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

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

this age of technology, everyone should be computer literate. 

Computer not only connects you with the outside world but also 

enables you to perform your tasks efficiently and effectively in very 

short time.

 Brain Computer Series has been designed with handy 

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

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

planned and thoroughly designed after keeping the students' mind 

set in attention. It gives complete understanding of concepts and 

proper practical guideline for teachers and students.

Brain Computer Series consists of nine books ranging from nursery 

to middle level. 

Objectives of this series as follow:

 To ensure and provide up-to-date information 

 about computer.

 To build-up self thinking and avoid traditional cramming 

 method.

 To fulfill practical requirements of students.

 To make information easy to understand.

 To enable students to utilize their learning in practice.

 Moreover, Brain Computer Series has been illustrated 

throughout with screen shoots to make students follow the steps as 

mentioned in chapters. Special and interesting information has 

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

in computer's world. 

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

accomplish their goals and fulfill the objectives of this series.  

         Ameen
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 You have already learnt about input and output devices in 

previous class. Now let us focus on monitor and printer in detail.

 Monitor:
 Monitor is an output device which displays 

information in the form of result on screen. It can 

display result in any form like text, graphic, 

numbers, video, audio etc. It appears like a 

television. It shows ‘Soft Copy’ of any data.

i

Monitor and PrinterMonitor and PrinterMonitor and Printer �� اور ��

��
ٔوٹ � ڈ�ا� � �رے � �ھ ��۔ اب � � � �� اور �� �  ٓا ٓاپ � �� � ان � اور 

�رے � �� �۔

Types of Monitor:
 There are two types of monitor:

 Monochrome Monitor:
 Monochrome monitor shows graphics in 

black and white format. Basically, it’s a single 

colour monitor. Moreover, quality of image is 

also not good.

ٔوٹ � ڈ�ا� � � ا�� � �� � �رت � ��ت  � د�� �۔ � � ؍ �،  ٓا ��: �� ا� 

ٓاڈ�  و�ہ � � � �� د� � �۔ � ا� � و�ن � �ح د� �۔ � � � ڈ� �  �ا� ، ا�اد،و�� ، 

�� �� د�� �

�� � ا�م: �� � دو ا�م �۔

�� �وم ��: �� �وم ���ہ و � � � �ا� � �� �� �۔ �دى �ر � � ا� ر� وا� �� �۔ 

ٓاں اس � ا� ؍ �� � �ا� � ا� � ��۔ � ��
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 Colour Monitor:
 Colour monitor displays all colours. They are 

available in following categories:

CGA  (Colour Graphic Adapter) 4 colours

EGA  (Enhanced Graphic Adapter) 

  16 colours.

VGA (Video Graphic Adapter)  16-256 colours.

SVGA (Super Video Graphic Adapter)  256 and more 

colours.

 However, Monochrome monitor is no more available due 

to advancement in technology. Now, LCD  (Liquid Crystal 

Display)  is more commonly in use.

ii

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

(ا�� �ا� اڈا� )�� ر�  اى � اے : (� �ا� اڈا�) �ر ر�   � � اے:

 �ر�۔  ر�  )256او  �اڈا�  ��ا  �و� )   �256ر� 16(   �اڈا�  ��ا  �اے: : (و�  ى  �و    ا    �اے  ى و

 ��  ��� � �� � و� � �� �وم  �� �� د�ب � �۔   اب ا� � ڈى (�ڈ �� ڈ�) 

ز�دہ ا�ل �� �۔

 LCD:
 LCD is slim and sleek form of monitor.    

It is easy to carry and displays much better 

result than monitor.

ا� � ڈى: ا� � ڈى � اور �ار �� �۔ ا� ا�� ٓا�ن � اور اس � رز� �� � � � �� �۔

 Printer is also an output device. It gives result in the form of 

paper. You can get print of any text document or picture through 

printer. The printed copy is called “Hard Copy”.

Printer:
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 There are many types of printers such as:

 Dot Matrix Printer:
 This printer prints each letter or graphic 
with the help of dots’ series. They are cheep 
and noisy. Their speed is slow. All dot matric printers are black 
and white.

Types of Printer:

i

ٓاپ �� � ذر� � � �  ٔوٹ � ڈ�ا� �۔ � �� � � � رز� د� �۔  ٓا ��: �� � ا� 

ڈا�� � �� � �� �� � � �۔ �� �ہ �� ’’�رڈ ��‘‘ �� �۔

ii Inkjet Printer:
 Inkjet printer is better than dot matrix printer 
both in quality and speed. It is not expensive 
as well. It prints on paper by spraying the ink. 
Inkjet printer is available in black & white and 
colour types.

�� � ا�م: �� � � � ا�م �۔ �:

ڈاٹ �� ��: � �� ڈاٹ ؍ �ط � �� �  �د � � �ف � �ا� �� �� �۔ � � اور �ر �� 

وا��۔ ان � ر�ر � �۔ �م ڈاٹ �� �� �ہ  و � �� �۔

ا� � ��:�ا� اور ر�ر � ا� � �� ڈاٹ �� �� � � �۔ � � � � �۔ � �� 

�ك � ���  �� �� �۔ ا� � �� �ہ و � اور � � � ر�ں � د�ب �۔

Laser Printer:
 Laser printer uses laser beam to imprint the 
text or graphic on paper. It works in the same way 
as photocopying machine. These printers are 
most efficient with respect to quality and speed. 
Black & white and colour printers are available in this category.

�ر ��: �ر �� � � � � �ا� �� �� � � �ر � ا�ل �� �۔ � �� �� � � �ح 

�م �� �۔� ��ز �ر اور ا� � �ظ � �� ٔ�� �۔ اس � � �ہ و � اور ر� ��ز د�ب �۔
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Answer these questions:

1

2

3

4

5

What is soft copy?

What is hard copy?

What is difference between monochrome and colour monitor?

Write a few lines about LCD.

What is difference between dot matrix and inkjet printer?

A soft copy is an electronic copy of some type of data such 
as file viewed on computers display.

The printed copy of text document or picture through printer 
is called hard copy.

Monochrome Monitor: Monochrome monitor shows 
graphics in black and white format. Basically, it’s a single 
colour monitor. Moreover, quality of image is also not good.
Colour Monitor: Colour monitor displays all colours. They 
are available in following categories:

CGA EGA  VGA SVGA

LCD is slim and sleek form of monitor. It is easy to carry and 
displays much better result than monitor.

Dot Matrix Printer: This printer prints each letter or graphic 
with the help of dots’ series. 
Inkjet Printer: It prints on paper by spraying the ink. Inkjet 
printer is available in black & white and colour types.
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What is difference between monitor and printer?

Write a short note on laser printer.

Laser Printer: Laser printer uses laser beam to imprint the 
text or graphic on paper. It works in the same way as 
photocopying machine. These printers are most efficient 
with respect to quality and speed. Black & white and colour 
printers are available in this category.

6

7

Printer is also an output device. It gives result in the form of 

paper. 

Match the columns:Match the columns:

A

Monitor

Printer

Monochrome Monitor

LCD

Laser Printer

Black & White

Slim

Fastest 

Soft Copy

Hard Copy

Provide the full forms of following:

CGA1

EGA2

VGA3

SVGA4

LCD5

Provide the full forms of following:

CGA1

EGA2

VGA3

SVGA4

LCD5

B

Colour Graphic Adapter

 Enhanced Graphic Adapter

Video Graphic Adapter

 Super Video Graphic Adapter

Liquid Crystal Display
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Using of KeyboardUsing of KeyboardUsing of Keyboard
 Keyboard is an input device. It enters data into computer. 

Keyboard and mouse are the widely used input devices. 

Keyboard is more useful due to it’s numerous functions. It consists 

of 107 buttons including alphabets, numbers etc. Its buttons are 

usually named as keys. They are divided into different categories.

Functional Keys:

 There are 12 keys on the top of keyboard. These are marked 

as F1, F2, F3, .............., F12. The function of each key depends 

on the program and software you are using. These all keys are 

multi purpose.

!~

`

@ # $ % ^ & * ( (

-

_ +

=

Num
Lock

/ * -

Home PgUP

End PgDN

Enter 
] ]

: |

, .

Backspace

Shift Shift

Ins Del

.

SysRQ Break

Unit
2

� �رڈ � ا�ل

 � �رڈ  ا� ان � ڈ�ا� �۔ اس � ذر� �� � ڈ� دا� � �� �۔ � �رڈ اور �ٔوس � ز�دہ 
��

ا�ل � �� وا� ان � ڈ�ا� �۔ � � ��ں � و� � � �رڈ ز�دہ � �۔ � ا��ى � �وف 

�،  ا�اد  و�ہ � �107ں  � � �� �۔ اس � �ں � �م �ر � � � �� �۔ اس � � ا�م 

�۔
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 Alphabetical Keys: 
 These keys are 26 

alphabets of English. 

These are arranged in

Alphanumeric Keys:

 Alphanumeric keys consist of alphabetical and numeric 

keys. 

 Numeric Keys:
 These keys consist of numbers 

ranging  from 0 - 9.

! @ # $ % ^ & * ( (

Home PgUP

End PgDN

Ins

the form of 3 rows. First row has 10 alphabets, second and third 

rows have 9 and 7 alphabets respectively.

� �: � �رڈ  � � � او� 12 � �� �۔ ان ��F12, .........F3, F2, F1 �م د� �� �۔ � � 

ٓاپ ا�ل �� � اس � �� �� �۔ � �م � � � ��  (�key)� � � �و�ام اور �� و� 

� � ا�ل �� �۔

ا� � �ك �: ا� � �ك � �وف � اور �دى �  � � �� �۔

الفا بیٹیکل � �وف � � �: ا��ى �وف � � �26 �� �۔ ان � � �روں � �� د� �� �۔ 

� �ر ��10وف �، دو�ى اور �ى �روں � ��� 9اور 7 �وف � �� �۔

� �ك � ؍ �دى �: � � 9-0 � � ا�اد � � �� �۔
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Punctuation Keys:
 These keys are comprised of punctuation marks and some 

other symbols. Spacebar is also included in these keys.

ر�ز او�ف �؍ پنكچوا� �:  � � ر�ز او�ف � ��ں اور � دو�ى ��ت � � �� �۔ � 

�ر � ان � � �� �۔

Modifier Keys:
 Modifier keys are Enter, Alt, Ctrl and Shift. 

These keys are used along with other keys.

ا�Ctrl, Alt, (Enter)اور Shift �ڈ�� ؍ �� �� وا� � �۔�ڈ�� �؍�� �� وا� �:  

Navigation Keys and Typing Mode Keys:
 Navigation keys move the cursor right, left up 
and down. These keys are displayed in the form of 
arrows. Moreover, Page up key, page down key, 
Tab key, End key and Home key are also included 
in it. Typing mode keys are Insert keys, Backspace 
key, Delete key and Lock keys. These keys are used 
for typing. 

Num
Lock

�ى گيشن �اور �� �ڈ �:   �ى گيشن� �� � دا� ، �� ، او� اور � �� د� �۔ � � � � �ن 

ٔون �، � �، ا� � اور �م � � اس � �� �۔  � � � د�� د� �۔ اس � �وہ � اپ �، � ڈا

ان �ٹ �، � � �،  ڈ� � ا ور �ك � �� �ڈ � �� �۔

! @ # $ % ^ & * ( (

-

_ +

=

] ]

: |

, .



System Command  Keys:
 System command keys are:

 Prt Scn / Sys Rq key

 Esc key

 Pause/ Break key

 Menu / Application key

 These keys are used to give commands.

1

2

3

4
SysRQ Break

There are three lock keys:

Scroll Lock Key

Num Lock key

Caps Lock key

�ك �� �: �ول �ك �،  � �ك � ، � �ك �۔

� �� �:  � �� � �ر� ذ� �۔

Prt Scn / Sys Rq key 

Esc key 

Pause/ Break key 

Menu / Application key 

 ��۔ ��   ل  �ا� �  �   �د �  �   

1

2

3

4

12



What is keyboard?

Keyboard is an input device. It enters data into computer.

Write down about Functional keys?

There are 12 keys on the top of keyboard. These are 

marked as F1, F2, F3, .............., F12. The function of each 

key depends on the program and software you are using. 

These all keys are multi purpose.

What are Alphanumeric keys?

Alphabetical Keys: These keys are 26 alphabets of 

English. These are arranged in the form of 3 rows.

Numeric Keys: These keys consist of numbers ranging  

from 0 - 9.

What do you mean by punctuation keys?

Punctuation keys are comprised of punctuation marks and 

some other symbols. Spacebar is also included in these 

keys.

What do you mean by modifier keys?

Modifier Keys: Modifier keys are Enter, Alt, 
Ctrl and Shift. These keys are used along with 
other keys.

13

Answer these questions:

1

2

3

4

5

Ans:

Ans:

! @ # $ % ^ & * ( (

-

_ +

=

] ]

: |

, .



A B

keyboard

Functional keys

Space bar

Modifier keys

Typing mode keys

punctuation keys

shift

tab key

12

Input device

Match the columns:

14

Write down names of Typing Mode keys?

Typing mode keys are Insert keys, Backspace 

key, Delete key and Lock keys. These keys are 

used for typing.

Name the system command keys.

6

7

 System command keys are:

 Prt Scn / Sys Rq key

 Esc key

 Pause/ Break key

 Menu / Application key

1

2

3

4
SysRQ Break
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Draw the following keys:

Punctuation keys

System Command keys Functional keys

Navigation keys Modifier keys

SysRQ Break

! @ # $ % ^ & * ( (

-

_ +

=

] ]

: |

, .
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Supply the missing keys:

/ * -

Home PgUP

End PgDN

Enter 

Ins Del

.

Num
Lock

! @ # $ % ^ & * ( (
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Storage DevicesStorage DevicesStorage Devices
 Computer has memory or storage to hold data, information  

and instructions. It utilizes its storage for future use. Like a human 

being uses his brain to store information and facts. Similarly 

computer also stores information in its storage devices. Mainly, 

storage  media record information while storage devices play it.  

 Let us understand them:

 Storage Media:
 A computer keeps data, instructions and information on 

storage media. 

 Example of storage media are USB flash drive,hard disk, 

memory card, CD, DVD etc.

4.7GB

CD-R 700MB

Unit
3

��
ا�ر� ڈ�ا�

�� ڈ� ، ا�ر� اور �ا�ت � �ظ ر� � � �رى � ا�ر� ر� �۔ � (ڈ�) � � � ا�ل 

�� � � ا�ر� � ��ہ ا�� �۔ � ا� ا�ن ا�ر�؍ ��ت اور �� � ا�ر� �� � � 
��

د�غ ا�ل �� �۔ ا� �ح �� � ا�ر� ڈ�ا� � ا�ر� ا�ر�� �۔ �� ا�ر� �� 
��

ا�ر� ر�رڈ �� � � ا�ر� ڈ�ا� اس (ا�ر�) � �� ؍ د�� �۔
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ا�ر� ��: �� ڈ�، �ا�ت اور ا�ر� � ا�ر� �� � ر� �۔ 

 � ا� �   ڈرا�، �رڈ ڈ�، �رى �رڈ، � ڈى، ڈى وى ڈى، و�ہ ا�ر� �� � �� �۔

 Storage Device:
 A storage device records, writes or reads items to and from 

storage media.

 Drivers and reader/writers are examples of storage devices. 

They accept a specific kind of storage media. Like, a DVD drive 

(storage device) accepts a DVD (storage media).

Units Capacity in bytes

Kilobyte

Megabyte

Gigabyte

Terabyte

(KB)

(MB)

(GB)

(TB)

1

1

1

1

thousand

million

billion 

trillion

Storage Units ا�ر� ��

�� ا�ر� ��

�� �

�� �

�� �

�ا ��

�ار

�

�

��

1

1

1

1

Byte itself is a smallest unit, so we measure computer’s data

in larger units like KB, MB etc.

�� �ات �د � � �� �� � اس � � �ے �� � MB,KB و�ہ � �� � ڈ� � �� 

�� �۔

CD Drive

DVD Drive

ٓائ�مز      ؍ ا�ء � ر�رڈ �� � اور �� �۔ ڈرا�ز اور ر�ر  ا�ر� ڈ�ا�: ا�ر� ڈ�ا� ، ا�ر� �� � 

را�ز ا�ر� ڈ�ا� � �� �۔ � ا� �ص � � ا�ر� �� � �ل �� �۔ � ا� ڈى وى ڈى 

ڈرا� (ا�ر� ڈ�ا�) ا� ڈى وى ڈى (ا�ر� ��)  � �ل �� �۔  



 Computer also has memory in the form of ROM and RAM. 

When a user opens any software like Windows Media Player to 

play a cartoon movie, the operating system (Windows) locates 

the program in storage, such as an hard disk, CD or DVD, then 

loads it into memory. First, we study about different storage 

media.

�� روم اور ر� � � � � �رى ر� �۔ � ا� �رف �ر�ن � �� � � و�وز �� � � 

ٓا�� � (و�وز) ا�ر� � �رڈ ڈ�، � ڈى � ڈى وى ڈى � �و�ام  �ح � � �� و� � �� � � 

� �ش �� � � ا� �رى � � د� �۔ � � � � � ا�ر� �� � �رے � �� �۔

 Mainly there are two types of storage media:

 Magnetic disks 

 Optical disks

 Others are USB flash drive and flash memory card.

1

2

Optical Disks

Hard Disk DVDVCD

USB flash drive Flash Memory Card

Storage Media

19

ا�ر� ��

Magnetic Disks � ڈ� ٓا� ڈ�

�رڈ ڈ� CDوى � ڈى  � ڈى  ڈى وى ڈى 

� ا� � � ڈرا� � �رى �رڈ

دو�ے � ا� � � ڈرا� اور � �رى �رڈ �۔
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Hard Disk: 
 A hard disk also called a hard disk drive is a storage device 

that contains one or more inflexible, circular platters. It 

magnetically stores data, instructions and information.

 Magnetic Disks:

 Magnetic disks use magnetic 

particles to store items such as data, 

instructions and information on a 

disk’s surface.

 A widely used type of magnetic 

disk is a hard disk. Some magnetic disks are portable; others 

are not.

1

�رڈ ڈ�: �رڈ ڈ� � �رڈ ڈ� ڈرا� � � � ا� ا�ر� ڈ�ا� � � ا� � ا� � ز�دہ � �ار 

دا�ہ � �ں � � �� �۔ � �� �ر � ڈ�، �ا�ت اور ا�ر� � ا�ر �� �۔

 You can store documents, movies, digital photos, music, 

videos and software on hard disk. It works as a both storage 

media and storage device. Capacity of current personal 

computers vary from 160GB - 1TB and even more.
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2 Optical Disk:

 An optical disk is a type of storage media that consists of a 

flat, round, portable disk made of plastic  or metal. It is written 

and read by a laser.

 Optical disks store software, data, digital photos, movies 

and music. These are portable disks.

 Optical disks are played by optical disk drivers.

 The system unit on most desktop 

computers contains at least one hard disk. The 

entire device is enclosed in an airtight, sealed 

case to protect it form contamination.

CD-ROM:

 CD-ROM stand for Compact Disk Read 

Only Memory. It is a type of optical disk that 

users can read but not write or erase. It is used 

to record audio. 

CD-R 700MB
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 A typical CD-ROM holds data ranging from 650MB-1 GB.

 To read a CD-ROM, insert the disk in a CD-ROM drive or 

CD-ROM player.

ٓا� ڈ� � ا� � � � �ر� �ھ  � ڈى روم: � ڈى روم                  ڈ� ر� او� �رى � � �۔ � 

ٓاواز ر�رڈ �� � � ا�ل �� �۔ � �۔ � � � �� �۔ � 

 ا� �� � ڈى۔ روم 1GB � 650MBڈ� ر� �۔

 ا� � ڈى۔ روم � �� � � ڈ� � � ڈى روم ڈرا� � � ڈى روم � � ڈا�۔

VCD:

 VCD stands for Video Compact Disk or Versatile Compact 

Disk. It is used to record video. Standard VCD can hold from 74 to 

80 minutes of video.

وى � ڈى: وى � ڈى و��            ڈ�       � ور��           ڈ� � � �۔ � و�� ر�رڈ �� � � ا�ل 

�� �۔ ا�رڈ (وى � ڈى) 74 � 80 � � � و�� ر� � �۔

DVD-ROM:
 DVD-ROM stands for Digital Versatile 
Disk- Read Only Memory. It is also used to read 
only memory but user cannot write and erase 
data. It is used for keeping both audio and 
video. 

 It is better in quality than CD-ROM. It’s storage capacit
y starts from 4.7 GB and may reach 60 GB depending upon type 
and layers.

 To read a DVD-ROM insert DVD in DVD-ROM drive. DVD-
ROM drive can also play CD-ROM.

4.7GB

ڈى وى ڈى۔ روم: ڈى وى ڈى روم ڈ� ور�� ڈ� ر� او� �رى � � �۔ � � �ف �رى �� � 

ٓاڈ� اور و�� دو�ں ر� � � ا�ل �� �۔ � ا�ل �� �۔ � �رف ڈ� � � � � � �۔ � 
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USB flash drive:

 A USB flash drive is a flash memory storage device 

that plugs in a USB port on a computer or mobile 

device.

 USB flash drive is easy to carry due to        

its size and light weight. You can transfer 

videos, music, documents and pictures       

by using it. Capacity of USB flash drive ranges from 256 MB 

to 64 GB.

 � � � 60GB �4.7GB �� � ا� � � ڈى روم � � �۔ اس � ا�ر�� � 

�۔ � اس � � اور �ں � � �۔

 ڈى وى ڈى روم � �� � � ڈى وى ڈى روم ڈرا� � ڈا�۔ ڈى وى ڈى روم ڈرا� � ڈى روم � � � 

� �۔

Flash Memory Card:
 Flash memory card is a type of solid-state 

media. They consist of electronic components 

and contain no moving parts.

 Common types of flash memory cards are 

Compact Flash (CF), Secure Digital (SD), micro SD, mini SD and 

Memory Stick. Its capacity ranges from 64MB to 8 GB.

و��
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: ��رى  �رڈ �� ا� �� � ا� � �۔ � ا�ا� �ں � � ��� �  � �رى�رڈ 

�ك � ��۔

          �     ،�ر ڈ�، ��و ا� ڈى، � ا� ڈى، اور �رى ا�، � �رى �رڈ � �م ا�م � 

اس �       ؍ �� �8GB�64MB �� �۔

Hard Disk

CD-ROM

DVD- ROM

U S B  f l a s h  

160GB - 1 TB

650 MB - 1 GB

4.7 GB - 60 GB

256 MB - 64 GB

Storage

Magnetic disk, Heavier

Optical disk, Portable

Optical disk, Portable

Portable , Light weight

Storage Media Capacity Features

 After understanding different storage media and devices, 

now let us understand computer’s memory.

 There are two kinds of memory:

 ROM (Read Only Memory) 

 RAM (Random Access Memory)

 ROM:
 ROM is permanent memory of 

computer and all storage media load 

into ROM. ROM issues instructions for computer to run its 

program and softwares.

1

2

1

��
� ا�ر� �� اور ڈ�ا� � �رے � � � � ٓا            � اب �� � �رى � �رے � �۔

 �رى � دو ا�م �۔

 روم (ر� او� �رى)   ر� (ر�ما�        �رى)

روم: روم �� � � �رى � اور �م ا�ر� �� روم � �ڈ �� �۔ روم �و�ام اور �� و� ��  

� � �� � �ا�ت د� �۔

12
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 ROM like its name shows only readable memory and that’s 

why permanent too. It is considered as primary memory of 

computer.

1

ر�: ر� �� �رڈ � � � �ر �رڈ � �ا �ا �� �۔ � �ر� �رى � اور � � ٓاپ �� � �� 

� � � �� �اور  � �� � �۔ ر� �� �� وا� �رى � اور ٓاپ ا� � � � �۔

Difference between ROM and RAM

Read Only Memory

Permanent

Read able

Unchangeable 

Random Access Memory

Temporary 

Write able

Changeable

ROM RAM

روم RAM

روم اور ر� � در�ن �ق

ر� او� �رى

�

ر� ا� ؍ �� � ��

�� � �� وا�

 RAM:
 RAM is in the shape of circuit board and is fixed on 

motherboard.

 It is temporary memory and erases whenever you turn off 

your computer. RAM is changeable and you can write as well.

 روم � � اس � �م  � �� �� � �ف ر� ا� �رى (�� � �� �رى )� اور ا� � 

� � �۔  � �� � �ا�ى ؍ ا�ا� �رى �ر � �� �۔
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What is storage media?

A computer keeps data, instructions and information on 

storage media. 

Example of storage media are USB flash drive,hard disk, 

memory card, CD, DVD etc.

Write down a note on magnetic disk.

Magnetic disks use magnetic particles to store items such as 

data, instructions and information on a disk’s surface.

A widely used type of magnetic disk is a hard disk. Some 

magnetic disks are portable; others are not.

Write down a note on optical disk.

An optical disk is a type of storage media that consists of a 

flat, round, portable disk made of plastic  or metal. It is 

written and read by a laser.

Optical disks store software, data, digital photos, movies 

and music.

What is meant by hard disk?

A hard disk also called a hard disk drive is a storage device 

that contains one or more inflexible, circular platters. It 

magnetically stores data, instructions and information.

What is difference between CD-ROM and DVD-ROM?

CD-ROM: CD-ROM stands for Compact Disk Read Only 

Memory. It is a type of optical disk that users can read but not 

write or erase. It is used to record audio. 

DVD-ROM: DVD-ROM stands for Digital Versatile Disk- 

Read Only Memory. It is also used to read only memory but 

user cannot write and erase data. It is used for keeping both 

Answer these questions:

1

2

3

4

5
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audio and video. 

What is difference between USB flash drive and flash 

memory card?

USB flash drive:
A USB flash drive is a flash memory storage device that plugs 

in a USB port on a computer or mobile device.

Flash Memory Card:
Flash memory card is a type of solid-state media. They 

consist of electronic components and contain no moving 

parts.

What is difference between ROM and RAM?

Read Only Memory

Permanent

Read able

Unchangeable 

Random Access Memory

Temporary 

Write able

Changeable

ROM RAM

6

7
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1  Kilobyte       (KB)

1  Megabyte  (MB)

1  Gigabyte    (GB)

1  Terabyte      (TB)

Provide the storage capacity of following:

Hard disk

CD-ROM

DVD-ROM

USB flash drive

Flash memory card

Provide the capacity in bytes of following:

Draw a table of storage media:

1

2

3

4

5

1

2

3

4

Optical disk

Magnetic disk

ROM

RAM

VCD

Read Only Memory

Random Access Memory

Video CD

DVD

Hard Disk

Match the columns:

A B

160GB - 1 TB

650 MB - 1 GB

4.7 GB - 60 GB

256 MB - 64 GB

64 MB - 8 GB

1  thousand 

1 million

1 billion 

1 trillion

Magnetic Disks Optical Disks

Hard Disk CD DVDVCD

USB flash drive Flash Memory Card

Storage Media
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CD-R 700MB

4.7GB

Tick (P) which is not a storage device in the following:

P

P
P

P

P



Pointing DevicesPointing DevicesPointing Devices
What is pointing device?
 A pointing device is any input device that allows a user to 
control a pointer on the screen.
 In a graphical user interface, a pointer is a small symbol on 
the screen whose location and shape changes as a user moves a 
pointing device.
Uses of Pointing Devices.
 A pointing device can be used in following way.
 It selects text, graphics and other objects.
 It clicks button and icons.
 It also clicks menu, commands and links.

1

2

3

We will discuss following pointing devices in this chapter:

Mouse

Trackball

Touchpad

Pointing Stick

1

2

3

4

1

2

3 4

30

Unit
4

� � �� ��
�ا� ڈ�ا�

� � �� ��
�ا� ڈ�ا�

� � �� ��
�ا� ڈ�ا�

���
 �ا� �زر ا�� � �ا� ا�� �ا� �� � �ن � �ح � ٓا� � � � �ز� اور � 

� ���
�ا� ڈ�ا� � �� � �� �� �۔
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 Light Pen

 Touch Screen

 Pen input

5

6

7

5 6 7

� � �� ��
�  اس �ب � �ر� ذ� �ا� ڈ�ا� � � �� �۔

� ���
ٔوس  �� �ل  � �   �ا� ا� � 

 �� � � ا��  � ان �

1234

567

 Mouse:
 As you know, a mouse is a pointing 

device that fits under the palm of your 

hand comfortably.

 You have already studied about 

functioning of mouse to some extent.  

Let us study it in detail.

 The top and sides of a mouse have one to four buttons; some 

also have a small wheel. The bottom of mouse is flat and 

contains a mechanism, in form of a ball or light, that detects 

movement of the mouse.

 Mouse has different types depending on how it operates.

 Mechanical Mouse   Optical Mouse

 Air Mouse     Wireless Mouse

i

iii

ii

iv

ٓا�� � � �� �۔ ٓاپ  �ٔو س: � � ٓاپ �� � � �ٔو س ا� �ا� ڈ�ا� � � ٓاپ � � � � 

ٔوس � �؍ ��ں � �رے � � � � � � �ھ ��۔ ٓا� ا� � � �� �۔ �

 �ٔوس � او� اور دا� �� �� ا� � �ر � �� �۔ � � ا� �د و� ؍ � � ��د �� 

ٔوس � ��  �۔ �ٔوس � � � �� � اور ا� �ل � �� � � �� �ر � � �� � � � �د � �

� ا�ازہ �� �� �۔

ٔوس � � ا�م �: �م �� � �� �ر � �د � �
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i Mechanical Mouse: 
 The mechanical mouse was the first type of 

mouse used with personal computers. It has a rubber 

or metal ball on its underside. Electronic circuits in 

the mouse translate the movement of the mouse 

into signals computer can process. A 

mechanical mouse is placed in rubber 

pad instead of desk for proper 

functioning. Otherwise, ball underside of mouse 

could not move properly. Morever, it also protects ball 

from dust and dirt, which could cause it to malfunction. 

ٓا� �ٔو س  ا� �ٔو س وا� � �ٔو س iiii                                                                                                          �ٔوس    iiiv

ٔو س �� � �� ا�ل �� وا� � �ٔو س �۔ اس � � �ف ر� � د�ت � � �ا             � �ٔو س: �    �

ٔوس � ��د ا�ا� �� �ٔو س � �� � ا� � � �� �� � � ��  ا� � �� �۔ �

ٔوس � � �؍ �م � � � � � � �� ر� � �  ا�ل � �� �۔ ور� �  �و� � �۔     � �

� � ��د  ر� � �� � �م � ��۔ اس � �� �� � �ن دہ �د و �ر � � � �� �۔ 

ii Optical Mouse:
 Optical  mouse has no moving 

mechanical parts inside instead, an optical 

mouse uses devices that emit and sense light 

to detect the mouse’s movement. An optical 

mouse is more precise than a mechanical 

mouse but also costs much more. Optical 

mouse either uses optical sensors or a laser. 

You can place optical mouse nearly on all 

surfaces, without having mouse pad.
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 Wireless Mouse:
 A mouse connects to a computer        

in several ways. Many types connect with 

a cable that attaches to a serial port, 

mouse port or USB port on the system unit.  

A wireless mouse or a cordless mouse is      

a battery powered device. It transmits  

data using wireless technology. It is just like 

 Air Mouse:
 A newer type of mouse, called an 

air mouse, is a motion sensing mouse. In 

addition to the typical buttons, allows 

you to control objects, media players 

and slide show by moving the mouse in 

air. For example, raising the mouse up 

would increase the volume on your 

media players. It is similar to remote 

control.

iii

iv

ٔو س ا� ڈ�ا� � ا�ل ��  ٓا� � ٓا� �ٔو س � �� �� �� �ا         �  � � �� �  ٓا� �ٔو س: 

ٓا� �ٔو س  �   �ٔو س � ز�دہ �  � � رو� �رج اور �س � � �ٔو س � �� � ا�ازہ �� �۔ ا� 

ٓا� �ٔو س � �� �  ٓاپ  ٓا� �ؤ س ٓا� �ر � � � ا�ل �� �۔  �م �� � � �رے � �� �۔ 

�ح � � � ا�ل � � �۔

ا� �ٔو س: �ٔو س � ا� � � ا� �ٔو س � � � �ا � �ٔوس  � �� � �س �� �۔ اس � ذر� � 

�وں، �� � اور �� � (��ز � ��) � �م �ں � �� �� �ٔوس � �ا � �� � � 

ٓاواز �ھ ��۔ � ر�ٹ  �ول � � � �۔ �ل � �ر � �ٔو س � او� ا�� � ٓاپ � �� �ز � 

�ول � � � �۔
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wireless keyboard. Some users prefer a wireless mouse because 

it frees up desk space and eliminates the clutter of wire.

ٔوس ا� � � �� �  وا� � �ٔوس: �ٔو س � �� � �ڑ� � � �� �۔ � � � � �

ٔوس �رٹ � � ا� � �رٹ � �ے �� �۔ وا� � �ٔو س � �رڈ � �ٔوس  �� � ��د �� �رٹ، �

�ى �  � وا� ا� ڈ�ا� �۔ � ڈ� � � � � وا� � ��� � ا�ل �� �۔ � �� وا� � � 

ٔوس � اس � � �� د� � �� � � �� � �� �� �روں �  �رڈ � �ح �۔ � �گ وا� � �

� � � �ت د� �۔

 Using a Mouse:
 Computer users work with a mouse that has atleast two 

buttons. For a right-handed user, the left button is the Primary 

mouse button  and the right mouse button is the secondary mouse 

button. Left-hand users simply revers the function of these 

buttons.

 You can perform following functions with mouse:

 Point      Click

 Right click     Left click

 Double click     Triple click

 Drag     Right drag

 Rotate wheel     Press wheel button

 Some programs also use keys in combination with the mouse 

to perform certain actions. The function of the mouse buttons and 

the wheel varies depending on the program. Table show all the 

functions performed by mouse.

i

iii

v

vii

ix

ii

iv

vi

viii

x

�ٔو س � ا�ل: �� � �ر� � �ٔوس ا�ل �� � اس � � از � دو � �� �۔ دا� �� � �م 

ٔو س � �� �۔ �� �� � �م  �� وا� �ر� � � ��ں � �ا�ى �ٔو س � اور دا�ں � �رى �

�� وا� �ر� �ں � اس �� � ا� � � �۔ 
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Point
�ا�(�ن د� ��)

Move the mouse across a flat 

surface until the pointer on the 

desktop is placed on the item of 

choice.
���

ٔوس � ا� �ار � � � � �� د� � � �ا�  �

ڈ� �پ � �� �؍ � � � � ��۔

Operation Functioning Example

Mouse Functioning

ٔو س � �ر� ذ� �م � � �۔ ٓاپ �

 �ن د� �� (�ا�)  �  دا�ں �  ��ں �

 ڈ� � (دو�رہ � ��) �� � (� �ر � ��)

 ڈر� (�)   دا� �ف ڈر� �� ؍ �

 و� ��   و� � د��

 � �و�ام � � �م � �ٔوس � �� � � � ا�م د� �۔ �ٔوس � اور و� � � � 

ٔوس �  ذر� �� وا� � � �� �۔ �و�ا� � � �� �۔ � � �

iiii

v

vii

ix

iiiv

vi

viii

x

Position the pointer on 

the screen.

�ا� � ا�� � �� �ز� � � ��

Click

�

Press and release the primary 

mouse button.

ٔوس � � د� � �ڑ د�۔ �ا�ى �

Select or deselect 
items on the screen or 
start a program. 

 �� � �� � � � � � � �

�و�ام �وع �� ۔
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Operation Functioning Example

Right -click

دا�ں �

Press and release the right button 

of mouse.

�ٔوس � دا� � � د� � �ڑ د�۔

Display a shortcut 

menu.

�رٹ � � د� � � 

Left-click

��ں �

It functions as the same as click.

اس � � � � � � �۔

Double - 

click

ڈ� �

Quickly press and release the left 

mouse button twice without 

moving the mouse.
�

�ٔوس � �� د� � �� � � دو �� د� � �ڑ �

د�۔

Start a program or 

program feature.

�و�ام � �و�ام � � � � 

�وع ��۔

Triple - 

click

� ��

Quickly press and release the left 

mouse button thrice without 

moving the mouse.
�

�ٔوس � �� د� � �ٔوس � �� � � � �ر �ى �

� د�� اور �ڑ د�۔

Select a paragraph

� �ا�اف  � � ��

    Quickly press and release the left mouse button thrice 

without moving the mouse.

    Point to an item hold down the left mouse button, 

move the item to the desired location on the screen and 

then release the left mouse button.

     Point to an item, hold down the right mouse button, 

move the button to the desired location on the screen 

and then release the button.
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Operation Functioning Example

Drag

ڈر�(�)

Point to an item hold down the left 

mouse button, move the item to 

the desired location on the screen 

and then release the left mouse 

button.
���

�ا� � �ز� � � � �  او� � � � �ٔوس � �� 

� � د� � ر�۔ � اس ٓا� ؍ � � �� � � � � 

� � � �ڑ د�۔

Move an object from 

o n e  l o c a t i o n  t o  

a n o t h e r  o r  d ra w  

pictures.

� � � ا� � � دو�ى � �� � 

�� ��

Right - 

Drag

را�؍ دا�ں ڈر�

Point to an item, hold down the 

right mouse button, move the 

button to the desired location on 

the screen and then release the 

button.

�ا� � �ز� � � � � او� � � � �ٔوس � دا�ں � 

د� � ر� � اس � � �� � � � � �ڑ د�۔

Display a shortcut 
menu after moving an 
o b j e c t  f r o m  o n e  
location to another.

� � � ا� � � دو�ى � 

�� � � �رٹ � � د�� 

د� �۔ 

Rotate 

Wheel

و� ��

Roll the wheel forward or back 

ward.

ٓا� � � � �ف ��۔ و� � 

Scroll vertically.

ً�دا ا�ول ��؍ �
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Press 

Wheel 

Button

و� � د��

Press the wheel button while 

moving the mouse on the 

desktop.

ٔوس � ڈ� �پ � �� د� �� و� � �  �

د��۔

Scroll continuously.

� ا�ول ��؍ �

Operation Functioning Example

 Trackball:
 A trackball is a stationary pointing 

device with a ball on its top or side. The 

size of ball is nearly Ping-Pong in trackball. 

 To move the pointer using a trackball, you 

rotate the ball with your thumb, finger or the palm of 

your hand. In addition to the ball, trackball has one or 

more buttons. They work just like mouse buttons.

 For users who have limited desk space, however, a trackball 

is a good alternative to a mouse because trackball is stationary. 
� ���

�� �ل: �� �ل  ا� �� �ا� ڈ�ا� � � � ��� � � ا�اف � ا� � ��د �� �۔ �� 

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

ٓاپ � � ا� ا��، ا� ��� � � � ��   �� �ل � �د � �ا� � �� د� � �  

ٔوس � �ں � �ح �م  �۔ �� �ل � � � �� ا� � ا� � ز�دہ � � ��د �� � � �� �

�� �۔ 

ٔوس � �دل � � � �س � � � � �� � �� ر� �۔  �� �ل ا� �ر� � � �

 Touchpad:
 A touchpad is a small flat, rectangular pointing 

device. It is sensitive to pressure and motion. To 
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 Pointing Stick:
 A pointing stick is a pressure-

sensitive pointing device shaped like a 

pencil eraser.  It is positioned between 

keys on a keyboard.

 To move the pointer using a pointing 

stick you push the pointing stick with a 

finger. The pointer on the screen moves 

in the direction you push the pointing stick. By pressing button 

below the keyboard, users can click and perform other mouse 

type operations with a pointing stick.

 A Pointing stick does not need any additional desk space.

move a pointer, using a touch pad, slide your finger tips across 

the touchpad. Some touchpad have one or more buttons around 

the edge of the pad for performing functions just like mouse 

buttons.

 Touchpad are found most often on notebook computers.
� ���

� �: � � ا� �� � �ار، � � � �ا� ڈ�ا� �۔ � د�ٔو اور �� � �س � � �م �� 
���

�۔ � � � �د � �ا� � �� د� � � ا� ا�ں �  � � � �� د�۔ � � � ز � �  � 

ٔوس � �ں � �ح � �؍ �م � ا�م د�  �رے �ا� � ا� � ز�دہ � � ��د �� � � �

�۔ 

 � � ز�دہ � �ٹ � �� � ��د ���۔

� ���
ٔو � ا�س � ا�ل � �م ��  �ا� ا�: �ا� ا� � ر� � � � ا� �ا� ڈ�ا� � � د�

�۔ � �� � ��د � � در�ن ��د �� �۔ 
�� � �� �� �� � �

 �ا� ا� � �� �ا� � �� د� � � ٓاپ ا� � �ا� ا� � د�� �۔ � � 
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 Light pen:
 A light pen is a hand held input 
device that can detect the presence of 
light. 

 To select objects on the screen, a  
user presses the light pen against the 
surface of the screen or points the light 
pen at the screen and then presses a 
button on the pen.

 Light pens are useful for areas where 
employee’s hands might contains food, dirt etc that could harm 
the computer. 

�� � ��� �
ٓاپ  �ا� ا� � د�� � �ا� ا� � � �� �ے �۔ � �رڈ � � ��د �ں � ا�ل � � 

� ���
�ر� �ا� ا� � �� � اور �ٔوس � � �� وا� د� � � � ا�م دے � �۔ �ا� 

ا� � ڈ� � ا� � � �ورت � �� �۔

�� �: �� � �� � �ى �� وا� ان � ڈ�ا� � � رو� � ��د� � �س � � �۔ ا�� 

� � � � � �� � � �رف �� � � ا�� � � � د�� � � � �� � � � ا�� � �ف � 

� � � ��د � � د�� �۔

ٓا� � � � �ں �م �� وا�ں � �� � ��، �د و �ر و�ہ �   �� � ا� �ں �ز�دہ �ر 

�� � � �� � � �ن دہ �۔

 Touch Screen:
 A touch screen is a touch-sentitive 
display device. Users can interact with 
these devices by touching areas of the 
screen.

 You could not enter large amounts of 
data by using touch screen because they 
require a lot of arm movements. Instead, 
you touch words, picture, numbers, letters or location identified 
on the screen.
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 With some smart phones, portable media players and other 
personal mobile devices, you can touch the screen to perform 
tasks such as dialing telephone numbers, entering text and 
making on screen selections.

� ا��:  � ا�� �� � ا�س � �س �� وا� ڈ� ڈ�ا� �۔ �ر� ا�� � � �ں � 
��

ٓاپ � ا�� � ذر� ز�دہ ڈ� دا� � � � �� اس � �  � � ان ڈ�ا� � �� را� � � �۔ 

ٓاپ ا�� � ��د ا�ظ، �و�،�، �� � � �  � ز�دہ �� � �� � �ورت �� �۔ اس � �� 

� � � �۔ 
��

ٓاپ ا�� � � � � �م �   � ا�رٹ �ن، �رٹ ا� �� � اور د� �� ��� ڈ�ا� � 

�  �۔ � � �ن ڈا� ��، � دا� �� � ا�� � � � ��۔

Do you know?

 A recently developed touch screen 

is called Microsoft surface. It is a 30-inch 

tabletop display that allows one or more 

people to interact with the screen.

 Pen Input:
 Mobile users often enter data and 

information with a pen-type device.

 With pen input, users write, draw, 

and type on a flat surface to enter input. 

The surface may be a monitor, a screen, a 

special type of paper or a graphic tablet. 

Two devices used for pen input are the stylus 

and digital pen.

 A stylus is a small metal or plastic device 

that looks like a tiny ink pen. But it uses 
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pressure instead of ink.

 A digital pen, which is slightly larger than a stylus, is 

available in two forms. Some are pressure sensitive, others have 

a tiny built-in digital camera.

 ��� �ر� ا� ڈ� اور ا�ر� دا� �� � � � � �ح � ا� ڈ�ا� ا�ل ��  � ان �:ِ

�۔

 � ان � � �� �ر� ان � � دا� �� � � ��، ��� ��� اور ا� �ار � 

� �� ���۔ � ا� ��، ا� ا�� ا� �ص � � �� �ا� �ا� � � � �۔ 
��

 � ان � � � دو � � ڈ�ا�   ��        اور ڈ� � ا�ل ���۔ 

   ��ا� �� � د�ت � �� � ا� ڈ�ا� �۔ � � ا� �� � �� وا� � � �ح 

د�� د� �۔ � � �� � �� �� � ا�ل �� �۔

 ا� ڈ� � � �  ��� �ڑا � �ا �� � دو ا�م � د�ب �۔ � د�ٔو � � �س � 

اور دو�ے �� � ان ڈ� �ے ر� �۔
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Answer these questions:

What is pointing device?
A pointing device is any input device that allows a user to 
control a pointer on the screen.
Write down uses of pointing device.
A pointing device can be used in following way.
 It selects text, graphics and other objects.
 It clicks button and icons.
 It also clicks menu, commands and links.
How many types of pointing devices are there? Name 
them.
There are many kinds of pointing devices.
 Mouse   Trackball   Touchpad
 Pointing Stick  Light Pen   Touch Screen
 Pen input
Write a short note on any type of a mouse.
The mechanical mouse was the first type of mouse used with 
personal computers. It has a rubber or metal ball on its 
underside. Electronic circuits in the mouse translate the 
movement of the mouse into signals computer can process.
How can we use a mouse? Explain any three operations.
Computer users work with a mouse that has atleast two 
buttons. For a right-handed user, the left button is the Primary 
mouse button  and the right mouse button is the secondary 
mouse button. Left-hand users simply reverse the function of 
these buttons.
 You can perform following functions with mouse:
 Point   Right click   Double click  
Point: Move the mouse across a flat surface until the 
pointer on the desktop is placed on the item of choice.

1

2

3

4

5

1

2

3

31 2

3

4

1 2

5 6

7
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Example: Position the pointer on the screen.
Click: Press and release the primary mouse button.
Example: Select or deselect items on the screen or start a 
program. 
Right -click: Press and release the right button of mouse.
Example: Display a shortcut menu.
What is difference between mouse and trackball?
Mouse: Mouse is a pointing device that fits under the palm 
of your hand comfortably.
Trace ball: A trackball is a stationary pointing device with a 
ball on its top or side. The size of ball is nearly Ping-Pong in 
trackball. 
How can we use touch pad?
To move a pointer, using a touch pad, slide your finger tips 
across the touch pad.
What is pointing stick?
A pointing stick is a pressure-sensitive pointing device 
shaped like a pencil eraser.  It is positioned between keys on 
a keyboard.
Where does light pen is useful?
Light pens are useful for areas where employee’s hands 
might contains food, dirt etc that could harm the computer. 
What type of tasks do you perform with touch screen?
By using touch screen you touch words, picture, numbers, 
letters or location identified on the screen.

 With some smart phones, portable media players and 

other personal mobile devices, you can touch the screen to 

perform tasks such as dialing telephone numbers, entering 

text and making on screen selections.

6

7

8

9

10
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Pointing device

Mouse

Trackball 

Touchpad

Pointing stick

Light pen

Touch screen

Pen input

Wireless mouse

Optical mouse

Ping-Pong

Notebook Computer

Wheel

Pressure Sensitive

Presence of light

Input device

Cordless mouse

Laser

Stylus

Microsoft Surface

Match the columns:

A B

Draw the following pointing devices 
and also label their parts:

Mouse, Trackball, Pointing Stick, Touchpad
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Windows Media PlayerWindows Media PlayerWindows Media Player
 You know computer can play audio and video files. These 

files are played by using a program named Windows Media 

Player.

Unit
5

و�وز �� �و�وز �� �و�وز �� �

ٓاڈ� اور و�� �� �� �۔ � �� ا� �و�ام � � �م و�وز �� � �   ٓاپ �� � � �� 

� ا�ل � � �� �� �۔

و�وز �� � � �� � ��: 

��1: �� �ر � و�و �� � � �؍ �و �ل ر� وا�            � � �� � � � � ا�ر ا�ر � 

�� �۔

 Methods to open Windows Media Player:
Method 1:
 Click an icon featuring Windows Media Player on task bar 

and it will be open within a few seconds.

 What is Windows Media Player?
 Windows Media Player is a program for playing video, 

audio files and for running CDs  DVDs etc.  It can be used for 

watching pictures.

ٓاڈ� �� � �وہ � ڈ� اور ڈى وى ڈ� و�ہ �� � �  و�وز �� � � �؟ و�وز �� � و�� اور 

ا� �و�ام �۔ � ��� د� � � � ا�ل � �� �۔
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Method 2:
 Follow these steps to open Windows Media Player:

 Click the start button on task bar.  Click on  All Programs.

 Now click on Windows Media Player.

 It will be open within a few moments.

1 2

3

Adobe Streamline 4.0 

Microsoft Office Word 2007

Adobe Reader X1

CorelDRAW X6

Print Artist

InPage 3 Professional

Adobe Photoshop 7.0

CorelDRAW X5

InPage 2009

Adobe Photoshop  Cs6

Sticky Notes

TuneUp Utilities 2013

Notepad

SMSCaster E-Marketer

Total Video Converter

Nokia PC Suite 

Total Video Player

VLC media player

Internet Download Manager

All Programs

�� 2: و�و �� � � �� � � �ر� ذ� �ا� � �وى ��۔

 �� �ر � ا�رٹ � � � ��۔  All Programs � � ��۔

 اب Windows Media Player � � ��۔

 � � �ں � � �� �۔

12

3
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 Components of Windows Media Player:
 There are basically five components of Windows Media 

Player:

 Address bar   Navigation pane  Detail pane

 Playback control area   List pane

 Address Bar:
 Address bar is an area at the top of Window. It shows options 

of Play, Burn, Sync.

 Navigation Pane:
 It appears at the left corner of window and shows library’s 

information.

 Detail Pane:
 Detail pane shows the information about the playlist.

1 3

5

2

4

1

2

3

و�وز �� � � �: 

 و�وز �� � � �دى �ر � �� � �۔

12345 ا�ر�  �ر  ���  ڈ� � � � �ول ا��  � �

 Address bar      

 Detail pane     

 List pane Navigation pane

Playback control area
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ٓا�   � Sync اورBurn,Play � ا�ر� �ر: ا�ر� �ر ، و�و � � � او�  وا� ا� ا��؍ �� �۔ 

�� �� �۔

  � و�و � �� �رے � �دار �� � اور ���ى � ��ت د�� �۔  :���

 ڈ� � � �؍ � وا� �� � �رے � ��ت د�� �۔ ڈ� �: 

 � ا�� و�و � � �� �� � � � �ول ا�� �� �۔ �   � � �ول ا��: 

ٓا� �� �� �۔ Previous, Next, Replay, Mute, Stop, Play و�ہ � 

� � �؍ � وا� �� د�� �۔   :� �

 Playback Control Area:
 The area appears  at the bottom of window which is 

playback control area. It shows options of Play, Stop, Mute, 

Replay, Next, Previous etc.

 List Pane:
 It shows the playlist.

4

5

4

5

1

2

3

 Playing Windows Media Player:
 There are two methods to play a file. One is from CD/DVD 

and another is from computer.

و�وز �� � � ��: ا� �� � �� � دو �� �۔ ا� � ڈى؍ ڈى وى ڈى � �� اور دو�ا �� 

�� � �� �۔

Method 1:
 Insert a CD/DVD in your drive  of computer. It will show a 

prompt message. (Prompt message is a window asking you what 

to do with a CD/DVD)

 Now you can either play it directly from here or click My 

Computer and then click on CD drive to play it.
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� ��: ا� �� � ڈرا� � ا� � ڈى؍ ڈى وى ڈى ڈا�۔ � ا� �ا� �؍ �رى �م د�� �۔ 

(�ا� �م ا� و�و � � ٓاپ � �� � � � ڈى؍ ڈى وى ڈى � �� � �� �۔ 

ٓاپ ا� �ں�؍� � � ، � �� �� � � � � اور � ڈى ڈرا� � � � � �؍ � � �۔ اب  

Method 2:
 Find the file which you want to play and double click it. 

Windows Media Player will play the file.

 You can also play file from computer by following these 

methods:

 Open the Windows Media Player and right click on the 

 address bar. A menu appears.

 Point the cursor to file. A menu will further open.

 Click open 

 Select a location on the left pane. The contents at that 

 location become visible in the right pane.

 Find and click the file which you want to play.

1

2

3

4

5
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 You can also play the file by simply dragging it onto the 

player. It gets added to the library. Now play it from the library.

دو�ا ��: � �� � ٓاپ �� �� � ا� �ش �� اور اس � دو�رہ � ��۔ و�وز �� � �� � 

�� �۔

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

 و�وز �� � � �� اور ا�ر� �ر � دا�ں � د��۔ ا� �� �دار ��۔

 �� � �� � ر�۔ �� ا� �� � �۔

 Open � � ��۔

 �� � � � � ا�ب ��۔ اس � � ��د �اد دا� � � د�� د� �۔

 � �� � ٓاپ �� �� � اس � �ش �� اور اس � � ��۔

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

اب ا� ���ى � �� ؍ د�۔

1

2

3

4

5
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 ���؍ �� روا�: اس � � د�� � � �� � ���۔ ا� ٓاپ اس � � � �� � � 

� � د�� � � � �ى � �� � � � دے �۔

3

 Previous/ Fast Rewind:
 By clicking this button, previous file will play. 

 If you click and hold this button for a few moments,

  it will rewind the file fastly.

3

 Next/ Fast Forward:
 By clicking this button, next file will start playing. 

 If you click and hold this button for a while, the file 

 moves forward fast.

2

 Play/ Pause
 Play/Pause button is used to play or pause audio or video. 

When you play the file the button appears       and when you 

pause it shows like this       . 

1

 Play Controls:
 Windows Media Player has following player controls:

 

 ��۔  �ر  ��و �   �ذ  ��ر  وز��    ��و�: و�

ٓاپ ��  ٓاڈ� اور و�� � �� اور رو� � � ا�ل �� �۔ �   ��؍ رو� وا� �  �� ؍رو�: 

ٓا� �۔ � ��� � �                            اس �ح د�� د� � اور � رو� � � �                               ا س �ح � 

1

: اس � � د�� � ا� �� � �وع � �� �۔ ا� ٓاپ اس   Next/ Fast Forward

ٓا� �� �۔ � � � �� � � �ڑى د� د�� ر� � � �� �ى � 

2



53 ٓاپ �� �  روك � �۔ 5 ا�پ ؍ رو�: اس � � � � � 

ٓاواز � او� � � �� � � ا�ل �� �۔ ��ر � �ٔوس �  وا�م ��ر  وا�م ��ر اور �ٔو�:  

ٓاواز � �� �� � � �ف ا� � � ��۔ ٓاپ  ٓاواز ؍ وا�م �� � � �۔ ا�  ��  � ٓاپ �� 

4

 Turn Repeat On/Off:
 By clicking it once, the file now starts on repeating. 

 You can also repeat off by simple clicking it again.

6

 Volume Slider and Sound:
 Volume slider is used to high and low the 

 sound. By dragging the moused over slider, 

 you can attain desired volume. If you 

 want to mute, simply click on the speaker. 

4

 Stop:
 You can stop the file by clicking on this button.

5

ٓاپ �ف اس  ٓاف:ا�  (�) ا� �ر د�� � �� دو�رہ � �وع � �� �۔   �ن ریپیٹ ٓان؍ 

� � دو�رہ د� � �� � دو�رہ � � روك � � �۔

6

 Turn Shuffle on/off:
 By click it once, the playlist now set on 

 random playing.

7

ٓاف: ا� ا� �ر د�� ؍ � �� � � � � �� � �۔ 7 �ن شفل ٓان؍ 

 Seek Bar:
 The seek bar is a bar in Windows Media Player. It displays 

the progress of audio or video. You can also skip some part or 

8



ٓاپ �ٔوس � �ر �  ٓاڈ� � و�� � � ر� د�� �۔   � �ر و�وز �� � � ا�  �ر �۔ �  � �ر: 

� ؍ � � � � �ڑ � � �دو�رہ د� � �۔

8
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Seek Bar

 The Window appears featuring Media Player has different 

visualizations. First, we understand how to switch to full screen 

mode.

 Switching Full Screen Mode:
 By clicking on full screen button, the window will display full 

screen. 

 You can exit full screen by simply click on button again. Full 

screen displays only screen without any address bar. When you 

drag a mouse, address bar start appearing.

 You can also switch to full screen mode by double clicking in 

the window.

Window Media Player Screen:

و�و �� � � ا��: و�و � �� � � � ��� �� ��   �۔ � � � � � � � � ا�� 

؍ �ى ا�� � � �� �۔ 

 �ى ا�� �� وا� � �� �� � و�و �ى ا�� د�� �۔
�
� ا�� �ڈ ��:ُ

 ٓاپ �ف اس � � دو�رہ � � � �ى ا�� � � � � �۔ �ى ا�� ا�ر� �ر � �  �ف 

ٓاپ و�و � دو�رہ �  ٓاپ �ٔوس � �؍ �� د� � � ا�ر� �ر � ٓا� � �۔  ا�� � د�� �۔ � 

� � � ا�� � �ا � � �۔

watch it again by dragging the mouse over bar.



55

 Visualizations:
 When you play any audio file on Media Player, it starts 

showing visualization. You can either turn off or change this 

visualization by following these steps:

 Play an audio file.

 Right click in the Windows Media Player window.

 Point the cursor at Visualization.

 It shows following options:

 No Visualization

 It turns visualizations off.

i

ii

iii

iv

Full Screen View

ٓاڈ� �� �� � � visualization د�� �وع � د� �۔  ٓاپ  وز� ���: � ٓاپ �� � � ا� 

�ر� ذ� ا�ا�ت � � وز� ��� � � � �� � � �۔

ٓاڈ� �� ��۔  و�و �� � � و�و � دا�ں � ��۔  ا� 

ٓا� د�� �۔  visualization � �� ر�۔  � �ر� ذ� 

� وز� ���: � وز� ��� � � � د� �۔

iii

iiiiv



 Album Art:
 It displays the album cover artwork associated with the song 

or you can click other available options of Bars and Waves, 

Battery etc. Each opens a further menu of visualizations. Click on 

desired option. It sets visible on screen.

Battery, Bars and  ٓاپ ٓارٹ � �م د�� � �   � (Album cover)ٓارٹ:  � �� � � ا� �ر ا� 

ٓا�  waves  و�ہ � د�ب ٓا� � � � � �۔ � ا� visualization  � �� � �� �۔ �� 

� � ��۔  � ا�� � د�� د� �۔

Album Art

56
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Battery

Bars and Waves



 Address Bar:
 Address bar is an area at the top of Window. It shows 

options of Play, Burn, Sync.

 Navigation Pane:
 It appears at the left corner of window and shows 

library’s information.

1

2

There are basically five components of Windows 

Media Player:

Address bar  Navigation pane  Detail pane

Playback control area   List pane

1 3

5

2

4
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What is Windows Media Player?

Windows Media Player is a program for playing video, 

audio files and for running CDs  DVDs etc.  It can be used for 

watching pictures.

Write down detail of any two components of Windows 

Media Player.

Answer these questions:

1

Write down components of Windows Media Player.2

3

 Address bar      

 Detail pane     

 List pane Navigation pane

Playback control area



Label the picture:

 Address bar      

 Detail pane     

 List pane Navigation pane

Playback control area

How does volume slider work?

Volume slider is used to high and low the sound. By dragging 

the moused over slider, you can attain desired volume.

4

What is the function of seek bar?

The seek bar is a bar in Windows Media Player. It displays 

the progress of audio or video. You can also skip some part 

or watch it again by dragging the mouse over bar.

5

59
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Match the columns:

A B
Play

Pause

Stop

Volume

Next/ Fast  Forward

Previous/ Fast  Rewind

Turn shuffle  on/off

Turn repeat  on/off

Mute

Number the pictures according to steps mentioned in this chapter:

Adobe Streamline 4.0 

Microsoft Office Word 2007

Adobe Reader X1

CorelDRAW X6

Print Artist

InPage 3 Professional

Adobe Photoshop 7.0

CorelDRAW X5

InPage 2009

Adobe Photoshop  Cs6

Sticky Notes

TuneUp Utilities 2013

Notepad

SMSCaster E-Marketer

Total Video Converter

Nokia PC Suite 

Total Video Player

VLC media player

Internet Download Manager

All Programs

Adobe Streamline 4.0 

Microsoft Office Word 2007

Adobe Reader X1

CorelDRAW X6

Print Artist

InPage 3 Professional

Adobe Photoshop 7.0

CorelDRAW X5

InPage 2009

Adobe Photoshop  Cs6

Sticky Notes

TuneUp Utilities 2013

Notepad

SMSCaster E-Marketer

Total Video Converter

Nokia PC Suite 

Total Video Player

VLC media player

Internet Download Manager

All Programs

1 4

2 3



61

What is Paint?
 Paint is already installed program of Windows. It enables 

you to draw a number of things through different geometrical 

shapes. You can also colour your drawings.

Introduction to PaintIntroduction to PaintIntroduction to Paint

Paint Logo

Unit
6

� � �رف� � �رف� � �رف

ٓاپ � � � �ك �ں � ذر� �  � � �؟   � �و�ام و�وز � � � ��د �� �۔ � 

ٓاپ ڈرا� �  ر� � � � �۔  �� �� � �� �� �۔ 

Follow these steps to open Paint:

 Click on Start button at the left bottom of the desktop. 

 Click on Paint if it displays in the Start Menu.Otherwise, click 

on all programs.

 Click on Accessories.

 Click on Paint.   The Paint will open.

i

ii

iii

iv v

 Opening Paint Program:

� � �� � �� �� اور ان � ر� �� � �� �۔ � � ا� �� و� � � � �� � � ا�ل 

� � �� � � ��� � � � اور ان � ر� � � �۔

 We all like to draw things and colour them on paper. But we 

can also make drawings on computer and colour them by simply 

using a software called paint.
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i ii iii iv

v

� �و�ام � ��: � � �� � � �ر� ذ� ا�ا�ت � �وى ��۔ 

 ڈ� �پ � � �� � � ا�رٹ � � � ��۔

 ا� ا�رٹ � � � د�� دے � اس � � ��۔

 Accessories � � ��۔ 

 Paint � � ��۔

 �  Paint � �� �۔

i

ii

iii

iv

v



 The Paint Window displays following components:

 Quick Access Toolbar    Title Bar

 Windows Control Buttons   Paint Button

 Ribbon Tabs      Paint Help Button

 Ribbon       Tool Groups

 Colour Palette     Drawing Area

 Status Bar      Zoom Slider

Lets us discuses them one by one:

1

3

5

7

9

11

2

4

6

8

10

12

 Quick Access Toolbar

    Title Bar

 Windows Control Buttons

   Paint Button

 Ribbon Tabs

      Paint Help Button

 Ribbon  

     Tool Groups

 Colour Palette 

    Drawing Area

 Status Bar      Zoom Slider

63

 Components of the Paint Window:



� و�و � ا�اء: � و�و �ر� ذ� ا�اء د�� �:

 �� ا� �ل �ر ؍ �رى ر�� � �ل �ر    �� �ر

 و�وز � �ول �   � �  ر� �

 �، � �؍ �د � � �  ر�   �ل �و�

 �   ڈرا� ا��  � �ر  زوم ��ر

 ا� ا� � � ان � � �� �۔

1

35

7

911

2

4
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 Quick Access Toolbar:
 This toolbar gives you quick access to options of Save, Redo, 

Undo etc. You can add other options in this toolbar according to 

your choice.

 Title Bar:
 Title bar displays the name of document.

 Window Control Buttons:
 These buttons are used to maximize, minimize and close 

window of Paint.

 Paint Button:
 Paint button shows options of New, Open, Save as, Print etc. 

You can watch all options which you can use with Paint.

 Ribbon tabs:
 Ribbon tabs display options of  and . By clicking Home View

Home View, new ribbon appears while by clicking  another 

ribbon shows.

 Paint Help Button:
 This button will display another Window. In this window, you 

can ask for help by typing question or topic in search box. Other 

related topics are also present in this window. This option is very 

useful for beginners as it guides to draw pictures and also gives 

1

2

3

4

5

6

64
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introduction to paint.

 Ribbon:
 Ribbon under Home consists of colour palette , brushes, 

shapes etc. It is the most important part of Paint. In view, ribbon 

shows Zoom in, Zoom out and other options related to view.

7

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

ا� �� � �� اس �ل �ر � دو�ے ٓا� �� � � �۔

 �� �ر: �� �ر د�و� � �م د�� �۔

� � � � و�و � �ا، ��  اور � �� � � ا�ل �� �۔ و�وز � �ول �:  

ٓاپ �م وہ ٓا� د� �   � �Print, Save as, Open, New و�ہ � ٓا� د�� �۔   :� �

� � ٓاپ � � �� ا�ل � � �۔

ر� � Home اور View � ٓا� �� �� �۔ Home � � �� � ا� � ر� �دار  ر� �:  

�� � View � � �� � � ا� ر� �دار ��۔

ٓاپ �چ ��   � � ؍ �د � � �:  اس � � د�� � ا� � و�و �دار ��۔ اس و�و � 

� �ال � ��ع  �� � � �د �� � �۔ دو�ے � ���ت � اس و�و � ��د �� �۔ � 

ٓا� ا�ا� �ر � ا�ل �� وا�ں � � � � � �� � ��� �� � � ر�� �ا� �� � 

اور � � �رف  � �ا� �� �۔

�م (Home) � � ��د ر� �     پیلیٹ ، �ش، ا�ل و�ہ � � �� �۔ � � � � �  ر�:  

ٓا� د�� �۔ ٔوٹ اور و� � � دو�ے  ٓا ا� � �۔ و� � ��د ر� زوم ان ، زوم 

1

2

3

4

5

6

7

 Tool Groups:
 These are different groups consisting of tools ranging from 

 clipboard to Edit colours.

 Colour Palette:
 It displays different primary colours and other colours.

8

9
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 Drawing Area:
 It’s a white space where you can draw whatever you want.

 Status Bar:
 Status bar shows size of drawing area. 

 Zoom Slider:
 Zoom Slider enables you to Zoom in and Zoom out of Paint 

 Window. 

10

11

12

ٓا�ت  � � �وپ � � � � �رڈ � � � ر�ں � �� �� وا� �ل ؍  �ل �و�:  

�� �۔

 � � �دى اور دو�ے ر� د�� �۔  :     �

 ڈرا� ا��: � ا� � � � �ں ٓاپ � �� � � � �۔

 ا� �ر: ا� �ر ڈرا� ا�� � �� د�� �۔

 زوم ��ر: زوم ��ر � و�و � �ا اور �� �� �۔

8

9

10

11

12

 Resizing the Window:

 You can use window control buttons to resize the window.

 You can minimize window by clicking     this button.

 You can maximize window by clicking      this button.

 You can close Paint by clicking   button.

 For resizing drawing area, hold the mouse at its boundary 

and after showing  this 

sign, 

drag mouse to achieve 

your desired drawing 

area. 

1

2

3
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ٓاپ و�و � �� �� �� � � و�و � �ول � ا�ل � � �۔ و�و � �� �� ��: 

ٓاپ اس �         � � � � و�و � �ا � � �۔ ٓاپ اس �       � � � � و�و ��� � � �۔ 

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

ٔو�رى؍ � � �ٔوس ر� اور � �ن          �� ��   ڈرا� ا�� � �� �� �� � � اس � �

� � ا� �� ڈرا� ا�� �� �� � � �ٔوس � �۔

Understanding the features of Paint:

 Tools:
 There are following tools in Paint:

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

Pencil tool

A

Fill with colour tool

Text tool Eraser 

Colour pick tool
Magnifier

� �ل

ٓا�؍ �ل  � �

ر� �� وا� �ل

ر�

ٓا��� ر� � ا�ب �� وا� �ل؍ 

 Shapes:
 Shapes are ready made 

geometrical and other shapes. 

Available shapes are oval, 

square, octagonal, arrows. etc.

ا�ل: � � � �ر � �ى اور دو�ى � �� �۔ �ى، ��، �، � � �ن و�ہ � ا�ل ��د 

�� �۔

 Brushes:
 There are nine brushes in paint which are following:

Brushes
�� :� � �ر� ذ� � �ش ��د �� �۔
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Oil Brush

Marker

Watercolor brush

Calligraphy brush 23

5

7

9

6

8

4 Airbrush 

Crayon

Natural pencil

Brush1 �ش
2 Calligraphy brush 1

 � �ا� �ش�

 � �ا� �ش�
ا� �ش

ٓا� �ش �ا�ن

�ر� �ر� �

وا� � �ش

 Colors:

 There are basically two colors namely foreground color and 

background color.

Follow these steps to use foreground color:

 Select the foreground color. 

 (color 1)

 Point the cursor somewhere 

 in the drawing area.

 Drag the cursor.

 Drawing area shows color 

 in drag area.

1

2

3

Colors

Edit
Colors

Color
1

Color
2

4

1

2
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Follow these steps to use background color:

 Select the background 

 color. (color 2)

 Point the cursor somewhere 

 in the drawing area.

 Right click the mouse.

 Drag the cursor.

1

2

3

4

�ز ؍ ر�: �دى �ر � ر�ں � دو ا�م �۔ � � � ر� اور � � � ر�۔

 � � � ر� ا�ل �� � � � ا�ا�ت ��۔

 � � � ر� � ��۔ (ر�1)   ڈرا� ا�� � � � �� � ر�۔

 �� � ڈر� �� (�)۔

 ڈرا� ا�� ڈر� ا�� � ر� �� �� �۔

12

3

4

� � � ر� � ا�ب �� � � � ا�ا�ت ��:

 � � � ر� � ��۔ (ر� 2)  ڈرا� ا�� � � � �� � ر�۔

ٔوس � دا�ں � د��۔    �� � ڈر� ��۔ � 

12

34

Follow these steps to use the Fill with color tool:

 Select color 1 and color 2.

 Click fill with color tool.

 Click where you want to fill with color 1.

  Right-click where you want to fill with color 2.

1

2

3

4

� ود � �ل ا�ل �� � � �ر� ذ� ا�ا�ت ��:

12 ر� 1 اور ر� 2 � ا�ب ��۔   � ود � �ل � � ��۔
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 Size:
 Follow these steps for selecting a size for tool:

 Click the tool.

 Make sure that size options open.

 Click on your desired option.

 You will get the size.

1

2

3

4

Fill with color tool only fills enclosed objects like 

complete shapes. If the object is not enclosed, the 

adjacent area also get filled with color.

Left Click Right Click

Note

ٓاپ � � �� �� � و�ں � � ��۔  ر� 1 � 

ٓاپ � � �� �� � و�ں دا�ں � ��۔  ر� �2 

3

4

�ٹ: � ود � �ل �ف � ا� � �� � � � ا�ل  ا� � � � �� � � � � ر� � � 

�� �۔
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 Drawing Pictures:
 Using Pencil Tool:

 You can draw picture by using pencil tool, in this way:

 Click the Home tab.   Click the Pencil tool.

 Select size for the pencil.

 Select color 1 and color 2.

 Drag the cursor in the drawing area to draw a shape.

 Fill color in shape by using fill with color tool.

1 2

3

4

5

6

Size

ٓا� � �� � �� � � � ا�ا�ت ��۔ ��: �ل؍ 

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

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

1

2

3

4

�و� ��:  � �ل � ا�ل:  ٓاپ � �ل � ا�ل � � اس �� � �� � � �۔

 Home � � � � �۔  � �ل � � ��۔

 � � � �� � ��۔  ر� 1 اور ر� 2 � ��۔

 ا� � �� � � ڈرا� ا�� � �� � ڈر� ��۔

 � ود � �ل ا�ل � � � � ر� ��۔

12

34

5

6



 Using Brush tool:
 You can also draw a picture by using brush tool:

 Click the Home tab.

 Click the brush menu. Click on any brush of your choice.

 Now choose the size.

 Select color 1 and color 2 to use. 

 Drag the cursor in drawing area to draw a shape.

 Fill colors in your drawing, if possible.

1

2

3

4

5

6

ٓاپ �ش �ل ا�ل �� �� � �� � � �۔ �ش �ل: 

 �م � � � ��۔

 �ش � ��؍ � � � ��۔ ا� �� � � � �ش � � ��۔

 اب �� � ��۔ 

 ر� 1اور  ر�2 � � ��۔

 � �� � � ڈرا� ا�� � �� � ڈر� ��؍ �۔

 ا� � � � ا� ڈرا� ؍�� � ر� ��۔

1

2

3

4

5

6

72
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 Drawing ready made shapes:
 There are some shapes available in the shapes menu. Follow 

these steps to draw a shape:

 Click the Home tab.

 Click the shape button. A list of shapes opens.

 Click the shape you want to use.

 Select color 1 for border of the shape.

 Select size for the boarder of the shape.

 Drag the cursor in the drawing area to draw the shape.

 Use fill with color tool or brush to color the shape.

1

2

3

4

5

6

7

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

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

 � � ٓاپ ا�ل �� �� � اس � � ��۔

 � � �رڈر � � ا� ر� � ��۔  � � �رڈر � � �� � ��۔

 � �� � � ڈرا� ا�� � �� � ڈر� ��۔

 � �  ر� �� � � � ود � �ل � �ش ا�ل ��۔

12

3

45

6

7
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 Drawing Circle, Square Rectangle:
 Follow these steps:

 Click the rectangle tool.

 Drag the mouse in drawing area to get rectangle.

 In case of square, press and hold the shift key while draging 

 mouse in drawing area.

 Click the oval tool.

 Drag the mouse in drawing area, while pressing the shift 

 button.

 A circle will be formed.

1

2

3

4

5

دا�ہ ، ��، � ��: ان ا�ا�ت � � ��۔

ٔوس � ڈر� ��۔  � �ل � � ��۔  � �� � � ڈرا� ا�� � �

ٔوس � ڈر� �� �� � � (shift key) � د��   �� �� � �رت � ڈرا� ا�� � �

ر�۔

 �ى � � �ل � � ��۔

12

3

4
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You can draw a shape with equal sides by pressing shift 

key while drawing a shape.

Note

ٔوس � ڈر� ��۔  � � � د�� ر� �� ڈرا� ا�� � �

 ا� دا�ہ � �� �۔

5

ٓاپ ا� � �� �� � د� � ر� � �ا� ا�اف � ا� � � � �۔ �ٹ: 

Rectangle OvalSquare Circle

1

2

3

4

 Using Polygon Tool:
 You can use polygonal tool to draw different shapes other 

than available shapes:

Follow these steps:

 Click the polygon tool.

 Drag the pointer to draw 

 a straight line.

 Click each point where you 

 want additional sides to appear.

 Press shift key while creating a side to get sides at 45 or 90 

degree angles. 

 Connect the last line to the first line. 

You can get desired shape by following above mentioned steps.



ٓاپ  د�ب ا�ل � �وہ دو�ى � � �� � � � ا��ع �ل ا�ل  � ا��ع �ل �ا�ل: 

� � �۔ �ر� ذ�  ا�ا�ت ��۔

ٔوس � ڈر� ��۔  � ا��ع �ل � � ��۔  �� �� � � � �

 �اس � � � �� �ں ٓاپ �� � � ؍ ا�� ا�اف �دار �ں۔

 � (shift key) � � 90�45ڈ�ى � زاو� � ا�اف �� �� � � �� �� و� 

د��۔

 ٓا�ى �� � � �� � ��۔

ٓاپ �ر� �� ا�ا�ت � � � � �� � �� � � �۔  

12

3

4

 Using Outline tool:
 You can change the style of outline of object by following 

these steps:

 Click a shape. The outline button gets active.

 Draw the shape by dragging the cursor in drawing area.

 Click the Outline button. Click on style, you want to apply.

 Outline will appear on object.

1

2

3

4

Outline

No Outline

Solid Color

Crayon

Marker

Oil

Natural Pencil

Water Color 
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 Using Fill tool:

 You can also apply different styles for filling your drawings 

by following these steps:

 Click on shape. The Fill button gets active.

 Draw the shape by dragging the cursor on the drawing area.

 Click the fill button. A menu appears.

 Click on style you want to apply.

 Object will be filled.

1

2

3

4

ٔوٹ �� � ا�از؍ ا�� �� � � �۔ ٓا ٓا� �  ٔوٹ �� �ل � ا�ل: ٓاپ ان ا�ا�ت � � � �  ٓا

ٔوٹ �� � ا� � �� �۔ ٓا  ا� � � � ��۔ 

 ڈرا� ا�� � �� � ڈر� � � � ��۔

ٔوٹ �� � � � ��۔ � ا�� ؍ ا�از ٓاپ ا�� �� � اس � � ��۔ ٓا  

ٔوٹ �� �دار � �� �۔ ٓا  ٓا� ؍ � � 

Fill

No Outline

Solid Color

Crayon

Marker

Oil

Natural Pencil

Water Color 

1

2

3

4

77
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 Using Select tool:
There are following selections in paint:

 Rectangular selection.

 Free-form selection

 Complete drawing selection1

You can select either the desired area 

or a complete drawing.

1

2

3

Select

Rectangular selection

Free-form selection

Invert selection

Select all

Delete

Transparent selection

Selection options

+
+

Selection shapes

ٓاپ �ر� ذ� ا�ا�ت � � � � ا� ڈرا� � ر� ��  ٓا� � ا�ل ��:  � �ل؍ ر� �� وا� 

� � � � ا��؍ ا�از ا� � �۔
�
 � � � ��۔ � � ا� � �� �۔ ڈرا� ا�� � �� ڈر� ؍ � � � ��۔ِ

 � � � � ��۔ ا� � ؍ �� د�� د� �۔

 � ا�� ؍ ا�از ٓاپ ا�� �� � اس � � ��۔

 ٓا�؍ � � ر� � �� �۔

12

3

4

� �ل � ا�ل: � � �ر� ذ�سلیکشنز  �۔

 �� ا�او� � سلیکشنز    � �� � � �

 � ڈرا� � �

 ٓاپ �� ا�� � � ڈرا� � ا�ب � � �۔

12

3

Follow these steps to make a rectangular selection;

 Click the Home tab.

 Click Select tool menu.

 Click rectangular selection.

 Drag the cursor over area 

 you want to select. You will get the 

selected area. Repeat the process in case of 

error.

1

2

3

4

+
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ا� �� ا�او� ؍ � �� � � ان ا�ا�ت � � ��۔

 �م � � � ��۔  � �ل � � � ��۔

 ر� ا�� �  � � ��۔

ٓاپ ا�ب �� �� � اس � �� � ڈر� ��؍ �۔  � ا�� � 

 ٓاپ � � � � ا�� ٓا �� �۔ � � �رت � � د�ا�۔

12

3

4

+

Follow these steps to make a 

free-form selection:

 Click the Home tab.

 Click the select tool menu.

 Click Free-form selection.

 Drag the cursor over the 

 area you want to select.

You will get the selected area.

� �� ا�� � ا�ب � �ان ا�ا�ت � � ��۔

 �م � � � ��۔  � �ل � ؍ �� � � ��۔

 �ى �رم � � � ��۔

ٓاپ � �� ��� اس � �� � ڈر� ��۔  � ا�� 

12

3

 Using Copy and Paste:
 If you want to use copy and paste options for selected area. 

Follow these steps:

 Select a rectangular or free-form area. 

 Click the copy button in the clipboard tool group.

 Click the paste button in the clipboard tool group.

 Drag the pasted area to a point where you want to see it.

 Click outside the pasted area.

The pasted area changes to image.

1

2

3

4

5



Cut

Paste

Clipboard

+

Copy

ٓاپ � �دہ ا�� � �  Copy اور Paste � ٓا� ا�ل �� �� � �  CopyاورPaste � ا�ل: ا� 

�ر� ذ� ا�ا�ت ��۔

 ا� �� ا�او� � � �� ا�� � � ��۔

 � �رڈ � �ل � �وپ � � �� � � � ��۔

 � �رڈ � �ل � �وپ � � � � � � ��۔

 � � � ا�� � اس � � � �� �ں ٓاپ ا� د� �� �۔

 � � � ا�� � �� � ��۔

 � � � ا�� ا� � �� � �� �۔

1

2

3

4

5

 Saving your drawing:
 After creating your drawing, save it for future use. But it’s 

highly recommended to save your drawing step by step so that 

you could not lose it for any reason.

Follow these steps to save your drawing for the first time:

 Click the paint button.

 Click the save button.

1

2

80



 Type the name of drawing and click Save.

 Before saving, you can change the location of file as well.

 Now after each step, you can click on save button to save the 

file before it gets closed.

3

4

ا� ڈر� � �ظ ��: ا� �� �� ڈرا� � � � ا�ل �� � � �ظ ��۔ � � ز�دہ 

�� دى �� � � ڈرا� � �م � �م �ظ �� � � ٓاپ � � و� � ا� � � �۔

ا� ڈرا� � � �ر �ظ �� � � ان ا�ا�ت � � ��۔

 � � � � ��۔   �ظ �� وا� � � � ��۔

 ڈرا� � �م �� �� اور �save � ��۔

ٓاپ �� � � � �� � � �۔  �ظ �� � � � 

 � �م � � اس � � � �� � � �� اس � �ظ �� � � save � � � � � �۔ 

 You can also save your drawing through Save as. 

Follow the same steps for save as.

Note

ٓاپ save as � ذر� � ا�   ڈرا� � �ظ � � �۔save as  � � � ان   

ا�ا�ت � � � ��۔

81

12

3

4
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What is paint?
Paint is already installed program of Windows. It enables you 
to draw a number of things through different geometrical 
shapes. You can also colour your drawings.

Write down about any five components of Window.

(1) Quick Access Toolbar: This toolbar gives you quick access 

to options of Save, Redo, Undo etc. You can add other options 

in this toolbar according to your choice.
(2) Title Bar: Title bar displays the name of document.
(3) Window Control Buttons: These buttons are used to 
maximize, minimize and close window of Paint.
(4) Paint Button: Paint button shows options of New, Open, 
Save as, Print etc. You can watch all options which you can use 
with Paint.
(5) Ribbon tabs: Ribbon tabs display options of Home and 
View. By clicking Home, new ribbon appears while by clicking 
View another ribbon shows.

How many brushes are in Paint? Name them.

Answer these questions:

1

2

3

Calligraphy brush 23

Oil Brush5

Marker7

Watercolor brush9

4 2 Airbrush 

6 Crayon

8 Natural pencil

Brush1 2 Calligraphy brush 1
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5

How can we can use brush tool by following there steps.

(1) Click the Home tab.

(2) Click the brush menu. Click on any brush of your 

choice.

(3) Now choose the size.

(4) Select color 1 and color 2 to use. 

(5) Drag the cursor in drawing area to draw a shape.

(6) Fill colors in your drawing, if possible.
How can we use pencil tool?

 You can draw picture by using pencil tool, in this way:

(1) Click the Home tab.  (2) Click the Pencil tool.

(3) Select size for the pencil. 

(4) Select color 1 and color 2.

(5) Drag the cursor in the drawing area to draw a shape.

(6) Fill color in shape by using fill with color tool.

Draw the geometrical shapes of Paint in the given below space:

4
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Match the columns:

A B
Paint

Brush 

Outline

Shapes

Selection

Square

Drawing

Calligraphy

Solid Color

Rectangular

Rectangle Tool                 

Outline Tool

Line Tool                           

Polygon Tool

Oval Tool                         

Fill with 

color tool

Use the following tools to draw a flower:

Use the following tools to draw a computer:

Hint

Hint

Oval Tool

Outline Tool

Fill with color tool

Line Tool

Polygon Tool



2

4

6

8

10

12
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Label the window of Paint:

 Quick Access Toolbar

    Title Bar

 Windows Control Buttons

   Paint Button

 Ribbon Tabs

      Paint Help Button

 Ribbon  

     Tool Groups

 Colour Palette 

    Drawing Area

 Status Bar      Zoom Slider

 Quick Access Toolbar    Title Bar

 Windows Control Buttons   Paint Button

 Ribbon Tabs      Paint Help Button

 Ribbon       Tool Groups

 Colour Palette     Drawing Area

 Status Bar      Zoom Slider

1

3

5

7

9

11


