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PrefacePrefacePreface
 Information Technology (IT) has brought revolution in the life 

of mankind. Everything from home to office has become digital. In 

this age of technology, everyone should be computer literate. 

Computer not only connects you with the outside world but also 

enables you to perform your tasks efficiently and effectively in very 

short time.

 Brain Computer Series has been designed with handy 

knowledge of computer's world that mesmerizes you at every step 

due to its pace and working capabilities. Curriculum has been well 

planned and thoroughly designed after keeping the students' mind 

set in attention. It gives complete understanding of concepts and 

proper practical guideline for teachers and students.

Brain Computer Series is consist of nine books ranging from 

nursery to middle level. 

Objectives of this series as follow:

 To ensure and provide up-to-date information 

 about computer.

 To build-up self thinking and avoid traditional cramming 

 method.

 To fulfill practical requirements of students.

 To make information easy to understand.

 To enable students to utilize their learning in practice.

 Moreover, Brain Computer Series has been illustrated 

throughout with screen shoots to make students follow the steps as 

mentioned in chapters. Special and interesting information has 

been also given in form of "Do you know?" for students to keep grip 

in computer's world. 

 May Allah Subhana-o-Tala assist and guide to every student 

to achieve his goals and fulfill the objectives of this series.  

         Ameen
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Applications of ComputerApplications of ComputerApplications of Computer

 Computer plays very important role in everyday life. It has 

changed society today as much as the industrial revolution 

changed society in the eighteen and nineteenth centuries. 

 Computer has brought revolution in every field from 

education to manufacturing. People interact directly with 

computers in fields such as education, finance, government, 

health care, science, publishing, travelling and manufacturing. 

Let us see how computer is helpful in these fields.

Unit 1

�� � ا� �؍ �� � ا��ت
��

ٓاج � ��ے � ا� �ح �� �   ��  رادا �� �۔ اس (��)   �� �رى ز�� � � ا� �دا

د� � � � ا�ب � ا�ر�� اور ا�� �ى � �� � د� �۔

 �� � � � � � � �� � � � � ا�ب �� � د� �۔ �، ��؍ ��ت، 

�ر�، �، ��، �، �� اور ��� � � � وا� �گ �� � ذر� �اہ را� 

�ت � �� �۔

 ن�ں � � ��ہ � �۔ � ٓا    � د� � � �� ا

 Education: 

 Education is need of every human being 

and due to advent of computer, its become 

many folds easier to get yourself acquainted 

with it. Computer has removed distance and 

now one can easily get education at home 

through computer.  There are many online applications, 

websites and degree programs for notes, assignments etc. at 

home without taking any assistance from teacher. 
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 Many schools and colleges have established computer 

labs for student’s facility. In education field, computer has lots of 

benefits. It offers education at all levels ranging from primary to 

higher studies.

 Computer has opened 

new ways for everyone in 

education from teacher to 

student. In Pakistan though, 

online degree programs are 

not considerable in number, 

but trend of online degree 

program is very common in 

developed countries.

 In Universities, multimedia screens are used to deliver 

lectures by attaching them with computers.

ٓا�ن � � �۔ �� � ��  �: � � ا�ن � �ورت �� � اور �� � ا�د � و� � � �� �� � �� 

ٓا�� � � �� � � �۔ � �� �� � � � �� ٓان �� ا�  � د� � اور اب �� � � � �� 

 م�۔ ��� � �� اور ا�� � ا�ب � و� � � �� �� ز�دہ  ����، و� ��، اور ڈ�ى �و�ا � و�ہ � � �۔���� ٓا�ن � � �۔ ا� �� � ا�د � �د � � � � ��، ا� �

 � � ا��ں اور ��ں � � � �� � � �� � �� � �۔ � � � � �� � � 

� �ا� �۔ � �ا�ى � � � ا�ٰ� � � �م �ں � � �ا� �� �۔

 �� � � � � � ا�د � � � �� � � � ا� � � � را� �ل دى �۔ ا�� ��ن 

 م� ر�ن � �م �۔  ٓان �� ڈ�ى �و�ا �� ٓان �� ڈ�ى �و�ا�ں � �اد ز�دہ � � �� �� �� �� 

��ر�ں � � �� ا�� � �� � �� � � � �ز د� � � ا�ل � �� �۔
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 Finance:
 M a n y  p e o p l e  a n d 
companies use computer to 
manage their finances. There 
a r e  n u m b e r  o f  f i n a n c e 
softwares available in market. 
Many webs i tes  are  a l so 
providing financial facilities. 
You can manage your bank 
account via website. Some use finance software to balance 
checkbooks, pay bills, track personal income and expenses, 
manage investment and evaluate financial plans. This software 
usually includes a veriety of online services. For example, 
computer users can track investments and do online banking.

��؍ ��ت: � � �گ اور �ں ا� �� ��ت � � �� � � �� ا�ل �� �۔ �ر� 

ٓاپ و�  � � � �� �� و� د�ب �۔ � � و� �� � �� ��ت �ا� � ر� ��۔ 

�� � ذر� ا� � ا��ٔو� � � � � �۔ 

ٓا�� اور ا�ا�ت � ��   رر� � �، �ں � ادا� � �، ذا��   � �گ � � � �ازن ��ا

�� � � ��� �رى � ا�م اور ��� ��ں � ا�ازہ �� � � �� �� و� ا�ل ���۔ � 

ٓان �� �و�؍ ��ت � � �� �۔ �ل � �ر � �� �ر� ��� �رى  �� و� �م �ر � � �� 

� �� � � � ا�ور ٓان �� � � � �۔

 With online banking, a user can access account balances, 
pay bills and copy monthly transactions from the bank’s 
computer right into their personal computer. Many financial 
institutions’ web sites also offer online banking. When using a 
web site instead of finance software on your computer, all your 
account information is stored on the banks computer. The 
advantage is you can access your financial records from 
anywhere in the world.
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 Managing accounts is no more tiring and complicated with 
computer. You can easily handle accounts of any organization, 
no matter, how larger or smaller with computer. Now a day, 
many super stores are handling billing 
and payments with computer which is 
a best solution for keeping record and 
also to save time. Auditing of an 
organization also becomes easier by 
using computer. 

 I nves to r s  o f ten  use  on l i ne 
investing to buy and sell stocks and bonds.

ٓان �� � � ذر� ا��ٔو� � � ر�� �� � � � � ادا � � � اور ا�   ا� �ر�ف 

�� ٓان  روں � و� �� �  ذا� �� � � � �� � ��� � د� � �� �� � � �۔ � ��� ادا

ٓاپ ا� �� � �� �� و� � �� و� �� ا�ل �� � �� ٓاپ �   �� �� � د�ب �۔ 

ٓاپ د� � � � ا� �� ر�رڈ  ٔو� � �م ��ت � � �� � ا�ر � �� �۔ اس � ��ہ � � ��  ا��

� ر�� �� � � �۔

ٓا�� � � �  ٓا�پ   ا��ٔو� � �ول �� �� � ا�ل � و� � �� � د� وا� اور �ہ � ر��۔ 

� � ا��ٔو� � �ل � � �۔ اس � �ق � �� � �� �ا � � ���۔ ٓاج � � � � ا�رز �� � 

 ر؍ �ظ ر� اور و� �� � �� � �۔  ذر� � (� ��) اور ادا�ں � �ل � ر� �۔ � ر�رڈ � ��ا

ٓان  ٓا�ن � �� �۔ ��� �ر ا�ك اور �� ��� � � ا��  �� � ا�ل �� �� ا� � � �� �� �� 

�� ��� �رى ا�ل �� �۔

 Government:
 To provide citizens with up-to date information, most 

government offices have websites. In developed countries like 

U.S. and U.K. people access government websites to file taxes, 

apply for permits and licenses, report crimes, apply for financial 

aid, and renew vehicle registrations and driver’s licenses.
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 In Pakistan, every ministry of 
g o v e r n m e n t  h a s  i t s  o w n 
independent website but due to 
lack of technology, they are not 
updated.  Bu t  now t rend of 
a c c e s s i n g  c i t i z e n s  t h ro u g h 
websites is becoming popular and 
more in practice. Recently, in 
Elections 2013, voter’s registration 
facility is available on website of Election Commission of 
Pakistan. Moreover, you can get information about working of 
every government’s department through computer.

 For example, Lahore Transport Company (LTC) provides 
information about each and every route on it’s website. 

 Workers of government agencies use computer as part of 
their daily routine. 1122 service is providing services across the 
Punjab by using computers. Offices equipped with computers 
have replaced man power and the task which was completed in 
many days in past is now matter of just a day. Offices have 
become efficient, fast and up-to-date with computer’s 
assistance. 

���ر�: ز�دہ � �گ �ر� � د�� و� �� � ذر� ��ں � �زہ �� ��ت �ا� �� �۔  � � � در�ا� ����� ��ا�� اور ��� � �� �� �� � �گ � � �وا�، ا�زت �� اور � ����� � �� �� � د�، �ا� � � د� ، �� ا�اد �� �� اور ا� �ڑى � ر�� اور ڈرا�� �

� �ر� � و� �� ا�ل �� �۔

 ن� اپ ڈ� �  رت ا� �د �ر و� �� ر� � � ��� � � � و� � ا ��ن � �ر� � � وزا
� ��۔ � اب و� �� � ذر� ��ں � ر�� �� �� � ر�ن �ل اور ز�دہ � ز�دہ � � �۔ 
�ل � � 2013ء � ا��ت � وو� � ر�� � �� ��ن � ا� � � و� �� � 
د�ب �۔ اس � �وہ آپ �� � ذر� � ��رى � � �م � �رے � ��ت �� � 



9

� �۔
L ا� و� �� � � ا� را� � �رے � ��ت �ا� ��   T C  �ل � �ر � ، ��ر �ا�رٹ � 

�۔ 

11 �وس �� � ا�ل  2 2  �� � ا�ل �� ا�ں � �ر�ن � روز �ہ � �ل � � �۔ 

�� �� �ب � � ��ت �ا� �� �۔ ��ز � � د�� � ا�ادى �ت � � � � � اور � �م �� 

ٔ��، � اور �� ��ں �  � � د�ں � � �� � اب �ف ا� � دن � � �� �۔ د�� �� � �د � �

�� � � �۔

 Health Care:
 Today, nearly every area of health care uses computers. 

Computer is used in a variety of ways in health care field.

 Hospitals and doctors use 

computers and mobile devices to 

maintain and access patient 

records.

 Computers monitor patients’ 

vital signs like heart beat, lungs 

activity etc. in hospitals.

 Computer and computerized 

devices assist doctors, nurses and technician with medicals tests.

 Doctors use the web and medical software to assist with 

researching and diagnosing health conditions.

 Doctors use e-mail to correspond with patients. Like, in case 

of foreign doctor’s assistance, a patient and doctor 

communicate through internet and computer.

 Surgeons implant computerized devices, such as 

pacemakers, that allow patients to live longer.

 Surgeons use computer-controlled devices to provide them 

with greater precision during operations such as for laser eye 

surgery.

1

2

3

4

7

5

6
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 Many websites provide up-to-date medical, fitness, 

nutrition or exercise information. For example, you can make 

your fitness and diet plan online. 

You can also get help regarding a 

s p e c i f i c  d i s c a s e  a n d  c a n 

communicate with patients.

 Through telemedicine, two or 

more doctors can communicate 

and discuss a disease over a 

longer distance in separate 

rooms. For example, a doctor at one location can have a 

conference with a doctor at another location to discuss a bone 

X-ray.

 Health care websites have raised the awareness level 

among masses and now they know the precautions and 

measures of related disease.

8

9

10

 ٓاج � � �؍ � � د� �ل � �� � � �� ا�ل � �� �۔ � � � � � ��  �:� �

� ��ں � ا�ل � ر� �۔

 �ل اور ڈا� �� � ر�رڈ � ا� �س ر� اور اس � ر�� �� �� � � �� اور ��� 
��

ڈ�ا�� � ا�ل �� �۔

 �� ��ں � �� � �دى � �� � دل � د��، �وں � ��� و�ہ � �ا� 

�� �۔ 
�� ��� �� �� ؍ � �روں � ���������  �� اور �� � � وا� ڈ�ا�� �� �ں � �� ڈا�وں، ��ں اور 

�د �� �۔

1

2

3
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 Science:

 Science is the core and basic field which gets direct benefits 

from computer. Research relating with other fields is mainly done 

in this domain which further results into improvement in other 

fields. For example, first of all, research is done to ensure the 

better outcomes then the technology is implemented in the 

 ڈا� ر�چ اور � � �� � � � �د �� �� � � و� اور �� �� و� ا�ل 

�� �۔

 ڈا� ��ں � �� را� � ر� � � اى � ا�ل �� �۔ � � � � ڈا� � �د 

�� �� � � ڈا� اور �� ا�� اور �� � ذر� �ت � �� �۔
��

 �� ��ا�ڈ ڈ�ا�� � � � � � � � د� � � � �د � �� �� �� � ز�ہ 

ر� �۔

 نز�دہ � ز�دہ � �ا� �� � � �� �  ٓا� � �ر ��ى � دورا  �� ٓا��   �� � 
��

�ول  �� وا� ڈ�ا�� ا�ل �� �۔

 � � و� �� �� ، �، �ا�، ورزش � �زہ �� ��ت �ا� �� �۔ �ل � �ر 
� � ٓاپ ا� �ص �رى � � �د �� � ��� ٓان �� �� �ى � � ��۔   ك��  � اور �را �� ٓاپ ا� 

� � اور ��ں � �� �ت � � � �۔

�� ٓا� � �ت � �   �  �� � ذر� دو � دو � ز�دہ ڈا� ا� �� �� � ��د ا� �وں 
� � � اور ا� �رى � � � � �۔ �ل � �ر � ا� � � ��د ڈا� �ى � ا� رے � � �� �

� � � دو�ى � � ��د ڈا� � �� � � � �۔

 ہ�ر�ں � � ا�� �ا�  اور   م� �ر � � � �� د� � اور اب و  � � و� �� � �ا

ا�ا�ت � �رے � �� �۔

7

5

6

4

8

9

10
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concerned f ield. Basical ly, 

science is directly benefitted from 

computer while other fields get 

indirect benefits.

 All branches of science, from 

b i o l o g y  t o  a s t r o n o m y  t o 

meteorology, use computer to 

assists them with collecting, 

analyzing and modeling data. Scientists also use internet to 

communicate with colleagues around the world.

 In biology, doctors and medical staff use computer for 

t reatment of  pat ients,  and 

researcher use computer for 

b e t t e r m e n t  f o  e x i s t i n g 

technology.

 Astronauts use computers to 

communicate within space for 

help and providing information.

 M e t e o r o l o g i s t s  u s e 

computers to monitor movement of meteors, stars and planets.

 It’s just a glimpse what science us offering to mankind 

through computer.
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 Publishing:

 Publishing is the process of making works available to the 
public. These works include books, magazines, newspapers, 
music, films and videos.

 Some special softwares are available like Microsoft Word 
to compose documents, Adobe Photoshop to edit picture. 
Adobe Premiere Pro to edit video etc. 

��: �� � �اہ را� �ا� �� �� وا� ��ى اور �دى � �� �۔

 د� �ں � � � �دى �ر �  اس ڈو� � � �� � � � � � د� �ں � ��ى ٓا� �۔ 

�ل � �ر � � �� �� �� � � � � �� �،  � � � � ��� ا�ل � �� �۔ 

�دى �ر � �� �� ��اہ را� �ا� �� �� � � دو�ے � ��ا� �ا� �� �� �۔ 

ٓا�و�� اور � ��ت � ڈ� ا� ��، اس � �� �� اور اس   ��  �� � �م �� �� �� 

 ن�رى د� � ��د ا� ��ں � �ت �� �  � �� �� � � �� �  �د � �۔ ��ا

� � ا�� ا�ل �� �۔

 �� �� � ڈا� اور � � ��ں � �ج � � �� ا�ل �� �۔ � ؍ � �� 

وا� ��دہ ��� � � �� � � �� ا�ل �� �۔ � �رد � � �د �� �� � � اور 

��ت �ا� �� � � �� � ذر� را� �� �۔

ِ �� ��ت �ب (�� �را) ��، �روں اور �روں � ��ت � � � ر� � � �� ا�ل 

�� �۔ � � �� �� � ذر� ا�ن � � � ر� � � �ف اس � ا� � �۔

 م� � د�ب �م �ل ��، ��، ا�ر، ��، � اور و��ز �� �  �؍ ا��: � �ا

� �۔ � �ص �� و�ز � ��و �� ورڈ ، د�و�ات � �� د� � �، اڈوب �� �پ �و� 
� �� و�� و�ہ � �� �� � � ا�ل � � �۔������ � �� � � اور ا�وب �
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 These softwares are used  by 
graphic designers, composers, 
film makers, journalists and mobile 
users.

 Many publishers make their 
works available online. Some 
websites allow users to download 
m u s i c ,  v i d e o s,  a n d  o t h e r 
computer’s related softwares and apps.

 Manufacturing:

 Computer-aided manufacturing (CAM) refers to the use of 

c o m p u t e r s  t o  a s s i s t  w i t h 

manufacturing process. Industries use 

CAM to reduce product development 

costs, shorten a product’s time to 

market etc.

 CAM is used by a variety of 

industries, including oil drilling, power 

generation, food production and automobile manufacturing. 

 Special computers record actual labor, material, machine 

and computer time used to manufacture a particular products.

 � �� و� �ا� ڈ�ا�ز ، �زرز، � �ز، �� اور ��� ا�ل �� وا� ا�ل �� �۔

ٓان �� د�ب �۔ � و� �� ا� � �ں � �ر� ��، و��ز   � � �ز � ��م 

ٔون �ڈ �� �۔ اور �� � � �� و� اور ا� �ڈا

� ��: �� ا�ڈ � �� � �اد د�رى � � � �د � � �� � ا�ل �۔ � 

 ےا� ا�ل  ��ت � ��� ا�ا�ت � �� اور ��ت � � و ر� � دورا� � �� � � � ا

�� �۔ 
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 Travelling:

 Travelling has become a safer and easier job through 

computers. Now you can make bookings and reservations 

online by your credit cards. Several websites are present which 

provide up-to-date information regarding affordable travelling 

packages, dream destinations 

and resorts. You can also join 

group of people with similar 

travelling experiences online.

 You can also get directions 

t h r o u g h  c o m p u t e r  w h i l e 

travellling. Like a pilot, uses a 

computer aided navigation 

system to reach destination, you 

can also drive car by following 

directions are given by computer.

 Computer  p rov ides  i t s 

applications in nearly every field 

of daily life but it depends on  us 

that how we use it. We should utilize it for the betterment of 

mankind.

 ےا� ا�ل  ٓا� ��� � �� � ا ٓا� ڈر�، �ور ��، �ڈ �وڈ� ا�ور   � � ��ل 

�� �۔
�

 �� �� ا� �دورى، ��� اور �ص ��ت � �رى � �� اور � � ا�ل �� �

وا� و� � ر�رڈ ر� �۔
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 :�� �

ٓان �� �   �� ٓاپ ا� ��ٹ �رڈ � ذر  � �� �� � و� � �ظ ا�ور ٓا�ن �م � � �۔ ا�ب 

اور ر�ر و� �وا � �۔ � � و� �� ��د � � ��رت �زل اور � ��ں � � �ى 
����  ن��ں � �وپ � � �� � �  � � ا� ��� ٓاپ ا ��ں � �رے � �زہ �� ��ت �ا� �� ��۔ 

ٓان �� � � �� ر� �۔  �� �ح 

ٓاپ � �� و� �� � ذر� � �ا�ت �� � � �۔ � ا� �� �ل � � �   �
� ��� ٓاپ � �� � ذر� دى � �ا�ت � � � � �ڑى � �� � � � ا�ل �� ��  � �� ا�ڈ �ى 

� �۔ 

 �� روز �ہ � ز�� � �� � � � ا� ا� � �ا� �� �۔ � � � � � � � � 

ا� � �ح ا�ل �� � � اس � ا�ل ا�� � �ى � � �� ��۔

Answers the following questions:
ACTIVITIES

How computer is facilitating masses in education sector? 
Write in your own words.

A computer is facilitating masses in education sector in 
different ways:

(1) Once can easily get education at home by using different 
online applications, websites and degree programs.

(2) A student can make notes, assignments etc, at home 
without taking any assistance  from teacher.

(3) In universities, multimedia screens are used to deliver 
lectures by attaching them with computer.

1



How computer is used by citizens in developed countries?

How computer is used by Pakistani government? Quote any 
two examples.

Write down any five points depicting use of computer in 
health care.

3

4

5

2 What is online banking and how computer is helpful in it?

With online banking, a user can access account balances, 

pay bills and copy monthly transactions from the bank’s 

computer right into their personal computer. Many financial 

institutions’ web sites also offer online banking.

In developed countries like U.S. and U.K. people access 
government websites to file taxes, apply for permits and 
licenses, report crimes, apply for financial aid, and renew 
vehicle registrations and driver’s licenses.

Pakistani government uses computer in the following ways:
(1) Lahore Transport Company (LTC) provides information 
about each and every route on it’s website. 
(2) Workers of government agencies use computer as part of 
their daily routine.

Today, nearly every area of health care uses computers. 
Computer is used in a variety of ways in health care field.
(1) Hospitals and doctors use computers and mobile 
devices to maintain and access patient records.
(2) Computers monitor patients’ vital signs like heart beat, 
lungs activity etc. in hospitals.
(3) Computer and computerized devices assist doctors, 
nurses and technician with medicals tests.
(4) Doctors use the web and medical software to assist with 

17



What is telesurgery?

What is CAM and how it is useful in manufacturing?

What is publishing and also name softwares used in 
publishing?

Write down a short note on use of computer in travelling.10

9

7

8

researching.
(5) Doctors use e-mail to correspond with patients.

Through telemedicine, two or more doctors can 

communicate and discuss a disease over a longer distance 

in separate rooms. For example, a doctor at one location 

can have a conference with a doctor at another location to 

discuss a bone X-ray.

In developed countries, robot assisted surgery is also in 

practice. it’s called telesurgery or remote surgery. 

What is telemedicine?6

Computer-aided manufacturing (CAM) refers to the use of 

computers to assist with manufacturing process. Industries 

use CAM to reduce product development costs, shorten a 

product’s time to market etc.

Publishing is the process of making books, magazines, 

newspaper, music, videos etc. Some special softwares are 

available like Microsoft Word to compose documents, 

Adobe Photoshop to edit pictures and Adobe Premier to edit 

videos etc.

Travelling has become a safer and easier job through 
computers. Now you can make bookings and reservations 
online by your credit cards. Several websites are present 

18
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which provide up-to-date information regarding affordable 
travelling packages, dream destinations and resorts.

Encircle the correct options:

Computer has changed society today as much as the 

_________ revolution changed society.

(a) (b)   medical     industrial  

(c) (d)  science     social

In universities  screens are used to deliver lectures._________

(a) (b)   LCD      monitor   

(c) (d)   laptop     multimedia

_________ often use online investing to buy and sell stocks 

and bonds.

(a) (b) Investors     Brokers  

(c) (d) Bankers      Doctors

Offices have become  with computer’s  assistance. ________

(a) (b) efficient     fast    

(c) (d) up-to-date    all of above

Doctors use  to correspond with patients. _________

(a) (b) letters      fax   

(c) (d) e-mail      websites

Through  two or more doctors can communicate  _________

and discuss a disease.

(a) (b) telephone    telemedicine

( c ) (d) telepathy     telesurgery

1

2

3

4

5

6

P

P

P

P

P

P
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All branches of science use computers to assist them with 

_________  data. 

(a) (b) collecting    analyzing 

( c) (d) modeling     all of above

_________ is the process of making works available to        

the public.

(a) (b)  Publishing    Copying 

(c) (d) Copyright    Processing

CAM is used by a variety of industries, including _________

(a) (b)  oil drilling.     power generation.

(c) (d) book binding.    both  a & b. 

You can also get  through computer while _________

travelling.

(a) (b) directions    instructions 

(c) (d) help      support

9

8

10

7

P

P

P

P

Match the columns:

Education

Finance

Government

Health Care

Science

Publishing

Manufacturing

Travelling

file taxes

online banking

telemedicine

research

CAM

directions

online degree program

downloading

A B



21

Work for fun:

Draw a table to showing applications of computer.

Make a chart to showing applications of computer through 

drawing and hang it in your classroom.

Fill in the blanks:

Computer has brought revolution in every field from 

education to manufacturing .  

Some use finance software to balance checkbooks, pay bill, 

track personal income and expenses manage investment 

and evaluate financial plans.

Recently, in Elections 2013 voter’s registration facility is  

available on website of Election Commission of Pakistan.

Surgeons implant computerized  devices such as 

pacemakers, that allow patients to live longer.

Astronauts use computers to communicate within space for   

help and providing information. 

1

2

3

4

5

Draw a picture of a computer:
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 We have already learnt some components of system unit 

including motherboard, processor, control unit and arithmetic 

logic unit in previous classes. We shall study about expansion 

slots, adapter card, ports connectors and busses.

 System unit is like a brain of computer. It stores data and 

issues instructions to process data. We have already studied 

about processor in detail. Let us study mother board in detail.

 Motherboard:

 A motherboard is also called system 

board and contain expansion slots and 

The Components of System UnitThe Components of System UnitThe Components of System Unit
Unit

2

� � �� �

�
�� ���� �� � � �َ �  � ��ں � � �� � � �ں �ل ��ر �رڈ، �و�، �ول �� اور ار � ����� ���� ��� ��� ��ز اور �� � �� �� ���� � �ٹ ، اڈا� �رڈ، �ر�  �� � �رے � � � �ھ � �۔ � ا

�۔

 � �� �� � د�غ � �ح � � ڈ� � �ظ �� � اور ڈ� � �و� �� � � �ا�ت د� 

�۔ � � � � �و� � �رے � � � �� � ��۔ ٓا� � �ر �رڈ � � �� �� �۔

�� �������� � � �� اور اڈا� �رڈ �� �ر �رڈ: �ر �رڈ � � �رڈ � � � اور � ا

ر� �۔
What is Expansion slot?

 An expansion slot is a socket on the motherboard that can 

hold an adapter card. �� �������� � � �ٹ �ر �رڈ � ��د ا� �� � � � اڈا� �رڈ ڈا� �� �۔��   ا
�� �������� � � �ٹ � �؟ �� ا
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What is Peripheral?

 A peripheral is a device that connects  to 

the system unit and is controlled by the 

processor in the computer. Example of 

peripherals are modems, disk drives, printers, 

etc.

 Sometimes, all functionality is built in the 

adapter card. With others, a cable connects 

the adapter card to a device, such as a 

digital video camera outside the system unit.

 Some motherboards include all necessary 

capabilities and do not need adapter cards. While others may 

require adapter cards to provide capabilities such as sound and 

video.

 A  raises the sound sound card

generating capacity of a personal 

computer by allowing sound to be input 

through a microphone and output through 

external speakers or headphones.

What is adapter card?

 An adapter card is a circuit board that enhances functions 

of a component of the system unit and provides connections to 

the peripherals. It is also called an expansion card.

��اڈا� �رڈ � �؟   اڈا� �رڈ ا� �� �رڈ � � � �� � � � � ا�ل � ا�� �� � اور �ى  �������� � � �رڈ � � �۔�� �ل � � �ا� �� �۔ ا� ا
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 A  converts computer output into a  video card

video signal that travels through a cable to the 

monitor. It is also called graphic card. 

 There are many types of adapter cards 

having their specific functions. The Types of 

adapter card are shown in table.

�ى �ل � �؟ �ى �ل ا� ڈ�ا� � � �� � � �� � اور �� � �و� � ذر� ا� 

�ول � �� � �ڈ�، ڈ� ڈرا�ز، �� و�ہ �ى �ل � �� �۔

 � او�ت �م �� اڈا� �رڈ � �� �� �۔  دو�وں � ا� � اڈا� �رڈ � ا� ڈ�ا� � 

 �� �۔ �ڑ� � � �ح � �� � �� ا� ڈ�  و�� �ا �ڑا

 ز ٓاوا  � �ر �رڈ �م �ورى �� ر� � اور ا� اڈا� �رڈ � �ورت � ��۔ � دو�وں �� 

اور و�� � �ح � �� �� �� � � اڈا� �رڈ � �ورت � � �۔

ٓأوٹ � �� �   ��� ٔو� �رڈ ا� ��و �ن � ��ٔو� دا� � � اور �ر� ا�وں � � ��   ا� ��

 ز�ا �� � �� � ��� �۔ ٓاوا � ا� �� �� �� 

ٓأوٹ � � و�� � � �� � د� � � ا� � � ذر� �� � ��   ا� و�� �رڈ ���� 

�۔ ا� �ا� �رڈ � � �۔ 

 اڈا� �رڈ � � � ا�م � � � �ص ا�ل �۔ اڈا� �رڈ � ا�م � � د�� � �۔

Disk controller

Adapter Card

connects disk drives.

Types of adapter cards.

Purpose

ڈ� �و� ڈ� ڈرا�ز � �ڑ� �۔

HDTV tuner 
allows viewing of HDTV 

broadcasts on the monitor. 
ا� ڈى � وى ��

�� � ا� ڈى � وى � ��ت د�� �۔
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MIDI 

Modem

Network

PC to TV 

converter

Sound

TV tuner

connects musical instruments. 

connects other computers 
through telephone or cable
television lines.

connects other computers 

and peripherals.

connects a television. 

connects speakers or a 

microphone. 

allows viewing of TV 

channels on monitor.

USB 2.0
connects to USB 2.0 devices.

Video connects a monitor. 

Video capture connects a video camera.

ٓا� ٓا� ڈ�ى  ا�� 
ٓا�ت � �ڑ� �۔  ��  ��

�ڈ�

� �ن � � � � وژن �� � ذر� د� ��وں � را� �� �� �۔

� ورك

د� ��وں  اور �ى � � را� �� �� �۔

� � � � وى
�ر� � وژن � �ڑ� �۔

ا� ���و �ن � را� �� �� �۔

ٔو� ��

�  وى ��

�� � � وى � � د�� �۔

 � ا� � �2.0 �ڑ� �۔

و��
�� � را� �� �� �۔

� �� ������ و��  ا� و�� �ا � �ڑ� �۔

�2.0 ا� �
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 Ports:

 A port is the point at which a peripheral attaches to or 

communicates with a system unit. The peripheral can send data 

to or receive information from computer in this way.

 An external device, for example, keyboard, monitor, 

printer, mouse and microphone, often attaches by a cable to a 

port on the system unit.  is reffered as audio and video ports Jack

sometimes. The front and back of system unit has many ports. 

 There are many types of ports depending upon the devices 

they attach with.

�ر�: �رٹ ا� � � �ں � �ى �ل ا� � �� � �� � �� � � ر� �ا �� �۔ �ى 

�ل اس �� � �� � ڈ� � � � � ��ت �� � � �۔

 �ل � �ر � �و� ڈ�ا� � � �رڈ، ��،  ��، ��ٔوس اور ��و �ن � �� � ��د ا� �رٹ 

ٓاڈ� اور و�� �رٹ � �ر � � � �� �۔ �  � � � ذر� �ے �� �۔ � � � او��ت 

�� � �� وا� اور � � � � � �ر� �� �۔
��

 ن� �� �ر� � � � ا�م �۔  � ڈ�ا�� � �� �ر� � �� � ا

Types of Ports: 

Audio in

Composite video in    Digital video

Cable TV



Interface (DVI)      Headphones

Keyboard      Microphone

Monitor       Mouse

Network       Serial

Telephone line in     USB

Speaker       Fire Wire

HDMI port      eSATA port

Printer

27
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 Serial Ports:

 A serial port is a type of interface 
that connects a device to the system 
unit by transmitting data one bit at a 
time. Bit is a sub unit of byte (the storage unit). There are eight bits 
in one byte. It consists of binary digits 0 and 1.

 They usually connect devices that do not require fast data 
transmission rates, such as a mouse, keyboard or modem.

 Example of serial port is COM port. 

 (Short for communications port)

�� �رٹ: �� �رٹ ا� � � ا� � � � ا� و� � ا� � ڈ� � � � � �� � 
� �� ٓا� � �� �۔ � �� �  �� ِڈ�ا� � �ڑ� �۔ � ، �� (ا�ر� ��) � ذ� �� �۔ ا� ��  ِ

ا�اد 0اور �1 � �� �۔
��

 نڈ�ا�� � �� � �� � � ڈ� �ا� � � �ح � �ورت � �� �   � �� ا

ٔوس، � �رڈ � �ڈ�۔( �� �رٹ � �ل �COMرٹ �) �ح ا� ��

 Parallel Ports:
 Unlike a serial port, a parallel port 

is an interface that connects devices by 

transferring more than one bit at a time.

 Some printers can connect to the system unit by using a 

parallel port.

�ا� �رٹ: �� �رٹ � �� �ا� �رٹ ا� ا� � � � ا� و� � ا� � � زا� ڈ� � 
��

� � ڈ�ا�� � را� �� �� �۔

 � �� ز � �ا� �رٹ ا�ل �� �� � �� � � � � �۔
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 FireWire Ports:

 FireWire port is similar to a USB port. It  

can also connect multiple types of devices    

that requires faster data transmission  

speeds,such as digital video cameras, digital 

VCRs, color printers, scanners and DVD drives to a single 

connector. It allows you to connect upto 63 devices together. 

 USB Ports:
 A USB port stands for Universal Serial 

Bus port. It can connect upto 127 different 

peripherals together with a single connector. 

e.g. Mouse, printer, digital camera, scanner 

speakers, portable media player, CD, DVD, 

smart phone, PDA, game console and 

removable hard disk. 

 Personal computers usually have six to 

eight USB ports on the front or back of the 

system unit. The latest version of USB is called 

USB 2.0. It is more faster and advanced than 

USB with 40 times higher speed.
�� ������ � � 127 �� � �� � ا� � �ر�: � ا� � �رٹ ��ر� �� � �رٹ � � �۔ � ا� 

ٔوس، ��، ڈ� �ا، ا�، ا�ز، �رٹ ا� �� �، � ڈى، ڈى وى  �ى �� � � � �۔ � ��

ڈى، ا�رٹ �ن، � ڈى اے، � �� اور ر�و ا� �رڈ ڈ�۔

 �� ��ز  �م �ر � � �� � �� وا� � � � �  � �� ٓا� � ا� � �ر� ر� �۔ � ا� � 

�رٹ � �زہ �� ورژن � ا� � 2.0 �۔ � 40 � ز�دہ ر�ر � �� � ا� � � ز�دہ � اور �� �۔
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 Special Purpose Ports:
 Five special purpose ports are MIDI, 

eSATA, SCSI, IrDA and Bluetooth. These ports 

are not present in every computer. Let us have a 

look on MIDI and eSATA ports.

 A latest version of fire wire is Fire Wire 

800, it is advanced. You can also use FireWire 

hub like USB hub to connect multiple devices 

to a single FireWire port.

 In general, FireWire has replaced audio, 

parallel and SCSI ports and USB ports have replaced mouse, 

keyboard, serial, audio, parallel and SCSI ports.
��

��وا�  �ر�:  �� وا� �رٹ � ا� � �رٹ � �ح �۔ � ا� � ز�دہ ڈ�ا�� � ڈ� � �� � � � 

ٓار، ر� ��ز، ا�ز اور ڈى وى ڈى ڈرا�ز  �  ر�ر � �ورت �� � � � ڈ� و�� �ا ، ڈ� وى �� 
�� �� ٓاپ 63 ڈ�ا�� � � � � �۔������  �� �� � � � � �۔ اس  ا� 

��
ٓاپ � � ڈ�ا�� � ا� �� وا� �رٹ   �� وا� � �� ورژن �� وا� 800 �۔ � ا�ٰ� در� � ��۔ 

� � �� � � �� وا� � � � ا� � �رٹ � �ح � ا�ل � � �۔

ٔوس، �  �� ٓا� � � � � � اور � ا� � �رٹ � �� ٓاڈ�، �ا� اور ا� � ا  ��  �م �ر � �� وا� 

ٓا� �رٹ � � � � �۔  �� ٓاڈ�، �ا� اور ا� � ا  ، �� �رڈ، �

  ،MIDI ا�ل �� وا� �ر�: �� �� � � ا�ل �� وا� �� �ر� � � �� ��

IrDA       ،SCSI   ،eSATA   اور      Bluetooth �۔ � �ر� � �� � ��د � ���۔ ٓا� MIDI اور 

e SATA � ا� � ڈا�۔

 MIDI Ports:
 A special type of serial port that connects the system unit to 

a musical instrument, such as an electronic keyboard, is called a 
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eSATA �رٹ: eSATA �رٹ ا�� �� ا�وا� ��� ا� �رٹ � � �۔ اس � ذر� 

� ڈ� � � ر�ر � � � �  � �� ٓاپ �ر� SATA �رڈ ڈ� � �� � � �� �۔ eSATA �رڈ ڈ �

�� � �� � � و� � �ر �۔ eSATA � �� � � ا� � � �� وا� �رٹ � � �ر� �رڈ ڈ

ڈ� � �� � � � � � � ا� � �ا� �� �۔

 Connectors:
 A connector joins a cable to a port. A connector 

at one end of a cable attaches to a port on the system 

unit and a connector at the other end of the cable 

attaches to a port on the peripheral.

 Connectors and ports are opposite to each 

other. For example, if port has holes in it, a connector 

consists of pins to fill in the holes.

MIDI port. MIDI short for Musical Instrument Digital Interface.

ٓا� � � ا� ا�و� � �رڈ �   �� MIDI �ر�: ا� �ص � � �� �رٹ � � �� � �� 

� �� �۔ MIDI �رٹ �� �۔

 MIDI �ز�  ا�و� ڈ� ا� � � � � �۔

 eSATA Port:
 An eSATA port is short for External Serial 

Advanced Technology Attachment port. It 

allows you to connect external SATA hard disk 

to a computer. eSATA hard disks are popular 

due to their fast data transmission speed. 

eSATA connections provide upto six times faster data 

transmission speeds than external hard disks attached to a 

computer’s USB or FrieWire port.
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 Buses are used to transfer bits: 

 from input devices to memory. 

 from memory to processor. 

 from the processor to memory.  

 from memory to output or storage devices.

 Busses:

 A computer processes and stores data as a series of 

electronic bits. These bits transfer internally within the circuitry of 

the computer along electrical channels. Each channel is called a 

bus. It allows the various devices both inside and attached to the 

system unit to communicate with each other. Just like vehicles 

travel on a highway to move from one location to another, bits 

also travel on a bus.

� �� ��� ���� ���� �� � � ا� �ے � � �� � ��د �� �� ا� � � ا� �رٹ � �ڑ� �۔ ا�    
�� ��ز:������

�� �� �ى �ل � ا� �رٹ � ������ ا� �رٹ � �ا �� � اور ا� � � دو�ے �ے � ��د ا� 

� �� �۔ 
�� ��ز اور �ر� ا� دو�ے � �د �� �۔ �ل � �ر � ا� �رٹ � �راخ �ں � ������  

�� �� ��ں � � �� �۔������ �را�ں � �� � � 

 �� ا�ا� � � �� � �ر � ڈ� � �و� اور ذ�ہ �� �۔ � � ا�� � � �� 
� �:��

��
�� �� � �� � ا�رو� �ر � � �� �۔ � � ا� � �� �۔ � دو�ں � � ڈ�ا�� 

ا�رو� اور � �� � �، � ا� دو�ے � را� � ر� �۔ ا� � � دو�ى � �� � � 

�� وے � � �� �� �ڑ�ں � �ح � � � � � �� �۔
�  �� � � � �� � � ا�ل �� �۔�
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��
 ن� ڈ�ا�� � �رى �  �رى � �و� �  ا

��
ٔوٹ � � ا�ر� ڈ�ا�� � ٓا  ���  �و� � �رى �   �رى 

 Buses consist of two ports: 

 A data bus.

 The data bus is used to transfer actual data.

 An address bus.

 The address bus is used to transfer information about where 

the data should be placed in memory.

1

2

� �� دو �ر� � � �� �:�

ڈ� �: ڈ� � ا� ڈ� � �� � � ا�ل �� �۔

ا�ر� �: ا�ر� � � � ��ت � �� � � ا�ل � �� � � �رى � � � � ڈ� � ر� 

��۔
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Address Bus

Control Bus

 Bus Width:

 The size of bus is called bus width. It determines the number of 

bits that the computer can transmit at one time, For example, a 32-
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bit bus can transmit 32 bits (4 bytes) at a time. On a 64-bit bus, 

bits transmit from one location to another 64 bits (8 bytes) at a 

time.

 The larger the number of bits handle by the bus, the faster 

the computer transfers data. 

� �  �ڑا�:  � � �� �  � �ڑا� �� �۔ � � � �اد � � �� � � �� ا� و� � � � � 

�۔ �ل � �ر � ا� 32 � � ا� و� � 32 �( 4 ��) � � � �۔ 64 � � � ا� و� 

� ا� � � دو�ى � 64 � (8 ��) � �� �۔

 � �� � � �ى �اد ر� �۔ �� ا� � �ى � ڈ� � �� �۔

What is expansion slot?

What is adapter card?

What is peripheral?

Answers the following questions:

1

2

3

ACTIVITIES

An expansion slot is a socket on the motherboard that can 

hold an adapter card.

An adapter card is a circuit board that enhances functions of a 

component of the system unit and provides connections to the 

peripherals. It is also called an expansion card.

A peripheral is a device that connects  to the system unit and is 

controlled by the processor in the computer. Example of 

peripherals are modems, disk drives, printers, etc.

What is difference between sound card and video card?4

A sound card raises the sound generating capacity of a 

personal computer by allowing sound to be input through a 



Write down about any five types of adapter cards.

What is difference between serial port and parallel ports?

5

6

microphone and output through external speakers or 

headphones whereas.  A video card converts computer 

output into a video signal that travels through a cable to the 

monitor. It is also called graphic card. 

There are many types of adapter cards having their specific 

functions. The types of adapter card are shown in table.

Adapter Card

Types of adapter cards.

Purpose

connects disk drives.

allows viewing of HDTV 

broadcasts on the monitor. 

connects musical instruments. 

connects other computers 
through telephone, cable or
television lines.

connects other computers 

and peripherals.

Disk controller

HDTV tuner 

MIDI 

Modem

Network

A serial port is a type of interface that connects a device to the 

system unit by transmitting data one bit at a time. Unlike a 

serial port, a parallel port is an interface that connects devices 

by transferring more than one bit at a time.

35
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Write a note on FireWire ports.7

FireWire port is similar to a USB port. It  can also connect 

multiple types of devices    that requires faster data 

transmission  speeds,such as digital video cameras, digital 

VCRs, color printers, scanners and DVD drives to a single 

connector. It allows you to connect upto 63 devices together. 

A latest version of fire wire is Fire Wire 800.

Write a note on MIDI port.8

A special type of serial port that connects the system unit to a 

musical instrument, such as an electronic keyboard, is called a 

MIDI port. MIDI short for Musical Instrument Digital Interface.

What is connector?9

A connector joins a cable to a port. A connector at one end of 

a cable attaches to a port on the system unit and a connector 

at the other end of the cable attaches to a port on the 

peripheral.

What is bus and how do bits travel in computer?10

A computer processes and stores data as a series of electronic 

bits. These bits transfer internally within the circuitry of the 

computer along electrical channels. Each channel is called a 

bus. It allows the devices various both inside and attached to 

the system unit to communicate with each other.
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A video card is also called  .___________

(a) (b) graphic card     play card  

(c) (c) sound card    game card

   is refered as audio and video ports sometimes. ___________

(a) (b ) Serial      Parallel

(c) (d) Portal      Jack

Example of serial port is   prot.  ___________

(a) (b) AMB      COM   

(c) (d) ABC      MCO 

There are   bits in one byte. ___________ 

(a) (b) seven      nine   

(c) (d) eight     ten

USB port can connect upto   different   ___________

peripherals together with a single connector.

(a) (b) 125      126  

(c) (d) 127      128

You can also use   like USB hub to connect   ___________

multiple devices to a single FireWire port.

(a) (b) FireWire portal    FireWire hub 

(c) (d)  FireWire magic    FireWire mix

Special purpose port/s is/are.

(a) (b) MIDI     eSATA  

(c) (d) Bluetooth     All of above

eSATA connections provide upto   times  ___________

faster data transmission speeds.

(a) (b) five       six   

(c) (d) seven      eight

Encircle the correct options:

1

2

3

4

5

6

P

P

P

P

P

P

7

8

P

P



38

Buses consist of .  ___________

(a) (b)  data bus      address bus

(c) (d) both a & b    filter bus

The size of bus is called .___________

(a) (b) bus width     bus length 

( c) (d) bus height    bus volume

9

10
P

P

COM port Communication Port

USB port  Universal Serial Bus Port

MIDI port  Musical Instrument Digital Interface Port

eSATA port External Serial Advanced Technology

   Attachment Port

Provide the full forms:

1

2

3

4

Disk Controller Connects disk drives

MIDI  Connects Musical Instruments

Network  Connects other computers and peripherals

Sound  Connects speakers or a microphone.

TV Tuner  allows viewing of TV channels on monitor.

Provide the purpose of following adapter cards:

1

2

3

4

5
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Match the columns:

A B

Motherboard

Port

Connector

Bus

Byte

Video Card

Adapter Card

Special Purpose Port

Channel

Graphic card

Opposite of port

Interface (DVI)

bluetooth

System board

USB 2.0

8 bits

Write the name of ports:

Audio in Speaker Composit Video in

keyboard

Headphone

telephone line in Mouse

Microphone Monitor
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 Customizing the Desktop:

 Desktop is important and foremost display of any computer. 

It has desktop background, theme, screen saver etc.

 Let us see how to set the theme on desktop.

 We have already studied about Desktop and its 

components. Now we shall study how to customize it.

Customizing the Desktop and the CursorCustomizing the Desktop and the CursorCustomizing the Desktop and the Cursor
Unit

3

ڈ� �پ اور �� � ا� �� � �� ��

� ڈ� �پ اور اس � �ں � �رے � � �ھ � �۔ اب � �� �� � � ا� � ا� �� 

� �� �� � � �۔

ڈ� �پ � ا� �� � �� ��: ڈ� �پ � � �� � ا� اور � ڈ� �۔ اس � ڈ� �پ � � 

��أو� ، �، ا�� � و�ہ ��د �� �۔

ٓا� د� � � ڈ� �پ � � � � � �� �۔ �
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Follow these steps to set the theme:

 Right click at an empty area on the 

 desktop. A menu appears.

 Click on .Personalize

 There are four types of themes 

available including ,  My theme Aero

Them Installed Themes Basic and ,  and 

High Contrast Theme.

 Choose the one from the above mentioned themes by 

 clicking on it.

 It will get applied within a few seconds.

1

2

3

4

5

 Setting the theme:

 The desktop theme is the overall view of the desktop.           

A theme determines the various graphic elements on your 

desktop like text, colours, fonts, icon, background and screen 

saver pictures.

ٓاپ �  ڈ� �پ � ��د � �ا�   �� � � ��:  ڈ� �پ � � ڈ� �پ � �� � �� �۔ 
�
�� �، � � اور ا�� �ر � �� � � �� �۔��� ٓا  ،�� �� � �، ر� �
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 Choosing a Wallpaper:
 Wallpaper is a picture displayed on desktop. It’s like a 

desktop background. Though, wallpaper is also selected and 

applied along with theme. But you can customize it by following 

these steps.

� � �� � � � ا�ا�ت ��: 

 ر��۔  ڈ� �پ � �� � � ��ٔوس � دا�ں � د��، ا� �� ؍ � �دا

� Personalize � � ��۔ �
� �� �� �� �� �� �� ا ور �� �ا� � �� �۔� �� ��د �� � � � �� � ، ا�و �، ا��  � �ر � � 

�� �� � � � ا� � � � � اس � � ��۔����  �ر� �� 

 ا� � �وں � � د� �� �۔

1

2

3

4

5

��أو� � ��   ل� ڈ� �پ � د�� د� وا� ا� �� �۔ � ڈ� �پ �    ل� � ا�ب ��:  وا وا

ٓاپ �ر� ذ� ا�ا�ت � � ا� ا�   ��  ل� � � � �� � � � اور �� �� �۔  �۔  ا�� وا

�� � �� �� � � �۔

 Right-click at an empty area on the desktop. A menu 

 appears.

 Click on .personalize

 Click on .Desktop background

1

2

3
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Center:  It adjusts the desktop background 

  in center.

Tile:  It adjusts the image as adjacent tiles   

on the desktop.

Stretch:  It spreads the background image on the whole 

desktop area.

Fit:   It fits the background image according to its size. 

 Fill:   It fills the whole space of desktop with image.

 You can also choose  option from here. It enables Shuffle

 desktop images to change after set period of time.

 You can also change duration of  by choosing time shuffle

 from :change picture every

 After making changes, click on .Save changes

 Now click on        button to close the window.

5

6

7

8

��أو� ا� � �رے ڈ� �پ � � د� �۔  � �  :�

��: � ڈ� �پ � � ��ں � �ح � ا� ا�� �� �۔

 ر��۔  ڈ� �پ � �� � � ��ٔوس � دا�ں � د��۔ا� ��  �دا

 Personalize � � ��۔

 Desktop background � � ��۔

1

2

3

 You can select the position of wallpaper from 4

 ز� � � �۔  ل� � ا�ا ٓاپ �ر� ذ� � � وا  � 4
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Setting a picture as your Wallpaper:

 Follow these steps to choose and set the picture as 

wallpaper. You can set your picture, family and friends 

photograph as your wallpaper.

 Go to location where picture is stored.

 Double click on picture to view it.

 Right click on it. A menu appears.

1

2

3

��أو� ا� � �رے ڈ� �پ � � د� �۔  � �  :��

��أو� ا� � اس � �� � �� � �� �۔  � � :�

�:  � ڈ� �پ � �رى � � ا� � � د� �۔

ٓا� � � ا�ب � � �۔ � ڈ� �پ ا� � �ر   �� ٓاپ �ں � Shuffle؍ � � �� وا  �

� � و� � � � � د� �۔

ٓا� � ا� �� �� � دورا� � �ل � �۔  ��  change picture every ٓاپ  �

 ��ں � �  save changes � � ��۔

 اب و�و � � �� � �         � � ��۔

5

6

7

8

 Click Set as Desktop Background.

 The picture will be displayed as wallpaper.

4
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 Setting a Screen Saver:

 Screen Saver is either a static or motion picture set on a 

desktop for a specified period of time. It appears when you do 

not use mouse or keyboard and computer is static for a fixed 

time. You can set time for this from control panel.

 Follow these steps to set screen saver:

 Right click at an empty area on the 

 desktop. A menu appears.

 Click on .personalize

 Click on . A dialog box screen saver

 appears.

1

2

3

 ل� � �ر � � اور � �� � � �ر�   ل� ��ر � �� د�: ا� �� � وا ا� �� � وا

 ور دو�ں � ��� � � � �۔  نا  ل� � �ر � ا� ��، ��ا ٓاپ وا ذ� ا�ا�ت ���۔ 

ٓاپ � �� �ظ � و�ں � ��۔ �� � د� � � اس � دو�رہ � ��۔  ��ں 

 ر��۔  اس � دا�ں � د��۔ ا� �� �دا

 �Set as   Desktop background � ��۔

 ے�۔  ل� � �ر � د�� د  �� وا

12

3

4
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ا�� �ر � � ��:  ا�� �ر �� � �� �� �� �� �  � ڈ� �پ � ا� �ص �ت � 

ٓاپ ��ٔوس � � �رڈ ا�ل � �� اور �� ا� �ص   ��  ر�� �  � � �� �۔ � اس و� �دا

ٓاپ �ول � � اس � � و� � � � �۔ و� � � �� �� ��۔ 

ا�� �ر � � �� � � � ا�ا�ت ��: 

 ر��۔  ڈ� �پ � �� � � � ��۔ ا� �� �دا

 Personalize � � ��۔

 ر��۔  ا�� �ر � � ��۔ ا� ڈا�گ � �دا

 Choose any screen saver among the following:

 3D Text

 Blank

 Mistify

 Ribbons

 Bubbles

4

1

2

3
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 �ر� ذ� � � � ا�� �ر � ا�ب ��۔
� �� ����� ��� �����    � �  �ى ڈى  �    

� ���� ���  ر�    

 و� � � ا�� �ر � �� �� � � و� � ��۔

 � ��ں �� � � � � � � ��۔

 Apply � � ��۔ � � �� �۔

 اب ڈا�گ � � � ��۔

 Set the time for screen saver to appear in the .Wait box

 After making these changes, go for .preview

 Click on . It will get applied.Apply

 Now Close the dialog box.8

5

6

7

8

5

6

7

4
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Changing the Screen Resolution:

You can change the screen resolution by

 following these steps:

 Right click on empty area of Desktop. 

 A menu appear.

 Click on Personalize.

 Click on Display.

 Click on Adjust resolution.

 It has three options to 

 customize

 Display

 Resolution

 Orientation

 You can change the 

orientation of desktop into 

one of them

 Landscape

 Portrait

 Landscape (flipped)

 Portrait (flipped)

 You can set the bar of resolution through 800  x  600 - 1440 

x 900, 800  x  600 is the lowest level and 1440 x 900 is the 

highest level and recommended too.

 Click on Apply.

 Close the window.

1

2

3

4

5

6

7

8

9
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 نا�ا�ت � � � � ا�� ر�و�� � �� � � �۔  ٓاپ ا ا�� ر�و �� � �� ��:�

 ر��۔  ڈ� �پ � �� � � ��ٔوس � دا�ں � د��۔ا� �� �دا

 Personalize � � ��۔

 Display � � ��۔

 Adjust Resolution � � ��۔

ٓا� ر� �۔  ��  � ا� �� � �� �� � � 

 ڈ�  ر�و��  اورى ا�

ٓاپ ڈ� �پ � اورى ا�  � � � ا� � �� � � �۔  �
� �

� �� �� � � �(�� ��)  �ر�� (  � ا�  �ر��  � ا� (

 � � �800x600 800  � ذر� ر�و�� � �ر � � � �۔x600-1440x900 ٓاپ  �

� � اور 1440x900 � � او� � � اور �� �دہ � ۔

 Apply � � ��۔    Window � � ��۔

1

2

3

4

5

6

7

89

 How to change Window Color?

 Follow these steps:

 Right-click on an empty area of desktop. 

 A menu appears.

 Click on personalize.

 Click on Window Color.

 Click on any one color out of following.

1

2

3

4

 نا�ا�ت � � ��: و�و � ر� � �� �� �: ا

 ر��۔ 1 ڈ� �پ � �� � � ��ٔوس � دا�ں � د��۔ا� �� �دا
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 Personalize � � ��۔

 Window color � � ��۔

 �ر� ذ� � � �  � ا� ر� � � ��۔

2

3

4

 You can also apply transparency by checking in 

 Enable transparency.  

 You can also bright or lighten the colour by moving the mark

 on seek bar.

 Click on Show color mixer for advanced setting like hue,

 saturation and brightness. Move the seek bar according to

  requirement. 

 After changing and applying setting click on .Save changes

5

6

7

8
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 You hear different kind of sound opening a program, for 

detecting some error and for new mail notification. These sounds 

are specialized audio clips already installed in a system. But you  

can change the theme of these sound clips. 

Follow these steps:

 Click on an empty area of desktop. A menu appears.

 Click on .Personalize

1

2

ٓاپ Enable transparency � � � � �� � � ا�ق � � �۔  �

 ے� ر� � رو� � � � � � �۔ ٓاپ � �ر � ��د  �ن � �� د  �

 ا�ٰ� در� � � � � Hue، �� اور � � � � � � � � ��۔ �ورت � �� 

� �ر � �� د�۔

 � � �� ��  اور ا�� �� � � save changes � � ��۔

5

6

7

8
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 Click on Sound. A pop up window appears.

 The default sound varies according to system. But you can 

 choose different sound from Sound Scheme.

 Click on drop down menu icon. It will display a list.

 Choose any sound scheme which suits you.

 You can also test the sounds.

 After choosing sound scheme click on any program event 

 and click on test.

 After testing it, click Apply change will apply on system.

3

4

5

6

7

8

9

 ز� �� �� �؟ ٓاوا و�و �� 

ٓاواز� � �۔   م� ��، � � � � �� اور � � � �� � � � ��  ٓاپ ا� �و�ا  �

� ��� ��� � � � �� � � �۔�  ن��ٔو�  �� ٓاپ ا � �۔  ٓاڈ�  ٓاواز� ا� � � � � ا�ل ��ص   ��

 نا�ا�ت � � ��۔  ا

 ر� �۔ 1 ڈ� � � �� � � � ��۔ ا� � �دا
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  �Personalize � ��۔

 ر��۔ ٔو� � � ��۔ ا� �پ اپ و�و �دا �� 

�� ٓاپ ��ٔو� � �  � ��ٔو� � � � �۔  ڈ�� ��ٔو� � � �� �� � � �۔ 
�
�� � � � ��، � ا� � �� �ے �۔��� ٓا  �� ٔون �   ڈراپ �ڈا

ٓاپ � � �زوں �ں۔  � ��ٔو� � � � �� �� 

ٓاپ ��ٔو� � ��ہ � � � �۔  �

 م� � �� اور � � � ��۔ ٔو� � � � �� � � � � �و�ا �� 

 اس � � � � � � Apply � � ��  � �� � �� �۔

2

3

4

5

6

7

8

9

 Changing Desktop Icons:

 Many icons appear on the screen of 

desktop and they are called desktop icons. You 

can change them by following these steps:

 Right click on an empty area of desktop. 

 A menu appears.

 Click on Personalize.

 Click on Change desktop icons. A dialog 

 box  will appear.

1

2

3

� �
� �� �� �� �� � �� � ٓا  ر�� اور � ڈ� ��پ  � �دا ٓا  �� ڈ� �پ � ا�� � � 

�
�� ��� :�� �� � ٓا  �� ڈ� �پ 

 نا�ا�ت � � � � ا� �� � � �۔ ��۔ ٓاپ ا

 ر��۔ ٔوس � دا�ں � د��۔ ا� � �دا  ڈ� �پ � �� �  � ��

 personalize � � ��۔

  ر��۔  Change desktop icons � � ��۔ ا� ڈا�گ �� �دا

1

2

3
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 You can either choose pre-determined 

 setting by clicking on Restore 

 default or change the icons  

 appearing on desktop.

 After making changes click 

 on Apply.

 Now close the dialog box 

 and window.

4

5

6

�� ٓا�  � ٓاپ � � رى ا�ر ڈ�� � � � � � � �ر �دہ �� � � � � � ڈ� �پ � 
��� �� � �� � � �۔����� ٓا  �� وا

 ��ں �� � �  Apply � � ��۔

 اب ڈا�گ � اور و�و � � ��۔

4

5

6

 Customizing the Pointer:

 You can also change the speed and shape of 

mouse pointer by following these steps:

 Right click on an empty area of desktop.       

 A menu will appear.

 Click on Personalize.

1

2
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 Click on Change mouse pointers. 

A dialog  box will appear.

 Click on Pointer tab.

 Choose the shape of pointer from 

 the given shapes.

 Click on apply. It will get changed.

 Click on Pointer Option 

tab.

 You can change the 

speed of pointer from slow to 

fast or vice versa.

 After making changes, 

click on Apply.

4

7

8

9

10

5

6

3

���
ٔوس � �ا�� � ر�ر اور � � �� � �   نا�ا�ت � � � � �� ٓاپ ا   �

���
�ا�� � ا� �� � �� ��:

�۔

 ر��۔  ڈ� �پ � �� � � دا�ں � د��۔ ا� � �دا

 Personalize � � ��۔

 ر��۔  Change Mouse Pointers � � ��۔ ا� ڈا�گ � �دا
���

 �ا�� � � � ��۔
���

 دى � ا�ل � � �ا�� � � � ا�ب ��۔

 apply � � ��۔ � �� � �� �۔

3

1

2

4

5

6
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���
ٓا� � � � ��۔  �ا��� 

���
� ٓاپ �ا�� � ر�ر � � � � � اس � �� � � �۔

 ��ں �� � � Apply � � ��۔

 ڈا�گ � اور و�و � � � د�۔

7

8

9

10

 Setting Desktop Gadgets:
 Desktop gadgets are accessories appearing on the desktop 

like , , ,   etc.Currency Clock Weather Picture Puzzle

Follow these steps to set the gadgets on desktop:

 Right click on an empty area of desktop. 

 A menu will appear.

 Click on .Gadgets

 Double click on given gadgets to set 

 on desktop. They provide quick access.

 For example, , ,  show weather Weather Clock Calender

 details, time and day respectively.

 After making settings, close the dialog box.

1

2

3

4

5
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� ٓا� وا� �� ا� � ��، �ك، �� �����  �� � ڈ� �پ �   ڈ� �پ 
� �����:�� � � � ڈ� �پ � 

اور � �ل و�ہ �۔
�  نا�ا�ت � � ��:����� � � � ��� � ا  ڈ� �پ � 

ٔوس � دا�ں � د��۔  ڈ� �پ � �� � � ��

 ر��۔  ا� � �دا

 Gadgets � � ��۔
� � ������  ہ�رى ر�� �ا� �  نا�ا�ت � دو�رہ � ��۔ و � � ڈ� �پ � � �� � � ا  د� � 

�� �۔

 �ل � �ر � ��، �ك، �ر، ��� �� � �ت، و� اور دن د�� �۔

 � �� � � ڈا�گ � � � � د�۔

1

2

3

4

5

What is desktop theme?

Define a screen saver.

Answers the following questions:

1

2

ACTIVITIES

The desktop theme is the overall view of the desktop.           

A theme determines the various graphic elements on your 

desktop like text, colours, fonts, icon, background and 

screen saver pictures.

Screen Saver is either a static or motion picture set on a 

desktop for a specified period of time. It appears when you 

do not use mouse or keyboard and computer is static for a 

fixed time. 
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Desktop has .________

(a) (b)theme      desktop background 

(c) (b) both a & b     none of these

________ is a picture displayed on desktop. 

(a) (b) screen saver    wallpaper 

(c) (d) image     theme

What do you mean by resolution?

How do you set a screen saver? Explain the method.

What are desktop gadgets?

3

4

5

Encircle the correct options:

1

2

Resolution is a measure used to describe the sharpness and 

clarity of an image or picture.

 Follow these steps to set screen saver:

(1) Right click at an empty area on the desktop. A menu 

appears.

(2) Click on personalize.

(3) Click on screen saver. A dialog box  appears.

(4) Choose any screen saver among the following:

 3D Text  Blank  Mistify

 Ribbons  Bubbles

(5) Set the time for screen saver to appear in the Wait box.

(6) After making these changes, go for preview.

(7) Click on Apply. It will get applied.

(8) Now Close the dialog box.

Desktop gadgets are accessories appearing on the desktop 

like Currency, Clock, Weather, Picture Puzzle etc.

P

P
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You can position the wallpaper as .________

(a) (b) center     tiles   

(c) (d) fit       all of above

________ is either a static or motion picture.

(a) (b) screen saver    wallpaper

(c) (d)  gadget     theme

You can choose theme of.

(a) (b) My themes     Aero Themes 

(c) (d) both a & b    none of these

You can select screen saver from .________

(a) (b) Ribbon     Misty  

(c) (d) Bubbles      all of above

You can change the orientation of desktop into .________

(a) (b) landscape    angular 

(c) (d) projectile     none of these

You can set the bar of resolution from _____________  

to 1440  x  900.

(a) (b) 800  x  700    800  x  500

(c) (d) 600 x  800    800 x  600

Desktop icon/s is/are.

(a) (b) My computer   Recycle Bin 

(c) (d) both a  &  b    none of these

Desktop gadget/s is/are.

(a) (b) Weather     CPU meter 

(c) (d) Currency     all of above

9

4

5

6

7

8

10

P

3

P

P

P

P

P

P

P
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Lab Activities:

 Set the theme, wallpapers and screen saver and show it 

 to your teacher.

 Set a picture in your computer as the desktop background.

 Change the resolution and brightness of screen.

 Change  the desktop icons.

 Set the desktop gadgets under your teacher’s 

 supervision.

 Perform every lab activity before of students and make  

 sure they follow you properly.

 Discuss desktop gadgets in detail with students.

1

2

3

4

5

Notes for teachers:
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A Guide to Microsoft WordA Guide to Microsoft WordA Guide to Microsoft Word
Unit

4

��و �� ورڈ

 What is Microsoft Word?

 Microsoft Word (MS Word) is word processing software.    

It is used to type text with insertions e.g pictures, tables and 

graphs etc.

 We write letters on paper. It’s like a paper on computer. We 

can type letters, applications, stories, poems etc.

 MS Word is available in different versions like MS Word 

2003, MS Word  2007 and MS Word 2010. MS Word 2010 is a 

latest version. We shall study MS Word 2007 in this chapter.

 Let us understand MS Word 2007 step by step:

��و �� ورڈ � �؟  ��و �� ورڈ (ا� ا� ورڈ) ا� ورڈ �و� �� و� �۔ � �و�، � اور 

 ف� ا�� � �� � �� �� � � ا�ل �� �۔ �ا

 � �� � � � �۔ � �� � ا� �� � �ح �۔ � �ط، در�ا�، ��ں، � و�ہ 

�� � � �۔

 ا� ا� ورڈ � ورژ�  � د�ب �۔ � ا� ا� ورڈ 2003، ا� ا� ورڈ 2007 اور ا� ا� ورڈ 

2010، ا�  ا� ورڈ 2010 �زہ �� ورژن �۔ � اس � � ا� ا� ورڈ 2007 � �� �� �۔

ٓا� � در� �در� ا� ا� ورڈ 2007 � �۔ �

 How to Open MS Word?

 Follow these steps to open MS Word on computer:

 Click the start button.

 Move the cursor to All Programs.

 Move the cursor at Microsoft Office.

1

2

3
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ا� ا� ورڈ � � �� �؟

 نا�ا�ت � � ��۔  �� � ا� ا� ورڈ � �� � � ا

 ا�رٹ � � � ��۔

 �� � All Programs � � ��۔

 ��� Microsoft Office � � � ��۔

1

2

3

4

 Components of the MS Word:

 There are many components in MS Word. These are 

following:

 Quick Access Toolbar   Title Bar

 Office Button     Ribbon Tab Bar

 Scroll Bar     Ruler

 Insertion Point     Zoom Slider     

 View Buttons     Document Window   9

1 2

3 4

5 6

7 8

10

ا� ا� ورڈ � �: ا� ا�  ورڈ � � � � �۔ � �ر� ذ� �:
ٓا� �  ر� � �ر������  � � �ل �ر  �� �ر  1234 �� ا

4 Click on Microsoft Word. It will open in a few moments.
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Quick Access Toolbar   Title Bar      Ribbon Tab Bar  Office Button

Ruler 

     Insertion Point

 Zoom Slider     View Buttons Document Window   

Scroll Bar

 ن�� �ا�  زوم ��ر  ا�ول �ر  رو�  ا

 و� �   ڈا� � و�و

5678

109

 Quick Access Toolbar:

 Quick Access Toolbar gives quick access to options of Save, 

Redo and Undo, etc. We can also customize Quick Access 

Toolbar by clicking on arrow mark. It will show a menu, now 

check or uncheck the available options to customize the Quick 

Access Toolbar.

1

ٓا� � �رى ر�� د� �۔ � ������  �� � �ل �ر Redo, Save اور Undo و�ہ   �� ا
� �ل �ر:������ �� ا

� �ل �ر � ا� �� � �� � � � �۔ � ا� �� �� �ے ������ � � �ن � � � � �� ا
� �ل �ر � ا� �� � �� �� � � د��ب ٓا� � � � � � ��۔������ �،  اب �� ا
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 Title Bar:
 Title bar shows the name/title of document. If document is 

unsaved, it shows title as “Untitled” or “Document” usually.

4

 Office Button:
 Office button is a symbol of MS Office. It shows a menu of 
options like New, Open, Save, Save As, Print, Send and Close 
etc. You can also exit Word through it. It also displays documents 
of MS Word which were used recently. It also enables you to 
access other Words options.

2

 ن�    ند�� �۔ ا� ڈا� � �ظ � � � � �م �ر  � �ا �� �ر: �� �ر ڈا� � � �م؍ �ا

 Document     �  Untitled � �ر � د�� �۔

 Ribbons Tab Bar:
 Ribbons Tab Bar has many separate ribbon tabs like Home, 
Insert, Page Layout, References, Mailing, Review and View.
 Each ribbon shows separate tabs by clicking. Like, Page 
Layout ribbon has options related to page setup e.g Text 
direction, Margins, Orientation, Size, Columns, Page color etc.

3

Send, Print,  � � ٓا� � ا� � �� د�� �� ٓا� � ا� �� �۔ ��   ٓا� � ا� ا ٓا� �:� �

ٓاپ اس � ذر� ا� ا� ورڈ � � � � � �۔ � ا�  Save as, Save, Open, New اور Close و�ہ�۔ 

ٓاپ � ا� ا� ورڈ � دو�ے   نڈا� � � � �� �� �  � � � ل � � ا�ل � � �۔ ��  ا� ورڈ � ا

ٓا� � � ر�� د� �۔ �

�� ٔوٹ، ر���، �، رى و�، � ٓا  ���  ن�ٹ، �  ر� � �ر: ر� �  �ر � � � �ہ ر� � � �م، ا

اور و� �� �۔

�� ٓا� ر� �۔  ٓأوٹ ر� � � �� �    ���   � �� � � ر� �ہ � د�� �  � � 

� �، �، �رے، � �ى، ��، ��، � � ر� و�ہ
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 Scroll Bar:
 Scroll bar is used to move the page up and down.

 Ruler:
 Ruler is used to align text horizontally and vertically.

 Insertion Point: 
 Insertion point is blinking mark on page. It’s the initial point, 

 where the text is added.

 Zoom Slider:
 Zoom slider is used to Zoom in and Zoom out the 

documents.

 View Buttons:
 These buttons allow user to see document in print, web, 

 draft, outline and full screen format.

 Document Window:
 It’s the window showing document.

7

8

9

10

ا�ول �ر: ا�ول �ر � � او� اور � �� د� � � ا�ل �� �۔

رو�: رو� � � ا� �ر � اور �دى �ر � ا� � � �� � � ا�ل �� �۔

 ن�� �ا� � � � �� وا� ؍�� وا� �ن �۔ � ا�ا� � �   ن�� �ا�؍ ا�راج � �: ا ا

�ں � � �� �۔

ٔوٹ �� � � ا�ل �� �۔ ٓا  ناور زو��م  زوم ��ر: زوم ��ر ڈا� � � زوم ا

ٓأوٹ �� اور � ا�� � � � د� � �۔  ن�ں � ذر� �رف ڈا� � � ��، و�، �د�ہ�،  و� �: ا

ڈا� � و�و : � و�و ڈا� � د�� �۔

 Working on MS-Word:
 Basically, it's a text based program. So, we shall start with 
text typing.
 Type a few sentences on MS Word with the help of 
keyboard. Such as:

6

5
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 My name is Ali/Amna.
 I’m in class three.
 I love to operate computer.
 I like Information Technology.
 My teacher guides me to learn computer skills.

ٓا�ز   ��  م�۔ اس � � � �� ��  ا� ا� ورڈ � �م ��: �دى �ر � � � � � ا� �و�ا

�� �۔

 � �رڈ � �د � ا� ا� ورڈ � � � �� ��۔ � �ح: 

 �ا �م ��؍ ٓا� �۔   � �ى �� � �� ؍ �� �ں۔

 � �� �� � �۔   � ا�ر� ��� � �۔

 �ے ا�د �� � �ر� � � �ى ر�� �� �۔

 My name is Ali/Amna.

 I’m in class three.

 I love to operate computer.

 I like Information Technology.

 My teacher guides me to learn computer skills.

 Saving your documents:
 Follow these steps to save document.

Method 1:
 Click on Save button in Quick Access Toolbar.

 You can also press  from keyboard.Ctrl + S

1

2
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 A window will appear asking you to name the document.

 Type the name and select the location where you want 

 to save.

 Click on Save. File will be save.

4

5

3

 نا�ا�ت � � ��۔ ا� ڈا� � � �ظ ��: ڈا� � � �ظ �� � � ا

  :�� �
� �ل �ر � �ظ �� وا� � � � ��۔������  �� ا

ٓاپ � �رڈ � Ctrl+s � د� � �۔  �

 ر� �۔ ٓاپ � ڈا� � � �م �� � � ا� و�و  �دا  �

ٓاپ (ڈا� �) �ظ �� �� �۔  �م �� �� اور � � ا�ب �� ��ں 

 Save � � ��۔ �� �ظ � �� �۔

1

2

4

5

3
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Method 2:

 Click on Office button.

 Click on  option.save as

 Follow the same procedure as explained before in Method 1.

1

2

3

  :2 ��

ٓا� � � � ��۔  �

ٓا� � � ��۔  s�ave as 

 اس �� � � �� � � �� �ر 1 � �ن � � �۔

1

2

3

 Selecting your text:
 There are four types of selections namely word selection, 

paragraph selection, multiple words/ lines selection and whole 

document selection.

 Double click the word for word selection.
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 Click the paragraph thrice for  

paragraph selection.

 Drag the cursor over the text for  

multiple words/lines selection.

 Follow these step to select 

 whole document:

 Click the Home ribbon tab.

 Move the cursor to the Editing 

tool group.

 Click on Select button.

 Click Select All. The whole 

documents will be selected.

    Microsoft Word (MS Word) is word 

processing software. It is used to type text 

with insertions e.g pictures, tables, graphs 

etc.

   We write letters on paper. It’s like a paper 

one computer. We can type letters, 

application, stories, poems etc. 

    Microsoft Word (MS Word) is word 

processing software. It is used to type text 

with insertions e.g pictures, tables, graphs 

etc.

   We write letters on paper. It’s like a paper 

one computer. We can type letters, 

application, stories, poems etc. 

    Microsoft Word (MS Word) is word 

processing software. It is used to type text 

with insertions e.g pictures, tables, graphs 

etc.

   We write letters on paper. It’s like a paper 

on computer.  We can type let ters, 

application, stories, poems etc. 

1

2

3

4

 ف�  ا�ب، ا� � ز�دہ ا�ظ؍ ��ں �  � � � ��: ا�ب � �ر ا�م � � � �ا�ب، �ا�ا

ا�ب اور �رے ڈا� � � ا�ب۔

 � � � �� � � � � دو �ر � ��۔

 ف� � �ر � ��۔  ف� � �� � � �ا �ا  �ا �ا
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 ا� � ز�دہ ا�ظ؍ ��ں � ا�ب � � � � �� � ڈر� ��۔

 نا�ا�ت � � ��: �رے ڈا� � � ا�ب �� � � ا

 �م ر� � � � ��۔

 �� � ا�� �ل �وپ � ��۔

 Select � � � ��۔

 ڈا� � � � �� �۔  Select All � � ��۔ �را

1

2

4

3

 Alignment of text:

 Follow these steps:

 Select the text.

 Click on Home ribbon tab.

 Move the cursor to the paragraph tool group.

 Click any of the following button:

 Aligns the text to the left.

 Aligns the text centerally. 

 Aligns the text to the right.

 Justifies the text.

1

2

3

4

 نا�ا�ت � � ��۔ � � �� ��: ا

 � � � ��۔

 �م ر� � � � ��۔

 ف�ل �وپ � �� ��۔  �ا�ا

 �ر� ذ� � � � � � � ��:

 �� �ف � � � ا� � � ��۔

1

2

4

3
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 در�ن � � � ا� � � ��۔

 دا� �ف � � � ا� � � ��۔

 � � � ��۔

 Formatting your text:

 Changing font of text:

 The shapes of text is called font. Font style and size are 

changeable. Follow these steps to change the font of text. 

 Select the text.

 Click on Home ribbon tab.

 Move the cursor to the Font tool group.

 Click on Font drop-down arrow. It will show a menu 

 of available fonts.

 Select the desired font. It will be applied on the text.

1

2

3

4

5

� � � ؍ � �� ��:  � � �� �� ��:

 � � � �� �� �۔ �� � ا�� اور �� �� � � � �۔ � � �� �� �� 

 نا�ا�ت � � ��۔ � � ا

 � � � ��۔

 �م ر� � � � ��۔

 �� �ل �وپ � � � � � ��۔

ٔون ا�و � � ��۔� د�ب �� � ا� � �� �ے �۔  �� ڈراپ �ڈا

 �� �� � ا�ب ��۔ اس � ا�ق � � � �� �۔

1

2

4

3

5
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 Changing the size of your text:

 Follow these steps to change the size of  text.

 Select the text.1

 My name is Ali.

 I’m in class three.

 I love to operate computer.

 I like Information Technology.

 My teacher guides me to learn computer skills.

 Click on Home ribbon tab.

 Move the cursor to the Font tool group.

 Click on Font size drop-down arrow.

 Click on font size you want to apply. Text will 

 be resized.

2

3

4

5

� � �� �� ��: � � �� �� �� � � �ر� ذ� ا�ا�ت � � ��۔

 � � � ��۔

 �م ر� � � � ��۔

1

2
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 Changing the color of your text:

 Follow these steps to change the color of your text.

 Select the text.

 Click on Home ribbon tab.

 Move the cursor to the Font tool group.

 Click on the arrow of Font Color tool. A menu of 

 colors opens.

 Select the color and click it. Text will be colorized

1

2

3

4

5

 My name is Ali.

 I’m in class three.

 I love to operate computer.

 I like Information Technology.

 My teacher guides me to learn computer skills.

 �� �ل �وپ � �� ��۔

ٔون ا�و � � ��۔  �� �� ڈراپ �ڈا

ٓاپ �� �� � اس � � ��۔ � � �� �� � �� �۔  ��� � 

4

5

3

 نا�ا�ت � � ��۔ ا� � � ر� �� ��: ا� � � ر� �� �� � � ا

 � � ا�ب ��۔

 �م ر� � � � ��۔

 �� �ل � �وپ � �� ��۔

1

2

3
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 �� � �ل � � � �ن � � ��۔ر�ں � ا� �؍ �� � �۔

 ر� � �� اور اس � � ��۔ � ر� � �� �۔

4

5

 Changing the style of your text:

 Follow these steps to change the style of your text.

 Click on text. 

 Click on Home ribbon tab.

 There are three text styles available namely:

 Bold

 Italic

 Underline

 Click on any one or more styles. You can select three style 

 at a time.

 Text will be bold, italic or underlined depending on your 

 selection.

B

I
U

1

2

3

4

5

 My name is Ali.

 I’m in class three.

 I love to operate computer.

 I like Information Technology.

 My teacher guides me to learn computer skills.
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 نا�ا�ت � � ��۔ � � ا�� �� ��: ا� � � ا�� �� �� � � ا

 � � � ��۔

 �م ر� � � � ��۔

 � � � � د�ب �� �، � 

 ��   ا��ى   � �ہ

 ا� � ا� � ز�دہ ا�� � � ���۔ ٓاپ ا� و� � � ا�� � � � �۔

ٓاپ � ا�ب � � �۔  � ��، ا��ى؍ ا� � � �ہ � � �� 

1

2

3

4

5

 Other text styling options:

 This button allows you to show text 

 as strike through.

 This button shows subscript. The 

 number with text below the baseline.

 This option shows superscript. Number 

 with text is shown above the baseline.

 By clicking on this button, numbers of 

 casing options show in a menu. Such as:

  Sentence Case:

 First word of sentence is capital only.

  Lower Case:

 All text is in lower case.

  Upper Case:

 All text is capital.

1

2

3

4

abc

Aa

X2

2
X

Preview

100 CO

O100 C

PAKISTAN

We love pakistan

we love pakistan

wE lOVE pAKISTAN

WE LOVE PAKISTAN
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   Toggle Case:

 It will show text as a mixture of capital 

 and lower case.

 It will show text as highlight with a

 highlighter.

 It will shade  the text in grey.

 It will apply border around the text.

 These options are used to increase 

 or decrease font respectively.

5

6

7

�ے ٓا�:  � � ا�� � دو�

 � � � �ہ � �ح � د�� �۔

 ہ� �ں � � �وع � ��) � � � �   � � ذ� ا�� د�� �۔ � � �� (و

�� �د د�� د� �۔

 � � � ا��؍ �� ا�� د�� �۔ � �� � او� � � �� � �� �� �۔
� ٓا� � ا�اد ؍ � ا� � � د�� د� �۔ ������  ��  اس � � � �� � 

 ف� � � �� �۔ � � �ف � �ف �ے �و
��� ��������  :� �

 ف� �� �۔ �� �؍ �� �وف: �م � �� �و

 ف� �� �۔ ا� �؍ �ے �وف: �م � �� �ے �و

 ف� � �ر � � � �� �� �۔ِ  ف� اور �� �و �� �: � �ے �و

 �  � � �� �� � �� ��ں � � د�� �۔

 � � � �� �؍ �� � د�� �۔

 ے�۔  � � � �د �رڈر � د

ٓا� �� � ��� ا�� � � �� � � ا�ل �� �۔  �� 

8

PAKISTAN

PAKISTAN

PAKISTAN

ab

A A

1

2

4

5

3

7

8

6
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 These buttons are used to align text 

 from left to right and from right to left 

 respectively.

 These buttons are used to increase and

  decrease indent respectively. 

 (Indent is the space left before starting

 any new paragraph.)

 It will display formatting marks in the 

 line of text. Like space between 

 words will be shown as:   

 It is used to customize line spacing.

 It will colour the background shade of text.

 It will show a menu of borders for tables.

9

10

11

12

13

14

I am a teacher. . . .

 � � � � ��� �� � دا� اور دا� � �� ا� � � �� � � ا�ل �� �۔

 � � ا�� � ��� ا�� اور � �� � � ا�ل �� �۔

 ف�وع �� � � �ڑى �� �)  ہ�� � � � �ا�ا  (ا�� و

9

10
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 � � � �� � �ر� � ��ت �� �� �۔ � � ا�ظ � در�ن � اس �ح د�� 

:� ��

 � �ى �� � ا� � � �� �� � � ا�ل �� �۔

 ے�۔  � � � � � � ر� د

 � � � � �روں � ا� �� د�� �۔

11

12

13

14

 How to Copy and Paste Text?

Follow these steps to copy and paste text:

 Select the text.

 Right click on text. It will show a menu.

 Either click on Cut or Copy text.

 Now click on place where you want to paste it.

 Right click there and click on Paste.

 You can also press  for Copy and  for Paste.Ctrl C Ctrl V

1

2

3

4

5

6

 My name is Ali.

 I’m in class three.

 I love to operate computer.

 I like Information Technology.

 My teacher guides me to learn computer skills.
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 My name is Ali.

� � �� اور � � �� �؟

 � � �� اور � �� � � �ر� ذ� ا�ا�ت � � ��۔

 � � � ��۔

 ے�۔ ٔوس � دا�ں � د��۔ ا� �� د�� د �� � � 

  Copy text � � Cut  � � ��۔

 اب اس � � � �� ��ں ٓاپ اس � � �� �� �۔

 و�ں � دا�ں � د�� اور �Paste � ��۔

ٓاپ �� �� � � Ctrl C اور � �� � � Ctrl V � د� � �۔  �

1

2

4

5

6

3

 Bulleting, Numbering and Listing your text:

 These options are available for bullets, numbering 

 and listing.

 Bullets

 Numbering

 Multilevel Listing
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 My name is Ali.

 I’m in class three.

 I love to operate computer.

 I like Information Technology.

 My teacher guides me to learn computer skills.

You can customize these options by clicking on them. The studied 

options and buttons are related to Home ribbon tab. We shall 

study other ribbon tabs in next class.
�

����:�� � ا� � � 
�

ٓا� د�ب �:���� � �ر �� اور �� �زى � � ��    
�

�   �ر ��   � � � �� �زى����  

 نٓا� � � � � ا� ا� �� ا�ل � � ��۔ ٓا� اور � � � �� � � �۔ �م  ٓاپ ا�  �
�� ��� � �� ا� �� � �� �۔� ر� � � � ر� �۔ � دو�ے ر� 

Answers the following questions:

What is Microsft Word?1

ACTIVITIES

Microsoft Word (MS Word) is word processing software. It is 

used to type text with insertions e.g pictures, tables and 

graphs etc.

How MS-Word is useful?2

We write letters on paper. It’s like a paper on computer. We 

can type letters, applications, stories, poems etc.
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Write down about any five components of MS-Word.

How do you save your documents? Write in your own words.

How do you align your text?

3

4

5

(1) Title Bar: Title bar shows the name/title of document. If 

document is unsaved, it shows title as “Untitled” or 

“Document” usually.

(2) Ribbons Tab Bar: Ribbons Tab Bar has many separate 

ribbon tabs like Home, Insert, Page Layout, References, 

Mailing, Review and View.

(3) Scroll Bar: Scroll bar is used to move the page up and 

down.

(4) Ruler: Ruler is used to align text horizontally and 

vertically.

(5) Insertion Point:  Insertion point is blinking mark on 

page. It’s the initial point,  where the text is added.

I would follow these steps to save my document.

 First of all, I would click on save button in Quick Access 

Toolbar. A window will appear asking the name of the 

document. I shall type the name and select the location 

where I want to save it. At the end, I shall click on save.

To align my text, I follow these steps;

(1) I select the text. (2) I click on Home Ribbon tab.

(3) I move the cursor to the paragraph tool group.

(4) At the end I click on any one of the given options of the 

choice.
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2

3

MS Word  is available in  . ______________

(a) (b) 2003    2004  

(c) (d) 2005    2006

Office button is a symbol of  . ______________

(a) (b) MS Word    MS Office  

(c) (d) MS     MS Powerpoint

Insertion point is  mark on a page.  ______________

(a) (b) colorful    static

(c) (d) small    blinking

There is/are  text style/s available. ______________

(a) ( b) Bold      Italic   

(c) (d) Underline    All of above

You can change the color of your font through.

(a) (b) Home ribbon tab   Insert ribbon tab

(c) (d) Page Layout ribbon tab  View ribbon tab

Subscript means to show numbers with text   ___________ 

the baseline.

(a) (b) below      above  

(c) (d) right      left

In toggle case, text is appeared as.

(a) capital      (b) lower case 

(c) mixture of capital and lower case (d)   none of above

1

Encircle the correct options:
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You can align the text in  ways.  _________

(a) (b) two       three

(c) (d) four      five

MS- Word is   processing program. _________

(a)  (b) word     picture

(c) (d) sound     video

MS-Word is a part of  . _________

(a) (b) MS mix      MS hub

(c) (d) MS Office    MS home

P

P

P

Write the functions of following:

1 abc

2 Aa

This button allows you to show text  as strike 

through.

By clicking on this button, numbers of casing 

options show in a menu.

4
2X

3 A A
These options are used to increase or decrease 

font respectively.

This option shows superscript. Number with 

text is shown above the baseline.

5 X2

This button shows subscript. The number with 

text below the baseline.
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It will display formatting marks in the line of 

text.

It will show a menu of borders for tables.

It will colour the background shade of text.

These buttons are used to align text from left to 

right and from right to left respectively.

It is used to customize line spacing.

Label the diagram:

Quick Access Toolbar   Title Bar      Ribbon Tab Bar  Office Button

Ruler 

     Insertion Point

 Zoom Slider     View Buttons Document Window   

Scroll Bar


