
4

Author:

Proofread:

Designed By:

Supervised by:

Published by:

Zarwish Shafeeq

M. Mohsin Sukhera

Imran Khan

Rana Fiaz Nadeem

KEYBOOK



 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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 Window is a basic set of program which runs the system on 

computer. We have Windows of different versions including 

Windows XP, Windows 7 etc. 

 A person who wants to operate computer must know the 

basics. In previous classes, we have studied how to start our 

computer and also had a look on some software and program 

installed in computer. In this chapter, we shall explore windows 

generally. Let us start with how to open a program.

 How to open a program?
 There are different methods to open a program depending 

on its location.

 How to open a program from the Desktop?

Method 1: Follow these steps:
 Move the cursor to the icon which you want to open.

 Double-click on it. The application will open.

1

2

Exploring the WindowsExploring the WindowsExploring the Windows
Unit

و�وز � ��1

 و�و �و�ا�ں � ا� �دى � � � �� � �م �� �۔ و�وز XP ، و�وز 7 و�ہ � و�وز � 

� ورژن �۔

 ا� � � �� �� �� � ا� �دى ��ں � � �� ��۔ � ��ں � � � �� � � � 

ا� �� � � � � � اور �� � ا�ل � �� و� اور �و�� � ا� � � ڈا�۔ اس � � � 

و�وز � ��ى �ر � �� �� �۔
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 م� � �� �؟ ا� �و�ا

 م� �� � � � �� ��د � � اس � �م � � �۔  ا� �و�ا

 م� � �� �؟ ڈ� �پ � ا� �و�ا

 نا�ا�ت � � ��: �� 1: ا
�
�� ٓاپ �� �� �۔���  ��  �� � � � � ٓا  �� � ا�س 

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

1

2

Method 2:

 Follow these steps:

 Move the cursor to the icon.

 Right click on it. A menu opens.

 Now click on Open. 

 It will open in a few moments.

1

2

3

 نا�ا�ت � � ��۔ �� 2:  ا
�
�� � � �� � � ��۔��� ٓا  �

ٔوس � دا�ں �  د��۔ ا� � � �۔  اس � ��

 open � � ��۔

 � � �ں � � �� �۔

1

2

3

 How to open a Program from the Start menu?

 You have already studied about Start button. Start menu is a 

menu appearing on a desktop after clicking on Start button. It 

consists of usually all programs installed on computer along with 

Control Panel.



Method 1:
 Follow these steps to open a

  program through Start button.

 Click on Start button. 

 The start menu will open.

 Click the program you 

 want to open.

 It will open within  a few seconds.

Method 2:
 Follow these steps:

 Click the Start button. The start menu opens.

 Move the cursor to All Programs.

 Click on program if it present here.

 Otherwise click on the folder which contains the program.

 Click on program which you want  to open. 

 It will open in a few moments.

1

2

3

1

 م� �� �؟ ا�رٹ � � ا� �و�ا

ٓاپ ا�رٹ � � �رے � � � �ھ � �۔ ا�رٹ � � � �� � � ڈ� �پ � ا�رٹ �   �

 ر�� �۔ � �م �ر � �ول � � �� �� �� � ا�ل �م �و�ا�ں � � �� �۔ �دا

2

3

4

5

 م�� � � �ر� ذ� ا�ا�ت ��۔  ��1: ا�رٹ �  � ذر� ا� �و�ا

 ا�رٹ � � � ��۔ ا�رٹ � � �� �۔

ٓاپ �� �� � اس � � ��۔  م��   � �و�ا

 � � �ں � � �� �۔

 نا�ا�ت � � ��: �� 2: ا

 ا�رٹ � � � ��۔ ا�رٹ � � �� �۔

 �� � All Programs � ��۔

1

2

3

1

2

6
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 How to create a shortcut of any folder/program:

Follow these steps:

 Right click on any folder or 

program. A menu appears.

 Move the cursor to 

 send to.  Click on Desktop 

(Create shortcut).

 Shortcut will be created 

within a moments.

1

2

3

 م��د � � اس � � ��۔  ا� �ں �و�ا

 م��د �۔  م� � �� � � �و�ا  دو�ى �رت � اس �و�ا

ٓاپ �� �� � اس � � ��۔  م  � �و�ا�

 � � �ں � � �� �۔

4

5

3

 م� �رٹ � � �� �؟ � ��ر ؍ �و�ا

 نا�ا�ت � � ��۔  ا

 م�� �ٔوس � دا�ں � د��۔ ا� � �� ��۔  � ��ر � �و�ا

 �� ؍ � � �ن � sent to � ��۔Desktop (Creat Shortcut) � � ��۔

 � �ں � �رٹ � � �� �۔

1

2

3
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 How to search folders and files?

First of all, let us discuss what is a folder and a file?

Folder:

 Folders are like box to save data on 

computer. Like, we store different things or 

same things in different boxes to sort them 

out later. We store files and programs in 

folders so that we could find them easily later 

on. Folders are also called directories. We 

can also have a folder or many folders inside a folder which 

means a folder often has subfolders. It is represented by icon 

shown in figure. 

File:

 A file is a collection of the actual data 

stored. Each file has its particular name. Like, 

either we name it before saving a file or it 

exists already.

��رز اور �� � �ش ��؟

� ٓا� � � � � � �� � � ا� ��ر اور ا� �� � �؟

��ر:  ��رز �� � ڈ� �ظ �� � � � � �ح � �۔ � � � �� � ا� �ح � �� � � 

 � ذ�ہ �� � � � � � �  � � � � ڈ�ں � ذ�ہ �� �۔ � ��ں اور �و�ا�ں � ��رز

ٓا�� � �ش � �۔ ��رز � ڈا��� � � �� �۔  � ا� ��ر � ا�ر ا� ��ر � � � ��رز �     �� ا
�
�� � اس � ��� �� �۔��� ٓا ر� � � � � � � ا� ��ر۔ ا� ذ� ��ر � ر� �۔ � � ���د 

��:  �� ذ�ہ �ہ � ڈ� � �� �۔ � �� � ا� �ص �م �� �۔ � � � � ا� �� � �ظ ��  � 

�  �م ر� � � � � � ��د �� �۔
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 How to search files/ folder through Start button?

 Follow these steps:

 Click on Start button. A Start menu appears.

 Now type the name of file, program or folder in the space 

 provided for searching.

 After typing name, either press Enter or simply click on 

Search.

 The required file/folder or program will be provided.

1

2

3

4

ا�رٹ � � ذر� ��ں؍ ��رز � � �ش �� �؟

 � ا�ا�ت ��۔

 ر��۔  ا�رٹ � � � ��۔ ا� ا�رٹ �؍ �� �دا

 م� ��ر � �م �� ��۔  اب  ��ر �چ  �� � � دى � � � ��، �و�ا

 �م �� �� � � � � ا� د�� � �ف Search � � ��۔

 م�ا� � د� �� �۔  �� ��؍ ��ر � �و�ا

1

2

3

4
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 How to search file/folder/program 
 through My Computer?
 Follow these steps:

 Double click on MY Computer. 

 It will get open.

 Now type the name of anything 

 like file/folder or program. 

 in the space provided for searching.

 After typing press Enter or click on.

 After a few moments, your desired 

 file/folder or program will be shown.

 You can click to view it.

1

2

3

4

5

 م� � �ش �� �؟ My Computer � ذر� ��؍ ��ر؍ �و�ا

 نا�ا�ت � � ��۔  ا

 My computer � دو�ر  � ��۔ � � �� �۔

 اب � � ��م �� ��  � �� ؍ ��ر � �و�ام۔

 �� �� � � Enter د�� � � ��۔

 مد�� �� �۔ ٓاپ � �� ��؍ ��ر � �و�ا  � �ں � �� 

� ٓاپ ا� د� � � � � � �۔

1

2

4

5

3
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Note:
These above mentioned methods of searching files/folder and 

programs are used, when you do not know about the location 

or forgot about it. So, in this way, a whole computer is scanned 

for searching.

ٓاپ �م � �رے � � �� �  اس � �رے � �ل �� � � ��ں ؍ ��ر اور �و�ا�ں �   �� �ٹ:  

 �� �چ �� � �  �ش �� � � �ر� �� �� ا�ل �� �۔ اس � اس �� � �را

ا� �� �۔

 How to search drives and folders using the 

 Window Explore?

 Let us know, what is Windows explorer?

Windows Explorer:

 Windows Explorer is basically any window appears on 

the monitor after desktop. Like, if we click on My Computer or 

Recycle Bin the window that gets appear is Window explorer.    
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 Title bar     Menu bar Tool bar      

Drives

 Folders Pane

Search box

It has following components in case of My Computer.

 Title bar     Menu bar

 Tool bar      Drives

 Folders Pane    Search box

و�و ا�رر ا�ل �� �� ڈرا�رز اور ��ر � �ش �� �؟

ٓا� �� � � و�وز ا�رر � �؟ �

 �ر � ڈ� �پ � � �� � د�� د� وا� �� و�و �۔ � ا� � ��   �دى و�وز ا�رر: و�وز ا�رر

 و�و  ا�رر �� �۔ �� �� � �رت � � �ر� ذ�  �� � رى �� � �� � � و�و د�� د� � 

ا�ا ء ر� �۔

 �� �ر   � �ر   �ل �ر 

 ڈرا�رز   ��رز �  �چ ا� 



Method 1:

 These exist hard disk drives and devices with removable 

storage in My Computer. Follow these steps to search in 

respective drive.

 Double click in drive which you want to open like if you are 

 sure about the location of folder or a file.

 Now type the name of file/folder in Search box.

 Press Enter or Click on . 

 You will get result within a few seconds.

 We can search any file or folder by simply typing the name 

of desired file/folder in the Search box of main folder. It is 

required when you have a huge bulk of files and folders in a single 

drive or a folder.

1

2

3

4

13
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��
1:  �� �� � ر� و ا� ا�ر� � �� �رڈ ڈ� ڈرا�ز اور ڈ�ا�� ��د �� �۔ � ڈرا� �ش ��   ��

� � �ر� ذ� ا�ا�ت ��۔

ٓاپ �� �� � ا� اس ��ر � �� � �م � �رے � �� � � اس � دو�ر  � ��۔  � ڈرا� �� 

 اب �چ � � ��؍ ��ر � �م �� ��۔

 ا� � د�� � اس � � ��۔

� ٓاپ � � �ز � ا�ر � � �� �۔

 � ��ى ��ر � �چ � �  �� �� ؍ ��ر � �ف �م �� � � � � �� � ��ر � �ش � � 

�� ٓاپ � �س ا� ��  � ��ر � ��ں اور ��رز � �ى �اد ��د �۔ �۔ اس � �ورت � �� � 

1

2

4

3

Method 2:

 Follow these steps:

 Double click on My Computer. A folder will open.

 Click on any desired folder from the folder pan. It shows 

 contents of that folder in the windows explorer. 

 Now double click on any folder which you want to open 

 from windows explorer.

  You can also click on arrow sign displaying with some 

 folders. It gives access to contents of that folder in folder pan.

 Click on any file or folder from the folder pane to explore it in 

 windows explorer. Double click on folder to open it in 

 windows explorer.

1

2

3

4

5



��2: �  ا�ا�ت ��:

 My Computer � دو�ر  � ��۔ ا� ��ر � �۔

 ��ر � � � � �� ��ر � � ��۔ � و�وز ا�رر � اس ��ر � �اد  د�� �۔

 اب اس ��ر � دو�ر  � �� �� ٓاپ و�وز ا�رر � �� �� �۔

ٓاپ � ��رز � �� د�� د� وا� � � �ن � � � � � �۔ � ��ر � � اس ��ر � �اد   �

� ر�� د� �۔

 �� � � ��ر � � � اس � � ��۔ و�وز   � ا�رر  ا�رر  � � �� � ��ر � و�وز

ا�رر � ��ر � �� � � اس � دو�ر  � ��۔

15

1

2

4

5

3

 How to create a new folder?

To create a new folder on desktop, follow these steps:

 Right click on an empty area of desktop, a menu appears.1
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 Now click on New. A further menu appears.

 Click on folder. A new folder will create.

ا� � ��ر � �� �؟

 نا�ا�ت � � ��:  ڈ� �پ � ا� � ��ر �� � � ا

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

 ر��۔  اب New � � ��۔ �� ا� � �دا

 ��ر � � ��۔ ا� � ��ر � �� �۔

1

2

3

2

3

 How to name your folder?
Follow these steps:

Method 1:
 Right click on folder. A menu appears.

 Click on rename.

 Now type the name of folder in the space provided and 

1

2
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 The folder will be named.

Method 2:

 Click on folder. 

 Press F2 key on the keyboard.

 Now type the name of folder in the space 

 provided and  press Enter.

 The folder will be named.

1

2

3

New Folder

3

��2:  ��ر � � ��۔   � �رڈ � F2 � د��۔

 اب دى � � � ��ر � �م �� �� اور Enter د��۔ 

 ےد� �� �۔  ��ر � �م د

1

2

3

 نا�ا�ت � � ��: ��ر � �م � ر� �؟  ا

  :1��

 ر��۔   rename � � ��۔  ��ر �� �ٔوس � دا�ں � د��۔ ا� � �ا

 اب دى � �� � � ��ر � �م �� �� اور Enter د��۔

 ےد� �� �۔  ��ر � �م د

12

3
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Define the following:

     File          Folder          Window Explorer

How can you open a program? Explain any one method in 

your own words.

Describe the method to create shortcut of any program or 

folder.

How can you search files and folder through My Computer?

1

2

3

4

ACTIVITIES
Answer these questions:

Folder: Folders are like box to save data on computer.

File: A file is a collection of the actual stored data.

Windows Explorer: Windows Explorer is basically any 

window appears on the monitor after desktop.

I will follow these steps to open a program.

(1) I will move the cursor to the icon which I want to open.

(2) After that I will double-click on it. The application will 

open. 

Follow these steps to creat a shortcut of any folder or 

program.

(1)  Right click on any folder or program. A menu appears.

(2) Move the cursor to  send to.  Click on Desktop (Create 

shortcut).

(3) Shortcut will be created within a moments.

 Follow these steps to search a file or folder through My 

computer.

(1) Double click on MY Computer. It will get open.
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(2) Now type the name of anything like file/folder or 

program. in the space provided for searching.

(3) After typing press Enter or click on.

(4) After a few moments, your desired file/folder or 

program will be shown.

(5) You can click to view it.

We can open program from _________.

(a) (b) desktop    start menu

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

Start menu has _________.

(a) (b) accessories   program

(c) (d) both a & b   none

Folders are also called                     .

(a) (b) boxes     data bundle

(c) (d) directories   filler

A  _________  is a collection of the actual data stored.

(a) (b)  program    folder

( c) (d)  Icon     file

1

2

3

4

Encircle the correct option:

Give description of each component of Windows Explorer.5

Windows Explorer is basically any window appears on the 

monitor after desktop.

It has following components in case of My Computer.

 Title bar     Menu bar

 Tool bar      Drives

 Folders Pane    Search box

P

P

P

P
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_________ is a component of windows explorer.

(a) (b) Title menu   Tools

(c) (d) Bar     Title bar

Control Panel is located in/on _________ .

(a) (b) Start menu   My Computer

(c) (d) Recycle bin   Desktop

You can press  _________  for starting searching.

(a) (b) Shift     Enter

(c) (d) Ctrl     none of these

There are drives present in My Computer.

(a) (b) soft disks    half disk

(c) (d) hard disk    full disk

Type the name in  _________  for searching.

(a) (b) search tab   search bar

(c) (d) search box    none of these

Devices with removable storage are present  in/on ______ .

(a) (b) Start menu   Recycle bin

(c) (d) Desktop    My Computer

Folders are like box to save __________ on computer.

(a) (b) data    memory

(c) (d) message    none of these

__________ is basically any window appears on the 
monitor after desktop.

(a) (b) Title bar    Windows Explores

( c) (d) A folder    none of these

10

8

9

11

12

6

7

5

P

P

P

P

P

P

P

P
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Practical Work:

Open the Paint program from Start menu.

Create a desktop shortcut of any program or folder.

Search files or folders through different methods mentioned 

in chapter.

1

2

3

Elaborate and perform every method mentioned in this 

chapter in front of students at least once.

Inform them about the importance of desktop shortcut.

Try to explain them difference among file, folder and 

program.

Teacher Notes:

1

2

3

Fill in the blanks:

Right click on any folder or program . A menu appears.

Windows is a basic set of program which runs the system on 

computer. 

Starts Menu is an menu appearing on a desktop after 

clicking on Start button.

There are different methods to open a program depending 

on its locations.

We store files and programs in folders so that we could find 

them easily latter on.

1

2

3

4

5
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Application SoftwareApplication SoftwareApplication Software Unit
2

 A computer becomes a valuable tool with application 
software. A software depending on its status allows users to 
create letters, applications and other documents; draw and alter 
images; record and edit audio and video; play single player or 
multiplayer games; compose e-mail massages and instant 
messages and much more. 

 You have already studied about application software 
briefly. Now lets us discuss it in detail.

 Basically, an application software consists of programs 
which are designed to make users more productive and creative. 
Users utilize application software for personal tasks.

 Application software is available in a variety of forms. These 
are given below:

 Packaged Software

 Custom Software

 Web-based Software

 Open Source Software

 Shareware

 Freeware

 Public-domain software 

� ���� ������ � �� و��� ا

� ���� ������ ٓا� � � �� �۔ �ر� ا�ل � �� وا� �� �� � �� و� ر� وا� �� ا� ��ر   ا

 ن� رد و �ل �� �،  و� � �� �، در�ا� اور دو�ے ڈا� � �ر �� �، ��� ��  اور ا

ا� �ڑى وا� � � �ڑى وا� � � �، اى � ��ت، �رى ��ت اور � � �� �� �۔ 
� ���� ������ � �� و� � �رے � �ا �ھ � ��۔ ٓا� اس � � � �� �۔�� ً� ٓاپ � � � ا
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� ���� ����  ن�و�ا�ں � � �� � � �ر� � ز�دہ �اوارى اور � �� � �� و� ا  �دى �ر � ا
� ���� ������ � �� و� ا�ل �� �۔�� �� � � �ر � �� �۔ �ر� ذا� ��ں � � ا       

� ���� ������ � �� و� � ا�م � د�ب �۔ � �ر� ذ� �:��  ا
� ���� ��� �� و�   � �� و�   و�۔ � �� و���  

 �� و�  � و�     �ى و�  او� �رس

 � ڈو� �� و�

 Packaged Software:
 Packaged software is manufactured 

for a large number of people and meets 

the needs of a wide variety of users, not 

just a single user or company. It is a 

copyrighted retail software. These 

software are available in retail store or on 

the web. Microsoft Office 2007 and 

Adobe Photoshop are examples of 

packaged software.
� ���� ��� �� و� ��ں � ا� �ى �اد � � �ر � �� � اور � �ف ا� �رف � �  � ��  

� ���� ��� �� و�:    ��

 �� �۔ � ا� �� را� ر�  �� و� �۔ � �� و� ر�  و� �� � �ر� � �ور�ت � �را
� ���� ��� �� و� � �� �� ٓا� 2007 اور ا�وب �� �پ ،  ا�ر؍ ��ن � د��ں � و� � د�ب �۔ ��و �

�� �۔

 Custom Software:

 Custom software is designed for a 

business or industry performing special 

functions according to requirements of 

that business or industry. In this way, the 

Super Star Billing Software.

Self developed software
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 Web-based Software:

 Web-based software refers to programs 

hosted by a website. Users can access web based 

softwares from any computer or device that is 

connected to the internet. They are either free of 

cost or charge a fee. Types of web-based 

software include email, word processing, tax 

preparation and game programs.

company hires programmers to develop a custom software 

having functions of its own choice. Custom software is expensive 

than packaged software.

� �� و�: � �� و� � �رو�ر � � � � ڈ�ا� � � �  � اس �رو�ر � � � �ور�ت � 

�� �ص �م �� �۔ اس �ح � ا� � � �� �م �� وا� � �� و� �ر �وا� � � 
� ���� ��� �� و� � � �۔�� �و�ا� �� وا�ں � ��ت �� �� �۔ � �� و� 

و� � �� و�: و� � �� و� ا� و� �� � ذر� �� � �� وا� � �و�ا�ں � 

� �� �۔ �ر� ا�� � � � � �� � ڈ�ا� � و� � �� و� � ر�� �� � � 

 م �۔ � � � � �� � � � و�ل �� �۔ اى �، ورڈ �و�، � �ى �� اور � � �و�ا

و� � �� و� � ا�م �۔

 Open Source Software:

 Open source software, like it name 

shows, is open for use, modification and 

redistribution. This software has no restriction from the copyright 

holders about modification of the software’s internal instructions 

and its redistribution. Open source software usually can be 

downloaded from the internet at no cost.
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 Shareware:

 Shareware is copyright software that is distributed at no cost 

for a trial period. Beyond trial period, a user has to pay the fee for 

using shareware. Sometimes, a scaled-down version of software 

is distributed free and you can use upgrade full version after 

payment to software developer.

 �� و� � � اس � �م � �� � �  ا�ل � � ، �� � � اور   �� و�: او� �رس او� �رس

دو�رہ � � �� � � � �� �۔ اس �� و� � ا�رو� �وٹ � �� اور اس � دو�رہ � � � 

 �� و� � م �ر � ا�� �  � ا�� ر� وا�ں � �ف � �� ��ى ر�وٹ � �۔ او� �رس

ٔون �ڈ � � � �۔ � �ڈا

ٓاز��   ن� � � �� ��۔  ٓاز�� �ت � دورا � و�:  � و� �� و� ا� �� را� �� و� ��� 

 ہ�و� � ا�ل �� � � �رف � � ادا �� �� �۔ � او�ت �� و� � ا� �  �ت � �و

ٓاپ �� و� �� وا� � ادا� �� � � � ورژن اپ �� � � �۔ ورژن � � � �� � ا�ور 

 Freeware:
 Freeware is copyrighted software provided at no cost by an 

individual or a company that retains all rights to the software. 

Thus, programmers typically cannot incorporate freeware 

applications they intend to sell.

�ى و�: �ى و� �� را� �ہ �� و� � � �� و� � �م �ق ر� وا�، � � � � � �ف 
�� �� ���  ے� �������� �� � � � د  ن�ى و� ا  م�� وا� ا � � �ا� � �� �۔ اس � �و�ا�ز ؍ �و�ا

 ہ�و� �� �� �۔ � و
 Public Domain Software:

 Public domain software has no copyright restrictions and is 

available for public use freely. Anyone can copy or distribute 

public software to others at no cost.
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 م� � � ��ى � �  � ڈو� �� و�: � ڈو� �� و� � �� را� � ���ں � � اور �ا

د�ب �۔ �� � � �� و� � � � � � �� � � � اور �� � �۔

 Categories of Application Software:

 Application software is mainly divided into four categories. 

These are :

 Business     

 Graphics and Multimedia

 Home/ Personal/ Educational

 Communications

1

2

3

4

ا� � �� و� � ا�م: ا� � �� و� � �دى �ر � �ر ا�م � � � �� �۔

� �ر ا�م �ر� ذ� �:

�� ��     �ا� اور � �� ������ ���  �م؍ �� ؍ ا��   �

12

34

1 Business Software:

 Business software assists people in performing their business 

activities more effectively and efficiently. It includes word 

processing spreadsheet, database, presentation graphics and 

note taking programs. The given table shows the names of 

programs under business category. 

ٔ�� اور � � �� � � ا�م   ن� �رو�رى ���ں � ز�دہ � �� �� و�: �� �� و� ��ں � ا
��

د� � �د �� �۔ � ورڈ �و�، �� �، ڈ� �، ��� �ا� اور �ٹ � �و�ا�ں � �
� ���� ��ى � � �و�ا�ں � �م �� �� �۔� � �� �۔ د� � � �� 
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Word Processing

Spreadsheet

Database

Presentation Graphics

Note Taking

Word 2007,  Pages, Word Perfect

Excel 2007, Numbers, Quattro Pro

Access 2007, Paradox, Oracle 

Database

Powerpoint 2007, Keynote, 

Presentations

OneNote 2007. GoBinder, 

Grafigo 

Application Software Program Name

 Word Processing Software:
 Word processing software enables users to write and create 

documents and on the same time helps users to edit and develop 

them. Word processing software sometimes is also called a word 

processor. User can also add additional graphics with text to 

make document more beautiful and appealing for example, 

table, clip art, picture, flow chart etc.

 Word processing software is one of the most widely used 

application software. People use word processing software on 

daily basis to develop letters, report, applications, web pages 

etc.

 You can change the size and font of text, incorporate 

additional  features like page design, water mark, borders, three 

dimensional shadow and drop cap. It makes document 

� ����� ورڈ �و�ورڈ2007، �، ورڈ �

� ��

ا�2007، �ز، �� و �و
ڈ� �

�2007، �اڈو�، اور� ڈ� ������� ا

�ور �ا�2007، � �ٹ، ���

���� ون �ٹ2007، � �ر، �ا

��
�ٹ ��

��� �ا�
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professional and visually appealing.

 Microsoft and Apple have developed Word 2007 and 

Pages in this category respectively. While Corel manufactured 

WordPerfect. You have already studied a guide to MS-Word 

2007 in previous class.

ورڈ �و� �� و�: ورڈ �و� �� و� �ر� � ڈا� � � اور � � � �� � �� �� � 

 ن� �� �� اور �ى �� � �دد � �۔ ورڈ �و� �� و� � � او�ت  اور ا� و� �رف � ا

ورڈ �و� � � �۔ �رف د�و�ات � ز�دہ ��رت اور �� �� � � ا�� �ا� � �، 

ٓارٹ، ��، � �رٹ و�ہ � �� � � �۔  ��

 ورڈ �و� �� و� �ے �� � ا�ل �� وا� �� و� �۔ �گ �ط، ر�رٹ، ا� �، 

ٓاپ � � �� اور �� �� � � � اور ا��  و� � و�ہ � �ر �� � � روزا� � �د �� 

��ت � � � ڈ�ا�، وا� �رك، �رڈر، � � �� اور ڈراپ � � �� � � �۔ � ڈا� � � 

� اور �� � � �� �۔ � ورا

 ��و �� اور ا� � اس ز�ے �  ��� ورڈ2007 اور � �� � �۔ � �رل � ورڈ 
� � �ر � ��۔ ٓاپ � � � �� � ا� ا� ورڈ 2007 � � ا� �� � �� � � �۔���� �
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 Spreadsheet Software:

 You can arrange data in form of rows and columns by using 

spreadsheet software and can also perform calculation on 

arranged data. With the help of spreadsheet software, this task 

has turned into minutes activity instead of hours game.

 Spreadsheet software quickly and efficiently arranges the 

data and perform calculation. The rows and columns collectively 

are called a worksheet. 

 Earlier, people used to make record on paper and do 

calculations by calculator. It took a lot of time and resulted into 

error filled data.

 Yo u  c a n  u t i l i z e 

spreadsheet software for 

both purposes i.e financial 

and non-financial. For 

example, you can make      

a marksheet or score card. 

On the other hand, you 

can also use it for making 

budget. Spreadsheet software enables you to use feature of 

word processing software like spelling checker, font styling, 

colouring etc.

 The features of spreadsheet are following:

ٓاپ �� � �� و� � ا�ل �� �� �روں اور ��ں � � � ڈ� � �    �� � �� و�:�

� � اور � � � ڈ� � �ب � � � �۔

 �� � �� و� � �د � �ں � �م �ں � � �� �۔

ٔ�� �� � ڈ� � � �� � اور �ب �ب �� �۔��ں اور   �� � �� و� �ى � اور �
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Spreadsheet Organization:
 A spreadsheet file is like a notebook having multiple 

worksheets. Each worksheet contains vertically arranged 

columns and horizontally aligned rows. Number of rows are 1 

million and columns 16,000 usually in each worksheet. A cell is 

the common area between a row and column. Each worksheet 

has more than 17 billion cells in which you can enter date.

�� � � ذر� �ب �ب ����� �روں � �� ورك � �� �۔ � �گ �� � ر�رڈ �� �� � اور 

�� �۔� � و� � � اور ڈ� � � �ا �ا �� �۔

� ٓاپ �� � �� و� � �� اور � �� دو�ں �� � � ا�ل � � �۔ �ل � �ر �� ٓاپ 

�� ٓاپ ا� � �� � � � ا�ل � � �۔ ��  ا� �رك � � ا�ر �رڈ � � �۔ دو�ى �

ٓاپ � ورڈ �و� �� و� �؍ �و � � �، ��، ا�� ، ر� �� و�ہ �  � �� و�� 

ا�ل � ��  �� �۔ 

 �� � � �ر� ذ� ��ت �۔

�� � ر� �۔ � ورك ���� �� � � ��؍�م: �� � �� ا� �ٹ � � �ح � � � � ورك 

� � �دى �ر � �� �دہ �� اور ا� �ر � � �ر� �� �۔ � ورك � � �م �ر � �روں 

� �اد 1 � اور ��ں � �اد 16000 �� �۔  ا� � �ر  �� � در�ن �ك �� �۔ � ورك 

ٓاپ ڈ� درج � � �۔  �� � � 17 � � ز�دہ � ��د �� � � 

Calculations:
 You can perform all mathematical operations by using 

spreadsheet software on your data. You can use formula or 

function for calculations like + sign is used for addition with cell 

reference to make calculation. Detail of calculations will be 

discussed in next classes while studying MS-Excel 2007.

ٓاپ �ب   ے� ��۔  ٓاپ �� � �� و�  � ا�ل �� �� ا� ڈ� � �م ر��� � ا�م د  �
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Charting:
 Charting allows user to depict data in form of charts. You can 

draw three types of charts i.e line chart, column chart and pie 

chart.

 Microsoft and Apple manufactured Excel 2007 and 

Numbers Quattro Pro is spreadsheet software of Corel.

ٓاپ � � � �رٹ � �  �ر�؍ �رٹ ��: �ر� � ذر� �رف ڈ� � �رٹ � � � �ن �� ��۔ 

�۔ � �� �رٹ، �� �رٹ اور �� �رٹ۔

 ��و �� اور ا� � ا� 2007 �ر � اور Numbers Quattro Pro �رل � �� 

� �� و� �۔

�ب � � �ر�� � � ا�ل � � �۔ � �ب �ب �� � � � ر�� � �� + � �ن  

� �� � � ا�ل � �� �۔ ا� ��ں � ا� ا� ا� 2007 �� �� �ب � � � � 

�� �۔

Recalculation:
 It’s one  of the most useful features of  spreadsheet software. 

Recalculation allows the user to change a value, rest of 

calculations are updated automatically.

�� �؍ �ز �رى � ذر� �رف �ر �����  � �� � �� و� � � � ز�دہ � �و �۔ رى  �����: � �� رى 

� �� � � � �� �ب �د �ر �� � اپ ڈ� � �� �۔
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 Database Software:

 A database is a collection of data organized in a manner 

that allows access, retrieval and use of that data.

 Now you can store data on hard disk in form of database 

while, a few years back, data was recorded on papers and 

stored in filling cabinet.

 Database software is a handy tool to manage large 

database on urgent basis. Using database software, you can 

add, change, and delete data in a database. You can also sort 

data from the database and can create forms and reports.

 A database consists of a collection of tables, organized in 

rows and columns. Each row is called record. Record show data 

about a given person, product, object or event. Each column is 

called a field, which contains a specific category of data within a 

record.

 Access 2007 is manufactured by Microsoft. Paradox and 

Oracle are developed by Corel and Oracle respectively.
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ڈ� � �� و�: ڈ� �  اس �� � � � � ڈ� � �� � � اس ڈ� � ر�� ، دو�رہ �ل اور 

ا�ل �� د� �۔

ٓاپ ڈ� � � � � �رڈ ڈ� � ڈ� � ذ�ہ � � � � � �ل � ڈ� � ��ات � �� � �   ا�ب 

� � اور ��ں وا� ا�رى � �ظ � �� �۔

ٓا� �۔ ڈ� � �� و�   �ے ڈ� � � �رى �ر � ا�م �� � � ڈ� � �� و� ا� د�� 

ٓاپ ا� ڈ� � � ڈ� � ��، �� اور ڈ� � � ��۔ ٓاپ ڈ� � � ڈ� � ��  ا�ل �� ��� 

 ے� �۔  ے� �رم اور ر�ر� � د د

 ا� ڈ� � �روں اور ��ں � �� �ہ � � �� � � �� �۔

 � �ر ر�رڈ �� �۔ ر�رڈ � �، ��ت، � � �� � �رے � ڈ� �� �� �۔ � �� ا� 

� � � ر�رڈ � ا� �ص � � ڈ� � � �� �۔
� 2007 ��و �� � �ف � �ر � � �۔ �ا ڈا� اور اور�  ��� �رل اور اور� ������  ا

� �ر � �۔

 Presentation Graphics Software:

 Presentation is a visual display of ideas, messages and 

information for a group of people usually in form of slides. These 

slides are viewed like pictures one by one showing information. 

Slideshow is movement of slides one after another continuously. 

Mostly, slides are played as slideshow on multimedia projector 

screens.

 Presentation graphics software helps users to create 

presentations and also to develop them by adding pictures, 

audio and video clips, charts, tables, graphs. You can also set 

background or a theme for whole presentation. For example, if 

you prepare presentation for medical health and fitness, you can 
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set doctor’s tools in picture as theme.

 PowerPoint 2007 and keynote are products of Microsoft 

and Apple respectively. Presentation is presentation graphic 

software by Corel.

��� �ا� �� و�: ��� �م �ر � ��ز � � � ��ں � ا� �وپ � � ��ت، 

��ت اور ��ت � �ى ��؍ ڈ� �۔ � ��ز ا� ا� � � ��ت د�� وا� �و� � �ح 

د�� د� �۔ ��  � ��ز � � � د�ے � �� �۔ ز�دہ � ��ز � � �� �و� ا�� 

� �� � � �ر �� �� �۔ 

�، �ر�، � اور �ا� �� ���� ٓاڈ� اور و��   ��� �ا� �� و� ��� �� اور �و�� ، 

ٓاپ �رى ��� � � � � � ا� �؍ ��ع �   ن� �ر �� � � �ر� � �د �� ��۔  � � ا
� � ٓاپ ڈا� � ��� � � � ��� �ر �� � ��  � �� � � �۔ �ل � �ر � ا�� ٓاپ � � اور 

روں � �� � ��ع ؍ � � �ر � � � � �۔ اوزا

 �ور �ا�2007 اور � �ٹ  ��� ��و �� اور ا� � �اڈ� �۔ ��� �رل � �ف 



� ��� �ا� �� و� �۔

 Note taking: 

 Note taking software is a kind of application software that 

enables users to enter typed text, hand written comments 

sketches or drawing anywhere on a page and then save the 

page as part of a notebook. It can convert handwriting 

comments to typed text or store the notes in handwritten form. 

Users can also insert audio recordings as part of their notes.

 One of the benefits of note taking software is once the notes 

are captured centered and saved, users easily can organize, 

reuse and share them. It also allows users to search through 

saved notes for specific text. This software even can search 

through an entire notebook. For convenience, users can also 

color, highlight and shape important notes to differentiate among 

the rest.

 On a desktop computer or notebook computer, users enter 

notes primarily via the keyboard or microphone. On a Tablet PC, 

however, the primary input device is digital pen.

35
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��
 �ٹ � �� و� ا� � �� و� � ا� � � � �ر� � �� � �ا � � � � � � �

��
�ٹ �:�

�� � � �� �ے، �� اور ڈرا� � درج �� اور � اس � � �ٹ � � � � �ر � �ظ �� � 

�� �� �۔ � �� � � �� �وں � �� � � � � �� � � � � ��ں � � �� � � � 

ٓاڈ� ر�رڈ� � � ا� �� � � � �ر � �� � � �۔   �� ذ�ہ � � �۔ �ر
��

 �ٹ � �� و� � �ا� � � ا� � � � � ا� �ر �� � ��، ��ط  اور �ظ  � � �� � � �

ٓا�� � �، دو�رہ ا�ل اور �� � �۔ �ر� �ص � �ظ � � �� � � �ش   �� �ر� ا

ٓا�� � � �ر� ا� �� � �� �  � � �۔ � � � �� و� ا� �رى �ٹ � � � � �ش � � ��۔ 

 ے� �۔ ا�ز �� � � ر�، ��ں اور� � � د

 � ��و �ن � ذر� �� � ا�راج �   ا� ڈ� �پ �� ��ٹ � �� � �ر� �دى �ر � � �رڈ

 ن� ڈ�ا� ڈ� � �۔ � �۔ �� ا� � � � � �دى ا

2 Graphics and Multimedia Software:

 Many people use graphic and multimedia software besides 

business softwares for their personal tasks. Graphics and 

multimedia software like name depicts is a range of specialized 

softwares for designing and styling related to pictures and 

multimedia. Graphics and multimedia software are given in 

table.

 ہ�ا� اور �  �ا� اور � �� �� و�: � � �گ ا� ذا� ��ں � � �� �� و� � �و

�� �� و� ا�ل �� �۔ �ا� اور � �� � �  ڈ�ا� اور ا�� � � �� �� و� � 
�

ا� � �۔ � � �ا� اور � �� �� و� د� � �۔�

Computer-Aided Design 

(CAD)

AutoCAD, Visio 2007 chief 

Architect

Application Software Program Name

ٓار�  �� ٓا� �، وز�2007،  �(CAD) ۔ ا�ڈ ڈ�ا� ��
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 Computer Aided Design:

 Computer Aided Design (CAD) is 

a  h e l p f u l  s o f t wa re  to  c re a te 

archi tectural,  engineering and 

scientific designs. Mostly, engineers 

and architectures use it to design 

professional designs. Autodesk and 

Microsoft manufactured AutoCAD and Visio2007 respectively. 

Photo Editing
(for the Professional)

Paint/ Image Editing
(for the Professional)

Video and Audio Editing

(for the Professional)

Photoshop, Nik Professional Suite

Illustrator, Painter, Expression 

Design

Audition, Encore DVD, Premiere 

Pro, Soundbooth, Ulead Media 

Studio Pro.

���
����� ا�ڈ ڈ�ا�(CDA): �� ا�ڈ ڈ�ا�(CDA) �ى، ا��� اور �� ڈ�ا� �� � � ا� ��

ور �� �ات ا� �و� ڈ�ا� �� � � ا�ل �� ��۔ ٓا� � �� � �� و� �۔ ز�دہ � ا�� زا

ٓا� ڈ� اور ��و �� � �� �ا �۔  �� اور وز� 2007 ��

�� ا��(��� � �)�� �پ، � �و� ��

� ؍ ا� ا�� (��� � �)ا��، �، ا�� ڈ�ا�

ٓاڈ�، ان �ر ڈى وى ڈى، �� �و، ��ٔو� ��، �� �� ا�ڈ�  �

�و۔

ٓاڈ� ا�� (��� � �) و�� ا�ور 
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 Photo Editing Software:

 Photo edi t ing sof tware 

e n a b l e s  p h o t o g r a p h e r s , 

videographers and high level 

professionals to edit photographs 

in professional way. It also gives 

users an opportunity to save 

pictures in a wide variety of file formats. Photoshop is a product  

of Adobe.

�� ا�� �� و�: �� ا�� �� و� �� �ا�ز، و�� �ا�ز اور ا�ٰ� در� � ��� � � ورا� �� 

� �و� ا�ٹ �� � �دد � �۔ � �ر� � �و� � � �� �ر� � �ظ �� � �� � 

�ا� �� �۔ �� �پ، ا�وب � ا� �وڈ� �۔

Paint/Image Editing Software:

 Paint software is also called 

illustration software. It allows users to 

draw pictures and other graphical 

images in a variety of way. You can use 

different tools like pen, brush, eye 

dropper and paint bucket for this purpose.

 Image editing software creates and modifies graphical 

images at professional level. Illustrator and Painter are Products 

of Adobe and Corel respectively.

�؍ ا� ا�� �� و�: � �� و� � ا�� �� و� � � �۔ � �ر� � �د ��ں � 

�و� اور د� �ا� �� � �� �ا� �� �۔ اس � � � � ��ا�ل � �� �  � �، 

ٓا� ڈرو� اور � � و�ہ �ش،  �
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Video and Audio Software:
 Video and audio editing 

softwares are used to develop and 

enhance quality of video and 

audio respectively at professional 

level. 

 For example, you can reduce 

length of an audio or video, enhance its sound quality, merge 

two clips to create a new clip etc.

 Adobe manufacture audio editing software such as 

Audition, Encore DVD and Video editing software of Premiere Pro 

and Sound booth. Ulead MediaStudio Pro is product of Corel.

 ن� �� �� �۔ ا�� اور �   ا� ا�� �� و� �ا�؍ �و� � � ورا� � � ��  اور ا

��� ا�وب اور �رل � �وڈ� �۔

 ن� �ا� �  ٓاڈ� �ر �� اور ا ٓاڈ� �� و� � ورا� � �  ��� و�� ا�ور  ٓاڈ� �� و�: و�� ا�ور  و�� ا�ور 

�� � � ا�ل �� �۔

� � � � ا� ����  ز� � � ��،  دو  ٓاوا ٓاپ ا�� ٓاڈ� � و�� � �� � � � � �،  اس ��   �ل � �ر �� 

� � � � �۔

 ن�ر ڈى وى ڈى اور و�� ا�� �� و� � �ح  ٓاڈ�، ا ٓاڈ� ا�� �� و� � ��ح   ا�و�ب 
� ٔو� �� �� �۔ �� �� � ا�ڈ� �و �رل � �وڈ� �۔������ �� �و اور �� �

3 Software for home, Personal and Educational use:
 A large range of application software is especially 

designed for home, personal and educational users. These are 

mostly cheaper softwares as compared to others.

 Table illustrates the home, personal and educational 

softwares:
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4

Software Suite

(for personal use)

Paint/ Image Editing

Photo Editing and Photo 

Management

Video and Audio Editing

Reference

Application Software Program Name

Works, Open Office: org

CorelDraw, The Gimp

Photoshop Elements, Picasa, 

Photo story, Paint shop pro photo

Movie Maker, Ulead VideoStudio 

Collegiate Dictionary and Thesaurus
Encarta, Merriam-Webster 

� ���� ������ � �� و� و� ر� �ص �ر � ��، ذا� اور � ا�ل �� �، ذا� اور � ا�ل � � �� و�: ا

� � ڈ�ا� دى �� �۔ � دو�وں � �� � ز�دہ � �� و� �۔

 � ��، ذا� اور � �� و�ز � �� � �� �۔

 Application Software for Communication:
 Communication softwares help users to communicate with 

people. The following application softwares are used for 

communication widely:

 Web Browser:
 Web Browser allows users to 

 view websites on internet. 

ٓار �  و ٓا�، �ا ور�، او�� 
�� و� �ٹ(ذا� ا�ل � �)

���� ، دى  �؍ ا� ا���رل ڈرا

�� ������������ ،� �� ا�� اور ���� �پ ا

�� �رى، � �پ �و ��

ٓاڈ� ا�� و�� ا�ور 

�

�وى �، � � و�� ا�ڈ�

� �� ���رس�����  ن�ر�، �� و�� �� ڈ�ى ا�  ا

ر��
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 E-mail:

 E-mail is used to send messages and files 

 via network over internet.

 Chat Room:

 Chat room is for conversation 

 between two or among 

 multiple users.

 Text Messaging:

 Text Messaging is sending and receiving 

 of short text messages on mobile 

 devices mainly.

Helo Friend

�� ������ � �� و� ��ں  � در�ن �د� �ل؍ �ت �� �

�� ��� ��� ��� ���� ��� �� �� � �� و�: � �؍ �ا�ت � � ا ��� ��� ��� ��� ���� ��� �� �� � �� و� �ر� ذ� �:� � � � � � ز�دہ ا�ل �� وا� ا � � ذر� �۔ �

و� ��أوزر: و� ��أوزر �ر� � ا�� � و� �� د� � �د �� �۔

اى �: اى � ا�� � � ورك � ذر� ��ت اور �� � � � ا�ل �� �۔
�  � روم دو � دو � ز�دہ �ر� � در�ن �ت � � ذر� �۔�� � � روم:��

� �� �� ز�دہ � ��� ڈ�ا�� � � ��ت � اور ��ل �� � � ا�ل �� �۔������  � 
� ������:��  �
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What is application software?

Write a note on any three forms of application software.

Answer these questions:

1

2

ACTIVITIES

Application software depending on its status allows users 
to create letters, applications and other documents; draw 
and alter images; record and edit audio and video; play 
single player or multiplayer games; compose e-mail 
massages and instant messages and much more. 

 Application software is available in a variety of forms. 

These are given below:

(i) Packaged Software (ii) Custom Software

(iii) Web-based Software

Packaged Software: Packaged software is manufactured 

for a large number of people and meets the needs of a 

wide variety of users, not just a single user or company. 

Custom Software:  Custom software is designed for a 

business or industry performing special functions according 

to requirements of that business or industry. Custom 

software is expensive than packaged software.

Web-based Software:  Web-based software refers to 

programs hosted by a website. Users can access web 

based softwares from any computer or device that is 

connected to the internet. Types of web-based software 

include email, word processing, tax preparation and game 

programs.
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Define business software.

Write a note on word processing software.

Write down about features of spreadsheet software briefly.

3

4

5

 Business software assists people in performing their 

business activities more effectively and efficiently. It 

includes word processing spreadsheet, database, 

presentation graphics and note taking programs.

 Word processing software enables users to write and 

create documents and on the same time helps users to edit 

and develop them. User can also add additional graphics 

with text to make document more beautiful and appealing 

for example, table, clip art, picture, flow chart etc.

 Word processing software is one of the most widely 

used application software. People use word processing 

software on daily basis to develop letters, reports, 

applications, web pages etc.

 You can arrange data in form of rows and columns by 

using spreadsheet software and can also perform 

calculation on arranged data. 

 You can utilize spreadsheet software for both 

purposes i.e financial and non-financial. For example, you 

can make a marksheet or score card. On the other hand, 

you can also use it for making budget.



Explain any two graphics and multimedia software.

Write a note on software for personal usage.

Explain application software for communication.

6

7

8

 Many people use graphic and multimedia software 

besides business softwares for their personal tasks.

Computer Aided Design: Computer Aided Design (CAD) is 

a helpful software to create architectural, engineering and 

scientific designs. Autodesk and Microsoft manufactured 

AutoCAD and Visio2007 respectively. 

Photo Editing Software: Photo editing software enables 

photographers,  v ideographers  and h igh leve l 

professionals to edit photographs in professional way. 

Photoshop is a product  of Adobe.

 A large range of application software is especially 

designed for personal users. These are mostly cheaper 

softwares as compared to others.

(I)  Software Suite

 (for personal use) Works, Open Office: org

 Communication softwares help users to communicate 

with people. The following application softwares are used 

for communication widely:
Web Browser: Web Browser allows users to  view 

websites on internet.
E-mail: E-mail is used to send messages and files via 

network over internet.
Chat Room: Chat room is for conversation between two or 

among multiple users.

44
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Application software is available as:

(a) (b)  Custom Software   Freeware

(c) (d) Shareware    all of above

Word processing software is:

(a) (b)  Pages    Photoshop

(c) (d) Paint     Word hit

Spreadsheet software is:

(a) (b)  Access 2007    Word Perfect

(c) (d) Sheet    Quattro Pro

Date base software is:

(a) (b)  Excel 2007   Paradox

(c) (d)  Data    None of these

Presentation  graphics software is:

(a) (b) Power hit    Word 2007

(c) (d) Keynote    None of these

Note taking software is:

(a) (b) Gobinder     Notes

(c) (d) PowerPoint   None of these

___________ is the feature of spreadsheet software.

(a) (b) Mapping    Filtration

(c) (d) Charting    None of these

Illustrator is an example of  software. ___________

(a) (b) CAD     Photo editing

(c) (d) Video editing   Paint/image editing

1

2

3

Encircle the correct option:

4

5

6

7

8

P

P

P

P

P

P

P

P
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A

Visio 2007 is an example of.

(a) (b) CAD     Video editor

(c) (d) Photo editor   Audio editor

Communication application software is:

(a) (b) Email     Paint

( c) (d) Audition    None of these

Match the columns:

Packaged Software

Custom Software

Business Software

Graphics and 

Multimedia Software

Communication Software

10

9

B

business industry

Adobe Photo shop

CAD

Text Messaging

Database

P

P



Introduction to InternetIntroduction to InternetIntroduction to Internet Unit
3

 Internet is the most significant and useful feature of 

computer. A large number of people utilize computer to access 

internet for a variety of purposes. It includes research, education 

and communication mainly. You can interact with anyone 

through internet, no matter, how far away person is. It turned the 

whole world into a mini global village. Internet has become a tool 

to promote information and communication.

 Let us discuss what internet is and how it works.

 What is Internet?

 Internet is a worldwide collection of 

networks that joins million of businesses, 

government  agencies,  educat ional 

institutions and individuals.

 Commonly internet is known as  Net. 

Today, billion of users access internet for 

getting information about a wide range of things, 

goods, services etc. Word Wide Web, e-mail, chat rooms, 

instant messaging are some services of internet.
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ا�� � �رف

�� ا�� �� � � � ز�دہ ا� اور � �و �۔ ��ں � ا� �ى �اد � �� � � ا��  ������ �� � � � � ر�� �� �� � � �� ا�ل �� �۔ � �دى �ر � ر�چ، ا�� اور �

 ہ� �  ٓاپ ا�� � ذر� � � �� � �ت � � � � اس � �� �ق � �� � و ���� ��۔  ������ � � �وغ �� دور �۔  اس � �رى د� � ا� �� �� و� (��ٔوں) � �� � د� �۔ ا�ر� اور �

د� � � ا�� ا� ذر� � � �۔

� ٓا� � � �� � � ا�� � � اور � � �م �� �۔
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ا�� � �؟

روں، �ر� ا�ں، �   ا�� د� �� ��د � ور� � �� � � ��ں �رو�رى ادا

روں اور ا�اد � �� �۔ ادا

ٓاج � ��ں �ر� و� �� � �وں، ��ن، ��ت و�ہ �   �م �ر � ا�� � � � �� ��۔ 
� �رے � ��ت �� �� � � ا�� � ر�� �� �� �۔ و�، اى �، � روم، �رى �م ��

د� � � ا�� � � �و� (��ت) �۔

 How does the internet work?
 Data sent over the internet passes through many network 

and communication media. Let us have a look:

Connecting to the Internet:
 There are multiple ways to establish an internet connection 

depending upon the speed of internet. People connect with net 

through a proper network. In this way, computers are connected 

to an internet access provider through a high-speed connection.

 Following are ways to establish an internet connection.

ا�� � �م �� �؟

 ا�� � ذر� � �� وا� ڈ� � � � ور� اور �ا�� ذرا� � ذر� � �� ��۔ ٓا� 

� اس � ا� � ڈا�۔

 ا�� � ر�ر � � ا�� � �� �� � � � �� �۔ �گ �� 
�� �����:�� � ا� � � 

� ورك �ذر� � � � �� �۔ اس �ح �� ا� � ر�ر � � ذر� ا�� � ر�� 

�ا� �� وا�ں � � �� �۔

ا�� � � �� �� � � درج ذ� �� �:
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 Dial-up:
 Dial up access is a common way to 

connect to internet in home users. In this 

method, telephone line of home is 

served as a mean to connect to internet. It is a slow speed 

connection.

Cable Modem

DSL Modem

Dial-up 

Modem

�� �� � � � ، � � ر�ر ا�� � ر�� �ا� �� � � �� ����� ا� � � �: ا� � � � �� � دى �

ٓا� � ا�ل �� �۔ �

FTTP Modem FTTP:

 FTTP is full form of Fiber to the Premises, uses 

fiber optic cable to provide high speed internet 

access.

� �� �ر� � ا�� � � �� � ا� �م �� �۔ اس �� � � ������ ڈا� اپ:  ڈا� اپ ا

� � �ن �� ا�� � � �� � � ا� ذر� � �ر � �م �� �۔ � � ر�ر � �۔

 DSL:
 DSL stands for Digital Subscriber Line, is 

a high speed internet connection. It provides 

internet access by using regular copper 

telephone lines.
��ا� �� � � � ا� � ر�ر ا�� � �۔ � ���� � �� ����� ڈى ا� ا�: ڈى ا� ا� ڈ� 

� � �ن ��ں � ا�ل � � ا�� � ر�� �ا� �� �۔

 Cable Modem:
 A cable modem provides high speed 

internet connection through the cable 

television network.

� �ڈ�: ا� � �ڈ� � � و�ن � ورك � ذر� � ر�ر ا�� � �ا� �� �۔
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 Fixed Wireless:
 A fixed wireless connection is a 

high speed internet connection that 

uses a dish shaped antenna on your 

house or business to communicate 

with a tower location through  radio signals.

 Wireless Modem:
 In this case, cellular network allows the 

users to access the internet.

 Wi-Fi:
 Wi-Fi stands for wireless Fidelity. It uses 

radio signals to establish an internet 

connection for wireless computers and 

devices.

 Satellite Modem:
 A satellite modem communicates with a 

satellite dish to provide high-speed internet 

connection.

Wireless 

Modem

Satellite 

Modem

Wi-Fi

ٓاپ � � � �� � � � ا� ڈش � ��  � وا� �:  � وا� � � ا� � ر�ر ا�� � � �� 

� ا� ا�ل �� � � ر�� � � ذر� �ور � � � را� �� �� �۔

وا� � �ڈ�: اس � � �� � ورك �ر� � ا�� � ر�� د� �۔
��

وا� ��: وا� �� وا� � �� � � �۔ � وا� � �� اور ڈ�ا�� � � ا� ا�� � �� �� �۔
� ��� ��� �� ��� ڈش � ذر� را� �� �� � ��� �ڈ� � ر�ر ا�� �ا� �� � �   ا� 

� ��� �ڈ�:����

�۔
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 Access Providers:
 An access provider is a 

c o m p a n y  t h a t  p r o v i d e s 

individuals and companies 

access to the internet free or for 

a fee. For example, some Wi-Fi networks provide free access 

while others charge a fee per user. In Pakistan, we have access 

providers like PTCL, Witribe, Wateen, Qubee etc. Mobile 

internet connections are provided by mobile companies like 

Ufone, Warid, Jazz, etc.

 What is ISP?
 An ISP (Internet Service Provider) is a regional or national 

access provider.

 A regional ISP usually provides internet access to a specific 

geographical area.

 A national ISP is a business that provides interent access in 

cities and towns nationwide. PTCL is a national ISP.

� ��� � �وا�ر ا� � � � �ر� اور �ں � � � � � � ا�� � ر�� �ا� ���� ا
� �و ا�ر: ������ ا

�� �۔ �ل � �ر � � وا� �� � ورك � ر�� �ا� �� � � دو�ے � �رف � � � 
� �وا�ر د� وا� � � � � ا�، وا� �ا�، و�، � � و�ہ ��د ������ �۔ ��ن � �رے �س ا

رد، � و�ہ ��� ا�� � �ا� �� �۔ �۔ ��� �ں � ��ن، وا

ٓا� ا� � � �؟ �
� �وا�ر �� �۔������ ٓا� ا� � (ا�� �وس �وا�ر) �� � �� ا  ��  ا

� ا�� � ا�� � ر�� �ا� �� �۔���� ٓا� ا� � �م �ر � ا� �ص � �ا  ��  ر

ٓا� ا� � ا� �رو�ر � � �� � � �وں اور �ں � ا�� � ر�� �ا� �� �۔ � �   ��  

�� ٓا� ا� � �۔ � ا� ا� 
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 How data travels over the internet?

 Computers connected to the internet work together to 

transfer data and information around the world using server and 

clients. On the internet, your computer is a client that can access 

data, information and services on a variety of servers.

 Internet works similar to a transportation system. Like, it 

regulates the flow of data across the transmission media.

ڈ� ا�� � � ا� � � دو�ى � � �� �؟

 ا�� � � �� �ور (Server) اور �� ا�ل �� �� د� � � ڈ� اور ا�ر� ا� 

� � دو�ى � � �� � � � � �م �� �۔ ا�� �� ٓاپ � �� ا� �� � � � � 

� �ورز � ڈ�، ا�ر� اور �و� � ر�� �� � � �۔

 ا�� �ا�ر� � � �ح �م �� � ۔ ا� �ح � �ا� �� � ا�اد و �ر � ��ٔو � � 

�� �۔

 Internet Addresses:

 The internet has an addressing system similar to a postal 

service. Like each computer or device connected to the internet 

has specific address.

 An IP address, short for Internet Protocol address is a number 

that uniquely identifies each computer or device connected to the 

internet. The IP address consists of four group of  numbers, each 

separated by a period. The number in each group is between      

0 255 255.230.60.79 and . For example, the numbers  are an       

IP address. Generally, the first portion of each IP address 

identifies the network and last portion identifies the specific 

computer.
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 Like IP address, the components of a domain name are 

separated by periods.

 The text in the domain name up to the first period identifies 

the type of internet server.

 Every domain name consists of a top level domain (TLD), 

which is the last section of the domain name. A ‘com’ in website 

indicates the organization associated with the domain.

 Some common names of top level domains are given           

in table:

 IP address                 216.239.39.99

 Domain name    www.google.com

 You cannot memorize the IP addresses, so there is a text 

version of an IP address named domain name.

ا�� ا�ر�: ا�� �� �وس � �ح � ا� ا�ر� � ر� �۔ ا� �ح ا�� � � � 

�� � ڈ�ا� ا� �ص ا�ر� ر� �۔

�� ٓا� � ا�ر� ا� � � � �د �ر � ا�� � � �   ا�� �و��ل ا�ر� � � 

ٓا� � ا�ر� �وں؍ ا�اد � �ر �و� � � �� �، � ا� � و�  �� � ڈ�ا� � �� �� ��۔ 

� ذر� ا� ر� �� �۔ � �وپ � � 0 اور 255 � در�ن �� �۔ �ل � �ر � � 

ٓا� � ا�ر� �۔  2�55.230.60.79

ٓا� � ا�ر� � � � � ورك � �� �� � ا�ور ٓا�ى � �ص �� � �� �� �۔  �م �ر �� 

ٓا� � ا�ر� � � ورژن �� �۔ ٓا�پ ٓا� � ا�ر� � �د � � �، اس � ڈو� � � �م � ا��   �

 ء� � و� � ذر� ا� ر� �� �۔ � ٓا� � ا�ر� � �ح ڈو� � � ا�ا

 � و� � � ڈو� � � � ا�� �ور � � � �� �� �۔
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 � ڈو� � �م �پ �ل ڈو� � � �� � � � ڈو� � �� ٓا�ى � �� �۔ و� �� � 

’com‘ ڈو� � �� � � � �ف ا�رہ �� �۔
��  ا�ٰ� در� � ڈو�� � � �م �م � � د� � �:�

Purpose

com 

edu

gov

net

org

Commercial organizations, businesses and 

companies.

Educational institutions.

Government agencies.

Network providers and commercial companies.

Nonprofit organizations.

TLD

ٓار���، �� اور �ں  �� �

رے � ادا

�ر� ا�ں

� ورك � �� وا� اور �ر� �ں

� � �� �

 The World Wide Web:
 The World Wide Web (WWW) or web 

consists of worldwide collection of electronic 

documents. Each electronic document on the web is 

called a web page. It consists of text, graphics, audio and video. 

Additionally, Web pages usually have built-in connections to 

other documents.

 Some web pages are static (fixed) while others are dynamic 

(changeable). You can view the fixed content in static web pages 

but can customize the content of dynamic web pages. One such 

example of dynamic web page is .www.thefreedictionary.com  

On this web page you can make list of dictionary words or edit 

the content according to your choice.

http://www.thefreedictionary.com
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ور� وا� و�: ور� وا� و� � و� ا�ا� د�و�ات � �� �� � � �� �۔ و� � ��د � 

ٓاڈ� اور و�� � � �� �۔ �� � � ا� و� �   ،�� ا�ا� ڈا� � و� � �� �۔ � �، �ا

 ن� ر� �۔ دو�ے ڈا� � � � ا

ٓاپ �� و� � � � �اد د� � �   � و� � �� �� � � دو�ے �ك �� � �۔ 

 ا� �ح �  �www.thefreedictionary.com  �ك و� � � ا� �� � �� �ل � �۔ 

�ك و� � � �ل �۔ اس و� � �� ٓاپ ڈ�ى � ا�ظ � � � � � � ا� � �  �� �اد � 

 ے� �۔ �� د

 What is a website?

 A web site is a collection of related web pages and 

associated items, such as documents and pictures, stored on a 

web server.

 Browsing the Web:

 A web browser, or a browser is an application software that 

allows users to access and view web 

pages. To browse the web, you need a 

computer that is connected to the 

http://www.freedictionary.com


و� �� � �؟
��� �� � و� �ور � ذ�ہ ڈا�� اور �و� � ا� �� �۔��� ٓا  ��  و� �� � و� � اور 

� ���� ������ � �� و� � � �ر� � و� � � ر�� �� و� ��أوز�: ا� و�  ��أوزر � ا� ��أوزر ا� ا        

ٓاپ � ا� �� � �ورت �� � � ا�� �   �� �� �� اور د� د� �۔ و� ��أوز �� � 

� �اور ا� و� ��أوزر ر� �۔ ا�� ا�رر، �� ��، او�ا، �رى، �� �وم و�ہ  �� �� 

� � � � ز�دہ ا�ل �� و� ��أوزر ز �۔

� ٓاپ ا�� �  �ل � � ذر� ا� �م � �ل � �۔ ��أوزر � � وا� � � �م � �� 

 نو� �� �  ��۔ ٓاپ ا� ا� �� � �� ڈ�ل � �۔ �ل � �ر � ز�دہ � �گ ا� �م � � ا

 ہ� � ز�دہ ا�ل �� �۔ �ر � � �� �  � و

internet and has a web browser. The more widely used web 

browsers for personal computer are Internet Cxplorer, Firefox, 

Opera, Safari, Google Chrome etc.

 You can open a home page through established connection 

of the internet. The first page that opens on a browser is referred 

as home page. You can customize it according to your will. For 

example, most of the people set their home pages as websites 

that they use the most. 

 Types of Websites:

 We will discuss ten types of websites here, namely:

 Portal      Personal 

 Educational      News

 Information     Business/ Marketing

 Online Social Network   Wiki 

 Blog       Entertainment 

1 2

3 4

5 6

7 8

9 10
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� و� �� � دس ا�م � � �� �۔و� �� � ا�م:

 �ر�    ��؍ ذا�   ا��؍ �

 �ز؍ ��   ا�ر�؍ ��ت  ��؍ �ر�
� �� �� ��� �� � ���� �� � �؍ ��� ��؍ و�  �گ  ا� � ٓان �� �� � ورك و  �

123

456

7 8910

 Portal:
 A portal is a website that 

offers a variety of internet 

s e r v i c e s  f r o m  a  s i n g l e , 

convenient location. Most 

portals offer the following free 

services:

 Web publishing  Email  Shopping

Maps: 
 Many portals have online communities. An online 

community is a website that joins a specific group of people with 

similar interests. These communities may offer online photo 

albums, chat rooms and other services to facil i tate 

communication among members.

 Popular portals include AltaVista, MSN, Yahoo etc.

ٓا�ن � � ا�� �و� � � � ا�م � �� �۔ ز�دہ �   �� �ر�: �ر� ا� و� �� � � ا

�ر� �ر� ذ� � �و� � �� �:

 و� �  اى �   ��؍ ��ارى
���

ٓان �� �� ا� و� �� � � ا� � �د ر� وا�  ��� ر� ��۔  ٓان �� � �: � � �ر�� 
���

ٓان �� ��   �� ٓا�ن �� �  ��� � ار�ن � در�ن �ا�ت ��   ہ� �� �۔ � � ��ں � �ص �و
� ا�، � روم اور دو�ى �و� � � � �۔��
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2 Personal:
 A person or a family may 

establish a website for number of 

reasons. For example, to share 

personal experiences with the rest of 

world. But this trend is not so common.

 Yahoo, MSN, Alta Vista و�ہ �ر �ر� �۔

ا��؍ �: � � اس � �م � �� �� � اس � � و� �� �� اور � � � ا�د اور 

��د ا�ل �� ��۔ ٓاپ اس �ح � و� �� � � � � �� � � �۔

 ماور �� � �� � �� ��ن � � ر�ن �  ٓان �� ڈ�ى �و�ا  � �� اور ��ر��ں 

 ےر� �۔  م� �� د ز�دہ � � � �� ا�ل او� ��ر� ا� �ح � ��ت �ا� � � �ا

 News:
 A news website contains newsworthy material including 

stories and articles relating to current events, life, sports, weather 

 Educational:
 Like its name shows, such    kind of 

websites are used by teachers and 

students for studying and learning. You 

can learn a variety of things in such 

websites.

 Some colleges and universities 

offer online degree programs and certifications. In Pakistan, 

however, this trend is not so prevalent but Allama Iqbal Open 

University is facilitating the masses by proving similar services.

��: ا� � � ا� � � و��ت � � ا� و� �� �� �۔ �ل � �ر � �� د� � �� ا� 

ذا� ��ت �� � � ۔ � � ر�ن ا� �م � � ۔

3

58
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5 Informational:
 An informational website contains 

factual information. Many government 

or non government websites provide 

factual data. For example, data may 

include tax codes, congressional 

budget, census data etc.

 Lahore Transport Company (LTC) has its own website for 

providing information regarding routes across the Lahore.

and much more.

 N o w  m a n y  p r i n t e d 

newspapers  and magaz ines 

manage their own websites for 

providing instant updates and e-

paper  (E-paper is online exact 

c o p y  o f  p r i n t e d  f o r m  o f  a 

newspaper or a magazine).

 People having internet facility prefer to read newspapers 

and magazines online free of cost.

 Many radio and television channels have also their own 

websites.

�ز: ا�  �ز و� �� ا�رى ا� � �� �اد �ل ��دہ وا�ت، ز��، �، �� اور � � � 

� ��ں ا�ور ٓار� � � �� �۔ 

 اب � � �� ا�رات اور �� �رى اپ ڈ� اور اى ۔�� �ا� �� � � ا� و� �� � 

ٓان �� � � �� �)۔ �و� �� �۔ (اى �� ا� ا�ر �ا� �� � �� �� � �� 

ٓان �� �� � �� د� �۔  ��  ا�� � �� ر� وا� �گ ا�رات اور �� �� 

 ن� ا� و� �� ر� �۔  � � ر�� اور � و�ن � � ا



7

6

ا�ر�؍��ت :ا� ا�ر� و� �� �� � � ��ت � � �� �۔ � � ��رى اور 

� ��رى و� �� �� � � ڈ� �ا� �� �۔ �ل � �ر � ڈ� � �ڈز، ��� � اور �دم 

�رى � ا�اد و �ر � � � � �۔

 ��ر �ا�رٹ � ��ر � را�ں � �رے � ��ت �ا� �� � � ا� و� �� ر� �۔

 Business/ Marketing
  A  bus iness  o r  marke t i ng 
website contains content that promotes or 
sells products or services. Nearly every 
company owns its business or marketing 
website.

 In Pakistan, you can easily search 
famous brands, food, restaurants, accessories , furniture etc. 
websites.

��؍ �ر�: ا� �� � �ر� و� �� اس �اد � � �� � � �وں � ��ت � �وغ د� � � 

�۔ �� � � ا� �� � �ر� و� �� ر� �۔
�� ن، ا��، ��� و�ہ � و� �� �ش � � �۔�� ٓا�� � �ر �ا�ز، ��، ر�را ٓا�پ                                                                    ��ن �� 

 Online Social Network:
 An online social network is a 
website that encourages members 
in its online communities to share 
their interests, ideas, stories, 
photos, music and videos with other 
registered users. Most include chat 
rooms,  group and pages.

 Popular online social networks are Facebook, Twitter, My 
Space etc.

 LinkedIn is a specialized online social network for employers 
and employees specifically designed for business purpose.

60
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8 Wiki:

 A wiki is a collaborative website 

that allows users to create, add, 

modify or delete the website content 

via their web browser. General public can modify or edit the 

data. Most popular wiki is Wikipedia.

ٓان �� �� � �وں �  ٓان �� �� � ورك ا� و� �� � ۔ � ا��    ٓان �� �� � ورك:� �

 ہدو�ے ر�ڈ �ر� � �� ا� �دات، ��ت، ��ں، �و�، �� اور  �� ا�ا� �� � � � و
� و�� �� �۔ ز�دہ � � روم � � �� �۔��

ٓان �� �� � ور� � � � ، ��، �� � و�ہ �� �۔  ��ل 
�� ٓان �� � ورك ���  ��  ن �ز� � � اور �رو�رى �� � � �ص �ر � ڈ�ا� �دہ ا� � ��ا  

�۔

و�: و� ا� �� �ون � و� �� � � �ر� � ا� و� ��أوزر � ذر� و� �� � �اد � � ��، 

�� ��، �� �� �ڈ� �� د� �۔ �م �ر � �ام ڈ�  � �� � � � � �� دے � �۔�ر و� 

:Blog و� �� �۔

 A blog is similar to a personal diary. 

It is an informal website consisting of 

time stamped articles or posts. A blog 

can also contain video clips.

 You can present your life experience, opinions, interests and 

much more which you want to share with people.

 Blogs have became an important mean of worldwide 

communications. Wordpress is one of the popular blogging  

websites.



10 Entertainment:

 An entertainment website offers an interactive and 

engaging environment. Popular entertainment websites offer 

music, videos, sports, games, chats etc. Here is given an 

example of entertainment website.

�گ: �گ �� ڈا�ى � �ح � �� �۔ � ا� � ر� و� �� � � � �و��ل � �ط � � 

� � ا� ا�ر ر� � �۔���� �� �۔ �گ و�� 

ٓاپ ��ں � �� �� �� �۔   �� ٓاپ ا� ز�� � ��ت، ��ت، �ق اور � � � � � �   ��� ������ � � ا� ذر� � � �۔ ورڈ �� �� � �ل و� �� � � ا� �۔��  �� د� � � �

� �� �� �� �� � � �� � � ��� ��� � و� �  ف��ل �ا� �� �۔ �ر ا� � و� �� �� اور �و � ا� �
� ��� � �� �؍ ��:���� �ا�

� ��� �� �� � ���� � و� �� � ا� � ��� �زك، و��، �، �، �؍ �ت � و�ہ � �� �۔ �ں � ا�

�ل دى � �۔
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What is internet?

By which ways you can establish an internet connection? 

Write a note on it.

How internet connection is established? Write in your own 

words.

ACTIVITIES
Answer these questions:

1

2

3

 Internet is a worldwide collection of networks that joins 

million of businesses, government agencies, educational 

institutions and individuals.

 Commonly internet is known as  Net.

 There are multiple ways to establish an internet 

connection. I can establish my internet connection by 

following way.

(1) Fixed wireless: A fixed wireless connection is a high 

speed internet connection that uses a dish shaped antena.

(2) Wireless Modem: In this case, cellular network allows the 

user to access the internet.

(3) Wi-fi: It uses radio signals to establish an internet 

connection.

 There are multiple ways to establish an internet 

connection depending upon the speed of internet. People 

connect with net through a proper network.

 Following are ways to establish an internet connection.

Dial-up: Dial up access is a common way to connect to 

internet in home users. In this method, telephone line of 

home is served as a mean to connect to internet. It is a slow 

speed connection.
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What is difference between Word Wide Web and website?

Write about any five types of websites.

4

5

DSL: DSL stands for Digital Subscriber Line, is a high speed 

internet connection. It provides internet access by using 

regular copper telephone lines.

Cable Modem: A cable modem provides high speed 

internet connection through the cable television network.

 The World Wide Web (WWW) or web consists of 

worldwide collection of electronic documents. Each 

electronic document on the web is called a web page. It 

consists of text, graphics, audio and video.

 While a web site is a collection of related web pages 

and associated items, such as documents and pictures, 

stored on a web server.

 There are many types of websites:

(1) Portal   (2) Personal  

(3) Educational   (4) News  (5) Information

(1) Portal: A portal is a website that offers a variety of 

internet services from a single, convenient location. Most 

portals offer the following free services:

 Web publishing  Email  Shopping

(2) Personal: A person or a family may establish a website 

for number of reasons. For example, to share personal 

experiences with the rest of world.

(3) Educational: Like its name shows, such    kind of 

websites are used by teachers and students for studying 

and learning.

(4) News: A news website contains newsworthy material 
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________ is/are service/s of internet:

(a) (b) WWW     Email

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

Dial up is ________ speed connection.

(a) (b) high     low

(c) (d) average     none of these

Access provider is/are ________.

(a) (b) Wateen     Jazz

(c) (d) both a & b   Google

The IP address consists of ________ groups of numbers, 
each separated by a period,

(a) (b) three    four

(c) (d) five     six

Every domain name consists of a ________.

(a) (b) high level domain   mid level domain

(c) (d) top level domain   low level domain

Some web pages are ________ while others are dynamic.

(a) (b) changeable    static

(c) (d) variable    none of these

1

2

3

Encircle the correct option:

4

5

including stories and articles relating to current events, life, 

sports, weather and much more.

Informational: An informational website contains factual 

information. Many government or non government 

websites provide factual data.

6

P

P

P

P

P

P
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Fill in the blanks:

Internet is the most significant and useful feature of 

computer.

Internet is a worldwide  collection of networks.

Dial up  access is a common way to connect to internet in 

home users.

A cable modem provide high speed internet connection 

through the cable television network.

A national ISP is a business that provides internet access in  

cities  and towns nationwide.

1

2

3

4

________ is/are example/s of web browser/s.

(a) (b)  Firefox     Google Chrome

(c) (d) both a  &  b   Vista

Portal offers the service of :

(a) (b) browsing    accounting

(c) (d) publishing   none of these

________ is online exact copy of printed form of a  

newspaper or a magazine:

(a) (b) Online paper    E-paper

(c) (d) On-paper    none of these

________ is an example of online social network.

(a) (b)  Yahoo    Google

( c) (d) Twitter    MSN

10

7

8

9

P

P

P

P

5
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A

Match the columns:

B

net

org

Blog

Portal

Wi-Fi

PTCL

Entertainment

Nonprofit organizations

wordpress

ISP

Radio signals

Youtube

AltaVista

Netwrok providers

Provide the full form of following:

DSL  Digital subscriber line

FTTP  Fiber to the premises

Wi-Fi Wireless Fidelity

ISP  Internet Service Provider

IP  Internet Protocol

TLD  Top level domain

WWW World Wide Web

1

2

3

4

5

6

7
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A Guid to MS-Word IIA Guid to MS-Word IIA Guid to MS-Word II Unit
4

1

 You have learnt in previous class to type in MS-Word 2007 
and all the text related features mentioned in Home tab. In this 
chapter, we shall learn other features of MS-Word 2007 that are 
mentioned in:

 Insert tab    Page layout tab

 View tab

 Let us start with Insert tab.

 Insert Tab:

 Insert tab allows you to add Cover Page (title page of your 

document depicting your name and other important details), 

Blank page, Picture, Clip Art, Shapes, Smart Art, Chart etc.

1 2

3

ا� ا�  ورڈ  �II � ا� ر�

ٓاپ �� �س � ا� ا� ورڈ 2007 � �� �� اور �م � � ذ� �دہ � � � ��ت   �

� �رے � � � �۔ اس � � � ا� ا� ورڈ 2007 � دو�ى ��ت � �رے � � �۔ 

� � ذ� � � �:

ٔوٹ �  و� � ٓا  ���  ن�ٹ �   �   ا

 ن�ٹ � � �و�ت �� �۔  ا

123
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ٓاپ � �م اور ا� �ت � �ن �� �)،  ٓاپ � �ر � (ڈا� � � �� � ��   ��  ن�ٹ   ن�ٹ �: ا ا
� ٓارٹ، �رٹ و�ہ۔����� ٓارٹ، �، �ر�ٹ   ��  ،�� ،� � �

 How to add cover page?

Follow these steps:

 Click on .Insert tab

 Click on .Cover page

 Now click on any available cover page design from Annual, 

 Alphabet, contrast etc.

 Edit your cover page according to your personal details and 

 demand.

 You can also design your own cover page for educational or 

 business purpose and can save it in cover page gallery.

5

4

3

2

1
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�ر � � � �� �� �؟ 

 ن�ٹ � � � ��۔   �ر � � � ��۔  ا

 اب contrast, alphabet, annual و�ہ � �ر �دہ � � د�ب �ر � � � ��۔

 ا� ذا� �ت اور �ورت � �� ا� �ر � � �� د�۔

�� ٓاپ � ا� �ر � � ڈ�ا� � �  اور ا� �ر � �ى � �ظ  ٓاپ � � �رو�رى �� �   �

� � � �۔

5

4

3

2 1

 How to insert a blank page?

 If  you want to insert a blank page in middle of your 

document without disturbing the rest of setting. Follow these 

steps:

 Click on .Insert tab

 Click on .Blank page

 Blank page will add at the position of cursor.3

2

1



71

 How to insert table?

 You can insert already made tables like calender etc. or can 

draw table of your own need.

Follow these steps:

 Click on .Insert tab

 Click on , a drop down menu will appear.Table

 Select boxes vertically for columns and horizontally for rows.   

 For example, 3 x 3  will make table in this way: 

3

2

1

ا� �� � � � �� � � �؟

 ا�� ٓاپ ا� �� � � ا� ڈا� � � و� � �� �� �� � � � �� �� � �اب � � � 

 نا�ا�ت � � ��۔ ا
� � � � � ��۔����� �  ن�ٹ � � � ��۔     ا

3 �� � � � �ن وا� � � �� � �� �۔

2 1

The table will appear on the position of cursor automatically.
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Method  2:

 Follow these steps: 

 Click on .Insert tab

 Click on , a drop down menu will display. Table

 Click on , it will show a window having manual Insert Table

 settings for table.

 Put number of column and number of rows in spaces 

 provided.

 Adjust Auto Fit behavior. (It is the size of column and row)

 Click on .OK

4

3

2

1

5

6

� � � �� �� �؟

� ٓاپ � � � �� � �� � � � �  �ر و�ہ � ا� �ورت � �� � � � �۔

 نا�ا�ت � � ��:  ا

 ن�ٹ � � � ��۔  ا

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

 ��ں � � �دى اور �روں � � ا� ڈ� � ��۔

 �ل � �ر � 3x3 � � اس �ح � �۔

 ے�۔  � �د �د �� � � د�� د

3

2

1
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 نا�ا�ت � � ��: �� 2: ا

 ن�ٹ � � � ��۔  ا

 ر��۔ ٔون � �دا  � � � ��۔ ا� ڈراپ �ڈا

 ن�ٹ � � � ��۔ � و�و � � � �ل � ر� �  د�� �۔  ا

 دى � � � �� � اور �ر � �۔

ٓا� � � �� � � ��۔  �

 Ok � � ��۔

5

4

3

2

1

6

Method 3:

 You can simply put already made table in your document by 

following these steps:

 Click on .Insert tab

 Click on , a drop down menu will display.Table

 Click on , a further menu opens.Quick Tables

 Click on choice of your own table. It will get added 

 in document 

4

3

2

1
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 :3��

 نا�ا�ت � � ��: �� ٓا�� � ر� � �۔  ا ٓاپ ا� ڈا� � � � � � �ا   �

 ن�ٹ � � � ��۔  ا

 ر��۔ ٔون ��دا  � � � ��۔ ا� ڈراپ �ڈا

 �� � � � ��۔ �� ا� � � �۔

 ا� � � � � � ��۔ � ڈا� � � �� � �� �۔

3

2

1

4

 How to style your table?

 There are many ways to style your table with the help of 

table tools.

 After adding table, click on table or select it. A table tool tab 

 will display.

 You can apply different styles from already given designs in 

 Table styles. Click on scroll bar of Table Styles. It will show a 

 list of tables with different styles.

 Click on any one. It will display. You can also modify your 

 table style.

2

1
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  You can select specific area of table for styling, for Note:

example, first column, Header row etc from Table Style Options.

� � ا�� � د� �؟

 � �� � �د � � � ا�� د� � � � �� �۔

 ر��۔  � � �� �� � � � � � �� � ا� � ��۔ � �ل � ا� � �دا

� ٓاپ �  � ا�� � � � ��د ڈ�ا� � � � ا�� � � �۔ � � ا�� � 

ا�ول �ر � � ��۔ � � ا�� � �� � � ا� � د�� �۔

 � ا� � � ��۔ � �� � �� ��۔ ٓاپ ا� � ا�� � �� � � � �۔

2

1

�ٹ:� ٓاپ ا�� � � � � �ص ا�� � ا�ب � � � �۔ �ل � �ر � � ا��� ٓا� � 

� �� اور �ر و�ہ۔
 Applying Border:

 You can apply a number of border styling in or outside the 

table from Borders.

 Click on  in Table tools.It will show a menu.  Borders

 Click on different options for a suitable border styling.2

1



 How to insert Picture?

 Follow these steps:

 Click on .Insert tab

 Click on . A window will display asking for location of Picture

 a picture.

  picture of your own choice.Insert3

2

1

Note: You can also change the border’s line style and width from 

Draw Borders.

ٓاپ  �رڈرز � � � ا�ر � �� �رڈر � ا�� � ا� �ى �اد � � �۔ �رڈر ��:  �

 ر��۔  � �� � �رڈرز � � ��۔ ا� � �دا

ٓا� � � ��۔  �� 2 �رڈر � �� ا�� � � 

1

 �رڈ � �ڑا� �� � � �۔�ٹ:  ٓٓاپ �رڈر �� ا�� اور ڈرا  ��۔ 

76
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Note: You can also insert picture through Copy/Paste.

ٓاپ �� ؍ � � ذر� � �� �� � � �۔ �ٹ: �

�� � � �� �� �؟

 نا�ا�ت � � ��:  ا

 ن�ٹ � � � ��۔  ا

 ر��۔  �� � � ��۔ �� � � � � �� � � ا� و�و �دا

3 ا� � � �� �� ��۔

2

1

 Picture Tools:

 Picture tools will display after adding picture or after 

selecting already added picture.

 You can style your picture in multiple ways form Picture style.

Click on different picture style and pick up a suitable design.
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 Brightness and Contrast:

 You can also adjust brightness and 

contrast of picture. Click on . brightness

It will display a menu.

 Click on brightness option. It can 

be viewed quickly. 

Fol low the same procedure for 

Contrast.

�؍ �� ��: 

 ر��۔  � �� �� � �� �� � � � ��د �و� � � �� � � �دا

 ے� �۔ �� � � ا�� � �  � ٓاپ � ا�� � ا� �� � �د ��ں � ا�� د

�� اور �� ا�� �� � �۔
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���
�؍ رو� اور �ا�؍ �� � رو� اور �ر� �ں � �ق: ����� �ا

���
 ر��۔����� � � � ��۔  ا� � �دا ٓاپ �� � رو� اور �ا� � � ا�� � � �۔ �ا  �

���
ٓا� � � ��۔ � �رى � د�� �۔�����  ��  �  �ا

 �ا� � � � ا� �� �ر � � ��۔

 Recoloring:

 You can also recolor a picture by clicking recolor.

It will display a menu. Apply a suitable recolor option and view it.

دو�رہ ر� ��:

 ر��۔ ا� ��  � ٓاپ recolor � � � � ا� �� � دو�رہ ر� � � �۔ ا� � �دا

ٓا� � ا�ق �� اور ا� د�۔  �� دو�رہ ر� �� وا



 Picture Effects:

 You can apply a variety of effects from picture Effects.

Click on picture Effects. It will display a menu. You can choose 

from

 Shadow   Reflection  Glow

 Soft Edges   Bevel   3-D Rotation

 Each further display a list of effects. Click on any effect which 

suits your document.

� ������� :� � ا
� �� ��� ���� ����  ر�� � � � ��۔ ا� � �دا � � � � � ا�ات � ا�ق � � �۔ � ا � ٓاپ � ا

 ن� � ا�ب � � �۔ ��۔ اب ا
� ������� �� �   �  ��   ر

 �م �رے  �ل    3D رو�
� ����� �� ٓاپ � ڈا�  � � ��������  �� �� � � � �؍ ا�ات � �� ا� � �� �� �۔ � ا  � ا�  ا

�� �۔

80
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 How to add shapes?

 Follow these steps:

 Click on .Insert tab

 Click on . A menu will display showing shapes of Shapes

 Lines.   Basic shapes   Block Arrows

 Flowchart  Stars and Banners

 Click on any shape.

 It will show ‘+ ’ on document at position of cursor.

Drag cursor on document to draw a shape of your desired size.

2

1

Note: These are a variety of features available for picture in 

Picture Tool, click on any option and learn through trail and error 

method. You can also take help from your teacher.

ٓا� � � �� اور �ا� اور �ں � �   �� �ٹ: ۔ � �ل � � � � � �ز د�ب �، 

��۔ ٓاپ ا� ا�د � � �د �� � �  �۔

 نا�ا�ت � � ��۔� � �� �� �؟  ا

 ن�ٹ � � � ��۔  ا

 ر��۔  Shapes � � ��۔ �ر� ذ� � د�� �ا ا� � �دا

 ��   �دى �  �ك ا�و ؍�

 � �رٹ  �رے اور �ز

 � � � � � ��۔

 � �� � � ڈا� � � ’+‘  �� �ے �۔

 ا� �� �� � � �� � � ڈا�� � �� � �۔

3

3

2

1



 How to insert SmartArt?

Follow these steps:

 Click on .Insert tab

 Click on . It will display a window.SmartArt

 Click on any SmartArt which you want to choose. There are 

 number of options from which you can choose:

 List     Process

 Cycle     Hierarchy 

 Relationship   Matric

 Pyramid

3

2

1

ٓارٹ � � �� �� �؟ �ر�ٹ 

 نا�ا�ت � � ��۔  ا

 ن�ٹ � � � ��۔  ا

 ر��۔ ٓارٹ � � ��۔ ا� و�و �دا 2 �ر�ٹ 

1
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 (SmartArt is an illustration or graphic display which can 

show a process, a cycle, a relationship etc.)

 After inserting, add text in the space provided to make the 

diagram Complete. You can use this feature of MS-Word in 

Science projects.

�� ٓاپ �  ٓا� � �اد �� � � �  ٓاپ � �� �� ��۔   �� ٓارٹ � � ��    � � �ر�ٹ 

� � �۔

 �   �و�؍ �   ��   � و �  �     

 �ك   �و� 

ٓارٹ ا� �ل � �ا� ڈ� � � ا� �� ، ا� �، ا� � و�ہ �د� � �۔  �ر�ٹ 

ٓاپ   م� � �� � � دى � � � � �� ���۔  ٓارٹ � �� � � � � ڈا� �ا  �ر�ٹ 
� ��� � � � ا� ا� ورڈ � اس � � ا�ل � � �۔��� �� � �ا
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 How to Insert Chart?

 Follow these steps:

 Click on .Insert tab

 Click on . A new window will display.Chart

It will show options of 

 Column    Line    Pie 

 Bar     Area   XY Scatter

 Surface    Doughnut

 Bubble     Radar

We shall discuss here column, line, pie and bar.

Click on any available shape from line, graph, column, pie bar.

2

1

�رٹ � �� �� �؟

 نا�ا�ت � � ��:  ا

 ن�ٹ � � � ��۔  ا

 ر��۔  �رٹ � � ��۔ ا� � و�و �دا

 � �ر� ذ�� ٓا� د�� �۔

 ��   ��   ��  �ر  ا��
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Note: At this level, you only need to draw shapes, not to put 

data in them. You can make use of this feature in Mathematics 

and seek help from teacher for further assistance.

ٓاپ � �ف ا�ل �� � �ورت �� �۔ اس � ڈ� � � � �۔ ٓاپ اس � � ر�� �  �ٹ: اس �ل �� 
��� � � � ا��ہ � ر�� � � � �۔����� � � � � اور دو�ے ا

 How to insert Page Number?
 Follow these steps:

 Click on .Insert tab

 Click on . Page Number

 It will display a list of  options for 

position of numbering at the page.

 Click on any desired option. Pages 

will be numbered accordingly.

2

1

3

 ا� وا� ا�   � �؍ �   ڈو�

ر ڈا  �    را

 � �ں � ��، �� اور �� � � �� �۔

 د�ب ا�ل ��، �اف، ��، �� �ر � � � � � ��۔
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 How to insert Equations and symbol?

 Follow these steps:

 Click on .Insert tab

 Click on . It will display a list of equations. Equation

 Click on an equation of your choice, if it is present in list.

 Otherwise, click on insert new equation and type the 

 equation in provided box. 

3

2

1

4

� � � درج � �� �؟

 نا�ا�ت � � ��۔  ا

 ن�ٹ � � � ��۔  � � � � ��۔  ا

ٓا� � ا� � �� �ے �۔  ��  � � � �وں � �ز� � 

3 ��� ٓا� � � ��۔ �ت � ا� � �� � د� �� �۔

2 1

2

1

�وا�ں اور ��ں � � �� �� �؟

 نا�ا�ت � � ��: ا

 ن�ٹ � � � ��۔   ا

  equation � � ��۔� �وا�ں � ا� � �� �ے �۔ 
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In case of symbol, follow these steps:

 Click on .Insert tab

 Click on . It will display a box of symbols.Symbols

 Click on any desired symbol, if it is present in list.

 Otherwise, click on more symbols. It will show a windows. 

Scroll the window for searching symbol of your choice. After 

searching, click on Insert.

3

2

1

4

 ا� � � � ��د � � ا� � � �وات � � �� ۔

4 دو�ى �رت � insert new equation � � �� اور د� � � ؍ ڈ�  � �وات �� ��۔

3

 نا�ا�ت � � ��: �� � �رت � ا

 ن�ٹ � � � ��۔ 1 ا
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3

 Margins:
 You can add margins on page of your document by simply 

following these steps:

 Click on .Page Layout

 Click on . It will display a list.Margins

 Click on any option according to your document’s 

requirement. It will apply on all the pages of your document 

quickly.

2

1

2 Page Layout Tab:

 Page Layout tab is for page designing and styling. In this tab, 

a variety of options are available to make page more beautiful 

and appealing.

 Symbols � � ��۔ � ��ں � ا� �؍ ڈ� د�� �۔

 � �� �� � � �� ا� � � � ��د �ں۔

 دو�ى �رت � more symbols � � ��۔ � ا� و�وز د�� �۔ ا� � � �� 

 ن�ٹ � � ��۔ �ش �� � � و�و � ا�ول ��۔ �چ �� � � ا

4

3

2

ٔوٹ � ڈ�ا� اور ا�� � � �۔ اس � � � � ز�دہ ��رت اور � �  ٓا  ��� ٓأوٹ �: �   ���  �

ٓا� د�ب �۔  ��  � � � � ��

�ر�؍ �رے:

 نا�ا�ت � � � � ا� ڈا�� � �ت � �رے؍ �ر� � � �: ٓاپ �ف ا   �

ٔوٹ � � ��۔ ٓا  ���  � 

 ر��۔   �ر� � � ��۔ ا� � �دا

 ا��  ٓاپ � ڈا� � � �م �ت � �را ً ا� ڈا�� � �ورت � �� �� ٓا� � � ��۔ �� 

� �� �۔

3

2

1



 Orientation:

 As you already know, orientation is vertical or horizontal 

placement of page. Follow these steps to change orientation of 

page:

 Click on tab.Page Layout 

 Click on . A menu appears.Orientation

You can click on Landscape only. Because default orientation is 

portrait.

2

1 89



� �ى: � �� ٓاپ � � �� � � اورى ا� �دى � ا� �ر � � � � �� � � �۔ � � 

� �ى �� �� � � �ر� ذ� ا�ا�ت � � ��:

ٔوٹ � � � ��۔ ٓا  ���  � 

 ر��۔  اورى ا� � � ��۔ ا� � �دا

ٓاپ �ف Landscape � � �۔ �� � � � �ہ � �ى Portrait �۔  �

2

1

 Size of Page:

 You can select different size of page by following these 

steps:

 Click on  tab.Page Layout

 Click on . A list of size appears.Size

 Click on any size according to your requirement. 

 A list includes size of:

 Letter

 Tabloid

 Legal

 A3

 A4

 A5

 B4 (JIS)

 BS (JIS)

 Japanese Postcard

 (Dimensions are also mentioned along with size)

3

2

1
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 Column:
 You can add multiple column in your document by following 

these steps:

 Click on  tab.Page Layout

 Click on . A list appears showing options ofColumns

 One  Two  Three Left  Right

 You can select any option according to your document’s 

requirement.

2

1

 نا�ا�ت � � � � � � � �� � � � �:  ٓاپ ا �:�� � �

ٔوٹ � � ��۔ ٓا  ���  � 

 ر��۔  �� � � ��۔ �� � ا� � �دا

 ا� �ورت � �� � �� � � ��۔

 ا� � � �ر� ذ� � �� �� �� �۔

3

2

1

 Letter  Tabloid  Legal

 A3   A4   A5

 B4 (JIS)  Bs (JIS)  Japanese Postcard

�� �  �� �� �ں � � �ا� د� �� �۔

 نا�ا�ت � � � � ا� ڈا� � � � �� �� � � �۔ ٓاپ ا   �:��

ٔوٹ � � � ��۔ ٓا  ���  � 

 Columns � � ��۔

 One  Two  Three Left  Right

 ر��۔ ٓا� � ا� � �دا  ��  

ٓا� � ا�ب � � �۔  �� ٓاپ ا� ڈا� � � �ورت � ��   �
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3 View Tab:
 View tab enables you to view a document in a different 

perspective. Follow these steps:

 Click on tab.View 

 Click on any one of five options:

Print Layout:

1

 Print Layout:
 It will display the layout of document as it will look after 

printing. 

 نا�ا�ت � � ��۔ ٓاپ ا� ڈا� � � � � � � د� ��۔ ا  �� و��:   �View � ذر

 و� � � � ��۔

ٓا� � �� ا� � � ��۔  ��� 

1

ٔوٹ: ٓا  ���  ے�۔��  � ڈا� � � ا� � د�� �  � � �� �� � � د�� د
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  � �رى ا�� � ڈا� � � ا� ر�� �ڈ د�� �۔� ا�� ر��؍ � ا�� ��:

 Full ScreenReading�

 It will display a reading mode of 

document on full screen.

 Web Layout:
 In Web Layout, document appears as a Web Page.

  ر�� �۔ ٔوٹ � ڈا� � و� � � �ر � �دا ٓا  ��� ٔوٹ: و�  ٓا  ��� و� 

 Outline:
 It will show document as an outline 

and display outline options. 

ٓا� �� �ے �۔ ٔوٹ ���  ٓا ٔوٹ �� � �ح د�� � ا�و�ر  ٓا ٔوٹ ��: � ڈا� � ���  ٓا ��

 Draft:

 Draft will display the document for quick editing Certain 

elements like header and footer are not visible in this format.
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��  ا�ٹ �� � � ڈا� � � د�� �۔ � �ر اور �� اس � � ���������� � � �را ًڈرا� �ص ا ڈرا�: 

د�� � د� �۔

Note: You can also view document as two page from view tab.
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Answer these questions:

1 Provide the list of features mentioned in Insert tab.

How do you insert table in your document?

How do you number pages of document?

ACTIVITIES

2

3

 Insert tab allows you to add Cover Page (title page of 

your document depicting your name and other important 

details), Blank page, Picture, Clip Art, Shapes, Smart Art, 

Chart etc.

 I insert table in my documents by Following these steps:

(1)  I click on Insert tab.  

(2) After that I click on Table, a drop down menu  displays. 

(3) I click on Insert Table, it shows a window having 

manual settings for table.

(4) Then I put number of column and number of rows in 

spaces provided.

(5) I adjust Auto Fit behavior.

(6) Then I click on OK.

 I follow these steps to number pages of document:

(1)  I click on .Insert tab

(2) Then I click on . Page Number

  It will display a list of  options for position of numbering 

at the page.

(3) I click on any desired option. Pages will be numbered 

accordingly.
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What do you mean by Smart Art?

 SmartArt is an illustration or graphic display which can 

show a process, a cycle, a relationship etc.

4

How can you change the size of your document?5

 I select different size of page by following these steps:

(1) I click on Page Layout tab.

(2) Then I click on Size. A list of size appear.

(3) I click on any size according to my requirement. 

Encircle the correct options:

____________  is present in Insert tab:

(a) (b) Column    Draft

(c) (d) Word Art    none of these

Blank Page is Inserted at:

(a) (b) the position of cursor the bottom of document

(c) (d) any where    the top of document

____________  is/are included in shapes:

(a) (b) Lines    Callouts

(c) (d) both a & b   Bookmark

____________  is listed in SmartArt.

(a) (b) Cycle     Recycle

(c) (d) Budget    Box

In Chart options of ____________ is/are present.

(a) (b) Pie     Area

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

1

2

3

4

5

P

P

P

P

P
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You can add equation in document from:

(a) (b) Home tab   Page Layout tab

(c) (d) View tab    Insert tab

You can align text: 

(a) (b)  Horizontally    Vertically

(c) (d) Tilt at some angle  all of above

You can have __________ size of document.

(a) (b) Tabloid     A4

(c) (d) B5 (JIS)    all of above

Draft enables you to view document:

(a) (b) quickly     for editing 

(c) (d) both a & b    for outlining

Cover page is ____________ page of the document.

(a) (b) last      middle

(c) (d) title      second

10

6

7

8

9

Fill in the blanks:

You can insert already made tables like calender etc. or can 

draw table of your own need.

Insert to allows you to add Cover Page (tile page of your 

document depicting your name and other important detail)

Click on table, a drop down menu will appear.

Picture tool will display after adding picture or after selecting 

already added picture.

Drag cursor on document to draw a shape of your desired 

size.

1

2

3

4

5

P

P

P

P

P
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Conduct a test at the end of chapter to analyze the skills of 

students’ learning of MS-Word.

Supervise and assist to the students while learning and 

performing MS-Word lab activities.

Provide in detail knowledge of every feature mentioned in 

this chapter.

Teacher’s Note:

3

2

1

Insert picture of your school in document of “My School” 

essay.

Make table for attendance sheet of one week on MS-

Word. (for ten students)

Insert any shape in your document and apply color and 

different effects on it.

Insert page numbering in document.

View the document in five different ways mentioned in 

chapter and analyze the difference.

Lab Activity:

1

2

3

4

5

Insert Different Clip Art in Ms Word:


