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 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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 As we have studied, a computer is an electronic machine. It needs 
electricity to work. Now computers are everywhere at homes, in business, 
in ofces and in educational institutions.

 

 After studying this lesson, students will be able to:
 Know computer applications.
 Learn computer’s characteristics.
 Understand uses of a computer.
    Know about the limitations of computer.

Computer’s Characteristics

 There are certain characteristics of a computer which makes them 
useful. Now the characteristics of a computer are as:
 Speed       Storage capacity
 Accuracy       Versatility

1

3

2

4

LEARNING�OUTCOMES

Computer’s Chracteristics

 � � � �ھ � � �� ا� ا�ا� � �۔ا� �م �� � � � � �ورت �� �۔اب 

روں � � � �۔ ���وں  �،�رو�ر �،د�� � اور � ادا

�� � ��ں ��ت: �� � � �ص ��ت � � ا� � �� �۔�� � ��ں ��ت 

:� �

 ر�ر    ذ�ہ ��� ��

 در�    �� ��ى

1

3

2

4
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 The computer is a very high speed electronic 
device. They can do millions of calculations in one 
second. However, we usually measure speed of a 
computer in Giga Hertz (GHz).

Speed

 �  �  ��  �،�  �   �۔ �  �   �ب  �ب  ��ں �  �   ا�  �۔� �  ��   ر�ر �  �  ر�ر: ��

�(GHz)� �� � ر�ر �� �۔

Storage Capacity
 A Computer has a very large memory in it. 
We can store a big amount of data and 
information in its memory. Data and 
information like text, pages, audio and video, 
les,  pictures,  games,  songs,  music 
compositions etc. are easily stored in it.

ذ�ہ �� � ��: ا� �� � و� �رى ر� �۔� اس � �رى (�دا�)� ڈ� اور ��ت � �ى 

)،آڈ� اور و��،��،���،�،  P a g e s )  رذ�ہ � � �۔ڈ� اور ��ت � �،�ت �ا

��، �� � �ز� و�ہ اس � آ�� � ذ�ہ ��� �۔

 Computer is a very accurate device. It never 
makes mistakes. Any mistake that occurs is due 
to wrong commands given by the users. 
Computers perform very accurate work.

Accuracy

در�: �� ا� � در� � �۔� � �ں � ��۔�� � � �� �۔وہ ا�ل �ہ � � 

ا��ت � و� � �� �۔�� � � �م �� �۔

Versatility

 Versatility means exibility. It is the capability of a computer to do 
many activities. It means that computer can perform so many different 
functions and works. Versatility is the important quality and characteristic 
of computers. They can do much more things in no time. For example:

5



 You can type texts on computer and play games. You can listen music 
through computer.

 �(verstility)  ى: �� ��ى�� ��

 ���ں  �  �   ��ى۔� �  �  �

�� � �� � �� �۔اس � � � 

 � �� � � � اور �م � ا�م دے ��۔�� ��ى �� � ا� �ا� اور �� �۔� �ڑے 

� و� � � � �م �� �۔
� � ��۔آپ �� �ذر� �� � � ������ �ل � �ر �:  آپ �� � �ر� �� � � � اور 

�۔

Diligence

 A computer can continuously work without 
creating any error. It does not get tired while 
working.

 Computer is an electronic device. It can perform billions or trillions of 
operations in one second. That is why computers are used almost 
everywhere.

Let’s Read & Learn Uses Of A Computer

�ں  ��: ا� �� �� � � � � �م � � �۔� �م �� �� 

� �۔

آ� �� � ا�ل �� اور �: �� ا� � � � وا� � �۔� ��ں � ��ں �ا� ا� � 

 ے� �۔� و� � � �� ��� � ا�ل � ر� �۔ � � ا�م د

At Home

 We use a computer at home to play games, to 
make assignments, watch movies and listen to the music.
 You can use computer for calculations at 
home, like:
 Your father may be doing calculations on the 
computer to plan his monthly expenses.
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In Schools

 All Schools use computers in classrooms and 
labs to teach students. Computers are used in 
schools to make time table.
 Your teacher can also used a computer to 
teach you subjects like English and Maths. The 
records of fee are also kept in computers.

At Hospitals

 Computers are used in hospitals for 
diagnosing many diseases.
 Computers are also used for making 
admission slips and discharge list, etc.

� ��� �� ���� ��� ��� � ��،� د� اور �� � ��ا�ل �� �۔� � �،ا�  ��� � � � :� �

 آپ � � �ب �ب �� � � �� ا�ل � � � �:

 آپ �وا��� ا� � � ا�ا�ت � ��   �ى �� � � �� � �ب �ب � � �ں۔

ا��ں �: �م ا�ل �ں � ��� � � �ا  �� اور �ر��ں � �� ا�ل �� �۔ا��ں � 

�� � �� � � �� ا�ل �� �۔

 � �� � ا� اور ر�� ��� � � � �� ا�ل � � �،�ں �   � ا�د آپ  آپ

ر�رڈ � ��� ر� �� �۔

 ا�ل  �   ��ں �  �  �  �   �ر�ں �  �  ��:�  ��ں

�� �۔�� دا� �� � �� اور ڈ�رج � و�ہ � � � ا�ل �� �۔

In Ofces

 Computers are used in business.
 Computer are used in ofces to type letters and 
reports. In ofce, you can send or receive e-mails 
through computers.

��   ر�ر�  اور  �ط  �۔�� ��   ا�ل �   �رو�ر ��:�  د��
� �� � اور ��ل � � �۔���� ��� � د�� � ا�ل �� �۔د� � آپ �� � ذر� اى-
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In Banks

 Computers are used in banks to keep accounts 
of customer’s money.
 Some banks used ATM (Automated Teller 
Machine) network to withdraw cash.

In Shops
 The role of a computer is very important in 
shops and departmental stores.
 Computer are used in shops or departmental 
stores to prepare bills for customers.
 Shopkeepers also used computers to keep 
the record of items available in their shops.

In Publishing

 Computers are used in publishing the books. 
All books are composed or designed by a computer.
 Even newspapers and magazines are 
designed by a computer.

 ا�ل �   �ں �  �   ر�  �ب  �ب �   ر� �  ��  ��:�  �ں

 ے� ا�(آ�� � �)� ورك ا�ل �� �۔ �� �۔� � ر� �ا� � � ا

 �  ر � ا� �۔ �� د��ں اور ڈ�ر� ا�رز  � �� � �دا د��ں �:د��ں اور ڈ�ر� ا�رز

��ں � � � �ر �� �� ا�ل �� �۔

 را� د��ں � ��د ا�ء � ر�رڈ ر� � � � �� ا�ل �� �۔  د��ا

��   �م �  ��   ا�ل �  ��  ��  �� :�(��)�

� ذر� �ز� ڈ�ا� �� �۔

 �ٰ�                      � ا�رات اور �� ��� ذر� �ر� �� �۔

Let’s Read Some Limitations Of A Computer

 A computer has certain kinds of limitations as given below:
 Computers cannot take decisions of their own space.
 They are unable to feel like humans.
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 Answer the following questions.A

1. What is versatility?

Define accuracy of a computer.2.

Exercise

Name three characteristics of computer.3.

 Computers are intelligent and brilliant but 
without our help and instruction, they can do 
nothing.

 They cannot think like humans.
 They need our help to know what to do and 

how to do?
 Computers cannot perform tasks without our instructions and inputs.

آ� �� � � �ود��: ا� �� �ص � � �ود ر� � � � � دى � �۔

 �� ا� �� � � � � �۔

 ہا��ں ��س �� � �� � �۔  و

 ہ� � � �۔  �� � اور ذ� � � �رى �د اور �ا�ت � � و

 ہا��ں � �ح �چ � �۔  و

 ا� � �� � � � �� � اور � �� � ۔�رى �د � �ورت �� �۔

 ے�۔  ن� � � �م � ا�م � د  �� �رى �ا�ت اور ا

Ans:
Versatility means flexibility. It is the capability of a computer to do many
activities. It means that computer can perform so many different functions
and works.

Ans:
Computer is a very accurate device. It never makes mistakes. Any mistake
that occurs is due to wrong commands given by the users. Computers
perform very accurate work.

Ans:
The characteristics of computer are as:
speed            storage capacity            Accuracy            Versatility

9



Where can we use computers?5.

Write three limitations of a computer.6.

4. List down the uses of a computer.

Ans:
Computers are used almost everywhere. We use a computer at home to play
games, to make assignments, watch movies and listen to the music. All
schools use computers in classroom and labs. Computers are used in hospitals
for diagnosing many diseases. Computers are also used in offices, banks, shops
and publishing for different purposes.

Ans:
We can use computer to play games, to make assignments, watch movies
and to listen the music.

Ans:
A computer has certain kinds of limitations as given below:
 Computers cannot take decisions of their own space.
 They are unable to feel like humans.
Computers are intelligent and brilliant but without our help and instruction,
they can do nothing.

     Fill in the blanks.B

Accuracy means error free working on computer.1.

Computers are used in shops to prepare bills for customers.2.

Versatility is the capability of a computer to perform multi functions.3.

The records of fee are kept in computer.4.

Computer cannot think and feel like human.5.

Computers cannot take decisions of their own space.6.

     Match the Columns.C

Column A Column B

Garbage in garbage out1.

on computer

Accuracy3. GIGO

Mainframe computer2.

error free working on computer

We can play games4. are used in banks.

10



3. Accuracy means doing work on computer without __________.

faultsa  errorsb error and mistakec all of thesed

1. Computer can perform tasks at ___________.

high speeda  low speedb zero speedc none of thesed

2. Computers cannot take _________ of their own space.

exercisea  decisionsb effortc none of thesed

     Encircle the correct option.D

4. In publishing __________ are designed by a computer.

reportsa  booksb newsc paintingd

P

P

P

P
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 After studying this lesson, students will be able to:
 Learn concept of computer working stages.
 Learn more about I/O devices.

LEARNING�OUTCOMES

Communication By
Computers

 We have learnt about the parts of computer in earlier classes. Now, we 
will learn how can we communicate with the computer by using these parts.

Let’s Us Start With An Example

 Suppose you want to make ice by keeping water in a freezer, you will 
follow these steps:
 Put the water in an ice-cube tray and keep it in the freezer. (This is 

Input)
 The freezer cools the water. (This is processing)
 The result of cooling is ice. (This is output)
 So you have learnt that machines perform their functions in three 
steps, as:

1

2

3

 � � ��ں � �� � �ں � �رے � � � �۔اب � � � � ان �ں � ا�ل � 

� �� � �� �ت � � � � �۔

 ن  ا  ��ر � �� ر� � آ� �� �� �� �۔آپ آ� � ا� �ل � �� آ�ز �� �:�ض �� آپ

ا�ا�ت � �وى �� �۔
 آ� �ب �ے � �� ڈا� اور ا� ��ر � ر� د�(� ان � �)۔ِ

 ��ر �� � �ا �� �۔(� �و� �)۔
� ُ �ا �� � � �ف �(� آؤٹ � �)۔�

 � آپ � � � � � ا� �م � �ا� � � ا�م د� �۔�:

12



 Input is the data we feed into the computer. Data can be some text, 
pictures, graphics, sound and video etc.
 Some input devices are as:

Input

 Similarly, computers also perform their work in three steps.

Keyboard

Digital CameraJoy-stickMicrophone

Mouse Scanner

Input

Processing

Output

Input Processing Output

 ن� ا �و� آؤٹ �

 ا� �ح �� � ا� �م � �ا� � � ا�م د� �۔

ز اور و�� و�ہ �  ان � وہ ڈ� � � � �� � دا� �� �۔ڈ� � �،���،�ا�،آوا � ُان �:�
� �۔

�  ن��  ٓا�ت  � �:� ُ � ا

� �رڈ �ؤس ا�

��و�ن ��ا� ڈ� �ا

13



 The manipulation of data is called processing. It processes the data 
according to the given instructions.

Processing

 The processed form of data is called output. After processing we get 
output through output devices.
 Some output devices are as:

Output

�و�: ڈ� � �� �و� �� �۔� دى � �ا�ت � �� ڈ� � �و� �� �۔

Speaker Printer Headphone Monitor

� �� � �ن ��

Fax Machine LCD LED Data Projector

� � ا� � ڈى ا� اى ڈى ڈ� �و�

Peripheral Devices

 Peripheral devices are those input and output devices which are 
collectively considered. This means that input and output devices 
collectively called as peripheral devices.

14

� ُڈ� � �و                                                                                                                           �رم(ا� �� � � � �ر � �)آؤٹ � �� �۔�و� � � � آؤٹ �   � آؤٹ �:

ٓا�ت � ذر� آؤٹ � �� �� �۔ �
� ُ � آؤٹ � � � �:�

�
������



Peripheral Devices

External Peripheral Devices Internal Peripheral Devices

Examples are Keyboard, 
Mouse, Printer, Monitor.

Examples are Modem, CD ROM 
Driver, Pen Drive, Hard Drive.

� �� ُ�ى �ل وہ ان � � آؤٹ ��  ٓا�ت  � � ا� � �� �۔اس � � � � ان � اور آؤٹ � ُ
��

�ى �ل ڈ�ا��: 
� ُ��  ٓا�ت  �� �ر � �ى ��ل  ٓا�ت  �� �۔�

�ى ��ل ٓا�ت

�و� �ى ��ل  ٓا�ت

� �رڈ،�ؤس،��،�� �� �۔

ا�رو� �ى ��ل  ٓا�ت

�ڈ�،� ڈى روم،ڈرا�،� ڈرا�،

�رڈڈرا� �� �۔

15



 Answer the following questions.A

1. Define input devices.

What do you meant by communication with computes?2.

Exercise

What are the output devices?3.

Define “CPU”.4.

What are the peripheral devices?5.

Ans:
By communication with computer means to perform different tasks on
computer. We feed data into the computer by input devices as keyboard,
mouse and get results by output devices as Monitor, fax machine etc. In
this way we communicate with computer.

Ans:
Output devices are used to get output from the computer.
      Some output devices are, Printer, monitor, LCD, etc.

Ans:
“CPU” is the main processing unit of computer. The primary function of
“CPU” is to convert data from input, processes the data and output is
in useful information.

Ans:
Input devices are used to enter data into the computer.
          Some input devices are as:

Keyboard Mouse Scanner

Ans:
 Peripheral devices are those input and output devices which are
collectively considered. This means that input and output devices
collectively called as peripheral devices.

Peripheral Devices

External Peripheral Devices Internal Peripheral Devices

Examples are Modem,
CD ROM Driver, Pen Drive, 

Hard Drive.

Examples are Keyboard,
Mouse, Printer, Monitor.

16



3. Output devices are as:

1. ___________ is an input device.

2. Computers perform their work in ___________ steps.

     Encircle the correct option.C

4. Input and output devices are collectively called, as: 

5. External peripheral devices are as:

     Match the Columns.D

Column A Column B

1.

3.

2.

4.

Microphone

Keyboard

Joystick

Mouse

Scanner

5.

     Fill in the blanks.B

When the computer converts data into information. It is called processing.1.

Input is the data that we feed into the computer.2.

Output is the processed form of data that we get from the output devices.3.

Devices that are used to enter data into the computer are input devices.4.

Printera  CPUb Mousec MonitordP

Onea  Threeb Twoc FourdP

Keyboard, Mousea  

errorsd

CPU, Mouseb

Monitors, PrinterscP

Main devicesa  Peripheralb Input devicesc ConnectorsdP

Modem, CD-Roma  Keyboard, Mouseb

Wires, Pen drivec Hard disk, CDd

P
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Computer’s Advantages
And It’s Impact

 There are many areas in which the increased ease and efciency of 
computers have put a large impact.
 Probably the most important impact on our society is “information 
sharing”. Now, we see various advantages and impact in different walk of life.

 
LEARNING�OUTCOMES

 After studying this lesson, students will be able to:
 Know how of computer categories.
 Understand computer applications.
 Explain history of computers.
 Computer generations.

Online Banking

 ل� �۔  ن� �  � ��وں � ��� �� آ�� اور �ر�د� ز�دہ ا� ڈا  � � �ا

 �� �رے ��ے � ا� �� ا� ��ت �� �۔اب � ز�� � ��ں � اس � ��ے اور 

ا�ات د� � �۔

 The advantage of the internet and the 
popularity of personal computers presented an 
opportunity for the banking industry.

��  ا�� � ��ےاور ذا� ��وں � �� � ا��ى � �
�� آن �� �:�

� ا� �� � �� �۔

 Banking institutions have used powerful computers to perform 
millions of transactions.

�رى ادارے ��ں � �ا��(� د�)�� � � ��ر �� ا�ل � � �۔

 Today, ATM’s are installed everywhere. These are 
all computerized and mutually connected together. 
These can be used to withdraw money from any 
branch of that bank at any time.

 ے� ا� �� � �� �۔� � ��ا�ڈ اور �� �ر� ا� دو�ے �  آج ا
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Benets Of Online Banking

 �� � �� �۔� � � و� اس � � � � �ا�(�خ)� ر� �ا� � � ا�ل � � � �۔

 Customers are also connected to the bank via PC’s which allow them 
to check their bank account status at their home.

 Bank view computerized banking is a powerful tool to attract and 
retain new customers while eliminating costly papers handling and 
increasing competitive banking environment.

 ذر� � � � ر� � � ا� ا� � � ا� �   �ز(��)� � � (�� ��) � 

ا�ؤ� ا� � �� � � ا�زت د� �۔

��  ��ا�ڈ � � ذر� � �ز(��ں )�� اور��ار ر� � � ��وں � ا�ل � � �  � 

�� اور �رى �� � ��ل ��� � ا� ��ر ذر� �۔

 Computerized online banking sites never close. They are always ready 
and available for 24 hours a day, seven days a week and they can be 
accessed from a computer.

Convenience

�� آن �� � � ��ے:�

 �  �  ��  �   دن ،   دن  �ت �  �   ا�  ��۔� �  �  �  ��  �  ��   آن  ��ا� :��

 ن� ر�� �� � � � �۔ �� �ر اور د�ب �� � اور �� � ا

 One can access and manage all of the bank accounts from one site. 
We can access and manage our bank accounts and allied matters in a more 
efcient manners through online banking.

Efciency

)� �م � ا�ؤ� � ر�� �� �  اور � � �۔� ا� �  S i t e ) ��: �� � � ا� ��
��  ز� � �� �۔�  ن� � � � اور ا�دى ��ت  آن �� � � ذر� ز�دہ �� ا�ا ا�ؤ� � � اور ا

Transaction Speed

 Online bank sites generally execute and accept transactions at a much 
quicker speed. It is our benet through computer. 
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Education

 From primary to masters level, computer 
is the main learning resource. It is being used 
in various learning activities.
 It provides interaction with the students. 
The online examinations trend is getting 
popular.
 Online classes and distance learning is a 
latest methodology. In this way boys or girls are 
not essential to come to the institute because 
they are connected to the network (MSN).

  �ا��(� د�)� � در آ� اور �ر �� �۔�  � د� � ر�ر: آن �� � �� �م �ر � ز�دہ � ر�ر 

 ��ہ �۔ ��� ذر� �را

�: �ا�ى � �� � � �� �دى ذر� � �۔� � � ���ں � ا�ل � � ر� �۔

 � ��دوں � �� �� �� �ا� �� �۔آن �� ا��ت � ر�ن �ل �� � ر� �۔

  آن �� �س اور ��� � ا� �� �� �ر �۔اس ��� �� اور ��ں � ادارے � آ� 

 ہ� ورك(MSN)� � �۔ �ورى � � �� و

In Entertainment Programs

 In Entertainment industry, computer has a great impact. TV shows, 
watching movies, listening songs, playing games etc. all are due to 
computer, multimedia and internet services.
 Computer is used in animation, design work and colourful interior 
decorations. Computer is being used in music industry.
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Other Fields

 Other area in which computer has changed our way of style are 
publishing, designing, printing. Books, magazines, periodicals, research 
slides and testing activities etc. all have changed due to computer 
technology.

 Libraries use computer technology to maintain and track record of 
books and library members.

Barcode ReaderPrintingDesigning

� �� �� ���� � ���� �� �� � ا��ى � �� � ز�دہ ا�ر� �۔� وى �ز،� د�،�� �، �� �و�ا�ں �: ا�

� و�ہ � ��،� ��،اور ا�� �و� � و� � �۔

 را�رو� �وٹ � ا�ل ���۔  �� ا� �،ڈ�ا� � �م اور ر�ا

 �۔��    ا��،ڈ�ا�،�� �  �   �ل  �ر ��   �را ��  �  �   �ان دو�ے �: دو�ے

��،ر��،� ��� اور �ں � ���ں و�ہ �� � و� � � �� � � �۔

ار� � ر� اور �� �� � � �� ��� ا�ل �� �۔ ����ں ��ں اور���ى � ا
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Business

 Computers are now widely used in 
business and industry. They are using control 
machines which manufacture products, 
calculating and recording employees pays and 
perform various other tasks.
 These are widely used in business 
community to reduce the administrative paper 
work and cost. Share market is totally working 
on computerized system.

�رو�ر: �� اب �رو�ر اور � � �ے �� 

 �   ا�ل �   �ول  �۔وہ ��   ا�ل �

 �   �دوروں �   �ر��  ��ت �  �  ر�

 �  �   اور  ر�  ر�رڈ  اور  �ب �  �ا�ں

دو�ے �م � ا�م د�  �۔
� �

 �۔�� �  ر� �   �ا�ل ��   �ے �   �دارى  �رو�رى �  �  ��  �  ��   اور  �م  ��ى  ا�� � 

�ر� � �ر � ��ا�ڈ �م � �م � ر� �۔
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 Answer the following questions.A

1. How can we use computer in education?

Which trend of examinations is getting popular?2.

Write the uses of computer in business.3.

Exercise

Describe computer uses in any two fields.4.

Write two benefits of online banking.5.

Ans:
We can use computer in various earning activities. We can take online 
examinations. We can use computers for distance learning and online classes.

Ans:
The online examinations trend is getting popular.

Ans:
Computers are now widely used in business and industry. They are using control
machines which manufacture products, calculating and recording employees pays
and perform various other tasks.

Ans:
Libraries use computer technology to maintain and track record of books and library
members. Rockets, radars, aeroplanes, airjets, satellite systems etc. are working
by computer and information technology.

Ans:
Computerized online banking sites never close, One can access and manage
all of the bank accounts from one site.

     Fill in the blanks.B

Computers are used in business community to reduce paper work 
and its cost.

1.

ATM’s are used to withdraw money from any branch of a bank.2.

Handling Computerized of aeroplanes is a part of training of pilots.3.

Computerized online banking sites never close.5.

The online examination trend is getting popular.4.
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4. We can access and manage our bank _________ through online.

5. Computer is being used in __________ and industry.

1. _________ are widely used in business and industry.

2. Industries use ________ machines to manufacture products.

     Encircle the correct option.C

3. Today everywhere _________ machines are installed for ready cash.

Technologiesb Softwaresc all of thesedComputersa  P

numericala  controlb (a) & (b) bothc none of thesedP

ATMb powerfulc none of thesedcomputera  P

casha  accountb ATMc none of thesedP

businessa  musicb bankc all of thesedP

     Match the Columns.D

Column A Column B

Pilot track record of books2.

ATM3.

1.
TV shows, songs,
watching movies etc.

Publishing and printing4.

Cash drawn

Libraries

Computer has changed
our work style in

Entertainment industry
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     Following are the places where computers are used.

Write two or three benets.

E

Education:     It provides interaction with the students. By on line classes
and distance learning girls and boys are not essential to come to the
institute.

Business:   Computers reduce the administrative paper work and cost.
Control machine manufacture products, calculating and recording
employees pays.

Online Banking:   Computerized online banking sites never closed and 
always ready and available.
        One can access all the bank accounts from one site.
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Programming Languages

 A computer is nothing without a computer program. A computer 
programs is designed after understanding the problems.

Introduction

 A set of instructions that tells a computer what to do is called 
program. Computer programs are written in programming languages.

What is Program?

 A language is dened as the way of communication of between two 
persons. Today , many programming languages are available for writing 
different types of programs.

Let’s Learn Programming Languages

 

 After studying this lesson, students will be able to:
 Dene a program.
 Know about programming languages.
 Types of high level languages.

LEARNING�OUTCOMES

 م�� � � � � �� د� �� �۔  م� �� � �۔�� �و�ا �رف: �� �و�ا

  دا�ت � ا� � � �� � ��� � � �� ��و�ام�� �۔�� �و�ام �و�ا� ز�ن  �و�ام � �؟

� � �� �۔
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Languages Are Divided Into Two Types

Low Level Languages

 Low Level Languages.
 High Level Languages.

1

2

 The programming languages that are close to machine code 0 and 1 
are called low level languages.
 These languages are difcult to learn and use. Low level languages 
provide the programmer with a high degree of control over hardware.
 The examples of low level programming languages are:
 Assembly Language.
 Machine Language.

1

2

 �� � �   ��ں � در�ن � ر�� �ذر� � �ر آ� �و�ا� ��(ز�ن)�: ز�ن � �� دو

 م� � � د�ب �۔ �۔آج � � � �و�ا� ��(ز��)� � � �و�ا

 Each programming language has a set of alphabet and rules for 
writing programs.

 ف� اور ا��ں � ا� � ر� �۔  م� � � �و  � �و�ا� ز�ن �و�ا

� �ل ��

�� �ل ��

1

2

� �ل ��(� در� � ز��): �و�ا� ��(ز��)� � �ڈ0اور�1 �� � � �ل �� �� 

�۔

ٰ �در� � �ول �ا� �� �۔  � ز�� � اور ا�ل �� � �۔� �ل �� �و�ا� � �رڈو� � ا�

 � �ل �� � �� �:

12 ا� ز�ن     � ز�ن

High Level Languages

 The programming languages that are close to human languages are 
called the high level languages.
 These languages are easy to learn and use.
 Examples of high level languages are:
 FORTRAN     COBOL
 BASIC     PASCAL
 C

1

3

2

4

5
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 FORTRAN stands for “Formula Translation”. It was the rst high level 
language.

FORTRAN

 COBOL stands for “Common Business Oriented Language”. This high 
level programming language is used for business use.

COBOL

ٰ �در�� ز�ن: �و�ا� ز�� � ا�� ز��ں � �� �۔�� �ل �� �� �۔ ا�

 � ز�� � اور ا�ل �� آ�ن �۔

ٰ �در� � ز��ں � �� �۔  ا�

 �ر�ان    ��ل

�    ��     � 

2

4

1

35

(High  level ٰ �در� � ز� ن  Formula“� � �۔� � ا�  Translation”ن  �ر�ان:�ر�ا

(�Language۔

ٰ �در� � �و�ا� ز�ن �رو�ر  ��ل: ��ل�Common Business Oriented language � �۔� ا�

�� ا�ل �� �۔
PASCAL

 PASCAL is a high level language. This language is named in the honour 
of scientist Pascal.

 ز� اس ز�ن � �م ر� �۔  ن�� � ا�ا ٰ �در� � ز�ن �۔��ا ��: �� ا� ا�

BASIC

 BASIC stands for “Beginner ’s All-
Purpose Symbolic Instruction’s Code”. It is 
very easy to learn.

(Beginner’s All-Purpose Symbolic�  :�

�Instruction Code”(BASIC) � �۔� � � آ�ن 

�۔
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C

 “C” is a high level language. Windows, Macintosh and Dos etc are 
developed in “C”.

�� ��ش(Macintosh)اور ڈاس(DOS)و�ہ � � �ر ������ (windows)ا�ٰ� در� � ز�ن �۔و�وز � :�

��۔

2. Define programming languages.

3. What is low level language?

4. Write down the types of high level language.

 Answer the following questions.A

Exercise

1. Define program.

Ans:
A set of instructions that tells a computer what to do is called program.

Ans:
Programming languages is a means of communication between computer and a
user. It has a set of alphabets and rules for writing programs.

Ans:
The programming languages that are close to machine code 0 and 1 are called
low level languages.

Ans:
 Examples of high level languages are:
 FORTRAN                       COBOL
 BASIC                             PASCAL                   C

1

3

2

4 5
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     Fill in the blanks.B

A computer is nothing without a computer program.1.

Computer programs are written in programming language.2.

C is a high level language.3.

High level language are easy to learn and use.4.

1. A ____________ is designed after understanding the problems.

2. FORTRAN is a ________________.

3. _________ is popular in business eld.

     Encircle the correct option.C

4. _________ is popular in business eld.

codea  programb languagec commandsdP

High level languagea  Low level languageb

Machine languagec Assembly languaged

P

FORTRANa  COBOLb PASCALc CdP

Commercial Business Languagea  Code Based Languageb

Common Business Orientedc Command Line LanguagedP
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Using Algorithm &
Flow Charts 

 After studying this lesson, students will be able to:
 Understand the concept of algorithm.
 Learn the concept of owchart.
 Learn symbols used in owchart.
 Learn rules for drawing owcharts.

LEARNING�OUTCOMES

 In our daily life, we solve different problems every day. Every problem 
is different in its nature. Some problems are very difcult and require more 
attention to identify the solution.
 A problem may be solved in different ways. It is important to select 
the best solution.
 The goal of problem solving is to get the desired result in a short and 
perfect manner.
 Problem solving is a skill which can be developed by following well 
organized approaches:

 � �� � �� �۔� � ا� �� � �ظ � � �� �۔�   روز�ہ ز�� � � � روز �رى

 ن� � �ش �� � � ز�دہ �� � �ورت �� �۔ �� � � �� � اور ا

 ا� � � � ��ں � � � � � �۔  �� � � ا�ب �� ا� �۔

 � � �� � � �� اور �� �� ��� �� �� �� �۔

 � � �� ا� � � � �ر� ذ� ا� �ح � � � � � ذر� ��� � � ��۔

Flow ChartAlgorithmProgram
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What Is Program

 A set of instructions that tells a computer what to do and how to do?
 A computer works according to the given instructions.

 Computer programs are written in programming languages. The 
programmer develops programs to instruct the computer how to process 
data to convert it into information?

 م� �؟ �ا�ت � ا� � � ا� �� � �� � � � �� � اور � �� �۔ �و�ا

 ا� �� دى � �ا�ت � �� �م �� �۔

 �� ��و�ام �و�ا� ز�ن � � �� �۔�و�ام �� وا� �� � �ا�ت د� � � 

 م�� � � ڈ� � ��ت � �� �� � � � �و� �� �؟ �و�ا

Algorithm

 An algorithm is a step by step procedure to solve a problem. The 
process of solving a problem becomes simple and easier with the help of 
algorithm.
 It often helps us to solve a problem and is used for calculation and 
data processing. A recipe is an example of an algorithm.
 You have to bake a cake in your house.

ا�ر�: ا�ر� ا� � � � �� � �م � �م �� �ر �۔� � � �� � � ا�ر� � �د � �دہ 

اور آ�ن � �� �۔

 ��   ا�ل �  �  ��   ڈ�  اور  �ب  �ب  اور �  ��   �د  �رى �  �  ��  �  �   ا� � 

�۔ا� �� ا�ر� � �ل �۔

 آپ � ا� � � � �� �� �۔
Steps To Bake A Cake

o Heat oven to 325  F.
 Take a bowl and gather these ingredients like:
 Flour    Eggs
 Milk     Sugar
 Butter
 Mixed all these ingredient thoroughly in a 

bowl.

1

2

3
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 Take a baking pan.
 Pour the mixture into a baking pan.
 Bake in the oven for 50 minutes.
 Cool on a rack before cutting.
 Serve the cake.
 Similarly in a computer. We used algorithm to solve our problems.

4

5

6

7

8

� �� � �ا�:

 �32S○F اوون �م ��۔

  ء � ��۔  ا� �� � اور ا�ا

 آ�    ا�ے    دودھ

�    � 

 ء� �� � ا� �ح � ��۔  ن� ا�ا  ا
� �� ��  ا� � � �۔     آ�ے � � � � ڈا�۔�

 �50 � � اوون � � ��۔   �� � � ر� � �ا ��۔

 � � ��۔ 

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

45

67

8

1

2

3

Flow Chart

 Flow chart is the graphical or pictorial representation of an algorithm. 
Flow chart makes it easier to understand algorithm and nd errors in a 
sequence of steps. A programmer prefers to draw a ow chart before 
writing the actual computer program.

 The standard symbols which are used in ow charting are shown 
below:

آ� � �رٹ � ��ت �: �رى �� � � �رٹ �� � ا�ل �� � � �� � � �۔
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 ف  � ��ى ��� �۔� �رٹ (�ا                                                     � �رٹ(�اف �رٹ):� �رٹ(�اف �رٹ)ا�ر� � �ا

�رٹ)ا�ر� � � اور �ا� �ا� � �ں �ش ��آ�ن �� �۔ا� �و�ام �� وا� � �� 

 م� � � � �رٹ �� � �� د� �۔ �و�ا
Let’s Learn Symbols Of Flow Chart

�����



PurposesSymbols

Start / End of ow charts

��رٹ � آ�ز اور ا�م

It is used for Processing

� �و� � � ا�ل �� �

It is used for input / output

 ن�/آؤٹ � � � ا�ل �� � � ا

It is used for decision making

� � � � � ا�ل �� �

Connector

�ا�(�� وا�)

Off-page / On-page connector

آف �/آن � �ا�

These are called ow lines

� � �� �� �۔

It is used for remarks.

� را� د� � � ا�ل �� �۔
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Start

End

Switch on the power supply

Open the start menu to choose what you
want to do on computer.

Press the power button on the
system unit

 Here is a Flow Chart shows the steps for starting up a computer.

�وع ��

� � �ا� � � آن ��

� �� � ��د � �ا� �� وا� � د��

ا�رٹ(Start)� �� � �� ا�ب �� 

� � � آپ ��� � �� �� �

ا�م

�ں ا� � �رٹ �� � �� � �ا� �� �� �۔
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Boil water

Add tea leaves in the kettle

Boil the tea leaves

Pour tea into a cup

Pour milk into the cup

Start

Pour water
into a kettle

Then add
sugar

Then do not
add sugar

Is sugar
needed?

Poor water
into a kettle

End

 Here is a Flow Chart shows the steps for making a tea.
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�وع ��

ا� � � �� ڈا�

�� � ا��

� � �� � � ڈا�

�� � � � ا��

� � �� ڈا�

� � دودھ ڈا�

� � � �ورت �

�� � �� � �
� � �� ڈا�

�� �� � �

ا�م

�ں ا� � �رٹ � � �� �� � �ا� � �� �� �۔
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Symbols Purposes

 Simple English is used to 
write algorithm.

1

 Algorithm is the less time 
consuming.

2

 It is easier to modify.3

 It is a step by step procedure 
to solve a problem.

4

 Standard symbols are used 
to design ow chart.

1

 Flow chart is the more time 
consuming.

2

 It is difcult to modify.3

 It is a graphical representation 
of solution.

4

 Here is a difference between Algorithm & Flow Charts

�ں ا�ر� اور � �رٹ � در�ن ا� �ق �۔

����ت

ا�ر� � � � آ�ن ا� ا�ل �� �1

ا�ر� � � و� �چ �� �2

اس � �� �� آ�ن �� �3

4
� ا� � � � �� � �م � �م 

�� �ر �

1
�رى ��ت � �رٹ � �� �� 

� � ا�ل �� �

� �رٹ � ز�دہ و� �چ �� �2

ا� �� ��� �� �3

� �� �۔����4 � � � �ا
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 Answer the following questions.A

Exercise

1. What do you mean by problem solving?

Ans: Problem solving is a skill which can be developed by following well organized
approaches:
Program                             Algorithm                             Flow Chart

What is a computer program?2.

Ans: Computer programs instruct the computer how to process data to convert it into
information.

Define an algorithm.3.

Ans: An algorithm is a step by step procedure to solve a problem.

What is a flow chart?4.

Ans: Flow chart is the graphical or pictorial representation of an algorithm.

What does a flow chart do?5.

Ans: Flow chart makes it easier to understand algorithm and find errors in a sequence
of steps. A programmer prefers to draw a flow chart before writing the actual
computer program.

Rectangle symbol is used for?6.

Ans: It is used for Processing.

What is program?7.

Ans: A program is a set of instructions that tells a computer what to do and how to do.

Write difference between algorithm and flow chart.8.

Ans:

39

 Simple English is used to 
write algorithm.

1

 Algorithm is the less time 
consuming.

2

 It is easier to modify.3

 It is a step by step 
procedure to solve a 

4

 Standard symbols are used 
to design ow chart.

1

 Flow chart is the more time 
consuming.

2

 It is difcult to modify.3

 It is a graphical 
representation of solution.

4

Algorithem Flow chart



     Fill in the blanks.B

Problem solving is a process to solve different types of problems.1.

Algorithm is a step by step procedure to solve a problem.2.

A set of instructions that tell a computer what to do and how to do
is called program.

3.

Flow chart is the graphical representation of an algorithm.4.

The goal of problem solving is to get the desired result in a short
and perfect manner.

5.

A programmer is a person who writes computer programs.6.

     Encircle the correct option.C

1. _________ is also called a command.

2. __________ is also used for calculation and data processing.

3. _________ is also a problem solving activity.

4. Flow chart is used to show an ____________.

6. A computer works according to the given ___________.

5. “             ” symbol is used for:

Instructionsa  Positionsb Terminalc ProgramsdP

Flow charta  Algorithmb Both (a) & (b)c NonedP

Solutiona  Programmingb Datac InstructionsdP

graphica  datab algorithmc presentationdP

Processinga  Decision makingb Start / Endc Input / OutputdP

informationa  instructionsb outputc memorydP
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Mark a Tick (P) for true and cross (O) for False statement.D

Label the following symbols of ow chart.E

1

2

3

4

5

6

7

8

Problem solving is a process to solve different types of problems.1.

Flow chart does not help us to nd errors in the sequence of
steps.

2.

Algorithm tells us what to do step by step?3.

A computer program is a kind of an algorithm.4.

Computer programs are not written in special programming
langu,.

5.

O

O

P

P

P

Start / End of ow charts

It is used for Processing

It is used for input / Output

It is used for decision making

Connector

Off page / On-page connector

These are called ow lines

It is used for remarks
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6Les
so

n

 Windows XP is a reliable operating system that was developed by 
Microsoft corporation in 2001.
 It is much better than DOS (Disk Operating System). It provides better 
picture quality and resolution.
 Windows XP is the operating system that allows computer to perform 
all activities.
 Windows XP includes various versions such as MS Windows 95, 
Windows 98, Windows 2000, MS Windows XP is very simple, easy in use 
and commonly used operation system.

 

 After studying this lesson, students will be able to:
 Introduce Windows XP.
 Log on Windows XP.
 Icons on windows XP desktop.
 Steps to change icon.

Windows XP
LEARNING�OUTCOMES

Basic Features Of Windows XP

 Log on Windows Xp      Desktop
 Icons        Taskbar
 Search        Help
 Log off Windows Xp

و�وز ا� �(XP)ا� �� ا�د آ�� � � � �2001 ��و �� �ر�ر� � �ر � �۔

 وا�(ڈ� آ�� �)� � �۔� � ��ى �ا� اور ر�و�� �ا� �� �۔  � ڈى ا

 و�وز ا� �(XP)آ�� � � � �� � �م ���ں � ا�م د� د� �۔

98،و�وز  95 ،و�وز   )� � � ورژ�(� �� �ہ �ر�)� ا� ا� و�وز X P  و�وز ا� �(

)� �دہ،ا�ل � آ�ن اور �م �ر � ا�ل �� وا�  X P ) �2 � �� �۔ا� ا� و�وز ا� �  0 0 0

آ�� � �۔

ڈ� �پ�گ آن و�وز ا� � �
�� ���� �� �رآ

�د�چ

�گ آف و�وز ا� �
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Icons

 The small pictures that are being linked to computer’s programs are 
known as icons. They are shown on desktop.

 Now if your PC is ready to use then you can see something on the 
screen. This is called desktop.

Desktop

DesktopDesktopDesktop

TaskbarStart Button Icon Tray

WallpaperIcons

Clock

Log On Windows XP

 When we start a computer system, 
Windows XP starts immediately If it has 
this operating system. It shows a Log on 
screen to Log on to windows XP.
 Enter the password in your system.
 Click on arrow key or press Enter key 

(on key-board).

Windows Log On View �  ��  �  �  ��   ا� �  �گ آن و�وز ا� �: �

ًو�وز ا� � �را�وع � �� � ا� � اس آ�� � � ر� �۔� و�وز ا� � � �گ آن �� � � �گ 

آن �� �� �� �۔

 ا� � � ��رڈ درج ��۔

 ا�و �(� � �ن)� � �� �ا� � د��(�-�رڈ �)

ڈ� �پ:اب ا� آپ �� �(PC)ا�ل � � �ر �� آپ ا�� � � د� � �۔� ڈ� �پ �� 

�۔
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�
�� � �� �۔� �� � �� �� �۔���  �� ��� � �� � �و�ا�ں � �ے �� � آ

�
�� ���:� آ

My Document

 It contains les and folders. �� �: � �� اور ��ر ر� �۔����� �� ڈا� 
My Computer

 The icon “My Computer” accesses drives, printers, 
control panel etc. It shows the content of a computer. It 
contains contents as:
 Local Disk(C:)    DVD/CD-RW Drive (F:)
 Floppy (A:)

�
�� �  My computer     ڈرا�ز، � �ز، �ول  � و�ہ � ر�� د� �۔� �� � �اد �� �� �۔ ��� �� ��: آ

�  �اد �� �� � �:

Fڈى وى ڈى/� ڈى-آرڈ � ڈرا�   (C)ڈ� �� 

(A)�� 
My Network Places

 In the Microsoft Windows Operating System, “My 
Network Places” is the network browser feature in windows 
explorer from Windows XP.

 �(XP)� و�وز ا�My Network Places� � ��  ��و �� و�وزآ
� ������:�� �� � ورك 

و�وز ا�رر � � ورك �اؤزر �(��)�۔
Recycle Bin

 The dustbin of the computer is known as “Recycle Bin”. 
When a le is sent to recycle bin it is temporarily deleted. 
This le stored in recycle bin. If we want to restore it and 
check again, we can do so. However, by Emptying the 
Recycle Bin, les can be deleted permanently.

رى �� �: �� � ردى � ��ى��Recycle Binر� �� �� �۔� ا� �� رى �� � � � 

�� � � �ر� �ر � ڈ�( �)  � �� �۔� �� رى �� � � ذ�ہ � �� �۔ا� � اس �� � ا�ل 

 � � � �� � �� �� � ��   دو�رہ � �� �� � � ا� � � �۔� � رى � وا� �� اور

ڈ�( �)  � � �۔
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Internet Explorer

 Internet Explorer is a web browser. It enables us to 
access the text, images, video, music, games and other types 
of information on the internet. Like:
 Mozilla Firefox   Downloading Games Apps

Taskbar

 At the bottom of the desktop screen there is a bar on which start 
button and other buttons are exist. This bar is called task bar. A quick help 
can be obtained from this taskbar.

 Control Panel is used to change settings and customize 
the functionality of your computer.

Control Panel

 It is the built-in feature of Windows XP. It also has 
abilities to nd photos, music, videos, documents, le and 
folders on your computer. You can search for les right from 
windows start menu on start screen.

Search

ا�� ا�رر: ا�� ا�رر ا� و� �اؤزر �۔� � � �و�، و��ز،  ��،� اور ا�� � 

��ت � دو�ى ا�م � ر�� � �� �� � �:

 �ز� �� ��   ڈاؤن �ڈ� �ا�

�ول �:�ول � �� �� �� اور آپ � �� � ��  اور ا� �� � �� � �� �� � 

� ا�ل  � ��  �۔

�� �ر: ڈ� �پ ا�� � � � � ا� �ر �� � � � ا�رٹ �(Start button)اور دو�ے � 

��د �� �۔� �ر�� �ر �� �۔اس �� �ر � �رى �د �� � � � �۔

 وڈ�،  ،��  ،���  �  ��  �   آپ  �۔� ��   ��د �  �   و�وزا� ا�چ(�ش ��): �
�

���� �� � ��ں � � �� د�و�ات،�� اور ��ر �ش �� � �� ر� �۔آپ ا�رٹ ا�� � ا�رٹ 

ا�چ � � �۔
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 It is also built-in feature of Windows XP. It displays help 
in all topics and les. It is also displays help topics for “Active 
applications”.
 You can choose Help option from windows start menu.

Help

�د: � � و�وز ا� � � � � ��د �� �۔� � ���ت اور ��ں � �د �� �۔�  ا� 
��� �� � � ا�ادى ���ت � �� �� �۔���������� �ا

���� ��(��)� �د � آ� � ا�ب � � �۔��  آپ و�وز ا�رٹ 

Log Off Windows XP

 Follow the given steps to log off your computer:
 Click on “Start Button” on the taskbar.
 Click on “Turn Off Computer”.
 There will be appear a dialog box. Choose “Turn Off” from the list.
 Wait from the computer to fully shut down.

1

2

3

4

1

2

3

4

Windows Log Off View

و�وز ا� � �گ آف: �� ��گ ٓاف �� � � �ر� ذ� �ا� � �وى ��۔

 �� �ر ���Start  Button ��۔

 �Turn off  Computer � ��۔

 ر� � � ��Turn off ا�ب ��  ا� ڈا�گ � �دا

 �� � � �ر � � � �� � ا�ر��۔
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Steps To Start A Program

Using Or Changing Some Icons

 Click on the “Start Button” and then point to “All Programs” option.
 Select the program you desired to run.
 Click on the program icon or menu.
 Once the selected program starts a small icon appears on the taskbar. 
For Example: Follow the given steps to start MS Word program.
 Click on the “Start Button”.
 Go to “All Program” menu list.
 Click on “Microsoft Ofce”.
 Click on the “Microsoft Ofce Word”.

1

2

3

4
�
�� � � ا�ل �� � �� ����� � آ

 م�وع �� � �ا�: ا� �و�ا

 م� ا�ب ��۔ � �Start Button � �� اور �� ٓال �و�ا
�� � � �� � � ��۔���  م� آ  م� ا�ب ��۔    �و�ا � �و�ا

�� �(��)�� �ر � �دار� �� �۔���  م�وع � �� � ا� ��آ  ا� �ر � � �و�ا

 م� �وع �� � � د� � �ا� � �وى ��۔ �ل � �ر �: ا� ا� ورڈ �و�ا

 �Start Button � ��۔
�

���� �� � ���All Program ��۔��  

 �Microsoft Office � ��۔

 �Microsoft Office word � ��۔

1

2

3

4

1

2

3

4
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Steps To Change Desktop Background

 To change the background of Windows XP desktop, follow these 
steps:
 “Right click” on the desktop by using mouse.
 Click on “Properties”.
 In display properties window, click on “Desktop” tab.
 Choose a background as “Bliss”.
 Click on “Apply”.
 Then click “OK” button.

1

2

3

5

4

6

5

4

6

3

2

Right click
on Desktop

1

ڈ� �پ � �اؤ�(� �)�� �� � �ا�: و�وز ا� �(windows XP)ڈ� �پ �� 

 ن�ا� � �وى ��۔ � � �� �� � � ا

 �ؤس ا�ل �� �� ڈ� �پ � دا�ں � د��

 Properties � � ��۔

 ڈ� �و�� و�و � ڈ� �پ � � � ��۔

Bliss� �� � � � ا� 

 Apply � � ��۔

 ��Ok � � ��۔

1

2

3

5

4

6

Screen Saver

 A moving picture or pattern that appears on the screen if we do not 
move the mouse for some time. This is known as screen saver.

 ر ا�� �ر: ا� �� �� �� �� ��ن ا� � � و� � � �ؤس � �� � د� � ا�� � �دا

�� �۔� ا�� �ر � �ر� �� �� �۔

48



2

Right click
on Desktop

1

Steps To Change Screen Saver

6

7

 To change the screen saver of Windows XP desktop, follow these steps:
 “Right click” on the desktop by using mouse.
 Click on “Properties”.
 Click on the “Screen Saver” tab in the display properties window.
 Now select a desired screen saver from drop down list of screen savers.
 Set the waiting time. After this period screen saver will appear if 

mouse is inactive state.
 Click on the “Apply”.
 Then “OK” button.

5

4

1

2

3

67

3

4

5

 ن ا�� �ر� �� �� � �ا�: و�وز ا� � � ڈ� �پ � ا�� �ر � �� �� �� ا

ا�ا�ت � �وى ��۔

 �ؤس ا�ل �� �� ڈ� �پ � دا�ں � د��۔

 �Properties � ��۔

 ڈس � �و�� و�و � �Screen Saver � � ��۔

 اب ا�� �ر � ڈراپ ڈاؤن � � � �� ا�� �ر � ��۔

 ر� �� �۔  ا�ر � و� �ر ��۔اس و� � � ا� �ؤس � �ك � � � ا�� �ر �دا

 �Apply � ��۔

 � �Ok � ��۔

6

7

5

4

1

2

3
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Steps To Open Saved File

 Click on “Start Button”.
 Select the “Document” option.
 Select the document you want to open, by clicking on it.

1

2

3

1

2

3

�ظ � � �� � �� �  �ا�:

 �Start Button � ��۔

 Documentsآ� �ا�ب ��۔

 �د�و� آپ �� �� � اس � � �� � ��۔

1

2

3

Steps To Copy / Paste a le

 “Right click” the le that is to copy / paste.
 A context menu will open on which there are many options. Click 

“Copy” option.
 Now open the folder where you want to copy or paste the le. When 

you “Right click” the mouse, there will be an option of paste. Click on 
this, you can copy / paste your desired le.

1

2

3

ا� �� ��/� �� � ا�ا�ت:

 �� � دا�ں � د�� � ��/� �� �۔

 ر� � � �� � آ� �ں �۔Copyآ� � � ��۔  ا� � �� �دا

 ��Right click� اب ��ر � �� �ں آپ �� � ر�(�ں)�� �� �۔� آپ �ؤس 

�۔و�ں �ں �� � � �Paste آ� ��۔اس � � � � آپ ا� �� �� � ��/� � � �۔

1

2

3
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Function Of Windows Control Buttons

Close ButtonMinimize Button

Maximize Button

 By clicking this button      , we can close the Windows XP.
 By clicking this button    ,we can resize or maximize the window size 

up to full screen.
 By clicking this button   ,we can minimize the Windows XP. It can 

again show on the desktop by clicking the le icon on the taskbar.

3

1

2

و�وز � �ول �ں � �م:

  اس � � د�� � � و�وز ا� � � �� � �۔

�  اس � � د�� � � و�و �� � � ا�� � �� � �ا � � �۔
�� ��� � �� � � �   اس � � د�� �،� و�وز ا� � � � � � � � �۔�� �ر � �� آ

� ڈ� �پ � دو�رہ �� � � �۔
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 Answer the following questions.A

1. Define Windows Xp.

Write the step to Log on in start menu.2.

Write the steps to copy a file.4.

What is a wallpaper?5.

What is a screen saver?3.

Exercise

How can you change desktop background?6.

Ans:
Windows XP is a reliable operating system that was developed by Microsoft
corporation in 2001.

Ans:
When we start a computer system, Windows XP starts immediately. If it has
this operating system. It shows a Log on screen to Log on to windows XP.
        Enter the password in your system
        Click on arrow key or press Enter Key (on Key-board)

Ans:
A moving picture or pattern that appears on the screen. If we do not move the
mouse for some time. This is known as screen saver.

Ans:
“Right click” theMenu will open on which there are many options. Click “Copy” option.
Now open the folder where you want to copy or paste the file. When you “Right click”
the mouse, there will be an option of paste. click on this, you can copy/paste your
desired file.

Ans:
Wallpaper is the background picture or graphics appears on the desktop.

Ans:
 To change the background of Windows XP desktop, follow these steps:
 “Right click” on the desktop by using mouse.
 Click on “Properties”.
 In display properties window, click on “Desktop” tab.
 Choose a background as “Bliss”.
 Click on “Apply”.
 Then click “OK” button.

1

2

3

5

4

6
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3. Icon ____________ accesses drives, printers, control panel.

1. To start a program in windows XP, we click on ________.

2. Search means to access ________ application function les / folder.

     Encircle the correct option.C

4. DOS is an ____________.

     Fill in the blanks.B

Windows XP is developed in 2001.1.

DOS stands for Disk Operating System.2.

At the bottom of screen there is task bar.3.

The dustbin of computer is named as Recycle bin.4.

Start button and clock are on the task bar.5.

taskbara  tittle barb start buttonc helpdP

windowsa  documentb systemc desktopdP

Recycle Bina  

Windows Explorerb

My Computerc

My Documentd

P

Softwarea  operating systemb

application softwarec utility programsd

P

     Match the Columns.D

Column A Column B

Background picture or
graphics are

1. icons

It is just under the
tittle bar

3. wallpaper

Small pictures on desktop2. menu bar

     Label the icons.E

My Document My Computer Recycle Bin Internet Explorer
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Introduction To Software
& Microsoft Word 2010 

 After studying this lesson, students will be able to: 
 Know about word processor.
 know about softwares.
 Start MS Word.
 Learn components of MS Word 2010.
 Format the text of MS Word 2010.

LEARNING�OUTCOMES

 System software is a software used to control all activities within a 
computer system.
 The Microsoft Windows Operating System (OS) is an example of 
system software.

System Software

 A set of instructions given to the computer to solve a particular 
problem or to perform a specic task is called software.
 Software tells the computer “What to do and how to do”?

Software

Types Of Software

Software

Application SoftwareSystem Software

 Software is divided into two main types.
 System Software     Application Software1 1
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�� و�:ا� �ص � � �� � ا� �ص �م �ا�م د� � � �� �د� � �ا�ت � ا� � �� 

و� ���۔

 �� و� �� � �� �”� �� � اور � �� �؟‘‘

��� و� � ا�م:�� و� � دو �دى ا�م � � � �� �۔ ���� ������ � �� و��� 1 � �� و�   ا 1

� �� و�:� �� و� ا� �� و� � �ا� �� � � ا�ر �م ���ں � �ول �� 

�� ا�ل �� �۔
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 ��و�� و�وز آ�� �(OS)� �� و�� ا� �ل �۔

Application Software

 Application software are specially designed to solve the specic 
problems of users.
 Application software may include a word processing program, 
spread sheets and presentation software etc. � �������� � �� و� ا�ل �ہ �ن � �ص �� �� �� � � �ص �ر � �ر ��  ا

� �������� � �� و�:�� ا

�� �� �۔ �� ���� ���� ��� ��� � اور ��� �� و� و�ہ �� � ��۔�� � �� و� ورڈ �و� �و�ام،��   ا

Let’s Learn Microsoft Word

Word Processor

 Word Processor is a software which is used to create, edit, format and 
print text based documents.
 Examples of Word Processor as:
 Microsoft Word   WordPad    Word Star

آ� ��و �� و� ورڈ �:

ورڈ �و�: ورڈ �و� ا� �� و� � � � � � د�و�ات �� �� د�،�ب � � د� اور 

�� �� ا�ل �� �۔ ورڈ �و� � ��:

 ��و �� ورڈ  ورڈ �    ورڈ �ر

But the Microsoft Word is popular word processor.

�ٹ: � ��و�� ورڈ �ل ورڈ �و� �۔
Microsoft Word

 Microsoft Word is part of the Microsoft Ofce. It is an application 
software.
 Its main function is for producing documents that includes text, 
graphics, table, clip art etc.

� ���� ������ � �� و� �۔�� ��و�� ورڈ: ��و�� ورڈ ��و�� آ� �� �۔� ا� ا

 اس � ا� � د�و�ات �� � � � ،�ا�،�،� آرٹ و�ہ � � �� �۔

Note:



1

2

3

4

How To Start MS Word 2010

1

2

3

4

 Click the “Start button” to open the “Start menu”.
 Choose “All Program” from start menu.
 Choose “Microsoft Ofce” and click it.
 Now click on “Microsoft Word”.
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ا� ا� ورڈ�2010 � �وع �� �:

 �Start button� � �� �Start Menu � ��۔

 ا�رٹ �(��)��All Program ا�ب ��۔

 �Microsoft Office ا�ب �� اور اس � � ��۔

 اب�Microsoft word � ��۔

1

2

3

4

The MS Word Interface

Title BarMenu Bar

Status Bar Zoom Slider

Quick Access Toolbar Window Control ButtonsRibbon

Vertical Scroll BarHorizontal Scroll BarRuler



Title Bar

 It is the top of word windows screen. It displays le’s name and has 
control buttons on it.

Menu Bar And Drop Down Menu

 Menu Bar displays menus like: File, Home, Insert, Page Layout, etc.
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�� �ر: � ورڈ و�وز ا�� � � � او� �� �۔� �� � �م �� �� � اور �ول � ر� �۔

 ن�ٹ،� � آؤٹ و�ہ۔ �(��)�ر اور ڈراپ ڈاؤن �: � �ر �� ����� � ��،�م،ا

Quick Access Toolbar

 At the left corner of title bar there is  Quick Access Toolbar. It is used to 
open documents and save them.

� �ل �ر �� �۔� د�و�ات � �� اور �ظ �� ������  �� �ر � �� �� ��� ا
� �ل �ر:������ �� ا

� � ا�ل �� �۔

 It is at the bottom of word windows.

Status Bar

ا� �ر: � ورڈ و�وز � �ے � �۔
Scroll Bar

Vertical Scroll Bar

Horizontal Scroll Bar

 Scroll Bar is used to reach to the more 
documents up and down, right and left. The 
word document window has two scroll bars.
 Horizontal Scroll Bar
 Vertical Scroll Bar

12

�   د�و�ات ��  ��   اور  �،دا�  اور و�  �را  �ر:ا�ول ا�ول

� � � ا�ل �� �۔ورڈ ڈا� � و�و دو ا�ول �رر� �۔

 ا� ا�ول �ر     �دى ا�ول �ر



Rulers

 Rulers are used to measure text 
alignment.

Ribbon

 The ribbon is the panel at the  top 
portion of the document. It has seven tabs.

Tabs

Paragraph GroupFont Group

Ruler
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رو�ز: رو� ز� � �ر �ى � �� � � ا�ل �� �۔

ر�: ر� ڈا� �(د�و�)� � � او� وا� � � �� �۔� �ت �ں(Tabs)ر� �۔

Steps To Create A New MS Word 2010 Document

2

3

4

1 Click “File” tab on 
the ribbon.

 Select “New” from 
the drop down list.

 Click the “Blank 
Document” present 
in the available 
templates.

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

1

2

3

4

ا� ا� ورڈ2010ڈا� � �� � ا�ا�ت:

 ر� ��File � � ��۔

�� ڈراپ ڈاؤن � ��New ��۔ � � ��د�Blank Document � ��۔���������� �� د�ب  � � دا� �ے ��Create � � ��۔����������  د�ب 



To Format Text In MS Word 2010 Document

 Format stands for changing the font style of letters or numbers. We 
can change and choose many different fonts like Combria, Calibri, Courier 
New, Algerian etc in MS word 2010 in Font group. First select the text and 
then format it.

Steps To Select Text In MS Word 2010 Document

 Bring the mouse 
cursor from where 
you want to select 
the text.

 Pressing the left 
button of mouse 
and keeping and 
dragging mouse 
over the text you 
desire to select.

 Release the button 
of mouse and nish 
selecting the text.
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 ف� ا�اد � �� �� �� �� �  2ڈا� � � � � �� د� ��: �ر� �و 0 1 0 ا� ا� ورڈ
   ا�� و�ہ � ا� ا� ورڈ � �� �وپ �����     ���ى، �ر� �،  ���   ��  �۔� � � � �� � ��، 

� �� اور � � � �۔ �   � � � � ا�ب �� اور � ا� �� د�۔

ا� ا� ورڈ2010ڈا� � � � � �� � ا�ا�ت:

� �ں � آپ � � �� �� � و�ں �ؤس � � � � ن ��۔ �� ��������  �ؤس ���ں � د�� �� اور � � آپ � ���� � اس � �ؤس ر� اور 

 �ؤس � � � �ڑ� اور � � � �� � ��۔

Steps To Change The Font Style And Font Size In MS Word 2010 Document

 Click “Home” tab on the ribbon.
 Click on    arrow of fonts to change the font from the list.
 Click on the desired font as “Cambria”, then see the text.

1

2

3
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ا� ا� ورڈ ڈا� � � �� ا�� اور �� �� �� �� � ا�ا�ت:

 ر� ��Home د��۔

 �� � �� �� �� � �                                                                                                      �� � � � �ن � د��

 �� �� � � �� ��Cambria � د�۔

1

2

3

1
2

3

Steps To Change The Font Colour In MS Word 2010 Document

 We can change text font colours as:
 Click       arrow for looking font colour list.
 Click the colour     that you want to select.

1

2

1

2

ا� ا� ورڈ2010ڈا� � � �� � ر� �� �� � ا�ا�ت:

 � � � �� � ر� �� � � � �:

 �� � ر�ں � � د� � � � � �ن � د��۔

 ر� � � �� � آپ � �� �� �۔

1

2



Steps To Save Documents In MS Word 2010 Document

Steps To Open A Saved Document In MS Word 2010

1

2

3

4

 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 “Ali” 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. At the last save the document.

1

2

3

4

 We can open a le / document already saved in a folder. Now follow 
these steps as:

2ڈا�� � ڈا� � � �ظ ��� ا�ا�ت: � � ا� د�و� � � � � ا� �ور  0 1 0 ا� ا� ورڈ

�ظ �� �� � �ر� ذ�:

 ر� ��File (�)� � ��۔
�
�� � Save (�ظ) �   � ��۔���  �  � � � � آ��Save �� ��ل �ر � آ

 د�و� � �م �/�� � �� � �م وا� ڈ� � Ali۔

 �ے � د� �  Save �  � ��۔

 ا� آپ � � � اور �� �� �� �� �۔� ��Cancel �� اور د�و� � �� ��۔ 

آ�  � د�و� � �ظ ��۔

1

2

3

4
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 First of all open the MS word.
 Click “File” tab.
 Then choose and click “Open” from drop down list.
 Lastly look and search the le / document to be opened and click the 

le name. In the le name box, le name will appear, then click 
“Open” button at the bottom.

 Our selected le will be opened.

1

2

3

4

ا� ا� ورڈ�2010 ا� �ظ د�و� �� � ا�ا�ت:

 نا�ا�ت � �وى ��۔ �:  � ا� ��ر � � � �ظ �� /د�و� �ل ��۔اب ا

 � � � ا� ا� ورڈ ��:

 �File(�)� � ��۔

 � ڈراپ ڈاؤن � � ��Open � �� اور � ��۔

/ د�و� � د� اور �ش �� اور �� � �م � � ��۔�� � �م   آ� � �� �� وا� ��

وا�  ڈ� � �� � �م �� � �۔

 � �ے ��Open � � ��۔

 �رى � � � �� � �� �۔

1

2

3

4

1

2

4

3
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Steps To Exit MS Word 2010 Document

 First Method:
 In order to close MS Word 2010 document, we follow these steps:
 Click “File” tab of MS Word 2010 window.
 Choose and click “Exit” option MS word 2010 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 you the “Don't Save” option to without safely close.

1

2

1

1

2

2

1

2

ا� ا� ورڈ2010د�و� � �� � ا�ا�ت:

 :�� � 

 ن�ا� � �وى �� �۔  ا� ا� ورڈ2010ڈا� � � � �� � � � ا

 ا� ا� ورڈ2010و�و � �File (�)� � ��۔

 Exit آ� � � �� اور د��۔ا� ا� ورڈ�2010 � �� �۔

 دو�ا ��:

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

 و�و آ� ��ت �� �ے � �”Don’t Save, “Saveاور  cancel �ظ �� � � �� � 

�   Saveآ� � � ��۔

 � �ظ �� � � �� � � آ� �Don’t Save � ��۔

1

2



 Answer the following questions.A

1. How can you start MS Word?

Exercise

Let’s Read Some Features Of MS Word

Ctrl S+

Ctrl C+

Ctrl V+

Ctrl X+

Ctrl P+Print

Paste

Save

Copy

Cut
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Ans:
 Click the “Start button” to open the “Start menu”.
 Choose “All Program” from start menu.
 Choose “Microsoft Office” and click it.
 Now click on “Microsoft Word”.

What do you mean by word processor?2.

Ans:
 Word Processor is a software which is used to create, edit, format and print
text based documents.
 Examples of Word Processor as:
 Microsoft Word                  WordPad                   Word Star

Write steps to change the font style.3.

Ans:
 Click “Home” tab on the ribbon.
 Click on    arrow of fonts to change the font from the list.
 Click on the desired font as “Cambria”, then see the text.



1. Title bar shows the _________ of the le.

     Match the Columns.C

     Encircle the correct option.D

                     is known as ____________.2.

Column A Column B

System software2.

Title Bar1.

Application software3.

Copy4.

Ctrl + c

Microsoft Word

Top of word window screen.

control all activities within
the computer system.

What is a format?5.

     Fill in the blanks.B

Write two names of your favorite fonts.4.

Font is the style and design of letters.3.

To control all activities within a computer system, system software
is used.

4.

MS Word is part of the Microsoft office.1.

2.       button is used to save le.

65

Ans:
Cambria and Arial are my favourite fonts.

Ans:
Format stands for changing the font style of letters or numbers.

lengtha  widthb colourc le namedP

text buttonsa  start buttonsb

windows control buttonsc all of thesedP



3. Horizontal scroll bar moves the le / document in ____________
directions.

There are _________ rulers in MS word 2010.4.

Title bar is at the _________ of MS word windows.6.

                          is called as ______________.5.

     Label the components of MS Word 2010.E

66

lefta  rightb left and rightc all of thesedP

Menu bara  Quick access tool barb Scroll barc Title bardP

left sidea  right sideb topc bottomdP

foura  threeb twoc nonedP

Quick Access Toolbar Menu Bar Title Bar Ribbon Window Control Buttons

Ruler Status Bar Horizontal Scroll Bar Zoom Slider Vertical Scroll Bar
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 After studying this lesson, students will be able to: 
 Introduce multimedia and its benets.
 Learn Window media player.
 Know playing an audio les CD’s.
 Understand components of Window media player.
 Playing games on computers.
 Installing CD/ DVD.

 Today, multimedia trainings, slides 
making and animated clips and research 
work is promoting in education sector, 
business communities, cinema industries 
and in entertainment eld.
 Multimedia applications and 
contents are commonly available on CDs 
DVDs and on internet etc.
 We can use multimedia applications 
to watch movies, play games, to make 
presentations etc on computers.
 Windows media player is the good example of multimedia 
applications.

Benets Of Multimedia

Multimedia & Media Player
LEARNING�OUTCOMES

 Multimedia is the enhancement of typing work, graphics, audio, 
video, sound and animation programs run onto a computer.
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 ��،��  �  ��  �  �   �ان �  ��   اور  ا��ى  �ادرى،�  �،�رو�رى �  �   آج
� اور �� �م �� �ر ر��۔���� ��،ا� � 

 � ��ا� � اور �اد� ڈ�،ڈى وى ڈ� اور ا�� � �م د�ب �۔
�� �� ��� �� ا�ل � � �۔��������  � � د�،� � اور �� � ��� و�ہ �� � � � �� ا

� ����� ���� �� � � ا� �ل �۔��  و�وز ��  �� � �� ا 
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 It is used to develop, listen and watch 
clips, movies and songs on computers.

 It is utilized to introduce and produce 
computer trainings, references, science 
course etc.

 Multimedia is used in designs of graphics 
and animations to better market the 
products etc.

� �� � �ا�:

 زاور �� � � وا� ا� � �و�ا�ں � ز�د� �۔  � �� �� ��م،�ا�،آڈ�،و��،آوا

 و�ہ �رف �وا� اور �� � � ا�ل � �� �� �۔  � �� � �� ،�ا� �ت،�� �رس

 � �� ��ت � � �،  ر� � � �ا� اور ا� � � ڈ�ا� � ا�ل �� �۔

Windows Media Player

 It makes use of preparing animations, watching movie and dance, 
listening songs, poems, etc.
 When we install a windows on a personal computer, it essentially 
contains “Windows Media Player”. A window media player facilitates us to 
play audio and video CDs, DVDs and other musical items.

�
� ا� � �ر ��،� اور ڈا� د�،��،� � و�ہ � � ا�ل �� �۔و�وز ��                         ��:��

�
 � � �� �۔ا� ��  �ر � و�وز �� ��  � � �� �� � ا� و�و ا�ل �� �۔� �دى

�
و�و ��              �� آڈ� اور و��، � ڈ�،ڈى وى ڈ� اور دو�ى �� � ا�ء �� � � � �� � �� �۔��



Starting Windows Media Player

 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 open within a few moments.

1

2

3

1

2

3
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�
 نا�ا�ت � �وى ��۔��  و�وز �� �� � �وع �� � � ا

�
و�و �� �� �وع ��:��

 �� �ر ��Start Button د��

 ��All Programs ��۔

 ابWindows Media Player   � � ��۔

 � � �ں � �وع � �� �۔

1

2

3

Components Of Windows Media Player

 There are usually ve components of Windows Media Player:
 Address bar     Navigation pane
 Detail pane     Playback control area
 List pane

� �
� �� و�و �� �� � �: �م �ر� و�وز �� �� � �� ��� �۔�

� ����� ��� �  ا�ر� �ر      �



Address Bar Navigation paneList pane Title Bar

Playback control area Detail pane

Address Bar

 Address bar is an area at the top of Windows. It shows options of play, 
Burn, Sync etc.

Navigation Pane

Detail Pane

 It appears at the left corner of windows and shows media player 
library’s information.

 Detail pane shows the information about the playlist.
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 ڈ� �     � � �ول ا��

� � 

ا�ر� �ر: ا�ر� �ر و�وز � � � او� وا� ا�� � ا� �ر�۔� �،�ن،� و�ہ �آ� �� �� 

�۔

�
 ر�� �۔اور �� �� ���ى � ��ت �� �� �۔��  � و�وز � �� �رے � �دا

� ����� ��:� � �

ڈ� �: ڈ� � � � � �رے � ��ت �� �� �۔
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Playback Control Area

 The area appears at the bottom of window which is playback control 
area. It shows many options of Play, Stop, Mute, Reply, Next, Previous etc.

� � �ول ا��: و�و � �ے � �� �� وا� �� �� �ول ا�� �۔� �وع ��(Play)، روك 

د�(Stop)،دو�رہ ��(Replay)،ا�(Next)،�(Previous)و�ہ � � �آ� �� �� �۔

Playing A Windows Media Player

List Pane

 It shows the playlist.

 Insert a CD / DVD in your DVD drive:
 A small “AutoPlay” window appears on desktop.
 Then click the play audio.

1

 If an AutoPlay window does not appear:
 Double click to open the “Computer” on 

desktop.
 Then the right click on CD / DVD drive, Drop down 

menu will be appear.
 Click the open or open Autoplay.

2

1

2

1

،� �� �� � � � �                                                                                         :� �

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

 ا� ڈى وى ڈى ڈرا� � � ڈى/ ڈى وى ڈى ڈا�۔

 ر�� �۔  ا� �� Auto Playو�و ڈ� �پ � �دا

 �� آڈ��Play Audio � ��۔

 ر� ��:  ا�ا� آ� � و�و �دا

 ڈ� �پ � �Computer �� � �دو�رہ � ��۔

 � � ڈى/ڈى وى ڈى � دا�ں � ��۔

 او�(Open)� او� آ� �(Open auto Play)� � ��۔

2

1



1 2

4

3

3

 Start the “Window Media Player” as shown in the given window gure:
 Right click on “Menu Bar”. Drop down menu will be appear. Click the 

“File” on drop down menu.
 Then click “Open”. New window will be opened.
 Click on the “Music Library” in Navigation Pane.
 Choose your favorite music. Then click on “Open Button”.

3

2

2

3

1
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 �Window Media Player �وع �� � � دى � � � �� � � �۔

 ر� �۔ڈراپ ڈاؤن  � File � � ��۔  �Menu Bar دا�ں � ��۔ڈراپ ڈاؤن � �دا

 � �Open � ��۔� و�و � �� �۔
� ����� � � ��Music Library � ��۔�� � 

 ا� ��ہ �� � ا�ب ��۔��Open Button � ��۔

3

Play Controls

 Windows Media Player has following player control:
� �
� �� �  �و�: و�وز ��                         �� �ر� ذ�                              �� �ول ر� �۔�



Play / Pause

Next / Fast Forward

 By clicking this button, next le will start playing. If you click 
and hold this button for a while, the le moves forward fast.

Previous / Rewind

 By clicking this button, previous le will play. If you click and 
hold this button for a few moments, it will rewind the le fastly.

Volume Slider and Sound

 Volume slider is used to high and low the sound. By 
dragging the mouse over slider, you can attain desired 
volume. If you want to mute, simply click on the speaker.

Stop

 You can stop the le by clicking on this button.

Turn Repeat On / Off

 By clicking it once, the le now starts on repeating. You 
can also repeat off by simple clicking it again.

 Play / Pause button is used to play or pause audio or video. When you 
Play the le the button appears     and when you Pause it shows like this    .

73

��P ٓاڈ� � و�� � �� اور � �� � � ا�ل �� �۔� آپ ا� �� �  l a y / P a u s e /رو�:  ��

 ر���۔اور � آپ ا� رو� � � اس �ح �            �� �� �۔ �� �۔ � �دا

ا�/�ى � آ� ��:  اس � � د�� � ا� �� � �وع � �� �۔ا� آپ اس � � � �� � 

اور � د� � � د�� ر� � �� �ى � آ� �� �� �۔

�/� ��: اس � � د�� � � �� � �� � ا� آپ اس � � � �� � اور� د� د�� 

 ے�۔ ر� � � � �� � �ى � � � د

 � � �  وا�م ��ر اور �ؤ�: وا�م ��ر آواز �او�اور � �� � � ا�ل �� �۔��ر � �ؤس

 ز�� �� �� � � �ف ا� �� ��۔ آپ �� وا�م �� � � �۔ا� آپ آوا

روك �: آپ اس � � � �� �� �روك � �۔

� �� �/���: ا� ا� �ر د�� � �� دو�رہ � �وع � �� �۔آپ �ف اس � دو�رہ د�� � � 

� � � �۔
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Turn Shufe On / Off

 By clicking it once, the playlist now set on random playing.

� �� �/���: اس � ا� �ر د�� � � وا� ��Play List �� � �وع � �� �۔

 Games, programs and softwares are available in CD ROM.
 Multimedia games and playing clips on computer are becoming very 
popular. A number of games like Call of Duty, Grand Theft Auto, Need for 
Speed, FIFA 17 are available on windows.

 ماور�� و� � ڈى روم(CD ROM)� د�ب �� �۔ �� � � �: �،�و�ا

����(Call� ل �� � ر� �۔�ں � ا� �ى �اد � �ل آف ڈ�� � �� � � �� � � �� �اور 
� � آ�(Grand theft Auto)� �را �Need for speedو�وز � د�ب �۔���� �  ��of duty)

Playing Games On Computer?

Grand Theft Auto Need For Speed FIFA 17

 Click “Start Button” on taskbar.
 Choose “All Programs”.
 Choose “Games”.
 Click the desired game as “Spider Solitaire”.

1

2

3

4

Steps To Start Game On Computer

�� � � �وع �� � ا�ا�ت:

 �� �ر � Start Buttonد��   �All Programs ��۔

Spider  Solitaire � �� � � � ��    �� �Games 

12
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 Answer the following questions.A

1. What is Window Media Player?

Exercise

Why is volume slider used?3.

Write two uses of multimedia.4.

For what      and      these buttons are used for?2.

Describe three benefits of multimedia.5.
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Ans:
Window Media Player is a good example of multimedia application.
It makes use of preparing animations, watching movie and dance, listening
songs, poems, etc.

Ans:
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    .

Ans:
Volume slider is used to high and low the sound. By dragging the mouse
over slider.

Ans:
We can use multimedia for watching movies and listening songs. We can
also play games by using it.

Ans:
 Multimedia is the enhancement of typing work, graphics, audio, video, sound
and animation programs run onto a computer.
It is used to develop, listen and watch clips, movies and songs on computers.
 It is utilized to introduce and produce computer trainings, references, science
course etc.

Name three components of windows media player.6.

Ans:
Three components of Windows Media Player are:
Address bar                Navigation pane              Detail pane



     Match the Columns.C

     Fill in the blanks.B

Play / Pause button is used to play or pause videos.1.
List Pane shows the play list.2.
Windows media player is a good example of multimedia.3.
Volume slider is used to high and low the sound.4.
Detail pane shows the information about the play list.5.

Column A Column B

2.

1.

3.

4.

5.

6.

7.

8.

9.

Pause

Play

Stop

Volume

Next / fast Forward

Previous / Fast Rewind

Turn shufe on / off

Turn repeat on / off

Mute

     Encircle the correct option.D

Title Bara  Task Barb Scroll Barc

1. Start button is on the left corner of __________.

Media playera  Multimediab MS wordc

2. __________ is used in designs of graphics and clips.

3. We click CD / DVD drive in _________ to play CD / DVDs.

My Documenta  My Computerb Recycle Binc

4. Call of Duty, Grand Theft Auto, Need for Speed etc. are:

Storiesa  Softwaresb Multimedia gamesc

5. You can stop the le by clicking on this button.

a  b c

P

P

P

P

P
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C ome to the class with 
clean hands.

M anage your time wisely.

U se inside voice.

E at and drink outside 
the lab.

L earn something new 
every day.

B e helpful to youy classmates.

O perate equipments 
carefully.

P ractice typing at home.

T ouch the keyboard 
lightly.

R emember to ask before 
printing.

A lways do your best.

COMPUTER LAB
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Glossary
Accuracy:

 Accuracy means to do some work 
without mistake or error.

Cursor:

 A symbol on a display screen that 
indicated the positions.

Address Bar:

 Address bar is an area at the top of 
windows. It shows options of play, burn, 
sync, etc.

ATM:

 “Automatic Teller Machine”.

Algorithm:

 A set of rules for solving a problem 
in a given number of steps.

Application Software:

 A group of programs designed to 
perform task that can be tailored to a 
users specic needs.

BASIC:

 “Beginners All-Purpose Symbolic 
Instruction Code”.

Bold:

 A way of emphasizing a word of 
text, as in darker type or to brighter a 
character.

Booting:

 Turning on your computer.

Browser:

 A software tool, used to read 
electronic documents.

COBOL:

 “Common Business Oriented 
Language”.

Communication Program:

 A program that makes a computer 
act as a terminal to another computer.

CPU:

 The “Central Processing Unit”. The 
main internal component of a computer.

Data:

 Anything that is recorded or used 
for processing.

DOS:

 “Disk Operating System”.

Digital:

 Represent the bit of data through 
ones and zeros.

Download:

 The transfer of information from a 
remote computer system to the users 
system.

Diligence:

 A computer can continuously work 
without creating any error.

Edit:

 To enter, modify or delete data.

Erase:

 To remove data.

Font:

 A set of consistent size, shape or style.

Font:

 “Formula Translation”. A high level 
scientic programming language.

Function Key:

 A keyboard key that gives an 
instruction to a computer as : F1, F2, F3 etc.
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Gigahertz:

 Computer speed measuring unit.

Hardware:

 Physical component of a computer 
such as, keyboard, monitor, projector etc.

Hard Disk:

 A data recording system using solid 
disks of magnetic material turning at 
high speeds.

Icons:

 On screen pictures that symbolize 
various commands.

I/O Devices:

 The part of a computer system. I/O 
stands for Input / Output devices.

Keyboard:

 It is an input device, used to enter 
data / instructions into a computer.

List Pan:

 It shows the play list.

Menu Bar:

 It is under the title bar.

Microsoft Word:

 Microsoft Word is a part of the 
Microsoft ofce. It is an application 
software.

Multimedia:

 It is used to develop, listen and 
watch clips, designs of graphics, 
animations etc.

Mainframe Computer:

 These computers are used in banks.

MSN:

 Stands for “Microsoft Network”.

Network Places:

 It is the network browser feature in 
Windows XP.

Navigation Pane:

 It appears at the left corner of 
windows and shows media players 
library information.

Operating System:

 OS is a system software responsible 
for the direct control and management 
of hardware and computer operations.

Playback Control Area:

 The area appears at the bottom of 
window which is playback area.

Play Controls:

 Windows media player has player 
controls such as, Play / Pause, Next / Fast 
Forward, Pervious / Rewind, Volume 
Slider and Sound, Stop etc.

Quick Access Toolbar:

 At the left corner of title bar there 
is Quick Access Toolbar.

Recycle Bin:

 The dustbin of the computer is 
known as “Recycle Bin”.

Ruler:

 Ruler are used to measure text 
alignment.

Ribbon:

 The ribbon is the panel at the top 
portion of document.

Scroll Bar:

 It is used to move document up 
and down, right and left.

Word Processor:

 A software in which we can type 
text write letters etc.
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