned and cut fish with salt and turmeric powder for about 10

mts.

e Grindthemixtureof poppy seeds, cashewsand curd.

1no.

Yacup
2no.

1no.

2no.

2tsp
Yatsp

1tsp

Yatsp
Yacup
Yatsp
5nos.
ahandful
asrequired
asrequired

*  Frythemarinatedfishinoil.
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Heat theail in another pan.

Splutter mustard seeds; add finely chopped onionsand sauté.
Add ginger garlic paste, cumin powder and fry for 2 mts.
Add the ground mixture of poppy seeds, curd and cashews.
Add diced tomato and green chillies, hegt it for sometime.

Add water followed by coriander powder, chilli powder , turmeric powder &
.

Addthefried fish and cook for 10 mts.
Add required amount of water and boil.

e Garnishwith chopped coriander leavesand serve.

Mutton Rogan Josh

Ingredients

Mutton cut into 1%2inch pieces 800 grams

aill 4 tablespoons
Asdfoetida 11/4 teaspoon
Cinnamon 2one-inch
Cloves 6-8

Ratanjot 4-6inch pieces
Black peppercorns 5-6

Black cardamoms 4

Kashmiri red chilli powder 1 tablespoon
Fennel seed (saunf) powder 2 teaspoons
Dry ginger powder (soonth) 1 tablespoon
Coriander powder 1 tablespoon
St totaste

Yogurt,whisked 1lcup

M ethod of preparation

1. Heatoil inathick-bottomed pan. Add asafoetida, cinnamon, cloves, black
peppercorns and black cardamoms. Sautétill fragrant.

2. Addlamb piecesand cook on medium heet, stirring constantly till lamb pieces
turn anicereddish brown colour. Thismay taketwel vetofifteen minutes.

3. Sprinklealittlewater and continue cooking for twelveto fifteen minutesmore
onlow heat. Make sureto stir constantly and scrapeall the sedimentsfromthe

&
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bottom of the pan. Add Kashmiri red chilly powder, fennel powder, dry ginger
powder, coriander powder and salt.

4. Addyogurt and two cups of water. Cook, covered, till lambistender, stirring
occasionally. Servehot.

Beef Stroganoff

Ingredients

Butter 5 Tbsp

Sirloinortenderloin~ cut thininto 1-inchwideby 2 1/2-inch strips

Shdlots/ onions 1/3 cup chopped

Creminimushrooms  dlicedY2kg

St totaste

Pepper totaste

Nutmeg 1/8teaspoon

Drytarragon 1/2 teaspoon

Sour cream lcup

Method of preparation

1.

Brown thestrips of beef inbutter: Melt 3 tbsp of butter inalarge skillet on
medium heat. Increase the heat to high/med-high and add the strips of beef.

You want to cook the beef quickly, browning on each side, so thetemp needs
to be high enough to brown the beef, but not so high asto burn the butter. You

maly need to work in batches.

Whilecooking thebeef, sprinklegeneroudy with sat and pepper. When both
sides are browned, remove the beef to abowl! and set aside.

Sautétheshallots: Inthe same pan, reducethe heat to medium and add the
shadllots. Cook the shallotsfor aminuteor two, alowing them to soak up any
meat drippings. Remove the shallotsto the same bow! as the meat and set
aside.

Sauté the mushrooms: In the same pan, melt another 2 Thsp of butter. In-
crease heat to medium high and add the mushrooms. Cook, stirring occasion-
ally for about 4 minutes. While cooking, sprinklethe nutmeg and thetarragon
onthemushrooms.
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5. Addsour cream, beef, and shallots. Reducethe heat to low and add the sour
cream to the mushrooms. You may want to add atabl espoon or two of water
or stock to thin the sauce (or not).

6. Mixinthesour creamthoroughly. Do not et it cometo asmmer or boil or the
sour creammay curdle. Stir inthebeef and shallots.

7. Addsatand pepper totaste. Notethat you will likely need more sat than you
expect. Taste, and if it needs salt, add 1/2 teaspoon or more.

8. Serveimmediately over egg noodles, fettuccine, mashed potatoes, or rice. (Po-
tatoes, rice, and gluten-free pastaare gluten-free options.)

Pork Vindaloo

Ingredients

Pork shoulder, trimmed and cutinto bite-sizedcubes  1kg

Vegetableall

Onions, finely chopped
Mild chilly powder
Chicken stock
Coriander leaves

For themarinate
Green cardamom pods
Black peppercorns
Red winevinegar
Finely grated ginger
Garliccloves, findy grated
Golden caster sugar
Dried chillies

Ground cloves

Ground coriander
Ground cumin
Turmeric

3thsp
2large
1tbsp
250ml
hendful

6 no.

Yatsp

125ml

1 heaped thsp

4large

1ltsp

8amdl

apinch

2tsp

1ltsp

Yatsp
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Method of preparation -

1.

To makethe marinade, remove the seedsfrom the cardamom pods and grind
with the peppercornsusing apestle and mortar. Mix with therest of the mari-
nadeingredients, and then pour over the pork. Mix everything together well,
then cover and leaveto marinate overnight or for at least 8 hrs.

Heat theoil in alarge pan over amedium heat and cook the onionsfor about 5
mtsuntil starting to soften. Add the chilly powder to the pan and cook for 1
min. Using ad otted spoon, removethepork from the marinadeand add to the
pan. Turn up the heat alittleand cook for about 5 mts, stirring al thetime. Add
the leftover marinadeto the pan with the stock. Bring to the boil, then turn
down toasimmer and cook for 40-45 mtsuntil the pork is soft and the sauce
thickened — it should be thick rather than saucy. Pick out the dried chilies, if
you like, season, scatter with the coriander leaves, and servewith steamedrice
and naan.

Butter Chicken

Ingredients
Bonelesschickencutinto 1%2inchpieces 400 grams

Lemonjuice 1 tablespoon
Kashmiri red chilly powder 1 teaspoon
St totaste

Butter 2 tablespoons
For marinate

Yogurt 1/2 cup
Ginger paste 2 teaspoons
Garlicpaste 2 teaspoons
Kashmiri red chilly powder  1/2 teaspoon
Garam masalapowder 1/2 teaspoon
St totaste
Mustard il 2 teaspoons
For Makhni Gravy-

Butter 2 tablespoons
Green cardamom 2no.

Clove 2 no.
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Black peppercorns 2-3no.
Cinnamon linchpiece
Ginger paste 1 teaspoon
Garlicpaste 1 teaspoon
Tomato puree 1/2 cup

Red chilly powder 1/2 teaspoon
St totaste

Sugar 2 tablespoons
Kasoori methi 1/2 teaspoon
Fresh cream 1/2 cup

M ethod of preparation

1.  Applyamixtureof red chilly powder, lemonjuice and st tothe chicken pieces
and set asidefor haf an hour intherefrigerator.

2. Hangtheyogurtinamudinclothfor fifteento twenty minutestoremoveextra
water. Add the ginger and garlic pastes, red chilly and garam masalapowders,
sdtand mustard oil.

3. Applythismarinadeto the chicken piecesand placethemintherefrigerator for
threetofour hours.

4. Preheat theovento 200°C/400°F/ Gas Mark 6. String the chicken pieces onto
skewersand cook in the preheated oven or amoderately hot tandoor for ten
totwelveminutesor until amost done.

Bastewith thebutter and cook for another twwo minutes. Removeand set aside.

To make the makhni gravy, heat the butter in anon-stick pan. Add the green
cardamoms, cloves, peppercornsand cinnamon.

7. Sautéfor two minutes, add the ginger and garlic pastes and sauté for two
minutes. Add thetomato puree, red chilly powder, salt and half cup of water.

8. Bringthemixtureto aboil. Reducethe heat and s mmer for ten minutes. Add
the sugar or honey and powdered kasoori methi.

9. Addthecooked tandoori chicken pieces. Simmer for fiveminutesand add the
fresh cream. Serve hot with naan or parantha.

Students may take part on the Job training on different function catering outl ets.

&>
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I SAMPLE RECIPESOFUNIT 2 I

Basic Cheese Pizza

Ingredients

dry yeast 'D jounce

water, lukewarm lcup

Sugar 1 teaspoon

bread flour 3cups

ot 'D teaspoon
oliveail 1tablespoon

tomato puree 'D cup

tomato paste 2tablespoons

galicclove 1

fresh basl 1tablespoon

mozzerellacheese  4ounces
M ethodsof preparation

1.

Inaglassor plastic bowl, combineyeast, water, and sugar (thewater can just
be water from the tap, make sure it’s below 100°F).

Stir to dissolve the yeast and let the yeast “bloom” for 15 minutes.

Stirin1 cupflour, add sdt, and then stir in another cup of flour (theremaining
cup of flour will be your “bench” flour and added flour).

Dump mixtureonto kneading board and work in last cup of flour, kneading
until dough issoft and elastic, but not sticky. Form doughinto aball.

In another bowl, pour inthe 1 thsp olive oil and spread around.

Coat ball of dough with oil and cover bowl with adamp towel and let dough
risefor 40 minutes.

Punch down dough and knead on board about 2 minutes. Dough isnow ready
to spreadin the pan.

Toavoid sticking of crugt, lightly spray pizzapanwith oliveoil or vegetableoil
spray and then work dough to pan (or usefreeform pan) - thisdoughisenough
for 1 14-in pizzawith athin bottom crust and enough dough around theedgeto
munch.
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Sauce

1. Combine pureed tomatoes, tomato paste, minced garlic, and
besil.

2. Spread onto prepared pizzadough.

3. Topwithdiced mozzarellacheese and bakeat 500°F for 11-13 minutes.

Spagetti Marinara

Ingredients

Oliveail 1/4 cup [60ml]
Garliccloves, findy chopped 4 no.
Anchovyfillets 6 no.
Chopped tomatoes 800g

Dry whitewine 200m
Spaghetti 500g
Mussels, scrubbed, debearded 300g
Good-quality marinara 800g

Peeled green prawns 200g

Tornflat-leaf pardey leaves toserve
M ethods of preparation

1. Heat 2tablespoonsoil inalargefrypan over medium-low heat and add garlic
and anchovies. Cook, stirring, for 1-2 minutes until anchovies have melted.
Add tomatoesand wine and bring to asimmer, then reduce the heat tolow and
cook for 20 minutesuntil dightly reduced.

1. Meanwhile, cook thepastainalarge pan of boiling sated water accordingto
packet instructions. Drain, then return to the pan and tossin alittleoliveail.

2. Addthemusselsto the pan of sauce, cover and cook for 1 minute, shakingthe
pan occasi onally. Add the remai ning seaf ood and cook for afurther 2-3 min-
utesuntil the marinaramix and prawnsare cooked through and the mussels
have opened (discard any that haven’t opened after this time). Season to taste
with seasalt and freshly ground black pepper. Add thedrained pasta, tossto
combine, then divideamong bowlsand serve garnished with pardey leaves.

Basic Club Sandwich

Ingredients
Wholewheat bread, toasted 6 dices
mint and onion chutney 2thsp

&>
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For theFilling

lettuce leaves 2no.

dicesof unpeded cucumber 8no.

dicesof tomatoes 8 no.

chilas 2no.

For theChilas

wholewhest flour (gehunkaatta) 2 thsp

besan (benga gram flour) 1 Y2 tbsp

jowar (whitemillet) flour 1 Y2 tbsp

chopped onions 3tbsp

chopped tomatoes V4 cup

chopped coriander (dhania) 2tbsp
greenchilli , finely chopped 1no.

it totaste

oil forcooking 1ltsp

Method of preparation

For thechilas

1. Mixtogether al theingredientsin abowl and add enough water to make a
smooth batter and divideinto 2 equal portions.

2. Heat anon-stick pan and greaseit lightly with ail.

3. Spread one portion of the batter onit to form athick round chilaof 100 mm
(4") diameter.

4. Cook onboth sidestill golden brown, usingalittleoil.

5. Repeat withtheremaining batter to make 1 morechila. Keep aside.

How to proceed?
1. Applylittlechutney onall thetoasted bread dicesand keep aside.

2. Placeatoasted bread dice onaflat dry surface, put one chilaonit. Cover
with another toasted bread dice with the chutney sidefacing up.

3. Placealettuceledf, 4 dices cucumber and 4 dlices of tomatoesonit and
cover with thethird toasted bread dice.

4. Repesat withtheremaining ingredientsto make 1 more sandwich.
5. Cut each sandwichinto 4 equal portionsand serveimmediately.
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I SAMPLE RECIPES OF UNIT 3 I
Plain Sponge Cake
Ingredients
Sdf-rasngflour 40z/100g
Sugar 402/100q
Butter 402/100q
Egos 2no.

Or

Mainflour 40z/100g
Baking powder 1 teaspoon
Sugar 40z/100g
Butter 402/100q
Eggs 2no.

Method of Preparation
1.  Whisk thebutter and sugar.

2. Addtheeggsthenflour.

3. Mixtoget acreamy batter.

4. Putitinacaketinwith baking paper.
5. Putitinthe oven for 18-20 minutes on 200°c or more.
Basic Chocolate Cake

Ingredients

Butter, softened 23 cup

Sugar 123 cups

Eggs 3no.
All-purposeflour 2 cups

Baking cocoa 23 cup

Baking soda 1 Y4 Teaspoons
SAt 1 teaspoon

Milk 1 Y3 cups
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Method of preparation

1. Inabowl, cream butter and sugar until fluffy. Add eggs, oneat atime, beating
wel| after each addition. Combineflour, cocoa, baking sodaand salt; add to
creamed mixturedternately with milk, beating until smooth after each addition.
Pour batter into agreased and floured 13-in. X 9-in. pan.

2. Bakeat 350° for 35-40 minutesor until caketestsdone. Cool onawirerack.
When cakeiscool, dust with confectioners, sugar or frost with your favourite
frogting.

Basic Biscuit

Ingredients

All-purposeflour 2cups

Baking powder 1 tablespoon

St 1/2 teaspoon

Shortening 1/2cup

Milk 3/4 cup

Addal ingredientstolist

Method of preparation

1
2.

Preheat oven to 450 degrees F (230 degrees C).

Inalargemixing bowl sift together flour, baking powder and salt. Cut in short-
ening with fork or pastry blender until mixtureresemblescoarse crumbs.

Pour milk into flour mixturewhilegtirringwithafork. Mix inmilk until doughis
soft, moist and pullsaway from the side of thebowl.

Turn dough out onto alightly floured surface and tosswith flour until nolonger
sticky. Rall dough out into a1/2 inch thick sheet and cut with afloured biscuit
or cookie cutter. Presstogether unused dough and repest rolling and cutting
procedure.

Place bi scuits on ungreased baking sheets and bakein preheated oven until
golden brown, about 10 minutes

Caramd Custard

Ingredients
milk 2 Y4 cups
sugar 12tsp
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largeeggs 3no.
vanillaessence 1tsp

Method of preparation

1.  Mixthemilk with 9teaspoonsof sugar and bail for 5 minutes. Cool.

2. Beattheeggsvery well and add to the cold milk.

3.  Addthevanillaessence. Mix well.

4. Mix 3teaspoonsof sugar and 1 teaspoon of water inavessel. Melt onaslow
flame. When theliquid becomesdark in colour, spread it evenly over the base
of avessd.

5.  Waitfor afew minutes. The sugar will becomedry.

6. Pourtheeggs- milk mixtureover it.

7. Coverthevessel withalid or tieapiece of brown paper on top.

8. Putthevessd inapressurecooker and cook. Alternatively, steam the pudding
but thisrequiresabout 1 hour.

9. Cooal thepudding and chill inthefreezer compartment of arefrigerator.

10. Whenyouwant to serve, turnit on aplate. It dropseasily.

11. Servecold.

Gulab Jamaoon

Ingredients

Milk powder lcup

All-purposeflour / maida Yacup

Unsalted butter or ghee 1% tbhsp

Baking soda 1pinch

Milk 60ml

Ghee/ oil for degpfrying

For sugar syrup -

Sugar 1%acups

Water lcup

Cardamom powder Yatsp

Few dropsof roseessence  (optiond)

Few strandsof saffron (optiond)
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Method of preparation

1
2.

Sievemilk powder, flour and baking powder twicefor uniform mixing.

Transfer themix to abowl, add butter or gheeand mix well. Add few tbsps. of
milk at onetime and knead. Continue adding milk little by littleto makea
uniform, smooth and firm dough. Useonly as needed.

Add sugar and water inawide utensil and bringit abail.

Add cardamom powder and then reduce the heat to low and continueto bail
until it thickensdightly. It should not reach astring cond stency e sethe Jamuns
will not absorb the syrup. Set aside.

Dividethedoughinto 12to 13 equal parts. Roll them to smooth balls. They
should befreefrom any cracksand lines el sethey do not |ook good and some-
timeseven they disintegratewhilefrying. If you fed they have cracksand can-
not smoothen them, just sprinklevery littlemilk and roll the dough once more.

Heat oil or gheein adeep fry pan. Reducetheflameto medium; fry theseballs
few at atimeevenly till they turn golden. To get them evenly browned, avoid
crowding theballsinthefry pan. | usualy takealong stainlesssteel chop stick
placeitinthe center of thefry pan and stir it around the pan without touching
thejamun. | do thisfew timesfor each batch. Thisway | fedl they are beauti-
fullyfriedevenly.

Drop thesefried ballsin the sugar syrup, let them soak for at least 3to 6 hrs.
Garnish gulab jamun with chopped pistachiosif desired.

Extentended Activities
List of Continental dishes

© 0 N gk wDNPE

10.

Deviled eggs

Chicken ceaser salad

Yorkshire Lamb patties

Batter friedfish

Paneer steak

Sausage and potato casserole

Grilled chicken breast with lemon grassand chilly
Paprika roast chicken

Sticky toffee pudding

Creamof asparagus




Chinese Dishes

Vegetable Manchow soup
ChickenManchurian
Chillyfish

Orienta dragonfruit salad
Duck springrolls

Stir fried chilly chicken
Chicken chopsuey
Vegetable Chowmein

. Chickenfried Noodles
10. Eggfriedrice

Italian dishes

Spaghetti in pesto sauce
Lasagna

Pastawith mint sauce
Chickenltaiano
Spaghetti bolognaise
Macaroni cheesesurprise
Canndloni

Rzza

. Ravidli

10. Meatballs

Indian regional dishes
Kashmiri mutton kofta
FshAmritsari

Chicken chettinad
Paneer butter masala
Nedgiri khorma
Hydrabadi biryani
Sheek kebab

Vegetable Jdfres

. Pdakmutton

10. Rasgulla

© o N Uk~ E
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LIST OF PRACTICALS
Fish Cookery — Cuts, selection and preparations of Fish dish

Meat Cookery — Cuts,selection,preparations of Beef,Mutton,Pork and Poul-
try dishes

Preparation of Paneer

Preparation of Cheese based dishes
Preparation of Pastas

Making different typesof sandwiches
Bread making

Cakemaking anditsdecorations
Preparing different typesof Sweet dishes

Preparing popular Chinese, Continental and Indian dishes[ South & North
Indian]

Compiledifferent typesof Menu

Mock services[Different types of service]
Mock Wineservice and Techniques
Filling afunction prospects
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OVERVIEW OF MODULE - 4
COMPUTER APPLICATION IN FOOD AND
RESTAURANT MANAGEMENT

Thepurposeof introducing thismodul eisto determinethe extent to which computers
arebeing utilized asatool in catering and restaurant management conceptsin an
effectiveway. Conceptsmost often taught with computer-ass stancewere budgeting,
accounting, menu and recipeanaysis, and inventory control. Hospitality educators
reported aneed for increased utilization of the computer inthe curriculum of catering
and restaurant management concepts and provide additiona training in the use of
the computer to thelearners.

Unit-1
INFORMATION TECHNOLOGY
Introduction

During thelast severa decades, the computer has become undoubtedly the most
important invention of humankind. When and wheredid thismost important invention
actually happen?Who are the pioneersof theworld of computers? This chapter
dea swith definitions of bas c termsin information technology, briefly explainthe
history and generations of computers, and classification of computers.

Learning Outcomes

Thelearner:

*  Familiariseswith thebasic termsand characteristics of acompuiter.
e |ldentifiesthe componentsof computers.

e Describesmemory organi sation structure of acomputer

e Identifiesvariousstoragedevices.

*  Describestherolesof IT invariousareasof our lives

Concepts

4.1.1 Information Technology

4.1.1.1. Computer

The word “computer” comes from “compute”, which means “to calculate”. Hence,
some peopleconsidered computer asacd culating devicelikeacal cul ator that can
perform mathematical operationsat high speed. Now computer isadevice of data
processing asit operates on data. So now we can define Computer asan electronic,
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programmabl e data processing machine. It can store, process and retrieve dataas
and when desired.

4.1.1.2. Data Processing

It isthe process of manipulating (converting) datainto more useful and arranged
form. That arranged form of dataiscalled information. Dataprocessing consists of
four subactivities

1. Recevedaaasinput

2. Manipulatedataasper theinstructions

3. Providetheresult (information) asoutput

4. Keepthedataandtheinformation for futurein storagelocations
4.1.1.3. The data represented inside a computer

The storage capacity of amemory unit isexpressed by itscapability to storethese
bits.1 bit 0 or 1 nibbleany combination of 4 bits. 24 =16 combinationsare possible,
they are 0000, 0001, 0010, 0011, 0100, 0101, 0110, 0111, 1000, 1001, 1010,
1011, 1100, 1101, 1110 and 1111 1 byte.

1 KiloByte(KB) 1024 bytes.

1 MegaByte(MB) 1024 KB

1 GigaByte(GB) 1024 MB

1 TerraByte(TB) 1024 GB

4.1.1.4. Characteristics of computers

Computerscarry out al the data processing activitieswith greater accuracy and
speed than that of manual dataprocessing. Hencenow adaysall thedataprocessing
activitiesare carried out by computers. Thisisdueto thefollowing characteristics of
thecomputers.

«  Speed
*  Accuracy (precison)
*  Vesility
» Diligence

»  Storagecapacity (power of remembering
* Nointdligence
*  Nofeding/noemotion
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4.1.1.5. History of computers

Charles Babbage, mathematics Professor at Cambridge University isconsidered to
bethefather of digital computers. During his period, mathematical and statistical
tableswere prepared manually and it took alot of man power. Babbagedesigned a
“Difference Engine” in the year 1822 which could produce reliable mathematical
and statistical tables.

In 1842, Babbage came out with his new idea of “Analytical Engine”, that was
intended to be completely automatic. It was designed to perform basic arithmetic
functionsfor Implemahematicd problems Unfortunatdy, hewasunabletoimplement
itsworking moddl.

Mark 1 Computer —also known as Automatic sequence controlled Calculator, the
first fully automatic calculating machine, developed inIBM (Internationa Business
Machines) Corporationintheyear1937. It wasvery complex indesign and hugein
sizebut reliable. It used over 3000 el ectrical switchesand was approximately 50
feet long and 8 feet height. It wasbasically an Electro-mechanical device. Both
mechanical and e ectronic componentswereusedinitsdesign.

TheAtanasoff Berry computer (ABC) - Thise ectronic computer was devel oped
by Dr. JohnAttanasoff and Glifford Berry to solve certain mathematica equations. It
used 45 vacuum tubesfor internal logic circuit and capacitorsfor storage.

4.1.1.6. Evolution of computers

Inthe beginning, when the computing task as counting or adding, peopleused their
fingersasassgting tool. Thenadongwiththegrowth of civilization, themathematical
problems became compli cated and some modified deviceswereintroduced. The
Abacuswasone of the earliest devicesof thiskind. From abacus, the cal cul ating
deviceswere devel oped through mechanical, electro mechanical, electrical and
el ectronic erato highly sophi sticated supercomputers.

4.1.1.7. Classification of computers

Computers can be classified by their size, speed, storage capacity and application
domain. They are:

1. Microcomputers- Micro computers arethe smallest and low cost general
purpose processing systems.
a) Desktop computers

The desktop computers, also known as PCs, arethe most common type
of micro computersintended for personal and officeuse of anindividual.
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Typically it consists of asystem unit (CPU cabinet), adisplay monitor,
keyboard, mouse, internal hard disk storage, communication and periph-
eral deviceslikemodem, printer, speakers, etc.

b) Laptops

A laptop is a portable micro computer that a user can carry around. A
rechargeabl e battery backup is part of the system. So no need of external
power supply for its operation when battery backup isavailable

c) Pamtops

ThePam top Computersare essentialy small portablecomputersandits
weight and sizeare suitableto handleit onour pam. They area so known
ashand held Computers. Examplesare Persona Digital Assistant (PDA)
and Tablets. Hand held computersusualy have no disk drive; rather they
use memory cardsto store program and data. Touch screen and stylus(a
stick to select screenicons) are used instead of keyboard and mouse.

2. Mini computers- A mini computer isamedium sized computer that ismore
powerful and costly than amicro computer.

3. Main frame computers — Computers with large storage capacities and very
high speed of processing are known as mainframe computers.

4. Super computers- These have extremely large storage capacities and com-
puting speed which areat least 10 timesfaster than other typesof computers.

4.1.1.8. Hardwared programming and stored programme concept

Theprogramming method of the early autometic ca culating machineswasthat, their
programmes were des gned through physica switching circuits; they can produce
appropriate signalsto trigger mathematical operations. So thismethod iscalled
“hardwired programming”. At that time there were no programming language
instructions, and no reliable storage elementsto store such instructions. Themain
drawback of suchmethod isthat it wasdifficult to reprogram acomputer for another
dataprocessing operation.

In 1940s, Dr. John Von Neumann introduced the “Stored program” concept, the
basicideabehind isthat asequence of softwareinstructionsand datacan be stored
inmemory of computer. They automatically direct theflow of operations. Herethe
reprogramming of acomputer isvery simple, by deleting existing program from
memory and load anew instruction seriesto the memory expensive.
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4.1.2. Computer organization
4.1.2.1. Computer as a data processing machine

A computer can processany typeof data. It can solvehighly complicated problems
quickly and accurately. Computer performshbasi cally fivemagjor operationsin order
to process data. They are, accepts data and instructions, through input devices
stores data and instructions process data as instructed by the user controls all
operationsinsideacomputer givesresultsthrough output devices

4.1.2.2. Basic computer operations

e Inputting

e Soring

*  Processng
e Outputting
e Contralling

4.1.2.3. Functional units

Computer usesitsfunctional unitsto carry out the basic operationsthat we have
discussed Themajor functiona unitsare:

e Inputunit

e Output unit

e Memory unit

e Centra Processing Unit (CPU)

e ArithmeticandLogic Unit(ALU)
e Control Unit (CU)

4.1.2.4. System components

A computer system component isbasically the hardware that enabl esthe computer
to performitsfunction. Basic componentsare:

¢ Motherboard
 Chipsst
e Busss

*  Expansondots
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4.1.2.5. Input/output ports (i/o ports)

All peripherad devicessuch askeyboard, mouse, printer, pendrive, etc. areconnected
to the motherboard through a socket which isknown as port. Various portsin a
motherboard are seria port, parallel port, USB port, PS/2, etc.

4.1.2.6. Microprocessor

Microprocessor isthe most important component inacomputer. It isan electronic
chipthat performsall thearithmetic and logic operations.

4.1.3 Memory
4.1.3.1. Memory organization

To optimize performance and cost of thisunit, we have an efficient organi zation of
these storage devicescalled memory organi zation. Thememory capacity isusually
referred with the number of bytesthat acomputer can store.

4.1.3.2. Types of memory

The storage components of acomputer system can beplaced infour groups. They
are:

* CPUReigters

e  Cachememory

e Primarymemory

e Secondary memory

The primary memory isbasically divided into two categories- RAM and ROM

RAM (Random Access Memory) -Thememory e ement iscalled Random Access
Memory becauseit is possibleto randomly access any location of thismemory
directly. Thetimetaken to access any memory location issameregardless of its
position. Itisalsoreferred to as Read/Write memory becausetheinformation can
beread fromaRAM chip and canasobewrittenintoit. TheRAM isvolatile, that
iswhen thepower supply isswitched off, and theinformation stored islost.

ROM (Read Only Memory)

It is a semiconductor memory chip used to store data or instruction, which is
permanent in nature (Nonvol atile). Asthe nameimpliestheinformation stored can
only beread anditisnot possibleto writefreshinformationinto it. ROMsaremuch
cheaper ascompared to RAMs. Normally the basi c instructionsto the computer
arestoredin ROM chips. Theseinstructionsare called micro programs. The ROM
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chipswith micro programsare caled Firmware. An example of FirmwareisBIOS
chip.

Secondary memory (Auxiliary memory)

Thesecondary storagedevicesarebas cdly classified into Sequentia (Eg- Magnetic
tape, Hard disk) accessand Direct [Magnetic disk, optical disk likeCD DVD Blu
ray] accessdevices.

4.1.3.3. Advanced portable storage devices

e ZipDrive
e  Pendrive(USB flashdrive)
e SuperDisk

4.1.3.4. Memory hierarchy

The secondary memory elements are the cheapest but slow. TheArchitectsof a
computer are alwaystrying to reduce the cost and increase the speed. Also each
memory element hasitsown advantagesand limitations. For example, the CPU can
accessdirectly only semiconductor memory e ementsbut most of themarevolatile.
Secondary memory e ements are permanent storage but very dow. To overcomeall
thesesituations, thememory e ementsare optimized usingahierarchica architecture
of theseelements

4.1.3. Input devices / output devices
4.1.3.1. Input device
A widevariety of input devicesarenow available. They areclassified into general
purpose and special purpose. Keyboard and mouse are general purpose devices.
Optica Mark Reader, Bar code Reader, Track ball, etc. are special purposeinput
devices.
Input devicesused for varioustypes of gpplicationscan beclassified asfollows
1. Character input devices

e Keyboard
2. GraphicInput devices

* Mouse

e Joystick

e Trackbdl
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* Track pad
e Track point
* Lightpen
» Touch screen, etc...
3. Datascanning devices
a) Optica scanners
* Optical Mark Reader(OMR)
» Optical Character Reader(OCR)
» Bar code Reader
b) Magnetic Character Recognition Devices
* Magnetic Ink Character Reader(MICR)
4. Electronic cardsbased device
* Smart card reader
5. Voiceinput device
* Microphone
6. Visonbaseddevices
* Digitd Camera
* Webcam
4.1.3.2. Output device

Main purpose of output devicesisto receiveinformation from the computer and
supply themto users. Thecomputer sendsinformation to the output devicesinbinary
forms. The output devices convert them into aform that can be understood by
users. Nowadays severd output devicesareavailable. We classify them asfollows:

«  Monitors
« Printers
« Plotters

»  ScreenimageProjector
*  Voiceoutput system

N
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4.1.4. Computer software
4.1.4.1. Software

Computersare machines. They have nointelligenceand common sense. Computers
aredesigned tofollow instructions blindly. They can perform thetasksonly if its
logical stepsare specified by the programmer. So the computer must beinstructed
clearly and specifically each and every stepto perform ajob. We are so familiar
withWindowsor Linux installedin computers, office automation environment like
Ms Office, Open office etc. Each of them isabundle of programmes. Such an
integrated programme package is called software. Some examples are Tally
(accounting software), Msword (Word processing software).

4.1.4.2. Classification of software

Softwaresare classified into two broad categories. Oneis system software and the
other isApplication software.

Rel ati onship between Softwareand Hardware

Softwarerefersto the computer programmesthat areloaded into acomputer system.
Hardwarerefersto al visible physical deviceswhich are assembled together to
build acomputer. Without software (programmes) acomputer (hardware) can do
nothing, and without hardware, the softwareismeaningless.

4.1.4.3. Malicious software (malware)

Itisthe software used to disrupt computer operation, gather sensitiveinformation,
or gain accessto private computer systems. Malwareincludes computer viruses,
worms, Trojan horses, spyware, cookies and other malicious programs.

Computer viruses

A computer virusisaprogrammeor pieceof codethat isloaded onto your computer
without your knowledge and damage routi neand norma working of your computer
system. A viruscan replicateitsaf and finally spread over the computer filesand the
computer becomemafunctioning. All computer virusesareman-made. Evenasmple
virusisdangerousbecauseit will quickly use all available memory and bring the
system to a halt. An even more dangerous type of virus is the one capable of
transmitting itself across networksand bypassing security systems. An antivirus
programme scans computer for viruses and removethem, if found. A number of
antivirus programmes areavailablelikeNorton, AV G Avira, Avast, etc.

N
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4.1.4.4. Copyright

Copyright isthe property right that arises automatically on the creation of various
categories of workssuch asLiteracy, Music, Film, Published items, Softwareetc. It
protectstherightsand interests of the creator of thework. Copyright doesnot have
to beregistered. By the copyright, ownershavethe exclusiveright to copy, publish,
perform and broadcast their work.

4.1.4.5. Software piracy

When you are copying asoftware product without thelegal permission of itscreetor,
thisact isknown as software piracy. The Piracy isagainst the Copyright Act. In
international law, piracy isacrime. The people who engagein actsof piracy are
caled Pirates.

4.1.4.6. Licensing

While purchasing asoftware product, user getsalicenseto usethe application, but
it cannot be copied on other machines. The softwarelicenseisatypeof proprietary
licensewhich will make acontract between the producer and user.

4.1.4.7. Free software philosophy

“Free software” means software that respects users’ freedom on software. It means
that the usershave thefreedom to use, copy, distribute, study, change and improve
the software. Thus, “free software” is a matter of liberty, not price.

4.1.5. Application of Information Technology
4.1.5.1. Communication

Inthefield of communication, thegrowth of computer isvery fast. Thetechnology is
changing day by day. Computersand network devicesareextensvely usedin sending
and receiving information over long distances.

I nternet

Different facilitiesof internet like chatting, sms, mms, e-mail, and video conferencing,
and news groupsare used for communication purpose. They areeasy to use, have
less cost, high speed. Using internet we can send any type of data (text, audio,
video) to every nook and corner of theworld within seconds.

M obileCommunication

Now-a-daysthe application of mobile phoneisvery wide. Any type of datacan be
send through mobile phone
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4.1.5.2. Business

IT playsanimportant rolein bus nessenvironment asevery organization adoptsitin
some form or the other to perform tasksin an effective manner. In businessIT
contributes busi ness transaction effectively by integrating business processes,
transferring payments, and delivering servicese ectronically. Electronic commerce
or e-commercerefersto thedectronic meansto conduct commerce between business
communication and transactionsover theinternet. It includesbuyingand selling over
theinternet, eectronicfund transfers, smart cards, digital cash and al other waysof
doing businessover digitd networks

4.1.5.3. Medicine and healthcare

Themainapplicationareasof IT inmedicd fieddaremedica diagnosis, telemedicine

and medicd imaging.

« Inmedical diagnosis, doctors can examine the patient’s disease with the help of
computerized system. For example by using ECG to determine both normal
and abnormal condition of heart.

*  Tede-medicineisusedto examine patientsin remotelocation. Telemedicineis
implemented with the help of telephone line and acomputer network. For
exampleadoctor sittingin England can consult apatient Sittingin Kerala

*  Medical Imagingisused to view anatomical (internal) structure of ahuman
body. Varioustechniquesare MRI scan (M agnetic Resonance Imaging) and
CT scan.(X-ray Computed Tomography), etc.

4.1.5.4. Entertainment

Computersarewidedy used in entertainment areaslikeanimation, computer games,

video editing, morphing, etc.

«  Animationistheprocessof recording, manipulating and displayingmotion pic-
tures. For example, Micky & Mouse is an animation cartoon. For cartoon

creation, first draw the picture and provide motion capability with the hel p of
computer.

*  Computer gamesare created with the help of animated graphics. Other than
enjoyment, most of the computer games help usto increase the |Q power,
concentration power and hand-eye co-ordination

4.1.5.5. E-governance

E-governanceisthe delivery of government servicesand information to the public
using electronic devices. According to national e-governance plan “Make all

>
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Government servicesaccessibleto thecommonmanin hislocality, through common
service delivery outlets, and ensure efficiency, transparency, and reliability” of such
services at affordable costs to realize the basic needs of the common man”. For
example, www. keradla.gov.in site act asae-governance website. Akshyacenters
are promoting e-Governance.

4.1.5.6. Education

Computer playsavital rolein the area of education. Now-a-days conventional
classrooms of schools aretotally changed by modern smart classrooms. A new
category of teaching tools are emerged by using computers for learning CAV
(Computer Aided Video Instruction), Multimedia, CD ROMs, Computer Aided
Ingtructions(CAI), Presentation aids, Productivity tools, smulations, internet, distance
education and online education are some methods used by computersin education.

E-Learning

E-Learning or learning through computer technol ogy hel psthe studentsto provide
good and standardized educetion. Studentscan interact with thee-learning software,
enjoy exiting colourful presentation, play gamesand answer quiz questionswhile
learning agreat deal through personal involvement. E-Learningincludes computer
based training (CBT) and web based training (WBT).

Virtual classrooms

A virtua classroomisan onlinelearning environment. It hel psthe studentsto get
online education from remote places. Just likeinared-world classroom, astudent
inavirtua classroom participatesin synchronousinstruction, which meansthat the
teacher and studentsarelogged into the virtual learning environment at the same
time.

4.1.5.7. Engineering manufacturing

Inindustry, production can be planned, co-ordinated and controlled with the hel p of
computers. In gasexploration, themachineof drilling and oil refiningisdirectly
operated withthe hel p of computers. In power ation, information technol ogy enabled
services, back office processing, cal centers, dataentry job, electronicfirms, and
digital catalogues and in human resource service, computers are widely used.
Enginearing manufacturingisconcerned with the application of mechanicd,, eectronic,
and computer based systemsto operate and control production. Here designing,
deve oping, assembling, checking, etc aredoneby using computers. CAD (Computer
Aided Designing) and CAM (Computer Aided Manufacturing) are used here.
Computer controlled equipment, flexible manufacturing system and robots are used
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inmanufacturing field. For example, car manufacturing companiesare assembling
carswith thehelp of computer assistance.

4.1.5.8. Science

Computer playsavital role in the area of science. Mgjor application areas are
genetics, research laboratories, meteorology (weather prediction) and space
technol ogy. Scientists have been using computersto devel op theories, to anayze
and to test the data. The speed and accuracy of acomputer alow different scientific
analysis to be carried out. They can be used to predict natural calamities like
earthquake and tsunami. Satellite based appli cation would not have been possible
without the use of computer. Computer iswidely used to acquire knowledge about
solar system and cosmos.

4.1.5.9. IT policy in Kerala state

The state of Keralahas awaysbeen afore runner among the states of Indiainthe
adoption and application of ICT beit the service/ support toitscitizensor enabling
smoother functioning of the businesscommunity. Thevison of thestatel T policyis
to plan and devel op, market the state asthe most preferred IT/ITES investment/
bus nessdedtinationinindia An effective E- governanceframework through Akshaya
centersmadethe state of Keralaa100 % E- literateand digital.

4.1.5.10. E-commerce

Commerceisthesdling and purchasing of goodsand services. E-Commerce stands
for Electronic Commerce. It isthepurchasing, selling, and exchanging of goodsand
sarvicesover Internet through which transactionsare performed el ectronically.

4.1.5.11. M-commerce

M-Commerceisknown asmobilecommerce, itisthe buying and selling of goods
and servicesthrough wirdesshand held devices such ascdlular phoneand persond
digital assstants(PDA). M-Commerce hasevolved asanew and ssimpler concept
to operatefinancid transaction through mobilephonesandit includesservicessuch
asbanking, payment, and ticketing. M-commerceusersmay view and interact with
information that appears through SM S (short message service), WAP(wireless
application protocol) or astandard HTML browser onaPDA, etc.

4.1.5.11. Online trading

Onlinetrading isthe buying and selling of stocksand shares through compuiter.
Stock exchanges and stock broking firmsare using computersfor getting various

information likeforeign securities, shareindex, etc.
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4.1.5.12. Net-banking

Theperformanceof dl banking activitiesthrough Internet iscalled Net banking. Itis
a so known asonline banking or Web banking or E-banking.

Assessment Activities

Activity - 1

Power point presentation oninput output devices computer memory, hardwareand
software.

With the help of PPT, theteacher dlicitesresponsesfrom studentson input/ output
devices, memory, hardwareand software. Teacher asks studentsto categorizeand
list out some componentsasinput and output devices.

Activity - 2

Seminar on Hardware and Softwareand itsclassification Learnersaregrouped into
fivecongsting of 5 studentsand each group isassigned with different topics, they
arerequiredto collect detail sand present it in an open seminar. Theteacher should
provide sufficient materid sand support the sudentsto actively participatein seminar.
A moderator is selected amongst the group for controlling the proceedings. During
the seminar the teacher may observe the performance of each group. Finally
consolidate themain ideas of each topic. Individualsarerequired to submit the
seminar report.

TE Questions
1.  Whyare Computerscommonly accepted? Substantiatewith reasons.
2. Findtheodd oneout with reasons
Mouse, Scanner, VDU
3. Classifythegivenitemsasapplication and system software
MS-Dos Page Maker
MS —Excel Tally
WindowsLinux
4. Arjun,aFRM student decided to buy abook through internet
A. Namethetypeof businessmentioned here
B. List out and explain any two such types of business.

5. Information Technology isappliedinal waksof humanlife. Illustrateany 5
such application areas
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Unit - 2
COMPUTER HARDWARE AND
OPERATING SYSTEM

Introduction

Inthisunit, wewill learn about the components present inside the CPU cabinet. You
have already | earnt about variousfunctional unitsof Computer such asinput unit,
output unit, Central processing etc.

Learning Outcomes

Thelearner:

e Anaysesthehardware components present inside CPU cabinet
* Identifiesactivitiesinthebooting process

*  Createsand managefilesandfolders

e Ingdl variousapplication software

e Transfer datafrom one computer to another
Concepts

4.2.1. Components of a personal computer
4.2.1.1. Parts of a personal computer

We can explore each component one by one.

Switched Mode Power Supply (SMPS) - SMPS helpsto convert input power
supply to controlled voltage suitable for computer. It convertsAC (Alternating
Current) power supply to DC (Direct Current) power supply because computer
workson DC power supply.

Mother Board- Mother Board isaPrinted Circuit Board (PCB) whichisused to
connect al components (such as processor, RAM, Hard disk, etc) together inside
the CPU cabinet. Itisaso called System Board or Main board. System Board
containscircuit board with thousands of eectrical circuits. It holdsthe processor
chip, memory chips, chipsthat handle input/output and the expansion slotsfor
connecting periphera s such as printer, modem etc. Some chipsare soldered onto
the motherboard (permanent), and someareremovable. Intel, Asus, GIGA Bytes,
MSI, Mercury are someimportant companiesmanufacturing Mother Boards.

Centrd Processing Unit (CPU) -All caculationsand operationsare performed inside
CPU. Itisaso called Processor. Somefamous Companies, which aremanufacturing
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processors, are Intel, AMD, IBM, Motorola, Cyrix. Speed of the processor is
measured in Hertz such asKHz, MHz, and GHz. The speed of the processor is
measured in GigaHertz (GHz).

RandomAccessMemory (RAM) - RAM storesdataand i nstructi ons (programmes)
to be executed by CPU. RAM isvolatilememory- i.e., contents of RAM will be
lost when power isswitched off. 2 GB RAM modulesare commonly used. Wecan
insert morethan one RAM modulein mother board slot to expand RAM size.

Hard disk - Hard disk stores programs (software) and data permanently. 512 GB,
1 TB Hard disks are available in the market. Various companies like Seagate,
Samsung, LG etc. aremanufacturing Hard disks.

Sound Card - The voice data between CPU and sound devices are sent using
Sound Card. Separate sound cards are not normally used but on board sound chips
areused.

Network Interface Card (NIC) - When wewant to connect our computer with a
network, our computer must have NIC. Usually when wewant to connect with
internet, an external modem isconnected to NIC using awiresimilar to telephone
wire. Now NIC isintegrated with M other Board.

BIOS Chips- Theroutineinstructionswhich are needed at thetime of booting of
computer and other basi ¢ system detail sare stored in BIOS Chips. Suchingtructions
arecalledfareware.

Complementary Metal Oxide Semiconductor Memory (CMOS Memory) -

We can set current date and timein acomputer using an Operating system. When
we shut down the computer and later when we switch on the computer, thisdate
andtimewill be up-to-date. How isit possible? Wherethisdataisstored?Hereis
the use of CMOS Memory. CMOS memory isasmall battery backed memory
whichisused to store semi permanent datasuch as system date, systemtime, etc.
CMOS battery isused to provide power supply to CMOS Memory.

Expansion Slots- We can expand the functionality of motherboard by inserting
variousexpansion cardsin thisexpansion dots. Various expansion cardssuch as
Graphic Card, Network Card, etc. can beinserted inthisslot. Industry Standard
Architecture (I1SA)- Slowest type of bus. Personal Computer Interface (PCI) -
Faster than ISA; supports plug and play. Accelerated Graphics Port (AGP) -
Designed for video adapters

CD/DVD Drive-Wecaninsaert our CD/DVD inthisdrive. Thiscan beinterna or
externd drive.
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Datatransfer cable (databus) - It isacablethat transfers data between devices
inside CPU cabinet.

Ports- They are present in theback sideor front side of the CPU cabinet to connect
external devices such as printer, keyboard, monitor, etc. with CPU. Itiscaled
hardware ports. Thereare different typesof ports.

*  Serid port- Dataflowsin aseries of pulses, one after another- onebit at a
time; dow datatransfer rate.

e Pardld port- Dataflowsthrough eight wiresalowing thetransfer of eight bits
of datasimultaneoudy; faster than seria port.

e Universa Serial Bus(USB)- Allowsup to 127 devicesto beconnected at a
time. Now adaysamost all devicesare connected using USB.(eg: printer,
scanner, modem, mohilephone, flash drive, etc are connected using USB port).

*  VGA connector- A 15 pin connector used for monitors, Telephone, Network,
PC card, and Sound connectors.

4.2.1.2. Booting

When weswitch on the computer aseries of activitiestake placeand the operating
systemisloaded into memory (RAM). Thisprocessiscalled booting. At thetimeof
booting an operating system such asLinux, Windowsor Unix isloaded to RAM
from Secondary Memory like Hard disk, pendrive, DVD, etc and the systemis
ready to use.

4.2.1.3. Bios

Theroutineinstructions present in ROM which are executed at theinitia stage of
booting, aregeneraly called BIOS (Basic Input Output System).

4.2.1.4. Post

BIOS containsapart of instructionsthat checksthe peripheral devices(such as

keyboard, monitor, etc) and other componentsin CPU whether they areworking
correctly or not. Thisprocessiscalled POST (Power on Self Test).

4.2.2. Microsoft disk operating system (MS- DOS)

MS-DOS (Microsoft Disk Operating System) isan operating system for x86-based
personal computers. It isasingleuser operating system which supports character
user interface (CUI). It wasthe most commonly used member of the DOSfamily of
operating systems, and was the main operating system for IBM PC compatible
persona computersduring the 1980sto themid-1990s. It wasgradudly superseded
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by operating systems offering aGraphical User Interface (GUI), in particular by
various generationsof the Microsoft Windows operating systems.

4.2.2.1. Meaning of disk operating system

All versonsof MSWindows support MS-DOS like command lineinterface (CLI).
This could run DOS from Windows. We can have alook at Dos commands. We
can execute Doscommandsin windowsusing cmd.exe

a) Click ongtart menu.
b) Typecmd.exeonsearchprogramsandfiles.
c) Press enter key

Doscommands- You can type any DOS command at the blinking cursor. Let us
discussthe usage of commonly used Doscommands.

1. Date-Toseeor changethe system date, typethe command Date
2. Time-Toseeor changethe system time, typethe command Time
3. CLSToclearthescreen, typecommand CLS.

Filerelated commands

4. COPY CON- canbeusedto createafile. *Z Can be used to savethefileand
exit.

TY PE-Toview thecontents of afile

COPY-Copy command isused to Copy one or morefilesto another location
RENAME/REN-Itisused to changethe nameof afileor folder
DEL/ERASE-Toremoveafilefrom storagewe use DEL/ERA SE command.
Directory related commands

11. MKDIR/MD-It can beusedto createadirectory.

12. CHDIR/CD-Display the name and path of current directory or changethe
directory

CD.- Changethedirectory to itsparent directory

o N o O

CD \-Changethe current directory to root.
13. RMDIR/RD-Removesor delete adirectory.
14. TREE-Graphicaly displaysthefolder structureof apath or drive

15. DIR-Thiscommand isused to display thelist of filesand subdirectoriesina
directory. You can use switcheswith thiscommand such as/p, /w, /s etc.
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DIR/P Pausesafter ascreenfull of information
DIR/W Useswidelist format
DIR/Sdisplaysfilesinadirectory anditssub directories

Wild card characters (* and?)- A wild card character is a special symbol that
sandsfor oneor more characters. Many operating systemsand gpplications support
wild card.

4.2.2.2. Windows 7 operating system

Windows OSwasintroduced by Microsoft with the obj ective of giving agraphical
interface to computer users. It is proprietary Software. The graphical interface
changed the perception of computers. Severd versonsof windowsOSarelaunched.
Now commonly used versonisWindows7. It provides ease, Smplicity, robustness,
security and reliability to your computer and thedatastored oniit. Let usdiscussthe
componentsof Windows7.

Thedesktop - The desktop isthe main screen areathat you see after you turnon
your computer and log onto Windows. Likethetop of an actual desk, it servesas
asurfacefor your work. When you open programmes or folders, they appear on
the desktop. You can a so put things on the desktop, such asfilesand folders, and
arrangethem however you want.

Thetaskbar - Thetaskbar isthelong horizontal bar at the bottom of your screen.
Thetaskbar isamost dwaysvisible. It hasthree main sections.

ad TheStart button, which opensthe Start menu.

b) Themiddlesection, which showsyouwhich programsandfilesyou have opened
and alowsyou to quickly switch between them.

c) Thenatification area, whichincludesaclock and icons (small pictures) that
communicate the status of certain programsand computer settings.

The Start menu - The Start menuisthe main gateway to your computer programmes,
folders, and settings. Itiscaled amenu becauseit providesalist of choices, just as
arestaurant menu does. And as ’start” implies, it is often the place that you will go to
start or openthings.

My Computer - My compuiter isthesource of al resourcesof the computer including
drives, control panelsand data.

Recycle Bin - When you delete a file or folder, it doesn’t actually get deleted right
away. It goesto the RecycleBin. That isagood thing, becauseif you ever change
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your mind and decide you need adel eted file, you can get it back by using restore
option. If youwant to delete afile permanently, you have to removethat filefrom
recyclebin.

Now we can discuss somefrequently used built in applications (Accessories).

Windows Explorer - It is used to manage files, folders and programs on your
compuiter. It usesagraphical user interface. You can browseeach folder toview its
content. You can easily navigate to different locations or open filesfolders and
programswith amouseclick.

4.2.2.3. Basic file and folder operations

Filesarethemost basic entitiesto storeany type of information. Therearedifferent
typesof filessuch astext files, audio files, imagefiles, videofiles, systemfiles,
applicationfiles, etc. Foldersare used to group variousfiles. A folder isaconta ner
for files. Foldersgroup and organizefileson your computer. If you have variousfiles
on your computer and you want tofind aparticular file, itisnot easy tofindit. Soit
isnecessary to createfolders and subfoldersand store thefilesin thefolder and
subfolder. You can createafolder in another folder whichisknown asasubfolder.
A folder can contain any number of subfolders.

Creatingfilesand folders- Inwindows 7 you can create new filesand foldersusing
windowsexplorer. You can perform thefollowing stepsto creasteafol der.

a) SartwindowsExplorer.

b) Sdect adriveusing Computer navigation paneto create afolder. Select office
(D:) Drive.

¢) Right-click anywhere on theblank areaof thefilelist areato open context
menu.

d) Click new option on the context menu ~ Folder option, afolder with name
New Folder, iscreated.

€) Renamethefolder withanameof your choice. Herel choose DCA.
f) Pressenter key fromkeyboard.

You can cregtefilesin thisfolder. Perform thefollowing stepsto createafilein DCA
folder.

a) right-click anywhereontheblank areaof thefilelist to openthe context menu.
b) Placethemousepointer onthe new option from the context menu, asub menu




] FOOD AND RESTAURANT MANAGEMENT

c) Sdectthetypeof filethat youwant to create from context menu. For example
select Microsoft word document, anew Microsoft officefileiscreated witha
default name

d) Renamethefile. Pressenter key.

Renaming filesand folders- Renamefeatureisused to changethe nameof existing
fileor folder.

a Openwindowsexploreand navigateto thelocation wherethefileor folder
that you want to renameis saved.

b) Right-click thedesiredfolder that you want to rename. Select DCA.

c) Select therename option from the context menu. The name of thefolder ap-
pearsin edit mode.

d) Typethenew namefor thefolder to renameit. For example DCAL. Press
enter key. Thefolder now appearswith new name.

Copying and Moving Filesand Folders- Copying and moving filesand foldersare
some of the basic operationsthat are performed frequently on acomputer. Perform
thefollowing stepsto copy afile.

a) Right-click thefilethat you want to copy. For example select Microsoft word
document in DCA folder. A context menu appears.

b) Select copy option from context menu

c) Navigatetothedriveor folder where you want to store acopy of the copied
fileor folder. For exampleD: drive.

d) Right-click anywhere ontheblank areain the content pane. A context menu
appears.
€) Select paste option from the context menu.

A copy of thefile now appearsinthenew location.

Deleting afileor folder- You can deleteafileor folder from onelocation. Perform
thefollowing steps.

a Right-click thefileor folder that you want to delete. For example select new
text document. A context menu appears

b) Select delete option from the context menu. The deletefile message box ap-
pears prompting to confirm del etion.

c) Click yesbuttoninthe deletefilemessage box to deletethe selected file.
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4.2.2.4. Accessories

Cdculator - You can use Cdculator to perform ssmpl e cd culationssuch asaddition,
subtraction, multiplication, and division. Calculator aso offers the advanced
capabilitiesof aprogramming, scientific, and statistica caculator.

Notepad - Notepad isabasi c text-editing program (Text Editor) that you can use
to createtext files.

Paint - Paint isafeaturein Windowsthat you can useto create drawingsor edit
digital pictures. You can aso use Paint to save picturefilesusing different fileformats.

Opening paint program

a) Clickthestart button.

b) Pacethemousepointer onall programs.
c) Click accessories.

d) Clickthepaint program.

WordPad - WordPad is a text-editing program you can use to create and edit
documents. Unlike Notepad, WordPad documents can includerich formatting and
graphics, and you can link to or embed obj ects, such aspicturesor other documents.
Perform thefollowing stepsto open the WordPad program.

a) Clickthesart button.

b) Click theaccessoriesfromthelist of programs.

c) Click theWordPad program.

4.2.3. Installing and managing windows 7
4.2.3.1. Installing windows 7

Beforeingtalling Windows 7, please check whether your computer has minimum
hardware configuration: CPU (processor) 1 GHz. Memory (RAM) 512 MB. Hard
disk 16 GB of availabledisk space. The hard disk must be divided into one or more
regionsbeforeingtaling OS. Thisiscdled disk partitioning. Whileingtalingwindows
7,ithdpsusto performdisk partitioning. Following section describestheingtalation
stepsindetail.

4.2.3.2. Steps to install windows 7

Stepl : Switchonyour computer and insert the bootableWindows7 DVD or
bootable USB Pen Drive.

Step2 : Pressany key. A window will appear. The message shown whenwe

insert WindowsCD/DVD
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Step3 : Click ”instal now”. Awindow will appear.
Step4 : Click “Next” button. Awindow will appear.

Step5 : Whentickthe "l accept the license check box™ and click "next” button,
A window will appear

Step6 : Click ”custom advanced”. Awindow will appear
Step7 : Click "drive option advanced” When clicking it, Awindow will appear

Step8 : Click ”new”. Here we are creating a new partition. After clicking, A
window will appear

Step9 : Givesize of the first partition (E.g. 80000 MB) and click "apply”.
Step 10 : Click ”OK?”. At that instance, Awindow will appear.
(Note: If wewant, we can create more partitions).

Step 11 : Click ”next”. Awindow will appear (Note: By selecting gunallo-
cated space and clicking "new”, we can create additional partitions.
Butitisoptiond.)

Step 12 : Waituntil installationiscompleted. It may take several minutes. After
that it may ask for product key

Step 13 : Give the product key obtained from licensed vendor or tick “automati-
cally Activate” and click next. Following it, window will appear

Step 14 : Give password. Click ”next”. Following window will appear

Step 15 : Give date and time correctly. Click "next”. Installation will be com-
pleted.

Now weareready to usewindow 7. Then thewindow will appear
4.2.3.3. Hard drive preparation (partitioning hard disk)

Now adays hard disks having storage capacity 512 GB or 1 TB are commonly
available. Thesediskshaveto bedivided into one or moreregions so that disk can
be managed and used efficiently. The processof dividing ahard disk (or any other
physical disk) into oneor moreregioniscalled partitioning. A partitionisaportion of
aphysical disk that functionsasaseparate physical disk called drive.eg:- C: drive,
D: drive, etc. in Windows) There are two types of partitions — primary partition and
extended partition. A primary partition cannot be further subdivided. An extended
partition can befurther divided into oneor morelogica drives, each of which canbe

formatted separately and assigned itsown drivel etter.
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VariousPartitioningtoolsare -

1. FDISK. Usedin DOSand older version of windows. With FDISK, you can
changean existing partitionwithout ddetingit first.

2. DiskAdministrator. UsedinWindowsNT
Disk Management. Used inWindows 2K, XP, Vista, Windows 7, 8
Third-party tools(eg: Partition Magic, GParted etc) allow changesto existing
partitions.

Nowadays, whenweinstal an operating system likewindows7 or Linux, we can

partition thehard disk along with the OSingtallation. Therefore separate partition
toolsarerarely used.

We can a so select Disk Management, by clicking  ”Administrativetools” from
Control panel. Oneof the partitioning tool is disk management utility. It can be
opened us ngthecommand. Diskmgmt.msc after dicking sart button. All the partitions
availableon thehard disk will be shown. We can edit, deleteand create partitions.

4.2.3.4. Formatting

We have created partitions. Now we want to storefilesand foldersinit. Before
storing filesand fol ders, the partition must beformatted. The processof arranginga
partitionto storefilesand foldersiscalled formatting. It createsafile systemlike
FAT16, FAT32, NTFS, ext3, ext4, etc. FORMAT command can be used to format
adisk.

4.2.3.5. Device driver

Devicedriver isasoftwarethat hel psthe operating systemto control and managea
device connected to acomputer (such as printer, scanner, voiceinput devicesetc).
Thisprogramiswritten by programmerswho have an ideaabout the peripheral

hardware characteristics. When anew periphera deviceisadded to your computer
such asprinter, itsdriver must beinstalled in order to useit. InWindows 7, most of
thedevicedriver (such asNIC driver, Sound Card Driver, Display Adapter Driver,
etc) will beinstalled automatically whenthe OSisinstalled. Thereisno needto
ingtall driver separately.

4.2.3.6. Installing a printer driver

Stepsto befollowed for installing aHP DeskJet 3900 printer in our system.
Stepl : Frstinsertthe Driver CD whichisprovided whenwe purchaseaPrinter.
Step2 : Click ”"Runsetup.exe”.
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Step3 : Clickingal.

Step4 : Click "next”

Step5 : Switchontheprinter, wait for sometime, the printer will beinstal led.
4.2.3.7. Changing file views in windows 7

When we select "My Computer”, and an appropriate drive (Eg. C drive), we can
seethefilesand foldersinit. Thesefileviews (theway inwhichfile namesare
displayed) can be changed inwindows7 Click  ’my computer” icon, then right
clickthemouse, select view”, select any of thefollowing option

Extralargelcons- Filesand folder will bedisplayed with extralargesizeicon.
Largelcons- Filesandfolder will bedisplayed withlargesizedicon
Medium Icons- Filesand folder will bedisplayed with medium sized icon.
Small Icons- Filesand folder will be displayed with small sizedicon.

List- Fileand Folder will bedisplayed likeasimplelist

Details-Fileand Folder will bedisplayed with detail s such asdate of |ast modi-
fication, filesize, typeof thefile, etc

Tiles- Filesand Folderswill bedisplayed in columnwiseformat.

o gk~ w DR

Contents- Filesand Folderswill be displayed with details such asdate and
timeof modifications

4.2.3.8. Control panel

Itisaset of utilitieswhichisused to configure windows settings. Control Panel
indudesmany iconsthat can hel p usto optimize, maintain, and persondizetheoperaing
system. Seefigure4.32 Variouslconsavailablein Control Panel are:

1. Systemand Security- It isused to configurethe security of the OS, to backup
the OS and to troubl e shoot the system.

2. User Accountsand Family Safety- It isused to manage user and accessrights.
Network and Internet- It used to setup internet and file sharing options.

Appearance and Personalization- it is used to manage the appearance of the
system such astheme, font, screen resol ution, etc.

5. Hardware and Sound- It is used to manage devices such as printer, sound
device, etc.

6. Clock, Languageand Region. itisused to managelanguage setting, time, date,

etc.
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7. Programs-itisusedtorepair or uninstall programs

8. Easeof Access Itisusedto manage OSsuchthat it will becomeeasier to see
and use

4.2.3.9. User creation and rights

Your Computer can be used by your brother, sister and other persons. For each
user, we can create aseparatelogin area. Themain user (Administrator) can create
different usersand their accessrights can belimited. Following stepsare used to
createauser in window?.

Stepl : Select“Control Panel”.
Step2 : click “UserAccountsand Family Safety”
Step3  :  If wewanttocreateanew account, sdlect ”’Createanew account”.

Step4 :  Wecan create a Standard user or Administrator user as you need.
Give the name of user (eg: dcal) and click "Create Account”. A user
(Here edcal f) will becreated. If wewant, we can change the
setting of the user by clicking theicon of the user. We can create or
change password, changetheicon picture, changethe account type,
etc.

4.2.3.10. Trouble shooting

Theprocessof identifying and correcting common computer problemiscalled trouble
shooting. Windows provideautility to troubleshoot any problem. Whenyouruna
trouble shooter, it might ask you some questionsto fix the problem. If thetrouble
shooter fixes the problem, you can close the trouble shooter. If it couldn’t fix the
problem, you can view several optionsthat will takeyou onlineto try and find an
answer. In either case, you can awaysview acompletelist of changes made. To
sdlect Trouble shooting in windows, do following steps:

Stepl : click ”Control Panel”
Step2 : Click “trouble shooting”.
4.2.3.11. Creating start-up disk

Supposethewindowsfileon your hard disk isdamaged. Your computer will not be
ableto boot. What isthe solutionfor it? The solutionisto use astart-up disk. A
start-up disk (sometimes called A boot disk ) isatype of removable media, such as
afloppy disk, CD, or DV D, that containsWindows start-up filesthat your computer
can useto start Windowsif the Windows system files on the hard disk became
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damaged or unusable. A start-up disk isnormally used to repair our windows. In
windows 7 wecan create asystem repair disc that containsthe System Recovery
Options menu. Thismenu contains special recovery toolsthat can help you to get
Windowsrunningagain.

Stepsto createa Start up disk

Stepl : Select”control panel”.

Step2 . Select “Backupand restore”.
Step3 : Click ’create a system repair disc”

Step4 : Insertablank DVD and click “Create disc”. Your Start up disk will be
created.

4.2.3.12. Sharing files

Windows7 providesafacility to sharefilesand devicesin anetwork. Stepsused for

sharing filesaregiven below.

Stepl : Rightclicktherequiredfile click ”Sharewith”. Followingwindow
will appesar.

Step2 : Wecan give “read” permission or “read and write” permission de-

pending on the requirement. We can share afilewith aspecific user
aso.

4.2.3.13. Internet connection and firewall
We can connect to the Internet, using following options:
1.  Wirdess- Wecan choosethisconnectionif our computer hasawirel essadapter.

2. Broadband -Choosethisif our computer isconnected directly to abroadband
modem (also called aDigita Subscriber Line(DSL) or cablemodem), and
you havean Internet account. With thistype of account, weneedto providea
user name and password to connect.

3. Dial-up-Choose this if we have a modem but it’s not a DSL or cable modem,
or if youwant to use Integrated Services Digital Network (ISDN) to connect
your computer to theInternet. Thistype of connectionisrarely used now.

4. DataCard- Choosethisif we have adatacard purchased from an Internet
Service Provider (1SP) like BSNL, Idea, Vodafone, etc. now adays broad-
band connectionisnormally used.
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Firewall - A firewal issoftwareor hardwarethat checksinformation coming from
thelnternet or anetwork, and then either blocksit or alowsit to passthrough to our
compuiter, depending on our firewal settings. A firewall can help prevent hackersor
malicious software (such asworms) from gaining accessto our computer through a
network or thelnternet. A firewall can also help stop your computer from sending
malicious softwareto other computers.

Thefollowingillustration showshow afirewall works.

Using Start-up menu and Internet Explorer the Start menu isthe main gateway to
our computer’s programs, folders, and settings. It’s called a menu because it provides
a list of choices, just as a restaurant menu does. And as “start” implies, it’s often the
placethat wewill goto start or open things.

Usethe Start menuto do thesecommon activities:
Startprograms

*  Opencommonly used folders

»  Searchforfiles, folders, and programs

*  Adjust computer settings

*  Get hepwiththeWindowsoperating system

*  Turnoff thecomputer

*  Logoff fromWindowsor switch to adifferent user account
4.2.3.14. Windows Explorer

It hel psusto managefilesand folders, copy files, movefile, deletefilesetc. When
weopen My Computer”, it automatically opensinwindows explorer. We can
aso openusing following method

Click start button”-select  ”All programs”. click ”Accessories”. click ”Windows
Explorer”.

4.2.3.15. Installing MS Office

Stepl :  Insart MSOffice CD purchased from licensed vendor. Following win-
dow appears.

Step2 @ click “Setup.exe”.

Step3 : Waitforsometime,

Step4 :  Givethe Product key supplied from licensed vendor. Click ”Continue”
Step5 : Click ”ingdl now”.
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Step6 : Waitfor sometime.
Step7 : click”close”. MS Office is successfully installed.
4.2.3.16. Installing DTP software

DTP(Desk Top Publishing) software hel psusto create documents, poster, banner,
etc. Page maker, Photoshop, Corel Draw, etc. are DTP Software. Here we are
goingtoinstall Pagemaker 7.0

Stepl : InserttheCD or copy the backupfileof page maker. Openthefolder.
Step2 :  Click “setup”.
Step3 :  Click“next”.
Step4 :  Sdect” USEnglish”andclick "Next”.
Step5 :  Click "Accept”
Step 6 :  Click thetypeof set upyou prefer (typical)
Step7 . Click”’next”
Step8 .  Give Serial number obtained from authorized vendor and click "Next”.
Step9 :  Waitfor sometimefor appearing awindow
Click "Next”.
Stepll :  Click ”Next”.
Step 13 :  Waitfor sometime. PageMaker will beinstalled.
4.2.3.17. Installing Tally

Tdlyissoftware used for managing financid accounting in an organization. Following
stepsareusedtoingtall Tally 9.

Stepl : Doubledick “stupfile”

Wait for sometime. A window will be opened

Step2 : Click“next”.

Step3 : Click “next”

step4 : Click “ingdl”

Step5 :  Waitfor sometime,

Step6 : Click “Finish”. Taly9issuccessfully ingtaled.




Reference Book |}

4.2.3.18. Maintaining computer software

Many of ususe our persona computersfor keeping day to day accounts, storing
persond files such as photos, video, music, etc. Obvioudy you haveto protect your
databut computersthat become overloaded or vulnerableto viruses could suddenly
freeze or crash, leading to loss of information. Moreover there existsthe threat of
computer hackerswho like nothing more than corrupting your operating system.
Some guiddineson the basic computer maintenanceare given bel ow.

a W DN PE

6.

Antivirusingdlaion

Cookies- cleaning out cookies

Cleaning out temporary internet files, Recyclebin
Syseminformation

System tools-Disc clean up, disc defragmentation
Back up of user data

4.2.3.19. Transferring computer data
Computer datacan betransferred using flash drivesCD, DVD, etc.

Flash Drives- A flash driveisasmall storage devicethat isused to transport
filesfrom one computer to another.

Compact Disc/Digita Versatile Disc (CD/DVD) - Optical Disc Drive Optical
disc drivesretrieve and/or store dataon optical discslike CDs, DVDs, and
BDs (Blu-ray discs). Most optical drivescan play and/or record onto alarge
number of different discformats. Popular optical driveformatsincludeCD-R,
CD-RW, DVD, DVD-R, DVD+R, DVD-RW, DVD+RW etc.

DVD - DVD stands for “Digital Versatile Disc”. ADVD is a high capacity
opticd discthat lookslikeaCD, but can storemuch moreinformation.

DVD+R - DVD+R stand for “Digital Versatile Disc Recordable.”DVD+R discs
look the sameasregular DV Ds, but can be used to record data. Single-sided,
single-layer DVD+R discscan store4.7GB of data, whiledouble-layer discs
can store8.5GB and double-sided DV D-Rscan store 9.4GB.

BLU-Ray Disc (BD)- Blu-ray isthenameof anew optical discformat jointly
developed by the Blu-ray Disc Association (BDA) can hold upto 25GB ona
single-layer disc and 50GB on adual-layer disc.
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Practical Activities

Activity - |

To set up abroad band connection, following steps are used.

Step 1
Step 2
Step 3
Step 4
Step 5
Step 6

Select "Control Panel” A window will beopened
Click "Network and sharing Centre'".

Click " Setup new connection or network™.

Click "Connecttointernet” and click "next".
Click "Broad Band".

Type username and password provided by ISP (Internet Service
Provider likeBSNL) and click next. Now internet will be connected

Activity - I
Toturn onwindowsfirewall, following stepscan bedone

Step 1
Step 2
Step 3
Step 4

. Sdlect"Control pandl”. Then, A window appears,
. Click"WindowsFirewal".

. Click "Turnwindowsfirewal onor off".

. Click"TurnonWindowsfirewall" and pressok.

Activity - 1lI
IngdlingAV GAntivirus

© © N o o K~ 0w DN PE

Doubleclick onAVG setupfile.

Wait for sometime.

Click “ Accept”. Awindow will come up
Click “next”.

Tick “Standard Installation” and click “Next”.
Click Accept again.

Clicknext .

Click “next”.

Click Finish.Waitfor sometime,

10. Click “ Next”.
11. Click “OK”.Your Installation is completed.
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12.
13.
14.

Click “Next “.
Click “Next”.
Ingtallationiscompleted

Assessment Activities

Conduct aseminar on different partsof acomputer

| dentify the components of adamaged computer by disconnecting
TE Questions

1.

Expand USB
Choosethe correct answer from the bracket.
MSDOSIisa.....cccceeruenn. Operating System. (Single user, Multiuser).

Interfaceof MSDOSIS........ccceeuenene (Graphical User Interface, Character
User Interface).

Ra wantsto shareafilewith hisfriendinanetworked lab. How isit possible?
List and explain any threeguidelinesfor computer maintenance.
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Unit - 3
OFFICE AUTOMATION

Introduction

Microsoft officesuiteisan essentia collection of desktop applicationsthat include
word for document preparation, excel for Soreadsheet, power point for presentations,
accessfor databases and much more. Different versions of Microsoft officeare
avallable

Learning Outcomes

Thelearner:

* LaunchMSOffice

e Identifiescomponentsof MSword

e StatMSExcd

*  Explanthemeaning and usesof PPT

e To start MSAccess, Create, Edit and Manipul ate datain adatabase
Concepts

4.3.1. Office automation basics

Computer machineries and software are used to digitally create, collect, store,
mani pul ate, and rel ay officeinformation needed for accomplishing basic tasks. Raw
data storage, electronic transfer, and the management of electronic business
information comprisethebasic activities of an office automation system. Office
automation hel psin optimizing or automating existing office procedures.

4.3.1.1. Concept of office

You may havevisited many offices. You arefamiliar with officeslike school office,
village office and many other offices. An officeisaplace whereseverd peoplelike
clerks, secretaries, managers, typists, etc. work. They perform theadministrative
functions of an organization. It can beaplacewhere aparticular kind of business/
serviceistransacted.

4.3.1.2. Nature of work in office

If youwant an income certificate from avillage office, you give arequest to the
Village Officer. It must contain relevant documents and proofs. They accept your
request and give you areceipt. They verify your documents with the relevant
documentsintheir files. If it issatisfactory, the Village Officer givesyou acertificate
showing your income. From the aboveexampleit isclear that an office performsthe

followingtasks.
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A) Recavinginformation (receving gpplication)

B) Recordinginformation (recordinginstructionsfrom thegpplication)

C) Organizing and structuring information (organizing and structuring information
with therelevant recordsintheoffice)

D) Processinginformation (preparingincomecertificate)

E) Communicatinginformation (informing the applicant)

F) Providingaccesstoinformation (givingincome certificeate)

4.3.1.3. Need for office automation

Officeautomationistheapplication of computer and communi cation technology for

information processing activitiesinan office. Itisused toimprovetheefficiency and

productivity of the office workers. It achieves the goal of a “paperless office”. It

reduces office costs. Office automation isthe application of toolsand methodsto

process office activitiesby the aid of information technol ogy. Office automation

providestoolsto smplify, improve, and automatethe activities of an organization or

agroup of people.

Office system requirements- two critica components of an officeautomation sysem

ae

A) Document preparation

B) Communicationsysem

A) Document preparation - document preparation and presentation arevery im-
portant functionsof an office. We can use offi ce suite tool sfor document prepa-
ration and presentation. Different office suite softwareisavailable.

Office suite tools - the term “office suite” refers to all software programs which

makeit poss bleto meet office needs. In particular, an office suite thereforeincludes

thefollowing software programs.

A) Word processor

B) Spread sheet program

C) Document management system

D) Database management syssem (DBMYS)

E) Presentation software

Thepopular officesuitesare: open office (free software), Appleworks, Cord word
perfect, IBM/Lotussmart suite, Microsoft office, Sun star office

B) Communication methods- facilitiesfor communication arevery important ee-
mentsin office automation. M odern science and technol ogy havegivenusa
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widerange of meansfor communication. Today, information transfer can be
donein afraction of asecond. Modern communication usesfax machines,
electronic mails, video conferencing, etc.

4.3.2 Microsoft word

M SWord isaword processor software devel oped by Microsoft. A word processor
isacomputer application that hel psin creating and manipulating adocument. You
can useaword processor to cater your needs of creating and managing documents
for day - to - day businesses

4.3.2.1. User interface of MS Word

1.

Titlebar: itislocated at the top of the screen and displays the name of the
application and the active document.

Minimize, maximizeand closebuttons. they helpin controllingtheM SWord
window. Theminimizebutton isused to minimize the M SWord window over
thetask bar where asthe maximizebutton helpsto restore or maximizetheMS
Word window.

Office button: it contains several options such as new, open, save, saveas,
print, prepare, send, publish and close.

Ribbon: it appearsjust below thetitle bar in the M SWord window. It displays
commands, featuresand tools availablein the M SWord window. The com-
mandsarelogically grouped under different tabson that ribbon. Each tab on
theribbon correspondsto aparticular task.

Diaogbox launcher: it refersto asabutton that i s presented in somegroupson
theribbon. Thisdialog box containsadditiona optionsthat are not displayed
ascommandsor options of the group on theribbon.

Statusbar: it containsinformation re ated to thedocument like number of pages,
wordsin the document and status of the track changes. It islocated at the
bottom of thewindow.

Zoom control: it allowsyou to increase or decrease the viewing size of the
document.

4.3.2.2. Creating a document

Setting pagemargins
Text formatting features-
A) Cut

B) Copy

C) Paste
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D) Numbering

E) Bulleting
*  Addingtextinadocument
»  Editingtext

*  Changingfont andfont sizeof text

e Changingthecolour of thetext

*  Applyingbold,itdicand underline

»  Applyingstrikethrough, subscript and superscript

* Changecase

*  Paagraphformatting

*  Changingintendfor aparagraph

e Aligningparagrgph

* Linespacing

*  Bulletsand numbering

*  Applyingborder and shading

*  Insert header and footer

e Insatingobjects

e Insatingdipart

4.3.3. MS Excel

Microsoft Excd isapowerful gpplicationthat dlowsyouto store, andyze, manipulate
andvisudizedatain different ways. Thisapplicationisspecialy designed to organize
dataintablesand to analyzetabul ated deta. You can visudize databy variousgraphica
elementsprovided by excdl. Excel providesawidevariety of formulaeand functions
that you can useto perform complex calculations.

4.3.3.1. Starting MS Excel

Start Ms excel by clicking start *all programs *! Microsoft office ! Microsoft excel
4.3.3.2. User interface of MS Excel

It containstitlebar, ribbon, status bar, etc whichissimilar to M SWord.

4.3.3.3. The worksheet

Theworksheet can be defined as the place where you enter data or records and
perform various operations. Theworksheet consistsof rows, columnsand cells.

The sheet tab - the sheet tab i slocated besidesthe horizontal scroll bar and displays
variousworksheetsin aworkbook. Workbooks can have any number of worksheets,
and each worksheet hasits name displayed in asheet tab.
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4.3.3.4. Formulae

Formulaeareintegral part of Microsoft excel. A formulaisaset of symbolsand
vauesthat perform ca culationsand returnstheresult. Thesymbolsusedinaformula
isknown asoperators. In Microsoft excel, aformulaawaysstart with an equa sign
(=) followed by an equation or expression. Formulae are used to perform basic
cal culations, such as addition, subtraction or finding average aswell as complex
cdculations.

4.3.3.5. Sorting

Sorting dataisanintegrd part of dataanaysis. You might want to put alist of names
ina phabetica order, compilealist of product inventory level sfrom highest tolowes,
or order rows by colors or icons. Sorting data hel ps you quickly visualize and
understand your databetter, organize and find the datathat you want, and ultimately
makemoreeffectivedecisions.

4.3.3.6. Working with chart

Chartisavisua representation of numeric data. Visual datamakesit easy for users
to digest theinformation. Chartshelp to compare dataor rel ationship between given
quantities. Microsoft excel providesvarioustypesof chartssuch ascolumn chart,
piechart, xy (scatter) chart, linechart, etc.

4.3.4. MS PowerPoint

A presentationisasequential collection of dides, where each didedisplayssome
informationintheform of text or graphics. Microsoft PowerPoint isthecommonly
used presentation software. A Microsoft PowerPoint presentation can be used to
explain someideasor conceptsto agroup of people. Microsoft PowerPoint provides
some built in features such as specia effects, animation, compressingmediaand
drawingtools.

4.3.4.1. Creating presentation in different ways

When you start Microsoft PowerPoint, it opensanew blank presentation by defaullt.
Thisisbased on the blank template of Microsoft PowerPoint. You can either work
with adefault blank presentation or create anew presentation based on acustom
template.

Creating presentation using blank template —

If youwant to create apresentation of your own, then you can usethe blank template.

It opensablank presentation. It offersonly thebasic visua € ementsof apresentation
such asaplaceholder toadd atitleinthedide. Blank templategivesflexibility, and

liberty to create, edit and design the Microsoft PowerPoint presentation
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Creating presentation using an installed template —

You can usethetemplatesthat are already installed in Microsoft PowerPoint to
create apresentation without burden of creating it from scratch. Thesetemplates
providean easy start with layout for your presentation. They offer variouslayoults,
visud elementsand other design rel ated e ementsto create presentation.

4.3.4.2. Inserting a new slide

It isnecessary to add didesto apresentation. You caninsert adideinthe presentation
by clicking new dlideicon present in slidesgroup of the hometab.

4.3.4.3. Adding themes

Themesrefer to the background styleof aMicrosoft PowerPoint presentation. You
can provideacons stent | ook to the presentation. You can apply athemetodl dides
or asingledlide. Asabest practice, you should apply asinglethemeto theentire
presentation to ensureauniform look.

4.3.4.4. Saving a presentation

After creating apresentation and modifyingit, you can save the presentation to
make changes permanent. You have to save your presentation as frequently as
possible.

4.3.4.5. Setup the show

It isused to set advanced optionsfor adide show such askiosk mode.

You can start aslide show by clicking on from the beginning button of start dide
show group of dide show tab. You can start adlide show by pressing f5 button.

4.3.5. MS Access

MsAccessisan exampleof DBMS. A databaseisan organized collection of data.
It allowsyou to store, access, manage, and update dataeasily. In adatabase, data
is stored in the form of rows and columns in tables. A database allows you to
manipulate datain alarge collection of interrelated data. Before the advent of
computerswith DBMS, manua or conventional system wasfollowed for record
keeping activitiesinall organizations. A database management system consistsof a
collection of interrelated data and a set of programs to access those data. The
collection of dataisreferred to asthe database and it contai nsinformation about
oneparticular enterprise. The primary god of aDBM Sisto providean environment
that is both convenient and efficient to use in retrieving and storing database
information.
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4.3.5.1. Advantages of DBMS

*  Reducedataredundancy (or duplication of data).

*  Avoidinconsistency (or problemsdueto duplication of data).
» Datacanbeshared.

»  Standardscan beenforced.

e Integrity can bemaintained.

e Security restrictionscan be applied

4.3.5.2. Data models

Design and implementation of any DBMS is done based upon data models. It
providesaset of toolsfor describing data, datarel ationship and sol ves consistency
problems. Therearethree datamodels.

1. Hierarchica datamodel

2. Network model

3. Rdationd modd

4.3.5.3. Terminologies used in RDBMS

* Rddion

e Doman

e Tuples

e Aittributes
e Cadindity
*  Degree

* Views

* Keys

4.3.5.4. Creating a query in the query design option

You can create aquery using the query design option in the create tab on theribbon.
You can easily design query according to your requirements.

Running aquery -

After creating aquery using thequery design option, you can run aquery by selecting
run option from resultsgroup inthe design tab on theribbon.

Query wizard -

4.3.5.5. Creating a form using form wizard

A formisadatabase object that represents datain effective manner. Using forms
you can easily view tablesin adatabase. You can create formsto make your data
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attractive and easy to understand. M sAccess providesvarious optionsusing which
you can createformsquickly. You can create aform using formwizard. Using this
wizard you can add fiel ds of your choicefrom oneor moretablesor queriesinthe
form. You can group and sort thefieldsthat you have added in theform.

4.3.5.6. Reports

Report isapredefined or user-defined format to display specific datastoredina
database. Report isused to format, summarize, and present datain attractiveformat.
Report helpsyou to view reportsin aprintableformat.

4.3.5.7. Import

You can bringthedatafrom aMicrosoft Office Excel 2007 workbook into Microsoft
officeAccess 2007 in many ways. You can copy datafrom an open Worksheet and
pasteitinto an access datasheet, import aworksheet into anew or existingtable, or
link to aworksheet from an access database.

M S Outlook

Microsoft outlook isapersona information manager from Microsoft, availableasa
part of Microsoft office suite. Although often used mainly asan email application, it
alsoincludesacalendar, task manager, contact manager, notetaking, and journal
and web browser.

Practical Activity

MS Word

Creating anew document:

To cresteanew document, click the Microsoft officebutton andclick new. Youwill
noticethat when you click on the Microsoft office buttonand click new, you have
many choicesabout the types of documentsyou can create. If you wishto start from
ablank document, click blank. If youwishto start from atemplate, you can browse
through your choiceson theleft, seethe choices on centre screen, and preview the
selection ontheright screen.

Adding text inadocument:

A) Startanew document

B) Pressappropriatekeysto add text at the current location of theblinking Cur-
sor.

Editingtext:

A) Sdect thetext you want to copy

B) Click thecopy button under the clipboard group of thehometab

C) Pacethemousecursor at thelocation whereyou want to pastethe copied text
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D) Click thepaste button under theclipboard group of the hometab.
Saving adocument:

To saveyour fileand closeword, follow theinstructions bel ow:

1. Click ontheofficebutton.

2. Click onsaveor saveas.

3. Specify thecorrect folder inthesavein box (at thetop of thewindow). Choose
desktop tosavein.

4. Nameyour file by typing your namein thefile namebox.

5. Clickonsave. Thesavewindow will close. If thisisafilethat you have aready
saved and wishto savein another location or by another name, choose savess.

MS Excel

Enteringdatain aworksheet

You can enter datain aworksheet in two ways, manually and automatically. In
manual entry, auser entersdataby typing it manually from the keyboard, whilein
automatic entry; therequired dataisimported from accessor theinternet. Perform
thefollowing stepsto enter datamanually in aworkshest.

Open awor kbook

Click thecdl inwhich youwant to enter text. Selected al. Typetherequiredtextin
thesdlected cell. Typerollsno. Click thecedll bl and type name. Repest the process
to enter datain required cells. Now let us enter numeric datain the worksheet.
Perform thefollowing stepsto enter numeric dataworkshest.

A) Sdectthecdl inwhichyouwant to enter numeric data. Selected a2

B) Typethenumericdatayouwant intheselected cell. Typelina2
Similarly you cantypeadl numeric data.

Creating a chart

Open aworkbook whose data you want to represent in achart. For example use
sdesdata Select thedatafor which you want to createachart. Sdect an gppropriae

chart type under chartsgroup in theinsert tab. A drop down list appears. Select a
chart from thedrop down list. The selected chart is created on the workshest.

MS Power point
Addingtext to presentation

In apresentation, text may servethe purpose of title, subtitle or content of adlide.
After adding text you can format thetext to makeit more readable and attractive.

You can add text by using aplaceholder aswell astext box.
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Addingvideostoapresentation
A) Selectthedideinwhichyouwanttoinsertavideoclip.

B) Click thevideo button under the mediaclipsgroup in theinsert tab. A drop
down list appears.

C) Sdectthevideofromfileoptioninthedrop-downlist. Theinsert videodidog
box appears.

D) Browsethelocationwherethevideo issaved onyour computer. Select the
videofromthelocation.

E) Clicktheok button. Thedesired videoisinserted inthecurrent slide
Moving adlide-
Sometimesyou might want to change the sequence of thedlides. If youwant tore-

order theslides or change slide positions, you can do so by moving theslidesto
desired positions. Perform thefollowing stepsto moveadide.

A) Select adlidethat you want to move from thedide pane.

B) Dragthedidetothedesiredlocation.

Deleting a dlide -

You can delete unwanted didesfrom apresentation. Perform thefollowing stepsto
deleteadide.

A) Sdectthedidethat youwant to deletefrom dide pane.

B) Presstheddetekey. Thesdlected didewill bedeleted.

Saving a presentation

A) Click onofficebutton.

B) Click onsaveoption. Save asdialog box appears. Navigateto thelocation
whereyou want to savethe presentation. Give anameto thefileand click on
savebutton.

Setup adideshow

A) Click on setup dlideshow button on setup group of slide show tab. Set

Up show dialog box appears.

B) You canchooseshow type; show optionsetc from thisdia og box.

C) Click ok to savetheset up.

MS Access

Creatingaquery in thequery design option

A) Select the query design option under the “other’ group of create tab. A new

show tabledia og box

guery named asqueryl appears, inthe query design window and displaysthe
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B) Select the table of your choice from ‘show table’ dialog box. We selected
markstable.

C) Clicktheadd button.

D) Click the close button to close the show table dialog box. Selected tables
appear intheupper section of thequery design window.

E) Dragthedesiredfieldfromtableanddropitinquery designgrid of thequery
design window. Intheexamplewedragged roll no and marks. Weenter crite-
riainrollnoas ‘=1’

Creatingaformusingformwizard

A) Select theformwizard option under theformsgroup in the create tab. Form
wizard appears showing the sel ected table by default. You can a so select any
table of your choicefrom thetable/querieslist box.

B) Click thedown-arrow button under thetable/querieslist box. A drop down list

appears.
C) Selectthetableusingwhichyouwant to createform.

D) Selectthe desired fields from available field’s list box.

E) Addthemto sdlected fieldsusingthebuttonsprovided. Selectedfieldswill be
added to selected fields.

F) Click thenext button. A page appearsin the form wizard prompting you to
sdlect thelayout of theform.

G) Sdecttheradiobutton to select thelayout for theform.
H) Click thenext button.

I) apageappearsinformwizard asking you to enter the style of theform. For
examplesdlect office. Click next button.

J A pageappearsinform wizard asking you to enter thetitle of theform. In
addition using thispageyou can sl ect the optionsto view or enter theinforma-
tionintheform, or modify theform design respectively.

K) Typethedesiredtitleunder what title do you want for your form? Text box.

L) Click finishbutton. A formiscreatedintheselected layout.

M) Click next buttonto view thenext record.

Assessment Activities

1. Conduct aseminar ontheuse of M S Office software in catering restaurant
operations.

2. Typeareport onvariousvegetablesand meatsused in cooking withthehel p of

bulletsand numbering options and other paragraph formatting options.
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3.

10.

11.

12.

13.

14.

15.

16.

Typearecipe of apopular dish and the method of preparationin
MsWord.

Createan M SWord document about thefacilities of arestaurant you know,
that contains character and paragraph formatting and bulletsand numbering

Writealeaveapplication letter in M SWord to the manager of arestaurant

Createamsword document, about amemo to astaff of arestaurant about the
importanceof punctuaity

Preparearesumeof the student in M SWord to apply for arestaurant vacancy.
CreateaBOT in MSWord document.
Createabill formatinan MSExcdl.

Enter the salesof dishesin arestaurant of the month, calculatetotal salesand
preparealist of name of dishesthat sellsmost inthat restaurant inM S Excel
format.

Prepare an attractive chart on percentage of dishessoldintherestaurant in last
3yearsinMSExcd format.

Preparean M S Excel sheet on the raw materia s purchased, consumed and
stock in hand for aparticular period.

Create afunction prospectusin MSWord or MS Excel format to take ban-
quet booking.

Prepare an M S PowerPoint dide show inan attractive manner about thefive
star hotel chainsoperatinginIndia

Create an M S PowerPoint slide show on banquet menu for different occa-
sons.

Prepare an M S PowerPoint slide show about thejob opportunitiesin catering
and restaurant industry and higher study options.

TE questions

1.
2.

Distinguish between DBM Sand conventiona system of datamanagement
Office automation has changed the style of officefunctions. Do you agree?
List out any 4 advantages.
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Unit - 4
LINUX AND OPEN OFFICE
Introduction

In this chapter we are going to discuss GNU LINUX operating system — free
software. Thefree software foundation, anonprofit organization, was started in
1985 by thecomputer programmer Richard M Stallman. Thisorganization comprises
of talented software engineersand programmersvoluntarily committed to theidea
of writing and sharing of softwarewith each other for thewelfareof humanity. Today
any onecan be part of it and benefit from thiscommunity.

Learning Outcomes

Thelearner:

e Distinguishesbetween freeand property software.
*  Ligsthesdient featuresof Linux

*  Understandsthefeaturesof Open officewriter.

*  Understandsthevariousfeaturesof Calc

e ldentifiesimportant featuresof impress
Concepts

4.4.1 History of Linux

History of Linux beganin 1991 with the commencement of apersona project by a
Finnish student, LinusTorvalds, to createthekernd of anew free operating system.
Itisdevel oped using C programming language. Thereare 16 millionlinesof source
code under GNU public licensethat wasreleased in 2013. The operating system
devel oped based onthiskernel iscalled GNU Linux or smply Linux.

4.4.1.2 Advantages of GNU Linux

e ltisafreesoftware

*  Highly secure —less prone to errors and virus attacks

e Userfriendly-GUI provideseasy interaction

*  Offersmulti user environment

* Portable—alive CD oraPen drive is necessary to work on
*  Highlyrdiable-rarely hangsor crashes
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4.4.1.3 Linux file system structure

Fileisanimportant conceptinan OS. It refersto theinformation that are stored
permanently inthe secondary memory (e.g. hard disc) of the computer. Filesthat
arerelated (systemfiles, personal files, etc.) are kept in separate directories or
folders. Hereadirectory/folder isacollection of files. A folder/directory can also
have sub fol ders/sub directorieswithin them.

Linux providesastandard filestructurein which systemfiles/user filesarearranged
inahierarchical manner caled hierarchicd filesystem.

ThereisnodriveC: or D: etcin Linux. All directoriesare under aparent directory
“/”, which is the root directory.

4.4.1.4 Linux kernel

Kernd istheheart of the Linux operating system that providesbasic servicesfor al
other partsof the operating system. Thekernd isthe centrd moduleof theoperating
system. TheLinux kernel wasinitially conceived and created in 1991 by Finnish
computer sciencestudent Linux Torvalds. Itisacomputer programmethat manages
input/output requestsfrom software. TheLinux kernel hasreceived contributions
from thousands of programmes, which helped in development of Linux hasa
complete OS.

4.4.1.5 Login and logout in Linux

Whenwesit down at aLinux computer wewill seealogin screen with user names
and there will be a space for entering password. Select user name, enter your
password, and pressenter key. InLinux every user needsauser nameand password
towork withthe system.

A user hastologout when hiswork isover. Itisnot recommended to switch of the
system without |ogin out from the system. Doing so, much damagetothe OSor the
filesthat wereinuse.

Thereisalogout commandinthe system menu at thetop of thescreen. After selecting
the command, you might haveto click abutton to confirm the action.

4.4.1.6 Linux commands

Learning Linux commandsisone of the main concernsfor any Linux beginner.
Although, theimprovement in GUI has made it possible to accomplish almost
everythingwithagraphica interface smilar towindows OS.
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Some of theimportant Linux commandsare given bel ow:
/s: thiscommand listsfilesand directoriesin thecurrent folder
Cat: thiscommand can be used to create anew fileand display the contentsof afile

cd : (changedirectory) thiscommand isused to changethe current directory. Itis
similiar to the CD and CHDIR commands in MS -DOS

chmod : thiscommand will let you set permissonswho canread /write/executeon a
file
IntheLinux world usersaretechnically known as

e 1.Owner 2. Group 3. World (other).
e Thepermissonsalowedare
e lred 2.write 3. Execute.

cp : thiscommand isused to copy filesand directories

mkdir and rmdir : the mkdir isthe command used for creating directoriesthat is
similar to md or mkdir command MS-DOS.

Thermdir command del etes an empty directory

wc : (word count) thiscommand isused to find number of lines, number of words
and number of bytesin afile.

who :thiscommand can list the namesof userscurrently loggedin, their termind, the
timethey have beenlogged in, and the name of the host from which they have
loggedin.

grep : thiscommand isused to search for theoccurrence of agiven stringinafile By
default, grep displaysthe matching lines. Usegrep to search for linesof text that
match oneor many regular expressions, and outputs only thematching lines

write: thiscommand alowsyou to communicate with other users, by copyinglines
from your termind totheirs.

mv : thiscommand isused to movefilesaround or to renamethem

more: thiscommand isused to view (but not modify)the contents of atext fileone
screen at atime(termina pager).

date: thiscommand isused to display the current date and time or set the system
datetime.

find: thiscommand isused tolocatefilesonaLinux system. You can search for files

by name, owner, group, type, permission, date, and other criteria
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Vi (text editor): itisthevisual based text editor that comeswith Linux distribution
General commands

vi filename: to open afilefor editing

ZZ or :w(: toexit vi and save changes

! : toexit vi without saving changes

[esc]: to enter vi command mode

Editingcommands

X: deletethe character that iscurrently under cursor

dd: deletethelinesthat iscurrently under cursor.

dxd : deletesx linesstarting with the one currently under the cursor

nx : deletesn characters starting with the one currently under the cursor

x>>: indentsx linesto theright starting with the one currently under the cursor
x<<:indentsx linestotheleft starting with the one currently under the cursor
4.4.2 Open office writer

4.4.2.1 Introduction to Open Office

Open office.org (Ooo), commonly known as open office, isan open-source office
suite. It was an open sourced version of the earlier star office, which sun micros
system acquired in 1999 for internal use. Sun open-sourced the softwarein July
2000 asacompetitor to MSoffice.

4.4.2.2 Apache open office

Apache open office is the leading open source office software suite for word
processing, spread sheets, presentations, graphics, databasesand more. Itisavailable
inmany languages and workson all common computers. It Soresall your datainan
international open standard format and can also read and write filesfrom other
common office software packages. It can be downl oaded and used compl etely free
of chargefor persona and commercial purpose.

4.4.2.3 System requirement

Open officerequiresminimal hardware. Size of installation packageislessthan
140MB. Resourcesrequired for install ation are 256M B of RAM, 650MB of hard
disc space and amonitor with 1024x758 or higher resolution with at least 256
colours. It will work on all windowsand Linux version

&2
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4.4.2.4 Starting open office writer

Inthelatest UBUNTU distributionsit isaccessiblefrom gpplicationsmenu onthe
panel. From thisselect Officeand get all Open Officeutilitiessuch asWriter, Calc,
Impress, etc.

Thefollowing tasks can be performed by using Open Office

e Enteringtext

o Editingtext

*  Formatting awriter document

*  Textsdectionusingkey board

e Textsdectionusngmouse

*  Movingand copyingtext

e Findandreplacetext

»  Inserting and deleting page breaks

e Manudly running spdll checker

*  Thesaurus

 Pagesetup

e  Printpreview

e Printcommand

e Creatingtables

e Adjusting columnwidthand row height
*  Sortingtabledata

*  Headersandfooters

*  Pagenumbering

*  Insertfootnotes

e Editingimages

*  Reszingtheimage

»  Pogtioning graphicswithinthetext

*  Exportingfilesto other formats

e Importing dataand other documents
e Templaes

* Malmerge

4.4.3 Advanced features of open office writer
4.4.3.1 Character Formatting

The character command in the format menu bringsthefont /character dialogue
window. It hasfivetabsnamdy font, font effects, position, hyperlink and background.

&
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Mogt of theformatting rel ated to phone can be set through this dia ogue window.
4.4.3.2 Background colour

Thistab bringsthe colour pa ettefrom which we can sel ect asuitable col our for text
background

4.4.3.3 Paragraph formatting

Clicking paragraph command in theformat menu bringsthe paragraph dialogue.
Theparagraph did oguewindow has seventabssuch asindent and spacing, aignment,
text flow, etc.

4.4.3.4 Bullets and numbering

Presenting your datain lists makes your document simple and elegant. For this
Open Officewriter hasautility called bullets and numbering? Thiscommandis
availableintheformat menu. Clicking thiscommand bringsthebullet and numbering
didogue.

4.4.3.5 Indents

Indentation determinesthedistance of the paragraph from either theleft or theright
margin. Within the margins, you can increase or decrease the indentation of a
paragraph or group of paragraphs. You can aso create anegativeindent (also known
asan out dent), which pull sthe paragraph out toward theleft margin. You can aso
createahanging indent, inwhich thefirst line of the paragraphisnot indented, but
subsequent linesareindented.

4.4.3.6 Creating an index of a document
Index of document facilitates quick reference of contentsin adocument. Cregting
index of document isafacility, in Linux, used to createtable of contentsrelatedtoa

document. It lso helpsreadersto refer headingsand sub headingsquickly. Inmost
of the software and text books, index iscreated using thisfacility.

4.4.4 Open office calc
4.4.4.1 Open Office Calc

It isan electronic spread sheet application that you can useto calcul ate, analyze,
and manageyour data. It comeswith avery user friendly interface that enablesyou
tolearn and useit easily. Let usexaminethebas cfeaturesof calc:

Cdculations, what if cal culations, databasefunctions, arranging data, dynamic charts,
opening and saving Microsoft fileformats, cacfileformat
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4.4.4.2 Selecting cells

Text, numbers, formulaeand referencesto other cellscan beenteredin cdls. Prior
entering or editing information, the cell or acell range must be specified spread
Sheets,

+ Tosdectacdl toenter information, left click oniit.

*  Tosdecttheentirecolumn, click onthe column header; to select theentire
row, click ontherow header

4.4.4.3 Cell formatting

The content of acdll, appearanceof it bordersand number format depend on format
appliedtoacdll.

Formatting can be applied to;

e Anumber,theresult of aformula
e Font appliedtothe content of acdll
e Alignmentfor cdl contents

*  Cdl bordersand cell background

Cdll formatting can be applied best inthe dia oguebox format cellscommands most
frequently used are specified on formatting tool bar.

4.4.4.4 Inserting rows/columns
Toinsert new row
Stepl : sdectacel intherow abovewhichanew row isneeded

Step2 : execute the menu command insert—to insert new column
Stepl : sdectacdl inthecolumnabovewhichanew columnisneeded
Step2 . execute the command insert—column

4.4.4.5 Built in functions

Spread sheet gpplication typicaly havebuilt- in standard functionsfor mathematicdl,
logicd, satidticd, dateandtime, finandia and other ca culaionsand functionsargument
or several arguments specified in brackets such as cell addresses, numbers, text,
constantsand other valuesor functions.

Example: Functionswith asingleargument- thisexampleaddsall vauesof cdlsC1
to C22

4.4.4.7 Charts in calc

A chartisagraphicd presentation of numerical data. Whenthe corresponding data
incell are changed, the chart also changed.

After achartisinserted or sel ected in aspread sheet with adoubleleft click thetool
and menu bar of open office. Org cal ¢ changesto show chart buttonsand commands

&7
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4.4.4.8 Addressing cells

Every cell inacalcwork book has aunique address. Two kinds of addresses are
availablefor cdls-relativeand absolute

Example
CdlincolumnB androw 5isaddressed asB5. Thisiscdled relativereferencing.
The address SBS5isan absolute reference

Therangeof cdlsinbluecolour isrdaivereferencingisB2:B5. In dosolutereferencing
theaddressisSBS2:SBS5

4.4.4.9 Data range

A datarangeisagroup or block of cellsinawork sheet that have been selected or

highlighted. When cells have been sel ected they are surrounded by an outline or
border

4.4.4.10 Work sheets

By default in acalc work book, there arethreework sheets. We can add sheetsand
can deleteexisting sheets.

4.4.4.11 Auto fill

Auto fill automatically generates adata series based on adefined pattern
4.4.4.12 Filter

Filtersand advanced filtersallow you to work on certain filtered rows (records) of
adatarange.

Example: Let ustakethe case of score sheet of studentsin your classprepared in
calc. Supposewewishto find al studentsor number of studentswho scored

A + gradefor aparticular subject. In such situation we can usefilter.

4.4.4.13 Data sorting

It iseasy to sort datain ascending or descending a phabetical order. Interrel ated

dataareentriesin columnson asinglerow. When dataare sorted in acolumn, the
entry row moves, but theinterrelationispreserved.

Successvesortingin severd columnsisaso possible. E.g. firg sorting d phabeticaly
by thefirst column and then sorting the obtai ned result again by the second column.
Open office.org ca c dlows successive sorting by three columns,

4.4.4.14 Totals and sub totals
You can usecacto find subtota sor total sfor portions of your work sheet data. For
example, inawork sheet with salesdatafor threedifferent products categories, you

canfirst sort the products by category, and then select all the cell sthat contain data
and open subtotal dialogue box (datamenu, subtotal command).
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4.4.4.15 Protection

In calc you can protect sheets and the documents as awhole. You can choose
whether the cellsare protected against accidental changes, whether theformulas
can beviewed fromwithin calc, whether thecellsarevisibleor whether thecdlscan
beprinted

4.4.5 Open office impress

4.4.5.1 Important features of impress

e Easy-to-use drawing and diagramming tools —a complete range to spice up
your presentation.

e Park your most commonly used drawing tools around your screen ready for
single —click access.

*  Slideshow animationand effectsbringing your presentationtolife

*  Fontworksprovidesstunning 2D and 3D imagesfor text. Createlifelike 3D
imageswith astounding speed and response

*  ODP standard- saveyour presentationsin open document format presenta-
tion, thenew internationa standard for office documents

e You can accessyour presentationsfrom any open document compliant soft-
ware.

e PPT and PPTX support- of course, you are free to import your Microsoft
power point presentations, or save your work in PowerPoint format for send-
ing to peoplewho arestill using micro soft products.

*  Hash(SWF) support : Built-in ability to cresteflash versionsof your presenta-
tions
4.4.5.2 Bringing different objects into slides

Inimpressobjectscaninsertin didesand perform various obj ect related tasks such
&s

e Sdectingobjects
e Copyingobjects
e Dedetingobjects
* Hipobjects

*  Rotatingobjects
e Convertobjects
*  Arrangeobjects
*  Groupingobjects
*  Aligningobjects
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4.4.5.3 Adding text

Thetext box tool inthedrawingtool bar dlowsuserstoinsert textindides. To add
customtextinyour dides, dothefollowing:

Stepl : Clickonthetexttool onthedrawingtool bar

Step2 : Clickonthedideand dragtodraw abox and rel easethe mouse when
finished

Step3 : thecursor appearsinthetext book started blinking

Step4 :  Typethetext and when finished click outsidethetext box to desdlect it.

4.4.5.4 Different views

Impresssupportsfivedifferent viewssuch as:

*  Norma view

*  Outlineview

* Notespagesview

*  Handoutsview

» Slidesorter view

4.4.5.5 Adding new slides to your presentation

When creating a presentation you need to add new dlides one by one asand when
required. To add anew dideafter aparticular didedo thefollowing:

Stepl : clicktoselect dideafter whichyouaddanew dide
Step2 : choose insert—slide or click slide button on the presentation tool bar
4.4.5.6 Background

To accessthe background col or optionsyou must access page setup. Right click on
a blank area of the slide and choose slide — page setup.

Alternatively, you may choose format — page to access page setup.
4.4.5.7 Slide transition

Onceyou created al didesit isnecessary to givetransition effectsand animations
for their attractive rendering on screen to catch viewer’s attention.

4.4.5.8. Animating objects in a slide
You can apply preset animation effectsto objectsonyour dide
4.4.5.9 Watching slide show

Onceyou finish devel oping the entire slides in the presentation or completed a
particular dide, it isnecessary to check how nicely it playson the screen.
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Assessment Activities

1. Conduct aseminar ontheuseof Linux and Open office software in catering
restaurant operations

2. Typeareport onvariousvegetablesand meats used in cooking using bullets
and numbering options and other paragraph formatting options.

3. Typearecipeof apopular dish and the method of preparationin Open Office
Format.

4. Createanopen officewriter document about arestaurant you know, that con-
tains character and paragraph formatting and bullets and numbering

5.  Writealeavegpplication |etter in open officewriter to the manager of arestau-
rant

6. Create awriter document about a memo to staff of arestaurant about the
importanceof punctuaity

7. Prepareabiodataof the student in open officewriter to apply for arestaurant
job

8. CreateaKOT inwriter document.

9. Createabill formatinacalcshest.

10. Enter thesaesof dishesinarestaurant of the month, calculatetotal salesand
preparealist of nameof dishesthat sellsmost in that restaurant in calc format

11. Preparean attractivechart on percentagedishessoldintherestaurantinlast 3
yearsincacformat

12. Prepareacalc sheet ontheraw materials purchased, consumed and stock in
hand for aparticular period

13. Createafunction prospectusin calcor writer format to take banquet booking

14. Prepare anImpressdideshow inan atractivemanner about thefive star hotel
chainsoperatinginindia

15. Createan Impressdide show onbangquet menufor different occasions.

16. Prepare an impress slide show about the job opportunitiesin catering and
restaurant industry and higher study options.

TE Questions
1. Freesoftwarefoundationisformedby :
a. ChalesBabbage  c. RichardM Stalman
b. LinusTorvads d. Mark Zukkerberg
2. Freesoftware concept has changed theattitude of userson propriety softwares.

Compare between the free software and propriety software
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Unit - 5
INTERNET AND MALAYALAM COMPUTING

Introduction

A computer networkingisagroup of interconnected computers. In other wordsa
computer network isaset of different computers connected together usng networking
devices such asswitches and hubs. The computer may belinked through cables,
telephonelines, radio waves, satellites or infrared light beams. In this chapter we
discussinternet connectivity, worl dwideweb and Ma ayalam computing etc.

Learning Outcomes

Thelearner:

* Identifiestheneed of network

o 452 Identify different connectivity devices

*  Explaintheconcept of web page and website

»  Describethebenefitsof email

* IdentifybascHTML tags

*  Familiarizewith Mdaya am computing concepts
»  Comprehendtheethicd and socid issuesrelated to information systems
Concepts

4.5.1.1. Introduction to computer networks

Computer network isaset of different computers connected together using networking
devices such asswitches and hubs. The computer may belinked through cables,
telephonelines, radio waves, satellites or infrared light beams Network can be
classified aslocal areanetwork (LAN), metropolitan network (MAN), widearea
network (WAN)

4.5.1.2. Lan Topologies
Thephysica arrangementsof computersin anetwork are called Topol ogy.
Therearefollowing topologies.

1. Bustopology- Inthistopology, therewill be abackbonecable. All computers
are connected tothiscable.

2. Star topology- In star topology, all the computers are connected to central

the central device.

device All thedatawhich are sending acrossthe network will be passing through
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3. Treetopology — The shape of tree topology network is similar to an inverted
treewiththe centra root branching and sub branching to theextremities of the
network.

4. Ringtopology- A ring topology isacomputer network inwhich devicesare
connected inacircular shape.

4.5.1.3. Protocols

Protocolsare rules and procedures which make communi cation among various
computerson any network. So protocol islikelanguage used to maketwo computers
talk to each other.

Examplesare:

e TCP/IP(transmission control protocol/ internet protocol)

*  UDP- regarded as connection lessand unreliabl etransport protocal.

*  Application Leve Protocols

e Hyper Text Transfer Protocol (HTTP) — Basic protocol used in world wide
web (Wwww)

*  FleTransfer Protocol (FTP)

e SimpleMall Transfer Protocol (SMTP)

e Network NewsTransfer Protocol (NNTP)

e SimpleNetwork Management Protocol (SNMP)

e DynamicHost Configuration Protocol (DHCP)

*  DomainNameSystem (DNYS)

4.5.1.4. Connectivity devices

Connectivity devices are devices used to make physical network connections.
Various connectivity devicesarethefollowing:

*  Repesater
*  Switch

*  Router
Hrewdl
e Hub

e Bridge

e  Gateway

4.5.1.5. Windows 7 Firewall Settings

A Firewall can help prevent hackers or malicious software [ such asworms| from
gaining accessto your computer through anetwork or theinternet. A firewall also
hel ps stop your computer from sending malicious softwareto other computer. You

can customi ze settingswindowsfirewal.
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4.5.2. Internet and e-mail
4.5.2.1. History of internet

Theinternet started as asmall network through a project by the department of
defense, USA in1970s.Thisnetwork iscalled ARPANET[ Advanced Research
Project Agency Network]. In 1984, Military network isseparated fromARPANET
toform MILNET whichisused by Americanmilitary only. ARPANET wastheresfter
used for scientific research and information sharing. Later several other networks
merged withARPANET form alarge network whichisnow caledinternet.

4.5.2.2. Connecting computer to internet

When wewant to connect our computer with internet we need certain hardware
and softwarerequirements. They aregiven below.

* A computer withanetwork internet card[NIC]  and an operating system
that supports networking

A modem

A telephone connectionwired or wireless.

Aninternet account provided by aninternet service provider [ISP]
Application softwarelike, browser to accesstheresourcesintheinternet

4.5.2.3. Types of internet connections
1. Didupconnection

2. Wired broadband connection

3. Wirdessbroadband connection
4.5.2.4. World Wide Web [www]

www isasystem of interlinked web pages accessed viainternet to get information.
It isthe huge online storage of information in theform of web pages. A web pageis
afilethat consistsof dataand some Hyper Text Makeup Language[HTML] tags
which isused to present the data using browser software. These web pages are
accessed using browser software by giving request to aweb server. Aweb siteisa
collection of web pages created to aparticular organization in public web server.
Thefirst page displayed when we accessaweb siteis called itsHome Page.

4.5.2.5. Web browser

A web server isasoftware application whichisused for retrieving, presenting, and
traversing information resources on the World Wide Web. It isrepresented by an
address. Thisunique addressiscaled Uniform ResourceLocator [URL]. Themgor
web browsersareMozillaFirefox, Google Chrome, Internet Explorer, Operaand
Safari. Traversing through theweb pages of World WideWebiscaled Web Browser.

&
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4.5.2.6. Search engines

A web search engineisasoftware system that isdesigned to hel p peopleto search
for information on the World Wide Web. Some of the search enginesare Google,
Bing, Yahoo, etc.

4.5.2.7. E MAIL [Electronic Mail]

Itisamethod of sending messagesover theinternet instantly. Email can carry files
with them, likedocuments, photos, musicfiles, videofilesetc asattachments. The
web sitethat providesfree email account iswww.gmail.com, www.yahoo.com,
www.rediffmail.com,www.hotmail.com, etc.

4.5.2.8. Creating and using free email account with Gmail
Students can createfree Gmail account by using Google websites.
4.5.3. Web page designing HTML

4.5.3.1. Starting with HTML

A HTML pagecan becreated using asimpletext editor. We can usesmpleeditors
like Text pad, Note pad etc. After opening anew filetype html codeand saveit with
the extension .html or .htm. The saved file can be opened using any browser. A
HTML document iscreated using tagsand their attributes.

4.5.3.2. Attributes of <html >tag

Dir - specifiesdirection of thetext with valuesltr [l eft- to-right] or rtl [right to | eft ]
Lang —specifies the language used.
ThefollowingtagsareusedinHTML.:

<HEAD>

<TITLE>

<BODY>

Attributes of body tag: Background, bgcolor, text
Specified colour

Heading tags

<HR>tag

<FONT>tag

Representing reserved charactersinHTML
Inserting comments

Ligs

Type

Start

Insertingimages
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Cregtinglinks

Crestingtables

Frame set

Form

Form controls

Attributesof input tag

4.5.4. Malayalam computing

4.5.4.1. Malayalam through computers

Ma aya am computing aimsat strengthening Ma ayalam language, making use of
ICT. It triesto createaMa ayalamweb portal for every panchayat in Kerala; which
wouldincludedetailssuch aslocd, natura, human resources, local economy, local
industry and services.

4.5.4.2. Free software and language computing

There are many new profit organizations working to achieve the goals behind
Malayalam computing. The Malayalam font “karthika” is developed by Microsoft.
Someorganizations devel oped free software productswhich aresuperior to software
giants. If thelanguage softwareisnot free, it will not be possibleto update and
modify it and we haveto buy new versions of the same.

4.5.4.3. Malayalam and technology

Computer recognizesbinary numbers 1to 0. So each character input isrepresented
by using 8 bit number. Sothe characterswill belimited for languagessuch asChinese
and Malayalam, asthey represent 900 to 1000 characters. Soitisimportant to use
Unicode, i.e., assign unique codesto al aphabetsin Malayalam.

4.5.4.4. Malayalam digital technology

Nowadays, Maayalam usage in computer worldisincreasing and therearelot of
typing softwaresuch asvaramozhi, svanadekha, anjdi, meera, rgana, etc . Madaydam
web sitesare a so getting popular. Maayalam graphical user interface are being
developed in GNU/LINUX.

4.5.4.5. Unicode

Unicodeistheuniversa character encoding standard used for representation of text
for computer processing. It isdestined to replace single and multi- byte characters
setswhicharelimitedinszeand aremultilingua environments. Unicode cond stsof
aset of morethan 109000 characters.

4.5.4.6. Malayalam using transliteration

Googletranditeration IMEisaninput method which allowsusersto enter text using
aRoman keyboard. Thiswill convert theword intoitsnative Ma ayal am scripts.
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4.5.4.7. Malayalam word processing

C-DAC hasdeve oped mainly two multi lingual word processers.
1. I1SM 2000 office

2. LeapOffice

4.5.4.8. Downloading and installing Malayalam fonts

Thereareanumber of Malayalam fontsavailablein internet. They areclassified as
.otf, .ttf,.fon, etc

4.5.4.9. Installing fonts in windows

4.5.4.10. How to enable Malayalam in web browsers

Itispossbleto enable Maaydaminweb browserslikeInternet explorer and Firefox.
4.5.4.11. Malayalam in ubuntu

Itisabletoinscript keyboard layout of Maayalamin Ubuntu.

4.5.4.12. Malayalam keyboard and typing

Open anew open officewriter and Ma ayd am text can betyped using theinscripted
keyboard listed.

4.5.5. Ethical and social issues in information systems.

Information systemsgive opportunitiesfor invading your privacy and recklessuse of
that information inawrong way. Cyber crimes and abuse, spam mailing, etc create
complicated issuesininformation system.

Assessment Activities

Activity -1

Power point presentation

Teacher demonstrate a PPT to stimulate the concept of students on networks.
Responsesare dlicited to arrive at the concept and its classification. Based onthe
responsesteacher consolidated the proceedings

*  Networks

e Typesof networks(LAN , WAN, MAN, Internet)

Activity - 2

Seminar

Conduct aseminar on theinternet applications, itsadvantages and limitations. For
thislearnersare grouped into five. Support the group with enough materialsand

group performance are observed and evaluated. Groupsare required to submit a
seminar report.

&
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Activity - 3

CaseSudy

Studentsare given with handout containing acase.
Case

India affected by “BIOAZIH”- Trojan -.....
Presstrust of Indiaon 14-05-2015

Indian cyber space has been threatened by malicious software that attacks and
alters cyber user’s personal data. The computer emergency response team of India
hasidentified themalwareand named asBIOAZIH.

On completion of reading theteacher put forth the given discussion points.

*  Namethematter discussed.

*  How it affectsthecomputer

*  How canwe protect the system from thisthreat?

* Listdownexamples.

Eliciting theresponsesto arriveat the concept of virusand antivirus.

Sl. No Attribute Yes/No ]
Participation
IdeaSharing

Claity

Writingonactivity log

RequireAssstance

gl [w NP

TE Questions
1 Listoutandexplainany threetypesof computer networks
Isinternet usage aboon or acurse? substantiate

Internet is the network of network —comment

List out someanti VIRUS.

Manager of your organization asks you to pass a message together with a
video. You decidesto send anemail. List any four advantages of email

5.  Meerawantsto connect her computer with internet. List out the hardwareand

software needed.

6. Lampard Pvt Ltd, a Food processing co. introduces a new product in the
market andwishestoinformthistoitshundred loya customersthrough letters.
Can you suggest thebest mailing processfor thisusing M SWord? Explain the
stepsinvolvedinthisprocess.

a s wb
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List of practicals

Identification of different partsof acomputer using adamaged system
Connecting port and devicesand uses and functions of variousdevices
Net banking and online booking

Open bank account with net banking facility

Practice onlinebooking of train ticket busticket, air tickets, etc.
Practisefund transfer between accounts

Browseinternet for detailed application of it

Identification of different componentsinsidethe CPU used for booting
Ingtall and uningtall window 7

Ingtdlation of DTP software

Ingtalation M Soffice

Practice datatransfer between computers and devices

Deve oping typing skill through typing tutorids

Open edit, saveand close atext file

Formatting text font, paragraph, bullet, columns, tabs, drop case, text direc-
tion, change case, background, insert box , insert pictureand print the created
textfile

Practicemail merge

Usefindand replace

Formattingtables

Open edit ,saveand closeanexcd file

Formatting cdlls, formatting text, insert rowsand columns

Functions- logicd ,average, sumand round

Creating chart and diagrams- bar diagram, histogram and piediagram
Datafiltering, sorting ad creating new work sheet fromfiltered data

Page set up and printingan excd file

Cresate ,edit, save, add effects and animation to power point presentation
Create M Saccessfileby using query wizard

Application areas open officewriter- practiceletters, statements, display gov-
ernment orders, etc.

Open, edit, saveand closeaCalcfile

Functions — logical ,average, sum, and round

Formatting cdlls, formatting texts, insert rowsand columns

Creating chart and diagrams

Page set up and printing open office Calcfile

Create edit, save, add effects and animation to open officeimpress
Malaydamtyping practice

Openanemail account and useit for communication
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K.Arora & K.N.Gupta— Theory of cookery

Philip Thangam — Modern cookery for teaching & The Trade (Orient Longmans
Itd)

Gisslen wayne — professional cookery (john wiley and sons)

Montage — Larousse gasrtronomique (Himalaya publishing group)
H.L.craschnell and G Nobis- Mastering restaurant service

Sudhir Andrews - Food and beveragetraining manud

D.R.Liilicrap - Food and beverage service

Johnfuller - Modern restaurant service

Johnfuller - Essentid tableservice

Bernard Davis- Food and beverage management

Habisthayar - Professional food service management

Stephen Moffat - MS. Word 2010 Advanced Part 1, TheMouse Trading co
Torben Lage Frandsen - M S Officeword 2007.

VR Suresh kumar & VR Sudheer - M'S DosWindows Office, Gowri Publish-
s

Vishnu PriyaSingh - M S Office 2007, Computech publications
S Saxena- M S Office 2007 In aNutshell

M S Office 2007 E-Learning and E-Book

Booksof Diplomain Computer application of open school.




