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Q.

()

(ii)
(iii)

(iv)
v/

(v)

Q.2.

Q3.

183

Computer Education-7
e e ra—

Select the most Appropriate choice,
Any part of computer whic
(@)  Software

(¢)  Computer Virys

The unit which houses the Process

h has physical appearance is called
(b) Hardware ¢
(d) All of the above

or, hard disk drives, cooling fans etc is called

() Visual display unit
()  System Unit
Which of the following devices sto

(b) Central processing unit
(d) None of the above
res instructions that help the computer start

up?

(8 RAM (b) ROM ¢/

(c)  Flash Memory (d) Cache Memory

CPU contains which of the following units;

(@) ALU+CU (b) CU + Memory

(c) RAM+ROM ~ (d) Allof the above / '
Which part of the computer is considered as its “brain”

(a) RAM (b) ROM

()  Cache Memory (d) CPUV

Write T for True and F for False for the following sentences

(1)  RAM is a volatile memory. (T)
(i)  MIPS stands for million of instructions per second. (T)
(1)) ROMis temporary memory. (F)
(iv) MODEM is an example of expansion slot. (F)
(v)  The speed of CPU is measured in Hertz. (T)

Fill in the blanks with appropriate word:

(i)  Motherboard is also called main board or system board.
(1)  BIPS stands for Billions of interaction per second.

(1))  AGP is the abbreviation of accelerated graphic card.
(iv)  Telephone line is necessary for MODEM.

(v) . BIOS is the abbreviation of basic input output system,

183
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Q4.
Ans.

example, fron

to the Arithmetic Logic Unit (ALU).

(ii

Jogical operations. The a
division while the logica
number is equal to, grea

QCS.
Ans.

Classic Middle Guide

" omputer Education-7

gll)slju!ss the parts and functionaliy of CPU i ail
PU has at least two basic parts: the Control unit (CU) and the Arithmetic logic unit

(ALU).
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of the computer system.

The contro! unit controls and coordinates all the components
The CD can perform instructions for moving the data from one p

1 memory to storage, to printer and so forth.
when the CU finds an instruction involving arithmetic or logic,

lace to another, for

However, it passes it

Arithmetic Logic Unit (ALU) :
The Arithmetic Logic Unit (ALU) 1s responsible for carrying out Arithmetic and
rithmetic operations include addition, subtraction, multiplication and

| operations include comparisons, such as determining whether onc

ter than, or less than another number etc.
lain it in detail,

1ory. It is a temporary memory means when the
at’s why it is called volatile memory. RAM
mputer. The “Random” in
y time. This makes RAM

Define RAM and ROM, exp
RAM stands for Random Access men

power goes down RAM is cleared th
while they are in us¢ by the co

stores program and data
RAM implics that any portion of it can be accessed at an
very fast. RAM is shown 1 Figure.

Tool tip:
RAM comes in two designs, i.e., SIMM

(Single Inline Memory Module) having chips
on one side and DIMM (Dual Inline Memory

Module) having chips on both sides.

184
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Read Only Memory (ROM )
It is permanent or non-volatile memory which holds data even the computer is

switched-off. It is called read only because the data contains in this memory is just read only
and cannot be changed or deleted. The ROM contains the set of instructions that how to start
the computer called Basic input Output System (BIOS). Tn addition to BIOS it also contains
another set of instructions called Power On Self Test (POST), ensures that the system is
functioning properly and all expected hardware devices are present.

Q6.

Ans.

Tool Tip:

Expansion Cards are also called Adapter
cards or Expansion boards Controller
cards.

Fig. Expansion Card &

Define expansion slot and expansion card. Also name the types of expansion
card.
Expansion Cards

The expansion cards are circuit boards that provide more functionality to peripheral

devices. They are also called interface cards. The most commonly used expansion cards are:

=

=
=

Q.7.
Ans.

Graphics Card: It is also called video card and is used to display images on the
screen. :

Sound Card: It is used for voice input and output. (See Figure 1.9(b).

Modem Card: The Modem card is used for communication purpose via telephone
lines. - -
Name at least 5 areas in which Robots are used. i
Robot: Robot is a machine which works like human beings. They can complete even
a hard work which a human cannot do. :

Areas in which Robots are used:

(i)  Washing vehicles.

(i)  Sewing clothes, shoes.

(iii)  Selling articles.

(iv) Manufacturing vehicles. .
(v) Manufacturing and packing parts of vehicles.

185
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SOFTWARE BASICS
EXERCISE

Q.1.  Fill in the blanks :
(i)  Operating System controls all kardware and software

(u) App{ication and system software are main type of Software.

(f“) Device driver are used to control all connected devices to a computer system.
(iv) Power Point is an example of productive software.

(v)  Disk Scanner is a type of utility software program.

(vi) Booting is a process of start up a computer.

(vii) Operating system loads programs into memory.

(viii) Operating system is an example of system software.

Q.2. - ‘Write T for True and F for False.
(i)  Operating system is used to perform only a single task. (F)
(i) Windows is an example of Operating system. : (T)
(iii)  File manager is used to manage all installed programs on computer system. (F)
(iv) Record management and- calculating are some tasks done by application
_ software. (T)
(v) Image viewer is also called Image browser. (T)
(vi) Password protection and file compression are examples of utility software
tasks. (T)
(vi1) Disk Scanner is used to detect errors on hard disk. (T)
Q.3.  Choose the correct answers.
(i) Word is type of
(a) Operating System (b) Application Software v/
(c) DOS version (d) None
(ii) Software is set of
v (a) Programs (b) Hardwares
(c) Firmwares (d) All of the above
(iii) ~ One of the most popular presentation software is ot
v (a) PowerPoint (b) Device driver
(c) Windows (d) Operating System
(iv)  File manager is used to manage -
x4 (a) Files (b) Hardware
(c)  Software (d) instructions

186
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Q4. Define the following terms ’

) Hardware (i) File Manager

(ii)  Image Viewer (iv) Entertainment Software (v) Disk Scanner

gol. () Hardware
The processor (CU, ALU), memory, expansion slots and expansion cards etc. are all
hardware. .

(i)  File Manager ‘

Sol.  File Manager: File manager is also called file Browser. It is a computer program

thi:jt provides an operating file system that user interface to work with files in a legal
order.

(iif) Image Viewer

Sol.
(iv) Entertainment Software

Sol. Entcrt_ainmcnl Software: It 15 2 type of apphcation software. It is used as
entertainment tool,

(v) Disk Scanncr

Sol.  Disk Scanner: It detects and corrects problems on hard disk or floppy disk and
scarch for and removes unnccessary files,
Q.5 Whatis Software? Explain some Application of Software.

Ans. Software 15 a computer program which conssts of set of instructions that tell
what to do and how to do. Software 18 intangible 1 ¢, cannot be touched. Without software, a
computer 18 useless. There are two man types of software, System software and application
software. System software 15 further divided into categones like operating system and device
drivers ctc. Operating system controls the hardware and software resources of the computer
system. Operating system provides many features such as booting, file management and
program management. Device "dnivers are system software that controls the connected
devices to work properly. Uty programs are special programs designed to perform specific
tasks. File manager, image viewer and disk scanner are some examples of utility programs,
Entertainment software, productivity software and educational software are examples of
application software.

Q.6.  Differentiate between Device and Device Driver.
Ans.  Configuring Devices.

When user installs a device, the operating system (Windows) automatically
configures the device so that 1t can work properly.

Device drivers are System software that controls the attached devices to make them
functional. All the devices hike printers, modems, scanners etc. have their device drivers for
proper functioning.

Q.7.  Discuss some types of utility software.
Ans,  Utility Programs

A program that performs a specific task {cl:z:d to the management o computer
functions, resources or files e.g. File protection, viru' protection, and file compression etc are
few tasks performed by Unlit) Programs. Spjre Utlity Programs of Windows are discussed in

this section
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L e D
ufility for
cleaning

' System Tools Foe: '
submenu

o\ F vt

user interface to work with files. The most common operations used are create, open, edit,
view, print, play, rename, move, copy, delete, attributes, properties, search/find, and._

permissions. Files are typically displayed in a hierarchy form. Some common file
management tasks can be performed as under:

= To create a folder.

= Right click and select New folder. |
= To delete a file or folder right click on desired folder of file and select delete option.

0= To cut or copy, right click on selected folder and click on cut or copy option.
Q.8. What is the importance of Productivity software?

Ans. Productivity Software
Productivity software is a class of application software which is designed in such a

way to help the user to be productive. Productivity software includes Word processing
programs, Spread sheets, Presentation programs and Personal information managers, etc.

Some productivity software are shown in figure below:

188
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; "
= Word P""“"“g) e ® Database » Spreadsheet

Software Software Software
z i 4
M SRLTREYS i .
il | AR
.
/‘ \ ,,._.—"
W‘l
" Desktop Publishing . #is ly 5
Software s

=+ = Pami and
Draw Software

i

Q.1.
(i)

(i)

(iii)
(iv)

)
Q..

P o _

CUSTOMIZING A WORD DOCUMENT

Choose the most appropriate choice:
Word offers how many different views of a document?

(@ Two ~ (b) “Three

(¢) Four (d) Fivev/

A view which appears on the screen as a web page is known as.
(a)  Print Layout View (b) Web Layout View v/’
(c) Normal View (d) None of these

The keyboard shortcut for Redo command is
Ctrl + X (b) Ctrl+Z (c) Ctrl+H d Cul+Y v
A command that is used for searching a specific text in the document is called

(a)

(a)

Replace (b) Gotov” (c) Find

The keyboard shortcut for Replace command is

(a)

- Fill
(1)

(ii)

(ii)
(iv)
v)

Ctrl + F (b) crl+HV () Ctl+R d) Ctrl+Z

in the blanks with appropriate word:
The Keyboard Shortcut for Paste command is Ctrl+V

(d) None of these

The word feature Wthh is used for finding the meamng of a word is the

Thesaurus.

The I icon on the Formatting toolbar is used to make text italic.

The & icon on the Formatting toolbar is used to highlight text.
The Keyboard Shortcut for Page Break is Ctrl + B.

Scannex d with CamScanner
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Q4.

Ans.

=
Q'S.

Ans.

other material.
Steps to make print lay out:

Click print lay out view me
Write the steps to implement he

1.
Q.6.

Ans.

Q.7.

Classic Middle Guide

Write T for True and F for False

()
()
(111)
av)
2

appear.
Method: The follow.:ng steps are requi
On the file menu, click print preview.

For which purpose the Print Layout View is use

What is the purpose of print previe
before printing.
We can preview a page or pages be

Computer Education-7

190

in front of the followin
saring at the bottom ©

g statements:
{ each page. (F)

A header consists of text or graphics apy :
osc of adding

Footnote and Endnotes are added to document for the purp T
additional information to the text. (1)
Ctrl + P is the key board short cut for printing. {3

Ctrl + X is the shortcut key for Cut command. -
Ctrl + C is the shorteut key for paste command. ) (F)
w? Write the steps to preview 2 document

fore printing. The preview shows how it will

red for previewing a page:

d? Write the steps for switching

to this view.

Purpose of “Print layout view'.
Print lay out is used when som

(i

(i1
(111)
(iv)

Develop the following page in Wor

cone has to check that how looks the text graphic or

nu of a menu bar.
ader and footer int

Click header and footer in the view menl.
Add text or graph to make header in the header part.

Click the switch between header and footer icon in the tool bar.

After entering the text or graphs, click the close in the head and footer bar.

d and Print it.

he document.

RN AR Al & R |

[Chek bere anc fype nime|
[Clek here 3nc type nami]
[Clck hete anc type name]

Jancary 1,2013 i
4

FEagd

[Clch here and typé subjec)

How to Use This Memo Template

;; ec:Tthe text you n:u:ld like 1o replace, and type your mema, Use styles such as Headng -3 and
lemdy":dh:o:; I‘hr Styles and Formalling work pane from the Format menu. To save chlng'es tc 1
Docﬁ’:’n’ ' L:’E us:_duose Sare As kom the Flz menu b the Save Ag Type bex, choose
SN, emplae  Naxt tme you want te use if, choose New bom the Fie meny, select Genera!
Templates from the work pane, and then deuble-cick your temalae

190
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p—— X . e —————— et e . =1
Q.8.  Write the steps for different print options to print a document.

ANns.

e

4

() Click “print option™ in the file menu.
(1) The print dialog box will appear.
(i) Under “page range” scction, specify the option for printing a document.

(v)  If user chcks pages, then he must specify the page number or page ranges he
wants to print, or both,

-l

Q.1.

Ans.

Q2.

Q3.

Ans,

MULTIMEDIA PRESENTATION

@XERCISEQ
Fill in the blanks

(1)  PowerPoint is used to create

(1)  Slide transition is a type of

(iir) is used for shading.

(iv) Custom Animation is a set of which can be applied to objects in
PowerPoint. '

(v)  Shortcut Key for slide show is

(i) PowerPoint is used to create presentations

(if)  Slide transition is a type of Animation.

(i)  Gradient is used for shading. :

(iv) Custom Animation is a set of effects which can be applied to objects in
PowerPoint. '

(v)  Shortcut Key for slide show is F35.

Write T for True and F for False.

(1)  Power Point is a word processing software. (F)

(i)  Power Point is used to create Animations. (T)

(iii)  There are five different ways to add clipart and pictures to presentation (F)

(iv) We cannot add picture in the slide. (F)

(v) A presentation is a set of screens called slides that user presents to people in a
group. ‘ , (T)

Define the following terms:

(i) Slide (ii) Presentation

(iii) Animation (iv) Slide Transition

(i) Slide: A presentation is a set of screen called slides. Slide show is an on-
screen presentation of slides. In slide show the selected slide is displayed with all
text, art, graph and any other user added items,

191
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(i)  Pres . T
Power Pﬂit)ll pmvi(;g:':l‘:z"c’“-_ Mllllnncdm presentations are used in several different areyg
are slides that con lai;l basi asicst way (o create multimedia presentations, Presentation dcsigﬁsl
(i) Animat in.slc co'f’“"'.“‘lyl’c. text and alignment choices for presentation.
() Sud ':* on: Animation is a movement of objects in a prcscntation.
Q4. Howeca ¢ Transition: Animation types are slide transition.
Ams.  User ca: “’; :c‘ background picture to slide? Write down the steps.
» add picture or graphic in your presentation casily. To add pictures or
graphics following steps are followed:

e ClickOK.
LR ELY B : Seontit Publst ““'IM,N P
it .-_", I P e i fasn A L e ' : -4
S [T | el e R Brn! e
i ¢ : e 1WA A . . el
s ] thq::- Sl L 0 o B 'L'.:_‘.J 1&_‘1”; :mi }:M 2 ::::" 171 i Bty o o4 s
e e o1 o o e e L e -
v v e e S Y ey, i

LR
e
020 KL,

e e san

e A
'}' o
1 LRt L
v Y bt 7
[{C amimgnss g ]
ey B, prb 1 b
p—““- - -, = - o Fwedy e —y o g, art]
-t giis IR SN Mawey b V'R N
b -y . 3 2 o
prarm | Ml g ‘}” v
thors - o Ya WLIH
P R LI . Yeih vpeitn 4
i f ~ W S i :
v ™ e ™ 1 4 o .»,;’n.-! 4 L
H . d Yo 5'1.‘ { ) o0
L e o ety i‘,“. :
il N 1 - b : N
— b E R taaa e MR vty 5 ) ._.
] LWI oty o bird X
» ,“ :}
#4.

g  Click on Format Menu.

%  Click on Background. :
%  Select a drop down menu under background fill and then click fit effects
g&  Click on gradient tab.

g Select one, two or preset.

109

Select OK
Q.5. Differentiate between the following terms
| Custom Animation and Slide T ransition,

(@ C
Blank Presentation and Design Template

(c) Gradient and Texture -~
Ans. (a) Custom Animation and Slide Transition:
Custom Animation allows to add effects to a presentation. To perform the Custom

Animation, the following steps arc required:
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Click slide show menu

Click custom Animation

‘Select the desired effect

Slide Transition: To start a presentation using a design template, click on Format

Menu and select Slide Design. SR
‘ 193
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(b) Blank Presentation and Design Template
Click on Start button of taskbar.
= Click on “All Programs” option from start mentl.

= Click on Microsoft PowerPoint icon.

= On the Standard toolbar, click New.

=2 Select a Blank Presentation from task pane.
(c) Gradient and Texture

The steps required for gradient are given below:
The steps required for textures are given below:
Click on Format Menu.

Click on Background.

Select a drop down menu from
Click on Texture tab.

Click OK.

Q.6. Give some uses of
Ans. Multimedia Presentations are use
=  Education '

£  Business

1% Document imaging
Define different types of background fill effects.

Add Background Fill Effects
Background-fill effects are used in slides to enhance their appearance. Use can add

pre-formatted background cffects that are included with Power Point or can add customized

effects.

background fill and then click ill effects.

RRRAH

Multimedia Presentation.
d in several different areas that are listed below

IS Engineering and scientific research
0" Journalism

Q.7.
Ans.

194
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= Gradient

® Gradients are used for shading (Gradients are a type of shading that colors shape with
" gmooth transition between two colors). ,

& Click on Format Menu, 1%  (Click on Background,

¥ Sclect a drop down menu from background fill and then click fill effects.

3 Click on gradient tab. I3  Select one, two or preset.

%  Select OK,

ELECTRONIC MAIL
EXERCISES|
Q.1.  Fillin the blanks

Ans. (1)  E-mail stands for Electronic mail.
(i) E-mail is used to send messages to other users,
(1) Sign out is used for security reasons.
(iv) To sign in E-mail account, we need user name and password
(v)  Yahoo and hotmail are web based email services.
Q.2. Indicate True False in the following:

(i) Gmail is an E-mail service. (T)
(i) File attachment feature is provided only by hotmail. (F)
(i)  E-mail does not allow sending file as an attachment. (F)
(iv) User can reply an E-mail by click on Reply button. (T
(v)  khalidhaseeb78@hotmail.com is a valid E-mail address format. (T)

Q3. Choose the correct option in the following:
(i) To sign in a hotmail account user provides.

v/ (a) User name and Password (b) User name only
(c) Password only (d) None
()  Why Sign out option is used? A
(@) To check E-mail (b) To reply an E-mail
()  To delete an E-mail (d) For security reason v
(iii)  Which option in the following provides to check incoming Emails?
(@)  Yahoo (b) Hotmail
V  © Inbox (d) All of the above

(V) Deleted E-mails are stored in which folder?
4 (@) Trash (b) Inbox

195

Scannex d with CamScanner




Classic Middle Guide 196 Computer Education-y
(¢) Send (d) Draft

Q.4. Define the following terms: '
(1)  Inbox (i) Trash :
(i) Ce (iv) File Attachment (v) E-mail

Q) Inbox: User can view all incoming emails by clicking on inbox option as shown in
the figure. -

(i) Trash Folder: Deleted e-mail go to “Trash” folder. If we delete e-mail by mistake,
we can retrieve it from Trash folder. (iii) cC:

(iv) File Attachment: E-Mail file attachment allows the user to send 2 file or files. User

can send files as an attachment by using the following steps:
65  Click the “Attach a file” line or button. =¥ In the dialog box brOWSF: the file.
& Click the done button. (< g Write recipient’s email address -

IF  Subject and message in the respective areas. ;
(v) E-mail: Electronic mail or E-mail provides us a facility of exchanging messages/data

through a computer network. Electronic mail is most popular service of the Internet

‘because it is less expensive and €asy to access. The most common way.to create,

send or receive E-mail is by using an E-mail program and Internet connection. There

are many Web based e-mail services like Yahoo, Hotmail, G-mail etc.

Compose an email means that user writes the new E-mail messages. To access the
compose page, click compose in the left-side navigation panel. User can write a message in
the large text box. If message grows beyond the size of the box, a scroll bar will

automatically appear. :
Q.5. Write the Procedure to create an E-mail Account.
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Ans. An E-mail account is an E-mail box to or from which clectronic messages are
Jelivered. An E-mail address identifics an E-mail box to or from which email mcssagc; a;c
gelivered. An E-mail address has two parts: First an identification text (e.g. name) an ft e
<econd part is the mail service name (Yahoo, Gmail, Hotmail). An example format of an
;naail address is kpk@yahoo.com which is rcad as kpk at yahoo dot com. E-mail addre:?c;
identifics an E-mail account to which messages are delivered by others or from whic
messages are delivered to others.

Q.6. Write down the steps for composing an E-mail message. -

Ans. A user name is the unique identification text for a user to identify his account
on the mail server. User open his/her account with the help of username and password.

A user password is the code that is used for authentication purpose. The user
password enables a user to access his account securely,

On Internet, we have many websites that provides us the facility to create and access
email account, such as yahoo, hotmail, gmail etc. The advantage of web based e-mail is that,
a user has the ability to access their inbox from any Internet-connected computer around the
world. ' )

It is a free web mail service provided by Yahoo! It was inaugurated in 1997. It is
popular web-based email service, and it provides unlimited mail storage to its users. Some of
the features are given below. f
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Yahoo! Calendar integration.

Yahoo! Messenger integration.
Windows Live Messenger integration.
SMS Messaging in certain countries.
Unlimited storage.

Improved search facilities.

Q.7. Describe briefly the importance of E-mail.

Ans. Importance of E-mail.

(i) - User can check on E-mail by providing user name and password.

(11) User can reply on E-mail message by click on reply option.

(111) Messages in an E-mail service can contain not only text documents but also image,

audio, and video data.
(v) User can view all incoming E-mail through inbox option.
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