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~OMPUTER EDUCATION
Grade 7

1] x!il) Barcode Reader Ig

=
{11 HARDWARE BASICS
SOLUTION OF EXERCISE

a4 Tick the correct choice. -q/,e;_.,u,zg'
i)Physical parts of a computer are known as __.
(a) Software Hardware
(¢) Operating System (d) System Unit
i) is a place where processing
takes place.
(a) Box (b) CPU
(c) Monitor ; @ System Unit
iij) Processor is fixed on the A
(a) Fan , (b) Chipboard
@ Motherboard  (d) Expansion Slot
iv) There are types of memory.
@) Two (b) Three (c) One (d) Four
v) AProcessor acts like a/an G
(a) Heart (b) Arm
@) Brain (d) Kidney
Vi) Aprocessor is also known as :
@cPu. (b) uPS (c) UPC (d) PU
Vil) Arithmetic operations areperformed by ___.
@ @Au (o) ALV (d) CU
Vi) Which of the following part of the CPU
Controls the sequence of the instructions?
,x)(a) AU @®cu () LU (d) ALU
RAM stands for . b rs
Random Access Memory
) Random Analysis Method
(¢) Read Able Memory
X) % Random Available Memory

ROM stores data i
(c Permanently (b) Temporarily
X) v\}h?a;“a"v (d) Fuly
c 3 . .
SPeeq Slot?Of the following is the hlghest
(a A
*ii)A)v:sA © aGpP (c) Pcl (d) APG

w is played by using ___ card.

@ Sound

(¢) Graphics (b) Modem

(d)Network Interface
alan device,
(a) Output @ Input(c)Display(d) Storage

Xiv) i i
—————__Is used in security sys
and criminal Investigations. " tem§

Fingerprint Reader(b) Robots
(c) Sc?und card (d) Barcode Reader
—_Is also known as mechanical agent
(a) Computer (b) Barcode Reader
(c) Processor @ Robots
Q.2 Fill in the blanks. Ny A

i) The two main components of a
processor are ALU and CU. '

ii) RAM is used for temporary storage.

iii) ROM is non-volatile memory.

iv) Expansion slot is a’long narrow socket
fixed on the Motherboard. - '

v) Memory consists of electronic chips.

vi) PCI is faster slot used for sound,
graphics, Modem and Network Interface card.

Xv)

|vii) 1SA slot is hard to find in modern

computers.
viii) Barcode reader is a laser scanning

device.
ix) Fingerprint reader is a device that

captures a fingerprint. .
x) Control unit works like a traffic

policeman. IS NG

Q.3 Define the follo)wing:

a) System Unit 2%

A)ns}:/ The system unit is a box like case that
houses the electronic component; of t‘he
computer used to process data. Processing
takes place in the system unit.

ory Use
z)nhie'mMerory is also found on the

motherboard. Memory is the working space

of the computer:

rocessor /=4 s 7
Z)Ps Processor is most commonly called
ns:

e i i the computer.
pU is like brain of wer.
cpU:The ° CPU controls and supervises

operations on data such as

essing )
proc | comparison.

calculation an

computer. It performs
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CGRATALIA-ONE GUIDE i) Ao} KCOMPUTER

3. It Is Read and

d) Barcode Reader L340
A)ns: A barcode reader Is a hand-held Input

device. Barcode readers are photos ele:ltc:;
scanners that read the bar codes, or veduct
zebra striped marks printed on pro

containers.

e) Motherboard L. _
Ans: The motherboard, sometimes called

system board, Is the maln circuit board in
the system unit. It Is a foundation of a
computer system. All the computer
componerits are connected with it. :

Q.4 Differentiate between the following.

3. 1tis read gpp
memory |.q, us
can read |t byt
cannot writg th
contents on i,

4. Data Is writggy—~
during its ont

manufacturing
process,

Write memory l.e
user can read and

write data on It.

or oniy

4. Initially it is blank
chip and then user
can write data on It
according to the

requirements.
d) Expansion Slots and Expansi N Cargg

JLKM‘J)' . 8
Ans. Difference between expansion 8"1013
and expansion cards are as-follows:

SLOARSL T

Expansion Slots Expansion Cards )

a) Hardware and Software ,:’:J)w:ff.{.obl-
Ans: Difference between hardware and
software are as follows:

Hardware
1.Physical parts
of the computer
are called

Software

1. The instructions or
programs inside the
computer are called

1. Aslot located |1, An expansion card]s |
inside a computer a small circuit board,
on the : Expansion cards are
motherboard that |also called plugin
allows expansion [boards, controller cards,
cards to be adapter cards and
connected to it. interface cards.

software.
2. User cannot touch the

hardware.
2.User can touch
the hardware. software.
b) AUand LU {Jlsljet

Ans: Difference between AU and LU .are as
follows:

2.ltis along 2. Expansion cards plug
narrow socket on |into slots inside the
the motherboard |system unit. Basic
into which purpose of an
different expansion card Is to
expansion cards |enhance the capabllity
can be plugged in. | of the computer.

AU LU
1. AU stands for 1.4U sta
/ y nds for
Arithmetic Unit, Logic Unit.

2. It performs the 2. It performs logic

@) Input devices and Output devices
- UT._:;&?TAI:JUTJQU]
Ans. Difference between Input devices and
output devices are as follows:

math A gl
operaet;::gcl?l:a: gzmttlorls L Input Devices Output Devices
Addition, Subtraction, |Less th:r: < 1. Input devices are 1. Output devices
Multiplication, Greater th used to feed data and |are used to take
| Division etc, _ an > etc. instructions Into the output from the
;) RAM and ROM (il computer, computer.
ns. Difference b 2.There o are two
as follows; - VeoN RAMand RoM are |[of Input :e::k::: e tz,},T:::rof outpy!
RAM RS a- Key to disk Input(devices: o
1. RAM stands for R v |devices L.e. Keyboard |a- Softcopy OUtP
Random Access R.e :M stands for b- Direct data devices l.e.
Memory, ad Only Memory. capturing input Monitor. tout

2. 1tls
-avolatile - 2. 1tis non-volatile

b- Hardcopy oY

devices I.e. Barcode r
devices |.e. printe

Reader, Fingerprint

|Reader, Scanner efc.

etc.

wm\-‘ memory
k—\;N

.—-—/
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Zve brief answers to the following

0.8
ons. ¢
qu9-“tl -J_/}fa&t@ﬂﬁomn]_ 1)
fine the brain o_f the computer and write
j De Ithe names of its components.

doWn 1 /’r;gzléuwu/byqﬂ( Ll tud
- rocessor is _most commonly called
The CPU is like a brain of computer,
human body, the brain takes all major
naisions' Similarly, in computer CPU
ectrols and supervises all the units in-a
°°:,puter. It performs processing operations
o data such as calculation and comparison.
?Earefore, it is the most important element of
2 computer system. It takes information from
the Input unit and the memory and uses it
sccording to the instructions already given
o the computer. The processor activates
and controls the operations of the other
units of the computer system. The processor
interprets and carries out the basic
instructions that operate a computer.
components of Processor:
There are two components of processor:
¥ Arithmetic and Logic Unit (ALU)
% Control Unit (CU)
i) What are the main functions of the
Arithmetic Logic Unit? ' 25
By SUJBIAIL L2y U e o
Ans:Arithmetic and Logi¢ Unit (ALU): The
function of Arithmetic and Logic Unit (ALU)
b’»t? perform arithmetic and logic operations.
(Anutjs of ALU: Arithmetic and Logic Unit
” )tﬁons[sts of following units: :
éarrnl' metic Unit (AU): Arithmetic unit (AU)
Logic'ﬂpprtant part of the Arithemtic and
operatione ' AALU). It performs arithmetic
- tionns' Arlthmeglc operation may include
divlsiOnénSUbtraCtm"' multiplication and
"t oXampler 4 x 3.2
inpedls Unit (LU)

pos. P
c.P.U.

‘-'L12 orl;.i +2=
ogic Unit (LU) is also an
Umf&a& Part of the Arithmetic and Logic
Logie 5 ). 1t performs logic operations.
r*ilatl(,nalln’raltlons are concerned with
Relational and Boolean operation on data.
thMbers gperatlons may be comparing two
han equal r, T ONe is greater than, less
g'%ter thana to , less than or equal to
inMpareg ¢, OF €qual to etc. Logic Unit (LU)
B8 form, oo Quantities and gives answers
xa(fl“ples; i t:lfiﬁ or false.
NI FaIsL- 4 True
3<§, False
Congre! TTue

tow, O Unj .
"dlnateé gCU)_ The control unit controls,
nd directs all the activities of a

Computer system; suc
farrc‘)(rjnsttho lkeyboard':amnc:‘ina
Contro?rur:r tpro;brams In the storage units.
all oo its (CU) controls and supervises
a Parts of computer, Control unit (CU)
any instruction itself but

of the computer t
carry them out. |t works like aptraffig

policeman who controls tite' moveme
» e ' e o e
;I:;:‘:gct;aafrflg:.ﬂ&milaﬂyf 'CU'm;Iint'aiE:s ??-:g
( ow - o - ’ <
to be processen’” of finsfrgcttgnsv_\’yhlqh are.
iii)  What is Read Only Memory? - ©

Sl Uwtdat,
OM $tands

§ requesting data
g data to a printer,

.

Ans. ROM (Read Only Meftio
for Read Only Memory. The computer
manufacturers use this type of chip to store
specific instructions that ‘are-needed for the
computer operations. ROM is non-volatile
memory. The information which is frequently
required by a computer-and need not to be
changed is kept on”ROM. Informations
remain on the chip regardless if the power is
turnedonoroff,« >~ - ... . .
iv) Write down the three main uses of the
Fingerprint Reader. .

_ -u_‘/,//_-,quuﬁJi,J.u{ﬁ
Ans. 1.A fingerprint reader captures curves
and.identifications of a fingerprint. ;
2. It captures a digital image of the
fingerprint pattern and translates it into a
digital code. This code is compared with the
already stored information in the computer. -
3. The captured image with the help of
fingerprint reader is mostly used for criminal
investigations and security system. Some
computers use it for login and user’s

ication.
authenticatio a Robot?

v) What is the main function of
' S Y PINeA

_Robots are made to help human beings.
ﬁ"fe. sn electronic machine which has 319‘
ability to interact with physlcal objects. They
are also known as me ‘ \
Robots can perform tasks gccufater%
efficiently. They are classified the wo
do. ' b e :
ed in different fields such as
ggpgrtlsa:{ff:gturing, medlicine, military,

and
they

hanical agents;

transportation, etc. Mostly robots are also.

sed In the following places:

Hospitals. Jesp Oc
) ories - uter space _
Roll-:aobtgrantow perform many factory jobs.
Robotic hands are widely used in factories.
NASA is using robots for space exploration,
vi) How many expansion slots are there in

computer? Write their games. o
Ll rqdnu’ufM}ufﬁ);{

Ans. Ty‘pes‘ofExpan,sion; sjots :

Deep Ocean -
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the commonly Tound oxpansion  Barcods %

°{';':"% At St pc(i::i'r:i“;:\'rchImoluro) f SOOU?W“:T,J l

:i"OISA Industry Stan t Intorconnaoct
onent i Q.7 Labol tho following dlagram;

|Com
g Kgrl’ fﬁﬁ'gfhmwd G?a’:hlc? l:r«l::l;(lit)o"o':tslign )
mes of major EXpq ) ;
vii) Write the na oL . 7 ‘}"’/r,/wu}e”

Cards and explaln two
f&‘UJJu&JdLJ'Q/(}’(lEJLb’M|ﬂI B AdP Siof

Ans. There are four major typos of expanslon

cards:

i' Sound card (li) Graphics card

ii i) Network Interface Card (lv) Modem
.'sound Card: Sound card provides a

computer with the ability to produce sound.

It allows a computer to recelve sound In digital

form and reproduce It through speakers.

2. Graphics Card: A graphics card enables a

computer to display output Images on the

monitor screen.
viil) What Information Is gathered from

barcodes? Yq_dlv&)’ b )

Ans. Barcodes reflects the country of origin

1)
L

masuiacturersicede, products namie'and | 'y S o gp
r e code, Lab Activi : P 3
i) Whal s cutling edge technology? Glve | et thcehrlmlzn(epse r:)pfhs;?;;s:)h(ejé‘ff)ﬁ B
:z:ec'z":i':é:'g;-ge T-;é;llﬁ'i“l’;{gl"q-!ﬁf-}bgf&"ﬂ attached to your computer. Which an
Latest or the most advancegsz';ta el "‘j//’ (LI J
nt 74 2 aUne 2 AVE L
g he Ans: 1) Keyboarrd 2)/Mouse r{ ¥

computer technology is known as cutting 3).Monitor 4) Print
rinter

gge telchnolog(.
mples of cutting edge technolo Lab Activity (Control Unit) (&{'J;}”)&éfu

l. Barcod y:
ode Reader such as Term?naI-leed Who is the control unit in a traffic system

Barcode Reader, La B

Reader, Hard Handled Barcods Readec C°0° 2

it. Finaa arcode Reader, S byren/s /
ngerprint Reader Ans.Traffic policemﬁ;; (dea;-ag%;}{tJtr‘UéM

Rob
semeel oot 2 (USCAENET robo, | What doss ho do? 1zt
3’ ¢ Ans.He controls the smooth flow of traffic,

X) Why RAM Is called vo
latil
9‘-”‘;{3:’;;“?‘?? o Who is the control unit In a school assembly?
; —at VOla B Y oy b2 ] Al |
Ans.RAM | tile'm. i Stundfl, < brot ek J} /|

compute memory, |.e,
ALY rIs shut down the storgyfnfc?rmv;?lgg mst'oh;lc?h%ﬂ?ﬂrgﬁf’yff the day who ls oné ?

S lost,
Q.6 Match
the matc;lnzo:;ua'?g :‘u‘;;':)h column B and write | What does he do? Yg_t-/ Los
LAk Hf/b’ i er in column c, ﬁ:‘:é ':gésgerassembles the students In prop"
e e kg e et ptseatons i suona snom.
1) Motherb :
(i Systerrn (:,?,';? (a) CPU (ICH— L:iltneﬁ;t;'tivlty (Barcode Reader) AL 1"
(i) Braln o have bae names of any five products W ¢ |
¢) Securlt 9 || Produciecode. Also write thelr Unlvers
(iv) Cibrartes ystomg > | (1) £¢fu ct Code (UPC) in front of each prod
10 (ga“fc?'" T bgrg- bt 2 P rtL h{&tfw .
ra . ; ‘ ;
VilFingerprnt Raard [(8) CU_——-rrp—| Ans: LAY DI g tE
Vil Peripherals —— (m)Rf’azQbot Wiy ¢ ||——=—roduct Name @
olicoman A Nor: U “T(;cﬂa’ Publishers | 9799695 260
X)Mec anilca olatile m “T)(fid Dictionary 9780195 79340:
- gen _(mm‘(&m \Pa('i’i(oouble A) 8 856976 0001045
| ngston RA 1285
. M 7 40617

TR PN
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A e

X ktop: les
piskiiiy properties.
sys“’s‘ properties
% 21 6 boX appears:
dlalog uter genera

Mamoryslze: 512 MB e tand
b Activity (Robots) ()

ocate the given words/phrases In the right

. -uf‘rgﬂﬂb’égz}lklﬂlafz__:

column.

breathing, dishwashing, thinking, walking,
sleeping, welding,. painting_ vehicles, getting

fired
ﬂJw;,fuﬂb’«JJ&:«tmb‘gct;nt:"’mfzcD.Uv

Ans: _
Things a Robot can d Things a Robot
.- ' . - can'tdo. .
dishwashing Breathing
Walking thinking
Welding Sleeping
Painting vehicles Getting tired
CHAP

21| SOFTWARE nnsu@
SOLUTION OF EXERCISE

Q
l)‘1 Tick the correct choice. -L{fuf{v’zg

-Jvi) Windows explorer serves as a

) Operzign?hSystam (d) Image Viewer

= 0 most famous type of

Operating System for personal compu{apr. °
(a) Linux (b) Unix

Microsoft Windows (d)Mac OS

iv) system software that helps Opefating -

System to.communicate with a device Is
called

(a) Oge_rating System Device Driver
(c) Utility (d) Graphic software
V) ____ s a program that allows a user

to analyze _and maintain a computer.
Ugihty (b) Device Drivers
(c) Windows XP (d) MS Office

(a) System Manager File Manager

(c)-Web Browser (d) Device Manager-
vii) - is a utility program that provides
a facility to view and manage-images.

‘Image Viewer - (b) Text Viewer

(c) System Viewer (d) File Viewer
viii) Disk scannerin Windows is known as:

(a) Disk Cleanout Disk Cleanup

(c) Disk Cleaning (d) Disk Defragmenter
ix) A computer software that helps users to do
a specific task on a computer is known as:
(a) System Software (b)MS Office Software
(c) Anti-virus Software@Application Software

X) software are used to learn
a particular skill. : ~ '
(a) Graphics (b) Multimedia

Educational (d) Reference
xi) Computer game is an example of
___software. ‘ =
Entertainment - (b Exam preparation
(c) Reference (d) System.
xii) Encyclopedia is an example of __

software.
(a) Entertainment

(c) Productivity @ Reference
411) R—— is a world renowned

composing software.
(a) MS PowerPoint MS Word

(c) Typing Tutor (d)Adobe Photoshop
Xiv) software are used to create

——_——__ .
visual presentations. -

(b) Education

give——— IS the set of instructions S
tasin to the computer to perform a specific ) Graphics Multlmed!a
) Mon, ' (c) M Paint s Exc;lerating
ontor b) Hardware xv) When a computer starts, 0

) @ Software gd; Printer system checks all the _____—— and loads
"“rm\ creates a link between a their drivers so @ user can work properly.

(a) De“;e Computer. i - (a)Programs NDeiwwgflf s
~~2Vlce Driver  (b) Utilities (c) Drivers (

Scanned with CamScanner



Q2 , '
l)SOftware;", oftware refers to the

Ans: The term = d to tell the
: ¥ tions use
programs or l:ftt';’%o_ A specific set of

uter wh
fnosTrF:Jctlons that drives a computer to

perform a specific ta kJ%ealled a program.

ljy Utility Program (o4 e2E  tem software

Ans: Utility program IS :
that allows a user to analyze, configure and

maintain the compyter.

iii) File Manager 2 ) ‘
A|)15: The utility program which is used to

manage the file present on the com’puter
system is called filg manager.

iv) Disk Scanner /= A
-Ans: The utility program used to check the

status of a disk Is called disk scanner.

v) Device Drivers L£USU S - ;
Ans: Device drivers are the system software
‘used to enable the different devices to be

used by the users. -
h
70

Q.3 Differentiate between the following:
i)File Manager and Image Viewer.

kOAR J_’ 5lus
T4 5 l/:lj-“fﬁi

ager and

- Ans. Difference between file man
. .imageviewer:

The utility programs which is used to
manage tha files present on the computer
-8ystem Is called file manager. We need to
perform file processes such as deleting,
copying or fnergirg files. \
Wh_ereas. Image viewer is a utility program
which is used to view the images stored on
the computer or images from the internet. It
Provides an environment to view and
Manage Image in the.sam

We can set the propertie

s of images through
mage viewer softw . roug
and Fax Viewar, =9+ Window Picture

li) Application Software ang S
W s ;

stem
yow

tem Software
P10 P |

| softwares used specially for ente

lgames are the most popular ty

- .| software.

e folder or location. | W

software.” ~ :

Whereas, Spreadsheet is used to WOr
Numbers and formulae. A user ®
numbers in the grid of rows and coluM
the spreadsheet and computer perc’
Calculations. 'MS Excel, Lotus 1 )
Corel's Quattro Pro are some exam
Spreadsheet software.

that " and g
at a low level. System softwayg I:B
one or more programs, designeq toa Set
the operations of a.computer System Contyy
iii) Entertainment Software ang Edy
Software: Catio,

LR
; S 2258
Ans. Difference between Gnteﬁ;ﬁb g
software and educational softwarg: oM

Entertainment softwares are the applicy
on

. rtaj
purposes. Entertainment s°ftwarensm:::

developed to entertain users, C°mPUter
. 8

entertainment software. We can play Cl'?cka?r
fly a jet, battle with monsters, listen to Musi;
and watch movies through entertainmep

Whereas, educational software |s 3
application software used for educatio

| purposes. Educational Software helps a yse

to learn<a particular skill through
Educational software. education purposes
can be satisfied more effectively. A student
can get learning materials from the
computer.

The computer tests each student's

| knowledge of the subject and gives afest

that Is most suitable for the students. Thes
software are used for help and guidance n

|different subjects such as Mathematics,

English, Science, Arabic etc. ,
iv) Word Processing and Spreadshee
- 22 b

Ans. Difference between word Processind
and speadsheet: _ B
ord processing software used to Ii""’d”n
documents such as letters; reports aa
memos. MS Word, Word Perfect and Notell’ng
are some examples of Word Proces
' K with

nters
s 0"
ms

rf and
fes f

Device drivers and Utilities | ?'!J‘tj
) ‘ L . b }’JJ’{J and
ce Driver®
tilities: '

Ans. Difference between Devi

/
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URDY
EDIUM

ﬂs"ﬁfthe system software
d,rl:h° different devices to be usel:isebd
_ Device driver tells the operating
o us how to commun!cate with a device. |t
known as a driver. A device can't
roperly if device driver is not installed.
WO epvlce driver of the sound card, driver of
fﬁg'pdntef otc. :
935, Utility program is a system
Whe are that allows a user to analyze,
nd maintain the computer. These
rams are used to perform some
ngue ntly required processes in the

ons of a computer system. Utility
performs a specific task related to

, management of co_mputer. its device and
flas of programs. Utility programs provide
tools, user can used to maximize its

computer's efficiency. , e
ad. Give brief answers to the following

questions.. i
— S fe M )5
) Whatis an operating system?
el By
Ans. Operating system is a system software
which is used to control the basic operations
of a computer and to control the execution of
application programs. It is just like the soul
of a computer.-Operating system also
organizes all the data and runs other
applications in a computer. Operating
system manage resources, provide@.user
Interface and run applications. @perating
system creates a link between the user and
t!le computer.
ii) List the names of any five Application
software, E

opel'ati
program

-Q.‘.‘?té,dl;;‘)lr M‘éga&( p

:nsl. Some of the-most commonly used
QP lcation software are:

Entertainment Software.

PLOduc,tiVitY Software.
*MUI‘:icatlon and Reference software.
li) w:mdia software.’*Animation software.

at are the Utility Programs?

Ans, ugyjit U E‘G"‘/’{Uzyf
that a"w: Y program is a system software
Maintajn {; a user to analyze, configure and
Ueg 1 o, COMPUter. These programs are
Processﬁeﬁorm some frequently required
Sfstam Utn the operations of a computer
taskn,[at ility programs perform a specific
It o d to the management of computer,

Y | computer. Some hel

ro
Programs help with the operations of your

P you back up your data,

remove outdated files or recover data that has

b

:Jotlfllag ar:d arrange the Information you need.

maxlmlpz:?trams provide tools user can to

BiGBtaris mskcomputor's efficiency. Utility

Miconars Wi?\ deo‘iomt;’)‘uters eas!er to use. In

%I:Ograms Suo as:s' ere are different utility

isk cleanup. ¥ Windows Ex

g Windows Picture and Fax Vie\?vlgrr.er'

% Security Center. Troubleshooting programs.
Antivirus programs. ¥ Backup programs.

' File c.ompression programs.

iv). Write- down basic operations of the

Operating System.
. >
LISy
Ans. Basic Operations of the Operation
System: Every computer has an operating
system and every operating system performs
the followingbasic functions.
1) Booting'and providing a user Interface
Managing programs ;
2) File management
3) Configuring Devices i
v) Can a device work without Device Driver?
rq_,a‘/rb’ﬁgm,é!&fwﬁﬂg
Ans. A device cannot work properly, if
device driver Is not Installed.
vi) Write down the names of Windows
Image Viewer and its working. ,
-q/{/’..ﬁé,jmmrt..f_/’g,éu;h
Ans. Image viewer is a utility program whic
is used to view the images stored on the
computer or images from the internet. It
rovides an environment to view and
manage Images in the same folder or
location. We can set the properties of
images through image viewer software. In
Microsoft Windows operating system, this
utility program comes with the name of

indows pictures and Fax viewer. )
Wi P ram the user can Vview,

ile using this prog ‘
m;lf movge, print, edit, rotate, zoom and
: It also gives an option to

delete an image. :
view all the images in the same location ina

slide show. e Viewer: Following steps

king of Image Vie\ | ;
z\:r)lrbe tgaken for using image viewer:

i ts.
the desktop, double click My Doc_umen
g gﬂ?{ Documents window appears. — -
¢ Click My Pictures.»¥ Open sample pictures.

: cture. L oa
% Double click any P! re and fax viewer.

%Picture opens in windows pictu

ovi .
Qﬂd files or programs. These

Scanned with CamScanner
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vi) How can a user delate Cnnecessary lies
from the computer?

‘ﬁ:-of.f..'.(lir“_l}FJ“[."}/..}&_,C_-/.&{JJ(-{"

ar can

Ans. By using disk scanner, a us

ter.
ceceary files from the compu
Dkscanter r)hes the disk and removes

Disk scanner searc
unnecessary files. In windows, disk clem}u;:
utllity program searches the dlsc:( I ct’o
unnecessary files and allows a user to dele
recommended to

them safely. It is strongly
month.

run disk scanner after every
tivity Software.

viil) List any three Pr_oduc A
-q.i};rtﬁ,:’,.-)v&/}qufc_.df
. (i) Word Processing Software
}:ns Ll Software (iii) Graphics Software
((3 Write the steps to use Disk Cleanup utility

in Windows. , . .
Y EONSWA  B e oYY

Ans. Following steps can be taken for using

disk cleanup utility:

W Click Start button.

% Point to All Programs >>
Accessories >> System tools.

¥ Disk cleznup dialogue box appears.
# Select the drive which you want to
cleanup. W Click Ok.

W Disk Cleanup dialogue window appears.
% Click the files which you want to delete.

w Click OK.

x) Write down any two uses of the

following software.

..LZ/(/:.:—UL‘:"DG—J}(L/:’JJ)L’(J_ 31O
a) Word Processing —ki{b}

b) Spreadsheet 224

c) Graphics d) Multimedia Li_/(,‘,'
Ans. Word Processing:“Word processing
software are used to produce documents
such as letters, reports, papers and memos.
gﬂosmv;orediaWorld rei;ect and notepad are
mples of w
goffwzfeﬁ o] ord processing
preadsheet: Spreadsheet softwar

to work with numbers and formulaee.li l::i%?
enters numbers In the grid of rows and
columns on the spreadsheet and computer
performs the calculations. MS Excel, Lotus
1-2-3 and Corel's Quatto pro are some
examples of Spreadsheet software,
Graphics: Graphics software are used t
draw pictures, 3D Images, and animation 4
MS Paint and Adobe hotoshop are s N
examples of Graphic Software. Vg
Multimedia: Multimedia software are used t
create visual presentations. A user can a| 2
Insert audio and video clips In his or her o

‘ﬁresentation. MS power point and adobe

sg?tc’g;g.some examples o'f Multimedia

A

0 5. Match column A with colum =
:i)w matching ;;:Irs numbm'}? Wrily
_ /{{;CJI’,D’YM&NJM iy, ,
— o=y
Reference (a) M5 Wc?d"hsm.r
software BT .
Graphlcs ypin
sortwapo utor . 7"7?
Y Entertalnment (c)Windo'ﬁT"m\
software l @ 9
v) Educationa MS Paint ]
slo tware m
v) Word processing |(e) Real Player |y
software ‘
vi) Operating (f) Wikipedia | Tys
system
vii) Spreadsheet g) PowerPoint [ v
software
vil) Multimedia h) Disk o
software Cleanup g
ix) Utility programc-, [(I) MS Excel —Tix
X) System Software [(j) Device
(x) 5y river 7]
#kTManages
ile/folder

evices

[) Configuring

Lab Actlvity (Device Driver) (Afbjdllﬂ)&nfl.,é

Follow tho stops to view the Devlces
Installed on your computer.
W On the desktop, Right Click on My
Computer and select Propertles.
W System properties window opens.

¥t Click Hardware. 3 Click Device Manager.

2 e

T 8 it g . ke i 3 .

D 2ore TN o i

v 11
| Dbt il
o

| =0 e

¥ © Device Manager window appears.

)

-
sesesvveresy &

S

Lab Activity (Recognizing Util

(t/..-,sl-:Jurvly

fe

F:;I‘a!g
__—

Scanned with CamScanner

0
'

4



t::“:‘s operating system.

» 'S
¥ W, /‘,/%:Lurw{b&t-ﬂw(".&{b,;,
pisk Cleanup, Window explorer,
pns: plcture and Fax viewer, Security
wlndo‘”Add or remove program etc.

" "CUSTOMIZING
A WORD DOCUMENT

of Tick the correct choice. -/ L1z

wordisatypeof __ _ software.

: (a) System = - Application
(c) Utility (d) Device Driver
view Is the best way to see the

(a) Outline (b) Draft
@Print Layout (d) Full Screen Reading
. ‘A user can view different areas of a long

document by __. a document.
(a) Clipping (b) 'Breaking
Splitting (d) Cutting

. Delete key deletes letters from the ____side.
Right (b) Up  (c) Down (d) Left
v. Undo feature is used to last
thanae made in the document.
Discard (b) Store
(c) Update “(d) Save -
. Word shows the document information
(otal pages, words) on the bar.
(a) Drawing Status
(d) Progress
of the lines In a

(c) Scroll
'l. Changing the width
Pragraph is known-as

(a) Formatting

vm@'“dentation (d) Alignment

g s—=—=— IS Used to position the text

iy Specific location.

I S%acs (b) Backspace (c) Arrow keys (E)) Tab

g ———— DPreak is a point where

3) [:>ant Page ends and a new page begins.

L xo9rph @) Page (c) Section (d) Line

by us| user can separate part of a document
ng

(b) Spacing

~nu A-ONE GUIDE (, 200 5) |
TEn\7 .
(c Borzrgrn + (b)Alignment

Xii. Soft Page break (d)None of aboye

Is al
Page broak. $0 known as

" @) Har,
i, oo () Long (c) Shory

————___ are toxt o
appear behind the documen{tgx

(a) Page Numbers
(c) Columns

xiv, Always__a document

Preview (b) View (c) Write (d) Read

. Is the way i i i
_ n which text
Placed between the margins of a page. .

(a)Numbering
(c)Watermark

Q.2 Fill in the blanks,

) Enter key Is used to start:a new line in Word.

i) Ctrl+ Zis the short key to undo the
operation,

iii) - Ctrl + X
option. _ ,
iv) Paste means'to transfer a copy of the
text from the clipboard In the document at
the Insertion-point. '

v) Full justification alignment is used in
the newspapers, magazines and movels etc.
vi) Watermark is a transparent colour or
pattern that a user applies to a paragraph.
vil) The print out of the document is known
as hard copy. ;

viii) The break of the page inserted by a user
is known as manual page break. ’

ix) By default lines of a document are single

Automatic
ctures that
t.

(b) Fonts

Watermarks
before printing.

Alignment

Sl

is'the shortcuf key to apply Cut

spaced.

x) Word allows a user to view a‘document
in five views. .

Q.3. Define the following. -/ Ukt St
i) Bullets

: A bullet is a small symbol such as a
éil:cs:leAs uare etc. that marks an important

line of in ormatif:n.
ii) Indentation J="=#/
X)nS' An indent is the space between text anlc:
the-margin. Indenting text moves It_ext. /
determines the diStanicetotf'o?gehterI;?n:s
h to margins. Identati '
fr?era\.gli'(a:ifh of lines in the paragraph. Within

i or decrease
i user can increase
the margins, a a paragraph or-group of

la) pym——— break. the indentation of
S ge (b) Paragraph paragraphs. :
LS A (d) Line i) Draft View U ‘the page layout so
th”ext\ Is amount of spaces between | ons: Draft view s|mp|c|’f|ee§it o P asument.
{dges of your paper. a user can quickly an

VScanned with CamScanner



' ~Ans: Shading

e BoXx z
ome data
tltls b°fv‘:t2{,°9h|§?gfnfation ccording to

user can add to
he paragraghs-
n

formation. The
to important InfOrr M line, or

d the entire

; Uil 3
_vi) Drag and Drop S £ r8  ceful feature of

i nd dro
' &nesw%rra . ?Nith th& feature, a user selects
" the text, drags it to a new location and then

releases the mousé button.
&
vii) Shading £
is a transparent colour or
Shading

d to a paragraph. ¢
attern applied to h ‘éan agddpempha51s to

added to a paragra 3
* -the lnformation%n he paragraph. Shading
also can be in colour or it can be in various

' .. ghades of gray.
“document to emphaslz;ag- area of text.

_viil) Section Break <L«
Ans: A section break stores the section
formatting elements, such as the margins
page orientation, headers and footers, an
4 sequence of page numbers efc. By default,

. each new document is one section.. But a
user can easily divide a document into more
than one section. D:vidin?‘ a document into
‘sections allows a user to apply different
formats to individual sectrons of the

document.

R() Co;g and Paste 2uil(¥

Ans: Copy and paste means to

;tnf%matlon in the document without r;tey%?:é
it 4 hae;?p% aursserl-co ies and pastes text, the
locatione. n both original and new

_ Q.4. Differentiate between the following:

| -'L{/"JL‘JMJJCWJ

i) Print Layout View and Web Layout View

DT ol §TL
aggthfference: Print Layouf vieﬁ I;Tts:é
wht aa user wants tg see how the document
oLl V;\J’peatr on a printed page. This is th
et 3y to see the work. In under print

lIew you can see all elements ol:rtllret

Wge.
hereas, web layout view |
grslgu: creating a web p;g‘:. L’?Iell:)sle:;ldoW{1 vish
ehe apg:altsu;r;a‘t)gg% text look lige L::n‘”t?\‘f'a’
b :
breaks) and text and tab e%a\gvera(;v Ittc}; (t)“lltltir'1J atge
e

window. In web la

Shading Is used In the|p

out view, you¢

backgrounds. text Is wrapped toi} :

window, and \araphlcs are positiongg JlIthttm ;
L}

\

\

they are In a eb browser.

i) Header and Fogter ;-'véug
Header is used to display a
information on top of aachypagglgon,,
current word document. | Of thy
Whereas, footer Is used to display add
fon on bottom of each pagg ofof',f'
he

informat
current word document.

jiij Zoom In and Zoom Out "“’ﬂf”""uff':}

ns: A user can zoom in to get a cf
Oiew of a document. get a closg.y,
Whereas, zoom out option is used
more of the page at a reduced size.
iv) Page Break and Section Break

&

Ans. Difference: A page ‘break is a popy
where the current page ends and a new pag
begins. Inserting.a-page break Is usefy
when we want a heading to appear at the top

of a new page.
Whereas, a.s€c
formatting eleme

fion break stores the section
nts, such as the margins,
age orientation, headers and footers, and
sequence of page numbers etc. By defaut, |
each.-new document has one section. Buta |
user can easily divide a document into mor

than one sections.

v) Cut and Copy QKAL.‘I Xl i
Ans: Difference cut means to remove text
from the document and place it on the office

clipboard. After cutting the text, it is pasted
at the insertion point. Ctrl + X keys are used

for cut option. )
Whereas, copy means to repeat information
g it. When

in the document without retypin

user copies and pastes text, the text appeds
in both the original and new locations.

Ctrl + C keys are used for copy option. -

vi) Tab and Space =l

Ans: Difference: A tab is used to P°’"'°R
text at a specific location in the dOCUmente
user should use tabs rather thaf ﬂ;e
spacebar to align vertically the text becaue
tabs are more accurate and faster 0 c.han%ai
A tab stop is a location on the h°"z°r109
ruler that tells the insertion point £
when tab is pressed. ol
Whereas, spacing determines the amour;n'
vertical space between lines of the tex ing
paragraph. You can control the in® Pacma
inside the paragraph. Line spacing r ble
Paragraph can be set at singles ¢ utlﬂg
triple, or some other setting. The al'nas
controls the amount of space be een !
of text in a document.
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do and Redo 3 sl

‘§05° 412t changes which were made

,11.5°f,',‘,’1lent- When you are edltangthg
3 ont, you will occasionally make 3
K. If a_user makes a mistake, click on
st o option or Undo button on the Quick
the = Toolbar or press Ctri + Z on the keyboard
s, redo feature is used to reverse the
5 ction. If you undo a change and then

‘=ddo a

%0 “that change was more appro
%‘g‘ﬂashould be reflected to thgpocu‘:rrniear}te
Sk Redo button on the Quick Access
oll®ar or press Ctrl + Y on the keyboard to
sgverse the previous undo action. '

. . a

‘gl‘w alignment and Indentation u’-“‘l}w&'m ,
“Ans. pifference: .

which text is placed between margins o
Tae. Text can be lined up at the left, center
or fight side of the page. ]

{ereas, indentation determines the width
‘of lines in the paragraph. Within the margins,
q user can increase or decrease the
,fn'déntatlon of a paragraph or group of
parggraphs.

5 Give brief answers to the following
fuestions.

N _@&i@k&ﬁﬁoﬂbﬁ)@a

) Describe‘dlfferent document views in

‘Word.

e B L L
A’E;. Document Views: Microsoft Word
dlows a user to view a document in one<of
the following views: -

{: Print layout view: This view is used when
guser wants to see how the document will
wpear on a printed page. This is the best
.og:lto see the work. Under print layout, view
g can seoe all elements of the page.

~mDrIa||f{t layout View: This layout view
Q{ilcpk| ies-the page layout so a user can
R IV‘YPG and edit the doucment. This
{ormatfl best used for typing, editing,
Shows. {) and proofreading. This view
imam L formatting. It provides a
O Pagg amount of space without the rulers
layou VI"Umbers cluttering the view. Draft
Nrging gw does not display top or bottom
umr'leeladefs. footers and page numbers.
and ayout view: This view is used to
O the edit outlines. Outlines view only
a::tl" | headings in the document. The
3
lalbn% Le: lew and work with the structure
"rsa :Ument, In outline view, you can
Ocument to see only the main

Ringg
* OF you can expand it to see all

lingg

ifference: Undo feature is used to|d

Alignment is the'wafyﬂin b
8

8
to YOUt view Is used when a userf,

easy to read o
all toolbars excnegt‘
reviewing toolbars,

S. i
> l\g:l: il:yout view: This view is used when
Yiew sho\:;eatlng a web page. Web layout
the v you what your text look like on
ADDEars page. For example, the document
Ppea as one long page (without page
e e, b e
.In web layout vi
iqedbackgrounds, text is z'vrap;:dw'tgoflrjtﬁg
thm ow, and graphics are/positioned just as
they are in a web browser. .
i) What is meant by comment in a Wor

document? -
Yl e eaas B aend b {0
Ans. Comment: A common is a note or
annotation‘that an author or reviewer adds to
the document. User can add comment . User
can add comment about a selected text in
the.document. Microsoft word displays the
comment in-a balloon in the margin of the
document or in the Reviewing pane. ‘
il How can we find the synonyms of a
difficult word in Word? -
s'u;é}mw:a*‘(zég,&svu"uﬂiuf
Ans. Following steps can be taken to find th
no of a difficult word in word: ,
Open the blank document.

¢ Type the given text. :
w S!g?ect thge word we want to replace with

ther word.
é?%lick the Thesaurus command from the

ofing group of the Review tab.
gql'hé egseargh task pane appears.
¥r The selected word appears here.

37 Click Thesaurus-ouse over the word we

% Position the
' in the document. ¢
\'&agtlitgkufr?emarrow beside the word in-we

rep[acAe the word in the

w word.
rtfps to insert Date and

@ screen. This view hid
for the reading Iayoutlagg

: in the S
iv) Explain et

‘e in word docu i %y : :
e / ;Lljléi_f&/l.vuﬂ%:réﬂ_;/gg lajéﬁ
} me: \
. Inserting Current date: grf\ fime: Each

take prin
nfglrlowing steps can be taken.

time
ate aenda saved documen!

% Chick the piace W

should appear in the document.

and even body text. Outline view
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Click date an time from the nsert tab, of

the text group. be opened from where
‘g e dbRt b%t;v H)Irmat o‘; the date and time.

select the appmgorl
IOp d date and time format

w (':i'lllfk Ok Ly
st The se
t.
ears In the documen bout Font? Write

3PP What do you know a

any three Font names. y e 3
-Lz/(/(t&f"ﬁgfc_éf SO LT
Ans. A fontIs a set of characters with a
can change the way of

acific design. User i /
:pcharacter or letter looks like by changing
the font style. Fonts are used to enhance the
appearance of the document. Fonts are
described as either serif or sans serif fonts.
Serif fonts have little extra strokes at the end
of the letters. Sans serif fonts do not have
these extra strokes. Many people use serif
fonts for the body of text because serif fonts
are easier to read in large blocks of text.
Sans serif fonts are often used for headings.
Font names: Three font names are: - .

1. Times New Roman 2. Arial 3. Courier
v? What is an alignment? How many ways
of text alignment in Word?
| Spd pE L F YA L T
‘Ans. Alignment is the way in which text is
B‘I_aced etween margins of the page.
icrosoft Word gives you a choice of several
types of alingment. ' 4 :
~"Ways to Text Alignment: The types of
alignments present in Word are left, right,
center, and justified. The default alignment is
!leftLalflngent. -

.‘Left Align: This option aligns te
Le!fitgr:%gei:'t Tg}s tis theI default sétt)i(rs;tl.tgfgt
. e .
§’°g‘-‘";,‘:";,s- f text Is found in most

- RIg| ign: This option @ligns the text at
élézéglsgslég.m_argm. T?ns‘ can be used for

. Center Align: This i
Sen&rqllzed the text on? etalcl)i'|11ei.sltucs:aerc!i ég
li:t?n "" a card,’on an envelope and.in a
4. Full justification: With this opti
Pt .3 v on the
is justJled on both sides. It ca% be seerge?(rf

books, newspapers, magazi
vii) What is indentation? Aleo tiifocbomst
between first line indent and hanging lndellillte
-(.ZIUB.U"UMW‘h:'-gamlwl‘-fu&ﬂq_gﬁjl
Ans. An indent is the space between text
“the margin. Indentation determines the w_aldnd
of lines in the paragraph. Within the ma idth
a user.can increase or decrease fhe
indentation of a paragraph or groy ey
paragraphs. You ma¥l indent some text Inptr? 4
document to highlight it. You can select the
paragraph ( or paragra hs) that you want te
indent and use the Ruler located above thg

(itprim)

document to create the indentg
Indent a paragraph from the left m
the right mar?ln. or from both
offers several indent options, '
Difference between first line | y
Hanging Indent: , dent ang
Firs linehindﬁnt, Indghnts only first |
aragraph, whereas, "hangi 19 0
gllhb%t ffl?st line of a para ?a%?]_'"dent Inde,fu:
viil) Define Ta op and explai
Yabstop. . Plain all sty
St F UL il S s AL
Ans. Tab Stop: A tab stop is a locai. :
the horizontal ruler that tells the |n3°",°n
point to stop when tab is pressed, Tabenm“
are used to indent text and align columsto
a document. By default, tab StOpsnSin
located at every 0.5 inch from'the left ma x
but a user can modify tab stops. fam,
Style of Tab Stop: Word provides fj
tab-stop alignment styles. PRI
1. Left Tab: A left tabaligns text to the left of
the tab stop. -
2. Center Tab:-A center tab centers tey
under the tab-stop extending equal distance
to the left.and right. ;o
3. Right Tab: A right tab aligns text to the
right of the tab stop.
4. Decimal Tab: A decimal tab aligns text at
the decimal point. e.g. 45.23,145.69,0.369 etc.
5/ Bar Tab: A bar tab inserts a vertical bar
at the tab stop and then aligns text to the
right of the bar. '
ix)How many page breaks are there in Word?

SSABLUNT
Ans. Page Breaks: Two page breaks art
there in Word: - :
1. Soft page break: Word automatically
divides the long documents into pages W
page breaks. This type of page break is called
soft page break or automatic page break.
2. Hard page break: To divide a document
into pages at points other than where th?
software automatically divides text in®
pages, you can insert a page break. Tdh:
page break that a user inserts is calle
hard page break or manual page break.
x) Describe all the positions wheré pad
numbers can be inserted. 1
| -ugélg‘.{_’e,/’u,g’e'{uhzq/c)kb“f v
Ans. Insterting Page Numbers: agt
Following are the positions where P
numbers can be inserted:
3 Top of page. 2. Bottom of pag®
. Paﬁe Margine. ' an
Q.6. Match column A with column B

write the matching numbers in colum” C. {
7 e BN

arg|
marglgsrf'v’,;gm

‘LZ’Q/{; CH l’//'.}l’lu,a 12 =il ) /GJL!:"B/
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| XCOMPUTER\ 77

—
a) Small Lettors Parform the editin
i Redo By CtT+Y ::)l} Iy g and formatting as shown.
et c) Capital Letters [T e e —— o
)64————" d) Delete left to right|iv)h 0o N 1 N
mspacebar e) Ctri+V V) | R
V}) Backspaca f) Thesaurus vi)d ! :ﬁ""":ﬂf: A -
vn) Delete g) Delete right to left| vii) g P ::...w”ii—.--
:III) synonyms h) Ctrl + X Vlll) f }2‘..":?-\*—-
M i) Single Space X el [Laba
Tock Off |j) Ctrl+ C ab Activity (Time T I
e =—Tkjctr+Q X2 Using Tab key crea;:le) (J}ﬂ)d).g"'/"
——  [))Ctrl+Z table for a week. @ the following time
atch column A with column ~L b s TR F3tun X
mhing numbers in column C - Mond{; :1 'fwﬂd-’ bntnZ Jeid2
. oy . ues .
RecpvAb ey Loive BACK A |[wa[Engisn [Eng 2y | Wednesday | Thurscay | Friday
— A - — B — C = nglish | Science <[ Science | kslamiyat
i) Bold a) Ctrl + A 0T m'm athf Maths - | Urdu Udu |Urdu
ij) Page Number b) Justifying (ii)g Uffiu Urdu <}Maths Maths | English
m)or.ientation c) Hanging (i) i 1045 | Islamiyat | Islamiyat | Islamiyat _| Islamiyat | Science
m:,:leu d) Fontstyle = - -| (iv)] ::115) :e-CESS Science |English | English | Maths
- , cience | Science | English i
v) ltalic e) 0.5 By default | (v)d O | Conoe Cng is English | Maths
vi)Alignment . - [f) Ctrl + B (Vi) b. omputer | Computer
¥i) Underline g) Footer (vii) h Lab Activity (Designing a Poster)
Vii) Tab h) Ctrl + U (vili) e (Sefig IS
e Landscape | M0© || sovo s Fout N | e
elect all 1 atch". ;
j) Ctrl + F2 (x)a_|[% Add header and footer to P
k) Small letters this page. . .-
~ DCtrl+C - ;thr , Ihn"the header type "Football |, —— .
8 Lab n - atch". ===
el the following diagram. fﬁ—( 21 thg fct)xter th(pe your name, |mssmes——
A reate two columns.
An: “UA J:g -’? kst |3t Insert the clipart.
- : ' g ;\I\Fw tytple fzt! text below the clipart.
ign it left. .
Y Type "Pak Vs India" in the beginning of
g;e ngi):t colutnplg ?J]rst :Iilgntlt ;lzght. J
ange ze to 82. :
é’ Colour them accordingly.
Now type "HUrry Up....cccoeeueeee
Y Align it right.
% Remove spell and grammar errors.

Laby Aiicin . 20
% U35 Activity (Editing) (41

L

“A pen a

y
% us‘;eut‘he

fc;”°“’i"9 text.

New document and save it as

L ab Activity (Cricket Match) (NG AS

Create a poster for the [crickstMatch
cricket match between Pakistan | faiistsan lndia
and Indian. | %
¥ UseClipart. . 1
% Also add header and footer. -

e —

¢ Print it out.

wﬂt'
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o MULTIMEDIR
4 PRESENTATIONS

SOLUTION OF EXERCISE

Q.1 Tick the correct choice. _g[f..f{?b: n
i) Asingle page of presentation create

PowerPoint is called

Slide (b) Media (c) Text (d) Slide Show

li) There are

elements of

multimedia. :

Five
a) Four (b) Three (c) Two @
* i) ( %he combination of letters and numbers

Is known as
" (a) Alphabets (b) Numbers (c

) Symbols () Text

iv) Cartoon movies are the example of

(a)Painting

(c)Drawing (
v) The digital represent
“information is called

Animation
Photograph
ation of non text

- “(a) sound (b)
graphics (d)

video
animation

vi) The movement of an object is created by
_ using technique.
@)Animation(b)Pmentaﬁon(c)Motion(d)Execution

vi) The name of the Powe
on the bar.

rPoint file is séen

(a) Menu @) Title (c) Scroll (d)- Status

) N Y T keyb

oard shortcut key

to create'a new file in the PowerPoint.

Ctri+N (b)
(c) Ctri+C (d)
ix) All side layouts con
. dotted borders called"
(a) Title holder
(c) Box holder

x).- The presentation of all s

Powe_r/PoInt Is'called

Ctri+V
Ctri+p
tain boxes with

Placeholder
Text holder
lides created in

(2] ‘Slide Design (5} Siida View
Slide Show d
o B W ( ; Laser Show

. determine how a slide mo
the view in the Slide Show.

re the effects that
Ves in and oyt of

. (a)Animation - @Transition

(c) Layout
xii) In which Tab a use
Transition?

(a) Home Tab

{c) Review Tab

xiii) The list of animation effe

Templates

F can find Sjige|b
(b) Animatjon Tab

Design Tap

L ——

i) Multimedia | 4+¢* s

*-\"de during slide show.

can apply to selected object on N,
called a 4% Jy
. (a) Smooth Animation(b) Long Anim ""i"i.
(c) Slide Transition @) Custom Animag 24
xiv) An orderly display of Informatlon .'r‘w’-
different media elements is known ag - '
Multimedia Presentation (b) Ammatj s
(c) Transition - (d) Layoyt. %A
xv) The arrangement of the objems.Ona )
slide Is known as Slide :&‘
¥

(a) Transition (b) Show (c) Design @uw
Q2 Fillin the blanks. -(//guzefls
[) Multimedia is a combination of all 6";;
some of the media elements, -
ii) Picture is an example of draphics, -°*:
iii) The feel of a surface or a fabric is calleg 4

§

{

texture. S\ L T
iv) A layout is a ready-made or pro-defpg 1.
disign of a slide. ¢ S _ R &
v) Placeholders are the boxes with dotted . W
borders. A RIS RTie .l
vi) Gradient is the gradual progressigh o} -
colours.and shades. S
vii) “A'theme contains pre-defined settiggs!
of fonts, colours and effects. b u?%
viii) A single page of presentation created i §
PowerPoint is called slide. minana
ix) Slide transition is the movement fromd -

one slide to another in the slide show. g

=Y.

X) sound is a wave or vibration whi_c'h‘c,?
be heard by human ears. ?

Q.3 Define the following. -Q_‘IL‘JE-—E’}UJ.’.

X

Ans: Multimedia is a combination of all
Some of the media elements. The elemé!
of multimedia include text, graphl
audiolvideo and animation. :

i) Placeholder Jﬂﬂﬁ

Ans: All slide layouts contain boxes
dotted borders called placeholders._1

fii) Text o &

Ans: Text is a combination of letters. g’
Numbers that a yser type with a keyboard.

.

v) Backgroung }Slfbg ! &
Ans: The background of a slide is " the 3

ehind the text.and graphics. R
V) Animation L‘ﬁd'

thnast' : Nimation is the list of animated K¢

Objects o, g apply to different selt
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Between the following, |

A ~LAOAL 300

oradl ont and Text:n}:.elBackground Fill
|

}lJ J_T MJJ!&U&/‘
nce: Gradient Text Is a gradua|
s D;gr‘;: of colours and shades, usuaj]
pr09r° 5 colour to another colour, or from one
on another shade of the same colour.

the feel of a surface or a fabric g
4 texture. There are different textures
“'Lenable in PowerPoint to set as
av

round. a

bac:rgaphics and Animatior_a ef-'d:b;hﬁ/
) . pifference: Graphics is the digita]

-sentation of non text information,
p;reas. Animation is the list of animated
v#ects that a user can apply to different
:elacted objects on the slide during slide
show. a
i) Video Clip and AninTation w’-’dluhfii’é:
ans: Difference: A video clip is a short
segment of a video. qu example, movie
clips and documentary clips etc.
Whereas, Animation is the list of animated

q
>

offects that a user can apply to different|T

selected objects on the slide during slide
show.

) Installed and My Templates MJLJ;WM
Ans: Difference: Installed templates are
provided with the PowerPoint.
Whereas, My tamplates are the templates
thata user has created and saved.
) Custom Animation and Slide Transitjon ‘

’ L'J'M"'/'Uifu/))"f-zt'(/
Ans: Difference: Custom animation is the list
“anmated effects that a user can apply to

orent select i : L
the slide show,ed objects on the slide during

":I:Ireas. Slide Transition'is the movement
s||de°:‘° slide to another in the slide show.
tiggts :ansltlons_are the animation-like
Urm hat occur in Slide show view when
tan adg"" from one slide to the next. A user
sounds, select the speed and style
fansition effects.

the ¢
qﬁa'stiolxse_a brief answer to the following

-LZJ@U.?./E’Z:,U':‘LZ } %)

? Explain its elements.‘

Ang, Mugj ) -(J__'f&L'quZlLJl?ﬁ'_gLfy&

;?"‘9 of th?ed'a. is a combination of all or

s“‘:jsave On"t‘Edla elements. Multimedia is a

i\ Speakers JiSK that contains all the
our p e &

s multimedia

y |audience. Thig

Pre IS notes, handouts that make
th. The programs that

© an impact on the
combing dlffgrtype, ‘;f application lets you

lmages' sound of media (print
ways,

Elements of Multimedia:
e elements of multimedia include:

S i :
'"* Sounds Yr Ani?ﬂation W Audio / video

li) Define Slide and Slide Show? '
LSS AG iy

» and moyj

Slide Show: The Presentation of all

I L the
slides, created in power point shown one .
after another is known as slide show. :
lii) How can
different ways?

- WESI S Loy s
Ans. Adding Background Fill Effect: '

the text and
colour 'and appearance of the slide can
easily be modified with following effects:

1..°. Gradient Fill: It is a gradual progression
of colours and shades, usually from one |,
colour to another colour, or from one shade
to another shade of the same colour.

2.

fabric is called texture. There are different

textures available in PowerPoint to set as .= -

background.
3.

Picture Fill: A visual representation of

an object or scene or person produced on a' .
surface is known as picture. For example,--

intings, drawings and photographs etc.
iela; Exgplain Slide Layout and its uses in'a.
presentation. _ , ) :

SIS LSy L ST Y
Ans. Slide layout:

i t is a ready-made or pre-defined
g‘ess“icglﬁmliyfo: sllide av)alilable in Microsoft

we fill background with -

he background of a slide is the area behind - :
graphics. The background -

Texture Fill: The feel of a surface or a P

PowerPoint. All slide layouts contain boxes

with dotted borders called placeholders.

These boxes hold title and body text or.

charts

j art Art graphics, r
?abl:jwfecstsasnl:icSic?t%rggT There are different slidé

layouts available in the PowerPoint. A user . -

i be
tation. Following steps can
:gl?eﬁrf%s;'e:l]sing_slide layout and placeholder

i‘gttbepper%se:ta;lgcvz blank Power Point

presentation.

i ide layout for -
can select the apprgﬁnate sli y
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3 In the Home tab, on the slides group, click LayouL
A menu of layouts appears.
g F“&k ttl;tel deIs rec'l1 1753;1 :y e " My House"
n the title placeho .
W In the conptent placeholder, Click Insert
g{lip Art button.

A Clip Art pane appears.
F?'Hon?e“ In tgg search for text box.

¥ Type
w gfi)'ck Go. The matching Clip Arts appear.
W Click the Clg) Art that you want to Insert.
W The selected clip art apﬁears on the slide.
% In the Home Tab, on t
click Shapes.
A menu of shapes appears. _
Yr Click the shape that you want to insert.
¥ Edit the shape, for example by resizing or
oving it as needed. "
Save it with the name of " My House

v) What is Slide Transition? vq_yﬂﬂ-)wgw

" Ans. Slide Transition: Slide transition is the

movement from one slide to another in the
slide show. Slide transitions are the

animation-like effects that occur in slides | ¥

show view when you move from one side to
the next. You can control the speed of each slide
transition effect, and you can also add sound.

vi) Describe Custom Animation? 2 ' R,

BYP S
Ans. Custom Animation: Custom animation
is the list of animated effects that a user can
arply to different selected objects on the
slide during slide show. Animation is very
important in PowerPoint presentation: When
we can take the help of animation when we
are presenting online presentation to'make it
more useful and informative.

A user can add animations in“a presentation
using slide transition and custom animation
using slide effects. These effects help to
animate a slide and its objects. Following
steps can be taken for adding custom
animation in the presentation.

3 Open the presentation " My House" .

W Select the image.

% In the Animation tab, click Custom
Animation. -

W Custom animation task pane appears.

¥ Click-Add effect Entrance checker board.
W Select the slide show button to view the
full screen animation effect. We can modify
the animation effects on your slide.

W Slide Custom Animation Pane, under
Modify task, we can modify three setting of
animation effect. ;

Start: how to start animation.

Direction: Direction of animation.

Speed: Speed of animation.

W We can also remove the animation effect

from the slide by clicking the Remove button,

vii) What is meant by collecting contents?
Explain with an example.

e Drawing group, | p

.-dfghbdwfq.ﬂ/m l

s. Collecting Contents for presen il
égntents for {)resentatlon can be cOﬁé'&g,
the form of text, images, audio ang vlgln
clips. The presenter can search phogkg %
Internet for the best available mateﬁnd
Suppose a user wants to °"8ataal'

resentation on Quaid-e-Azam Muhamp.d
All Jinnah. The user should collect tlaad |
following material to make an attractj,:
resentation. . ] 8
Yr Textual data (birthday, a brief life g
nd quotes etc.) . ory
%r Images of Quaid-e-Azam
Yr Sound clips from his speeches
¥ Video cligs of Quaid-e-Azam
viii) Write the steps to fill background With 3

picture. - fMAL ISP/ £ o
Ans. Adding picture as Background fill.
Following steps can be taken for adding

pictures as background fill effect:
Open PowerPoint (a new blank

‘presentation) -

“Type the following quotation.

" THE SUN SETS IN THE WEST"

YOpen the format background dialogue box,
% Click picture or texture fill. :
W Set the path of the appropriate picture
which you want to set as background.

% Click Apply to all.

¥ Now the picture has been set as a background.
ix) Worite the types of the templates.

| Ui

Ans. Types of Templates: There are three
;eres of templates: 3 Installed Templates

My Templates ]
W Office Online Templates
i) Installed Templates: i
Installed templates are provided with the
PowerPoint.
i) My Templates: These are the templatés
that a user has created and saved.
iii) Office Online Templates:
These are the templates that a us®f
downloads from office website.

X) Whatis a Slide Show? S tP¥b
Ans. Slide Show: The presentation of all 08
slides, created in PowerPoint showl ote
after another is known as slide show. I 4y
slide show, presentation is shown in thfthe
screen mode. In the slide show 2l an

graphics, timings, animated effects U
ransition effects are shown. Slide Sh%ftef
the method of presenting slides: 1o on
maklnlg the slide we can view the sll

the full screen with slide show option-

Q.6 Label the following diagram. )

- S

"):/J':”_L/

4
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column A with column B and

tch A .
a7 Maten ¢ hing numbers in column C.
rite the m ) - A
Wrﬁ,m_xwgq/ﬂﬂr;sﬂ(?ﬁr
a) Application )c
) Text S)oftware
W‘g b) Ctrl + N i f
Letters, - i)
W&Fent cumbers (i) g
d) Feel of a )l
W) S109: s szjrfacelfabric ()
TTCreate New |e) Box with dotted | (v)b
Presentation |borders i :
Vi) slide aintings/Drawings| (vi) h
Transition o 5
Vil Texture - [g) Progression of vi)d
colours :
vii) Custom | h) Movement of (vin) ]
Animation the slides
X 1) Single Page (x1) e
Placeholder )
X) J) Animated Effects| (x) a
PowerPoint
k) Ctrl+ C
) Ctrl + P .
Lab Activity (Backgrounds) (£31/_6)(t 21

3 Ospeln atnew presentation. .

elect an appropriate layout for the
Presentation. PR oo
5 ‘S\dld two more slides in your presentation.
slidee ect different background fill for each

In slide 1
tlass and sch

Shae |

» type your‘name,
ool name,’

P ‘ e
N slide 2, typg your hobbies.

% In | : :
o Slide 3, type discipline. -
. "un the Slide Show. BN i< linc
Lab — - - - U ]
% G :ct"”tv (My Self) (xA= 1)L 21 | -
% Selg . "°W Presentation:

Presgpe ot @n a '
h\s:gtatlon. PPropriate layout for the

% Selggt t(i)i

g f'Pﬂre& slides in your presentation.

erent background fill for each

URDU D}
EDIUM) )

Ky KCOMPUTER\ 7 ]

W In slide 1, type your name
class and school name.

Y In slide 2. t
) y (2] our
hobbles, Pe.X

¥ In slide 3, type the names
of your friends.

¥ Using custom animati
tamtmatlon effects for t
ext.

Apply transition effect from quick style
on the slides.
Run the Slide Show. :

Lab Activity (Computer Basics)

(St N 20

3 Open a new presentation. ,
Select an appropriate layout for the

presentation. i ;

W Add three more'slides in your

presentation. )

ﬁ_ dSelect different background fill for each

slide.

on task pane, select
he title and subtitle

W
!g_st

W In slide1, type the definition [ —
of computer. 1 =
¥ In slide 2, type the definition o

of hardware and software.

W In slide 3, type the names of
five different hardware.

¥t In slide 4, type the names of _

five different software. %

A

W Using custom animation task pane, select
animation effects for the title and subtitle text.
% Apply transition effect from quick style
list on the slides.

W Run the Slide Show.

(GHAPI?I o :
5 i) ELECTRONIC Mﬂllj
SOLUTION OF EXERCISE

Qi . Tick the correct choice. _q/..!{_,zzé‘
i) Sending and receiving messages and
files electronically is known as _ :
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GHAm“ Amﬂc") H-mall (d) c-mall
) sﬁ:?:g:tgr::;ﬂ'fnallbox" supplied by
i

orlscalled
an e-mall service provid b) Bank account

: t
(a) Inbox 1t (d) Commorcial accoun
) i rsczoﬂlnlq(ue name chosen by a
mn — -mall.
ile creating an e-m
”“’C"h.':f(b)r’asmrd (c)Subject Usemalnggr
N§a) ng' name of the e-mall service prov
comes after _ slgr:. ) #
(a) § (9) @ (¢ 0l
v) Can two riends have same e-m
address?

() Yes @) No (c) May be (d) No idea
vi) A user has to click olll'l “::%unt
button to create a new e-mall ac .

(a) Sign on (b) Sign out (c) Sign in @Slgn up
viij Cc:standsfor_____  ___
(a) Catcopy Carbon copy
(c) Cool Copy (d) Can't copy .
viii) Incoming messages are stored in a

folder knows as

(a) Outbox (@) Inbox (c) Post Box(d) Mail Box
ix) E-mails are arranged in inbox with
respect to

(a) Names Date and Time

(c) Client and Server (d) Subject
X) Allreplied and sent e-mails are stored in
a____  folder. '

(a) Drafts (b) Inbox (@)Sent (d)Trash/Deleted
Xi) folder is used to-store the
deleted e-mails.

(a) Drafts () Trash (c) Senf - (d) Junk

xii) All outgoing messages are stored in
. folder.

(a) Inbox (b) Deleted (@) Sent (d) Drafts

xiii) means to clo '
se a i
account. n e-mail

(a_a) Sign up (b) Delete (c) Sign in
Xiv) To answer a received e-maj
__an e-mail,

(a) Read @) Reply (c) Write
xy) is a Keyboard
to compose an e-mail.

(a) Ctrl +p
@cti+N

02 Fill in the blanks,
i) Hotmail is 3
Service provider,

——— e

Sign out

(d)Compose
short cut key

(b) Ctrl + ¢
(d) Ctrl +x

A

Popular web basag e-mail

W ezs KGOMPUTER
- <
}mlp%%tgo—cflﬁ‘a%u;«tt%gllfs used to Ina':llJda

Is called | wh

)" "Rociplont's o-mall address |g Wity
to line.

ubject line 18 used to v,
ggsc? ption of the message. 9 th,
vil) To open an e-mall account |g Know, .

%ﬁ?‘}';lusername and password [g rq

Qulrgq

nIn an e-mail account,

:3 sl% user can restore deleteqd o-maj
?thln ten days. 1

%) i ived

x) Double click a received e-mail to rg, c

Q.3 Define the following. -‘Z/Ukhé’itﬂ}_m,,,

j) E-mall Account LIS

Ans. An E-mail account is.the storage ang
or "mailbox" supplied byan e-maijl Servi
provider.

ii) E-mail Address LaAlE_S1

Ans. A unique‘address of an. e-my|
account Is called and e-mail address, An
e-mail address-defines the location of an
individual's:mailbox on the Internet.

iii) E-mail Service Provider . ¥lsyus i
Ans. - The company which provides the

Internet facility for checking e-mall to the
users is called service provider.

1iv) Sign in WlF L

Ans. In order to use your e-mail, account,
you have to sign in first then you can uss
your e-mail account. :

v) Trash/Deleted folder .45 tel bt

Ans. Trash/Deleted folder stores e-mail that
you have chosen to delete.

Q.4 Differentiate between the following.

- OAR L
i) Sender and Receiver Ul Srnitn X
Ans. Difference: The person who sends the
e-mail to others is called sender.

ereas, The person who receives the
e-mails sending by others is called receiver.

i) Attach and Remove tf'z:lb/é'

Ans. Difference: Attaching FiIeIPlctureifl‘I
weer can attach files and photos in an e-m’d
by clicking on the attach button. Attach?
files are the files which can be sent with 'hs
o-mail message, You can attach up to 25 s
5128 of files with yahoo mail and 10MB S%°

_ lles with hot i

i) A mail service, f

both, - reord is a secret word, number o 5e?n"$3|vni§ Vie/ericture: The Pl 05 od

ses . AL R c il'ls

:2d c?:r':a.ma"l address consists of username 'removlng ﬁle,&‘:t‘l'j'ree- e
LOomain, i) Username‘a 7]

i, 4 nd Password s/ 4/ 48/

ns. Difference. Usernar:ad: T,f‘livusrer =
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M ame of the person's account. This
s the '; real name or a nickname.
can b\evordi A ?assword Is a secret code
s\sting © words, numbers, or a
°°"§|nation of words and numbers applied
stem that must be typed on the
board to get access to the mail.

v 7 4

Yjgnin and Sign out Tl
iv) Difference: Sign in: In order to use your
Ans. account you have to sign in first then
M an use your e-mail account :
goun out: Affer using the e-mall, it is a good

5 sign out of e-mail account, so that
rson cannot use your e-mail

er pe . .
gégounf In this way no one can view your
important mails. )

V) E-mail address and E-mail account

KISl Ry
Ans. Difference: A unique address of an
e-mail account 1S called and e-mail address.
An e-mail address defines the location of an
individual's mailbox on the internet. To send
g-mail you must know the recipient's e-mail
address. ; .

Whereas, An e-mail account is the storage
area or "mallbox" supplied by an e-mail
service provider. To use and e-mail service a
user must have an e-mail account. Each
e-mail account has a unique address. E-mail
account can be obtained by registering with
ISPs (Internet Service Providers) or e-mail
service providers such as Hotmail, Yahoo
and Gmail etc.

Q.5 Give brief answer of the following.

-t[-& :;Llﬁ/‘:jZJ_ 310)))

) List down the steps to create a new e-mail

account.

\ V2] O VR {1V A N

Wnes. Creating a new e-mail account:

Hot;ar;lcreate_an e-mail account on Yahoo,

ro0 e? » Gmail etc. These are web based

amu,n:ail services. In"order to create e-mail
p ';(. follow the following steps:

%3 ylt:e on Internet Explorer icon.

&ea c’re-mall service provider address In

o I_Iess bar. l.e. www.hotmail.com.
% Click Cgmal.l home a?e appears.
;‘Ecount. n sign up button to create a new

F .

Nglngh: required information In given sign
As yo "gr%ress | accept button.

%l_‘-count will b: sc,Lgfe"cf_ pt button your e-mail

ou wi >
3{?% }Ioc E"’(’)':['nl;eiﬁelve one message welcoming
X Hotre 2N the messag

X Tg‘g};ﬂ ‘g“comingpeatoer: aclei;.rs.

Y‘?u out of th‘;tsﬁ,g{ggn but'?on. 'I)fotmail will log
8 :

d seng a‘,"%"f":ali?e procedure to compose

7AL1 A-ONE GUIDE (,%2%,)

Kaar
Ane: Co SIS
Ans: Compose an E-mail: Compose an
i olgeoans to write a message. A user can
bompos a new e-malil In windows live mall
il ng on New button or by pressin
ern ; tr‘ll] ;rcém thlel) keyboard. i
-mall: After composi -
tctge u?er has to click on thg s::rr'm% abnuaor?‘a:!;
mplete the process of sending an e-malil.

ili) Write the
o-mai| accougfmes of different folders in an

A LA B L)
ns. Following are the main folders of e-mail
ﬁ?oﬁmt:F Ider. %

nbox Folder. SentF "
W Deleted / Trash Folder. - ot ‘
Ir::gg:al;older: lrtﬂiox folder is used to stores

es sent to you E-mai

w.r.t date and time. y . \oidarrangad
Sent Folder: Sent folder is:used to store
copies of messages you'have sent. This
folder maintains the record of all e-mails that
a user sends to different persons.
Dele@edITrash Folder: This folder stores
e-mail that you have chosen to delete. When
we delete an e-mail it is stored in the trash
folder. A user can retrieve a message from
here incase he/she wants to restore it.
iv) What is an email address? Give its composition?

g eSS b RIS
Ans. E-mail Address: A unique address of an
@-mail account is called an e-mail address.
An e-mail address defines the location of an
individual's mailbox on the Internet. To
recipients e-mail address.
Composition of E-Mail Address: An e-mail
Address consists of the following two parts.
1. Username or ID
2. Domain (The name of the computer that
stores the e-mail messages). For exam le,
Muhammad-Ahmad@hotmail.com Is the
example of a valid e-mail address. This
address consists of three distinct parts,
which together make it unique, namely i.e.
a) Muhammad-Ahmad: This is the name of
the user, which Is not allocated to anyone.
b) @ Symbol separates the name of the

person from the domain.
c¢) hotmail.com: Refers to the host computer

where e-mail is stored. .
(v) Whatis Hotmail and Yahoo mail?

e vty

Ans: Hotmail: It is a free web mail service. It
is also known as MSN hotmail. Hot mail [s
also was largest web e-mail service. Ho_tmaul
was introduced in July 1996 b Jack Smith.

o Mail: It is a free we mail service
Y?S\?ided by yahoo. Yahoo mail was
introduced in 1997. Yahoo mail is the largest
web mail service. : R _
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led?

S LV e1]
E-mail: Reply an e-mail means

ived e-mall. When a user clicks

.mall editor appears with the
e-mail address and subject of the sender. The
user can type message and reply the e-mail by
clicking send button. Following steps can be
taken for replying an e-mail:

¥r Open Internet Explorer.

¥ Sign in your e-mail account.

Yr Read an e-mail from your inbox.

¥r Click Reply button.

¥ A reply window opens, qpe the reply message.

W Click Send. The e-mail is replied.

vii) What is the function of Cc: feature?

e SUE
Ans. Cc: means Carbon copy édc). A carbon
copy sends and exact'cop?l of the messaPe
to another person. This feature is useful
when a user wants to send an e-mail to

several people at once. o
viii) Write the steps to delete an e-mail.

LS fMBLLSFI )

steps are required for

vi) Howan e-malil Is repl

Ans. Replying an
to answer a rece
reply button, an e

Ans. Following
deleting an e-mail.
Open your Inbox folder.

nmmm
Check the e-mail, you want to delete.
Click Delete d clete
Deleted e-mail are stored in Deleted folder.
YusHoOLun -—jn-r —— )

oy +

L V. b e . ., e . it P
WSS by - T e

ix) How can we attach a file/photo with an e-mail?

? . & ’r 9 A
Ans. Attach Filgﬁﬁﬁ’ﬁ”‘}bﬂ’éﬁdfﬂ

user can attach files and gWIth an e-mail: A

[ hotos in an e-maj
u e-mail
y cllckinﬁ on the attach button. Attach files

are the files which can be i
e-mail message. Attachmentsfei?et :grt\hbthe
picture, movie or document. Yoy s

Ans. The web addresses of Hotm
Yahoo mall are given below:

¢ www.hotmail.com

¥r www.yahoomail.com

Q.6 Match column A with column B 3y .
the matching pairs number in colump ¢ © "its

L el el g Sodlve g i
-Ll/((/ﬁi ')/ - _//JJJEC r‘c_B/(rA‘J(

ailang ™

[y Sign up a) Sent ‘?
i) Sign In b) Secret word "*”Te\
fii) Password _| ¢) Ali@hotmal.com | J
iv) Outgoing d) Carbon copy “"-m-\
e-mails : i
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