
Computer Book   |   7

Part-3

CHAPTER 1

A. 1. a 2. a 3. d
B. 1. × 2. 3. × 4. 
C. 1. CPU 2. Super computer 3. input-process-output

4. multitasking
D. 1. Computers are used at schools, offices, hospitals and banks.

2. PC stands for Personal Computers. Desktop, laptop and palmtop are
some types of PCs.

3. IPO stands for Input Process Output.
4. Hard disk is the internal memory and CD-Rom, DVD-ROM and Pen

drive are some external memories of a computer.

CHAPTER 2

A. 1. c 2. d 3. a
B. 1. 2. 3. × 4. × 5. ×
C. 1. output 2. keyboard 3. hardware 4. CPU 5. MU
D. 1. Keyboard, Monitor, Mouse and Printer.

2. All Physical parts of a computer which can be touched and seen are
called hardware.
A group of instructions given to a computer to do a particular work
is called software.

3. Just like our brain keeps control on all parts of the body, CPU
controls all the functions of a computer. That is why, CPU is called
the ‘Brain of Computer.’

4. Keyboard is used for feeding inputs into the computer.

CHAPTER 3

A. 1. a 2. c 3. c 4. b 5. b
B. 1. 2. × 3. 4. × 5. ×
C. 1. Arrow 2. four 3. Num-Lock 4. Home

5. Top right corner
D. 1. Keys marked F1, F2............upto F12 are called Function keys. These

keys are also used as shortcut keys and to perform special func-
tions.

2. (i) Backspace key (ii) Shift key (iii) Enter key
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3. Delete key is used for erasing or to delete the letters or characters
just before the cursor.

4. Do’s and Don’ts while using keyboard—
(i) We should not keep anything on keyboard.
(ii) We should not press the keys too hard.
(iii) We should not pull or push the keyboard harshly.
(iv) We should press the keys gently.

CHAPTER 4

A. 1. b 2. 3. b 4. c 5. c
B. 1. 2. 3. × 4. × 5. 
C. 1. Microsoft     2. Icon 3. Calculator  4. Minimize   5. Four
D. 1. Small pictures on the desktop with a label is known as icon. Icon

represents a program or files present in a computer. Two icons are—
(i) Paint (ii) Recycle Bin.

2. Quick Launch Bar launches an application quickly by clicking once
on its icon on the bar.

3. Desktop Background is the background picture of Windows desk-
top. Desktop Background can be set on computer as per one’s own
choice.

CHAPTER 5

A. 1. b 2. c 3. d 4. a 5. b
B. 1. 2. × 3. 4. × 5. 
C. 1. notebook 2. many 3. font 4. start 5. different
D. 1. Word Pad program is used for typing text on the computer.

2. The steps in order to insert the current date :
(i) Click on the Home tab in Insert group.
(ii) Click on the Date and Time.
(iii) Click the format you want to Insert.
(iv) Click on the OK button.

3. Steps in order to insert a picture :
(i) Click on the Home tab in the Insert group.
(ii) Click on the Insert Picture button.
(iii) Select the picture that you want to insert.
(iv) Click on the open button.

4. Word Pad is a program for typing text on the computer. It is like a
notebook to write.
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CHAPTER 6

A. 1. b 2. a 3. b 4. b 5. d
B. 1. × 2. × 3. × 4. 5. ×
C. 1. Save 2. Select 3. Quick Access 4. File

5. Ruler
D. 1. Steps to save a new document :

(i) Click on the File tab.
(ii) Click on the Save option.
(iii) The Save As dialog box appears. Type any name for your file

in the File name box.
(iv) Click on the Save button.

2. Steps for inserting a line in between two existing lines :
(i) Place the cursor at the end of the line after which you want a

new line.
(ii) Now, press the Enter key.
A new line has been inserted.

3. A paragraph is selected with the help of mouse. Click, where you
want to begin the selection, hold down the left mouse button and
then drag the pointer over the text that you want to select. Move the
pointer to the left of the line until it changes to a right-pointing
arrow, and then click. Hold down CTRL and then click anywhere
in the sentences.

4. Steps to open an existing document :
(i) Click the File tab.
(ii) Click the Open option. The Open dialog box appears.
(iii) Select on the file you want to open.
(iv) Click on the open button.

CHAPTER 7

A. 1. a 2. a 3. c 4. a 5. a
B. 1. 2. × 3. 4. × 5.
C. 1. Free form 2. Image 3. Delete 4. Select All 5. Text
D. 1. There are two types of shapes selection :

(i) Rectangular Selection
(ii) Free Form Selection
Rectangular Selection is used to select rectangular shaped area of
the image and free form selection is used to select an irregular
shaped area of the image.
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2. (i) Select (ii) Resize (iii) Rotate
3. Brush tool is used for drawing thick lines, shapes, drawings.
4. Steps to cut and paste an object :

(i) Select the required part of drawing.
(ii) Click on cut from the clipboard group.
The selected part is cut off from the drawing.
(iii) Paste the selected drawing at desired place by using Paste

option.


