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PREFACE

Computer science curricula have been evolving at a rapid pace to keep up with the developments in the IT
field. With the onset of the computer, experts and educators are faced with the challenging task of
developing courses to teach emerging computer science concepts in schools and colleges. Such an
undertaking requires adequate literature and explanation of key computer concepts at an introductory level.

Itis the main thrust of this Computer Practical Notebook.

This Practical Notebook has been designed to teach the students of Class X to grasp the fundamentals of
computers by blending key computer concepts together in a hands-on learning environment. This Practical

Notebook has two parts:

Part1: BASIC Programming Language
In the Part 1, students are introduced to the BASIC programming language. It is a useful programming
language to teach beginners the basic concepts of programming. It will enhance the creativity skill amongst

the students.

Part2: Microsoft Word
In the Part 2, students are taught Microsoft Word, an important application package. Word in a commonly

used application package used to create and manage documents of various categories.

All the practicals are explained in a user friendly manner. The student feels very easy to follow the step by
step procedure given for each practical. The whole book is illustrated with high resolution real images for

more clarity and understanding.




COMPUTER LAB RULES FOR STUDENTS

To maintain a quiet, clean and comfortable environment in the computer lab, all the students are required to

follow the rules as mentioned below:

A. AVOID

Eating and drinking.

Making anoise.

Downloading data without authorization.

Installing personal software on computers including games.
Copying or transferring any software/data.

Plugging a personal USB/Card/CD or any other device into the computers.
Interfering with or disturbing other students.

Propagating computer viruses, spamming and offensive material.
Tampering with, attempting to repair, or abusing the lab equipment.
Bringing of mobile phones and other multimedia devices.

Writing on tables/computers.

® © ®© ®© © ® © ® ® © ® ©

Viewing unwanted material, etc.

B. Students are required to bring to the computer lab only the following items.
®© Textbooks
O] Practical Notebooks
®© Class work Notebooks
O]

Pens

Important: Allthe students are required to follow the above mentioned rules for computer lab.




GW BASIC stands for Gee Whiz Beginner's All purpose Symbolic Instruction Code. It is one of the high

level languages. BASIC was initially developed to make it convenient for people to communicate with

computers. With the passage of time, millions of people have quickly learned BASIC. It has now become

one of the major languages for beginners and learners.

The GW BASIC provide an Integrated Development Environment (IDE) to create, edit, save, load and run a

program. BASIC IDE (editor) is given below:

<\ C:\GWBASIC.EXE

GW-BASIC 3.23

(C) Copyright Microsoft 1983,1984,1985,1986,1987
60300 Bytes free

(0):4

MILIST |

ZRUN. SKILOAD ] ICONT-_ 9, " LPT 1R/ TRON-_R: TROF F|

EKEY [EYSCREEN|

COMMANDS

Commands are executable instructions, operated in direct mode or command level of the editor. They are

related with the program management.

Some important GW BASIC Commands and their usage

COMMAND USAGE

AUTO Automatically generates line numbers

CLS Clears the screen.

NEW Clears the memory.

SAVE Saves the program on disk.

LIST Lists all or part of the program currently loaded in memory.
LOAD Loads a program file from disk into main memory.
FILES Displays the list of files from a specified drive.

RUN Executes the program currently loaded in memory.
EDIT Edits a specified program line currently loaded in memory.
CLEAR Clears files, variables, disk buffers and sound.




DELETE Deletes a specified program line in current memory.

NAME Changes the name of a file.

RENUM Renumbers the program lines in RAM.

KILL Deletes a program file from disk.

SYSTEM Exits from GW-BASIC and returns control to operating system.
STATEMENT

. A statement is a group of BASIC keywords or reserve words.

. Statement is always preceded by line number.

. Statements work in indirect mode or programming mode.

Some important BASIC Statements and their usage

STATEMENT

REM
PRINT
INPUT

READ

RESTORE

DATA

GOTO
IF-THEN-ELSE
FOR — NEXT
WHILE - WEND
DIM

GOSUB
RETURN
SCREEN
COLOR

LINE

CIRCLE
DRAW

USAGE

Non Executable statement to add remarks.

Displays the output of program on monitor.

Inputs the numeric or string data from user to the variable during program
execution.

Reads the data values from DATA statements and assign them to variables
read by READ statement.

Reassigns data values again to the variables which are already read by
READ statement.

Provides data values to the variables read by READ statement.

Transfers control unconditionally from one statement to another.
Transfers the control conditionally.

Runs the statements repeatedly for specific numbers of times.

Repeats the statements untill a given condition remains true.

Declares a string or numeric array.

Transfers the control to subroutine.

Transfers the control back to GOSUB statement.

Selects the screen mode for required display.

Selects the color.

Draws a line and boxes.

Draws a circle or oval shape.

Draws shapes other than circle and oval.




ALGORITHM

An algorithm is a step by step procedure for solving a problem. Algorithms can be expressed in any

language, from natural languages like English or Urdu to programming languages like FORTRAN or

BASIC. We also use algorithms in our daily life. For example, a recipe for baking a cake is an algorithm.

FLOWCHART
A flowchart is a Pictorial representation of an algorithm. Different symbols are used to show different
operations according to program logic. Flowcharts are used in analyzing, designing, documenting or

managing a process or program in various fields. Some major symbols and their description is as under.

Start/Stop

In flowcharts, the terminal symbol is used for start or stop. This symbol Start / Begin )
tells the user where the flowchart begins and ends. To show the start of the

flowchart, the user will fill this shape with words like Start or Begin. Stop / End ’
To show the ending point of the flow chart, this shape is filled with words

like Stop or End. w
Sometimes this shape is drawn as an oval as shown on right side.

Flow Lines

The flow lines determine the flow of data through flowchart. Flow lines » >

are usually drawn from top to bottom or left to right.

Processing

In flowcharts, the symbol of rectangle is used to show a process, task, Compute the Sum |
action or operation.

Decision ¢

In flow chart, the diamond symbol is used for decision based on a No
. . o is total > 50 —>

condition. The arrows flowing from the decision symbol are usually

labeled with Yes, No or True, False.

This symbol has one input and two output points.

Input / Output Receive data /

Yes

A parallelogram symbol is used to show input or output of a program in a
flow chart. Generate report
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Connector
A circle symbol is used as connector in flowcharts. A connector —> B «—
is used to connect flow lines coming from different directions to

avoid their intersection or cross over.

On Page / Off Page Connector l

. . Pa
This pentagon symbol means the flow continues on another g¢

B
5
page. Aletter or page number in the symbol tells you where to go. \/ Y

Predefined Process

This bordered rectangle symbol refers to a process that is defined

) o Predefined
elsewhere. This symbol may be used to show built in or user

process

defined functions.
Remarks/Annotation
This symbol is used to add comments or additional descriptive
text to a software flowchart. A dotted line should extend fromthe =~ ============= Remarks

comment to the symbol it refers.




WRITE'APPROGRAM TO FINDIHESUM

AND/AVERAGE OF THREE/NUMBERS

1. Algorithm 2. Flowchart
STEP1 START

STEP 2 INPUT X,Y and Z START
STEP 3 COMPUTE Sum=X+Y+7Z

STEP 4 COMPUTE Average = Sum/3 INPUT X.Y and Z /
STEP 5 PRINT Sum
STEP 6 PRINT Average ¢
STEP7 STOP Sum = X+Y+Z
v
3. Program Average = Sum/3
10 CLS ¢
20 REM Program to find sum and average of three numbers
30 INPUT "Enter the first number";X PRINT Sum /
40 INPUT "Enter the second number";Y i
50 INPUT "Enter the third number";Z PRINT Average /
60 LET SUM =X+Y+Z
70 AVG =SUM/3 ¢

80 Print "Sum of three numbers = ";SUM STOP

90 Print "Average of three numbers = ";AVG
100 END

4. Output

<\ C:\GWBASIC.EXE

Enter the first number? 45
Enter the second number? 60
Enter the third number? 15
Sum of three numbers = 120
Average of three numbers = 40
Ok

SILIST K K " Y)SCREE!

Computer Science 10 n




WRITE'A'PROGRAMAIOEIND

CUBE OF ANUMBER

1. Algorithm

STEP1 START
STEP2 INPUTN

STEP 3 COMPUTE Cube of a number (N°)

STEP 4 PRINT Cube of a number
STEPS5 STOP

3. Program

10 CLS

20 INPUT "Enter any number";N

30 LET CUBE = N"3

40 PRINT "Cube of a number = ";CUBE
50 END

4. Output

=\ C:\GWBASIC.EXE

Enter any number? 5

Cube of a number = 125
(o)

ILIST IPRUN-SCT.OAD " SAVE "JECONT- S5, " LPT1

Y/TRON-|

LITROFF-_CKEY |

!/SCREE!

2. Flowchart

START

1

wory
l

CUBE =N’

l

PRINT CUBE /

STOP

~_




WRITE'A' PROGRAM 11O EIND

AREA OF A RECIANGLE

1. Algorithm 2. Flowchart

STEP1 START

STEP 2 INPUT L and W START

STEP 3 COMPUTE Area of rectangle (L*W)

STEP 4 PRINT Area of rectangle

STEP5 STOP INPUT L and W /
3. Program l

10 CLS AREA=L*W |
20 INPUT "Enter length of rectangle";L l

30 INPUT "Enter width of rectangle"; W

40 LET AREA = L*W PRINT AREA /
50 PRINT "The area of rectangle = ";AREA l

60 END

4. Output

<\ C:\GWBASIC.EXE

Enter length of rectangle? 4
Enter width of rectangle? 5
The area of rectangle = 20
(93

sILIST ” 4] ” " 9 )SCREE.




WRITE'A' PROGRAM TIOEIND
AREA OE ANRIANGLE'WHEN

THREE SIDES ARE GIVEN

1. Algorithm 2. Flowchart
STEP1 START

START
STEP 2 INPUT X, Y and Z \IJ
STEP 3 COMPUTE S=(X+Y+Z)/2

STEP 4 COMPUTE Area of triangle (/S *(S—X)*(S-Y)*(S-2)) INPUT X,Y and Z /
STEP S PRINT Area of triangle
STEP 6 STOP ¢
S = (X+Y+Z)/2
3. Program v
10 CLS AREA =/S (S - X)*(S - Y)*(S ~2)
20 REM Find area of triangle l
30 INPUT "Enter length of first side of triangle";X /
. . PRINT AREA
40 INPUT "Enter length of second side of triangle";Y
50 INPUT "Enter length of third side of triangle";Z ¢
60 LET S = (X+Y+Z)/2 \Si(p
70 AREA = SQR(S*(S-X)*(S-Y)*(S-Z))
80 PRINT "Area of triangle = ";AREA
90 END
4. OQutput

<\ C:\GWBASIC.EXE

Enter length of first side of triangle? 7

Enter length of second side of triangle? 9
Enter length of third side of triangle? 12
Area of triangle = 31.30495

Ok




WRITE A PROGRAM TO'EIND
AREA'AND CIRCUMEERENCGE

OF A'CIRCLE

1. Algorithm

STEP1 START

STEP 2 INPUTR

STEP 3 STORAGE =t =22/7

STEP 4 COMPUTE Area of circle (n R?)

STEP 5 COMPUTE Circumference of circle (2 R)
STEP 6 PRINT Area of circle

STEP 7 PRINT Circumference of circle

STEP 8 STOP

3. Program

10 CLS

20 INPUT "Enter radius of circle";R
30 LET PI=22/7

40 AREA = PI*R*R

50 CIRCUMFERENCE = 2*PI*R
60 PRINT "Area of circle = ";AREA

70 PRINT "Circumference of circle = ";CIRCUMFERENCE

80 END

4. OQutput

2. Flowchart

INPUT R /

|

LET PI =22/7 |

v

AREA = PI*R*R |

CIRCUMFERENCE = 2*PI*R |

|

PRINT AREA /

!

PRINT CIRCUMFERENCE

<\ C:\GWBASIC.EXE

Enter radius of circle? 8

Area of circle = 201.1429
Circumference of circle = 50.28572
Ok

MILIST |

[1/SCREEN

|

\SEP/




WRITE'A'PROGRAM TO EIND
AREAAND PERIMETERIGEA

SQUARE WHENIONE 'SIDEIS GIVEN

1. Algorithm 2. Flowchart
STEP1 START

STEP 2 INPUT L START
STEP 3 COMPUTE Area of square (L*)

STEP 4 COMPUTE Perimeter of square =4 L INPUT L /

STEP 5 PRINT Area of square I

STEP 6 PRINT Perimeter of square Arca=L*L

STEP 7 STOP *

3. Program Perimeter =4 * L

10 CLS v

20 INPUT "Enter length of one side";L. PRINT Area /

30 LET AREA=L*L Il

40 LET PERIMETER = 4*L : /
PRINT Perimeter

50 PRINT "Area of square = ";AREA

60 PRINT "Perimeter of square = ";PERIMETER *

70 END STOP

4. OQutput

<=\ C:\GWBASIC.EXE

Enter length of one side? 5
Area of square = 25
Perimeter of square = 20
(@3

SILIST g 4 " . 9 SCREE.




WRITE A PROGRAMITOEIND

VOLUME OF A CYLINDER

1. Algorithm 2. Flowchart

STEP1 START START

STEP 2 INPUT H and R ~

STEP 3 STORAGE PI =22/7 INPUT%( Py

STEP 4 COMPUTE Volume of cylinder (PI*R*R*H) - /
STEP 5 PRINT Volume of cylinder l

STEP 6 STOP LET Plf 22/

3. Program VOL=PI*R*R*H

10 CLS l

20 INPUT "Enter height of cylinder";H ST /
30 INPUT "Enter radius of cylinder";R ¢

40 LET PI =22/7 P U

50 VOL = PI*R*R*H
60 PRINT "Volume of cylinder =";VOL
70 END

4. Output

<\ C:\GWBASIC.EXE

Enter height of cylinder? 2
Enter radius of cylinder? 3
Volume of cylinder = 56.57143
()3

SILIST | 4 ” , 9 (USCREEN




WRITE'A'PROGRAMIIO
CALCULATE SUREFACEAREA

AND VOLUME OF AICUBE

1. Algorithm 2. Flowchart
STEP1 START

START
STEP2 INPUTL v
STEP 3 COMPUTE Surface area of cube (6 L?)

STEP 4 COMPUTE Volume of cube (L) INPUT L /
STEP 5 PRINT Surface area of cube v
STEP 6 PRINT Volume of cube Surface Area = 6*L*L
STEP7 STOP
v
3. Program Volume = L*L*L
10 CLS v
20 INPUT "Enter length of side of cube";L PRINT Area /
30 LET AREA = 6*L*L v
— kT %k
40 LET VOLUME = L*L*L PRINT Volume /
50 PRINT "Surface area of cube =";AREA
60 PRINT "Volume of cube = ";VOLUME \

4. OQutput

<=\ C:\GWBASIC.EXE

Enter length of side of cube? 5
Surface area of cube = 150
Volume of cube = 125

()3

aILIST g 4 K . 9 )SCREE.




WRITEAIPROGRAMI0/CONVERJ;
TEMPERATURE EROM EAHRENHEI

10/CENTIGRADE

1. Algorithm 2. Flowchart
STEP1 START
START

STEP2 INPUTF
STEP 3 COMPUTE C = 5/9%(F — 32)

STEP 4 PRINT C

STEP5 STOP INPUTE /
3. Program l

10 CLS C=5/9 * (F-32) |
20 REM Conversion of temperature from fahrenheit to centigrade l

30 INPUT "Enter temperature in fahrenheit";F

40 LET C = 5/9*(F-32) PRINT C /
50 PRINT "Temperature in centigrade =";C l

60 END

STOP
4. OQutput v

<\ C:\GWBASIC.EXE

Enter temperature in fahrenheit? 89
Temperature in centigrade = 31.66667
Ok

MILIST |




WRITE AAPROGRAMAIO CONVERT;
TEMPERATURE'EROM CENIIGRADE

O EAHRENHEIN;

1. Algorithm 2. Flowchart
STEP1 START
START

STEP 2 INPUT C
STEP 3 COMPUTE F =9/5*C+32

STEP 4 PRINTF

STEPS STOP INPUT € /
3. Program l

F=9/5*C+32 |
10 CLS
20 REM Conversion of temperature from centigrade to fahrenheit l
30 INPUT "Enter temperature in centigrade";C /

PRINT F
40 LET F = 9/5*C+32 _
50 PRINT "Temperature in fahrenheit = ";F l
60 END
\\\5“-fi35251—"”//

4. Output

=\ C:\GWBASIC.EXE

Enter temperature in centigrade? 31.66667
Temperature in fahrenheit = 89
Ok

SILIST IZRUN-_SNCLOAD " SAVE "I ICONT , SCREE




®  WRITE A PROGRAMITO CALCULATE
DISTANCE COVERED BY A CAR'MOVING AT
11

ANAVERAGE ' SPEED OE V' m/sINSHIME
ti(sec): THE'PROGRAM SHOULDINPUII;

» AVERAGE ' SPEED ANDAIME:
Ll

1. Algorithm 2. Flowchart
STEP1 START
START

STEP2 INPUT Vand T
STEP 3 COMPUTE Distance covered (VT)

STEP 4 PRINT Distance covered (S)
STEP5 STOP INPUTV and T /
3. Program l
10 CLS oV |
20 INPUT "Enter speed (m/sec)";V l
30 INPUT "Enter time (sec)";T
40 LET S=V*T PRH_\IT S /
50 PRINT "Distance covered in meters =";S l
60 END
b —
4. Output

<\ C:\GWBASIC.EXE

Enter speed (m/sec)? 8

Enter time (sec)? 9

Distance covered in meters = 72
Ok

SILIST 4 K . ()SCREE.




WRITEAIPROGRAM 10 READNEN
VALUESISPECIEIED IN DATA

STATEMENIFAND DISPLAYATHEISUM

1. Algorithm

STEP1 START

STEP 2 READ values for A,B,C,D,E,F,G,H,I and J specified in data statement
STEP 3 COMPUTE SUM=A+B+C+D+E+F+G+H+I+J

STEP 4 PRINT SUM

STEP5 STOP 2. Flowchart
$
3. Program
INPUT A,B,C,D,E,F,G,H,I,/
10 CLS
v

20 READ A,B,C,D,E,F,G,H,LJ

40 PRINT "SUM = ";SUM v
50 DATA 5,10,15,20,25,30,35,40,45,50 PRINT SUM /
60 END 1

\ST_OP/

4. Output

<\ C:\GWBASIC.EXE

SUM = 275
Ok

SILIST | 4 ” , (USCREEN
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LR
S\WRITE'A PROGRAM THAT, ASKS FOR/THEINAME;
ROLLNUMBER; CLASS; SECTION AND'MARKSIIN

DIEEERENT SUBJECTSIOF A'STUDENIOF

CLASS 10 THE'PROGRAM SHOULD CALCULAVTE
AND DISPLAY/TOTAL OBTAINED/MARKS AND?

=. PERCENTAGE' OF'MARKS:

1. Algorithm

STEP1 START

STEP 2 INPUT values in N,RN,C,S,ENG,UR,PHY,COMP,IS,CHEM,PS,MTH and TOT
STEP 3 COMPUTE Total Obtained marks (ENG+UR+PHY+COMP+IS +CHEM +PS+MTH)
STEP 4 COMPUTE Percentage (Total Obtained / TOT *100)

STEP S PRINT N,RN,C,S, Total Obtained and Percentage marks

STEP 6 STOP

2. Flowchart

\STT_M/

INPUT N, RN,C,S,ENG,UR,PHY,
COMP,IS,CHEM,PS,MTH and TOT

v

Total obtained |

=ENG+UR+PHY+ COMP+IS + CHEM+PS+MTH

!

Percentage = Total obtained/TOT*100 |

v

PRINT N, RN, C,S,Total obtained and Percenty

v
N




3. Program

10 CLS

20 INPUT "Enter name";N$

30 INPUT "Enter roll no.";RN

40 INPUT "ENTER class";C$

50 INPUT "ENTER section";S$

60 INPUT "ENTER marks in English";ENG

70 INPUT "ENTER marks in Urdu";UR

80 INPUT "ENTER marks in Physics";PHY

90 INPUT "ENTER marks in Computer"; COMP
100 INPUT "ENTER marks in Islamic Study";IS
110 INPUT "ENTER marks in Chemistry";CHEM
120 INPUT "ENTER marks in Pak Study";PS

130 INPUT "ENTER marks in Mathematics";MTH
140 TOBT = ENG + UR + PHY + COMP + IS + CHEM + PS + MTH
150 INPUT "Enter total marks";TOT

160 PER = TOBT/TOT*100

170 PRINT "Name : ";N$

180 PRINT "Roll No. : ";RN

190 PRINT "Class : ";C$

200 PRINT "Section : ";S$

210 PRINT "Total Obtained marks = ";TOBT

220 PRINT "Percentage = ";PER

230 END

4. OQutput

<\ C:\GWBASIC.EXE

Enter name? SARA

Enter roll no.? 25

ENTER class? Ten

ENTER section? A

ENTER marks in English? 89
ENTER marks in Urdu? 90
ENTER marks in Physics? 67
ENTER marks in Computer? 70

ENTER marks in Islamic Study? 67
ENTER marks in Chemistry? 76
ENTER marks in Pak Study? 56
ENTER marks in Mathematics? 69
Enter total marks? 800

Name : SARA

Roll No. : 25

Class : Ten

Section : A

Total Obtained marks = 584
Percentage = 73

Ok

SILIST g 4 " . 9 SCREE.




WRITEAIPROGRAM TO/INPUIsA
NUMBER ANDDISPIEAY WHETHER

I ISTEVEN GRODD

1. Algorithm

STEP1 START

STEP2 INPUTN

STEP 3 DECISION IF N MOD 2 =0 THEN PRINT Even ELSE PRINT Odd
STEP4 STOP

2. Flowchart

START
3. Program \I/

10 CLS et/
20 INPUT "Enter a number";N *
30 IF N MOD 2 =0 THEN PRINT "Even" ELSE PRINT "Odd” IF

40 END W
NO YES

Y

PRINT Odd / PRINT Even /

\\\~§3Efi—”)

<\ C:\GWBASIC.EXE
Enter a number? 65

RILIST PRUN-CILOAD "I SAVE "JEICONT Y, " LPT 1Y/ TRON - TROFF SV KEY JNVSCREEN




WRITE A'PROGRAMAOHNPUI
THREE NUMBERSIANDIPRINI;
THELARGESHT AMONGHTHEM

1. Algorithm 2. Flowchart
STEP1 START

START
STEP2 INPUT X,YandZ \;/

STEP 3 DECISION IF X>Y THEN LAR =X ELSELAR =Y NPUT XY and 7 /
STEP 4 DECISION IF Z>LAR THEN LAR=Z
STEPS PRINT LAR YES

v
STEP 6 STOP w
3. Program Mfﬁ LAR=Y

10 CLS

NO

IF Z>LAR NO

20 REM Find the largest of three numbers

30 INPUT "Enter the first number"; X s

40 INPUT "Enter the second number";Y %‘

50 INPUT "Enter the third number";Z AT LAR /
60 IF X >Y THEN LAR = X ELSE LAR=Y »

70 IF Z>LAR THEN LAR=Z STop

80 PRINT "The largest of three numbers = ";LAR ~

90 END

4. Output

<\ C:\GWBASIC.EXE

Enter the first number? 2

Enter the second number? 3

Enter the third number? 4

The largest of three numbers = 4
() 3

SILIST | 4 ” . 9 (USCREEN




WRITEA'PROGRAM 110/ PRINIFAN
ERROR'MESSAGEIEHEVALUE

OE NISINOI 1"0OR2

1. Algorithm

STEP1 START

STEP 2 INPUT N

STEP 3 DECISION IF (N =1) OR (N =2) THEN PRINT Correct input ELSE Wrong Input.
STEP 4 STOP

2. Flowchart

START

H/
INPUT N /

B
NO YES

PRINT PRINT
Wrong input Correct input
4. Output

< <X C:\GWBASIC.EXE

Enter any value? 5
Wrong input
Ok

»
>

STOP
v
3. Program
10 CLS

20 INPUT "Enter any value";N
30 IF (N=1) OR (N =2) THEN PRINT "Correct input" ELSE PRINT "Wrong input”
40 END




WRITE A PROGRAM TOICALCULATE

GRADE'OEA'STUDENT;

1. Algorithm

STEP1 START

STEP2 INPUT Obtained marks and Total marks from user. 2. Flowchart
STEP3 COMPUTE Percentage (PER =OM/TM*100)

STEP4 DECISION IF PER >=80 AND <=100, award grade A+and GOTO step 11 START
STEPS DECISION IF PER>=70, award grade Aand GOTO step 11 \T/

STEP6 DECISION IF PER >=60, award grade Band GOTO step 11 INAGAECLAL 111 /
STEP7 DECISIONIF PER >=50, award grade C and GOTO step 11 \J
STEP8 DECISION IF PER >=40, award grade D and GOTO step 11 HESS e |
STEP9 DECISIONIF PER >=33, award grade E and GOTO step 11 *
STEP10 Award grade F and GOTO step 11 €« G-A <Y_ES PER-80 and PER--100
STEP 11 PRINT Grade awarded (G)
STEP12 STOP —
B B PER>—70
YES
€ 6= e PER>=60
YES
R PER>—50
YES
RIS PER>=40
YES
<€ G=“E EW
> PRINT G
\Z




3. Program
10 CLS

20 REM Calculate grade of a student

30 INPUT "Enter the obtained marks";OM

40 INPUT "Enter the total marks";TM

50 LET PER =OM/TM*100

60 IF PER >= 80 AND PER <= 100 THEN G$ ="A+": GOTO 130
70 IF PER >=70 THEN G$ ="A": GOTO 130
80 IF PER >=60 THEN G$ ="B": GOTO 130
90 IF PER >=50 THEN G$ ="C": GOTO 130
100 IF PER >=40 THEN G$ ="D": GOTO 130
110 IF PER >=33 THEN G$ ="E": GOTO 130
120 G$ ="F”

130 PRINT "Grade = ";G$

140 END

4. OQutput

<\ C:\GWBASIC.EXE

Enter the obtained marks? 400
Enter the total marks? 850

sILIST g 4 " . 9 SCREE.




WRITE'A'PROGRAMNO=
DISPLAY'FIRSTITEN/NATURALINUMBERS

USING'EOR'NEXT'LOOP

1. Algorithm 2. Flowchart
STEP 1 START

STEP 2 STORAGE =1 START
STEP 3 DECISION IS I <= 10 IF FALSE THEN GOTO STEP 6

STEP4 PRINTI /
STEP 5 COMPUTE I = I+1
STEP 6 STOP \2

3. Program

10 CLS
20FORI=1TO 10
30 PRINT I

40 NEXT I

50 END

4. Output

<\ C:\GWBASIC.EXE
1

2
3
4
5
3
7
8
9
1
k

(©)

LIST SZRUN- SNST.0AD "4 SAVE IS CONT- {§6l, " LPT I TRON- SNETROFF- SNEKEY [0 SCREEN|




WRITE AIPROGRAM TO'PRINI;

EVEN NUMBERS FROM 1 TO10

o
ETS
1. Algorithm 2. Flowchart
STEP1 START
START
STEP2 STORAGE =2 \T/
STEP 3 DECISION IS I<=10 IF FALSE THEN GOTO STEP 7 ,
I =
STEP 4 PRINT I |
v o]
STEP5 COMPUTE I = I+2
STEP 6 GOTO STEP 3 — B
STEP7 STOP
YES

3. Program NO PRINT I /
10 CLS v
20 FOR I=2TO 10 STEP 2 e B
30 PRINT I

—> STOP
40 NEXT I ~—
50 END
4. Output

<=\ C:\GWBASIC.EXE

0

2
4
6
8
1
k

[©)

SILIST g 4 " . SCREE.




WRITE' A PROGRAM O PRINIFALL

ODDINUMBERS BETWEEN 1 10110

1. Algorithm 2. Flowchart
STEP1 START

START
STEP2 STORAGE N =1 ﬁ/

STEP 3 DECISION IS N <= 10 IF FALSE THEN GOTO STEP 7

N=1

STEP 4 PRINT N — |
STEP 5 COMPUTE N = N+2
STEP 6 GOTO STEP 3 — Neo
STEP7 STOP o

PRINT N
3. Program NO ; /
10 CLS N_N4o I_
20 FORN =1 TO 10 STEP 2
30 PRINT N . @ stop
40 NEXT N —
50 END
4. Output

<\ C:\GWBASIC.EXE

1
3
5
7
9
13

[©)

aILIST g 4 K . )SCREE.




WRITE A PROGRAMTO'SUM

THE SERIES 2,4.6,...,100

1. Algorithm 2. Flowchart

STEP1 START START

STEP 2 STORAGE SUM =0 \%

STEP3 STORAGEI=2 F——

STEP4 DECISIONISI<=100IF FALSE THEN GOTO STEP 8 1

STEP 5 COMPUTE SUM = SUM+I =2

STEP 6 COMPUTE I=1+2 e

STEP7 GOTO STEP 4 IS

STEP 8 PRINT SUM B 1<=100

STEP9 STOP \‘VYES/
SUM = SUM + 1

3. Program NO v

10 CLS I=1+2 —

20 LET SUM = 0

30 FOR I =2 TO 100 STEP 2 > PRINTSUM /

40 SUM = SUM + I v

50 NEXT o

60 PRINT "Sum of the series =";SUM

70 END

4. Output

<\ C:\GWBASIC.EXE

Sum of the series = 2550
(0) 3

aILIST g 4 K . 9 )SCREE.




WRITE A PROGRAM TO/DISPLAY
A TABLE OF GIVEN NUMBER

UP TO'TEN'VALUES:

1. Algorithm 2. Flowchart

STEP 1 START START

STEP2 INPUTN \I/
STEP3 STORAGE V=1 INPUTN /
STEP 4 DECISION ISV <=10IF FALSE THEN GOTO STEP 8 1

STEP 5 PRINT V*N =V (N) V=1 |
STEP 6 COMPUTE V = V+1 v

STEP 7 GOTO STEP 4. i

STEP 8 STOP _ e 1
\K
3. Program O PRINTL;“*”;N;“=”;V*I\/
10 CLS v
20 INPUT "Enter any number";N V=V+l I—
30LETV=1
—> STOP
40 WHILE V<=10 \/
50 PRINT N;"*";V;"=":V*N
60V=V+1
70 WEND
80 END
4. OQutput

<\ C:\GWBASIC.EXE
Enter any number? 7
* 7

14

21

28

35

HoodoubswWNEH
L1 (T | 1

* ok ok Ok Ok Ok %k % %

7
7
7
7
7
7
7
7
7
7
k

[ SCREE.




E]
#2  WRITEAPROGRAM FOR THEUSE

OEITERATION OE STATEMENI;
m (READ'S VALUESTEROMIKEYBOARD

ANDIFIND THEIRIMEAN GRAVITY/AND
COMPARE THE! MEANVALUE AGAINST
ACTUAL VALUE 9.8 METERS/SEC?)!

1. Algorithm 2. Flowchart
STEP1 START START
STEP2 STORAGE DIM X(5) \v/
STEP3 STORAGE N=1,SUM=0 N=1 |
_ Vo]
STEP4 DECISION IS N <=5 IF FALSE THEN GOTO STEP 9 o
STEP5 INPUT X(N) — N
STEP6 COMPUTE SUM = SUM+X(N) YES
STEP7 COMPUTE N = N+1 INPUTX(N) /)
STEP8 GOTO STEP 4 v
SUM = SUM+X (N) |
STEP9 COMPUTE MEAN = SUM/5 v
STEP 10 PRINT MEAN N =N+1 —
STEP 11 PRINT Actual Acceleration > MEAN-sUMSs |
STEP 12 COMPUTE DIFFERENCE = MEAN - 9.8 £7
STEP13 PRINT Difference PRIN$ MEAN /
STEP 14 STOP PRINTActualAcceleration/
v
3. Program DIFFERENCE = MEAN - 9.8 |
\Z
10 CLS PRINT DIFFERENCE /
20 DIM X(5) v
30 FOR N=1TOS5 «_ STOP

40 INPUT "Enter the value of g"; X(N)
50 LET SUM=SUM +X(N)

60 NEXT N

70 MEAN = SUM/5

80 PRINT "Mean valueofgis";MEAN 4. Output

90 PRINT "Actual value of gis 9.8 m/sec.sec" S GWBASIC ExE

100 LET DIFFERENCE=MEAN-9.8 Enter the value of g7 9.8
110 PRINT "Difference is ";DIFFERENCE Enter the value of g2 10
120 END Mean value of g 15 09640001

Actual value of g is 9.8 m/sec.sec
Difference is -.1599999

(0) 3




WRITE'AIPROGRAM TO FINDATHE

FACTORIAL OF A\GIVEN NUMBER

1. Algorithm 2. Flowchart
STEP1 START

START
STEP2 INPUT F \T/

STEP3 STORAGEN-=1

STEP4 STORAGE FACT= | s
STEP5 DECISION IS N <= F IF FALSE THEN GOTO STEP 9 e i LNt |
STEP6 COMPUTE FACT = FACT*N —
STEP7 COMPUTE N = N+1 xo

STEP8 GOTO STEP 5 - e

STEP9 PRINT FACT
STEP 10 STOP

YES

FACT = FACT *N

3. Program v
N=N+1 —
10 CLS
20 INPUT “ Enter number for factorial ”’; F
—> PRINT FACT /

30 FACT=1 v
40 FOR N=1TOF STOP
50 FACT=FACT * N ~
60 NEXTN
70 PRINT “Factorial of a number ="’; FACT
80 END
4. OQutput

<\ C:\GWBASIC.EXE

Enter number for factorial? 6
Factorial of a number = 720
Ok

sILIST g 4 " . 9 [ SCREE.




WRITE'A'PROGRAMTOPRIN]

THE 'STAR () IN TRIANGULAR EORM

1. Algorithm 2. Flowchart
STEP1 START AT

STEP2 STORAGEY =5 \;_/

STEP3 DECISION IS Y >= 1 IF FALSE THEN GOTO STEP 12 Y=5 |
STEP4 STORAGE X =1 — %

STEP5 DECISION IS X <=Y IF FALSE THEN GOTO STEP 9 IS No
STEP 6 PRINT * W
STEP7 COMPUTE X = X+1 o |
STEP8 GOTO STEP 5 v
STEP9 PRINT I

STEP 10 COMPUTE Y = Y-1 NOV
STEP 11 GOTO STEP 3

S
Y
YES
PRINT*  /

STEP 12 STOP +
3. Program X = X+1 |—
10 CLS

—> PRINT /
20 FORY=5TO 1 STEP -1 +
30 FORX=1T0Y Y =Y-1 |
40 PRINT “*>;
50 NEXT X _ STOP <——
60 PRINT
70 NEXTY
80 END
4. Output

<\ C:\GWBASIC.EXE
*kk Kk
*kkk

SILIST | 4 ” . 9 (USCREEN




Sgaca WRITEA'PROGRAMAOEIEIEAN

1.26 ARRAYWITH LETTERSA; B} G} D

1. Algorithm 2. Flowchart
STEP1 START

START
STEP2 STORAGE A=1 \I/

STEP 3 DECISION IS A <=4 IF FALSE THEN GOTO STEP 8

STEP 4 READ Values for D(A) from DATA statement . *; |

STEP 5 PRINT D(A) o

STEP 6 COMPUTE A=A +1 — A,

STEP7 GOTO STEP 3 e

STEP8 STOP o |
from DATA Statement

3. Program v

10 CLS PRINT D)/

20 DIM D$(4) v

30 FORA=1TO 4 AsATL =

40 READ D$(A) STop

50 PRINT D$(A) ~_

60 NEXT A

70 DATA A,B,C,D

80 END

4. Output

<=\ C:\GWBASIC.EXE

sILIST Z.RUN- S/ LOAD "I/ SAVE "IEICONT B )SCREE.




WRITE A'PROGRAMN O
ENTERINTEGER TYPE DATATINTO

AN/ARRAY/ANDITHEN TO'PRINT;
TI;IE VALUES INREVERSE ORDER
T

1. Algorithm

STEP1 START
STEP2 STORAGEN =1
STEP3 DECISION IS N <= 5 IF FALSE THEN GOTO STEP 7 2. Flowchart
STEP4 INPUT A(N) START
STEP5 COMPUTE N = N+1 H/
STEP6 GOTO STEP 3 — |
STEP7 PRINT ARRAY IN REVERSE ORDER; IS
STEP8 DECISIONISN>=1IF FALSE THEN GOTO STEP 12 s
STEP9 PRINTA(N) B N<=5
STEP 10 COMPUTE N = N-1 MO Vs
STEP 11 GOTO STEP 8 = INPUT AQN) /
STEP 12 STOP 7
IS

3. Program R . N=N+1

NO
10 CLS e > PNt AT/
20 DIM A(5) PRINT A(N) reversi order”
30 FORN=1TO 5 N_N¢ 1 | PRINT
40 INPUT "Enter number = ";A(N) - I_
50 NEXTN
60 PRINT "Array in reverse order” *&P/

70 FORN=5TO 1 STEP -1

80 PRINT A(N)
90 NEXT N 4. OQutput
100 END

Array in reverse order

(0) 3

SILIST PARUN-— S/ LOAD | " [SCREE.




WRITE AIPROGRAMAIOREAD
ANARRAY'WITH 20)NUMBERS

ANDEINDAHE PRODUGIFOE
NUMBERS INSTHATFARRAY:

1
1. Algorithm 2. Flowchart
STEP1 START START
STEP2 STORAGE PRO =1 H/
STEP3 DIM N(20) PRO=1
STEP4 STORAGEK =1 K*: 1
STEP5 DECISION IS K <= 20 IF FALSE THEN GOTO STEP 10 |
STEP 6 INPUT N(K) "
STEP7 COMPUTE Product = (Product *N(K)) B K<=20
STEP8 COMPUTE K =K+1 NO YES
STEP9 GOTO STEP 5 INPUT N(K) /
STEP 10 PRINT Product v
STEP 11 STOP PRO = PRO*N(K)
7
3. Program — n
10 CLS
20PRO =1 — TR0/
30 DIM N(20) v
40 FOR K =1TO 20 LK
50 INPUT "Enter number";N(K)
60 PRO = PRO * N(K) 4. Output
70 NEXT K Snter mumber? 2
Enter number?
80 PRINT "Product = ";PRO poter number?
90 END Entor mambers

Enter number?
Enter number?
Enter number?
Enter number?
Enter number?
Enter number?
Enter number?
Enter number?
Enter number?
Enter number?
Enter number?
Enter number?
Enter number?
Enter number? 2

Product = 6.636768E+13
Ok

&
4
5
6
7
8
9
6
2
3
4
5
6
7
8
9
7
6

SILIST & 4] & M 9 )SCREE.




WRITE AAPROGRAMN O FIND HE
LARGESIF NUMBER OUI; OEGIVEN

10'NUMBERS USINGIANIARRAY

P
1. Algorithm 2. Flowchart
STEP1 START START
STEP2 STORAGEN =1 \r/
STEP3 DIM X(10) N=1 |
STEP4 DECISION IS N <= 10 IF FALSE THEN GOTO STEP § DIM;(IO) |
STEP5 INPUT X(N) s
STEP6 COMPUTE N =N+1 s
STEP7 GOTO STEP 4 N<=10 ?O
STEP8 STORAGEY=2 VES
STEP9 STORAGE MAX = X(1) INPUTX(N) /
STEP 10 DECISION IS Y <= 10 IF FALSE THEN GOTO STEP 14 | o |
STEP 11 DECISION IF X(Y) > MAX THEN MAX = X(Y)
STEP 12 COMPUTE Y = Y+1 vis e
STEP 13 GOTO STEP 10 v
STEP 14 PRINT MAX MAX=X(1) |
STEP 15 STOP >y
Y <IE 10 NO
YES
IF
X(Y) > MAX
MAX =X(Y) |
\2
- Y =Y+
PRINTMAX /€
v
P o




3. Program

10 CLS

20 REM Find out the largest number out of 10 given numbers
30 DIM X(10)

40 FORN=1TO 10

50 INPUT "Enter number"; X(N)

60 NEXTN

70 LETY =2

80 LET MAX =X(1)

90 WHILEY <=10

100 IF X(Y) > MAX THEN MAX = X(Y)
110Y=Y+1

120 WEND

130 PRINT "Largest number = ";MAX
140 END

4. OQutput

<\ C:\GWBASIC.EXE
Enter number? 4
Enter number? 6
Enter number? 8
Enter number? 10
Enter number? 12
Enter number? 14
Enter number? 22
Enter number?
Enter number? 18
Enter number? 20
Largest number = 22
(0) 3

SILIST V.RUN- S/ LOAD "I/ SAVE "EICONT B 9 !/SCREE.




WRITE A/ PROGRAM 10/ PRIN

A LIST, OF ODD/NUMBERS
.3( FROM THE GIVEN NUMBERS

® 6,42,4,74,32,9,21,22,8,45;15,46
Ll

1. Algorithm
STEP1 START

STEP2 DIMA(11)

STEP3 STORAGEN=0

STEP4 DECISIONISN<=11 IF FALSE THEN GOTO STEP8
STEP5 READ values for A(N) from DATA statement

STEP 6 COMPUTE N = N+1
2. Flowchart START

STEP7 GOTO STEP 4 N~ 7

STEP8 DECISIONIS (N<=11)IF FALSETHEN GOTO STEP 14 |
N=0

STEP9 DECISION IS A(N) MOD 2 <> 0 IF FALSE THEN GOTO STEP 11 =

STEP 10 PRINT A(N)

_ NO IS
STEP 11 COMPUTE N = N+1 N=0 |1— N <= 11
STEP 12 GOTO STEP 8 v
IS
11
YES

YES

STEP 13 DATA — INPUT A(N) /
STEP 14 STOP v v

N=N+1
3. Program o IS AN I_

OD2<>0

10 CLS
20 DIM A(11)
30 FORN=0TO 11

YES

PRINT A(N)

40 READ A(N)
N=N+1
50 NEXTN |
60 DATA 6,42, 4,77,32,9, 21,22, 8, 4515, 46 |, G
e o
70 FORN=0TO 11
80 TF AN) MOD 2 <> 0 THEN PRINT A(N) 4 Outout
90 NEXTN = S2UIpul
100 END




WRITE A PROGRAMTOINEU;
NUMBERS/IN TWODIMENSIONAIL
ARRAY'WITH 2 COLUMNSAND

2 ROWS AND DISPLAY THE
RESULT IN THIRD'ARRAY
S .BY ADDING THESE ARRAYS.

1. Algorithm

STEP1 START

STEP2 STORAGER =1
STEP3 STORAGEC=1
STEP4
STEPS

DECISION IS R<=2 IF FALSE THEN GOTO STEP 14
DECISION IS C<=2 IF FALSE THEN GOTO STEP 11

STEP6 READ Values in X(R,C), Y(R,C) from DATA Statement
STEP7 COMPUTE Z (R,C) = X(R,C)+Y(R,C)

STEP8 PRINT Z(R,C)
STEP9 COMPUTE C=C+1
STEP 10 GOTO STEP 5
STEP 11 PRINT

STEP 12 COMPUTE R =R+1
STEP 13 GOTO STEP 4
STEP 14 STOP

3. Program
10 CLS

20 DIM X(2,2), Y(2,2), Z(2.,2)
30 FORR=1TO2

40 FORC=1TO2

50 READ X(R,C), Y(R,C)

60 Z(R,C) = X(R,C) + Y(R,C)
70 PRINT Z(R,C),

80 NEXT C

90 PRINT

100 NEXT R

110 DATA 7.,5,7,6

120 DATA 4,3,6,5

130 END

2. Flowchart

START

DIM X(2.2), Y(2,2), Z(2,2) |

ISR=1TO2
i YES
NO

— ISC=1TO2

NO

YES
READ X(R,C),YR.C) /
v

Z(R,C)=X(R,OIHY (R,C)

\/
PRINT Z(R,C) /
v

C=C+1 |_
5> PRINT /
v
R=R+1 |_
— STOP )

$ILIST |

13
11




WRITE A PROGRAM TO'SORT
THELIST OF 20INAMES

IN'DESCENDING ORDER

1. Algorithm

STEP1 START

STEP2 STORAGEN-=1

STEP3 DECISION IS (N <=20) IF FALSE THEN GOTO STEP 7

STEP4 INPUT A(N)

STEP5 COMPUTE N =N+1

STEP6 GOTO STEP 3

STEP7 DECISIONIS (K =1 TO 20) IF FALSE THEN GOTO STEP 13
STEP8 DECISIONIS (L=K + 1 TO 20) IF FALSE THEN GOTO STEP 12
STEP9 DECISION IF A(K) <A(L) THEN TEMP = A(K):A(K) = A(L): A(L) = TEMP
STEP 10 COMPUTE L =L+1

STEP 11 GOTO STEP 8

STEP 12 COMPUTE K =K+1

STEP 13 GOTO STEP 7

STEP 14 PRINT “Names in descending order:”;

STEP 15 DECISION IS (N =1 TO 20) IF FALSE THEN GOTO STEP 18
STEP 16 PRINT A(N)

STEP17 COMPUTEN=N+1

STEP 18 GOTO STEP 14

STEP 19 STOP




START

2. Flowchart o \;‘ﬁ
2
PRINT Names in IS 5
descening order - K=0TO 19 N=0TO 19
—4 N(\/ YES
'v YES
IS NO. s w INPUT A$(N) /
NZ0TO L=K+1TO19 v
PRINT AS(N) / .
\Z AS$(K) < A$(L)
— N =N+1 | Y
STOP TEMPS = A$(K)
AS(K) = AS(L) K=K+1 |_
v
3. Program e ——
10 CLS v
20 DIM A$(20) | L=L+1
30 FORN=1TO 20 4. OQutput
40 INPUT "Enter name";A$(N) =
50 NEXTN Enter name ANAM
Enter name? ASGHAR

60 FOR K = 1 TO 20 Enter name? BILAL

Enter name?
Enter name?

FAROOQ
FATIMA

70
80

FORL=K+ 1 TO 20
IF A$(K)<AS(L) THEN TEMP$=AS$(K):A$(K)=A$(L):AS(L)=TEMPS$

Enter name?
Enter name?
Enter name?

Enter name?
Enter name?

KHALID
KHALIL
MEHWISH
RAMZAN
SABA

90 NEXT L Enter name? SAJID
Enter name? SAQIB

100 NEXT K Entes mames SIDRA-

" . . . Enter namez SONIA

110 PRINT "Names in descending order: "; S fg W

120 PRINT Names in daseending order:
ZUBAIR

130 FORN=1TO 20 ZAFAR

140 PRINT AS$(N)

150 NEXTN

160 END




WRITE A PROGRAM USING
SUBROUININEINAMED MEANAND

CALLTHISIIN'MAINIEUNGTION

1. Algorithm 2. Flowchart

STEP1 START

STEP2 DIM G(5)

STEP3 STORAGE N=1,SUM=0 ISN=1,SUM=0 |
STEP4 DECISIONISN<=5IF FALSE THEN GOTO STEP8 \
STEP5 INPUT G(N) NS
STEP6 COMPUTE SUM = SUM+G
STEP7 COMPUTE N =N+1 L/
STEP8 GOTO STEP 3 0 SO SUMEGO0 |
STEP9 SUBROUTINE MEAN N=N+
STEP 10 COMPUTE MEAN = SUM/5 > GOSUB SUBROUTINE
STEP 11 PRINT MEAN S — |
STEP12 PRINT Actual valueofg

STEP 13 COMPUTE DIFFERENCE = MEAN-9.8

STEP 14 PRINT DIFFERENCE DIFFERENC:=MEAN-948|(— PRINT 9.8m/ss /

STEP 15 STOP PRINT DIFFERENCE /

3. Program  SToP
10 CLS

20 REM How subroutine is called in main function

30 DIM G(5)

40 FORN=1TO 5

50 INPUT "Enter the value of g";G(N)

60 LET SUM =SUM + G(N)

70 NEXT N

80 GOSUB 100 XE

90 END Enter the value of g?

Enter the value of g?

9
9.
100 MEAN = SUM/S Enter the value of g? g
9.
6

START

PRINT MEAN

Enter the value of g?

110 PRINT "Mean value of g is "; MEAN PR SR D

001
Actual value of g is 9.8 m/sec.sec

120 PRINT "Actual value of g is 9.8 m/sec.sec" Difference is -.1599999

Ok

130 LET DIFFERENCE = MEAN-9.8
140 PRINT "Difference is ";DIFFERENCE
150 RETURN




WRITE A'PROGRAMAIOICOUNI
NUMBER!OE CHARAGIERSHNYOUR
NAME INCLUDING SPACES

1. Algorithm 2. Flowchart

STEP 1 START N

STEP 2 INPUT Name \1/

STEP3 COMPUTE Length of name=LEN (N§) INPUT N$ /

STEP 4 PRINT Length of name 1

STEP S STOP LENGTH=LEN(NS) |
v

3. Program PRINT LENGTH /

10 CLS v

20 INPUT "Enter your name";N$ &P/

30 LENGTH = LEN(N$)

40 PRINT LENGTH

50 END

4. Output

<\ C:\GWBASIC.EXE

Enter your name? FAROOQ AHMED SADDIQUI
21

Ok

SILIST |




&
WRITEA'PROGRAMAIOI GENERATE
EIVEINTEGER'NUMBERS
(RANDOM) EROMH 000

1. Algorithm 2. Flowchart

STEP1 START i

STEP2 STORAGEI=1 \;-/

STEP 3 DECISION IS I <=5 IF FALSE THEN GOTO STEP 7 1=1 |

STEP 4 PRINT RANDOM NUMBER v

STEP5 COMPUTE =1+ 1 NO ISI1<=>5

STEP 6 GOTO STEP 3 i

STEP7 STOP PRINT RANDOM NUMBER /*
v

3. Program ol -

10 CLS

20FORI=1TO 5 o

30 PRINT INT(RND * 100)

40 NEXT I

50 END

4. Output

<\ C:\GWBASIC.EXE
12

MILIST | 4 ” ,” \USCREEN|




WRITE AAPROGRAMAIOICONVERI|
AN ASCII CODE/INTO

CORRESPONDINGI CHARAGIER:

&
a8
1. Algorithm 2. Flowchart
STEP1 START START
STEP2 INPUTN \T/
STEP 3 COMPUTE CHARS = CHR$(N) S — /
STEP 4 PRINT CHARS 7
STEP5 STOP CHARS = CHRS(N) |
v
3. Program PRINT CHARS /
10 CLS v

20 INPUT "Enter ASCII code";N
30 CHARS = CHRS$(N)

40 PRINT "Character = ";CHARS$
50 END

&P/

4. Output

<\ C:\GWBASIC.EXE

Enter ASCII code? 65
Character = A
Ok

SILIST | 4 ” , (USCREEN




WRITE?AIPROGRAMHOPRIN|TS
CHARAGTERS) STAN*FROMAHESTRING

“PAKISTAN ZINDABADZ USINGIMIDSTEUNCTION

1. Algorithm 2. Flowchart
STEP1 START

o START
STEP 2 STORAGE A = “Pakistan Zindabad” H/
STEP 3 Extract string using MID$ function

STEP 4 PRINT Extracted string A = “Pakistan Zindabad” /
STEPS STOP ¢

3. Program C$ =MIDS$ (AS$,6,3) ‘
10 CLS ¢

20 LET AS$ = "Pakistan Zindabad”

30 C$ =MIDS$(AS,6,3) PRINT C$ /
40 PRINT C$ ¢

50 END

\ST_OP/

sILIST g 4 " . )SCREE.




&

WRITEAIPPROGRAMIOPRINIFEIRSHFIHREE

CHARACTERS EROMANY/STRINGIGIVENBY:
USER; USINGILEETSIEUNCTION

1. Algorithm 2. Flowchart
STEP1 START

. START
STEP 2 INPUT a string from user
STEP 3 Extract first three characters from given string using Left$ function. \I/
STEP 4 PRINT Extracted string INPUT N /
STEPS5 STOP ¢
3. Program C$ = LEFTS$ (N$,3) ‘
10 CLS v
20 INPUT "Enter your name";N$
30 C$ = LEFTS$(NS$,3) PRINTCS /
40 PRINT "First three characters of your name are : ";C$ ¢
50 END

\\\"‘~—-Eiffzfi——”’//

4. OQutput

<\ C:\GWBASIC.EXE

Enter your name? Atif

First three characters of your name are : Ati
(0) 3

SILIST |




WRITE AAPROGRAMAOIEIND
THEAREA OENHE RECTIANGLE
USING DEE ENISTATEMENH;

1. Algorithm

STEP 1 START
STEP 2 User defined function DEF FN to find area as DEF FN A(Y,Z) = Y*Z
STEP 3 INPUT L, W
STEP 4 PRINT FN A(L,W) 2. Flowchart
STEP 5 STOP
START

3. Program \I/

DEF FN A(Y,Z) = Y*Z |

10 CLS T
20 DEFFNA(Y,2)=Y * Z
INPUT LW /

30 INPUT "Enter length of rectangle";L 7
40 INPUT "Enter width of rectangle"; W

, PRINT FN A(L,W) /
50 PRINT "The area of rectangle is"; FN A(L,W) 7
60 END

N

4. Output

<\ C:\GWBASIC.EXE

Enter length of rectangle? 6
Enter width of rectangle? 7
The area of rectangle is 42
(93

RILIST PRUN-SCILOAD "I SAVE "JEICONT i3, " LPT 1Y/ TRON - TROFF SV KEY JNVSCREEN




S  WRITEA PROGRAMITOIMPLEMENT/A

Practical TELEPHONE DIRECTORY/USING' SEQUENTIAL
ACCESSEILES! THE PROGRAM SHOULDBE
1.4

CAPABLE OFWRITING THE:NAME; TELEPHONE
NUMBERS AND'ADDRESS OF YOURERIENDS
=. TOASEQUENTIALEILE

1. Algorithm 2. Flowchart

STEP1 START —
STEP2 STORAGE S =“Y” \I/
STEP 3 OPEN file “MPHONE.TXT” for OUTPUT as #1 S$=“Y” |
STEP4 DECISIONIF S=“Y” OR S =*“y” IF FALSE THEN GOTO STEP 9 v

STEP 5 INPUT Name, Phone and Address QIFIENY MPHONE-TXT/
STEP 6 WRITE Name Phone and Address in MPHONE.TXT file ]
STEP7 INPUTS I IF S§ =Y~

OR S$ =“y”
STEPS GOTO STEP 4 Y
STEP9 CLOSE #1

NO  INPUT N$,P$,AS$ /
STEP 10 STOP

v
3. Program WRITE #1 NS,P$,AS /
10 CLS v
20 S5 "y meurss A
30 OPEN "MPHONE.TXT" FOR OUTPUT AS #1 — CLOSE # 1 /
40 WHILE S$="Y"OR S$ ="y” \J
50 INPUT "Enter name";N$ \ST_OP/

60 INPUT "Enter phone";P$

70 INPUT "Enter Address";A$

80 WRITE #1, N§$, P$, A$

90 INPUT "Do you want ot enter more record [Y/N]";S$

100 WEND 4. Outout
110 CLOSE #1 C'\GBASEXE
120 END Enter name? AHMED

Enter phone? 03064455667

Enter Address? LAHORE

Do you want ot enter more record [Y/N]? Y
Enter name? FAROOQ

Enter phone? 03337788995

Enter Address? RAWALPINDI

Do you want ot enter more record [Y/N]? N
()3

SILIST g 4 " . [/SCREE.




WRITEA'PROGRAMAIOIDRAW,

A LINETUSINGILINE'STATEMENII,

e

1. Algorithm 2. Flowchart
Step 1 START START
Step 2 PRINT SCREEN 2 \;-/
Step 3 PRINT LINE (100,20) - (550,180) screeN2  /
Step 4 STOP v

PRINT
3. Program LINE (100,20)-(550,180) /
10 CLS *
20 SCREEN 2 —
30 LINE (100,20)-(550,180) ~
40 END
4. Output

OK
1




WRITEA'PROGRAMAIOGIDRAW,
ARECTANGLE USINGILINE

SITATEMENII;

1. Algorithm 2. Flowchart
Step 1 START -

Step 2 PRINT SCREEN 2 \I/

Step 3 PRINT LINE(100,50) - (540,150),, B SCREEN 2 /
Step 4 STOP 1
PRINT
3. Program LINE (100,50) - (540,150),,B
10 CLS v
20 SCREEN 2 STOP__
30 LINE (100,50) - (540,150),,B
40 END
4. Output

=X C:\GWBASIC.EXE

OK
1




WRITE A'PROGRAMAIO/ DRAWSA

TRIANGLE USINGILINE STATEMENT

1. Algorithm

STEP 1 START

STEP 2 PRINT SCREEN 2

STEP 3 PRINT LINE (320,50)-(370,150)
STEP 4 PRINT LINE (370,150)-(270,150)
STEP 5 PRINT LINE (270,150)-(320,50)
STEP 6 STOP

3. Program

10 CLS

20 SCREEN 2

30 LINE (320,50)-(370,150)
40 LINE (370,150)-(270,150)
50 LINE (270,150)-(320,50)
60 END

4. OQutput

2. Flowchart

START

SCREEN 2 /

v

PRINT
LINE (320,50)-(370,150)

v

PRINT
LINE (370,150)-(270,150)

PRINT
LINE (270,150)-(320,50)

<=\ C:\GWBASIC.EXE

OK
1

!
2

Computer Science 10




WRITEA'PROGRANM
1O DRAWA CIRCLEUSING

CIRCLE STATEMENII

1. Algorithm

Step 1 START

Step 2 PRINT SCREEN 2

Step 3 PRINT CIRCLE(320,100),80
Step 4 STOP

3. Program
10 CLS

20 SCREEN 2
30 CIRCLE (320,100),80
40 END

4. OQutput

2. Flowchart

START

-

SCREEN 2 /
v

PRINT
CIRCLE(320,100),80

=X C:\GWBASIC.EXE

OK
1




WRITEA'PROGRAMAIOGIDRAW,
CONCENITRIC CIRCLESIUSING

CIRCLE STATEMEN]|

1. Algorithm 2. Flowchart

STEP 1 START ——

STEP 2 PRINT SCREEN 2 \I/

STEP 3 PRINT CIRCLE (320,100),60 SCREEN 2 /

STEP 4 PRINT CIRCLE (320,100),80 *

STEPS STOP PRINT
CIRCLE(320,100),60

3. Program 7

10 CLS PRINT

20 SCREEN 2 CIRCLE(320,100),80

30 CIRCLE (320,100),60 v

40 CIRCLE (320,100),80 &P/

50 END

4. OQutput

<\ C:\GWBASIC.EXE

OK
1

Computer Science 10




1. Algorithm
STEP 1 START

WRITE A'PROGRAMAIOIDRAW,
ATTRIANGLE WITHINIATCIRCLE

USINGILINE STATEMENT;

2. Flowchart

START

STEP2 PRINT SCREEN 2 %/
STEP 3 PRINT CIRCLE (320,100),150 SCREEN 2 /
STEP 4 PRINT LINE(470,100)-(170,100) T
STEP 5 PRINT LINE(170,100)-(320,38) PRINT /
STEP 6 PRINT LINE (320,38)-(470,100) CIRCLE(320,100),150
STEP 7 STOP ]

PRINT
3. Program LINE(470,100)-(170,100/
10 CLS 7
20 SCREEN 2 PRINT
30 CIRCLE (320,100),150 LINE(170,100)(320,38) /
40 LINE (470,100)-(170,100) 7
50 LINE (170,100)-(320,38) PRINT
60 LINE (320,38)-(470,100) LII‘IE(32°’38)'(47°’100)/
70 END v

=\ C:\GWBASIC.EXE

OK
1

1LIST  2RUN- 3LOAD” 4SAVE” 5CONT— 6,”LPT1 T7TRON- 8TROFF— 9KEY  0SCREEN




w WRITE A PROGRAM TODRAWA
V¥4 | TRIANGLE USING/ DRAW/STATEMENT

1. Algorithm 2. Flowchart
STEP 1 START -

STEP 2 PRINT SCREEN 2 \I/

STEP 3 PSET (220,150) SCREEN 2 /

STEP4 DRAW “E100 F100 L200” *

STEPS STOP PSET(220,150) /
v

3. Program DRAW

10 CLS “E100 F100 L200” /

20 SCREEN 2 v

30 PSET(220,150) TP

40 DRAW "E100 F100 L200”

50 END

4. OQutput

<=\ C:\GWBASIC.EXE

OK
1

1LIST  2RUN- 3LOAD” 4SAVE” 5CONT— 6,”LPT1 7TRON- 8TROFF- 9KEY  0SCREEN




]
senear] WRITEIA PROGRAM THAT DISPLAYS A
CIRCLE WITHIN ATRIANGLE USING

DRAW/AND CIRCLE STATEMENIS

1. Algorithm 2. Flowchart

STEP1 START
STEP2 SCREEN 2
STEP 3 PSET(200,130)

STEP 4 DRAW “E100 F100 L200”

STEP 5 CIRCLE(300,100),50
STEP 6 STOP

3. Program
10 CLS

20 SCREEN 2
30 PSET(200,130)

40 DRAW "E100 F100 L200”
50 CIRCLE (300,100),50

60 END

4. OQutput

START

et

SCREEN 2 /

v

PSET(200,130) /

v

DRAW
“E100 F 100 L200”

v

CIRCLE
(300,100),50

<\ C:\GWBASIC.EXE

OK
1

!
=




WRITEAIPROGRAMTODISPEAYAMMAGENTA
COLORED/CIRCLEONMONITORSCREEN

1. Algorithm 2. Flowchart
STEP1 START

START
STEP2 SCREEN 8 H/
STEP3 CIRCLE (320,100),50,5

STEP 4 STOP SCREEN 8 /
3. Program ¢

PRINT
10 CLS CIRCLE (320,100),50,5 /
20 SCREEN 8 Il
30 CIRCLE (320,100),50,5

Stop

40 END ~_
4. Output

<\ C:\GWBASIC.EXE

OK
1




W == VIVAVOGCE

Q.1
Ans.

Q.2
Ans.

Q.3

Q.4
Ans.

Q.5
Ans.

Q.6
Ans.

Q.7
Ans.

Q.8
Ans.

Q.9
Ans.

Q.10
Ans:

What does BASIC means?
BASIC is the abbreviation of Beginner's All-Purpose Symbolic Instruction Code. It is a language
which was invented to teach students a fundamental concept of programming.

Who invented the BASIC Language?
In 1963 two Americans John Kemeny and Thomas Kurtz developed BASIC (Beginner's All-
Purpose Symbolic Instruction Code) language for computers at Darmouth College.

What are the basic rules of a GW-BASIC program?
Every GW-BASIC program should have the following rules:

. Every program statement must begin with line number.
. Every program should end with an END statement.

. There should be no repetition of lines.

. Every statement should be separated by (:) colon.

How many types of variables are used in GW-BASIC?
Two types of variables are used in GW-BASIC. They are called numeric variables and string

variables.

What are Numeric Variables?
Numeric variables are those variables that can store numeric values.

What are String Variables?
String variables are those variables that can store sequence of characters.

What is a constant ?
Constant is a quantity whose value cannot be changed; it cannot be changed like a variable. There are
numeric constants and string constants.

What is a Numeric Constant?
Numeric constant consists of integers, single-precision or double- precision numbers.

What is a String Constant?
A String constant is a sequence of alphanumeric characters enclosed in double quotation marks. The
maximum length of a string constant is 255 characters.

What is a Direct Mode?

When GW-BASIC is loaded, it shows OK message, it is in Direct Mode. In this mode GW-BASIC
commands are executed as they are typed. Results are displayed immediately but the commands are
lost after execution.




VIVAVOCE' o& W

Q.11
Ans.

Q.12
Ans.

Q.13
Ans.

Q.14
Ans.

Q.15
Ans.

Q.16
Ans.

Q.17
Ans.

Q.18
Ans.

Q.19
Ans.

Q.20
Ans.

Q.21
Ans.

Whatis an Indirect Mode?
The Indirect mode is used to type the programs. The program loaded in memory is executed by
entering RUN command.

Whatis a Flow Chart?
Flowchart is the pictorial representation of an algorithm. We can present the flow of data in visual
form with a Flowchart.

Whatis an Algorithm?
An Algorithm is a step by step procedure for solving a problem e.g., a recipe for baking a cake is an
algorithm?

What are logical errors?
Such errors are called logical errors that are caused in a program due to improper use of symbols and
date or wrong use of formula.

What are Syntax Errors?
Syntax errors occur when the program violates one or more grammatical rules of the programing
language. These errors are detected at compile time.

Whatis a Loop?
Loopis atechnique to execute a set of statements repeatedly.

Whatis an array?
Such collection of contiguous memory collections is called array which can store data of same type.

Whatis a pixel?
Actiny dot thatis used to represent a picture is called a pixel.
What are reserved words or Key words?

In GW-BASIC some words have fixed meanings and cannot be used as a variable, such words are
called keywords or reserved Words e.g., [F, THEN, NEXT, FOR.

Whatis the use of REM statement?
We use REM statement to add remarks in our GW-BASIC programs.

Whatis a Screen statement?
In GW-BASIC programming, screen statement is used to change the text mode into graphic mode or
to change graphic mode into text mode.




MICROSOFTi WORD

Microsoft Word is the Word processing application in the Microsoft Office Suite. User can create

professional-looking, formatted text documents such as letters, flyers, memos and more.

MS-Word Application Window

Besides Word processing, MS-Word allows users to perform many tasks in a typical office environment.
Shown below is the Microsoft Word default window. When MS-Word is launched, a new blank document
or default window opens in Print Layout view. Although window elements are fully explained in our class,

here a brief explanation of the MS-Word window.

[ Title bar ] [ Menu bar ] [Standard Tool bar] [Formatting Toolbar] [ Control Buttons ]

| Fle Edt View Insert Format Took Table Window Help
DEd &0 Y B oo QEFEOEE S BT 100% -~ @ .
| Marmal = Times New Roman 12 -~ BR7U EEEE EEFEO-L-A-.

Lo -

(__Document Window ) (\Vertical scroll bar }—>

|—> [ Insertion point
Office Assistant

— —> ( End of document marker

[Horizontal scroll bar] [ Status bar ]

w e |w |4

Sec 1 11 AL 1" tn1 Yeoll

MS-Word Application Window

QO €I WY



Title bar

Title bar is located at the top of Word window. It displays the document name followed by a program

name.

Menu bar

Menu bar consists of different menus. Menu bar begins with the File menu item. The next
choice is Edit followed by View, Insert, etc. The last two choices are always Window and
Help. Every menu consists of commands to perform operations on present data.

Standard toolbar

Standard Toolbar consists of a group of buttons labeled with icons. The Standard Toolbar in
WORD 2000 is used to Create a new document, Open an existing document, Save a
document, Print a document, Preview what the printed output will look like. There are also
buttons for frequently used functions, such as Spell Checking, Cut, Copy, Paste, Undo,
Redo, etc. The Standard Toolbar may be customized to meet individual preferences.

NSl 8RAY "B o-- QBEOE®H BT 100% v@.

Formatting toolbar

Formatting Toolbar contains buttons used for formatting text. It consists of a group of buttons
labeled with icons. The Formatting Toolbar in WORD 2000 is used to select Font, Font size, Font
style, such as Bold, Italics, or Underline. The formatting toolbar is also used to Align text and apply
Bullets and Numbering within a document. The Formatting Toolbar may be customized to meet
individual preferences.

Ruler
Ruler is used to set margins, indents, and tabs. It allows tab stops to be set. To set tabs, follow
these steps:

. Select the paragraphs in which user wants to set tab stops.

. Click the tab character at the far left of the horizontal ruler until it changes to the type
of tabuser wants.

. Click on the horizontal ruler where user wants to set a tab stop.

J Vertical ruler is used to set margins, indents and tabs vertically.




Ruler with Tab Leader Characters

Tab leader | Margin |

character l | setting | l

Each Tab Leader Character is briefly described.

. Select this tab leader character to set a decimal alignment (| %) tab stop.

. Select this tab leader character to set a right-justify (|4 ) tab stop.

o Select this tab leader character to set a left-justify (|« |) tab stop.

. Select this tab leader character to seta center (| £ ) tab stop..

. To change margins, click and drag the margin settings left or right
Document Window

Itis used to create, save and edit the document.

Insertion Point

Itis the location where the character typed will appear in the document.

End-of-document marker

It indicates the end of the document.

Scroll bars
These are used to view parts of the document. There are two types of scroll bars; Horizontal Scroll
Bar is used to view the document from left to right and vertical scroll bar is used to view the

document from top to bottom.

Status bar
Status bar, which is a horizontal area at the bottom of the document window in Microsoft Word,
provides information about the location of insertion point like Page number, Section number, At

measurement, Line number, Column number, etc.

Office Assistant

It is used to open Microsoft Office Help feature. User can take help by typing
the keyword through Office Assistant.

® €I



CREATING'ANDIOPENING'DOGCUMENTS

There are several ways to create new documents and to open existing documents in MS-Word.

Create a New Document

e (Click the New [#]oomment
Ble Ede Vew [nsert Fomat Took Table Wndow Heb .

Document button
__Dﬁ'-ﬂ !Il? B a-- GgHEOEFO 8 B9 100% » @,

on the standard tool = Times New Raman «12 -8 s ERINEEFEE O-L-A-.
bar. OR '

e Choose File and
then New from the

menu bar. OR

e Press Ctrl +N
(press and hold the
Ctrl key while
pressing "N" on the
keyboard).

Open an Existing Document

e Click the Open File buttonon S R e biitd el
the standard tool bar. OR | | e -

e Choose File and then Open o |, :msrrmnmn?
fromthe Menu bar. OR | & |r 2: e Top s e

b My Weblkg Posts

e Press Ctrl+ O (press and hold
the Ctrl key while pressing
"O" on the keyboard).

Each method will show Open dialog

box. Choose the required file and click
the Open button.




SAVING/RENAMINGIAND

CLOSING'DOCUMENTS"

There are several ways to save new documents in MS-Word.

Save a Document
e C(Click the Save H button on the Tool bar. OR
e Sclect File and then Save from the Menu bar. OR
e Press Ctrl + S (press and hold the Ctrl key while pressing "S" on the keyboard).

Renaming Documents

Torename MS-Word document while using the program:
e Select File and then Open and find the document to be renamed.
e Right-click on the document name with the mouse and select Rename from the shortcut menu.
e Type the new name for the document and press the ENTER key.

Open ﬂ E!
Look in: ||'_:|M','Dmrm = -8 X 4 3~ Tools~
My Music
{ .b My Pictures
Recent
e Select
€ .
Edit
Desktop =
Print
__j Open Witkh 3
My Documents F 5_"""‘7: ’
Cut
48 W |
My Computer Create Shortout
= Delete
Qj H'mml — =
My Network Properties
Places Files of typer—airwire Decaments =] Cancel |

Close a Document
e Close the current document by selecting File and then Close from menu bar. OR
e C(Click the Close icon on the Title bar. OR
e Press Alt + F4 (press and hold the Alt key while pressing F4 key on the keyboard).

@ W



IYPING} INSERTING; SELEGTING

ANDDELETINGTEX]

Typing and Inserting Text R R I
. To enter text, just start typing. The text will appear =™ e R

where the blinking cursor is located. (Tnsertion Pomnt )

° To insert text, somewhere else in the document

move the cursor by using the arrow buttons on the
keyboard or positioning the mouse and clicking .
the left button. ~

Be Edr Wew Insem Fgomar Took Table Wedow Helb
DFW &Hh ™ -;6 wie - WHOEDA DT 00 -3,
Mormal = Tmes New Roman = 12 = B J O III.IEEIF'I O--&-.

a

3

1 z 2

About Pakistan

The Islamic republic of Pakistn emerged as an independent sovereign state on  14th
August 1947, a8 a result of the division of former Britizh [ndia. It lies between 23-35 10
37- 05 north latitude and 60-50 to 77- 50 cast longitude touching the Hindukush
Mountains in the north and extending from the Pamirs to the Arabian Sea.

population census 1998, [t is divided ioto four provinces:

g + Simdh,
= Punmjab,
Khyber Paklitun Khwa,
» Balochistan.

The keyboard shortcuts listed below are also helpful when moving through the text ofa document.

MS Word Shortcuts

Keystroke Action

HOME Beginning of the line
END End of the line

Ctrl + HOME Top of the document
Ctrl + END End of the document




Selecting Text

To change any attribute of text it must be selected first.

. Select the text by dragging the mouse over the desired text while keeping the left mouse
button pressed. OR
. Hold down the Shift key on the keyboard while using the arrow keys to select the text.

# | Docurment] -

e Edt Mew [nset Fgrmat Took: Tahle Wndow Help A

ODEd SRYF Rl - AFCOEm 8 I 0% 18

Mommal = Times New Homan =17 = B 77U EEIAECEEEO-L2-A-.

.1} i L i 3 ' 3 i 4 i 5 \ -3
About Pakistan

wizust 1947, as & result of o an of former Britich Tndoa, (DR i el i =
37- 05 morth latitude and 60-50 to 77- 50 east longitude touching the Hindukush
Mountains in the north and extending from the Pamirs to the Amabian Sea.

Pokistan covers 736,095 sqhm with a population of 132.35 million according to
population census 1998, 1t is divided into four provinces:

W Sindh,

Ponjak,

Khyvber Pakltun Khwa,
Balochistan

a
-unn]g

. q|-|: | ﬂ
Faph 1 6t 1 i ALF  inZ  Cald "] 4

The following table contains shortcuts for selecting a portion of the text.

Technique Selection
Double-click within the word Whole word
Triple-click within the paragraph Whole paragraph
Drag the mouse over the words, or hold down SHIFT Several words or lines

while using the arrow keys
Choose Edit and then Select All from the menu bar, Entire document
or press Ctrl +A

To remove the selection, click anywhere outside of the selection on the page or press an arrow key on
the keyboard.

©® @D



Deleting Text
. Use the Backspace and Delete keys on the keyboard to delete text.
. Backspace will delete text to the left of the cursor and Delete will erase text to the right.
. To delete a large selection of text, highlight it using any of the methods described above and
press the Delete key.

AT
bl far e [rwer) Foeessd ook gk findew. ieip )§_| bl Bt s [rweri Fpesd Tods Tl findew. jeip .
DR @iy InmT - AHROEN & 27 s = 0. aB- 3 -5 fr g o AROEN & B 7 0% =B,
Pl = Tivect b Ratvaia =17 = ALl EETEEEREO-L£-A- L] = Tiveck Hewd Rasvuin =17 = ALl EEEREEEE DO-L-A-
ek i : el [ T T [ R C
Abont Paklstan About Paklstan
T Bigs Devween 2235 a3 37- 0F worlli laimde gl S50 0 TT- 50 gasl longiinds
lies herwesn 2335 1o : wackeng fe Fhialsing Moussiss = fe sorth md exienlisg Sos the Pimir ot

37 0% morth lsomude sl 60-50 10 T7- 50 esst [eagivale . wackeng the Himbakush Arabias Sea
Sfoumnirs is the sorth md exnending from the PFumins o the Arsbéan Sea. d
Pakismn covers 796,098 sqbkm with a population of 13235 millios sccording i
Pakisian covers T96.09% sqkm with o pogalation of 152,39 milliom acconding io populstion census 1998 1 is divided info foar pronimces

pepulison censuy 1998 Biis divided nbe foer provamces:

= Sndh
= Sindh y = Pumab,
# Pumiah, #  Ehyher Pakiiun Ko,
= Rhyter Paidiiun Bk, *  Daclnzan
Bakeachnsimg. s e
CIENCTLIEN] ’ ——t I DEICEIEN . o
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= =
Undo

Undo feature lets users to revert the last change/action made to the document. MS-Word remembers up to
300 actions in a document and allows users to undo any or all of them as long as they haven't closed the

document first.

To use Undo:

. Choose Edit and then Undo from the menu bar. OR

. Press Ctrl+ Z (press and hold the Ctrl key while pressing “Z” key on the keyboard).

. Undo all recent actions by repeatedly clicking the Undo = ° button located on the Standard
toolbar.

Notice the small list arrow next to the Undo button. When user clicks on it, he/she will see a list of all the

separate actions performed on the document. Users can select as many actions as they want to undo.

Redo

Redo feature allows users to reverse the last Undo.

To use Redo:
° Choose Edit and then Redo from the menu bar. OR
. Press Ctrl +y (press and hold the Ctrl key while pressing “Y” key on the keyboard).




EORMATTINGHEXT (PART#H)

Formatting Text
The formatting toolbar is the easiest way to change many attributes of text. If the toolbar as shown below is

notdisplayed on the screen, select View and then Toolbars and choose Formatting from menu bar.

justify across numbered and outside font
style menu font menu bold italic underline page bulleted list border colour

l Y V l l

A Normal q-TmHuwRElhm-rlZ-*BIH@II“%'.—'"#;#D ¥+A-

T A A A T A A

font size line increase/decrease highlight
spacing indent colour

left center right
justification

Font:
Font is the typeface used to display characters.

e B8 Yew [med Fome Tosw Tabe Wniee sk
Dwd &0y BL o AEOESADY s <G,

[ - [T =l = FALERRBEESEEO-L-4-.
T ® Trmes New Funss ;F' : ! - ; -
l  Marsts 000 1A T

e C(Click the arrowhead to the right of the font

A sminm 1
B e

. . . About Paki -

name box to view the list of fonts available. o ‘l
It ligs Thepws W fnri Ty e and 6050 jo TT- S0 ewm longiude

toucling the B AT Ih and exiendng fom (e Pamits & the =
_ Arohim Sed mﬂ_‘mh

Pulisum cov ‘ %-,‘r n of 13233 milkion according o
popalation cegdis | ltuﬂkl&duﬂaiuummuu

e Scroll down to the font, you want to apply
on the text and select it by clicking on the

name once with the mouse. + gl
«  Pomjab,

v Khyher Pakhiun Khws,

Font Size:

He Edt Mww lrefrt Fprat foch Table Vindow g
Ol & B s REO@E & EY s =i,

K = Tumes My Roma - =B J I EFSE EEREO-£-4A-,

- ' i 1 "_[ | ¥ 1 _'_'__'

Font Size refers to the size of the characters

expressed in points.

L

About Pakistan

E'Il

e Click on the white part of the font size box
B Hes Berween 3335 do 37- 0% sopE e mmd G0-30 o 77 50 ensr Inagirede
wucling the Huglokosh Mouslsms r“ il el @xtending rom ihe Pisers o (ke
Araksan Sen 24

Pakisman covers TRECSY sqkm wiﬁ ] 'pdpullﬁu of 132.3% million acccedisg 1o
popalatios cansus 1995, s divided imo four provisces:

to enter a value for the font size. OR
e C(Click the arrowhead to the right of the box

to view a list of font sizes available. . dindh,

= Pamgah,
= Klyber Pakhten Edwa,

e Select a size by clicking on it once. A font - Balsdiise

size of 10 or 12 is best for paragraphs of
text. (Font size range is between 1 to 1638)
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Font Style:
Font Style refers to the appearance of
the font characters.

e Use the buttons shown
in figure to bold,
italicize, and underline
text.

Users can also use Ctrl+B, Ctrl + 1
and Ctrl + U Keyboard shortcuts to
apply Bold, Italic and Underline to
selected textrespectively.

Alignment

Using the options of alignment, text
can be aligned to the left, center, or
right side of the page or it can be

justified across the page.

Users can also use
Ctrl + L, Ctrl + E,
Ctrl + R and Ctrl+ J
keyboard shortcuts to
apply Left, Center,
Right and Justify
alignments to selected

atext, respectively.

B B8t fem Joverd Fgrma Tick Talte ihindom sl
reR &1 B - WHECOEEA DT 00 =1,
hormal = Times hies Aoman 1 RS EEEECERE 2L,

r

About Pakistan

The hilambe repablic of Pakivian emerg demi soversigs date on T0h Angust 14T,

----- Lex soveretEn s on [4 Aups (847

Ttalic Underline

Options of Alignment

B Edt few st Fonear Tosk Tabl Winsw beie
[k WO - AEORuw A @y o
Mol o Trrwen Weyt Frrer M smin I.i.IEEWﬂ‘D“-.ﬂ_',

[ i i f ¥ f i 1 f ] | [ '

bl

The Istamic repubilic of Pakistan emerged as an independent sovereign state
on I4ih Aungust 1947,

The Isamic republic of Pakistan emerged as an independent sovercign state
on L4th Angusi 1947,

The Islamic republic of Pakistan emerged as an mdependent sovercign state
oo 14th August 1947,

The Islamic republic of Pakistan emerged as an mdependent sovercign state :l
on Tl August 1947, =1
w|afE[ns | _l|'_:

Foge 1 Sec | (1] a1t i i @
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FORMATTING TEX{/(PART#2)

Increase/Decrease Indent:
e Change the indentation of a paragraph in relation to the side of the page.

First Line Indent
Hanging Indent

¥ | About Paissan
Fle Ede Vew [rserr Fpomat Joos Tabe Window Hep
DHHI[&?_ B --‘Eﬂm!'_ﬂﬂﬂlm -!3_
= Times Mew Riiman =135 « BJ I EEIEEE®EE D*LA“

i i 2 L 3

|About Pakistan

Left Indent = The lslamic republic of Pakistan emerged as an iodependent sovercign state on 14th
August 1947, as a result of the division of former British India It lies  between 23-35 to

37+ 05 north latitude and 60-30 fo 77- 50 east longitode touching the Hindukush
Mountains in the porth and extending from the Pamirs to the Arabian Sea.

Right Indent

Pakistan covers 796,035 sgkm with a population of 13235 million accordmg 1o
population censts 1998, 1113 divided o four provinees:

Sindh,

Pumjah,

Ehyber Pakhinn Khwa,
Balochistan,

Bl [dt Mew et st Toob Tgbie Wndow Hep *
Outside Border: DAN AR 8 [eBONNAEY on ;2;1.@4-‘._
e Select the text to insert i- : RN EION G M B ANY
the border. Al

The Estamic republic of Pakistan emerged as an mdependent sovereige siale on 141h

Angmst |947, a3 & result of the divisica of former British India. It lies  between 23-35 1o

3T- 0F marth latitede and 60-50 3% T7- 50 east longivade wnching the Hindukssh

Muountains i the notth and extending e the Pamins o the Assbian Sea

Pakistan covers THE00% sqdm with a popuolatios of 13233 million sccondisg o OutSIde
£ Border

censis 1958 [t i divided fno four provinces:

e Move the mouse pointer

over the outside border

icon and press left

& Sindk
button. ig-sid
. . »  Khyber Pakhiun Kl
e Border will be inserted. v Hikibi .
o A,
wafa]#{n] | ] i
P 1 e | i T Eig iy B ﬂ-i
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Highlight Color:
Use this option to change the color behind a text selection. The color shown on the button is the last color

used. To select a different color:

ahp .

Click the arrowhead next to the image on the bar.

B Edi Wew lnsen Foematr Took Tabk Wndes Hep
DFd &&T B - SO En & B9 100 - 3.

F— w Times hew Roman *1] *BruEEAE SRR D67 H— Highlight
- ! : - ' ' HER ' (color)

L

About Pakistan

Avgust 1947, as a result of the division of former British India, It lies between 23-35 1o
37- 05 north latitude and 60-50 to 77- 50 east longitude touching the Hindulush
Mountains in the porth and extending from the Pamirs to the Arabian Sea.

oy
Khyber Pakhtun Khwa,
Balochistan,

Text Color:

This option changes the color of the selected text. The color shown on the button is the last color chosen.
Click the arrowhead next to the button image to select another color.

The Font Dialog Box

Ele At Mew [wet Fomat Took Tahb Wndow Hep
Dl &L7 e - WEOED A I 7 100% -0,

= Tmes bew Rornan - 12 = FryY EREmiEEER O L£(4 FOHtCOlOI'
| I 4 I i 7 ' 3 i s 3 ] m - =
. SEENEEEER
About Pakistan EEasnEen
L i ]
W @Greeng m
The lslnmic repruhlil of Frakistn omeTiel s dn fndepenident sovensipn sioe ol 8 B
Ampaut 1917 a8 o resubt of the division of former Brttsh India b e berween 23-3 Mare Coioes...,
A7~ 08 porth lotinede and 60-340 10 T7- 50 m@ |ougitude  fouchine the Hbsdul——
- d
Mivunimins tn e wortlh asl extendog fow e Paodes o e Arabian Sea

Pakiztan covers T06.093 sqkm with o population of 13235 million accordimg to

population census 1998, It s divided fsio four provinees: 1
5 + Smedh,
+ Pumab, |
= s Khyber Pakbtap Kiwa,
+ Balochistan w
LA ! LIEIES .J_
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Use the Font dialogue box (found in the Format menu) to change font,

preview it, and adjust its size and style.

Font List

To select a font, user can scroll through the Font list. The list shows all

the fonts that are available on the computer.

Format Jook Tghe Wndow H

ATEEST=

# Paragraph...

i= Bulets and Numberng...
Borders and Shadng...

B Columins...

Tabsi.-

Manne Cass

Font | Chamicier Spacng | Tax Eftects |

Preview:
User can preview a particular font before
selecting it for the document. The preview

window in the Font dialog box allows to see

Font shyfe:

I

Effects

what a particular font looks like. Previewing

helps users to select an appropriate font for the

Aubomatic :'J !l:nhu:_‘.

[ Strgethrough
[ Double strikethrough

Times New Roman

The £3 TrueTyes fant. s fant wl be vs=d on both prnter and ween,

document. E
[ Sugersermt
[ Supmergt
Frewtew
i
pefnat... |
Effects Fle Edr Vew [nsert Fomat Took Table Wndow Help

O ol [ | -

Font Effects formatting 5 Tirmot e Rl

LECOEE & BT mw
~»Br g ERIR CEEERO-£-A,

o Cancel

3.

refers to special effects that
change the appearance of
characters. These options
include strikethrough,
double strikethrough,
superscript, subscript,
shadow, outline, emboss,
engrave, small caps, all

caps or hidden.
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CUIING; COPYINGAND PASTINé TEXYS

Cut, Copy, Paste
These features allow copying or moving a block of text (a word, sentence, paragraph, page, document, or

graphics) within a document or to another document.

Standard toolbar contains buttons for these features as shown:

cut copy paste

J1E8EH 2 A VR QAT 9-0- B 40 GFHH J Y 150% -

Cut and Paste:

The Cut '# Command allows
B Edc Wew [mset Fgeat Took Tabe Windnw Heb

deleting selected text from the | \ i@ ans sems -~ aFoSEd DT o0 0.

Harreal w» Thrwe New Roman =17 =82 ERAWEEEEO-L-A-.

o -, i i 2 ] 3 ' i F | _j

document.

The Paste B Command allows
placing the cut text in another

location in the same document or

even into another document.

Pokising covers TH6,00F sgkm with o populstion of 13235 millios according to
population ceuses P98 11 is divided wno foar provinces:

-
-
-
-

Copy and Paste:

Sindh.
Pumjah,

Khyher Pakbm Ebwi Text
Balpchistan to Cut

The Copy M8 Command allows
copying selected text from the

Screen.

The Paste 8 Command allows ol flsl]

Pagr L Sar L i ML =] el

placing the copied text in another
location in the same document or

even into another document.

To Cut and Paste a Block of Text:

e Select the text to be moved.
e Click the Cut button on the Standard toolbar .




Place the insertion point where the text is to be inserted.
Click the Paste B button on the Standard toolbar.

= | Abeut Pakistan
Be Edt Yew lmert Fgrmat Took Tate Wik Hel
DR S$hy BT o QO EW & 2§ s - .
Harmal = Times Mlew Roman = 12 =0 f ) FEIN EEREO-L£-4&-.
| 1 ' 1 [ 1 [ 1 ] - — N
. About Pakistan i
Pakistan covers 796,095 sqgkm with a population of 13235 million according o
population cepsus 1998, [t is divided jnto four provinces:
. Pasted text at
¢ . findh, new location
= Punjab,
¢ Rhyber Pakbtun Khwa,
+  Halochistan
The Islamic republic of Pakistan emerged a5 an indepesdent sovereign state on 14ih
Anguit 1947, a5 a resalt of the division of former Brnish lndia. b lies  betwesn 235-35 o ——
37- 05 north latitode and G0-50 fo T77- 50 east longitude touching the Hindukush
Mountains i the sorth and extending from the Pamirs 1o the Arabian Sea.
.
.0
E II: afa] | _r.|_
Fage I Sec | 11 MIT  in1T L1 ﬂ-i

To Copy and Paste a Block of Text:

e Select the text to be copied.
e C(Click the Copy button on the Standard toolbar.

Fie Edt ¥ew lmset Fpmat Took Table indow Help
el SRT se@7 . ~- QEOSRS DT s
= Trrees Mevs Roman - |2

=M.

B JUEERESEEED L-4A

Pakistan covers 796,095 sqkm with a population of 13135 million sccording o
population census 1998, 1t is divided into four provinces:

Sindh,

Puniab,

Khyber Prkhiun Khva,
Balochistan,

Text to
be copied
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Bl Bt ew jren Favee Tock Tals Wodoy Heb
el an? swp o se REBECES A I 9 100w - B
] ) . Morma = Trrwy ey Hirmmn i s WwIsEESSEm EERE[O-£-8-.
e Place the insertion point i_ S IR RIS : : =
where to insert the text. Alsout Pakistan
e (lick the Paste button
on the Standard toolbar. A
Pokising covers 756095 =gkm wifh & popolmion of 132353 million accoedies o
popelmion census 1958, I s divaded into four proviness
o Sindk Copied text is
o Pusioh, pasted at new
= Kkher Paklmus Bhan, location
Balochisan
14 The Islamsic republic of Pokisam emerged as an independest sovereign state on 14tk 4—'
Augusi 1947, as a result of the division of former British lsdia. In liss  betwesn 23=33 0 =|
37 % porth lammuds and &0-30 w0 77 M et Jongiide  touching the Hindwkush [}
= Mousésins i the porth nnd sxiending fraow the Pamirs in the Arshian Sen. =1
=|=f5|=is . || afy
Pagel 1 e | Wi L LT wi i E
Other method to use Cut, Copy and Paste: S TTR et et el 7 it
Edit —> Cut Og= - @ HC
Edit COpy NIHT i ; Roman - 12
) cill 0 Sapy I Srw v
Edit —> Paste B & paste Cirisy
Select M Ciri+A
Keyboard Shortcuts to perform Cut, Copy, Paste: = —
: Fnd.... Cr-F
Ctrl+C = Copy - ¥
Ctrl+ X = Cut
Ctrl+V = Paste
Clipboard

The clipboard is a feature on Microsoft Word that temporarily stores text or pictures which user has copied
or cut. The last 12 elements that were cut or copied are placed onto MS-Word's clipboard. User can view the

elements on the clipboard by:

e Selecting View and then Toolbars and then Clipboard from
the Menu bar.

e Place the mouse arrow over each element in the clipboard to
view the contents of each item.
e C(Click on an element to add its contents to the document.

® (lick Paste All to add all of the items to the document at once. Click the Clear Clipboard button

(the icon with an "X" over the clipboard image) to clear the contents of the clipboard.




ADDING AIDROP:CAP*

Drop Cap

Adrop cap is a large letter that begins a paragraph and drops through several lines of text as shown.

Add adrop cap to a paragraph by following these steps:

e Place the cursor within the paragraph whose first letter will be
dropped.

e Select Format andthen Drop Cap from the Menu bar.

e The Drop Cap dialog box allows users to select the position of the
drop cap, the font, the number of lines to drop, and the distance
from the body text.

e Click OK when all selections have been made.

e Tomodify adrop cap, select Format and then Drop Cap again to
change the attributes, or click on the letter and use the handles to
move and resize the letter.

M1 About Pastan

Fie Eidt Vew [rsem Fprmat Took Tabke Window Hep

Dl &k B as LAHEHOEw & @9 100% o

Morrmal « Times Mew Roman =12 =+ B F U EFIRCETEO-L£-4-
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About Pakistan

August 1947, as a result of the division of former British India. It lies  berween
23-35 to 37- 05 north lantude and 60-50 to 77- 50 east longitude  touching the
Hindukush Mountains in the north and extending from the Pamirs to the Arabian Sea.

Th& Izlamic republic of Pakistan emerged as an independent sovereign state on 14th

Pakistan covers 796,095 sqkm with a population of 132.35 million sccording fo
population censius 1996, 11 13 divided into four provinces:

Sindh,

Punjab,

Elvber Pakbtun Ehwa,
Balochistan.
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ADDING STYLESHTOMEX];

Styles
The use of styles in MS-Word allows users to quickly format a document with a consistent and professional

look. Paragraph and character styles can be saved to use in many documents.

Applying a Style e Ek Yew Inert Fommat To

e Placethe cursor in the paragraph where the style will be applied. Dl &R Y -

e C(Click the Style drop-down menu on the Formatting toolbar and select a piome Sk okiginf)

Default Paragraph Foni & #

style by clicking on it. : =
. . |Heading1 5
e To apply the same style to multiple paragraphs, double click the Format S .
Painter button on the Standard toolbar and click in all the paragraphs that ozt ?‘:
. Heading 3 et
the style should be applied to. -
Normal Azt

e Pressthe ESC key to disable the Format Painter.

Apply a Style from the Style Dialog Box
e Choose from a larger selection of styles from the Style dialog box.
e Click onthe paragraph, user wants to add a style to.

e SeclectFormat andthen Style from the Menu bar. B

e From the List drop-down menu, choose All styles
to view all the styles available.

e The styles are displayed in the Styles list. Preview

each style by clicking once on the name. Paragraph The Islamic republic of Pakistan emerg
styles are preceded by the paragraph symbol () and —

. J Font: Tines bew Roman, 12 pt, Englsh (U5, Fash
character styles are preceded by an "a" icon. - BN, Link Spaciag. sgis, Wicon/cpmen oo

e A pointer arrow is located next to the current style.

Highlight the style to apply to the paragraph and

click Apply.

Create a Simple Style from the Style Dialog Box

Select Format and then Style from the Menu bar and click the New button on the Style dialog box to
access the New Style dialog box.

e Typethe name for the new style in the Name field.




e Seclect "Paragraph" or "Character" from the

Style type drop-down menu. lame: Style type:
. |§1ﬂ |Fmgmph
e Click the Format button at the bottom of the
Based on: Style for following paragraph:
window and choose the paragraph element that [ [ "% wormai ~] [wstyier
will be formatted for the style. PR
e Continue to make changes from the options T e it |
. Mgl 1947, a3 mwnle of o Siviaies of forser Britiae Teatia 1 liss erwwse 13
from the Format button menu, making changes 5 R s oot 900 1475 36 v ooy by
to the dialog boxes for each element user Eacriin
Hormad = Justified
chooses.
e C(lick OK to set the style and close the New
] [ Add to templats
Style dialog box.

e Click Apply on the Style dialog box to apply
the new style to the current paragraph.

Modify or Rename a Style

An existing style can be changed fromthe Style

dialog box. o s f i

e Select Format and then Style from the ' L;::::Im“ S
Menu bar. e style) = [ * ormal

e Highlight the style from the Styles list that to
modify and click the Modify button.

The Isteeic repsdeic o FLCHnks ESarphd b ie iodependeer sIvaE g Vs oe 1AIE
AST8 TP, 18 1 st of e Srvidies ol Eeme Beviss Iagks [P lin perews 13

e Use the same methods to modify the style e e ey
from the Modify Style dialog box that were Descriptian
Font: Times New Roman, 12 pt, English (U.5.), Flush left, Line spacing
used for the New Style box. single, Widow/rphan cantrol

e To only rename the style, type a new name in
the Name field.
e Click OK when you have finished making

[ Acd to remplate I~ futormatically update

E oK Cancel |  Format~ Sharteut Key...

modifications.

e Click Apply to update the style in the document.

Delete a Style

e Presetstyles created by MS-Word cannot be deleted, but to delete a style the user has made, follow
these steps:

e Seclect Format and then Style from the Menu bar.

e Highlight the style from the Styles list to delete.

e C(Click the Delete button.

o Users will be asked if they really want to delete the style. Click Yes.

e Click Close on the dialog box.



CREATING ABULLETEDIOR

NUMBEREDILISH]

Lists

To create a bulleted or numbered list, use the list features provided by MS-Word.

Bulleted and Numbered Lists
e Clickthe Bulleted List button =- or Numbered List button {=- onthe Formatting toolbar.
e Type the first entry and press ENTER. This will create a new bullet or number on the next line.
If user wants to start a new line without adding another bullet or number, hold down the SHIFT
key while pressing ENTER.
e Continueto typing entries and press ENTER twice when the list is finished.

Fie Edt Wew [nsert Format Tooks Table Window Hep » [ie Edt Wew [nser Format Toos Table Window Hep |l
DE &R B oa- AECE " & 1 «3 JoFR &ETF B a- AECE R 8 1 @ =
Mormal »14 =B iy EEImEO0-L-4- . Mormal »lI = Bry|EEANE O-£-4- 8
- - LG ' z ' 3 ! [ t. a3 L [ : - 3 | 4 :_
s 1. Sindh, s «  Sindh,
2. Punjab, | - Punjab, |
3. Khvber Pakhiun Khwa, - »  Khyber Pakhun Khwa,
4. Balochistan. = Balochistan,
% 2
L] L]
wa[w]=]4] | i Lt CIEER I L
| Page 1 S4e 1 Wt (M3 inil Co e J B 3N Sec 3 3t a1 & i cay i B .
Nested Lists

To create anested list, such as anumbered list inside of a bulleted list, follow these steps:
e Type the list and increase the indentation of the items that will make up the nested list by clicking
the Increase Indent button for each item.

e Highlight the items and click the Numbered List button on the Formatting toolbar.




Formatting Lists

e The bulletimage and numbering format can
be changed by using the Bullets and

Numbering dialog box.

e Highlight the entire list to change all the

bullets or numbers, OR

e Place the cursor on one line within the list

to change a single bullet.

e Access the dialog box by selecting
Format and then Bullets and Numbering
from the Menu bar. OR

e By right-clicking within the list and
selecting Bullets and Numbering from the

shortcut menu.

e Select the list style from one of the seven
choices given, or click the Picture button to
choose a different icon. Click the

Numbered tab to choose a numbered list
style.
o Click OK when finished.

| fscat Pakistan - - e —
e Edt Wew [nsem Format Took Tabde Window Help Eie Edt Vew [nsem Format Took Tatde Window Help

| D=l &Y BA o AHEDER & 1t =0 Hilh=a &L Ba o AHEDER & 10
(T 17 =070 EEAWEO-L-A- i 12 =000 EEAWME O-L£-A-
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# Sindh,

. Sindh,
# Punjab. J

. Punjab,

I
1

# Khyber Pakhmun Khwa, Ml Khyber Pakhtun Khwa,
F'r'

# Balochistan, [, Balochistan,
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INSERTING ATABLES

Tables

Tables are used to display data and there are several ways to build them in MS-Word. m —

InsertaTable o
There are two ways to add a table to the document, begin by placing the cursor | © v ]

. 7 mutsE i vingew
where user wants the table to appear in the document and choose one of the | ru s e e

following methods.

™ St as Gt Fosr v iwiriess

Using the Insert feature: (o]t |
e Click the Insert Table button on the Standard toolbar. [ ——————

. . . . Dew als e afoEed @y - a.
Drag the mouse along the grid, highlighting the number - S Roaeeaaee
of rows and columns for the table. OR s & 1 B
e Select Table and then Insert and then Table from the S A N R W
Menu bar. Select the number of rows and columns for Tt i
the table and click OK. [ er—
Iy Bdochives
I ] ey e Fage—— )|
Draw the Table B
Atable can also be drawn onto the document: . :
. B EM Yew laet Fomer Josh Tebke Verdow lish .
e Draw the table by selecting Table and |osesns @vc. e@EOEsA@Y s -6
e = Timest Mevi Rorman =1 B IEEEAN EZEREO-L-4-,
then Draw Table from the Menu bar. N R T B F] O
. . . l - The lslamic republic of Pakistas emerged as an isdependent sovereign stsee om 14th L
The cursor is now the image of a pencil AR (DNt ot ol e it of S B i o o253k
37 iy Il = w77 LT BT diching e Hisdukis)
and the Tables and Borders toolbar has = Mowsiains in the north and extending from the Pamirs Wplh.! Arah-sgl — J
= Pakistan covers 796,008 sgkm with a pepulmion of 132.33 mallios sccording o
appeared. population censes 1955, |13 divided imo four provinces:
e Draw the cells of the table by using the |~ X ;ﬂ;’j:-:
mouse. If user makes a mistake, click : L Ehyber Palhitun Klwa,
IV, Balochisin
the Eraser button 2 and drag the mouse |+ | | | | | | =
- | T .
over the area to be deleted. - o l. | ' ' ' ' |
T M"E- 1 L.q_?r' [rEr 1 = (173

e To draw more cells, click on the Draw i
Table button & .

Inserting Rows and Columns

* Yapr— = Jf
+&.O-0E F-35 @k M E

Once the table is drawn, insert additional rows by placing
the cursor in the row user wants to be adjacent to.




e Seclect Table, Insert and then Rows Above or Rows Below. OR
e Selectan entire row and right-click with the mouse.

Choose Insert Rows from the shortcut menu. Much like inserting a row, add a new column by placing
the cursor in a cell adjacent to where the new column will be added.

e Select Table, Insert and then Columns to the Left or Columns to the Right. OR
e Selectthe column, right-click with the mouse, and select Insert Columns.

Moving and Resizing a Table

A four-sided moving arrow and open box resizing handle will appear on the corners of the table if the

mouse is placed over the table. s T~ ~
e [ W= |reen Foma Tesk T findss fsp ¥

e C(Click and drag the four-ended arrow to move NSRSRT BT <o GBOEBATY n -0,
e PR irreakss o SRR B 1 -1 | i bomed | 22 ozt LE BT S
the table and release the mouse button when  ||U&s = | SEEREE e Smsve SR
. o . The [skamic repuslic of Pakistan srmrped m on independent sovervign see on |41k
the table is positioned where you want it. oL TSRS ert Il o S0t e 0 s nghde R . Btk

Mountaies in the norib and exsending from the Paniiry o e Arshian Sep

e C(lick and drag the open box handle to resize

Pakistnn covems TRE095 wpkm with o pupulstion of 132,35 millien scconting o
the table optlanes conkis 1998, 1r is divided into foar provisces.
I Simdh,
1 1 - IT. Punpmh,
e Change the column width and row heightby | Resze B iacs e
clicking the cell dividers and dragging them A handle
. M ] r ] I I | &
with the mouse. = ’ ' i3
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Tables and Borders Toolbar = . : -

The Tables and Borders toolbar allows users to add border styles, shading, text effects, alignment, and
more options to the table.

e Accessthetoolbar by clicking Table and then Draw Table on the Manu bar. OR
e Choose View and then Toolbars and then Tables and Borders from Menu bar.
e Highlight the cells of the table to format.

e C(lick and drag the mouse over the cells. OR

e Usethe following shortcuts:

Selection Menu Method Mouse Method

One cell Table, Select and then Cell Click the bottom, left corner of the cell when a
black arrow appears

One row Table, Select and then Row Click outside the table to the left of the row

One column Table, Select and then Column  Click outside the table above the column when a

black arrow appears

Several rows (none) Click outside the table to the left of the row and
drag the mouse down

Several columns (none) Click outside the table above the column

Entire table Table, Select and then Table Triple-click to the left of the table



Table Properties

Use the Table Properties dialog box to modify the alignment
of the table with the body text and the text within the table.
Access the box by selecting Table and then Table Properties
from Menu bar.

Size
Check the Preferred width box or enter a value if the table

should be an exact width.

Alignment
Highlight the illustration that represents the alignment of

the table in relation to the text of the document.

Text wrapping

Table | mow | colmo | cen |

[ Frofemed ppdth: |1° ynmm.m

munmant

Highlight "None" if the table should appear on a separate line from the text or choose "Around" if the

text should wrap around the table.

Borders and Shading

Click the Borders and Shading button on the Table properties window to change the Boarders and

Shading. Select from a number of border styles, colors, and widths. Click the Shading tab to change

the background color and pattern.

Options

Click the Options button on the Table Properties window to change the spacing between the

document text and the table borders under Default cell margins. Check the Allow spacing between

cells box and enter a value to add space between the table cells.

Bordars | page border | Shadng
5 H Sigha:
= Choit on diagram balow o use
huttons o appiy boeders

Color
[ Awomec =]

el

i~ —7

Show Toolr | porzontal Line... |

Default cell margins
Topr ] E‘ Leftz  [o.oe” ==
Bottom:  |0" E{ Right: |0.08" E

Default celf spacing
[~ ANow spacing between cells - =1

Options
¥ Ausomatically resize to fit contents

e




INSERTING CLIPARI!

Inserting ClipArt
ClipArt is a collection of pictures or images that can be imported into a document or another program.
ClipArt is typically organized into categories, such as people, objects, nature, etc., which is especially

helpful when browsing through thousands of images.
To add a ClipArt image from the Microsoft library to a document, follow these steps:

e Select Insert and then Picture and then Clip Art from the Menu bar.

e To find an image, click in the white box following Search for clips. Delete the Words "Type one or
more Words. . ." and enter key Words describing the image user wants touse. OR

e Click one of the category icons.

e Click on the image user wants to add to the document and the "hovL cop

following pop-up menu will appear: @ preview ciip
e Insert Clip to add the image to the document. o

2y | aod clip to favorites
e Preview Clip to view the image full-size before adding it to the Jﬁ

document. Drag the bottom, right corner of the preview window to ; Q# find similar clips

resize the image and click the "x" close button to end the preview.

Q@ @D WY



e Add Clip to Favorites option will add the selected image to

users' favorites directory that can be chosen from the Insert

ClipArtdialog box.

e Find Similar Clips will retrieve images similar to the one user

has chosen.

e Continue selecting images to add to the document and click the
Close button at the top, right corner of the Insert ClipArt

window to stop adding clipart to the document.

Insert an Image from a File

Follow these steps to add a image or graphic from an existing file:

e Select Insert and then Picture and then From File from the Menu bar.

e Click the down arrow button on the right of the Look in: window to find the image on the

computer.

e Highlight the file name from the list and click the Insert button.

Insert Picture

HE|

Look in:

I,’_", My Documents

@2 @ X 4 3~ ook~

e

My Recent

Name =

ol o}

) My Music
My Pictures

A

{
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Spelling and Grammar Check

MS-Word will automatically check for spelling and grammar errors as user types unless this feature is turned

off. Spelling errors are noted in the document with a red wavy underline. Grammar errors are indicated by a

green wavy underline.

To use the spelling and grammar checker, follow these steps:

(3

Select Tools andthen Spelling and Grammar from the Menu bar. OR
Press F7 key on the keyboard.

The Spelling and Grammar dialogue box will notify the first mistake in the document and

misspelled words will be highlighted in red.

EhfdtmtmrtFmIthﬂ'ﬂmlmHEh
> @ A B T AR W REATEmLE

Ml = Terms e Boman - 12 - B 3

vt RIS state on 14th

L1 - - It lies between 23-35 to
The Islamic republic of Pakistan emerged as = | lgners mmh“ the Bindvkishi

an independent sovreign state on 14th &
August 1947, as a result of the division of w

|former British India. s add

SRl

SOVETRIGNS

If the word is spelled correctly, click the Ignore button or click the Ignore All button if the word

appears more than once in the document.

If the word is spelled incorrectly, choose one of the suggested spelling in the Suggestions box and
click the Change button or Change All button to correct all occurrences of the word in the

document. If the correct spelling is not suggested, enter the correct spelling in the (Not In

Dictionary) box and click the Change button.

MS Word MW s




e [fthe word is spelled correctly and will appear in many documents (such as your name), click the

Add button to add the word to the dictionary so it will no longer appear as a misspelled word.

As long as the Check Grammar box is checked in the Spelling and Grammar dialogue box,
MS-Word will check the grammar of the document in addition to the spelling. If users do not want the
grammar checked, remove the checkmark from this box. Otherwise, follow these steps for correcting

grammar:

e [fMS-Word finds a grammar mistake, it will be shown in the box as the spelling errors. The mistake

is highlighted in green text.

Fle Edt View Jnsert Fgrmat Took Table Wndow Help
bl A v iR - FTOEE L) 1 1% - 5,
= B 5 U

e . touching the Hindukush
e Arabian Sea.

Subjed-Verb Agreament
The Islamic republic of Paklstan emerg
as an independent sovereign state on 14th

August 1947, as a result of the division of
former British India. - hugSertanca |

Suggestians:

132.35 million according to

|

Several suggestions may be given in the Suggestions box. Select the correction that best applies and click

Change.

If no correction is needed (word is often wrong more than it is right), click the Ignore button.




FINDINGIANDIREPLACINGISYNONYMS

ANDUSING THESAURUS

Synonyms
Synonyms are words with the same or similar meanings. MS-Word has a feature for finding synonyms.

To use synonyms feature:
e Right-click on the word and a list of Synonyms will appear as a shortcut menu.

e Fromthe list of suggested words, highlight the required word to be used or click.

1 About Pasistan -}

Ele Ede Yew Insert Format Took Table Wndow Help
ODFd &V AT e QEOER S BT 10% w @,
= Tmmes Mew Roman =17 +Brfry EEIWIEEEEO-£-A-.

I Y.

The Islamic republic of Pakistan emerged as an independent sovereign state on 14th
Angust 1947, as a result of the division of fgpmar Beitich tadia & lias reen 23-35 to
37- 05 north latitude and 60-50 o 77- 5t ' the Hindukush
Mountains in the north and extending from th i

B Paste
Pakistan covers 796,095 sqkm with a pt 4 g according to

population census 1998. [tis divided into fow 5 popcanh
i= Bulets and Mumberng. ..

# Sindh,

> Puﬂjﬂ.h. & Hyperink...
# Khyber Pakhtun Khwa, SyraITyrEis
# Balochistan.

Thesaurus:

A Thesaurus is a dictionary of synonyms, words and phrases that mean the same thing as a particular word
or phrase. MS-Word come with a thesaurus feature that enables users to look up both synonyms and
meanings. Using Word's thesaurus feature can help users add more variety to writing and suggest words and

phrases that readers can better understand.

MS Word WIS



Here's how to use Word's thesaurus feature.
To use the thesaurus:

e Select Tools and then Language and then Thesaurus from the Menu bar. OR

e Press Shift+ F7 from the keyboard.

e Alist of meanings and synonyms are given on the windows. Double-click on the words in the
Meanings box. OR

e Click the Look Up button to view similar words.

e Double-click words in the Replace with Synonym box to view synonyms of those words.

e Highlightthe required word to add and click the Replace button.

] About Pakistan - Micrasaft Word

| Fe Edt Vew Insent Format Took Table Wndow Hep
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The Islamic republic of Pakistan emerged as an independent sovereign state on 14th
August 1947, as a result of the division of S British India. It lies between 23-35 1o
37- 05 nnﬂh latitude and 60-50 to 77- 50 east longitude touching the Hindukush




CHANGING PAGE'MARGINS

Page Margins

The page margins of the document can be changed using the rulers on the page and the Page Setup window.

The ruler method is discussed first:

e Move the mouse over the area where the white ruler changes

to grey.

When the cursor becomes a double-ended arrow, click with the

mouse and drag the margin indicator to the desired location.

e Release the mouse when the margin is set.

The margins can also be changed using the

Page Setup dialogue box:

e Sclect File and then Page Setup from
Menu bar and choose the Margins tab
inthe dialog box.

e Enter margin values in the Top,
Bottom, Left, and Right boxes. The
Preview window will reflect the
changes.

e If the document has Headers and/or
Footers, the distance of this text from
the edge of the page can be changed.

e Click OK when finished.

QO «EIrTD NI
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CHANGING PAGE'SIZEJAND

PAGE ORIENTATION

Page Size and Page Orientation

Change the page size and orientation within the Page Setup dialog box.
e Seclect File and then Page Setup and choose the Paper Size tab.
e Selectthe proper paper size using the drop-down menus.

e (Change the orientation from Portrait or Landscape by checking the corresponding radio button.




INSERTINGIHEADER; FOOTERAND

PAGENUMBERS

Header and Footer

A header is text that is added to the top margin of every page such as a document title or page number
and a footer is text added to the bottom margin.

Follow these steps to add or edit headers and footers in the document:

e Select View and then Header and Footer from the Menu bar. The Header and Footer toolbar
will appear and the top of the page will be highlighted as shown below.

Be Edt Wew Inset Fomat Took Table Wndow Hep _
Dsd &RY ' (BT - QEOT & 81 100% =0,
w Times New Raman *1] B 70 EEIEEEFEEDO-LZ-A-.

e Sy PO e LR

* Headerand Footer

Ingert AutoText =

e Type the heading in the Header box. User may use many of the standard text formatting options such
as font face, size, bold, italics, etc.

e C(Clickthe Insert AutoText button to view a list of quick options available.

e Use the other options on the toolbar to add page numbers, the current date and time, etc.
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Insert Date
Insert Time

To edit the footer, click the Switch Between

Elﬁ!--%#ﬂﬂhﬂ‘

Ingert AutoText =
Header and Footer button on the toolbar. et
Author, Page #, Date
: : Confidential, Page #, Dake Switches between
When user has finished adding header and Created by header and footer
footer, click the Close button on the toolbar. Cremad on
Flename 4| Format page number
Fiename and path pas ]
Last prted 4| Insert number of pages
Last saved by ]
e Xty — { Insert page number ]

Page Numbers
Follow these instructions for another way to add page numbers to a document.

Select Insert and then Page Numbers from the Menu bar and the following dialog box will appear.
Select the position of the page numbers by choosing "Top of page" or "Bottom of page" from the
Position drop-down menu.

Select the alignment of the page numbers in the Alignment drop-down menu.

If user does not want the page number to show on the first page (if it is a title page, for example),
uncheck the Show number of first page box.

Click OK when finished.

{ Fe Edt Wew Inset Format Took Table Window Heb
| DE SRY | e a- QEOEN A BT 100 -0,
\ = Times New Roman +135 «(n s 0 EEIMEESEE O-£-A-.




GETTING' PRINIFPREVIEW/AND

PRINTING' DOCUMENTS

Print Preview and Printing
To Access Print Preview:

e Choose File and then Print Preview from the menu bar. OR

Use the Toolbar:
e C(Click the Print Preview button [& on the Standard
toolbar.

Once the user has accessed Print Preview, the document will now be in

Print Preview mode. It will look something like this:

Print Preview mode displays how the file is formatted. If user likes to take a closer look, use the Zoom

feature. The Zoom feature "zooms" closer, giving a better view of the document.

Q@ «EIrD NI



Practical Notebook ]

Let's "zoom" in and take a look at the Print Preview toolbar:

e The Printbutton prints a file.

[ Print ] [Multiple Pages]

e The View Ruler button displays the Vertical or Horizontal rulers. Rulers help edit margin

settings.
e If'the file consists of multiple pages, the Multiple Pages button allows the user either view one
page or several pages ata time.

Fie Edt Vew [nsert Foemat Tooks Table
0 peew,., CorN
& Open;., Cir+0

e Use Zoom, and then use the Scroll bars to view the file.

e Usethe Shrink to Fit button to "fit" the information to one page.

e [fuser wants to Exit/Close Print Preview, simply click Close o
& Save (oS
on the Print Preview toolbar. Save fs...

Printing Your Work
To Print a document: _
e Choose File and then Print from ,".-3 int

the menu bar. OR '

| <5 1P Laserlat P1505
e Press (Ctrl + P) shortcut on the e
keyboard. The print dialog box : HP LaserJet P1505
Whare: usB002
will appear. Comment:
e (lick OK.OR Page range Copies
@ Al Number of gopies:
" Currgnt page I Selection
I :
Use the Toolbar: O rages: | | } _I...:a‘éiJ
. . bers and/ =
e Clickthe Print [@ button [| Sieeesemmbensdorpmoerges | 7 | 4
on the Standard toolbar. =
e The file automatically Print what: ~[Document | FPages per sheet: m
prints. The print dialog o o p—— 7] | Seletopaper szs: [ioscaing <]
box will not appear.
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KEYBOARDISHORTCUTS

Keyboard Shortcuts

Keyboard shortcuts can save time and the effort of switching from the keyboard to the mouse to execute

simple commands. Print this list of MS-Word keyboard shortcuts and keep them for a quick reference.

Note: A plus sign indicates that the keys need to be pressed at the same time.

Action

Open a file

New file

Close a file

Save As

Save

Print Preview

Print

Show/Hide paragraph symbols
Spelling and grammar
Help

Find

Replace

Go To

Cursor movement

Select all - entire document

Select from cursor to beginning of line
Select from cursor to end of line

Go to beginning of line

Go to end of line

Go to beginning of document

Go to end of document

Formatting
Cut

Copy

Paste

Undo

Redo

Format painter

O® @€

Keystroke
CTRL+ O
CTRL +N
CTRL +W
F12

CTRL + S or SHIFT+F12
CTRL + F2
CTRL + P
CTRL + *
F7

F1

CTRL +F
CTRL +H
CTRL+ G

CTRL +A
SHIFT+ Home
SHIFT+ END
HOME

END

CTRL + Home
CTRL + End

CTRL+ X
CTRL+C
CTRL+V
CTRL+Z
CTRL+Y
CTRL + SHIFT+ C



LEARNINGIKEYBOARDISHORIICUTS

Left alignment
Center alignment
Right alignment
Justified

Delete previous Word
Apply bulleted list
Indent

Page break

Text Style
Font face

Font size

Bold

Italics
Underline
Double underline
Word underline
All caps
Change case
Subscript
Superscript

Make web hyperlink
Tables

Go to next cell

Go to previous cell

Go to beginning of column
Highlight to beginning of column
Go to end of column
Highlight to end of column
Go to beginning of row
Highlight to beginning of row
Go to end of row

Highlight to end of row
Column break

CTRL+L
CTRL+E
CTRL+R

CTRL +J

CTRL + Backspace
CTRL + SHIFT+L
CTRL+M

CTRL + Enter

CTRL + SHIFT+F

CTRL + SHIFT+P

CTRL + B

CTRL +1

CTRL +U

CTRL + SHIFT+D
CTRL + SHIFT+W
CTRL + SHIFT+A
SHIFT+ F3

CTRL +=

CTRL + SHIFT+=

CTRL + K

Tab

SHIFT + Tab

ALT + PageUp

ALT + SHIFT+PageUp
ALT + PageDown

ALT + SHIFT+PageDown
ALT + Home

ALT + SHIFT+Home
ALT + End

ALT + SHIFT+End
CTRL + SHIFT+Enter




KEYBOARDISHORTCUTS

Miscellaneous
Copyright symbol - © ALT+ CTRL+C
Date field ALT + SHIFT+D
Go to footnotes ALT + CTRL +F
Show/Hide CTRL + SHIFT+8
Thesaurus SHIFT + F7
All Shortcuts
This list shows only the most common keyboard shortcuts. To print a list of all the shortcuts in MS-Word,
follow these steps:
o Select Tools and then Macro and then Macros from the menu bar.
. From the Macros In drop-down menu, select Word Commands.
o Select List Commands from the macro listing.
o Click the Run button.
o Choose Current Menu and Keyboard Settings from the popup window and click OK.
o MS-Word will automatically open a new document containing a table of keystrokes.
o Print the document.
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Q.1
Ans.

Q.2
Ans.

Q3
Ans.

Q4
Ans.

Q.5
Ans.

Q.6
Ans.

Q.7
Ans.

Q.8
Ans.

Q.9
Ans.

Q.10
Ans.

Q.11
Ans.

Whatis MS-Word?

Microsoft Word is the Word processing application in the Microsoft Office Suite. It is used to create
professional-looking, formatted text documents. It allows users to create a variety of professional-
looking documents such as letters, flyers, and more.

Where is title bar located in Word window?
Title bar is located at the top of Word window. It displays the document name before a program
name.

Name few options available on menu bar.
File, Edit, View, Insert, etc.

Whatis standard toolbar?

MS-Word Standard Toolbar consists of a group of buttons labeled with icons, like create a new
document, open an existing document, save a document, print a document, preview what the printed
output will look like, etc.

What is formatting toolbar?
MS-Word Formatting Toolbar contains buttons used for formatting text. It consists of a group of
buttons labeled with icons, like font, font size, font style, such as, bold, Italics, or underline, etc.

What is Ruler?

MS-Word Ruler is used to set margins, indents, and tabs. It allows tab stops to be set.

What is the use of Scroll bars?

These are used to view parts of the document. There are two types of scroll bars:
. Horizontal scroll bar is used to view the document from left to right.

. Vertical scroll bar is used to view the document from top to bottom.

What is the use of Office Assistant?
It is used to open Microsoft Office Help feature. User can take help by typing the keyword through
Office Assistant.

How cursor can be moved at the top of the document?
By pressing Ctrl + Home shortcut key.

How whole paragraph can be selected with the help of mouse?

By using triple-click within the paragraph.

Which shortcut key is used to select the entire document?
Cul+A
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Q.12
Ans.

Q.13
Ans.

Q.14
Ans.

Q.15
Ans.

Q.16
Ans.

Q.17
Ans.

Q.18
Ans.

Q.19
Ans.

Q.20
Ans.

Q.21
Ans.

Q.22

Ans.

Q.23
Ans.

Q.24
Ans.

Q.25
Ans.

What is the difference between Backspace and Delete key?
Backspace key deletes text to the left of the cursor and Delete key erases text to the right.

What is the function of Undo feature?

The Undo feature lets users to perform back step (the last change/action) made to the document.

Which shortcut key is used to perform Undo?
Ctrl+Z

What is the function of Redo feature?

The Redo feature allows users to reverse the last Undo.

Which shortcut key is used to perform Redo?
Ctrl +Y

What is Font?

Font is the typeface used to display characters.

What is Font size?

Font Size refers to the size of the characters expressed in points.

What is Font Style?

Font Style refers to the appearance of the font characters. These are bold, italic and underline.

Which keyboard shortcuts are used for bold, italic and underline?
Ctrl + B, Ctrl + I and Ctrl + U respectively.

Which options are used to align text?
Align Left, Align Center, Align Right and Align Justify.

Which keyboard shortcuts are used for Align Left, Align Center, Align Right and Align
Justify?
Ctrl + L, Ctrl + E, Ctrl + R and Ctrl + J respectively.

What are Font Effects?

Font Effects formatting refers to special effects that change the appearance of characters. These
options include strikethrough, double strikethrough, superscript, subscript, shadow, outline,
emboss, engrave, small caps, all caps or hidden.

What is the difference between Cut and Copy command?
Cut removes the selection completely from the destination while Copy creates the duplicate of the
selection.

Which shortcut keys are used for Cut, Copy and Paste?
Ctrl + X, Ctrl + C and Ctrl + V respectively.
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Q.26 Whatis Clipboard?
Ans. The clipboard is a feature on Microsoft Word that temporarily stores text or pictures while user
copy, cut, or paste them.

Q.27 What is Drop cap feature?
Ans. Adrop cap is a large letter that begins a paragraph and drops through several lines of text.

Q.28 What are document styles?
Ans. The use of styles in MS-Word allows users to quickly format a document with a consistent and
professional look. Paragraph and character styles can be saved to use in many documents.

Q.29 What is the use of Table feature in Word?
Ans. Tables are used to display data and there are several ways to build them in MS-Word.

Q.30 Whatis Clip Art?
Ans. Clip art is a collection of pictures or images that can be imported into a document or another
program.

Q.31 Which function key is used to open Spelling and Grammar feature?
Ans. F7

Q.32 Which function key is used to open Thesaurus feature?
Ans. Shift + F7

Q.33 What are Synonyms?

Ans. Synonyms are words with the same or similar meanings.

Q.34 What are Thesaurus?
Ans. A Thesaurus is a dictionary of synonyms, words and phrases that mean the same thing as a
particular word or phrase.

Q.35 How page margins can be changed in a document?
Ans. The page margins of the document can be changed using the rulers on the page and the Page
Setup window.

Q.36 Name different page orientations in Word?

Ans. Portrait and Landscape.

Q.37 What is the use of a header and footer in a document?
Ans. A header is text that is added to the top margin of every page such as a document title or page
number and a footer is text added to the bottom margin.

Q.38 Which keyboard shortcut is used to print an entire document?
Ans. Ctl+P




MS-Word Sample Practical Questions

Q.1  Type the following paragraphs and write down the stepwise procedure for questions given and

also apply them:

FIRST GENERATION COMPUTERS

The first computer that used stored program concept was the Electronic Delayed
Storage Automatic Computer (EDSAC) developedin 1949.

Another was the Electronic Discrete Variable Automatic Computer (EDVAC) that
used the same concept. The program and data were fed in the EDVAC through

punched paper tapes.
1. Underline and center align the heading.
il. Change the alignment of the text as justified.

1. Format the word "EDSAC" and "EDVAC" as bold and italic.
v. Add aheader "First Generation Computers" to the right side.
V. Insert page number to the document.

vi. Change the color of main heading to Red.

The keyboard is an important input device used to enter data and instructions into a
computer. A standard arrangement of keys is the QWERTY arrangement. Popular
keyboards have enhanced QWERTY arrangement. The two basic styles of keyboard
are PC/XT-Style keyboards and AT-Style keyboards.

1. Indent the first line of a paragraph by five spaces.

il. Change the line spacing to 1.5 lines.

1ii. Formatthe word "QWERTY"as bold.

v. Addafooter "KEYBOARD" to the Center.

V. Underline and italic the text "PC/XT-Style" and "AT-Style".

Q.2 Write down the stepwise procedure to Cut the text and Paste it in a document. Apply these steps by

creating a document in MS-Word.

Q.3  Write down the stepwise procedure to create a Bulleted list and write the characteristics of computer

and apply the bulleted list on these characteristics.
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Q.4  Create a document in MS-Word and insert a table of size 5 rows and 6 columns. Write down the

stepwise procedure in the answer book provided.

Q.5  Create a document in MS-Word and insert a Clipart in it. Write down the stepwise procedure in the

answer book provided.

Q.6 Write down the stepwise procedure in the answer book provided to use the Spelling and Grammar
feature to check the document. Type the following paragraph and apply Spelling and Grammar
check onit.

Pakistan is a fedral parliamentary republic consisting of four provences and four
federal territories. It is an ethnically and linguastically diverse country, with a similar
variation in itsgeography and wildlife. A regional and middle power, Pakistan has the
fourth largest standing armed forces in the world and is also a nuclear power as well
as adeclared nuclear state, being the only nation in the Muslim world, and the second
in South Asia, to have that status. It has a semi-industrialized econmy with a well-
integrated agriculture. Its economy is the 26th largest in the world in terms of
purchasing power and 45th largest in terms of nominal GDP and is also charactrized

among the emerging and growth-leading economies of the world.

Q.7  Type the following paragraph and find Synonyms for the underlined words. Write down the

stepwise procedure in the answer book provided.

A number of programs have been designed to protect software from viruses. These
are called anti-virus programs. However, no anti-virus program guarantees
protection against all viruses. Most anti-virus programs can be used to eliminate a
virus found in a disk. Many computer users have installed these anti-virus programs
on their computers. A good anti-virus program checks for infected files
automatically every time you insert any kind of disk or use your modem to retrieve a
file.

Q.8  Write down the stepwise procedure to insert Header, Footer and Page number in a Word

document. Also apply these steps by creating your document.




Q.9 Type the following paragraph and write down the stepwise procedure for questions given and also

apply them.
Stand by: In stand by mode, computer consumes less electric power but
remains available for immediate use.
Shut down: Use this option when you want to turn off your computer.
Restart: Use this option when you want to restart your computer
with new windows settings.
1. Assign bullets to the sub-headings.
il. Change the alignment of the paragraph as justified.

1il. Add suitable heading and centre align it.
v. Change the text colour of the paragraph to red.
V. Format all the sub-headings as bold.
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