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 In the past, the computer world was unfamiliar to most of 
the people in the globe, especially in the underdeveloped 
countries like Pakistan. Now a days, we cannot perform our 
single task without its assistance, whether it's mathema�cal 
calcula�ons, monthly budgets, salary sheets, or communica�on 
across the globe. We have become highly dependent on this 
machine due to its fast pace and efficient technology. The world 
has now come to our doorstep due to this wonderful machine. 
Due to its immense significance, it has become mandatory to 
learn and understand computer skills so that we can do our 
tasks in daily life with much ease and perfec�on. 

 Our  Series consists of seven books Magic Computer
th

ranging from nursery to 5  grade. This series is customized for 
students in such a way that they can learn computer concepts 
and understand the applica�on of so�ware in a be�er way with 
the help of screen shots. 

 The objec�ves of this series are following:

 To equip the students with the latest technology in 
computer world.

 To enhance the knowledge of students and keep them up-
to -date.

 To enable students to u�lize their computer skills in their 
daily life ac�vi�es.

 To make computer concepts easy to understand without 
cramming them.

 Each chapter is designed according to the demands of 
latest world technology and customized with "Do you know?"

 I hope that this series will pave way for be�er future of 
students and make them bright stars. Wish you good luck for 
your future endeavors. May Allah accomplish the objec�ves of 
this series and guide every student to reach its full poten�al.  

         (Ameen)

               Publishers
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Reviewing of Computer
Alphabet

A
Abacus
Abacus is the rst instrument used for counting.

  � آ� � � �ر �� � � ا�ل �� �۔ :  �را �را

��:  ��(آ� �� ا�اد� �� � ا� �ف � �� � ��ن �� �)�� � 
ا�ر�(ذ�ہ �� وا�)�� �۔

B
Byte
Byte is a computer’s storage unit.1 Byte = 8 Bits.

C
Computer
Computer is an electronic machine.

��:  �� ا� ا�و� � �۔

D
Desktop
Desktop is the nal screen on the monitor after turning on
computer.

ڈ� �پ: ڈ� �پ �� �� � � � � آ� � آ� وا� ا�� �۔

E
Enter Key
Enter key is used to start / open a programme. 

 م� �وع �� � �� � � ا�ل �� �۔ ا� �:  ا� � � �و�ا

F
Folder 
Folder is just like a box that contains les in the computer.

��ر:                                                                                                                                                                          ��ر ا� ڈ� � �ح � � �� � ��ں � � �� �۔
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G
Game
Game is like an activity for fun and entertainment.

�: � � �د اور �� �� �� � ا� ��� �۔

H Hard Disk is a disk used to store data on a computer.

Hard Disk

�رڈ ڈ�: �رڈ ڈ� �� � ڈ� ا�ر(ذ�ہ) �� � � ا�ل �� �۔

Internet is a digital service through which we can 
communicate and access data world wide.

Internet

I
ا� �: ا� � ا� ڈ� �وس � � � ذر� � د� � � �ت � اور ڈ� 

� ر�� �� �� �۔

Joys�ck
Joystick is used for playing games on a computer.J

�� ا�: �� ا�(ا� د� �م)�� � � � � � ا�ل �� �۔

Keyboard
Keyboard is used to enter data in a computer. K

� �رڈ:  � �رڈ �� � ڈ� دا� ��� � ا�ل �� �۔
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L 
Laptop
Laptop is an easy to carry. It is much lighter and wireless 
computer type.

 � �ر   � اور � �پ: � �پ ا� � � دو�ى � � ��آ�ن �۔� ز�دہ

�� � ا� � �۔

M
Monitor
Monitor is used to display data on screen.

��: ��ا�� � ڈ� �� �� � � ا�ل �� �۔

N
Notebook
Notebook is a small size laptop.

�ٹ �: �ٹ � �� �� � � �پ �۔

Op�cal Fiber
Optical ber is a special type of wire through which light 
can travel.

آ� ��: آ� �� ا� �ص � � �ر �� � � رو� �ر � �۔

P
Printer
Printer is used to get print images and text on paper.

��: �� �� � � �� ��� اور � �ا �اد �� �� � � ا�ل �� �۔
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R

Q
QWERTY Row
QWERTY is a row of keyboard that is used to type alphabet. 

 ف� �� �� �  �QWERTYر: �QWERTY �رڈ � ا� �ر � � �و

� ا�ل  � �� �۔

U
USB Drive
USB Drive is used to carry and transfer data.

�۔ا�۔� ڈرا�: � ا� � ڈرا� ڈ� ر� اوردو�ى � � �� � � ا�ل 

�� �۔

Robot
Robot is like a human machine guided by a computer.

رو�ٹ: رو�ٹ �� � ر�� �� �� وا� ا�� � � �ح � ا� � �۔

Scanner
Scanner is used to transfer an image to the computer.   

ا�: ا� ��  � ا� � �� � � ا�ل �� �۔

T
Track Ball
Track Ball is used to move cursor / pointer on screen. 

��         �ل: �� �ل ا�� � � � �ن/�� � �� د� � � ا�ل �� �۔
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V
Video
A  is a lm played on computer.video

وڈ�: وڈ� �� � � وا� ا� � �۔

W
Webcam
Webcam is used as a video camera.

و� �: و� � وڈ� �ے � �ر � ا�ل �� �۔

X
X Key
X Key is one of the keys located on the keyboard.

 ف� � � � ا� �۔ ا� �: ا� � �رڈ � وا� �و

Y
Y Cable
Y cable is a name of wire used with computer.

وا� �: �� � �� ا�ل �� وا� ا� �ر � �م وا� � �۔

Z
Zero

 is a digit of numeric�language on the keyboard.Zero

ز�و: ز�و � �رڈ � �دى ز�ن � ا� �د �۔
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 Desktop is a nal screen that appears on computer screen after 
complete loading of Windows. It has various features that make computer 
easy to use and eye catching.
Let us understand features of computer desktop one by one. We will 
discuss here Windows 10.

Desktop

2Les
so

n

Desktop Features

ڈ� �پ:

ر �� ِ  ڈ� �پ آ�ى ا�� � � � و�و � � �ر� �ڈ � �� � � �� � ا�� � �دا
�۔اس � � � ��ت � � �� � �� � آ�ن اور �ذب � �� �۔ِ

� �� ڈ� �پ � ��ت � ا� ا� � � � �۔� �ں�Window 10 � �� �۔

 Wallpaper is a picture displayed on desktop. It can be a still picture or 
a number of pictures moving after regular interval depending on the 
settings.

Wallpaper

 ل�ز: وا

ر �� �۔� ا� �� �� � دى � �� � �� ���ہ   وال � ا� �� � � ڈ� �پ � �دا

و�ں � �� �� وا� � ��� � � �۔

 Taskbar is located at the bottom of desktop. It consists of Windows 

menu at extreme left corner, search bar, battery power, volume and data 

and time. We can customize it from task view button or by pinning or 

unpinning items. Taskbar quickly shows the folders or computer 

applications that we frequently use. It is easy to manage.

Taskbar

�� �ر:

ِ �   و�و �   �ف ��   �۔ا�� ��   وا� �  �  �  �  �  �   �پ  ڈ�  �ر �� 

�����(window menu)�چ �ر،�ى �ور،وا�م اور �ر� اور �� � � ���۔ � ا� �� و�  �� ���� ���� � � �۔�  ن� �� ��  �� � � � ا ٓا  �� � � � 
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 Windows menu shows the list of programs. After clicking this icon, 

we can view options of File Explorer, Settings, Power, all apps and the list of 

most used computer programs. This latest version of Windows also gives 

assistance of Cortana, personal assistant with the help of Internet. Apps 

are also latest  thing added to this version of Windows 10.

Windows Menu

��� ٓا�ن �۔���������� �� � �ى � �� �� � � � ا� ا�ل �� �۔ا� ���   ن��رز � �� ا �� �ر ا

�
���� �� ِ:�� و�و 

�
���� �� ِ �� � � � �� � �( i c o n ) �� �و�ا�ں � �� �� �� �۔اس �� �ن ��� و�و  ��،�ور،آل ا� اور � � ز�دہ ا�ل �� وا� �و�ا�ں � �� د� � �۔و�وز � � ������ َا�رر، َ

 � � windows 10 ۔اس� �� assistanec of cortanaہ � ا�� � �د � ذا� �د� �� �

�� �ہ � ��apps �� �� �۔

 Recycle Bin is just like a dust bin. It stores waste, and trash items of a 

computer. A recycle bin saves items after deleting them from a computer. 

We can restore them whenever we need. But once a le is deleted from the 

Recycle Bin, it cannot be restored it’s and permanently deleted.

Recycle Bin

رى �� �:

 �                                                                                                                                                                            دان � �ح �۔� �� � ��رہ اور � �ر ا�  � ذ�ہ �� �۔رى �� �   رى �� � �ڑا

 �ے� ان � ا� �� � وا� � �  �� � ڈ� �� � � �ظ ر� �۔� � � �ورت

�۔� ا� رى �� � � ا� �ر �� ڈ� � �� �� ا� ا� �� � وا� � آ� اور � � �ر 

� ڈ� � �� �۔

 Windows 10 has latest version of Internet Explorers called Microsoft 
Edge. It is a web browser that is used for viewing web sites with the help of 
internet.

Microsoft Edge

��و �� ا�:

َ Windows 10ا�� ا�رر � � �� �ہ � ر� � � ��و �� ا� � �۔

� ا� و� ��أوزر �۔ � � � �د � و� �� د� � � ا�ل �� �۔
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 A folder is just like a box that contains les in it. A le is a resource for 
storing information. It can be a picture, text and sound, etc. A le is a 
resource for storing information. A folder is basically a collection of les 
stored in it. Folders help us to store data.

Folder

 Shortcut just works like a its name shows. It provides easy and quick 

access to le or program. We can make shortcut of everything and save it.

Shortcut

�رٹ �:

 �رٹ � ا� �م � �ح �م �� �۔� � �� � �و�ام � آ�ن اور � ر�� �ا� �� � � � 

� � �رٹ � � � � اور ا� �ظ � � �۔

 File Explorer is present in the Windows menu. It gives access to les 

store on computer. After opening it, we can view Documents, Music, 

Pictures, and Downloads. It also shows the drives stored on computer. 

File Explorer

َ�� ا�رر:
�

���� �� �� � ��د �� �۔� �� � �ظ ��ں �ر�� �ا� �� �۔اس ��� ِ َ �� ا�رر و�و  �� �،�زك،��� اور ڈاؤن �ڈز د� � �۔� �� � ذ�ہ ��ں � � �� �� �۔����� � � � ڈا� 
 Computer has mainly three drives. Drive is basically a division in 

computer storage on hard disk. C Drive is used for storage of Windows. 

While others two drives are for USB and DVD each. They are for saving data 

les. Each drive shows logo along with its name.

 �۔�   ڈ��ن  ا� �   �رڈڈ� �  ��  �   �ر  �دى  ڈرا�  �۔  ر�  ڈرا�ز �  �   �ر  �دى �� 

 ہڈ� ��  ڈرا�،و�وز � ذ�ہ �� � � ا�ل �� � � دو�ى دو ڈرا�زUSBاور�DVD � �،و

� �ظ �� �� �۔� ڈرا� اس � �م � �� ����logo �� �۔

��ر:

 ��ر ڈ� � �ح � �� � � �� ر� �۔�� ��ت ذ�ہ �� � و� �۔� ا� �� ،� �ا 

 �د �� �۔ �� ا�ر� � �ر (ذ�ہ)   ڈ� ا�ر �� � �رى ز و�ہ � � � �۔��رز �اد اور آوا

�� � ذر� �۔ ��ر � �� � �� �� �۔ ��ر ڈ� �ر �� � �رى �د �� �۔
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 We can have quick access to the folders mostly used at the left corner 

of the Windows Explorer. 

َ� و�و ا�رر � �� �� � ا�ل � � ��رز � � ر�� �� � � �۔
 Quick  Access  Tool  bar  is  located  at  the  top  of windows Explorer. 

We  can  minimize,  maximize  or  close  Windows  Explorer  by  clicking on 

                                    buttons respectively.

 It also shows separate options available for each le. Home, share 

and View. We can customize settings further by clicking on these options.

 نآ� � � � � ا� �ا�ت  � � ��share, Homeاور�view �ا� آ� � � �� ���۔� ا

� �� ���setting � �۔

َ ��                                                                                                                                             �ل �ر(Quick Access tool bar)و�و ا�رر � � � او� وا� �� ِ

َ�۔� �ں � د�� � و�و ا�رر � ��� ��،�ا � � � � �۔ِ
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Answer these questions.A

What is Desktop?1.1.

What is Wallpaper?2.2.

Where is Taskbar located?3.3.

What is the function of “Recycle Bin”?5.5.

Name any three items listed in Windows menu.4.4.

Ans:
Desktop is a nal screen that appears on computer screen after
complete loading of window.

Ans:
Wallpaper is a picture displayed on desktop.

Ans:
Taskbar is located at the bottom of desktop at extreme left corner.

Ans:
File explorer, settings and the list of most used computer programs
is listed in windows Menu.

Ans:
It stores waste and trash items of a computer.

Encircle the correct option.B

lea  taskbarb drivec folderd

We can customize                          from task view button.1.

 works like a personal assistant.2.

Cortanaa  Drivecb Desktop d Windows Menu

P

P
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Fill in the blanks.C 

after regular interval.

Wallpaper can be a still pictures or a number of picture moving1.

 power, date and time.

Taskbar consists of Windows Menu, Search bar, volume, battery2.

Apps are latest thing added to Windows 10.3.

4.

Each drive shows logo along with its name.5.

Microsoft Edge is a/an3.

provides easy and quick access to le.4.

is located at the top of Windows.5.

Internet Explorera  

both a & bc

Internet Browserb

Folderd

Foldera  Driveb Shortcutc Window Explorerd

Quick Access Tool Bara  Taskbarb

Quick Access Menuc Task Viewd

P

P

P

A software is a name of single computer application.
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File Windwos Desktop Wallpaper Folder Explorer Microsoft

Find the puzzle.D

Trace and colour the picture.E 

D

E

S

K
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W
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E
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X

D

I
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L
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E
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G
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O
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R
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E

R

O
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P
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W

B

E

G

O

E

O

S

E

R

N

F

R

R

J

N

G

P
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The Mouse

 Mouse is an input device that is attached 

with a computer to move cursor / pointer on the 

screen of monitor. Pointer / cursor is an arrow 

that guides us into move things on the screen. 

We can also change the shape of cursor / pointer 

below.

The mouse is an important part of a computer. It helps us to give 

instructions to a computer. A mouse has basically three parts which are 

shown in the given picture.

Mouse

Cursor Pointer

3Les
so

n

�ؤس:
��� � � ���ُ �ؤس ا� ان � آ� � � �� � ا�� � � � �ن/�ا��� �� د� � � �� � ِ

����� �ا�� �۔�ا��/�� ا� � � � ا�� � �وں � �� د� � � �رى ر�� �� �۔ 
� � � �ن /�ا�� � � � �� � � �۔

ٔوس � �دى �ر � � �  ٔوس �� � ا� � �۔� �� � �ا�ت د� � � �رى �د �� �۔�� �� 

� � � �� � �� � � �۔

We use our ngers for pointing towards things. Similarly, a mouse helps us 

to point and select things on a computer screen.

 �� ا�� � �وں �  � �وں � �ف ا�رہ �� � � ا� ا�ں ا�ل �� �۔ ا� �ح ا� �ؤس

��� اور ا�ب � �رى �د �� �۔

Right�Button

Left�Button

Small�Wheel
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These are three types of mouse depending upon its buttons.

Types of a Mouse

This is two-buttoned mouse.

Left Button

Right Button

This is three-buttoned mouse.

Left Button

Right Button

Middle Button

This is scroll wheel mouse.

Left Button
Right Button

Scroll Wheel

� دو �ں وا� �ؤ س �۔

�ؤس � � ا�م � � � ا�ر ا� �ں � �۔

� � �ں وا� �ؤس �۔

� ا�ول و� �ؤس �

 (�� د� وا� �)
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How�to�hold�mouse�properly?
           First of all, let know the names of ngers through which we 

hold and use mouse correctly.  

Thumb

Index Finger

Middle Finger

Ring Finger

Little Finger

Human hand and its nger names 

�ؤس � �� �� � � �� �؟

 � � � آ� ا�ں � �م �� � � � ذر� � �ؤس � � �� �� اور ا�ل � � �۔

Follow the steps to hold mouse properly:

 ن�ا� � �وى ��۔ �ؤس � �� �� � �� � � ا

Place the mouse on a mouse pad. 
Direction of wire must be opposite to you.

                           

1.

�ؤس � �ؤس � � ر�۔ 1.

�ر � � آپ � �� �� � �� ��۔

در�� ا�

�� ا�

ا��

ا�� �� اور اس � ا�ں � �م

�دت وا� ا�
ا�� ا�
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3. Keep your middle nger on the right mouse
button. It you are left handed, place the 
middle nger on the left click button.

Keep your index nger on the left mouse 
button. If you are left handed, place the 
index nger on the right click button.

 ا� �دت � ا� �ؤس � �� � � ر�۔ا� آپ � � (�� �� � ا�ل �� وا�)� � ا� .2

�دت � ا� � �� وا� دا� � � ر�۔

 � � (�� �� � ا�ل �� وا�)� � ا�   � دا� � � ر�۔ا� آپ  ا� در�� ا� �ؤس

�دت � ا� � �� وا� �� � � ر�۔

3.

Scroll the wheel with either of index nger 
to move the cursor up and down.

Use your other ngers to hold it properly.4.

5.

 اس � �� �� � �� � � ا� دو�ى ا�ں � ا�ل ��۔

)� او� اور � �� � � �دت � ا� � �� و� � او� � ��  c u r s o r )  �� �ن

د�۔

4.

5.

 Through mouse, we can perform several functions. Like opening a le 

or folder, selecting and moving an item. After pressing mouse once, we 

hear a click sound, just like the sound produces when camera captures the 

picture.

Functions of a Mouse

�ؤس � �م:

 � ذر� � � �م � ا�م دے � �۔ � ا� �� � ��ر � ��،آ� � � �� اور ا�   �ؤس

 ز�   ز� � �� ا� �ح � آوا � � دو�ى � � � ��،�ؤس � ا� �ر د�� � � ا� � �� � آوا

�ا�� � � � �ا �� �۔
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Functions of mouse are given below:

By single clicking (right button), we 

can open a menu or options available 

for selected item.

By double clicking (left button), we 

can open an item. like folder, le etc.

By clicking an item and moving it to a 

new location, you can move an item 

to a new place.

By single clicking (left button), 

we can select an item.

�ؤس � � (                �م)� د� � �:

�i ا�ب �  tem(��ں �)ا� �ر د�� � � ا� آ�

� �۔

(دا�ں �)ا� �ر د�� � � � � � آ� � � 

د�ب �� � آ� � �ل � �۔

(��ں �)دو�رہ د�� � � ا� آ� � �ل � � � 

� ��ر،�� و�ہ۔

ا� آ� � � � � ا� � �دو�ى � � � � ڈراپ 

��� (ر� د� �)آپ ا� آ� � دو�ى � � 

� � �۔



21

Answer these questions.A

What is a mouse?1.

What happens when we double click (left button) of a mouse?2.

What is the function of a scroll wheel?3.

How can we drag and drop or move an item?5.

Which nger is used to press right mouse button?4.

Ans:
Mouse is an input device that is attached with a computer to move
cursor/pointer on the screen of monitor.

Ans:
By double clicking (left button) we can open an item like folder, le
etc.

Ans:
Scroll wheel is used to move the cursor up and down.

Ans:
Middle nger is used to press right mouse button.

Ans:
By clicking an item, draging and droping it to a new location you
can move an item to a new place.

Fill in the blanks.B

Mouse is used to move cursor/pointer on the screen of the monitor.1.

Mouse helps us to give instructions to a computer.2.

There are three types of mouse.3.

Direction of wire of the mouse must be opposite to you.4.

Through mouse we can perform several functions.5.
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C Encircle the correct option.

1. The                         is a small arrow on the computer screen. 

2. Mouse is an                         device.

3. A mouse has basically                       parts.

4. We can open an item by                               .

5. We can move page up and down with the help of                         .

pointera  cursorb  both a & bc  mouse padd  P

 inputa  outputb  externalc  internald  P

a   2 b   3 c  4 d  5P

single clickinga  

double clickingc  

drag a dropb  

d  none of theseP

scroll wheela  

left clickingc  

right clickingb  

none of thesed  

P

Look at the given pictures and write the name of each 
type of mouse.

D

Two-buttoned mouse.

Three-buttoned mouse

Scroll wheel mouse.
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Join the dots and colour the picture.E

Find the puzzle.F

Mouse Drag Pointer Click Scroll Wheel

P

F

C

Q

F

O

O

K

D

M

D

L

I

C

R

O

D

B

N

L

A

U

W

W

T

I

G

S

H

H

E

C

T

E

E

E

R

K

U

L

V

E

S

C

R

O

L

L
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Uses of Computer

Computer has many educational uses. For example:

In Education

We can solve sums on a 
computer.

We can make drawings on a 
computer.

4Les
so

n

  Computer is a vital and useful machine that helps us to do our daily 

tasks quickly. We can work fast and efciently by using computer. Let us 

have a look on its uses.

 �� ا� �� ا� اور � � � � �رے روز�ہ � ��ں � �ى �� � �رى �د �� �۔ � 

�� ا�ل �� � اور �� �� � �م � � �۔آ� اس � ا��ت � ا� � ڈا� �۔

:� �

 �� � � � � ا��ت �:

�ل � �ر �:

 ل� � �۔ � �� � �ا

� �� � ڈرا� � � �۔
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In Health Care

  Computer is used in hospitals and medical centers for the following 

purposes: 

We can type a letter or an 
essay on a computer.

� �� � ا� � � ا� �ن � � �۔

We can read any book on a 
computer.

� ��،� �� � �ب �ھ � �۔

We can also study online with 

the help of internet.

� ا�� � �د � آن �� � �� � � �۔

� ��ت � �ا��:

 �� ��ں اور� �ا� � �ر� ذ� �� � � ا�ل �� �۔
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 It is used for latest testing services 

like ECG, MRI, X-Ray, etc.
It records patient’s case 

history.

� �� � � � �ى � ر�رڈ ر� �۔ (latest testing services)� � �� � ں� �� �

MRI،ECGاورX-Rayو�ہ � � ا�ل �� �۔

 It also monitors patient’s 
condition.

 It is used for taking medical 
information.

� � ��ت �� �� � � ا�ل

 �� �۔

� �� �� � � �� � �� �
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:� ��In Entertainment

We can also play games on 
computer. 

We can watch movies or 
cartoons on computer.

� ��� � اور �ر�ن د� � � � �� � � � � �۔

We can also chat with our friends 
or relatives online through computer.

We can listen music on 
computer.

روں � �� �� �  � دو�ں اور ر� دا

ذر� آن �� �ت � � � �۔
� �� � �� � ��۔
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In Government �ر� �:

Government uses computer 
to keep data up to date.

�ر� ڈ�(��ت)� ����ں �

�� ر� � � �� ا�ل �� �۔

It also uses for getting 
feed back.

� �� �� �� � � � ا�ل �� �۔

We can make daily reports and 
annual budgets on computer. 

� �� �روزا� � ر�رٹ اور ���

 � � � �۔

Computer is used to make 
salary sheets.

�� �ى � �� � � ا�ل �� �
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In Banks

Banks also use computer 
for customers service.

We can transfer money online 
through computer.

� � �وس � � � ��

 ا�ل �� �۔

� �� � ذر� آن �� � 

�ا� � ��۔

:� �

Answer these questions.A

What are educational uses of a computer? Write any two uses.1.

Write down any two entertainment uses of a computer.2.

Ans:
Computer has many educational uses. For example:
(i)  We can solve sums on computer.
(ii)  We can make drawings on a computer. 

Ans:
Computer has many educational uses:
(I)  We can watch movies or cartoons on computer.
(ii) We can also play games on computer. 

How can a computer help us in our daily life. Explain in two lines?3.

Ans:
There are several uses of computer in our daily life. We can use it
to make drawings, to solve sums and to read any book etc.
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Encircle the correct option.B

How is computer helpful in healthcare?4.

Write down any two uses of computer in government sector.5.

Ans:
Government uses computer to keep data upto date and for
getting feed back.

Ans:
Computer is helpful in healtcare because it is used for latest
services like ECG, MRI, X-Ray. It also monitors patient’s condition.

Computer can                                      . 

We can watch                          on a computer.

Computer is used in                         .

3.

4.

5.

cartoons movie

both a & b none of these

b

d

a  

c

hospitals

ofces

schools

all of above

b

d

a  

c

keep patient’s case historya  services latest testsb

act like a doctorc both a & bd

Computer is used for                                . 

education entertainment

health care all of above

We can make daily reports and                    on a computer.

annual budget

both a & b

1.

2.

a  

c

b

d

a  

c

salary sheet

none of these

b

d

P

P

P

P

P
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5.

4.

Fill in the blanks.C 

1.

2.

Computer is used to make salary sheet through computer.

We can chat online through computer.

We can solve sums on a computer.

We can study online with the help of Computer

Computer can store patient’s case history.3.

Look at the pictures and write the uses  of computer.D 

Play games

Study

for customer services

To monitor patient’s condition
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         What do you do on computer? Select from the following 
         pictures and mark tick (    ) them.

E

P P

P P

P P
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Keyboard

 Usually keyboard has 104 keys. This type of keyboard is called the 

Standard keyboard or the universal keyboard. We can type alphabet, 

numbers, punctuation marks and can perform several specialized 

functions with the help of keyboard keys. There are basically ve types of 

keyboard keys. Detail of these keys are as follows: 

Keys of Keyboard 

Introduction to Keyboard5Les
so

n

 Keyboard is an input device of a computer. We need pencil and rubber 
to write and erase something on our notebook, just like that, computer 
also needs keyboard for typing information. It has numerous keys. Let us 
have a look on them. 

� � ُ � �رڈ ��� ان � آ� � � �ٹ � � � اور �� � � � اورر� � �ورت �� � ا� �ح ِ
 ن�  )�۔آ� ا k e y s ) �� � ��ت �� �� � � � �رڈ � �ورت �� �۔اس � � � �

ا� � ڈا� �۔

� �رڈ

 ف�،  �1 �� �۔اس � � � �رڈ �رڈ � �رڈ � ��ر� � �رڈ �� �۔� �و 0 4 �م �ر � � �رڈ �

��،ر�زو او�ف � �� � � � اور � �رڈ � �ں � �د � � � �ص �م � � �۔�دى �ر�  

� �رڈ ��ں � �� ا�م �۔� � �ت �ر� ذ� �۔

 ف� � � �رڈ � �و
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Alphabetic Keys

 Alphabet keys are 26 in number and consist of English language 

alphabet A, B, C, D......Z. These keys are used for typing words and 

sentences. You can type both kind of letters capital and small with the help 

of shift key.

Number Keys

 Keys that have numbers printed on them are called number keys. 
Number keys consist of numbers from 0-9. These keys are used to type 
digits. The standard keyboard has two types of number keys.
 One is located at the top of keyboard below the functional keys while 
other is located at the right side in the form of numerical keypad. Both are 
used for same function.

1 Alphabet Keys 2  Number Keys 3  Arrow Keys

4 Function Keys 5  Special Keys

 ف� � �  ٢۔ �وں وا� �  ٣۔ � � �ن وا� � ١۔ �و

٤۔ � �   ٥۔ �ص �

 ف��A,B,C,D__Z � �� �۔� � � اور   ِ  ف� � � �اد ��26 اور ا��ى ز�ن � �و �و

 ف� �ے اور �� �� � � ِ � � � � ا�ل �� �۔آپ�Shift key �د � دو�ں � � �و

�۔

 ف� � �ِ �و

� �

ا� � (Keys)� �  � � ��� �وں وا� � �� �۔ � � 9�0 � � �وں � � �� �۔ 

� � (keys) ا�اد � �� �� � � ا�ل �� �۔ �رڈ � �رڈ � دو � �  � � �� �۔

 � � � دا�   � � � او� � � � � �� �۔ � دو�ى �وں وا� � �رڈ  ا� � �رڈ

�ف وا� �� �۔ دو�ں ا� �ح � �م � � ا�ل �� �۔
Arrow Keys

 Arrow keys are four in numbers and used to move page up, down 

right and left. These keys are also called as navigation keys or cursor keys. 

They are located on the right side of keyboard as seperate keys and also 

along with number keys that can be used with Shift key.

 These keys also move the cursor up, down left and right cursor is a 

blinking line that appears on screen while typing text.
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Functional Keys

 Functional keys are 12 in numbers and used to perform different 

functions. They are located on the top side of keyboard and named as F1, 

F2, F3, F4, F5, F6, F7, F8, F9, F10, F11 and F12.

 These keys are also referred as F-keys. Some functions of F-keys are 

gives as follows:

)�اد � �ر � اور � � او�،�،دا� اور �� �� د� � �  A r r o w  K e y s ) � � �ن وا� �

(cursor ن وا�� �� �(Navigation Keys)� ا�ل �� �۔� � � � ��� �� وا�

(�keys �� �۔� �ا �� � � �ر � �۔�رڈ � دا� �ف وا� �� � اور �وں وا� � � �� � 

�� � � ��shift key �� ا�ل � � � �۔

 � ��cursor او�،�،�� اور دا� �� د� �۔cursorا� �� �� �� �� � �ا 

 ر�� �۔ �اد �� ���� ا�� � �دا

� � �ن وا� �

 � � �اد � �رہ � اور � ��ں � � ا�ل �� �۔� � �رڈ � � � او� وا� �� 

F11, F10, F9, F8, F7,  ن� �م  � وا� �� �۔� �� � � � او� وا� �� � وا� �� � اورا

,F6, F5, F4, F3, F2اور�F12۔

 ن� �ا� د� �� �۔�F-Keys � � � د� � �۔  �F-Keys �ر � � ا

� �

F1

 F1 key is used for displaying Help Menu. If you are using any 

application on a computer, by pressing F1 key you will get help regarding 

that application.
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 ر�� � � ا�ل �� �۔ا�آپ �� ���  � �F1 Keyد وا� ��(Help Menu)�دا �� �� �� ��� ���� ��� �� �� � � � �د �� � � �۔� � ا�ل � ر� � �F1 Keyد�� � آپ اس ا ا

F1

F2 F2 key is used to renamed selected item or object.

F2آ� � آ� � � �م � � � ا�ل �� �۔ � � �F2  Key

F3 By pressing F3, “Find: All les” dialog box will appear.

F3ر� �۔  F3 Keyد�� �Find: All filesڈا�گ �� �دا

F5 F5 key will refresh the current Window.

F5ِدہ و�و� رى �� �ے �۔��F5 Key

F10 F10 key activates menu bar options.

F10وا� � � آ� � �ل �� �۔ ��F10 Key

Special Keys

 Special keys include Esc key, Shift key, Alt key, Ctrl key, Enter key, 
Windows key, Caps lock key, Num Lock key ,Spacebar key and Backspace key.

�ص �

 ا� � ا� �(ESc)،� �،آ� �(Alt)،�ول �(Ctrl)،ا��،و�وز �،� �ك ِِ

Spacebar)اور � � �   key)� ر� �،(Num lock)� ك� �،(Caps lock)�

(Backspace Key)�� �۔

 Esc key is named as Escape key. It is used to exit the running program. 

It is equivalent to clicking the cancel button.

Enter key opens the closed program. It is also used to create a new 

paragraph. 

Esc Key and Enter Key

ا� � اور ا��

 م�� � � ر� � � � ِ  �Esc Key ا� �(Escape Key)� �م د� �� �۔� (Key)� �و�ا

�� � � ا�ل �� �۔� �cancel � �ادف �۔
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 ف�� �� � ا�ل �� �۔  م� �� �۔� � �ا�ا  ا� �(Enter Key)� �و�ا

 ف� �� �� ��اور� �رڈ � ��Key �ص   � �(Shift Key)ا��ى � �ے �و

��ت � � � ا�ل �� �۔

�ل � �ر �:

!, @, |, $, %, ̂  �� � �� � �(Shift key)د�� � � �ص ��ت � � ,& ,

( ,) ,*و�ہ ��  � � �۔

ٓا�(Alt) اور �ول(Ctrl) � � � � � �� � � دو�ى �(keys) � �� ا�ل ��  �

�۔ � �م � � � � دى � �۔

Shift, Alt and Ctrl Keys

 Shift key is used for typing capital letters and for typing special 
characters of each key in the keyboard. For example, 

 By presing shift key along with number keys, we can type special 
characters like !, @, |, $, %, ̂ , &, *, (, ) etc.

Alt and Ctrl keys are used along with other keys to perform multiple 
functions. Ctrl key is named as Control key.

Shift, Alt and Ctrl Keys

 Some common functions are listed below:
� � � دى � �۔ِ�� � �م � � 

 Alt + Enter
 By pressing both keys of Alt and Enter at the same time, properties of 
selected item will display.

 ر�ں �۔   دو�ں �(Alt Keys)اور�Enter ا� �� د�� � � � � آ� � ��ت �دا

Alt + Spacebar
These keys are used to display menu of current Window’s application.

� ���� ���� ��  ر�� � � ا�ل �� �۔ِ � � �� �دا  ���keysدہ و�و � ا

Ctrl + A
These keys select all items.

��� �� � � �� �۔��� ��keysم آ
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Windows Key

 Windows key is located at either side of the spacebar with Windows 

logo printed on it. It displays the ‘start’ menu. Moreover, it also perform 

multiple functions by pressing along with other keys.

Backspace and Spacebar keys

 Backspace key delete the text while typing spacebar key inserts space 

between words while typing.

Caps Lock and Num Lock keys

 Caps Lock and Num Lock keys are used for typing capital alphabet 

and numbers respectively. We must press each button before typing to 

type  alphabet or numbers.

 Other keys of keyboard include Tab key, Insert, Delete, Name, End, 

Page up, Page Down keys, etc.

Ctrl + C
 These keys copy the text, folder or le.

 ��keys،��ر � �� �� �� �۔

Ctrl + V 
 These keys are used for pasting copied item.

 � �(Keys)� �� آ� � � � � ا�ل �� �۔

ِ ِ(space ر� � �� �(logo)�� اس � � ��و�و�(Windows Key)� و�وز 

 ں� دو�ى �� ��  �s �� � �� �� �۔�� �ا t a r t  ف� ��د �� �۔�  �b دو�ں ا�ا a r )

د�� � � � � �م � � ا�م د� �۔

و�و ز�ِ

 � � �  (Backspace Key)� � � د� � � � �ر � (Spacebar keys) �ں 

� در�ن و� د� �۔

� � اور � �ر �
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� �ك اور � �ك �:

 ف� اور ا�اد �� ��   � �ك (Capslock)اور � �ك(Num lock)���� �ے �و

�� ا�ل �� �۔� �وف � � ا�اد � �� �� � � � ان دو�ں � � ا� � � د�� �� 

�۔
� �رڈ � دو�ى � � � �(TabKey)ان �ٹ(Insert)   ، ڈ�(Delete)     ، �م(Name) ، ا�       ِ

(End)  � � او� �� وا�(Page up)� � � �� وا�(Page Down)� و�ہ �� �۔

A

How many types of keys of keyboard we discussed in this unit? 
Name them.

1.

What are the other names of arrow keys?2.

For what purpose is F1 key used?3.

Ans:
We discussed ve types of keys in this unit.Their names are Alphabet 
keys, number Keys, Arrow Keys, Function Keys and special Keys.

Ans:
The other names of arrow keys are navigation Keys and cursor keys.

Ans:
F1 Key is used for displaying Help Menu.

What is the function of backspace key?5.

Write down the names of special keys.4.

Ans:
Special Keys include Esc Key, Shift Key, Alt Key, Ctrl Key, Enter Key, 
Windows Key, Caps lock Key, Num lock Key, spacebar Key and 
Backspace key.

Ans:

Backspace Key delete the text

Answer these questions.
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Encircle the correct option.B

The standard keyboard has                          keys.

We can type capital alphabets by using                        keys.

Function keys are                        in numbers.

We can type special characters by using                            key.

is equivalent to clicking the cancel button.

1.

2.

3.

5.

4.

100a  101b  103c  104

Caps Locka  Shiftb  both a&bc  spacebar

a  10 11b 12c 13

Esc keya  Alt keyb  Ctrl keyc  Enter key

Shifta  Enterb  Backspacec  Spacebar

d  

d  

d

d  

d  

P

P

P

P

P
Fill in the blanks.C

Alphabet keys are 26 in numbers.1.

F5 key refreshes the current window.2.

Enter key is used to create a new paragraph.3.

Spacebar key has nothing printed on it.4.

Ctrl+A keys are used to select all items.5.
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Colour the keys of keyboard with the help of given 
colours.

D 

Alphabet keys

Arrow keys

Number keys

Functional keys

Special keys

Write down the all keys of keyboard.E

Esc 1 2 3 4 5 6 7 8 9 0 - =
Back
Space

Tab

Caps
Lock

Shift

Ctrl Alt Alt Ctrl

Enter

Enter

Q W E R T Y U I P [ ] |
\

A

Z X C V B N <
,

>
.

?
/

S D G H J K L
:
;

“
‘

Space Bar

F

M

O

Esc F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12

! @ # $ % ^ & * ( ) __ +

7 8

3 4

+

1 2

Enter

9

5

3

.

Del

-Num
Lock

x

Delete End
Page
Down

Insert Home
Page
up

Print
Screen

Scroll
Lock

Pause
Break

0
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Help Doraemon to nd the keyboard.D�F

 Make arrange a visit to the computer lab and count the total keys of  keyboard, and keys with 

special characters. Note them in your notebook.

Practical Work:

Teacher’s Note:

 Arrange a quiz competition or drawing competition in the class and make sure that students 

memorize each thing learn in this unit.

 Provide students chart papers with pictures of keyboard and help them to understand types of keys 

by colouring them with different colours like an activity given at the end of this lesson.



42

 In this lesson, that we will study about manners which we should 

adopt while using computer. There are some tips will help us to take good 

care of our computers. Manners are important in life of everyone. We are 

taught to respect out elders and to be polite with younger ones. In the 

same way, computer also needs our care and safe handling. Otherwise, 

any part of it could be broken and it might stop working properly. 

Computer is a useful machine that makes our work easier and fast. So, we 

should take care of this machine. Some manners are mentioned here.

 Do not eat or drink near your computer as it could spill to your system 
and also can damage it, specially to keyboard.

1. Manner

6Les
so

n

Computer Manners
 

�
 اس � � � ان آداب � �رے � �� � ��� ا�ل ��و� ا�� ��۔� � � � �ِ

 �۔�   �د �� �۔آداب � � � ز�� � � �ورى � ا� �� � ا� �ح �ل ر� � �رى

�وں � �ت �� اور ��ں � �� � � �� ر� �� ��۔ا� �ح �� � � �رى �� اور ا�ط 

 �ڑ  ��   �م �  ��  �  �  ��   اور �  �   �ٹ �  ��  �   اس  �۔ور� ��   �ورت �   ا�ل �

دے۔�� ا� � � � � �رے �م � آ�ن اور � � د� �۔� � اس � � �ل ر� �� �ں 

� آداب �ن � � �۔

آداب

 � � �� �� اور اس � �ن � � � �   � آپ  ا� ��� �س �� � � � �� 

�ص �ر � � �رڈ �۔
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 Keep your monitor screen, keyboard, mouse 
and CPU tidy and at their right place.

2. Manner

   2 آداب

 �ا   �ف �  �  �  �   اور  �رڈ،�ؤس  ا��،� �  ��   ا�

ر�  اور ا� � � � ر�۔

 Always use computer in well lit area where 
day light is clear in morning and proper light is 
provided at night.

3. Manner

   3 آداب

�� � �ب رو� � � ا�ل �� �ں � � ر�وٹ � دن � رو� 

� اور رات � و� �� رو� � ا�م �۔
4. Manner

  4 آداب

ا� �� ا�ل �� �� � � �� � ��۔اس �ت � � 

 آپ � �� آپ � � � �ز� � � �ل � �۔�ل �   � ��

�ر � آپ � آ�ں � �ل � �ا�۔

 

 Always use protective sheet around your monitor screen. It minimizes 
the effects of harmful rays emitting from your computer screen.

5. Manner

 

  5 آداب

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

� �رج �� وا� �ن دہ ��ں � ا�ات � � � د� �۔

     Sit straight on your seat while using your computer. Make sure to place 

 your monitor with the right level of your sitting 
position i.e. equal to your eye level.
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 6. Manner

 Don't turn on and shut down your 
computer in hurry as it can damage your 
computer's hardware. Give proper time to a 
computer to restore its settings while turning on. 
Also do not turn it off directly from the power 
button of system unit or by plugging out power 
supply.

 

  6 آداب

 � �� � �رڈو� � �ن � ��۔آن ��  ا� ��� �ى � �� � � � �� �� � آپ

�� �� � اس � �� �ل �� � � �� و� د�۔اس � �اہ را� � �� � �ور � � � � 

ا�ر � � � ��� � � ��۔

7. Manner

 Always use your system under your 
parents or teacher's supervision so that they 
can guide you properly.

  7 آداب

 � ز��ا� ا� � � ا�ل �� � � وہ  ا��ہ � وا�� اور

آ� �� �� � ر�� � �۔
 8. Manner

 Always turn off your computer when it is 
not in use. It saves electricity and also 
protects your system from heating up.

  8 آداب

� ا� �� � � �د� � � ا�ل � � ر���۔� � ��

� اور آپ � �� � �م �� � �ظ ر� �۔

 Do not press buttons of mouse and keyboard 
hard. They could be broken down easily.

9. Manner

  8 آداب

 �۔ �   �ٹ �   آ��  د��۔� �  �   زور �   �ں �   �رڈ �   اور �ؤس
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 Answer these questions.A

1. Why should we take care of our computer?

Why do we need to wash our hands after using computer?2.

What are computer manners mentioned in this lesson for system 
placement in room?

3.

Is this right that you should turn off your computer directly?4.

When should we use computer?5.

Ans:
We should take care of computer. Other wise any part of it could be 

broken and it might stop working properly.

Ans:
We need to wash our hands after using computer. Because germs 
are found in large number over your keyboard surface that can make 
you sick.

Ans:
i- Use computer in well lit area.

ii- Make sure to place your monitor with the right level of your 
sitting position i.e equal to your eye level.

Ans:
No, it is not right to turn off computer directly.

Ans:
We should use computer in our spare time.
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     Fill in the blanks.C

                  Manners are important in life of everyone.1.

Always turn off computer when it is not in use.2.

Keep your monitor’s screen keyboard, mouse and CPU tidy.3.

 Your eyes can be badly affected without proper lighting.4.

Sit straight on your seat while using your computer.5.

     Encircle the correct option.B

eat    a drink     b none of these

parents’   a teacher’s   b none of these

 Do not                 or                 near your computer.1.

Always use system under your                  supervision.2.

Do not press hard buttons of                  .3.

Always place                  on your monitor's screen.4.

 Place your monitor’s screen                   to your sitting position.5.

keyboard    a mouse      b none of these

protective sheet         a UV light

none of theseboth a & b  c

both a & b    

both a & b    

both a & b   

parallel   

c

c

c

cup a down b none of these

d

d

d

b

d

d

P

P

P

P

P
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Help students to understand computer manners by arranging a 
short quiz competition. 

Provide the pictures of right and wrong computer manners to the 
students and help them to understand the benets of each right 
manner.

Teacher’s Note:

     Practical Work:

Perform a short skit in your class by teaching computer manners to 
your friends.

Paste photos of computer manners on chart paper with the help of 
your computer’s teacher.

Goodbye


