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“Education Is a matter of life and death for
Pakistan, The world is progressing so rapidly
that without requisite advance in education, not
only shall we be left behind others but may be

Quaid-e-Azam
Muhammad All Jinnah
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 INTRODUCTION
» TO COMPUTERS

Computer is 0 machine that helps us in our dally life. In this unit, students will
leorn the definition of a computer, advontages of using o computer, data and
mformation used in g compuler, They will alse [eorn about input, processing,
output, ond storage devices and operations.

Learning Outcomes:
After completing this unit, students will be.able to:
define Computer  know Communication Devices
define Data and Information © know how a computer works
explain the advantages of - desribe four basic ¢cperations
using computers performed by a computer
define Hardvsare and Software
know the difference between
Hardware and Software
s know Input Devices
- know System Unit
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1.1 Whatis a C¢z:»mput‘e-r7 -

When someont 2 Says the word “ramputer’
ke this__

!

Fav tring 21 g machine that iooks

This is a Personal
Computer.

‘11!‘””!)?

Fig. 7. 1o Messvnal Compurer
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meaningiul information {Quipul), and also stores outout for later use. It always
perforims dCCorging to the given instructians |
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1.1.1 Data and Information

A colection of facts and Fgures (unprocessed items; Is known as Data. It can be in
the form of a text, numbers, iMmayes, aul< and video.

Data after processing i calivd information. Information Is basically a meaningful data

€asily understancable by peopie.

Processing is an action in
which computer converts.

Data into Information.

- Ty

Data is processed
into information
by a computer. In
this example
student’s name,
address, subjects
and marks obtained
in each subject
represent data. The
computer processes
this Data and tumn it
into Information
in the form of the
grade certificate.
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1.1.2 Advantages of Using Computers

There are several advantages and benefits of using computers. Same of them are
discussed below:

Speed

Speedis the most Important characteristic of a computer, The computer ¢an
perform billions of calculations in a fraction of a second.

For example, if a student is asked to calculate the following product.

9836572
X 68935

The student will take few minutes to solve it, but a computer can solve millions of
such problems in less than a second,

Accuracy

Computer is almost 100% accurate and It never makes mistakes. In the above
éxample, there IS a chance that the student can make errors while solving it
but a computer never does 50.

Computer gives wrong results only when defective data or instructions are
given.

Diligence

Besiges being fast, a computer can do things aver and over again. It never gets
ured or bored. If we have 1o vrite a letter 100 times we will get tired, A computer
an write the letter even a million times Hut never gets tired or bored.

Storage
Computers have large storage capacity. A computer can store very large amount
of data. A large building s required 1o store thousands of books. But 2 computer

can easily store thousands of DOOKS in its memory,

® Versatility
Versatility Is the key benefit of using computers. A user can perform variety of
tasks with a2 computer like drawing pictures, writing stories, watching movies,

-.--J-- A . . -
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1.2 Components of a Computer

A computer has different compoenents to perform a variety of tasks. Hardware and
Software are the main components of a computer.

Hardware

Hardware refers to all physical parts of a computer that we Can 5€¢€ and touch. This
includes the input and output devices as well as the system unit.

Fig. 1.20 Computer Hardware

Software

A computer cannot perform a task with hardware alone. It needs software 100.
Software is the set of Instructiens given 1o the
computer to perform a specific task.

For exampie, the games we pldy and the programs
we run on a computer i.e. Windows XP. Microsoft ’
Word, Microsoft Paint, €1¢. are software.
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1.2.1 Difference Between Ha:ﬂwaré
and Software

Follm.-ing IS & 13w 1hat describes some difewnces bethween rardwane and sofhwvane

>
M-
] -

Hardware refers to all physical parts of Software is the set of mstrucuons gm

a computer that we can see and touch, to the computer to perform a specific
Hardware is like a human body. Software is like 3 human soul.

Some examples of hardware are Monitor,
Scanncr, Motherboard, Speakers, etc.

1.2.2 Input Devices

Devices that are used to enter data INta 3 computer are called Input devices. The
WIGEly used inpul devices are the keyboard, mouse, microphone, scanner and digital

Keyboard is the most commenly used input device, It allows a user to type alphabet,

AUMbErs or symbols into the computer. It has small buttons calied keys, The keys are

lald out in the QWERTY pattern. Now ook at the keyt
the letters on the 1an Iof Af tha Load e WINQWERTYare
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Components of a Computer
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Alpronumezng Keyo C v Conlrnl Reys Numenc Reypad
Fig. 1.2.20 Keyboard
A standard keyboard can be divded into following sections.
o Function Keys
& Alphanumenc Keys
@ Numenc Keypad
@ Cursor CONUONavigavon Keys

§.
; l."

H

Function Keys

The Function keys are located at the top of the keyboard. The purpose of these
keys Is based on the software we are using. For example, pressing the F1 key
opens the Help screen in Windows,

Alphanumeric Keys

Alphanumeric keys are the collection of letters, numbers and punctuation keys. This
section also includes some special keys, the Tab, Caps Lock, Back Space, Enter, Shift,
Ctrl and Alt keys

Numeri¢ Keypad
The numeric keypad is usually located on the right side of a standard keyboard. This
section contains digit keys and mathematical operator keys (¢, -, *, .

Cursor Control/Navigation Keys

www.topstudyworld.com
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Mouse

The mouse is an input device that enables a user to select commands quickly and
perform tasks, It has two (sometimes three) buttons to click on.

As the mouse moves, the arrow on the screen will mave at

Button

Fig. 1.2.20 Mouse
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Mouse Actions
Click: Quickly pressing and releasing the mouse button ¢nce s called click.

Clticking on the IcR =~ouse DuTion Cicking on the r’Qhl mewse dutton wiw
- - l-'- - (] - L " * - x ”

sl ~lreag M = ry P r a¥® e | ™mert
wid MGNAGHL ERC X CQIBPRJY G O pricul OF QUICK /MENJ,

\'P

Double Click: Quickly pressing and releasing the left mouse button twice Is
called doubdle click. This method is used to apen a folder Or run a program.

Dragging: To press and continue to hold down the left mouse button and move the
mouse &5 called dragging.
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Components of a Computer
Scanner

A Scanner Js an Input device. It 1s used Lo scan text and ETMEREeS INLO e Compater,
Once a document or piclure is scanned, it ¢an be dispiayed on the screen of the

I'- .'

computer. T -

it works like a photocopy machine.
it creates a copr of document o 74
Image in the Computer.

Fag. 1,22 Scamning Provcra

Digital Camera

A d‘gifﬂl comerg IS an inpul duewvce. It JInws J user 1c take priiuces and make
vigeos, then store them In the COorputer instéad of a traditional him You can see 3
picture on the screen of the Camera. Digital cameras have bullt-in mMemory to store
IMmages. Lygnai camera provides a feature 10 delete and edit an :Mdge after taking it,

[{ [)": " ..: I':' r'l ¥
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Microphone

mic rophone is an inout device. it Is use to nput audio

INn the compulte: Ve Can recorg voice JSIng, MICrophone ‘ K
S

in the computern Microphones are used to make audlo

and video calis and chat ove~ the intemet \ /
g /
Fig. 1.2.2¢ Microphone
1.2.3 System Unit

System unit is & box which consists of gifferent electronic components. These
components are main circuit board, processor, povier supply, storage devices, etc,

’

Fig. 1.2 30 Syvtem O mit and irn Compuonenis

System unit can be found in different shapes and sizes .

L § J \.JL ]
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Motherboard

Motherboord is the largest circuit board in a computer. It is also known as the
System board, All computer components are plugged or connected with It,

Following are some of the computer components attached 1o the motherboard.

@ Processor InputQuput dewces

@ Memory Chip!’. ‘fm!tjlr'{]_‘,;r: JOaces, etc.

Fope 1.2.3¢ Morkerbourd

Processor

Processor is the brain of 3 computer It is made of 3 silicon chip fixed on the
motherboard, Its primary job is t¢ carry Gut a set of instructions and process
data efficiently and accurately It converts data into Information. It is also called
CPU (Central Processing Unit).

www.topstudyworld.com
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Components of a Computer " Unit - 1

Memory

Memory is an electronic hoiding place. It heids instructions and data that a computers
processor can access. Usually, the tcain 'memory’ refers to the RAM (Rancom ALcess
Memory). RAM 5 the temporary storage
area for the data before and aftér it 15
processed. RAM is alsOo kngvn as
volatile memory it means that RAM
loses data when power Is switched off.
It Is @ high-speed memory

How to Find Processor Speed and Memory Size of
the Computer?

=5 Right Click the
My Computer icon
on the Desktop.

Fig £.2.3¢ RAM

= Click Properties.

wp- System Properties diologue box
appears.

=» Computer’s general information
appears showing Processor speed
and Memory size.

|

=» Now write down the Processor speed
and Memory size of your computer

i

ProcessorSpeed .. ...

www.topstudyworld.com
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In 3 computer, storege devices hold daw, nstructions and informaton permanently
SOrage dewvices have 3 much larger Capacrty 10 stone data Some common exampies of
storage demades are Floppy disk, Hard disk, COs/DVDs and US8 flash memaory

Floppy Disk
Floppy disk is a portable and Inexpensive storage device, it cansists of a Nexible
thin magnetic fiim. This film is enclased in 3 piastic case. A standard floppy disk is
3.5" inches wide

A floppy disk anve 1§ ysed 10 read and
wrrite data from Roppy aisk. Nowadays,
it s rare to And Noppy disk drives in
modem computers. Roppy disks are
not wicdely used due 1o their low
slorage {apacity.

Hard Disk

Hard disk is the permanent storage device of a computer It is also called a Hard
disk drive or Hard drive. It is a reflable and durable storage dewice, It s fixed
Insige the System Unnt.

Vig. 1.2.4a Floppy Dk

Hard disk consists of several rGRaung disks called platters. Each platter stores data.
They are sealed in an wrught case to «eep them free from dust it can store very large

amount of data and Iinformation

tande
™he wrid motee,

whach fotacet piatter

Piatter
AT S
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Nowadays, external hard disks are 25C avallai’e i the market

Fig. 1.2.4c External Hard DixAs

CD / DVD

CD/DVD is a portable and comparatively less reliable storage cevice than a Hard
disk. They are flat and round discs made of plastic, A CO/DVD has a thin layer of
material that refiects light easity. The CD/DVD drives use a laser beam to read from
and write dgata on them

CO/DVD are used to store software, data, pictures, movies, musiC anc viceo games,

CD stands for Compact Disc. DVD stands for Digital Versatiie/

| video Disc.
A CD can run in CD drive and DVD A DVD can only run in 2 DVD dnive.
drive too.
Quality of sounds and movies Quality of sounds and movies
isjowinacCpD. is high in a DVD.

www.topstudyworld.com
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USB Fiash Memory

USB Flash memory & a storage device 1t 15 also know= as Datz Taveller i1 - plugged
In the USB port of the computer. It is a portabie. inespensive, relioble ond durable
storage device

Hash memory is small and light weight. it
consists of a memory chip. We can read
from and write data on the flash memory
It is widely usegd 20 transfer data from one , .;
computer 1o another \

1.2.5 Output Devices

Once the data is processed, it can be gisplayed in different ways. Devices that Show!
generate oulput are czalled output devices. Monitors, printers and speakers are
some of the output devices.

Fig. 1.2.3¢ UNB Flask Memory

Moantor

Monitor s an output device. it displays information ¢n the screen . It is the main device
10 see results (output), It 5 also known as VDU (Visuol Display Unit), The output which
IS displayed on the monitor screen IS called soft copy  There are different types of
monitors, Some of them are shown below

*

CRT monitor 'L(_:Drrmftor Plasma monitor

CRT (Cathode Ray Tube) LCD (Liquid Crystal Display) Plasma monitors m ‘
monitors are heavier, are light, flat and do not recent donlopmmt, |
need more space and ' meed much space. It does NMWM*

produce small amount wm radistion. | | }hlﬁ-l‘ﬂ_ and Cw_f
of radiation L E T Ra ey "7 LY
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FINTSr IS an oulpul CeviKe. i 2ives DUlpUl On L papu
Narg Copy ne Most common types Of prater, gre lesur
printers

Dot Matrix Printer Ink-Jet Printer Laser Printer” e ;
Dot matrx pninters prints An inkjet printer has 3 The {aser. printer B' *
by armanging dots on 3 print. head th3t sprays especially suited fUI' ‘;J.
paper. The quality s 1ot tiny ink drops on a paper. pﬁnmgluggnw _—
very good but the It is better for smaller ‘g
printing cost is less, It jobs -‘and- colour images. s
Produces 3 nolse guring These printers ore

printing. popular for home usage .

Fig 1.258 Printers

Speaker

speakers are cutput devices. They allow us to near aifferent souncs, Some computers
have small internal speakers,

www.topstudyworld.com
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1. 2 6 Communication Devices

The gevices which are used to communicate and connect 3 computer with other
computers are xnown as communication devices.

Modem

A modem is a device which is used o connect and communicate with other

computers on the Internet. It sends and receives data. There are two types of
modems.

Internol Modem
PRaced nside the System Uni

Fig. 1.2.6 Modems
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1.3 How a Computer Works?

The way a computer works is very much similar 1o the way human Deings Soive
their problem useg paper and pencil Thene ane Iour Dasif Operauons performed by a
computer |.e, Input, Pracessing, Output ard Storage

ixg=?

2. | Yourcada

Lo L
: . -
-
_—
- " -
L ]
- I ———— e W —--—_vﬁ-ri P——
-

Computer
Computer receives
MUMbers
from the
keyboard.

- 3"(5

ix6 =18 Computer
wWOrks
.E on the
ﬁ You think numbers.,
E obout the '
question
and solve it.
You write
INSWEr On 3 Computer
paper « Shows
result
§ ona
{ monitor.
i
You €30 Save Comp_uter can
use gisks, COs
FOU WOk and DVDs to
% S bag store data.
a to use it
Dter.
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N HowaCompiterWorks? o Lo T B
Input Operation

in this operauon, tre computer accepts data and instructions from input devices, The
input gevices inClude keyboard, rmouse, scanner, digital camera, microphone, etc.

Processing Operation
The cperation In which a computer performs some action on the data according to

the instructions s known as processing operation. The processing is done by the
Central Processing Una (CPU).

Output Operation

ln this operation, the computer uses output devices to produce results of the
processing (information). it may be either displayed on the screen or printed on
the paper Audio output is pred.uced by speakers of the computer.

Storage Operation
In this operation, the computer stores the data/information on different storage
gevices such as Hard disk, Floppy disk, CD/DVD and Flash memaory

~
f

o=

Output Operation

T ———— o T il

|

Input Processing s
Operation ) Operation | , \ 5
| > »

Rtnaramn MNAnaratinan
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Summary
Computer is an electronic machine which processes raw data (Input) Into
meaningful information (output), and also stores output for later use.,

Computer can help us in cur work. It helps us to write text, soive problems, count,
draw paintings, etc.
Collection of facts and figures is known as Dato.

Data after processing is called Information.

Hardware refers to all physical parts of a computer that we c¢an see and touch.
Software is the set of mstructons given to the computer 1o perform a specific task
Devices that are used to enter data Into a computer are called input devices,

Keyboard is most commonly used Input gevice, It allows a user 1o type words,
numbers or symbols Inte the computer.

Mouwuse is an input device that enables a user to select commands qQuickly and
perform tasks.

Quickly pressing and releasng the mouse button once is called click.
Quickly pressing and releasing the left mouse button tvdce & called double click.

To press and continue to hold down the left mouse button as you move the mouse
Is called dragging the mouse.

Scanner 15 used 1o scan text and images Into a computer

Digital Comera allows a user t¢ take pictures and store them in a computer
instead of a traditional -

Microphoneé 5 an input device, It IS vsed to Input audio in a computer.

System unit is a box which contains different electronic components of the
computer e.g. motherboard, processor, power supply, etc.

Motherboard (s the iargest Circuilt board In the computer. All computer
components are plugged or connected with it.

Processor Is the brain of a computer, Its primary purpose is to carry out 2 set of
instructions and process data efficiently. It is also known as CPU.

Memory Is the electronic hgolging place, it holds Instructions and data that a
computer's processor can access.,

www.topstudyworld.com
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Hard disk ;5 3 permanent storage device of a computer. ft is an inexpensive,
. reliable ang durable storage device. It is fixed Inside the system unit.

CD/DVD 15 a portable, inexpensive and comparatively less reliable storage device
than a hard disk These are flat and round dss¢s made of plastic.

A USB Flash memory is @ storage dewce. [t s a portable, inexpensive, relioble and
durable storage device.

Once the data is processed, it can be displayed In different ways. Devices that
generate/show output are calied output devices.

Monitor is an output device. it displays information on the screen,

Printeris an output device. it gives output on paper. The printed output is called
hard copy. '

sSpeakers are outpul devices. They allow us to hear sounds from a computer.

Communication devices are used to communécate and connect a computer with
other computers.

Modem is a device which isused 1o connect and communicate with other
computers ¢n the internet.

The operation in which 2 computer accepts data and instructions for processing
from input devices Is knowm as input operation.

The operation in which a computer performs some action on the data according
to the instructions IS Knovmn as processing operation.

in an output operation, the Ccomputer uses output devices to produce the results
of the processing ( information ).

In a storoge opergtion, the computer stores data/information on different storage
devices such as Hard disk, Floppy disk, CD/DVD and FAash memory.

Exercise

Q.1 Nick the right 1 hoice.

D

can consist of text, numbers, images, audio and video.

www.topstudyworld.com
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i) Meaningful data Is Known as

- 1 . |
] =L R
L A & 1!.':‘_

iil) Hardware are the e parts of a computer.

a) Lo cal

SAFUL 4 AR o ¥

N?Whlchotmefonovdrnglstm@ampleofsoftmm?

&) MOoOI

=y Il epgs oy L Nes. ) g
lhll r"ll_ .-..-r..lfl “l.l:"g I

v) In the standard keyboard, keys are lald in __________pattem.

a) QYWAKIT X o .« L0 1Y)
CUWLRITY ) N0~

vi) Mouse is an device.

A Outpn

1

2 S'cape

vit) Which of the following Is not an input device?

ds Systemn Unht T & IERTeT
O} Kevyboard di 5 e

i Isused to take pictures and store them in the computer

d Moyse ’
¢} Dignal Camers (e “ee - 1IN

1) s an Input device used to record voice in a computer

a) r'ifr()i}(}-.}‘":ﬁ' MU L.
¢} Dignal Cameéa AR5 TR C X

x) Which of the following is not placed in System Unit?
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x} CPU stands for

20 . - LR ]
Vol . T L TS ’

SRS {1 [N IO TR
11} Hard disk 15 3 storage device,
) Ieuorary o) PFmanent
¢) Primary - d) Portable
xiif) Monitor Is an device,
a) Processing DEDH 5,
<) Storape 31 haran
X)) A gives output on the paper.
a Scamer b) Micophone
) Mouse d) Prime;
XV} There are Dasic operations performed by a computer,
a7 Fhve h) Three
C) Fonye ) Two
Q.2 Filf Jn the blgnks,
) Computer follavs . : o perform any task
i — B thal you put 1o a computer are known as data
#) Computer games are eample ¢f the :
tv) : click of the len rmouse button is used to select an ikem.
v} Microphone is an - . geMice.

vi) Motherboard Is also known as . ) o

Vﬂ}_.. Ak are Rrarsiv fruanA rruaomds. .
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R IntroductioWiLComputers

Ix) A computer performs Input, processing, _- anG storage operator..

)| R — ____operation, data turns into information.

(0,3 et o2 50l A g)

i) Computer - i) Memory

iii) Software ) Hard disk

v) Motherboard vi) Processing operation

Q.4 Dt -l Szhvean the followarng.

1) Data and Information - ) Single click and Doubie click

i) Haréware and Software iv) CD and DVD

v) Input devices and Cutput devices vi) Input operation and output operation
Q6 (e [0 .6 vers [ thre frdfowlng questions, ‘

) Write five advantages of using computers,
i) What is hardware? Wirite the names of five haroware devices.

iii) Write functions of the following keyboaro keys,
) Tab b) Esc ¢) Enter d) Shift _ e) Caps Lock

iv) What dogs a processor do?
v) What is memory st a terhponary storage device!

vi) Wirite a short note on Hard disk.
vil) Write advantages ¢f USB Fash memory.

vill) Explain different types of Monitors.
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Introduction o Computers

l-—_

P
i) Input devices -~ D) Speakers
i) Audio output . © Permanent storage |
iv) Monitor d) Produce resuits ' —
v) RAM e) Terminate the program e ——
vi) Modem SRR AN R 1 L
vif) Hard disk . @) Physial parts
vili) Printer ' h) Communication device | |
DO EsC key I) DOt matnx
' X Outputoperation | PLCD
" k) Memory
I ) Power supply

Q.7 Lahe! e (3l |

T L’-:ﬁTL
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for each itern below. f8 In the symbol that woulc De entered,

. S

Lo+ [ . L2al + fel

¥ 7 — b

L__ | T e— i 2 P

: - / by
=+ [ . o [ oo 4+ i o

— . . '
I'w’+E I R

N S / .

[2] + il | Lol + Ll

Practice this method by arrang ng the iCons on the cesklop to form the first
letrer of your name,

Lab Activity ( Motherboard )

Write the names of compuler comgponents which are attached with your
computer.

| = e . 2 — p—
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Unit - 1

v -

L] >
. - » .
- L ] " (e T "
g ] . y
- f ¥ =y %
W - » ’ - “

-

':‘r'--"ﬁ '_"r.r'r r "’i"’ ) 1 b L] 2l =Y r Aac % | Hd"er ar . *“{r *18 5
Can e lollowing 0Djects and set It as a wallpaner on your computer el the

nelp of vour teacher for this dctrty

b 2 /LW,A

Signatures of
Qumd-e-Azam Mubammad Al Jinnah

Lf!b ﬂ '"f*‘.l‘f_f}l)’ {f ..‘-'";.'-'-F', | '; ("f' y l-r:' f--"' !

e L " }
Dizcuss with your Lcachcer abaut the ‘ulll.;witlx ualiiiey CIf 51orage DeviCes.
Choose cre of the following options.

Yes Not much No
Attributes  Foppydisk Horddisk  CD VD Flash Memory
Expensive medium | |
Portable
Refiable
Durable

Lab Act f!,'#'ty ( Monitor )
vvhat type of display device o you Dave In the computer 13b of your schoo! and at
YOur NOme/

www.topstudyworld.com



www.topstudyworld.com Computer Science

Microsoft Windows is 0 pragram that controls the overall octaty of o computer.
It provides woys to argonize und monage files stored inlo 0 campaier. A user
can use Windows to sort, copy, mave, delete ond view the files. It controls the
basic opergticns ©f 4 computer Windows conudls different purts of your
computer system such as printer and monitor, and also enables them to work

together:
Learning Outcomes:
After completing this unit, students will be able to:
> know the start up procedure 1o step get famitiar with functions of the
into Windows following on a window
a  know the following parts of the Windows Title bar, Menu bay, Scroll bar
Destop, Start button and Start menu - Status bar and Toolbar
Taskbar and Notification area - Madmize and Minimize buttons
Desktop lcons ., Close button
% open a vandow from the following 3 define a Fle, Foider and Drive
locations 3 copy a FleFoider 1o the Desktop
s Deskion - 3 move a File/Folder to the Desktop
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2.1 Stepping into Wir

Microsoft Windows s the software which provides a platform to work on a
computer. We can only work on 3 computer if there is a3 software like Windows.

rOIIowWIng are

W Start your computer by pressing “nower” button on the System box.

= YWindoves X¥ 5"

' '. ' - -

Windows P

- Professiona!
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Stepping

= YOu Can iog on to computer Oy licking wser name and Yyping PaSSWOord
(If assigned) in the text box, as in Fig 2.7 C

Fig. 2. Ic Welcome Screen

wip  Windows Desktop screen appears.
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T $  Unit-2

2.7 1 Desktop
The main screen of the Microsoft WINcows is known as deskrop. The desktop
contains oS ¢ cfferent Ales 410 programs, L0 3 user can easity access them. All

Programs, wandows and diglog boxes cpen on the desktop. It is the Working area
of MiCrosoft Windows

Desklop
it 1 cabed Cesktop

because you can

ey every thing

- o A \ _ On 2 omputer, as

| PP PO e Yo
g ] ek

-3

Desktop lcons

Start Button

i -
-

»- e

| Trskles
Quitk Launch Toribar Notdficaton Area

Vig 2.1.Ja Windows Deskiop

2.1.2 Start Button and Start Menu

AL the bottom left comer of the screen there is a Start button. This button displays a

ISt of items called Stort Menu. Different versions of Windows have different Start
DRATONS 1e.

¥ Tl

sviart SuUtTom v 17 “a *";“.n'm
- ¥ ¥ L] "

vindows 9§ Wingows Xp

Whenau;erc!kksﬂweanrtbumon,amenuappearsmatletsthewereas%ryaccess
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Always remain;m

Start menw.
- M Decwerts
) m : J*'ﬂ"m. L]
= '_ erm
P oy ." .
The white area 1 R L 7T The light blue area
of the Start menu anwm e L of the Start menu
o [ cosowe _IneowISee
. !E.b dndedeidd r Prey s A~ w0 ! |
i :.0“”“ ‘ﬁﬂhﬁﬂ'hﬂ
' !: '
Ustof frequenty | | T entmiim gt e
used programs.
|
|
1 ! Auser can turn off
- computer by
T clicking this button.

Fig. 2.1.2 Stert Menuw 7 user canlog off by
clicking this button.

Users can access all programs instalied in the computer by dicking “All Progroms” on
Start menu, |

2.1.3 Taskbar

Taskbar Is placed at the bottom of the screen (Fig 2.1, 1a) In the Microsoft Windows.
It Includes Start button, Quick Lounch toolbar, Taskbar buttons and Notification
area. Users can access Start menu and different programs from Start button and
quick launch toolbar Users can alko switch between programs and windows by
clicking thelr buttons on the taskbar.

Taskbar buttons of curremly
Start button  Quick Launch toolbar FUANING PrOgrams Notification area

Fig. 2.1.3 Taskbar

21414 Nntiticatinn Arna
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It also Gisplavs Tt'm: and different program icons such as volume Control, Wmdows
Firewall and Anti-Virus, €tC. It alse shows temporary icons such as LUSB device and
Printing, etc.

Nt ficalson \res

2.1.5 Desktop Icons

Icons are small images that represent gitferent types of programs and files, Desktop
contains different types of icons. Following are the main four icons of the desktop.

My Documents

My Documents icon represents My Documents folder. It is used to save documents
such as letters, reports, pictures and media files. By default there are three folders in
the My Documents folder, My Muslic, My Pictures and My Videos.

wh Double dick the icon of My Documents B
from the desktop. 3

wi My Documents vAndow appears.
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My Computer

My Computer icon helps a user to access all disk drives and other hardware
connected to the computer. It shows icons of different users, documents, disk
drives such as Hard disk, CD/DVD, Floppy and USB Flash memory.

=% Double ciick the icon of My Computer ——— ‘.
from the desktop.

- My Computer windonw appears.

Fig. 2.1.55 My Computer

Recycle Bin
Recycle Bin is the place where Windows stores deleted files. User can restore any

deleted file from Recycle Bin if it has been deleted by mistake. On the other hand, a
user can empty the Recycle Bin to create more disk space.

=% Doudle cick the icon of Recycle Bin —— n
from the desktop. | "
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=¥ The window of Recycle Bin appears

@ LIS RN B

i M e et i g ¥
L= - . _r-l
L ol g -
¢ | N S | i
g - el T o e
!' = “-‘Hﬂ
J .
g .
o - Ml F e e
“.'
Fig. 2.1.5¢ Recycle Bin

internet Explorer

A user can access Internet Explorer by clicking its icon on the desktop. Internet
Explorer can be used 1o search and view information on the World Wide Web.

" Double ciick the icon of Internet Explorer =
from the desktop. |

= Intemet Explorer window appears.
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2 2 Wo rkmg with Win dows
Microsoft Windows provides a piatform to work on a computer. A user can
easily access programs and windows using different ways in windows,

There are three different ways 1o open a program. vindow.

¢ From Desktop
¢ From Start Menu

¢ From Run Command
Opening Paint Program from Desktop

=% Double Click on
the icon of Pagint.

Fig. 2.2a Desheop

w MS Paint vindow appears
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Opeéening #aint from Start Menu

»% Click Start button =17 ),
=% Start menu appears,
=% Point to All Programs = Accessories.

=% Click Paint,

- MS - Fig. 2.2¢ Start Menu

Opening Paint from Run Command

P —

«» Click Start Button ®7n
«» Start menu appears.
=& Click Run. Wp——
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=% Run dialog box appears.

=% Type the program name
and path here.

“»ClickOK.

. & 2¢ Run Diglogue Box
=% MS Paint window appears. ”

2.2.1 Get Familiar with a Window

A rectangular area on the computer screen in which an application or document is
viewed and accessed is known as a window. A window allows a user to work easily
with multiple programs. User can minimize, maxdmize, hide, resize and view a window.

A window and its different parts are shown beiowr., ‘

Manmize button
Minimize button " Cosebutton.
o

Tile bar

How wd Hobder | mbs

‘DH*I“H&-

AR T Ndle
’H— ' =

J'ﬁ.—oﬁ-ih
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T"-Ue BEU’
The horzontal bar at the top of a wingav/ is known 3s Title bor: It containg the name

of the window application and its Kon at left comer and Ceotrol buttons {maximize,
minimize and close) at the nght cormer

Menu Bar

The Menu bor is located unoer the Title bar on a wandow A Menu bar of 2 window
contains different menus such as File, Edit, View, Fovorites, Tools and Help. These
menus contain ail the commands regarding the application’window.

Toolbar

A Toolbar Is situated under the Menu bar of a window. It contains different command
buttons with their icons SO a user <an easily access these commands,

Status Bar

) Status bar gives information about the window and its contents, It is usually located
at the bottom of a windaw. Not all windows have a status bar.

Scroll Bar

Scroll bar is used to view all the contents of a window vertically and horizontally. it
appears when the contents of a window do not fit in its size.

Vertical scroll bor appears on the right side of the window. Horizontol scroll bar
appears at the bottom of the window,

Control Buttons

The buttons on the top right corner of 3 window are known as control buttons.
They consists of Minimize, Maximize and Close buttons.

AMinimize Button - Close Button

Minimize button is used to Close button is used to dose an
reduce 2 window 10 3 open window or application.
button on the taskbar. A '

Maximize /Restore Button

user can re-gisplay the

window at any time by Maximize button is used to enlarge 3 window

tn full <screen It 1w altn known a< Re<tore
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Unit - 2
3 = ~
2.3 Managing Files and Folders
One of the main features of Microso® Windows Is to manage files and folders.
Computer stores data in the form of files. Files are organized in the folders.
These files and folders are stored in the drives such as Hard dgisks, CD/DVD

and Flash memory. A user can easlly store and retrieve data with the use of files
and folders. '

File

A file is a collection of data that Is stored in a computer. There are different
types of files such as text files, graphic files, sound files and program files, etc.
Files can be stored in various storage devices such as Hard disk, Flash
memory drive, CD and DVD drives.

A file consists of two parts : name and type. Suppose you want to save the
plcture of your friend and give it a name " picture ". Computer will save Rt as

picture.|pg.
picture,jpg
| 1
File File
name  extension
Folder

Folders are like envelops or drawers In which a user can place data. A folder
can contain files and even other folders. They are used to organize data.

Folder Icon

www.topstudyworld.com
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lm;:@rt&m;e of Folders

Suppose. Aliis iooking far his Math book fromr a big pile of books. He will have to
sift through the pile of books to find Math book, The same thing can happen if
someone daes ngt use folders to stoe Cale.

All can arrange books in the DESkshees,

Shelf | - lsiamiyat bcoks - - - | | E-E—Ei'h llt—l..i
Sheif 2 : Urdu books —— — ' . li&-l 'l
Sheif 3 - English books -— "EB (&1
ShilF4 s M boghs == .— \'i il de
Shelf 5 : Science books - _ I! !l.ljlll

|

When All wants 10 100k for a particular book, it is now much easier to find because
they have been organized into several categories. Simillarly, cata In 3 computer
can be organized In the same way with the help of folders.

Severul foiders con be creoted in the computer. For exampie:

Math English Computer Scence

4 + 4 b
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Dnve
A storage area In any storage device s known as drive. Drives are named Uy &

letter followed by a colon (such as C2), The storage device <an be a Aoppy disk, a
CD/DVD, a Hard disk and a USB Hash memory.

= Open My Computer

! | . 2.3 My Compwter Window -
(Ddrive ' ® e b Hard disk drives |

= In this window user can access and get information about all disc drives and other
hardware connected 10 the computer

2.3.1 Creating a Folder

When a user wants to sort and manage files and data, he/she creates a new folder.
There are different methods of creating a new folder in Microsoft Windows.

Creating a Folder using Right Click Menu

www.topstudyworld.com
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Fig. 2.3. 1o Deskaop
A Hie/Foider name can
New Folder SR
255 characters, including
wd Type a name for the new folger . spaces.

(for example, My Work) But, k cant contain any of
- the folowing characters:

andpms.s£ Y Heovk IN:i* 7 <>

=P A folder vAth the name My Work has heen created on the Desktop.

Create a Folder from Flle Menu
s Open My Documents folder.

wd Click File menu.
VIRARE Y vl .
v RietaM v e ,
s Mo ey wa e .- ‘*' _
Y Y e -
| a8y "o,
NEW. | &) vimraime (] Wi pong g 9 J
E IS 2. ed Pwree Nes  Whum W
o Awti S bow Sevrew
oy mwn: . J o J ,
BN s 1 Wity e Aem srw DA YR tawhas . l
=P Click the Folder option. § o F
&Y "™ =+ «.." ,_J :’) bi’

P Neaind a8 Disabal s it vy Sowd o e
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. Unit-2
b A il 4 E "1

w The new foider appears, displaying a temporary came (New Folder).

E

Farera Aeh e el vy Baabas

new folder (for

exampie, My Worik)
o

al'ldPl'E% IE_ . —)

'Ig. 2.JJ; .#y Mﬂm
wd A folder with the name My Work has been created in My Document folder

Creating a Folder from File and Folder Tasks Pane
= Open My Documents folder
wh Click on Make a new folder in the File ond Folder Tosks oune.

Fig. 2.3.1d My Documenty
=P The new folder appears, displaying a temporary name (New Folder).

e . L

I
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2.3.2 Creating a Blank File
A blank new File can also be created by using the File Menu.

Creéting a blanik file from Flle Menu
wd Open My Work folder in the My Documents (Which you have just created).

wi Click File menu.

wh  Move mouse c.er NEW.

wmh Click the
Text Document option,

Fig. 2.3.2e¢ Creating mew text file

wd Anew text file appears, displaying a temporary name (New Text Document)
in the My Work folder

wd Type a name for the
new file (Le, My First File)

Fig. 2.3.2b My Work Folder
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Creating a blank file from Right lick &
A blank new File can also be created by using the Right Click Menu.

=& Open My Work folder in the My Documents (Which you have just created),

= Right click In
the folder,

=% Right click menu
appears.

=P Move mouse
over NEW.

option, Fig. 2.3.2¢ Right ctick menu

=% A new text file appears, oisplaying a temparary name (New Text Document)
in the My Work folder _

e — g —— -l g W W W

e I ( St o LeptAbonn SV Sty A |

=9 Type a name for the
new file (i.e. My First File)

Fig. 2.3.2d My Work Folder
di. A Rianl news tavt fila with the name My First File has been created in the
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2.3.3 Copying a File “Folder

Copying a file/folder is reproducing it at another location (destination) without

removihg it from its original location. Copy feature is used when a user wants to
make an exact copy of a file/folder

Copying a file/folder to the Desktop
=% Open My Work folder in the My Documents (Which you have just created)..

Fig. 2.3.30 My Work Folder
w4 Copy Items window appears.

Select the destination (Desktop)
to paste the file.

% Click Copy.

= A copy of the selected flle
will appear on the Desktop.

p
’ You can also copy a file/folder
. by using right click menu and
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2. 3 4 M w!!‘!g a Ffle Fo!dm

Moang, cuts the file/folder from its onginal iocation and places it at a nevs location. Cut
feature Is used when a user wants 1o shift a file:falder from one kocauon Lo another.

Moving a file/folder to the Desktop
=% Open My Work folder in the My Documents (Which you have just created),

» Select the flle
(My First File).

=% Cick Move this file
in the File ond Folder
Tasks Pane.

»  Move Itetns window appears.

w Select the destination (Desktop)
to paste the fiie,

w Click Move.

wh Selected file will be moved
on the desktop.

g — —

|( Ywmahomovea

— e -
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A user can also move a file folder to another location by dragging.
Dragging a file. foider (o the Lesktop

=i Open My Documents folder.

= Select My Work folder (Which you have just created).

md- Selected fokder will
be moved (0 the
desktop,

wd You can also drag
this selected folder
back to My
Documents foider
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A user can delete a file/folder that is no longer required.

Deleting a fle. foider
= Open My Documen(._s“fclden

folder.

=% Click Delete this folder
in the File and Folder
Tasks Pane or press
Delete key on the

keyboard.

=P A wamning message will appear,

» Click Yes to confirm the delete action.

mP You will find that the
folder (My Work) has
been deleted.

p———

L 8

”
»

- "Y&Jmalsodehteaflel
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® Microsoft Windows is a software which proviges a platform to work on a
computer.

¢ The main screen of the Microsoft Windows is known as Desktop.
& The Start button displays a kst of items called Start menu,

© Toskbar is placed at the bottom of the screenvln the Windows. It includes Start
button, Quick Launch toolbar, Taskbar buttons and Notification area.

® The area at the bottom right on the screen is known as Notification area.
® Icons are small Images that represent different types of programs and flies.

® My Computer gives access to all disk drives and other hardware connected to the
computer.

© My Documents foider is used to save documents such as letters, reports, pictures
and media files,

Recycle Bin is the place where Windows stores deleted files,

® Arectangular area on the computer screen in which an application or document
is viewed and accessed is known as 3 window.

The honzontal bar at the top of a window Is known as Title bor:
Maximize button is used to enlarge a window to full screen and restore it.

Minimize button is used 1o reduce a window 1o a button on the taskbar
Close button is used to close an open window.

A Menu bar of a window contains different menus such as File, Edit, View, Favorites,
Took and Help.

A Toolbar contains gifferent command buttons SO a user can access them easily.
Status bar gives information about the window and its contents.

Scroll bar is used to view al the contents of a window vertically and horizontally
A File is a collection of data that is stored on a computer

b\“ﬂ" AaAna lll.ea accimlasmes e an. & e 2. __ K 1_A — ot el =
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Exercise

Q.! Tick the right cholice

D is a software that provides a platform to work on a computer.
a) Microsoft Windows b) Mouse
¢) Hardware d) Scanner

i) The main screen aof the Microsoft Windows |s known as
a) ront top ' b) Weicome sceén
©) Desktop d) Home

) gives complete control of the computer under one menu.

2) Windows menu b) Start help
¢) Start menu d) Desktop

iv) Taskbar Is placed at the of the screen In Windows.
2 Left b) Right
Q Top d) Bottom

V) is a place where Windows stores deleted files.
a) My Documents b) My Computer
¢) Recycie Bin d) Desitop

vi) Time is displayed in the
a) Quick Access Launcher b) Start menu
) Notification area d) Task buttons

vil) icon gives access to Hard disk and other hardware.
a) My Document b) Recycle Bin
¢) internet Explorer d My Computer
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i) The vandow!program name is shown on the

¥ '--
.

i h ' L]
i o | e

a) Menu b: fix)
<) Titke o RN LT
X) bar gives Information about the window and ts contents.
a) Stats b) Sco¥
¢) Task d) Tide

X) e _____Is 3 coOBection of data that is stored on a computer;

a) Record b) Data store
¢) Hie d) information

Xii) Folders are llke—____ in which you can place fles/folders.

a) Envelops D) NotohooKs
¢) Ries d} Registers
xiii) feature is used to make an eact copy of a file/folder
a) Copy b) Cut
¢} Drag d Detete

xiv) Cutfeature isusedto——_______ a file/folder from one location 1o another

-

a) Copy b) Stuft
©) Delete U} Armange

WA Is named by a letter followed by a colon (),

a) Fle b) Foider
¢) Drive d) Window
Q.2 Fill in the Blanks.
) Desktop contains of different file/folders and program.
i Is used to seanch information on the World Wide Web.

M bar contains different menus.
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V)____baris used 10 view all the contents of a vandow honzontally and vertical)t

i button is used to enlarge a window to full screen,
vii) Minimize button s used to reduce a window to a button on the

vill) There are —____ Ways 1O Open a program/window.
X} A flle consists of two parts : name and

) areused to organize data

Q.3 Differentiate between the following.
) Desktop and Start menu,

i) My Documents icon and My Computer icon.
i) Maximize button and Minimize button,

N) File and Folder

v) Copy a file/folder and Cut a file/folder

Q.4 Dcfine the following.
I) Desktop i) Folder ili) Start menu

iv) A window v) Task bar
Q.5 Give brief answers to the following questions.
1) Describe the steps of the Start up procedure of the Windows.

I} What is Start menu?

lii} Describe the function of the Notification area.

iv} How many ways are there to open a window/program In Windows?
v) What is a Drive?

vi) What is a file? Write the parts of a file with an example.

vil) How can a user create a foider using right click menu?

viil) What is the importance of folders7Explain briefly vith an example.
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o | | C =
1) Desktop a) My Computer
i) Close button  b) World Wide Web
i) Start menu 0 .00C
v) Drive @) Name of the window
v) File Extension ~ e) Close a window/program
vi) Desktop kon f) Tumm off button e
. vi) Notification Area = p) Volume Control D~
vil) Title bar h} Quick Access Launcher T ——
X) Intemnet Explorer | D C:
x) Taskbar J) Main Screen e————
K) Different menus
|_ 1) Shift a file/folder

Q-7 Lobe) the fOHDWfﬂg [I::;(J":,r':n
\

Q)
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Lab Activity (Ci:ap -cqerovnd )
You can set any picture as 3 oesktop batkground

=5 Right click anywhere
on the Desktop.

w5 Click Properties.
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| YT, S+ T L7
E I - v ~ .
-» Display Propenies
diglogue box appears. SINPARY YIgpan e

Tremas Dedip SosenSever Acgoesve Setlrgn

=& Click Desktop tab. _ | __ i

Unit- 2

25

Background list.
oo
Sach W
¥ Color
wd Click Apply. o i)
=+ Click OK 10 dlose the * N
dialogue box. B o (o J (Coames ] 2o )
= The background of your desktopisd\anged
Lab Activity (Start Menu)

Write the names of frequently used programs from the Start menu of your computer.

Lab Activity (Notification Area)
Wirite the names of items displayed on the Notification area of your computer

Lab Activity (Drives)
How many drives are there inyourcomputers

Write the names of drives In your computec
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Software refers to the instructions given to ¢ computer to perform a specific
lusk. The gomes we pfay and the programs that we use on the computer are
software. There are different types of softwoare. We will discuss four of therm in
this unit, i.e. MS Paint, MS Word, Typing Tutor ond Medic Ployer:

Learning Objectives:

After completing this unit, students will be able to:
recognize Microsoft Paint window recognize Word 2007
get familiar with Menu bar, Toolbox identify MS Word User Interface
and Color box create a new gocument
draw with Pendil tool edit, select and delete text
use Shape, Spray, Brush and COpy, cut and paste text
other tools knows Fonts, Font size
copy/paste and modify an image knows Font styles
save a file align and change case of text
recognize keys of right and left hands check spelling and grammar
on the keyboard save and print a document
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3.1 Working With Microsoft Paint

M5 Paint is 2 graphics software, It Is one of the commonly used scftware for
beginners. It 15 used to draw and edit pictures and graphics on a computer. A user
can also use Paint t¢ view and edit scanned photos.

Opening MS Paint
Click the Start button.
Move the mouse over All Programs.

Move the mouste over Accessories.

2R 2R 2R

Click the Paint.

ACCeSsOnes

Adrrinistr
¥
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Working Wm' Microsoft P

wP Window of Paint appears.

Tike bar Mimimuze Button Close Buton

Toolbax

Canvas or Drawing Arca

mg ([ODS (e,

Fix. 3.16 Paint Window | .
Status Bar Hosizontal Scroll Bar

3.17.1 Menu Bar

Menu bar is located under the title bar. It contains different menus, There are
six menus for different purposes such as File, Edit, View, Image, Colors and
Help.

3.1.2 Toolbox

Toolbox contains tools to create, fill and edit objects. Paint has plenty of tools for
drawing and painting a picture.

The lower part of the toolbox changes to give more options about the selected
tool.
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Freeo Form Select Tool 1 used 10
seiect 2 fecform area

Ergser Tool erases part or 3l of
the pCture,

Pick Tool is used to choose a
color from the working area

Pencil Tool Is usegd to draw thin
wavy lines,

Airbrush Tool creates & spray
pattern,

Une Tool is used 1o draw straight
lines of diferent thicknesses

Rectongle Tool is used 10 make
reclangles.”

Ellipse Tool 15 us€d 10 make
ellipses.

The lower part of the

Toolbox gives you |

- more options relating
to the selected tool.

/ :
|

L]
———p

-

il

-

- —

3.1.3 Color Palette

The Color Palette consists of two rows of colored boxes, The default
foreground and background celors appear in the left of the color box. The top
color square represents the foreground color. Thé bottom color square
represents the bockground color.

The foreground cOKY S

Fig. 3.1.2 Toolbax

Computer Science

Select Tool 1S used Lo selecta
rectangular ares.

Fill with Color Tool Is useg to Ml
an enclosed shape with a color.

Magnifier Tool S used to zoom N
and pe & detaled view OF the work,

Brush Tool 15 used to draw lines
Of gifferent thickness

Text Tool creates a text frame in
whith yOou Can type text

Curve To0l Is used to draw curved
nes of diferent thicikkness

Polygon Toolis used to graw
different types of polygon.

Rounded Rectongle Tool is used
10 Orw rectangies with rounded
CaMmers.

~ I—I—II-IIIII"IIIII

The background color i$ used to fil the Inside of

—_— = A b A sk a2 e aslimem o sen el A‘.‘M‘ h_u

used for lines, borders of

shapes and text, You can
chanee this color at
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Penclil Tool

Pencil Tool Is used to draw freehand. However, / \. e
we cannot adjust the thickness of the line, ‘

-

Brush Tool

Line Tool

Line Tool is used to draw straight lines ———————————————
of different colors and thickness.

Curve Tool

Curve Tool is used 10 draw curved lines A

of different colors and thickness.

Drawing Straight Lines
Select the Line too) E’S]ﬁommeToolbox

Below the Toolbox, click a line vidth,
Move the mouse pointer in the drawing area.
Press and drag the mouse button to draw a line,

A RN

Starting point

\ Releasing poit
el 3T
from the color box. - E |l

L — - - & |

+
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s  Similarty, draw hines in different (clors anc thickness all oeer the Kreen.

Fig. 3.1.%0 Line Tool

You can draw a perfectly horizontal, vertical and 45-degree diagonal line by holding
the Shift key while dragging.

Drawing Curved Lines
=9 In the Toolbox, ciick Curve Tool 3_]

= Below the Toolbox, click a line width/thickness.

=) Draw a straight line by dragging the pointet

= To curve the line, press and then drag the

N _ |
pointer until it curves the way you want. = ==
i '. +
* Repeat this Step' for the second arc. N f\
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Similarty, draws curves in different colors anc NKkNess all cver the screen.

Fig. 3.1.9b Curve Tool
Using Pencil Tool { My Self )
=% In the Toolbox. click Pencil Tool .ﬂ

wip Try 1o draw yourself using the Pencil Too)
wi  Write your name 100.

#0
@n
LA
48
N A AY IS I N N
\ 2 Aol N.=-
Q48 ]~.,.

°o 7

p— 2
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Using Fiil with Color Tool
=% Inthe Toolbox, cikk Pencil Tool .ﬂ

wP Draw a long twisied ling in the drawing area.

m  Fill in the shapes with Qlferent COIGTS USINE Fit) With Coflor Tool

Fig. 3 1 44 FiI With Color Tool

Using Brush Tool
With Pencil Tool the hne thicknuss atways stays sharp and narmow: But with Brush Tool

a user can change e thickness ang shape of the Bne.
= Use different brush shapes and colors to draw lines like these.
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Using Airbrush Tool

wmd- In the Toolbox, clicy. Airbrush Joo)

s Ut different spray sizes and spray as folloavs

3.1.5 Shape Tools o a‘

We can draw snapes like circles, rectangles, riangles, squares, etc. using Shape Tools.
Rectangle Too!

. Rectangle Tool is used 1o draw rectangles. To :I
draw z square, hoid the Shift key while dragging.

Rounded Rectangle Tool
Rounded Rectangle Tool s used to draw rectangles D

vAth rounded comers

Eliipse Too0l
Ellipse Tool lets you make ellipses, To draw a © O

perfect circle, hold the Shift key while dragging.

Polygon Too! /\ ‘\/‘
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Drawing Recta.ngies

Select the Rectangle Tooﬂ_ .

Maove the mouse pointer in the drawing area.

Press and drag the mouse diagenally 1o draw
a rectangle. Then release the mouse button

$ 3

Make rectangles ai over the screen and <olor them. Redeaaireg point

Fig. 3. 1. 50 Recrongle Towl

Paint offers three options to ¢create @ shape.
Draws the outline of a shape,

—  Draws the outline of a shape and fills the Inside with color.

~——— Draws a colored shape with no outline.

Drawing Ovals S sl
mip Select the Ellipse Tool E

l wm Move the mouse pointer in the drawing area.

| -

www.topstudyworld.com
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Fig. 3.1.5h Ellipse Tool

Using Text Tool

r—

L
-

In the Toolbox. lick the Text Too! Ii

10 Create a lext frame, drag the pointer diagonally to the size you want.
On the Text too®ar; click the font, size and style you want for the text. '

Click inside the text frame 1o type text

Stanting pore

Shazia Khan
Class: 6 .
Section; C s
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You ¢an enter text in a text box cnly once. After you click outside the box,
you cannot make it active again

3.1.6 Copy/Paste and Modify an Image

md Using Ellipse Tool, draws a ballocn and color it pink.
mp Draw an oval inside the circle and color it light pink.

- -y

!

- PB 73S\
l“ ER~PePpPO

Fig. 3.1.6a Drowing a Balloon
mi  Click the Selection Tool Eano drag the mouse 10 select the balioon.

=P On the Edit menu, cikk Copy.
=) On the Edit meny, clck Paste.
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=t Cnange the color of the balloon and drag TLO a new locauon.
=9 On the Image menu, click Stretch/Skew.

wh Stretch and Skew dialogue bOx appears.

Strete h and Skew

Fig. 3.J.6¢ Stretch and Skew Dialogue Box
' = Under Stretch, type the percent to stretch the image horizontally or vertically

=P Click OK
wd The balloon % stretched horizontally.

| S
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Similarty complete the draving as given below.
=% Also draw a thread using Curve To0).

Fig. 5.5.60¢ Drawinyg Thready ['ving Curve Tool

=% Using Text Tool, type " Happy Birthoay "

40 :

2w| Happy Birthday
79

/3

™A

\N?

Fig. 3.1.6f Typing Text
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Fig. 3.0.6g¢ Eraying Unwanted Detalls

-J’u L‘ ; S2AYE
Now, we are going to save this drawing{filc) with the name "Birthday Card"”

i Click the File menu.

=% Click the Save option or type Ctri + S.

= The Save As diglogue box appears

et U Lo I -

S W T T e e . il —— | i

=i Select the folder.

= Type the file name
for the drawing.

o — U —— U e - —

9 N
MyNeeat  Semee Iul-r.-a
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Using 3 Typing Tustor Unit - 3
3.2 Using a Typing Tutor

Typing is an Impertant skill. It is useful at work and In sChaol. The important
thipgs to remember while typing are:

® Use the correct fingers.

@ There is no need to rush

@ We should take a rest, shake hands and arms to relax muscies.

® Itis important not to look at our hands when we are learning 1o type.

Typing tutor is a software which helps a user to leam and improve typing skills. A user
can install any typing tutor software, After practicing, a user will be able to type fast and
accurate,

3.2.1 Home Keys

ASDFand)KL: are called home keys.

Fig. 3.2 .7 Home Keys

Ploce fingers of left handon ASD F Ploce fingers of right hand on J K L ;
Use either of the thumbs to press space bar in order to Insert space between
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unit-3
3.2.2 Correct Fingers for Typing
English Text

The color scheme suggests the fingers for the whole keyDoani to type English text.

o ","'l._ I‘.T‘;-
=y
=3 ";'.';-:: *'.:.d 1 I fi.
o 1 —
D -
L‘t i G llnnlllL_
'_'\

ARG DR

Fig. 3.2.2 Teble of Keys for Each Finger
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3.2.3 Basic Iypma’ ‘akﬂis

A user should always start from home keys and always return to them. In this way,
fingers never lose their place. In first few lessons. yping tutor will help the user to
practice home row.

ASDFGHJKL;
During the lesson typing tutor will show the speed, errors and timing of the typing.

After practicing home row, the user can take lessons for the QWERTY row and the
row (Z X CVB.._ ) under the home row:.

QWERTY Row (Row above the home row)

Color scheme suggests which finger presses which Key in QWERTY row.

M
l__u,u_ LU‘_LLLL“_
L“______LULui

P\ D

Fig. 3.2.3a QWERTY Row
Row below the home rmow
Color scheme suggests that which finger presses which Key in the row below the
home row,

SE T EEE LR LL f

L_LLLLLLLL“-f

l__}z:mzzlmm-:__
I:_LLL“__L_LL.L
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Color scheme suggests which finger presses which key in the number row.

i 13

-L...J\-L-LJ 4 ‘."'I' ' A——»i ,
I;......'i Tl L.’{u F'.. ?[»1 -... ;: L {? =) e
.p—-v ,......... J—--'l- Ju--v ’&—-&H . QL -

)‘v -'J‘:rv . . » "H
(e el ol e

J . ., b P——— g

L_L_LJ_ B [.....]_..’ il ]

BRAF

Fig. 3.2.3¢c Number Row

How to run a Typing Tutoi
- =» Click the Stort button. .
=& Move the mouse over All Programs. i
Move on the typing tutor
@ Click the typing tutor (Typing Master).

www.topstudyworld.com



www.topstudyworld.com Computer Science

-

‘; J 1HWE i

_ 4
Unit -3

= The typing Wtor opens (The screen of the typang tuitor instalied on your
computer may be different froen this one)
Sludying
Welcome to..
Inter the first lesson >
Fl'.l,'- L0 d¢ Melcome Screen u}'!hf I}puu- futor
|
! Aﬂcr grﬂng SSPr Iﬂf:':-' rfr:r:]IH)T]_ t"l_" ﬁr';‘ 1e$srN "”-:':.)':dr‘b, 1
Studying
= = - Fig. 3.2.3f Typing Tutor
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You can also take the remaining lessons af vour ZRINg tutor It will help you to typre
quickly and accurately without KooKIng at the keys.

-, —w -r ' F ':..,,.fu L J‘ st | v _ ' : -'_ 2 4 v . ' "_'"I_'.-'F' ‘:,.".._ :
. s o F Ea e

NIlA® d{, . y}
After eaming and practicing a¥f the keys, a user can take UPIng tests. These tests help
d user 1o measure his/her Yping speed and accuracy:

>peed in typing is defined as the number of WOrds typed in one minute, counting
every five strokes (punctuation marks, spaces, letters or numbers) as one word. For

Cxample, if a user types 30 words in 3 minut |
€s, his/her typing speed is |
(words per minute), -

:‘&Ff)';*.i";;' o Th".‘,‘f"g Test

=3 Open typing tutor
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Test appears, start yping

Quakd<c-Areh

Ouasd-c- ALMD w3 born o Rk oo B 5D of Diegerndar
;I'-'l'-_ i a2 i merchars. ferrels A) De age OF BaoML -f:
puasiag B¢ Mat Ul #a0n Ozt B I MY M .' _'-’U'ﬂ:
for yalviag v e rfamed sy Fossr vears o 3 By :n e %
statod Ms practce ¥ Ky Lates. e 20 fied wo Borrday md
ooy becarw coc 21 Thr adiiag Lrayers

Wit Do 1 Kerecr oo e 260 of DecenDer
W0, e sch merthart lany

Plg 5096 Dyping Tevt

After completng 1est, resull Kreen apoeans

N b g N

B

Nap wer s w oapd Ded =Temy Froee P S

" e red 3 &)

o Pl Cmphowrey

xercise results

Fig 3.2.4¢ Typing Resulss
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Word processing means to create, edit and print text doecuments using software
On a computer. The software used Lo produce text documents ©n a computer is
called a word processor. Word 2007 is one of the most popular word processing
software It is used ¢ produce repoens, messages, notes, letters and other

documents.

There are some special words you need to know in order to do word processing.
Words are called text.
The whole text is called a document.

Click the Start button.

Point 10 All Programs to view a kst of programs in the computer,

Foint to Microsoft Office.
Click Microsoft Office Wory,

2

\

ACminigt

> Rewatms

“.

-

e e g
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() CodlBam wates Spe o .

) s Pt
3 100 et F 1
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1 ™
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80 o e Drefers
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®
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The Office Word 2007 vndow/ 2ppears, displaying a hlank document.

Mavmze Restore

Qb Avcess [enzibas Ribon Tobe lnl&'ﬂ-"‘.‘ E""l"‘“‘ (_:E'_W [Q.,_m_}

e e— —— 'l'
]

: ~
/ (1™ - P)r{rf-tulﬂ Wer - ¥

e . E-E-ET R | »
*‘—j-a »Iu }-n.ﬂm!_-..:;: bh J’f

Ribho | 3
1 e f - A-A A -8 rh‘u-‘.':m

. '-—-w—-

Sixtas By Varws Zoom Shika

Fig. 3.b Word 2007 Interface

Office Buttor @ *
Office Button is at the top- -Jeft corner of the Word window. It provides fast

access to flles and frequently usecC commands such as create a new
dgocument, Open an exlst!ng document, Save a document, Print a document

or Close a document, etc.

-'?- Click the Office Button @
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Quick Access Toolbar

- Quick Access Toolbar is located next 1o the office button, It holds the
commands which are used frequently.

Ribbon

The Ribbon s the panel below the title bar It presents commands organized
INtO a set of tabs called Ribbon Tabs.
R_ﬂ:lm[l Tabs
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The Ribbon is divided into seven tabs and each tab is a collection of several
groups that show related items together

Tob is a collection of several groups of related commands.

Groups show similar commands together.
Diclogue Box Louncher gives access to additional commands.
Command Buttons are used to Issué commands Or 1o access menus and

dialogue boxes.

1

The following steps are required to Creale a new document.

Ciick the Office Button ™%

Click New or press Ctri+.

- —

Click Blank document.

www.topstudyworld.com
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Adding, removing and re-arranging text in the decument is called text editing,

A flashing vertical line on the screen is called cursor or Insertion pointer, The text we
type will appear where the insertion pointer flashes on the screen,

As we type, the insertion pointer moves horizontally towards the right of the screen.
When we reach the end of a line, Word automatically wraps the text to the next line.

Open a blank gocument.
Type the following sentence.
I love Pakistan.

Place cursor after the word " love ',

==
Press L_==_| key 10 remove the word * love ',

Type the following sentence

Sorevert) - Marpual® Wi @ - .'

I 1---
.

. --h-.r

" nobocce | MoBnisc ALBLC | k .
"lt-“ ¥ e bpee Faserg i . w;‘{ . o

< "

1 am proud to be a Pakistani

End of a line ' '
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Before using any Word feature, a user must first select the required text. Selected
text appears highlighted on the screen,

" A - . T " ; » > @ s
-r' = - - s B - - ! "
r F(’ r‘-:' C = FF f('p - W 11:’. F'e v

It Is very easy 1o select 1ext in a document.

= Opeén a saved document.

——

hba—-g*u wm

. _ ‘
M T lerant W 9 - '-‘I: W;”."—'-"-“ wC IV ETEs, M v nIre "‘lhfr‘m."nl”: ‘
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* dﬂw
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Select a line Selectopamgmpn

Move the pointer | to the left Mave the pointer] to the left of the
of the line until it changes to paragraph untdl it changes to a right-
a right-pointing armow| and | pointing amow ¢ and double-click-
then dlick. : or triple-click lnywben hﬂ,

-”..L C
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You can also sedect text with the keyboard by:
1) holding the Shift key while using Arrow keys to expand the highlight
2) holding the Ctrl + Shift keys while using Asrow keys to select word by word

3.3.4 Deleting Text

Removing text from a document is Called deleting A user can remove unwanted
text from a document. Fellowing are two different methods to delete text,

N M lanles 7/ Colf 1 M ode VY 2 I
@ 10 defele ¢ singre charactes

ST
Backagecs
Click to the right of the character and pre:ssthel._1-__. key.

® To deiete 0 wond or o biock of text

Select the text and then press the l‘.‘. key

3.3.5 Copying and Pasting Texi

The Copy command creates a duplicate of the selected text, leaving the original text
unchanged. The Paste command pastes the copied text at the insertion point.

wWhen we Copy and paste text, the text appears in both original and new locations.

® Select the text and click the copy B3 button or press Ctrd + C on the keyboard.

@ Move the cursor where text Is to be placed and click the paste button or
v press Cuf+V

3.3.6 Cutting and Pasting Text

A user can move text from one position ta another in a document using the Cut
and Paste commands. The Cut command deletes the selected text from its original
location. The Paste command then places this text at the Insertion point.

@ Select the text and ¢lick the cut ﬁlbuttonorpresscmn(mmekewow.
rey
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Make a list of four provinces of Pakistan,

Provinces of Pakistan

Sindh

Balochistan |

b hyber Pakhtunkhwa -

Punjab |
©- Select this fist

ChckCopyg button or press Ctrl + C and de-select the text.
To de-select text, dick

Press é. key
g outside the selected
Chck Paste button or press Ctrf + V —

Another list of four provinces appears.

Cut and paste them so that most populated province is at the top.

r@ﬂ::‘ﬂ‘ . | SHCaP Ot - Mr) polt Word
¥ -, -~ -
2 B LR ar , o
A Ay X~ @b : -~ =

Provinces of Pakistan
Sendh
Balochistan |
Kbyber Pakhusnihwe

Punjsb

Provinces of Pakistan
Puanjab

Sindh

Khyber Pakhivakban
Balochasian
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Unit - 3

Font i a set of letters. numbers and symbols of a specific aesign that may be displayed
or printed. fonts make the appearance of 2 gocument beautiful and attractive. Fonts
have names such as:

Font Nome Exomplé
Anal Different styles of writing are called fonts.
Times New Roman Different styles of wnung are called fonts.
Magneto Different styles of writing are called fonts. |
Impact Different styles of writing are called fonts. '

We can choose different fonts to suit the type of a gocument. For example, if we are
writing a notice to place outside a door, we may use bold fonts( e g, Arial Black, etc).
Similarly, if we are writing a business letter, we may use formal fonts( e.g. Times New
Roman. etc) Feww more examples of fonts are as follows.

STOP NOW THESE WORDS ARE HARD AND BOLD
Step Mow These words are searu

Sfop Mow JhRese words are fancy

Gﬁcp Heao Shese words are vomantee

Font size means the helight of letters or other characters. We can increase of
decrease the size of text in a document, Word measures the size of text in points,
There are approximately 72 points per inch.

www.topstudyworld.com



www.topstudyworld.com Computer Science

= -— -

e 19204 * ' Ootumert] MKTTLON Wore
- 4% f-i . . .
. T W Ve |
: - ~

-
¥ - L=
,""" - " w
.
L
L]

- 24

e s ¥
-
3 . N
. E W

Naceem Nasir,
Govt. High Scheol. Chak No. 149, Anfuala

Fi g 3.5. % A Word Document

- —

= Selectit

=% On the Home Tab, i the Font group, dlick here 10 see a fist of fonts,
=% A drop-down list of fonts appears,

=%  Choose a new font.

Py DA e Y S

_ : : L A e Y
4“.“- o k'p Hl - - -" Sanind .
e ‘-‘ﬂ‘WT.‘Ir"'J K‘q',';'-f_lj"l 3

o el

TR R S TS PN e s e, yo v
R R e 1 ™, -t

Nadeen Navr,
Govt High School. Chak No. 149, anfwala

.“--—-__h,?_-r_—.-.__—.‘ [ — -H-ll ae
AW T LSS . YRy mms P ke AW I;. II- -

- . — —
' __ » 9% 8Lk 0L ____1___ &~
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=4 A drop-down list of font sizes appears.

=P Select the font size 48,

.h.._b
=P Font size of your name and «hool's name & changed. i ‘

«.%-‘L--ﬁ..&
» 7 ‘a-:.

’,r _—...-f'-n.-‘.-u-v .

Nadecm Nasir,

Govt. High School. Chak No. 149, Anifwala

Fig, 3.5.%¢ Changing Fom Size

3.3.9 Font Styles

To emphasize information in the document, a user can make the text bold, itolic ond
underiined. A user can easily activate any of these formatting commands by clicking any
of the following buttons.

| E Bold catches your attention.

ﬂ lalic is stylish.
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Type the folicwing pcem.

9-04 ) ] Ooturqet] MOOION WO
wime | Jubn | PegeGapest References

o —— i — A —

.~ 1w Mrw Rpoes ‘a4 '°® lE_E_.'g‘ .'j
“*ﬁl‘%l :’
-1 VAN -& -

tl;mﬁ Pose i ﬁ'o'u!{ﬁ' Spled 7]

' _—.- —

Early to bed and carly 10 nse
Makes a man |
Healthy, wealthy and wise. |

Bl

i‘m ¢ﬂ. B . '-"T -

Fig. 3.3.9a Changing Fom: Style
Select the first line of the poem,

On the Home Tab, in the Font group, click the bold button !i
to make it bolg and underdine button X 1o underline it

-

Early to bed and early to rise You can apply al theee

effects bold, )ik g

= Select the second line of the poem. underine to the selected
texL

- Click the ttaiic button 2 or press.

Similarty, on the third line of the poem apply the undertine effect .EI

V‘\ - —— i
@'l"?.-':u-ﬂ,r ’ - " W

Bolid Early to bed and carly to rise
, Raiic Muakes a man
l Underfine  Hcalthy, wealthy and wise
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Unit - 3

Alignment is the way In which text is placed between the margins of a page. We can

enhance the appearance of the document by changing the position and layout of the
text on the page. Text alignment can be changed Uy using these | %] W 8| buttons.

Left Align !l Center _!I
Aligns text at the left margin. This is The text is centralized on a line. It
the default setting. Left alignment of can be used in 3 card, on an envelope
text Is found in most do<uments. and in 3 listing.
Right Align | Full justification 5
Aligns text at the right margin. This The text s justified on both sides.
can be used for addresses. It can be seen in books, newspapers,
magazines and repomns.
TYPC SO posm: | Adign icons
q g“ ' l ---MoMW&d o N -.".‘
ore DLV, Pgrliped Reennl WL -
Tm‘bwh—- -fu i : r;”_.:-_.

;- IV R R
F‘-hﬂt‘ni
-y} e 1

o —

Early to bed |
And carly to nse

Makes a man

Hcalthy, wealthy and wise

e — o —
I
=

a LB ] ] . L
1 . . . . . . — i — -

Fig. 3.3.10 Alignment of Text

Hold L | ana press A to select all text.

On the Home Tab. in the ParoqQroph qroup,
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-$.3.17 Lhanging Case of Text
We can change the selected text to UPPERCASE, lowercase or other cases.
There are five case options available in Word 2007,

ﬁ c-e""':-flr}"ﬂ lrr'ﬁ;r e _— e, . o " ) Y ' r- "™ 55 = Ins & = | = . -‘
— - LA B - ¥ AL W % # - e ’ r - ¥ rl '. ‘t.- - ! -i: -’-_ Ls I'. '1_,\’_/' a',,} ::-: ?:h"\{{lﬁ'
D (OWEr Cuse T ST e I D S 05 Yoy, lotters)
5 UPEREABE 4 SraRen el SRR s
CASE rbooTdReTTers are in cOne At 1200 tet letters ¢

o~ e 1 : = - g - -— - " N L. " = - -
® Jitfe Cose M COWUBE O )t Canital 3G e rest are snall

“‘ Ld ¥ > & ¥ # ,‘, - .
@ OLOLE cASF AL Sl Yo dF il ) L4 w8 s el ang e et am (3[‘77.&'.

Changing Text to Upper Case
=9 Type your narme.

-d — ! . - _‘ ROy s | 9%
;' :w“‘ ‘e, T l"!l-':' T Qe Osator
. _...—.‘.,-:'f.- — _ M'fﬁ‘—““ J

..'__.._ - . i | ___5‘,_

Muhammad Nadeem

B L R -

- —_ — e - — | O |
Fig. 3311 Changing Caxe of Text

Select your name.

On the Home Tob, in the Font group, dlick Change case icon.

Change case menu appears.

Now select the UPPERCASE option,

4443

Your name changes to the néw case style,

MUHAMMAD NADFFM
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Workfng With Word

3.3.12 Check Spelling and Grammar

Word underiines possible speliing and grammatical errars In the document. Words

that are not in Word'’s dictionary are underlined with a red wavy line. Grammatical
errors are underlined with a green wavy hine,

Spelling and Grammar Check

" Type the following paragraph.

mmm

| Drawing room are the largast room in my house,
| Itis well decorated by my mother, Jt has two
§ sofa sets and a carpet on the floor.

_...H,

. : \
~ Fig. 3.3.12¢ 8 d
= On the Review Tab, In the Proofing group, (p':tmmr :'h:':w b
click Spelling & Grammar won. e |
MS Word underfines
= Spelling & Grammar dialogue bax appears if :"’"“ “"":
Word linds an error = the document. | green. The
Wil mot w
PN arra IOy " v e 2D = ' - Ry

WO

—

Fig. 3.3.12b Spelling and Grammer Dislogwe Box
=P in the beginning Word dispiays the spelling efrors. |
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=3 Simiarly, corect all spelling errors.,
% Next, a3 window appears sShowing The grammar erroes.

-

This ared GHCidys thw Lr

0 3 L7, PR—

This e Glplays surgestiorm
OF COIMTECTNE The frronms

—

Fig. 3.3.12¢c Spelting and Grammar Dialogue m
- Choose the right suggestion. ‘
Click Change 10 correct error in the gocument.

~»  Similarty, correct all spelling and grammatical errors
untl this dalogue LOX appears

= Click OK to close the dialogue bax.

3.3.13 Saving a Document

Computer Science

After completing the work, the user can save the document for future use. To save

the document the user has to give it a name.

Following steps are used to save ¢ Jacument
=& Open a blank document.
=& Type your name, class and school's name.

(CLEL T

',:-L__...l Home l et

=% Click Save button I -;

or press Cri+S
to save the

www.topstudyworld.com
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e

=

P Type a name of
your work here

= Click Sove.

r?rr

7y d "

The Save As diologue box appears.

Save In

My Documents

This will save your cacument with the rame My First File

i the folder of My Documents, i" o exit the
chick hére

il pro——

" AT Uﬂﬂlﬁh M osol ‘wWord e, !'

— -

N i avas: SR8l . E E = | .. »
DIy enxs EEEE ﬁﬁ,, ,_,l
- D "N WY N "'ll"' Sty * Syt *

——

-
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P

Y s M

3.3.94 ™ sHae 3 Full Document
A user can easily produce a hard copy (paper copy) of the document. A user
can print a single page, specific pages or the entire document,

= Open the dacument “My First File.doo<

,& o v ¢ N IT AR SN D R

' ) M s — Fage Uit S s Mwrge forre Vew ‘

' q M i Now Radvid N ﬂ~ " x % “ |
‘ ' J | )
= B0 denx .--.-:l :Zh ‘ |
D Y- A K TR L I =t ~eciiat e

] hgewe - o ' 28 o - _-&m

(o '

=)

P YUY e A

veet hazu g v e

«» Click the Office Button. - M--w-um
arrow Print B 2 g ~
n . Sk P
and then dikk Print S | :.... . .
: N, Prepes _ .
or just press Cud +F H e v | G Sopims: /14 3 GG R o P
| @ et |
g braee
BCfOI‘B mm m _‘ g ’ /,
document, make sure & e
that the printer sON
~ and it contsins paper. Bl oo
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3.4 USina Media Pia

L

Media Player is a software which plays video and audic files. In Microsoft
Windows this software comes with the name Windows Medio Player. In this
player, we can watch movies and listen to songs from CD/DVD or from already
stored video and audio files in the computer.

Opening Windows Media Player

w9 Click Stort. i

=& Point to Al Programs™$ Accessories = Entertainment.

=% Click Windows Media Ployer.
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‘E

Sk Dar
Kow uiad Draller

l'll} V'suse Dattor
St et \1 A an) Sutice
Fig. $.30 Windows Madra Player

3.4.1 Using Playbac |

‘[‘hc DUttons \'lﬁl(,'h are used to conuo! an augiovigeo ﬁlF’ are KNOWT as pfO)’DOCk

-.

‘ -

i

controls. There are several playback controls media player. Some of the most
important playback controls are gisfussea Delow

Play/Pause () (n,

This button is used to play and pause any audio/video file. When a file is
playing, it turns into p.'wsv button and when a user pause a file it turns into
play button.

Stop (@

www.topstudyworld.com
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/l

e,

Fast Forward/Rewind (e ()
These buttons are used to control the speed of the file, A user can increase the file

speed by clicking the fast forward button and decrease the speed of the playing file
by clicking the revand button.

Adjust Volume and Mute Ol

The volume shider is used to control the volume level of the file. A user can move the

slider right to increase the volume and left to decrease it. You can also turn off the
volume of the file by clicking the "Mute” button.

3.4.2 Playing a Recorded Clip From
CD/DVD

= Insert a video CD in the CD drive.

' Fig. 3.4.1a My Compuser Window
wh Double click CD drive icon._

in the My Computer,

www.topstudyworld.com
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rE—— ’

= A vAndonv with contents of the CD appears

n a CD, this MPEGAY fokder
sways contans video Fles.

Fig. 3.4.1% Contents of CD

= Double click the MPEGAYV folder

=% Double dlick the AVSEQQ) video file

= The video file starts planng in the Media Player.

e W o eem o w W

Fie Taee M T
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Commonly Used Software
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Summary

Microsoft Paint is a graphics software. IUis used 1o draw and edit images.
Brush tool is used to oraw hines with different thickness.

Rectangle tool is used 1o make rectangles.

Ellipse tool s used to make ellipses.

Line tool is used to draw straight lines of different colors and thickness.
Curve tool is used to draw curved lines of different colors and thickness.
Fill with color tool Miis the screen or an enclosed shape with a color
Airbrush tool creates a spray pattem.

The color palette consists of two rows of colored boxes. To set the
foreground colar, click on any colored DOX.

The foreground color is the color that the pencil draws with.
The background color is the color of the background.

Pencil tool is used to draw freehand. However, you cannot adjust the thickness of
the ine with this tool '

Text tool creates a text frame in which a user can choose the font, size, and style

1o type.
Typing Tutor is a software which helps a user to learn and improve typing skills.

ASDFand KL ; are called home keys.

Speed’in typing is defined as the number of words typed in one minute
counting every 5 strokes (punctuation marks, spaces or letters) as one word.

The software used to produce documents & called Word Processor.

Microsoft Office Button provides fost access to files and frequently used
commands.

Quick Access Toolbar holds the commands which are frequently used.
Ribbon presents commands organized Inlo a set Of tabs.
Adding, removing and re-arranging text in the document is called text editing.
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@ The Cutcommang maves the selected text from 23 onginal Ic<ation.

&

The Paste command pastes the cophed and cut text at the insertion point.

Font is a set of letters, numbers and symbols of a specific design that may be
displayed or printed.

Font size means the hesght of the letters or other characters.

To emphasize information n a3 document, a yser can make the text bold,

ftalicized or ynderlined. |
User can change the selected text to UPPERCASE, fowercase or other common

capitalizations.
Word underines possible spelng ang grammatical enrors in the document

Media Player 15 a software which plays video and audio files.
Play/Pouse is used to play and pause audio:video file.
Stop button is used ta stop any file playing In the media player.

Fast forword and rewind buttons are used to control the speed of the file,
The Volume Shider Is used to control the volume level of the file.

Exercise

Q. ! Tick the right cholce.

Il Paintis a software.
a) Graphics b) Typing
¢ Word Processing d) Mathematica)
i) A user can draw perfect circle by efiipse tool using—____key while dragging
the Mouse.
a) Cut = .b) Shift
@) Caps Lock @ Ar
i) tool is used to write text In the drawing.
2 Shift b) Teda \
¢ Pend d) Curve
A Alcdesn ol Pl renntrar ~ natterm™
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i ‘.-_ 0 ro
N Comfii'oﬁty sed Software

L
O ————

V) : e 10O IS USEd 1O I the screen Or a closed shape,
a) Eraser b) Text
c) Une | <) Rl with color

W 100l 5 Used to zoom in the drawing.

a) Line b) Magnifier

¢) Brush d) Curve
W) keys are called home keys.

————

DASDFand JKL; b) QWERTY

QZXCV8 DFGH)KL
i s defined as the number of words typed in one minute.
a) Typing tutor D) Typing skill

Q) Typing Uming ) Typing speed
D) —— ____amnmelncyssemngforflweleﬂhm\d.

DASOF | D) QWER

OZXCV HDOFGH
X) s the most popular word processing software.
a) Word b) Bxcel

©) Paint d) Notepad - |

Xl buttonis located on the top left comner of Word 2007

a) Microsoft Office button b) Ribbons
¢) Microsoft Home d) Save
xa)The—_ _ is the panel at the top of the document.
. a) Ribbons ~ b) Office button
<) Tab d) Quick Access Toolbar
visll Melare vou Aslotoc tho rharmartore fronm thoe cirle rnf the frirenwr
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is a software which is used 10 play audio and video files.

Xiv)
a) Meda player b) Typing Rtor
<) Word d) Paimt
xv) Mute button Isusedt0 ———_the volume .
/
a Tum on b) Increase
© Tum off d) Decrease
Q. 2 Fill in the blanks.
1) Pencil tool is used to draw
i) Airbrush tool creatés d —————__pattern.
i) The home keys consists of — e Kkeys.
M) s used to press Space bar
v)Word s a processing software.
W show similar commands together

vii) Adding, removing and re-arranging text in Word document is known as

Wi IS the Shortcut key to boid the text.

) — __ errors are underfined by green wavy line.

X) e button s used to stop any file in the Media player
Q3 Define the foliowings.

) Text Editing il) Ribbon
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Q.4 Differentiate between the following.

1) Brush tool andd Pencil too! i) Delete key and Backspace key
liiy Foregrouna anc Background color boxes iv) Pause button and Stop button
v) Cut text and Copy text

Q.5 Give brief answers to the following questions.

) What are the uses of Paint?

) How can a user draw a freehand drawing in Paint?

) Explain the importance of home keys in typing.

iv) Write the steps to create new Word document.

v) Wirite the names of different case options in Word 2007

vi) Define the font and write the names of three famous fonts.

wvit) Explain text alignment and its different types.

Vi) Write down fhe steps 1o access Media player in the Windowrs?

ix) Write name of the 100! used to draw curves.

X) How can we draw a circle in Paint?
Q.6 Match column A with column B and write the numbers of matching pairs

in column C.
R TR &yt v IRE A W B
Mot . b i) e At s RSN D Caiia il SR
DAS DFJKL; | a) Fill the closed shape
i) Brush too b) Spray
W) Text tool ¢) Brush strokes
iv) Line tool d) Home keys
v)JKL; e) Right hand keys
vi) Fill with color f) Text frapne
vit) Eraser tcol g) Straight line
vil) Airbrush tool h) Erase a picture
1) Left hand keys
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Q.7 Match column A with column B ond write the numbeéers of maotching pairs

in column C.

mao

- .

) Word processing | A Ctr4 X |

i) Media player ¢) Times New Roman - —

i) Increase playback speed| d) Turm off volume

iv) New document e)Ctri+P

v)Font - f) Fast forward

vi) Cut Text B Windows Media Player |

Wi Print | h)Ctri+ N |

ix) Font Style ) Ralic

x) Mute 1) MS Word
K Ctrl + C -
) Ctri + N | e

Q.8 Lobel the following dlagran
a)
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Lab Activity (Using Shape Tooh)

P Select the rectangle 100! _‘ ,

s Draw two rectangles like this,

m Using bucket tool color them gray

»® Draw a rounded rectangie inside
the big triangle and color it white.

Lab Activity (To Draw a Tree)

s Seiect brovm color from the color box

»® Click brush tool A!. and use thick
Drush 1o draw stem and branches,

Now select green color from the color box.

b
= Draw leaves using brush tool.

Activity (Using Brush Tool)

el | Click brush 100l .‘. and draw a heart
with blue Color,

g 'Select another Color ang write some
message.

T O Pn. wi<T AN
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=% Sproy too! _’!l can also be used for
the leaves of a tree,

= Click and move the sproy can Quickly
tc make the leaves.

=P You can aiso change
the size of the spray.

Lab Activity (Face)

=9 Use brush tcol for the face and
spray 100! for hair

=9 Chang the hair style.

Lab Activity (Brinjal )

=9 Using ellipse tool g draw an oval,

m Use magnifier too! to make it big,

wsd-Using brush tool draw upper
portion of a brinjal.
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2

Type your first name.
Anf

Double click to select it.
I S ol

csckCopyEoerscm+c

De-select the word.

Clickpastem or Press Ctri + V.
AnfAnf
Now similarty paste your name six times.

Put twb spaces between each one, |

Anf Anf Anf Anf Anf Anf

Now rhake each name bigger than the last ohe.

asif Arf Arif Arif Arif Arlf
. M-nn'

IUII-...I

IIIDII ,
More Cosons ..

Color each name a different color

You can do this by selecting a word
and choosing color from here
on the Home Tab and in the

Font group.
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Commonly Used Software
Lab Activity ( Font Chart )

m Type capital alphabet.

ABCDEFGHUKLMNOPQRSTUVWXYZ

wd Select it
m® Copy and paste it nine times.

ABCDEFGHUKLMNOPQRSTUVWXYZ
ABCDEFGHUKLMNOPQRSTUVWXYZ

ABCDEFGHUKLMNOPQRSTUVWXYZ

llllllllllllllllllllllllllllllllllllllllllllll

''''''''''''''''''''''''''''''''''''''''''''

=P Now select one line at a ime and give each line a different font and color.
= Write the font name atter each line. =

ABCDEFGHIJKLMNOPORSTUVWXYZ.................. ( Arial )

ABCOTFHITLWOraRSTIMNYZ ... Ciffler )
ABCOEFGHITKLMNOPQRSTUVWXYZ.............{ Comic Sans MS)

AB BDES BHIIRLNT B CASTUTHLYL.............. ( Colligraphia )

ABCDEFCHIJKLMNOPORSTUY WX Y Z.ccssssene{ Cooper Black)

ABCPDEFGHIJ L TNOPORSTUYWIYL.................. ( STENCIL)

R Iv T PBCORE AP 0e8¢ PORG v, ( Wingdings )
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Lab Activity { Editing )

wd Open a new document and save it as "Application”.
wp Type the following text.

= Use the Arial font.

wd Perform the editing and formatting as shown.

b) Ploce N

° "y .

here. To ) o
The Principal, o) Reploce
Gowt. Islamia High School, OOt
Multan
Sir

Respectfully. | beg to state that | am sick.
Therefore, | cannot come to school. Kindly ) Ppustify whis
gramt me a leave for two days. | shall be porogroph
very thankful to you.

d) bold
Yours obediently,
Shahzad Khan . 0) holicize
Class 6th, A
Roll No. 15
Lab Activity ( Top Ten TV Programs )
wd Make alist of ten TV programs,
POGO
Thunder Cats
National Geography
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The Internet is the collection of a lorge number of
computers connected together all over the world. By using
Internet we can look up Information on any subject or send and receive

messages through e-mall,
In this unit. we will also discuss the World Wide Web - the fostest growing

area of tne Internet made up of millions of web sites.

Learning Outcomes: ?
After completing this unit, students will be able to:
define Internet know the World Wide Web |
know what internet offers know web page
know the means of connecting to Know web site
the Intemet know the URL
Telephone (dial up) modem know a web browser
DSL use of Internel Explorer
Cable modem connection know the search engines
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_ Unit-a
4.1 Introduction to the Internet

Today billlens of users around the world access the services of the Internet. We

can exchange messages, share information, buy and sell things and communicate
with each other while ysing the intgrnet.

4.1.1 Internet

The internet is the largest network of computers around the world. It connects
many smaller networks together and ajlows all the computers to exchange
Information with each other

A network is a system of interconnected computers that communicate with
one another ang share application, data and hardware x?mpor'ients.
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1T °f i ad :
Introduction to the Intemet |
4.1.2 Internet Services
The Internet has become so important that Its use Is considered as ;hg essenjial
pw,of computer use The mQst gonqmgnly ysed Internetrser\‘lpe_s qrg shmm

Fig. 4-1.2 Internet Services

The World Wide Web
World Wide Web Is a collection of web pages on the Internet which provide a
vahety of Information that can be accessed by people all over the world.

E-mall (Electronic Mail)
A user can send and receive glectronic messages and files to anyone in the
world using E-mall service.
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A user can chat with anyone using this service. Chat room is a location on
Internet that allows users to chat and share igeas with one another.

Instant Messaging (IM)
A user can chat with his/her online friends using the service of instant’
messaging. Some IM services also provide audio and video conversation.

News

A user can read a newspaper online. A yser can access web sites of
different news channels to keep themself update.

Entertainment

A user can access uplimited range of pictures, music and videos using Internet.
A user can alse play online computer games.

Education

A user can access books and articles of any subject on the Internet, A user can
take online lectures and training on different subjects.

4.1.3 Means of Connecting to the
Internet

When a user wants to access Internet, first of all he/she
has to establish a connection of the computer to the
Internet. This connection Is provided by a company
which Is known as Intemet Service Provider (ISP), These
ISPs offer different types of connections.

® Telephone (dial-up) modem

® Coble modem

i
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Telephone (Dial-up) Modems

Dial-up connection |s a technoiogy that helps a user to connect to the Internet
using standard telephone lines. A user can access Internet by plugging in
telephone line in the modem, It is a slow speed and Inexpensive technology: In
this type of connection telephone line remains Dusy, one cannot make calls.

ooce Line

IerDet Service Promder {(SP)
Fig. 4.1. 30 Dval wup Connection

Digital Subscriber Line (DSL) Modem Connection

DSL is a high speed Internet technology that runs over standard phone lines.
it is one of the fastest and affordable Internet connection. A DSL modem is
connected to the computer with a network Card, In DSL connection.

telephone line remains free to make calls.

oo |Low

Ihe [rorset
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Cable Modem Connection

Cable modem servicg Is a technology that helps psers to cgnnect to the
Internet using thejr cable TV wire. It orovides a high speed conhection as
compared to the gial-pyp modems. it proviges an "always ON" copnection, It
means whenever 3 computer is powered Qn the connection is "ON". Cable
modem can be cqnnected to the computer with the netwark card.

Fig. 4.1.3¢ Cable n?a- Conneyson

4.1.4 Connecting to the Internet

Follgwing are the requirements to access the Intemet.
!

. Computer

2. Modem

3. Telephone/Caoble TV Line

4. ISP (Internet Service Provider)
5. Web Browser

I, Computer
Camniter i€ the most essential part to access the Internet. We cannot 3ccess
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introduction to the internet ; utilt lj
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2. Modem

A Modem is a device which is used 10 conhect and communicate with other
computers. There are two types of modems:

Internal Modem Externol Modem

Places nsice sytem une,
usad for gil-up connection

-

3. Telephone/Cable TV Line

A telgphone line Is required for Dial-up ?
and PSL connections.

A C3ble TV line is required for Cable

mogem connection. ‘

4. Internet Service Provider (ISP)

A cqgmpany which provides an Internet connection is known as Internet Service
Prov‘aer (SP). Some of the le3ding ISPs In Pakistan are:

< Pv(m:an Telecommunication Limited
® Wateen Telecom

) v'vorid Call Telecom
® vq-trlbe

5. Web Browser

A web browser is a software which is used to access and view dlfferent
webgites. Some popular web browsers are:

® Micrpsoft Internet Expiorer
® Mozilla Firefox ’
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Unit - 4 .
4.2 World Wide Web (The Web)

The World Wide Web is the most poputar service provided by the internet. it
is also known 3s “The wvweb” The Wveb is the collecton of web pages on the
Ipternet, It contains a variety of inforration that can D€ accessed by the peopie
qll over the world,

4.2.1 Web Page

f Web page is 3@ document an rhe World Wide VWeb. It can contain text,
gl‘aphlcs, audio, videos anda links (o other pages

v ww e 70 2 W Ll
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4.2.2 WeDsite
A Webslite Is a collection of related Web pages. Each website contains a aumber
of documents and files.

The very first page of the ‘Vebsite is known as Home Page. It serves as an
introduction of the entire website. A user can access any website in the world

Dy writing its address In the address bar of the Web Browser, He/she can move
from one page to another page of the website,

This Is the home page of the Pakistan Air Force website.

- YOu <an accdss
~ other pages of this

website by clicking
~ these links.

.

£ - - - -
R * - [ - -
- . --slm-'H'-'-‘u——-— [

— — o

'_'p——-—— -

If you ciick the introduction

link of this website, 2

new page with the name
;\MM

-

Fig. 4.2.7 Websue

4.2.3 URL (Uniform Resource Locator)

URL (Uniform Resource Locator) is an address of a web page on the
Every web page has a uniaue address A web paee can only bhe !
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Fig. 4.2.3 Google Home Page

4.2.4 Web Browser

Web browser is a software that Is used to access the World Wide Web.
We can access and view different web pages or websites using a web browser.

It is a user-friendly software. We can type URL of any website on Its address Dar,
and the browser will show that particular website.

Some of the most popular
browsers are Microsoft Internet

Explorer, Mozilla Firefox, Google
Chrome, Opera and Safarn,
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In Wingows, the software which serves as a web browser s known as internet
Explorer. It has different menus, buttons and icons 1o help a user to access
different websites and webpages.

Formard Buion Neéw Tab Button Search Bar
Back Button
, Address Bar Refresh Button  Stop Button

Menus

Agddadress Bor
You can type the URL of the desired web site here.

Refresh Button . . - ‘
A web page is re-loaded by clicking this button,

»lop
You can stop the browsing of a web page by clicking this button,

These buttons are used to go back and forth among pages of a website or multiple
websites.These buttons enable only when user visits more than one page.
Yenus

Tou can use different menu options by using these menus.
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4.2.6 Accessmg Drfferent Web Pages
Using Internet Explorer

wP Open Internet Explorer

=) Type the URL
Www. googie,.com

in the address bar.

= press Enter ke

7ig. 4.2.60 Intermet Explorer (home pogpr) l

=P The web page of Google appears.

Fig. 4.2.6b Internet Explorer (Google)

= Now, one by one, type the following URLs In address bar of Internet
Explorer.
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4.2.7 Search Engines

Search Engine is a program that s used 1o find web pages and websites on the
internet. When we type a word or a phrase, the search engine will show a list

of websites with related informat.on.
some of the most popular search engines are listed below.

Computer Science

MSN (WA TSN COImY)
Yahoo (v yahoo,com;
Google (www google.com)
AltaVista (www.altavista.com)
ASK [ e ask.com)

i . "' .-.- .-'-'--h- r - -
2 i T e e Bs P e
‘ghu - —
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T R VR Unit-4 )
Using MSN Search Erigine
wd Open Internet Explorer.

= The home page of the browser opens.
By default MSN is set as home page of Internet Explorer

=h If MSN is not your home page. type the URL
wWwWw imsn com
in the address bar
and press Enter key.

= The web page of
MSN appears.

Fig. 4.2.75 Interner Expiorer IMSN home page)

= Type “Pakistan Cricket Team" in the search bar
and Click search button.

- i

=) List of related web pages g
or web sites appears. e p ") ey

e o a d __
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The World Wlde Web

Using Yahoo Search Engine

wmd Cpen intemet Explores,

mP The home page Of the browser opens.
By default MSN is set as home page of Internet Expiorer

mP Type the URL wwavyahoo.com in the address Dar
~ and press Enter key.

= The web page of
Yahoo appears.

Fig. 4.2.7d Internes E-\'ﬂofrr (Yahoo web papes

= Type “Pakistan Cricket Team® in the search bar
and Click search button.

— . — e ——

- List of related web pages
or web sites appears,

A0 WY paanes LBARLIIN) My

e e

L

'mwz___' tow Siaal B 16k i o

hﬂ e P s v RS R
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Uslng Googie Search Engine | :
mp Open Internet Explorer

wP The home page of the browser opens.
By default MSN is set as home page of Internet Explorer.

wd Type the URL www 2oopke com in the address bar

and press Enter key.
paney T s v.0% r
l:h;- r.h ,'“‘-_' ' & .-ﬁ-*-w‘vi
=P The web page of Tl Vi e T
peippeas -Google
v P Crickat Tear o
| Limber . &Py o
mﬁz?;lma&.ﬂ;-n'
wP Type "Pakistan Cricket Team” in the search bar (Googti wak Bawt) |
and Click search button.
=) List of related web pages
or web sites appears.

L
Fﬂ-ff;"ﬂﬁ “"f.é_.!;'-;p-;- b4, Amas.
-, m —-ﬁ-h—

RPLLTD, Kl
l-lltw'-..-“u A_rae

_
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" The internet and Wovld Wide Web
Summary

The Internet is the largest network of computers around the world.
A company which provides an Internet connection is called ISE

Dial-up connection is a technology that helps a user 1o connect to the
Internet using standard telephone lines.

® DSL is a high speed, digital, always-ON Internet tecnnology that runs over
standard phone lines,

® Cable modem service is a technology that helps Lsers to connect to the
internet using their cabie TV wire.

® A modem is a device which is used to connect and communicate with other
computers.

© A web browser s a software that Is used to access and view different

websites.
© The World Wide Web is the collection of web pages and websites on the
Internet.
¢ A Web page is a document on the World Wide Web. It can contain text,
graphics, audio, videos and links to other pages.
© A Website is a collection of related web pages. Each website contains
a number of documents and files.

© URL (Uniform Resource Locator) Is the address of a web page on the
internet.

® In Microsoft Windows, the software which serves as a web browser Is
known as Microsoft Internet Explorer.

® A Search Engine is a program that is used to find web pages and websites.

Exercise

Q.| Tick the right choice. . ‘
) The largest network of computers around the world is known as . :

Computer Science
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i) IM stands for
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The Intermet and Worid Wide Wed

i) ISP stands ror_ ——

iv) DSL stands for

a} DrAz Subscriber Lo ) Dival Super Line '
C: Dl Samsemin . impe ', Igha Subcrber Lane
v) There are types of modems.
1
&1 Tar 1 Ihree
I:;I rflL-' " o ye
vi) Which of the following is an internet Service Provider?
-

3) *T o UL
O PCT e l; 7

vil) The software that Is used to access and view web pages Is called

a) Web Sern.r S P (U TR Y (TN L

¥ ¥ - . .
NV Lo oy 21WNSE ) At

- -

vill) WWW stands for.

& World Wide Wey D) WSO Was YWARD
41 ".r"'d‘"} ’1"1 "M 'jf '\"»’:::{‘!' C. " nd Vi T,

ix) Collection of aifferent web pages and sites on the internet is also called_________.

3' SN ) Ihee VAL

v VYeh i " Ty *\f'f.,‘-".

x) A single document on the world vade web is KRown as

VD 2 e Welkle
Lot hire d:Wehoam

xi) A IS a codection of reiated web pages.
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The Internet and World Wide Web

xiil) The web address of the wed page is Known as

xiv______ isthe home page of the Internet Exploret

XV) is a program that is used to find web pages and websites.
Iy ¢fud Seamh t AL beighi
weh | ASATY an's t g
Q.2 Fill in the blaonks.
DA asystem of interconnected computers.

ii) A user can send to and receive a message from any one in the world through
service.

iil) We can buy or sell things sitting at our home using Internet is known as
shopping.

iv) Internal Modem s placed inside the

v) The company that provides Internet connection is KNOwn as

vi) A DSL modem connection uses lines.

vil) In Windows. the software that serves as a web browser i calied

vill) We can access any website by writing its URL inthe —____of the web
browser

ix) The very first page of the website is calied page.

x) Is the most popular search engine in the workl.

Q.3 Define the following.
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Q.4 Give brief answers to the {’{,:-fr?‘n-xmi,: questions

I} List five uses of the Intemet,

i) Write steps to connecting to the internet

it) Define Modem and its types.

) Write names of some popular web browsers.

v) What are the major differences between Dial-up and DSL connections?

vi) How can we access websites In Micrcsoft Windows?

vii) Describe Cable Modem Internet connection.

viii) Describe the function of Refresh, Stop, Next, Back and Stop buttons in internet
Explorer,

x) How can we search a web page using Search Engine?

x) Write names and URLS of some popular search engines.

Q.5 Differentiate between the following.

) Internet and World Wide Web

i) Chatting and Instant Messaging

i) Weeb page and Website

V) Telephone Modems and Cable Modems

v) Web Browser and Search Engine
Q.6 Label the following diagrom
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The internet and World Wide Web
Q.7 Lobel the following diogrom.

Expiain the Internet connection with the help of the above diagrom.

Q.8 Match column A with column B and write the numbers of motching
pairs In column C,

i) Web Browser D) Largest network

i) Website ¢) Digital Subscriber Une
tv) Search Engine d) Cadble TV wire

v) Intemet Senvice e) E-malil

vii) Dial-up Connection |  g) Internal Modem

vi) DSL N Yahoo —

vill) wwvew h) PTCL .
x) Internet {) Mozilla Firefox !
x) ISP ) World Wide Web
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Answers
Umnit 1 introduction to Computers

Qf’l(k m{' ,','fi;f.'.[ Fat g

L (@ Data 1. (D) Information it (b) Pryysical

te. () Microsoft Windows « (©) QWERTY v (D} Inpus

Wil () Systom unnt wiL{c) Dwgital Camery w (a) Microphone

x {d) Printer xi (b) Central Processing Unit xk (D) Permanent
OHIDF Output . (d) Printes xv,(C) Four

Vo o i Dlonks,

L Instnxoons i Facts and Fgures i, Software

. Singe v. Input vi Systém mainboard
wvil. Fcppy vid, Versatie X Outpat

x. Processing

L e PMATten Cnlamny

It #a Wb WL vk WwWh Wic WHL xe xd

Unit 2 introduction to Windows

Q' 1 r e sighd chowe

L () Mrosoft Windows Il () Desktop i () Start Meny
K (O0) Bouem v {0 Re e Bin 2 -
VAT putel vil. (D) Window b (¢) Titke

X (3) Status x1. (© Rie & (2) Esvved

o oy v, (b) St . (0) Drive

Q.2 1l in R Blutes,

L Kons i NMemet Ewk;(gf i Merw

v, Restore ¢ ol ”

vit Taskbar e & Maximize

X Folters 2ol

(2.6 HNECT C OIUMITas.
I, be, !, wi, vc, vAa vig wWha xb xh

www.topstudyworld.com




www.topstudyworld.com Computer Science

Unit 3 Commonly Used Software

CI ) Ticd e r-l_;h{ choicee.

L (@) Graphcs _ M. {b) Shift il. (b} Tt
v (3) Spray v, (d) Fil with cokor vi (b) Magnifier
viL(a) ASDF and JKL; vil, {d) Typing Speed & (3) ASDF

x. (2) MS Word ¥i (a) "ioozoft Ofce Button i (3) Rbbons
x5t (D) Right | e () Meda Parer av.(0) Turm OF
s 2 Hit In e DIgnxy,

L Freehand L Spray I ASDF and KL,
. Thumb | «. VWorg Vi Groups

Wi Teodt editing . CutB ¢ Grammatics
x. Stop

OS5 HIt-bh the ¢/an™ns,

la  be ML Mg v e. va v, vill b

0.7 Morch the columns.

' Ik g H< wh ¢ Wi a, vib &, L x<

Unit 4 The internet and Worlkd Wide Web

2 W Kk U TGTT Cho'(<

I, () Intesrrel R. (¢) Instant Messapng i, D) Intermet Sendie Provider
v, (a) Digital Subcriber Line v. (3} Two vi.{d) PTCL '
wil (b) Web Browser vil (d) Werd YWide \Web tc (D) The VWed
x. (@) Web Page xi (a) Website - L (D) Cadle TV
xiit. (2) URL xiv. (D) MSIN xv.{d) Search Ergine
Q.2 Flit e the DIanks.
L. Network iL E-mal i Onkine
tv. System Urit v. ISP i, Telephone
Wi Internet Expiorer Vil Adoress bar & Home
x. Google
0.8 Matlan the columvis.
ik 8L kA 4 Ve, v, Vi g vif | tx b x h
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AQvantoges of using Computers
ore speed, acCuracy, rediabiity
FORGe 3 versiiny

Ardrush ool reses 3 Pryy
pattern

Bockground color & the ¢oior of
e Dadground

Brush oo h used v Meke
diferernt bypes O Drush strokess.

Coble modem service 5 3

edyoiogy that heps wers o
COMNECT 10 The INemen usey
Cabie TVwire

CD/DVYD I a portable, nexpenshe
anc companathvely w55 reiabie
SOege v e
Click: Quickly pressing and
releasing the mowse button once
15 CalOd CIKK

Close DUtIon & used 10 JO%e an
open Window.

Color polette COnsEss of Two
rows of coiored Doves.

Communication devices are
used o0 communicate and

connect & computer with
other COmpuers.

Computer i$ an eeclronic
maching ahi(h Dr(esses raw

data (nput) Into meaningful
nformaton (ouput), and a0

STOres CLADULFOr Later usa

Copy commang creates 3
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Curve ool 5 U3ed to draw Cunved
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Glossary

Cut command deletes 1ne
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CIton,
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fgures {unprocessed ems) ae
KNowWn 35 dota
Desktop: The man swcreen of the
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Dial up connection 14 2
e OIORy T helps 3 user 1o
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e computer Instead of &
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Doulée ciick: Quickly pressrg
and releasing the et mouse
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Drogging: 0 press and continue
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You mowe the mouse I <¢xled

Yaggng
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over SRANCArd phone ines
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Elpse enobies 2 user 10 mke
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Fast forword and rewind buttons
AT USED (O COMD! THe speed of
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F¥e 15 a colection of Qs that s
STONeC ON 3 COMErRet

Foppy disk s a pantadie ang
negentive torpe device.
Folders are li» envelops or

Orawers In wihich 3 yser Gan pice
fies and foldens

Fonts. The w2t of lettery, numbers
o symbols of 3 peciic design
which (an be dsplayed or printed
Foreground color s the color that
the pendl drws with,

Haord disk 15 3 permanent storage
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rexpensive. relabie and durabile
norge Oevace. ks fed Inskic the
Systemunt

Hardware refers to al physical

PITS O 3 COMPUTer tNat 3 user an
we and 1ouch

Home keys:ASDFondJKL; are
c3led home keys
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represent different types of

DIOgrams and fies,
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Internet Is the Lrpest Nétwork of
companters Sround the workl

ISP A company which provides an
Imemet ConNection Is calied ISP,
Keyboord i most commonky used
nput device. it Aows ussr Lo hype
words, rumbers o SyMDOIS 120 3
COMPUTEr.

Une ool 15 used to draw ST
nes of cifferent colors and
tickness.

Maximize DWtton 5 used (o
eniarnpe a winoow 10 full screen

Media Pigyer 15 a yoftware which
PIFys JUCKo and vicleO Bl

Memory & the eectronk hokding
place. it stores ratruitbons and
dats that the (omputer’s

DIOCESSOr CaN ACCESS,

Menu bor of 3 window {(OORans

diferent menus 9xh 36 Rie, tar,
View Favorees Tools and Hep

Microphone £ & InDpul device it
5 used 10 rOord voKe in the

compaser

Microsoft Office Button provides
fast access to fles and frequently

used CoOMmmMands.

Microsoft internet Explorer: 0
Windows, the software whikh
Seves as 3 web Drowser Is Known

& Microsoft internet Explorer.
Microsoft Point s 2 graphics
SORwWare. Iis used to craw and eIt
IMages

Microsoft windows |5 the
software which provides 2

piatfoorn o work on 2

ey e

Minimize bDutton reduceés 3
window 10 3 Duston O the ik

v

Modem B & Jewce which s used
10 CONNECT 3ND COMMUNICItE With
cEher Computers

Monltor ¥ & oulpul Gexe, R
osplays information on the
sCreen.

Motherboard & the rgest Grcul
boad N the computer Al the
compuler ctomponents 3¢
plugRed of correctc S with K

Mouse 5 an rout cevice thxt
enabies 3 UMY select commands
QuCidy 3nd perform Lisks.

My Computer iKon ghws access
0 I Osk Orve: and Other
nargware connélied 1o the

COMputer

My Documents folder I used 10
save documents SuXh as etters,
reports, pturts nd meds fes
Notyticotion Area: The eres a1 e
boticm rght on the Kreen s
Known as noticotion grea
Oulput devices: Devices  that
show output are Caled output
devices.

Qutput operotion: In 1his
opEration, the computer uses

DUAPGt Oevices 10 produce e
results of the processing

Unformation )

Perxit ool 1§ used o ORw
freehand grawng However the
thicikness of the Ine annct be
0jUsted with this tool.

Printer 15 3n output device i ghes
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Processing operotion: The
operapon N which 3 computer
performs some action on the daty
ACOMTINE o the FetnXDons i
OWN 35 PIOCESENE DRETFtIoN.
Processor & the dran of the
compses kS inade of the Skcon
Chips Reeg on the motherbowrd. it
onverts data Into Nformation it
asonown 35 CPU.

Quick Access Toolbar nokls the
commandd wish are frequently
usec.

QWERTY row the row above the
horme row 1s calied QAERTY row.

Rectongie toof i Lsed to make
recianges.

ReCyCie Bin is the pace where
WiNdows stores Seleted Sles
Ribbon presents commands
Ofgarezed Intn 3 set of abs
Scanner K L 10 WA text and
UNIREs 1RO d COMpuRer

Scroft bar & wead 10 Wew al

Conments of 3 window vertikaly
Ind hootzomaly

seorch Engine b5 3 program that
wed o ind wed pages and
welstes

Software & the s of InStrucbons
given Lo the computer to perform
3 5peOfi task,
Speakers are CULDUt devices. They
diow 3 user 10 heyr sounds from
the Computes

Start button ckpiays 3 lat of tens
cied Start Menu.

Stotus Dor pves Information

alAI? tha wimnMdsan and o
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Stop button Is used o KOp Ty
flie pigyIng in meda player.

Storoge devices hold daa,
InstrucCtions anc Information

permanenty

Storoge operotion: N U step,
the COMDUIEr SIores the Oulpena
permeanenity on dfleent storme
Oevices such & Mard Ot Ploppy
dsk, CODNVD and USB flash Grive.

‘System unit B 3 Dox where
ProCessing e plxce. Rt consists
Oof MaN OFlue QMY DOOCEuX
POWEr SUlwsr N STOMARE JEnies,
TOSkDOr i§ placeo & the bottom of
the «Criin n the MXrosof
Windows It Inchuoes 5tan buston,
Quick lunch tocibagr Task bar
DuTIONS and NoUfcabon xea

Tt cose; A user Can Charge the
selected oxt to UPPERCASE.
IOwer(ase O Cher Coovron

Caplkzrion

Xt egiling: AGSNg remoarg
ang re-amanging ex mn the
COTLMET IS Calied text ediing.

et oo ueXed 8202 fane
winCh & user Can Choose the fom,
SI2e a3 Shke 10 ype

Text Style: "o emphasize
noanen i the document, 3
usef i M the text DolG,
Lol ed o yngerined

Titee DO 1ONZONL3! Da 3L e [ro
Of 2WINO0WN 1S kN &8 Trioe bor,

TJoolbor cantains Q)fferent
LTINaNd Bartoen with Uyt icons
SO 3 USeT (a0 23Sty ol(ess e
COmmMards

ping Tulor 5 2 sfware ™t
FIDS 3 user (0 @24 20] NDve
YR il

US8 flesh memory & 2 storge
GoviKe. € 5 3 pOralie, DRV,

rellable anc duatie Rorge,

Computer Science

URL {(Uniform Resource
Locotor) s The address of & web
page on the nemet.

Yolume dider & wied o control
VOLIME o of e 3uAIVIOE0
e

VoD browser 15 3 software which
15 L3ed 0 30 03% G ew Afferern
webdares

Wed poge 15 3 document on the
Wong Wide Vieb. i1 can (ortain
(el prROMWS. 3000, iens and
Wics 10 Oths s pagpe,
Vindow o g ndargusy” antd on
the computer In which
ppictiom or documents T
viewed.

VieDsRe is 3 Coliection of reited
Web papes. Each wedsie cortaing
I nLmder oF Joouments InaNes
world Wide Web 15 the I
coliection of web pages on the .

of/Le Internet

Bibhography
rﬂ;{ﬁa i " URL : Titke of Book JWJ'
; Wikipedia www.wukipcdia.com ,' (’mﬁl;r(’;:nccm _ l Pmommd()p |
L Webopadia ~ wwwwehopedia.com :lmw loCompmm | PeterNoon
i .1‘);013)-1131\?7 | WWW INPIIZINASIET,.COM Damwnng COMPULETs 200‘} Shcilv (uhunn

Answcfs com  WWW ANSWETS.com ( mp\n:r Appl:cmm | Pu:mo l.mpmt

i llmSmlem'ks waww hawstuffworks.com (omputcr Biiici i iade: lsman)olusinq
r’H_omnil www.hotmatl.com o ir-Ct;-i_;ltp_u“t_liu_g. Studics G.K.Pom
H_Gﬂ:oéhr- i www.google.com R | -
13 - e
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Accuracy 4 :
Address Bar 125 -
‘ Artrush Tool 62, 67

Axa Vista 127

AR Kev 8

Arrow Keys B

Ask jeeves 127
Auto Mde Menu Bar 59 :

Background Colors €2
Backspace Key 3
Bole %

Brush Todd 62, 63, 66
Buttens 8

Cable Mocems 118, 119

Caps Lock Xy 8 :
CD (compact disc) 5 |
Conter Align 93
Chatvrg 118 I
Cikk 9

Close Buaton 39, 40, 62, 82
Coicr Paette 62
Command Buttons 39, 40
Communication Devices 18
Computer |, 2 ’
Copy and Paste 87 &3 l
CPU R .
CRY Monitors 16 -
Ctrt Key 8

Curve Tool 62, 63

Cursor Control Keys 7

Cut and Paste 87

Em} - | Google 127 130 l

index

Deskiop 32

Desktop kcons 34
Didlogue Box Launcher 84
Dial-up Modems 118, 119
Digtal Camera 1)

Digital Subscriber Line 118, 9
Dox Matrix Printer 17

RR R ———

Computer Science

bard Disk: 14,
Mardware S5, 7
Hep 82
Home Key B
Home Keys

" Monzomy Sod Ba 39, 40, 4, 82

Doubie Click 9

Dragging %

Drawing Toois 62

Drive 43

DVD (Dt Viteo Dag) 1S

Education :I8
Ehpse ool 62, 67
E-mal 117

. End Keey 7 B
Erver Key 7 8
Ergertanment 118
Eraser ool 62
Escape Key 8
Extemnal Hard aiks 18
External Modem I8. 12|

F_ .
Fast Forward Button 99, 14
File 41

All with Color Too! 62, 66
Foppy Disk 14
fokder 4J, 42

Fonts 89

font Size 89

Font Styses 9!

Foreground colors 62

Full justificanon 93
funition Keys 7

..ﬁ...x
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nformation 3

nkjet Printer 17

nput Devcess

nput Operation 1. 20
yserton Pointer 52

ristant Messaging 1M) 118
itemal Mooen 18 2
mernet : 1S, 116

imernet Explocer 34, 36, 125

IS

Knaboau 2, 5,6,7

Laser Printer 17

WO (Liqud Crystal Display) 6

Left Altgn 93 :
Left Hand Kes M |
Letter kéys B

Line Tool 62, 63

Lower Case 94

Magnifier Tooi 64
Mxomize Button 39, 40, 64 82

Meda Flayer 59

Memory 7

Memory Chips 12

Menu 119 ’
Mer Bar 39, 40, ¢
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Microsoft Office Button 82
Microsoft Word B, 81
Microsolt Windows 29, 30, 37
MICrosol Windows XP 5
Minimize Bitton 39, 40, 61 8I
Modems 18, 12)
Monitor 2, 5, I7
Motherboad |, 12
Mouse 2, 5, 8

MSN 127, 128

MS Word User interface B2
Mute Button 100, 0

My Computer 34, 35
My Docume, L. 34

New> 1Y
New Tab Button 125
Next Button 100 125
NcUfication Area 33
Notebook 2

Number eys 7

Numeric Keypad 7
!

Oniine Shopping 117
Cutput Devices 23

Cutput Operation 26, 27

Paimtop 2
Pencil Tool 62, 65
POA 2

Perscna Computer 2 |

Patter |4

Pasma Monitor 16
HW-“Pam&mmm
Previous Button 100
Printer 5, 17

Procesing 3

RO ik oaa
Quick Access Tooibar 82
Cuick Launch Toolbar 33

Computer Science

Taskbar 33
Telephone Modems I8, 119
Taskbar Buttons 33
Text Alignment 93
Text Edting BS

Tea Selecting 87
Text Yool 62, 69

The Web 122

e bar 39, 40, 61, 82
Titte Case 54

Toggle Case 74
Toolbar 39, 40,
Teolbox 6l

Typewriter Keys 7

Scanner 5, 10
Scroll Ber 39, 40, 61, 82
Search Engne 127
Seck Bar 100
Select tod! 62
Sentence Case 74
SH®t Xeys B
Smart Phone 2
Software 5, 6
Space Bar 7
Spcakaers 2,5, 7
Speed 4

oo ok a7

Spindie
Start Buston 32

Start Merw 32. 33
Status Bar 39, 40, 61, B2
Stop Butten 100, 125
Storage 4

Storage Devices 14, 20
Srorage Operation 19, 20
Super Computer 2
System Unk 2, 1|
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EWWR

Volume Skder 100, 101

Web Browser 124, 124
Web Page 123

Website 123

Whee 8

Window 39
wWincows Meda Payer 100
Viorio Wide Web 118, 122

Yahoo 127 129
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Clip your nais on time so thal dust does not get stuck In them.
Also, wash your hands and feet regulariy.
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