
Project Director:

Project Manager:

Written By:

Proofread By:

Designed By:

Quality Controller:

Printed By:

Published By: 

Rana Fiaz Nadeem

Prof. Ch. Mudassir Fazil

Hina Iqbal

Nasir Mashhood

MoonLight Designing Lab

Nawaz Arshad

Ahmed Naveed Printers

24/7

UAN:

KSA:

Ph:

         

Fax:   

Web: 

E-mail:

Join us:        

03  - 1 1 1 - 1 8 6 - 7 8 6 

042- 1 1 1 - 1 8 6 - 7 8 6 

00966-561- 1 8 6 - 7 8 6 

+92- 42-37111000, 37114856

+92- 42-37114420

+92- 42-37210201

www.moonlightpublishers.com

info@moonlightpublishers.com

facebook.com/moonlightpublishers

Sale & Display

Center:

Head Office:

MoonLight Publishers

19-Main Urdu Bazar, Lahore. 

MoonLight Research Lab.

Aahata Shahadriyan,

22 - Urdu Bazar, Lahore.



P
R

E
F

A
C

E
P

R
E

F
A

C
E

P
R

E
F

A
C

E
P

R
E

F
A

C
E

 In the past, the computer world was unfamiliar to most of 
the people in the globe, especially in the undeveloped 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 
comes 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 could 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 and make their 
computer concepts clear and understand the applica�ons of 
so�ware in a be�er way with clear the help of screen shots. 

 The objec�ves and ralient features of this series are as 
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’s 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, 
which is its true purpose indeed!  

         (Ameen)

               Publishers
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LEARNING�OUTCOMES

 After studying this lesson, students will be able to: 
 Dene a computer.
 Know about types of computer.
 Learn modern trends in computer.

Types Of Computer

Computer And Its Types

 “Computer is an electronic machine that is used to solve different 
kinds of problems according to a set of instructions given to it.”
 A computer is a modern machine.
 Computer can work at very high speed.
 It does not make mistakes. It can performs billions of operations in 
one second.

 Based on the construction of computers, there are following three 
types of computers:
 Analog Computers     Digital Computers
 Hybrid Computers

 The word “Analog” means continuously varying 
in quantity. The analog computers accept input data in 
continuous form and output is obtained in the form of

Analog Computer

�� ا� ا�و� � � � اس �دى � �ا�ت � � � �� � � � �� � � �� � � 
ا�ل �� �۔

 �� ا� �� � �۔

 �� � ز�دہ ا� � �م � � �۔

 ے� �۔  � �ں � ��۔ � ا� � � ��ں �ا� � ا�م د

13 2

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

 ا��گ ��ز  ڈ� ��ز    ��ڈ ��ز
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graphs. It means that these computers accept input 
data and give output in the form of analog signals.
 The analog computers have very high speed 
computing elements used to process physical 
quantities.

Example of
Analog Computers

 ر� � ��۔ا��گ ��  ا��گ ��:  ��Analog � � �ا
� �  ف� � � آؤٹ ��ِ ُڈ� � � ان � � � � و�ل �� �۔اور �ا

 �� � �� �۔اس � � � � � �� ان � ڈ� � �� �� �۔اور ا� �گ � � �رت � آؤٹ ِ �
� د� �۔

 Examples of Analog Computers are:
 Thermometer     Analog Clock
 Voltmeter      Speedometer

 ا��گ �� ز� �� �۔

 �� �  ا��گ �ك   وو� �   �و �

Thermometer     
 

Analog Clock SpeedometerVoltmeter     

��� ا��گ �ك وو� � � و�

Digital Computer

 The word “Digital” means discrete. It refers to 
binary system.
 A digital computer represents the data in digital 
signals 0 and 1, and then processes it.
 Digital computers are used in every eld of life.
 Examples of digital computers are IBM PC and 
Apple Machintosh similarly:
 Digital Calculators
 Digital Watches
 Digital Thermometer

5



Digital Thermometer     
 

Digital WatchesDigital Calculators

ڈ� ��:  ��Digital � � � اس � دو�ے �م � �ب � �� �۔

 ا� ڈ� �� ڈ� � ڈ� � 0اور �1 �� �� � اور � اس � � �� �۔

 ڈ� �� ز�� � � � � ا�ل �� �۔

 ڈ� �� � ��IBM PCاور�Apple Machintosh ا� �ح:
� ����ز   ڈ� ��ں    ڈ� ���������  ڈ� 

���ز����� ڈ�  ڈ� ��ں ڈ� ���

Hybrid Computer

 The hybrid computers have best combined features 
of both analog and digital computers.
 In hybrid computers the users can process both the 
digital (discrete) and analog (continuous) data.

 Examples of hybrid computers:
 A modern petrol pump is the best example of 

hybrid computers.
 ECG machines and other devices used in ICU.

 ��  ��  �  ��   اورڈ�  ا��گ  ��دو�ں ��ڈ ��: ��ڈ

��ں ��ت ر� �۔

 ��ڈ ��وں � ا�ل ��ن  دو�ں ڈ�(� �)اور ا��گ (�)ڈ� � � � � �۔ 

 ��ڈ �� � ��:

 �� �ول � ��ڈ �� � �� �ل �۔

 اى � � � اور آ� � � � ا�ل �� وا� دو�ى �۔
6



Let’s Learn Difference Between Analog And Digital Computers

Analog Computer Digital Computer

Modern Trends In Computer

 Personal computers are usually mean as 
IBM- compatible computers that may be 
based on Intel microprocessor. They are most 
commonly used in MS Windows as operating 
software. Also, Linux may be used in 
personal computers as operating software.

Personal Computers

Have low internal memory.

It is costly.

It is used in specic eld of life.

It is not easy to use.

Have large internal memory.

It is low in cost.

It is easily programmed.

It is used in all elds of life.

It is easy to use.

آ� ا��گ اور ڈ� ��وں � �ق �۔

� ا�� �رى ر� �  ز�دہ ا�� �رى ر� �۔

اس � آ�� � ا�را� �ا�ت � دى � �۔ اس � آ�� � ا�را� �ا�ت دى � � �۔

It is not easily programmed.

� ز�� � �ص �ں � ا�ل �� � � ز�� � �م �ں � ا�ل �� �۔

� ا�ل �� آ�ن � �۔ � ا�ل �� آ�ن �۔

� � � � � � � �

ا��گ �� ڈ� ��

� �
� ����� � ا� �� �� � � ا� ��و �� � � ذا� ��: �� ��(ذا� ��)� �� � آ� � ا� ۔

 �۔  ��   ا�ل  �م  ز�دہ �  �  �   �ر �   و� ��   آ�� �   و�وز  ا�  ا� �   �۔ �  �  �  �
�(Linux)آ�� � � �ر � ذا� �� � ا�ل � � �۔
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 It’s main aim is that the users can have 
all programs and data from their desktop 
computer on a portable computer.
 They have full sized keyboards, mouse 
or touch resembles like LCD. These are very 
expensive.

Laptop Computer

� �پ ��:  اس � �دى � � � ا�ل �� وا� �م �و�ا�ں اور ڈ� � ڈ� �پ �� � �� ا�ل 
��(Portable Computer)� �� � � �۔

 ور � ر� � � � ��۔  ��LCD � � � � �ے �� � � �رڈ،  �ؤس ا

 This is desktop computer made by Apple 
company. These have very attractive outlook 
and have more bright colours. They are 
expensive and precious too. So these are less 
used in society of middle class.

The Macintosh

   � ا� �(Apple Company)� �� �  ڈ� �پ �� �۔� �� � د� � �� � 
�� ��ش:������

   �ے ر� ر� �۔� � اور � � �۔اس � � �ل �س ��ے � � ا�ل ��                                                    اور ز�دہ �خ 

 A pocket computer has small and long 
lasting light batteries. They are also known as 
“palmtop” computers.
 Pocket computers are operated with special 
pens and touch sensitive screen as well as small 
buttons to enter data.

Pocket Computer

�� ��: ا� �� �� ز�دہ د� � � وا� � ��ں ر� �۔� �م �پ(Palmtop)�� � �ر � 
� �� �� �۔

 ��� �� ڈ� دا� �� � � �ص �ں اور �س � ا�� � �� �� �� �ں ��� 
�م �� �۔
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 A tablet is a small note book or mobile phone 
like latest technology of computers.

Tablet

 A smart phone is the latest kind of mobile 
phone. It has very important and innovative features 
and funs. One can play games on it or can draw 
pictures or can compose songs and music.

Smart Phone

�� ���� ��� � �� � �� ��� � �ح � ا� �� � �ٹ � � �  
�� ���� ��� �:�

��� �ن �۔

� � � �۔��� � � �� �� اور �زك �ز(�)� ��۔������ا�رٹ �ن: ا�رٹ �ن ��� �ن � �� � �۔� � ا� اور �� ��ت اور � ر��۔�� �  اس � 

 Answer the following questions.A

Exercise

1. Define a computer.

Ans:
Computer is an electronic machine that is used to solve different kinds of 
problems according to a set of instructaions given to it.

Ans:

Define digital computer.2.

A digital computer represents the data in digital signals 0 and 1, and then
processes it.

Ans:

What is a tablet?3.

A tablet is a small note book or mobile phone like latest technology of
computer.

9



What is the difference between personal computer and laptop computers?4.

Ans:
Personal computers are mostly used in MS windows as operating software and
by using Laptop computer users can have all programs and data from their desktop
computer on a portable computer.

What is a smart phone?5.

Ans:
A smart phone is a latest kind of mobile phone.

     Fill in the blanks.B

The word digital means discrete.2. (digits, discrete)

Computer is an electronic machine.1. (machine, mobile)

A modern petrol pump is the best example of hybrid computers.3.
(digital computers, hybrid computers)

A tablet is a small notebook of computer latest technology.4.
(pocket computer, tablet)

ATM machine is the example of latest computer technology.5.
(CPU, ATM)

     Encircle the correct option.C

Today computer stands for:1.

analog computera  digital computerb

hybrid computerc all of thesedP

Hybrid computersb

Digital computerc noned

Analog computersa  

2. _____________ computer are used in all eld of life.

P
Analog computers give output in the form of:3.

digitsa  analog signalsb numbersc raysdP

10



The macintosh is the type of _____________.4.

Micro computersa  desktop computersb

Mini computersc Mainframed

P

analoga  digitalb hybridc all of thesed

5. In hospitals, business and airports ___________ computers are
widely used.

P
     Match the Columns.D

Column A Column B

Speedometer, Voltmeter1. Digital computer

Smart phone2. Hybrid computer

Digital calculators3.

Latest type of
mobile phone

Modern petrol pump station4.

Analog computers

     Write the difference between Analog and Digital computer.E

     Label these devices.F

Analog Computer Digital Computer

Have low internal memory

It is costy

Personal computer voltmeter Laptop Computer Digital calculators

It is not easily programmed It is easily programmed

It is low in cost

Have large internal memory

11
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LEARNING�OUTCOMES

 After studying this lesson, students will be able to: 
 Learn about output device “Monitor”.
 Understand function of monitor.
 Differentiate between monochrome and colour monitors.
 Know about the types of monitor.

Output Devices

 Computer hardware components that are used to receive processed 
information from the computer are called output devices.
 An output device displays the processing results. like:
 Monitor is an output device.

Monitor

 It is an essential computer’s output device which 
allows us to look and view the programs (instructions 
given to the computer to perform a useful task) that 
processed by the CPU, on a screen. Screen is just looked 
like a TV (Television) screen.
 A monitor is also known as Visual Display Unit (VDU).
 It is a display device. It is also called display.

Essentials Of Monitor

Output

 The processed or manipulated form of data is called output.
�

��(ا� ڈ� � � � � � �)� ڈ� � �� �ہ � آؤٹ � �� �۔���� آؤٹ �: �و

    ا�ر�(��ت)�� �� � � ا�ل                                                                                                                              �� �رڈو� �� �� � �و 
��

آؤٹ � ڈ�ا��: 
�� �۔

 ا� آؤٹ � ڈ�ا� �و� � �� � �� �� � � � �� ا� آؤٹ � � �۔

��:  � �� � ا� ا� آؤٹ � � �� � ا�� � �و�ا�ں(� �م � ا�م د� � � 
 �  �� � دى � �ا�ت)� د� اور �� �� د� � � � �� � � � ��CPU ذر� �و  �

�ں۔  ا�� � وى (� و�ن)� �ح د�� د� �۔

12
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 Monitor display output in different ways as discussed below:

 �� و�ل ڈ� ��(VDU)� �ر �� �� �� �۔

 � د�� وا� � �۔ا� ڈس � � � �۔

�� آؤٹ � � � ��ں � �� �� �۔� � � � � � �۔

Examples of text-based 
output are memos, letters, 
reports, email messages 
and advertisements.

 ��  �  �   آؤٹ �  �  �
 اور   ��ت �  �ز،�ط،ر�ر�،اى

ا�رات �۔

Output often includes graphic to increase its visual 
appeal and convey information. Graphics include photos, 
charts, tables etc.

 ��   � ا� �ى � ��� اور��ت �� � � ��وں � ��  آؤٹ

�۔�ا� � ���،�رٹ اور � �� ���۔

Output often includes sound tracks, conversation, 
speeches, audio clips etc.

� و�ہ � � �� �۔���� آؤٹ � ا� �� ر�رڈ، �،�ر�،آڈ� 

Video clips are added to enhance the visual impact and 
understanding.

� � �ى ا� اور � ��� � � �� � �� �۔���� وڈ� 

Function of Monitor

 It shows text, pictures, photos, animation etc on 
its screen. It is the form of result, shown on monitor.
 For example when we press text keys like A, B, a, b 
etc on our keyboard, we can easily see them on 
monitor’s screen.
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 What is seen on the monitor is known as “soft copy”.
 The video card handles graphics that are displayed on the monitor.

ر �� وا�   ا� ا�� �د�� �۔� �� � �دا �� � ا�ل: � �،���،��ز ا� � و�ہ

رز� � ا� � � ۔

 �ل � �ر � � � ا� �� � � �A,B,a,bد�� � � ا� آ�� � �� � ا�� � د� 

� �۔

 ر�� �۔  �� � � د� �� ��� �� �� �۔و�� �رڈ �ا� � �ول �� � � �� ��دا

Types of Monitors

 There are three types of monitors.

 CRT Monitor (Cathode Ray Tube)

 LCD Monitor (Liquid Crystal Display)

 LED Monitor (Light Emitting Diode)

�� � � ا�م �۔
 � آر� ��(�ڈ رے �ب)

 ا� � ڈى ��(�ڈ �� ڈس �)
 ا� اى  ڈى ��(�� ا� ڈا�ڈ)

1

2

3

1

2

3

CRT Monitor

 These monitors used a technology i.e cathode 
Ray Tube technology.
 Their appearance looks like a TV sets. CRT 
monitors have two basic parts as:
 Screen
 Cathode Ray Tube (CRT)

1

2

 Screen is the front side of the monitor while CRT is the hardware part 
tted inside the monitor.

� آر�             ��: � �� ا� ��� ا�ل �� � � �ڈ رے �ب ���۔

 ن� � � وى � � �ح د�� د� �۔� آر�         ��ز � دو �دى � �� �؛� �:  ا

(CRT)ا��    �ڈرے �ب 

ا�� �� � �� وا� � � � � آر� (CRT)�� � ا�ر � � � �رڈ و� � � �۔

12
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 LCD monitors have a at and lightweight surface. 
They create images with a uid, liquid crystal that is 
transparent and become opaque when charged with 
electricity. LCD screen provides us clarity and thicker free 
viewing. Digital watches, calculators etc are also using LCD.

LED Monitors

 LED stands for “Light Emitting Diode”. LED is the 
latest technology. It is used with computer as well as it 
becomes TV to play cables directly. It is the modern form 
of monitor. It has at screen. 

LCD Monitors

Fluid ,  l iquid  راور او� در� � � وزن � �� �۔  �  LCD    �� � �ا

crystal � �� �و� �� � � � � �رج � � �ف اور � �ف �� �� �۔ LCD � �ف اور 
��� و�ہ � LCD � ا�ل �� �۔����� وا� ا�� �ا� �� �۔ ڈ� ��ں، 

��
� ڈا�ڈ(light emitting Diode)� � �۔ا�  اى  ڈى �� �� ��� ��� ا� اى  ڈى(LED)�� ا

� ۔ � �� � �� ا�ل �� � �وہ از� � �اہ را� � �� � � � وى � �� � ۔ � �� � �� 

 را�� ر� �۔ � �۔ � �ا

Monitor controls
buttons

Remote

Monitor Controls

 At the bottom side, there are many buttons on a 
monitor. They are used to:
 Adjust contrast and brightness of your choice.
 Expand image vertically or horizontally.
 Power ON / OFF switch.
 Have function buttons to use up and down 

arrows for adjustment of features.

�� � ا�رات : �� � � �ف � � � �� �۔� ا�ل �� �:

 ا� �� � �ا�(�� � رو� اور �ر� �ں � ا�ر)اور رو� � ا�� ��� �۔

ً ا� � �دا� ا� �ر� و� �� � �

15
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 �ور �� اور � �� وا� �

 ء� �� د�� � او� اور � � �ف � � �ن ا�ل �� � � � � ر� �۔  ا�ا

Categories Of Monitor

 All monitors can be categorised by the way they display colours. 
There are two categories of monitor as:
 Monochrome Monitors    Colour Monitors.

12

 ن� ر� �� � � � �� �۔�� � دو ا�م �۔ �� � در� �ى: �م ��� در� �ى ا

 �� �وم ��    ���

Monochrome Monitors

 Monochrome monitors displays only one colour 
such as green, white or amber etc against a 
contrasting background that is black. Monochrome 
monitors display only text and not the graphics.

�� �وم ��: ���وم �� �ف ا� ر� �� �� � � � �� � 

 �� �ف    � � � �� � � �� �،� � �� �� و�ہ۔�� �وم

� ��� ��� اور �ا� � � ��۔

Colour Monitors

 Colour monitors display combination of red, 
green and blue colours. These are known as three 
basic colours.
 The combination of these colours displays a full 
range of colours on the monitor’s screen.

�(ر�ار)��: �(ر�ار)�� �خ،� اور � ر�ں �ا�اج �� �� �۔� � �دى ر�ں � 

�ر � �� �� �۔

 ن� ر�ں � ا�اج �� � ا�� � ر�ں � � ر� �� �� �۔  ا
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Red Green Blue

�خ � �

(Display of Basic Colours) (�دى ر�ں � ا�ر)

Features Of Monitors

 The quality of a monitor depends upon different factors / features.
 The main features of monitor are as follows:

�� � ��ت: �� � �ا� � ��/��ت � � �۔

 �� � �دى ��ت درج ذ� �۔

Size

 The size of monitor is measured in inches. It is 
measured diagonally. It  means that size is measured 
from uper-right corner of a screen to lower-left corner.
 The large size monitor can display more information 
at a time.

��: �� � �� ا�ں � �� �� �۔� �� �� �� �۔اس � � � � �� � او� وا� دا� �رے � 

� وا� �� �رے � �� �� �۔

 �ے �� � �� ا� و� � ز�دہ ��ت د� � �۔

Colours

 The colour display screen shows “output” in multiple 
colours. The colour display screen are also called RGB 
monitors. RGB display screen can create 256 different 
colours.

 وا�  ��  ��   �۔ر�  د�� �   ر�ں  ز�دہ �   ا� �  ‘‘  �   آؤٹ  ا��’’  وا� ��  ��    ر�: ر�

ا�� آر � �(RGB)�� � �� �۔آر � �(RGB)ڈس � ا���256 ر� � � �۔

Resolution

 The display screen is divided into small dots. These dots are called 
“pixels”. The number of pixels on a screen is called its resolution. In high 
resolution computer monitors, more items can be t on the screen but the
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Dot Pitch

 The distance between each pixel on the monitor screen is called “dot 
pitch”. Dot pitch is a factor that you can use to measure image clarity on a 
monitor.

items appear in smaller size.
 The high resolution monitors are always 
preferred to see video lm as well as for designing 
graphics.

 �   �ط  �۔� ��  �  �   �ط ��   ا�� �  ر�و� �: ڈس

P �� �۔ا�� � �ط � �اد اس � ر�و�� �� �۔��  i x e l s
� �� ��� ��� �� �� �� ��� �� � � آ� �۔ِ� �� � � � � � � � آ ر�و�� �� �� � ا�� � ز�دہ آ

 �� ر�و�� ��� و�� د� � �� �� �ا� � ڈ�ا� �� � � � �� دى �� �۔

ڈاٹ �: �� ا�� � � � � در�� �� ڈاٹ � �� �۔ڈاٹ � ا� � و �� � � آپ �� � ا� 

� �ف �� � �� � � ا�ل � � �۔

Dot Pitch
(Shadow Mask)

Dot Pitch
(Aperture Grill)

Refresh Rate

 It indicated the number of times the screen is refreshed in one 
second.

ر�� ر�: � اس �اد � ��� �� � � �ر ا� � � ا�� ر�� �� �۔
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 Answer the following questions.A

1. What is a monitor?

Exercise

Ans:
It is an essential computer’s output device which allows us to look and view
the programs (instructions given to the computer to perform a useful task)
that processed by the CPU, on a screen. Screen is just looked like a TV
(Television) screen.

What is meant by “soft copy”?5.

Differentiate between monochrome and colour monitor.2.

Write two types of monitors.3.

Write the names of “Basic Colours” in colour monitor.4.

Ans: Monochrome monitors display only one colour  such as green, white or 
amber etc. While colour monitors display combination of red, green and blue
colours.

Ans:
(I)      CRT Monitors                 (ii)    LCD Monitors 

Ans:
Red, Green and Blue are the basic colours in colour monitor.

Ans:
What is seen on the monitor is known as “Soft copy”.

     Tick (P) the correct and cross (O) the wrong statements.B

Monochrome monitors display only one colour.1.

LCD screen provides us clarity and icker free viewing.2.

LED stands for “Liquid Emitting Display.”3.

Monitor is an input device.4.

A video card handles graphics which are displayed on the
monitor.

5.

P

P

O

O

O
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2. The processed form of data and information is called ___________.

     Encircle the correct option.C

Monitor is an:1.

Input devicea  I/O devicesb output devicec printingdP

outputb output devicesc nonedinputa  P
To display output on the monitor screen ____________ are used.3.

The display screen is divided into small dots; are called.4.

RGB stands for:5.

printersa  video cardb barcode readerc memory carddP

pixelsa  unitsbgraphicsc wallpapersdP

Real Graphics Basea  Red, Green, Blueb

Rise Gigga Bytec Red, Grey, Blackd

P

     Match the Columns.D

Column A Column B

LCD1.

is an output device.

Monitor2.

Cathode Ray Tube.

CRT3.

displays only one colour.

Monochrome monitor4.

Liquid Crystal Display.

LED5.

Liquid emitting display.

     Label these given monitors.E

LCD Monitor CRT Monitor LED Monitor
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LEARNING�OUTCOMES

 After studying this lesson, students will be able to:
 Understand system unit, motherboard, processor 

and memory.
 Differentiate among different storage devices.

 We have studied about input devices and output devices to enter 
data and to show result respectively. Just like these devices, a computer 
also needs devices for processing and storage of data, so system unit and 
storage devices fulll these requirements of a computer.

System Unit

 The system unit is a case / box that contains 
electronic components of the computer used to process 
data. System units are available in many shapes and sizes. 
It is made of metal or plastic to protect the internal 
electronic components.

System Unit &
Storage Devices

Intput Device

CPU

Block Diagram of a computer system.

Output Device

Secondary
Storage

Memory

ALU

Control Unit

21

 � آ�ت � ��� ڈ� دا� �� اور �� �� �� � �� � �ھ � ِ ؤٹ  � ان � آ�ت اورآ

�۔ان آ�ت � �ح �� � �و� اور ڈ� � ا�ر �� � � �ں � �ورت �� �۔اس � � 

 �� �۔ �� اور ذ�ہ ��وا� � �� � اس �ورت � �را

/�� � � ڈ� � �و� �� � ا�ل �� وا� �� � ا�ا�  � ��: � �� ا� ڈ�

�ں � � �� �۔� �� � � �ں اور �� � د�ب �۔� ا�رو� ا�ا� �ں � �� 

� � د�ت � �� � �� �� �۔



 All the electronic components and storage devices are parts of a 
computer system.
 Electronic components of system unit are these:
 Motherboard      Processor
 Memory       Buses

Components Of System Unit

22

Let’s Learn About The Processor

 The processor is also called the central 
processing unit (CPU). It carries out the basic 
instructions that operate a computer.
 Processor contains two components:
 ALU (Arithmetic Logic Unit)
 CU (Control Unit)

1

2

Let’s Learn About The Motherboard

 The motherboard or a main board is the main 
circuit board in an electronic machine like: 
computer.
 Many electronic components of the 
computer are attached to the motherboard.

��
� �� � �: �م ا�ا� � اور ا�ر� ڈ�ا�� (ڈ� ذ�ہ �� وا� �)�� � � �:

 � �� � ا�ا� � � �۔
�  �ر �رڈ   �و�  �رى   ���

آ� �ر �رڈ � �رے � �: �ر �رڈ � ا� � �رڈ ا�ا� � � �� � �دى �� �رڈ �۔

 �� �� � ا�ا� � �ر �رڈ �Motherboard �ے �� �۔

 �ا�ت ر� � �  آ� �و� � �رے � �: �و� � �ل �و� �� � � �۔� �دى

�� � �� �۔

� �و� دو �ں � � �� �۔
�� � �� ��)   � �(�ول ��)����  ےا� �(آر � ا 12
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Arithmetic Logic Units

 It controls the basic calculation such as addition, subtraction, 
multiplication and division.

Control Unit

 It controls all the programs of the computer.

 � �دى �ب �ب � � �،�،�ب اور � � �ول �� �۔

�
�� ����:�� �� � �آر

�ول ��: � �� � �م �و�ا�ں � �ول �� �۔

Let’s Learn About Memory

 Memory is a very important part of a computer. Memory part of a 
computer. Memory consists of electronic components that store 
instructions waiting to be executed by the processor.

آ� �رى � �رے � ��: �رى(�دا�)�� � ا� � ا� � �۔�رى ا�ا� �ں 

� � �� � � �و� � ذر� � � آ� � � �ا�ت � ذ�ہ �� �۔

Types Of Computer Memory

 The system unit contains two types of memory.
 ROM  (Read Only Memory)
 RAM  (Random Access Memory)

1

2

�� �رى � ا�م: � �� دو�ح � �رى � � �� �۔
� �رى)������ 12 روم(ROM) (ر� او� �رى)  ر�(RAM) (ر�م ا

 Read Only Memory (ROM) is the permanent memory of 
computer which are all storage media loads into ROM.
 The data on ROM cannot be changed.
 “ROM” is a primary memory of computer and it is only 
readable.

ROM

روم: ر� او� �رى �� � � �رى � �م ا�ر� ��             روم(ROM)� �ڈ �� �۔
 روم(ROM)� ڈ� �� � � � � � روم(ROM) ��� ا�ا� �رى � اور � �ف �� 

� �� �� �۔



RAM

 Random Access Memory (RAM) is found in the shape of circuit board. 
It is xed on motherboard. 
 It is a temporary memory and removed when you shut down your 
computer. RAM is a changeable memory.
 Difference between ROM and RAM are as under:

ROM

Read Only Memory

Permanent

Unchangeable

Read able

RAM

Random Access Memory

Temporary

Changeable

Write able

Buses

 A bus is an electronic path that 
transfers data from one place to another 
place. Buses consist of two parts are:
 Data Bus
 Address Bus

24

� �رى(RAM)�� �رڈ � � � ��د �� �۔� �� �رڈ � �� �� �۔������ ر�: ر�م ا

 � �( R A M )  � �ر� �رى � اور � آپ ا� �� � �� � � �� � �� �۔ر�

�رى �۔

 ROMاور�RAM در�ن �ق �ر� ذ� �۔

� �رى������ ر�م ا

�ر�

�� � �

� �

ر� او� �رى

�

�� � ��

�

 Data bus is used to transfer actual data and the “Address bus” is used 
to transfer information about the actual data, when the data is kept in the 
memory.
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 � ا� ا�ا� را� � � ڈ� � ا� � � دو�ى � � ���۔
� �:��

 � دو �ں � � �� �۔

(Address Bus) � ا�ر�  (Data Bus) � ڈ� 

 ڈ� � ا� ڈ� � � �� � � ا�ل �� � اور ا�ر� � ا� ڈ� � �رے � ��ت � 

�� � � ا�ل �� � � ڈ� �رى � ر��� �۔

 Magnetic disks use magnetic particles to store 
items such as data, instruction and information on a 
disk. Magnetic disks are coated with layer of a 
magnetic material.
 Magnetic disks magnetize parts of the 
surface to record information. “Hard disk” is a most 
common type of magnetic disk. Some magnetic 
disks are portable and easy to transfer from one 
computer to another.
 Floppy disk is magnetically sensitive enclosed in plastic case. A disk is 
a digital medium.

Magnetic Disks

Let’s Learn About Storage Devices

 Storage devices are used to store data and programs permanently for 
later use.
 Some most commonly used storage devices are:
 Magnetc Disk     Hard Disk
 CD       VCD
 DVD       USB

��
 �و�ا�ں �   ڈ� اور  ا�ر� ڈ�ا��

��
آ� ا�ر� ڈ�ا��(ڈ� ذ�ہ ��وا� �) � �رے � ��:

���� ا�ل �� � � � �ر � ذ�ہ �� � � ا�ل �� �۔
 � � � ز�دہ �م ا�ل �� وا� ا�ر� ڈ�ا�� درج ذ� �۔

 � ڈ�    �رڈ ڈ�    � ڈىِ

 وى � ڈى    ڈى وى ڈى    � ا� �   

   � ڈ� ا� � � ڈ�،�ا�ت اور ��ت � ڈ� � ذ�ہ �� � � �  ��:� � ڈ

�ر� ا�ل �� �۔    
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 � ڈ� � � �ر� � � �� �� �۔� ڈ� ��ت ر�رڈ �� � ��و� 

� � �ں � �� �� �ا � د� �۔� � ڈ� ا�ل �� اور ا� �� � دو�ے �� 

� � �� � آ�ن �� �۔

 �� ڈ�(Floppy disk)�� � ڈ� � � �� �ر � �س �۔ڈ� ا� ڈ� آ� �۔

 A hard disk drive is a storage device that 
consists of one or more inexible, circular platters. 
Through hard disk we can store movies documents, 
digital photos, music, videos and software into the 
computer.

Hard Disk

 � دا�وى  �رڈڈ�: �رڈڈ� ا� ا�ر� ڈ�ا�(ڈ� ذ�ہ �� وا� آ�)�� ا� � ا� � ز�دہ

 ڈ� � ذر� � ��،د�و�ات،ڈ� ��ز،�زك،و��ز اور �� و� �  �ں � � �� �۔�رڈ

�� � ذ�ہ (ا�ر) � � �۔

 ڈ�   ڈ� �اروں � �� ��ت ر� � �۔�رڈ  ڈ� ا�ل �ہ � � �� � � ۔�رڈ  �رڈ

�� ڈ� � ز�دہ �ظ اور � �

 Hard disk cannot be removed by the user. A hard disk can have 
thousands megabytes of information. Hard disk is safer and faster than 
oppy disk.

 CD stands for Compact Disk. It is mostly used to 
record audio recordings. To read a CD, insert it into CD 
drive or CD player.
 A compact disk (CD), is based on laser technology.
 CD’s memory becomes Read Only Memory (ROM).

Compact Disk (CD)

�� ����� � ڈ� � � �۔� ز�دہ � آڈ� ر�رڈ�� � � ا�ل �� �۔ا� � ( C D )  � ڈى
�� ����� � ڈ�:�

�
� ڈى(CD)� �� � � ا� � ڈى ڈرا� � � ڈى �� � ڈا�۔��



 VCD stands for Video Compact Disk. It is used to record video movies 
or wedding clips etc.

 DVD stands for Digital Versatile Disk. It is used for storage of both 
audio and video. It is better than CD in quality. Its storage capacity ranges 
from 4.7 GB to 60GB.
 To play DVD, insert it into DVD player.

 Flash drive is electronic based device and consists of data storage ICs. 
It is a portable storage device that is small and light in weight. It can be 
transported from one place to another. It is “plug and play” device i.e easily 
accessible.

Universal Storage Bus Drive (USB)

DVD

VCD
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�� ����� � ڈ� �ر ��� �� �� �۔� ڈى(CD)� �رى ر� او� �رى(ROM)� �� �۔� ا� 

�� ����� � ڈ� � � � وى � ڈى:وى � ڈى(VCD)و�� 
� و�ہ ر�رڈ �� � ���� �۔ � و��،� � �دى � 

� ا�ل �� �۔

 ڈ� ور�� ڈ� � � �۔� دو�ں آڈ� اور و�� � ذ�ہ �� � � ا�ل   وى ڈى ڈى وى ڈى: ڈى
��� �۔� �ا� � � ڈى � � �۔ اس � ذ�ہ �� � ا�اد � ر��60GB�4.7GB۔

 ڈى وى ڈى � �� � � ا� ڈى وى ڈى �� � ڈا�۔��

� � ڈرا� ا� ا�ا� آ� � اور آ� � ا� (ICS)ڈ� ���� ��ر� ا�ر� � ڈرا�: 
ا�ر� � � �� �۔� ا� �� ا�ل ا�ر� آ� � � �� اور وزن � � �۔ا� 

ا� � � دو�ى � � � � �  � �۔� � ا� � آ� � آ�� � �� ر�� �۔



 Answer the following questions.A

1. Define the “Processor”.

What do you mean by system unit?2.

What is the motherboard?3.

Exercise
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Ans:
The processor is also called the central processing unit (CPU). It carries out
the basic instructions that operate a computer.

Ans:
The system unit is a case/ box that contains electronic components of the
computer used to process data.

Ans:
The motherboard or a main board is the main circuit board in an electronic
machine like: computer.

Define “CD”.4.

Ans:
CD stands for compact disk. It is used for audio recordings.

What is a primary memory?5.

Ans:
“ROM” is a primary memory of computer.

Define “USB”.6.

Ans:
USB is electronic based device and consists of data storage.

     Fill in the blanks.B

USB stands for Universal Storage Bus Drive.1.

There are two types of memory.4.

DVD is better than CD.2.

Magnetic disks magnetic parts of the surface to record information.3.

Storage devices are used to store data and programs permanently

for later use.

5.



     Encircle the correct option.C

VCD stands for: 2.

The               is the electronic component that interprets and carries
 out the basic instructions that operate the computer.

1.

29

                     is a most common type of magnetic disk.3.

4. The average hard disk drive can store about          billion characters.

                   is a permanent types of memory.5.

               kind of memory is changeable.6.

memorya  processorb both (a) & (b)c motherboarddP

Visual CDa  Video Compact Diskb

Video Control Diskc Noned
P

hard diska  oppy diskb CDc DVDdP

120a  200b 320c 410dP

ROMa  RAMb both (a) & (b)c none of thesedP

ROMa  RAMb Flashc none of thesedP
     Match the Columns.D

Column A Column B

RAM1.

CD2.

USB3.

Hard Disk4.

Motherboard5.
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LEARNING�OUTCOMES

 After studying this lesson, students will be able to: 
 Know how of Microsoft windows.
 Familiar with early history of windows.
 Learn about desktop & icons.

 I t  i s  t h e  m o s t 
important program of a 
computer. The operating 
system carries out all the 
important tasks of the 
computer. A computer 
cannot  work  wi thout 
h a v i n g  a n  o p e r a t i n g 
system. It helps us to 
communicate with the 
computer.

Operating System

Microsoft Windows As
Operating System

Functions Of Operating System
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 د�   ا�م �   �م  ا�  �م �  ��  �   �۔آ��  �و�ام  ا�  ز�دہ �  �  �  ��  �:�  آ��

�۔�� ا� آ�� � ر� � �م � ��۔� �� � �� �ت � �� � �رى �د �� �۔

 Basic functions of operating system are given below:
 To start and run the computer.
 To coordinate a task.
 To control performance.
 To monitor the memory.

آ�� � ��م: آ�� � � �دى �م ذ� � د�� �۔

 �� � �وع �� اور ��    �م � ��ط ��

 �ر�د� � �ول �� �    �رى � آ�ہ ر�



31

Microsoft Windows

 Microsoft windows is a family of operating system for personal 
computer. The windows operating software has been developed by 
Microsoft corporation in 1985.
 In 1990 Microsoft corporation rst introduced windows 3.0. This 3.0 
version of windows imitated operation by using a specic device named as 
“Mouse”.

ِ ��و �� و�وز: ��و�� و�وز � � �� � � آ�� � � ��ان �۔و�وز � � � �� ِ

وا� �� و�1985ء � ��و�� �ر�ر� � �ف � �ر � �۔

 1990ء� ��و �� �ر�� � � �window 3.0رف �وا�۔و�وز � اس3.0ورژن � 

ا� �ص آ� � �ؤس � �م د� �� � ا�ل �� �� آ�� � � �۔

Windows 93 (Windows Nt)

 It was a powerful and multi tasking 
system. They expended windows to operate 
and handle UNIX along with MS-DOS in 1993.

9(و�وز ا� �): � ا� ��ر اور � � �م ا� ��  3 و�وز
 �� �MS-DOS� وا� � �۔ا�ں �1993ء ��

���UNIX �� اور �ل �� � � و�وز � و� دى۔

Windows 95

 This was based on DOS (Disk Operating 
System). Microsoft introduced a new version 
of windows named as Windows-95.

و�وز95: اس � �د ڈى اوا� (DOS)ڈ� آ�� � � 
9 5 �۔ ��و �� � و�وز � ا� � ورژن �و�و 

(Window-95) � �م د� �،�رف �وا�۔
Windows 98

 Microsoft introduced an improved 
version in 1998, named as Windows 98. It 
was 32-bit system.

�1 ا� � � ورژن �  9 9 8 و�وز98: ��و �� �
و�و98(window-98) � �م د� � ،�رف �وا�۔ �-32)

 (�bit �۔



Windows 2000

 The Windows 2000 was the vast version 
with professional and server option.

Modern Windows Versions

 The latest and currently using windows are available in market.
 Windows provides us a graphical user interface (GUI).
 Some useful and important types of operating system are given below:
 Windows Xp     Windows Vista
 Windows 7 (Seven)    Windows 8 (Eight)
 Windows 10 (Ten)
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 �( S e r v e r ) �2و� اور �ور  0 0 0 و�وز2000: و�وز
ا�ب � ا�ر � �� و� ورژن �۔

�� و�وز ورژن: �� اور �� ا�ل �� وا� و�وز �ر� � د�ب �۔
� �زر ا� �(GUI)� �� �۔����  و�وز � �ا

 آ�� � � � � اور ا� ا�م � دى � �۔

(Window vista)و�وز و�    XPو�وز 

(Windows 8) 8و�وز  (Windows 7) 7و�وز 

(Windows 10) 10و�وز 

Windows Xp Windows Vista Windows 7

Windows 8 Windows 10



Windows Explorer

 It acts as a directory browser and 
les manager for windows and other 
additional features. It is a faster way to 
manage your les.

Windows Desktop

 When you start your PC, the 
desktop is the rst thing you see after 
log on the computer. Desktop images 
are shown below represents the screen 
with icons for various programs.

Components Of Desktop

 The screen upon which icon, windows etc are displayed is known as 
“Desktop”. The windows desktop may contain a background, one active 
windows, icon and various bars such as taskbar, menu bar etc. showing 
processing option.
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و�وز ڈ� �پ: � آپ ا�(PC)ا�رٹ �� �،
� ڈ� �پ � � �� �۔ � آپ �� �گ آن(Log on)�� � � د��۔ڈ� �پ ا�� � � �� ��

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

و�وزا�رر: � ��� �اؤزر،و�وز �� �� � اور 

دو�ى ا�� ��ت � �ر � �م �� �۔� آپ � ��ں � �� � ��� �� �۔

Desktop

TaskbarStart Button Icon Tray

Wallpaper

Clock

Icons



Taskbar

 It provides information and access to all applications that are being 
currently run by windows.

Windows Icon

 It is a graphical image icon help us to execute commands quickly. 
Following are the some important icon and their uses.

Booting

 After switching on the computer it starts processing and loading the 
operating system. This is known as “Booting Process”.

34

�
�� ر �� � ڈ� �پ �� �۔ و�وز ڈ� ��� �،و�وز و�ہ �دا ٓا ��ڈ� �پ � ا�ا (�): ا�� � �� ��� ������ �� �ر و�ہ � �و� � آ� �� �� � اور � � � �ر � � �� �ر، ٓا �پ ا� � �،�ك و�و�ز،

�ر� �ں � � � � �۔

 �� �۔ �� �و� �� �� � � � آ�� � � � �� اور �ڈ �� �وع � د� �۔�   :��

��� �� � ر�� د� � � و�وز � ذر� � ا�ل �� �ر� �۔���������� �� �ر: � ��ت � �� � اور �م ا

� �
� �� �� �� �� � ���� �  � �� � �د د� �۔�ر� ذ� � ا� آ � � � ا��ت � �را � ا� آ ً � ا� �ا

�
�� ���:� و�وز آ

 ن� ا�ل �۔ اور ا

“ M y  C o m p u t e r ”  i c o n 
provides an access to the 
different parts of computer.

�
�� ��� � �� � ”My Computer“  آ

� �ں � ر�� د��۔

The “My Document” folder 
is a regular folder that can 
keep on windows desktop.

”My Document“��ر ��� ��ر 

� � و�وز ڈ� �پ ��رى ر� �۔
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The “Internet Explorer” icon 
starts the internet explorer 
browser. It is an access to 
the world wide web (www).

�
�� � ا�� ��� ”Internet Explorer“آ

ا�رر �اؤزر � ا�رٹ �� � � ور� 
وا� و�(www)� ا� ر�� �۔

Windows sends a deleted le into a 
default folder “Recycle Bin”. Files / 
folders can be restored from recycle 
bin or removed permanently.

و�وز ڈ� (�� �)�� � 
ڈ�� ��ر رى �� � � 
� د� �۔��/��ر رى 

 �۔ �  �  �  �  �  �  �  �  �  �  �  ��  �   ا�ل  دو�رہ �  �  ��

 Answer the following questions.A

1. What stands for OS?

Define computer?2.

What do you mean by MS Windows?3.

Exercise

Define an operating system?4.

Ans:
OS stands for operating system.

Ans:
Computer is an electronic machine that is used to solve different kinds of
problems according to a set of instructions given to it.

Ans:
Microsoft windows is a family of operating system for personal computer.
The windows operating software has been developed by Microsoft
corporation in 1985.

Ans:
It is the most important program of a computer. The operating system carries
out all the important tasks of the computer.



     Fill in the blanks.B

Icon is a graphical image icon that represent the application.1.

A desktop has icons, background, taskbar, clock and start button.2.
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Write three functions of operating system.5.

6. Name three modern windows versions.

Ans:
Basic functions of operating system are given below:

 To start and run the computer.

 To coordinate a task.

 To control performance.

Ans:
1.  Windows XP            2.  Windows vista         3.  Windows 7 (seven)

“My computer” icon provides an access to the different parts of computer.4.

Windows sends deleted les into a “Recycle Bin”.3.

     Match the Columns.C

Column A Column B

access to the world
wide web (www).

Windows 952.

Windows was developed in1.

Based on DOS

Small images on desktop3.

operating system of PC

1985

Internet explorer4.

Windows5. Icons

     Encircle the correct option.D

1. __________ is the operating system for PC:

MS windowsa  Iconb Desktopc GUId

“My computer” icon provides an __________ to the different parts
of PC.

2.

introductiona  accessb alternatec all of thesed

P

P
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3. ___________ was the version of windows that had server option.

Windows 93a  Windows 95b

Windows 98c Windows 2000d

GUIa  Bootingb Desktopc Windowsd

After switching on the computer it starts processing and loading
operating system known as __________.

4.

Windows 98a  Windows 2000b Windows 10c noned

5. Modern windows versions:

P

P

P



 A computer is an electronic machine. 
A computer accept the data as input, 
process it and produces the result as output.
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Computer & Information
Technology

Computer

Role Of Computer

 Computer plays a vital role in our daily life, like:

 Computers are being used for writing letters, 
documents, reports and sending and receiving e-
mails etc.

In Ofces

 
LEARNING�OUTCOMES

 After studying this lesson, students will be able to:
 Describe the role of computer. 
 Know about computer based information system. 
 Have the concept of internet.
 Learn about E-mail.
 Have the aim of browsing.

Information
Technology

Information
System

Hardware
Software
Internet

Data
People

{ {

38

ِ �  �   ان �   ڈ�  �۔�� �   ا�ا�  ا� �� :��

 � ��ر �   آؤٹ �ر � �� ���اس � � �� �اور

�� د� �۔

 رادا �� � �: �� � ا�ل: �� �رى روز�ہ ز�� � ا� �دا

 اور اى � و�ہ � اور ��ل  د���:�� �ط،د�و�ات،ر�ر� 

�� � � ا�ل � � ر� �۔



In Hotels

 Computer are used here for advance booking 
of suits, preparing bills and for enquiry services.

In Railways

 Compute r s  a re  be ing  used  fo r  ra i l 
reservations, printing of tickets, printing and 
preparing reservation charts.

 Architects used computers for buildings, or 
bridges’s design and for construction purposes.

For Design & Construction

 Computer based information system is the most advance system of 
communication all over the world. We are living in the era of information 
and computer based modern technology.
 There exist-ve components in a computer based information system as 
hardware, software, data, procedures and people (user). For a comprehensive 
picture of this computer based system we see them one by one as:

Components Of Computer Based Information System (CBIS)
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 � ��،� �ر ��  ��ں �:���ں �وں � ا�وا� (�) 

اور �ت � ��ت � � ا�ل �� �۔

ر�ے �: �� ر� � �،� ��،رى زرو� �ر� � �� اور 

�ر �� � � ا�ل � � ر� �۔

ڈ�ا� اور � � �:�ر �ر�ں � �ں � ڈ�ا� اور �ى �� � 

� �� ا�ل �� �۔

�� � ا�ر� � � �:�� � ا�ر� � د� � � ��ت � ���� � � � �� 

��� � � ��ت اور �� � دور � رہ ر� �۔

 ا�ل   �گ  اور �   و�،ڈ�،��  �رڈو�،�� �  �   ا�ا ��  �  �   ا�ر� �  �� 

�ہ)��د �� �۔�� � � � �� � �� � � ا� ا� ا� � � د� � �:
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Hardware

 This term refers to machines, parts and physically supporting 
equipments. �رڈو�: اس ا�ح � �اد �ں � � اور � ا�ادى �زو ��ن �۔

Software

 Non-physical part of a computer is called software. Software consists 

of a computer programs, and programs tells the computer what to do and 

how to do?

 ��� و� �� �۔�� و� ا� �� �و�ام � � �� � اور  �� و�: �� � � �دى

 م�� � �� � � � ��� اور � �� �؟ �و�ا

Data

 It consist of the raw facts and gures that are 
used by certain program to produce useful 
information. They may be in text, graphics or 
shapes etc.
 Data is stored on disk or tape in read-able 
form, until the computer needs them.

 ما�ل  ڈ�: � � آ�ز �� اور ا�اد و �ر �� �� � � � ��ت �� �� � � �ص �و�ا

��  �۔� �(� �ا �اد)،�ا� � �ں و�ہ � �رت � � � �۔ڈ� � � �� �� � 

� ڈ� � � � ذ�ہ �� � � � �� � اس � �ورت � �ے۔

People / Users

 People or users are very necessary if it is to be useful, who inuence 
the success or failure of the information system.

 �  �   �ا�ر�  �۔  �ورى  �ن  �ہ  ا�ل  اور  �گ �  �  �   ��ہ �  �گ/ا�ل �ہ �ن: ا�

 ز�� �۔ ��� اور ��� � ا� ا�ا
Internet Browsing

 “Internet is a network of computer networks, which spreads all 
information across the global village.”
 In internet, millions of computers remain connected together through



Web-Browsing

 On web-browsing user can view web 
(website) pages by using a web-browser such 
as internet explorers, Mozilla Firefox, Google 
Chrome, Opera Mini, Safari etc.
 “A browser is an application which 
provides a window to the web”.

Opera Mini

Internet
Explorer

Mozilla
Firefox

UC Browser Safari

Chrome
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 a well communication system. Internet 
also use telephonic communication 
system.
 We can use following major services 
on internet as:

 ا�� �� � ور� � ا� �ل � �  ا�� �اؤز�:

�� و�(د�)� ��ت �� �۔

 �   �م  �ا��  ا�  ا� ��   ��ں �   ا��

ذر� ا� دو�ے � �� � ر� �۔ا�� � �ن � �ا�� �م � ا�ل �� �۔

 � ا� � � �ر� ذ� ا� ��ت ا�ل � � �۔�:

 ��،��   ا�رر،�ز�،�� �   ا� �  �   �اؤزر  و�  �ہ  ا�ل �   �اؤز� و� �اؤز�: و�

�وم،او�ا �،�رى و�ہ ا�ل � � و� � و�ہ د� � �۔
� �������� � � � و�و � و� �� � � �� �۔��  �اؤزر ا� ا

E-mail Services

 This service allows people and users to send 
and receive text messages, pictures, music, le 
even anything they want to send to others.

 ہ ٰ� � � � � و اى � �و�: � �وس ��ں اور ا�ل �ہ �ن � ��ى ��ت،���،��،�� �

دو�وں � � �� � � اور ��ل � � �۔



Electronic Mail (E-mail)

 E-mail is the most advance and fast application of 
internet. It is a mode of communication. The 
communication through E-mail is more quick, reliable 
and responsive.
 Electronic mail  has advantages as:
 Fast communication
 Cost free services
 More efcient
 Very simple usage
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� �������� � �۔� � ر�� � ذر� �۔اى � �� ا�ا� �(اى �): اى � ا�� � �� �� اور � ا
را� �۔ � ذر� � ر�� ز�دہ �،�� ا�د اور ذ� دا

 ا�ا� � ��ں ��ت ر� � �:
 � � ر��      � ��ت  

 ز�دہ ��      � آ�ن ا�ل

 Answer the following questions.A

1. Describe the role of computer in our society.

Exercise

What is the role of computer in offices?2.

Name the parts of computer based on information system.3.

Ans:
Computer plays a vital role in our life like its is used in hotels, railways
and for design and construction.

Ans:
In offices computers are being used for writing letters, documents, reports
and sending and receiving emails etc.

Ans:
Hardware, Software, Data, People, Internet Browsing, Web Browsing, Email
services and electronic mail are the parts of computer based on information
system.

What do you meant by “Internet”?4.

Ans:
Internet is a network of computer networks, which spreads all information
across the global village.



     Fill in the blanks.B

Computer is an electronic machine.1.
Non-phisical part of a computer is called Software.2.
E-mail is the most advance and fast application of internet.3.
A processed data is called information.4.

Write the names of web-browsers.5.

Ans:
Internet explorers, Mozilla Firefox, Google Chrome, Opera Mini and safari 
are web-browsers.

CPUb Memoryc MonitordSoftwarea  

1. The most important piece of hardware is:

     Encircle the correct option.C

Web browsinga  Web sitesb E-mailc Surngd

2. Viewing pages on web is called ___________.

toolsb computerc hardwaredsoftwarea  

3. Architects use ____________ to design buildings etc.

Engineering Mailinga  Electronic Mailb

Electronic Storec Electrical Engined

4. E-mail stands for:

5. Most popular word processing program is ____________.

LINUXa  Windowsb MS Wordc Browsingd

6. It consists of the raw facts:

Dataa  Informationb Textc Processingd

P

P

P

P

P
     Match the Columns.D

Column A Column B

Data

Non-Physical parts
of a computer

2.

Software refers as1.

Software

Raw facts are3.

Electronic Mail

E-mail4.

A program
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Why Using Microsoft

Word-Pad?

 After studying this lesson, students will be able to:
 Know how about Word Pad.
 Learn about text change.
 Open and save document.
 Create new word Pad document.

LEARNING�OUTCOMES

 A simple and easy computer default window program that is used for 
writing letters, numbers, notes, sentences, essays etc. is known as MS 
WordPad. In word pad we can:
 Change text size, font colour of the text.
 Bold and underline our text (letter, paragraphs etc).
 Left of right alignment of paragraph.

Title BarMenu BarFont Style Font Size

Zoom SliderRuler

Word Pad
Button

Window Control Buttons

Formating Bar
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 اور آ�ن �� ڈ�� و�وز �و�ام � �،ا�اد،��،� ، �ن و�ہ � � � ا�ل   ا� �دہ

�� �۔ا� ا� ورڈ �(MS Word Pad)�� �۔

 � �� �� � ��،� �� �� � ر� �� ��۔

 � � ��(�� � �� � وا� اور ��ں �)اور � �ہ۔

 ف� دا� اور �� �ر �ى۔  �ا�ا
Microsoft WordPad And Components



Tittle Bar

Menu Bar

 Under the title bar, there is menu bar. It has WordPad Button, Home 
and View.

Format Bar

 This bar contains many formating options as shown below:
 Clipboard, Font, Paragraph, Insert, Editing.

 At the top of WordPad windows there is a horizontal bar that contains 
name of le. This is title bar.  It has control                  buttons.

 At the top of word pad windows there is a horizontal bar that contains name 
of le. This is title bar.  It has                 buttons.

Steps To Open WordPad Program

 Click “Start button” on the desktop.
 Then click “All Programs” in the menu.
 Click “Accessories” in sub-menu, word pad option is there.
 Click “WordPad”, a windows appears on desktop.

1

2

3

4

3

4

1

2
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�� �ر: ورڈ � و�وز � � � او� ا� �ر �� � � �� � �م ر� �۔� ��(�ان)�ر �۔� �ول 

�    ر� �۔ 
 At the top of word pad windows there is a horizontal bar that contains name of le. 
This is title bar.  It has                 buttons.

�
���� ��(��)�ر �� �۔  � ورڈ � �(Word Pad Button)، �م(Home) اور  ��  �� �ر � � 

�
���� ���ر:��

و�(View)ر� �۔

�ر� �ر: � �� �ى � � � آ� ر� � � � � د�� � �۔

 ن�ٹ،ا��  � �رڈ،��،�ا�اف،ا
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 م� �� � �ا�: ورڈ � �و�ا

 ڈ� ��Start button � ��۔

 � �� ��All Programs � ��۔

 ذ� �� � ��Accessories � ��۔�Word Pad آ� و�ں �۔

 ر�� �۔  �Word Pad � ��۔ڈ� �پ � ا� و�و �دا

١

٢

٣

٤

Steps To Open A New Document?

 We can open a new document in word pad as below:
 Click on “WordPad Button” in menu bar.
 Click on “New” or “Ctrl +N” by keyboard.
 A new WordPad document will display on the screen as shown below.

1

2

3

1

2

3

ا� � د�و� � �� � �ا�:

 � ورڈ ��Word Pad � د�و� �ل � � � � � �ن � � �۔
�

���� ���ر�Word Pad Button�Menu bar � ��۔��  

 ر� � � �   �Ctrl+N�New � �رڈ � � ��،ا� � ورڈ �(Word Pad)د�و� ا�� � �دا

� د�� � �۔

١

٢

٣

Steps To Save A Document?

 After opening a new document do writing as into this le.
 Now we want to save this le:
 Click “WordPad Button” in Menu bar.
 Click “Save” or Ctrl+S by keyboard.

1

2
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 The le name as “Fruits” in the space provided.
 Again click “Save” or “Ctrl+S” Fruits document will be saved.

3

4

د�و� � �ظ �� � �ا�:

 � د�و� � �ل � اس � � � � � � اس �� � �۔

� اب � اس �� � �ظ �� �� �۔
���� �� �ر�Word Pad Button�(Menu bar) د��۔��  

 �Ctrl+S�Save �رڈ � � ��۔

 �� � �م ���Fruits � � د� � �۔

 دو�رہ�Ctrl+S�Save د��، Fruitsد�و� �ظ � �� �۔

١

٢

٣

٤

Fruits 3

4

1

2

How To Close A Opened Document?

 First Method:
 In order to close WordPad document, we follow these steps.
 Click “File” tab of WordPad window.
 Choose and click “Exit” option WordPad will get closed.
 Second Method:
 Simply clicking      close button on Title bar in windows control 

buttons.
 Window will show option message as Save, Don't Save and Cancel. 

Click “Save” option to safely close. 
 If click the “Don't Save” option to without safely close the WordPad.

1

2

ا� � �� د�و� � � � �� �:

:�� �

 ن�ا� � �وى �� �۔  ورڈ � د�و�(Word Pad document)� � �� � � � ا

 ورڈ � و�و � ��File � ��۔

 Exitآ� � ا�ب  � �  اس � � �� ورڈ � � � �� �۔
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دو�ا ��:

 �ف �� �ر � و�و �ول �ں � � � �� وا� �                                                                                        � د��۔

 و�و ا�ب �� � � �م �� �ے � ��ظ ��Save،�ظ � ��Don’t saveاور 

(cancel)خ � د��

�ظ �� � � ��� �             �Save د��۔ورڈ � � �ظ � � � �� � �Don’t save � د��۔
1

1

2

1 2

2

1. Why we use WordPad program?

 Answer the following questions.A

Exercise

Ans:
We use WordPad program:
To Change text size, font colour of the text.
 To Bold and underline our text (letter, paragraphs etc).
 To Left of right alignment of paragraph.

Can you open / start WordPad? How?2.

Ans:
Yes, I can open it by:
 Click “Start button” on the desktop.
 Then click “All Programs” in the menu.
 Click “Accessories” in sub-menu, word pad option is there.
 Click “WordPad”, a windows appears on desktop.

What is in the title bar?3.

Ans:
At the top of WordPad windows there is a horizontal bar that contains name
of file. This is title bar. It has control                buttons.

 At the top of word pad windows there is a horizontal bar that 



     Fill in the blanks.B

Format bar is shown above.1.

title barb menu barc all of thesedformat bara  

1. Under the title bar of word pad window there is:

     Encircle the correct option.C

watch moviesb write textc none of thesedlisten musica  

2. In WordPad we can __________.

Title bar is shown above.2.

Boldb Underlinec StrikethroughdItalica  

3. ___________ is an option in which we enlarge text.

WordPad is a default program of window.3.
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Write steps to open new document.5.

Define menu bar?4.

Ans:
Under the title bar, there is menu bar. It has WordPad Button, Home and View.

Ans:
 We can open a new document in word pad as below:
 Click on “WordPad Button” in menu bar.
 Click on “New” or “Ctrl +N” by keyboard.
 A new WordPad document will display on the screen as shown below.

P

P

P
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Microsoft Excel 2010

 After studying this lesson, students will be able to:
 Learn about Microsoft Excel 2010.
 Analyze the interface of Microsoft Excel 2010 .
 Know-how about the components of Microsoft Excel.
 Learn the uses of Microsoft Excel 2010.

LEARNING�OUTCOMES

 Microsoft Excel 2010 is an excellent program for organizing, 
formatting and calculating numeric data.
 Excel display data in a row and column format with gridlines between 
the rows and column.

 Microsoft Excel consists of worksheets. 
Each worksheet contains columns and rows. 
The columns are lettered A to Z and then 
continuing with AA, AB, AC and so on to 
XFD (16,384), the rows are numbered 1 to 
10,48,576.

Worksheets

Microsoft Excel Interface

 When Microsoft Excel is successfully loaded, a window appears on 
the screen with a blank document worksheet.
 The window has various components that have the different 

Worksheets
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 ��و �� ا��Microsoft Excel(2010)2010دى ڈ�� � ��،�� د� اور �ر 

 م�۔  ر�و�ا �� � � ��ا

 ا� ڈ� � �روں اور ��ں � � � �روں اور ��ں � در�ن �ڈ ��ں � �� �� �� �۔

�� ����:� ورك 

 � A �� و �� ا� ورك �ں � � �۔� ورك � �� اور �روں � � �� �۔�� 

 ،� XFD (16384) رى ر� � اور ا� �ح� �� �AC, AB, AA� ف� �� � اور   �Z �و

�روں �76�1 5 ,48 ,�10 � د� �� �۔
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functions and are used to interface with Microsoft excel to create 
workbook.
 The Microsoft Excel window with different components is shown in 
gure.

��و�� ا� ا� �:

 � � �� ا�� �   ا� و�و ا� �� د�و�ا� ورك ٔون �ڈ � �� �،  � ��و �� ا� �ڈا

 ر�� �۔ �دا

 ا�  ��   ��و �  �  ��  �   ورك  اور �  ��   �م �  �  �  ���  �  �   و�و  اس

��� ا�ل �� �۔

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

The Interface Of Microsoft Excel 2010

Title BarMenu Bar

Zoom SliderName Box

Window
Control Buttons

Formula Bar

Quick Access Toolbar

Worksheets

Ribbon
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Components Of Microsoft Excel 2010

Cell

 The intersection of a Row and 
Column is called “Cell”. Each cell has a 
unique cell address. In the given picture 
the cell address is A1.

Cell Reference

 Cell reference or cell address consists of a column and a row ID of a 
specic cell.

Cell � ر اور �� � � �� � �� �۔� � ا� �د� :�

�A1 (�) ا�ر�(�) ر� �۔دى � �� � � ا�ر�

� ر��: � ر�� � � ا�ر� ا� �ص � �ا� �� اور ا� �ر �� ٓا� ڈى(ID)� � �� �۔

 The vertical group of cells is called 
“Column”. Each column is named by a 
letters A, B , C, etc. The total numbers of 
columns are 16,384.

Column

Column

 ہ�� �� �۔� �� � �مA,B,Cو�ہ �ذر� ر� �� �۔�� � � �اد�16,384۔ ��: � � �دى �و

Row

 The horizontal group of cells is called 
“Row”. Each row is named by a number 1, 2, 
3, etc. The total numbers of rows are 
10,48,576.

Row

 ہ�ر�� �۔� �ر � �م 1 ,2 ,3و�ہ � ذر� ر� �� �۔�روں � � �ا د ,48 ,10 رو: � �ا� �و

�576۔

 At the top of MS Excel windows there is a horizontal bar that contains 
name of le. This is title bar.  It has control                 buttons.

 At the top of word pad windows there is a horizontal bar that contains 
name of le. This is title bar.  It has                 buttons.

Tittle Bar
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Row

 The horizontal group of 
cells is called “Row”. Each row 
is named by a number 1, 2, 3, 
etc. The total numbers of 
rows are 10,48,576.

 The vertical group of 
cells is called “Column”. Each 
column is named by a letters 
A, B , C, etc. The total numbers 
of columns are 16,384.

Column

 The ribbon is the panel at the top portion of the workbook. It has 
seven tabs including Home, Insert, Page Layout, Formulas, Data, Review and 
View.

 A self-made method of calculation is called formula.

 At the top of MS Excel windows there is a horizontal bar that contains 
name of le. This is title bar.  It has control                 buttons.

 At the top of word pad windows there is a horizontal bar that contains 
name of le. This is title bar.  It has                 buttons.

Tabs

Group
Formula

Tittle Bar

Ribbon

Column

Row

4 44 4

 The ribbon is the panel at the top portion of the workbook. It has 
seven tabs including Home, Insert, Page Layout, Formulas, Data, Review and 
View.

 A self-made method of calculation is called formula.

Tabs

Group

Formula

Ribbon
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�� �ر: ا� ا� ا� و�وز� � � او� ا� �ر �� � � �� � �م ر� �۔� �� �ر �� �۔� �ول 

�                                                                                                                                                                                                                                                                                                                                                                      ر� �۔
 At the top of word pad windows there is a horizontal bar 

 (Tabs) � او� وا� � � ا� �� �۔� �ت � � �(work book)� ر�: ر� ورك

ٓاوٹ(Page Lay out)،  �ر�� (Formula) ، ڈ�   �� �،(Insert)ن�ٹ  �ل  �م(Home)، ا

(Data)،  رى و� (Review)اور و�(View)ر� �۔

�ر��: �ب � �د �� �� �ر�� �� �۔
Workbook

 A collection of worksheets contained within a single le.�� ����:�� � � ورك �: ا� �� � ر� � ورك 

Steps To Start MS Excel 2010?

 Click “Start Button” on the desktop.
 Then click “All Programs” in the menu.
 Click “Microsoft Ofce ”.
 Then click “Microsoft Excel 2010”, a windows appears on desktop.

1

2

3

4

ا� ا� ا���2010وع �� � �ا�:

 ڈ� �پ ��start button د��۔
�

���� ��(��)��All programs د����  � 

-1

-2



Steps To Create A New MS Excel Blank Workbook

2

3

4

1 Click “File” tab on the ribbon.
 Select “New” from the drop 

down list.
 Click the “Blank Workbook” 

present in the avai lable 
templates.

 Click on “Create” button at the 
right bottom of available 
templates.

1

2

3

4

1

2

3

4
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 �Microsoft office � ��۔

ر�� �۔  ��Microsoft Excel 2010 � ��۔ڈ� �پ � ا� و�و �دا

ا� ا� ا� � � ورك � �� � �ا�:

 ر� ��File � � ��۔

�� ڈراپ ڈاون � � ��New ا�ب ��۔ �(Templates)� ��د �� ورك �(Blank workbook)� � ��۔����������  �� � � دا� �ف �creat  e � � � ��۔����������  د�ب 

Steps To Enter Text In A Cell

 Select the cell where  you want to 
enter text.

 Type text into the cell.
 To accept the text press enter key.
 The text will be enter into a cell.

-1

-2

-3

-4

-3

-4



Steps To Save Your Workbook

 When we complete our document, it must be saved as follows:
 Click “File” tab on the ribbon.
 Choose “Save” option from the drop down list or click on save     icon 

from toolbar.
 Write name of the document / le as “Book 1” in the le name box.
 Click “Save” button provided on the bottom.
 If you are not satised and want to change more, then click “Cancel” 
and edit the document. In the last save the document.

1

2

3

4

3

4

1

2
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ا� � � ڈ� دا� �� � �ا�:

 � � ا�ب �� ��ں  ٓاپ ڈ� دا� �� �� �۔

 � � � �� ��۔

 � � �ر �� � � ا� �(Enter Key)د��۔

 � � � دا� � �� �۔

ا� ورك � � �ظ �� � �ا�:
 � � ا� د�و� � �� � ا� �ور �ظ �� ��� � � د� � �۔

� ر� ��File � ��۔
�� � � ا�ب ��۔��� ٓا  ��  ذ� � � ��save ا�ب �� � �ل �ر � � �ظ �� وا

 �� � �م وا� ڈ� � د�و� � �م �� �� � Book 1۔
 � د�ب�save � � ��۔

 ا��ٓاپ � � � اور ز�دہ ��  �� �� � ��cancel � �� اور د�و� � �� �� �۔ٓا� 

� د�و� � �ظ ��۔

-1

-2

-3



Why We Use Microsoft Excel?

 Answer the following questions.A

1. What is a Microsoft Excel?

Exercise

 We use Microsoft Excel in many platforms as:
 To perform calculation on numerical data.
 In banks for handling accounts.
 In schools or colleges, for preparing result cards etc.

1

2

3

1 2 3
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� ��و�� ا� �ں ا�ل �� �؟

 � ��و �� ا� � � � �ر� � ا�ل �� � �:

 �دى ڈ� � �ب � � �� � �

 �ں � ا��ٔو� � �ل �� � �

 ا��ں � ��ں � رز� �رڈ و�ہ �ر �� � �

١

٢

٣

Ans:
Microsoft Excel 2010 is an excellent program for organizing, formatting
and calculating numeric data.

2. What is a worksheet?

Ans:
 Microsoft Excel consists of worksheets. Each worksheet contains columns and rows.

3. Define cell?

Ans:
 The intersection of a Row and Column is called “Cell”.

4. Define cell reference.

Ans:
 Cell reference or cell address consists of a column and a row ID of a specific cell.



5. What is a workbook?

6. Write any two uses of MS Excel?

     Fill in the blanks.B

Microsoft Excel consists of worksheets.1.

The process of making changes into the document is called Editing.2.

A horizontal group of cells is called Row.3.

A collection of worksheets contained within a single le is called
workbook.

4.

Cell reference consists of a column and a row  ID of a specic
cell.

5.
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Ans:
 A collection of worksheets contained within a single file.

Ans:

1

2

 We use Microsoft Excel in many platforms as:

 To perform calculation on numerical data.

 In banks for handling accounts.

rowsb cellc fontdcolumnsa  

lettersb numberc wordsdRGBa  

2. A ________ is an intersection  of a column and a row.

3. Each column in spreadsheet is named by a ___________.

Application softwareb

Presentation softwarec both (a) & (c)d

System softwarea  

1. Microsoft Excel is an ___________ software.

     Encircle the correct option.C

P

P

P



formulab rowc valuedfunctiona  

4. Self made method of calculation is called __________.

1,04,887b 16,384c 17,884d16,484a  

5. Total number of columns are ___________.

     Match the Columns.D

Column A Column B

Worksheetb Workbookc ViewdFilea  

6. The ribbon is the panel at the top portion of the ___________.
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P

P

P

is an application software.

Column2.

Ms Excel1.

Vertical graph of cell.

10,48,576

Cell reference4.

Total numbers of
rows are

3.

Consisting of rows and
columns ID’s.



What is Your Cursor Telling You?

Drag  Cursor

Click and drag
to move this
object.

Pointer

Click and drag
to resize this
object.

I-Beam

Click to type here.

Crop

Click to trim
an image.

Hour Glass

I’m thinking

Pointer

Click to select
this item.

This is a link.

Hand

59
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Glossary
Application Software:

 A software which is used to do a 
specic task, MS Word, MS Excel, MS 
Power Point.

CPU:
 It carries out the basic instructions 
that operates a computer.

Arithmetic Logic Unit (ALU):

 This component of software 
processor solve the mathematical and 
logical problems.

Address Bus:

 Address bus is used to transfer 
information about where the data is 
kept in the memory.

Buses:

 Buses are the electronic path that 
transfer data from one place to another 
place.

Byte:

 Standard unit of storage device.

Booting:

 After switching on the computer 
it starts processing and loading the 
operating system.

Compact Disk:

 Compact disk is a storage device 
which can store large amount of data 
and information.

Control Unit:

 A part of the CPU which controls all 
the operations of the computer system.

Cell:
 A cell is the intersection of a rows 
and columns.

Computer:
 A computer is an electronic device 
that operates under the control of 
instructions.

Data:
 A collection of raw facts and gures.

Delete Key:
 Delete the text on the right side of 
your cursor 

Digital Video Disk (DVD):
 A storage device that can store more 
data and more information than a CD.

Dragging:
 Dragging means moving the 
mouse with the left mouse button 
pressed after selecting an object.

End Key:
 It moves the cursor to the end of 
the line.

E-mail Service:
 This service allows you send and 
receive anything like, picture, videos and 
les etc.

Floppy:
 A storage device used to store an 
information.

GUI:
 Graphical User Interface.

Global Village:

 World on computer and internet 
system.
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Hardware:

 The term hardware refers to the 
physical components of your computer.

Hard Disk:

 It is a storage device that consists of 
one or more inexible, circular  platters. 
It is safer and faster than oppy disk.

Input Devices:

 These are used to enter data in a 
computer.

Internet:

 It connects millions of computer 
together globally.

LCD:

 Liquid Crystal Display is a type of 
monitors. It provide us thicker and clarity 
free viewing.

LED:

 Stands for Light Emitting Diode.

Memory Unit:

 The memory unit is the part of the 
computer that holds data and instruction.

Mouse:

 It is an input device, used to give 
instructions to the computer.

Monitor:

 It is an output device. It shows us 
text, graphics, animation etc on its screen.

Output Devices:

 Output Devices are used to get 
output from the computer.

Operating System:

 It caries out all the important tasks 
of the computer.

Program:

 A set of instructions given to the 
computer to perform a specic task.

Primary Memory:

 RAM is also called primary memory.

Processing:

 The work done by the computer is 
called processing.

RAM:

 RAM (Random Access Memory) is a 
temporary memory.

RGB:

 Stands for Red, Green, Blue colous.

ROM:

 ROM (Read Only Memory) is a 
permanent memory.

Storage Devices:

 The devices that are used to store 
data and information.

Log Off:

 The step by step procedure of 
switching off the computer.

System Software:

 It is a software used to control all 
activities within a computer system.

System Unit:

 Contains Electronic Components 
of the computer used to process data.

Web Browser:

 An application software that enables 
us to access text, images, videos, music, 
games and other type of information.

Log Off:

 The step by step procedure of 
switching off the computer.
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