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لومړي فصل 
.د کمپیوټر لنډه پیژندګلوي



ټکنالوجي
.هر هغه شي چې موږ ته کار اسانه کړي عبارت د ټکنالوجې څخه دي :تعریف •

ه ترسره چې یوڅو سیسټمونه سره یو ځاي شي او یو کار د یوي خاصي موخي لپار : په عملي ډول سره •
.کړي عبارت د ټکنالوجي څخه دي دهمدي ټکنالوجي څخه کمپیوټر معرفی کوو



(Computer) کـمپیوټـر

.کمپيوټر یو برقي ماشین دي چې ریاضیکی او منطقي کارونه سرته رسوي:تعریف 

.یا کمپیوټر یو پروګرام منونکي ماشین دي چې ډیر کار په لږ وخت کې سرته رسوي

.له کلمي څخه اخستل شوي چې معنا یي محاسبه ،شمیرنه او یا هم کڼل دي Computeیا کمپیوټر د 



...ادامه 
.کولای شي اطلاعات واخلي❖

(.  ترکارلاندي ونیسي) کولای شي اخیستل شوي اطلاعات پروسیس کړي ❖

څخه  Computeکلیمه د   ( Computer)د .کولای شي د پروسیس شويو اطلاعاتو پايله د کمپیوټر پرمخ را ښکاره کړي❖
ونو ټکی کام  په قاموس. اخستل شوي چې د  شمېرلو په معنا سره دي  او په همدې خاطر کمپیوټر د شمېرونکي په نوم ياديږي

.لغت غوره  سوی دی( سولګر؟)کي د کمپیوټر اړوند قاموسونو کي د کمپیوټر دپاره په پښتو کي د 

:د کمپيوټر د تورو معنا

C               O              M             P            U              T            E            R

Common Operating Machine particular used for tread, education and research.



چه د کمپیوټر تاریخ

د .په پخوا زمانو کې د انسانانو د ژوندانه ضروریات ډیر لږ او ساده و•
د ووخت په تیردو سره د انسانانو نفوس ډیر سو او د انسانانو د ژون

ختلفو د انسانانو د ژوندانه ضروریات په م. ضروریات هم ورسره ډیر سول 
سابونه انسانانو به ح. برخو کې وه، چې یوه برخه یې د حساب په هکله وه 

اس د کوتو په واسطه سره حل کول،نود همدي مشکلاتو د حلیدو په اس
.کمپیوټر مینځ ته راغلي

ه کيږي د دغه آلې په وسيله دجمعې ،تفريق ،ضرب اوتقسيم عملي تر سر •
کولاى کمپيوټر هم زمونږ دمغزو په څېر. کمپيوټر ته برقي ماغزه وايي 

ل لارې شي د ډيرو هغو مسايلو لپاره چې کمپيوټر ته سپارل شوي دي دح
او دا هم کولاى شي چې خپل اشتباهات په . او طريقې وړاندې کړي 
.ګوته او هغه اصلاح کړي 



د لومړي ځل لپاره کمپیوټر 
ميلادي کال کې طرحه او ١٩٤٤پوهنتون کې په     ( هاروارد)دلمړى ځل لپاره لمړۍ کمپيوټر دامريکۍ په •

يوال تجارتي جوړ شو دغه کمپيوټر پروفيسور هواردايکن او مرستندويانو يي جوړ کړ دماشينونو جوړولو نړ
په ( اورډ ايم  ه. بى . آي )دا کمپيوټر د . د دغه کمپيوټر په بشپړولو کې ډير تعاون درلود (I.B.M)شرکت 

ې له دغې اختراع  راوروسته دکمپيوټر بيلابيل ډولونه ډيزاين شول نن ورځ داس. نوم ونومول شو 
و رهبري کوي کمپيوټرونه جوړ شوي چې الوتکې فضايي بيړۍ ، راکټونه او توغندي له ځمکې نه کنټرول ا
.  د الوتنو او توغولو په مهال يي د کمپيوټر په ذريعه سرعت او مسير ته تغير ورکول کيداى شي



د کمپیوټر ګټي نبست و انسان ته څه شي دي؟

ټکه کمپیوټر يوه محاسبه او ياهم کوم بل کار ډېر ژر او په چ: چټک سرعت•
مپیوټر انسان ديوې میاشتي کار، په کد که موږ فکر وکړو د يوه . توګه حلوي

.  کي دڅو شېبو په ترڅ کي اجراء کېدای شي

ېله هر هغه محاسبه چي کمپیوټر کي ترسره کېږي د ډاډ وړ او ب: د ډاډ وړتیا•
کاره کومي غلطۍ څخه وي، البته که کومه غلطه پايله دکمپیوټر پرمخ ښ
چي کړي، هغه به د کمپیوټر تیروتنه نه وي، بلکي دهغه چا غلطي به وي

.  وکمپیوټر ته يې ناسم مالومات  داخل کړي

عات په دکمپیوټر يوه بله ګټه داده، چي ډېراطلا :  د ذخیره کولو دپاره حافظه•
لږ ه فضا کي خوندي کوي، البته 

اړه ديادوني وړ ده، چي  دکمپیوټر فضا د هغه د هارډيسک په ظرفیت پوري•
.  اوسني  هارډيسکونو کي فضاخوراډېره وي.لري

.د کمپیوټر په وسیله ديوکار سرته رسول ارزانه تمامیږي: لږ لګښت•



څه شي دي؟د انسان ګټي نسبت و کمپیوټر ته 

تلی په وسیله پیداشوی موجود دی،  چي ديوه شي په هکله څېړني، اختراع او نوښت راوسجل جلاله انسان د الله  •
.  شي

.  پیداکړيانسان د دې وړتیا لري چي د نورو موضوعګانو په هکله تصمیمونه ونیسي او بیا دهغه دپاره حل لاري•

یوټر او داسي نورڅه چي انسان يې ترسره کولای شي، خو کمپیوټر يې په اجراء کولو عاجزه دی، ځکه کمپ•
يې نشي دانسان په وسیله جوړ شوی، نو له همدې امله  هرهغه کار چي انسان يې ترسره کولای شي، کمپیوټر

.ترسره کولای



ځایونه یي کارونيد د کمپیوټر 

 Officeدفتر  •

  Homeکور•

Hotelsهوټل •

Hospitalشفاخانه •

 Banksبانک •

 Educationalتعلیم •

 Supermarketsسوپر مارکیټ•

  internetانټرنیټ•

 Gamesکیم زون •



د کمپیوټر برخي

یح او هره یوه به جلا،جلا تشر.په اصل کې کمپيوټر د څلورو برخو څخه جوړدي چې په لاندي ډول دي •
.شي

Co
m

p
u

te
r 

P
ar

ts
 Hardware

Software

Storage

Human Bing 



Hardwareهارډویر ۱

شو هارډویر د کمپیوټر هغه برخي یا پروګرامونه چي فزیکي جوړشت لري او په لاس ورسره تماس حاصلولی•
Hardwareبلل کیږي.

.د کمپيوټر فزیکي برخه عبارت د هارډویر څخه ده •

.د کمپوټر هغه برخه چې د لمس،لیدلو او ماتولو وړ وي عبارت د هارډویر څخه دي•



د هارډویر برخي

.د هارډویر برخي دري دي په لاندې ډول سره چې هره برخه یي په مکمل ډول سره تشریح شوي ده •

.1Input 

.2Output 

.3Process 



Input Device Part .1

.ړود کمپیوټر هغه برخه چې د لاري یي موږ کولاي شو چي وه کمپیوټر ته هر رنګه معلومات داخل ک•

•Data :و بدلیږيډاټا خپله خامو معلوماتو ته ویل کیږي چې د کمپیوټر د عملیو د اجراتو څخه وروسته هغه په معلومات.

.په لاندي شکل کې ښودل کیږي . ډاټا په څلور ډوله ده
.  پوري پګښي راځي Zڅخه تر Aچې د الف څخه تر ي پوري یا د : الفا    ډاټا ❖
. عددو پوري پکښي راځي ۹څخه تر ۰چې د : نمبر ډاټا ❖
.دواړه په یوه ځاي کې راشي ۹څخه تر ۰او د  Zڅخه تر  Aچې د : الفا نمیبر ډاټا ❖
.چې هم ویډیو او هم اواز پکښي راځي : کرافیکي ډاټا ❖
...فلش ، کیبورډ،موس،میک اوداسي نور: ا انپوټ الاتو مثالونه لکه •



موسد برخي څخه لومړي  inputد 

۱۹۷۳ه لومړني موس پ.هغه برخه ده چې د کمپیوټر په سکرین وه کرسر ته حرکت ورکوي  inputد موس •
.کال کې  جوړ سو

ټنه او خو د لیپ ټاپ موس دوه ب.موس درې بټنونه لري چي ورته ښي بټن، کیڼ یا چپ بټن او رولر وايي•
.تچ سکرین لري



.د شکل له نظره موس په پنځه قسمه دي

.1(TRACK Ball MOUSE) 

.2(TRACK Laser MOUSE)

.3(TACK PAD MOUSE)

.4(TRACK PAINT MOUSE )

.5(TSS OR TUCH SENZITU SCREEN)



...د موس د برخي ادامه 
•TRACK BALL MOUSE :ي کله چ. دا هغه موس دی کوم چي په دې کي دننه یو توپ غوندي وړوکي کروي جسم نصب وي

.موږ موس خوځوو نو هلته په سکرین کي د موس نښه یعني کرسر خوځیږي

•TRACK LIZER MOUSE : دا هم ساده غوندي موس دی کوم چي په لاندي برخه کي د توپ پرځای شعاع لري او د هغه
.شعاع په مرسته زموږ په کمپیوټر کي کرسر کار کوي دغه قسم موس ته اوپټیکل موس وايي



د لیزر موس برخې 

RIGHT CLICK  2 LIFT CLICK  3 SCROLL BUTTN 1دري کلیکه لري •

•LISZERلیزر

•BOARD بورډ



...د موس د برخي ادامه 
•TRACK PAD MOUSE :شکله دا موس په لپ ټاپ کمپیوټر کې موقیعت لري چې دوه کلیکه لري او یو کوچنی ډوله د ټچ

ساحه لري 

•TRACK PAINT MOUSE دا ډول موس په کیبورډ کې موقیت لري او ددي د لاري کولاي شوپه منظم ډول کار
.داموس کلیکونه نه لري.وکړو

•TRACK TACH MOUSE :عمومآ دا موس په هغه سکرینونو کې راځي چې ټچ ولري.



KAY BOARD کیبورټ

.داخلوي باینري د کمپیوټر ژبه کڼل کیږي  BAINARY DATAهغه اله ده چي وه کمپیوټر ته  INPUTد •

•Normal key board : بټنه لري ۱۰۴څخه تر ۱د

•Multimedia key board : پوري بټنه لري۱۱۷څخه تر ۱د.

•Ergonomic key board :ددي بټنه معلوم نه دي تر هرڅو پوري راتلاي شي.



.د کیبورد ټوله سویچان په پنځو برخو ویشل شوي دي 

.1Functions keys 

.2Keyboard

.3Arrow keys

.4Control keys

.5Key pad1

2
4

5
3



Scanner سکینر

وي هغه بیرته سکینر د انپوټ هغه برخه ده چې هارډ کاپی په سافټ کاپي اړوي یعني هغه لیکنه چي په یو ورقه پرینټ شوي•
.کمپیوټر ته داخلوي



More About Scanner 

Scanner size

A4 
Letter 

A3
A7
A1
A5

Scanner quality

.1Poor quality

.2Medium quality

.3High quality

Scanner Company 

Sony Company
Hp Company

Epson Company
Canon Company



BCR (Barcode redder)

.تعمالیږيبارکوډ په مغازو لویو مارکیټونو او کمپني کې اس. د انپوټ هغه برخه ده چې بارکوډ جوړوي او بیرته یي وايی•



MICR (magnetics increate redder)

.د انپوټ هغه برخه ده چې په مقناطیسي ډول معلومات ثبتوي او بیرته وایی•

Mice
.په ډیجیټل اړوي اواز د انپوټ هغه برخه ده چې انلاک •
.انسان یی په غوږو اوري ديانلاک هغه سیکنل چې•

.ډیجیټل چې انسان یی په غوږو نه سي اوریداي 



LGHT PEN(لايت پين)

.فقط په ټچ سکرین کار کوي . یو قلم دي چي په واسطه یی موږ کولاي شو په کمپیوټر کې امضا وکړو•

WEBCAME (کیمره)
تر .استعمالووېیوه کوچني ډیجیټل کیمره ده چې په مونیټور باندي نصب کیږي او موږ یی په انټرنیټ کې د چاټ کولو په وخت ک•

.څو مقابل لوري ووینو



.2OUT PUT DEVICE PARTS

.د کمپیوټر د هغه برخي څخه عبارت ده چې د لاري یي ډاټا او نوري نتیجي موږ ته په لاس راکوي•



Screen سکرین

•Screen :سکرین د اوټ پوټ هغه برخه ده چې زموږ د کار نتیجه په پرده راشکاره کوي  .

Screen 

CRT 

Cathode Ray tub

LCD

Liquid Cristal 

Display

HD 3D Carve



Projector

احې ته پروجیکټور هم داسي کار کوي لکه مونیټور خو پرق یی په دي کې دي چې دا وه یوي سپینی س•
.ضرورت لري او تر مونیټور ښه کار کوي په بیه کې هم تر مونیټور کران دي 



...ادامه

Types of Projector 

➢LCD
➢MULTIMEDIA
➢HD MULTIMEDIA
➢3D

projector company 

✓SONY
✓EPSON
✓BIRD
✓PANASONICE



Printerپرینټر

.پرینټر هغه ماشین دي چې سافټ کاپي په هارډ کاپي بدلوي•

ږ ورته د پرینټر په ذریعه موږ کولای سو چي د کمپیوټر د ذخیرې څخه هغه لیکل سوي معلومات چي مو•
.ضرورت لرو پخپله کاغذ ته انتقال کړو



د پرینټر ډولونه 
•(Deskjet Printer) .1ډیسک جیټ پرینټر

ي خلک د•
ي د پرینټ کولو نه وروسته شه نتیجه لري یعن  دې نتیجه ښه بولي دا هغه پرینټ ر دی کوم چ 

ي وال نه لري لیکل ددې پرینټ ر پرین.مګر په دغه کي تور او سپی   او رنګی   رنګونه هم اچول کټ  ږ ټ تټ  
.کوي( پرینټ)اپ چباندي په ډیر کم سرعت سره کاغذ پهیا کومه بله ډیټا یا معلومات یا عکسونه



...د پرینټر ډولونه ادامه 
•(Dot Matrix Printers) .2 ډاټ میټریکس پرینټر

ي د لکهدیسویجوړ شکلداسي پهپرینټ ر دغه• ر
،ټایپسن  ي د ماشی   ر

دیځکهشانپهنماشټایپسن 
ي  یکسډاټد چ  ي کومويتړانګهیو داسي کي پرینټ ر میټ ر ي پهچ  ر

ي يو کي ټایپسن 
ي ددېصرفیعن 

تړاګ 
ي د شکل ر

ي لهکهر ويسویوهلرنګتور تړانګههغهپهاو ديشانپهماشی   ټایپسن  چاپپرینټ ر چ 
ي کوي

وعپرینټیعن  يسرر ي توريد هغهنو کټ  ږ
لیکنهنو کويپرینټللیکبانديکاغذ پهلانديتړانګ 

ونو هغهپهويکمډیر مصرفرنګد پرینټ ر ډولددا .کويغورهشکلننوتلي بانديصفحهپه دفټ 
ياستفادهڅخهپرینټ ر دديکي  .بیلونهټلیفوند یلونهببرقد لکهورکويعتبارنهتهپریڼتچ   کټ  ږ



...د پرینټر ډولونه ادامه 
•Laser Printer.3 لیزر پرینټر

ي خپل کار • ي موږ کولای سو چ  ي کوم وکړو په دغه پژر دا هغه پرینټ ر دی د کوم په ذریعه چ  ر کي چ 
رینټ 

ر کي یو ګول پایپ
ي هغه د تورو پوډرو په شان وي په دغه پرینټ  وي دغه پایپ ته ډرم رنګ استعمالټ  ږ

ي نو ددې ډرم پ وع کټ  ږ ي پرینټ سرر ي موږ پرینټ کوو یا کله چ  ي هر کله چ  يویل کټ  ږ تر . ه مرسته کټ  ږ
ي په یو رنګ باندي په یوه دقیقه کي  ر هم شته چ  صفح  چاپ کول سي ۲۰۰اوسه پوري داسي لټ  

ي دا په یوه ساعت کي  .صفح  جوړوي۱۲۰۰۰چ 

ۍ لخوا په • ر پرینټ ر د ایکسروکس مشهوري کمپن  م کال کي بازار ته وړاندي سو ۱۹۷۱په نړۍ کي لټ  
ر په عنوان د آی بی ایم په ماډل 

ۍ لټ   کي بازار ته وړاندي شو ۱۹۷۶په ۳۸۰۰ورپسي آی بی ایم کمپن 
رپرینټ ر په  ۍ له طرفه داسي ۱۹۸۴د کمپیوټرونو د عام استعمال لپاره په لټ   م کال کيد ایچ ب  کمپن 

ي ب  ب  ایم  ي ۸پرینټ ر وړاندي سو چ 
وو ( پېجس پر مینټ۸)یعن 



...د پرینټر ډولونه ادامه 
•PLOTTER .4 

انو له پاره• يپلوټر هم د پرینټ ر په شکل سره یو ماشی   دي چ   د غټو لوحو او بیټ  .کارول کټ  ږ



SPEAKER 

.تل ديسپیکرونه هم د اوټ پوټ له جملي څخه دي چې اصلی وظیفه یي دکمپیوټر او یا نورو آلو څخه ژغ رایس•



۲STORAGE DEVICES PART

•Storage (حافظه)

.د کمپیوټر هغه برخه چې په هغه کې زموږ معلومات  ذخیره کیږي عبارت د حافظی څخه ده •



.په دوه برخو ویشل شوي دي حافظه 

Storage 

Primary storage 

موقتي حافظه 

Secondary storage

دایمي حافظه 



1. Primary storage  موقتي حافظه
سره وصل processorژر ذخیره کیږي او مستقیم د  .هغه حافظي ته ویل کیږي چې ډاټا د لنډ وخت لپاره ذخیره کوي

.په دوه ډوله دي چې په لاندې ډول سره دي.دي

RAM = Random access memory

Rom = read only memory 
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2. Secondary storage   دایمي حافظه
.ه ديچي په لاندې ډول سر . هغه حافظي ته ویل کیږي چې معلومات د دایم لپاره  ذخیره کوي او په دوه ډوله ویشل کیږي
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Secondary storage 

دایمي حافظه 

Internal storage 

داخلي حافظه 

HDD 

Hard drive disk 

External storage 

خارجي حافظه 

Flash 

Memory (SD)

CD/D.V.D



د ډاټا د اندازه کولو واحدات 
او په کیبورد کی د یو حروف . سره بایټ۱بیټه مساوی کیږي په ۱۰۲۴چې . څخه شروع کیږيد بیټ د •

.بیټه ۸اندازه مساوي کیږي په 

•1024 BIT=1byt

•1024 Byt=1KB

•1024 KB = 1MB

•1024 MB =1GB

•1024 GB =1TB

•1024 TB = 1 HB 



هارډیسک
ه کولاي ش• ي ذخیر  

ې زموږ معلومات موږ د دایم لپاره پګښ  .ود کمپیوټر هغه برخه ده چ 

ي د کمپیوټر په سی• ي د کمپیوټر زیرمه تون کوم چ 
ب شوی وي د یو کي نص.پ  .هارډیسک یعن 

ي .مفروضاتو او معلوماتو د خوندي ساتلو لپاره استعمالیر ږ

اع په •  نو ډیر په۱۹۵۰د هارډیسک اخیر
 

ي هارډیسک منځ ته راغ یو لوی م کال کي سوې ده کله چ 
ي او ۲۰۰۵اینچه و مګر ډیر کم ځای پي درلود د ۲۶سایز کي و تقریبا  م کال په اوږدو کي د هیټاچ 

ۍ مارکیټ ته  .چ  پ  واوایستل ۵۰۰چ  پ  او ۷۰۰سیګاټ کمپن 



.په هر هارډیسک کې لاندی مواد شته 

NIDLE :نیډل ستن ته وايي چي په هارډیسک کې په فلاټ پرته وي.
PLATE :په هارډیسک کي کردي پيتي ته وايی.
TRACK :د فالاټ یوي برخي ته ټریک واي.

CLASTER :د ټریک یوي برخي ته کلسټر وايي.
.څرخي RPM 7200د هارډیسک کلسټر یو دوران 



FLASH (PEN DRIVE)فلښ

چې ډیر دا یو بل ښه خاصیت لري. دا هم ده حافظي پرمختللی برخه ده چې زموږ ډاټا پکښي زیرمه کیږي •
.لريپه اسانی د یوه ځاي څخه بل ځاي ته د وړلو قابلیت



CD / DVD ډی وي ډي/ سی ډي

ډي وي ډی د حافظي یوه برخه ده چي په دي کې هم موږ کولاي شو چې ډاټا پکښي مسی ډي او یا ه•
.  ذخیره کړو



.دسي ډي او ډی وی ډی تر منځ توپیر

CD = 700 MB FILM MP4

DVD = 4.8 GB FILM IS COMLET AND FULL HD

Blu-Ray = 64 GB Full HD 



CD ROOM

.وري رسوي هغه ساحي ته ویل کیږي چې د سي ډي او کمپیوټر تر منځ اړیکي ټینکوي او د سی ډي معلومات تر کمپیوټر پ•

.د سی ډی او ډی ویډی ځینی اصطلاحات 

•CD –R د هارډیسک اصطلاحات دي

•CD + Rهم یی ثبتوي او هم یی وايي.

•CD-RW هم یي وایي او هم یي ثبتوي.



Software . 1(    پوستغالي)سافټویر

.سافټویر د کمپیوټر هغه برخه ده چې لیدل کیږي خو لمس کیږي نه ، یعني یوازي د لیدلو قابلیت لري:تعریف 

:برخي یي په لاندې ډول سره دي

.1Programing software

.2System software

.3Application software
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1. Programming Software
ه به د او د هغه پروګرامون.هغه سافټویرونو ته ویل کیږي چې د کمپیوټر لپاره نورپروګرامونه جوړوي

.کارکوونکي په خوښه کار کوي

50



2. system Software
دا هم په لاندې ډول .کمپیوټر په سیسټم پوري مربوط وي هغه سافټویرونو ته ویل کیږي چې د: تعریف
software's ( os , utilities ,startup)-:لکه : سره دي

➢Os :خپله وینډوز دي .هغه سافټویردي چې دکمپوټرنور سافټویرونه په کنټرولیږي

.ددغه پروکرامو ډولونه په لاندی ډول دی 

Linux             3 Dos               4 Windows ۲Unix۱
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OS (Operating Software)

•۱Linux : دا سافټویرونه مخکی په
ورو غټوشرکتو کی استعمالیدی خو اوس په سر 

ور کی استفاده ځینی کیږی اوس خلک وه سر 
ا ده کمپیوټر ته دغه ورانسټالوی ګټه یی د

چی دا ډیر سپک دی بله ګټه یی داده چی 
فظه لږ غواړي او بله ګټه یی هم داده چیاح

شو دا د انټرنیټ څخه موږ مفت ترلاسه کولای
.  شو یعنی په کمه بیه یی موږ ترلاسه کولای

•۲: Unix  کتو دا سافټویرونه مخکی په غټوشر
کی استعمالیدی خو اوس په سرورو کی 

استفاده ځینی کیږی اوس خلک وه سرور 
ا ده کمپیوټر ته دغه ورانسټالوی ګټه یی د

چی دا ډیر سپک دی بله ګټه یی داده چی 
حفظه لږ غواړي او بله ګټه یی هم داده چی

شو دا د انټرنیټ څخه موږ مفت ترلاسه کولای
د . شو یعنی په کمه بیه یی موږ ترلاسه کولای

.لینکس سره هیڅ فرق نه کوی 



OS (Operating Software)

•۳Dos:یسټم دا سافټویر ډیسک افریټینک س
ی دی یعنی ددی کار ټوله په کوډ سره دی دد
تاوان دادی چي بغیر له کوډه څوک کار نه 

ه سی پکښی کولای او کرافیکس یی هم ن
درلودی ویډیو اډیو هم کار نه پکښی کوی
وو خلک ډیر ورسره په تنک وه دا سی کار یی

.کی چي څوک کار کوی  cmdلکه په 

•۴Windows : بیاMicrosoft  کمپنی
ټ وینډوز جوړ کړ ددی کمپنی مشر بیلکی

د وینډوز ډیر ښه خاصیت دادی چی. نومیږی
سیسټم لری دا معنا  GUIدا 

Graphical User interface   یعنی صفحه
یکی یی رنګه ده او د کمپیوټر او یوزر تر منځ اړ

 Dataڅیړی او بل خاصیت یی دادی چی 
Management لری یعنی ډاټا ته خپل په

.خوښه پکښی ځای په ځای کولای سی 



.د وینډوز ډولونه په لاندې ډول سره دي
•windows98

•windows 2000

•windows 2003

•windows me

•windows Xp

•windows Vista

•windows Seven

•windows Eight 

•windows 10 



.نسوکله چی موږ وینډوز رانیسو لاندی خصوصیات باید په نظر کی و 

•۱windows 7 enterprise  : دا د غټو شرکتو لپاره کارول کیږی.

•۲windows 7 Ultimate  : ه لری الټیمیټ خپله د مکمل په معنا دی یعنی دا وینډوز ټوله شیان پور
.یعنی میډیا پلیرونه او دا سی نور ټوله شیان مکمله لری .

•۳windows 7 Professional  : خپله د مسلکی په معنا دی  د کورونو لپاره کارول کیږی  .

•۴windows 7 Home Premium   : دا هم د کورونو لپاره کارول کیږی.

.دا وینډوزونه بیا په دوه ډوله دی 

۱32 bit۲64 bit



.د وینډوز د بیټونو تر منځ ټوپیر په لاندې ډول سره دي

64 bits 
.ور انسټال شی۶۴که کمپوټر قوی وی باید ۱•

وی که چیری کم  ۲Gbباید د کمپیوټر ریم ۲•
.سی  کار نه کوی 

څخه یی هارډیسک کم نه وی  ۲۰Gbباید د ۳•

32 bits
ور انسټال ۳۲که کمپیوټر کمزوره وی باید ۱•

.شی 

وی که چیری کم  ۱Gbباید د کمپیوټر ریم ۲•
.سی  کار نه کوی 

څخه یی هارډیسک کم نه وی  ۱۶Gbباید د ۳•



3. Application Software
کر ډولونه یي ډیر دي خو لږیی دلته ذ .کارکوونکي په خوښه کارکويهغه سافټویرونو ته ویل کیږي چې د

:لکه.کوو

word processing چې عمومآ د کتابت لپاره کارول کیږي.

Spread sheet  :هغه دي چې د محاسبي لپاره کارول کيږي.

Data base  :هغه دي چې د معلوماتو د ذخیري لپاره کارول کیږي  .

....او داسي نور 
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دوهم فصل 
.د وینډوز لنډه پیژندګلوي



 Windowsوینډوز 
جولاي کې جوړ ۲۰۰۹،۲۲یو اوپریټینک سیسټم دي چې د مایکروسافټ د کمپنۍ له خوا په ۷وینډوز •

د ۷همدا راز وینډوز . نیټه وړاندي شو۲۲شوي دي او خلکوته هم د همدي کال د اوکټوبر د میاشتې په 
رونو کې د وینډوز ویسټا په خلاف د ښه ډیزاین لرونکي دي چې په ډسکټاپ ،لپټاپ او نوټ بوک کمپیوټ

.تجارتي او عادي کارونو لپاره ترې ګټه اخیستل کیږي



Start Menu
د په بټنې په پرس کولو یا په کیبورډ کې Start Menuد سټارټ مینو د خلاصولو لپاره د موس په وسیله د •

.ړوشارکټ په کارولو سره کولی شو سټارټ مینو راخلاصه کCtrl+Escوینډوز بټن په کیمانډلو او یا هم د 



MY COMPUTER (HOME)
، ډی وی ډی یا هارډیسک،فلش: د ماي کمپیوټر له لاري دخپل کمپيوټر ډیټا ته لاسرسي پيداکولي شو لکه •

شوي وي سی ډي او داسې نور همدارنګه هغه ډیوایس ته هم لاس رسی پیداکیږي چې د کمپيوټر سره وصل
...خارجي هارډیسک اونور: لکه



(Control Panel)



Action Center



Keyboard
.ددي کمانډپه مرسته د خپل کیبورډ په تنظیماتو کې بدلون راوستلای شو•



Mouse
.په اړه مختلفي ټاکنې کولی شو Mouseددې کمانډ په مرسته د •



Program and Futures 
خه کار ددي ځایه کولی شو چې هغه پروګرامونه چې موږ غواړو له کمپيوټر څخه لري کړو نو له دي ځایه څ•

Uninstall/ Changeپه هغه پروګرام باندي کلیک کو چې موږ یی غواړو نو یا بیا دهغه څخه . اخلو 
.انتخابوو



Power Option
د کار په وخت نوموړي کمانډ زموږ سره دبرق او قوې په ویشلو کې مرسته کوي لکه هغه برق چې کمپیوټر یې په عادي حالت ،•

.په حالت کې مصرف او منظموي Sleepاویا هم د 

درې قسمه پلان د وینډوز لخوا دقوې اوبرق د مصرف لپاره معرفې شوې دي ، چې عبارت دي له •

•۱Balanced

•۲Power Saver

•۳High Performance



Task Bar and Start Menu
ښکاره او ځیني  Itemsکې ځینې Start Menuاو  Taskbarددي کمانډ له لاري پخپله خوښه په •

.په اړه مختلفي ټاکنې کولی شي Taskbarاو  Start Menuپټولی شي او یا د 



Fonts
.تخابوود خط هغه ډیزاینون ته ویل کیږي چې د مختلفو موضوعاتو د لیکلو په وخت یې موږ د خپل خط د شکلا لپا ره ان•



Windows Mobility Center:
.یږيداکمانډ د کمپیوټر د روښانتیا ،والیم کنټرول ،پاوراپشن او ځینې نورو موضوعاتو د تنظیم لپاره استعمال•

.په لاندې ډول ترې یادونه کوو•



Personalization
.دکمپيوټر د صفحې لپاره تصاویر ،اواز،رنګ او سکرین سیور انتخابولی شو•



Date and Time
.د خپل کمپیوتر ساعت ،تاریخ او ټایم زون منظمولی شو•



Auto Play
حالت کې Defaultد ځینو سافټویرونو ،ډیواسو ، ګیمونو،سی ډی ،ډي وی ډی او تصاویرو د خلاصون په •

.کمپيوټر ته داخل شی، نو څه ډول دي راخلاص شي  ( Device)یعني که اړونده . راوستلی شو 



Trouble Shooting
.د کمپیوټرونو د عمومي او عادي مشکلاتو د حل لپاره ترې استفاده کوو•



Default Programs
:الوو لکه ددي کمانډ په وسیله د خپلي وینډو لپاره ځیني پروګرامونه د اصلي پروګرامونو په حیث فع•

Photo, Paling Music, Internet Browsing, Editingاو نور...



Bit Locker Drive Encryption
ه چي زموږ د کمپیوټر په ډرایونو کي پرته وي، قفل او پDataپه مرسته ټول هغه فایلونه او Bit Lockerد •

 External Hardاو USB Flash Driveپه ذریعه Bit Lockerهمدارنګه د . حفاظت کي راولو
Drivesپه حفاظت کي ساتو او ورته پاسورډ هم ورکولی سو.



User Account
و د هر شخص د یوزراکاونټ په وسیله زیات کسان کولی سي چي له یو واحد کمپیوټر څخه ګټه پورته کړي ا•

...لرونکی وي لکه سکرین سیور، ډیسکټاپ بک ګراونډ او نورSettingاکاوڼټ به د بیل 
تغیرات همدارنګه یوزراکاونټ دا هم کنټرولوي چي کوم پروګرامونه او فایلونه دي استعمال کړي او کوم

.دي په کمپیوټر کي راولي

.موږ په دري ډوله اکاونټ جوړولاي شو•

•۱Standard Accounts

•۲Administrator Account 

•۳Guest Account 



Region and Language
.د خپل کمپیوټر اعداد، تاریخ، ساعت او ژبه پخپله خوښه ترتیبولی شئ•



Device Manager
سافټویر انسټالولی شو، Driverله لاري د خپل کمپیوټر د هارډویر سټینګ او Device Managerد •

له لاري Manageد My Computerاو هم د Administrative Toolsنوموړی کمانډ موږ د 
.راخلاصولی شو



Folder Option
.ددې کمانډ په ذریعه په پخپله خوشه مو فایلونه او فولډرونه ښکاره کولی شئ•



System
.شوپه لنډه توګه له دې ځایه د کمپیوټر په اړه عمومي معلومات او نور ځیني کارونه ترسره کولی•



Sound
.برابرولی شيSettingددې کمانډ په وسیله د خپل کمپیوټر د آواز •



دریم فصل
د مایکروسافټ او د مایکروسافټ د 

.يځینو پروګرامونو لنډه پيژندګلو 



مایکروسافټ کمپني او په اړه یي معلومات
یوټرکمپدتولیداصليکمپنيددي.شوهجوړهلخوامحصلینوتنودوودپوهنتونامریکادکې(م۱۹۷۵)پهکمپنيدا•

Bill.ديپرزيکمپيوټرداوسخووهپروګرامونه GATES WILLIAM HENNERY & PAUL ALLENنوموړيد.دي
.لريډولونهلانديچېدي(فکیجافیسسافټمایکرو)دهمیوڅخهتولیددپروکرامونودکمپیوتردکمپني

NO YEAR RELEASED NAME VERSION

1 1995 OFFICE 1995 FOR WIN 95 7.0

2 1997 OFFICE 1997 FOR WIN97 8.0

3 1998 OFFICE 1998 FOR WIN98 8.5

4 1999 OFFICE 2000 FOR WIN2000 9.0

5 2001 OFFICE 2002 FOR WIN2002(XP) 10.0

6 2003 OFFICE 2003 FOR WIN2003(PROF) 11.0

7 2006 OFFICE 2007FOR WIN7 12.0

8 2010 OFFICE 2010 FOR WIN8/VISTA 14.0

9 2013 OFFICE 2013 FOR WIN8/VISTA 15.0

10 2016 OFFICE 2016 FOR WIN 8/10 16.0

11 2019 OFFICE 2019 FOR WIN 10 19.0



Microsoft Word
Microsoft Word (or simply Word) is a word processor developed by Microsoft. This application 
program is mainly used to write books, notes, reports and etc.
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How to open the Word program?

•Press the window 

•Choose the word icon

•Click or press Enter Key
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Startup Screen 
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Inter face Screen 



The File menu

•New: To open a new file

•Open: To open a saved file

•Save & Save As: To Save or store a file in a directory

•Print: To print a document or file

•Share: To share a saved or new file in Online Base

•Export: To save of write a file on other disk

•Close: To close a file

•Account: To active the word program

•Options: To change and manage the commands
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Microsoft Word
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Home Tab

•Home Tab

➢Clipboard

➢Fonts

➢Paragraph

➢Styles

➢Editing

The Home Tab is by far the most important Tab in Microsoft Word. The Home Tab

contains all the commands that are used most often. These include formatting

commands like changing text size, font style, font color, list types, and clipboard

functionality like Cut, Copy and Paste.
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•Paste: To put cut or copied part in a new place.

•Cut: To cut/remove selected part of a paragraph.

•Copy: To duplicate the selected part of a paragraph.

•Forma Painter: To change the format style and color of 

selected part.

Clipboard
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Font

It helps you change document settings like font size, adding bullets, adjusting 

styles and many other common features.
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Font

•Text Type, style and size

•Font color

•Underline style and color

•Effects

•Set as default

•Text effects
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Paragraph

These commands are used to apply bullets/numbering or change the direction of 

writing, fixing of aligns, space between lines and add or remove columns.
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Paragraph

•General

•Indentation

•Spacing

•Line and page breaks

103



Styles and Editing

These commands are used to apply and change the styles of headings and subtitles.

The Editing commands are used to Find, Replace and Selection styles of a word or 

sentence.
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Insert Tab

This Tab is used to insert different features such as tables, pictures, 

clip art, shapes, charts, page numbers, word art, headers, and 

footers into a document. The slides below describes each of the 

groups and buttons available on this tab.
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Pages and Tables

•Cover Page: This button can be used to insert a pre-formatted cover 

page for a document. The information that is to appear on the page 

is filled in after the page is created.

•Blank Page: To insert a new blank page for a document at the cursor 

position, click this button.

•Page Break: Click this button to end a page at the current cursor 

position and start a new page.

•Tables: This button is used to insert a table into the document. A 

grid will appear that can be used to create the table
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Illustrations

•Pictures: To insert a picture from a file on the computer into the document.

•Online Pictures: Used to find and insert pictures from the Bing Image Search 

site. 

•Shapes: This button is used to insert ready-made shapes into a document.

•Smart Art: To insert a Smart Art graphic into the document, click this button.

•Chart: Use this feature to insert a bar, area, or line chart. 

•Screenshot: Is used to insert a picture of any window that is available on the 

desktop. 
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Add-ins and Media

•Store: Use this feature to insert an App into a document and use 

the Web to enhance the work. Apps need to be downloaded from 

the Office Store before they can be inserted into the document.

•Wikipedia: This feature is used to access Wikipedia content from 

Office. Using this feature will simplify the process of referencing 

text and images.

•Online Video: This feature is used to insert videos from a variety 

of sources.
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Links and Comments

•Hyperlink: To insert a link to items such as a Web page, another document, 

or an e-mail address, click this button. 

•Bookmark: Is used to create a bookmark. A bookmark is used to assign a 

name to a specific area within a document (hyperlink).

•Cross-reference: This button is used to refer to another area in a document 

(headings, figures, and tables).

•Comments: This feature can be used to insert a comment about a part of a 

document.
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Header & Footer

•Header: To insert text that appears at the top of each page of the document, click 

this button. A gallery of header styles and formats will appear. Click the heading 

style that is to be applied to insert it into the document

•Footer: This button is used to insert text that appears at the bottom of each page 

of the document. A gallery of footer styles and formats will appear. Click the 

footer style that is displayed to insert it into the document.

•Page Number: Click this button to insert a page number into the document. A list 

of page number locations will display.

110



Text

•Text Box: Text boxes are used to highlight text within a document.

•Quick Parts: Click this button to insert preformatted text, auto-text, document 

properties, and fields into a document.

•WordArt: To insert decorative text into the document, click this button.

•Drop Cap: To create a large capital letter at the beginning of a paragraph.

•Signature line: Is used to insert a digital signature line into a document.

•Date & Time: To insert the date and time into a document, click this button. 

•Objects: Use this button to insert an object such as an Excel Worksheet or an 

Excel Chart into the document.
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Symbols

•Equation: This button is used to insert a mathematical equation into a 

document. The equation tools ribbon will appear when the button is 

clicked. This ribbon is used to create the equation. A list of common 

equations is also available. 

•Symbol: Symbol Click this button to insert a symbol such as a copyright or 

trademark into the document.
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Design Tab

This tab is used to make changes to the design of a Word document, such as changing 

the document theme or the font for the whole document. It is also possible to add a 

Page Border or Watermark to the document or to apply a Color to the page.
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•Themes Gallery: This button is used to change the overall design of the 

document, including colors, fonts, and effects. 

•Style Set Gallery: Use the Style Set Gallery to quickly change the look of a 

document. These sets change the font and paragraph properties of the entire 

document. 

•Colors: To change the colors for the selected theme, click this button. A 

gallery of different theme colors will display. 

•Fonts: Click this button to change the font for the entire document. A gallery 

of different fonts will display. 

•Paragraph Spacing Select this option to change the line and paragraph 

spacing for an entire document. It is possible to select between predefined 

values or to specify your own. 
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•Effects: To change the general look of objects in a document, click this button. A 

gallery of different theme effects will appear. 

•Set as Default: Use this option to save the changes made to the document so that 

when a new blank document is created the document will look like the options 

specified.   

•Watermark: To insert an image or text in the background of a document, click this 

button. A gallery of possible watermarks will display. 

•Page Color: Click this button to apply a background color to a document. Move the 

mouse pointer over each item to see a Live Preview of the color before selecting the 

item. 

•Page Borders This button is used to apply a border around each page of a document or 

to a selected page. When this button is clicked, the Borders and Shading dialog box 

will appear with the Page Border tab selected. 
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Page color, page border & Water Mark
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Layout Tab

This tab is used to make changes to the layout of a page within a Word 

document such as orientation, margins, page breaks, and page borders. 
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•Margins: This button is used to change the margins for a document. A list of 

possible margins will display. Click the Custom Margins link to apply custom 

settings for the margins. 

•Orientation: To change the orientation of a document from portrait to 

landscape, click this button.

•Size: Click this button to change the size of the paper that will be used for the 

document. A list of different paper sizes will appear. Click the More Paper 

Sizes link to specify a size that is not in the list. 

•Columns: To apply column formatting to a document, click this button. A 

gallery of different column formats will appear. Select from one of the 

options in the list. Click the More Columns link to open the Columns dialog 

box.
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•Breaks: This button is used to insert page, column, and section breaks 

into a document. 

•Line Numbers: To number lines in a document, click this button. Line 

numbering can be continuous throughout the document or can be re-

started with each page or each section of the document. 

•Hyphenation: This button is used to specify how hyphenation in a 

document should be applied. 

•Indent: This feature is used to apply a temporary right or left margin to 

a document. The size of the indent is specified by clicking the spinning 

arrow for each option. 
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•Left: To change the indent for the left margin, click the spinning arrows for 

this option. The indent will be applied to the whole paragraph, not parts of the 

paragraph. 

•Right: The spinner arrows for this button are used to apply a temporary right 

margin to a paragraph. 

•Spacing: To change the spacing before and after a paragraph, click this 

button. 

•Before: Click the spinning arrow to change the amount of spacing before a 

paragraph of text. 

•After: To change the spacing in increments of 6 after each paragraph in a 

document, click the spinning arrows for this option. The number six is equal to 

one-half of a blank line between paragraphs. 
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•Page Setup Dialog Box Launcher:

This button is located in the lower right 

corner of the Page Setup Group. It is 

used to open the Page Setup dialog box 

where Margins and other paragraph 

formatting options can be specified. 
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•Paragraph Settings Dialog Box Launcher: 

This button is located in the lower right 

corner of the Paragraph Group. It is used to 

open the Paragraph dialog box. In this box 

it is possible to specify the amount of 

spacing between paragraphs and how to 

break paragraphs in a document.
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•Position: When a graphic image, WordArt, or a text box has been inserted into a 

document, this button is used to select the position of the object on the page. 

•Wrap Text: This button is used to specify how text will wrap around an object.

•Bring Forward: When one object has been placed on top of another one, this option 

is used to bring the bottom one to the front of the other one. 

•Send Backward: To place an object placed on top of another one in the back, click 

this button.

•Selection Pane:  Align Click this button to align a group of selected objects to the 

left, right, top, or bottom. 

•Group: This button is used to group objects together so that they can be treated as 

a single object. 

•Rotate: To rotate or flip an object, click this button. 
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Reference Tab

This tab is used to insert reference elements, such as a table of contents, into a document. 

Here you can manually enter references and refer to them in the text and create a bibliography

in the most common styles (APA, Harvard, MLA, etc). 

The built-in function in Word is suitable if you have a limited number of references and if you 

don't need to have access to your references from multiple computers.
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• Table of Contents: A gallery of three different types of 

tables will display. The automatic tables use the Heading 1 

to 3 styles to create the table. Click the Custom Table of 

Contents link to display additional options for creating a 

Table of Contents. 

• Add Text: Click this button to include the current heading in 

the table of contents. 

• Update Table: This button is used to update the page

numbers or the entire table of contents. 
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• Insert Footnote: To create a footnote within a document, click 

this button. A footnote will appear at the end of the page. 

• Insert Endnote: This button is used to insert an endnote into the 

document. Endnotes usually appear at the end of the document. 

• Next Footnote: Click this button to move through the footnote in 

the document. Click the arrow to move to the previous footnote 

or endnote. 

• Show Notes: This button is used to scroll through a document to 

find the location for the footnotes and endnotes. 
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• Insert Citation: To cite a book, journal article, or other article 

as a source for information used in a document, click this 

button. The citation can be created from selected text or can 

be typed into the document. 

• Manage Sources Click this button to view a list of all the 

citations in the document. 

• Style: This button is used to select the style for the citation. 

Several styles are listed such as APA, MLA, and Turabian. 

• Bibliography: To add a bibliography (list of all the sources) 

into a document, click this button. 
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• Insert Caption: Click this button to insert a caption for a 

picture or other image, a shape, or a table. 

• Insert Table of Figures: To insert a table (list) of all the figures 

in the document, click this button. 

• Update Table: Click this button to update the table of figures 

so that all the figures are included in the list. 

• Cross-reference: This button is used to insert a cross-

reference to headings, a figure, or a table within a document. 

By default, cross references are inserted as hyperlinks.
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• Mark Entry: Use this button to mark an entry for the selected 

text so that it will appear in the index for the document. 

• Insert Index: This button is used to insert the index into the 

document. The index is a list of keywords within a document. 

The page numbers are inserted along with the keywords. 

• Update Index: To update the index so that the page numbers 

for each entry are accurate, click this button. 
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• Mark Citation: Click this button to add the selected text as an 

entry in the table of authorities. 

• Insert Table of Authorities: To insert the table of authorities 

into a document, click this button. A table of authorities lists 

the cases, statutes, and other authorities cited in the document. 

• Update Table: This button is used to update the table of 

authorities so that the entries and page numbers are all 

included. 
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Mailings Tab 

This tab Is used for the mail some things and we can makes Here 
Label , Envelops , ID Card , Mail And Some thing.



Review Tab

Review it mean practice by over Document  we can check here over spellings and Grammar Mastic , we can take a 
Comment And We can Allow to Track Chang in Over Document . 



View Tab

View it mean to look over Document And we can view over Document like Such as Read Mode, 
Print Layout ,Web Layout, Learning Tools , Ruler, Zoom Tools And ETC
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Microsoft Excel 2016 
•Excel: پــه لغت کښی له حــدڅخه لــوړیدوته وایـی.

•Excel:داعدادو اوارقاموجلا کوونکی اویوحسابی پروګرام دی چی له دفتری پروګرامــونوڅخه ګڼل کیږی.

ساب،چوکاټ پروګرام هغه معیارونه اوساده لاری دکمپیوټرګټه اخیستونکوته په ګوته کـوی ترڅوله هغوڅخه په ح Excelد•
.په جوړولوکی تـری  استفاده وکـــــړیdatabaseجوړونی اوځنی وختونه د



Startup Screen 



Inter Face Of Ms. Excel 



File Menu 

New: To open a new file

Open: To open a saved file

Save & Save As: To Save or store a file in a directory

Print: To print a workbook or file

Share: To share a saved or new file in Online Base

Export: To save of write a file on other disk

Close: To close a file

Account: To active the word program

Options: To change and manage the commands



Home Tab Of Excel 

We can Make Text Bold And Decrease and we can change here fonts style we 
can change Alignment Of Fonts   We Can Take the Data type to over text we 
can take here Conditional Formatting and Format as table  and Also we can 
Delete cell here .



New in Excel 2016
Column

Cell

Row

Table



Excel Insert  Tab

This Tab is used to insert different features such as tables, 
pictures, shapes, charts, page numbers, word art, headers, and 
footers into a Workbook. 



Page Layout Tab

This tab is used to make changes to the layout of a page within a Word 
document such as orientation, margins, page breaks, and page
borders. 



Formulas Tab

We can take formulas here 



Data Tab

We Can Import And Export The Data  And We Can Apply 
the Filter In over Data , we can Make here Consolidate 



Review Tab

Review it mean practice by over Document  we can check here 
over spellings and Grammar Mastic , we can take a Comment 
And We can Allow to Track Chang in Over Document . 



Excel View Tab

View it mean to look over workbook And we can view over workbook like 
Such as Normal Mode, Page Break Preview Mode , Ruler, Zoom Tools And 
ETC



پنځم فصل
مایګروسافټ پاورپواینټ

2016



Microsoft Power Point

PowerPoint is a slideshow presentation program that's part of the 

Microsoft office suite of tools. PowerPoint makes it easy to create, 

collaborate, and present your ideas in dynamic, visually compelling 

ways.
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Startup Screen
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Open
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Home Tab
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• Changing Fonts

• Cutting and pasting text and images

• Changing paragraph formats

• Drawing objects

• Editing text



Slides 

• New Slide: This is use button to insert a new slide into the 

presentation.

• Layouts: To apply it to the current slide; the slide where the 

insertion point is located.

• This button is used to Reset the slide position, size, and 

formatting to its default value.

• Use this button to organize the slides in a presentation into 

sections.
154



Paragraph 

• Add/Remove Column: Click this button to split the text in the 

slide to two or more columns. 

• Text Direction: To change the orientation of text to vertical or 

stacked, also possible to rotate the text using this button. 

• Align Text: This button is used to specify how text is aligned 

vertically in the text box. The default options are top, bottom, 

and middle. 

• Insert Smart Art Graphic: When this button is clicked, the 

selected bullet items are converted to a Smart Art graphic. 
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Drawing

• Shapes Gallery: To insert different shapes such as rectangles, triangles, and circles into a slide. 

• Arrange: To arrange objects on the slide by changing the order, position, and rotation. A list of 

different options will appear when the button is clicked.

• Quick Styles: Use this button to apply a visual style to the shape or text. 

• Shape Fill: To change the fill color for the selected shape. 

• Shape Outline: To apply different outline colors and options to the selected shape will appear. 

• Shape Effects: To apply shadows or other effects to a shape. 
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Insert Tab

The Insert Tab is used to insert different features such as slide, tables, pictures, clip art, 

shapes, charts, slide numbers, word art, headers, and footers into a presentation. 

The below slides describe each of the groups and buttons available on this tab. 
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Slides, Tables and Images

• New Slide: This button is used to insert a new slide into the 

presentation. 

• To insert a slide with a different layout, click the arrow at the 

bottom of the button.

• Tables: This button is used to insert a table into a slide. 

• Images: To insert a picture from a file into the slide, click this 

button. This dialog box is used to select the picture

• Photo Album To create a presentation based on a set of 

pictures, click this button
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Illustrations, Add-ins, Links & Comments

• Shapes: This button is used to insert different shapes into a slide. 

• Smart Art: To insert a Smart Art graphic into a slide.

• Chart: Click this button to display the Insert Chart dialog box.

• Store: These features allows you to find add-ins at the Office Store.

• Hyperlink: To insert a link to items such as a Web page, another document, or an email address.

• Action: When some type of actions such as creating a hyperlink to an object or inserting a sound is to be 

specified, click this button.

• Comments: Use this feature to add a note about a portion of the presentation. 
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Text 
Text boxes are used to highlight text within a presentation. Click this button to display a 

gallery of different types of text boxes. 

Header & Footer: This button is used to insert a header or footer into the presentation or 

for handouts. 

WordArt: This button to insert decorative text into a slide. When the button is clicked, a 

gallery of Word Art styles will be displayed. 

Date and Time: To insert the date and time into the current presentation, click this 

button.

Slide Number: Click this button to insert the slide number into the slide. The slide number 

reflects the position of the slide.

Object: Use this button to insert an object such as an Excel Worksheet or an Excel Chart 

into the presentation. 160
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Symbols & Media

Equation: To insert common mathematical equations into a slide, click this button.

Symbol: This button is used to insert symbols that are not on the keyboard into the 

document. 

Video: This button is used to insert a video clip into a presentation slide. Videos can be 

inserted from the Web, Facebook, or from a file that is stored in a folder on the computer. 

Audio: To insert a sound or recording into a presentation, click this button. Sound can be 

inserted from Office.com, or a file on the computer. 

Screen Recording: This feature can be used to record the computer screen and related 

audio before inserting the recording onto a slide.
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Design Tab

162

• Using Template Designs

• Changing Slide Background Color

• Design New Slides

• To make changes to the Slide Size



Themes

• Move the mouse pointer over each of the designs to see a Live Preview. Click 

the design to apply it to the presentation. 

• To access additional themes, click the arrows at the end of the Styles Gallery. 

• To display all the designs, click the More button in the lower right corner of 

the gallery. 
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Variants 

• Variants Gallery: Once a theme has been chosen for a presentation this area is used to 

select different colors, fonts, and effects for the theme. 

• Colors: This option is used to change the colors for the selected theme. 

• Fonts: When this option is selected, a list of available theme fonts will be displayed. To 

access this option, click the More button in the Variants Gallery. 

• Effects: These are sets of lines and fill effects that can be applied to a theme in a 

presentation

• Background Styles: When the background for a slide needs to be changed, click this 

button. A gallery of different backgrounds will display. Click the Format Background link 

to open the Format Background Task Pane. 
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Customize 

• Slide Size: To change the slide from Standard to Widescreen, click this 

button. Select Custom Slide Size to make additional size changes, such 

as Portrait or Landscape. 

• Format Background: Use this button to open the Format Background 

Task Pane. This task pane is used to add background pictures to a slide 

or to apply other formatting features to the design of a presentation. 
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Transition Tab

This tab can be used to set slide transitions for the PowerPoint presentation. 

Transitions determine how the slides in the presentation will move from slide to 

slide. When the transition is selected, it is applied to the current slide. To apply a 

Transition to all the slides, click the Apply to All button in the Timing Group. 
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Transition to This Slide

• Preview: This option is used to display an animation or slide transition after it has been applied to a slide. 

• Transition Gallery: To select a transition effect for a slide or all the slides in the presentation, click one of the 

options in this group. There are three categories of transitions; Subtle, Exciting, and Dynamic Content. 

• Effect Options: Click this button to change to a variation of the selected transition. Variations are used to 

change the direction or other options for a transition. The options in this list change according to the 

Transition selected. 
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Timing 

• Sound: This option is used to add a sound to the Transition effect. 

• Duration: Click the spinner arrows for this option to specify how long the transition should play. 

• Apply to All: Use this option to apply the transition to all the slides in the presentation. When the transition is 

first selected, it is only applied to the selected slide. 

• Advance Slide: This option is used to determine how the slide is going to transition from one slide to the next. 

• On Mouse Click: To keep the slide from moving to the next slide until the mouse is clicked, use this option. 

• After: Select this option to move to a new slide after a specified number of seconds. 
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Animation Tab

This tab can be used to set animations for the PowerPoint presentation. 

Animations determine how the bullets, pictures, images, and other objects

will enter the slide during a presentation. 
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Animation 

• Preview: This option is used to display an animation or slide transition after it has been 

applied to a slide. 

• Animation Gallery: To select an animation effect for the selected element in a slide, click 

one of the options in this group. Click the More button in the bottom right corner of the 

gallery to view more options. 

• Effect Options: Click this button to apply additional effect options to the object, such as 

changing the direction of the animation. 
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Advanced Animation

• Add Animation: This is a method for adding additional animation to a slide object. 

The animation will be added after any animation already applied to the object. 

• Animation Pane: To open the Animation Pane, click this button. A list of animations 

that have been applied to the selected object will appear in the pane. 

• Trigger: This option is used to set a special start condition for an animation. The 

trigger can be set to have the animation start when another item is clicked or to 

have a media element play when the slide reaches a bookmark. 

• Animation Painter: Once an animation has been created, this button can be used to 

apply the same animation to other objects in the presentation. 
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Timing 

• Start (On Click): This option is used to specify when an animation should start to play. The options are On Click, 

With Previous, and After Previous. 

• Duration: Click the spinner arrows for this option to specify how long the animation should play. 

• Delay: Use this option to specify how many seconds to wait before the animation starts to play. 

• Reorder Animation: The two options below are used to determine the order of the animations in a selected slide. 

• Move Earlier: Click this option to move the animation so that it will play earlier than the current position. 

• Move Later: To move the animation to later in the presentation, click this option. 
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Slide Show Tab

This tab provides options for presenting the Slide Show to the audience. 

Narration for the show can be recorded. Decisions can be made as to where 

to start the presentation. In addition, custom shows can be created. 
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Start Slide Show

• From Beginning: Click this button to start the slide show at the first slide. This will start 

the show at the beginning even though the insertion point is not in the first slide. 

• From Current Slide: When the insertion point is in a different slide than the first one, 

clicking this button will start the show on the selected slide. 

• Present Online: This option is used to present a PowerPoint presentation on the Internet 

using the default presentation service. The viewers can watch the presentation through a 

Web browser. 

• Custom Slide Show: A custom slide show displays only selected slides. This option makes 

it possible to have several slide shows within the same presentation. 
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Set Up

• Set Up Slide Show: To set up advanced options for a presentation such as viewing the show on a kiosk. 

• Hide Slide: To hide a slide within the presentation, click this button. This means that the slide will not 

be shown during the presentation. 

• Rehearse Timings: This option is used to rehearse the timing for a presentation. These timings can be 

used when a presentation is a self-running show, such as when displaying it on a kiosk. 

• Record Slide Show: To record a narration to go with the slides in the presentation, click this button. 

The Record Narration dialog box will display where the options for recording can be set. 
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Monitors 

• Play Narrations: This option allows narrations and laser gestures to be played back during a slide show. 

• Use Timings: Click the check box for this option if the timings that were set up will be used during the 

presentation. 

• Show Media Controls: Select this option to have media controls for audio and video show when the mouse 

pointer is moved over an object during a slide show presentation. 

• Show Presentation On: Click the arrow for this option to choose whether to let PowerPoint chose the monitor to 

show the presentation on or to allow the presenter to select the monitor. 

• Use Presenter View: This option is used when a computer is connected to more than one monitor. 
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Review Tab

When working with PowerPoint, this tab is used to check the spelling in the 

presentation, to add comments to different slides within the presentation, and 

to protect the presentation so that others cannot make revisions. 

This document lists each of the groups and buttons on the ribbon for this tab.  
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Proofing, Insights & Language

• Spelling: To check the spelling in the presentation, click this button. The spell checker will check the whole 

presentation for spelling errors. 

• Thesaurus: This button is used to search for words that have the same or a similar meaning to the selected word.

• Smart Lookup: Use this button to learn more about selected text by seeing definitions, images, and other results from 

varions online sources.

• Translate: When this button is clicked, it is possible to translate the selected text into a different language. 

• Language: To display a list of different languages, click this button. This list can be used to change the language for 

the entire presentation. 
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Comments 

• New Comment: Click this button to add a comment to a slide. The Comment Task 

Pane will appear on the right side of the window. This is the area where the 

comment is input. 

• Delete: Use this button to delete a comment from the slide. 

• Previous:  This button is used to display a previous comment in a presentation. 

• Next: To display the next comment in the presentation, click this button. 

• Show Comments: This button is used to show the comments or to show the markups 

in the presentation. 
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Compare 

• Compare: To compare or combine two or more versions of a presentation at one time, click this button. 

• Accept: To accept a change in a presentation and move on to the next change, click this button. 

• Reject: Click this button to reject changes that have been made to a presentation. 

• Previous: To navigate to a previous revision in a presentation so that changes can be accepted or rejected, click this 

button. 

• Next: This button is used to navigate to the next revision in a presentation so that changes can be accepted or 

rejected. 

• Reviewing Pane: To show the changes in a presentation in a separate pane, click this option. 

• End Review: This button is used to end the current review and apply the current accept and reject decisions. 
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View Tab

When working with PowerPoint, this tab is used to view the presentation in 

different formats, it is also used to view more than one PowerPoint window 

at a time, or to decide whether to display the ruler within the window. 
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Presentation Views

• Normal: This is the default view for all PowerPoint presentations. In this view, the slide pane and 

thumbnails of the slides will be displayed. 

• Outline View: Click this button to view the presentation as an outline. The outline will appear in the 

frame to the left of the slide pane. 

• Slide Sorter: To view the slides as thumbnails, click this button. The slides will appear in columns 

and rows. This format makes it easy to rearrange the slides. 

• Notes Page: The slides appear at the top of the page and the speaker notes that have been entered 

for the presentation will show at the bottom of the page. 

• Reading View: This view is used to view the presentation as a slide show that fits within the 

window. 
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Master Views

• Slide Master: Click this button to change the design and layout of the slide masters. These 

masters are the ones that each slide in the presentation is based on. The changes affect what 

is displayed on all the slides with that layout in the presentation. Animations and transitions 

can be added in the slide master. The top, larger slide is used to change options for all the 

slides in the presentation no matter what the layout. 

• Handout Master: To change the design and layout of the printed handouts for a presentation, 

click this button. 

• Notes Master: This button is used to change the way the notes page is displayed and printed. 
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Show & Direction

• Ruler: To display the horizontal and vertical ruler in the PowerPoint window a check mark must appear in 

the check box for this option. 

• Gridlines: Click the check box for this option to display gridlines in a presentation. The gridlines are used 

to align objects on a slide. 

• Guides: Use this option to show adjustable drawing guides to which objects can be aligned on the slide. 

• Notes: Click this button to add speaker notes to a presentation. These notes can be used for quick 

reference during a presentation. 

• View Direction: To change the thumbnail from the left side to right side of the screen.
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Zoom & Color/Grayscale

• Zoom: To specify the zoom level for viewing the slide in the PowerPoint window, click this button. 

• Fit to Window: This button is used to zoom the presentation so that the slide fills the window.

• Color: To view the presentation in color, choose this option. This is the default option for viewing 

presentations. 

• Grayscale: This button is used to view the presentation in grayscale. Gray-scale shows the presentation in 

black and white with gray tones. 

• Black and White: When this option is chosen, the presentation will be shown in black and white without 

any gray tones. 
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Window & Macros

• New Window: To open a new PowerPoint window, click this button. 

• Arrange All: To tile the open windows on the screen side-by-side. 

• Cascade: Use this button to tile the open windows so that they overlap vertically on the screen. 

• Move Split: This option is used to move the splitters that separate the different sections of the window. 

• Switch Windows: Click this button to switch from one window to another window. 

• Macros: These are miniature programs that are used to perform specified tasks within a program (Ctrl + P). 
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شپږم فصل 
انټرنیټ او په اړه یي لنډ معلومات



Basics of Internet
General Information About Internet 
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What is internet?
1. Internet: is the global Computer Network (internet is the International    computers Network 

which is Span all  around the World)The Internet, sometimes called simply "the Net"  The word 
(term) of internet is taken from international Network

2. internet ( i in Lower Case Means networks of Few Computer)

3. Internet(I in upper Case Means network of hundred , and thousand of Computer)

4. Internet: is the a Huge (Large) Network of Millions Computers from all Around the World
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A Brief History of the Internet

1. In 1969, the US Department of Defense started a project to allow researchers 
and military personnel to communicate with each other in an emergency. The 
project was called ARPAnet and it is the foundation of the Internet.

2. Throughout the 1970's, what would later become the Internet was developed. 
While mostly military personnel and scientists used it in its early days, the 
advent of the World Wide Web in the early 1990's changed all that.

3. Today, the Internet is not owned or operated by any one entity. This worldwide 
computer network allows people to communicate and exchange information in 
new ways.
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Internet offers rich resources
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1.Information
• Web, web site, browser (IE, Firefox)
• Search engine (Google)

2. Communication
• E-mail, chat group, Internet telephone
• Instant messaging, social network (Myspace, Facebook), blog

3.  Commerce
• Online shopping

4.  Entertainment
• YouTube 

5. Job
Site offering jobs opportunity 



Internet Terms (terminologies)
1. Address Bar – an address bar is the top, long, white box into which you type the 

website address you want to visit

2. Online – a computer is connected to the Internet either by telephone or cable

3. Offline – you are using your computer, but it is not connected to the Internet

4. Social Networking – Using the Internet to discuss interests, meet new friends, 
share photographs, send messages and/or chat with people

5. URL – an address that you need to type to access a website. This usually begins 
with “www”. URL stands for Uniform Resource Locator

6. Web Site – a location on the Internet where a person or organization has put 
their information for people to use.

www.abc.edu.org
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7. Web Page – one page of a website.

8. Browsers : is used to open the web site (web pages) 

9. The Hand Cursor (Link): when we select any of the web site address so our curser 
will be changed in to Hand

10.Date transfer Rate: is the amount date that sent and receives 

11. Home page: first page of the website 

12. Client: A client is any computer on the network that requests services from 
another computer on the network.

13. Server: A server is a computer that receives requests from client computers, 
processes these requests, and sends the output to the respective client computers 
that had placed the requests.

14. Web Server: A Web server is a computer that is dedicated to provide Web 
services to clients on the Internet. Web services are often provided through Web 
sites that are hosted on a Web server that is accessed by a client. However, before 
the clients can access the site, it is preferable to register the domain name at a 
Domain Name Service
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Server 
Client 

1. Server Computer
2. Client Computer



15. ISP: is a company that provides internet connection for User..

16. Modem: To access the Internet, a user requires a hardware device called a 
modem. The word modem Taken from the words modulator and demodulator. A 
modem transmits data over telephone lines as analog signals and then converts 
them digital signals that can be interpreted by a computer.

17. Web Development: Web development is the process of creating Web pages for a 
Web site that will be hosted on the Internet

18. Site Hosting: To enable people to access your site, you need to host it. You can 
either host the site on your own Web server or you can buy space from a Web site–
hosting company

18. Access Methods: Access methods refer to the means of accessing sites on the 
Internet
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Accessing Internet Connection
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Modem connection 



19. Bandwidth: Bandwidth refers to the rate of data transfer over the Internet

20. Protocols: Protocols are a set of rules that are followed on a network to 
facilitate communication between two different computers on a network or 
different networks

21. absolute URL a URL that contains the full address, identifying the machine, 
directory, and file. For example, if a web page contains the link:

<a href=”http://www.IBM.Com/2010IBM/about_2010_IBM/”>

22. account: authorization to use a computer or any kind of computer service

23. add-in: a package providing additional features to a program

24. address book a facility in an e-mail program, chat program, or web browser for 
storing addresses of individuals or web sites
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Google 
Google: is a Search Engine where we can Search 

1. Books

2. Image 

3. Videos

4. Software's

5. …….
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History of google
Google

Technology company · google.com

Google Inc. is an American multinational technology company specializing in Internet-related 
services and products. These include online advertising technologies, search, cloud computing, 
and software.

Designated CEO: Sundar Pichai

CEO: Larry Page

Founded: September 4, 1998, Menlo Park, California, United States

Headquarters: Mountain View, California, United States

Founders: Larry Page, Sergey Brin
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http://www.google.com/
https://www.google.com.af/search?es_sm=93&q=google+designated+ceo&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk_S0slOttLPL0pPzMusSizJzM9D4VilpBZnpucllqSmKCSn5gMA1_mhAjsAAAA&sa=X&ved=0CIkBEOgTKAAwF2oVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=sundar+pichai&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk9S4gIxLdNTis1NtHSyk63084vSE_MyqxJLMvPzUDhWKanFmel5iSWpKQrJqfkAxwiip0cAAAA&sa=X&ved=0CIoBEJsTKAEwF2oVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=google+ceo&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk_SUsxOttLPL0pPzMusSizJzM9D4Vglp-YDAPsaLUcwAAAA&sa=X&ved=0CI0BEOgTKAAwGGoVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=larry+page&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk9S4gAx07MKCrUUs5Ot9POL0hPzMqsSSzLz81A4Vsmp-QD68UWrOgAAAA&sa=X&ved=0CI4BEJsTKAEwGGoVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=google+founded&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk_SUs1OttLPL0pPzMusSizJzM9D4Vil5ZfmpaSmAAAGQTHtNAAAAA&sa=X&ved=0CJUBEOgTKAAwGmoVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=menlo+park+ca&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk9S4gAxC5OLsrRUs5Ot9POL0hPzMqsSSzLz81A4Vmn5pXkpqSkAYLl2ED4AAAA&sa=X&ved=0CJYBEJsTKAEwGmoVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=google+headquarters&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk_S0spOttLPL0pPzMusSizJzM9D4VhlpCamFJYmFpWkFhUDAKHgXrE5AAAA&sa=X&ved=0CJkBEOgTKAAwG2oVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=mountain+view+ca&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk9S4gAxi8ySTbS0spOt9POL0hPzMqsSSzLz81A4VhmpiSmFpYlFJalFxQB4-a6XQwAAAA&sa=X&ved=0CJoBEJsTKAEwG2oVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=google+founders&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk_SUs9OttJPKi3OzEstLoYz4vMLUosSSzLz86zS8kvzUlKLACVwYng2AAAA&sa=X&ved=0CKQBEOgTKAAwHWoVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=larry+page&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk9S4gAx07MKCrXUs5Ot9JNKizPzUouL4Yz4_ILUosSSzPw8q7T80ryU1CIAZqNQskAAAAA&sa=X&ved=0CKUBEJsTKAEwHWoVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=sergey+brin&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk9S4gAx07MKzbTUs5Ot9JNKizPzUouL4Yz4_ILUosSSzPw8q7T80ryU1CIALWLUaEAAAAA&sa=X&ved=0CKYBEJsTKAIwHWoVChMI_bud87aOyAIVSjoUCh3qHgcP


Google 
Working on Sites  which provide free resources 

1. Books=== www.bookboon.com

2. Image === can searched by google 

3. Videos====== www.youtube.com

4. Software's======www.getintpc.com
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Creating a Gmail Account/google 
Account

Gmail: is stand for (google mail) 

Gmail: we can sent and Receive Emails
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YouTube 

YouTube: provides Videos Downloading and uploading Facuilites
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Yahoo 

Yahoo: is a popular searching engine after google 

Yahoo provide (Searching + Videos+ News+ Email……) Facuilites
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Skype   
Skype: is used for Video and Text Chatting 
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Thanks For Your Attention 



Any Question ?
سوال ؟


